Screen visitors against a black list
Somebody your organisation will not admit turns up at the gate. Offision holds a black list, marks that person for the host who invites them, the approver who decides and the desk that checks them in, and emails your visitor managers when they arrive — but it never refuses entry by itself, so the refusal has to be approval.
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Somebody your organisation has already decided should not be on site walks up to
the desk and asks to be let in. The question behind this page is whether Offision
can recognise them before a badge prints, and turn them away by itself.
It recognises them. It does not turn them away. The black list marks a person
on their visitor record and puts that mark in front of everyone who could stop the
visit — the host inviting them, the approver deciding, the receptionist checking
them in — and emails your visitor managers the moment they arrive. What it never
does is fail a scan or hold back a badge. Refusing is somebody's decision, and the
way to make that decision reliable is to require approval, so that no badge exists
until the decision has been made.
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Offision holds the list and shows the mark. Refusing is a person's decision, every time.
Before you start:
Visitor data is a root-level page: it needs the visitor manager permission at
the top of the organisation, not on a branch.
1. Build the list before anybody arrives
You do not have to wait for someone to visit before you can list them. Add,
beside the title on Visitor data, creates a visitor record from nothing.
Its first field decides everything downstream. Identifier type —
Email address, Mobile number or Lookup key — is what a later arrival
is matched against, so it has to be the detail the person will actually give at
the door. Match it to the key on the visiting purpose they will arrive under:
how Offision knows two visits are the same person
explains which key resolves what.
Then select the row and choose Add to black list, which asks "Confirm adding
to black list". Several at once: tick the rows and use Blacklist selected
visitors on the toolbar that appears. Remove from black list reverses it.
The list is in two halves, and the toggle above it switches between Normal and
Blacklisted. Add only exists on the Normal side, so create the person
first and mark them second.
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Visitor data. Blacklisted is a separate view, not a column — a listed person is not in Normal at all.
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Add to black list, on the record's own panel.
Where in Offision: admin app → visiting/visitor (Visitor data)
2. Turn on the arrival alert
On the visiting Settings page, under Security, turn on Enable blacklist
visitor warning email — "Send warning email to visitor manager when blacklist
visitor check in". Everyone holding Visitor manager then receives
Blacklisted visitor alert naming the person and the building.
It fires on a badge check-in: a visitor scanned in at a lobby screen, at a
panel, or found and checked in at the desk. A walk-in registered from scratch at
reception is not a badge check-in, and raises no alert — the desk sees the warning
on the visitor's card instead, at the moment of registering them.
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The alert is off until you turn it on, and it reaches every visitor manager rather than the host.
Where in Offision: admin app → visiting/visitorManagementSetting (Visitor management)
3. Make the refusal a decision
This is the step that turns a warning into a refusal. Turn on approval for the
visiting policy covering the building — see
Require approval before a visitor is invited.
Nothing is then issued until somebody decides: no invitation, no code, no badge.
In the approver's queue each guest carries their own tick and cross, and a listed
guest carries a Black list tag beside their name. Reject them and the visit
never reaches them — a rejected guest is told nothing, then or ever. A guest
rejected after already being approved keeps a badge that no longer works, and
finds out at the door.
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A request with a listed guest. The tag is the only thing that distinguishes them — the decision is still yours.
4. What the host sees
A host who adds a listed person to an invitation is asked "Some of the visitor(s)
are blacklisted, are you sure want to create current invitation?", and the guest's
row carries the same Black list tag as the approver sees.
It is a confirmation, not a refusal. Answering yes creates the visit. Where the
answer has to be no whatever the host does, step 3 is what enforces it.
5. Check it worked
Switch the list to Blacklisted and confirm the person is there and gone from
Normal. Then, signed in as somebody else, invite them: the confirm prompt
should appear. If the location requires approval, open the request and look for
the tag beside their name.
What the black list does not do
Each of these is worth knowing before you rely on the list, because each is a
place a reasonable assumption is wrong.
1. It does not hold back a badge. A listed guest on an approved visit is
badged and printed like anybody else.
1. It does not refuse a gate. A scanned code is judged on the badge — not yet
valid, expired, wrong building, already checked out, waiting for approval,
rejected, cancelled, or not found — and never on the person. A listed visitor
holding a valid, approved badge is admitted. See
what the visitor badge API answers.
1. It does not hold a door. Where checking in opens a door, that door opens.
1. It marks a record, not a human being. It catches someone only when their
arrival resolves to the record you marked. The same person arriving under a
different email address is a different record, and carries no mark.
1. Deleting a record bars nobody. A deleted record stops claiming its email or
number, so the same person can be invited again and simply gets a fresh one.
If the refusal has to be automatic
Two routes exist, and neither is the black list.
The visiting policy can refuse an entire email domain — a public mail provider,
or a list of your own. That admits or refuses by where an address comes from, never
by who the person is, so it cannot bar one named individual.
Or refuse at your own gate. A turnstile you control can ask Offision whether a
badge is good, apply your own list to the answer, and only then open the barrier —
see Open your gates with an Offision visitor badge.
An automation that runs on a visitor event can raise an alarm, notify security or
write a record, but it cannot veto: by the time it runs, the arrival has already
been accepted.
cb95037461b0625f6ea178b7cc769798210ec4f4.png
Security

( Enable blackiist
Send warning emal o visitor manager when blackist visitor check in





3a2290cbf7e5d52d2c8aaf8aecdbd8e8c873de33.png
o Trial - 22 day

»  Visitor approval

3 Invitation

m
¢ | 3Vistors 13 Sep (Sun) 400 PM - 500 PM
Visitor approval [l Pending approval X
[}
Invited by: 2 Ivy Chan
8
Location: H Offision Riverside
o0  Time: © 13, Sep (Sun) 4:00 PM - 5:00 PM
&5
Visiting purpose: Meeting
(]
Visitors (3) Approve all | Reject al
© amywong@example.com []- @ Amy Wong
8 £ Example Ltd MBS
© bentsang@examplecom [ - @ Ben Tsang
) Northwind Logistics [ETEERISY MBS
© chrislau@example.com [] - @ Chris Lau
v X

o) Kestrel Design




aea1d55df9f4b7de3e0b3b167944523d4b38c227.png
o}
01 co
- shown on the visit

Somebody

On the list sees it

a marked record host, approver,

desk

their call

o)
=0

They refuse

Offision never does

¥




f97dcbd066221a818559e626265ba26c896e5ae9.png
VISior data

isi + Add
@ Visitor data @& © Normal ~ © Blackiisted | Sorting / Columns
Details of your visitors, such as email, mobile number and company name.

O = nail Wobienumber Company ot
() Danalp dana.ip@example.com . Harbour Supplies .
© dana p@example.com . .
() Fionavau fionayau@example.com . Meridian Surveying .
 fonayau@exampie.com : -
Evan Chow
O B cvnchme@emplecom evan.chow@example.com — Meridian Surveying -
@) g‘z:‘s"bz‘:@wmw . chris lau@example.com — Kestrel Design .




784f4c2eea26490115c54c86a9823614baaabff3.png
D Dana Ip x

h as email, mobile number and company name.
0 Duplicate | © Add to black list

Email Mobile number

dana.ip@example.com

CONTACT INFORMATION

fiona e
onayau@example.com Email danaip@example.com

evan.chow@example.com Mobile number =

Phone number -
chrislau@example.com

PROFESSIONAL INFORMATION
amy.wong@example.com
Company Harbour Supplies
Job title -
Department -

Customize key -

Identity number -

Created by
Ivy Chan ]
12,Sep 7:23PM

Modified by

@ Delete




