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Admin Log-In 
 

To access the Admin side of the system, a Admin will click on the Admin button 

located on the top left corner of the main log-in page. The figure below shows 

where this button is located. The button has a red box around it. 

 

 

 

Once the Admin button is clicked, the user will then be redirected to the admin 

log-in page. 
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Admin Homepage 
Once a user has gained access to the Admin Homepage, they will be able to do the 

following tasks: 

• Account Management 

• AD-HOC Reporting 

These two tasks will be broken down into two sections and be further explained. 

The figure below shows what a user will see when they have gained access to the 

Admin Homepage. 
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Account Management 

Staff Accounts 
Staff accounts are used to login to the Registration/Sign-In Kiosk. On the Staff 

Account Management page, an Admin can: 

• Create a new staff account 

• Modify an existing staff account 

• Delete a staff account 

To access this page, an Admin will click Staff under the Account Management 

section of the Admin Homepage. This page will show a table of current staff 

accounts including all the staff members credentials. The figure below shows what 

an Admin will see on the Staff Account Management page 
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Create Staff Accounts 
 

If an Admin wants to create a new staff account, they will click Create. Once the 

button is clicked, a pop-up form will appear. The Admin will then fill out the form 

with the proper credentials for the new staff member. After the form is filled out, 

the Admin will click Submit. The new staff account is now created and will appear 

in the table of staff accounts on the Staff Account Management page. The figure 

below shows the form an Admin will fill out when creating a new staff account. 
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Delete Staff Accounts 
 

If an Admin wants to delete a staff account, they will click Delete on the Staff 

Account Management page. Once the button is clicked, a pop-up form will appear. 

The Admin will then fill out the form with the proper credentials for the existing 

staff member. After the form is filled out, the Admin will click Submit. The staff 

account is now deleted and will no longer appear in the table of staff accounts on 

the Staff Account Management page. The figure below shows the form an Admin 

will fill out when deleting an existing staff account. 
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Modify Staff Accounts 
 

If an Admin wants to modify a staff accounts credentials (username, password, 

email) they will click Modify on the Staff Account Management page. Once the 

button is clicked, a pop-up form will appear. On this form, the Admin must enter 

the Staff ID number in the proper input box to make modifications. The Admin can 

then fill out any part of the form that they wish to modify. They will leave any part 

of the form they don’t wish to modify blank. After the form is filled out, the Admin 

will click Submit. The modifications will then appear in the table of staff members 

on the Staff Account Management page. The figure below shows the form an 

Admin will fill out when modifying an existing staff account. 
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Admin Accounts 
To access the Admin Accounts page, click Admin under the Account Management 

section of the Admin Homepage. Admin accounts are used to for managing PACL 

Kiosk accounts and running AD-HOC reports. Please contact Jeff Nobili if you wish 

to CREATE or DELETE an Admin Account. Also, Admins should only use the 

modification feature to modify their own account. On the Admin Account 

Management page, an Admin can: 

• Create a new Admin account 

• Modify an existing Admin account 

• Delete an Admin account 

This page will also show a table of current Admin accounts including all the Admins 

credentials. The figure below shows what an Admin will see on the Admin Account 

Management page 
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Create Admin Account 
 

If an Admin wants to create a new staff account, it is important to contact Jeff 

Nobili and gain permission. If permission is granted, the Admin will click Create. 

Once the button is clicked, a pop-up form will appear. The Admin will then fill out 

the form with the proper credentials for the new Admin. After the form is filled 

out, the Admin will click Submit. The new Admin account is now created and will 

appear in the table of Admin accounts on the Admin Account Management page. 

The figure below shows the form an Admin will fill out when creating a new Admin 

account. 
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Delete Admin Account 
 

If an Admin wants to delete an existing Admin account, it is important to contact 

Jeff Nobili and gain permission. If permission is granted, the Admin will click Delete. 

Once the button is clicked, a pop-up form will appear. The Admin will then fill out 

the form with the proper credentials for the Admin. After the form is filled out, the 

Admin will click Submit. The Admin account is now deleted and will no longer 

appear in the table of Admin accounts on the Admin Account Management page. 

The figure below shows the form an Admin will fill out when deleting an existing 

Admin account. 
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Modify Admin Account 
 

If an Admin wants to modify their own credentials, they will click Modify. Once the 

button is clicked, a pop-up form will appear. On this form, the Admin must enter 

the Admin ID number in the proper input box to make modifications. The Admin 

can then fill out any part of the form that they wish to modify. They will leave any 

part of the form they don’t wish to modify blank. After the form is filled out, the 

Admin will click Submit. The modifications will then appear in the list of Admins on 

the Admin Account Management page. The figure below shows the form an Admin 

will fill out when modifying an existing Admin account. 
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Partners 
PACL partners receive emails based on partner classification and site location. On 

the Partner Account Management page, an Admin can: 

• Create a new partner 

• Modify an existing partner 

• Delete a partner 

The page shows a list of site locations and partner classifications with the visit 

reasons and visitor info that pertains to each. This page will also show a table of 

current partners including all the partners personal info, classifications, and sites. 

