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Introduction
The purpose of this document is to instruct users on how to configure an XPressEntry system to utilize
muster mode for efficient accountability during fire drills and emergency events. For any specific
mustering use cases pertinent to a specific access control system, please contact our Telaeris support team
at 858-627-9700 or helpdesk@telaeris.com.
Order of Operations

1. Best Practices

2. XPressEntry Setup for Mustering

3. Handheld and Server Operation during an Event

Best Practices
Account for the following when conducting an evacuation or fire drill:
1. Who — Timely understanding of who is in the facility when the event occurs.
2. Where — Access points where people can gather safely away from danger.
3. How — A way to identify who is accounted for and who is missing.
Who is in your Facility?
It is important to understand the occupancy of your facility at any given time. The following checks can
provide a pulse on occupancy and ensure streamlined accountability in the event of an emergency:
1. Monitor personnel badge scans (entry/exits) via a physical access control system (PACS).
2. Capture personnel on-site status using a site-wide time & attendance system.
3. Manual or digital check-in/out
4. Real time location tracking (RTLS) of employees
Where Do People Gather?
Designated assembly locations during an emergency event can be described as such:
o fire assembly areas
e emergency assembly points
e muster stations
e muster locations
e evacuation assembly points
In the fictitious “Star Labs” facility illustration below, there are four muster points where employees
gather.
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How Do You Account for Personnel?

Our XPID readers display the lists of personnel on site with their last known location.
This is important for accountability in the event of an emergency, should anyone
identified on the missing list not show up to their muster point or scan at a reader in
muster mode.

Improving Emergency Evacuation Management

XPressEntry is a hardware and software solution that improves existing emergency
evacuation procedures. It is built to work with companies’ existing infrastructures for
tracking site occupancies, whether that be from a physical access control system, an
RTLS system, an HR system, or a time & attendance system.

Telaeris usability tests show one handheld can process 250 muster check-ins in 5
minutes. We suggest to scan all badges first before processing people without cards.

XPressEntry Desktop Server Setup for Mustering
Open the XPressEntry application, then go to Tools > Settings (ALT+S).

@] XPressEntry (Administrator) - 3.5.6564 - Telaeris (Logged In User: Administrator, Company) = [m] X
; )
e File ﬁ@ Tools @) View () Logout @Muster @ Help
L
Entry/Exit M | Settings Alt+S es Add/Edit Info Logs
‘ fandhd el / Doors 7 B = | @ All Zones (Occupancy: 18) Current Occupants V]

Reports Ctrl+R
Filter:

Luna, Rosanne Mcgee, Adan
Manual Enter/Exit Users ? 3/14 09 Entered: 03/14 09
FRECLEN  Add Handheld Wizard
T

n = Zone: Main |
C}-# Building B (0) Ayers, Tami
| 1 Door B L
03 Main Lobby (14)
| |8 Main Door

1 Door B

A Door A
- The Yard (0)

1 Bus 123

Baker, Rico
Entered

General Tab
1. Navigate to the General Tab once in the XPressEntry Settings.

2. Ensure Muster is enabled under General Settings > Main XPressEntry Function.

Site: Telaeris... Q

-
MUSTERMODE

SCANNED (122)

MAY, NEIL
12/18/2019 05:15:21

&
Evacuation Site 1 o

STEWART, PENELOPE
12/18/2019 05:15:25
Evacuation Site 1

WALKER, JOHN 3
12/18/2019 05:11:38 ; !
Evacuation Site 1 A\QL
0 H

3. Ifyour PACS does not enforce strict antipassback or does not enforce exit scans, set Auto Exit
User # Hours to automatically remove people. This will ensure they do not show up as “on-site”

during an emergency.



