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Without the prior written consent of ZKTeco, no portion of this manual can be copied or forwarded
in any way or form. All parts of this manual belong to ZKTeco and its subsidiaries (hereinafter the
"Company" or "ZKTeco").

ZKTzco isa registered trademark of ZKTeco. Other trademarks involved in this manual are owned
by their respective owners.

This manual contains information on the operation and maintenance of the ZKTeco equipment. The
copyright in all the documents, drawings, etc. in relation to the ZKTeco supplied equipment vests in
and is the property of ZKTeco. The contents hereof should not be used or shared by the receiver
with any third party without express written permission of ZKTeco.

The contents of this manual must be read as a whole before starting the operation and maintenance
of the supplied equipment. If any of the content(s) of the manual seems unclear or incomplete,
please contact ZKTeco before starting the operation and maintenance of the said equipment.

It is an essential pre-requisite for the satisfactory operation and maintenance that the operating and
maintenance personnel are fully familiar with the design and that the said personnel have received
thorough training in operating and maintaining the machine/unit/equipment. It is further essential
for the safe operation of the machine/unit/equipment that personnel has read, understood and
followed the safety instructions contained in the manual.

In case of any conflict between terms and conditions of this manual and the contract specifications,
drawings, instruction sheets or any other contract-related documents, the contract
conditions/documents shall prevail. The contract specific conditions/documents shall apply in
priority.

/KTeco offers no warranty, guarantee or representation regarding the completeness of any
information contained in this manual or any of the amendments made thereto. ZKTeco does not
extend the warranty of any kind, including, without limitation, any warranty of design,
merchantability or fitness for a particular purpose.

/KTeco does not assume responsibility for any errors or omissions in the information or documents
which are referenced by or linked to this manual. The entire risk as to the results and performance
obtained from using the information is assumed by the user.

ZKTeco in no event shall be liable to the user or any third party for any incidental, consequential,
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indirect, special, or exemplary damages, including, without limitation, loss of business, loss of profits,
business interruption, loss of business information or any pecuniary loss, arising out of, in connection
with, or relating to the use of the information contained in or referenced by this manual, even if
ZKTeco has, of the possibility of such damages.

This manual and the information contained therein may include technical, other inaccuracies or
typographical errors. ZKTeco periodically changes the information herein which will be incorporated
into new additions/amendments to the manual. ZKTeco reserves the right to add, delete, amend or
modify the information contained in the manual from time to time in the form of circulars, letters,
notes, etc. for better operation and safety of the machine/unit/equipment. The said additions or
amendments are meant for improvement /better operations of the machine/unit/equipment and
such amendments shall not give any right to claim any compensation or damages under any
circumstances.

ZKTeco shall in no way be responsible (i) in case the machine/unit/equipment malfunctions due to
any non-compliance of the instructions contained in this manual (i) in case of operation of the
machine/unit/equipment beyond the rate limits (iii) in case of operation of the machine and
equipment in conditions different from the prescribed conditions of the manual.

The product will be updated from time to time without prior notice. The latest operation procedures
and relevant documents are available on http://www.zkteco.com.

If there is any issue related to the product, please contact us.

ZKTeco Industrial Park, No. 26, 188 Industrial Road,
Tangxia Town, Dongguan, China.

+86 769 - 82109991

+86 755 - 89602394

For business related queries, please write to us at: sales@zkteco.com.

To know more about our global branches, visit www.zkteco.com.
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Today, modern companies' concern for security has rapidly increased. Every company wants to work
in a secured environment. To reach this level, ZKTECO brings to you a management system that
helps customers to integrate operations of safety procedures on one platform. The system is divided
into ten modules, namely: Personnel, Access, Attendance, Elevator, Hotel Systems, Visitor Systems,
Parking Lot Systems, Patrol Systems, Video Systems and System Management.

It can manage around 30,000 personnel data with its powerful data processing capacity.
Users’ data are more secured with multi-level management role-based level management.

It can track events and operations in Real-time to ensures prompt feedbacks of data to the
supervisor.

Dual core processor with speeds of 2.4GHz or above.
System Memory of 4GB or above.

Available space of 30GB or above. We recommend using NTFS hard disk partition as the
software installation directory.

Monitor Resolution of 1024*768px or above.

Supported Operating Systems: Windows 7 / Windows 8 / Windows 8.1 / Windows 10 /
Windows Server 2008/2013(32/64).

Supported Databases: PostgreSOL(Default), SOL Server & Oracle (Optional).

Recommended browser version: /£ 1 71+/Firefox 27+/Chrome 33+

25Note: You must use IE 8.0 or newer version for fingerprint registration and verification.

This module is used to set Person details and their department. It primarily consists of two parts:
Department Management settings, which is used to set the Company’s organizational chart;
Personnel Management settings, which is used to input person information, assign departments,
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maintain and manage personnel.

This module is a web-based management system which enables normal access control functions,
management of networked access control panel via computer, and unified personnel access
management. The access control system sets door opening time and levels for registered users.

It can achieve cross-regional attendance centralized control through the shift and shift management.
You can apply for Appended Receipt, Leave, Overtime, etc. in Exception Management. In this
module, you can also attendance point for access/parking and other functions.

This module is mainly used to set device parameters (such as the swiping interval for taking elevators
and elevator key drive duration), manage personnel's access rights to different floors and elevator
control time, and supervise elevator control events. You may set registered users' rights to floors.
Only authorized users can reach certain floors within a period of time after being authenticated.

It provides hotel service management functions covering check-in, overstay, check-out, rate
settlement, and lock setup and management.

It is a web-based management system that implements entry registration, exit registration, snapshot
capturing, visitor quantity statistics, booking management, and shares information among
registration sites. It is highly integrated with the access control system and elevator control system. It
is generally used at reception desks and gates of enterprises, to manage visitors.

It is an automatic and intelligent vehicle management, effectively and accurately monitors and
manages vehicles at all exits and entrances.
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The online patrol system in the access control devices can help enterprise management personnel
to effectively supervise and manage the patrol personnel, plans, and routes. In addition, periodic
statistics and analysis can be performed on the patrol routes and results.

Video provides video linkage function to manage the Video Server, view the Real-Rime Video, and
query the Video Record, popup the Real-Time Video when linkage events occur.

System Management is primarily used to assign system users and configure the roles of
corresponding modules, manage databases such as backup, initialization, and recovery, and set
system parameters and manage system operation logs.
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System Operations

(1) ZKBioSecurity

Online Hospitality

User Login

[l Automatic login within two weeks | Forget Password?

‘ Y Login J 'ﬁ:@n‘ Fingerprint ‘

After installing the software, double-click the ZKBioSecurity icon 0 to enter the system. You may

also open the recommended browser and input the IP address and server port in the address bar.
The IP address is set as: http://127.0.0.1:8088 by default.

If the software is not installed in your server, you may input the IP address and server port in the
address bar.

The user name of the super user is [admin], and the password is [admin], then click [login]. After the
first login to the system, please reset the password in [Personnel Information]. Or click [Fingerprint]
and then scan the administrator fingerprint to enter the system.

25 Note:
The user name of the super user is [admin], and the password is [admin]. After the first login
to the system, please reset the password in [Personnel Information].

If you have selected the HTTPS port during software installation, input the server IP address
and port number (for example, https://127.0.0.1:8448) in the address bar and press Enter. The
following prompt may be displayed:
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% Your connection is not secure

The owner of 192,168.214.143 has configured their website improperly. To protect your information from
baing stolen, Firefox has not connectad to this website,

Learn more...

Advanced

Report errors lke this to help Mozilla identify and block malicious sites

Here, you need to add a site exception following the exception adding prompts after you press
Advanced. Different browsers may have different setting.

If you have selected the HTTPS port during software installation, the following message may be
displayed on the login page:

) Click here for driving detecting abnormal processing

Click Connect. On the page that is displayed, download issonline.exe and corresponding certificates
before using functions such as fingerprint and external devices.

Click [Personal Self-Login], next to User login. For using this function, the personnel must be
registered in the system. The login account and password are the personnel number and password
registered in the system. The default password is 123456. Through this the personnel can reserve
visitor for themselves. For more details about the Reservation of visitors, please refer to Reservation.

i) ZKBioSecurity

Online Hospitality

Person Self-Login

B Automatic login within two weeks | Forget Password?

‘ Login
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2.3 Dashboard

After logging in, the home page is displayed as shown below. If you want to go to home page from

any interface, then you can click on the upper left corner of the interface to return to

the home page.

Welcome, admin @) @ C"/l ’:g) (IJ)

Authorized Company: 11

Dashboard ‘ £=- Wy Quick Operation |

Biometric Data a | 0 0 0 0

1 0006 {=] eople Total Event Normal Event Excegl;nn ; juarm Event
Toial User DDU \\_/j 1 0
= @ - g} = —

@1 No event records todayl

4 10000 5 5000 #, System message
With Card With Fingerprint With Password With Face
20 ! 10002 6 10001 5006
Total Device Without Card Without Fingerprint Without Password Without Face
oe
Access Attendance Visitor '+ Layout Setting
Event Trends Week Month Year o
3
0.8 &
0.6
04
02
0
Monday Tuesday Wednesday Thursday Friday Saturday Sunday o

This panel allows you to view statistics of each module and monitor real-time system events. Click

=~ My Quick O i ; . . .
Y QUEKOREEEN 14 configure the quick connection function of each module.

Welcome, admin @ (I\ @ (ﬁ) CJ‘)
Dashboard | =- My Quick Operation ‘

Add Person  Depariment  Positien Search Device  Device Monitering Area  Device  Personnel Area Setling Device Monitoring  Real-Time Monitering

Issuel}cam Record Real-Ti i Alarm itoril Map Time Zone  Shiit  Personnel Schedule Elevator Levels  All Transactions

Time Zones  Access Levels  Who Is Inside Personnel Schedule

All Transactions ~ Events From Today

N 0o

Access Attendance Visitor {+] Layout Setting

.
=

Event Trends
1
0.8
0.6
0.4

0.2
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Dashboard =+ My Quick Operation |
s 5
Add Person  Department  Position Search Device  Device Monitoring
Issued Card Record Real-Time Monitoring  Alarm Monitoring

Map Time Zones  Access Levels
Wha I Inside Al Transactions

Evenis From Today

Area  Device  Personnel Area Setting Device Monitoring

Time Zone  3hift  Personnel Schedule Real-Time Monitoring  Elevator Levels

Personnel Schedule All Transactions

You can quickly access desired pages through above shown functions of the module.

Click to edit the function lists in the top right corner of every module.

2.4 Activating the System

Please refer to the corresponding license document.

2.5 Modifying Password

You can modify the login password in [Personal Information] @
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Username® admin |

Usermname should be composed between 1-30 characters
and in letiers,numbers,or symbols (@/.~+).

Feset Password

Superuser State

Role Group

Auth Department

Authorize Area

If you select no area, you will possess all area nights by
default

Email |

First Name |

Last Mame |

Fingerprint Register @ 0
Download Driver

Check [Reset Password] box to modify the password.

#Note: Both, super user and the new user are created by the super user (the default password for
the new usersis 111111). The user name is not case-insensitive, but the password is case-sensitive.

2.6 Customer Service

Click the [Customer Service] button on the top right corner of the interface to raise a trouble
ticket and get help in response.

2.7 Exitthe system

Click the [Logout] button on the upper right corner of the interface to exit the system.
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Welcome, admin

Biometric Data

Total User

=

0
With Card

. 1
Total Device Without Card

Access Altendance Visitor

Event Trends Monin

1

0.8

0.6

04

0.2

a

V)

With Fingerprint

Without Fingerprint

0

0
With Password With Face

Without Password

Tuesday Wednesday

Thursday

Saturday Sunday

Page |17

Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Personnel Management

Before using the other functions, please configure the personnel system: Personnel and Card
Management.

‘ welcome, admin () () (@) @ (1)
l Personnel &) b ‘ LastName‘ _‘ Morer Q. &

Person
O Refresh @ New 83 Dimission Amur.t Department [ Adjust Position @" Delete E Export ~ L‘ Impori ~

4 [ General(0)

Department

First Name Last Name Department Name  Card Number Biological Template Quantity Status

Click here to enter
Personnel Module

Pasition

Dimission Personnel

Custom Attributes [ Hotel(0}

Parameters

4 | 3

’:1 Card Management @ j¢ ¢« 0 » 5| 5S0rowsperpage <~ JumpTo 1 /0Page  Total of 0 records

Personnel

Personnel system includes these modules: Person, Department, Position, Dismission Personnel,
Custom Attributes, and Parameters.

Person

When using this management program, the user shall register personnel in the system, or import
personnel information from other software or documents into this system. For details, see Common

Operations.

Main functions of Personnel Management include Add, Edit, Delete, Export and Import personnel,
and Adjust Department.

Click [Personnel] > [Person] > [New]:
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Personnel ID° Department” General
First Name Last Name
Gender Password

Certificate Type Certificate Number

Social Security Number Mobile Phone |

(Optimal Size 120°140).

Reservation Code Birthday

Position - Card Number

Biological Template Ctuantity @ 0 .& 0 Hire Date

Access Control Time Attendance Elevator Control Flate Register Personnel Deiail

Master heck All
Clear All Device Operation Role Ordinary User v

Delay Passage
Disabled

Set Valid Time

I TN

Fields are as follows:

Personnel 1D: An ID may consist of up to 9 characters, within the range of 1 to 799999909. It can be
configured based on actual conditions. The Personnel No. contains only numbers by default but may
also include letters.

= Notes:

»  When configuring a personnel number, check whether the current device supports the
maximum length and whether letters can be used in personnel ID.

» To edit the settings of the maximum number of characters of each personnel number and
whether letters can also be used, please click Personnel > Parameters.

Department: Select from the pull-down menu and click [OK]. If the department was not set
previously, only one department named [Company Name] will appear.

First Name/Last Name: The maximum number of character is 50.
Gender: Set the gender of personnel.

Password: Set password for personnel accounts. It can only contain up to 6-digits. If a password
exceeds the specified length, the system will truncate it automatically. It cannot be the same with
others password and the duress password.

Certificate Type: There are four types of certificates: ID, Passport, Driver License and Others. Click
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[zg] icon torecognize the Certificate automatically. Please refer 3.1.6 Parameters and 12.2.5 Client

Register to see how to register one.
:Click [zg] iconand the Certificate information will pop up automatically.

: Set personnel social security number. The max length is 20.

: The max length is 20, and this is an optional field.
: The max length is 6; the initial password is

It is the designation of the personnel. It can be referred as the level of personnel in
workmanship.

- Input employee’s actual birthday.
: The max length is 10, and it should not be repeated.
: It is the date on which the personnel are appointed. Click to select the date.

: The picture preview function is provided, supporting common picture formats,
such as etc. The best size is 120x140 pixels.

Browse: Click [Browse] to select a local photo to upload.
Capture: Taking photo by camera is allowed when the server is connected with a camera.

. Enroll the Personnel Fingerprint, Finger Vein or Duress
Fingerprint. To trigger the alarm and send the signal to the system, scan the Duress Fingerprint.

Biological Template Quantity & 0

1) Move the cursor to the fingerprint icon position, a registration pop-up or drive download box will
appear, click [Register].

2) Select a fingerprint, press on the sensor by three times, then
will be prompted.

3) Click [OK] to complete registration.
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Please zelect a finger Fingerprint registered Successfully.

Click a fingerprint to delete. If you need to register a duress fingerprint, check the Duress Fingerprint
box.

& Notes:
@ Iffingerprints are duplicated, “Don't repeat the fingerprint entry” will be prompted.

@ If the fingerprint sensor driver is not installed, click “Install driver” and the system will prompt to
download and install driver.

@ Afterinstalling the fingerprint sensor driver, if the fingerprint register button is grey in IE browser
while it is normal in other browsers (such as Firefox, Google), you can change the settings of IE
browser, as per the following:

1) InIE browser, click [Tools] = [Internet Options] = [Security] = [Credible Sites], add
http://localhost to the credible sites, then restart the IE browser.

2) InlE browser, click [Tools] = [Internet Options] = [Advanced] = [Reset] to pop up a dialog
of Reset Internet Explorer Settings, click [Reset] to confirm; then restart the IE browser (you
may try when Point 1 does not help).

3) Ifall the above settings do not work, please execute following operations (take IE11 browser
as an example): click [Tools] = [Internet Options] = [Advanced] =>[Security], check the
option of [Allow software to run or install even if the signature is ..], and remove the tick
before [Check for server certificate revocation], then restart IE.
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4) If the browser is below IE8, the fingerprint registration page will be different:

Please select a finger Fingerprint registerad
The finger 1?#3?51%{6[#'
Right Hand

Middle Finger

Click the checkbox to register or delete fingerprint.

Click the checkbox to register or delete fingerprint.
Fl
Duress Fingerprint Duress Fingerprint
I /1IN U I AR !
| L

Cancel

5) The system supports the access from the Live20R fingerprint device and the fake fingerprint

prevention function.

Suspected fake fingerprint, please re-register.

2. Set the Access Control parameters for the personnel. Click [Access Control]:
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Access Control Time Attendance Elevator Control Plate Register Personnel Detail

Levels Settings Superuser 'No

Device Operation Role QOrdinary User

[w] Master

Delay Passage
Disabled
Valid Time

Click on Add

T T

Fields are as follows:

Level Settings: Click [Add], then set passage rules of special positions in different times zone.

N —

The current query conditions: Mone
Alternative Selectad(D)

O Level Name O Lewal Mame

O

Superuser: In access controller operation, a super user is not restricted by the regulations on time
zones, anti-passback and interlock and has extremely high door-opening priority.

Device Operation Authority: Select administrator to get its levels.

Delay Passage: Extend the waiting time for the personnel through the access points. Suitable for
physically-challenged or people with other disabilities.

Disabled: Temporarily disable the personnel’s access level.

Set Valid Time: Set Temporary access level. Doors can be set to open only within certain time
periods. If it is not checked, the time to open the door is always active.

#sNote: The system will automatically search for the relevant numbers in the departure library
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during verification.

The Personnel Information List, by default, is displayed as a table. If Graphic Display is selected,
photos and numbers will be shown. Put the cursor on a photo to view details about the personnel.

#Notes:

Not all devices support the “Disabled” function. When a user adds a device, the system will
notify the user whether the current device supports this function. If the user needs to use this
function, please upgrade the device.

Not all the devices support the "Set Valid Time” function of setting the hour, minute, and
second. Some devices only allow users to set the year, month, and day of the local time.
When a user adds a device, the system will notify the user whether the current device
support this function. If the user needs to use this function, please upgrade the device.

Set the Time Attendance parameters for the personnel. Click [Time Attendance]:

Access Control Time Attendance Elevator Control Plate Register Personnel Detail

Altendance Area

Attendance Calculation | Yes v
v [] Area Name

Device Operation Role| Employse ¥

:You can set the staff attendance area.

: Set if the attendance needs to be calculated or not. Select [Yes] for
calculating attendance. Select [No] for not calculating the attendance.

: It will set the authority for operating the device and send it to the
corresponding device.

Set the Elevator Control parameters for the personnel. Click [Elevator Control]:

Access Control Time Attendance Elevator Control Flate Register Ferzonnel Detail
Levels Settings Add Superuser No x
Check All o
Clear All Set Valid Time [
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:In elevator controller operation, a super user is not restricted by the regulations on time
zones, holidays and has extremely high door-opening priority.

: Set Temporary elevator level. Floor buttons can be set to be pressed only within the
time periods. If it is not checked, the time to press the floor button is always active.

zNote: The Elevator level must be set in advance.

Set the Elevator Control parameters for the personnel. Click [Elevator Control]:

Access Control Time Attendance Elevator Control Flate Register Personnel Detail

License Plate Parking Space —|—

: The user needs to register the license plate.
: Parking space corresponding to the vehicle.
#'Note: Fach personnel may register a maximum of 6 license plates.

Click [Personnel Detail] to access the details and editing interface, and enter information.

Access Control Time Attendance Elevator Control Flate Register Personnel Detail
Email Event Notification O
Employee Type — E Hire Type — I—\j
Job Title Street
Birthplace Country
Home Phone Home Address
Office Phone Office Address

: Set the available email address of the personnel. The max length is 30. Punctuations, namely,
the”-""_"and"." are supported. If the Event Notification is checked, the Email is required.

: After checking this menu, the system will send an email to the relevant person
once an access or an elevator event occurs. If there is no setting to email sending server, the Email
Parameter Settings window will pop up if this menu is checked. Please refer to E-mail Management
for the setting information.
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After entering the information, click [OK] to save and exit, the person details will be displayed in
the added list.
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® Edit Personnel
Click [Personnel] > [Person], then select a person, and click [Edit].
® Delete Personnel

Click [Personnel] > [Person], then select a person, and click [Delete] > [OK] to delete.

& Note: All relevant information about the person will be deleted.
® Dimission

1. Click [Personnel] > [Person], then select a person, and click [Dimission].

weeame. om0 (D) (D B O

Aulhoeired Company ZKTeen

Diepariment Name First Name, Morew O (&)

The cumrent guary conditions: Nons

[T+ Retesn % pew Sy Dimission (B Adust Department g7 Adiost Postion [ Celets [ Export = [ bmgort v (1 Stabstics
[  PerscnnediD  First Name Last Name Deperiment Name  Card Number  Elongleal Template Quantty Status
| | Marketing Dapariment(C}

[[] Development Department(0)
| 'l Financial Department({1)

|} Sendce deparmant{l)
[] Hotel0)

Hick Tang ZKTeco &0 go g0
56, 143580204 §o @0 o

2. Select Personnel [} paasonos go §o g0
06304742 B0 @0 jo
ZwTeca go #o i, a

ZKTeto 1302815774 &0 §0 §0

o

O

Ooooao

Financal Department §o @0 §o

O

ZKToro 505055673 @0 @0 4o
2KTeto &0 o jo

ZKTero 1347505205 go #0 @0

O
|
=

2KTeco &0 @0 R0

0

Fajaro Hemantez - ZKTeca g0 @0 §o

iF FuTare $IEEEIASD Mo mn A0

S

SOrowsperpage =  JumpTo 1 M Pape  Tola 07 13 retords

Dimission Date™ 2018-03-22
Dimission Type* E |

Dimission Reason

ECE BT

® Adjust Department

1. Click [Personnel] > [Person], then select a person, and click [Adjust Department]:
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2. Selecta person

2. Select”New Department”.
3. Click"OK"to save and exit.
®  Statistics

Click [Personnel] > [Person] > [Statistics]. View the number of personnel, the number of fingerprints,
face templates, finger vein enrolled, card numbers, gender and other statistical information.

Statistical Type Current Total
Male 2

Female 2

Personnel Quantity 13
Fingerprint Cluantity 0

Face Cluantity 0

Finger Vein Gluantity 0

MNumiber of cards held T

® Export

Click [Personnel]> [Person]> [Export] to export personnel information, personnel biometric
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templates, personnel import templates and personnel photo.

EExpart - |__,‘ Import -
E Export Personnel

[

E Export Biometric Template

E Download Personnel Import Template
E Export Personnel Photo

User Manual

1) Export Personnel: Personnel’s basic information is all checked (selected); check custom attributes
as required.

[vBasic Information

Export Personnel

Personnel ID
Department. ..
[] Certificate Type

[«] Email

First Name
Gender

[+ Certificate Mu...
[/| Reservation C...

Last Name
Birthday

[w] Card Number
[] Mobile Phone

Department...

Password
[] License Plate

[[JCustom Attributes [[] Employee Type [ ] Hire Type [] Job Title [] strest
[] Birthplace ] Country [[] Home Phone [] Home Address
[] Cffice Phone [[] Office Address
The File Type EXCEL File W
Export Mode (@) All data (Can export up to 40000 data)
() Select the amount of data to export (Can export up to 40000 data)
From the article | 1 Strip, is dernived | 100 Data
ZKTECO
Person
Personnel ID First Name Last Mame D:'p:"r:\;m Department Name Gender Birthday Password Certificate Type | Certificate Number Card Number Email Reservation Code Mabile Phone
1 Jemry Wang General Male 1980-04-23 1 1 TP443568 4481253 m 122456 52408484
2 Lucky Tan D;::;E::‘T Female 1992-12-08 2 3 784515 8155266 T78@abe.com 122456 4425521
2840 Sherry Yang hotel Hotel Female 1987-12-01 2840 1 T41741 1411237 555@qq.com 123456 145145145
a Lea Hou DZ‘;‘::L{ Male 1995-12-22 3 1 23887 13271770 3232@aq.com 123456 34342543
4 Bemy Cao General Female 2007-12-05 4 4 T45EESQQWA 13502341 QWA@zzz.com 123456 T4TE5486
o MNecol Ye Dni;m:}j“ Male 2017-01-10 5 1 32247311 13260078 3322(@aq.com 123456 BE45454
] Amber Lin D':::x:“ Female 2017-07-04 8 1 TBA525004 4822036 TBTBTE@en.com 123458 44820545
T Jacky Xiang General 2016-01-05 X 8 ees1213232 kv 434@gg.com 123458 54243231
8 Glori Liu D’i:g::l?“ Female 1985-12-05 B 1 433114354 8189168 887 @abed.com 123458 77545353
a Lilian Mei D;::::::::‘ Femala 1002-12-23 8 1 XS22030 8505630 2020 @pp.com 123456 21112121

2) Export the Biometric Template.
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The File Type EXCEL File

(® All data (Can export up to 40000 data)

Export Mode

Personnel Biometric Template
Biometric

Personnel ID First Name Last Name Biometric Biometric Biometric Biometric Biometric Template

TEXTUzbcAAAFDXEECAUHCcTOAAADMEKBAAAARDVMY FADW LYgANACKAYQCZAB4PFwD20zoM1g|
ACAX4AHIAMGACIPSOBOABUEBOCHAILhACID+MMNQCTAIBNSOBgAVIMOIACQAIMAAAESAV D pO
AyD+4PKgABARWGHWBIAAEPKAB+AOMFIWDhAFILGACWD+QPrgCHANQPEg+SACAFTAAXAFCAQQ
CPAN4MNWCDDSIL+WAQAY MFTWS=AVY N0 wDyAJQASGBAABNPAADIUPDAD=ABQKT QBWABIA
CBAFs0IQDCAAQLUWCAD/ALagDABOPIw/vADAN5gAZADOIBWCRAIKES W BSDWEPBAASATOECARZ
AdWPIODYAbSKNAADACBPNGADSBKEgBFAZEMDASFACAK2ZADIABYFrOZq0S4STBKTT wiiZaAp|
6ENTFBQEI9TYBofY hyrOrF78bipY dkcS954P1 kg+v1 BXgBTHRN welFy QVphsEKzHZAdd 7nY zNnbwD
DpyGE+MPgVLIAUMVKTAEHOecwiSH BKRIQUGH PEVAKY BS gVeBXNM [mEqLE3XjeBNvQY RikcPUY
QpghCrotAtIHTGTQFhSK Jbw THAZeX/Y7IBmODaHF ogyT98E. 1K oHYCHpEdeg+B6|
42aUS 001N} fQrQZdALFHACSisgFOXMINCHSIKPWE+ OPut o/MPLGEDTN Y 0dw@nnaevaCrHi4
Ec114YD2ATOFILCE+vTaIGbaNEqbOdTsPIU4AAr Nl wIFdAV /S +gANAFUZAKATAF W TppxRl
B2w\WligGaevvOccETADYNRIxz4XACFYGAHAY BTLBFQDYGl 7e3nOcWpaEACIZY BT zZX/Ac2cHAR
AeAThLCwWDMM4EF wmNMZhcBCETvnTEzsNpoWwAwWAQKBAIQkHNyhnROwMRV wAwWAZ 1WIgny 03|
BkBC1yQwKhngeluwMF)wFvBAQOSRFITRAQIMWXL 7 zorCwMKEw MIAwWWgH/UVDFgBSaY Zgw Midw
MLCOvOvMEAMR=D4MHBU14Y G1ZEgHIepZKw3dx (GBI UZ+WMHI/BFaBaWy gwNB/BIRAKPCoBNwWE
F2dn5W1 Q0113894 CAwWQWEAQINhM7CAB3BXww 7 BVx0B042nzFhEeG93wDrixfi+wel AgQjFNK
RRXMNCGADTY I zFeYCwsHC W XBXWREDgCCsPAT/S3x0 cA4CADEDZ FEZMCKHAEQS Ve YIAHTHIB
MEXMWEDWBtst7+6SnEBTSFCADMSIL+R1wIAIS3AB4TUFACUSHCHPAOD2EXH fiv TRFDW+NvHDEW|
CEHWVA S/D/spO{1 GTSEDAKPEH] MQ3F HABVwWiL+wR/swO+SROWAUAS
NSfw/TNBABO1VPABI40DSDNNPsy W QfBQA0BEEEISEFCw W4 ZTI+ 1tFORIFY eLewPz7/DnS+PD6w 17|
B 902WBJRNUGRD it xhDTHTBSCBEWERXAULDP
weQFRWDAVwSgUQRYBaBYQBHO0UCW FECCUWEIBERBIMIMECEDNZ v SHIBVKBH+40WkoXEK2
1INBPPTT +vw +11ZLARDAPVIAZXATV - XBEITACSWNGEOVEQ=

Wang 1 Fingerprint 10 4 1

3) Download Personnel Import Template: Before exporting personnel template, you can configure
the corresponding fields (including custom attributes fields) to be exported, the required fields
(Personnel ID, Name, Department ID, Department Name) do not support configuration.

Easic Information

[ |Custom Attributes

The File Type

| Personnel 1D
|« Department ...
Certificate Type
Email

|| Employee Type
] Birthplace

|| Office Phone

|« First Name
Gender

Certificate Nu...
Reservation C...

| Hire Type
[ Country
|| Office Address

|EXCEL File

"

| Last Name
|#| Birthday
Card Mumber
Mobile Phone
|| Job Title

|| Home Fhone

| Department ...
Password
License Plate

|| Street
[| Home Address

4) Export Personnel Photo.
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The File Type TAR 4

Export Mode i) All data (Can export up to 40000 data)
i) Select the amount of data to export (Can export up to 40000 data)
From the article 1 Strip, is derived 100 Cata

® |mport

Click [Personnel] > [Person] > [Import] to import personnel information and personnel biometric
templates. It only supports personnel information templates for importing.

E Import Personnel
E Import Biometric Template
[® Import Personnel Photo

1) Import Personnel: Select “Yes” for [Update the existed Personnel ID in the system], the original
data will be overwritten when the personnel ID is repeated; select “No”, the opposite.

File Format (e Bxcel

Destination File | | .

Header Start Rows The default is the second row.
Delimiter

Update the existed Personnel ID in the system: (@)Yes (No

e s

2) Import Biometric Template.
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File Format (e Bxcel
Destination File | e |
Header Start Rows I:I The default is the second row.

Delimiter

e

3) Import Personnel Photo: The personnel photo need to be named by personnel ID, supporting
common picture formats, such as jpg, jpeg, png, gif, etc.

Photo Quality (@Criginal (CAdaptive (Size 120 * 140)

[ad | Please Select Photo

nle-selecti

Total : 0 (Please do not delete photo while uploading)

A Please name the photo with employee ID.The correct format is JPG/GIF/BMP/PNG.Make sure the photo name does not contain special

characters.

Start Upload Add More

e Card Printing

Click [Personnel] > [Person], then select a person and click [Print Card].

Page |32 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Card Template Edit Template [l Add Template W Deleie Template =Nl

Printer

Front

Total Progress ||

7] Fersannel Name Department Name  Print Status
D

¢ 123456 Herbert George Marketing ; Waiting

Herbert George

Marketing
123456
2017-06-28

Select a card template and a printer and click [Print Card].

1. Toadd atemplate, click [Add Template].

Template Name*

Front® ®) Vertical ) Transverse
Back® (8 Vertical () Transverse

Input the [Template Name], select the template direction, then click [OK]. The top figure below is a
vertical template and the bottom one is a transverse template.
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Left Margin

“Top Margin |
o |
Fonlt Size v
Salect Flald
|| Personnel ID [ Wame
" Departmant [ Hirs Date
| Gander [ Wabile Phone
| Phots ) Emait
Inzert Piciue Ingar Backoround Pichure
Left Margn | = -
Top b a £ Name
H {1 Hire Date
Taat
(1 Gender 1 Mohile Phans
Fant Size - oPhow & St
InganPictug Insent Unasrscnes
cERES Insert Bacigmond Pirure
A Doutie click b tesata the insaried pichee. lxd andering
A Diouble click o delate e insemed picture, et undeding.
[ o] ==m
(1) Select fields.
| Select Field l
|| Personngl ID [ | Name
|| Department || Hire Date
] Gender || Mohile Phone
|_] Photo [_| Email

Select corresponding fields. The fields will be displayed in the template. You can drag the fields to
change the field dimension.

Page |34 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Left Margin 108

Top Margin 233

Text Personnel D

Font Size 18px ¥

(2) You can insert pictures, background images, texts and underlines into the template. Enter the
text to be inserted in [Text] to insert texts to the template.

