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Be sure to read this guide before using the machine. We recommend that
you keep this guide nearby for future reference.
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Thank you for purchasing the Brother QL-570VM.
This guide briefly describes the steps to start using the Brother QL-570VM.

We strongly recommend that you read this guide carefully before using the Brother
QL-570VM, and then keep it nearby for future reference.

To take full advantage of our service and support we recommend that you take this
opportunity to register with us by visiting us at:

Online User Registration
http:/Iregistermybrother.com/

Online Support Page
http://solutions.brother.com/

If a UPC must be entered, refer to the back cover.

NOTE: It is also possible to access the above sites from the online user registration
window on the included CD-ROM. We look forward to your registration.

Federal Communications Commission (FCC) Declaration of Conformity (For USA Only)
Responsible Party: Brother International Corporation

100 Somerset Corporate Boulevard

Bridgewater, NJ 08807-0911 USA

TEL: (908) 704-1700
declares that the product

Products Description: Label Printer
Product Name: QL-570VM
Model Number: QL-570

This device complies with Part 15 of the FCC Rules. Operation is subject to the following two
conditions: (1) this device may not cause harmful interference, and (2) this device must accept
any interference received, including interference that may cause undesired operation.

This equipment has been tested and found to comply with the limits for a Class B digital device,
pursuant to Part 15 of the FCC Rules. These limits are designed to provide reasonable
protection against harmful interference in a residential installation. This equipment generates,
uses and can radiate radio frequency energy and, if not installed and used in accordance with
the instructions, may cause harmful interference to radio communications. However, there is no
guarantee that interference will not occur in a particular installation. If this equipment does cause
harmful interference to radio or television reception, which can be determined by turning the
equipment off and on, the user is encouraged to try to correct the interference by one or more
of the following measures:

» Reorient or relocate the receiving antenna.

* Increase the separation between the equipment and receiver.

» Connect the equipment into an outlet on a circuit different from that to which the receiver is
connected.

+ Consult the dealer or an experienced radio/TV technician for help.

Important
» The enclosed USB interface cable should be used in order to ensure compliance with the

limits for a Class B digital device.
» Changes or modifications not expressly approved by Brother Industries, Ltd. could void the
user's authority to operate the equipment.




Brother® Two-Year Limited Warranty and Replacement Service
(USA Only)

Who is covered:

+ This limited warranty ("warranty") is given only to the original end-use/retail
purchaser (referred to in this warranty as "Original Purchaser") of the
accompanying product, consumables and accessories (collectively referred to in
this warranty as "this Product").

« If you purchased a product from someone other than an authorized Brother reseller
in the United States or if the product was used (including but not limited to floor
models or refurbished product). prior to your purchase you are not the Original
Purchaser and the product that you purchased is not covered by this warranty.

What is covered:

+ This Product includes a Machine and Consumable and Accessory ltems.
Consumable and Accessory ltems include but are not limited to label and tape rolls
and print servers.

» Except as otherwise provided herein, Brother warrants that the Machine and the
accompanying Consumable and Accessory Items will be free from defects in
materials and workmanship, when used under normal conditions.

« This warranty applies only to products purchased and used in the United States.
For products purchased in, but used outside, the United States, this warranty
covers only warranty service within the United States (and does not include
shipping outside the United States).

What is the length of the Warranty Periods:

* Machines: two year from the original purchase date.

« Accompanying Consumable and Accessory Items: 90 days from the original
purchase date or the rated life of consumable, whichever comes first.

What is NOT covered:

This warranty does not cover:

(1) Physical damage to this Product;

(2) Damage caused by improper installation, improper or abnormal use, misuse,
neglect or accident (including but not limited to transporting this Product without
the proper preparation and/or packaging);

(3) Damage caused by another device or software used with this Product (including
but not limited to damage resulting from use of non Brother®-brand parts and
Consumable and Accessory ltems);

(4) Consumable and Accessory Items that expired in accordance with a rated life;
and,

(5) Problems arising from other than defects in materials or workmanship.

This limited warranty is VOID if this Product has been altered or modified in any way

(including but not limited to attempted warranty repair without authorization from

Brother and/or alteration/removal of the serial number).




What to do if you think your Product is eligible for warranty service:

Report your issue to our P-touch Customer Service Hotline at 1-877-BROTHER (1-
877- 276-8437) or to a Brother Authorized Service Center within the applicable
warranty period. Supply Brother or the Brother Authorized Service Center with a
copy of your dated bill of sale showing that this Product was purchased within the
U.S.. For the name of local Brother Authorized Service Center(s), call 1-877-
BROTHER (1-877-276-8437) or visit www.brother-usa.com.

What Brother will ask you to do:

After contacting Brother or a Brother Authorized Service Center, you may be required
to deliver (by hand if you prefer) or send the Product properly packaged, freight
prepaid, to the Authorized Service Center together with a photocopy of your bill of
sale.

You are responsible for the cost of shipping, packing product, and insurance
(if you desire).

You are also responsible for loss or damage to this Product in shipping.

INTRODUCTION

What Brother will do:

If the problem reported concerning your Machine and/or accompanying Consumable
and Accessory Items is covered by this warranty and if you first reported the problem
to Brother or an Authorized Service Center within the applicable warranty period,
Brother or its Authorized Service Center will repair or replace the Machine and/or
accompanying Consumable and Accessory Items at no charge to you for parts or
labor. The decision as to whether to repair or replace the Machine and/or
accompanying Consumable and Accessory Items is made by Brother in its sole
discretion.

Brother reserves the right to supply a refurbished or remanufactured replacement

Machine and/or accompanying Consumable and Accessory Items and use
refurbished parts provided such replacement products conform to the manufacturer's

specifications for new product/parts.

The repaired or replacement Machine and/or accompanying Consumable and
Accessory Items will be returned to you freight prepaid or made available for you to
pick up at a conveniently located Authorized Service Center.

If the Machine and/or accompanying Consumable and Accessory Items are not
covered by this warranty (either stage). you will be charged for shipping the Machine

and/or accompanying Consumable and Accessory Items back to you and charged for

any service and/or replacement parts/products at Brother's then current published
rates.




The foregoing are your sole (i.e., only) and exclusive remedies under this
warranty.

What happens when Brother elects to replace your Machine:

When a replacement Machine is authorized by Brother, and you have delivered the
Machine to an Authorized Service Center, the Authorized Service Center will provide
you with a replacement Machine after receiving one from Brother. If you are dealing
directly with Brother, Brother will send to you a replacement Machine with the
understanding that you will, after receipt of the replacement Machine, supply the
required proof of purchase information, together with the Machine that Brother agreed
to replace. You are then expected to pack the Machine that Brother agreed to replace
in the package from the replacement Machine and return it to Brother using the
prepaid freight bill supplied by Brother in accordance with the instructions provided by
Brother. Since you will be in possession of two machines, Brother will require that you
provide a valid major credit card number.

Brother will issue a hold against the credit card account number that you provide until
Brother receives your original Product and determines that your original Product is
entitled to warranty coverage. Your credit card will be charged up to the cost of a new
Product only if: (i) you do not return your original Product to Brother within five (5)
business days; (ii) the problems with your original Product are not covered by the
limited warranty; (iii) the proper packaging instructions are not followed and has
caused damage to the product; or (iv) the warranty period on your original Product has
expired or has not been sufficiently validated with a copy of the proof of purchase (bill
of sale).

The replacement Machine you receive (even if refurbished or remanufactured) will be
covered by the balance of the limited warranty period remaining on the original
Product, plus an additional thirty (30) days. You will keep the replacement Machine
that is sent to you and your original Machine shall become the property of Brother.
Retain your original Accessory Items and a copy of the return freight bill,
signed by the courier.



Limitations:

Brother is not responsible for damage to or loss of any equipment, media, programs

or data related to the use of this Product. Except for that repair or replacement as

described above, Brother shall not be liable for any direct, indirect, incidental or
consequential damages or specific relief. Because some states do not allow the
exclusion or limitation of consequential or incidental damages, the above limitation
may not apply to you.

THIS WARRANTY IS GIVEN IN LIEU OF ALL OTHER WARRANTIES, WRITTEN

OR ORAL, WHETHER EXPRESSED BY AFFIRMATION, PROMISE,

DESCRIPTION, DRAWING, MODEL OR SAMPLE. ANY AND ALL WARRANTIES

OTHER THAN THIS ONE, WHETHER EXPRESS OR IMPLIED, INCLUDING

IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A

PARTICULAR PURPOSE, ARE HEREBY DISCLAIMED.

« This Limited Warranty is the only warranty that Brother is giving for this Product. It
is the final expression and the exclusive and only statement of Brother's obligations
to you. It replaces all other agreements and understandings that you may have with
Brother or its representatives.

+ This warranty gives you certain rights and you may also have other rights that may
vary from state to state.

+ This Limited Warranty (and Brother's obligation to you) may not be changed in any
way unless you and Brother sign the same piece of paper in which we (1) refer to
this Product and your bill of sale date, (2) describe the change to this warranty and
(3) agree to make that change.

Important:

We recommend that you keep all original packing materials, in the event that you ship

this Product.




Important Information

Should you have questions, or need information about your Brother Product, we have
a variety of support options for you to choose from:

USA-Customer Service:
Customer Service
1-877-BROTHER (1-877-276-8437)

Customer Service
1-901-379-1210 (fax)

Website
www.brother-usa.com

Supplies / Accessories
www.brothermall.com
or 877-552-6255

BROTHER INTERNATIONAL CORPORATION
100 SOMERSET CORPORATE BLVD.
BRIDGEWATER, NEW JERSEY 08807-0911

Record your model and serial number and your date and location of Purchase below
for your records. Keep this information with your proof of purchase (bill of sale) in case
your Product requires service.

Model #
Serial #

Date of purchase:

Store where purchased:

Location of store:

Important: We recommend that you keep all original packing materials, in the event
that you need to ship the machine.

Save Time - Register On-Line!
Don’t stand in line at the post office or worry about lost mail. Visit us on-line at
www.registermybrother.com
Your product will immediately be registered in our database and you can be on your way!
Also, while you're there, look for contests and other exciting information!

If a UPC must be entered, refer to the back cover.
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Introduction

1-1. General Information

Compilation and Publication Notice

Under the supervision of Brother Industries Ltd., this guide has
been compiled and published, covering the latest product’s
descriptions and specifications.

The contents of this guide and the specifications of this product
are subject to change without notice.

The actual windows and dialog boxes of the software and its
operation may differ from those described in this manual. The
names of people and companies used in this manual and software
are fictional.

Brother reserves the right to make changes without notice in the
specifications and materials contained herein and shall not be
responsible for any damages (including consequential) caused by
reliance on the materials presented, including but not limited to
typographical and other errors relating to the publication.

The screen images in this guide can differ depending on your
Operating System (OS) or printer.

© 2008 Brother Industries Ltd.

Trademarks

The Brother logo is a registered trademark of Brother Industries,
Ltd.

Brother is a registered trademark of Brother Industries, Ltd.

© 2008 Brother Industries, Ltd. All rights reserved.

Microsoft, Windows Vista, Windows Server and Windows are
either registered trademarks or trademarks of Microsoft Corp. in
the United States and/or other countries.

The names of other software or products used in this document
are trademarks or registered trademarks of the respective
companies that developed them.

Each company whose software title is mentioned in this guide has
a Software License Agreement specific to its proprietary
programs.

All other brand and product names mentioned in this User's Guide
are registered trademarks of their respective companies.
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Symbols Used in this Guide

The symbols used throughout this guide are as follows:

NOTE 0000

+ This symbol shows information or directions that should be followed. If
ignored, the result may be damage, or failed operations.
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::. 1-2. Safety Precautions

We recommend that you read all of these instructions prior to using this product,
and save them for later reference. Follow all warnings and instructions marked on
the product.

AWARN l NG Tells you what to do to avoid the risk of injury.

Tells you about procedures you must follow to prevent damage to the
A CAUTI ON machine.

The symbols used in this guide are as follows:

Action NOT allowed to do

DO NOT splash the product with or immerse the product in water.

Mandatory action

Alerts to the possibility of electrical shock

DO NOT disassemble the product.

DO NOT touch a given portion of the product.

