Welcome to

VisitUs Reception

Enhanced Evacuation Setup Guide
With 1am / feature

Safe

A

Evacuation in progress

Please leave the building immediately.

Make your way to the car park on Jamieson Stre

© visit-us.com
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Emergency Evacuation

Adding your
Personal Emergency Evacuation Plans

VisitUs Reception can store Personal Emergency Evacuation Plans (PEEPSs)
online and automatically email them to the fire marshals along with the
evacuation checklist.

&) Hosts/ Staff
Click 'Configure System’ on the drop
1 down menu on the left hand side, [ CongreSpsten -
then 'Settings’ which is found under

the ‘Evacuation’ tab.

[J Configure System
BE GetaQRCode

4 Evacuation Options  +
Y signinTypes

J sving () Enable Evacuation

e '9 Evacuation History
m Settings
2 Click on the ‘Upload personal S :
. , Manage fire marshals and the message displayed
evacuation plan/s’ tab on the drop

down menu
Evacuation Message
Fire marshals
lude hosts in i
adls
pload personal evacuation plan(s)
1 Am Safe «clude hosts in evacuations
Upload personal evacuation plan(s)
A document that outlines any assistance a me
Browse for your Personal Emergency ! 7
3 Evacuation Plan and then click ‘Upload’ Lo

.
Click Upload

Click here to download a blank template

* Alternatively, you can sate
download a blank

PEEPs template by
clicking on the link
shown

Click here

& UPDATE CHANGES

Once changes ar complete, make sure to press the
4 ‘Update Changes' button in the top right of the screen.

x CANCEL
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How to set up
Evacuation Message

&) Hosts ! Staff
Click "Configure System’ on the drop
1 down menu on the left hand side, [ Conoure ymem -
then *Settings’ which is found under P
the ‘Evacuation’ tab [J Configure System
Get a QR Code
4 Evacuation Options  +
ﬁ Sign In Types
l Styling Enable Evacuation
—e ::) Evacuation History
W Settings
2 Click on the ‘Evacuation Message’ Evacuation Settings
tab on the drop down menu Manage fire marshals and the message displayed

Click here

hosts in i

Upload personal evacuation plan(s)

I Am Safe

Add the Evacuation message Evacuation Settings
3 you would like displayed on stttz oo

your iPad when an Evacuation
is enabled. —

This will be displayed on the iPad during the evacuation

This is an evacuation
Please leave the building

Fire marshals

— This message can changed
Upload personal evacuati to suit your situation,
skl Fire drill etc, as required.
Once you have finished
4 changing this option make
sure to press the ‘Update
Changes’ button in the top A

right of the screen. _
x CANCEL

Click here
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Setting up a Host
as a Marshal/First Aider =~

|#”  Create Report
[shl Statistics
Click onto the "Hosts/Staff’ link on the
1 Lefthand dashboard menu bar. WE B
] Configure System -

i‘ Evacuation Options

A k

Hosts / Staff - 7

If you cannot find a host in the list below then please try searching for them.

Click on a persons name to view further details.

Click onto the host you wish to

add as a Marshal/Fist Aider Al Locations
and their individual details tab
W|” appear ame Information Fire Marshal Pin
avid Jones Chief of Staff v 165¢
| Wood Head of Art dept v 189
Bob King Chef 157.
1 m P 18737
To enable a host as a Marshal, A
3 just tick the ‘Fire Marshal' box | _ B contacer
as shown here. o Fire Marshal
— Sammrae— (] First Aider

Current subscription covers 25 Hosts

The dashboard noW |nd|CateS tha‘t If you cannot find a host in the list below then please try searching for them.
4 this host is now designated a Fire Frpm e ——"

Marshal

Name Infol Fire Marshal Pin

David Jones Chief of Staff 16565
Nigel Wood Head of Art dept 18940
Bob King Chef 15737
john smith Blakes v 10064
Rnhhv Chew Chief Taster 15048

& UPDATE CHANGES

x CANCEL

Now ‘Update Changes' button in
5 the top right of the screen.
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Adding additional Fire

Marshals that are NOT Hosts

Click "Configure System’ on the drop
down menu on the left hand side,
then ‘Settings’ which is found under
the ‘Evacuation’ tab.

::) Evacuation History
Wn\ Settings

Click on the 'Fire Marshals’ tab on
the drop down menu

Click here

Complete each section as shown
here, making sure that where you
have more than one marshal or
mobile number, you separate the
information added by using a
comma.

Once you have finished changing this option, & UPDATE CHANGES
make sure to press the ‘Update Changes'’

button in the top right of the screen.

