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Chapter 1: System Overview

The ALICE Receptionist Directory is the most advanced office lobby greeting system available with a
large range of features and options.

The ALICE Receptionist Directory (ARD) software is an automated office building greeting system
which greets visitors to a building or lobby area and allows them to communicate with employees
who are in the building, out of office, or located at remote facilities.

The ALICE Receptionist System consists of the ALICE Directory machine and the various Client
applications that receive calls from the Directory. Communication methods between the Directory
and Clients currently include: Audio-Only, 1-Way Video and 2-Way Video.

The ALICE Receptionist System offers companies a wide range of configurable options to control
how visitors interact with the system and company employees.

Definitions

APPLICATIONS:

ALICE Receptionist Directory: (Also referred to in this document as the Directory or ARD.) The ARD
is the Directory unit which is typically installed in the company’s building foyer or lobby area. The
minimum ARD unit configuration includes a touchscreen monitor/PC combination with an
integrated or attached camera and speakers. The Directory requires an internet connection and/or a
connection to the company’s Local Area Network (LAN), depending on which communication options
are in use.

ALICE Receptionist Client: (Also referred to in this document as the Client or ARC.) The Client is the
software application that is installed on the user's computer to communicate with the visitors using
the Directory.

ALICE Directory Configuration: This is the settings application that a company uses to configure and
set preferences for their ALICE Receptionist Directory system.

ALICE Receptionist Web Admin Portal: This is the administration website that the ALICE Receptionist
Administrator will use to configure system-wide and default settings.
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ALICE Admin Application for Windows: This is the administration application that is installed
completely on a company PC, as an alternative to the Web Admin Portal, to configure system-wide
and default settings.

TERMS:

Visitors: These individuals interact with the Directory.

Users: (Also referred to in this document as Employees.) These are individuals, typically employees,
who receive calls from the Directory and interact with visitors who are using the Directory.

Operator: The Operator is a designated single user assigned as the default contact who will receive
calls from the Directory when the “Operator Mode" feature is enabled.

ALICE Receptionist Administrator: The individual within your organization who has been designated
as the Administrator for the ALICE Receptionist system. This individual will have login credentials to
the ALICE Receptionist Web Admin portal or the Admin App for Windows, as applicable.

Acronyms, Abbreviations

Admin = ALICE Receptionist Administrator

Admin Portal = ALICE Receptionist Web Admin Portal
Admin App= ALICE Admin Application for Windows
Directory or ARD= ALICE Receptionist Directory

Client or ARC= ALICE Receptionist Client
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Chapter 2: ALICE Directory Interface

The ALICE Directory user interface is designed to present information in an attractive and intuitive
manner.

TOUCH AVAILABLE CARDS TO CONTACT

#uegastecﬂg f.—?%-'ﬁ."

Nevada Gove o
ECONOMIC DEVELOPMENT

=)
] _switch
VIRTUAL RECEPTIONIST s T a h E S D joTO%"gAﬂ

AliceReceptionist.com U‘fracky ! ”ﬂ! &

The Alice Directory screen can be segmented into 4 sections, outlined below.
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ALICE Video Section

The ALICE Video section of the Directory interface is where all ALICE video clips are played. This

includes the pre-recorded ALICE videos as well as the live-streaming video displayed during a video
call.

TOUCH AVAILABLE CARDS TO CONTACT

L@ALI CE"
e =i

Qo

O orosananon

ECONOMIC DEVELOPMENT

w LaunchKey

@ . r |
L'QALIDE" =tabeso| YIECH

VIRTUAL RECEPTIONIST COCKTAIL

AliceReceptionist.com Ui’racky UNLV

ALICE is configured to play a video of Alice waiting for visitor interaction before she starts providing
information or connecting the visitor with an employee.
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Main Menu Section

The Main Menu section consists of up to six (6) main menu buttons that remain static on the
Directory screen at all times. These buttons provide visitors easy and quick access to the features
that are most important for their experience with ALICE.