Left Margin 105
Top Margin 2349
Text ZKTeco
Font Size 18px ¥

= Notes:
> Click ™' todelete the inserted fields.
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» Double-click the inserted pictures, texts or underlines to delete them.

» Upload a background image of 635 x 1010 pixels for a vertical template and background image
of 1010 x 635 pixels for a transverse template.

2. To edit a template, click [Edit Template]. The procedures for editing a template are the same as
those for adding a template.

#sNote: By default, neither of the vertical template nor the transverse template can be edited. Only
user-defined templates can be edited.

3. Todelete a template, click [Delete Template].

Prompt

A W o We
Are you sure you want to perform the delete
operation?

Click [OK] to delete the template.

= Note:

By default, neither of the vertical template nor the transverse template can be deleted. Only
user-defined templates can be deleted.

Before managing company personnel, it is required to set a departmental organization chart of the
company. Upon the first use of the system, by default it has a primary department named [General]
and numbered [1]. This department can be modified but can’t be deleted.

Main functions of Department Management include Add, Edit, Delete, Export and Import
Department.

1. Click [Personnel] > [Personnel] > [Department] > [New]:
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I the new oapartment in The departmant Takad to show te st please contact the
anminstTator io re-authonze the userto edif the denanmenn

Department Numizer™ |
Cepariment Name"
Sort

Parent Department

(o aaren || o corca ]

Fields are as followed:;

Department Number.: Letters and numbers are available. It cannot be identical to the number of
another department. The number shall not exceed 30 digits.

Department Name: Any combination of a maximum of 100 characters. In case of different levels, the
department names can be repeated.

Sort: Number only. The valid range is 1-999999999. The smaller the number of department sort in a
same level, the higher ranks such department have. If this field is empty, it will be arranged in
accordance with the increasing order.

Parent department: Select a parent department from the pull-down list. Parent Department is an
important parameter to determine the company’s organizational chart. On the left of the interface,
the company’s organizational chart will be shown in the form of a department tree.

The current query conditions: MNone

EI8 =

4 77 General
[ ] Development Department

[ ] Financial Department
[ Hotel

2. After filling the details, you can click [OK] to complete adding; click [Cancel] to cancel it, or click
[Save and new] to save and continue adding new department.

To add a department, you can also choose [Import] to import department information from other
software or other documents into this system. For details, see Common Operations.
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® Edit a Department
Click [Personnel] > [Personnel] > [Department] > [Edit].
® Delete a Department

1. Click [Personnel] > [Personnel] > [Department] > [Delete]:

Are you sure you want to perform the delete
operation?

2. Click [OK] to delete.
#Note: If the department has sub-departments or personnel, the department cannot be deleted.

® Export

|‘_,J' Export Department
|’_|J' Download Department Import Template

a) Export Department includes Exporting Department and Downloading Department Import
Template.

b) Department: can be exported in EXCEL, PDF, CSV file format.

The File Type |E}{CEL File

Export Mode (@) All data (Can export up to 40000 data)
() Select the amount of data to export (Can export up to 40000 data)
From the article 1 ‘Strip, isderived 100 Data
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ZKTECO
Department
Department . : __ | Parent Department : s -
e Department Name Norabe Parent Department Created Date
hotel Hotel 2017-12-15 09:06:
51
4 Financial 1 s 2017-12-15 09:06:
Department 48
Development 2017-12-15 09:06:
3 : 1 General
Department 48
Marketing 2017-12-15 09:06:
2 Department ! Genenl 48
1 General 201 ?—12;; 509:06:

¢) Download Department Import Template: Excel template file can be exported, and you have to
use this template format to import department.

The File Type [EXCEL File

Export Mode (@) All data (Can export up to 40000 data)
() Select the amount of data to export (Can export up to 40000 data)
From the article | 1 Strip, is derived 100 | Data

® |mport

1) Click [Personnel] > [Department] > [Import], the import interface is as follows

File Format (@) Bxcel () Csv
Destination File s
Header Start Rows D The default is the second row.

Delimiter

Neser

2)  Import department information: can import EXCEL, CSV format files.
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3)  Select the destination file, fill in the header start rows, click [Next Step], the interface are as follow:

Database Fields Importing data fields
Department Number® Department Mumber W
Department Mame* Department Name W
Parent Department Mumber Parent Department Number S
Farent Department Name Farent Department W

4)  After importing the file, the system will match the imported report field and the data segment field

automatically. If the matching is incorrect, you can modify it. Click [Next].

Row 6. Depariment name can not be empty! A
Row 7. Depariment name can not be empty!

Succeed: 2, Falled: 3. W
Complete

The window will close after 4 second(s). Suspend Close

3.1.3 Position

To organize the personnel as per their competency and skills, you can set position as required. If you
set position, you can easily filter report only for a particular post.

1. Click [Personnel] > [Personnel] > [Position] > [New]:
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Paositinn Numier

Pasiiion Nams*

Gort

Farent Fosition

[emane ] ox ] caco]

Fields are as follows:

Position Number: Set the value of position number. It can be letters or numbers, or combination of
both. Special characters are not allowed. Length shall not exceed 30 digits

Position Name: Set a suitable name for the position. Any character, maximum combination of 100
characters. Position names should not be repeated.

Sort: Supports only numbers. The valid range is 1-999999999. The smaller the number of department
sort in a same level, the higher ranking a department has. If not filled in, it will be arranged in
accordance with the added order

Parent Position: By default, there are no position. It is an important parameter to organize the
personnel as per their skills and competency.

2. Fill the details as required and save.

3.1.4 Dimission Personnel

This parameter will display the personnel who are not working in company anymore. Once the
person is dimissoned, it will be listed here.
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wekne. . @ (D ) @ ()

Aulhoiized Company: ZKTeca

Personnel 1D || | Dimission Type | —-—

The cumrent guary conditions: Nons

(v Revesn [ Delete

[]  Peronnelin First Name Last Name Department Hire Date Cwmésaion Date Dimission Type  Deméssion Reason

[ 1314 13 14 Markgting Depart 2013-05-22 Resignabion

[ Card Management

"—. AD Managament 5} I - | GDrowsperpage v JumpTo 1 /1 Page  Totalof 1 records

1. You can re-employ personnel by selecting the required employee and click [Reinstatement]
below operations tab.

Remsistamant * |
Parsonngl 10" 1314 Dapanmant | ZKTeco i
Firat Name 13 Last Name |14
Gender — M Passiwon
Certifiate Type [ [~ Em Certficate Number
| Social Secunty Number Mablle Fhone
Resenvation Gode | 123455 Birlhday
Position [ Card Mumber =
Bloiogical Templats Cuantmy) go jo Hre Dats
1. Select the Actess Control Time Attendance Esevator Control Flate Regisier Fersonnal Detatl
req uired EEvp s el Adg Superuser Mo E'
oF Mastar Chack All =
peftan 2 Clear All Device Operation Fole Orainary Liser 'ﬂ
Delay Passage 0

Disabézd O
SatVasd Time m|

3. Update the
details as
reguired

2. Once the details are updated, click [OK] to save.

3.1.5 Temporary Personnel

This parameter will display the personnel who are uploaded by scanning the QR code of the
big-screen facial recognition time and attendance device (uFace WG100).
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wekane, o0 @) (D @) @ ()
Authorized Company: ZKTeco
Persoane! 1D ||

The cumrent guary conditions: Nons

(v Revesn 8 Review [ Detets

L0 Perzonnel I0 First Name Laat Name

O a2

| BDrowsperpage v JumpTo 1 /1 Page  Totalof 1 records

® Refresh

Click [Refresh] at the upper part of the list to load new temporary personnel.

® Review

Select a temporary personnel and click [Review]:

Are you sure you want to perform the Review
operation?

BTN BT

The person reviewed will be automatically added to the list of person.

® Delete

Delete the selected temporary personnel.

3.1.6 Custom Attributes

Some personal attributes can be customized or deleted to meet different customers' requirements.
When the system is used for the first time, the system will initialize some personal attributes by
default. Customized personal attributes can be set for different projects according to requirements.

® New a Custom Attribute
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Click [Personnel] > [Personnel] > [Custom Attributes] > [New], then edit the parameters and click [OK]
to save and exit.

o W wecone s @) (D (D @ ()

Dty N (| Altribsn Vil Q @
The current qury condions: Nans
(v Refresn [ New T Delete
[0  Desplay Name  Amntute Vale Input Type Row Column Display in Person  Operabions
Liss
[} Emploges Type  Offcial St Pobation Staf PuldownLst 3 1 No Ecli Doty
O HreType Contract Worker,Non Contr Pul-downList 3 2 o Edit Delate
[ Job Tioe Tout % 1 No Edif [oiotn
[0 Street Text 4 2 No Exif Delete:
Parameters [0 Bithgliace Text 5 1 Mo Edif Deiate
[1 Counlry Texl L ] 2 No Esifl Dol
[0 HomePhane Teut [} 1 He Euit Daiate
[E Tl (3 2 No il Dty
[0 Office Phone: Text T 1 Ho Egif Dalete
[0 Office Adarmss Tout 7 2 No Ea Doiote
1-10 i SOtowsperpsge v JumpTo 1 1iPage Tokal of 10 rocoeds
>

: Must be filled and should not be repeated. Max length is 30.

: Select the display type from “Pull-down List”, "Multiple Choice”, “Single Choice” and
Text".

: Suitable for lists displaying as “Pull-down List”, "Multiple Choice” and “Single
Choice” lists. Use a ;" to distinguish the multiple values. If the input type is “Text”, the attribute value
is not suitable.

: The column and row of a field are used together to control the display position of the
field. Numerals are supported. The column number cannot exceed 99, and the row number can only
be 1 or 2. The combination of the column and row must not be duplicated. As shown in the
following figure, Employee Type, is in the first column and first row, and Hire Type is in the first
column and second row.

Access Control Elevator Control Personnel Detail
Email [ — Event Notification O
Employee Type E_— : Hire Type |_-— :|
Job Title [ Strest | ]
Birthplace I-- “; Country | |
Home Phone :_ _: Home Address | |
Office Phone Office Address | |

Click [Edit] to modify the corresponding attributes.
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Click [Delete] to delete an unused attribute. If the attribute is in use, the system will pop up
confirmation before confirming to delete.

#sNote: The custom attribute will not be recovered once deleted.

3.1.7 Parameters

1. Click [Personnel] > [Personnel] > [Parameters]:

Personnel ID Setting

The Maximum Length: [3 |

Support Letters: Yes (@ No
Personnel ID Auto-increment:() Yes (@) No

Card Setting
The Maximum Length: Bits(Binary)
Card Format Display.  (w) Decimal (") Hexadecimal
Multiple Cards per Person:(_) Yes (@) No

Dimission Personnel

Keep the personnel id for the dimission employee:(e) Yes (") No

Temporary Personnel

Review: (@) Yes () No

Registration Client

Ceriificate Recognition

(@) OCR (") IDReader

Registration Code" O @ Download OCR V2.0 Driver
Card Printing

Registration Code® ——— Download Driver

2. Set the maximum length for a Personnel ID. and whether it will support letters or not. If
Personnel ID Auto increment is selected as Yes, then while adding personnel one by one, the ID
in field automatically updates to the next new number.

3. Setthe maximum length (binary number) of the card number that the current system will
support.

4, Set whether the personnel ID for the demission employee can be kept.
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5. Set whether the temporary personnel uploaded and registered by scanning the QR code of the
big-screen facial recognition time and attendance device need to review;

6. Set the card format currently used in the system. The card format cannot be switched once it is
set up.

7. Set whether"Multiple Cards per Person”will be allowed or not.

8. Registration Client.

» If no driver has been installed, the [Download Driver] link is displayed. Click the link to download
and install the driver.

Registration Client

Cerlificate Recognition

@ OCR (") IDReader

Registration Code* Il Regisier R oad OCR V1.0 Driver @) Download OCR V2.0 Driver

Card Printing

Registration Code” |—— | Dounload Driver

» Select the corresponding registration code and click [Register].

Card Printing

Registration Code*® |

& Note: Click [System] > [Authority Management] > [Client Register] to view the registration code.

9. (lick [OK] to save the settings and exit.

After the "Multiple cards per person” function is enabled, you can set multiple cards on the Personnel
page.
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Personnel ID*

First Name

Gender

Cerificate Type

Social Security Number
Reservation Code
Position

Biological Template Quanity

Access Control

Department™

Last Name

Password

Certificate Number

Mobile Phone

Birthday

Card Number
go §o Hire Date

Time Attendance Elevator Control Plate Register

S R

User Manual

Financial Department @

(Optimal Size 120-140).

O

More Cards Personnel Detail

C Click to add more cards )

C o L o ]

#sNote: Not all devices support this function. For details, please consult the technical personnel.

3.2 Card Management

There are three modules in card management: Card, Wiegand Format and Issue Card Record.

3.2.1 Card

® Batch Issue Card

1. Click [Personnel] > [Card Manage] > [Batch Issue Card]:
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Batch [ssue Card

A\ Fersonnel IDon y supports input figures, and only shows persons with no card isswed (mase 300)! The device only reads the unregistered card when the issuing way is reader.

Start Personnel 1D End Fersonnel ID Generate List
Card Enroliment Method ISE Reader ‘nput Card Mumbssr OK Clear
Device:
Numker of Persons with Mo Card [ssued:l MNumker of Issued Cards:0
Personned D First Name Last Mame Department Mame Murmnber Personnel  First Mame LastMame Depardment Card Mumber
Mamea
[ savea oc W ocancet |

2. Enter Start and End Personnel No. and click [Generate List] to generate personnel list and show
all personnel without cards within this number series.

#sNote: The Start and End Personnel No. only support numbers.
3. Select Card Enrollment Method: Register with a USB Reader or device.

If you want to enroll a card with a USB Reader, you may place the card over the "issue machine"
directly. The System will get the card number and issue it to the user in the list on the left.

For the use of device, you need to select the position of punching, click [Start to read], the
system will read the card number automatically, and issue it to the user in the list on the left one by
one. After that, click == .t [Stop to read].

#sNote: During the “Batch Issue Card”, system will check whether the card issuer issues card or not, if
card has been issued before, the system will prompt “The Card Number has already been issued”.

4. Click [OK] to complete card issue and exit.

Wiegand Format is the card format that can be identified by the Wiegand reader. The software is
embedded with 9 Wiegand formats. You may set the Wiegand card format as needed.
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(* Refresh  [® New [ Delete [E) Card Formats

O  hame Mode Site Codz Auta Operstions
[0  iegsnd Formst2s Made One a Yes Edit
[0 iegsnd Formst26s Made One a Nao Edit
[ wiegsnd Formst3s Mode One a Yes Edit
[0 Wiegsnd Formstads Mode One a No Edit
[0 Wiegsnd Formstas Mode One a Yes Edit
[0 Wiegsnd Formsta? Made One a Yes Edit
[0 Wiegsnd Formst37a Made One a No Edit
[0 Wiegsnd Formst50 Mode One a Yes Edit
[0 Wiegend Formstfo Mode One a Yes Edit

This software supports two modes for adding Wiegand Format, if mode 1 does not meet your
setting requirement, you may switch it to mode 2. Take Wiegand Format 37 as an example:

-
Totsl Bit* ar
Site Code™ L1
Auto %]
(@) Mode One
First Parity Cheskip) 1
Second Parity Checkip) ar

Odd Parity Check(o) Even Parity Check(e) CID{e) Site Code(s) Manufactory Code{m]
Start Bit Themmm Start Bit 'I'I'teL!;l::ﬂ'n.'lum Start Bit TheLI\:ra;Emm Start Bit ﬂﬁmum Siert Bt Themem
20 15 1 12 18 10 2 18 i) 1]
() Mode Two
Card Check Format” PSSES5S5555555555000C0000CC00TCC0ToCR
Farity Check Format®

[ oc N omee

Format Specifying:

"P" indicates Parity Position; “s” indicates Site Code; “c” indicates Cardholder ID; “m” indicates
Manufactory Code; “e” indicates Even Parity; “O" indicates Odd Parity; “b”" indicates both odd check
and even check; “x” indicates parity bits no check.

The previous Wiegand Format 37: the first parity bits (p) check “eceeceeeceeeceeeeee”; the second
parity bits check “oooooooooooooo000000”. Card Check Format can only be set “p, x, m, ¢, s”; Parity
Check Format can only be set “ x, b, 0, e”.

® (Card Formats Testing

If the number on the card is different from the number that is displayed after swiping the card, you
can use this function to calibrate the Wiegand format. The page is displayed as follows:
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o~
z
H
=

Hame
\iznand Formatds
Wignand Format2fia
‘iznand Fomatid
\Wiegend Formatida
Wiianand Fomatis
Wisgand Format3?
Wiznand Farmatata
‘Wiegzand Formatad

[ I LIRS Tal Tt TRLTAL [T T

Wiegand Formates

fif Delete B Card Formals Tasting ==

User Manual

wekcome. aamin (@) (5) &) @ ()
Authorzed Compan: FKTeco

Device * | Click to select Read Card Clear Card Information

Site Code Card Number* Original Card Number
@Card1 ||
(Card 2 [
(Card 3 [
A\ When you continue 1o read a new card, please manually switch to the next card
m '_= e Card Fo '  [lAwto calculate site code while the site code are left blank
Card Format

Odd-Even Fanty Fomat

Select a device that supports the card formats testing function and input the number and site code

(optional) found on your card.

1) Click [Read Card] and swipe the card on the device reader. The original card number read by the
device is displayed in the input box on the right.

2) Click [Recommend Card Format]. The Wiegand card format recommended for the input card

number is displayed below.

3) If [Auto calculate site code while the site code is left blank] is selected, the software will calculate
the site code based on the card format and card number.

4) (Click [OK]. The page will skip to the Wiegand Format Adding page to save the recommended

Wiegand format.

#Note: The card formats testing function is supported only by certain devices.

Issue Card Record

It records the life cycle of a card and display the operations performed on the card.
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Welcome, admin ® @ @ @ O

Authorized Company: ZKTeco

£} Personnel @ Action | ——
, = L
The current query conditions: Mone

Card Management
- g (¥ Refresh

Card ard Number Personnel ID First Name Last Name Action Operator Issue Card Date Change Time
Wiegand Format 258478 Issue Card admin 2018-03-22 13:2853 2018-03-22 13:28'53
456789 Issue Card admin 2018-03-22 12:17:45 2018-03-22 12:17:45

087654 Issue Card admin 2018-03-22 11:54:59 2018-03-22 11:54:50

i
2
1
1245646 % Issue Card admin 2018-03-22 09:47:10 2018-03-22 09:47:10

d

EJ AD Management @ ¢ ¢ 1-4 5 5 S0rowsperpage - JumpTo 1 /1Page  Total of 4 records

#sNote: The cards and card issuing records of an employee will be deleted altogether when the
employee’s account is deleted completely.

AD Management

For details, please refer to its user manual.
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The system needs to be connected to an access controller to provide access control functions. To use
these functions, the users must install devices and connect them to the network first, then set
corresponding parameters, so that they can manage devices, upload access control data, download
configuration information, output reports and achieve digital management of the enterprise.

Add an access device, then set the communication parameters of the connected devices, including
system settings and device settings. When communication is successful, you can view here the
information of the connected devices, and perform remote monitoring, uploading and downloading
etc.

There are two ways to add Access Devices.
1. Add Device by manually

A. Click [Access Device] > [Device] > [New] on the Action Menu, the following interface will be
shown:

TCP/ IP communication mode RS485 communication mode
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Device Name® |
Communication Type® (@) TCPIIP () RS485
IP Address® [ & L 4 |

Communication port* 4370
Communication Password

lcon Type® Door
Contral Panel Type One-Door Access Conil
Area® | Area Mame ﬁ
Add to Level JE— l
Clear Data in the Device |

when Adding

A [Clear Data in the Device when Adding] will delete data in the device
(except event record}, please use with caution!

Device Name* |
Communication Type* () TCP/IP (8) R5485
Serial Port Number® com1

RS485 Address® | |

(Range1-63)

RS435 Address Code Figure

Baud Rate™ 138400
Communication Password Ik? | |
lcon Type* Droor ~
Control Panel Type Qne-Door Access Confl| Y
Areat Areatame |
Add to Level |——
Clear Data in the Device when O

Adding

A [Clear Data in the Device when Adding] will delete data in the device
(except event record), please use with caution!

I N BT

Fields are as follows:

[P Address: Enter the IP Address of the access controller.

Communication port: The default value is 4370.

Serial Port No.: COM1~COM254.

R5485 Address: The machine number, ranging from 1 to 63. If Port No. is the same, it is not allowed

to set repeated RS485 addresses.

Baud Rate: Same as the baud rate of the device. The default is 38400.

R5485 Address Code Figure: Display the code figure of RS485 address.

Common options:

Device Name: Any character, up to a combination of 20 characters.

Communication Password: A maximum of 6 digits; both number and letters are available.

= Notes:

» You do not need to input this field if it is a new factory device or just completed initialization.

» When communication password for the standalone device's is set as “0”, it means no
password. However, in case for access control panel, it means the password is 0.

> You need to restart the device after setting the door sensor of the standalone device.

lcon Type: It will set the representation of the device. You can choose as per the kind of device; Door,

Parking barrier, Flap Barrier.
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Parking Barrier L\}
Flap Earrier

: One-door access control panel, two-door access control panel, four-door access
control panel, Standalone Device.

: Select specific areas of devices. After setting areas, devices (doors) can be filtered by areas
upon Real-Time Monitoring.

When the control panel type is set to the four-door access control
panel, the four-door access control panel can be switched to the two-door two-way access control
panel in the system.

: Automatically add the device to the selected level. The device cannot be automatically
added to the selected level if the number of personnel exceeds 5000. You can add personnel after
the device is successfully added.

- If this option is checked, the system will clear all data in the
device (except the event logs). If you add the device just for demonstration or testing, there is no
need to tick it.

B. After editing, click [OK], and the system will try to connect the current device.
If it is successfully connected, it will read the corresponding extended parameters of the device.

- It includes serial number, device type, firmware version number,
auxiliary input quantity, auxiliary output quantity, door quantity, device fingerprint version, and
reader quantity.

#Note: When deleting a new device, the software will clear all user information, time zones,
holidays, and access control levels settings (including access levels, anti-pass back, interlock settings,
linkage settings etc.) from the device, except the events records (unless the information in the device
is unusable, or it is recommended not to delete the device in used to avoid loss of information).

TCP/ IP Communication Requirements

Supports enabling TCP/ IP communication, directly connect device to the PC or connect to the local
network, input the IP address and other information of the device.

RS485 Communication Requirements

Supports enabling RS485 communication, connect device to PC by RS485, input the serial port
number, RS485 machine number, band rate and other information of the device.

2. Add Device by Searching Access Controllers
Search the access controllers in the Ethernet.

(1) Click [Access Device] > [Device] > [Search Device], to open the Search interface.
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(2) Click [Search], and it will prompt [Searching...... ].

(3) After searching, the list and total number of access controllers will be displayed.

| m Mo device found? Download Search Tools to Local Disk

Sesrched devices count:2

Total Progres: I EIO0E N | umber of devices added:1
e B B —

IP Address MAC Address. Subnet Mask Gateway Address Serigl Mumber Device Sarver Address. Ciperstions
Maodal

182168.217.221 2652552850 1821882171 2825161800001  inBIC4E0 Pro Add

218.27.01 2652552850  182168.0.254 148536825477750  ACP This device has been added

#sNote: UDP broadcast mode will be used to search access device. This mode cannot perform
cross-Router function. IP address can provide cross-net segment, but it must be in the same subnet,
and needs to be configured the gateway and IP address in the same net segment.

(4) Click on [Add] in the search list.

If the device is a pull device, you may input a device name, and click [OK] to complete device adding.

Device Name* 192.168.214.9 |

Communication Passwaord | |

Area’ Area Name B
Add to Level |_ - |
Clear Data in the Device when Adding =

A [Clear Data in the Device when Adding] will delete data in the device (exceptevent
record), please use with caution!

Clear Data in the device when Adding: Tick this option, after adding device, the system will clear all
data in the device (except the event logs).

If the device is a push firmware device, the following windows will pop-up after clicking [Add]. If IP
Address in [New Server Address] is selected, then configure IP address and port number. If Domain
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Address in [New Server Address] option is selected, then configure domain address, port number
and DNS. Device will be added to the software automatically.

Device Name* [92.168.214.201 |

MNew Server Address” @IP Address  Domain Addrass
|192 168-.214 .43 ‘

New Server Port’ |8{_]88 |

Communication Passward | |

Area® |Area MName ﬁ‘

Add to Level |_ - ‘

Switch to Two-doar Two-way O
Clear Data in the Device when Adding -

A [Clear Data in the Device when Adding] will delete data in the device (exceptevent
record), please use with caution!

Device Name* | 102168214229 |

MNew Server Address” IP Address (@ Domain Address
|biosecurity.xmzkteco.com |

New Server Port |8D

DNS* | a

Communication Passward |

Areg” |Area Mame

Add to Level |_

Switch to Two-door Two-way (]
Clear Data in the Device when Adding O

A\ [Clear Data in the Device when Adding] will delete data in the device (exceptavent
recard), please use with caution!

New Server Address: To add a device by IP Address or Domain Address, devices can be added to the
software by entering the domain address.

New Server Port: Set the access point of system.

DNS: Set a DNS address of the server.
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- If this option is selected, then after adding device, the
system will clear all data in the device (except the event logs). If you add the device merely for
demonstration or testing, there is no need to tick it.

#Note: When using either of the above three device adding methods, if there exist residual data in
the original device, please sync original data to it after adding a new device to the software by
clicking [Device] > [Synchronize All Data to Devices], otherwise these original data may conflict with
normal usage.

(5) The default IP address of the access device may conflict with the IP of a device on the Local
network. You can modify its IP address: click [Modify IP Address] beside the [Add] and a dialog
box will pop up in the interface. Enter the new IP address and other parameters (Note: Configure
the gateway and IP address in the same net segment).

#sNote: Some PUSH devices support SSL. To use this function, select the HTTPS port during software
installation and ensure that the device firmware supports SSL.

For communication between the system and device; data uploading, configuration downloading,
device and system parameters shall be set. Users can edit access controllers within relevant levels in
the current system; users can only add or delete devices in Device Management if needed.

C~ Refresh @ New @ Delete E Export Q Search Davice %/ Enabls @ Disable El Synchronize All Data to Devices = More =
. Upgrade Firmware
(] Device Name  Serial Number  Area Name Communic Network IP Address RS485 Enable Cperations
Type Connection Paramater Reboot Device
\Mode Get Device Option
[ 192.168.214.215 6405163500013 Area Name TCPRiIP Wired 192.168.214.215 {3 Get Personnel Information Edit Delete

Get Transactions

Synchronize Time

Set Bg-Verification Options

8et Device Time Zone

Set The Registration device

Set Daylight Saving Time

Modify IP Address

Modify Communication Password

Modify RS485 Address

Modify the Fingerprint Identification Threshold

o) KIB R R E 80 B R a0 %0 & B [

Switch netwark connection
(@ View Rulss of Devices
IE_%J View Device Capacity

: Click Device Name or click [Edit] to access the edit interface.

: Select device, click [Delete], and click [OK] to delete the device.
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Edit
Devica Namg"® B16.27.0.1
Communication Type® (O TCRAP () RE485 @ HTTR
Serial Murnber 1423636354777 50
IP Address® 216 .27 -0 -1
Communication port” 065

Controf Panel Type

Ares”

i |
Four-Dioor Access Coni |V

Ares Narme

User Manual

For the details and settings of the above parameters, see Device. Items in grey are not editable. The
device Name should be unique and must not be identical to another device.

Access Control Panel Type cannot be modified. If the type is wrong, users need to manually delete

the device and add it again.

Device information can be exported in EXCEL, PDF, CSV file format.

The File Type
Export Mode

Export

=

(@) All data (Can export up to 40000 data)

EXCEL File

() Select the amount of data to export (Can export up to 40000 data)

From the article 1 Strip, is derived 100 Data

ZKTECO

Device

Device Name Serial Number Arza Name

Communication

Type

Network

Connection Mode Mot

RE485 Parameter Enable

Device Model

Register device

Firmware Version

192 1623218 60 20100501998 Area Nama

HTTP

Wired 182168218 60 Enable

C3-400Pro

AC Ver4.7.7.3032
Jun 18 2017

Select device, click [Disable/ Enable] to stop/ start using the device. When communication between
the device and the system is interrupted or device fails, the device may automatically appear in
disabled status. After adjusting local network or device, click [Enable] to reconnect the device and

restore device communication.
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Synchronize data of the system to the device. Select device, click [Synchronize All Data to Devices]
and click [OK] to complete synchronization.

Synchronize All Data to Devices

Selected Device
(&) Controller : 192.168.0.225

[#|Access Autharity |# TimeZone, halidays |« Door parameters
|#|Linkage |« Interlock |#|AntiPassback

| Clear All |#|First-Parson Open Door [#IMulti-Parson Open Doaor [« Wiegand Format
[« Auxiliary Cutput
parameters

Total Prograss
[ |
|7 r

#Note: [Synchronize All Data to Devices] will delete all data in the device first (except transactions),
and thus download all settings again. Please keep the internet connection stable and avoid power
down situations. If the device is working normally, please use this function with caution. Execute it
in rare user situations to avoid impact on normal use of the device.

Tick the device that needs to be upgraded, click [Upgrade firmware] to enter edit interface, then click
[Browse] to select firmware upgrade file (named emfw.cfqg) provided by Access software, and click
[OK] to start upgrading.

#sNote: The user shall not upgrade firmware without authorization. Contact the distributor before
upgrading firmware or upgrade it following the instructions of the distributor. Unauthorized
upgrade may affect normal operations.

It will reboot the selected device.

It gets the common parameters of the device. For example, get the firmware version after the device
is updated.
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Renew the current number of personnel, fingerprints, finger vein and face templates in the device.
The final value will be displayed in the device list.

Get transactions from the device into the system. Two options are provided for this operation: Get
New Transactions and Get All Transactions.

: The system only gets new transactions since the last collected and recorded
transaction. Repeated transactions will not be rewritten.

: The system will get transactions again. Repeated entries will not be shown
twice.

When the network status is healthy and the communication between the system and device is
normal, the system will acquire transactions of the device in real-time and save them into the system
database. However, when the network is interrupted or communication is interrupted for any
reasons, and the transactions of the device have not been uploaded into the system in real-time,
[Get Transactions] can be used to manually acquire transactions of the device. In addition, the
system, by default, will automatically acquire transactions of the device at 00:00 on each day.

#sNote: Access controller can store up to 100 thousand of transactions. When transactions exceed
this number, the device will automatically delete the oldest stored transactions (deletes 10 thousand
transactions by default).

It will synchronize device time with server's current time.

It will set parameters of the device connected to the server.

1. Select the required online device; click [More] > [Set Bg verification parameters]:
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Selected Device
# The devices which have disabled background verification : 192 16580225

- Set Bg-Verification Dptionsl

Background verification I Enable v |

[fthe device is offline ! Standard Access Leve ¥

Total F'rogress

[ |

Background verification: Enable or Disable Background verification function.

[fthe device is offline: If the controller is offline, the device has levels of Standard Access Level or
Access Denied.

2. After setting parameters, click [Start] button to issue command to the device setting.

#Note: If you need advanced access control functions, please enable [Background verification], and
issue the background verification parameters to the device.

® Set Device Time Zone

If the device supports the time zone settings and is not in the same time zone with the server, you
need to set the time zone of the device. After setting the time zone, the device will automatically
synchronize the time according to the time zone and server time.

® Set Daylight Saving Time
According to the requirements of different regions, set Daylight Saving Time rules.
® Modify IP Address

Select a device and click [Modify IP address] to open the modification interface. It will obtain a
real-time network gateway and subnet mask from the device. (Failed to do so, you cannot modify
the IP address). Then enter a new IP address, gateway, and subnet mask. Click [OK] to save and quit.
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This function is the similar as [Modify IP Address Function] in Device.
® Modify Communication Password

The system will ask for the old communication password before modifying it. After verification, input
the new password twice, and click [OK] to modify the communication password.

#sNote: Communication password shouldn't contain spaces; it is recommended to use a
combination of numbers and letters. Communication password setting can improve the device's
security. It is recommended to set communication password for each device.

® Modify RS485 Address
Only the devices that use RS485 communication and with no DIP Switch can modify RS485 address.

® Modify the fingerprint identification threshold (Ensure that the access controller supports
fingerprint function)

The fingerprint identification [35-701

threshold”

I

Users can modify the fingerprint identification thresholds in the devices; it ranges from 35 to 70 and
itis 55 by default. The system will read the thresholds from the device. Users can view the thresholds
devices list. More than one device can be changed by using Batch operation function.

® Switch network connection

MNetwork Connection Made (OWired 4G (@ Wifi
Search WIFI

Wireless S3ID* |TP—LINK_5D9C_xinxiao |

Wireless Key®

This function is applicable to InBio5 series access control panels, which is used to switch among
different network connection modes of the control panel.
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® View Rules of Devices

Shows the Access rules in the device.

