Step 1:

Open the gatehouse app on your mobile device.

Click on ADD VISITOR * 
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First Name

John

Last Name*

Step 2:

Fill out the required fields. To send a pass to yourself

as an owner, you still need to do this step.

—First Name

Doe

Vendor*

Relationship*

Last Name

RELATIVE

Access Privilege *

NORMAL

-

90 Days - /

send pass to self or famiy / member friend

Length of Visit*

09/10/2023 - 12/07/2023

Memo

Relationship

— Duration of access (Max is 90 days)

CLICK SAVE VISITOR TO PROCEED

VISITOR LIST

Q, Search by Name

Doe John
NORMAL/RELATIVE
09/10/2023 - 1207/2023

Step 3:

. Go to Visitor list. On the visitor you just added, swipe
left where the two green triangles are located.




Enter your visitors phone number to send via SMS or enter your
visitors email address to send via email.
VERIFY RECIPIENT INFORMATION IS CORRECT BEFORE
SENDING.

Phone Number

BE #1 ~ XXX-XXX-XXXX

Email

Get phone/email from contacts ®

Send E-Pass /

Step 4:

You have the option to send the E-Pass as a text
message or an Email.

Enter the phone # or email of the guest

- Click Send E-Pass
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ISSUED: 09/10/2023
EXPIRES: 12/07/2023
RESIDENT: Cabell David
ADDRESS: 11203 Adora Court

If BarCode/QR-Code is not
visible, click here -
https:[ls3.amazonaws.com/
gatehouse.public/
visitormanagementftempfiles/
mms/ac8931bf-390e-423d-
b&d3-a5a5fb9ae697.png
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Step 5:

In this example, the pass was sent as a text message.

Note that the bar code is “clipped” in the message.
Click on the barcode photo to see the entire
barcode.
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Step 6:

Use the expanded bar code with the scanner on the
kiosk at the guard house entry area. You may have
to adjust the brightness on your mobile device and
move it around slightly for the scanner to read the
barcode.

The gate arm should lift and allow entry.
Any issues should be reported to:
Kari L. Hardwick, District Coordinator

DistrictCoordinator@PaseoCDD.org
(239) 936-0913 X0299
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