
  

 

Copyright © 2013 CompuSystems, Inc.  All rights reserved.  The material in this document is proprietary and confidential.  No part of this 
document may be reproduced without the express written permission of CompuSystems, Inc. 

Access Control 
Cheat Sheet 

 



Access Control   
Cheat Sheet   
 

 

 
Revision 1.0.3  Page 2 of 13 
 Copyright © 2013 CompuSystems, Inc.  Proprietary and confidential. 

Contents 
 

Note to Testers ............................................................................................. 3 
Quick Look ................................................................................................... 4 
Walkthroughs ............................................................................................... 5 

Access the App .............................................................................................. 5 
Scan your Badges .......................................................................................... 7 
Override a Response ...................................................................................... 8 
Grant Access to Pending Registrants ................................................................ 9 
View Speaker Arrival Info ............................................................................. 10 
View Session Info ........................................................................................ 11 
Override a Password .................................................................................... 12 

Document Information ............................................................................... 13 
 

  



Access Control   
Cheat Sheet   
 

 

 
Revision 1.0.3  Page 3 of 13 
 Copyright © 2013 CompuSystems, Inc.  Proprietary and confidential. 

Note to Testers 
 

 

If you make any back-end updates to the 
options, you’ll need to refresh the event in 
order to see the changes you’ve made. 
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Quick Look 
 

This document will walk you through how to use access control to scan attendee 

badges for session access.  Shown below is a quick look at what you can do: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Click to toggle between: 
 

 OFFLINE – This will not 
“share” your data with 
others, will not update the 
totals on the display, and 
won’t allow you to scan 
badges or input badge 
numbers. 
 

 ONLINE – This will refresh 
your screen data with info 
from each person who is 
scanning badges. 

Click to toggle 
between 
REGISTRATION 
SCANNING mode 
(which will decline 
assess to pending 
registrants) and 
PENDING 
SCANNING mode 
(which will grant 
access to pending 
registrants). 

Click to check 
the arrival status 
of speakers for 
the listed event. 

Click to change 
your admin 
settings.   
 
(You’ll need to 
supply a 
password to 
proceed.) 

If you don’t have a 
scanner, you can 
enter the attendee’s 
badge number 
(reg_uid) in the field 
provided then click 
[Submit]. 

This shows you 
how many 
attendees are 
allowed in this 
session.   
 
(The number 
remains static.) 

This shows you 
how many 
pending 
registrants have 
been scanned.  
These attendees 
are added to a 
waitlist. 
 
(The number is 
updated with 
each new 
“pending” scan.) 

Click to see a list of 
sessions.  You can tab 
through: 
 

 Today’s Sessions 
 

 Upcoming Sessions 
 

 Completed Sessions 
 

This shows you a running 
tally (updated as you scan 
each badge) of the number 
of attendees who have 
arrived, how many are 
absent, and how many open 
seats are available. 
 

This provides general 

session information. 
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Walkthroughs 
 

Access the App 
 

Procedure: 

 

1. Attach your scanning device to your pc.  (If a device isn’t available, you can 
“scan” badges by entering the badge number (reg_uid) on each badge then 

clicking [Submit].) 

 

2. In your web browser, navigate to the url for the app.  You have two options – 

either to use or override the access start and stop times for the show. 

 

a. To use the access start and stop times: 

 
http://<server>/jsp/AccessControl/ACMain.jsp?EVT_UID=<evt_u
id>&PLC_ID=<plc_id> 

 

b. To override the access start and stop times: 

 
http://<server>/jsp/AccessControl/ACMain.jsp?EVT_UID=<evt_u
id>&OVERRIDE_OPD_ID=<opd_id> 

 

The app will appear: 
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3. Notice that the display indicates no active sessions and that the app is offline.  

Click the offline icon to toggle the app into online mode. 

 

                   
 

4. The system will display the current information: 

 

 
 

You’re now ready to begin scanning your badges. 
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Scan your Badges 
 

Procedure: 

 

1. Hold the badge under the scanner so that the red line runs across the barcode. 

 

2. You’ll receive one of several responses: 

 

a. Pending 

 

 
 

b. Access Granted 

 

 
 

c. Access Denied 

 

 
 

3. If, for some reason, your scanner doesn’t work, you can enter the badge 

number in the field provided then click [Submit] to “scan” the badge. 
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Override a Response 
 

Procedure: 

 

1. If your badge scan results in either a Pending or Access Denied response, you 

can override that response by clicking on the [OVERRIDE] button. 

 

   
 

2. You’ll be prompted to enter your password then click [Submit]. 

 

 
 

3. The response will change to Access Granted. 
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Grant Access to Pending Registrants 
 

Procedure: 

 

1. To grant access to pending registrants, click on the [REGISTRATION 

SCANNING] button. 

 

 
 

2. The button will change to read [PENDING SCANNING], and you’ll be 

prompted to begin scanning the pending registrants’ badges. 

 

 
 

3. Now, when you scan their badges, pending registrants will receive an Access 

Granted response. 
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View Speaker Arrival Info 
 

Procedure: 

 

1. Click on the speaker icon.  The Speaker Arrival window will open. 

 

 
 

2. Look at the list of speakers; you’ll see who’s arrived and who’s not here. 
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View Session Info 
 

Procedure: 

 

1. Click on the session icon.  The Sessions window will open 

 

 
 

2. You can tab through three types of sessions. 

 

a. Today’s Sessions 

 

 
 

b. Upcoming Sessions 

 

 
 

c. Completed Sessions 

 

 
  



Access Control   
Cheat Sheet   
 

 

 
Revision 1.0.3  Page 12 of 13 
 Copyright © 2013 CompuSystems, Inc.  Proprietary and confidential. 

Override a Password 
 

Procedure: 

 

1. To override a password (or perform other administrative updates), begin by 

clicking on the “gear” icon. 

 

 
 

2. You’ll be prompted to enter your admin password. 

 

 
 

3. Next, you’ll receive a window in which you can adjust various admin settings 

such as overriding a password.  When you’re done with your changes, click on 

[Submit]. 
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Document Information 
 

Author: Scott Buckley 

SME:  Damian Pipala 

 

Date Version Description 

24 Oct 2013 1.0 First distributed for use in access control testing. 

24 Oct 2013 1.0.1 Per Damian, tweaked “Cheat Sheet” info. 

29 Oct 2013 1.0.2 Added info for either using or overriding the access start time  
(‘access_start_time’) and stop time (‘acces_stop_time’) found in the 
‘option_detail’ table. 

31 Oct 2013 1.0.3 Updated screen shots to include ‘session info’ icon.  Added 
walkthroughs for checking speaker arrival info and viewing session info. 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 

 