Rule Type

Interiock

Linkage

Anti-Passhack

First-Person Normally Cpen
Multi-Parson Cpening Door
Door Sensor

Agtive Time Zone

Passage Mode Time Zone
Background werification
Global Anfi-Passback
Global Imterlock

Global Linkage

User Manual

W

Between multiple rules
with a '|" separaied.

A\ Lirksge and gicbal
linkage, anti-passhack
and globaf anti-passback
are sat at the same time,
there may be conflicts.

® View Device Capacity

It checks the capacity of personnel’s biometric details in the device.

182.1688.217.221

250000

A\ 1 you find that the dats is not consistent with the davice. please synchronize the data of the two before the query!

® Set the Registration device

Set the registration device only when the standalone device’s data such as personnel can

automatically upload.
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Set The Registration device

Set The Reqgistration device

Yes

User Manual

1. Click [Access Device] > [Device] > [Door] to enter Door Management interface (click “Area Name”
in the left, system will automatically filter and display all access devices in this area).

Do Mame |:| Owned Device Ares Name Morew (O

The current query conditions: None
(% Refresh || Remote Opening % Enable () Dissble || Remote Closing K@ Cancel Alarm (2 Remote Mommally Open = More =
[l  DoorMame AresNama Ovmed Davies Serial Number DoorMumber  Enable  Active Time Zone Door Sensor  Vrification Mods Oparations

Typ=

O 21627011 Ares Name 218.27.041 14883536477750 ] 24 Hour Accessible Mone Card o Fingerprint Edit
O 21627012 Ares Nsma 2162701 1438353647 7750 o 24-Hour Accessible None Card or Fingerprint Edit
O 21627013 Ares Nsme 218.27.01 1486363547 7750 o 24-Hour Accessible Mone Card o Fingerprint Edit
O 21627014 Ares Name 218.27.01 14802635477750 ° 24-Hour Accessible Mone Card or Fingerprint Edit
O is2162217.221-1 Ares Name 162.182.217.221 2835161800001 ] 24 Hour Accessible Mone Card o Fingerprint Edit
O 1921682172212 Aras Name 192.188.217.221 3336161600001 ] 24-Hour Accessible None Card or Fingerprint Edit
O 182162172213 Ares Nsme 192.182.217.221 3635161600001 ] 24-Hour Accessible Mone Card o Fingerprint it
O is21es217.221-4 Ares Nsme 182.188.217.221 3835161800001 ° 24-Hour Accessible Mone Card or Fingerprint Edit

Select the door to be modified, and click Door Name or [Edit] button below operations to open the

Edit interface:
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192.168.12.155
192.168.12.155-1

Card or Fingerprint

Edit

Door Number*
Active Time Zong®

Lock Open Duration®

1
24-Hour Accessible v

5

User Manual

second(0-254)

Wiegand Format Auto REX Mode® Unlock T
Operate Interval® 2 second(0-254)  REX Delay second(5-254)
Door Sensor Type™ Mone REX Time Zone 24-Hour Accessible v
Close and Reverse State Anti-Passback Duration of 0 minute(0-120)
Entrance
Door Sensor Delay % second(1-254) Duress Password (Maximum & Bit Integer)
Passage Mode Time Zone ——- v Emergency Password (& Bit Integer)
Passage Delay 15 second(0-60) Disahle Alarm Bl
Multi-Person Operation 10 second(5-60) Qpen Door Delay 0 second(0-60)

Intenval®

The above settings are copied to

-t can't be edited.

: System will automatically name it according to doors quantity of the device. This
number will be consistent with the door number on the device.

#Note: By default, the suffix number in the Door Name is consistent with the Door Number, but
1/2/3/4 in Anti-Passback and interlock refer to the Door Number, rather than the number following
the Door Name, and they are not necessarily related.

: The default is “device name _door number”. The field can be modified as needed. Up to
30 characters can be entered.

- Active Time Zone must be input, so that the door can be opened and closed
normally. A Passage Mode Time Zone must be set within the Active Time Zone. By default, both are
null.

#Note: For a door, in Normal Open state, a person who is allowed to be verified 5 times
consecutively (verification interval should be within 5 seconds) can release the current Normal Open
status and close the door. The next verification will be a normal verification. This function is only
effective at the Active Time Zone of specified doors. And within the same day, other Normal Open
intervals set for the door and First-Person Normally Open settings will not take effect anymore.

-1t is the time period for which the door remains unlocked after punching. The
unit is second (range: 0~254 seconds), and the default value is 5 seconds.
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:Itis the Interval between two punches. The unit is second (range: 0~254 seconds),
and the default value is 2 seconds.

:Only one entry is allowed with a reader in this duration. The
unit is minute (range: 0~120 minutes), and the default value is 0 minute.

:None (will not detect door sensor), Normal Open, Normal Close. The default
value is NO. If you have selected as Normal Open or Normal Close, you need to set Door Sensor
Delay and decide whether or not Close and Reverse-lock is required. When the door sensor type is
set as Normal Open or Normal Close, the default door sensor delay is 15 seconds, and the close and
reverse state is enabled.

: The duration for delayed detection of the door sensor after the door is opened.
When the door is not in the Normally Open period, and the door is opened, the device will start the
counting. It will trigger an alarm when the delay duration is expired and stops the alarm when you
close the door. The default door sensor delay is 15s (range: 1~254 seconds). Door Sensor Delay
should be greater than the Lock Open Duration.

- It will set to either lock or not lock the door after door closing. Check it for
locking after door closing.

Identification modes include Only Card, Card plus Password, Only Password, Card
plus Fingerprint, Card or Fingerprint. The default value is Card or Fingerprint. When both Card and
Password mode is selected, make sure the door is equipped with a reader that has keyboard.

Select the Wiegand card format that can be identified by the Wiegand reader of
the door. If the format of punched card is different with the setting format, the door cannot be
opened. The software is embedded with 9 formats, and the default is Wiegand card format, except
for the card format name containing a, b or c.

Locking indicates that the door will be locked after the exit button is
pressed. Unlocking indicates that the door will be unlocked after the exit button is pressed. The
default value is unlocking.

It indicates the alarm delay time for door detection after the exit
button is locked. When the door is unlocked forcibly, the system will detect the door status after a
period of time. The default is 10s (range: 1~254 seconds). The exit button has to be locked before
setting this option.

The button is available only in the specified time segment.

Based on the lock opening duration, the door sensor delays
exit delay. The duration of the entry will be extended. To function this feature, you need to check
[Delay passage] option to extend relevant duration when adding or editing staff information. For
example, you may extend the duration of entrance for people with disabilities.

The time period to keep the door open after the verification completes (range:
1~60 seconds).
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The time interval between two verifications with cards or
fingerprints (range: 1~60 seconds).

: Duress means any threats, violence, constraints, or other
action used to coerce someone into doing something against their will. In these situations, input
Duress Password (with an authorize card) to open the door. When the door is opened with Duress
Password, the alarm is triggered. Upon emergency, user can use Emergency Password (named Super
Password) to open door. Emergency Password allows normal opening, and it is effective in any time
zone and any type of verification mode, usually used for the administrator.

Duress Password Opening (used with an authorized card): Password should be a number not
exceeding 6 digits. When Only Card verification mode is used, you need to press [ESC] first, and
then press the password plus [OK] button, then finally punch legal card. The door opens and
triggers the alarm. When Card + Password verify mode is used, please punch legal card first,
then press the password plus [OK] button (same as normal opening in card plus password
verification mode), the door opens and triggers the alarm.

Emergency Password Opening: Password must be 8 digits. The door can be opened only by
entering the password. Please press [ESC] every time before entering password, and then press
[OK] to execute.

When using Duress Password or Emergency Password, the interval for entering each number shall
not exceed 10 seconds, and both the passwords should not be the same.

: Check the box to disable the alarm voice in real-time monitoring page.

-1t has below two options.

All doors of current device: Click to apply the above settings to all doors of the current
access device.

All doors of all devices: Click to apply the above settings to all doors of all access devices
within the current user’s level.

2. After setting parameter(s), click [OK] to save and exit.

1. Click [Access Device] > [Reader] on the Action Menu, click on reader name or [Edit]:
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Welcome, admin ® @ @ @ O

Authorized Company: 11

r Name Q ®
Auwdliary = " TCamera Operations
x
Auxiliary Ou 192168 12 145-1-In Edit Bind/Unbind Camera e
Event Type 192.168.12.145-1-Out 19;  Door Name® ) 1 Edit Bind/Unbind Camera
-1 # 'y e i
Daylight Saving Time 192.162.12 155-1-In 190 Name 192.168.12.155-1-In Edit Bind/Unbind Camera
192.168.12.155-1-Out 19: Number” Edit Bind/Unbind Camera
Device Monitoring
192.168.12.155-2-In 19. - Edit Bind/Unbind Camera
Real-Time Monitoring e &inSout
4 19: o - ! Edit Bind/Unbing Camers
= = Communication Type Wiegand/RS485 v |
Alarm Monitoring E ¥ 19: Edit Bind/Unbind Camera
En O
19: crypt = Edit Bind/Unbind Camera
1o The above settings are copied to —_— v Edit Bind/Unbing Camera
4, Click on 198 A The encryption is copied to all readers of current device! Edit Bind/Unbind Camera
req ui red 19. Edit Bind/Unbind Camera
19: Edit Bind/Unbind Camera
reader =
a0 C it Dincdll Inhind Mamnra T
1< ¢ 1-18 3 3| S0rowsperpage ~ JumpTo 1 H Page  Total of 18 records

: Name of the reader displayed on the list page.

: Wiegand/RS485, Wiegand, R5485, and Disabled are available. When a
communication type is selected, the reader interface on the device will receive data (including card
and fingerprint data) for the specified type only.

: If this option is selected, the device may only be used with encrypted readers, such as SF10
and FR1300.

Bind/Unbind Camera

Through this option, the reader can be connected to the cameras, and the system will make a video
linkage (pop-up videos, videos or screenshots) once there is a corresponding event occurs.

Click [Bind/Unbind Camera] to select channel(s):
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Welcome, admin @ @ @ @ C)

2 ! T >t Authorized Company: 11

E Access Device

Door

Bind/Unoind Camera. %
Auniliary = rations
Channel Name ‘ Serial Number
Auwndliary Ou - Bind/Unbind Camera

The current query conditions: None
Event Type Bind/Unbind Camera
Alternative Selected(0)

Daylight Saving T Bind/Unbind Camera
R USRS Channel Name Owned Device Serial Number [ Channel Name Owned Device Serial Number
Bind/Unbind Camera

Device Monitoring [} 192.168.214220-1 192.168.214220 7586dde1665d9a0b

Real-Time Monitoring

Alarm Monitoring

Map Bind/Unbind Camera

= Bind/Unhind Camera
I Access Control

. Click here

Advanced Functions

- 1¢ ¢« 1-1 3 3 50rowsperpage ~ lotal of 1records
; Reports Bind/Unbind Camera

DinAfl Inkind Camarn

Yideo Integrated

Select and move the required reader towards right list and Click [OK] to finish.

zsNote: A reader can be used to bind more than one channel.

4.1.5 Auxiliary Input

It is mainly used to connect to the devices, such as the infrared sensors or smog sensors.
1. Click [Access Device] > [Auxiliary Input] on the Action Menu, to access below shown interface:

2. Click on Name or [Edit] to modify the parameters as shown below:
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Device Name”

Number”

Name” Auxiliary Input-1

Printed Name* ‘ IN1

Active Time Zone \ 24-Hour Accessible

Remark

Fields are as follows:
Name: You can customize the name according to your preference.
Printed Name: It will be the printed name on the hardware, such IN5.

Active Time Zone: Auxiliary input is available only in the specified time segment.

&Note: Only Name, Active Time Zone and Remarks can be modified.

3. (lick [OK] to save the name and remark and exit.
e Bind/Unbind Camera

Through this option, the reader can be connected to the cameras, and the system will make a video
linkage (pop-up videos, videos or screenshots) once there is a corresponding event occurs. For this,
the interaction setting in Linkage or in Global Linkage should be done before. For details, please refer
to Reader: Bind/Unbind Camera.

#sNote: An auxiliary input point can bind more than one channel.

4.1.6 Auxiliary Output

It is mainly related to alarm and is used when linkage is working.

1. Click [Access Device] > [Auxiliary Output] on the Action Menu to access the following interface:
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Marna |:| Device Name Printed Name Q ®

The current query conditions: Mone

(% Refresh  [*“} Remote Open ! Remote Close [/ Remate Normally Gpen

O MNeme

O Auis -1
[0 Auwlisry Qutput-1
[0 Auwiisry Output-2
[ Ausilisry Output-3
[0 Auwilisry Output-4

Devica Name Number Printed Mame
2162701 1 ouTt
192,168 2117221 el ouT1
182.152.217.221 2 ouT2
192,168 2117221 3 ouT3a
162.162.217.221 4 ouUT4

Passage Mode Time Remark
Zone

EEBEEE ¢
i
:

2. Click [Edit] to modify the parameters:

Fields are as follows:

Device Name™

Number”

Name®

Enﬁed Name™

Fassage Mode Time Zone

Remark

| 182.168.12 155

|Auxiliary Output-1

[ouT

— v

Name: You can customize the name according to your preference.

Printed Name: The printing name in the hardware, for example OUT2.

Passage Mode Time Zone: The auxiliary output will be in normal open or normal close in the

selected time zone.

#Note: Only Name, Passage Mode Time Zone and Remarks can be modified.

3. Click [OK] to save the name and remark and exit.

4.1.7 EventType

It will display the event types of the access devices.

Page |71

Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual
1. Click [Access Device] > [Event] to access the following page:

Welcome, admin @ @ @ @ O

‘Authonzed Company: 11

E Access Device Event Level I | Event Name
Door ‘ e current query conditions: None

Reader ("> Refresh (< Set Audio

Auxifiary Input Event Name Event Number Event Level Device Name Serial Number Operations

o Normal Verify Cpen Normal 182.168.12.145 AJIB174360005
Auxiliary Output

Verify During Passage Mode Time Zone Nermal 192.168.12.145 AJIB174360005

. First-Personnel Qpen . Mormal 192.168.12.145 AJIG174360005
Daylight Sawm Multi-Personnel Qpen Normal 192.168.12.145 AJIE174360005
Device Monitoring Emergency Password OMI} hormal 107 162 12 145 AlIG174360005

Real-Time Monitoring Open during Passage Mods Time Zone 4, Click on required event 60005

Cancel Alarm 360005

Alarm Monitoring
Remote Opening Normal 182.168.12.145 AJIB174360005

Map
Remote Closing Normal 192.168.12.145 AJIG174360005

Access Control Disable Intraday Passage Mode Time Zone Normal 192.162.12.145 AJIG174360005

Enable Intraday Passage Mode Time Zone " Normal 192.168.12.145 AJI6174360005

Advanced Funci
HRCHC S cens Door Inactive Time Zone Verify. Open 21 Exception 192.162.12.145 AJNIG174360005

lllegal Time Zone 22 Exception 182.168.12.145 AJI6174360005
Reports
Access Denied 23 Exception 182.168.12.145 AJI6174360005

\J:'Eu Video Integrated © < 1-50 3 3 SOrowsperpage - JumpTo 1 j6 Page  Tolal of 257 records

2. Click [Edit] or click the event type name to edit:

Device Name* 192.168.12.145 v
Event Number® 1

Event Level* % [ Normal v|
Event Mame® Verify During Passage Mot

Event Sound (® Already Exists (Upload
[ Play

Copy the above settings to (]

all devices

: Normal, Exception, and Alarm are available.
- It can't be modified.

:You can set custom sound being played when the event occurs in real-time
monitoring.

: This event will be applied to all current devices within the
purview of the same user event number.
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Set Audio: Same as the event sound. Click [Set Audio]:

Event Sound (@ Already Exists () Upload

I

4. Clickon =

required event

You can upload an audio from your local PC. The file must be in wav or mp3 format, and it must not
exceed T0MB.

For more details about Event Type, please refer to Access Event Type.

4.1.8 Daylight Saving Time

DST, also called the Daylight-Saving Time, is a system to adjusting the official prescribe local time to
save energy. The unified time adopted during the implementation of known as the "DST". Usually,
the clocks are adjusted forward one hour in the summer to make people sleep early and get up early.
It can also help to save energy. In autumn, clocks are adjusted backwards. The regulations are
different in different countries. At present, nearly 70 countries adopt DST.

To meet the DST requirement, a special function can be customized. You may adjust the clock one
hour forward at XX (hour) XX (day) XX (month) and one hour backward at XX (hour) XX (day) XX
(month) if necessary.

e AddDST

1. Click [Access Device] > [Daylight Saving Time] > [New]:
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Welcome, admin @ @ @} (@) C)

Authorized Company: 11

E Access Device e Refresh New m Delete z DST Setting

Door DST Name Sta ma End Time Operations
Reader USA Daylight Saving Tim Al ond Sunday in MAR At 02hour the First Sunday in NOV

Auxiliary Input

Auiliary Output

Event Type

DST Name®

Device Monitoring

Start Time” [MAR  v|[secons v | Sunday v 2 v loclack
Real-Time Monitoring T
End Time* [NV v |Fist v Sunday v |2 v loclock

Alarm Monitoring

Map

(L Access Control

ErTm O T

. Advanced Functions
T_, Reports

Video Integrated @ I< ¢« 1-1 > 3| 50rowsperpage =~ JumpTo 1 11 Page  Total of 1 records

Set as "Month-Weeks-week hour: minute" format. The start time and end time is needed. For
example, the start time can be set as “second Monday in March, 02:00". The system will be advanced
one hour at the start time. The system will go back to the original time at the end time.

® UseaDST

a4 L Al
1[0 192.168.12.155
Auxiliary Output [ 192.168.214.74

Event Type

Device Monitoring

Real

Map

Access Control

Advanced Functions

Reports

Video Integrated

The user can enable the DST setting on a device: In the DST interface, select a DST setting, and click
[DST Setting], select the device to apply the DST setting to and click [OK] to confirm.

#Notes:

Page |74 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

» Ifa DST setting is in use, it cannot be deleted. Stop the DST before deleting.

» Ifa DST setting is in use, the latest modification will be sent to the device. Disconnection of
the relevant device will lead to transmission failure, and it will resume at the next connection.

» Inthe Door Management module of the access control system, you can enable or disable
DST function. If you enable DST setting, the system will be advanced one hour at the start
time. The system will go back to the original time at the end time. If you did not set a DST in
the device, the system will prompt “The Daylight Saving Time hasn't been set in this device”
when you disable the function.

Device Monitoring

By default, it monitors all devices within the current user’s level. You may click [Access Device] >
[Device Monitoring] to view a list of operation information of devices: Device Name, Serial No., Areg,
Operation Status, Current status, Commands List, and Related Operation.

wecoms amn @) (D) @ @ (O
'i Device Name ‘_ Serial Number @

‘Authorized Company: 11

: r4
Device Export (> Clear All Command

D Device Name Serial Number Operation Status Current Status Commands List Recently The Abnormal Operations
oor State

Reader 182.168:12.145 AJIG174360005 003 Connecting device Disconnected 80 Disconnected Clear Command View Cor
- 192.168.12.155 AK1F173450006 FaceOn Connecting device Disconnected 75 Diecannected Clear Command View Cor
Auxiliary Input

192.168.12.160 AJKQ173960007 FaceOn Connecting device Disconnected 38 Disconnected Clear Command View Cot

Auxiliary Output
18216821474 3763161500001 FaceOn Get real-time event Digconnected 6 Disconnected Clear Command View Cot

BT 192.168.214.70 6403144900090 FaceOn Disconnected Connection timeout 6 Connection timeout Clear Command View Cot
Daylight Saving Time
D

Real-Time Monitoring

Alarm Monitoring

{1 Access Control
g

|:ZEJ Reports

\J:_—.J;“ Video Integrated i -
Current device count : 5 @Normal : 0 @Exception: 5 wDisable : 0 Command Sum : 203 ) Suspend Menitor ||

Device commands can be exported in EXCEL, PDF, CSV file format.
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Export

The File Type EXCEL File v
Export Mode (@) All data (Can export up to 40000 data)

(") Select the amount of data to export (Can export up to 40000 data)

From the article 1 Strip, is derived 100 Data
ZKTECO
Device Maonitoring
R tly Thi
Device Mame Seral Mumber Area Operaticn Status Current Status Commands List e e
Abnommal State
192.163.218.60 201008018540 Arca Mame Get real-iime evant Momal o Maons

You may clear the command as needed. Click [Clear Command] in operations column:

Prompt

Are you sure to clear command gueues?

Click [OK] to clear.
= Notes:

» After the implementation of Clear Command, you can perform the Synchronize All Data to
Devices operation on the device list to re-synchronize data in the software to the device, but
this operation cannot be performed when the user capacity and fingerprint capacity are fully
consumed on the device. Once the capacity is insufficient, you can replace the current device
with a higher-capacity one or delete the rights of some personnel to access this device, and
then perform the Synchronize All Data to Devices operation.

» Operate State is the content of communications equipment of current device, mainly used
for debugging.

» The number of commands to be performed is greater than 0, indicating that the data is not
yet synchronized to the device, so wait for the synchronization to complete.

Click [Access Device] > [Real-Time Monitoring].

It will monitor the status and real-time events of doors under the access control panels in the system
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in real-time, including normal events and abnormal events (including alarm events).

The Real-Time Monitoring interface is shown as follows:

| Serisi Number |

i Device Mame |

Elevatar

Area ‘ Status :——

Door Aupdliary Input Auiliary Output

#llDoors: || Remote Cpening ||| Remote Closing K5 Cancel Alarm  ( Activate Lockdown  (f§ Deactivate Lockdown

ol o oE o

216.27.0.1-1 216.27.0.1-2 216.27.0.1-3 218.27.0.1-4 102168217 182165217 192163.217 192.183.217
Py B 2212 2213 221-4

‘Cument Totahd @0Onlin=4 Dissble:] §CMine:d &UnknownD Door Mame |

Real-Time Events

£ Remote Mormally Open = More

Time Area Devica Event Point Event Description Card Number Person Reader Name Werification Mode
2017-02-09 11:46:15  Area Name 182.188.217.221(3635161600001) Device Staried Other Other
Total Recaived:1 @Mormal:1 & Exesption:0 @ AlarmD Clear Bows Data Ewent Dascription |
Different icons represent status as followed:
Icons Status Icons Status
Device banned = Door Offline
Dh
E i Door sensor unset, Relay closed F i Door sensor unset, Relay
/ /Without relay status -/ opened/Without relay status
F H Online status Door closed, Relay F E Online status Door closed, Relay
=/ closed/Without relay status -/ opened/Without relay status
E Online status Door opened, Relay i Online status Door opened, Relay
/ closed/Without relay status = opened/Without relay status

£

&
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B

Door opened alarming, Relay closed

Door opening timeout, Relay closed .
/ ILE /Without relay status, Door Sensor &-ii‘/ "‘E
Opened

Door opened alarming, Relay opened

Door opening timeout, Relay
opened/Without relay status
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ro Door opening timeout, Relay closed/ re Door opening timeout, Relay opened/
b Door Sensor Closed - Door Sensor Closed
o ro Door closed alarming, Relay 9 ro Door closed alarming, Relay
N/ closed/Without relay status =/ opened/Without relay status
E, Door sensor unset, Door alarming, Relay F Door sensor unset, Door alarming,
closed - Relay opened

o Door opening timeout, Without relay ,
q ﬂg Door locking
status/Door Sensor Closed

#Note: Without relay status, indicates that the current firmware does not support “detect relay
status” function.

1. Door

By default, the home page displays all doors of the panels within the user's level. User may monitor
door(s) by setting the Area, Access Control or Door.

- It can control one door or all doors.

To control a single door, right click over it, and click [Remote Opening/ Closing] in the pop-up dialog
box. To control all doors, directly click [Remote Opening/ Closing] behind Current All.

In remote opening, user can define the door opening duration (The defaultis 155). You can select
[Enable Intraday Passage Mode Time Zone] to enable the intraday door passage mode time zones, or
set the door to Normal Open, then the door will not be limited to any time zones (open for 24
hours).

To close a door, select [Disable Intraday Passage Mode Time Zone] first, to avoid enabling other
normal open time zones to open the door, and then select [Remote Closing].

& Note: If [Remote Opening /Closing] fails, check whether the devices are disconnected or not. If
disconnected, check the network.

:Once an alarming door is displayed on the interface, the alarm sound will be
played. Alarm cancellation can be done for single door and all doors. To control a single door, move
the cursor over the door icon, a menu will pop-up, then click [Remote Opening/ Closing] in the
menu. To control all doors, directly click [Remote Opening/ Closing] behind Current All.

#Note: If [Cancel the alarm] fails, check if any devices are disconnected. If found disconnected,
check the network.

- It will set the device as normal open by remote.
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-1t will remotely set the door status to locked status. After this, the door wouldn't
receive any operations, such as card reading and remote operations. This function is supported only
by certain devices.

- It will unlock a locked door. This function is supported only by certain
devices.

. If a Real-Time Monitoring event contains personnel activity, the monitor
will display the person photo (if no photo is registered, the monitor will display default photo). The
event name, time and date are displayed.

- If this option is selected, it plays an audio after an alarming event occurs.

If you move the cursor to a door’s icon; you can perform the above operations in a quick way. In
addition, you can query the latest events from the door.

E Status

192.188
ooq. Davice: 182,168 217.221
Serial Mumber; 2635161800001
Mumbser: 4
Door Sensor: Mo Door Sensor
Relay: Close
Alarm: Mone
Do

Remoie Cpening
Remote Closing
Activate Lockdown
went Desc Deactivate Lockdown Fead:
Cancel Alarm
Remote Mormally Open
Ensble Infraday Passage Mode Time Zone
Disable Infraday Passage Mode Time Jone

-

LBuerny e lgtest events from the door

: Click to quickly view the latest events happened on the
door.

- If you swap an unregistered card, a record with a card number will pop-up in
real-time monitoring interface. Right click that card number, and a menu will pop-out. Click “Issue
card to person”, to assign that card to one person.

The system will automatically acquire records of devices being monitored (by default, display 200
records), including normal and abnormal access control events (including alarm events). Normal
events will appear in green; alarm events will appear in red; other abnormal events will appear in
orange.

Page |79 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



User Manual

ZKBioSecurity Online Hospitality

2. Auxiliary Input
It monitors current auxiliary input events in real-time.

Area Status e ﬂ Device Mame Serial Number
Doar Audliary Input Awriary Output Elevstor
Audliary Awsiliary Auciliary Auciliary Ausdliary
Input-1 Input-1 Input-2 Input-3 nput-4
Cumrent Total:5 @ Online:4 g Disable:] @Ofine:1 & Unknown:D Aurdligry Input Name
Real-Time Events
Time Ares Devica Event Point Ewvent Description Card Numbar Person Resder Name Werification Mode

3. Auxiliary Output
Here you can perform Remote open, Remote Close, Remote Normally Open.

Area Status  |-—— ﬂ Device Name Serial Number
Door Augdliary Input Auziliary Output Elevator
Al Doors: Remote Open Remote Close "¢ Remote Normally Open
2
Ausdliary Ausiliary Auiliary Audliary Ausdliary
Output-1 Output-1 Output-2 Output-3 Output-4
Current Total:5 @ Online:4 g Dissble:0 @Ofine:1 & Unknown:D Aurdliary Output Mame
un
Real-Time Events
Time Ares Device Event Point Event Description Card Mumber Person Resder Mame erification Mode
4. Elevator

About the real-time monitoring of elevators, please refer to Real-Time Monitoring

It monitors alarm events of doors. If a door sends an alarm and is not attended or confirmed, the

page will keep on displaying the alarm events.

¥ Acknowledge
(& Time Device Event Point Event Description Person Status
E] 2015-01-2313:55:49 192.168.100.181 Can not connectto server Mone

#Note: If the firmware version of the device supports, the Event Description will pop-up, or else
only “Alarm” will be displayed in Event Description without any details.
Copyright©2020 ZKTECO. CO., LTD. All rights reserved.
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Cancel alarm: Select the door in alarm status, and click [Cancel alarm], then the system will send an
email to alarm monitoring recipient’s mailbox (The mailbox must be set in the Parameters)

&Note: When a door has multiple alarm states, it will display just one alarm type description in the
descending severity order, the order are as follows: tamper-resistant alarm => duress alarm (password +
fingerprint) = duress password or fingerprint alarm = unexpected opening alarm = opening timeout
alarm = device disconnects alarm.

4.1.12 Map
Click [Access Device] > [Map] > [New] to add a map.

Welcome, admin @) (:E) (E) @Q C)
Authorized Company: ZKTeco

E Access Device

Door

Reader
Auxiliary Input
Auxiliary Output

Event Type

Daylight Saving Time Map Name™ ‘:l
Device Monitoring Area Name” | Area Name [~ |

Real-Time Monitoring ) Ma&Palh’ Choose File | No file chosen

Alarm Monitoring

= . Advanced Functions (€3]

= Reports

Video Integrated

After adding, users can add door on the map, perform zoom-in, zoom-out, etc. If users relocated or
modified the map, click [Save Positions] to save. The user can view the new setting at next visit.
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Welcome, admin (80) (1) @® O

Authorized Company: 11

Reiresh New Edit Delete Save Positions Add Door (9 Add Camera Zoom In Zoom Out 7 Full Screen
[+

Map Index 3rd Floor
4 {23 FaceOn
a 022
Auwxdliary Input @ i
@ 2nd Floor
Awdliary Output © 3rd Floor
Event Type i
Daylight Saving Time ]
Device Monitoring -
Real-Time Monitoring I} :
Alarm Monitoring % D
Map = |
o | e il £
==
Access Control g < C = |
T i i
= -
—  Advanced Functions @ « I .

Real-Time Events

__ Reports

Time Area Device Event Point Event Description Card Number Person Reade

4 Video Integrated & Tatal Darnimr:n

Fahlarmaln L Cveantinnfi a flareen Planr D Nata Cuinnt Damindar Sannde

- Users can add or delete a map as needed.
: Users can edit map name, change map or the area it belongs to.

: Users can add a door on the map or delete an existing one (right click
the door icon, and select [Delete Door]), or adjust the map or position(s) of the door or camera icons
(by dragging the door or camera icons), adjust the size of the map (click [Zoom in] or [Zoom out] or
click [Full Screen]).

- If you move the cursor to a door, the system will automatically filter and displays
the operation according to the door status. Users can do remotely open / close doors, cancel alarms,
etc.

(1) Users need to select the relevant area for the map when adding levels. The area will be relevant
to the user access levels, users can only view or manage the map within levels. If the relevant
area of a map is modified, all doors on the map will be cleared. Users need to add the doors
manually again.

(2) When an administrator is adding a new user, he can set the user operation rights in role setting,
such as Save positions, Add Door, Add Camera, etc.

= Notes:

» In map modification, users can choose to modify the map name but not the path. Users only
need to check the box to activate the modification option.

» The system supports adding multi doors at the same time. After adding the doors, users need
to set the door position on the map and click [Save].
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» When modifying door icon, especially when users zoomed out the map, the margin for top
and left shall not be smaller than 5 pixels, or system will prompt error.

» Users are recommended to add a map size under 1120 * 380 pixels. If several clients access
the same server, the display effect will be different according to resolutions of screen and the
settings of browsers.

4.2 Access Control Management

4.2.1 Time Zones

It sets usage time of a door; the reader is usable during valid time periods of certain doors and
unusable during other time periods. Time Zone can also be used to set Normal Open time periods or
set access levels so that specified users can only access specified doors during specified time periods
(including access levels and First-Person Normally Open).

The system controls access according to Time Zones (up to 255 time zones). The format of each
interval for a time zone: HH: MM-HH: MM. Initially, by default, the system has an access control time
zone named [24 hours Accessible]. This time period cannot be modified and deleted. The user can
add new Access Control Time Zones that can be modified or deleted.

Copy Monday's Setting to Others Weekdays: [_|

Er I EET

1. Add Access Control Time Zone

a) Click [Access Control] > [Time zones] > [New] to enter the time zone setting interface:
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=
[=]

Tuesday
Wednesday
Thursday

Z Friday
|  Saturday
| Sunday 00 : 00 00 : 00 00 : 00 00 ;00 00 : 00 00 : 00
| Holiday Type 1 00 : 00 00 00 00 : 00 00 00 00 : 00 00 00
| Holiday Type 2 00 : 00 00 : 00 00 : 00 00 ;00 00 : 00 00 : 00
Holiday Type 3 00 00 00 00 00 : 00 00 00 00 : 00 00 00

=
[=]
]
(=]
=]
=2
=]
(=]
(=]
(=]
==
=
=2
(=]
o
(=]
==
(=]
=1
(=]
=]
(=]
=
(=]

LRI

Copy Monday's Setting to Others Weekdays: [

EIIT I BT

The parameters are as follows:
Time Zone Name: Any character, up to a combination of 30 characters.

&sRemarks: Detailed description of the current time zone, including explanation of current time zone
and primary applications. Users can input up to 50 characters in this field.

Interval and Start/ End Time: One Access Control Time Zone includes 3 intervals for each day in a
week, and 3 intervals for each of the three Holidays. Set the Start and End Time of each interval.

