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Introduction

The GigaTrak Guard Tour System (GTS) is designed to be an easy to use solution to record
inspection checkpoint information during a tour. This User’s Manual provides an overview of
the functions available in the GTS. Training is also available from GigaTrak.

GTS Overview

The GTS centers on the creation of checkpoints within a specific facility. Each checkpoint is
identified by a unique barcode and then flagged as either an “Inspection” point or an “Asset”
for tracking. Individual “Tours” are created that includes any number of inspection points
along the Tour route. Inspection points can be sequenced for the best inspection flow
throughout the course of the Tour. Tour data is then synced to a mobile handheld computer
for the “Guard” or other person performing the inspections.

As a tour starts the individual goes to each inspection point and scans the respective barcode.
The Checkpoint information will then be displayed along with the description of the Inspection
being performed. The user then responds to the Inspection by selecting one of the following
Result Types:

e Text (Entry)

e Numeric (Entry)
¢ Yes/No

¢ Pass/Fail

Text entry allows the user to record any written content desired. When entering Numeric
information, only numbers may be entered (including decimal points). Numeric entries might
include voltage readings, temperatures, and more. Yes/No and Pass/Fail are selections.

NOTE: It is important that inspection statements are written in a way to ensure that inspection
results are entered consistently. Creating questions that provide a Yes/No response where YES
is “everything is normal” or NO is “inspection is not normal” is best.

|II

Example:

e |s the door locked and room secure? YES (a better choice)
versus
* Did you see any problems in the room? NO

Once a tour is completed on the handheld, the handheld data is “Downloaded” on the
“Handheld” screen. Reports on each tour can then be run as needed.



Home Screen

The GTS Home screen displays a listing of Upcoming Tours. This is based on the interval set for
each tour in the Tour screen. Each record lists the Tour ID, Tour Description, Last Inspected
date and time, and the date and time the Next Inspection is (or was) due.

The User can Log Out of the application on the Home screen allowing the next user to log-in as
necessary. You can also close GTS by clicking the Exit (X) in the upper right corner. An option is
also available to print the Upcoming Tours listing.

Employees Screen
B Gigatrak GTS_ Guard Tour Sty i e ]
— -
o,
@ @Home &Empbyeez [x] Inspections = %Facilities_{heckpoin’(s = E'ETour; = &Reports = x
Home
E'E —z Print
Add 7 Edit Delete | | [
Tours ‘ EII-.j-:I ‘ ‘ "/ . = Labels
& Barcode Last Name First Name Admin Status
HETE » | ADMIN USER ADMIN Yes

a E001 Smith Joe Mo

Handheld E002 Wilson John Mo

{é} E0O3 Doe Jane Mo

Admin

The Employees function allows to ADD or EDIT employee records. As a minimum you will need
to enter in the user’s Barcode, First Name, Last Name, Login, and Password. Employees that
need the ability to edit other Employee records, Add Facilities and Checkpoints, etc. must be
given Admin rights by checking the Admin box. Should an employee no longer be a part of the
GTS, you should set their Status to Inactive.

A barcode label can also be printed for each employee based on the format setup in the Label
Designer discussed later.

Inspection Admin Screen

This is one of the more crucial administrative functions. The user will create a list of all
Inspections that will be used in Tours (example: Door Locked, Room Clear, Check Emergency
Light Panel, etc.). To ADD or EDIT an Inspection, the following information is required.

1. Enter a unique inspection name

2. Enter a description for the Inspection (Optional)
3. Select a Result Type

4. Select a Status for the Inspection (Optional)



==
¢ o~
@ m Home @Emp\nyﬂs = Inspections [X] ‘ ﬁ Facilities/Checkpoints [X] E-Emurs = &Repons =

Home

o | )2 e ][ o
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Reports * |Duur Locked | Yes/No
i Gas Valves Turned Off Yes/No

Description Result Type Status

Handheld Handicapped Door Operating Yes/No

Facilities/Checkpoints Screen

Along with Inspection Admin, this is another crucial administrative function. The user must
first create Facilities for each building, center of operation, etc. that has Checkpoints located
in each. You can ADD or EDIT.

