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Purpose: To illustrate various visit request functions within the Visit Management tab. 

VISIT MANAGEMENT: VISIT REQUEST FUNCTIONS 

How to Check the Status of Visitors in a Visit Request 
 
1. Select Visit Management from the Left Navigation Menu. 

  

Job Aid 



2. Select the Today or Upcoming tab. 
Note: To expand this screen for more information about the visit, select the See more link. 

3.  Select the Visit Name hyperlink. 

 

4. Scroll down to view the list of visitors for this event. Check the Status column in the Visitors 
section to see whether a visitor was approved or denied. Select Cancel to return to the 
Visit Management screen. 

 

  



How to Add Visitors to an Existing Visit 

1. Select Visit Management from the Left Navigation Menu. 

 
2. Select the Visit Name hyperlink from the Tasks tab or the Visiting section of the Upcoming 

tab.  

  



3. Select the +Add Visitor hyperlink to open the Search by fields. 
Note: Select the trash can icon to remove a visitor.  

 
4. Use the Search by SSN, Search by First Name, or Search by Last Name fields to find a 

user to add to the visit. Select the magnifying glass icon to initiate the search.  
5. From the search results, select the Add Visitor hyperlink at the right of the subject’s row. 

  



6. Once the list of visitors is set, select Submit. 

 
7. The green success banners confirm the visit was edited and the visitors were updated. 

Select Close to return to the Visit Management home screen. 

 

  



How to Cancel a Visit Request 
 

1. Select Visit Management from the Left Navigation Menu. 

 
2. Select the Upcoming tab. 
3. Select the Visit Name hyperlink from the Visiting section. 

 
  



4. Select Cancel Visit from the Actions drop-down. 

 
5. The Cancel Visit pop-up appears to confirm that the visit is about to be cancelled. Select 

Continue. 

  



6. A green success banner confirms the visit has been canceled and a blue status box 
now displays CANCELLED. Select Visit Management from the Left Navigation Menu to 
return to the Task Inbox screen.  



How to Edit the Location of an Existing Hosted Event 
 
1. Select Visit Management from the Left Navigation Menu. 

 
2. Select the Today or Upcoming tab. 
3. Select a hosting visit hyperlink from the Visit Name column.  

  



4. Select Edit Host Details from the Actions drop-down menu. 

 
5. Update the location data fields to reflect the new address for the hosted event.  
6. Select Submit. 

 

  



7. A green success banner confirms the visit has been edited. Select Submit. 

Note: The new address now displays as the visit address for the hosted event. 

 

 
8. The Submit button is replaced with the Close button. Select Close. 

 
 
  



How to Set or Upgrade the Eligibility/Access Level of an Existing Visit 

1. Select Visit Management from the Left Navigation Menu. 

 
2. Select the Today or Upcoming tab.  
3. Select the Visit Name hyperlink from the Hosting section. 

  



To update the security determination and access type to Secret: 

4. Select Edit Visit Details from the Actions drop-down. 

 
5. Update the Determination and Access Type fields to Secret. 

Note: All previously completed fields will remain filled out. 
6. Select Submit.  

 

Note: Any visitor that was previously approved will be returned to a Pending status. The Host 
will need to approve/deny them again after this update. 

  



7. A green success banner confirms the Determination and Access Type have been 
successfully changed to Secret. Select Submit. 

 

8. Review the information, scroll down, and select Close. 

 
  



How to Verify Receipt of a Notification After Changes to the Visit Request 
 
1. The first notification the host organization will receive will be an email stating that a change 

has been made to the event and which entity made that change. 

 
2. To verify the change, check if a new notification is waiting in the cue. Select the bell icon in 

the top right corner to open the Notifications inbox. 
3. Select the View hyperlink on the hosted event notification. 

 
 
 
 
 
 
  



4. The hosting organization must approve or deny the visitors that have been added to the 
visit request. Select the Pending drop-down from the Status column.  

5. Select either Approved or Denied for each visitor. 

6. Select Submit. 

 
7. Dual green success banners will appear to confirm the visit itself and that the list of visitors 

has been edited. Select Close. 

  



How to Add an Organization to an Existing Event 

1. Select Visit Management from the Left Navigation Menu. 

 
2. Select the Upcoming tab. 
3. Select the Visit Name hyperlink from the Hosting section. 

 
  



4. Select Add Organization on the Actions drop-down menu.  
Note: The original requested organization when the visit was created appears under 
Requested Organizations.  

 

5. Begin entering text in the Organization field and select the desired organization when it 
appears in the drop-down list. 

6. Select Add. 

 
  



7. The newly added organization will be added to the list under Organization. Select Submit. 

 
8. A green success banner confirms the visit has been edited. Verify the information for 

accuracy. Select Submit. 
Note: The newly added organization now appears under Requested Organizations. 

 
  



9. The Submit button is replaced by the Close button. Select Close to return to the main Visit 
Management screen.  
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