Setting: If the interval is Normal Open, just enter 00:00-23:59 as interval 1, and 00:00-00:00 as interval
2/3.1f the interval is Normal Close: all inputs will be 00:00-00:00. If users use only one interval, they
just need tofill in interval 1, and interval 2/3 will be the default value. Similarly, when users only use
the first two intervals, the third interval will be the default value. When using two or three intervals,
users need to ensure that the two or three intervals do not overlap, and the time shall not cross the
days. Or the system will prompt error.

Holiday Type: Three holiday types are unrelated to the day of a week. If a date is set to a holiday type, the
three intervals of the holiday type will be used for access purpose. The holiday type is optional. If the user
does not enter one, the system will use the default value.

Copy on Monday: You can quickly copy the settings of Monday to other weekdays.
b) After setting, click [OK] to save, and it will display in the list.
2. Maintenance of Access Control Time Zones

Edit: Click the [Edit] button under Operation to enter the edit interface. After editing, click [OK] to
save.
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Delete: Click the [Delete] button under Related Operation, then click [OK] to delete, or click [Cancel]
to cancel the operation. A time zone in use cannot be deleted. An alternative way is to tick the check
boxes before one or more time zones in the list, and click the [Delete] button over the list, then click
[OK] to delete, and click [Cancel] to cancel the operation.

4.2.2 Holidays

Access Control Time of a holiday may differ from that of a weekday. The system provides access
control time setting for holidays. Access Control Holiday Management includes Add, Modify and
Delete.

Holiday Name™ ‘ | |

Holiday Type® Holiday Type 1 v

Start Date” 2018-03-28
End Date” 12018-03-28

Interlock
Recurring ‘ No

Remark ‘

£ EEE BT

e Add

(1) Click [Access Control] > [Holidays] > [New] to enter edit interface:

k. Holiday Name® || |
1
|

Holiday Type* | Holiday Type 1 A
Start Date® 2018-03-28 '
End Date” ;2018-{!3—28

Recurring | No ¥ i
Remark | |

Fields are as follows:
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: Any character, up to a combination of 30 characters.

:Holiday Type 1/2/3, namely, a current holiday record belongs to the three holiday
types and each holiday type includes up to 32 holidays.

: The date format: 2010-1-1. Start Date cannot be later than End Date, otherwise the
system will prompt an error message. The year of Start Date cannot be earlier than the current year,
and the holiday cannot be set across two different years.

- It refers a holiday whether to require modification in different years. The default is No. For
example, the Near Year's Day is on January 1 each year, and can be set as Yes. The Mother's Day is on
the second Sunday of each May; this date is not fixed and should be set as No.

For example, the date of Near Year's Day is set as January 1,2010, and the holiday type is 1, then on
January 1, Access Time Control will not follow the time of Friday, but the Access Control Time of
Holiday Type 1.

(2) After editing, click [OK] button to save, and it will display in the holiday list.

Click Holiday Name or [Edit] button under Operations to enter the edit interface. After modification,
click [OK] to save and quit.

In the access control holiday list, click [Delete] button under Operations. Click [OK] to delete, click
[Cancel] to cancel the operation. An Access Control Holiday in use cannot be deleted.

Access levels indicate that one or several selected doors can be opened by verification of a
combination of different person within certain time zone. The combination of different person set in
Personnel Access Level option.
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Welcome, admin @ @ @) @ O

‘Authonzed Company: 11

IFE] Access Device €Y Access Levels Browse Levels 24 H(FaceOn) Door Combination

LevelNamal:I Time Door Name Owned Device Q @
a Access Control &)

The current query conditig ofe The current query conditions: None
Time Zones ‘ Reiresh  [® New (i Delete (T Reiresh i} Delete Door [ # Export

Holidays

]

Level Name Area Name  Time Zone Door Count  Operations (=] Door Name Owned Device

FaceOn 3 0 Edit Add Door
FaceOn 24-Hour Acce: 5 Edit Add Door
Set AccesS3y Levels

FaceOn 1 0 Edit Add Door
Set Access By F

LI 1 T

FaceOn 8H 1

Set Access By Depart! FaceOn 24-Hour Acce: 1

Interlock ims 24-Hour Acce: 0

o m m

4 FaceOn 24-Hour Acce: 6
Linkage

Anti-Passback

First-Person Normally Open

‘F'J'_ Advanced Functions. @

I%_} Reports

5 — 157 50 ~  Total of 7 records o 50 ~  Total of 0 records
iﬁlr Videa Integrated @ < > 2l TOWS per page K < e | ToWS per page
o - EREN

® Add

1. Click [Access Control] > [Access Levels] > [New] to enter the Add Levels editing interface:

Level Name®
Time Zone* 24-Hour Accessible v

Area* Area Name

BT T

2. Seteach parameter: Level Name (unrepeatable), Time Zone.

3. Click [OK], the system prompts “Immediately add doors to the current Access Control Level”, then
click [OK] to add doors, then click [Cancel] to return the access levels list. The added access level
is displayed in the list.

Immediately add doors to the current Access
Control Level?

& Note: Different doors of different panels can be selected and added to an access level.
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Add/Delete Personnel for Selected Levels:

(1) Click [Access Control] > [Access Levels] > [Set Access By Levels] to enter the edit interface, then
click an Access level in the list on the left, personnel having right of opening doors in this access
level will be displayed in list on the right.

(2) In the left list, click [Add Personnel] under Operations to pop up the Add Personnel box; select
personnel (multiple) and click * to move to the selected list on the right, then click [OK] to
save and exit.

(3) Click the level to view the personnel in the list on the right. Select personnel and click [Delete
Personnel] above the list on the right, then Click [OK] to delete.

Add selected personnel to selected access levels or delete selected personnel from the access levels.
Add/Delete levels for Selected Personnel:

(1) Click [Access Control] > [Access Levels] > [Set Access By Person], click Employee to view the
levels in the list on the right.

(2) Click [Add to Levels] under Related Operations to pop up the Add to Levels box, select Level
(multiple) and click = to move it to the selected list on the right; then click [OK] to save.

(3) Select Level (multiple) in the right list and click [Delete from levels] above the list, then click [OK]
to delete the selected levels.

Setting Access Control for Selected Personnel:

A. Select a person in the list on the left and click [Access Control Setting].
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weieome, scmn (1) (1) (@ (@ ()
Authorized Company. 11

Edit Levels For Fersonnzl Browse Personnel 117055(0) From Leveds
Fersonnal 10 First Name 5' ClICk here Marev | Level Name

Tme Zona

The curment query conditions: N The cument query eanditions: None

Retrash [:_J'aﬁocasscwwlaemu " fateacn 45 Dotote oo Lo T Gnae

Forsonnel D First Hams LastNams Card B Y bbb L) %

17055 o
Nearossn 4 Superuser A

10522 Device Operation Role Ordinary User v

Jasmina

Delay Passage
Disabled

SRR Set Valid Time
ATEEmG
=z elEet
2988 A=Eeeit
2812 SR
3182 FHEEFEREL

2714 AikizETTE
¢ 1-50 3 > Sdrowsperpags - Total of

B. Setaccess control parameters and then click [OK] to save the settings.

4.2.6 Set Access By Department

Add the selected department to the selected access levels or delete the selected department from
the access levels. The access of the staff in the department will be changed.

4.2.7 Interlock

Interlock can be set for two or more locks belonging to one access controller. When one door is
opened, the others will be closed, or you cannot open the door.

Before setting the interlock, please ensure that the access controller is connected with door sensor,
which has been set as NC or NO state.

® Add Interlock

1. Click [Access Control] > [Interlock] > [New] to enter the edit interface:
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Device Name® Click to select

Interlock Rule® |7

£ ECE

Video Integrated

2. Select Device Name. When users are adding devices, interlocked devices cannot be seen in the
dropdown list. After deleting established interlock information, the corresponding device will

return to the dropdown list. Interlock setting will vary with the number of doors controlled by
selected devices:

» A one-door control panel has no interlock settings.
» Atwo-door control panel: 1-2 two-door interlock settings.

»  Afour-door control panel: 1-2 two-door interlock; 3-4 two-door interlock; 1-2-3 three-door
interlock; 1-2-3-4 four-door interlock.

3. Select Interlock Rule, tick an item, then click [OK] to complete. The new added interlock settings
will be shown in the list.

#Note: During editing, the device cannot be modified, but the interlock settings can be modified. If
the interlock settings are not required for the device any more, the interlock setting record can be
deleted. If users delete a device record, its interlock setting record, if any, will be deleted.

4.2.8 Linkage

Linkage setting means when an event is triggered at an input point of the access control system, a
linkage action will occur at the specified output point to control events such as verification, opening,
alarm and abnormal of system, and list them in the corresponding monitoring view.

Add Linkage setting:
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y Department

Reports

Video Integrated

Linkage Trigger Conditi

User Manual

Device™ Click to select

Add Check All Clear All Input Point*

L

Qutput Point*

Video Linkage

Auzxiliary Output

Action type*

1. Click [Access Control] > [Linkage] > [New]

EXT B EEEE

2. Enter the linkage name, select a linkage device, linkage trigger conditions, input point, output
point, then set linkage action, video linkage and other parameters.

3. After selecting devices, corresponding linkage settings will be displayed. The System will first
judge whether the device is successfully connected and has read extended parameters. If there is

no available extended parameters, the system cannot set any linkage. If there is an available
extended parameter(s), the system will show linkage settings according to the door quantity,
auxiliary input and output quantity of currently selected device:
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4 [ |7 Door Event
[ 1[] Access Denied
[ 1[] Activate Lockdown
[1[] Anti-Passback
[ 1[0 Cancel Alarm
[ 1[] Deactivate Lockdown

[1[] Disable
[ 1[[] Door Closed Correctly

[1[]] Door Inactive Time Zone Verify Open
[1[7] Door Inactive Time@j}ne{Pr&ss Exit Button)

[ 1 Door Locked

[1[7] Door Opened Correctly

T Muraes Maan Alaess

ok coce |
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&Note: Linkage Trigger Conditions contain Door Event and Auxiliary Input Event. And “Fail to
connect server”, “Recover connection”, “Device connection off” will be filtered from Door Event.

Linkage Name® Test Device” 192.168.12.155
Linkage Trigger Conditions®  Add Checlc All Clear All Input Point®
Auziliary Input Disconnected W D Any

[ Auxiliary Input-1
[ Auxiliary Input-2
[ Auxiliary Input-3
[ Auxiliary Input-4

Qutput Point* Video Linkage E-mail
Door Auxiliary Output
W[ 192.168.12.155-1 [ Auxiliary Qutput-1
[ 192.168.12.155-2 171 Auxiliary Cutput-2
[ 192.168.12.155-3 h 171 Auxiliary Qutput-3
[ 192.168.12.155-4 [ Auxiliary Qutput-4
Action type* MNormally Open v | Action type* | MNormally Open r

EITT T T

4. Select the Input Point and Output Point, Linkage Action, Video Linkage and Email Address.

The fields are as follows:
Linkage Name: Set a linkage name.

Linkage Trigger Condition: Linkage Trigger Condition is the event type of selected device. Except
Linkage Event Triggered, Enable/Disable Auxiliary Output, and Device Start. All events could be
trigger condition.

Input Point: Any, Door 1, Door 2, Door 3, Door 4, Auxiliary Input 1, Auxiliary Input 2, Auxiliary Input 3,
Auxiliary Input 4, Auxiliary Input 9, Auxiliary Input 10, Auxiliary Input 11, Auxiliary Input 12 (the
specific input point please refers to specific device parameters).

Output Point: Lock 1, Lock 2, Lock 3, Lock 4, Auxiliary Output 1, Auxiliary Output 2, Auxiliary Output 3,
Auxiliary Output 4, Auxiliary Output 6, Auxiliary Output 8, Auxiliary Output 9, and Auxiliary Output 10
(the specific output point please refers to specific device parameters).
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: Close, Open, Normal Open, Lock, Unlock. The default is Close. To open, delay time or
Normal Open shall be set.

Output Point* Video Linkage E-mail
FPop Up Video Display time 10 s(5-60
Video Video length 30 5(10-180
Capture In the monitoring page immediately pop up
Dizplay time 10 5(10-60)
A\ Make sure that the corresponding input point linkage bound available video channel, otherwise the video linkage function

:Whether to set the pop-up preview page in real-time monitoring, and set the
pop-long.

: Enable or disable background video recording and set the duration of background video
recording.

: Enable or disable background snapshots.

:Ranges from 1~254 second (This item is valid when Action type is Open).

Action type® Cpen v
Action time delay” 20 2(1-254)

5. After editing, click [OK] to save and quit, then the added linkage setting will be shown in the list.

For example, if users select Normal Punching Open Door as trigger condition, then the input point is
Door 1, output pointis Lock 1, action type is Open, delay is 60 second. When Normal Punching Open
Door occurs at Door 1, the linkage action of Open will occur at Lock 1, and the door will be open for

60 second.

#Note: During editing, you cannot modify the device, but modify the linkage setting name and
configuration. When delete a device, its linkage setting record, if any, will be deleted.

If the device and trigger condition are the same, and system has linkage setting record where the
input point is a specific door or auxiliary input, it will not allow users to add (or edit) a linkage setting
record where the input point is any.

On the contrary, if the device and trigger condition are the same, and the system has linkage setting
record where the input point is ‘Any’, it will not permit user to add (or edit) a linkage setting record
where the input point is a specific door or auxiliary input.

In addition, same linkage setting at input point and output point is not allowed. The same device
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permits consecutive logical linkage settings. The system allows to set several trigger conditions for a
linkage setting at a time.

429 Anti-Passback

Currently anti-passback settings support in and out anti-passback. In some special occasions, it is
required that the cardholders who entered from a room by card swiping at a door device must
swipe the cards over a device at the same door when leaving to keep the entry and exit records
strictly consistent. The user can use this function just by enabling it in the settings. This function is
normally used in prisons, the army, national defense, scientific research, bank vaults, etc.

Add Anti-Passback Settings:

1. Click [Access Control] > [Anti-Passback] > [New] to show the edit interface:

Device Name” Click to select

Anti-Passback Rule”

ErTm I T

Video Integrated

2. Select devices. When users are adding Anti-Passback Rules, devices with anti-passback settings
cannot be seen in the dropdown list. When deleting established anti-passback information, the
corresponding device will appear in the dropdown list again. The settings vary with the number
of doors controlled by the device.

» Anti-passback settings of a one-door control panel: Anti-passback between door readers.

» Anti-passback settings of a two-door control panel: Anti-passback between readers of door 1;
anti-passback between readers of door 2; anti-passback between door 1 and door 2.

» Anti-passback settings of a four-door control panel: Anti-passback of door 1 and door 2;
anti-passback of door 3 and door 4; anti-passback of door 1/2 and door 34; anti-passback of
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door 1 and door 2/3; anti-passback of door 1 and door 2/3/4; Anti-passback between readers
of door 1/2/ 3/ 4.

#sNote: The door reader mentioned above includes Wiegand reader that connected with access
controller and InBio reader. The single and two door controller with Wiegand reader includes out
and in reader. There is only “In reader” for four door control panel. The reader number of 1, 2 (that is
RS485 address or device number, the same below) is for door 1, the reader number of 3, 4 is for door
2, etc. No need to consider if it is a Wiegand reader or InBio reader when you are setting the
anti-passback between doors or between readers, just make sure the in or out reader is set
according to the actual requirements. For the reader number, odd number is for in reader, and even
number is for out reader.

3. Select Anti-Passback Rule, and tick one item, click [OK] to complete, then the added
anti-passback settings will be shown in the list.

#Note: When editing, you cannot modify the device, but can modify anti-passback settings. If
anti-passback setting is not required for the device any more, the anti-passback setting record can
be deleted. When you delete a device, its anti-passback setting record, if any, will be deleted.

First-Person Normally Open: During a specified interval, after the first verification by the person
having First-Person Normally Open level, the door will be Normal Open, and will automatically
restore closing after the valid interval has expired.

Users can set First-Person Normally Open for a specific door (the settings include door, door opening
time zone and personnel with First-Person Normally Open level). A door can set First-Person
Normally Open for multiple time zones. The interface of each door will show the number of existing
First-Person Normally Open.

When adding or editing First-Person Normally Open settings, you may only select door and time
zones. After successful adding, add personnel that can open the door. You can browse and delete
the personnel on the right of the interface.

Operation steps are as follows:

1. Click [Access Control] > [First-Person Normally Open] > [New], select Door Name and Passage
Mode Time, and click [OK] to save the settings.
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Door Name® Click to select

Passage Mode Time Zone'
3

oo | o J Corcer

2. Click [Add Personnel] under Related operation to add personnel having First-Person Normally
Open level (these personnel must have access control level), then click [OK] to save.

4.2.11 Multi-Person Group

The door will open only after the consecutive verification of multiple people. Any person verifying
outside of this combination (even if the person belongs to other valid combination) will interrupt the
procedure and you need to wait 10 seconds to restart verification. It will not open by verification by
only one of the combination.

(1) Click [Access Control] > [Multi-Person Group] > [New] to access the following edit interface:

4. Click here

Group Name”

Remark

Multi-Person C'p._ g Door

Cooveamanon I o J carce

Pa

Advanced Functions
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Group name: Any combination of up to 30 characters that cannot be identical to an existing group
name.

After editing, click [OK] to save and return. The added Multi-Person Personnel Group will appear in
the list.

(2) Click [Add personnel] under Related Operations to add personnel to the group.
(3) After selecting and adding personnel, click [OK] to save and return.

#sNote: A person can only be grouped into one group.

4.2.12 Multi-Person Opening Door

Set levels for personnel in Multi-Person Personnel Group.

It is a combination of the personnel in one or more Multi-Person Personnel Groups. When setting the
number of people in each group, you can configure one group (such as combined door opening by
two people in one group) or multiple groups (such as combined door opening by four people,
including 2 people in group 1 and 2 people in group 2), and at least one group shall consist of number
of door opening people instead of 0, and the total number shall not be greater than 5. In addition, if
the number of people entered is greater than that in the current group, Multi-Person Opening Door
will be disabled.

Multi-Person Opening Door Settings:

(1) Click [Access Control]=> [Multi-Person Opening Door] = [New]:

Door Name- [ Click to select

Number of opening

personnel in each group

Group2

Group3

Group4

Group5

Reports

Video Integrated

Advanced Functions |

(2) The maximum number of multi-person opening door people for combined door opening is 5.
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That in the brackets is the current actual number of people in a group. Select the number of
people for combined door opening in a group, and click [OK] to complete.

#sNote: The default Credit Card Interval is 10 seconds, it means that the interval of two personnel’s
verification must not exceed 10 seconds. You can modify the interval if the device supports.

4.2.13 Verification Mode Group

Verification Mode: You can set verification modes for doors and personnel separately in a specified
time segment.

e Add

1. Click [Access Control] > [Verification Mode] > [New] to go to the page for adding a verification
mode rule.

1 =2 E
ot [} E v T Doorvereaton[PesomervVerwestos] —SiatTe | EniTine[Doorverwcaten[Pesomet Vet

00 - 00 0 @ 00 00 : 00 0 : 00 —_— v —_

Saturday 00 - 00 00 - 00 ——

Holiday Type 1 0w 00 w o0 |——

Holiday Type 2 0w 00 w o0 |——

iy
|

=
=
=)
a
=
=
=)
a
alla| a4 4] « 4 a4 4|
I
A4 A 4 4| @ A 4 A -
=
=
=
a2
=
=
=)
a
alla| a4 4] « 4 a4 4|
all a4« 4 « 4 4 4|
=
=
=
=
=
a
=
=
I

|
i
A4 a4 4 4| @ 4 4 4| 4

=
=
=
=
=
a
=
=
I
o) a4 af a4 4
i

Holiday Type 3 00 @ 00 00 : 00 ——

Copy Monday's Sefting o Others Weekdays: []

ErTm EEE T

2. Setthe following parameters: Select a rule name (not repeatable), the time segment, and
verification mode for a door or person in each time segment.

3. Click [OK] to finish the setting.
4. On the list page, you can add or delete doors in the verification mode rule.

#Note: If a rule includes the verification mode for personnel, you cannot select doors with the
RS485 readers when adding doors. You can modify only the configuration on the reader setting
page before adding doors.

Verification Mode Group: Set appropriate personnel for configured verification mode rule.
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Parameters

] l:l Access Device

ﬂ Access Cantrol

Set By Levels
By Person
Set Access By Depariment
Interiock
Linkage
Anli-Passback
First-Person Normally Open
MultiPerson Group

MutltiPerson Opening Door

[ Type of Getting Transactions|
©) Periodically
Intarval: |1 7 houris)
® Set the Time for Oblaining New Transaclions
@000 10 0200 (1300 400 (1500 800 (700 1800 Clvoo
01200 [J13:00 [11400 (1500 ([J1600 ([J17:00 [118:00 (1800 [J2000 [J21:00

A\ Getting transactions and synchronization time wil be done at the same time
| Real Time Monitaring

@ Enable Display Photos Function

#) Enable Audio Alert Function

The Real Time Moniloring Page Pop-up Staff Photo Size Max Height[140 | px(30-500)

A\ Refresh the real-fime monitoring page after setting Height
['Alarm Monitoring Recipient's Mailbos |

[ @@

User Manual

Click [Access Control] > [Parameters] to enter the parameter setting interface:

waonssamn @) @ @ @ ()

Authorized Company: 11

[ 10:00
[ 22200

0 11:00
[0 23:00

Verification Mode

Verification Mode Group

|5y, Advanced Functions

" | Reporls

_-J, Video Integrated

Start from the setting and efficient time, the system attempts to download new transactions every
time interval.

The selected Time is up, the system will attempt to download new transactions automatically.

:When an access control event occurs, the
personnel photo will pop up. The size of pop photos shall be between 80 to 500 pixels.

: The system will send email to alarm monitoring recipient’s
mailbox if there is any event.

Advanced Functions

Advanced Access control is optional function. If needed, please contact business representative or
pre-sales engineer, you can use these functions after obtaining license and activating.

#Note: Except Global Linkage, to use other advanced functions you need to enable Background
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Verification. For detail, please see Device Operation.

43.1 Zone

It mainly uses partition Zones in advanced access control. When using such advanced functions as
Global Zone APB, you must define Access Zones.

e Add

1. Click [Advanced Functions] > [Zone] > [New] to enter the Add Zone interface:

2. Set Zone Code, Name, Parent Zone and Remark as required.
3. (Click [OK] to save and quit. The added Zone will appear in the list.

What rules inside:
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Rule Type Rule Name

Person Availability Leo-Zone-test-Times | 3333 |

4.3.2 Reader Define

Reader Define indicates that Reader control from one access zone to another one, it is based on
access zone. If advanced functions are needed, you shall set the Reader Define.

e Add

1. Click [Advanced Functions] > [Reader Define] > [New] to enter the add interface:

ngder Name™

Goes From*

Goes To"

T N T

LED Data
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N

Set Reader Name, Goes From and Goes To as required.
3. (lick [OK] to save and quit. The added Reader Define will appear in the list.
e Batch New

1. Click [Advanced Functions] > [Reader Define] > [Batch New] to enter the batch add interface:

Select Reader®  Add Check All Clear All

A\ Piease add reader!

Goes From”

Goes To"

LED Data

Video Integrated

2. (lick [Add], select Reader(s) and move towards right and click [OK].

Name Cwned Device Serial Mumber

The current query conditions: None
Alternative Selected(1)
= MName Cwned Device Serial Number ] MName Cwned Device Serial Number

192.168.12.155-2-In  192.168.12.155 AK1F173450008 [ 192.168.12.155-1-0u 192.168.12.155 AKIF173460006
192.168.12.155-3-In 192.168.12.155 hmﬂ F173460006

192.1658.12.155-3-0u 192.168.12.155 AK1F173460006

192.168.12.155-4-In  192.168.12.155 AK1F173460006

192.168.12.155-4-0u 192.168.12.155 AK1F173450006

192.168.214.74-1-In 192.168.214.74 3763161600001

192.168.214.74-1-0u 192.168.214.74 3763161600001

< 1-9 . .| G&B0rowsperpage ~  Total of 8 records
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3. Set Goes from and Goes to as required and press[OK].

Who is Inside

After entering the zone, you can view all personnel status in the zone by zone tree.

Welcome, admin ® ( @ Q)

‘Authorized Company: 11

E Access Device @ Personnel ID | | First Name Last Mame i | Morewy Q. ()

The current query conditions: None

Access Control
(% Refresh i Delete Personnel [ # Export

EI? Advanced Functions (=) (RSl [ Personnel ID First Name Last Name Department Card Number Last Access Time
[7] 30th Floor Lobby(D}

Zone [7] 30th Floor Hall(0)

[[7 30th Floor Theatre(0)
[[7 30th Floor Court Yard(0)
[ in(0)

[ out(0)

Reader Define

Global Anti-Passback
Global Linkage

Global Interlock Group
Global Interlock
Person Availability

LED Data

Reports
1
=t Video Integrated @ ¢ ¢« 0 » > S0rowsperpage ~ JumpTo 1 /0 Page  Total of 0 records

Deleting personnel in the selected area will clear the global anti-passback status of the personnel.

Export selected personnel information in the area; you can export Excel, PDF, CSV format.

Page |103 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual
ZKTECO
Total Pecple 10
Last Acces:
Personnel I First Mame Last Mame Departrnent Card Mumber Last Access Time Biads s
2017-12-18 08:20: | 182.168.215.60-2-
1 Jemy Wang General 4461253 21 In
Cevelopment 2017-12-18 08:237: | 192.168.218.60-1-
2 Lucky T. G155266
2 Department 12 In
2017-12-18 0B:55: | 192.16B.2158.60-1-
2840 Shermy *fang Hotel 1411237 52 =
Financial 2017-12-18 0H:34: | 1892.168.218.60-2-
3 L Ha 13271770
(i i Department 57 In
2017-12-1B 0e:55: | 192.168.218.60-1-
4 Bemry Cao Zemeral 13892341 52 In
Marketing 2017-12-18 DB:34: | 192.168.218.60-1-
8 Megol hi 13260079
e £ Department 18 In
z Financial 2017-12-18 0B:25: | 192.168.218.60-1-
8 Amber Lin o i 4528026 20 o
2017-12-18 0B:27T: | 192.16B.218.60-2-
7 Jacky Xiamg Gemeral G323094 18 in
5 Glori Liu Marketing E180168 2017-12-18 09:34: | 192.168.2158.60-2-
Department 20 In
g Lilian Mei Development g 20 2017-12-18 08:27: | 182.168.2158.60-1-
Department 22 In

4.3.4 Global Anti-Passback

Global Zone APB can set Anti-Passback across devices; you can use this function after setting Global
Anti-passback. You must set Access Zone and Reader Define before using, and also the device that has set
Anti-Passback shall issue background verification parameters.

e Add

1. Click [Advanced Functions] > [Global Anti-passback] > [New] to enter the add interface:

ontrol

ced Functions

LED Data

Reports

Video Integrated
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Rule Name*
Zong®

The following doors control
access in and out of the
zone

Anti-Passback Type*

Lockout Duration

Reset Anti-Passback
Status
Anti-Passback Resetted

Time

Apply to

== :

Logical Anti-Passback v

minute(1-

500)

5]

|

All Personnel v

All Personnel
Just Selected Personnel
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Set Rule Name (Unrepeatable), Zone, Anti-passback Type, Lockout Duration, Reset Anti-passback
Status and When to Reset the Anti-passback as required.

: Select an option from the dropdown list, Corresponding doors will display in the text box of ”
The following doors control access in and out of the zone”. At the same time, the doors obey the rule
of one door cannot set as the boundary of two independent Anti-Passback.

- Logical Anti-passback, Timed Anti-passback or Timed Logic Anti-passback.

: The door will not open if the entry and exit records is not in consistent
with Anti-passback zone.

:In specified time period, user can enter Anti-passback zone only
once. After the Time period has expired, user state will be cleared, and allow user to enter
this zone again.

:In Specified time period, Users who enter Anti-passback zone
must obey the rule of Logical Anti-passback. If users exceed timed period, system will time
again.

:Only select Timed Anti-passback and Timed Logic Anti-passback in Anti-passback
Type. Lockout Duration can be set.

- Tick it to clear Anti-passback status of personnel in the system, and
recover initial state. Only tick this option. When to Reset the Anti-passback can be select. After the
reset time of the anti-passback has expired, system will clear all the Anti-passback status of personnel
in zone.

: Select time to reset Anti-passback.
- All Personnel, Just Selected Personnel and Exclude Selected Personnel three types.
: Can only edit and does not support select personnel.

: The anti- passback is only effective for these selected
personnel.

: The anti- passback only effective for these exclude
selected personnel.

Click [OK] to save and quit. The added Global Zone APB will display in the list.

The global linkage function allows you to configure data across devices. Only push devices support this
function.
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1. Click [Advanced Functions] > [Global Linkage] > [New]:

Apply to all persennel ]

Mandatory Field

Linkage Trigger Conditions*  Add Check All Clear All Input Point*  Add Check All Clear All

Qutput Point Video Linkage Active Time E-mail Linkage Voice Prompts

Door  Add Check All Clear All Auxiliary Output  Add Check All Clear All

Global Interlock Ngo
Global Interlock

Person Availability

LED Data

Reports

Apply to all personnel: If this option is selected, this linkage setting is effective for all personnel.
Active Time: Set the active time of the linkage setting.

2. Choose Global Linkage trigger conditions, the input point (System will filter devices according to
the choice in first step) and the output point, Set up linkage action. For more details about these
parameters, please refer to Linkage Setting.

& Note: You can select multiple Door Events, but “Fail to connect server”, “Recover connection” and
"Device connection off” will be filtered automatically from Door Event.

3. (lick [OK] to save and quit. The added Global Linkage will display in the list.

4.3.6 Global Interlock Group

The global interlock group groups the doors in the global interlock, but to use the global interlock
function, the device must be enabled with background authentication.

1. Click [Advanced Functions] > [Global Interlock Group]> [New]:
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4, Click here

Group Name™

Remark

Group Interlock

o | o

Group Name:
(1) Any combination of up to 30 characters that cannot be identical to an existing group name.

(2) After editing, click [OK] to save. After confirming that add the door immediately, the information
of added door will appear in the list.

(3) Click [Add Door] under Related Operations to add door to the group.
(4) After selecting and adding personnel, click [OK] to save and return.

Group Interlock: If the option is selected, set global interlock rule for the interlocking group.

4.3.7 Global Interlock

The global interlock function allows you to configure data across devices. Only push devices support
this function.
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Multi-Person Opening Door Setting:

1. Click [Advanced Functions] > [Global Interlock]> [New]:

Name:
(1) Any combination of up to 30 characters that cannot be identical to an existing name.

(2) After editing, click [OK] to save. After confirming that add the group immediately, the
information of add group will appear in the list.

(3) Click [Add Group] under Related Operations to add door to the group.

(4) After selecting and adding group, click [OK] to save and return.

Group Interlock: If the option is selected, set global interlock rule for the interlocking group.
zNotes:

» In the same interlock, all the doors in the group cannot be duplicated.

» If the interlock group exists in the interlock function, it cannot be deleted directly.

4.3.8 Person Availability

It is mainly used to limit valid date/ after the first use of valid days/ use number of times of personnel
in advanced access control area.
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Welcome, admin ® @ ® @ C)

‘Authorized Company: 11

) Acoess Device Availabilty Name | | zone |

The current query conditions: None

Access Control
(v Refresh  [® New ([ Delete 5 Sel Zone Properties

Advanced Functions = Availability Name Zone Zone property name Use Detail Operations

Leo-Zone-test-Times outside Leo-Test-Times Use number oftimes 3 Time(s)

Zone
30th Floor Court Yard times Use number of imes 100 Time(s)

Reader Define outside times Use number oftimes 100 Time(s)
Wha Is Inside

Global Anti-Passback

Global Linkage

Global Interlock Group

Global Interlock

LED Data

Reports

Video Integrated < S50rows perpage  ~+ JumpTo 1 /1 Page  Total of 3 records

Welcome, admin ® @ ® @ C)

‘Authorized Company: 11

{ 4. Click here

Access Device Avallabilty Name | | zone |

The current query conditions: None

Access Control
(v Refresh  [® New ([ Delete 5 Sel Zone Properties

Advanced Functions Availability Name Zone Zone property name Use Detail Operations

outside Leo-Test-Times Use number oftimes 3 Time(s)

Zone
30th Floor Court Yard times Use number of imes 100 Time(s)

Reader Define outside times Use number oftimes 100 Time(s)
Wha Is Inside

Global Anti-Passback

Global Linkage

Global Interlock Group

Global Interlock
LED Data

lJ- Reports

‘J:Jl] Video Integrated < »1  G0rowsperpage ~+ JumpTo 1 /1 Page  Total of 3 records
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Click here

User Manual

Zone Properties Browse Personnel
Name || Rp’ Q @ Personnel ID | | First Name More~ Q @
The current query condjZéns: None The current query conditions: None
(¥ Refresh "New m Delete (> Reiresh " Delete Personne!
(=] Name Use Dietail Remark Operations @] Personnel ID First Mame Department
[ times Use number o 100 Time(s) Edit Add Personnel
[| LeoTestTimes Use number o 3 Time(s) Edit Add Personnel
[T 2 Valid Date Valid Until 2018-0. Edit Add Personnel
[  10Times Use number o 10 Time(s) k Edit Add Personnel
[ 21 Days FUV. Adter the first © 31 day(s) Edit Add Personnel
j¢ ¢ 1-5 : | GB0rowsperpage ~  Total of 5 Tecords ¢ ¢ 0 5 3 50rowsperpage ~ otal of 0 records
] CINE] 3

1. Click [Advanced Functions] > [Person Availability] > [Set Zone Properties] > [New], the following
interface will be shown:

Name* |

Use® |Vaii|:| Date

Date* [

| EL

Remark |

OK

Use: Itis divided into Valid Date, After the first use of valid days and Use number of times,
corresponding to Date, Days and Times.