- —
m Home @Emnlnm [x] Inspectlons [x] ‘ E Facilities/Checkpoints [X] ‘ E-En)urs E3) &Repnrls [x]
T

| Facilities | Checkpoints

e | R

Repaorts

Facility
i [ Clausen Center for World Business
Handheld

Barcode

Cccoo1
ccooz

B David Straz Center

Checkpoint
Front Doors
Starbucks Door

Default Inspection

Doar Locked

Door Locked

DsCo01

DsCo02
DSC003

+ Bl Hedberg Library

Checkpoint
Main Doors
Lab 101 Shutoffs
Lab 102 Shutoffs

Default Inspection

Door Locked
Gas Valves Turned Off
Gas Valves Turned Off

Barcode

lohnson Arts Center
Lentz Hall

Checkpoint
Front Glass Doors to Library
Downstairs back doars

Downstairs Library Staff Door

S
Default Inspection

Door Locked

Doaor Locked

Door Locked

User Mame: ADMIM USER

Facilities require no more than a Facility Name. By clicking the small +/- button, which is left of
the name on the listing, it will expand and show a sub-listing of all the Checkpoints associated

Connected To: CAGigaTrak\Guard Tour System'gts.madb .:f




to that Facility. If sub-listing is blank, Checkpoints have not been assigned to that Facility.
Assigning Checkpoints to a Facility will be discussed later.

There is a Delete option available, but it is not possible to delete a Facility assigned to any
active Tour or if there are any existing historical records.

The next step is to assign Checkpoints to a specific Facility. First, select the Facility you are
working on then click the Checkpoints tab near the top right of the screen. This tab will display
a listing of all current Checkpoints for the noted Facility. To ADD or EDIT a Checkpoint, the
following information is required.

1. Enter a unique Barcode for the Checkpoint.

2. Enter a description for the Checkpoint.

3. Select a Default Inspection. (Added Previously)

4. Enter any additional information preferred. (Optional)
5. Select a Status for the Checkpoint. (Optional)

As stated before, a barcode label can also be printed for each Checkpoint based on the format
setup in the Label Designer discussed later.

Tour Screen

The Tours screen allows you to create a Tour with a present Frequency and a Reminder. The
Admin user can assign specific Checkpoints to the Tour and sequence them accordingly. By
clicking on the small +/- button on the Tour listing, it will present a sub-listing of Checkpoints
already assigned and sequenced.

When a Tour is Added or Edited, the user should note the Tour Barcode, Description,
Frequency, Reminder interval, and Default Inspection.

Eeaiar ¢ e
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Home

Tows =
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Barcode Tour Frequency Last Inspection Status
= [ o 6 018 400 M
Order Barcade
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The next step is to assign Inspection to a specific Tour. First, select the Tour you are working
on then click the Inspection tab. This tab will display a listing of all current Inspections for the
noted tour. To ADD or EDIT a Checkpoint, the following information is required.

1. Select a Facility (Added Previously)
2. Select a Checkpoint (Added Previously)
3. Select an Inspection (Added Previously)

The last step is to select preferences for tours. If you select Yes for Force Order, an employee
completing the tour will have to complete inspections in the given order, not being able to
skip or go to inspections out of order. If Allow Skip is set to Yes, the employee completing the
tour can skip over inspections. If Duplicate Scans is set to Yes, an employee can rescan an
inspection and change its status.

Label Designer

The Label Designer allows you to format a label for Employees and Checkpoints. Any number
of designs can be created, but only one can be the “Set as Default Label Design” for each type.

e Label Designs Tab

0 Create a New design or edit an existing by selecting the Label Design desired.

0 Set the Label Size (Note: should a label element go past the right edge of the label
layout, it will auto-resize. You may need to manually reset the size to that preferred
before saving.)

O Select Portrait for the typical Label Orientation. Landscape is used with specific
label and printer configurations.

e Label Elements Tab
0 Allows you to add Text, Barcodes, and Shapes/Images to a label design.
O Text Element

O Select a font, size and style

O Select Center Text if desired (will center varying length data)

O Select the Data Source for the Text. It may be a data field or just a Text
Label.

O Barcode Element

O Select a 1D or 2D barcode Type.