Unplugging

Mo > e oo
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@@ To use the machine safely

Follow these guidelines to avoid fire, electric shock, or other damage.
The Machine

A Unplug the power cord immediately and stop using the machine during an electrical storm.
There may be a remote risk of electric shock from lightning.

Do not touch any metal parts near the print head. The print head becomes very hot during
use and remains very hot immediately after use. Do not touch it directly with your hands.

Dispose of plastic bags correctly and keep away from babies and children. Do not wear or
play with plastic bags.

Unplug the power cord immediately and stop using the machine if you notice any abnormal
odor, heat, discoloration, deformation or anything unusual whilst the machine is in use or
storage.

Do not disassemble the machine. For inspection, adjustment and repair of the machine
contact the retail outlet where the machine was purchased or your local authorized service
center.

Do not drop, hit or otherwise bang the machine.

Do not hold and lift the machine by the DK Roll cover. The cover could come off and the
machine could fall and become damaged.

Do not allow the machine to get wet in any way.

OB O & 6 0.

Do not use the machine with foreign objects in it. If water or any foreign objects should
enter the machine, unplug the power cord from the electric outlet and remove the foreign
object. If necessary, contact the retail outlet where the machine was purchased or your
local authorized service center.

Do not hold the machine with only one hand. The machine may slip out of your hand.

Never disassemble the machine or allow it to get wet to avoid possible fire or electrical
shock. Doing so could cause an electrical shock or fire.

Do not use paint thinner, benzene, alcohol or any other organic solvents to clean the
machine. Doing so may cause damage to the surface finish. Use a soft, dry cloth to clean
the machine.

e © Q0

Do not put any heavy objects or objects containing water on top of the machine.

If water or any foreign object enters the machine, contact the retail outlet where the
machine was purchased or your local authorized service center. If you continue to use the
machine with water or a foreign object in the machine, the machine may be damaged or
personal injury could result.

The electrical outlet should be close to the machine and be easily accessible.
Do not touch the cutter. Personal injury could result.

Do not expose the machine to direct sunlight or near heaters or other hot appliances, in
any area exposed to extremely high or low temperatures, high humidity or dusty areas.

Doing so could cause the machine to malfunction.
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Follow these guidelines to avoid fire, electric shock, or other damage.

Power Cord

Use only the authorized power source (120V AC) for the machine.
Use only the power cord included with the machine.
Do not handle the power cord or plug if your hands are wet.

Do not overload the electrical outlet sockets with too many appliances or plug the power
cord into a damaged electrical outlet.

Do not cut, damage, alter or place heavy objects on the power cord.
Do not use the power cord if it is damaged.

Ensure the power cord is correctly inserted into the electrical outlet.

N NONGERONCN M%)

Always hold the power cord when unplugging the power cord from or plugging it into
electrical outlet. Do not pull on the power cord. The wire in the electrical cord may become
damaged.

If the machine will not be used for an extended period, remove the power cord from the
electrical outlet.

Cutter
@ Do not touch the blade of the cutter.

)

® Do not open the top cover when the cutter is operating.

Follow these guidelines to avoid fire, electric shock, or other damage.

Installation/Storage

0 Put the machine on a flat, stable surface such as a desk.
® Do not put any heavy objects on top of the machine.

DK Roll (DK Label, DK Tape)
0 Be careful not to drop the DK Roll.

0 DK Rolls use thermal paper and thermal film. Both the label and print will fade with sunlight
and heat. Do not use DK Rolls for outdoor use that requires durability.

0 Depending on the area, material, and environmental conditions, the label may unpeel or
become irremovable, the color of the label may change or be transferred to other objects.
Before applying the label, check the environmental condition and the material. Test the
label by affixing a small piece of it to an inconspicuous area of the intended surface.
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@@ General Precautions

The Machine

» The machine is a precision machine. Do not drop, hit or otherwise bang the
machine.

» Do not lift the machine by the DK Roll compartment cover. The cover could
come off and the machine could fall and become damaged.

* The machine may malfunction if left near a television, radio, etc. Do not use
the machine near any machine that can cause electromagnetic interference.

» Do not insert any objects into or block the label output slot or USB port.

» Use only the interface cable (USB cable) included with the machine.

* When not in use for an extended period, remove the DK Roll from the
machine.

» Do not attempt to print labels while the DK Roll cover is open.

Power Cord
* You should put the machine near an easily accessible, standard electrical
socket.

DK Roll (DK Label and DK Tape)

+ Use only genuine Brother accessories and supplies (with P%, PZ marks).
Do not use any unauthorized accessories or supplies.

« If the label is attached to a wet, dirty, or oily surface, it may peel off easily.
Before applying the label, clean the surface to which the label will be applied.

» DK Roll uses thermal paper and thermal film so that ultraviolet rays, wind,
and rain may cause the color of the label to fade and the ends of the label
to peel off.

» Do not expose the DK Rolls to direct sunlight, high temperatures, high
humidity, or dust. Store in a cool, dark place. Use the DK Rolls soon after
opening the package.

+ Scratching the printed surface of the label with your finger nails or metal
objects, or touching the printed surface with hands dampened by water,
sweat, or medicated cream, etc., can cause the color to change or fade.

» Do not apply labels to any persons, animals, or plants.

» As the end of the DK Roll is designed to not adhere to the label spool, the
last label may not be cut properly. If this happens, remove the remaining
labels, insert a new DK Roll, and reprint the last label.

Note: To account for this, the number of DK Labels included on each DK Roll
may be more than indicated on the package.

000 ®
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If a label is removed after begin applied to a surface, some portion of the
label may remain. Remove the remaining portion before attaching a new
label.

* Some DK Rolls use permanent adhesive for their labels. These labels
cannot be easily peeled off once attached.

* Prior to using CD/DVD labels, be sure to follow the instructions in your CD/
DVD player's instruction guide regarding applying CD/DVD labels.

» Do not use CD/DVD labels in a slot loading CD/DVD player, for example a
CD player in a car where the CD is slid into a slot in the CD player.

» Do not peel off the CD/DVD label once it is applied to the CD/DVD, a thin
surface layer may come off, resulting in damage to the disk.

» Do not apply CD/DVD labels to CD/DVD disks designed for use with ink jet
printers. Labels peel off these disks easily and using disks with peeled labels
can result in loss or damage of data.

* When applying CD/DVD labels, use the applicator included with the CD/
DVD label rolls. Failure to do so could cause damage to the CD/DVD player.

+ User's shall take full responsibility for applying CD/DVD labels. Brother

accepts no responsibility for any loss or damage of data caused by the

inappropriate use of CD/DVD labels.

CD-ROM and Software

» Do not scratch or subject the CD-ROM to high or low temperatures.

» Do not put heavy objects on the CD-ROM or apply force to the CD-ROM.

» The software contained on the CD-ROM is meant for use with the machine
only. See the License on the CD for details. This software may be installed
on multiple computers for use in an office, etc.

When you handle personal information, comply with relevant
laws or guidelines in your country.



Getting started

::. 2-1. Unpacking the QL-570VM

Check that the package contains the following before using the printer. If any item
is missing or damaged, contact your Brother dealer.

QL-570
[y
-
USB cable User's Guide

Quick Reference Sheet

<

Registration Card

<

The plug may differ by country. Cleanlng Sheet

DK Roll @
"

Badge holders and lanyards (12)

The Brother QL-570VM includes two
rolls of DK-N5224, containing 2-1/8" (54
mm) x 100 feet non-adhesive tape.
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ee. 2-2. Parts Description (Main Printing
Unit)
®® Front

DK Roll compartment cover

FEED button

CUT button
e

LED lamp
ON/OFF button

Power port

Power cord
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oo’ 2-3. Connecting the Power Supply

Connect the power cord to the QL-570 and then plug the power cord into a 120V
AC electrical outlet.

The plug may differ by country.

NOTE 0000

» Do not pull the power cord when unplugging it from the electrical outlet.
The wire in the power cord may become damaged.

« Do not connect the QL-570 to the computer until directed to do so when
installing the printer driver.

I
Cl
el

-
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::. 2-4. Removing the Protective Sheet

1. Hold the Brother QL-570 by the front of the machine, and firmly
lift the DK Roll compartment cover to open the cover.

Protection sheet

2. Remove the protection sheet.

Protection sheet
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982 2-5. Installing the DK Roll

1.

Press and hold the ON/OFF button to turn the QL-570 off. Hold
the DK Roll compartment cover at the front of the Brother QL-
570 and firmly lift up to open the cover.

Put the spool into the spool guides in the DK Roll compartment.

NOTE 0000

« Make sure that the spool arms are inserted firmly in the spool guides on

the left and right.
« Insert the spool into the machine as shown in the illustration.
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3. Thread the end of the DK Roll into the slot until it aligns to the
shaded area shown in the illustration.

NOTE 0000

» Align the end of the roll with the upright edge of the label output slot.

4. Close the DK Roll compartment cover.

NOTE 0000

* When you press the ON/OFF button ((')) to turn the Brother QL-570 on,
the end of the DK Die-cut Label is aligned automatically.
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::. 2-6. Status LED Indications

Lamp Condition

Lamp is not lit

Power is OFF.
O
Lamp is Green .
Power is ON.
O
Lamp is Orange .
O The roll cover is opened. Close the roll cover properly.
Lamp is Orange (flashing) | Cooling
[e}ejefoleke) (Wait for temperature of print head to lower)

Indicates one of the following errors.

Lamp is Red (flashing) | * '(-gbgl Sfegzo';elrlrorl bel jam)
nd o oll or label jam
ejejelejele; « Incorrect DK Roll installed

« Transmission error
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::. 2-7. Maintenance

Maintenance of the machine must be done as needed. However, some
environments require that maintenance must be done more frequently (e.g. in
dusty conditions).

@@ Print head maintenance
The DK Roll (thermal recording paper type) used with the machine
is designed to clean the print head automatically. When the DK Roll
passes the print head during printing and label feeding, the print
head is cleaned.

@@ Roller maintenance
Clean the roller using the cleaning sheet (available separately).
The machine contains only one cleaning sheet. To purchase
additional cleaning sheets, refer to page 115.

NOTE 0000

* When doing maintenance on the roller, be sure to only use the cleaning
sheet designed for this machine.

* If using other cleaning sheets, the surface of the roller may become
scratched and may cause a malfunction.

1 = Press and hold the ON/OFF button to turn the QL-570 off.

2. Hold the DK Roll compartment cover at the front of the Brother
QL-570 and firmly lift up to open the cover.
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3. Remove the DK Roll from the machine.

4. Remove the backing paper @ and insert the edge (D of cleaning
sheet into the printing unit as indicated by the arrow in the
diagram below.

NOTE 0000

« Insert the sheet without removing the D part of sheet.
» Check that the printing surface of cleaning sheet is upward.

5. Close the DK Roll compartment cover and press the ON/OFF
button (¢)) to turn the Brother QL-570 on.
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6. Press down the FEED button for more than one second until the
cleaning sheet begins to feed out.

FEED button

As the cleaning sheet feeds completely out of the machine, the adhesive face
of the cleaning sheet removes stains and dust on the roller.

NOTE 0000

« If the FEED button is not pressed for more than one second, the roller
spins only 0.32".
» Dispose the cleaning sheet after use.

@@ Label outlet maintenance

If glue accumulates on the label outlet and the machine becomes
jammed, disconnect the power plug from the machine and clean the
label outlet with a cloth dipped in isopropyl alcohol.

',

Label outlet
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::. 3-1. Introduction

VM-100 is software that can be used to easily manage visitors at a business,
organization or school. The following operations can be performed with this
software:

« Enter visitor information in advance and make reservations.

* On location, enter information for visitors without a reservation.

* Issue visitor badges.

* Include a message when making a reservation, and print the message.

» Take a photo of the visitor, and include the photo on the visitor badge.

» Manage the arrival and departure of visitors with the "sign in/sign out" feature.
* Issue a parking permit.

» In an emergency, display/print a list of visitors who have signed in.

« Allow visitors to issue themselves badges and sign in.

®® VM-100 Modes

The VM-100 software can run in three different modes.

Administrator mode

This mode allows users to specify visitor information form settings, print
settings, backup locations and frequencies, as well as register host
information and user logins. Only users with Administrator permissions can log
on to Administrator mode.

