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ADMIN DASHBOARD LOGIN 

 

https://company.lobibox.com/ 
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LANGUAGE 

Select language from dropdown menu: 

o English 

o French 

o Spanish  
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NAVIGATION MENU 

User 

❖ Profile: User profile information 
(Read Only). Ability to change 
existing password. 

Company System Technologies 
❖ Update company address, logo, 

name, and phone number. 

Admin 
❖ Companies: Displays a list of 

companies the administrator has 
admin rights to. 
 
 

❖ Visitor Units: Displays a list of 
the company’s Visitor Units. Add, 
and edit Visitor Units. 
 

Members 
❖ Schedules: Displays a list of the 

company’s created schedules, 
which are used to grant 
members access during that 
time. Add, delete, and edit 
schedules. 
 

❖ Members: Displays members 
data. Add, delete, and edit 
members information. 

Logging & History 
❖ Visitor Codes: View active and 

inactive visitor codes sent by 
members. 
 
 

❖ Event Transactions: Displays all 
events of a Visitor Unit with a 
brief description, date, and 
timestamp. 

❖ Logout: Logout of Admin 
Dashboard.  

 

 

 

❖ Buildings: Displays a list of 
buildings a Visitor Unit has 
been installed. Add, 
delete, and edit buildings. 
 

❖ Company Admins: Displays 
a list of administrators. 
Add, delete, and edit 
administrators. 

 
 

❖ Access Levels: Allows 
administrators to manage 
permissions through 
Visitor Units. 

 
 

 

 

❖ Visitor Images: Displays a 
thumbnail image captured 
when a Visitor Unit call is 
initiated. 
 

❖ Reports: List of reports 
that can be downloaded as 
CSV, Excel, and PDF. 
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HOME 

The LobiBox logo will redirect you to the homepage to view release notes, video tutorials and  

administrator roles & permissions.  
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PROFILE 

The profile data is read-only, however, it can be updated in the Company Admins section. Also,  

administrators can change their password within the text fields. 

1. Enter Old Password 

2. Enter New Password 

3. Enter New Password Confirmation 

4. Click Save. 
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COMPANIES 

Displays a list of companies the administrator or security personnel has admin rights to.  
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BUILDINGS 

Displays location’s the Visitor Unit has been installed. Add, delete, and edit building information.  
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ADDING A BUILDING 

Navigate to the Buildings tab of the Admin Dashboard. Then, follow the steps below to add a new  

building.  

 

1. Select + Add Building. 

 
2. Add new building information: 

o Name 

o Address 

o Country  

o City 

o State 

o Zip Code 

o Phone Number 

3. Click Save. 
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EDITING A BUILDING 

Navigate to the Buildings tab on the Admin Dashboard. Then, follow the steps below to edit building.  

 

1. Select Building. 

 
2. Edit building information:  

o Name 

o Address 

o Country  

o City 

o State 

o Zip Code 

o Phone Number 

3. Click Save. 
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DELETING A BUILDING 

Navigate to the Buildings tab on the Admin Dashboard. Then, follow the steps below to delete a 

building.  

 

1. Select checkbox of building. 

 
2. Click Trash icon. 

3. Delete selected buildings. 
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VISITOR UNITS 

Displays a list of the company’s Visitor Units. Add, delete, and edit Visitor Unit information. 
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ADDING A VISITOR UNIT 

Navigate to the Visitor Units tab of the Admin Dashboard. Then, follow the steps below to add a new 

Visitor Unit.  

 

1. Select + Add Visitor Unit. 

 
2. Add visitor unit information: 

o Building 

o Default Language 

o Serial Number 

o Name 

o PIN Code 

o Zip Code 

o On screen display message 

o Enable Security 

➢ Select Member 

➢ Security Name/Message 

o Enable member list 

o Monitor door 

3. Click Save. 
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EDITING A VISITOR UNIT 

Navigate to the Visitor Units tab on the Admin Dashboard. Then, follow the steps below to edit visitor 

unit.  

 

1. Select Visitor Unit. 

 
2. Edit visitor unit information:  

o Building 

o Default Language 

o Serial Number 

o Name 

o PIN Code 

o Zip Code 

o On screen display message 

o Enable Security 

➢ Select Member 

➢ Security Name/Message 

o Enable member list 

o Monitor door 

3. Click Save. 
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DELETING A VISITOR UNIT 

Navigate to the Visitor Units tab on the Admin Dashboard. Then, follow the steps below to delete a 

new visitor unit.  