0 Sent the Font Size to be used. (Note: 1D barcodes typically require al6
point or higher font size. 2D barcodes can perform well at 6/8 point and
larger.)

O Select Center Barcode if desired (will center varying length barcode)

0 Select the Data Source for the Barcode. It may be a data field or just a fixed
text if desired.

O Shape/Image Element



0 Select the type of shape desired (Square/Rectangle, Horizontal Line, Vertical
Line, or an Image.)

o

Set the Border/Line width desired.

0 When adding an Image you will be asked to browse to the image file (PNG,
JPG, BMP, PNG) first. NOTE. Even though you can scale an image, you might
want to make it smaller before importing. A label printer is typically 203 dpi
B/W. Not all images may print well.)
Save new designs on the Label Designs tab. You can also start with an existing label
design and Save As to a new filename. You can also Scale the image in the lower right.

Handheld Configuration

The Handheld Configuration screen is where GTS installs the Handheld setup for the
appropriate Handheld device. To Install GTS setup for a Handheld, follow steps below.

1. Connect Handheld to PC Application
2. Select Handheld Device
3. Press Install Handheld Application

Sync Handheld with PC Application. Instructions to Sync Handheld will be discussed in the
Handheld Screen section.

Handheld Screen

Home

Reports

Handheld

Sk .

Admin

2 GigaTrak GTS - Guard Tour Syster
~,
kjﬂ @Hume E-E'murs [x] @Employees [x]

Inspectiuns [x

H Facilities/Checkpoints [x]

a Handheld [

é Y Reports [x]

FTESSRIET==Y

Download

Drag a column here to group by this column.

Checkpoint
Frent Doors
Frent Doors
Starbucks Door
Main Doors
Main Deers
Lak 101 Shutoffs
Lab 102 Shutoffs
Frent Doors
Frent Doors
Side Doors
Dewnstairs back doors
Dewnstairs Library Staff Door
Front Glass Doors to Library
Gallery Doors
Frent Doors

Frent Doors

Tour
Morth Campus
Morth Campus
Narth Campus
North Campus
Morth Campus
Narth Campus
Narth Campus
Morth Campus
Morth Campus
Narth Campus
Morth Campus
Morth Campus
Narth Campus
Narth Campus
Morth Campus
North Campus

Inspection
Deor Locked
Handicapped Door Operating
Door Locked
Deor Locked
Handicapped Door Operating
Gas Valves Turned Off
Gas Valves Turned Off
Deor Locked
Handicapped Door Operating
Door Locked
Deor Locked
Deor Locked
Door Locked
Door Locked
Deor Locked
Handicapped Door Operating

Employee Notes
Smith, Joe
Smith, Joe
Smith, Joe
Smith, Joe
Smith, Joe
Smith, Joe
Smith, Joe
Smith, Joe
Smith, Joe
Smith, Joe
Smith, Joe
Smith, Joe
Smith, Joe

door was ajar, but I closed and locked it.

Smith, Joe
Smith, Joe
Smith, Joe

Date/Time
4/28/201511:00:31 AM
4/28/201511:00:32AM
4/29/201511:00:53 AM
4/28/201511:01:09 AM
4/28/201511:01:11AM
4/29/201511:01:24 AM
4/29/201511:01:34 AM
4/28/201511:01:46 AM
4/29/201511:01:30 AM
4/29/201511:05:41 AM
4/28/201511:05:36 AM
4/28/201511:06:05 AM
4/29/201511:06:17 AM
4/29/201511:06:28 AM
4/28/201511:06:38 AM
4/28/201511:06:39 AM

Scan Type

Connection OK |

| 16 records) found

User Name: ADMIN USER

Connected To: CAGigaTrak\Guard Tour System\gts.mdb




The Handheld screen is where the handheld computer is Synced and Downloaded to the GTS
database. You can quickly View Last Download or Download a new handheld. NOTE: A new
handheld may not have an existing GTS database on it. Even though there is no data to
download, you must first use the Download button to add the mobile database to the
handheld computer the very first time.

The Download function will import all handheld data and list each inspection Checkpoint with
the results of the inspection.