ECONOMIC DEVELOPMENT

“ ’ LaunchKey

)» >

L’gﬁu_lc:s" =taheso| YTECH

b COCKTAIL

VIRTUAL RECEPTIONIST

AliceReceptionist.com Vs frOCky U NLV

Configuring Main Menu Button

The Main Menu buttons are configurable and custom buttons can be defined by the ALICE system
administrator for each company.

» Company / Department / Employee: There is only one fixed button on the menu. When
this button is pressed, it will display a list of cards on the right of the screen for the building.
The list of cards will either be a list of companies, departments, or employees for the
building. As such the default caption of the first button will either be “Company List”
“Department List” or “Employee List". The ALICE system administrator determines which of
those directories will be displayed. The button can also be changed by the administrator.

This button behavior is based on the check boxes that are checked in the Group and Sort
Settings on the Layout tab in the ALICE Configuration application.
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Group and Sort Settings

[7] Show Company Directory [7] Show Department Directory Sort Employees By
@ Sort by Name @ Sort by Name @ First Name
Sort by Card Posttion Sort by Card Posttion ) Last Name

() Sort by Card Position

o Show Company Directory: If selected, a Card will be loaded for each organization
configured in the ALICE Admin Portal or Admin App for your account.

o Show Department Directory: If selected, a Card will be loaded for each Department
configured in the ALICE Admin Portal or Admin App for your account.

o Show Employees By: Employees are always listed in the Directory. You can specify
the default sort order (alphabetical by first or last name) for the employees.

Configuring Optional Buttons

There are a number of optional buttons which can be turned on and off by the administrator. These
buttons have a predefined behavior when pressed.

» Call Receptionist: This button will be displayed if the Receptionist option under Display
Buttons on the Menu Buttons tab in the ALICE Configuration application has been checked.

Edit
Digplay Buttons

Fieceptionist [ Securty [ Help [ Events

Directory Name

TimeZone

SIP Address.

Check-in

o The employee designated to be reached by this Template
button will be assigned in the Admin Portal or Operator bode
Admin App. Select the Directory or Directories Operator  select Employee.
tab. In the list of Directories, choose the Directory Receptionist | ESUUBEE

you are configuring and select Edit. Assign an
employee as the Receptionist in this window.

security | Select Employee

Publish

License
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» Call Security: This button will be displayed if the Security option under Display Buttons on
the Menu Buttons tab in the ALICE Configuration application has been checked.

Display Buttons Edit
[ Receptionist Securty [7] Help [] Events
Directory Name Las Vegas ALICET
TimeZone Pacific Standard Time (-8:00) v
o The employee designated to be B
reached by this button will be SIP Address | 1P T Sipserver.cor
assigned in the Admin Portal or Checkin | Employee Search by Name v
Admin App. Select the Directory or Template
Directories tab. In the list of operator Mode
Directories, choose the Directory
you are configuring and select Edit. Operator | Select Employee... v
ASSign an employee as Security in Receptionist Select Employee... v
this window.
Security Test USer v
Publish
» Help: This button will play the standard License | 1111111111111111111111-1-1111111
ALICE Help video. This is a short video
(about 30 seconds) that provides a brief
« Update Cance
instruction to a visitor on how to use the ®

system.

» Events: This button will display the Events screen. Configure the Events screen using the
Events Tab in the ALICE Configuration application.

