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How to Add Entities in the Kiosk Admin
Portal

Learn how to manage entities—whether synchronized automatically from Fortek
Unify or created manually. This guide provides a clear walkthrough for navigating the
admin portal and accurately inputting entity details.

1 Navigate to the Entities menu on the left sidebar.

• With Integration: If Fortek Unify integration is enabled, detailed entity information will
automatically sync and display here.

• Without Integration: If no integration is configured, you can manually add multiple
entities directly by clicking on "+Add Entity".
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2 Click Add Entity

3 • Enter the Entity Name (e.g., Swiftlink West Office).

• Select or enter the Entity Type (e.g., Company, Residential or Commercial , Coworking
Space, Hotel) and the Address.

• Click Save Entity to complete the operation.
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How to Configure Host Visibility in the
Visitor Kiosk
Learn how to configure host management settings and visibility rules in the admin
panel. This guide explains how to select entities, manage synced or manual hosts,
and apply bulk visibility updates across your organizational hierarchy.

1 navigate to Hosts from the left navigation menu.

• Select your desired Entity from the dropdown menu.

• With Fortek Unify Integration: All system users will automatically synchronize and
populate in the list. Set users to Searchable if you want them reachable by visitors, and
ensure their email address and phone number are up to date in Fortek Unify.

• Without Integration: Click Add Host to manually create users by entering their
name, email, and phone number.
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2 Click Host Menu on the Kiosk Visibility status for Vanessa Robertson.

3 Bulk Operations & Visibility Settings If integrated with Fortek Unify, users
automatically maintain their organizational hierarchy (e.g., Department and
Position in a Corporate Entity, or Organization in a Coworking Space).

To update kiosk visibility for multiple users at once:

1. Open the visibility configuration menu for a host.

2. Under Apply To, choose the target level for the update:

• Individual Host: Applies changes only to the selected user.

• Hierarchy (Department, Position, etc.): Applies changes across an entire group or
tier within the entity structure.

3. Select your desired visibility setting (Searchable or Hidden) and click Apply Visibility.
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How to Configure Kiosk Settings

Learn how to customize your kiosk settings and manage visitor check-in fields. This
guide covers how to enable check-out options, set required fields, and configure
badge printing settings for a streamlined visitor experience.

1 Enter Login Credentials Into the Kiosk URL and click Login
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2 Select Kiosk Settings from the left navigation panel

3 Select your desired Entity from the dropdown menu
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4 Toggle or check Enable Kiosk.

Click Choose File to upload the entity logo, which will display on the Visitor Kiosk
screen.
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5 Enable Check-Out: Select this option to record visitor check-out dates and times.

Note: A QR code scanner installation is required for this feature.
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6 Configure Purpose of Visit

Add the available purpose options for visitors to select from a dropdown list
during check-in.

To add additional visit purposes, click + Add Purpose.

Note: At least one Purpose must be configured.
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7 Enter the description for the new purpose option (e.g., Maintenance). Repeat this
step for each visit purpose you want to make available.
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8 Click the Check-In Fields tab to configure additional information to collect from
visitors, besides their name.

Note: Visitor Name is displayed and required by default.

9 Click + Add Field to create a new row. Enter the label for the information you want
to collect from visitors, such as Company Name, Phone Number, or Vehicle License
Plate.
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10 Type the new field name (e.g., Company Name), then check the Required box if
visitors must complete this field to check in.

11 Click + Add Field again to create additional rows for any other required fields.
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12 Enter the label for the new field (e.g., Phone Number).

Select the Required checkbox if visitors must complete this field to check in.
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13 Enter the Label of the new field and select if the field is mandatory for the visitor
to complete.

14 Click Save Kiosk Settings.

Page: 17

 Fortek Security Systems Inc. www.forteksecurity.com 1800-505-6476 



11

15 Click Print Settings tab

16 Enable Print badge on check-in.
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17 Click the Printer address field and enter the printer's IP address.

Note: The printer must be connected to the same network (Wi-Fi or Ethernet) as the
visitor web server. Port and badge size settings are pre-configured for the Brother
QL-820NWB.
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18 Click Print Sample Badge to test that the printer is properly communicating and
printing correctly.

19 Click Save Kiosk Settings.
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How to Configure Visitor Kiosk Access
Control Integration

This guide provides simple instructions for navigating to your local management
interface and locating the Access Control settings. Follow these steps to successfully
reach the integration menu for your security hardware.

1 Go to the kiosk Management URL, Enter credentials and Click Login
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2 Prerequisites

> Network Requirement: Ensure the Access Control web server is on the same
network as the Kiosk web server before proceeding with configuration.

Step-by-Step Configuration

1. Enable & Configure Integration

• Navigate to the Access Control Integration section in your Kiosk Management portal.

• Toggle or select the option to Enable the integration.

• Input the required server details:

• Fortek Unify URL: Enter the full URL path for your Fortek Unify server.

• Credentials: Provide the authorized Username and Password.

2. Set Synchronization Frequency

• Sync Interval (Minutes): Enter your preferred synchronization frequency in minutes.

> How Syncing Works: Once saved, all updates and changes made within the
access control database will automatically synchronize with the Visitor Module at
the interval specified.

3. Save Changes

• Click Save Settings at the bottom of the interface to apply and activate the
configuration.
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How to View and Manage Delivery Logs
Learn how to access, search, and export delivery logs within your administration
dashboard. This guide walks you through filtering records by courier or date range
and exporting reports to PDF or Excel.

1 From the main menu, select Delivery Logs.
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2 Select the target entity from the Entity dropdown menu.

3 The delivery logs are displayed in descending order by date and time, so the most
recent delivery appears at the top.

To generate a report, click Export PDF or Export Excel.
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4 To filter the report by delivery date/time, host name, or courier name, click Filters.

5 Enter your criteria—for example, searching for DHL under courier—then click
Apply Filters.
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6 The filtered results will display on the screen. To download the data, click Export
PDF or Export Excel.
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Viewing and Managing Visitor Logs
Follow these steps to navigate your admin dashboard, search for specific guest
records, and generate visitor reports.

1 Navigate on the left menu and click on Visitors menu
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2 Select the desired entity from the Entity dropdown menu

3 The visitor list is displayed in descending order by check-in date and time, so the
most recent check-in appears at the top.

To generate a report, click Export PDF or Export Excel.
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4 To search for specific visitor logs or a single record, click the Filters tab

5 Filter the list by Visitor Name, Host Name, Status, or a specific Checked-in Date
Range (From/To)
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6 Click on Apply Filters
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