Reception mode

This mode is selected when a receptionist is greeting and signing in visitors.
Within this mode, the receptionist can enter visitor information, sign in or sign
out visitors, and issue visitor badges and parking permits. Only users with
Administrator or Receptionist permissions can log on to Reception mode.

Self Check-in mode

This mode allows visitors to enter their own information, sign in, and issue
themselves a visitor badge. Only users with Administrator or Receptionist
permissions can log on to Self Check-in mode.
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92 3-2. Installing the VM-100 Software

The procedure for installation varies depending on the computer's operating
system (OS). The following example is using Windows Vista®. Do not connect
the QL-570 label printer to the computer until you are instructed to do so. If
the label printer has already been connected, disconnect it.

NOTE 0000

« Install procedure is subject to change without notice.

* To use the VM-100 software on multiple computers within the same
business location, install the software on each personal computer and set
the new database file location (page 39). It is possible to merge visitor
logs by using export function.

1. Tum off the QL-570.

2. Start the computer and put the CD-ROM into the CD-ROM
drive.

If it does not start up automatically, go to [My Computer (Computer)] double-
click the CD-ROM icon, and then double-click [Start.exe].

3- If the [User Account Control] dialog box appears, click
[Continue].
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4. Ciick [Standard Installation].
& Setup

Installs VI-100 software program and Brother
QL-570 printer Driver for managing visiors'
infout and printing badges.

+ Display User's Guide

+ Adobe Reader Download |

Exit

(c) 2008 Brother Industries, Ltd. All Rights Reserved

@®Standard Installation
VM-100, P-touch Editor 5.0, Printer Driver, and User's Guide (PDF)
®@Custom Installation
VM-100, P-touch Editor 5.0, Printer Driver, or User's Guide (PDF)
(®Display User's Guide
The User's Guide (PDF) and the Quick Reference Guide will be
displayed.
®Adobe Reader Download
Link to the download page for Adobe® Reader® will be displayed.

NOTE 0000

* If Microsoft .NET Framework 2.0 and Windows Installer 3.0 or later are not
installed on your computer, the installation screen is displayed. Follow the
instructions on the screen to complete installation. If you cancel this step,
no software will be installed.

Use this wizard o instal the fallowing saftware update:

Windows Installer 3.1
(KB893803)

Before you nstal tis update, we recommend that you
Updale your system repait disk.
Back up your system
Close 3l open programs

“Youmight need to restart your computer after you complete:
this update. To continue, cick Next
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5. Read the license agreement and click [Yes] if you agree with
the terms and conditions.

6. Follow the on-screen instructions.

7. Put a check mark in the box to install the Add-in and click the
[Next] button.

NOTE 0000

« Make sure that you closed all Microsoft® Office applications.

« For details on the add-in, refer to the corresponding Help topic in P-touch
Editor after it has been installed.

InstallShield Wizard = ==

| Add-n Settings . ‘

' &

I
Flease select the Microsoft[R) Office application(s) from which you want to use the Add-n

| functions,

W wiord Addn

I Excel Addin
¥ Outlaok Add-n

<Ba:k| Ne > ' Cancel \‘
|

8. Connectthe QL-570 and turn it on, click [Next], and then follow
the on-screen instructions for the driver installation.

Power port

Power cord

USB cable
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9. Make your choice and click [Next].

If you choose "Yes, display the page", you will go to the online user registration
page before finishing the installation. (recommended)
If you choose "No, do not display the page", you will continue the installation.

NOTE 0000

« Once you have completed the registration process, close your web
browser to return to the installation.

1 0. cClick [Finish].
1 1 . Click [Exit] to finish the installation.

12. Click [Start] - [All Programs (Programs)] -
[Brother Visitor Badge & Management] - [VM-100] to start
VM-100.

NOTE 0000

* You can find this User's Guide in PDF format as well by clicking [Start] -
[All Programs (Programs)] - [Brother Visitor Badge & Management] -
[VM-100 User's Guide].
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982 3-3. Uninstalling VM-100

1.

For Windows Vista®Windows® 7
From the [Control Panel] - [Programs] - [Programs and

Features].
— The [Uninstall or change a program] dialog box appears.

For Windows® XP
Click [Start] - [Control Panel] - [Add/Remove Programs /
Add or Remove Programs (XP)].

— The [Add or Remove Programs] dialog box appears.

For Windows Vista®Windows® 7.
Choose [Brother Visitor Badge & Management], and click
[Uninstall].

For Windows® XP
Choose [Brother Visitor Badge & Management], and click
[Remove].

Click [OK].

Confirm Uninstall &J

Do you want to completely remove the selected application and all of its features?

OK Cancel I

— The uninstall operation starts. After the software is removed from your
computer, the [Maintenance Complete] dialog box appears.

Close the [Add or Remove Programs] (XP) / [Programs and
Features] (Windows Vista®/Windows® 7) dialog.
— The VM-100 software has been uninstalled.

NOTE 0000
+ To uninstall P-touch Editor 5.0, select [Brother P-touch Editor 5.0] in
Step 2.
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oo’ 3-4. Uninstalling the QL-570 printer

1.
2.

driver
Turn off the Brother QL-570.

For Windows® 7
Click @ , go to [Devices and Printers].

For Windows Vista®
Click [Start] - [Control Panel] - [Hardware and Sound] -
[Printers].

For Windows® XP
Click [Start] - [Control Panel] - [Printers and Faxes].

NOTE 0000

« For details, refer to Windows® Help.

For Windows Vista®Windows® 7
Click [Brother QL-570], right click on the icon, and then click
[Delete] (Windows Vista®)/ [Remove device] (Windows® 7).

(E=2 Eo )
ol

For Windows® XP
Click [Brother QL-570] - [File] - [Delete].

For Windows® 7

Choose [Fax] or [Microsoft XPS Document Writer] in the
[Devices and Printers] window, and then click [Print server
properties], which appears in the menu bar.

@
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For Windows Vista®
In the [Printers] window, right click and click [Run as
administrator] - [Server Properties...].

: :
& tocivisk)
s XP_Pro_86 (D) Server Properties.

o XPPro A (E) |2
L3 DVD/CO-RW Drive)
e REMOVABLE (G

..........
& Network
A Control Panel

If the authorization confirmation dialog appears, click
[Continue]. If the [User Account Control] dialog box appears,
enter the password and click [OK].

For Windows® XP
Click [File] - [Server Properties].

5. For Windows® 7
Click the [Drivers] tab, and then click [Change Driver Settings].
(If a User Account Control message appears, type in the
password, and then click [OK]).
Choose "Brother QL-570", and then click [Remove...].

For Windows Vista®
Click the [Drivers] tab and click [Brother QL-570] -
[Remove...].
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= Print Server Properties =

@ ADMINISTR-HCXI3

Installed printer drivers:

Agd... ] [[ Remove... ]] [ propertes

For Windows® XP
Click the [Drivers] tab and click [QL-570] - [Remove...].

For Windows Vista®Windows® 7

Choose [Remove driver and driver package], and then click
[OK].

For Windows® XP

Gotostep 7.

Close the [Print Server Properties] window.
— The printer driver has been uninstalled.



Using the VM-100 Software

::. 4-1. Launching the VM-100 Software

The VM-100 software can be started using any of the following three methods.
When starting the VM-100 software for the first time, the User must be
logged on to their computer with Administrator privileges in order to
execute this function. For Windows Vista®, right click the VM-100 icon and
select "Run as administrator".

* From the Start menu, click the VM-100 icon.

’ [ n Windows Explorer Connect To

[ VM-100.exe Control Panel

Default Programs

»  AllPrograms Help and Support
|Sfm‘. Search

—

When the application is started, the Login dialog box (page 42) appears.

NOTE 0000

« Follow the procedure described below when starting the application for the
first time.
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@@ Initial startup operation (Specifying the
database file path)
The database file contains host information as well as visitor logs.
Users have the ability to save or "back up" these files to a specified
location.

When the VM-100 software is started for the first time, the following
dialog box appears. Follow the procedure described below to
specify the location that database files are to be saved. Users will
also be prompted to register a name and password for an
administrator at this time. If no location is selected, the database
files will be saved to the default location. If the database becomes
corrupted, please refer to page 72.

2 VM-100 Database [

Specify the location the database file is to be saved.

Destination:

@ l‘ C:\ProgramData"Brother'VM 1000DE .vmb I Browse... } @

@ | et | | Cancel

NOTE 0000

« If the database file is in a folder on a server and the administrator and
receptionist are using different computers, specify the following settings
on the administrator's computer, and then install VM-100 on the
receptionist's computer and perform only step 1.

1. Click in the "Destination:" box @ (illustration above), and then
type the path to the database file. Otherwise, click @, and then
browse the computer for the location of the database file.

NOTE 0000

+ If the database file has already been specified, the path to that file appears.
» To change the database file path, refer to page 63.
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2. Click the [Next] button (®).

— The Set Administrator dialog box appears.

2 VM-100 Administrator [

Create login information forthe administrator. Type a user name
and password. User name can be up to 255 characters and may
contain spaces. Password must be between 6and 255

characters
@ {User Name: ]
@-W—[ Password: ] Il
@ {Retype Password: ]

NOTE 0000

« If the current VMB file has been corrupted, the initial startup operation
dialog box appears. Select a backup file (*.bmb) to restore the database.
(page 100)

VM-100 [

‘." % Database cannot be accessed.

'\___," Confirm if the path is specified correctly.




Using the VM-100 Software

3. In @, type the user name for the administrator (255 characters
or less). In ®), type the password for the administrator (6 to 255
characters). In ), retype the password.

4. Click the [Finish] button.

£ VM-100 Administrator =

Create login irformation for the administrator. Type a user name
and password User name can be up to 255 characters and may
contain spaces. Password must be between 6 and 255
characters.

User Name
I Password: I

Retype Password:

%

— A database file is created and the administrator information is registered.
Once complete, the Administrator Mode dialog box (page 44) appears.

NOTE 0000

» The following settings can be specified from the
Administrator mode.
*Register login users.
*Register host information.
*Specify settings for the badge layout and the visitor information form.
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::. 4-2. Logging On

When VM-100 is started, the Login dialog box appears. Select the mode to be
logged on to, and then type in the user name and password.

2, Brother VM-100 (=
Select Login Screen
@ { _ | Reception 1 Seff Checkdn ‘@ Administrator ]
@ { User Name userli ]
@ { Password: ]
0K Cancel

1. From (D, click the mode to be logged on to.
Reception: Select to enter the Reception mode. Select this mode if a
receptionist will sign in visitors and issue visitor badges.
(page 74)
Self Check-in: Select to enter the Self Check-in mode. Select this mode if
visitors will log in and create badges themselves. (page 101)
Administrator: Select to enter the Administrator mode. (page 44)

NOTE 0000

« The mode selected during the previous login session is already selected.
« A user registered with Administrator permissions can log on to all modes
(Reception, Self Check-in and Administrator modes). A user registered
with Receptionist permissions can only log on to Reception mode or Self

Check-in mode.

2. In @), type in the user name. In (3, type in the password.
3. Click the [OK] button.

— The user is logged on to the selected mode.
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::. 4-3. Logging Off

The VM-100 software can be exited using the following methods described for
each mode.

®@® Administrator mode

1. Click the [%] button at the right end of the title bar.

@@ Reception mode
1. Click the [%] button at the right end of the title bar.

NOTE 0000

+ If there is data that has not yet been saved in Reception mode, a
confirmation message appears.

@® Seclf Check-in mode
Refer to page 103.
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44

5-1. Administrator Mode Dialog Box

When VM-100 is started in Administrator mode, the Administrator Mode dialog
box appears.

@

®

®
@

Brother YM-100 [=[E [

E====—0

View Visitor Log

Manage Host Database

Login Settings

—

C= |)1—@

Enables the administrator to display and print a list of visitors that have
signed in. (page 71)

Lists the different tasks available.
[View Visitor Log] button (page 64)
Click to display the visitor log and export its data.

[Manage Host Database] button (page 50)
Click to register new hosts, to change or delete registered information, or
to import a database.

[Login Settings] button (page 45)

Click to register or delete users who can log in as an administrator or a
receptionist.