SIP_| Awdiaisual | Language | Men Buttons | Layout | Dplians | Molion Detection | Everts [ video |+ | »
Microsolt Exchange | Googie Caerdal

LoginName: Password Emil e

=
Avalable Cakndars

Enable Checkdn ) Badge Pirting 14 Show Date [
Everss Layout o

December 01

Events 1:20 PM

]
e [ )
Fvent F{escnptlun ST ‘

Message

[7] Tun OnHelp Tigs (Haver over anea for bips] ~
Vi e M save ] [ oow
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Custom buttons are buttons that the ALICE system administrator can create and configure. There
are a number of different behaviors that a custom button can be configured for. These include:

* Open a URL
o HTML Documents
o Web pages
o ALICE Widget
*= Photo gallery widget
=  Weather widget
* Induction Screens
o Interactive Wayfinding Map
» Open Media File
o Images

o Videos

In addition to being able to configure the custom button behavior, the administrator can configure
the button caption, icon, position and appearance (colors). Below are some examples of custom

buttons and how they would be configured:

» Building Map: When the Building Map button is pressed, an image will display that has been

set in the ALICE
Configuration
application. This
image can be of a
building, campus or
any other image the
company wishes to
display when the
Building Map button
is pressed.

N o NIST

L?ALICE"

VIRTUAL RECEPTIONIST

AliceReceptionist.com

Faculty
Lot B2
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This button is customized under the Menu Buttons tab by s
Give the button a name under “Button Text” and then use th

electing “Add Button”.
e “Button Functionality”

menu to set the website or image that will open when this button is pressed.

Give this button

additional customization
by adding an icon next to
the text.

[ Add Button || Delete Selected Button | [ v [ |

-
252 COMPANIES

CUSTOM BUTTON

® /&)
XI
m
r
o

R, HANGUP

Bmton Text
CUSTOM BUTTON

Button Functionality

@ Open URL Remove Links []

Browser Zoom % |100 |
@ Open Media File  Full Screen Video |
Button Video
Play video when button is pressed

Defaut -

After you have created this button, it can be set as your home screen on the Layout
tab of the ALICE Configuration settings. Instead of a Directory contact list shown on
the right side of the Main Menu, the Building Map can be shown as the reset screen

after a Visitor has interacted with the Directory.

‘.. Layout Settings
» ) :}J ALICE Receptionist Layout Settings
E & _]\_,r\\

Layout Settings:

Show Navigation Menu
[¥] Center Align Cards
[¥] Display Mouse Pointer

Screen Resolutions: [(AuloLayout)

Home Screen: |DEFAULT v

Inactivity Timeout (sec.) BUILDING MAP
HELP
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» Information: When the Information button is pressed, an image or website can be
launched based on your settings in the ALICE Configuration application. The image or html
site will load on the right side of the screen. Visitors can interact with any clickable area of

the html page displayed.

ISOLUTIONS THAT WORK FOR LARGE
ICORPORATIONS, SMALL OFFICES
IAND EVERYTHING IN BETWEEN.

i the ALICE aysam tht igh o your business.

V¢ 'W HARDWARE OPTIONS

© nForRMATION

L@A LICE" What is ALICE? ALICE in the News

VIRTUAL RECEPTIONIST H

o This button is customized under the Menu Buttons tab by selecting “Add Button”.
Follow the same instructions as for adding a Building Map to customize this button
or even set this as your home screen.

AliceReceptionist.com
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The Navigation Menu allows visitors to filter and navigate through multiple pages when there are
more Contact Cards than will display on a single page.

There are seven (7) Navigation Menu buttons:

return the user up one level.

Display all Cards (no filtering).

Display only Cards A-H.

Display only Cards I-P.

Display only Cards Q-Z.

To assign whether this tool will be displayed on
your Directory, access the Layout tab of the ALICE
Configuration application. Uncheck the Show
Navigation Menu option to remove the menu.

Move to the next page of cards.

This button only appears if the system has been configured
to display Companies or Departments. When pressed it will

Move to the previous page of cards.