Reports Screen

The Reports screen allows the user to filter Checkpoint records base on:
* Employee
e Tour
e Checkpoint
e Scan Filter (Skipped, Missing Scan, or Scanned Only)
e Date Range

E- GigakaGTS-G@ﬁEm - o | Bl ||

— —
@ @Hume B8 ous ® &Bﬁmp\uyees = @Inspemuns 3] %Fac\htlesi[heckpmnts = i Handheld (%] &Repurts = x
Home
=8 Report Filters ) = &

Tours I o Fed ] I O Print
View Last P
Reparts
a Checkpoint: DateRange 4/22/2015 [+ to 4/292015 [=
Handheld -
Drag a column hers to aroup by this column,
- Checkj - Date/Tim Scan
{@} - Employee Tour Checkpoint ! P Inspection Result Notes U
ointB... e Tvoe
Admin i A/£9/2015
Smith, Joe North Campus Front Doors CCOMT DoorLocked Ves e
Smith, Joe Marth Campus Front Doars CCOD1  Handicapped Door Cperating  Ves privcat sl
araaons
Smith, Jae North Campus Starbucks Door CCO02  Dearlocked Mo i
N . 3724972015
Smith, Jae North Campus Main Doors DSCO0L  Dear Locked Yes e
Smith, Joe Morth Campus Main Doors DSC001  Handicapped Door Operating  Yes privcist
Smith, Joe North Campus Lab 101 Shutofis DSC00Z  Gas Valves Tumned OFF Yes sty
Smith, Joe North Campus Lab 102 Shutofis DSCO03  Gas Valves Turned OFF Yes s
" 3724972015
Smith Joe North Campus Front Doors LHOOL  Door Locked Ves By
Smith, Joe Morth Campus Front Doors LHO01  Handicapped Door Operating  Yes privci
door was ajar, but L closed and 472972015
Smith, Jae North Campus Side Doars LHOo2  DearLocked Yes aoor vas R
N . 3724972015
Smith, Jae North Campus Downstairs back daers HLO0Z  Dearlocked Yes N
" N N 3724972015
Smith Joe North Campus Downstairs Library Staft Door ~ HLOD3  Door Locked Ho By
Smith, Joe North Campus Front Glass Doarsto Library HLOOI  Door Locked Yes privcisa
araaots
Smith, Jae North Campus Gallery Doors 14C002  Door Lacked Yes i
" 3724972015
Smith Joe North Campus Front Doors JACDO1  Door Locked Ves By
" B/249/2015
Smith, Joe North Campus Front Doars JACOO1  Handicapped Door Operating o e
User Name: ADMIN USER Connected To: CAGigaTrak\Guard Tour Systemigts.md

Throughout the system, each Column can be moved, sorted, or hidden. When the report is
viewed (Printed), the data will be presented in the same manner as it is sorted and organized.
The report can then be Printed to a printer or save to a PDF, Excel, or any number of image
formats.



GTS Handheld Application Functions

The following describes basic operations of the Mobile Guard Tour System application.

Handheld Application Login

When the handheld application is first started, a user login will @
be required. Scan an employee barcode, or type in an k
employee barcode and press the Enter key. If the barcode g |gaj[ m

. . . Guard Tour System
matches an employee in the data file, the employee name will 1.2.4

appear under the scan box, and buttons for the application Scan/Enter Employee Barcode:

functions will appear.

The user barcode is tied to the records
recorded by the handheld. If a different
employee uses the handheld, he/she
should enter their barcode before
recording records.

When successfully logged in, the
employee should see the screen at right,
allowing them to select from a drop-
down menu the proper tour they will
complete. After selecting the tour from
the drop-down menu, click Begin Tour.

a|j Device Emulator El_lé]

File Flash Help

4] Device Emulator = X

File Flash Help

Exit

9
q |qa‘|: ’rak 112 GigaTrak. All rights reserved.