[Options] button (page 56)

Click to specify the printer settings for the visitor badge layout, to establish

the layout for entering visitor information and to select the locations and
length of time that database information is stored.

Displays a general description for each button in @.

Click to exit Administrator mode of VM-100.
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ooY 5-2. Initial Settings

The administrator should first specify the necessary settings.

@@ Editing login settings
Users who can log on can be registered or deleted and their
passwords can be changed.

Displaying the Login Settings dialog box

1. Clickthe [Login Settings] button in the Administrator Mode
dialog box.

Brother VM-100 ===

| View Vistor Log ‘

| Manage Host Database ‘

(| 5o )

| optons |

Administrators and Receptionists can be added or deleted
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— The Login Settings dialog box appears.

Login Settings @ ]
User List
User Name Permissions
@—'-[ user)1 Administrator ]
{2 I @
® !

(@ Displays information on registered users.

@ Click to add a new login user.

® Click to delete a login user.

@ Click to change the password for a login user.

NOTE 0000

» Administrator: Users can log on to all modes (Administrator, Reception
and Self Check-in modes).

« Receptionist: Users can log on to Reception mode and Self Check-in
mode.



Administrator Mode

Registering new users

1 = Click the [Add] button in the Login Settings dialog box.

Login Settings @
User List:
User Name Permissions
userll Administrator

2. Type in the information for the user to be added.

[% Adding New Users @

Add new Administrator or Receptionist

@ {Perrnissions Receptionist = ]
@ { User Name: ]
@ { Password: ]

(@ Select "Receptionist" or "Administrator" as the user permissions.
® Type in the User Name (255 characters or less).
® Type in the password (6 to 255 characters).

3. Click the [OK] button.

— The new user is registered.
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Deleting users

1.

v

In the Login Settings dialog box, select the user to be deleted.

Login Settings ﬁ
User List:
| User Name Permissions
userll Administrator
user(2 Reception
[ Add ] [ Delete ] [&angePassword ]
Close

2.

Click the [Delete] button.
G ¢ © 00

« Itis not possible to delete all administrators. An error message will appear
if you try to delete all administrators.

Click the [Yes] button.

3.

— The selected user is deleted.
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Changing the password

1.

2.
3.

4.

In the Login Settings dialog box, select the user whose

password is to be changed.

Login Settings ﬁw
User List:
| User Name Permissions
userll Administrator
user(2 Reception
[ Add ] [ Delete ] [Change Password ]

Click the [Change Password] button.

Type in the new password (6 to 255 characters).

Change Password

5]

Pemissions: labell

User Name: userl3

[ Password:

Click the [OK] button.

— The password is changed.
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©@® Registering host information
With the VM-100 software, users have the ability to register hosts
(the person being visited) and import host information from a
database.

1 = Click the [Manage Host Database] button in the Administrator
Mode dialog box.
Brother VM-100 ‘

Administrator Screen

i

New hosts can be added or host information can be changed or deleted.
Adatabase with host information can be imported.

— The Host Information List window appears.

2. Click the [Add] button.

Dooeo
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3. Type in the information for the host to be added.

é‘ Add Host Information &J

Enter information for the hest to be added to the Host Information List

[ Last Name |
&

{ First Name:
&

( Organization 1
&

( Cortact Info 1-
L

{ Contact Info 2:

SRCNCNCECRONS)

)

)

-)

{ Organization 2 - ]
-)

")

3)

{ E-mail Address

Type in the last name.

Type in the first name.

Type in or select the organization (for example, company name).
Type in or select the organization (for example, division name).

Type in or select the telephone number.

Type in or select the alternate telephone number (for example, mobile
phone).

Type in or select the e-mail address.

NOTE 0000

* No more than 255 characters can be entered into each text box.
« The 20 most recently entered data appear as choices on the drop down
menus for ® through @.

4. Click the [Save and Close] button.

— The dialog box is closed, and the entered host information is added to the
Host Information List window.

NOTE 0000

« Clicking the [Save and Create New Record] button adds the entered host
information to the Host Information List window. Then, an empty New Host
Information dialog box appears so an additional host can be added.

Q @O®EEO

0000
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©@@® Importing host information
Host information can be imported. When importing host information,
all existing information will be deleted so the database will contain
only the imported information.

1 = Click the [Manage Host Database] button in the Administrator

Mode dialog box.
Brother VM-100 .“

New hosts can be added or host information can be changed or deleted.
Adatabase with host information can be imported.

— The Host Information List window appears.

2. Click the [Import...] button.

= - & = Ca

Dooeo
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3. Click the [Yes] button.

— =

‘."_ ‘I ‘When data is imported, the existing host data will be overwritten. OK to
‘W import data?

4. Specify the file containing the information to be imported.

(: — . =)
—(Lnnk!n [ Documents -](3 3~ m-
= Name_ Date modif..._Type Size -
Oy —. — O WD)
Recent Places
Desktop
—
i
User
A
Computer
K-
=
Network
®__(Hegame 'J = ])
(:)——(Hcsoftme: [ Tent Fies . *oov) IR ; @

Specify the folder containing the file to be imported.

Select the file containing the information to be imported.

Displays the name of the selected file.

Select the format of the file to be imported. CSV and text format files can
be selected.

Click to import the selected file.

®© GO
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5- Select the delimiter character, and select whether or not the first
line of text contains the field names.

@
®__|

g
O ) |

T = les)

@ Select"Comma", "Tab", "Space" or "Semicolon" as the delimiter character
in the file before it is converted. Otherwise, any other character can be
entered.

©@ Displays a preview of the file after it has been converted.

(® Select this check box if the text is to be imported with the first line
containing the field names and the field data starting with the second line.
Clear this check box if the text is to be imported with the field data starting
with the first line.

6. Click the [Next] button.

Qooeo
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7. Specify how the fields in the file to be imported are assigned to
the fields in the host database.

2 Import =

Mapping Imported Ficlds

Each toa inthe gement database. Map the fislds below by selcting the name of
the fiekds to be imported into the database.

Map Filds:

LastName  FirstName  Organization 1 Organization 2 ContactInfo 1 Contactinfo2 E-mail Address

Nore) [~ ](None) [~ ](None) ~ | (None) ~ | (None) ~ |iNone) ~ | (None) ~

@
@

First Name Last Name Div. Group. phone e-mail

@——I;er Freeman Sales Div 16 123456789 Waker.Freem.

Cl Smith Marketing Div. | 2G 123567890 Bi.Srmith @,

[ B o [ s |

@ The fields in the host database are shown in the first row. From the drop-
down lists that appear in the second row, select the field from the file to be
imported that is to be assigned to the fields in the host database.

@ Displays a preview of the contents of the host database after the file is
imported. If "(None)" was not selected in (D, the data from the selected field
is displayed.

® Displays the data in the file to be imported. Only the columns of data from
mapped fields (where "(None)" is not selected in ) are displayed.

8. Click the [OK] button.

— The file is imported with the specified settings, and the Host Information List
window appears.
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@® Options
Settings can be specified for visitor badge layouts, printer settings,
parking permits, visitor information forms as well as database
locations and backup.

Displaying the Options dialog box

1. Click the [Options] button in the Administrator Mode dialog box.

Brother VM-100 =)

View Visior Log

| Manage Host Database ‘
| msavs |

C——

Manage the system seftings
Select vistor badge layov. set fomnat for entering vistor information. select printers and
manage the database information

E

— The Options dialog box appears.
& Options =

Select Layout

Visitor Badge: 07 [(romee.. |
Parking Pemit:  01kx

Add 2 logo or graphic to the layout,

E

Specy the layoutfie location

C:\ProgramData\Brother\VM-100\Temy

Others

‘Select fomat for displaying name
First name Last name: -

Check forthe latest version when the program starts

@ Click the tab containing the parameters to be specified.
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Layout settings ("General" tab)
The layouts for the visitor badges, parking permits and the format for
displaying the names of visitors and hosts can be specified.

1. Inthe Options dialog box, click the "General" tab.

2. Specify the necessary settings.

& Options =
Select Layout
@ {(vstor Badoe: 011 X Erose.. } @
3 {(Perking Pemit. 0118 ) =29 @
5 {2 4 3 logo or graphic o the lyout. )
Specty the layout fil location:
@ {(c:\FrogramD: H00Ten ][ Browse } @
Others
Check for the latest version when the program starts
oK Cancel

@ Displays the name of the layout specified for visitor badges.

® Click to display a dialog box containing options for changing the layout of
visitor badges. (page 58)

(® Displays the name of the layout specified for parking permits.

@ Click to display a dialog box containing options for changing the layout of
parking permits. (page 58)

® If a layout containing a logo has been selected, the logo file can be
replaced. Select this check box to replace the logo in the visitor badge with
the selected logo. (page 59)

® Displays the file name for the replacement logo. This box is displayed in
gray if check box (® is cleared.

@ Click to display a dialog box for specifying the file for the replacement logo.

Displays the path to the folder containing custom layouts. (page 105)

® Click to display a dialog box for selecting the folder in (®.

Select "Last name, First name", "First name Last name", "Last name First
name" or "First name, Last name" as the format for displaying visitor
names.

000
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3. Click the [OK] button.
— The specified settings for the various parameters are applied.
Specifying the layout for visitor badges and parking permits

If @ or @, described in Step 2 were clicked, a dialog box for selecting a layout
appears.

& Select Badge Layout ===

Select a layout for your vistor badge.

@ Category: |Standard Name Badges v

I Organization

@ Jane Smith Jane Smith

[ TIp——

L i
ms.Jane Smith w.Jane Smith
@ A ==

Select Badge Layout dialog box

(@ Select "Standard Name Badges", "Generic Badges" or "Photo Badges" as
the layout category for visitor badges. The "My Badge" category is created
when new badges are created. Newly created badges are saved in the "My
Badge" category (Select Badge Layout dialog box only). (page 105)

@ Displays images of the layouts in the selected category. Select the image
of the layout to be used for visitor badges by clicking the desired layout.

® Click the [OK] button.

NOTE 0000

« Ifalayout from the "Photo Badges" category is selected, but no photo was
taken, a sample image is printed in the photo area. If a layout from the
"Photo Badges" category has been selected, be sure to take a photo.

« In Self Check-in mode, photos cannot be taken. If Self Check-in mode is
to be used, select a layout from a category other than the "Photo Badges"
category.
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Selecting a replacement logo
If @, described in Step 2 is clicked, a dialog box appears so the file for the
replacement logo can be specified.

o ==
@ (oo B P -Jes o
T Name Datetaken  Tags Size Rating
i
Recent Places Eﬁ
" Somple
T Pictures
i
Ll
30000
P
LY
Computer
| ™
=
Network
@ { Fie e | - ] (= ]-—@
@ {F\\esdg’pe: [Alimage ~bmp, " db, *jpg. *ipeg. ", "tF - -]] [ cancel |

(@ Select the folder containing the replacement logo.

®@ Specify the file name for the replacement logo.

® Select "All image", "BitMap Files", "JPEG Files", "Gif", "TIFF", "lcon",
"WindowsMetaFile" or "PNG" as the file format for the replacement logo.

@ Click to replace the logo.

NOTE 0000

« |If a badge containing a logo was selected, be sure to specify the logo or
graphic. If the logo or graphic is not specified, a sample logo appears.
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Settings for the visitor information form ("Reception” tab)
This setting controls which fields appear in the visitor information form and
whether or not data input is possible.

NOTE 0000

 In the "Reception" tab, the fields to manage the visitor information for
administrators can be specified. To specify the items to be printed, refer to
page 57.

1. the Options dialog box, click the "Reception” tab.

2. Specify field settings for the visitor information form.
(2 Options ==

Recepton |Piter | Daabase

Visitor Reservation Settings
@ @ Enable () Disable

Settings for Visitor Information Fields
Select which fields you would lice to appear anthe
Reception Soreen. Fields marked MUST are ahays filed in
Fields marked OPTION can be filed in but are ot required
Fields marked UNNECESSARY cannot be filed in

1 |Camerabuton [ [Necessay

2 [Tt Optional

3 [Last Name Requred

4 | Frst Name Required @
5 |organization Required

6 |ProcfofID Optional

7 |Estimated Amival | | Necsssary

@ Select whether to enable or disable the visitor reservation function.
The VM-100 software allows users to "Reserve" or "Pre-Register" visitors.
With the reservation function, you can make a reservation before a visitor's
arrival, thus making signing in much quicker and easier. If "Disable" is
selected, the visitor reservation function will not be available, and the
visitor information form appears as described below.