4. Click Save once your preferences are set.

@l XPressEntry Settings
File Database SQL Import/Export
General Setfings
Main XFressEntry Function Entry / Exit
Add | Edit Display Egﬁ:ﬁ
22?3"‘" HealthCheck
User Defined Fields
Muster Settings Timestamp Display Format MMidd hlummess t
Question Setuy, )
Logging P a Update User Zone on Varification
Client Settings n Show Badge #'s in Occupancy and Muster
Wiegand Format Data
Server Auto Exit
g‘?:":‘? Setiings Auto Exit Usar # Hours 1
Data Manae}eu Auto Exit Without Creating Badge Activity
Add / Edit Display
1. Check the Show Muster Sites Form box. This will allow admins to change where users are
mustered to within XPressEntry.
2. Click Save once your preferences are set.

|

File Database SQL Import/Export

General
Show Badge Types Form Show Visitor Pre-Registration Form
Geperz
Add / Edit Displat Show RFID Form Show Badge Layouts Form
g‘;’gm B Show Timezones Form - Show Muster Sites Form
User Defined Fields Show Holdays Form Show Deleted Records in Add / Edit List
Muster Settings
Question Setup 100  Pagnation Size (Zero to Show All)

Muster Settings

1.

2.
3.

Show Last Reader for User — Configures the server muster view to display the last reader a user
was scanned on.
Show “Start Muster” Button — Provides a button on the interface to start a muster event.
Muster Users in Muster Zone on Start — Allows users who are in a muster zone to show
immediately as mustered
Enable Muster Alert Messages — Allows SMS messages to be sent via the Twilio interface.
e Muster Alert Message — Sent via SMS to all registered phone numbers on the start of a
muster event.
e Muster Alert Cancel Message — Sent when a muster is canceled or finished.
e SOS response — Sent from a user to the Muster Alert Message.
» Forwarded to all administrators on the system.
e Muster Response — When sent, the user is moved out of the missing list into the mustered list.



5. Send Muster Report — Configures the report that is sent at the conclusion of a muster event and to

whom it is sent.

ﬂJ XPressEntry Settings

General
Add / Edit Display
Badges
RFID
User Defined Fields
Question Setup
Logging
Client Settings
Wiegand Format Data
=l Server
Service Settings.
Database
—| Data Manager
Software Event Viewer
Reader Profiles
Handheld Functionality

File | Database SQL Import/Export

Muster Settings
|| Show Last Reader for User

B Show "Start Muster” Button

" | Muster Users in Muster Zones on Start

Mustering Alert Settings

Clear All User

Locations

B Enable Muster Alert Messages
Mustering Alert Message

you need assistance.

Mustering Alert Cancel Message

Muster Event Cancelled. The area is safe. Please Return m_SettingsVariables.to your station.

A muster event has begun. Have you arrived to a safe place outside of the building? Reply 'safe’ for yes or "help’ plus your location if

Reader Validations SOS Response
Passwords safe
Badge Settings
Custom Display Muster Response
Validation Colors help
Doors
Trend Settings Send Muster Report
Musters

= Alert Settings E Email muster report when muster completed
Email Settings Mustering Email(s)
Twilio Alerts

helpdeski@telaeris com|

[Report Name

Past Muster

Save Cancel

Reader Profiles

Each XPressEntry handheld is assigned a profile which determines the functions for that device.
Bl XPressEntry Settings = [m] X
File Database SQL Import/Export

Profiles
Selected: Default

General uster Only

Add / Edit Display

Badges New Clone Delete

RFID

User Defined Fields General Select Reader Validation Sounds

Muster Settings UCOE!

Question Setup Start Up Page ENTRY Entry Granted 54 SS.Wav g

Logging B Allow Users to Quit Exit Granted SUCCESS.Wav v 3

Client Settings

Wiegand Format Data & Allow User to Set Door Access Denied failure wav ~ >
Server "

Service Settings o Select Door from List User Not Found Jr—— r .

Database () Scan Door Tags

[ Enable Validation Text To Speech Resst
[] Set XPID Time to Server Time

+ Data Manager
Fesier butic]
Handheld Functionality

1. Check Enable Muster for handhelds that will be used at assembly points.
2. Security and Sync Settings may be changed depending upon specific requirements.



