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PeopleTrack

User Guide

This brief slideshow will guide you through
the basic features and everyday use of
the PeopleTrack software. By the end, you’ll

know how to navigate the program and plan
your setup.
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Enrollments & Reogistrations

#” DRIVERS LICENSE
\(ocn SCANNER)

DRIVERS LICENSE
BARCODE

ON YOUR
WEBSITE

ENROLLING
NEW VISITORS

SELF CHECK-IN
KIOSK

FIELD ENTRY

MANUAL ENTRY

There are several
ways to register
new people, and
you do not need to
choose every
method up front.
You can start by
entering profiles
manually or
importing a
spreadsheet, then
add more
registration
methods later.
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Scan & Go

PeoplTrack B=".~) There are three

J tracking

Je=y ..  modes: Operator, Self
Check-In, and Scan &
— —. Go. Click the Tracking
T Mode button to switch
S between them.

The Search o
Bar finds the —(
scanned in entries  Towysaciy
and lets you

manually search

B

for profiles by o mm
G
8

System ID, Custom i
ID, name, partial

spellings, and
email address.

smespemo Scan & Go is designed

Me mb r matche: d check-in logged.
ral Attendan S urity Desk

R for quickly scanning
1":1121?; | recognized IDs and

check-in logged.
ral Attendan S urity Desk

rch-result-check-in - operator - 1:37:54 AM automatically traCking
Melissa Demo . CHECKED IN eXiSting members,

Member matched and check-in logged.
General Attendance - Security Desk

search-result-check-in - operator - 1:37:53 AM W'i t h Ou t C reat‘i n g n ew
2 s member profiles.

and check-in logged.
General Attendance - Security Desk

operator-check-in - operator - 1:37:47 AM
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Self Check-In

Choose an option to continue.

New visitors can scan their
ot driver’s license or enter
their information manually

Existing members scan
their ID using a webcam,
barcode scanner, or any

compatible input device. Sian Up \to check themselves in.
New Visitor Checkin X
Rlew Visttor Chee
Dosiss )
Search ennsylvan
(I )@ Clear —
. =T
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Operator Check-In

T = -0 View alerts, log
= S - visit details, and
Jeannie Grandfield CheCk the pe rson

Waitlist ACTIVE  ID#13  VOLUNTEER

in/out. Dropdowns

Bobby Hingst m Remove
(55 TN VISIT REASON LOCATION

D | - o : can be modified in
o ——— the Settings—Labels

@ Family ~Passes  Schedule Performance
Darwin Howington NEEDS REVIEW I I len u

N

Needs review: member status is Inactive. PHONE EmaIL
General Attendance - Security Desk . )
operator-check-in - operator - 11:23:50 PM (419) 332-2404 jeannie@grandfield.com
Cathleen Ort CHECKED IN Sl LT e s .

\“Qll Member matched and check-in logged. 207 N Park Ave
General Attendance « Security Desk

¥ erator-check-in - operator - 11:23:35 M
arv STATE

Jamie Rezac CHECKED IN Fremont OH u tto n S I I I e n u to

gl "iember matched and check-in logged.
General Attendance - Security Desk .
operator-check-in - operator - 11:23:23 PM 2P EMERGENCY CONTACT teXt e m a 'I l 0 r

43420 ) )
Zane Opunui CHECKED IN .
Member matched and check-in logged. .
Volunteering - Security Desk a)(m ;7 ® & § P )
operator-check-in - operator - 11:22:48 PM o u -
.
.

Jack Lenske COURTESY POINTS )

7 Performance record entered.
Courtesy Points - Helped other students with their work
the person to th
Jack Lenske CHECKED IN

/=8 Member matched and check-in logged. u e u e L4 O r d e
Volunteering - Security Desk )
operator-check-in - operator - 11:19:14 PM

° .
P Jack Lenske NEEDS REVIEW t h e p rOf]
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Member Profile - Family

Member Profile +
Jane Is Demo
-
VL ACTIVE  ID# 100000  VISITOR  COMPLETED PAPERWORK: NO
Motes: Referred by J. Hingst
VISIT REASON LOCATION
Volunteering v Security Desk v

Contact @ Passes Schedule Performance

: Joe Is Demo
ID# 100001 - Active
Melissa Demo @

ID# 100037 - Active

Check Qut

Check Qut

. Manually create

a new profile or
edit the person
currently on the
screen.

