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Cloudbooking Visitor Management System

• Click on Visitor Booking to access the Visitor 

Management System.

Cloudbooking – Visitor Management System

• A pop-up form will appear:

Note: Not all sites have visitor management enabled. If you do not see "Visitor Booking" in the navigation bar then it is 

not enabled.

1) Adding a New Visitor



Cloudbooking Visitor Management System

• To start booking your visitor in click on the 

Visitor Question mark symbol

• Do this step first before making any other 

additions or changes

Adding a new Visitor

• When a visitors is booked in to the office for the first time you will need to add their details to the system. 

• This includes when colleagues are visiting other offices as AA and DB IDs are not pre-loaded in to the 

VMS

• If your visitor is not in the system, you will need to create a new Visitor ID. Anglo American IDs are not pre-

loaded in the Visitor database.

• A visitor search form will 

appear



Cloudbooking Visitor Management System

Adding a new Visitor

• When a visitors is booked into a location for the first time 

you will need to add their details to the system.

• Search to see if someone is already in the system.

• Use both fields in case two different people with the same 

name are in the system, or if they have changed 

companies.

• If they are not in the system already a Search 

error will be generated – a new visitor ID will 

need adding.

• If found, click on the ID – you can skip the next 

page



Cloudbooking Visitor Management System

9. If they’re not in the system, please 

click New Visitor then add their details in 

the pop-up form.

Adding a new Visitor

10. Change their Visitor ‘Type’ if needed.



Cloudbooking Visitor Management System

Adding a new Visitor

11. Once saved they will be found in the database. 

Click the tick box next to their details, to add them to 

the Visitor invite.

12.. Now you can start to add the time, date, 

and the details of the visit.



Cloudbooking Visitor Management System

1. Next edit the Date and Time

2) Adding the Date and Site

2. If needed, change the Site location.



Cloudbooking Visitor Management System

Adding the Visit Details

Quick Tips

All visits should be booked at least 24 hours in advance

The default Site location will follow your global Account 

settings (please see the Quick Start Guide on ‘Accounts 

and Settings’). 

• If you book across multiple locations you will see that 

there are variances in the form fields or features that you 

have access to.  These are localised differences and are 

in line with the way we operate in-country.

• Differences in features vary depending on what is 

available in some locations versus others e.g. Parking is 

available at 44 Main Street but there is no bookable 

Parking at CHS.



Cloudbooking Visitor Management System

3) Booking for another person

• If you are booking a visitor on behalf of someone 

else, be sure to change the host details - you can 

do this by clicking the question mark next to the 

host name
• If they are not an Anglo American employee, you will 

need to create a new host in the system.

.



Cloudbooking Visitor Management System

4) Adding the Visitor Arrivals details

• When your visitor arrives, reception will need to 

notify you of their arrival. 

• Select the preferred notification method. 

• Please make sure you have added your mobile / 

phone number in your account settings.

• If required, please add an alternate host

• Please note, this person will not be notified of 

arrivals



Cloudbooking Visitor Management System

5) Adding the Visit Details

• Add the reasons for the visit – this is a compulsory 

field, and any notes about the visitor (optional 

field)

• For some offices such as Brisbane Corporate 

Office, you need to accept the Host agreement to 

book the visit

• If you need to book multiple visits for the same 

visitor, you can copy their booking details to the 

next visit.

• Please don’t forget to click Save when finished.



Cloudbooking Visitor Management System

Adding the Visit Details

• Select Multi-day visit for longer visits • Add the days in the calendar and click Save



Cloudbooking Visitor Management System

6) Editing a Visit

• Save Visits can be edited via My Bookings. • Select the Visit you wish to enter by clicking on the list item



Cloudbooking Visitor Management System

Editing a Visit

• Click on the Visitor name to change or alter their 

details.

• Then press Save when complete. 

• If you wish to delete that Visitor’s booking, select 

Delete.

• You can change all other visit details in the 

relevant fields. Press Save when complete.

• If you wish to delete the whole booking, select 

Delete.



Cloudbooking Visitor Management System

7) Notification, Covid-19, and inductions e-mails

• When a booking is made a series of e-mails are 

automatically sent to the Host and Visitor. It’s 

important that the Visitor responds to these e-

mails and supplies relevant Covid-19 details 

ahead of the visit. 

• Failure to respond will mean that the visitor will 

not be allowed to visit.

• The Covid-19 information e-mail is sent on the 

day of the visit.

• The Host will receive a confirmation e-mail of 

the booking. (In this example the host and Visitor 

are the same person).



Cloudbooking Visitor Management System

Notification, Covid-19, and inductions e-mails

• The Visitor will receive a confirmation e-mail of 

the booking with diary details for saving to their 

Calendar. 

Note: The link to induction website link will not 

be sent for multiple bookings made on the 

same day.

• The content of the e-mail may differ slightly 

depending on the location

• The e-mail contains a link to an induction 

website



Cloudbooking Visitor Management System

Notification, Covid-19, and inductions e-mails

• A link to the Induction Site is in the confirmation 

e-mail

• The induction includes information about the 

Covid-19 critical controls that are in place in that 

location and that must be adhered at all times to 

when on site

• The Visitor must confirm they have read and 

understood the site information



Cloudbooking Visitor Management System

Notification, Covid-19, and inductions e-mails

• The notification e-mail contains a calendar invite

Quick Tip: 

• when booking from one Time Zone to 

another, Outlook will display the times 

locally. This visit is for 1200 noon 

Brisbane time, but Outlook displays it 

as the local machine time - 0300 UK 

time. 

• If in doubt, check with the visitor in the 

local Time Zone to make sure the right 

time has been booked.
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Notification, Covid-19, and inductions e-mails

• The Visitor will receive a reminder e-mail on the 

day before their visit
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9) Covid-19 Health Screening

• The Visitor will receive a health screening e-mail 

on the morning of their visit. 

• This e-mail needs to be presented when they 

arrive on site.

• The e-mail contains a link to Covid-19 health 

screening questions.



Cloudbooking Visitor Management System

Covid-19 Health Screening

• Visitor’s Covid-19 Screening questions

• This must be completed on the day of the visit, or the Visitor will be denied access
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Covid-19 Health Screening

Visitor successful Covid-19 clearance website 

message

• Visitor receives a Covid-19 clearance 

notification e-mail

• Note – The Host only receives a notification e-

mail if the Covid-19 clearance fails
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Covid-19 Health Screening - Covid-19 Denied Access

• The Visitor fails the Covid-19 clearance

• Host receives e-mail notification - unsuccessful 

Covid-19 clearance 

• The Visitor is notified in the Covid-19 screening 

website - unsuccessful Covid-19 clearance 

• The Visitor receives an e-mail notification -

unsuccessful Covid-19 clearance 

• The Host will need to arrange a new visit when 

the Visitor has fully recovered from Covid-19



Cloudbooking Help

• If you have any issues or problems with Cloudbooking, please contact your local 

GSD or OT Service Desk

• For more information about how to use the Cloudbooking, Help, and additional 

Support Materials please visit Eureka!

Cloudbooking Help

OT Service Desk ot.servicedesk@angloamerican.com 

CHS - Anglo American chsservicedesk@angloamerican.com

CHS - De Beers chsservicedesk@debeersgroup.com

Global HCL Service Desk aa.servicedesk.global@angloamerican.com

Brazil HCL Service Desk aa.servicedesk.portuguese@angloamerican.com

Chile HCL Service Desk aa.servicedesk.spanish@angloamerican.com

https://angloamerican.sharepoint.com/sites/ESC-112/GlobalServiceDeskIMSupport/SitePages/Workspace-Management.aspx
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