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Scenario 1: Inbound Phone Call 
 

 
 
 

You receive a phone call 
from Alexandra Williams.  
She is currently unemployed 
and is looking make a career 
change and is need of 
additional training and/or 
education.  After speaking 
with Alexandra (and getting 
all of her information) you 
find an appropriate course 
of action and put a plan 
together, schedule an 
appointment in the office, 
and then end the phone call.   
 
Next we need to track this 
interaction using 
VOSGreeter 
 

 

 
 
 

 
Launch the VOSGreeter 
Kiosk as you would if you 
were in the office. 
 
 
Path: Services for Workforce 
Staff > Manage Visitors > 
Visitor Kiosk 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 
Based on your staff account 
setup, it will launch your 
default office. 
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Begin tracking your phone 
call as if Alexandra walked 
into the office. All the same 
process still apply.  Enter in 
the Last Name and Last 4 of 
SSN and click “Continue.” 
 

 

 
 
 

 
The Date of Birth screen is 
not a requirement and can 
be bypassed by clicking 
“Continue.” 
 
 
 
 
 
 
 
 

 

 
 
 
 
 

 
Enter the individual’s first 
name and click “Continue.” 
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Select the appropriate visit 
reason which matches your 
interaction and click 
“Continue.” 

 

 
 

 
The comments section is 
optional and can be used to 
educate the staff working 
the visit reason. Once you’re 
ready to end the 
interaction/visit click 
“Check-In.” 

 

 
 

 
An alert will show for the 
staff assigned to the visit 
reason. 
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Scenario 2: Email 
 

 
 
 
 
 

 
You receive an email in your 
office inbox from a Bryce 
Cruz with a question on how 
to file for unemployment as 
a result of the pandemic. 
You try to get Bryce’s full 
information, but he 
reluctant to give his Social 
Security Number over email 
(confidential information 
and PII should never be 
asked for over email). You 
direct Bryce to the 
appropriate information on 
the Employment 
Development Department 
website.  

 

 
 

 
Once you have finished with 
the communication you 
would then go to your kiosk 
begin the process of 
checking in the client as if 
he were in the office and did 
not want to give his last 4 of 
SSN (use a repeating 
number 4 times. 
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Bypass the Date of Birth 
screen. 
 

 

 
 

 
Enter the first name, just 
like in Scenario 1 and click 
“Continue.” 
 

 

 
 

 
Select the appropriate visit 
reason as if the individual 
was in the office and click 
“Continue.” 



VOSGreeter Remote Kiosk 
 

8 
 

 

 
 
 
 
 
 

 
Again the comments section 
are optional.  To finish the 
interaction/visit click 
“Check-In.”  An Alert will go 
to the staff working the visit 
reason for additional 
communication if needed. 

I. Viewing the Interactions/Visits 
 

 
 

 
You can view a list of the 
interactions by viewing the 
Greeter report. 
 
Path: Detailed Reports > 
Attendance Reports > 
Greeter > List. 
 
 
 
 

 

 
 

 
Filter by your Local Area and 
your default office. 
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To view a log of your 
interactions for the day they 
happened (i.e. today) enter 
in the current date in the 
“From” and “To” fields.  
Then click “Run Report.” 

 

 
 

 
After running the report you 
will have a log of the 
interactions. This report can 
be printed should there be 
the need for a hard copy. 

 


