
F O R C I N G  A  O N S I T E  L O G O F F

ONSITE TRACK EASY



Forcing Log Off Overview

Onsite Track Easy tracks cardholders and visitors 
time at a site. 

For cardholders or visitors that forgot to sign off 
when leaving site, a tool is available to sign them out 
manually

Permission to log cardholders out is defined under a 
Users’  Rights at the site level. If you do not have 
permission, the option will not be available

The ability to set duration on site or time they left site 
is also available



ONSITE NOW SCREEN



Navigating to On Site Now Page

From the top menu select:

 Report > On Site Now

 Will Open New Screen Showing Cardholders 
that have Logged-In to a Logpoint at Site

 Will be able edit settings like, view Employees 
separately or change page refresh rate



Viewing On Site Now Page

On Site Now Layout.

 View the Date/Time cardholder logged on

 View Logpoint origin and can see current time 
cardholder has been Onsite

 Can click on Name in Green to see Cardholder

 Log Out box available if you have required 
“Can Log Persons In and Out” permission



LOGGING OUT CARDHOLDERS



Logging Out Cardholders

On Site Now Layout.

 Tick the desired cardholder to be logged out

 Enter in Reason for departure

 Enter in either Duration on site or
Departed from site time.

 Press ok to commit changes



Logging Out Cardholders

 Once user successfully logged out, no longer 
visible in the On Site Now Report

 Visitor – JONES, CRAIG is now logged out.

 No Longer will show up in Emergency 
Evacuation reports either. 

On Site Now Layout.



FOR QUESTIONS OR ASSISTANCE, PLEASE CALL

1300 131 194

OR EMAIL  support@onsitetrackeasy.com.au
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