Use the Family
Menu to check
families in or
out, add new
family
members, or
remove existing
ones.
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Member Profile - Passes

ACTIVE 1D# 100000 VISITOR COMPLETED PAPERWORK: NO Types Ca n be mod 'i f'i ed

Notes: Referred by J. Hingst

ﬁ Jane Is Demo The Pass Categories and

in the Settings-Labels
menu.

Volunteering v Security Desk hd

e vty @ s o — Use the Passes
R o Menu to add
individual or
e S e shared passes,
— apply a guest
pass, or reset
e - Use Pass the passes

. available on a

— membership.

VISIT REASON LOCATION

»

Guest Pass 2 AVAILABLE

All Inclusive - Family for Jane Is Demo

Use Pass

4
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Member Profile

Lauren Knighton

ACTIVE ID# 17 VISITOR

VISIT REASON

LOCATION

Volunteering v

Contact Family Passes @ Performance

Security Desk

Saturday Dance Class REGISTERED
08/08/2026

Book Club

Tuesday Fiction Book Club
07/05/2026

Special Event

NYE Ball
12/31/2028

- Schedule

Check Out

+

™~

Use
the Schedule to
create events,
— register for
existing events, or
check in and out
of exclusive

events.
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Member Profile - Performance

Jack Lenske

SUSPENDED ID# 23 VOLUNTEER

VISIT REASON LOCATION

Volunteering v Security Desk hd

TR o Use

_ the Performance

e menu to enter and

- P = track behavioral
incidents, tardies,

e e ) o 302201 = = s~ points, and other

" R notes. You can also

ig |.ng cpuNﬂ 2026-06-15 03:18:26 R - B .

Cafeteria food fight pr‘lnt Or teXt

Tardy COUNT1  2025-05-15 02:50:57 @ BT tiCketS tO parents

—

and log additio

Each category has its own count. Categories can details.

be modified in the Settings—Labels menu.
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Reports Dashboard

PeopleTrack
Visitor Management

View current
attendance, peak
times, and daily or
- __ monthly totals on

the Reports
19 21 2.9 Dashboard.

Reports Dashboard Currently Checked In Total Visits Today Visits Per Day

Peak Visit Times Monthly Totals ENROLLMENTS - VISITS - PERFORMANCE
[ ) 6 @ New Enroliments @ Total Visits @ Guests @ Tardy
[_J 1 5 June New 37 - Visits 89 - Guests 4 - Tardy 12

. _- Select the desired

report

) from Report
Options to view

and explore the

Report Options

Visit History Todays Visits Week Totals ¢

Time & Attendance Member Data Pass List Performance o
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The Settings Menu

m e Setﬁngs

B Badge Design
Labels
Import
Database
Account

Design digital and
printed IDs,
customize the
app, import data,
perform database
operations, and
manage your
account.

Workstation
Station Tracking Mode

front-desk-1 Self check-in hd
Web Camera Printer =—

Default camera hd Virtual Badge hd

Default Expiration Date Kiosk Password

01/01/209% Leave blank to allow settings access

—

These settings control how this screen behaves for the current workstation.

©

Automatically creates a performance record when a member checks in during this time window. Configure the record defaults

Auto-Performance Tracking

below:

Auto-Text Ticket Auto-Print Ticket

Enabled ~ Disabled ~
Begin Time End Time

08:01 AM © | o0s:20 AM ©
Category Incident Details

Tardy v | Automatic Late based on check-in time.

Auto-Tracking
Auto-Print ID Auto Check Out

Enabled v 11:50 PM [C]

In Workstation
Settings, you can
set a kiosk password
to lock the app to a
single screen, such
as Self Check-In.

Configure your
station’s
automation
settings.
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