&) Hosts ! Staff

D Configure System -

Qe Linka Device

[[] Configure System

BE GetaQRCode

4 Evacuation Options  +
ﬁ Sign In Types

N Enable Evacuation
.’ Styling

Evacuation Settings
Manage fire marshals and the message displayed

USTS in evacuations

Upload personal evacuation plan(s)

| Am Safe

Evacuation Settings
Manage fire marshals and the message displayed

Evacuation Message
Fire marshals

Each marshal can receive a report of signed in visitors. Hosts | Staff,
List the email addresses of your fire marshals Inat are not registered as hosts
Separate each email address with a comma

Example: me@email.com, yougemail.com

Commas are placed after
each email and mobile
number as shown.

me@email com, youg@email com _

List the mobile numbers of your fire marshals that are nol registered as hog
Separate each mobile number address with a comma
Example: 0468754777,07767645677

x CANCEL
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How to Include Hosts in
the Evacuation process

In the event that an evacuation being triggered,
Visitors and hosts can be given a warning about the event

&) Hosts ] Staff
Click ‘Configure System’ on the drop
1 down menu on the left hand side, O Contigure System

then 'Settings’ which is found under

D Configure System -

the '"Evacuation’ tab.
Get a QR Code

4 Evacuation Options  ~
ﬁ Sign In Types

Enable Evacuation
‘I Styling

9 Evacuation History
m Setiings

2 Click on the ‘Include hosts in
Evacuations' tab on the drop down

menu
Click here
n plan(s)
I Am Safe
To ensure that all hosts
. Evacuation Settings
dashboard are informed
of the evacuation, tick Evacuation Message
this box under the Fire marshals
llnCIUde hOStS in Include hosts in evacuations
evacuationl d rOp dOWﬂ Include hosts that are assigned to this location in the evacuation checklist?

menu shown here.

Upload personal evacuation plan(s)

I Am Safe

Click here

%’ UPDATE CHANGES

Now ‘Update Changes' button in the
4 top right of the screen.

Click here
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Iam Enabling the
Safe 'l am Safe’ Feature

In the event that an evacuation being triggered,
Visitors and Hosts can be given a warning about the event

& Hosts/ Staff
Click "Configure System’ on the drop
down menu on the left hand side, O Codors Sem -+
then 'Settings’ which is found under
the ‘Evacuation’ tab.

% Link a Device [J Configure System  ~

BE  GetaQRCode @ Evacuation Options

ﬁ Sign In Types

Enable Evacuation

'I Styling

Evacuation History

Evacuation Settings
Manage fire marshals and the message displayed

Click onthe 'l am Safe’ tab in the
drop down menu Bvacuation Message

Fire marshals

lude hosts in e

. plaagd personal evacuation plan(s)
Click here 0
. . Evacuation Settings
3 and hosts registered on

your dashboard are Evacuation Message
included in the ‘'l am Safe’ Fire marshais

feature, tick/enable the Incude hoss n svacuations

‘I am Safe’ tab as shown Upload persons! evacuston plas(s)
here. ann

Send an SMS 1o signed in visitors and hosts in the event of an evacuation. Each SMS will contain a unique link to mark themseives as safe and automatically upda

C | |C k h e re sent to mobile numbers residing in your country

& UPDATE CHANGES

x CANCEL

Now ‘Update Changes' button in
4 the top right of the screen.
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Enable an Evacuation

In the event of a major safety alert or evacuation, VisitUs can
activated to inform all visitors and Hosts of an emergency situation.

As an administrator, you are able to access the ‘Enable Evacuation’
button from any wi fi connected device, mobile, tablet, laptop etc.

of two options:
Click on the 'Enable Evacuation’

Access your dashboard and take one B © oz cocumon |
Red button at the top of the dashboard,

Click here
L Configure System -
| Evacuation Options
2 Alternatively, click on the ‘Enable Evacuation’

drop down menu on the left hand side, under @ Enable Evacuation
the 'Evacuation’ tab. W

*9)  Evacuation History

ﬁ Settings

Enable Evacuation

Click on the "Enable Evacuation’
. Are you sure you would like to enable the evacuation procedure?
3 on the following drop down menu

to trigger the action.

You will be unable to sign in new visitors whilst this is enabled.

OR
I

As a Marshal, you are able

to instigate an evacuation e - T
from your mobile App
. . J Njgel Woold
Click on the '"Evacuation’ @
icon on your mobile App TopRYSISITOrS
home Screen No visitors signed in today PRERg/
PREREGISTERED Evacuar
Arg 0U syrg ion
1 Greg King ‘ e:ﬂble u,::“ would
“aCUations
1 Steven Young able

iR
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The Evacuation in Action

In the event of a major safety alert or evacuation, VisitUs Reception can be
activated to inform all visitors and hosts of an emergency situation.
Administrators are able to access the ‘Enable Evacuation’ button on your
dashboard from any wi fi connected device, mobile, tablet, laptop etc.

