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Sign Me In/Out!

www.SignMelnOut.com

Getting Started/Administrator's Guide

Sign Me In/Out is an easy to use, fully hosted system to help keep track of where people
are.

e For more information, refer to the Sign Me In/Out User's Guide
e All documents are available for download at http://www.signmeinout.com.
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Getting Started

To help get your company up and running, we have created a template Excel Spreadsheet
that you can fill out with the names and e-mail addresses of your employees. We will
import this information for you so you're ready to go. Once the account has been created,
you can add, change or remove employees yourself using our simple Account
Management software.

To get started with Sign Me In/Out:

e Fill out the Sign Me In Out Template.xls spreadsheets.
e E-mail it back to us at techsupport@SignMelnOut.com
e If you have any questions, please call us at (716) 213-2222

The User Setup Spreadsheets

The Sign Me In Out Template.xls spreadsheet contains three worksheets. Each one
contains some sample rows, which you should delete.

The Users Worksheet

You will want to add a row to this worksheet for each employee you want displayed in
the system:
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The password must be at least 6 characters and contain at least one upper-case,
one lower-case and one numeric character.
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The Offices Worksheet

If you have more than one location, you will want to list them (in the order you'd like
them displayed on the web page):

B3 Microsoft Excel - Sign Me In Qut Template.xls

(] Ele Edt Wew Insert Format ool Data  window  Help Type aquestion forhelp |+ o A X
PO EH RS AVE $E RS- 8 F -] R 100
Hio et ot B2 R | F R W N i 0 .| B I U= s b plEE o mo AN
P11 - F
A | B [ ¢ [ o | E [ F [ 6 [ W [+ [ J | kK [ LZF
1 | DisplayOrder | OfficeN | 3
| 2 | 1 Buffalo
| 3 | 2 Rochester
a3
| 5 | 4
= 5
7 s
7
| 9 |
10|
1
12| 1
| 13|
| 14|
15
Era v
4 4 v My Users b Offices / Officelocations / | ¢ | s
Feady MM

The OfficeLocations Worksheet

For each office, you can list the specific rooms or location that the user can select from
when they mark themselves "IN":

B3 Microsoft Excel - Sign Me In Qut Template.xls
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| 2 |Buffaln Conference Room
| 3 |Buffala Training Room
| 4 |Buffalo Warehouse
| 5 |Rochester 15t Floor Conference
| 6 |Rochester 2nd Flaor Caonference
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The Sign Me In/Out User Management Tool

Once your account has been set up, you can add and edit your users yourself using our
Sign Me In/Out User Management Tool, which can be downloaded from our web site.

When you start the User Management Tool, you will be prompted to log in. Only those
users set up as Account Managers will be able to log in successfully:

Login to Sign Me InfQut

Fleaze log inta the Sign Me In/Out server.

Ernail Address: | filintstone@hedrack. carm |

Paszzword: |--------| |

Forgot v'our Pazgword?

|f you don't have an account please e-mail us at;

techsupport@signmeinout. com

] ] [ Cancel

After logging in, you will see a list of your users:

Sign Me In/Out User Management

Last Name Firzt Wame Ermnail Office Estension Active Account banager ~

A Bear Yoai ybear@smiodemo. com MHew Yark 132 =

A Bird Tweety third{@smioderno. com Mew York 145 =

A Blake Daphine dblake@smioderno. com MHew York 233 ®

;S Boop Betty bboop{E@smiodema. com Mew Yark 14 ks

A& Brown Charlie chrown@smiodemo. com Mew York 135 =

A Buddy Babs babunnyEsmiodemo. com Philadelphia am b3

A Burry Bugs bbunmy@smiodemo. com MHew York 125 ® Y

A Bunny Buster bubunnyiEismiodema. com Boston 230 =

A Cat Sybeester scati@smioderno. com Mew York 143 ®

A Chiprunk Alvin achipmunk Esmiodemo. com Mew York 125 b

A Crickst Jimiy jcricket@szmiodema. com MHew Yark 133 *

A Devil Tasmanian tdevili@zmindemo. com Mew York 141 ®

-L’?l Dinkley elma wdink ley{@smiodemo. com Boston 248 kS

A Doo Scooby zdool@zmiodemo. com Philadelphia 305 ®

A Duck Dronald dduck{@smiodemo.com Mew ‘fork 124 =

A Duck Huey hduck@szmiodemo. com Boston 2B1 ks

A Duck Drewey deduckEsmiodemo. com Philadelphia 38 b

A Duck Draffy daduck@smiodemo. com MHew York 123 =

A Duk Elmyra eduffi@zmiodema. com MHew Yark 120 b

-L’?l Flintztone Fred fflintstonei@zmiodema. com Mew vark, 149 kS

& Flintstone wilma wilintstonet@smiodemo. com Boston 277 "

A Flintstone Pebbles pllintztone@smiodemo. com Philadelphia 302 ks v

Edt User...
Hide Inactive Users
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Editing a User
To edit a User, double-click their name or select their name and click EDIT USER...

Foles and Permissions

Sign Me In/Out |

First Mame: | Fred

[ User Accaunt banager

Email Addrezs: |fflintstone@smiodemo.com Thiz person can add or modify Users and Passwords

Last Mame: | Flirtstore |
|
Faszword: | |

[] Suppart Contact

Thiz person will be lizted az someone in the organization to contact if
one of the uzers has a problem [2.g.. they don't know their passwaord]

Phone Extensior: 144
e [] Caniew Ewervone's History Log
Office: |NewY0rk v| . .
| —— This person can see everyone else's History Log [normally users can
only see their own],

[] Disable User

[ oK ]I Cancel ]

e You cannot edit a user's password. The user can have their password e-mailed to
them from the login screen.

e To remove a user from the Sign Me In/Out board, check the DisABLE USER check
box.

Adding a User
To add a new User, click the ADD UsER... button and complete the form.

Rolez and Permizsions

Firzt Marne: e b e
| | Sign Me InfOut |
L ast Manne:
| | [] User Account M anager
Email Address: | I This person can add or modify Users and Passwords
Paszword: | |

[] Support Contact

This perzon will be listed a: someone in the organization to contact if
: one of the users has a problem [2.g.. they don't know their password]
Phone Extension: |
e [] Can View Evemane's History Lag
Office: |New York w | . -
| Thiz person can zee evemone elee's Historp Log [normally users can
only see their own],

Cancel
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