Splan Visitor

Navigate to the Splan Visitor website, or access the system via the Pace Portal. The user will be

directed to the login page:

PACE

UNIVERSITY

LOGIN

Using this service acknowledges that you have read and agree to the IT

Appropriate Use Policy and

System User

GENERAL INFORMATION: 866-722-3338
ADMISSION: 800-874-PACE
1TS HELP DESK: 914-773-3333
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@ Please use From Date or To Date from Advanced search to get data from last 1 year

Welcome

You have no visitors today.
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https://visitors.splan.com/splan-ui/#provider/pace
https://visitors.splan.com/splan-ui/#provider/pace

Login

New Visitor

The New Visitor tab enables an employee to schedule a visit. Click the New Visitor tab from the
left navigation menu to register a visit. The New Visitor Registration form will open:

Visitor Information

First Mame First Name
Last Name # Last Name
Representing Compamy Representing Company
Email Emal
Mobile Number Mobile Number
Visit Information
Location Name * - Select - v Whom you are Q
meeting? #
Start Date 04-05-2019 End Date 04-05-2019
Start Time 8:56 AM End Time 955 AM
Reason for Visit Reason for Visit Comments Comments

+ Add Another Visitor

Cancel

"samnmn

e Enter the required information in the fields and click Save to register a visitor.
e Click +Add Another Visitor to add another user.

Visitors Upload
1

—
Visitors Upload

The Visitors Upload
Complete the basic visitor details: First Name, Last Name, Email, and Mobile Number. Click the Basic

tab enables an employee to register multiple visitors at the same time.

Upload button to upload multiple visitors. This feature is a 4-step process to be followed.

& Upload Visitors

Basic Upload

— Use basic upload if you have group of visitors meeting with only one employee.
— Use basic upload if you have group of visitors coming on same date.

— Basic upload template will have basic visitor information like first name,last name,email...

. .
3 Basic Upload .
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Cancel



Step 1: Download Link (Sample visitor Template)

Download the CSV file from the link and save the file on your local machine. Enter the basic details of the
visitors. The basic details include

% First Name & Request Data Center Access ; Upload Visitars

} Las_t NamE @D step-1-Downiaad ink jsample visiter template) @) Step-2 - Upload visitors  §f) Step-3 - add visit Information | @ Step-4: Preview and Submit
» Email Id & Upload Visitors

¥ Mobile Number

¥ezn Dovinload  and view Sample

@ Upload your CSV File

1 - Chick thoe usplacd butnon T Fincl (5 e froom yur computer and upksd.
2. Afcar Uiploading the 050 4ls, ick an Naor: 3 61 Vit Irrforraion.

Cancel

Step 2: Upload Visitors

Click “Upload” and attach the file. Once the file is successfully uploaded, a pop-up message will be
displayed on the screen as shown.

& Request Data Center Access : Upload Visitors (]

D 5tep-1:Downioad link (sample visitor template) R Sep-2: Uplosd Wsttors | I Step-3 < Add Wisit information ) Step-4: Prewew and Submit

& successfully uploaded the file Sample_Upkoad_Basic Visitor_Template.csv dick on Mext button for further process. s

& Upload Visitors

Wn Download and view Sample

m Upload your €5V File m
1 - Click thee upload butoon m fing C5V Fe from your computer e upinad

2. Afser Uploading the L3V o, Plazsn dick an Nesersa 81l Vst Infarmasien.

S

Click “Next” for further process.

Step 3: Add Visit Information
Enter the Visit Information details and click “Next”.

@ The fields marked * indicates mandatory fields.

& Request Data Center Access : Upload Visitors L]

) step-1:Downioad ink (sample wsitor template) @) Sep-2: Upload Wisitors | () Step-3 : Add Visit information (8 Stap

Wisit Informaticn

Location Narme Las Angeles . Wham e see metting? & Paul Neumann | p.neumann ) Q
Stan Dase 020203 End Date. 01-20-2013
Start Tima 11:22 A0 End Time 1222 PW
Bamson for Visie Reason for Visit Rspresenting Eempany Representing Compar
Commants Comments Durasicn{in Mirstes) 60
Coumry ~ Select - . Visin Type ~ Select -



Step 4: Preview and Submit

All Visitors information along with date and time of the visit can be previewed on the following screen.

& Request Data Center Access : Upload Visitors [7]
n Step-1;Downdoad ik (sample wisitor template) B Siep-2 ; Upload wisitors D Sep-3; Add Visit Information oSm;l..i_- Prayiaw and Submit
— Growp Marmes
-
Firzt Nama “ Laat Mama Email Winiting Date Wham yews are masting? Jiction 1
Ben Sighes 01-20-Z015 1122 AW Faul Mewrann { preumenn | IE’ iof |
Exin Margar: 09-20- 2041 11:22 Ak Fraul Mewrnann { prsumann | I_? @ I
Jom Foat 01-20-201% 11:72 8 Paul Mwrmann | prsumann | 1z Lo} 0
| S——
Showm| 10 % |ererie Showing 1 te 3 of S eroie a || 1
Wisit Information
Location Name Las Angeles v ‘Whom yau are meeting? # Faul Neumanin{ p.neumann ) O
Seart Date 01-20-2019 End Datw M-20-219
Beasnm for Visit Reason for Wisit Reprezending Company Representing Compandg
CasmmEnts Comments Drairation ba Mirsetes) B0
Caumiry - Selecl - A Visit Type - Seledt -

The employee can also edit and delete a specific visitor

¢ ClickontheEdit (£ icon under Actions tab to edit a specific visitor. Upon editing the visit
detail, click Update and Save. The visitors will be registered.

+ (lick on the Delete ]ﬁl icon under Actions tab to delete a specific visitor. Upon deleting the

visitor, click Update and Save. The visitors will be registered.