NOTE 0000

+ If you disable the reservation function, "Reserved" in the "View Visitor List"
changes to "Pre-registered". If you print the visitor's badge without signing
in, the visitor will be shown in the "Pre-registered" list.

+ If you disable the reservation function, the [Overwrite] and [Reserve]
buttons for editing visitor information are not available.

« If you disable the reservation function, the fields for estimated arrival date
and time do not appear.
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® Specify settings for the buttons and text fields in the visitor information
form.

If "Required" is selected, the text box is framed in red, and the visitor
information cannot be registered until data has been entered.

3. Click the [OK] button.

— The specified settings for the various parameters are applied.
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Printer settings ("Printer" tab)
The printer used for printing visitor badges and parking permits can be
specified.

1. the Options dialog box, click the "Printer" tab.

2. Specify the printer.

General | Reception | Pinter | Database

Select Printer

Visitor Badge Printer.

@ 1 Brother QL-570 v

(@ Select a Brother QL label printer compatible with the VM-100 software as
the printer for printing visitor badges, messages and parking permits. This
is normally specified automatically when the application is started.

3. Click the [OK] button.

— The printers are specified.
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Database and backup settings ("Database" tab)

Settings for the location and length of time that database information is stored,
as well as back up frequency can be specified. The User must be logged in to
their computer with Administrator privileges in order to execute this function.
1. Inthe Options dialog box, click the "Database" tab.

2. Specify the necessary settings.

B options =
General | Reception | Prnter || Dafabase |
Maintenance
Compact and Repair Database: ( s ) 6
Storage Expiration,
No Storage Expiration -]
Do nat store vistor photos. —®

Fie Locations

Destination Folder
ProgramData\Brother\VI-100

Backup Folder
C:\ProgramData\Brother\ WM. 100

@ Click "Start..." to optimize the database.

® Select "No Storage Expiration”, "1 week", "1 month", "3 months", "6
months" or "1 year" as the length of time that visitor records are saved.

(® Select this check box to not save the photo taken in Reception Mode. If this
is selected, the photo data is deleted when the visitor signs out.

® Specify the path to the file of the VM-100 database. As a default, this is the
path that was specified the first time that the application was started.
(page 39)

® Click to display a dialog box for selecting the folder when changing @.

® Specify the path to the folder used for backing up the VM-100 database.
When backing up to the same folder, backup files older than the 10 most
recent files are deleted.

@ Click to display a dialog box for selecting the folder when changing ®.

Select this check box to automatically back up when the application is
exited. (The backup file is in the *.bmb format.)

NOTE 0000

+ If no folder is specified in ® for the backup file, this check box cannot be
selected.

3. Click the [OK] button.

— The database settings are applied.

000®
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oY 5-3. List Management

@@ Displaying the visitor log
A list of visitors who have signed out can be displayed. To display
the information for visitors who have signed in, click the
[Emergency Report] button.

1. Click the [View Visitor Log] button in the Administrator Mode

dialog box.

Brother VM-100

(== ]

Manage Host Database

| Login Seffings
| Options

Alog of past vistors can be dsplayed
The vistorlog can be exported.

— The Visitor Log window appears.
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2. Specify the time period for the visitor information to be
displayed

NOTE 0000

» Regardless of the specified display period, all information in the visitor log
remains in the database.

2 Broter 100 (=& |

@ Specify the start date for the display period.

NOTE 0000

« If a start date later than the end date is specified, the end date is
automatically set to the start date.
® Specify the end date for the display period.
® Select this check box to display all information in the visitor log. If this is
selected, settings cannot be specified for @ and @.
@ Displays the information in the visitor log for the specified period.
® Click to return to the Administrator Mode dialog box (page 44).

ve0e®
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©@@® Exporting the visitor log

The data in the visitor log can be saved to a file in the CSV format.

1 = Select "File" on the tool bar and click "Export".

7] Dy

[ ——

2. Specify the file name, file format and the location where the file
is to be exported.

&2, Save As \ \ =]
©) {Saueil Documents - |G [ Medinig
Name Datetaken  Tags Size Rating
RecentPlaces 1 1Y Labels
|} PE-DESIGN 8

[ 091020081115VisitorLog.csv

@
®

@ Specify the location where the file is to be exported.

® Specify the name of the file to be exported.

(® Select the format of the file to be exported. Only a CSV format can
be selected.

3. Click the [Save] button.

— The file is exported with the specified contents.

@ooeo
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©@® Displaying host information
Host information can be registered, edited or deleted. This
registered information is accessed when a host search is performed
while visitor information is being entered.

1 = Click the [Manage Host Database] button in the Administrator

Mode dialog box.
Brother VM-100 ‘

New hosts can be added or host information can be changed or deleted.
Adatabase with host information can be imported.

— The Host Information List window appears.

2 brover 0 S == B Y WO

Fle  fecord

Lostore _rstons _Ogwamon | Ogeniten2 _Cotac o1 Cartoavio2 _ Ema Aos

seoo®
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Adding
For details on adding host information, refer to "Registering host information".

(page 50)

Editing
Registered host information can be edited.

1 = Inthe host information display area, select the host information
to be edited.

@ooeo
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2. Click the [Edit] button.

3. Edit the host information, and then click the [Save and Close]
button.

(& Edit Host Information

Make th ry edits to the host's i

First Name: 0ot

Organization 1: o

Organization 2

Contact Info 10 oqe

Cortact Info 2: o

£

E-mail Address:

000 A

— The dialog box is closed, and the edited host information is displayed in the
Host Information List window.

ve0e®
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Deleting
Unnecessary host information can be deleted.

1 = Inthe host information display area, select the host information
to be deleted.

2 Brother YM-100 ‘ ﬁ “ T =

2. Click the [Delete] button.

3. Click the [Yes] button.

— The dialog box is closed, and the selected host information is deleted from
the Host Information List window.

Dooeo
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::. 5-4. Important Administrator Functions

@@ Printing emergency reports
In an emergency, an emergency report (list of visitors who have
signed in) can be displayed and printed. The emergency report
contains the visitor's name, company name and destination as well
as the host's name and organization. Emergency reports are printed
on the printer selected as your PC's default printer. The PC used for
printing visitor badges should also have a default printer using
Ad-size paper or larger attached.

1 = Click the [Emergency Report] button.

NOTE 0000

* In Reception mode, the emergency report can also be printed by clicking
"Print Emergency Report" in the "File" menu.

Brother VM-100 [E= ==

View Vistor Log

Manage Host Detabase

Login Settings

Options
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— The emergency report is displayed and printed.

[y o — T &

Tuesday. September 30, 2008 50041 PM
Nuier ofvitors sgned

Cotore ot oo T i
= [t = Teee

oo v i | T

@@ Restoring the backup file
If the data becomes corrupted or if it cannot be accessed, the
backup file can be used to restore the host file. When the VM-100
software is started, a message box appears. Clicking the [OK]
button displays the VM-100 Database dialog box. Follow the
procedure described below to restore the backup file.

1. n the VM-100 Database dialog box, click the [Browse] button.

r n |
£, VM-100 Database [

Specify the location the database file is to be saved.

Destination:
C:\ProgramData'\Brother\VM 100DB vmb

Ned | [ Cancel
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2. The BMB files are listed by date. Select the BMB file to be
restored, and then click the [Open] button.
— The VM-100 Database dialog box appears again, and the selected BMB file

is indicated.
= [ 43 |[search 1
Name Datemodified  Type Size
M Desitop Loon
092020081824VM100DB.bmb
T Recent Places e
= || 092020081843VM100DB.bmb
Somptar | 092020081852VM100DB.bmb
B Documents || 092020081857VM100DB.bmb
B Pictures 092720081 bmb @
B Music ___ 092720081706VM100DB.bmb
@ Recently Changed _|082720081708VM100DE. bmb
"B searches 092720081711 VM100D8.bmb
| Public _093020081420VM100DE bmb
093020081431 VM100DB.bmb
Folders ~
2L E05202008 1824V 10008 b = || Backup files ("bmb) & '—®

@ From the drop-down list, select "Backup files (*.omb)".
® The BMB files are listed. The numbers in the file name indicate the date

that the information was backed up. Select the BMB file to be restored.
® Click the [Open] button.

3. Click the [Next] button, and then click the [Finish] button in the
next dialog box that appears.
— The backup file with the selected date is restored.
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::. 6-1. Receptionist Procedures

The receptionist can prepare for visitors by using two different methods:

1 = Receptionist enters visitor information, issues badges, and
signs in visitors as they arrive. Receptionist signs out visitors as
they leave.

2- If a host provides the receptionist with visitor information prior to
their arrival, the receptionist can pre-enter the required visitor
information (make a reservation). The receptionist will then
have the option of either printing the badge prior to the visitor's
arrival (and simply signing them in upon arrival) or waiting for
the visitor to arrive to print the badge and sign them in. When
the visitor leaves, the receptionist signs the visitor out.

@@ Making a reservation and signing in a visitor
= Enter information in a visitor information form.

Click the [Reserve] button.

When the visitor arrives, select the visitor from the "Reserved"/
"Pre-registered" list.

h WON=

= Click the [Sign In and Print Badge] button to sign the visitor in
and print the visitor badge.

NOTE 0000

+ To print badge prior to visitor's arrival, select the visitor from the
"Reserved"/"Pre-registered" list and click the [Print Badge] button. When
visitor arrives, select the visitor badge ID from the list and click the [Sign
In] button.

@@ Signing out a visitor

1. Select the visitor information from the "Signed in" list and click
the [Sign Out] button.
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6-2. Reception Mode Window

The following items are available in the Reception mode window.

@ [=E)
D
@ (& B e soh?l @
OTl=—= i) ‘
| | -—@
i —
=l
o S
Q
e ]
— e IR

@ Displays the current date and time and the [Emergency Report] button

(page 71).

® Enables users to choose selections from "View Visitor List" drop down

menu.

Reserved:Displays the information for visitors who have reservations, but
have not yet signed in. ("Reserved" list)
Signed in:Displays the information for visitors who have signed in, but not

yet signed out. ("Signed in" list)
Signed out:Displays the information for visitors who have signed out.

("Signed

out" list)

NOTE 0000

» By changing the filter condition, the information displayed in the list and its

order can be changed. (For example: When "Signed in" is selected, the
sign-in date and time is displayed. When "Signed out" is selected, the

sign-out date and time is displayed.)

If the visitor reservation function is disabled in Administrator mode
(page 60), "Reserved" changes to "Pre-registered”, and information is

displayed for visitors whose badges have been printed, but who have not
yet signed in ("Pre-registered" list).

@
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® Allows information in the visitor list (®) to be searched.
@ Visitor list - Displays the information for visitors registered in the database.
» The information displayed in this list can be updated by changing the
"View Visitor List" condition ("Reserved" or "Pre-registered"/"Signed in"/
"Signed out") or visitor information.
» The visitor badge ID is assigned a number between 001 and 999, in
order, when the badge is issued. The ID numbering returns to 001 after

number 999 is assigned. "---" appears if the badge has not yet been
issued.

« Clicking a column title sorts the list according to the information entered
for that field.

» Dragging a borderline on either side of a column changes the width of
the column.

(® Click to display an empty visitor information form, or to change, register or
delete visitor information.

® Enter visitor information, or edit existing visitor information. In addition,
host information can be searched, and a photo can be taken of visitors.

@ Click to issue visitor badges, parking permits and to sign in or sign out
visitors.
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::. 6-3. Entering Visitor Information

Information for visitors without a reservation can be entered on location.

NOTE 0000

» To enter information in advance for visitors with scheduled appointments,
refer to page 93.

« To enter information using that of visitors who have visited in the past
("Signed out"), refer to page 80.

@@ Entering new visitor information

1. Click the [New] button.

100

(===

[z S ]

o 02008 ~

NOTE 0000

« If displayed visitor information has not yet been saved, a message
appears, requesting whether the visitor information should be erased. To
save the information, click the [Reserve] button.
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2. Type in the visitor information. Data must be entered into fields
framed in red. If data is not entered, the visitor information
cannot be registered.