§- % Layout Settings

Layout Settings:

Center Align Cards
Home Screen: | WISITOR CHECK IN ~ . N
Display Mouse Pointer
Inactivity Timeaut [sec.] 60 [] Ignore On'web Pages

J ALICE Receptionist Layout Settings
-

Soreen Resoluions: | [Autolapout) - Shaw Navigation Menu
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Contact Card Section

The Contact Card section is located on the right (or bottom in Portrait layout) of the screen. This
contains the Contact Cards that a visitor can use to contact an Employee. If the Directory is for a
multi-tenant building and Companies are turned on in the ALICE Configuration, a list of companies
or organizations will be the top level shown in the Contact Card section. Users can simply click on
the card for the company or organization they want to visit in order to see a list of employees for
that group.

.
sw'l)tch
YTECH

COCKTAIL |

VIRTUAL RECEPTIONIST

AliraRarantinniet ~om
Allceneceplionist.com

Once a Company card is pressed, a list of Employees for that company will be displayed.

TOUCH AVAILABLE CARDS TO CONTACT Sorted by First Name

Page1lof 1

Mike Yoder Patrick Diab
CcT0 Brand Specialist

Status: Available 4 Status: Avaiable
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Card Actions:

Each Card can be configured for a Card Action Type. The Card Action determines the behavior of the
card once it is clicked on. Valid Card Action Types and their behavior are as follows:

* None: This is the default behavior for Organization and Department cards. When Action
Type is set to none on the Admin Portal the button will simply drill down to display a list of
entities (departments or employees) that below to it.

» Call: For Organization and Department Cards this will call the employee assigned to as the
Default Employee for this card. For Employee Cards, this will call the employee.

» URL: For all card types, this will open a Browser to the URL specified for the card
» Image: For all card types, this will display a static image on the Directory
» Video: For all card types, this will play a video on the Directory

Additional features in the Contact Card section include:
Company Name
The Sorted By button:

When Company cards are displayed, this will show
Company Name instead of Sorted By.

Sorted by Last Name

When Employee cards are displayed, this button
can be pressed to toggle between Sorted by Last
Name and Sorted by First Name.

The Page Number label displays the current page

and total number of pages available.

Sorted by First Name
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Chapter 3: System Feature Highlights

The ALICE Receptionist System includes a long list of features that is constantly being added to and
improved upon by the ALICE Receptionist team. Not all features are enabled for every installation.
Companies determine which features suit their office environment at the time of purchase and the
ALICE Receptionist System is configured to match their specific needs.

Should additional features be desired after the initial installation, this can be accomplished for most
features by using the Admin Portal, Admin App, Configuration or Client applications.

The following is a list of highlighted features available within the ALICE Receptionist System:

Communication Preferences

The ALICE Directory can be configured to allow three (3) different forms of communication between
the visitor and employee. Each communication option provides its own set of benefits and
interaction experiences for both the employee and the visitor. These communication preference
options are:

» Phone (audio-only): Employee and visitor communicate as they would during a normal
phone call, with no video for either party.

Interaction Experience: When the visitor touches a name on the Directory to call an
employee, the Directory sends a call to the employee’s designated phone number. The
phone number can be any valid phone number including office, home, remote location or
cell phone. The visitor's audio will be captured by the Directory camera and does not require
the use of a phone.

» One-Way Video: The employee sees video of the visitor; the visitor does not see video of the
employee. The employee’s phone (office, home, remote location or cell phone) is configured
to ring when the call comes in from the Directory and the employee can speak with the
visitor over the phone while seeing the visitor using the ALICE Client application.

Interaction Experience: When the visitor touches a name on the Directory to call an
employee, the Directory sends the video of the visitor to the employee’s ALICE Client
application and the audio to the employee’s phone. The employee will be able to view the
visitor on the ALICE Client application at the same time their phone will ring with the audio
portion of the call. To answer the call the employee simply picks up the phone call and clicks
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the answer button on the ALICE Client application. When done, the employee simply hangs
up the phone or presses the hang up button in the ALICE Client application.

Video: Both employee and visitor can see and hear each other using video.

Interaction Experience: When the visitor touches a name on the Directory to call an
employee, the Directory will send the video and audio of the visitor to the employee’s ALICE
Client application. If the employee accepts the call from the visitor, the employee’s video and
audio will be sent back to the Directory. Both the employee and visitor communicate with
each other via live video streaming.