3. Scan Settings may be changed depending upon specific requirements.

Bl XPressEntry Settings

File Database SQL Import/Export

General
Add / Edit Display
Badges
RFID
User Defined Fields
Muster Settings
Question Setup
Logging
Client Settings
Wiegand Format Data
Server
Service Settings
Database
Data Manager
Software Event Viewer
Reader Profiles
Reader Validations
Passwords
Badge Settings
Custom Display
Validation Colors
Doors

Profiles

Muster Only

Handheld Modes
B ENABLE ENTRY/EXIT

B ENABLE VERIFICATION

B ENABLE MUSTER

B ENABLE ENROLLMENT
ENABLE AUTO ENTRY/EXIT
ENABLE FREEDOM

B ENABLE EVENTS

B EMABLE MULTI USER ENTRY EXIT
ENABLE ENTRY/EXIT ITEM
ENABLE ACTIVITY VIEW

B EMABLE OCCUPANCY VIEW

Selected: Default

Supplemental Modes
DISABLE EXIT MODE

ENABLE VISITOR ENTRY

ACTIVITY ON GUARD LOGIN/OUT
ENABLE BLUETOOTH DEVICES
ENABLE ACTIVITY PHOTOS

ENABLE QUESTIONNAIRE ON ENTRY
ENABLE QUESTIONNAIRE ON EXIT
ENABLE MULTI USER TEMP SCAN
ENABLE LOCATION TRACKING

New Clone

Delete

Scan Seltings

ENABLE FINGERPRINT LOOKUP

@ SHOW SEARCH USERS

AUTO SEARCH USERS

USE CAMERA BARCODE

USE OCR SCAN

ENABELE IRIS LODKUP

ENABLE FINGERPRINT
ENABLE GRABBA READER
NFC ENABLED

ENABLE FACIAL MATCHING
OVERRIDE ACCESS IN EVENTS

Trend Settings
Musters

Alert Settings
Email Settings
Twilio Alerts

Security and Sync Setfings
ENCRYPT WIPASSWORD

Reader Login

B ENABLE READER LIVE STREAM B DISABLE READER LOGIN

B ENCRYPT HH DATABASE DISABLE LAUNCHER

Musters

1. Search Only Missing Users List — If checked, handhelds will limit user searches to those in the

missing list; otherwise, it will search all users stored on handheld.
o This search could be slow if a site has many badge holders.

2. Allow Finishing Muster — If checked, handhelds operators will be able to finish a muster event. This
will be reflected on the XPressEntry Server.

3. Remain in Zone on Muster — If checked, XPressEntry will not set the location of a user to the
assembly point on a muster scan.

4. This option is rarely used.

5. Show Last Reader Scanned Instead of Zone — If checked, applies to text shown in the user list.

6. Enable Swipe to Muster — If checked, allows users to be mustered by swiping the user off the list
on the handheld.

7. Muster Sites — Dropdown list allows readers to display occupancy information of only a specific
set of zones. If left blank, the handheld will show occupancy of all zones. This list is populated by
the Muster Sites created in the main XPressEntry view.

8. Muster List Display SQL — Used to customize the text shown for each user in the user lists on the
handheld.

9. Muster Detail Display SQL — Used to customize the validation display text for each user who is

scanned or selected on the handheld.



m XPressEntry Settings
File | Database SQL Import/Export

General
Add ! Edit Display
Badges
RFID
User Defined Fields
Muster Settings
Question Setup
Logging
Client Settings
Wiegand Format Data
Server
Service Settings
Database
Data Manager
Software Event Viewer
Reader Profiles
Handheld Functionality
Reader Validations
Passwords
Badge Setlings
Custom Display
Validation Colors
Doors
Trend Settings
Alert Setlings
Email Settings
Twilio Alerts

Profies

Muster Only

. Search only Missing Users List
. Allow Fineshing Muster
D Remain In Zone On Muster

Muster Site

Selected: Default

New

D Show Last Reader Scanned Instead of Zone
. Enable Swipe To Muster

[ Allow Change Muster Site

[ Auto Logout of Musters with Same User

hd | Clear

e\ uster List Display SQL

e \uster Detail Display SQL

Alert Settings

The Alert Type on Muster setting allows for sending emails and/or text messages to specific users when

Alignment Size

Clone

Clear

Clear

Delete

Sample

Sampile

Cancel

a muster event is called to alert them of an emergency.

