
VISITOR MANAGEMENT SYSTEM INSTRUCTIONS 

1. Standing Entry List:

Who should you put on your standing entry list?

You can preauthorize up to five (5) immediate family members; however, remember that

anyone on your standing entry list will be able to come to your property at any time. This list

must be updated annually.

How will it work at the front gate?

a. When someone arrives at the front gate visitors lane, they will need to show a drivers
license.

b. The guard will ask how they can help them.

c. They will state “I am here to see “Resident” and/or Property Address.

d. The guard will look up the resident and verify the visitors are on the standing entry list.

e. Once verified, the guard will print the pass, and they will enter.

2. Calling in a person for general access:

Who would you call in as a general access visitor?

Anyone such as a friend, relative, vendor/contractor that is not on your standing entry list

can be called in.

How do I call in a general access visitor:

a. Call the visitor pass line at 321-383-8802.

b. The system uses caller ID, so you must be calling from a phone that is in our database.

c. The system will ask what length of pass you need. The choices are 1-day, 2-day, 1-week,

2-weeks, and 1-month. Automated messages only remain in the system for 48 hours, so

you must call within that time of arrival. If you need to call prior to the 48 hour window,

please call the CSA office at 321-268-9767.

d. After your select the length of pass, leave a voice message with the name of the visitor and

when they will arrive.

e. If you have changed your phone number, you need to contact the CSA Office.

How will it work at the front gate? 

a. When your visitor arrives, they will need to show a drivers license.

b. The guard will ask how they can help them.

c. They will state who they are visiting.

d. The guard will look up the resident they are visiting and see that there is a voice mail; and

the guard will listen to the voice mail.

e. The guard will enter the person into the system, print a pass, and they will enter.



4. Extending the length of a pass:

How do I extend the length of a pass for my visitor?

You should call the CSA Office during normal working hours for a short-term extension, and 
we can extend the pass of a visitor in the system. We can print the new pass at the front 
gate. For a long-term extension, please provide a written authorization if at TGO or email 
your authorization to service@tgocsa.org .

5. What if I am using a phone or email not in the CSA database:

In this case you would need to call either the CSA Office at 321-268-9767 Monday through 
Friday between 8 a.m. to noon or 1 p.m. – 5. p.m. You can also call the Front Gate at 321-

383-2004 and they will enter your guest.

6. What if I own more than one property at TGO?

If you own multiple properties at TGO, the system will only recognize the phone numbers and 
email addresses associated with your main property. If the phone numbers or email 
addresses are added to properties you do not reside at, the system could send your guests to 
a secondary property if you have put in the same phone number or email at the secondary 
property. The system arbitrarily decides which property to print the pass for, so your guest 
could be directed to someplace besides your main residence or where you wish for them to 
end up. Please contact the CSA office if this could be a concern for you.
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