Split Call: The employee sees video of the visitor and the visitor sees video of the employee.
The employee’s phone (office, home, remote location or cell phone) is configured to ring
when the call comes in from the Directory and the employee can speak with the visitor over
the phone while seeing the visitor using the ALICE Client application.

Interaction Experience: When the visitor touches a name on the Directory to call an
employee, the Directory sends the video of the visitor to the employee’s ALICE Client
application and the audio to the employee’s phone. The employee will be able to view the
visitor on the ALICE Client application at the same time their phone will ring with the audio
portion of the call. To answer the call the employee simply picks up the phone call and clicks
the answer button on the ALICE Client application. The employees video will then show up

on the ALICE Directory screen.

Setting an Employee’s Default Communication Preference: Employees’ default communication
preferences are automatically recognized by the system based on the Contact Number/Address
entry on the Employee or Employees tab on the Admin App or the Admin Portal. The Directory will
use the selected communication preference for each user, allowing for a customized experience.

For Audio-only communications, the employee’s phone number
will be entered. For VoIP systems, only the employee’s extension is
needed. This field should include only the phone number, the

Edit Employee
Organization  Company 1
First Name
Last Name Thompson
Email ft@acme.com
Card Position

Static

Primary Contact Number 7025551699

Secondary Contact Number

Department Executive

Position President

User Name

Admin App

extension, or the
phone number plus
extension.

rrrrrrrrr

........

mmmmmm

........

Admin Portal
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First Name 3
For Video communications using the ALICE Client Last Narme -
software, enter the SIP address: emai E
Card Action:
: > ...
Edit Employee
Card State:
Organization  Company 1 - Primary Contact Number sipfthompson@acmellocal
) Secondary Contact 2
Number
First Name Frank Secondary Contact Number
Position / Title
Last Name Thompson Department VExecutive 1 v Department
Email ft@acme.com Position President I . User Name 2
Card Position
Card Position User Name
Static ” =
=3 |
Admin Portal
Admin App
For One-Way Video communications enter both your SIP [0 =
address and the phone number that will be used for the Firs Name ’
audio portion of the call. The SIP address should go in the Lastame 2
Phone / Extension field as shown here: -
Card Action:
A
Card State:
Edlt Em ployee X Secondary Contact #
Number
Organization | Company 1 - Primary Contact Number sipfthompson@acme Jocal Fosiion/Tide
Department
First Name Frank Secondary Contact Number 7025556991 . =2
Last Name Thompson Department Executive ‘ v Card Position
Email fr@acme.com Position President |+
v oC
Card Position User Name
Static Admin Portal
=n

Admin App
For Video or Audio calls to 3" party

softphones, enter the SIP address. Please
note that 3™ party softphones require the “Bria_sip:” at the beginning of the SIP address.
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We recommend the use of the BRIA softphone by Counterpath if you choose to use a 3™ party

softphone. The Bria softphone is available on iPhones, iPads, Macs, Android smartphones, Android
tablets and Windows PCs.

Find pricing and information at http://www.counterpath.com/softphone-products.html
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Motion Detection

Motion Detection enables the ALICE Directory to respond to detected movement in the area viewed
by the ALICE Directory camera. The responsiveness of the Directory depends on various options
selected by the Administrator that determine how their Directory interacts with visitors.

This setting can be enabled in the Options tab of the ALICE Configuration program.