Guard Tour System
v1.2.4

User: Smith, Joe

Logaut Ewxit

2012 GigaTrak, All rights reserved,

Performing a Tour 4] Device Emulator = 5 | 9 Device Emulator = S|
After beg|nn|ng a tour’ a list of File Flash Help File Flash Help
.. heck int il Remaining Checkpoints Remaining Checkpoints
remaining checkpoints will appear e wll[Fiort Doors
on the screen, like that at right. Front Doors
Starbucks Daoar =
Main Doars L
.o . . Main Doors
When arriving at first checkpoint, Lab 101 Shutaffs
. Lab 102 Shutoffs -
scan or enter the Checkpoint ID for  |[rant Doars -
that specific checkpoint. Checkpoint ID: Checkpoint ID:

NOTE: The Pause button feature
will be discussed later.

| <- Back ]
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After entering the Checkpoint ID,
the screen at right will appear,
listing the Current Checkpoint and
the Current Inspection that must
be completed.

The Result area will display the
type of result associated with the
specific inspection. There will be a
Notes section for additional
comments about the completed
inspection.

NOTE: If multiple inspections must
be completed on the same

4] Device Emulator

= S | 1 Device Emulator

= X

File Flash Help
Current Checkpoint:
Front Coors

Current Inspection:
Dacr Locked

Result:

Motes:

File Flash Help
Current Checkpoint:
Front Doors

Current Inspection:
Handicapped Door Operating

Result:

Notes:

Gemaining Inspections: 2

Remaining Inspections: 1

Checkpoint, the inspection screens will appear one after the other. It will also indicate at the
bottom of the screen the number of Remaining Inspections on that Current Checkpoint.

Completion of Tour

After each checkpoint has been
inspected, it will be taken off the
Remaining Checkpoints list. Once
every checkpoint has been
inspected, the list will be cleared
and the button in the bottom
corner will change to Finish. Click
Finish and then you will be brought
back to the main screen. A pop up
will appear notifying you that the
Tour is complete.

4] Device Emulator

.= [ = W5 |\ Device Emulator

(=]

File Flash Help
Remaining Checkpoints

Checkpoint 1D:

11

File Flash Help

.

v.
gigatak

uard Tour System

nished ok

@ Tour is complet

Begin Tour

=]l

Logowit Exit

2012 GigaTrak, Al rights reserved,




PaUSing a Tour 4] Device Emulator = - 4] Device Emulator = |

While completing a tour, the File Flash Help File Flash Help
’ Remaining Checkpoints

bottom right corner will display a i Doors — oo
H IMain Doors — ~
Pause button. When you click D ot E q ‘ an” a k
Pause, a pop up will appear asking, ~||® 102 shutaffs b e
“Are you sure you would like to
Al Id I~ would you like to finish thi
pause the tour?” You can select Yes  |[Downs llkf:g‘;;;g;g o Usel pa?,lLs‘e 1you ke to frsh ths

or No. If you select Yes, you will \T ] [t
' 4 Yes No

return to the main screen. —

Begin Tour

When you would like to return to
Logout Exit

the tour, select the paused tour and
. p . “ © 2012 GigaTrak. All rights reserved,
a pop up will appear asking, “Would ) ,

you like to finish this paused tour?”
You can select Yes or No. If you
select Yes, you will be returned to the tour where you had left off.

General Admin Information

There are several other Admin functions including Database Connection, Handheld
Configuration, and Printer Assignment that the user must setup for proper operation.
Make sure to configure each correctly before using the GTS software.

Conclusion

This preliminary User’s Manual is provided for general use only. Contact GigaTrak support at
262-657-5500 for any technical related problems.

Software License Agreement

GigaTrak, an lllinois corporation (“GigaTrak), grants to you (“Licensee”) a non-exclusive, non-
transferable (except as otherwise specifically provided herein), perpetual license to use the
Software (as herein defined) solely for Licensee’s internal use, limited to only one PC owned
by Licensee (unless otherwise agreed upon in writing by GigaTrak). The Software consists of
GigaTrak’s proprietary standard software modules and tools and includes all tangible and
intangible portions thereof, including without limitation machine readable object code, user
manual and other documentation, the look and feel of the software operation, and ideas and
concepts contained therein (herein collectively referred to as the "Software").

