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1) Signing In

thttp://www.port-tauranga.co.nz/visitor-reqister/

The following screen appears:

Visitor Register

User: ||

Password: I

Login

You will need to contact Port of Tauranga Reception to get
access to the Port of Tauranga Yisitor Hegister,

Flease click here for information
ot how to use the Port of Tauranga

Yisitor Register. (in pdf format)

The user types in his User/Password (as provided by the Port of Tauranga - these are case-sensitive)
and clicks the "Login" button:

User: IWiIIiam

Fasswoard: I---------|

Lagin

This brings up a screen showing current (today's) and future arrivals (for that Customer only):

Visitor Register
Logout
Create [ew Arrival Create Multiple Arrivals
Search: | Search Delete Shown
Visitor Visiting Organization Location Day Visiting Actions
sulphur Paint 2010-06-25  Delete Edit Show

Mark Birmingham  William  TCT
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2) Creating a New Arrival

Click on the "Create New Arrival" button, the following screen will show up:

Visitor Register

Logout

Save Artival Cancel |

Yisitor (full narne)™: ||

Yisiting (full narme)™ I

Organization™ I

Day Visiting: |2010-06-25

i

Put in the full name of the visitor and who he's visiting.

Visitor Register

Logout

Save Arrival

Cancel |

“isitor (full name)™ |Mark Curren

Yisiting (full name)™ Imawﬂ hcColgan

Organization™ |TCT

Day Visiting: |2010-06-25

Select the day he is visiting:

Visitor Register

Logout

Save Artival | Cancel |

Yisitor (full name)™ IMark Curren

Yisiting (full narme)™ IMarTyn hMcColgan

Organization™ ITCT

Day Visiting: |2010-06-25
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It then looks like the following:
Visitor Register

Logout

Save Arrival | Cancell

Yisitor (full name)™ |Mark Curren
Wisiting (full namea)™ |Maﬂyn McCalgan
Organization™ |TCT

Day Visiting: {2010-06-24 B

Click the Save Arrival button and it will save and go back to the list (note that Mark Curren is nhow at the
end. This is in date and visitor name order):

Visitor Register
Logout
Creagte MNew Arrival Create hMultiple Arrivals |
Search: | Search Delete Shown |
Visitor Visiting Organization Location Day Visiting Actions
Mark Birmingham  William TCT sulphur Point 2010-06-25  Delete Edit Show
Wlark Curren Martyn McCalgan  TCT Sulphur Point 2010-06-29  Delete Edit Show
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3) Creating Multiple Arrivals

Click on the "Create Multiple Arrivals" button and put in the full name of the visitor and who he's visiting:

Visitor Register

Logout

Sanve Arrivals Cancel |

Wisitor (full name)™ |Jame Carson

Yisiting (full name)™ |Wi||iam

Organization™ |TCT

start Day Yisiting: IED'ID-DE-EE B
End Day %isiting: IED'ID-DE-EE B

Select the Start and End dates for the visitor:
Visitor Register

Logout

Sawve Arrivals | Cancell

Wisitor (full name)™ IJamE Carson

Yisiting (full narme)™ |Wi||iam

Organization™ |TCT

otart Day Yisiting: |2|:|1 0-06-2F 7
End Day “isiting: |2|:|1 0-06-24 7 | x|

June 2010 i
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14 15
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28 (29 20
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Save it, and the visitor will be set up for those days:

Visitor Register
Logout
Create MNew Arrival Create hMultiple Arrivals |

Search: | Search Delete Shown |

Visitor Visiting Organization Location Day Visiting Actions
Mark Birmingham  William  TCT Sulphur Faoint 2010-06-25 show
Jare Carson William  TCT Sulphur Point - 2010-06-26  Delete Edit Show
Jarne Carson William  TCT sulphur Paoint 2010-06-27  Delete Edit Show
Jarme Carson Williarm  TCT Sulphur Point 2010-06-28  Delete Edit Show
Jarme Carson William  TCT sulphur Point - 2010-06-28  Delete Edit Show
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4) Viewing Specific Arrivals

Put in part of the visitor's name and click the "Search" button:

Visitor Register

Logout

Create MNew Arrival Create Multiple Arivals |

Search: [Jame Search Delete Shown |

Visitor Visiting Organization Location Day Visiting Actions
Jame Carson William  TCT Sulphur Point - 20M10-06-26  Delete Edit Show
Jarme Carson William  TCT Sulphur Point - 2010-06-27  Delete Edit Show
Jame Carson  William  TCT Sulphur Foint 2010-06-28  Delete Edit Show
Jame Carson William  TCT Sulphur Point - 2010-06-23  Delete Edit Show

5) Deleting Shown Arrivals

Click the "Delete Shown" button, a confirmation dialog is shown:

Visitor Register

Logout

Create Mew Arrival Create Multiple Arrvals |

Saarch: [Jame Search | Delete Shown |

Visitor Visiting Organization Location Day Visiting Actions
Jame Carson Willlam  TCT Sulphur Point - 20M10-06-26  Delete Edit Show
Jame Carson  WWilliam ﬂIIE-E? Delete Edit Show
Jame Carson  YWilliam ; IIE—EEE Delete Edit Show

— €y Are you sure you wank to do this? :

Jame Carson William \4\-{} |] Delete Edit Show

(if in doubt, click Cancel)

(a4 g Cancel |

If "OK" is chosen, the shown arrivals are deleted:

Visitor Register
Logout
Create MNew Arrival Create Multiple Arivals |
Search: [Jame Search Delete Shown |

\Visitor Visiting Organization Location Day Visiting Actions |
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6) Chanqging an Arrival

Click on the "Edit" link to the right of the name (they have to be done individually):

Visitor Register

Logout

Create MNew Arrival Create Multiple Arivals |

Saarch: =earch Delete Shown |

Visitor Visiting Organization Location Day Visiting Actions
Mark Birmingharm  William TCT sulphur Point - 2010-06-25  Delete Edit Show
Wlark Curren Martyn McCalgan  TCT

sulphur Point - 2010-06-29  Delete Ehljrg how
"y
Change what is needed (in this case | misspelled Mark Curran's name):

Visttor Register

Logout

Sane Arrival Q Cancel |

“isitor (full name)™ |Mark Curran

: |rv1ar1yn bcColgan
Organization™ |TCT

Yisiting (full name)™

Day Visiting: |2010-05-29 |

And click the "Save Arrival" button:
Visttor Register

Logout

Create Mew Arrival Create Multiple Arrvals |

Saarch: =earch Delete Shown |

Visitor Visiting Organization Location Day Visiting Actions
Wlark Birmingham  William TCT Sulphur Point 2010-06-25  Delete Edit Show
Mark Curran Martyn McColgan  TCT sulphur Point - 2010-06-28  Delete Edit Show

Note that Mark Curran has had his name corrected.
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7) Deleting an Arrival

Click on the "Delete" link to the right of the name:

Visitor Register

Logout

Create New Arrival Create Multiple Arrivals |

Search: || Search Delete Shaown |

Visitor Visiting Organization Location Day Visiting Actions
Mark Birmingham  William TCT Sulphur Point 2010-06-25  Delete Edit Show
Mark Curran Martyn McColgan  TCT sulphur Point - 2010-06-29 Deleﬁe Edit Show

i

It comes up with a confirmation:

Microsoft Internet Ex x|
€ , Doyouwantto delete?
\_"/
(if in doubk, click Cancel)
(0] 4 % I Cancel

If you choose "OK" it deletes the person and re-shows the list:

Visitor Register
Logout
Create Mew Arrival Create Multiple Arrivals |
Search: | Search Delete Shown |
Visitor Visiting Organization Location Day Visiting Actions
bark Birmingham  Willlam  TCT Sulphur Point 2010-06-25  [elete Edit Show

*NOTE: If someone has already arrived or they would have been in yesterday, they can no longer be
deleted or changed:

Visitor Register
Logout
Create Mew Arrival Create hultiple Arrivals |
Search: | Search Delete Shown |
Visitor Visiting Organization Location Day Visiting Actions
bark Birmingham  WWilliam  TCT Sulphur Point 2010-06-26  Show
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8) Showing Information

Click on the "Show" link in the "Actions" column:

Visitor Register
Logout
Create MNew Arrival Create Multiple Arivals |
Search: | Search Delete Shown |
Visitor Visiting Organization Location Day Visiting Actions
Mark Birmingham  Williarm  TCT Sulphur Point - 2010-06-25 Spnw

b

You see more information about that user (Mark Birmingham has arrived but not yet departed):
Visitor Register

Back to List - Logout

Created: 2010-06-25 11:22:11
Yisitor (full name): Mark Birmingham
Yisiting (full name): William
Organization; TCT
Location: Sulphur Point
Diay Visiting: 2010-06-25
Arrived: 2010-06-25 11:22:11
Departed:
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9) Logging Out

Click on the "Logout" link at the top:

Visitor Register
LDQDEI
Create Mew Artival Create Multiple Arrivals |
Search: | Search Delete Shown |
Visitor Visiting Organization Location Day Visiting Actions
Mark Birmingham  Williarn  TCT Sulphur Point 2010-06-25  Show

You then go back to the login screen:

Visitor Register

User: I

Password: I

Login

You will need to contact Port of Tauranga Reception to get
access to the Port of Tauranga Yisitor Hegister,

Flease click here for information
ot how to use the Port of Tauranga

Yisitor Register. (in pdf format)
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