Mation Lewvel Peak Maotion Level

0.00% 0.00%

[ Enable Mation Detection

Motion D etection .
Maotion detection grace period. Test Burrent Setings

10 seconds. Exit screen zaver on motion detection

Dizplay directory on maotion detection
Set Hegion

0 B Auto focus compensation delay seconds
Mation Processing Dietection Madel
Grid Motion &nea Processing Two Frame Difference
Motion Level Trigger 0.02916%
Coarse Adjustment Fine Adjustrment
<- Less bore -» <- Less Moare -»

Configuring the Motion Detection behavior:

» Motion Detection Grace Period: This is the time period, in seconds, that the Motion
Detection will wait after it has recognized a visitor before ALICE starts looking for movement
again. We recommend this be at least 60 seconds to avoid having the same guest greeted
multiple times. Depending on how quickly your visitors are met by employees and delivered
out of the lobby area, you may want to increase this number to allow for more time.

» Set Region: Allow you to set the area viewed by the camera that you want to limit motion
detection to.

» Motion Processing: Changes the type of processing used for motion detection.

» Test Current Settings: Check this option to turn on the camera and perform motion
detection sensitivity testing. Each time the camera sees motion it will display a “Motion
Detected” message.

» Exit Screen Saver on Motion Detection: Check this box to instruct the Directory to wake
the machine when it detects a visitor. This allows the Directory to use a screen saver but still
greet visitors as they walk up to the Directory.
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» Display directory on Motion detection: This will cause the Company / Department or
Employee directory to display when the Motion Detection senses movement, even when the
Home Screen on the layout tab is set to something other than the Directory screen.

» Auto focus compensation delay seconds: Some cameras auto-focus every time they are
turned on which causes false positive motion detection. To avoid this enter a number of
seconds they system should delay before it starts looking for motion detection after the
camera is turned on. 6 seconds is normally a sufficient amount of time.

» Motion Detection Sensitivity: Adjust the slider to set the sensitivity level for the Motion
Detection. A higher number means motion will be picked up further away from the camera.
A lower number means a visitor will need to get closer to the camera for the motion
detection to be activated.

Other factors in the Directory behavior regarding Motion Detection:

» Self Service Mode: While in Self Service Mode, the standard behavior for a Directory that
has Motion Detection enabled is to play the “Welcome"” greeting video when the Directory
identifies a visitor. The system then waits for the visitor to initiate a call to a contact listed in
the ALICE Directory.

» Operator Mode: If the system is in Operator Mode, the behavior of Motion Detection is to
immediately contact the designated Operator instead of greeting the visitor. A notification
message will display on the screen while the Directory attempts to contact the Operator.
Operator Mode is described in more detail in the following section.
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Operator Mode

In Operator Mode, the ALICE Directory does not require the visitor to touch the screen to contact an
employee. Instead, the Directory uses motion detection to recognize the visitor and automatically
connects the visitor with a designated employee. This employee is referred to as the Operator. The
following is a typical visitor experience with the Directory while it is in Operator Mode:

» Visitor enters building lobby.

» The Directory's motion detection sees the visitor and calls the employee who has been
designated as the default Operator on the Admin Portal or Admin App.

o Ifthe employee is setup for 1-Way or 2-Way Video they will see the visitor in the
lobby.

o Ifthe employee is set up for phone (audio-only) communication, the Directory will
call the employee’s phone.

» If the employee accepts the call, the Directory connects the visitor with the employee. This
happens without the visitor initiating any interaction with the Directory.

Turning on Operator Mode:

Edit
The ALICE Receptionist Administrator can turn the

Operator Mode on and off from the Admin Portal or the

Directory Name Acme Cof

Admin App. TimeZone
SIP Address | Sip:219@na.sip02.alicerscaptionist.com
From the Admin Portal: Log in and select the desired Checkin | Search Checkin
Directory. Ensure that employees have been assigned to Template
this Directory, and assign an employee to act as Operator Operator Mode

from the drop down list. Then check the Operator Mode
box and the Publish box. Complete the process by clicking
Update. If the Publish box was not checked, these changes Receptionist. | Bob Davis
will be saved but they will not be transferred to the Security  Securlty
Directory. The next time the Directory is started it will
operate in Operator Mode. To turn off Operator mode,
unclick Operator Mode, click Publish, and select Update. Hcense

Operator Becky Brown

Publish
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From the Admin App: Log in and select the desired Directory. Select an employee for the Operator

Contact field and press the Update button to save your selection.