 

1. Select checkbox of visitor unit. 

 
2. Click Trash icon. 

3. Delete selected Visitor Unit. 

   
 

Note: Email Support@LobiBox.com to delete a Visitor Unit with existing Event Transactions. 
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COMPANY ADMINS 

Displays a list of the company’s administrators. Add, delete, and edit administrator’s information. 
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ADDING A COMPANY ADMIN 

Navigate to the Company Admins tab of the Admin Dashboard. Then, follow the steps below to add a 

new administrator.  

 

1. Select + Add Admin. 

 
2. Add administrator’s information: 

o Email 

o First Name 

o Last Name 

o Security* 

➢ Select Member 

o Full Access* 

* Only available with LobiCom module. 

3. Click Save. 

 

Note: A system generated email will be sent to the administrator to verify email address and set 

password. 
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EDITING A COMPANY ADMIN 

Navigate to the Company Admins tab on the Admin Dashboard. Then, follow the steps below to edit 

an administrator.  

 

1. Select Admin. 

 
2. Edit visitor unit information:  

o Email 

o First Name 

o Last Name 

o Security* 

➢ Select Member 

o Full Access* 

* Only available with LobiCom module. 

3. Click Save. 
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DELETING A COMPANY ADMIN 

Navigate to the Company Admins tab on the Admin Dashboard. Then, follow the steps below to 

delete administrator.  

 

1. Select checkbox of administrator. 

 
2. Click Trash icon. 

3. Delete selected Admin. 
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SCHEDULES 

Displays a list of the schedules. Add, delete, and edit schedule’s information. 
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ADDING A SCHEDULE 

Navigate to the Schedules tab of the Admin Dashboard. Then, follow the steps below to add a new 

schedule.  

 

1. Select + Add Schedule. 

 
2. Add schedule information: 

o Name 

o Create Schedule 

 
3. Click Save. 
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EDITING A SCHEDULE 

Navigate to the Schedules tab on the Admin Dashboard. Then, follow the steps below to edit 

schedule.  

 

1. Select Schedule. 

 
2. Edit schedule information:  

o Name 

o Edit schedule 

3. Click Save. 
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DELETING A SCHEDULE 

Navigate to the Schedule tab on the Admin Dashboard. Then, follow the steps below to delete 

schedule.  

 

1. Select checkbox of schedule. 

 
2. Click Trash icon. 

3. Delete schedule. 
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ACCESS LEVELS 

Displays a list of the access levels. Add, delete, and edit access level information. 
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ADDING AN ACCESS LEVEL 

Navigate to the Access Levels tab of the Admin Dashboard. Then, follow the steps below to add a new 

access level.  

 

1. Select + Add Access Level. 

 
2. Add access level information for Step 1: 

o Name 

o Is Active 

o Is Default (optional) 

 
Note: Is Default will automatically assign access level to new members. 

3. Click Save. 

4. Select Permissions for Step 2: 

o Assign Visitor Unit and Schedule for the selected permission. 
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5. Click Save 
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EDITING AN ACCESS LEVEL 

Navigate to the Access Levels tab on the Admin Dashboard. Then, follow the steps below to edit an 

access level.  

 

1. Select Access Level. 

 
2. Edit access level information:  

o Name 

o Is Active 

o Is Default 

o Permissions 

3. Click Save. 
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DELETING AN ACCESS LEVEL 

Navigate to the Access Levels tab on the Admin Dashboard. Then, follow the steps below to delete 

access level.  

 

1. Select checkbox of Access Level. 

 
2. Click Trash icon. 

3. Delete access level. 
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MEMBERS 

Displays a list of active members. Add, delete, and edit member’s information. 
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ADDING A MEMBER 

Navigate to the Members tab of the Admin Dashboard. Then, follow the steps below to add new 

member.  

 

1. Select + Add Member. 

 
2. Add schedule information: 

o Dial Code 

o Phone 

o Email (Optional) 

o First Name 

o Last Name 

o Access Level 

o RFID/NFC Token (Optional) 

o Show in member list 

 
3. Click Save. 
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EDITING A MEMBER 

Navigate to the Members tab on the Admin Dashboard. Then, follow the steps below to edit member.  

 

1. Select Member. 

 
2. Edit member information:  

o Dial Code 

o Phone 

o Email  

o First Name 

o Last Name 

o Access Level 

o RFID/NFC Token 

o Member for Redirect 

o Member for Rollover 

o Show in member list 

o Resend Link for Password Setup 



 

 

34 

 

 
3. Click Save. 
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DELETING A MEMBER 

Navigate to the Members tab on the Admin Dashboard. Then, follow the steps below to delete 

member.  

 

1. Select checkbox of member. 

 
2. Click Trash icon. 

3. Delete member. 

  
 