NOTE 0000

« The fields that appear differ depending on the settings selected in
Administrator mode.

* No more than 255 characters can be entered for the following fields.
[Title], [Last Name], [First Name], [Organization], [Proof of ID], [Visitor's
Destination], [Message]

[=E)
telp
= T Do B Overwie
s
e o8
Badge ID Estimated Arve Name Organizz. [
,,,,,, ———
e —1
Oicen I
- 0)

o - | L | 2|

@ Type the visitor's personal identification information (for example, driver's
license number or passport number).

® Enter the expected departure date.

® Type in any message required for the visitor (for example, "meeting room
has been changed to 7B").
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3. Type in the host information. Data must be entered into fields
framed in red. If data is not entered, the visitor information
cannot be registered.

NOTE 0000

* No more than 255 characters can be entered for the following fields.
[Name], [Organization], [Contact Info]

» The fields framed in red (mandatory fields) are established in
Administrator mode.

[=Ex)
[ Deete B Resove (B Overte
e
= @)
Badge ID. Estinated Amival  Name Organizz. [
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@ [@ button
If host information has already been registered, click this button to search
the database in order to easily enter the host information. (page 82)

® Type in the host's name (person being visited).
When information is entered, the database is searched for registered host
names, and a list of possible matches appears. From this list, select a host
name to automatically enter the host name, organization information and
telephone numbers.

® Enter the host's organization.
If a host name is found in the database search results, this appears in the
format "Organization1/Organization2". If only one field was registered with
the host, this appears in the format "Organization1".

@ Enter the host's telephone numbers.
If a host's name is found in the database search results, this appears in the
format "Phone1/Phone2". If only one field was registered with the host, this
appears in the format "Phone1".

000®
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4. i required, take a photo of the visitor (page 84), sign them in
(page 86) or issue their visitor badge (page 90).

@@ Recalling Visitor Information from Previous
Visits ("Signed Out")
Visitor information can easily be entered by using information of
visitors who have visited in the past ("Signed out").

1 = Inthe "View Visitor List", select "Signed out".

(===

Orgarzaton
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2. Select the visitor whose information is to be used.

NOTE 0000
« A search can be performed by entering the visitor name in the search box.
& Brother VM-100

Fle Edt Dats Reception Hep
Tuesday, September 09, 2008 8:31 PM
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3- If necessary, edit the information in the visitor information form.

4. If necessary, take a photo of the visitor (page 84), sign them in
(page 86) or issue their visitor badge (page 90).

ve00®
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@@ Secarching for host information
A host registered in the database can be searched for in order to
easily enter the host information.

1. Click the @ button.

B Srother V100 ===
T T
ViiorList Fihen. || Foeke 3] Resere || @ Overwte
— —
— @)
‘Badge ID. Estimated Arival  Name Organizz e [
e —
f— —
et a
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Etsted Depstire Dte 9/ 92008+
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e
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Cotstbio
S
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St v ]

2. Type information in the "First Name", "Last Name",
"Organization 1" or "Organization 2" text box, and then click the

[Search] button.

NOTE 0000

* No more than 255 characters can be entered for each field.

Host Search ===
Firt Name:
Last Name
Orgarization 1
Orgarization 2
Name Organization 1 Orgznization 2 Phane Numb)
ochost01 o0 o o
o host02 00 - o0
ochost03 00 - -
< w v
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3. The host information is searched.

Host Search ===
Firt Name: hat01
Last Name
Orgarization 1
Orgarization 2
Name Organization 1 Organization 2 Phane Num)
achostd ~ -~ o
o i ] v

4. Select the host whose information is to be entered into the
visitor information form.

Host Search =
First Name: -
Last Name
Orgarization 1
Orgarization 2
Name Organization 1 Organization 2 Phane Numi]

[ F—— v

5. Click the [OK] button.
— The information for the selected host is entered into the visitor information
form.
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::. 6-4. Including Visitor Photos on Badges

A photo can be taken and added to the visitor badges.

NOTE 0000

» Depending on the settings specified in Administrator mode, photographing
may not be available.

* A web camera (not included with the QL-570VM) must be connected in
order to take photos.

Due to many types of web cameras on the market Brother cannot

guarantee all web cameras will work with the QL-570VM. For a list of

recommended web cameras please visit our web site at

http://www.brother.com.

1 = Inthe visitor information form, click the [g button.

(===

View Vst st

e 0
Bagge D Emated s Nae Orgoniz

s oivn (35208 =] 2] ]

o 92008 ~

— In the Camera View dialog box, the image from the camera (video image)
appears.
2. Position the visitor in front of the camera so that their face is

correctly framed, and then click the [Take Photo] button.

— The visitor's photo is imported and appears on the screen. The [Take Photo]
button changes to [Retake Photo].

NOTE 0000

« To take the photo again, click the [Retake Photo] button.
3. Click the [Save] button.

— The photo is saved in the database.
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::. 6-5. Previewing Visitor Badges
To preview visitor badges before printing, follow the steps below.

1 = Click the [Preview] button.

Proctf D ]
Estmated e Dt
Esimated Depatire Dete | 91 92008 ~ ;

Vietos Destration

=roqured

() e T

2. Preview the badge, and then click the [Close] button to close
the dialog box.

NOTE 0000

» To print the visitor badge without signing the visitor in, click the [Print
Badge] button. To sign the visitor in, refer to page 86.
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92 6-6. Signing In (Issuing Visitor Badges)/
Signing Out Visitors

®® Signingin
Visitor badges are issued at the same time that the visitor is signed
in.

1. Perform one of the following operations.

 If a reservation has been made for the visitor, select the information for the
visitor to be signed in from the "Reserved" list. (shown below)

« If areservation has not been made for the visitor, but the visitor has visited in
the past, select the information for the visitor to be signed in from the "Signed
out" list. (page 80)

« If areservation has not been made for the visitor, enter the information for the
visitor to be signed in the visitor information form. (page 77)

NOTE 0000

» A search can be performed by entering the visitor name in the search box.

Brother VM-100. BEI=x=)

o1 52008 -]

o 02008 ~
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2. Click the [Sign In and Print Badge] button.
ERTD e - 00

« If the host is not registered, a confirmation message appears. Click the
[OK] button to continue signing in. Click the [Cancel] button to return to
Step 2. If multiple visitors are selected in Step 1, only the visitor
information where an unregistered host was entered appears. Verify the

host information.
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3- If a message was entered with the visitor information, click the
[Yes] button to print the message, or click the [No] button to not

print the message.

4. Tocancel out of adding information for a visitor who has been
signed in, click the [OK] button. To sign in another visitor, click

the [Continue] button.

2 vm-100 =

Sign+n has been completed.
To Sign4n an accompanying visttor, press “Continue™.

NOTE 0000

« Clicking the [Continue] button is convenient for adding information for
additional visitors since all information for the signed-in visitor remains in
the visitor information form except for the last name and first name.

000 ®
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If the [Continue] button was clicked in step 4, type in the
information for the additional visitor, and then repeat steps 2

through 4 to sign in the visitor.

— The visitor information is added to the "Signed in" list.
If the visitor was selected from the "Signed out" list, the visitor information is
added to the database as a newly registered visitor.
If an expected departure date prior to the arrival date is specified, the
departure date is set to the arrival date.

NOTE 0000

« If the visitor badge has already been printed, the visitor is simply signed
in, and the badge is not printed.
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©@® Signing out

1 = From the "Signed in" list, select the information for the visitor to
be signed out.

NOTE 0000

» A search can be performed by entering the visitor badge ID or name in the

search box.
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2. Click the [Sign Out] button.
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3. Click the [OK] button.

— The visitor is signed out, and the visitor information is added to the "Signed
out" list.

ve00®
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::. 6-7. Issuing Visitor Badges without
Signing In

A visitor badge can be issued without signing in the visitor.

1. Perform one of the following operations.

« If a reservation has been made for the visitor, select the information for the

visitor whose visitor badge is to be issued from the "Reserved" list. (shown
below)

NOTE 0000

« A search can be performed by entering the visitor name in the search box.

« If areservation has not been made for the visitor, but the visitor has visited in

the past, select the information for the visitor whose visitor badge is to be
issued from the "Signed out" list.

NOTE 0000

» To select the information for multiple visitors, hold down the [Ctrl] key while
clicking the visitor information.

» If areservation has not been made for the visitor, enter the information for the
visitor whose visitor badge is to be issued in the visitor information form.

(page 77)
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2.

3.

4.
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Click the [Print Badge] button.

2 Brother VM-100 =)
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— Sign-in confirmation dialog box appears.

Click the [No] button.

-
@I OK to sign in the visitor being issued a badge?

— A visitor badge is issued with the selected visitor information or with the
information entered in the form. In addition, the visitor badge ID is entered in
the "Reserved" or "Pre-registered" list. The visitor is not signed in.

NOTE 0000

« If a visitor record with a previously assigned visitor badge ID is selected
and the information is edited or the badge is reprinted, the visitor
information is registered as a different record.

Click the [OK] button.

I Reservation list

=
@ Added to the Reserved lit.
9




Reception Mode

::. 6-8. Issuing Parking Permits

1.

Open the visitor record for whom the parking permit will be
issued, and then click the [Print Parking Permit] button.

2 Brother 100

o6
Fle Edt Dsta Beception Hep
Tuesday, September 09, 2008 8:52 PM

Emoed e 0o * [3 92008 7] P7] ]

Eamsted Deparire Dste | 91 92008

2. Type in the number.

Enter any required vehicle or parking Information

Required information:

Print Cancel

NOTE 0000

« If the settings in Administrator mode have been set so that it is not

necessary to enter a number, the parking permit is simply printed, and
steps 2 and 3 can be skipped.

3. Click the [Print] button.

— The parking permit is printed with the relevant information.



Reception Mode

::. 6-9. Making Visitor Reservations

Visitor information can be entered in advance, and a reservation can be made for
the visitor.

1 = Perform one of the following operations.

« For a new visitor, enter the visitor information. (page 77)

» For a visitor who has visited in the past, select the information for the visitor
who the reservation is to be made for from the "Signed out" list. (shown
below)

NOTE 0000

« A search can be performed by entering the visitor name in the search box.

« If data has been entered in the "Message" text box, the message will also
be printed when the visitor badge is printed.

« If the entered host information has not been registered in the host
database, a confirmation message appears.

2 Srother WWHI00 [=E=>=)
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2- If necessary, edit the information in the visitor information form.



Reception Mode

3.

Click the [Reserve] button.
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— The entered or selected visitor information is added to the "Reserved" list.
— If an expected arrival date prior to the current date is specified, the arrival date
is set to the current date.

— If an expected departure date prior to the expected arrival date is specified,
the departure date is set to the arrival date.

To make reservations for multiple visitors, click the [Continue]
button. Continue with step 5.

To finish making reservations, click the [OK] button to close the
dialog box.

i

Reservation completion

Reservation is complete.

Edit the information in the visitor information form, and then click
the [Reserve] button.

Repeat steps 4 and 5 until the information for all selected
visitors is entered.

Click the [OK] button to close the dialog box.



Reception Mode

::. 6-10.Editing Visitor Reservations

Reservation information can only be edited for visitors who have not yet been

issued a visitor badge. Reservation information cannot be edited if the visitor has
already been issued a badge.

1 = From the "Reserved" list, select the visitor whose information is
to be edited.

NOTE 0000

« Asearch can be performed by entering the visitor badge ID or name in the
search box.

» The visitor badge ID appears only for visitors who have been issued a
badge.
« If a visitor record already assigned a visitor badge ID is selected and the

information is edited or the badge is reprinted, the visitor information is
registered as a different record.
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2. Edit the visitor information.
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Reception Mode

3. Clickthe [Overwrite] button.

2 bt w100 b
He G D Becepion by
Tuesday, September 09, 2008 8:53 PM
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Click the [Yes] button.

— The edited visitor information is saved and added to the "Reserved" list.
- If an expected arrival date prior to the current date is specified, the arrival date
is set to the current date.

— If an expected departure date prior to the expected arrival date is specified,
the departure date is set to the arrival date.