ﬂJ XPressEntry Settings
File | Database SQL Import/Export

General

Add / Edit Display
Badges
RFID
User Defined Fields
Muster Settings
Question Setup
Logging
Client Setiings
Wiegand Format Data

El Server
Service Settings
Database

= Data Manager
Saoftware Event Viewer

Reader Profiles

Handheld Functionality
Reader Validations
Passwords
Badge Settings
Custom Display
Validation Colors
Doors
Trend Settings
Musters

Emall Settings
Twilio Alerts.

Allerts to Use

Alert Type On Muster: RFID Error Alert: Data Manager Alert:
[Texvsms g Text/SMS . TexySMS
Alert Processing

Send Email If Not Seen (s) 20 =

Max Time to Hold Email (s)

300

i

SMTP information needs to be set up for email to be sent.




3] XPressEntry Settings = [m] *
File | Database SQL Import/Export

Email Setup
General SMTP Server:
Add f Edit Display
Badges Port: Send Test E-mail Fill For Gmail
RFID
User Defined Fields SMTP Account:
Muster Settings
Question Setup SMTP Password:
Logging .
Client Settings
Wisgend Foupst Cata Authentication Method: None v
=l Server
Service Settings. Authentication Options: None N
Database
= Data Manager Security Protocol: Auto e
Software Event Viewer
Reader Profiles SSL Startup Mode: Manual v

Handheld Functionality
Reader Validations
Passwords

Badge Settings ; -
Custom Display Test Email Recipient:
Validation Colors

Doors Result:

Trend Settings

Musters

From Email Address:

Twilio Alerts

Similarly, for Text/SMS, Twilio credentials need to be set up.

@] XPressEntry Settings = O X
File | Database SQL Import/Export
Text Message Setup

General Twilio Account Id: l ]
Add / Edit Display
Badges Twilio Authentication: | |
RFID
User Defined Fields Twilio Phone Number: | |
Muster Settings
Question Setup Download SMS Frequency:

Logging
o ey
Wiegand Format Data

= Server ] Enable Twillo SMS Download [ SMS Sync Now |
Service Settings
Database

— Data Manager
Software Event Viewer

Reader Profiles

Handheld Functionality
Reader Validations
Passwords
Badge Settings
Custom Display
Validation Colors
Doors
Trend Settings
Musters

= Alert Settings

Email Senini;s

Add/Edit Info

Zones/Areas

IIJ XPressEntry (Administrator) - 3.5.6564 - Telaeris (Logged In User: Administrator, Company) - o X

- File ﬁﬂ Tools @View (_& Logout @Enlrﬂb‘it @Mustﬂ @Halp

Entry/Exit Muster Events Activity History Messages Logs

Fiter- @ =+ @ % Users Ll Companies & Groups [EZones] @ Doors O Readers & Roles @ Timezones - Muster Sites
Name

Building A Outside

Building B

Main LUhi Desaription

The Yard
Parent Zone
B Zone is Outside

B Zone is a Muster Point
[] Zone is a Hazard Area

External Entry .
Door Start Zone End Zone Reader Extemal Exit Reader
Main Door Outside Main Lobby

There are three types of zones:

Hazard Area — any location where an employer is responsible for the safety of personnel



(employees, contractors, and visitors) such as a work area.
e Outside Area — any location removed from the working area, where the employer no longer has
responsibility for their personnel. All outside areas must be mustering points.
e Muster Point — any location where badge holders are instructed to assemble during a muster event,
fire drill, or evacuation.
o This is typically outdoors such as in a parking lot or field, but can also be within a Hazard
Area, as in the case of an in-place shelter or company-controlled parking lot.