2. Click [Advanced Functions] > [Person Availability] > [Set Zone Properties] > [Add Personnel],
apply the zone properties to the specified personnel.
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Zone Properties. Bowsoibessonnel
Mame |\ | Remark ‘ ‘ Q ®

The current query conditions: None

(_* Refresh :"New m Delete

First Mame Morev QL ()

ns: None

Click here
] Delete Personnel

[ Name Use Detail Remark Operations ] Personnal ID First Name Department

] times Use number o 100 Time(s) Edit Add Personnel
[]  LeoTestTimes Use number o 3 Time(s) Edit Add Personnel
B vB Valid Date Valid Until 2018-0 Edit Add Personnel =
(] 10 Times Use number o 10 Time(s) % Edit Add Personnel i
[ 31 Days FUV After the first t 31 day(s) Edit Add Personnel
J¢ < 1-5 5 5| S0rowsperpage ~  Total of 5 records |« ¢ 0 - 3| G0rowsperpage ~  Total of O records
] CINE] 3

(® Query () Depariment
Personnel 1D |:| First Mame |:| Last Mame |:| Card Number |:|
The current query conditions: None

| Alternative Selected(0)

A Last Card Gender  Department = Personnel  First Last Card Gender  Department

Name Number Name 18] Name MName MNumber MName

(] Personnel  Fir:
1D Naﬁh

117055 0 0 General
170550 O ] General
10522 10522 0 General
27654321 Jasmine  wang General
1234567 max lastMame 123456789 Female  General
3043 HEEER General
3038 INEERER — General

¢ 1-50 5 31 50 rows per page Total of 10005 records

e New

Click [Advanced Functions] > [Person Availability] > [New], the following interface will be shown:
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Availability Name*

Zone®

Zone Properties”

LED Data
Save and New “ Cancel

Select the Zone and Zone Properties to control the person availability.
® Delete

Click [Advanced Functions] > [Person Availability], select an Availability Name, click [Delete] > [OK] to
delete.

4.3.9 LED Data

Click [Advanced Functions] > [LED Data], the following interface will be shown:

e Add
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Name”™

Data Type”™
Text"

Device Block®

T T

Name: LED data name.
Data Type:
Text: Send self-defined texts to blocks.

Zone data: Total number of personnel in the zone to be sent and statistical number of
personnel in the departments in the zone.

= Notes:

» The access control zone is that in the advanced access control.

» If the content to be sent is department, please select the department for statistics
collection.

Changed data: Real-time information about personnel going in and out displays in the selected
LED block. The content to be sent can be selected.
e Edit

Click Data Name or [Edit] button under Operations to enter the edit interface. After modification,
click [OK] to save and quit.

® Delete

In the LED Data list, click [Delete] button under Operations. Click [OK] to delete, click [Cancel] to
cancel the operation.
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Access Reports

/] "o

Includes “All transactions”, “Events from Today”, “All Exception Events” and so on. You can export
after query.

You can generate statistics of relevant device data from reports, including card verification
information, door operation information, and normal punching information, etc.

About the Normal and abnormal event please refer to Real-Time Monitoring for details.

Verify mode: Only Card, Only Fingerprint, Only Password, Card plus Password, Card plus Fingerprint,
Card or Fingerprint and etc.

#Note: Only event records generated when the user uses emergency password to open doors will
include only password verification mode.

All Transactions

Because the data size of access control event records is large, you can view access control events as
specified condition when querying. By default, the system displays latest three months transactions.
Click [Reports] > [All Transactions] to view all transactions:

Welcome, aamin. (9) (1) ® O

— [ ‘Authorized Company: 11
Time From | 2017-12-28 00:00:00 | o [2018-03-28 23:50:50 | Personnel ID | Device Name B mrer Q &
The current query conditions: Time From:(2017-12-28 00:00:00) To(2018-03-28 23:59:59)
(> Refresh  [fij* Clear Al Data [ # Export
Time Device Name Event Point Event Description Media File Personnel ID FirstName LastName Card Number Area
Name
Reporis - = -
2018-03-15 14:32:18  inPulse+_ZKHK inPulse+_ZKHK-1 Unregistered Personnel 1 aime wong Facet,
Al Tra 2018-03-15 142759 inPulse+_ZKHK  inPulse+_ZKHK-1 Unregistered Personnel 1 aime wong Face(.
2018-03-21 17:32:18  192.168.12.153  192.168.12.153-1 Anti-Passback 1 1 1 8014184 Facel.
2018-03-21 17:32.56  192.168.12.153  192.168.12.153-1 Anti-Passback 1 1 1 8014184 Facel’
Last Known Posit®
2018-03-2117:29:44  192.168.12.153  182.168.12.153-2 Anti-Passback 1 1 1 8014184 Facet
Wl T R 2018-03-2117:30:16  192.168.12.153  192.168.12.153-1 Normal Verify Open 1 1 1 3014184 Facet
Access Rights By Door 2018-03-21 17:31:53  192.168.12.153 1‘32.16&.12.&—1 Anti-Passback 1 " " 2014184 Facet
Access Rights By Personnel 2018-03-03 19:50:45 192.168.12.155 Disconnected Facet
2018-03-03 19:48:53  192.168.12.155 Connected to the server Facet
2018-03-03 194455 192.168.12.155 Can not connect to server Facet
2018-03-03 195445 192.168.12.155 Connected to the server Facet
2018-03-03 19.56:15  192.168.12.155 Disconnected Facet
nesom0saesson amsenaccs oim b i b ik a e o
|I_J|:| Video Integrated @ 1< < 1-50 5 5| 50rowsperpage ~ JumpTo 1 16 Page  Total of 791 records

: You can view or download the photos and videos created in the video system.
: Click [Clear All Data] to pop up prompt and click [OK] to clear all transactions.

You can export all transactions in Excel, PDF, CSV format.
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You can export all events from today in Excel, PDF, CSV format.
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All Transacfions
Time: 2017-08-15 00 : 00 : 00 - 2017-12-15 23 : 50 62
Time Davics Name Event Point | Event Description | Personnal ID First Name Last Name Card Numbsr | Depertment Name | ReaderName | Varfication Mods | Area Nams Remark
ANTAZSIB2E | oy jes218.60 | 102.168.218.802 | Doonground Venly & Amber Lin 4623028 Furizncd 168 218002 Only Card Area Name
Success Deparment n
TS |y tes218.60 | 192.168.218.80-1 | Dochground Venfy 8 Amber Lin 4623038 Exancaal Mz leanent: Only Card Area Name
58 Success D In
MTAIGIBZE | 102 16021060 | 192.168.218.80-2 | DoCHIrOUNd Very 5 Necol Ve 13260078 Morseing 102188218802 | ooty Cara Area Nams
a5 Suscess D In
201712151828 | o) tse 21860 | 102.168.218.00- | Docnground Verfy 5 Necal e 13260078 Markcefing e Only Card Area Name
B Success Depariment
2'"7"2;;5 1828 | oo qgeiae0 | 1o2.188.218.802 E'““"Esr;“c’::'“fy 1 Jerry Wang 4481253 General kil Ii‘a'ﬁ‘”' Only Card Area Name
2"”"2;;5 1828 | oz 1es218.60 | 192.168.218.80-1 EEC"ET;::E"W 1 Jerry Wang 4481253 General es Ii‘”ﬂ'" Only Card Area Name
2"'”2;35 1828 | ioz1gs218.60 | 102.168.218.80-2 Hac"i’;“c’::mﬁ’ 2040 Shemy Yang 1411237 Hotel 152108 Iim,mz, Only Card Area Name
NTA2ASB28: | o) tesoraEn | 182.168.218.80-1 Eack;r;”c'::mf" 2040 Shemry Yang 1311237 Hotel |92.|ﬁali|a.a:w Only Card Area Name
ANTAZIS 828 | o5 testae0 | 102168218802 | Doonground Venfy o Lilian Mei 0505030 Detslooment,  [WLIDS21000% Only Card Area Name
17 Success Depariment In
TR 2 7
2M7-12-151828: | o) 1se21a6n | 10216821880 | Docraround Verfy o Lilian Mei 0505030 Davsiopment, | 492198218590 Only Card Area Name
13 Success D in
TS | oy jesiae0 | 102168218802 | Docharound Venfy 3 Leo Hou 13274770 il WLN6a 21EB0-2- Only Card Area Name
o8 Success Depariment in
NTAIGBZE | 100 16821860 | 192.108.218.50-1 | DochIround Verty 3 Leo Hou 1327170 Eonoeoke) 192188218601 | Gty card Area Nams
o1 Suscess D In
2"'7"2":35 1825 | 1g0 1pg 71860 | 162.168:218.80-1 | Remots Opening Other Other Area Name
2"'7"2;5 1825 | jopiss212.50 | 152.168.218.80-1 | Remote Opening Other Gther Area Name
2 2 3
MNTAZISEL3: | s tes218.60 | 162.168.218.802 Ha“g;”ﬂ'::'e"fy 1 Jerry Wang 4481253 General L IiIE.ECl—Z Only Card Area Name
2"17""::]5 T3\ 4o2.108218.60 | 102.183.218.80-1 | Remote Opening Other Other Area Name
MTALIGEZE | 102 18021060 | 192.168.218.80-1 | Remote Opening Other Other Area Nams
2017-12-15 15:23: | 102.168.218.50 | 182.168.218.80-2 | Background Verify 1 Jerry Wang 4481253 General 162.162.218.602- | OnlyCard Area Name
Gread on- 1T-1215 153858
Creea o TR s meeare, Al T [
Click [Reports] > [Events from Today] to view today's records
The current query conditions: MNone
( Refresh [fj* Clear Al Data [ # Export
Time Card Number Personnel 1D First Name Last Name Department Device Name Ewvent Point Event Description MediaFile Reader Name Verification
Name Mode
2015-05-26 16:4156 2182405 54 dany nee General 1921681134 19216811341 Normal Verify Open 192.168.1.134-11 Only Fingerprin
2015-05-26 16:4154 2182405 54 dany nee General 1921681134 19216811341 Normal Verify Open 192.168.1.134-11 Only Fingerprin
2015-05-26 16:41:52 2182405 54 dany nee General 1921681134 192.168.1.134-1 Normal Verify Open 192.168.1.134-11 Only Fingerprin
2015-05-26 16:41.49 2182405 54 dany nee General 192.168.1.134  192.168.1.1341 Normal Verify Open 192.168.1.134-11 Only Fingerprin
2015-05-26 16:41:42 2182405 54 dany nee General 1921681134 192.168.1.134-1 Normal Verify Open 192,168.1.134-11 Only Fingerprin
2015-05-26 16:41:37 2182405 54 dany nee General 1921681134 192.168.1.134-1 Normal Verify Open 192,168.1.134-11 Only Fingerprin
2015-05-26 16:4127 2182405 54 dany nee General 1921681134 19216811341 Normal Verity Open 192.168.1.134-11 Only Fingerprin
2015-05-26 16:4122 2182405 54 dany nee General 1921681134 19216811341 Duress Open Alarm 192.168.1.134-11 Only Fingerprin
2015-05-26 16:4118 2152405 54 dany nee General 1921681134 19216811341 Normal Verify Open 192.168.1.134-11 Only Fingerprin
2015-05-26 16:41-14 2182405 54 dany nee General 1921681134 19216811341 Normal Verify Open 192.168.1.134-11 Only Fingerprin
2015-05-26 16:41:03 2182405 54 dany nee General 1921681134  192.1681134-2 Normal Verify Open 192.168.1.134-2- Only Card
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ZKTECO
Events From Today
‘Card Numbsr Personnel ID First Name LastNsme | DsparimentMame | Device Nams EventPoint | EventDescripion | ReaderMame | Varfication Mode | Area Name Remark
2017-12-15 16:28 Financial B Q Verify | 152.180 218 60-2-
4628038 ] Amber Lin S 192.188.218.60 | 192.188.21g.00-2 | Dockdround Vedty Only Card Area Name
2 D Success in
s N 4628038 8 Amber Lin Finencial 19216821860 | 192.188.218 60~ | Dockground Verdy | 162.168.218.80-1- Only Card Area Name
50 D Suoeess
AR Jost 132680079 5 Necdl Ve Mot 19210021860 | 192.188.210.00-7 | DoCKOTOUNd Verly | 182168218802 | o 00y Area Nams
a5 D Suceess In
bl 13280078 5 Necal Ye Markeling 162.180.218.60 | 192.188.210.60-1 | Dockground Verify | 162168 218.60-1- Only Card Area Name
4 D Suceess In
2017-12-15 18:28: B d Verify | 192.160.218 60-2-
4461253 1 Jery Wang General 16218821860 | 162168218002 | Dockaround Venfy Only Card Area Name
a8 Sucoess In
Bl 4481253 1 Jerry Wang General 102.168.213.60 | 102.18B.218.60-1 | Dockaround Vendy | 162.163.218.80-1- Only Card Area Name
a5 Success in
2017-12-15 18:28 B d Verify | 192.180.218.60-2-
1411237 2040 Shery Yang Hatel 192.168.212.60 | 162.188.21g.00- | Dockground Vedty Only Card Area Name
23 Suovess In
AN 1411237 2840 Sherry Yang Hatel 19210021860 | 192.18m21n 001 | DoCKOTOUNd Very | 182168218801 o o0y Area Name
20 Suceess In
TAZ AB A 2 0505030 o Lilian Mei Dsvelopinent 1062.188.218.60 | 192.188.21g.60-p | Dockground Vedfy | 102.168.218.00-2- Only Card Arsa Name
17 D Sucesss In
Bl 0505230 o Lilian Mei Development. 162.168.218.60 | 16218821800 | Dockdround Venfy | 182.168.218.80-1- Only Card Area Name
13 D Sucosss In
TR AR, 13271770 3 Leo Hou InCRER 102.108.218.60 | 102188218 60- | Dackground Verdy | 162.168.218.80-2- Only Card Area Name
] D Success In
2017-12-15 18:28 Financial B d Verity | 192.188.218.60-1-
12271770 3 Leo Hou i 192.168.212.60 | 162188 21g.00-1 | Dockground Vedty Only Card Area Name
Department Suceess In
AN D 828 4481253 1 Jerry Wang General 19218821260 | 192.188.218.60-2 E"“g’:;’::’“‘y 'M"aali‘ A Only Card Area Name
2017-12-15 18:23: B d Varify | 192.180.218.60-2-
i 4461253 1 Jery Wang General 16219821360 | 102.18B.218.80-2 ‘“k_’;'::;ss enfy . Only Card Area Name
2017-12-15 1623 B Q Verify | 152.180.218 60-2-
4461253 1 Jery Wang Genenal 192.168.212.60 | 182.188.21g 002 | Dockdround Vedty Only Card Area Name
12 Sucosss In
TS AB: 8155288 2 Lucky Tan Develpment 102.188.218.60 | 102.180.21g 0. | Dackground Verdy | 162.168.218.80-2- Only Card Area Name
D Suceess in
2917"2;5 1625 2481252 1 Jamy wang General 19218821260 | 182.188.218.60-2 B‘“"g':;’::'e"fy 192.165;1&.&@27 Only Card Area Nams
20 B, 2505930 o Lilian Mei Pervscmment 162.180.218.60 | 162188218602 | Dockground Verify | 162.168.218.60-2- Only Card Area Name
24 D Sucpess In
(SR ———————
e o ERERGR T A T . ]

Check out the final position of personnel who has access privileges to access. It is convenient to
locate a person.

Click [Reports] > [Last Know Position] to check out.

Time From | 2017-12-28 00:00:00 To |2018-03-28 23:5050 PersomnelD[| | Device Name Morew Q3

The current query conditions: Time From:(2017-12-28 00:00:00) To:(2018-03-28 23:59:59)

u Access Control

(% Refresh (i Clear All Data [ # Export

?ﬂu Advanced Functions Personnel ID First Name Last Name Card Number Time ﬁ:;aertmenl Device Name Event Point Event Description Re¢
' Reports 1223 9971599 2018-03-21 19:12:48  General 192.162.12.153  192.168.12.153-1 Normal Verify Open 19z
338 2018-03-15 14:35:20 inPulse+_ZKHK  inPulse+_ZKHK-1 Multi-Personnel Verify Failed inP
All Transactions 1 aime wong 2018-03-15 14:32:18 Hotel inPulse+ ZKHK inPulse+ ZKHK-1 Unregistered Personnel inP
Events From Today 2 2018-03-08 10:54:13 192.168.12.153  192.168.12.153-1 Multi-Personnel Open 19z
Known Position 5 2018-03-08 10:54:00 192.168.12.153  192.168.12.153-1 Access Denied 19z
12 79828 2018-03-05 23:27.26 192.168.7.144 192.168.7.144-4 Normal Verity Open 19z
147 camo-test 4055535 2018-02-09 16:56:02 Camo-test 192.168.12.209 192.168.12.209-1 Superuser Open Doors 192
Access Rights By 8

210 camo-test2 10399396 2018-02-00 14:24:09 Camo-test 192.162.12.209  192.168.12.209-1 Normal Verify Open 19z
fezens inbbai iR 4 4 2018-01-24 14:30:38 1T 102.162.12.145  192.168.12.145-1 Normal Verify Open 10
yriig Test three 2018-01-23 20:13:37  General Bangladesh Bangladesh-1 Normal Verify Open 192
6666 Test two 3330968948 2018-01-23 11:28:42  General Bangladesh Bangladesh-1 MNormal Verify Open 19z
5555 Test one 462430029 2018-01-23 11:28:38  General Bangladesh Bangladesh-1 Normal Verify Open 19z
4 Fod »

F Video Integrated < 1-12 50 rows perpage  ~  JumpTo 1 /1Page  Total of 12 records

: Personnel with electronic map authority, click on the
corresponding [Personnel ID], you can locate the specific location of the personnel in the electronic
map by the way of flashing the door.

Page |116 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

You can export all personnel final position data in Excel, PDF, CSV format.

ZKTECO
Last Known Position
Time: 2017-00-15 00 : 00 : 00 - 3017-12-15 23 - 50 : 60

Personnal ID First Name Last Name Card Number Time Depariment Name | Devics Name EventPont | Event Descrpfion | ReaderName | Verfication Mode | AreaName Zone Remark
& Amber Lin 4628038 AALAZ AT B Fmapcal 18216821280 | 192.188.218 6pp | FRChGrond Venfy | 162.168.212.80-2- Only Card Area Name
02 Department Success. in
5 Necal Ve 13260079 AHzA2 A0 6. Mikeho 182.168.218.60 | 192.186.218.60-2 | DaCKground Verfy | 162.168.218.80-2- Only Card Area Name
Department Success. in
1 Jarry Wang 4481253 20'7"2:;;5 Lt General 182.180.218.60 | 192.188.210.60-2 Bm:’;‘:‘e::e"“ A 163.‘?&50-2- Only Card Area Name
2040 Shemry Yang 1411237 2u|7-|2;5 A2 Hotel 182.188.218.60 | 192.188.218.60-2 B"*g’;”r;:e"“ L maﬁis,aq-z- Only Card Area Name
a Lilian Mei 0505630 ATAAsne)  Development 182.168.218.60 | 102108218 p0-2 | BACKOround Verly | 182 165.218.60-2- Only Card Area Name
17 Department Suscess. In
3 Lea Hou 13271770 12 e, Fmancil 18218821260 | 192188218 602 | FRGhGroUnd Verfy | 162.168.218.80-2- Oy Card Area Name
i Department Sussess In
2 Lucky Tan 81552808 HAATAZ 150823 | Dosclopment 18216821280 | 192.188.218 60z | FRChGroUNd Verfy | 162.168.212.80-2- Only Card Area Name
02 Department Success in
8 Glor Liu s1a0iee A28, Mikstho 182.168.218.60 | 192.186.218.60-2 | DaCkground Vefy | 162.168.218.80-2- Only Card Area Name
14 Department Success. in
4 Beny Cao 12502341 2‘"7"2;;5 1o43; General 182.180.218.60 | 192.188.218.60-2 Bmg’;‘:‘e::m“ ALz ‘ﬁaﬁmm} Only Card Area Name
7 Jacky Xiang 8322084 AT AT 4: General 182.168.218.80 | 102.188.218.602 | Background Vedfy | 192.165.216.80-2- Only Card Area Name
i Sucsess. in
E0ODODO11 Morry Fang 8189188 m”"z;f' 1145, isitor 19216821880 | 192.188218 60-1 ngi:eﬂfv A maﬁ'am" Only Card Area Name
00000010 Tommy @i 322004 AL, Visitor 162.168.218.60 | 192.188.218.60-2 N’:‘:E:E"W Wz 153.‘?3.30-2- Only Card Area Name
B00D0D00S Elian Peng 13502341 2‘“7"26;5 1141 Visitar 162.168.218.60 | 192.188.218.60-1 N’:‘:E:EW AUz ‘aaﬁ‘a'w" Gnly Card Area Name
B00DODO0S Goura Viny 1411237 2‘"7"2;'5 1480 Visitor 162.168.218.60 | 192.188.218.60-2 ng‘:ﬁ:e"" a9z maﬁla.mm- Only Card Area Name
00000007 Monic Wi 4828038 2‘"7"2;5 HeeZ Visitor 182.180.218.60 | 192.188.218.60-1 ng‘:ﬁ:e”w ALz ma,‘iiasm- Only Card Area Name
BO0DADO0S Bela Yu 2431253 2u|742;5 A8 Visitor 18216821860 | 192.188.218.60-2 ng‘:ﬁ:aw L 163,‘?8,&0»2— Only Card Area Name
BO0DODOCY Tom Les 13260078 2m742‘;;5 118 Visitor 182.168.218.60 | 192.188.218.60-2 N”:i:EW i ‘ﬁgﬁ'am} Only Card Area Name
800000005 Bil Fang 0506030 | 2017-12.15 11:16: Visitor 18216821880 | 102188218602 | MNormal Verdy | 102.188.218.802 | Only Caml Area Name

Creaidon: 2017128 T0E

CrmmT A ranE rezeeL

Click [Reports] > [All Exception Events] to view exception events in specified condition. The options
are same as those of [All Transactions].

E] Access Device Time From | 2017-12-28 00:00:00 To | 2018-03-28 23:59:59 Personnel ID | Device Name Morev Q. (%)
The current guery conditions: Time From:(2017-12-28 00:00:00) To:(2018-03-28 23:59:59)

(v Refresh  [f Clear All Data  [# Export

ﬂ" Advanced Functions Personnel ID First Name Last Name Card Number Time 3zfnaerlmenl Device Name Event Point Event Description Re
' Reporls 1223 9971599 2018-03-21 19:12:48  General 192.168.12.153  192.168.12.153-1 Mormal Verify Open 19z
338 2018-03-15 14:35:20 inPulse+_ZKHK  inPulse+ ZKHK-1 Multi-Personnel Verify Failed inP
All Transactions 1 aime wong 2018-03-15 14:32:18  Hotel inPulse+_ZKHK  inPulse+_ZKHK-1 Unregistered Personnel inP
Events From Today 2 2018-03-02 10:54:13 192 16812 153 192 16812 153-1 Multi-Personnel Open 192
L ast Known Pasition 5 2018-03-08 10:54:00 192.168.12.153  192.168.12.153-1 Access Denied 192
AN E RO E SO 12 70828 2018-03-05 23:27:26 192 168.7 144 192 1687 144-4 Mormal Verify Open 102
147 camo-fest 4055535 2018-02-09 16:56:02 Camo-test 192.168.12.209  192.168.12.209-1 Superuser Open Doors 192
N e 210 camo-test2 10393396 2018-02-00 14:24:09 Camo-test 192 16812200 192 16812 200-1 Mormal Verify Open 192
Access Rights B 4 4 2018-01-24 14:30:38 T 192.168.12.145  182.168.12.145-1 Normal Verify Open 19z
77 Test three 2018-01-2320:13:37  General Bangladesh Bangladesh-1 MNormal Verify Open 192
6566 Test two 3230968848 2018-01-23 11:28:42  General Bangladesh Bangladesh-1 MNormal Verify Open 192
5555 Test one 462430029 2018-01-23 11:28:38  General Bangladesh Bangladesh-1 MNormal Verify Open 192
[one |

1 b4 +

P Video Integrated 1-12 50rowsperpage  ~ JumpTo 1 /1 Page  Total of 12 records.

: Click [Clear All Data] to pop up prompt, and then click [OK] to clear all exception

events.

- You can export all exception events in Excel, PDF, CSV format.
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ZKTECO
All Exception Events
Time: 201708-1500 : 00 - 00 - 2017-12-1523: 59: 58
Time Event Description | Event Poin Device Name Card Number Personnsl 1D First Name Last Name Ares Name | Department Name | Reader Name | Verification Mode Remark

2017-12-15 17:43: | Operation Interval 192.168.218.80-1-
g it 102.163.218.80-1 | 102.188.218.60 Area Name S Other

20171215 17:42: | Operation Inierval | (oo e - 182.168.218.80-1- .
a1 100 Short o In

2017-12-15 17:35: | Operation Interval 102.168.218.60-1 102.188.218.60 Name 192.162.218.80-1- Other
27 too Short In

017-12-15 18:36: | Operation Inierval | (- - 102.168.218.80-1- s
17 100 Short . in

2017-12-16 16:35: | Operation Interval | (oo oo oo [ o o — 182.108.218.80-1- e
05 too Short In

2017-12-15 16:34: | Operation Interval 102.168.218.00-1 102.188.218.60 Name 192.168.218.80-1- Other
oo too Short In

017-12-15 18:38: | Operaion Inierval | - - 182.108.218.80-1- —
52 100 Short iy In

2017-12-15 16:33: | Operation Interval 102.168.218.00-1 102.188.218.60 Name 182.168.218.80-1- Othar
43 too Short In

017-12-15 18:38: | Operation nterval | (o= o . 102.188.218.802- o
35 100 Short e In

2017-12-15 18:33; | Operation Interval 102.168.218.80-1 102.188.218.60 Name 192.168.218.80-1- Other
14 oo Short ke in

[ S 192.188.218.60 Area Name Other Other
54 server

2"”’“"? T Dieconnested 192.188.218.60 Area Name Gther Other

20171215 1153 | Operation Interval | (oo a0 P 102.168.218.80-1- —
45 100 Short o in

0171215 1541 | Operation Interval | (oo ool a0 - 182.108.218.80-1- oter
04 too Short In

2017-12-15 11:18: | Operation Interval 102.168.218.00-1 102.185.218.60 Name 182.168.218.80-1- Other
45 oo Short e In

171215 11:18: | Operation Inerval | (o 0 - 102.188.218.80-1- e
37 oo Short iz In

2017-12-15 11:05: 182.168.218.80-1-
= Anti-Passback | 192.163.218.80-1 | 162.188.218.60 9505030 800000005 Bil Fang Arsa Name Visitor o Only Card

2017-12-18 10:05: | Ant-Passback | 102.168.218.80-1 | 102.198.218.60 13280070 00000004 Tom Lee Area Name Visitor 102.182.218.80-1- | Only Card

Creaed on: 20171215 183743

lmmuamwmn.ummmm

Access Rights By Door

View related access levels by door. Click [Reports] > [Access Rights By Door], the data list in the left

side shows all doors in the system, select a
be displayed on the right data list.

Access Rights By Door

Access Control

The current query conditions: None

Advanced Functions (> Refresh

Door Name Door Number

Reports

All Trai nsacm

192 168.12.145-1

192 168.12.155-1

Events From Today 102.168.42.155-2 2
Last Known Position 192 168.12.155-3 3
All Exception Events 182:168.12.455:4. i
192.168.12.160-1 1
A\ 192168214741 1

Access Rights By F\gonnel
192 168 214 74-2 2

192.168.214.70-1

»1 50 rows per page ~  Total

Video Integrated

|

door, the personnel having access levels to the door will

Browse 192.168.12.145-1(1) Opening Personnel

(C* Refresh L" Export

Q

&

Personnel ID First Name Last Name

Department

1223 General

" eETeRe

Owned Device

192.168.12.145

192.168.12.155

5. Personnel will
be displayed

192.168.12.155

4, Click on
required door

19216821474

192.168.214.70

I of 9 records 50rows perpage - Total of 1 records

You can export all the personnel having access levels to the door data in Excel, PDF, CSV format.
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ZKTECO
192.168.218.60-1(1) Opening Personnel
Personnel ID First Name Last Name Department
2940 Sherry Yang Hotel
1 Jerry Wang General
5 vicky Pare Development
Department
3 L& . Financial
Department
4 Berry Cao General
Marketing
5 Necol Ye BisbErmALE
6 Amber Lin Ghansial
Department
7 Jacky Xiang General
: ’ Marketing
8 Glori Liu Dapariant
o ; Development
9 Lilian Mei Bepasimen

Access Rights By Personnel

View related access levels by door or personnel.

Click [Reports] > [Access Rights By Personnel], the data list in the left side show all doors in the
system, select personnel, the personnel having access levels to the door will display on the right data
list.

Welcome, admin ® O @ O

Authorized Company: 11

Access Rights By Personnel Browse 1223(:24+ %779 =€) Having Level to Access

Personnel ID ‘ ‘ First Name | | LastName ("% Refresh E Export

The cumrent query conditions: None Door Number Door Name
] Advanced Functions @ ( Refresh 192.168.12.145-1

Personnel ID First Name Last Name Departiment Name 192.168.12.155-1
pepots 1 GBOEFIES General 192.168.12.155-2
Al Tmnsacm ENeSToEe General 192.168.12.155-3

GooTiESe General 192.168.12.155-4

Events From Today
10522 General 192.168.12 160-1

Last Known Position
SoiEEFoRe

All Exception Events E¢IEETIEES 4. Clle on

Access Rights By Door HEEREReRe requi red perSOﬂ
widzeooTer G

5. Door will be
displayed

117055 0 General

1170550 0 General

Go=EGPn General
Eteu P General

EEeeoPr General
] S =y Ak i = | IEGALIHEDL > 51 50 ~  Total of 13 records
‘FJ;] Video Integrated L =5 2 mweperpace > rows per page
« 4

You can export all the door information in Excel, PDF, CSV format.
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ZKTECO

6(Amber) Having Level to Access

Door Number

Door Name

1 192.168.218.60-1
2 192.168.218.60-2
3 192.168.218.60-3
4 192.168.218.60-4

For details about this function, please refer to its user manual.
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5. Attendance Management

To help companies perform information-based attendance management, this software implements
automatic collection, statistics, and query of employee attendance data. This improves the
management of human resource and facilitates the check-in of employees. This software enables the
management personnel to collect statistics and check the employee attendance and enables the
management department to query and appraise the attendance of all departments, thus allowing
enterprises to accurately acquire the employee attendance data.

Welcome, admin (@ @ @ (@ C)

Authorized Company: ZKTeco

Dashboard ‘ =- My Quick Operation |
Biometric Data Click to open s}
3 Total Event Nomal Event Excemmﬂ Alarm Event
el = Event
Tatal User ] U[I
= @ e L=
7 Welcome to ZKBioSecurity3.0 all in one
1 0 0 0 security solution platform, the software have
With Card With Fingerprint With Password With Face ?‘;Zg"{:f‘a“ed successfully on 2018-03-19.
3 i ! 6 7 7 7 pos Svslev-n message
Total Device Without Card Without Fingerprint Without Password Without Face
© 06
Access Attendance Visitor [+ Layout Setting
Event Trends | Week | hionth Year i
1
0.8
0.6
0.4
0.2
0
Monday Tuesday Wednesday Thursday Friday Saturday Sunday -

5.1 Device

This function includes adding device, adding area and assigning it to the personnel.

Set the communication parameters of the device. The system can communicate with the device
properly only when communication parameters are configured correctly, including the parameter
settings in the system and the device. After successful communication, you can view the information
on the connected device and can perform remote monitoring of the device/upload and download.
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Welcome, admin I-n:

Authorired Company. FRTeco

Arza Number || Area Name

The cumrent guary conditions: Nons
(Ot Rewesn [ New ffj Delete
] = AreaNumbar Area Name

Area Nama

asic Information

E>
o¢  Flow Management

= Calcul ot ! ¢ Elrowsperpage = JumpTo 1 it Page  Tataiof1 records

5.1.1 Area

Area is a concept of space that facilitates management of devices in a specific area.