Directory Details
Name
Directory |

Time Zone

| (UTC-08:00) Pacfic Time (US & Car] +|

SIP Address

sipc 00@ns sip00.slicersceptionizt.com

Check-In Template

Operator Contact

| <-- Select One = |'|

Reception Contact

| < Select One - |v|

L

ecurity Contact

| <--Select Onge = |v|

Edlt DireCtOry (Using 1 of 50 licenses)

Membership

Al

4 [f] AR mpany
[¥] tesz usar

Sort Membership by:
@) First Name @ Last Name

X
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Video Mail

Visitors are able to record Video Mail messages that can be left for unavailable employees who are
using the ALICE Client application.

When a visitor attempts to contact an employee who is using the
ALICE Client but the employee is not available or does not accept

e TR e the video call, ALICE will ask the visitor if they would like to leave a
Angelina Jolie a message? video message.
Yes ‘ No

If the visitor clicks Yes, they are instructed on how to leave a

video message.
To send, press “Send".

To re-record, press “Leave Message’
After the visitor records their video message, they can press the s
Preview button to review the video, press the Send button to

send the video to the employee, or press the Cancel button if =

[ \"
they decide not to send the video message. gy * o ‘ i M o

J

If they press the Send or Cancel buttons they are asked to confirm their choice.

Are you sure you wish to send this message? Exit without sending video?

Yes No Yes No

If the visitor confirms sending the video message, it will be delivered to the employee’s email
address. The employee can view the video by opening the video attachment in their email and
playing it.
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Employee Photos

The Directory has a number of layout options that can be configured in the Directory Configuration
program. Most of those settings are explained in the Directory Installation Manual. Here we will

cover one of these features, the ability to display employee photos on the employee cards in the
Directory.

Employee pictures give the visitor a quick, visual way to locate the person they want to contact.

In order to display employee photos in the Directory, the employee photo files must be loaded on
the Admin portal using “Manage Photo” button on the Employee Tab.

Considerations when loading employee photos:

» Size: Photos should be sized to 115x115 pixels.
» Format: All photos must be uploaded in a .jpg image format.

» When Show Photos is enabled, employees who do not have a valid photo file
stored on the Directory will have the no photo image displayed on their card in
place of an employee photo.

Turn Employee Photos On and Off

» To turn on employee photos, simply check the Show L ]
Photos check box on the Layout tab of the Directory Male merigegs. S T T T
Configuration program and restart the Directory. To turn gy ———
this feature off, simply uncheck the check box and restart =~ | s e . E"::“":.;”“
the Directory to activate the change. L 2 o

Proset Saos [ Curert S (400x 130) |

Ao Myuster @ Tet gn [Center  v]

Full Name il

Title Y
Department = =
Status: Not Available e

Resolton: (utolayout) Show T

Backyound age (] [Fase] wen W0 Hegn 130

Group and Sot Settngs
Show Compary Diectory Show Departmert Drectory Sot Enployees By

7] Tum On Help Tes (Hover over area fortps) save | [ Cosw |
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Visitor Check-In / Check-Out

The Visitor Check-in / Check-Out feature provides a way for visitors to Check-In and Check-Out of a
building using the ALICE Receptionist system.

S35 COMPANY LIST

&) venooss cHeck-n

-
im WEBSTE

o HELP

L?ALICE"

VIRTUAL RECEPTIONIST

AliceReceptionist.com

Welcome Guest

v

Check-In

3:21pm

For details on configuring and using the ALICE Visitor Check-In feature see the ALICE Visitor Check-In

manual.
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ALICE Events

The Alice Events feature provides a way to display a list of the day's events on the ALICE Receptionist

screen.