The figure below shows what an Admin will see on the Partner Account 

Management page. 
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Create Partners 
 

If an Admin wants to create a new partner, they will click on the Create button. 

Once the button is clicked, a pop-up form will appear. The Admin will then fill out 

the form with the proper personal info, classifications, and site locations for the 

partner. After the form is filled out, the Admin will click Submit. The new partner is 

now created and will appear in the table of partner accounts on the Partner 

Account Management page. The figure below shows the form an Admin will fill out 

when creating a new partner. 
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Delete Partners 
 

If an Admin wants to delete a partner, they will click Delete on the Partner Account 

Management page. Once the button is clicked, a pop-up form will appear. The 

Admin has the option to delete all the partners information, delete specific 

classifications or delete specific site locations. The Admin must enter the Partner ID 

of the partner they wish to delete. If the Admin wants to delete all partner 

information, they will click Delete Partner. If an Admin wants to delete partner 

classification(s), they will select the classifications they want to remove and click 

Delete Classification(s).  If an Admin wants to delete a partners site location, they 

will select the site location(s) they want to remove and click Delete Site(s). Note 

that deleting classifications and site locations only removes the classifications and 

site locations for the specific partner, not from the entire system. After the Admin 

has deleted whatever information they needed to delete, they can view these 

deletions in the table of partners on the Partner Account Management page. The 

figure below shows the form an Admin will fill out when deleting an existing 

partner or their classifications/site locations. 
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Modify Partners 
 

If an Admin wants to modify a partner’s information, they will click Modify. Once 

the button is clicked, a pop-up form will appear. The Admin has the option to 

modify the partners personal information (name & email), as well as ADD 

classification(s) and site location(s). NOTE that you can only add classification(s) 

and site location(s). All classification(s) and site location(s) that already exist for 

that partner will remain after form submission. The Admin will fill out the fields 

that need modified and leave any other field blank. The Admin must enter the 

Partner ID for the desired partner. When the Admin is done making modifications, 

they will click Submit. The Admin can then view the modifications in the table of 

partners on the Partner Account Management page. The figure below shows the 

form an Admin will fill out when modifying an existing partner. 
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Reporting 
The reporting section on the Admin Homepage allows Admins to do the following 

tasks: 

• AD-HOC reporting on Transaction data 

• AD-HOC reporting on visitor information 

• AD-HOC reporting on partner information 

Each of these tasks will be further explained in the sections below. 
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Transaction Reporting 
 

To get to the transaction reporting section of the system, an Admin will click 

Transactions on the Admin Homepage. Once the Admin is on the transaction 

reporting page, they will see a table of all transactions including transaction ID, 

visit reason, site location, and date/time. An Admin can run reports on this data by 

entering the data they desire into any of the input boxes shown above the table. 

The Admin can enter data into as many input boxes as they wish. To run the 

report, the Admin will click Run Report. If an Admin wants to export the AD-HOC 

report to excel, they can simply click the Excel button located below the table. If an 

Admin wants to reset the table to view all transaction data, they will click Reset, 

also located under the table. If an Admin selects a specific date range, the total 

number of visitors as well as the number of unique visitors (only one transaction) 

will appear. The figure below shows the Transaction Reporting page. 
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Visitor Reporting 
 

To get to the visitor reporting section of the system, an Admin will click Visitors on 

the Admin Homepage. Once the Admin is on the Visitor Reporting page, they will 

see a table of all visitors that have registered into the system. The data in this table 

includes the visitors name, email, phone, last 4 of SSN, residing county, 

employment status, education, veteran status, aging status, youth status, disability 

status, food stamps status, and cash assistance status. An Admin can run reports 

on this data by entering the data they desire into any of the input boxes shown 

above the table. The Admin can enter data into as many input boxes as they wish. 

To run the report, the Admin will click Run Report. If an Admin wants to export the 

AD-HOC report to excel, they can simply click the Excel button located below the 

table. If an Admin wants to reset the table to view all visitor data, they will click 

Reset, also located under the table. The figure below shows the Visitor Reporting 

page. 
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Partner Reporting 
 

To get to the Partner Reporting section of the system, the will click Partners under 

the reporting section of the Admin Homepage. Once the Admin is on the partners 

reporting page, they will see a table of all PACL partners including name, email, 

classification(s) and site location(s). An Admin can run reports on this data by 

entering the data they desire into any of the input boxes shown above the table. 

The Admin can enter data into as many input boxes as they wish. To run the 

report, the Admin will click Run Report. If an Admin wants to export the AD-HOC 

report to excel, they can simply click the Excel button located below the table. If an 

Admin wants to reset the table to view all transaction data, they will click Reset, 

also located under the table. The figure below shows the Partner Reporting page. 

 