What happens next?

Each Fire Marshal, Safety Officer, will receive an
email/SMS announcing an evacuation is in progress.
This can be accessed on any wi fi enabled device
and does not require the Signing in iPad to be o
removed from the building. g X

Evacuation Summary

They will receive an email/SMS containing a list of
those who have registered into the site as visitors
and hosts as shown here.

As part of your message, you will be given a direct link to the
‘on-line’ version of the checklist.

Click on this link and you will be provided with a ‘LIVE’
checklist, showing all staff and visitors who have responded to
their request to mark themselves as 'Safe’.

As each person is seen to be ‘Safe’ a Marshal can mark the
visitor as ‘Safe’ on the live list.

On line Checklist

During an evacuation, Wardens should click on the
‘Sync with Fire Marshals’ button provided on their list to ensure
that this list is maintained as up to date and accurate.

*The records of each Click here

evacuation can be drawn off

from your dashboard
following an evacuation.
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The Evacuation in Action 2

In the event of a major safety alert or evacuation, VisitUs Reception can
send a message to all Hosts/Staff and Visitors to alert them to the
evacuation, but also to provide a way of indicating each persons situation,
'Safe or Unsafe’

How does this work?

Once an evacuation has been triggered, all <. A

1 Staff/Hosts and Visitors will be sent an SMS 0 Evacuation in prt
message to warn them of the evacuation . ;
taking place PROGRE;’s?z'N ; Please leave the building i

Make your way to the car park or

When your visitor/Host has
2 received their SMS, they are
asked to click a button to

alert the Marshals that
'l am Safe'

@ Mossages w | F

o731 7 s

& dashboard.visit-us.com

Iam |
Safe |

This will automatically update the
Wardens on line checklist to have a
‘Real time', ‘Live’ record of who is
Safe.

Once the Evacuation has been disabled and it is
4 safe to return to your office, Hosts/Visitors/Staff
will receive an evacuation is over SMS.

Drophox

12
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Emergency Evacuation

Disable an Evacuation

In the event of a major safety alert or evacuation being over,
VisitUs Reception will inform all hosts, staff and visitors that it is over.
This can be completed using these methods.

i

A

. Access your dashboard and Click on the e s el

‘Disable Evacuation’ Green button at the top

right of the dashboard, followed by the

Disable Evacuation form. "
Here you can add information
About each of the evacuations
As areference

Please leave the building immedis

& senoBuLKsMS + @ DISABLE EVACUATION ay to the car park on Jamig

Only show visitors preregister>~ .« today & Print

Date

Click here

12-06-2019

Disable Evacuation

Please enter the reason for the evacuation

Planned fire drill

Click here

DISABLE EVACUATION

CLOSE

Click on the 'Disable Evacuation’ icon on the mobile
App to stop the action and reset the system.

e N

' EE WiFicay £
0z !l EE WiFiCall & 10:33 7 B5% - T EE Wiricgy o

19:04
7 n
Home % @05
You
A Evacuation in progress | ARE SiGNgp 1
|

If you are a Host and need to disable the evacuation,

YOU ARE NOT SIGNED IN TODAY . :":f:” Wogey
n: 18:37
TODAY'S VISITORS ToDAyg Vistrops

No visitors signed in today No visitors Signed in toq
lay

PRERE,
Evacuation
EVACUATIQN
Are you sure you would like to Really Artisy: COMPLETE
disable the evacuation? safe n':et"’ Madgrig. ot g
“enter the bui ki
Cancel Disable 1 ding.
S Ok
e -
S
TTe—
T
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View details of
a previous Evacuation

4" Evacuations =
On the dashboard lefthand menu bar, _ _
. . . @ Disable Evacuation
1 Click on ‘Evacuations’ Option then
‘Evacuation History’ %) Evacuation History
f Evacuations -
ﬁ Settings
@ Disable Evacuation
-'.-.- User Accounts |

) Evacuation History
| £} Setlings

l’a‘- User Accounts

Next, click on the evacuation Evacuation History - 1
2 date from the list shown to View a history of past evacuations
retrieve the details of the

specific evacuation carried
out. Date Started Ended People Evac

22-05-2019 10:42 0

Evacuation Details

Date of Evacuation: 15-06-2019

A window will pop up displaying the details Strt Tme of vacuation: 1352
3 Of the evacuat|on End Time of Evacuation: 13:56

People Evacuated: 5

This includes: start time and finish, an area
to record notes and a link to the online
checklist

Fire Marshall(s) Notified
nigel@reallyartistic.com

796614524

Notes:

To print out the report, click the 'Print Report’
4 button at the bottom of the report.
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