Neither this License Agreement nor any of the rights or obligations contained herein shall be
assigned, subleased or otherwise transferred, whether voluntarily, involuntarily, in
bankruptcy, by operation of law or otherwise, by Licensee without the written consent of
GigaTrak, which consent shall not unreasonably be withheld, except to an entity controlled by,
controlling or under common control with Licensee or to any purchaser of or successor to all

12



or substantially all of Licensee’s business; and any attempted assignment, sublicense or
transfer to the contrary shall be null and void and of no effect. All portions of the Software
constitute confidential proprietary information and trade secrets belonging or licensed to
GigaTrak. Licensee shall treat all portions of the Software as confidential and shall not in any
manner disclose or make available all or any portion of the Software to any third party.
Licensee shall not copy any portion of the Software, whether on computer media, hard copy,
or otherwise, except as may actually be necessary for back-up or archival purposes for
Licensee’s use of the Software. Licensee shall not remove any copyright notices included in the
Software and shall reproduce the notices on any copy Licensee may make of any portion of
the Software and on the Software transfer and storage media. Licensee will not, and will not
permit others to, decompile, disassemble or reverse engineer any portion of the Software.
Licensee may be liable to GigaTrak for up to ten times the current license fee (or as limited by
state or local laws) of the Software for each occurrence of unlicensed usage that violates this
License Agreement. This does not preclude potential liability for copyright infringement and
other legal claims.

Limitations on Warranty and Liability

GigaTrak warrants to Licensee that for a period of ninety (90) days from and after shipment of
the Software to Licensee, or such longer term as stated on the Cover Page hereof and paid for
by Licensee (the “Warranty Period”), all media on which delivered copies of the Software is
recorded will be free from defects in materials and workmanship. GigaTrak's sole and
exclusive obligation under this warranty, and Licensee’s sole and exclusive remedy therefore,
shall be, at GigaTrak’s option and free of charge to Licensee, to repair or replace any item of
computer media returned to it by Licensee within the Warranty Period that GigaTrak
reasonably determines to be defective in breach of the foregoing warranty. This warranty
does not cover misuse, abuse, neglect, damage incurred during shipping or storage, or any
modifications by anyone other than an authorized representative of GigaTrak.

Except as expressly provided herein, GigaTrak MAKES NO EXPRESS OR IMPLIED
REPRESENTATIONS OR WARRANTIES OF ANY KIND OR NATURE WHATSOEVER WITH RESPECT
TO THE SOFTWARE, THE USE OF THE SOFTWARE OR ANY MATTER RELATING THERETO, AND
ALL OTHER WARRANTIES, INCLUDING SPECIFICALLY BUT WITHOUT LIMITATION THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, ARE HEREBY
DISCLAIMED.

Licensee acknowledges that the Software may not satisfy all of Licensee’s requirements and its
operation may not be uninterrupted or error free, and that GigaTrak disclaims any warranties
with respect thereto. Licensee further acknowledges having investigated the Software to its
satisfaction and has determined to its own satisfaction that the Software as described in the
associated documentation is suitable for its purposes, and that the correctness and usability of
the output of the Software is Licensee’s sole responsibility.

13



GigaTrak's sole and exclusive aggregate monetary liability to Licensee for any matter arising
out of this License Agreement, the Software, or the use of the Software in any manner,
whether in contract, tort (including negligence) or otherwise, and regardless of the nature of
the claim or form of action relating thereto, shall be in no event more than the license fee paid
by Licensee hereunder. Notwithstanding the foregoing, GigaTrak shall not be liable to Licensee
for damages for injury, including death, to any person or for any claims of any kind by a third

party.

IN NO EVENT SHALL GigaTrak BE LIABLE FOR ANY SPECIAL, INCIDENTAL, CONSEQUENTIAL OR
PUNITIVE DAMAGES OF ANY KIND, WHETHER FORESEEN OF FORESEEABLE (INCLUDING
WITHOUT LIMITATION FOR ANY LOSS OF BUSINESS OR PROFITS), EVEN IF GigaTrak WAS
AWARE OF THE POSSIBILITY OF SUCH DAMAGES, AND REGARDLESS OF WHETHER SUCH CLAIM
IS BASED UPON THEORIES OF CONTRACT OR TORT (INCLUDING STRICT LIABILITY).

The Software and included documentation is subject to change. GigaTrak reserves the right to
update, modify and enhance the Software and documentation without notice.

Installation of the enclosed Software constitutes agreement with these terms and conditions.

© Copyright 2013 by GigaTrak.
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