Reception Mode

::. 6-11.Deleting Visitor Information

1 = From the "Reserved" or "Signed out" list, select the visitor
whose information is to be deleted.

NOTE 0000

« A search can be performed by entering the visitor name in the search box.

) ol

2. Click the [Delete] button.
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3. Click the [Yes] button.

— The selected visitor information is deleted from the "Reserved" or "Signed
out" list.

NOTE 0000

» Information deleted from the "Signed Out" or "Reserved" lists are deleted
from the window, but are not deleted from the visitor log.



Reception Mode

444 6-12.Printing Emergency Reports

In an emergency, an emergency report (list of visitors who have signed in and
have not yet signed out) can be displayed and printed by clicking the [Emergency
Report] button. The emergency report contains the visitor's name, company
name and destination as well as the host's name and organization.

For details, refer to the procedure described in "Administrator mode" (page 71).

89 6-13. Importing Visitor List

Visitor List can be imported. When importing visitor list, the information will be
added to the existing visitor database.

1 = From the [File] menu, click [Import Visitor List...].

Gzt

2. Specify the file name containing the information to be imported.
Select the format of the file to be imported, and then click
[Open].



Reception Mode

3- Select the delimiter character, and select whether or not the first

line of text contains the field names.
&t =

Deiimier Replacement
Assign a delimier for your original file before conversion

O——= =
(7t Nome Last Neme: Compary Date Tne  Pupose Host Div
®— 1= [20107277 [1000 [ conference a E |

Vihite

« . b

@— ke the Feld Names as he frt ow. )

[ T

@ Select"Comma", "Tab", "Space" or "Semicolon" as the delimiter character
in the file before it is converted.

®@ Displays a preview of how the file will look once converted.

® Select this check box if the text is to be imported with the first line
containing field names and the field data starting with the second line.
Clear this check box if the text is to be imported with the field data starting
with the first line.

4. Ciick the [Next] button.

5. Specify how the fields in the file to be imported are assigned to

the fields in the Visitor List.
B =

Mapping Imported Fields
. o
the fields to be imported into the database.
Specty the date nthe folowing fomat: *1/20/2010"
‘Specify the time in the following fommat: "'9:26 PM"
‘Specify one of the following as the purpose of the visit: Conference. Meeting, Delivery. Building Maintenance. Other
Map Fieids:
@ Ttle LostName _Frst Name Organization Froaf of ID _ Estinated Amval Date _Estmated Aval Tme _Estnated Departure Date Pum)
Fv!a«m = [ihone) [~ [one) [~ Jione) "Wﬂne} [ [tone) \v!m} \'M
« " v
Original File:
(Fist Neme Last Name Compary e Time. Pupose Host
@——e ED Thec ED [ re——
aney. White BC 2010/7/7 1300 conference Bill Smith
« I D
[ B o [ caes |




Reception Mode

@ The fields in the Visitor List are shown in the first row. From the dropdown
list that appears in the second row, select the field from the file to be
imported that is to be assigned to the field in the Visitor List.

@ Displays a preview of the Visitor List after the file is imported. If "(None)"
was not selected in 1, the data from the selected field is displayed.

® Displays the data in the file to be imported. Only the columns of data from
mapped fields (where "(None)" is not selected in 1) are displayed.

6. Click the [OK] button.
The file is imported with the specified settings, and the
Reception Mode window appears.

::. 6-14.Backing Up Visitor Information

Up to ten backup files can be created to store visitor information. Backup files
older than the ten most recent files are deleted.

1 = On the "File" menu, click "Backup".

— A backup of the visitor information is created.

NOTE 0000

If the settings in Administrator mode have been set to back up
automatlcally the data is backed up each time VM-100 is exited.
(page 63)

» To restore the backup file when the database file is corrupted, refer to
"Restoring the backup file". (page 72)



e Selt Check-in Mode

The Self Check-in mode can be used by visitors to issue visitor badges and sign
themselves in. The User must be logged on to their computer with Administrator
privileges in order to execute this function.

::' 7-1. Initial Screen of Self Check-in Mode

Log on to Self Check-in mode. (page 42)

The following screen appears.

This screen also appears if the procedure times out while Self Check-in mode is
being used.

NOTE 0000

« In Self Check-in mode, photos cannot be taken. If Self Check-in mode is
to be used, prepare a badge that does not contain a photo.

« Visitors cannot be signed out when Self Check-in mode is used. Visitor
badges should be collected upon departure and held until a receptionist or
administrator signs the visitors out using the Reception mode.

« In Self Check-in mode, the error message "Please call an attendant. We
are sorry for the inconvenience." may appear. We recommend placing a
sign beside the printer to notify users of the necessary contact information
in case this error message would appear.

— |

We I come ——

Jane Smith ®
@ _[ Click ENTER to sign in and receive a vlslor] m
badge

NO.017

@ ENTER

(@ Displays various messages.

® When the visitor clicks this button, the following screen appears.

(® Displays a sample visitor badge.

® This is the locked status display area, and it is where receptionists and

administrators perform operations.




Self Check-in Mode

::. 7-2. Visitor Operations

Visitors follow the on-screen instructions to enter their name and company name.
Depending on the settings specified in Administrator mode, it may not be
necessary to enter data in some fields. When the visitor clicks the [PRINT] button
in the last screen, the visitor badge is issued and the visitor is signed in.

If no operation is performed for 30 seconds in any of the screens, the procedure
times out. In this case, all entered data is erased, and the initial screen appears.

Welcome B . ) —

Jane Smith

ENTER BACK PRINT

1. Clickthe [ENTER] 2. Enter the necessary 3. Check the badge 4. Click [PRINT] to
button. information, and contents, and then issue a visitor
then click the click the [OK] button. badge.
[NEXT] button.

NOTE 0000

* The items that are entered and the number of steps in the procedure differ
depending on the settings specified in Administrator mode.



Self Check-in Mode

oo’ 7-3. Exiting Self Check-in Mode or
Printing the Emergency Report

A password must be entered in order to exit Self Check-in mode or print the
emergency report. These operations can be performed only by users with
Administrator or Receptionist permissions.

@@ Unlocking

1 = Inthe initial screen of the Self Check-in mode, click [§.

LBI Corporation

Jane Smith

vvvvvvvvvvvvvvv 21,2008 1020 AM

Welcome

Click ENTER to sign in and receive a vistor
badge

NO.017

ENTER




Self Check-in Mode

2. Type in the user name and password.

LBI Corporation

Jane Smith

Print date: Monday, July 21, 2008 1020 AM

Welcome

Click ENTER to sign in and receive a vistor
badge

o001

NOTE 0000

« If no operation is performed for 30 seconds while the application is
unlocked, the application returns to the locked status.

3. Click the [OK] button.

— The application is unlocked, and the [EXIT] and [Emergency Report] button
appear.

LBI Corporation

Jane Smith

Print date: Monday, July 21, 2008 1020 AM

Welcome

Click ENTER to sign in and receive a vistor
badge
001

@ Click to exit the Self Check-in mode, and display the Login dialog box.
@ Click to print an emergency report. (page 71)



e Customizing Layouts

Preset layouts can be edited and customized. The positions of items, sizes of
logos and photos, and fonts can be changed, or items can be removed. To
customize layouts, use P-touch Editor 5.0, which is included on the CD-ROM that
comes with your machine.

NOTE 0000

« Items cannot be edited to create additional input areas.

1. From the list of layouts, determine the file name for the layout to
be edited. (page 56 - page 58)

(& Select Badge Layout e

Select a layout for your visior badge

Category: | Standard Name Badges .

218" XTI

f Organization

Jane Smith__ | || Jane smith

[T p———

-«

ws.Jane Smith w.Jane Smith

2. Click [Start] - [All Programs (Programs)] - [Brother P-touch]
- [P-touch Editor 5.0] to start P-touch Editor 5.0.



Customizing Layouts

3. Click [Open File].
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4. Open the layout to be edited.
Browse to the folder at C:\Program Files\Brother\VM-
100\Template\Badge, and then select the file with the name
determined in step 1.

- eEeE-

Name Date modified  Type Size

& =
i G )
[3
I ! @03 |
i Deskiop (@04
U
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Cancel

I Fle name: o =l Open
Flesoftype:  [Al Layout Files ("l “Ibl: “mb) =l

Qooeo



Customizing Layouts

5- Within the layout area, select the item to be moved, and then
drag it to the desired location.

B
rother Industries, Ltd.

Jane Smith

Print date [@}3/2008 [}6 PM

‘l\lllllﬁ‘llll\H_ﬁlwll_u_ﬁluu I

z
i

II%

6. Sselect any items to be resized and then stretch to the desired
size.
— You can also select any text object and change the font.

= Save the edited layout as a new one.
— Select "File" on the toolbar and click "Export".

8. Select "Template", and then click the [OK] button.
Export

Specify what format the fil will be exported as and select
the desired options.

Save as type :

Image file -
Layout part fie

~Description
Exports the current layout 25 a template

[ Opt
™ Expart With Printer Resclution
™ only Selected Objects

Lo | _om

veoo@



Customizing Layouts

9. For Windows Vista®Windows® 7
In the "Save in" box, specify "C:\ProgramData\Brother\VM-
100\Template\My Badges".

For Windows® XP
In the "Save in" box, specify "C:\Documents and Settings\All
Users\Application Data\Brother\VM-100\Template\My Badges".

5o =
Lok [} Tempiate - eEeE-

A Name Dste modif... Type Size

=z Bad

Recent Places 1\ ~209%
! Messege

L N exnmm)

Desidop T Parking Pemits
T
L
FHHH
LY
Computer
| ¥
-
Networkc
Fie pame: [ -] COpen

Files of type [ A1 Layout Fles (" lbx;  bl; ~mbi) Kl Cancel

NOTE 0000

« If the database file is on a server, save the template on the same server.
In the "Specify folder of custom layouts" box on the "General" tab of the
Options dialog box, specify the folder specified here.

1 0. Click the [Save] button.

— The edited layout is saved as a template in the specified folder.



Problem

Troubleshooting

9-1. QL-570 Label Printer

Solution

The Brother QL-570 Label printer
does not print, or a printing error is
received.

Is the cable loose?

Check that the cable is connected securely.

Is the DK Label or DK Tape roll installed correctly?

If not, remove the DK Roll and reinstall.

Is there enough label/tape roll remaining?

Check that there is enough label/tape roll remaining.
Is the DK Roll compartment cover open?

Check that the DK Roll compartment cover is closed.
Has a print error or transmission error occurred?
Turn off the Brother Label Printer and on again. If problem still occurs, contact
Brother Customer Service at 1-877- BROTHER.

The Status LED lamp is not lit.

Is the power cord plugged correctly?

Check that the power cord is plugged. If inserted, try plugging it into another
electrical outlet.

* If the power button still does not light up, contact Brother Customer Service
at 1-877-BROTHER.

The printed label contains streaks
or poor quality characters, or the
label is not fed correctly.

Is the print head or roller dirty?

While the print head generally remains clean under normal use, lint or dirt
from the roller may become stuck on the printer head.

If this occurs, clean the roller. (page 26)

A data transmission error appears
on the personal computer screen.

Is the correct port chosen?

Check that the correct port is chosen from the “Print to the following port” list
in the Printer Properties dialog box.

Is the Brother Label Printer in cooling mode (the LED lamp is flashing in
orange)?

Wait until the LED lamp stops flashing and then try printing again.

Labels are jammed in the Label
outlet.

Contact Brother Customer Service at 1-877-BROTHER.

The label is not ejected properly
after printing.

Check that the ejection path of the label is not blocked.

Check that the DK Label or DK Tape roll is set properly by removing the DK
Label or DK Tape roll and reinstalling.

Ensure that the DK Label or DK Tape roll compartment cover is closed

properly.

The print quality is poor.

Is there dirt or lint on the roller preventing it from rolling freely?
Clean the roller using the cleaning sheet (separately available). (page 26)

Layout style is not updated when
Add-in feature is still activated and
a new label roll is installed.

Was a new label roll installed before activating the Add-in feature?
Exit the Add-in feature, load the second label roll type, reactivate the Add-in
feature, choose "Select Layout", and then verify the layout.