Muster Sites

Muster Sites are groups of zones, which allow you to manage a group of access points. Muster Sites
allow you to define the Zones your handheld will monitor and muster users via a badge scan. Muster Sites
work with the Reader Profile by allowing you to restrict which zones are available and monitored on
each handheld When an emergency occurs, only the relevant badge holders who are located at the relevant
Muster Site will display on the handheld. For example, this works well when your system may need to
manage mustering at 2 or more separate locations — such as New York and Los Angeles campuses.

In the example below, we can see that Muster Site A includes three selected muster zones, excluding two.

- 3.5.6564 - Telaeris (Logged In User: Administrator, Company) — O

@il XPressEntry (Adm
pe e

(Administrator) - 3 [ ]
i ) Y
File ”\jﬂ Tools @; View i | Logout @ Entry/Exit @’ Muster @ Help

Entry/Exit Muster Events Actmty History Messages | Add/Edit Info |l ogs

Filter o = o i Users pl Companies @ Groups ™8 Zones [l Doors [] Readers & Roles @ Timezones [-- Muster Sites
Muster Site Name Muster Site Admin Emails
Muster Site B § .
Muster Site A 1 Muster Site A
Set to Oniginal Zone On Finish Muster
Muster Readers
Not Selected Selected
I Muster To Zone I
Not Selected Selected

Outside

| Monitored Zones |

Not Selected Selected

Building B ) Building A

The Yard Main Lobby
)) Outside

Add New Delete

Time to Read 1 Records: 0.05 saconds

Activity | Occupancy | Partial | Full || Total Occupancy: 18 Inside 2 Zones | 0 Unread Messages Service Running Locally

XPressEntry Server Muster Mode

All muster activity from the handheld devices is also visible on the XPressEntry server software. This
includes the names, badge numbers, and last known location of each user in the Scanned and Missing
lists.



In addition, from this view, you can finish, reset, or cancel the muster event.
ﬁ_l XPressEntry (Administrator) - 3.5.6564 - Telaeris (Logged In User: Administrator, Company) = B} X

3
File U? Tools /Vnew " Llogout @Emry/Exit @Help

En!ry.EmIMUSlelIEvenls Activity History Messages Add/EditInfo Logs

% ¥Finish 9o ° Mustering Site : All Zones Fiter

Scanned (15) “ ! Missing (13)

Kemp, Genaro Sawyer, Quinn
‘ =&0
: PRANAN

Wong, Joe Benjamin, Cody Alkinson, (;arldnd Mora, Juliana
ES) ] 2 > . : y
b
Frazier, Emma Mcgee, Adan Kleinhen, Donald L * Baker, Rico
- = b i '
= “

A
n Robles, Deann Vincent, Lyra m Sanders, Erin
&4
) v :

Huang, Melissa

Ware, Jefl

’ E} @ Muster Activity
. P er .- g
User Badge # Image Time Stamp Reader
Activity | Occupancy | Partial | Full || Total Occupancy: 18 Inside 2 Zones | 0 Unread Messages | Service Running Locally

Note: Badge holders can be dragged and dropped from Mlssmg to Scanned from this screen, but the
reverse is not permitted.

Mustering on an XPressEntry Handheld

Overview

Ensure your handheld device is in Muster mode.
1. Click on the hamburger menu icon at the top left of the screen.
2. Click Switch Mode
3. Select Muster Mode.

Entry/Exit Mode

Switch Mode

Verification Mode

PRESENT
BADGE




To start a muster, a user must be mustered from the Muster Mode screen on the handheld device. This can
be accomplished like so:

e Scan a user badge

e Tapping on a user record and clicking “Submit” to muster them

e Find & manually submit a user using the search feature

e Use the “Swipe to Muster” feature

e Biometrically identify and muster a user

o Facial Recognition’

Scanning a badge can be done in a variety of ways, including:
e Using the built-in badge reader on a Telaeris XPID device
e Reading a passive UHF RFID or active RFID token
e Reading a barcode or QR code
e Using the built-in OCR feature

Additionally, a muster can be started by clicking on the optional “Start Muster” button on the main muster
screen of the desktop program.