In this system, area setting is a process of dividing devices by zone. A prominent feature of “Area” is
to allow the system to automatically manage the employee information on devices. According to
requirements, areas can be allocated to devices (one device can belong to one area only), and
employees can be allocated to one or more areas.

e New

(1) Click [Device] > [Area] > [New] to display the new area page.

1 the new area In the ares falled o = list. pleass contact the
admmesirator o r-suihonizs e user o edi the areal

Area Number™
Area Name™

Parent Ar=a’
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(2) After the information is complete, click [OK] to finish new addition, click [Cancel] to cancel new
addition, click [Save and New] to save new and continue to add.
Fields are as follows:

Area Number: Only support letters and numbers, should not be repeated with other area numbers,
the length of not more than 30.

Area Name: Any character, up to 30 characters. (Should not contain quotation marks).

Parent Area: The system default region as the default parent region, drop-down check box to select
another parent region, click [OK].

Note: Any character, up to 50 characters combination.

e Edit

Click [Device] > [Area], click [Edit] under the corresponding device to edit the device information.

Ifthe new area m tne ares faled o show the list, please contact he
suministrater o re-aulhorize the user o edit the arzal

e Delete
(1) Click [Device] > [Area], select the delete you want to delete, click [Delete].

(2) Click [OK] to confirm deletion, click [Cancel] to cancel deletion.

Are you sure you want to perform the delete
operation?
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Note: If there is sub-area or personnel and device under the area, the area cannot be deleted. Also,

the default area cannot be deleted.

In the function menu, click [Device] > [Device] > [New], the following page is displayed:

Device Name®
Device Serial
Number®

IP Address™
Communication
port”

Attendance Area
Time Zone
Enroliment Device

Data Updaie Flag

Data Sending Flag
Reiresh
Duration{iins)
Timed Sending
Time

Timed Uploading
Data

New

4370

Facen

Etc/GMT+3

|1 Attendance Records |+ Operation Logs |+ Attendance Photo (+] Enroll

Fingerprint [ Enroll Personnel

|| Fingerprint Picture |«| Edit Personnel || Modify Fingerprint |+ Facial

Enrollment ¢ Personnel Photo

[ Send Fingerprint Data [ | Send Face Data || Send Photo

1

00:00;14:05

]

After the information is complete, click [OK] to finish new addition, click [Cancel] to cancel new

addition.

Fields are as follows:

Device Name: Time and attendance device name, any character up to 20.

Device Serial Number: Attendance equipment serial number.

IP Address: The IP address of the attendance device.

Communication port: Attendance equipment port default 4370.

Attendance Area: The equipment for regional division, to achieve regional data management.

Time Zone: Time and attendance at different time zones.
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Enrollment Device: If not selected, the user data uploaded by the device will not be processed (the
attendance record of the device will not be checked). If checked, the user data uploaded by the
device will be processed.

Data Update Flag: Software-based, allowing the device to upload what types of data.

Data Sending Flag: The main function supported by the device, the software determines which data
to send to the device.

Refresh Duration (minute): How often the device will make a command request.

Timed Sending Time: The device at a certain point in time for data transmission, can be set to 10,
separated by semicolons.

The maximum number of commands to communicate with the server: The maximum one-time
pull command, the maximum value for processing.

Inquiry record time: Query the record interval time of the device.

Device Name Device Serial Number Q @

The current query conditions: None

(:L Refresh E,) New ﬁa‘ Delete %/ Enable @ Disabled ';:fl Synchronize software data to the device = More -~
k] @ Attendance Data Checkin
L] Area Name ] Device Name  Device Serial Communic, IP Address Attendanc L J ioger Face
Number Type Area SE‘E Get the specified personnel data ant Quar
g L@ Upload Data again
00 Test 65746549878665: HTTP 192 168.255.255 Area Nams @ ﬁl‘l‘, Clear Device commandsg

|__@ Public Message
ﬁ‘-’ Clear the attendance photos
@ E{f Clear the attendance transactions

Reboot device
@ €% Get Device Option

Click Refresh to get latest Device List Status Information.

Select device and click [Delete] to remove device and its information.

After the device is enabled, the upload and download of data are enabled normally. (When the
device is enabled, users can choose whether it is a registration device or not).
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Are you sure you want to perform the Enable
operation?

4, Disable
After the device is disabled, the device is not allowed to upload and send data.
5. Synchronize software data to the device

Select the device to be synchronized and send the corresponding device area data in the software
to the device.

6. Attendance Data Checking

Select the device to proofread data, select the proofing date, the software issues a command to
proofread the software and device attendance data.

Start Time*

End Time*

7. Get the Specified personnel data

Select the device from the list and click Get the Specified personnel data. Below prompt will
appear.

Enter person number® ‘| |

A\ Multiple personnel numbers, separated by commas

Enter the desired person numbers separated by comma and click [OK].
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Select the device in which you want to upload data. Click to enter the check box to upload the data
type: attendance record / personnel information / attendance photo, click the confirmation to get
such information again from the device.

Upload Data again

Whether to upload attendance records J
Whether to upload Personnel [

information

Whether to upload attendance photos ]

Select the device to be cleared. It clears the operation command issued by the software in the
setting.

You can set public message in the device so that the device can display short messages on the page
(Not all the devices support this function).

Select the device. This function will clear all the attendance photo records from the device.

Select the device. This function will clear all the attendance data records from the device.

Select the device you want to restart; the software sends a reboot command and restarts the device.

Select the device of which you want to get information, click Get software to send command, get
the device related parameters, such as: serial number, IP address, device model, firmware version
number, etc.

Click the corresponding operation under the "Edit" function in the device list.
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wekne. . @ (D ) @ ()

Aulhoized Company: ZKTeca

Device Hame | Device Serial Number | Register maching | —— Q &

The cumrent query cenditions: HNons
= =} [T+ Refesn % New i Delete w Enatie () Disabled [ Synchrones soffwar data to the device. = More =

A v
[3 Area Name M Deviee Devica Cammunic: 15 Address Atendance Persoe Finger Face  Device Fimware’  Operations

Hame Senal Type Area Cusnt Cuant Cuant  Model wersion
Murnber

1234567 HTTR 192.166.164.123  Area Name -1 -1 -1 Edit Dalete View Command

1. Select device

S0rowsperpage = JumpTo 1 /iPage  Towalof§ recards

e View Command

After clicking [View Command], the page will navigate automatically to device commands page in
system management module to show command queries.

wetane s @ (D () @ ()
Aulhoized Company: ZKTeca
Device Name I Dewce Senal Mumber ] Regigter maching | ——— Q
The cumrent guary conditions: Nons
BB [T+ Refesn % New i Delete w Enatie () Disabled [ Synchrones soffwar data to the device. = More =

A v
[3 Area Name M Deviee Devica Cammunic: 15 Address Atendance Persoe Finger Face  Device Fimware’  Operations

Hame Senal Type Area Cusnt Cuant Cuant  Model wersion
Murnber

1234567 HTTR 192.166.164.123  Area Name -1 -1 -1 Edit Delete View Command

1. Select device

S0rowsperpage = JumpTo 1 /iPage  Towalof§ recards
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Sutmit Time From |7 | Serisl Number |AvHF173030001 | e Rente = Marer L (@)
The CUITENt qUery conditions:  Saral Humber {AYHF1 T3650001)
(% Refresh [iffe Clear Commands [ # Expart
(] SeriaNumper  Content Immadiataly Cmd Sutmit Time Fetum Tiry
113074 AYHFITIBE0001  VERIFY SU'IT:?TFLOG SlanTime=2018-03-28 10:05:00 EndTime=2018-03-29 10:08:00 @ 2018-03-23 12:40:35 B
113054 AYHF1T3IS60001  DATAUPDATE USERINFQ PIN=122456T Name=maxdlasthame Passwd=123458 Card=123450780 Pri=0 & 2012-03-28 17:09:50
113031 AYHF1T3560001  DATAUPDATE USERINFO PIN=1234567 Mame=maxz8lastName Passwd=123456 Card=123456700 PR=0 & 2018-03-27 1:42:03
13023 AYHFITIG60001  DATA UPDATE USERINFO PIN=87654321 NaMe=J2smnauang Fasswi=12345 Car= Fri=0 ° 2018-03-27 (94500
13017 AYHFIT3860001  DATA DELETE USERINFO PIN=BT854321 L] 2018-03-27 D9:46:00
113009 AYHF1T3560001  DATA UPDATE USERINFO PIN=87054321 Name=Jasmina&wang Passwd=11111 Card= Pri=0 @ 2012-03-27 09:45:12
110162 AYHF1T3560001  DATA UPDATE USERINFO PIN=1274 Neme=8e=tA05RE8 $ 5 ¢ri Passwi= Card= Pri=0 -] 2018-03-26 114005
M55 AYHFITIGE0001  DATA UPDATE USERINFO FIN=3273 Name=iE 9 GIEFISEeN Passues Car= Fri=D ° 2018-03-26 11:40:05
10150 AYHFITISG0001  DATA UPDATE USERINFO PIN=3272 Name=2Z{258T321E ¢ Passwi= Garcs Pri=0 -] 20128-03-26 114005
110144 AYHFIT3660001  DATA UPDATE USERINFC PIN=3270 Name=1E3 4 {5ME S 6 Passwi= Card= Pri=0 L] 2012-03-26 14005
110138 AYHF1T3550001  DATA UPDATE USERINFO PIN=3271 Ny R IR A HE4n Passwe- Card= Fri=l -] 2018-03-26 114005

Personnel Area Setting
Specifies area for Personnel.

weeeme. aomn () (D) () @ (V)

Aulhoized Company: ZKTeca

Personne! 1D || : Last Name Q &

The cumrent query cenditions: HNons o e 9 9 9
B R [T+ Retesn % area Personnel Setting [ Delele Perscnel | Prvate Message [ Resynchronize to device

D Area Name Perzonnsd  First LastName Department Name Aftiendance Area Bipiogical Template Cuantty

1] Name

1230 i i ZKTeco Area Name &o §°v g0

0o O

Arsa Name g0 §o o
Area Name @0 @0 jo
Area Name o @° go
Area Name go g0 o
Area Wame &0 @0 R0

Arza Nams &o §o jo

o
O
]
o
0
O

Area Name @0 @0 go

Arza Name g0 @7 §o
Area Name g0 @0 Ro
Arsa Wame g0 @ jo

Oooao

Area Name go @o §o

SOrowsperpage -  JumpTo 1 M Page  Toba of 12 records

Refresh
Click [Refresh] to view the latest personnel information for a particular area.

Area Personnel Setting
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—— Y
Aulhorized Company: ZKTeco
Personnz! 10 Q &

The cumrent guary conditions: Nons

BB [T+ Retresn % area Personnel Setting [ Delete Personnel |[% Prvate Message [ Resmctranize to device

Araa Mama
0 [  Perscnnes  First LastName Depariment Name Atendance Area Blniogical Tempiats Cuzntey

- 15 Name
kaita i Area Name &o §°v g0
2. Click on area et Area Name 8o §o ko

0 1315 * Area Wame @0 @0 jo
1216 st Arsa Name go @0 jo
Nick Ar=a Name go g0 o

Area Wame &0 @0 R0

Arza Nams &o §o jo

sic Information 1. Click here

T 150

Financial Department  Area Name @0 @0 go

Oood

ZTaca Arza hame g0 @1 o

Fajarto Hen ZKTeco Area Name g0 g1 jo

oo

Arsa Wame g0 @ jo

Area Name g0 @0 fo

0

Sz @ogogo © o« f-12 . o Siowsperpage v JumpTo ! MPage  Total of 12 1econds

After selecting the area, click on the area personnel settings, select the staff, whom you want to
assign in a particular attendance area, move them on to the right list and click [OK].

(® Query (_ Department

Parsonnel ID | First Name Last Name \:| Gard Number \:l morew QO (%)
! 1

The current query conditions: None

Alternative Selected(D)
= Department Personnel  First  Last Gende Card = Department Name  Personnel  First Last Gende Card
Name 1] Name Name Number D Name Name Number
[]  General 1170550 0 — 0 I‘,
] General 117055 0 — ] =
|| General 10522 10522 o 0 =
| General &7654321  Jasmine  wang — &
[l General 1234567  max lasiName Female 123456789 = =%
[ General 3043 SHESET == %
[ General 3038 IHESEER — 53
1« ¢ 1-10 % 31 10rowsperpage ~  Total of 10006 records

EEE—

2

3. Delete Personnel
This function helps to delete personnel from assigned area(s).
4. Private Message

We can set message for an employee, which will be displayed to employee on the device at a
defined time. (Useful for the supported devices)
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5. Resynchronize to device

Once we have assigned area(s) to the personnel, we need to send all the data to the device of that
area(s), so that personnel attendance matches will the information.

Are you sure you want to perform the
Resynchronize to device operation?

5.1.4 Attendance point

You can set attendance points at the access doors. It will help to segregate the doors of a specific
area. For example, if you want to add an entrance door in an attendance point, then create a point
named Entry and select the specific area and add door(s) of that area.

Attendance Paint Name™ | Entry

Device Module” | Access Control v

Area Mame* Main H

Door List® | Flease select the comrespo |

Cancel
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5.1.5 Advertisement

weiome, aomn () (1) (&) @) (D)

b e
Aulhorized Company: ZKTeen

Name ||

The cumrent guary conditions: Nons

(Ot Rewesn [ New ffj Delete

L0 Mams Flia Type Reapurce Address ‘Operations

O e fattipicture! 1530004121486 ¢ Edit Defata

JumpTo 1 it Fage  Taotalof 1 records

® Refresh
Click [Refresh] to load new advertisement.

® New

Click [Device] > [Advertisement] > [New] to display the new advertisement page.

File Type* Picture

Media Resource Type® Local Resources
MName*
File Upload™ Not Uploaded

EXT I T

After the information is complete, click [OK] to finish new addition, click [Cancel] to cancel new
addition, click [Save and New] to save new and continue to add.

Fields are as follows:

ile Type: Picture or video.
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Media Resource Type: Select local resources or external resources.
Local Resources: Click [Browse] to upload the local file.
External Resources: Input the external resources link.
Name: Any character, up to 40 characters. (Should not contain quotation marks).
The added content is used for setting device advertisement in 5.1.6 Advertising Settings.
® Delete

Delete the selected advertisement.

5.1.6 Advertisement Settings

B Device =) Device Advertisement

Device Name Name
Area

The current query conditions: Mone The current query conditions: Mone

("% Reiresh (C Refresh ([} Delete

Device

Personnel Area Setting
O Device Mame Device Serial Mumber Operations O Mame File Type

Attendance Point [] 173708170037 173708170037 Add Advertisement AD1 Picture

Advertisement AD2 Picture
AD3 Picture
AD4 Video
AD5S Video

ADE Video

® Add Advertisement
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Name || | Q @

The current query conditions: None

Alternative

O Mame

AD1
AD2
AD3
AD4
AD5

ADB

i« <« 1-8 - - s0rowsperpage ~  Total of 6 records

Click [Add Advertisement] to add the advertisement to the device. The content list is added in 5.1.5
Advertisement.

® Delete

Delete the added advertisement of the device.

Are you sure you want to perform the delete
operation?
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Basic Information

Rule

Since the attendance system is not the same in all companies, you need to manually set the
attendance parameters to ensure the accuracy of the final attendance calculation. The attendance
rule setting is a major way to demonstrate a company’s attendance system.

Welcome, admin @ @ @ C)

‘Authorized Company: ZKTeco

=g Device @ Basic Rule Setting Calculation Setting Other Setting

Check-in Rule iThe Earliest Rule The minimum time period should be greater

than{minimum 10 minutes)

Check-out Rule !THE Latest Rule The maximum time peried should be less ‘ G600 ‘
Rile than{maximum 1,440 minutes)
Holiday Late and Early Leave Counted as Absent |Nu I Attendance calculation result when the shift ‘Ffrsl Day B ‘

5o Basic Information

cross-day

Leave Type = |
Search Shift Record Department-=Group Overtime Statistics ‘Yes b ‘

Timed Calculation Intelligent Matching Shift Rule Least Abnormal

Automatic Report

h Schedule

Exception

52 Flow Management

(1) Basic Rule Setting

Basic Rule Setfing Calculation Setting Other Setting

Checl-in Rule iThe Earliest Rule _; _i The minimum time period should be greater ||120 |
than{minimum 10 minutes)

Checle-out Rule !'FhEES;REe— _: The maximum time peried should be less 600 |

: than(maximum 1.440 minutes) .

Late and Early Leave Counted as Absent [No [~] Attendance calculation result whenthe shit | First Day B
cross-day

Search Shift Record iDepartment—aGroup | | Overtime Statistics iYes =

Intelligent Matching Shift Rule ! Least Abnormal 7 |

Check-in Rule:

Earliest Principle: By default, it takes the first check-in in the effective range.

Closest Principle: It will take the closet check-in in the effective card-taking range of the working
hours in the punch card records.

Page |137 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Check-out Rule:

Late Principle: By default, it takes the last punch card record within the range of valid attendance
range;

Closest Principle: It takes the punch card record closest to the closing time within the range of valid
attendance).

The minimum time period should be greater than (minimum 10 minutes): 120 (default); Range:
10-999; Required.

The maximum time period should be less than (maximum 1440 minutes): 600 (default); Range:
10-1440; Required.

Late & Early Leave Counted as Absent: No (default), Yes refers to that if there is late or early leave,
then the time period is recorded as absence.

Attendance calculation result when the shift cross-day:
The first day: The effective working hours of the second day is counted to the first day;

The second day: The effective working hours of the first day is counted to the second day.

Overtime Statistics: Yes (default), No; the first overtime switch for statistics, if set to No, overtime will
not be calculated.

Search Shift Record: The attendance calculation is done based on this priority order

Intelligent Matching Shift Rule: Longest Working duration, Least abnormal (default). The longest
working duration will calculate each shift respectively to obtain the most effective longest time shift.
The Least abnormal will consider the shift which has minimum number of the exceptions (such as
late, leave early, etc.).

(2) Calculate Settings

Basic Rule Setiing Calculation Setfing Other Setting
Hour Conversion Rule ®  Take the result calculated by the formula as the standard;
Formula: Hours = Minutes / The remainder is greater than or equal to | 55 Calculated as an hour, ofherwise calculate as half an hour or ignored;
60

The remainder is greater than or equal to | 25 Calculated as half an hour, otherwise ignored;

Days Conversion Rule ®  Take the result calculated by the formula as the standard;
Fumula;:Days.= Minutes:) Quotient is greater than or equal to the work minutes | 80 %, calculated as one day, otherwise calculat as half-day or ignored;
Number of minutes to work
i CQuotient is greater than or equal to the work minutes | 20 %, calculated as hali-day, otherwise ignored;
Absent days conversion rule Days Conversion Rule
Exact digits of the decimal 1
point

Hour Conversion Rule: Take the result calculated by the formula as the standard;

The calculation results are taken as the criterion, and then the decimal place of the calculation result
is retained in combination with the exact digits of the decimal point.
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Residue range: The result of the calculation is processed according to rules, and then the decimal
places of the calculation result are retained in combination with the precise digits of the decimal
point. As set in above figure, if the result is 55 min, then it will take as 1 hour, and if the result is 25
min, then it will take as half an hour.

Day Conversion Rule: The settings are same as Hour conversion rule.

Absent days conversion rule: If you want to make this calculation effective in attendance calculation

then select Days Conversion Rule.

Decimal point accurate to digits: Default is 1, available choices are 1,2 &0.

(3) Other settings

Basic Rule Setfing Calculation Setiing Other Setting

The attendance result symbol setting in the report

Expected/Actual 4 Late = Early |= Absent o

Mo Check-in [ MNo Chech- 1 Leave |2 Overtime ke
out

Adjust Rest c Append - Business A Out . o]
Attendance Trip

Sets the representation of the attendance results in the report: Set the required symbol for the
following data; Expected/Actual, Late, Early, Absent, No Check-in, No Check-out, Leave, Overtime,
Adjust Rest, Append Attendance, Trip, Out. Repeated symbols are allowed.

(1) In the function menu, click [Basic Information]—>[Holiday]>[New], the following page is
displayed:

MNew
Mumber® “: is recommended to start with H, such as H
Mame® It is recommended to name with [Year]+[Holi
Start Time 2018-03-29 00:00:00
End Time 2018-03-29 23:59:00

Remarl
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(2) After the information is entered, click [OK] to finish new addition, click [Cancel] to cancel new
addition, click [Save and Continue] to save and continue adding.

Field Description:

Number. Length 5, required;

Name. Character length 10; required;

Start time. Holiday start date, the format is date and time;
£nd time Holiday end date, the format is date and time;

Remark: Character length 50;
Delete

Select the Holiday which need to be deleted and click [Delete].
Edit

Select holiday which need to be edited and click [Edit] beside holiday information.

Leave Type

Adding

(1) Inthe function menu, click [Basic Information]—=>[Leave Type]>[New], the following page is
displayed:

Welcome, admin ® @ @ O

‘Authorized Company: ZKTeco

5| Device

gy Basic Information

("t Refresh @ New ﬁ Delate |—_“' Expart
Rule

1]

Name MNumber Symbol Whether to buckle to work Operations
hours
Holiday

(1)

Casual Leave
Le:

()]

Marriage Leave

Timed Calculation WMaternity Leave

Automatic Report Sick Leave

O

Annual Leave

(m]

Bereavement Leave

Breastfeeding Leave

0o 2 W % o m 3 A

B , Shift Custom

Schedule

’;u Exception

":‘: Flow Management

;J:] Calculate Report @ < <« 1-8 5 51 50rows perpage JumpTo 1 /1 Page  Tolal of 8 records

Page |140 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

(2) After the information is entered, click [OK] to finish new addition, click [Cancel] to cancel new
addition, click [Save and Continue] to save and continue adding.

(3) The default system has 8 kinds of leave: Casual leave, Marriage leave, Maternity leave, Sick leave,
Annual leave, Bereavement leave, Breastfeeding leave, custom. We can edit these leaves but
cannot delete it.

Delete

Select the leave type and click [Delete] to delete.

Welcome, admin @) ﬂ@ (D (zl)\ C)
Authorized Company: ZKTeco

2. Click Delete )
it None o,
' Reiresh New m Delete L" Export
Rule Name Number Symbol Whether to buckle to worke  Operations
hours
Holiday =
Casual Leave L1 T Yes Edit
Marriage Leave L2 w Nn : Fdit
i Prompt
Timed Calculation Maternity Leave L3 B S
Avre you sure you want to perform the delete
Automatic Report SickLeave 15 L Y 2 operalion%
Annual Leave L5 e
Bereavement Leave L6 P.
Breastfeeding Leave L8 %ON TNo Edit.
Shift ) Custom L9 c Yes Edit
=, Schedule
Exception
(=9 Flow Management
=1 Calculate Report @ © 18 . 4| S0rowsperpage + JumpTo 1 M Page  Tolal of & records

Edit

Select the leave type and click [Edit] to edit.
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1. Select Leave

Timed Calculation

Number®

Symbol*

:
Name* Casual Leave
F___ ]

Whether to buckle to work Yes v

hours®

Field Description:
Number. Required, maximum character length is 3;
Name. Required, maximum character length is 10;

Symbol Required, maximum character length is 4, displayed in associated report.

5.2.4 Timed Calculation

This function will calculate the attendance at a predefined time and frequency.

(1) In the function menu, click [Basic Information]—=> [Timed Calculation]—>[New], the following
page is displayed:
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sic Information

ew
Timed Calculation Time Setting
Calculation By Day v

Frequency

hour : minute

hour : minute

hour : minute

hour : minute

hour : minute

hour : minute

? Flow Management

=| Calculate Report

(2) Select the frequency for the calculation. Either Day or Month. If you have selected "By day”, then
you can set a maximum of 6 interval in a day at which the calculation will start. If you have
selected as "By month”, then you have 3 options to choose from; first is “last day of the month”,
second is first day of the month and the third is any specific date.

(3) Click [OK] to complete the new, click [Cancel] to cancel the new.

e Delete

Select the Timed Calculation which needs to be deleted and click [Delete].

5.2.5 Automatic Report

Through this function, system can generate a pre-defined report, pre-set at a specific time and can
send it to the receiver mail id.

(1) In the function menu, click [Basic Information] = [Automatic Report]—=> [New], the following
page is displayed:
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Basic Information

Rule
Holidazg
Lea

Timed Calg¥ation

=7l shit

:‘:. Schedule
Exception

=2 Flow Management

Calculate Report

(2) Inthe Report Setting section;

1K ¢ 5 a1 S0rows

Report Setting

Report Type*

File Name*

Field

File Type™

Content Format®

Transactions v

User Manual

<Teco
Mail Delivery Time Setting E

Send Freguency By Day v
. = ¥ hour : | — ¥ minute
yyyyMMdd v — ¥ hour : — ¥ minute [
HHmmss v |— ¥ hour @ | — ¥ minute —
Field Name Field Number |—  vhour: — v minute 2l
Department Name {deptName} |— v pour: | — ¥ minute
Personnel ID {personPin} e V_hour = ¥ minute
First Name {personName}
Device Serial Number  {deviceSn} Mail Setting
Attendance Area {areaName}
Receiver Setting | Set by Personne| v
Attendance Date {atiDatetime}
Mail Address® Enter multiple mailboxes, separated by af
TXT v semicolons
(;)-Example:123@foxmail.com; 456 @foxmail. co ™
[The Maximum Length200 Example :
{deptName}00{personPin}01{personName}02{atiD Title Setting* [The Maximum Length50
atetime}03 B
Body Setting The Maximum Length200

A\ Detected not set sender e-mail, send e-mail function will not work! Click
here to set the sender's e-mail

OK.

Report Type: Select the desired choice from “Transactions” or “Daily Attendance”. The report
will be according to the selected type. Transactions will give the details related to the device
with Attendance area and time of the personnel. Daily attendance will give the attendance

details of the personnel.

File Name: Consists of 3 parts: custom file name + year, month, day, hour, minute and second,
such as (Department of the original records of the test section 201706271143);

A. The first field is for the custom file name;

B. The second field contain two option for the format of the date: yyyyMMdd and
yyyy-MM-dd;

C. The third field contain the hour, minute and second format: Currently it supports

HHMmMss

Field: Displays the field name and field code of the current report type.

File Type: Currently it supports TXT.

Content Format: It will define the format of the content in the exported report. For example:
{deptName} 00 {personPin} 01 {personName} 02 {attDatetime} 03.

(3) Inthe Mail Delivery Time Setting; set frequency for the mail delivery. The frequency has two
options; By day and By month. If you have selected “By day”, then you can set a maximum of 6
interval in a day (only once per hour) at which the mail delivery will start.

a.lt can only be set in increasing order of time;

b. The minute set in the first-time interval will be same for all other five intervals.
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If you have selected as “By month”, then you have 3 options to choose from; first is “last day of
the month”, second is first day of the month and the third is any specific date.

(4) Mail setting: Set the details of receiver mail;
» Receiver settings: Set the receiver as per below options;

0 Set by Personnel: Enter the E-mail address in text box, and if more than one

",n

email is there, then put " to separate the e-mails.

0 Set by Department: Select a department from the department hierarchy;

0 Set by Area: Select an attendance area from the area hierarchy;
» Title setting: It refers to subject of the mail. The maximum length is 50 characters;
» Body settings: Write the text accordingly. The maximum length is 255 characters;
(5) Make sure the sender mail settings are already defined.

(6) Once all the details are filled, click [OK] to finish.

This function is used to set the time zone that will be used in the attendance calculation and
configuring the information of each parameter with the minimum unit set. For example, allow late /
early leave time, whether it is necessary to Check-in / Check-out, set the time range of Check-in /
Check-out, overtime setting and so on.

Before setting the shift, you should set all possible time segments, that is, time zone setting. Set the
shift before scheduling, setting the attendance rules in the settings will be significant.

Click [Attendance] - [Shift] = [Time Zone] to enter the time zone page:

|% Device @ Name l:l Number Timetable Type |----—— Q ®
The current guery conditions: None
o . :
s+ Basic Information
& (v Refresh [ New (i Delete [# Export
Eg Shift = =™ Mame Number Timetable Check-in Stat  Check-inTime  Check-out Time Check-outEnd  Operations
= — Type Time Time

lime Zone

Shift

Click on [New] to add a new time zone.
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(1) Normal Time Zone

New
Timetable Type® Mormal Time Zane T
Nurmber® |t is recommended to start Name* Itis recommended to start
Check-in Start 08 (2|00 | (HH:MM ) Check-out Start Time* 17 {Z{00 | (HH:MM )
Time®
Checl-in Time* 09 |00 | HH:MM ) Checlk-out Time* 18 |00 | { HH:MM )
Check-in End Time" 10 (2|00 | (HHMM ) Check-out End Time* 19 (2|00 | (HHMM )
Allow Late{Minutes) i} Allow Early a

Leave{Minutes)
Must Check-in” Yes v Must Check-out* Yes T
Calculated as Working 10 ‘Whether to deduct Yes T
Days between paragraphs”
Start time between 12 |2/00 | (HH:MM ) Time between end 13 (2|00 | ( HHMM )
segments* segments*

3 K

Set the value of each mandatory field as per the field explanation below:
All fields marked with * are mandatory.

Time Period Type: There are two types of timetable; Normal and Flexible, flexible timetable is
explained in point 2. The system default timetable type is Normal.

Number: Any combination of numbers or letters. The number should not be identical with another
zone number. The length is 5 characters.

Name: Should not contain special symbols, the name of the period should not be identical with
other zone name, the length of 10 characters.

Check-in / Check-out start time, Check-in / Check-out end time: The format is "hour: minute", set
the check-in / check-out as required. The records outside this range will be considered as invalid
records. The Check-in / Check-out start time and Check-in/ Check-out end time should not be same.

The system default check-in start time is 08:00, check-in end time is 10:00;

The system default check-out start time is 17:00, the check-out end time is 19:00.

Check-in / Check-out: The format is "hour: minutes". Check-in time should be after check-in start
time and Check-out time should be after check-out end time. The system default check-in time is
09:00, Check-out time is 18:00.

= Note: If the Check-out time is less than the Check-in time, it means it is a two-day shift span.
Currently the system only supports creating Time Zones across one day only.

Allow Late (minutes) and Allow Early Leave(minutes): The allowed late time is the maximum time
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allowed after check-in, leave early is the maximum time allowed before check-out. The check-in and
check-out should be within the effective range to be valid. The system default Allow late and Leave
early minutes is 0.

X For example: If the number of minutes allowed to be late is set as 5, and the working time as

9:00, Suppose A Check-in at 9:03 and B Check-in at 9:06, then A is not late, because his check-in time
is within limit, B is late because he is late T minute more than the set limit. The logic of early leave is
the same.

Must Check-in and Check-out: Set whether to set check-in and check-out as compulsory while
commuting to work or not within the selected time range. If set as "Yes", then check-in / check-out is
required; otherwise for “No”, it is not required. The system default setting is "Yes".

Calculated as Working days: If the value is set here, the program will count the working days
according to the set value statistics, otherwise, it will count according to the setting in the
attendance rules. The system default working days numberis "1".

Deducted Time (Minutes): This function is used to set the total break time between Check-in and
Check-out. It is set according to the company lunch time and the evening break in nine to six shifts.
The default interval between the deductions is 60 minutes.

Work Time (minutes): This will be the total effective time of this shift. It is automatically set by the
system as per the Check-in/out details. The formula for calculation is Total minutes between
Check-in and Check-out subtracted by Deducted time(minutes). It also supports manual input, that
is, custom work time can be set. For example, suppose the Check-in is at 09:00 and Check-out is set
as 18:00, and the deducted time is set as 60 minutes. Now the total time in minutes between
Check-in and Check-out is 480 minutes, now to get the Work time we need to subtract deducted
minutes from this time, so the value will be like (480-60 = 420) minutes.

Delay Time calculated as overtime: For calculating the overtime we need to set the time from
which the overtime should start. If it is selected as "Yes", we need to define "Calculated as Overtime
From”. Overtime calculation formula: overtime = Check-out time - Calculated as Overtime From. The
system default overtime start hours is as "18:00"; If the “Delay Time calculated as overtime” is set to
"No" then the time after the check-out time will not be calculated as overtime. The system default is
No.

Calculated as overtime: If it is selected as “Yes”, then the time after the check-out will be calculated
as overtime, otherwise, it is normal working time. The system default is No.
(2) Flexible time period

Flexible time period means a time period in which you can punch any number of times within the
defined Check-in and Check-out time range. The system takes the effective length of time period
between the first check-in and the last Check-out as the total working time in the flexible time
period. The flexible time period does not calculate overtime.
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Timetable Type®

Nurnber®

Checl-in Start Time*

New
| Flexible Timetable h.J
It is recommended to start Name* It is recommended to start
po : 0D (HH:MM) Check-out End Time” 19 : 00 (HH:MR)

According to the figure above, the specific settings for each field in the flexible time period are as

follows:

Number: Any combination of numbers or letters. The number should not be identical with another
Timetable. The length is 5 characters.

Name: It should not contain special symbols and should not be identical with another timetable
name. The maximum length is 10 characters.