©




Troubleshooting

9-2. Visitor Badge & Management

Software (VM-100)

Problem Possible cause Page reference
Reservations cannot be made. (The | Has the reservation function been turned off by the administrator? page 60
[Reserve] button is not available.) - . - -

Have multiple visitors been selected in the list? page 93
Information can be saved for only one visitor at a time. page 95
Reservation information cannotbe | Has the reservation function been turned off by the administrator? page 60
overwritten.
Reservation information cannotbe | Reservation information cannot be edited for visitors who have -
edited. been issued a visitor badge.
Data cannot be entered for the Has the reservation function been turned off by the administrator? page 60
estimated arrival date and time.
A visitor cannot be signed in. Has information been entered for each required field? page 77
The visitor badge was not printed. | |s a printer connected, and has it been turned on? page 20
page 21
Was the DK roll installed in the printer? page 23
If a message has appeared in the lower-right corner of the -
window, follow the instructions that are indicated.
A custom layout cannot be Was the layout saved in an appropriate location? page 63
selected. If the database file is on a server, save the custom layout on the page 105
same server.If the database file is on a local computer, save the
custom layout on the same local computer.
A custom layout cannot be printed | Are there more items in the custom layout than in the original page 105
cleanly. preset layout?
With VM-100, the number of items in the layout cannot be
increased. Edit the layout by moving or deleting items.
A logo cannot be specified when If the database file is on a server, save the logo file on the same page 63
trying to replace the logo in the server. If the database file is on a local computer, save the logo page 105
layout. file on the same local computer.
The database file cannot be The User must be logged on to their computer with Administrator -
accessed. privileges in order to execute this function. For Windows Vista
right click the VM-100 icon and select "Run as administrator".
Is the path to the file correctly specified? page 63
If the file cannot be accessed even though the path to the file is page 72
correctly specified, the file may be corrupted. Use a backup file.
The emergency report cannot be | Is a printer connected, and has it been turned on? page 30

printed.

Is the printer driver installed on the computer sending the print
command?

Has the printer for printing the emergency report been set as the
default printer?

The emergency report can only be printed with the default printer.

11




Troubleshooting

Problem Possible cause Page reference
"---" appears as the hostname ina | The specified host information has been deleted. -
list.
The [Delete] button cannot be Information for a visitor who is signed in cannot be deleted. Sign page 89
clicked. out the visitor, and then delete their information. page 97
The [Overwrite] button is not Has the reservation function been turned off by the administrator? page 60
available.
Have multiple visitors been selected in the list? page 93
Information can be saved for only one visitor at a time. page 95
Visitor information cannot be changed for visitors who have page 93
signed in or for whom a reservation has been made and whose page 95
badge has been printed. Make a new reservation with the new page 97
visitor information or sign in the visitor with the new information,
and then delete the record and badge for the old visitor
information.
A visitor cannot enter visitor Confirm [Options] button - [Reception] tab - "Setting for Visitor page 60
information in Self Check-in mode.| Information Fields" of the Administrator mode. Visitors will not be
able to view or enter information for any categories where
"Unnecessary" is selected. To add the category to the Visitor
Information Fields, change the settings to "Necessary",
"Required" or "Optional" to allow visitors to enter information.
Task manager can be started The User must be logged on to their computer with Administrator -
when using Self Check-in mode. | privileges in order to execute this function. For Windows Vista ~,
right click the VM-100 icon and select "Run as administrator".
To use the VM-100 software on Install the software on each personal computer and set the new -
multiple computers within the database file location (page 39). It is possible to merge visitor
same business location. logs by using export function.
The VM-100 software cannnot be | The User must be logged on to their computer with Administrator page 38

started for initial use.

privileges in order to execute this function. For Windows Vista ",
right click the VM-100 icon and select "Run as administrator".

The VM-100 software cannot be
started.

The VM-100 software is already in use by another user. Access
is not possible.

The administrator password has
been forgotten and you cannot log
in to the VM-100 software.

Delete the VM100DB.vmb file from the database folder (by
default, it is stored in C:\Documents and Settings\All Users\
Application Data\Brother\VM-100. For Windows Vista ~/
Windows™ 7, C:\ProgramData\Brother\VM-100).

This will delete all your entered data and login details.

Restart the VM-100 software, and the program will prompt you to
reconfigure the database path and administrator login details.




Error Messages

Error Message

Remedy

Software cannot start.
Restart OS.

Restart the computer.

Database cannot be accessed.
Confirm if the path is specified correctly?

Check that the path to the file is correctly specified.

If the file cannot be accessed even though the path to the file is
correctly specified, the file may be corrupted.

Use a backup file.

The password does not match.

Type in the password again.

The User Name entered has not been
registered.

Confirm the user name.

Incorrect password

Confirm the password.

Printer is not connected.

Connect a printer.

To complete this function a compatible printer
drive must be installed.

Install the printer driver.

An invalid value has been entered. Enter the
correct time.

Type in the correct time.

No Web camera is connected.

Connect a Web camera.
Check that the printer driver for the Web camera is installed.

Visitor information matching the search
conditions could not be found.

Check the search conditions.

Incorrect dates.
End date cannot be prior to start date.

Check the date.

Failed to export.

There may be no memory available.
The folder may be write-protected.
If this error still cannot be corrected, restart the application.

Cannot delete all administrators. Must have at
least 1 administrator.

Be sure to leave at least one administrator.

The file format is incorrect.'<file name>'

The file format of "<path/file_name>" is incorrect.

This user is not authorized as an Administrator.

This user is not authorized to log on to Administrator mode.

A host with the same information already exists.

A host with the same information already exists.

The password contains invalid characters.
Passwords must be between 6 and 255
characters and must contain alphanumeric
characters.

The password contains invalid characters. Specify a password
with alphanumeric characters.

A user with the same name already exists.

A user with the same name already exists.

@




Error Messages

Error Message Remedy

Please call an attendant. We are sorry for the
inconvenience.

* Check the printer connections.

» Check that the database file is located at the currently specified
file path. If the database file is on a network computer, check
that the network is running correctly. If the database still cannot
be accessed, it may be corrupted; therefore, restore the backup
file. (page 72)

« Exit Self Check-in mode, and then following the instructions that
appear in the lower-right corner of the window.

The user name contains invalid characters. User
name cannot contain more than 255 characters
and must contain alphanumeric characters.

The user name contains invalid characters. Specify a user name
with alphanumeric characters.

The backup file "<specified_file_name>" does
not exist.

» Check that the path to the file has been correctly entered.
* Type in the correct path to the desired backup file.

All data fields are empty.

Enter data in required fields.

Badge template not found.

Verify that the Administrator has not moved or deleted the badge
template.

Parking permit template not found.

Verify that the Administrator has not moved or deleted the parking
permit template.

Backup Directory does not exist.

+ Confirm the location of the backup files set by the Administrator.
« VM-100 software is unable to access the back up files. Please
verify local/network connection.

The estimated arrival date is in an unrecognised
format. The data will be changed to today's date
and imported.

Check the field has been assigned correctly.

Check the date information is correct.

The example format is displayed on the import screen.
Check the field only includes date information

The estimated arrival time is in an unrecognised
format. The data will be changed to 00:00 and
imported.

Check the field has been assigned correctly.

Check the time information is correct.

The example format is displayed on the import screen.
Check the field only includes time information

The estimated departure date is in an unrecog-
nised format. The data will be changed to to-
day’s date and imported.

Check the field has been assigned correctly.

Check the date information is correct.

The example format is displayed on the import screen.
Check the field only includes date information

The purpose of the visit is in an unrecognised
format. The data will be changed to “Confer-
ence” and imported.

Check the field has been assigned correctly.

Check the purpose of visit information is correct.

The example format is displayed on the import screen.
Check the field only includes purpose of visit information
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9% 11-1.Main Specifications

@@ Product specifications

Items Specifications

Display LED lamp (green, red, orange)

Print Printing method Direct thermal printing via thermal head

Speed of printing Max. 4.3 inch (110 mm)/sec, Max. 68 labels/min. (Standard
Address Labels) (When connecting USB cable)

Print head 300 dpi/720 dot

Max. printing width | 2.3 inch (59 mm)

Min. printing length | 0.5 inch (12.7 mm)

Cutter Durable automatic cutter

Button ON/OFF button (d)), FEED button, CUT button
Interface usB

Power supply 120VAC 60 Hz 1.7 A

Size (W x D x H) 5.2" (133 mm) x 8.2" (208 mm) x 5.6" (143 mm)
Weight Approx. 2.5 Ib (1.1 kg) (Without DK Rolls)

@@ Operating environment

Items Specifications

os™ Windows® XP SP2 or later/Windows Vista®Windows® 7
Interface USB port (USB Spec. 1.1 or 2.0 protocol)

Hard Disk Disk space more than 70 MB"2

Others CD-ROM drive

Operating temperature 50°F to 95 °F (10°C to 35°C)

Operating humidity 20% to 80% (without condensation)

*1 The computer should meet Microsoft®'s recommendations for the OS
installed.

*2 Required available space when installing the software with all of the
options.
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oo’ 11-2.Accessories (For USA Only)

Your Brother QL-570 printer, when used with VM-100 visitor badge and
management software, uses DK-N5224 Continuous Length Tape for printing
visitor badges and parking permits. In addition to the DK Continuous Length Tape
(DK-N5224) that comes with your machine, you can also use other DK label and
tape supplies if you wish to use your QL-570 with P-touch Editor 5.0 as a standard
label printer.

The use of other products may effect the print quality or may damage the Brother
QL-570. The following supplies and accessories are available for the Brother QL-
570 and can be ordered directly from Brother should your retailer not stock them.
Availability and price of accessories subject to change without notice. For the
latest information of accessories and supplies: http://www.brothermall.com

®® DK Rolls P
DK Die-cut Label D&

Stock No. Description

DK-1201 Standard Address Labels, 1-1/7" x 3-1/2" (29 mm x 90 mm), 400 labels

DK-1202 Shipping Labels, 2-3/7" x 4" (62 mm x 100 mm), 300 labels

DK-1203 File Folder Labels, 2/3" x 3-7/16" (17 mm x 87 mm), 300 labels

DK-1204 Multi Purpose/Return Address Labels, 2/3" x 2-1/8" (17 mm x 54 mm), 400
labels

DK-1207 CD / DVD Film Round Labels, 2-1/3" (58 mm) Diameter, 100 labels

DK-1208 Large Address Labels, 1-1/2" x 3-1/2" (38 mm x 90 mm), 400 labels

DK-1209 Small Address Labels, 2-3/7" x 1-1/7" (62 mm x 29 mm), 800 labels

DK-1218 Round Paper Labels, 1" (24 mm) Diameter, 1000 labels

DK-1219 Round Paper Labels, 1/2" (12 mm) Diameter, 1200 labels

DK-1221 Square Paper Labels, 10/11" x 10/11" (23 mm x 23 mm), 1000 labels




Reference

DK Continuous Length Tape %

Stock No. Description

DK-N5224 White Paper Non-Adhesive Tape 2-1/8" (54mm), 100 ft (30.48 M)
DK-2205 Wide Paper Tape 2-3/7" (62mm), 100 ft (30.48 M)

DK-2210 Medium Width Paper Tape 1-1/7" (29mm), 100 ft (30.48 M)

DK-2211 Medium Film Tape - White 1-1/7" (29mm), 50 ft (15.24 M)

DK-2212 Wide Film Tape - White 2-3/7" (62mm), 50 ft (15.24 M)

DK-2113 Wide Film Tape - Clear 2-3/7" (62mm), 50 ft (15.24 M)

DK-2214 Narrow Width Paper Tape 1/2" (12mm), 100 ft (30.48 M)

DK-2606 Wide Film Tape - Yellow 2-3/7" (62mm), 50 ft (15.24 M)

DK-4205"1"2 Removable Wide Paper Tape - White 2-3/7" (62mm), 100 ft (30.48 M)
DK-4605"1"2 Removable Wide Paper Tape - Yellow 2-3/7" (62mm), 100 ft (30.48 M)

*1 Removable adhesive labels can be cleanly removed from several flat,
smooth surfaces.
*2 Removing other labels, once applied, may damage label and/or surface.

@@ Cleaning Sheet

Stock No. Description
DK-CL99 Cleaning Sheet (10 sheets)
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