Muster Screens

Whichever icon is highlighted in blue indicates the screen the handheld is in for Muster mode. They
include:

e Missing — List of individuals that have not yet been accounted for. It will also show their most
recent scan in their last known zone.

e Scanned — List of individuals that have been accounted for in a mustering event. It will also show
what time they were mustered and in which mustering zone.

e Zones — Dropdown list of available Muster Points and their associated Monitored Zones. The

=  AllZones o] =

All Zones QM = AllZones

MUSTER, *MODE

MUSTER, \MODE

MUSTER, \MODE )

. N

MISSING (13) SCANNED (15) Muster Point

HUANG, MELISSA

FRAZIER, EMMA

Outside v

03/14/2024 09:03:28 AM > 03/08/2024 08:26:02 AM v Monitored Zones
Main Lobby ‘ - Outside NS (
All Zones
AYERS, TAMI BENJAMIN, CODY
03/14/2024 09:03:27 AM ' 03/08/2024 08:26:02 AM P
Main Lobby Outside
ATKINSON, GARLAND MCGEE, ADAN Eujding B
03/14/2024 09:03:26 AM Nt 03/08/2024 08:26:01 AM 1= ]
Main Lobby = Outside q Main Lobby
MORA, JULIANA WARE, JEFF " o Oiriide
03/13/2024 03:00:08 PM > = 03/08/2024 08:25:59 AM = S
Main Lobby = Outside \\": !
KLEINHEN, DONALD ROBLES, DEANN n
12/12/2023 12:26:49 PM 03/08/2024 08:25:59 AM vt
Building A /% Outside m
DAVED DIOO LAV DU LIC
o H
Missing Scanned Zones Scanned Missing Scanned Zones




handheld will reflect whichever muster point is shown at the time of a mustering event.
Swipe to Muster

If the Swipe to Muster feature setting is enabled on the server, personnel EESEENFATS Q
may be mustered by dragging your finger either left or right on a badge
holder record row on the handheld’s screen. You will be given the MUSTER N MODE
opportunity to undo this muster if you make a mistake. —
Searching for Users MISSING (13)
1. Click on the magnifying glass icon and type any of the following g meussa Must
into the search box: )24 09:03:28 AM :’.El HSter
ain Lobby -
e A part of the name
AYERS, TAMI
¢ Badge ID 03/14/2024 09:03:27 AM ’
e Any other searchable identifier configured within in the access Main Lobby
control system. ATKINSON, GARLAND
2. Tap on the correct user profile DT ATER DD OB AM
Main Lobby

3. Submit Badge Validation
MORA, JULIANA

<« All Zones Q 0= All Zones 03/1 3/;:?:8:;;308 PM

D O D

SEARCH KLEINHEN, DONALD
VALIDATING NS i
mo ® BADG E Building A
DAVED DINN
MORA, JULIANA @
03/13/2024 03:00:08 PM » . Missing Scanned Zones
Main Lobby T

Mora
Juliana

ID #33982506

SUBMIT

Other Muster Menu Options Explained

Current Occupants

Tapping on the Current Occupants option in the hamburger menu provides information of the last
recorded area or entry of personnel by the PACS, including the Muster Zones. The number in parentheses
indicates the number of badge holders in that zone or location, including the Muster Zone(s).




< All Zones

Zones

Main Lobby (13)

Building A (4)

Switch Mode Building B (0)

Settings The Yard (0)

Current Occupants

Update From Server

Exit

Ready, Set, Muster!
This section goes over a full fire drill event from start to end.
1. The day begins and people badge in and out of the building’s door access readers.

2. The fire alarm goes off for a drill event.

3. The guard grabs the handheld and goes out to the muster point. At this point, the data on the server
and the handheld both show the current occupancy of 17 users.