Check-in start time, Check-out end time: Set the Check-in Check-out time range for this timetable.
The format is "Hour: Minute". The Check-in / Check-out records outside this range will be invalid.

The system default check-in start time is 08:00, the check-out end time is 19:00.

= Note:

The total time defined by the flexible time period should not exceed 24 hours.

When the Check-out end time is after the Check-in start time, the total duration of the
flexible time period is defined as: Check out end time - Check in start Time.

>  When the Check-out end time is before the Check-in start time, the total duration of the
flexible time period is defined as: Check-out end time + 24- Check-in start time.

»  The Check-out end time should not be same as Check-in start time.

After the information is entered, click [OK] button to save and return to the time period page. In the
time period list, the newly added time period will be displayed.
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Mame Mumber Timetable Typa |- Q ®

The current query conditions: Nang

(% Refresh New ffj Delete [# Export

] Mame Mumber Timetable Type Check-in Start : Checl-in Time Check-out Time Check-out End  Operations
Time Time

[]  Flexible1 ) Flaxible Timetable 158:00 04:00 Edit Delete

= Test Time 1 Mormal Time Zone 05:00 09:00 18:00 19:00 Edit Delete

[ Test 2 Mormal Time Zone 0a:00 08:00 18:00 18:00 Edit Delete

O Testt 3 Flexible Timetable 05:00 19:00 Edit Delata

[ Flexible 4 Flaxible Timetable 05:00 19:00 Edit Delete

= Note: The time interval between the working hours and off-hours should not exceed the
maximum/minimum time length set by the system. For details, refer to the settings in 5.2.1. Rule.

Narme Nurmber Timetable Type |- Q@

The current query conditions: None

(_* Refresh @ Neaw [ﬁ‘* Deleta |—_,f Export

= Name Number Timetable Type Check-in Start. Check-in Time  Check-out Time  Check-out End  Operations
Time Time
[]  TestTime 1 Normal Time Zane 0800 D900 18:00 19:00 Edit Delete
] Test 2 MNormal Time Zone 02:00 09:00 18:00 18:00 Edit Delete
¥ Test 3 Flexible Timetable 0&:00 18:00 Edit Delete
I = 4 Flexible Timetable 05:00 19:00 Edit Delete
|| Flexibley 5 Flexible Timetable 18:00 fl’l:gl.-'.i Edit Delete
_‘__,.-";

1. Select | 2. Click Edit J

(1) Asshown above, click [Edit] under "Operation" to enter the time period editing page.

(2) Modify the relevant settings as needed, the operation is the same with the new time period.
After the modification is completed, click the [OK] button to save.
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Name Nurnber Timetable Type |- [ )

The current query conditions: None

(_* Refresh New ﬁ‘fﬁ* Delete |—_," Export

=] Mame Number Timetable Type Check-in Start Checl-in Time Check-out Time Check-out End  Operations
Time Time

|| TestTime 1 Mormal Time Zone 0&:00 0o:00 18:00 18:00 Edit Delete

[C]  Test 2 Narmal Time Zone 0&:00 0g:00 18:00 19:00 Edit Delete

¥  Testl 3 Flexible Timetable D&:00 18:00 Edit Delste

[l Faxible 4 Flexibla Timetable 05:00 19:00 edit Delete

|| Flexibley 5 Flexible Timetable 18:00 04:00 Edit Delete
”

[’
1. Select | 2. Click DeleteJ

(1) Select time period(s), click the [Delete] button under the Operation tab to enter the
confirmation page for deleting the time period.

(2) Click [OK] to delete the period and return to the period page.

= Note: If the time period is part of a shift, then it cannot be deleted directly; first you need to

delete all the shifts that uses this time period.

Name Murnber Timetable Typg |- Q ®

The current query conditions: Nane

(_* Refresh New ([fj> Delete [# Export

= Name Nurmber Timetable Theck-in Start Checl-in Time Check-out Time Check-out End  Operations
Type Tir> Time
[  TestTime 1 Mormal Time Zo 08:00 0G:00 18:00 16:00 Edit Delata
] Test 2 Mormal Time Zao 05:00 _ 15:00 19:00 Edit Delate
Click here
[l Testt 3 Flexible Timetat 05:00 = 18:00 Edit Delete
[|  Flexible 4 Flexible Timetat 0&:00 16:00 Edit Delete
[ Flexible1 5 Flexible Timetat 15:00 04:00 Edit Delete

(1) Click the [Export] button as shown in above figure to enter the configuration interface of the
export time period, as shown in the following figure:
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Export

The File Type EXCEL File ¥
Export Mode (®) All data (Can export up to 40000 data)
1 Select the amount of data to export (Can export up to 40000 data)
From the article 1 Strip, is derived 100 Data

ZKTECO
Time Zone
Name Number Timetable Type | CheckmsStat | o kinTime | CheckoutTime | CheckoutEnd

Time Time
Normal Time 1 Normal Time Zone 08:00 09:00 18:00 19:00
Flexible Timetable 2 Flexible Timetable 09:00 18:00
Day Time 3 Normal Time Zone 08:00 08:30 18:00 19:00
Test T4 Normal Time Zone 20:00 20:30 23330 23:59

(2) Available file types are Excel, PDF, and CSV. The export operation is similar to the export of
personnel information.

Name Number Timetable Type |- Q |®

The current query conditions: Nong

("t Refresh  [® New [ Delete [# Export

] Mame Mumber Timetable Type Checl-in Start Checl-in Time Check-out Time  Check-out End  Operations
Time Time

[]  TestTime 1 Mormal Time Zone 0&-00 0o9-00 18:00 15:00 Edit Delete

B Test 2 MNormal Time Zone 0&:00 08:00 18:00 168:00 Edit Delete

[ Test1 3 Flexiole Timetable D&:00 19:00 Edit Delete

[  Flexible 4 Flexible Timetable D&:00 19:00 Edit Delete

] Flexiblel 5 Flexible Timetable 18:00 04:00 Edit Delete

As shown in the figure above, at the top of the time period list information interface, search by "Time
zone number", "Time zone name" and "Time zone type" is supported.

Shift is made up of one or more timetable period(s) in accordance with a certain order and cycle of
sequence. It is set as default shift for staffs. To get staff attendance, first of all we must set the shift.
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Click [Attendance] - [Shift]=> [Shift] to enter the main menu of shift as shown below. The search
function can be convenient for shift inquiry. The list shows all shifts of the current system. The time
period details list shows the details of the time period of the shift in the form of a chart.

New
Schedule Type Schedule Name
Shift Type* Regular Shift r Color it 1. Shift Definition )
r L
Number” It is recommended to start Name® | It is recommended to start
Unit* Week v Cycle(1-15) 1
Start Date* 2018-04-06
Number Name | Q )
Name  Number  Checkin Check-out Calculated as Select AL T alie Detalls
Time Time Working Days b e
v Test 1 02:00 18:00 10 | ¥Monday el

#Tuesday 08:00-18:00

#/Wednesday  09:00-18:00
[#Thursday 09:00-18:00

[¥IFriday 08:00-12:00

2. Shift Time Period )

[CIsaturday 08:00-18:00

[CIsunday 08:00-18:00

.

Ii the timetable detail check box can not be checked,it indicate that thers is an overlap in the timetable. =
3. Shift Cycle

If you click the [New] button, the above interface appears, the shift setting is divided into three parts,
the specific settings as follows:

1. Shift definition:

e Schedule type:

Shift type: There are two types, "Regular shift" and "Flexible shift". The system default is "Regular
shift",

» Regular shifts: One or more normal timetable periods can be selected to form a regular shift
according to the rule. Regular shifts are often used in more regular work places such as
offices, governments and banks.

> Flexible Shift: Only one flexible time period can be used to combine flexible shifts. Flexible
shifts are commonly used by dockers and for hourly workers.

Color: Currently this field is not effective.

Number: Supports any combination of numbers or letters, and should not be identical with another
shift number, the maximum length is 5 characters.

Name: Any character, shift name shouldn't be identical with another shift, the maximum length is 10
characters.

Unit: The unit of setting cycle, there are three options; Day, Week and Month, the default being the

"day".
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Cycle: Defines the number of shift cycles, the shift cycle = the number of cycles * units. If the unit is
"day", the range is 1-99; if the unit is "week", the range is 1-15; if the unit is "month", the range is 1-12.

Start Date: Defines the start date of the shift, the date before the start date is not affected by the
shift. The system default start date is the current system date.

e Schedule name:

Schedule Type Schedule Mame
Attendance Modeg® Punch Card According i v | Owvertime Mode® Computer Automatic Ce v
Cycle Shift in one Month® Yes r CQvertime Type® MNormal Day r

Attendance Mode: It defines the method of attendance calculation for this shift. Below are the 4

ways:

>

>

Punch Card According to Normal Shift: This is the system default. The check-in should be as
per the shift timings.

Punch once at any time in a day: In this option, the staff only needs to punch a card at any
time of the day.

Only calculate the Punch Card time: It will take two valid punch card time intervals as an
effective working time.

Free Punch: In this option, staff do not need to Check-in or Check-out.

Cycle shift in one month: If you have selected “Yes”, then after the cycle is finished, it will restart

again. This field is displayed only when you select Unit of cycle as "Days", it will not be displayed in

“Week" and "Month".

Overtime Mode: This function decides the calculation of Overtime. Drop-down menus are:

>

>

Computer Automatically Calculation: The computer automatically calculates whether the
delay time will be calculated as overtime or not.

Overtime must apply: If this option is selected, then the overtime will not be calculated
automatically. It will take the overtime sheet as final. If the check-out time is less than the end
time of overtime, it will not count overtime hours.

Must Work overtime or Absence: If this option is selected, then the overtime will not be
calculated automatically. It will take the overtime sheet as final. If the check-out time is less
than the end time of overtime, it will not count overtime hours and will record as absence.
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» Shorter duration between Auto-Calculation and Overtime Receipt: When overtime sheet
and automatic calculate overtime both are enabled, system will take the period which has
least overtime.

» Not calculated as overtime: Overtime applied for overtime will not be calculated as overtime
hours.
Overtime Type: Through this option we can set how the overtime after the worktime is considered.
Drop-down menus are:

» Normal Day: If selected, the entire time period of overtime hours will be marked as normal
overtime.

> Rest Day: If selected, the entire time period of overtime hours is recorded as rest day
overtime.

» Holidays: If selected, the entire time period of overtime hours is marked as overtime work
holidays.
2. Shift time period definition

After all the fields of the shift definition are entered, you can define the shift time. All the timetable
created earlier will be displayed in the list. You can choose one or more timetable period only when
the time for both are not overlapping.

= Note: Regular shifts can only use the Regular time period, flexible shifts can only use flexible time

period.

3. Shift cycle definition

Once the shift and time periods are defined. the shift cycle and time period can be defined. This part
is mainly to define the rules of the shift. If you do not schedule any time period on one day, you do
not need to go to work that day.

After the setting is completed, click the [OK] button to save and return to the shift page. The newly
added shift information will be displayed in the shift list.

= Note: Here are a few simple shift settings interfaces.

(1) Regular shift with Day as unit:
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Schedule Type Schedule Name
et EEEC) Oolor E—
MNumber* | 3 | MName* | Test1 |
Unit* | Day v | Cycle(1-99)* |_|l' |
Start Date* 2018-04-06 |
Mumber | Mame | | Q ®
Mame Number  Checkdn  Check-out Calculated as Select All -A“Jnl—';':cttﬁlle Details
Time Time Working Days e Y
v Test 1 09:00 18:00 1.0 #INO1day(s) ~ 09:00-18:00

[#IND2day(sy  09:00-12:00
[#NO3day(s)  09:00-13:00
[#MNO4day(s)  09:00-18:00
[#INO5day(s)  09:00-18:00
[IMOGday(s)  09:00-18:00
[[INO7day(s)  09:00-18:00

If the timetable detail check bex can not be checked.it indicate that there is an overlap in the timetable.

(2) Regular Shift with Week as Unit:

Schedule Type

Shift Type® | Regular Shift Color

Number” | 4 Name®

Unit* Wesk Cycle(1-15)

Start Date” |2018—{14—06

| Name |

Select All 1 Timetable Details

Mumber Check-in Check-out  Calculated as Unselect Al

Time Time Working Days
[¥IManday 09:00-18:00
[#ITussday  09:00-18.00
[#\Wednesday 09:00-18:00
[ Thursday  09:00-15:00
[#IFriday 09:00-18:00
[Isaturday  09:00-18:00
[ISunday 08:00-18:00
[#IMonday 09:00-18:00

09:00 18:00 1.0

If the timetable detail check box can not be checked,it indicate that there is an overlap in the timetable.
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X Note: The shift only provides users with a cycle rule for the selected period of time within the set

period. The unselected dates will be off-day. When a user schedules shift for an employee, he will
simply select the start and end dates and the number of cycle, without having to confirm work-day
and off-day. After the frequency is selected, the system determines which day to go to work
according to the period set by the selected frequency.

Adding timetable

Select a shift and click [Edit] to enter the editing interface, set the area in the shift time and shift
period and time period, and increase the shift time period and the period, click [OK] to save and exit.
Then add a time period in the shift.

welcome aamn (@) () @ ® )

= ‘Authorized Company: ZKTeco
Si Device @ Name | | Mumber Shift Type | - | Q ®
- The current query conditions: None
(3} Basic Information
4 (> Reresh  [® New (i Delete [ Export Timetable Details
, Shift &) 1 Name Number  Shift Type  Unit Cycle StartDate  Cycle Shiftin  Operations NO1day(s) (10021600
gneModth NO?day(s) 09:00-18:00
Time Zone O Test 1 Regular Shil Week 2 2018-04-06 No Delete Edit Clear Timeiable NO3day(s) 09:00-18:00
Shift ] Testl 3 Regular Shil Day T 2018-04-06 Yes Delete Edit Clear Timetable NO4day(s) 09:00-18:00
[ Testd 4 Regular Shit Week 2 2018-04-06 No Delete Edit Clear Timetable
v k . NO5day(s) 09:00-18:00
NOBday(s)
NO7day(s)
= Schedule
Exception
Flow Management
E Calculate Report ) 1< ¢ 1-3 5 31 50rows perpage ~ JumpTo 1 /1 Page  Total of 3 records Double-click the shift period, you can delete the time period

X Note: This function can be used when the attendance time period is not consistent throughout
the week or if there are multiple time periods for a shift.

For example: Suppose in a company, every Monday, Wednesday and Friday has (attendance) period
of 9:00-16: 00, and every Tuesday, Thursday has (attendance) period of 10: 00-19: 00.

1. To set this shift we need to first create two timetable periods as shown below:
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3. Enter the details
and click Save and New

Timetable Type™ Normal Time Zone v

Checkiin Start [os |: (HHMM)  Checkout Start Time® : (HHMM )

Time™

1. Click Time Zone Checkin Time* [og |-fon |chrmm)  checkout Time® [16 |-fon | chriam)
Checiin End Time™ (10 |:[00 | (HHMI)  Checicout End Time® 17 |Joo | HHMM)
Allow Late{Minutes) 0 Allow Early i)

Leave(Minutes)

Must Check-in* Yes v Must Check-out*

Calculated as Working 10 i Whether to deduct Yes v
Days between paragraphs®

Start time between o0 | (HHMM)  Time between end . [ HHMM )

segments* segments*

C o | o

Timetable Type™ | Mormal Time Zone

Number* | 6 ‘T 10-7

Check-in Start 09 |:/o0 |(HHMM)  Check-out Start Time' 8 [:[o0 | (HHMM)

Time*

Check-in Time* 10 :|00  (HHMM)  Check-out Time* 19 | ¢ HH:MM )
Check-inEnd Time |11 |:[00 | (HHMM)  Checkout End Time’ 20 oo | (HHMM)
0 0

Allow Late{Minutes) | Allow Early

Leave(Minutes)

Must Check-in® | Yes v | Must Check-out® ‘ Yes

Calculated as Working 1.0 Whether to deduct ‘ Yes
Days hetween paragraphs®

Start time between 13 (100 | (HHDMM) Time between end 14 : { HH:MM )

segments” segments®

saveanahew | ok || cance

3. Now go to shift interface as shown below:
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weicome, aamn (1) (1) @) @ ()
Authorized Company: ZKTeco

Name | Number Shift Type |
The current query conditions: None

("% Refresh New (i Delete [# Export Timetable Details

Name  Number  ShiftType Unit Cycle Start Date  Cycle Shiftin phencey
one Month
Tuesday

Test 1 Regular Shil Week 2 2018-04-06 No Delete Edit Clear Timetable Wednesday

Test1 3 Regular Shil D 7 2018-04-06 Yes Delele Edit Clear Timetable
R . ————ie———— Thursday

Testd 4 Regular Shit Week 2 2018-04-06 No Delete Edit Clear Timetable Friday

' Salurday

Sunday

Monday

Tuesday

Wednesday

Thursday
Friday

W Exception T Saturday
Sunday

Flow Management

[l] Calculate Report @ 1« < 1-3 5 3| SDrowsperpage M Page  Total of 3 records Double-click the shift period, you can delete the time period

Schedule Type Schedule Name

Shift Type* i Regular Shift

Number*

Unit*

Start Date” |2018-04-08

T
| Name

Select All 1 Timetable Details

Mumber Chechk-in Check-out  Calculated as Unselect All

Time Time Warking Days
[#IMonday 08:00-18:00
[#Tuesday 09:00-18:00
[#/Wednesday  09:00-18:00
[#IThursday 09:00-18:00
[#IFriday 09:00-18:00
[CIsaturday 09:00-18:00
[CIsunday 08:00-18:00

02:00 18:00 1.0
09:00 16:00 1.0

10:00 19:00 10

If the timetable detail check box can not be checke d it indicate that there iz an overlap in the timetable.

T

5. Since the company's shift schedule is weekly and has the same working conditions every week,
the setting unit is "Week" and the number of cycle is "1".
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Schedule Type Schedule Name
Shift Type* | Regular shit v Color .
Mumber* | 4 | Name* | Testd |
Unit* |Week = | Cycie* |1 |
Start Date® 2018-04-06 |
Number | Name | | Q ®
Name Number  Check-in  Check-out Calculated as Select All A"Uﬁnl—ler!r;ﬁaxtlle Details
Time Time Working Days T .
[ Test 1 09:00 18:00 10 [#IMonday 00:00-16:00

| Tuesday 09:00-16:00
[#Wednesday 09:00-15:00
[CIThursday 09:00-16:00

5 09:00 16:00 1.0

10:00 19:00 1.0

[IFriday 09:00-16:00
- 2. Select the days [ |Saturday 05:00-16:00
1. Blue shows the default, de- [sunday 09:00-16:00

select it and select the other

If the timetable detail check box can not be checked,it indicate that there is an overlap in the timetable.

T

6. Since the working days for 09:00 to 16:00 are Monday, Wednesday, and Friday, so select it at the
right side in the "Timetable Details" box.

7. For Tuesday and Thursday, do same step like above, first tick and click on the timetable and then
select Tuesday and Thursday as shown below:
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Schedule Type ‘Schedule Name

Shift Type® | Regular Shift s | Color e P

Number* | 4 | Name* | Testd |

Unit* | Week v] Cycle® E |

Start Date* 2018-04-06 |

Mumber | Name | | Q ®

Name Mumber  Checl-in  Check-out Calculated as Mﬁﬂ!ﬁ‘?ﬂ"- Details
Time Time Working Days S e

| Test 1 09:00 18:00 1.0 _Monday 10:00-19:00
[#ITuesday 10:00-19:00

[+ TOo-4 5 08:00 16:00 1.0

| Wednesday 10:00-19:00

X L 2 A 1500 1 (¥ Thursday 10:00-19:00
| Friday 10:00-19:00

: [CIsaturday 10:00-19:00

| A Bl e 2T [Jsunday 10:00-19:00

1. Tick the other shift ]

indicate that there is an overlap in the timetable.

8. After the setting is completed, click the [OK] button to save and return to the shift page. The
new shift information will be displayed in the shift list. Click the row where the shift is located to
view the details of the shift time period at the right side of the interface, as shown in the
following figure:

Name | | Mumber | Shift Type (= Q ®

The current query conditions: None

O Refresh @ New ﬁ Delete |—_,’ Export Timetable Details

@&l MName Number Shift Type  Unit Cycle Start Date  Cycle Shiftin Operations hontlay; 09.00:16.00
Snedionit Tuesday 10:00-19:00

] Test 1 Regular Shil Week 2 2018-04-08 Mo Delete Edit Clear Timefable Wednesday 09:00-16:00

[ Test 3 Reqular Shit Day i 2018-04-06 Yes Delete Edit Clear Timetable Thursday 10:00-19:00

[ Testd 4 \ Reqular Shil Week 1 2015-04-06 Mo Delete Edit Clear Timefable Friday 09°00-16:00

Saturday

Sunday

The details are
shown here

1. Click on Shift to
get details

As shown in the figure above, the shift on Monday, Wednesday and Friday (attendance) is at 9: 00-16:
00 and on Tuesday and Thursday (attendance) is 10: 00-19: 00.

e C(Clear Timetable
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In the shift list, click the [Clear Timetable] button in the [Operation] column of the shift. This
operation only corresponds to a single shift, batch operation is not available. A confirmation page
will pop up, click the [OK] button to confirm deletion of all the timetable of the selected shift.

Are you sure to clear the timetabls for the
selected shift?

e Delete the shift

In the shift list, click the [Delete] button in the [Operation] column where the shift is located. This
operation only corresponds to a single shift, batch operation is not available), click [Delete] to enter
the deletion confirmation page, click [OK] to delete the selected shift and exit.

Or first select the shift to be deleted (that is, the checkbox in front of the row where the selected shift
is located), click the [Delete] button at the top of the interface to enter the deletion confirmation
interface, and click [OK] to complete the batch deletion operation.

X Note: If this shift is scheduled, it cannot be deleted. You need to delete all scheduled shifts that is

connected this shift before you can delete the shift.

e Export

This function will export all the details of the shift in excel, pdf and csv file format.

ZKTECO
Shift
Name Number Schedule Type Unit Cycle Start Date 'Cy;leﬁzfﬂin e
Day Shift 1 Regular Shift Day 10 20171215 Yes
Night 2 Regular Shift Day 10 2017-12-18 Yes
Flexible 3 Flexible Shift Day 10 2017-12-18 Yes
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After setting the time attendance and shift cycle, you can schedule it. Schedule management
includes: Group, Group Schedule, Department Schedule, Personnel Schedule and Temporary
Schedule.

= Note: Schedule management is divided into 4 groups, departments, personnel and temporary
scheduling. So, when the shift is scheduled to repeat, then at this time there will be a priority judging.
This priority setting you can find under the "Basic Information" = "Rule" page. The default is
"Department-Group", which is the highest priority shift.

Basic Rule Setfing Calculation Setfing Other Setting

Check-in Rule The Earliest Rule The minimum time period should be greater 120
than{minimum 10 minutes)

Check-out Rule The Latest Rule The maximum time period should be less 600
than{maximum 1,440 minutes)

Late and Early Leave Counted as Absent No Aftendance calculation result when the shift First Day

. cross-day
| Search Shift Record | Group->Depariment 1 | Overtime Statistics Yes
Intelligent Matching Shift Rule | Least Abnormal

In the same type of scheduling for a person, the software processing logic is as follows: Follow-up of
the new shift will overwrite the previous shift. Suppose, you have been added to shift A from June 1
to June 10. Now you have been added in a new shift B from June 5 to June 10, so from June 5 to
June 10 you have to work as per Shift B's schedule.

Before group scheduling, you need to group people with the same attendance rules. Groups mainly

non non

include "Query", "New", "Delete", "Add Personnel", "Edit", "Delete Personnel" and other functions.

Click [Attendance] - [Shift Management] = [Group] to enter the main interface of the group. The
search function can conveniently search the group if you have many groups in your system. The list
shows all the group present in the current system. The list of people is shown in the Browse Group
Personnel on the right side of the interface.
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Welcome. admin . {

Edit Fersennsl for Graup - Browes the Group Personns|

Name | | Number Persennel 10 |

Ly Basic Informabion |
=" The current query conditions: Mane The curment query conditions: hons

=l shin @ (T Refresn [ New (it Destz Qaaﬁmn mmw

(7] Name Numger Remark ] Deparment Persoane IC First Hame
ki

§¢ ¢ 0 & 3| GShmowsperpage  —  Tolalof Drecords 14 ¢ 0 » 3 SOrowsperpage - Total O D reComs
< apEy 0 0

e Adding agroup

Click on the main group interface [New] button, new group interface will pop up:

Number® | Itis recommended to start with |

Name™® | It is recommended to start with |

Remark ‘

BT N T

Number: Any combination of numbers or letters, group number that should not be identical with
another group number, maximum length of 5 characters.

Name: Does not support special characters, group name should not be identical with another group
name. The maximum length is 10 characters.

Remarks: Write any note for this group, if it has some characteristic information; the maximum
length is 50 characters.

Page |163 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality

e Edit groups

Nurnber®
Name®

Remark

B

| Demo_Group

for Testing purpose

Cancel

User Manual

(1) Asshown above, select a group and click the [Edit] button in the [Operation] column of the

group to enter the editing group

interface.

(2) After modifying the fields that need to be modified, click the [OK] button and return to the

group page.

e Delete Group

Edit Personnel for Group

Name | | Mumber | Q
' The current query conditions: None
( Refresh [® e[
Name Nurnber Remark Personnel  Operations
Quantity
Demo_Group G1 for Testing purpose o Add Personnel Edit

(1) Select one or more groups and click the [Delete] button on the upper left of the group list to
enter the confirmation page for deleting the group.

(2) Click [OK] to delete the group and

= Note: If there is a person in the group or in group scheduling, it cannot be deleted. First, you need

return to the group page.

to delete all the people in the group and schedule to delete the group.

e Adding Personnel
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Basic or ® Query () Department

Personnel ID First Name Last Name Card Number Morer Q. ()

The current query conditions: None

=2l shift

Alternative Selected(0)
= Schedule
(] Department Personnel  First Gende Card = Department Personnel  First Last Gende Card
Name [} Name Number Name D Name Name Number

] Financial Departme 1 abc Wale

[ ] Marketing Departm 2 Female

¢ 1-2 5 5| SDrowsperpage ~ Total of 2 records

(1) Select a group and click the [Add Personnel] button in the [Operation] column of the group to
enter the personnel adding interface as shown above.

(2) Select the relevant personnel from the list at left side and move it towards right list. Click the [OK]
button to complete the addition of personnel operations.

X Note:

» Those who have been assigned to this group will be listed at the right side of the group
interface.

» People who have been added to other groups will be deleted from the original group after
they are added to the group.

» To search conditional query, filter through "Department" and get the list of candidates.

e Delete people
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Edit Personnel for Group Browse the Group Personnel
Name | | Number 3. Delete * Personnel ID 17 First Name —| Last Na
The current query conditions: None 2.~ current query conditions: None
(> Refresh [ New b Delete (v Refresh  ffi} Delete Personnel
B Name Number Remark Personnel Operations =] Department Personnel ID First Name Last
Quantity Name
[ Demo_Group G1 for Testing purpose 2 Add Personnel Edi |  Financial Department 1 abe XyZ

\ \ O Mam:w abe xyz1
1. Click on the : 2. Select Personnel(s)J
desired Group =

(1) Asshown in the above figure, select a group and select the person to be deleted in the browse
group on the right. Click the [Delete Personnel] button to enter the interface of confirm
deletion.

(2) Click the [OK] button to delete the personnel.

Group Schedule

This function is used to schedule group to the personnel in shift(s). The new group scheduling
interface is shown as below:

weeomem @ @ @ ® O

Authorized Company: ZKTeco
Schedule Information

— (_* Refresh @ New ﬁ‘ Delete @ MNew Temporary Shift
(s Basic Information

Name N'ﬁ (o~ Schedule Shift Name Start Time  End Time ~ Operations
pe

1. Select Group

1< < 0 > 3 50 rows per page - Jump To 1 /0 Page  Total of 0 records
Department Schedule Shift Center: No Cros:|
Shift comma-separate;
P | Schedul <= - => |
SECMIS RISt 2018-04 Shift across the grid b
Temporary Schedule Shift across the grid fi|
Su Mo Tu We Th Fr
1 2 3 4 5 6
=|| Exception
Flow Management
LT]J Calculate Report r ) wr o wr 4_9}( “:‘wr .“.."wr "’w'
4| 3
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Schedule Type | MNormal Schedule v |
Start Time?* |2o1s-04p05 | End Time 2018-04-16 |
Shift Type  Number  Name Unit Cycle Start Date  Cycle Shift in
one Month
[l Regular 3hil 1 Test Week 2 2018-04-06 Mo
w1 Regular Shil 3 Testi Day T 2018-04-06 Yes
[71 Regular 3hil 4 Testd Week 1 2018-04-06 Mo

For Group scheduling you need to select the group, set start date / end date, shift type, select the
shift.

Define the start and end date for the group schedule. From the start date the schedule will come
into effect.

Shift type: There are two kinds, Normal Schedule and Smart Schedule.

Through Normal Schedule you can only choose a single shift. If you select more than one shift, the
below prompt will appear:

The normal schedule can only choose one shifil

Through Smart Schedule you can choose more than one shift. After you select smart schedule, the
software will automatically determine the most suitable frequency according to the punch card
records in attendance calculation.

Choose the shift from the list for this group and click [OK].
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5.4.3 Department Schedule

The department scheduling operation is same as the group scheduling. The difference is only in the
object of choice. Here we need to select department from the list at the upper left side of the
interface.

Device

== Shift

i _ Schedule Type Normal Schedule v
edule 1 . Select Group Start Time* 2018-04-05 End Time 2018-04-13

Group

Shift Type  Number Name it e Start Date  Cycle Shift in
Group Schedule one Month

Regular Shil 1 Test 2018-04-08 No
Reqular Shil 2 Testq 2018-04-06

Regular Shit 4 Test4 2018-04-06

4, Select Shift

T S T

5.4.4 Personnel Scheduling

Personnel scheduling operations is completely same as group scheduling, but when scheduling
personnel, the object of choice is personnel at the top left corner of the interface.
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| Basic Information 1 T T 5% F]“- dEtaﬂs

2. shitt @
= i Schedule Type Normal Schedule v
4 Start Time* 2018-D4-06 End Time* 2018-04-13

, Schedule

Group i) Shift Type  Number Name it Cycle Start Date  Cycle Shift in
one Month

Group Schedule
Regular Shil 1 Test 2018-04-06 No
Department Schedule Regular Shil 3 Test 2018-04-06

Regular Shil 4 Testd 2018-04-08

4. Select Shift

Flow Management

D I EETE

Calculate

ul

5.4.5 Temporary Schedule

Temporary scheduling operation is same as the personnel scheduling. Because of some sudden
changes in work shift for a temporary period, some personnel may be required to work in different
shift for a temporary period. This function is used at this time to allot temporary schedule to the
personnel. Temporary shift schedule has the highest priority in all shift schedules.

Personnel ID First Name Last Name l:l Temporary Type

The current query conditions: None

B Morew Q@)

(T Reiresh (> Delete Timetable Details

O Tempeorary  Schedule Type Group Group Personnel  First Shift Name Start Time  End Time  Op 2018 01 Jeot] Y9.00.15.00
e Humbery |AName PID Mame 2018-04-07 Testt 09:00-18:00
[ Group Mormal Schedul 1 A Test 2018-04-06 2018-04-09 Edit 2018-04-08 Test 08-00-18-00
Personnel  Mormal Schedul 1 abc Testl 2018-04-06 2018-04-13 Edit 2018-04.00 Testd 09:00-18:00
2018-04-10 Test1 09:00-18:00

2018-04-11 Test1

2. Click Edit 2012-04-12 Testt

1. Select Person

2018-04-13 Test1 09:00-18:00

4| | 3
¢ ¢ 1-2 5 51 50rows per page ~ JumpTo 1 /1 Page  Tofal of 2 records
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Edit. x

Schedule Type | Normal Schedule v
Start Time* | 2018-04-06 End Time* ;201 8-04-13

Shiit Type  Number Mame Unit Cycle Start Date  Cycle Shift in

ane Month

Regular Shil 1 Test Vieek 2 2018-04-06 No
[+ Reqular Shil 3 Test] Day T 2018-04-06 Yes

Regular Shil 4 Testd Week 1 2018-04-06 No

Exception

Appended Receipt

Appended receipt is used to enter records for the personnel in case the person is out on business
trip, missing check-in/out, etc.,, Manual attendance record in the attendance report is called
Appended Receipt. Generally, it is entered by the management staff according to attendance result
and company's attendance rules after the attendance cycle ends. This version does not support the
approval of exception, entered manually in system. Data entered into the system will have an impact
on the attendance calculation results.