3% COMPANY LIST
B vismor cHeck-Iv

& RECEPTIONIST

&) venoors cHeck-m

‘_QALICE"

VIRTUAL RECEPTIONIST

AliceReceptionist.com

December 01

Events 4:11PM

Sales Team Bravo Meeting CHECK-IN
F:004AM - 7.30AM

Event 3with Map CHECK-IN
F:30AM - 10:30AM

new event with map CHECK-IN
200PM - 2:20PM

Alpha Team All-Hands meeting 5 CHECK-IN
B:00AM - 9:30AM

Events for the current day are imported from one or more MS Outlook or Google calendars and
displayed on the ALICE Directory screen. Visitors can use the Events page, to view Event times,
location, details and maps. If the ALICE Directory is configured to use the ALICE Visitor Check-In
feature, that feature can also be launched from the Event list.

For details on configuring and using the ALICE Events feature see the ALICE Events manual.
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Induction Screen Widget

The Alice Induction screens widget provides a way for businesses to control an visitor / vendor
induction process for their buildings. Using the ALICE Induction widget, companies can collect
information about the visitor, the organization they represent. The induction process also can
display documents, videos and agreements which require the visitor's acknowledgement in order to
complete the induction process. A record of the visitor's information and acknowledgements is
recorded by the ALICE Receptionist system.

S22 company ST

3 (3 ACME RockET Co.

& recerTionist

9 events

Welcome to:
ACME Rocket Co.

First time visitors should:

1. Enter your name and the company you represent above (touch First Name field to begin)
2. Press the Continue button below to start the induction video

3. Read and accept to the Business Conduct Agreement

VIRTUAL RECEPTIONIST

AliceReceptionist.com

For details on configuring and using the ALICE Induction Widget see the ALICE Induction Widget
manual.
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System / Security Logs

The Alice system logs provide a way for businesses track information about who and how people are

using the ALICE Receptionist system. The following tracking is available in the ALICE Receptionist
system:

» Usage Details: Tracks what buttons are pressed on the ALICE Receptionist Directory screen.

» Call Details: Tracks the following information about every call that is initiated by the ALICE
Directory:

o Call Start Time
o Length of Call
o Number called

» Visitor Images: Captures 3 images of every visitor the camera sees when the Motion
Detection feature is activated.

» Visitor Check-In / Check-Out logs: Tracks the following information for every visitor who
uses the Visitor Check-in and Check-out feature.

o Visitors Name

o Employee Visited

o Check-In Date / Time

o Check-Out Date / Time

o Check-in Type (Scheduled or Self Check-in)

Logging can be turned on in the Alice Directory Configuration application by opening the Options
tab and selecting the information to track. Visitor Check-in / Check-out information is always tracked
and does not have a check box to turn on or off.

Secunty Options

Capture Uzage Details
Capture Call D etail:
Capture Wigitar Image
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Conclusion

The features highlighted in this user manual only represent some of the more high-profile features
of the ALICE Receptionist System. Information on these and other features can be found in the
following documents:

ALICE Receptionist Client User Manual

ALICE Receptionist Client Installation Manual
ALICE Receptionist Directory Installation Manual
ALICE Receptionist Admin Portal Site Manual
ALICE Receptionist Admin Application for Windows

Yy ¥ ¥ v v

Some of the features covered in these documents include:

ALICE Receptionist Directory ALICE Receptionist Client
» Audio feedback sound » Communication Settings
» On-premises mail server support » Startup preferences
» Hosted mail server support » SIP Settings
» On-premises VolIP phone support » Alert sound preferences
» Hosted VolP phone service support » Status settings
» Audio call timeout configuration
» Employee list configuration
>

Card layout configuration

ALICE Receptionist Admin Portal and Admin
Application for Windows

Company account management
Directory management

Employee management
Department list management
Position / Title list management
Operator Mode

Designate employee as operator
Directory membership management

¥y ¥ ¥ ¥ ¥ ¥ ¥ ¥
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