&l
€ fe

O ) N
U"} Tools (%) View il Logout ) enty/eit

EntryExit Muster Events Activity History Messages Add/Editinfo Logs

v Finish © o Mustering Site : All Zones

Scanned (0) “ v} Missing (17)

Luna, Rosanne

n Robles, Deann A

s
' Ayers, Tami
'a -

Mcgee, Adan

Atkinson, Garland David, Leota

)
g

Mora, Jubiana ¥ pineda Leopoldo
» = >

i@ Muster Activity in Last 1 Day

e Time Stamp

User Badge # ek

Reader

Activity | Occupancy| Partial | Full || Total Occupancy: 18 Inside 2 Zones

| 0 Unread Message: Service Running Locally
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4. As the guard scans the first user, she moves from the missing list to the scanned list.

& XPressEntry (Administra L C _ —
. =  All Zones Qff = AllZones Q
s g @ ) ‘
File J Tools (¢$6) View of@ Logout @ Entry/Exit @ Help

EntryExit Muster Events Actiity History Messages Add/Editinfo Logs —
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Scanned (1) ||V Missing (16) SUCC ESS
SCANNED (1)
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5. As each person is scanned, their photo will show on the handheld screen, giving the guard the
ability to verify the user on badge read. As all the users are scanned, the count in the missing list
will steadily decrease.

6. When all users are accounted for, the guard will finish the muster event by tapping on the
hamburger menu icon in the upper left side of the device.

< All Zones

Switch Mode

Settings

Finish Muster
Finish Muster

This will finish the muster on the server.
Lists will update upon next sync with server.
This can not be undone. Are you sure?

Current Occupants

CANCEL YES

Update From Server

Exit

7. A muster event can be ended before the Missing (0) count is achieved. Alternatively, a muster may



be finished on the server.
o This muster event will then need to be named for tracking purposes.
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Finishing a Muster

Muster reports provide a company’s safety personnel with the ability to benchmark how quickly their
employees can complete an evacuation. During an actual event, emergency personnel will use the
information on the handhelds and system to ensure people are all safe and accounted for.

Creating a Muster Report
To access your muster reports, go to Tools > Reports (CTRL + R) on the XPressEntry server software.
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Baker, Rico Vincent, Lyra Sanders, Erin L Thomton, Safa
Badge: 10297 Badge 67673931 Badge: 15516834 Badge: 134208813
Zone: Building A Zone' Main Lobby Zone: Main Lobby Zone: Main Lobby
121212:26:37PM B8 == 1011210:21:25 AM 10/1210:19:32 AM 10/1210:19:30 AM
5 [s]e] Muster Activity in Last 1 Day
User
‘ User Badge # Image Time Stamp Reader




XPressEntry has
preconfigured reports for
Mustering, User Info, Door
Activity, and much more.
Refer to the Musters section
in the left menu under
Reports.

The example on the right
displays a past muster
report. For past musters, you
can select a previous
evacuation event under
Musters Search and see the
results of that event.

There are multiple ways to
receive a muster report:

1. Save and Open
Report — Saves
reports to computer
or virtual machine as
a PDF.

| XPressReports - a X
File | View Edit Refresh Schedule| [Save and Open Report
Reports Report Preview Past Muster

Save and Open Report =] 2 100% Pg 1 B

Musters
Current Muster
Current Muster by Company
Past Muster]|
User Information
Time Spent Inside Zone by User
Time Spent Inside Zone by User - CS
Exit Activities Without Entries
Time Spent Inside Zone by User, Loc
Door Activity
Badge Activity by Door
Badge Activity by Company
Badge Activity by User
Employee Activity by Door
Employee Activity by Company
Employee Activity by User
— Current Information
Door Assignments
Current Occupancy by Company - CS
Current Occupancy by Zone

“XPrESS ENTRY,

Summary
# Scanned Users: 1
# Missing Users: 16
Total # Users: 17

Muster: 202404111352 - Evacuation Event
All Users at 4/11/2024 1:52:24 PM

Reader User Badge Zone Timestamp
Scanned Users ‘
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Date Filters Report Filters

Date Range Cument Week - Musters Search Readers Search Users Search
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2. Email — This will prompt a popup window that

will allow you to input comma separated email

address to receive the report.
3. Schedule — Allows you to email a specific report
type to a set list of email recipients on a set

interval.
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