23| Device (&) Time From ;20174]94]7 00:00:00 To 0174207 235050 | Department Name | Personnel 1D

The cumrent query conditions: Time From:(2017-02-07 00:00:00) To:(2017-12-07 23:59:59)
(* Refresh  [® New (i Delete [# Export

Shift & (] Personnel 1D First Name Last Name Deparment Department Punch Time Remark Cperation Time Operations
= Number Name

{5 Basic Information

Schedule

Exception
il

Leave

Business Trip

New
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(1) Click [Exception] = [Appended Receipt] = [New]:

20158-04-06 09:00:00

Punch Time*

® Query () Department

IR I —

' The current query conditions: None

‘Alternative

0] Departmen Personnel  First Last Gende Card
MName 18] Name Name MNum

[]  Financial De 3 abc Female 25847

] General 4 —

[ General 5 Male

[ Developmer 6 —

[|  Financial De 7 — h

[] Hotel 8 —

|« < 1-8 - .| 5Drowsperpage =

wamar I
wtrams [ | o QL ©)
Selected(1)
Departmen Personnel  First Last Gende Card
Name D Name MName Num

==

<<

General 1 abc —

T T T

Fields are as follows:

Punch Time: Set the date and time of punch.

Personnel: Select the required personnel for appended receipt, multiple choices are available.

Remark: Enter the reason for appended receipt, the max length is 50.

(2) Afterfilling the information, click [OK] to save and exit, the appended receipt will be displayed in

the added list.

e Delete

(1) Click [Exception] > [Appended Receipt] > [Delete]:

Are you sure you want to perform the delete
operation?

(2) Click [OK] to delete.

e Export
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You can export selected appended receipt data in Excel, PDF, CSV file format.

User Manual

ZKTECO
Appended Receipt
Personnel ID First Name Last Name Difg{}";m Department Name |  Punch Time Remark Operation Time

; P — ; — 2017-12-15 08:40: 2017-12-15 16:40:

00 51
Development 2017-12-15 08:40: 2017-12-15 16:40:

< Lueky ey < Department 00 51
. _— _— — - 201?_126113 5 08:40: 201 7-125-'11 5 16:40:
s o o . Financial 2017-12-15 08:40: 2017-12-15 16:40:

Department 00 51
2017-12-15 08:40: 2017-12-15 16:40:

4 Berry Cao 1 General

00 51
Marketing 2017-12-15 09:50: 2017-12-15 16:51:

b hee! b % Department 00 00
) Financial 2017-12-15 09:50: 20171215 16:51:

b Amher S 4 Department 00 00
2017-12-15 09:50: 2017-12-15 16:51:

£ Jacky Xiang 1 General 00 a0

Personnel may need leave at different circumstances. They can apply and the leave will be displayed

here:

Device Time From | 2017-08-07 00:00:00 1 To | 2017-12-D7 23:58:59
The current query conditions: Time From:(2017-09-07 00:00:00) To:(2017-12-07 23:50:59)

(T Refresh @ New ﬁ Delete |—_,’ Export

Last Name

) Basic Information

Shift (=] Personnel ID First Name Departiment Department

Number Name

Schedule

| Exception

Appended Receipt
Leave

Business Trip.

(1) Click [Exception] > [Leave] > [New]:
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Leave Type*
Start Time*

End Time*
Remark

®) Query () Department

Personnel ID

The current query conditions: Mone

Alternative

(] Departmen Personnel
Name D

[ General il
[l General 4
[ General 5

[ Developmer &
[]  Financial De 7

] Hotel 8

1-6 50 rows per page

Fields are as follows:

Leave Type: Set the type of the leave.
Start Time: Start time of the leave.

End Time: End time of the leave.

2018-04-06 17:43:13

2018-04-06 17:43:13

Gende Card

MNum

User Manual

New
Leave Requisition Photo Erowse|
Last Name | Morew Q (%)
Selected(1)
] Departmen Personnel  First Last Gende Card
Name ID Name Name Num
¥l  Financial De 3 abc Female 25847

==

<=

Remark: Enter the reason for leave, the max length is 50.

Leave Requisition Photo: Upload photo of supporting document for the leave request.

Personnel: Select the required personnel, multiple choice is available.

(2) Afterfilling the information, click [OK] to save and exit, the leave information will be displayed in
the added list. Click [Leave Requisition Photo] at the end of each line to view the leave

requisition photo.
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e Delete

(1) Click [Exception] > [Leave] > [Delete]:

Are you sure you want to perform the delete
operation?

(2) Click [OK] to delete.
e Export

You can export selected leave data in Excel, PDF, CSV file format.

ZKTECO
Leave
y Department .
Personnel ID First Name: Last Name Number Department Name Leave Type Start Time: End Time Remark Operation Time

1 Jerry Wang 1 General Casual Leave 2017712;{5 16.36: 2(!1771261?5 16236 2017712;1?5 16:36:
a Ty i 4 Financial P T 2017-12-15 18:38: | 2017-12-15 18:38: 2017-12-15 18:38:

Depariment e 8 8 53
5 Necol Ye 2 Marketing T — 2017-12-15 16:36: | 2017-12-15 16:36: 2017-12-15 16:36:

Department 19 19 27
. Financial & 2017-12-15 18:38: | 2017-12-15 18:38: 2017-12-15 18:39:

6 Amber Lin 4 Department Sick Leave 54 51 00
i - Development Breastfeeding 2017-12-15 18:39: | 2017-12-15 18:39: 2017-12-15 18:39:

9 Lilian Mei 3
Department Leave 02 02 10
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Business Trip

Device

Time From | 2017-09-07 00.00:00 To | 2017-12-D7 23:50:50

J Basic Information

(v Refresh [® New (ifft Delete [# Export

Department Name |:| Personnel ID

The current query conditions: Time From:(2017-08-07 00:00:00) To:(2017-12-07 22:50:50)

User Manual

= Personnel ID First Name Last Name Department Department Start Time: End Time
Number Name
T.—J-.', Schedule
| Exception
Appended Receipt
Leave
Bus
New
(1) Click [Exception] > [Business Trip] > [New]:
New X
(® Query () Depariment
Personnel ID I:l First Name Last Name : Card Number .7 Morew Q ()
The cumrent query conditions: Mone
Alternative Selected(0)
=] Departmeant Personnal  First Last Gende Card 2] Department Personnel  First Last Gende Card
Name o Name Name Number Name 0] Name Name Number
(]  Financial Departme 1 abc Nz Iale
1 Marketing Departm 2 abct ozl Female =
| General 3 abc2 xyz2 Male 5
[  Hotel 4 abc3 xyz3 Female =
<=
1-4 » .1  &B0rowsperpage ~  Totalof 4 records
Start Time 2017-12-07 13:02:15 End Time 2017-12-07 13:02:15
Remark

Fields are as follows:

Personnel: Select personnel need business, it can be multiple choices.

Start Time: Start time of the business trip.
End Time: End time of the business trip.

Remark: Enter the description of business trip, the max length is 50.
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(2) Afterfilling the information, click [OK] to save and exit, the business trip information will be
displayed in the added list.

Delete

(1) Click [Exception] = [Business Trip] = [Delete]:

(2) Click [OK] to delete.

Export

Prompt

Are you sure you want to perform the delete
operaticn?

You can export selected business trip data in Excel, PDF, CSV file format.

ZKTECO
Business Trip
Department
Personnel ID First Name Last Name eNTmt[:::n Department Name Start Time End Time Remark Operation Time

4 Be Cao 1 General 2017-12-15 16:37: | 2017-12-15 16:37: 2017-12-15 16:37:

iy 27 27 31
Marketing 2017-12-18 11:42: | 2017-12-18 11:42: 2017-12-18 11:42:

5 Necol Ye 2 Depstmont 28 28 Go to Shenzhen 54
a Gloti Liu 5 Marketing 2017-12-18 11:42: | 2017-12-18 11:42: Go to Thailand 2017-12-18 11:43:

Department 55 55 08

Device

Basic Information

4 Schedule

New

| Exception

Appended Receipt
Leave
Business Trip

Go Out
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(1) Click [Exception] > [Go Out] > [New]:

(® Query () Department

The current query conditions: None

Alternative Selected(0)

= Department Personnel  First Last Gende Card & Department Personnel  First Last Gende Card
Name ID Name Name Number Name 1n] Name Name Number

Financial Departrme 1 abc XYz IMale
harketing Departm 2 abet xyzi Female
General 3 abc2 xXyz2 IMale

Hotel 4 abe3 *yz3 Female

|« ¢ 1-4 » 3 SDowsperpage v  Totalof 4 records

Start Time | 2017-12-07 13:12:37 End Time éiDﬂT—12—ﬂT 13:12:37

e N

Fields are as follows:

Personnel: Select the required personnel, multiple choices are allowed.

Start Time: Start time of going out.

End Time: End time of going out.

Remark: Enter the description of going out, the max length is 50.

(2) Afterfilling the information, click [OK] to save and exit, the go out information will be displayed
in the added list.

e Delete

(1) Click [Exception] > [Go Out] > [Delete]:

Are you sure you want to perform the delete
operation?

(2) Click [OK] to delete.

e Export
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You can export selected go out data in Excel, PDF, CSV file format.
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ZKTECO
Go Out
Personnel ID First Name Last Name szual:g:m Department Name Start Time End Time Remark Operation Time

1 &y Wang 1 gl 2017-12-18 11:43: | 2017-12-18 11:43: Visitor Client 2017-12-18 11:44:
46 46 00

7 Jacky Xiang 1 s 2017-12-18 11:43: | 2017-12-18 11:43: Hospital 2017-12-18 11:43:
28 28 46

Device Time From | 2017-08-07 00:00.00 | To  2017-12-07 235050 Depariment Name :l

The cumrent query conditions: Time From:(2017-09-07 00:00:00) To:(2017-12-07 23:59:59)
(" Refresh @ New ﬁ} Delate |—_,’ Export

Shift =

Basic Information

Department OT Type Start Time

Name

First Name Last Name Depariment

Number

Personnel ID

Schedule

Exception

Appendad Receipt

Leave
Business Trip

Go Out

Adjust and Append

Adjust Shift

New

(1) Click [Exception] > [Overtime] > [New]:
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(® Query () Departmant

Parsonnal ID I:l First Name Last Name Card Number Margv q @

The current query conditions: None

Alternative. Selected(0)
(] Department Personnel  First Last Gende Card o Department Parsonnel  First Last Gende Card
Narne: [in} Name Name Numbar Narne: D Name Narme Number
| Financial Departme 1 abc XyZ Male
[ Marketing Departm 2 abcil xyz1 Female -
[l General 3 abc2 xyz2 Male =
O Hotel 4 abc3 xyz3 Female =

==

¢ ¢ 1-4 5 3| S0rowsperpage ~  Total of 4 records

OT Type Mormal OT ¥
Start Time |2017-12-07 13:18:44 | End Time | 20171207 13:18:44 |
Remark

EXTm B T

Fields are as follows:

Personnel: Select required personnel for overtime, multiple choices are available.

OT Type: Normal OT, Weekend OT and Holiday OT three types.

Start Time: Start time of overtime.

End Time: End time of overtime.

Remark: Enter the description of overtime, the max length is 50.

(2) Afterfilling the information, click [OK] to save and exit, the overtime information will be
displayed in the added list.

e Delete

(1) Click [Exception] = [Overtime] - [Delete]:

Are you sure you want to perform the delete
operation?

(2) Click [OK] to delete.
e Export

You can export selected overtime data in Excel, PDF, CSV file format.
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ZKTECO
Overtime
s Department = .
Personnel ID First Name Last Name Number Department Name OT Type Start Time End Time Remark Operation Time
Financial 2017-12-15 16:37: | 2017-12-15 16:37: 2017-12-15 16:37:
3 Leo Hou 4 Deparment MNomal OT 24 2 a7
Marketing 2017-12-18 11:44: | 2017-12-18 11:44: . 2017-12-18 11:44:
H] Necol Ye 2 Department MNomal OT 03 0 Finish Project 28
Device Time From | 2017-09-07 00:00:00 To |2017-12-07 23:50:50 Department Name

The curmrent query conditions: Time From:(2017-09-07 00:00:00) To:(2017-12-07 23:59:52)

(C% Refresh @ New ﬁﬁ% Delete |—_,’ Export

Basic Information

=] Personnel ID First Name Last Name Departmant Department
MNumber Name

Shift

Schedule

Exception

Appended Receipt

Leave
Business Tnp
Go Out

Overtime

Adjust Shift

New

(1) Click [Exception] > [Adjust and Append] > [New]:
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New
(®) Query () Department
Personnel ID l:l First Name Last Name Card Number Morew  Q (X)
The current query conditions: None
Alternative Selected(D)
] Departmant Personnel  First Last Gende Card E Departmeant Personnsl  First Last Gende Card
Name ID Name Name Number Name 0 Name Name Number
||  Financial Departme 1 abc XyZ Male
|1 MWarketing Departm 2 abc1 xyz1 Female
] General 3 abc2 Xyz2 Male =
[ Hotel 4 abc3 xyz3 Female <
==
1-4 A0 rows perpage  ~  Total of 4 records
Adjust Type Adjust Rest v
Adjust Date* 2017-12-07 Rermark

Fields are as follows:
Personnel: Select the required personnel, multiple choices are available.

Adjust Type: Select from Adjust Rest and Append Attendance. Adjust Rest is when you are on a shift
but you want to rest; Append attendance is the opposite

Adjust Date: The date and time of adjustment.

Append Attendance Shift: When the adjust type is Append Attendance, it is necessary to select the
corresponding shift.

Remark: Enter the reason of adjust and append, the max length is 50.

(2) Afterfilling the information, click [OK] to save and exit, the adjust and append information will
be displayed in the added list.

(1) Click [Exception] > [Adjust and Append] > [Delete]:
(2) Click [OK] to delete.

You can export selected adjust and append data in Excel, PDF, CSV file format.
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ZKTECO
Adjust and Append
s Department 5 5 :
Personnel ID First Name Last Name e Department Name Adjust Type Adjust Date Schedule Name Remark Operation Time
Append 2017-12-18 13:54;
1 3 W 1 General 2017-12-18 Day Shift 123

b ang Ghals Attendance 3y ‘ 54
Development Append — 2017-12-18 1355,

2 Lucky Tan 3 s e 2017-12-18 Flexible 456 .
9 Lilian Mei 3 Developrent Adjust Rest 2017-12-18 adustrest | 01712181145

Department 02

Time From [ 2017-08-07 00:00:00 To |2017-12-07 23:50:50 Department Name

The current query conditions: Time From:(2017-08-07 00:00:00) To:(2017-12-07 23:59.59)
(_* Refresh New [fij* Delete [ Export

(=) Personnel  First Name Last Name Department Department Adjust Type Adjust
D Number Name Date

Basic Information

Schedule

| Excephon

Appended Receipt
Leave

Business Trip

Go Out

Overlime

Adjust and Append

(1) Click [Exception] > [Adjust Shift] > [New]:

New
Adjust Type Adjust the persanal shif ¥
Personnel ID* l:l
First Mame
Department Name
Adjust Date 2017-12-07 Criginal Schedule Name e T

Remark

(2) Adjust Type is divided into three shifts:

A. Adjust the personnel shift in the same day: It will adjust one personnel’s shift in the same
day.

B. Adjust the personnel shift in other days: It will adjust one personnel’s shift in different days.
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C. Two-people exchange: It will exchange shifts of two person in different days.

A. Adjust the personnel shift in the same day:

Adjust Type

Personnal [D°

First Mame

Dapartment Name

Adjust Date

Remark

| Adjust the personal shif ¥ |

2017-12-07 i Adjust Date

2017-12-07

Personnel ID: The max length is 32. (Fill the correct ID. After you enter the ID and click on the next
field, the Name and Department are automatically filled.)

First Name: Obtained automatically based on Personnel ID.

Department Name: Obtained automatically based on Personnel ID.

Adjust Date: The date and time of adjustment.

Remark: Enter the description of adjust shift, the max length is 50.

(3) Afterfilling in the information, click [OK] to save and exit, the adjust shift information will be
displayed in the added list.

B. Adjust the personnel shift in other days:

Adjust Type

Personnel ID*

First Mame

Department Name

Adjust Date
Remark

|Adjust the personal shif

|2017-12-07 Adjust Date 12017-12-07

Personnel ID: The max length is 32. (Fill the correct ID, after you enter the ID and click on the next
field, the Name and Department are automatically filled.)
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First Name: Obtained automatically based on Personnel ID.
Department Name: Obtained automatically based on Personnel ID.
Adjust Date: The date and time of adjustment.

Adjust Date: The date and time of adjustment.

Remark: Enter the description for the shift, the max length is 50.

After filling the information, click [OK] to save and exit, the adjust shift information will be displayed
in the added list.

C. Two people exchange:

New
Adjust Type Two people exchange v
Personnel ID* Adjust Personnel ID°
First Mams Adjust Personnel Name
Department Name Adjust Department Name
Adjust Date 20171207 Adjust Date 20171207
Remark

Personnel ID: The max length is 32. (Fill the correct ID, after you enter the ID and click on the next
field, the Name and Department are automatically filled.)

First Name: Obtained automatically based on Personnel ID.
Department Name: Obtained automatically based on Personnel ID.

Adjust Personnel ID: ID number of the adjust personnel. The max length is 32. (Fill the correct ID,
after you enter the ID and click on the next field, the Name and Department are automatically filled.)

Adjust Personnel Name: Obtained automatically based on Personnel ID.

Adjust Department Name: Obtained automatically based on Personnel ID.

You can export selected adjust shift data in Excel, PDF, CSV file format.

ZKTECO
Adjust Shift

Adjust Personnel | Adjust Personnel | Department
Name Last Name Number

Department
Number

3 Lea Hou 4

DepartmentName | Adjust Date Remark Operation Time
2017-12-18 12:58:
27

Persannel ID First Name Last Name DepartmentName | Adjust Type Adpust Date Personnel ID

Financal | Adustthe personal
Deparment | shiftin other days
Agustthe personal )
4 Bemy Cao 1 General shift in the same 20171218 Change to flexile TG
day

Marketing Two peaple & Marketing
eniraa i 20171248 8 Glar Liu ] et 2017-12-18 exchange

20171218 20171218

5 Necal e 2 2017-12-18 14:02:

Page |184 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Flow Management

The flow management is used to set the attendance approval sequence. To support the attendance
approval function, you must first set up the flow management. After setting up the node settings
and flow settings, you can achieve employee self-help.

Welcome, admin @ @ @ @ C)

Authorized Company: ZKTeco

‘ Number | Mode Type

The current query conditions: None
(" Refresh @ New ﬁ Delete L" Export

MNumber Name MNode Type Department Personnel First Name  Last Name Position Operations
Name D

Basic Information
Schedule 1 Direct Leader Node  Direct Leader
Exception

=? Flow Management

N g
Flow Setting
My Application

My Approval

=] Calculate Report @ > 50rowsperpage ~+ JumpTo 1 /1 Page  Total of 1 records

Node Setting

Before the approval function is implemented, the approval node must be set. The system has a
default node number 1 and the node name is [Direct Leader]. The default node cannot be deleted or
edited.
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e Add

Click [Flow Management]=> [Node Settings]=> [New] to enter the node's new interface:

Click to create new Node

Node Type* | Designated Person v |

NodeMumber® |lt is recommended to start |

NodeMame™ |lt is recommended to start |

Personnel® Input Search Criteria [7]

Department Mame | |

Fields are as follows:
Node Type: It is of two types; Designated Person and Assign position.
Node Number: It is recommended to start with N, such as NO1, can be letters and numbers.

Node Name: It is recommended to start with a post or name and end with a node, such as a
manager node.

Personnel: Select required person.

Select Position: It will appear if you have selected Node type as Assign Position. This option is the
content of [Position] set in the personnel module.

Department Name: It will be automatically selected once you set personnel.
e Delete

Click the Delete button under “"Operations” in the node list or check one or more nodes and click the
Delete button above the list.

You cannot delete a node that is in use.
e Export

System supports exporting Node. You can export data in Excel, PDF, CSV file format.
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The File Type EXCEL File v
Export Mode (@) All data (Can export up to 40000 data)
() Select the amount of data to export (Can export up to 40000 data)
From the article 1 Strip, is derived 100 Data
A B c o | B & i G | H I
1 Node Setting
2 Number Name Node Type Department Name Personnel ID First Name Last Name Position
Direct Leader

3 1 Node Direct Leader

4 2 Test Assign Position Manager

5 N3 THnode Assign Position TechnicalHead

5 N4 SupportNod Perscn General 9 Test1

7 N5 LeanNode Assigh Position Teal Lead

8 N8 ManagerNod Person General 10 Test2

9 N7 Head Perscn General 1 abc

10 N8 HeadNcde Assign Position ControlllerEx

11 NS Supportnod Assign Position SupporExc

12

13|

14

15

16

17 =
18
10 " v

Node Setting_20180417094040 @ [«I ] [»]

Flow setting is to establish the approval process, select the desired node to set the approval process.

Click [Flow Management]> [Flow Settings]> [New] to enter the process setting interface:
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Flow Type™ Appended Receipt hd

e I

The current query conditions: Mone
Alternative Selected(1)
(2| MNumber Name MNode Type (m] Number Name . Mode Type
Click to create . Direct Leader Node [ Direct Leader . =] . 1 Direct Leader Node . Direct Leader

Test Assign Positiol

j« < 1-2 -+ | 50rowsperpage v

Mote: The approval erder of the nodes is from top to bottom, and you can
drag the sort after selecting.

E I TN

The fields are described as follows:
Number: It is recommended to start with F, such as FO1. It supports entering letters and numbers.
Name: At the beginning of the proposal type, end with the process, such as the leave process.

Flow Type: It has all the exception types. Appended Receipt, Leave, Business Trip, Go Out, Overtime,
Adjust and Append, and Adjust Shift.

Flow rules: Appear only if the process type is Leave, Business Trip, or Go out.

Options are <=1days, >1 & <=3 days, > 3 & <=7 days, > 7 days.
e Delete

Click the [Delete] button under the operation column in the process list, or check one or more
processes, click the [Delete] button above the list, [OK]

e Export

System supports exporting flow list. You can export data in Excel, PDF, CSV file format.
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Export
The File Type EXCEL File v
Export Mode ® All data (Can export up to 40000 data)
(1 3elect the amount of data to export (Can export up to 40000 data)
From the article 1 Strip, is derived 100 Data
A B & D E
Flow Setting
Number Name Flow Type Flow Rule Approval Node
Start
1 A1 Appended Flow==LeanMod
Receipt e=>ManagerNod
=>[Hnode=>End
Start
Flow==Manager
2 o feais . Nod==THnode==
End Flow
Start
. . Flow==LeanNod
3 BT Business Trip 1 e>>ManagerNod
==THnode==End
Start
Flow==Test=>5u
4 GO Go QOut 0
. pportNod=>Lean
Node==End Flow
; Start
6 A_A Agjuséigd Flow==Manager
PP MNod==End Flow
Start
Flow==Manager

Flow Setting_20180417094539 | )]

User Manual

The "My application” interface displays all abnormal application reports submitted by the user and
supports inquiries. All applications have a status: End, Initiating and application, Process, Rejected.
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Welcome, admin ® @ @ O

‘Authorized Company: ZKTeco

=i Device @ Applicantion Personnel ID | Exception Type [ Flow Overall Status

The current query conditions: None

Basic Information
(C* Refresh  [# Export

Shift | Application Number Applicantion  Application Exception Creater Create Time ¥ Application/Approve Time{  Flow Overall Status Operations

Personnel Personnel Type
Name

Schedule 9-0T20180409161130 Testd Overtime 9 2018-04-00 16:11:30 2018-04-00 16:11:30 Initiating an application | View Details

(m]

9-C20180409161025 Testl Adjust Shit 9 2018-04-09 16:10:25 2018-04-09 16:10:25 Initiating an application | View Details

Exception
9-520180409161007 Testt Appended Re 9 2018-04-00 16:10:07 2018-04-00 16:10:07 End View Details

10-820180409160055 Test2 Appended Re 10 2018-04-09 16:00:55 2018-04-09 16:00:55 End View Details

(1)

low Management

10-520180409153822 Test2 Appended Re 10 2018-04-00 15:38:22 2018-04-09 15:38:22 End View Details

O

Node Setting

1-A20180409151238 Adjust and Ap 1 2018-D4-089 15:12:36 2018-04-09 15:50:45 Rejected View Details [

Flow Setting 1-C20180409151224 Adjust Shit 1 2018-04-09 15:12:24 2018-04-09 15:50:47 Rejected View Details

1-0T20180408151118 Overtime 1 2018-04-09 15:11:18 2018-04-09 15:45:32 Rejected View Details

O

1-0T20180409151113 Cvertime 1 2018-04-09 15:11:13 2018-04-09 15:45:29 Initiating an application | View Details

(m]

My Approval
1-020180409151058 Go Out 1 2018-04-09 15:10:58 2018-04-09 15:10:58 Initiating an application | View Details

1-020180409151045 Go Out 1 2018-04-09 15:10:45 2018-04-09 15:10:45 End View Details

1-520180409150445 Appended Re 1 2018-04-09 15:04:45 2018-04-09 15:04:45 End View Details

O

1-C20180409145650 Adjust Shift  admin 2018-04-09 14:56:50 2018-04-09 14:56:50 End View Details

O

<« 1-31 5 5 S0rowsperpage ~ JumpTo 1 /1 Page  Total of 31 records

~

;Tﬂ Calculate Report

View details

Click [Process Management]> [My Application]> [View Details] to enter the application details
interface. This interface shows the approval status of all approvers:

End

When the abnormal data is added by the administrator, the approval flow is not entered, and the
default state is the end of the process. The approval information in the details is no longer displayed.

Current Node

i Operation Time
Status '

Exception Type Application Number Approval Node  Approver

Initiating an application

When the status is initiating an application, it means that no approver has performed the approval
yet, and all approvers who need to complete the flow will be displayed.
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Pending
Leave 5-L20180416161522 Direct Leader Node Jerry(2) 2018-D4-16 16:15:22

Approval(2);

Leave 5-120180416161522 GM Note Leo(1)

Leave 5-120180416161522 HRS Note Tom(8)

Close

C. Rejected

As long as the approver chooses not to pass the flow, the flow interruption will not continue and the
status will be rejected.

Leave 5-L20180416161522 Direct Leader Node Jerry(2) Not Passed(2); 2018-D4-16 17:20:50

Leave 5-L20180416161522 GM Note Leo(1)

Leave 5-120180416161522 HRS Note Tom({8)

Close
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When there is a node status of “Pending Approval” in the flow, the process status is the flow.

View Details
. .. Current Node : .
Exception Type Application Number Approval Node Approver - Operation Time
us
Leave 5-120180416163250 Direct Leader Node Jerry(2) Passed(2); 2018-04-16 17:23:22
Pending
Leave 5-L20180416163250 GM Mote Leo(1) 2018-04-16 17:23:22
Appraval(1);
Leave 5-L20180416163250 HRS Note Tom(Z)

It supports exporting data. You can export data in Excel, PDF, CSV file format.

Export

The File Type EXCEL File T
Export Mode (® All data (Can export up to 40000 data)
| Select the amount of data to export (Can export up to 40000 data)

From the article 4 Strip, is derived 100 Data

A B C D EX = G H
1 My Application
Application Applicantion Application . . Application/Appr | Flow Overall
2 Number Personnel ID | Personnel Name Exception Type Creater Create Time ove Time Status
10- 2018-04-09 2018-04-09 .
3 L201804091820 10 Test2 Leave 10 18:20:01 18:20:01 Exception
9-
. 2018-04-09 2018-04-09 .
\ OTZOJ ?3?30916 9 Test1 Overtime 9 16:11:30 18:20-58 Exception
9- . ) 2018-04-09 2018-04-09 .
5 |C201804091610 ° Test1 Adjust Shift 8 16:10:25 18:21:00 Exception
9- Appended 2018-04-09 2018-04-09 .
5 |5201804091610 ° Test1 Receipt S 16:10:07 16:10:07 Exception
10- Appended 2018-04-09 2018-04-09 .
7 5201804091600 10 Test2 Receipt 10 16:00:55 16:00:55 Exception
10- Appended 2018-04-09 2018-04-09 .
8 5201804091538 10 Test2 Receipt 10 15:38:22 15:38:22 Exception
1- ; b Adjust and ; 2018-04-09 2018-04-09 Reiected
a | A201804091512 Append 15:12:36 15:50:45 !
1- . . 2018-04-09 2018-04-09 .
10/C201804091512 ! abe Adjust Shift ! 15:12:24 15:50:47 Rejected
1-
0T2018040915 1 abc Overtime 1 2??1'%';’9 23;22;29 Rejected
B My Application 20180417095328 | 6
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5.6.4 My Approval
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The “My ‘Approval” interface shows the approval report that need to be operated. It supports queries
and requires approval when the user is set up as an approval node. The operation can be either

passed or rejected.

The current query conditions: None
(T Refresh  [# Export

Applicantio Application  Exceptlion Approver

(] Approval Mumber
Personnel  Personnel  Type D

[} Name
[ 9-0T20130409161130 ] Testt Overtime 10
[] 9-C20180409161025 ] Test Adjust Shit 10
[ 1-A20180409151236 1 abc Adjust and Ap 3
[ 1-C20180409151224 1 abc AdustShit 3
[ 1-0T20180409151118 1 abc Overime 3
[ 1-0T20130409151113 1 abc Overtime 3

Approver
Name

Test2
Test2
abc

abc

Exception Type

Current Node Status

Create Time Application/Approve Curren| OCperations
Time Node
Status

2018-04-00 16:11:30 2018-04-08 16:11:30 Pending| Passed Rejected

2018-04-00 16:10:25 2018-04-00 18:10:25 Pending| Passed Rejected

2018-04-08 15:12:36 2018-04-00 15:50:45 Mot P

2018-04-00 15:12:24 2018-04-00 15:50:47 Mot Pas:
2018-04-09 15:11:18 2018-04-09 15:45:32 Not Pas:
2018-04-00 15:11:13 2018-04-00 15:45:20 Passed

e Operation

Click either ‘Passed’, or ‘Rejected under the operation bar as required If you pass, then the node
approval will go to the next approver (if any) in the flow.

Whether to approve?

BT T

Whether to reject the approval?

BT T

e View details

Click on the "Exception Type" of each approval record to see or modify the details.
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The current guery conditions: Mone

(C* Refresh [# Export

) Approval Number Appl\cantio. Applicatio  Exception | Approver  Approver  Create Time Application/Approve Curren’  Operations
Personnel  Personnel|] Type ID Name Time Node
12} Name Status
[ 59-0T20180409161130 9 Test1 Overtime 10 Test2 2018-04-09 16:11:30 2018-04-08 16:11:30 Pending Passed Rejected
[]  9-C20180409161025 a Test1 Adjust Shift |10 Test? 2018-04-00 16:10:25  2018-04-08 16:10:25 Pending Passed Rejected
[ 1-A20120409151236 1 abc Adjust and Api3 abc 2013-04-00 15:12:36 2015-04-08 15:50:45 Not Pas:
] 1-C20180409151224 1 abc Adjust Shiit |3 abc 2013-04-00 15:12:24 2015-04-08 15:50:47 Not Pas:
[ 1-0T20180409151118 1 abc Overlime 3 abc 20138-04-00 15:11:18 2018-04-08 15:45:32 Not Pas:
] 1-0T20180409151113 1 abc Overtime 3 abc 2018-04-09 15:11:13 2015-04-08 15:45:29 Passed

Adjust Type |Adju5t the personal shif |

Personnel ID* |B |

First Name Test1 |

Department Name i General |

Adjust Date® |2018-{!4~1D | Criginal Schedule Name Test (2018-04-06) Y
Remark

When the exception type is [leave], you can view the photo of the leave.

Leave Type* Annual Leave (L5) T Leave Requisition Photo Leave Requisition Photo

Personnel 107 3 First Mame* . abc [
Start Time* 2018-04-06 17:43:13

End Time* 2018-04-06 17:43:13

Remark

|

e Export

You can export data in Excel, PDF, CSV file format.
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Export

The File Type EXCEL File T

Export Mode # All data {Can export up to 40000 data)
Select the amount of data to export (Can export up to 40000 daia)
From the article 1 Strip, is derived 100 Data

A | B | [ | D | E | H | G | H |
1 My Approval
Approval Applicantion Application Exception |Approver| Approver Create Time Application/Appr | Current Node
2 Number Personnel ID |Personnel Name Type 1D Name ove Time Status
9-
0T201804091 9 Test1 Overtime 10 Test2 201 ?"0_4'09 201 ?"0_4'09 Passed
16:11:30 18:20:58
3 61130
9- . ) 2018-04-09 2018-04-09
+|c20180409161 ° Testt Adjust Shift | 10 Test2 16:10:25 18:21:00 Passed
1- Adjust and 2018-04-09 2018-04-09
5 |A20180409151 ! abe Append 3 abe 15:12:36 15:50:45 Not Passed
1- . ) 2018-04-09 2018-04-09
5 |C20180409151 ! abe Adjust Shift | 3 abe 15:12:24 15:50:47 Not Passed
1-
0T201804091 1 abc Overtime 3 abc 201 ?"0_4'09 201 ?"0_4'09 Not Passed
15:11:18 15:45:32
7 51118
1-
0T201804091 1 abc Overtime 3 abc 2018-04-09 2018-04-09 Passed
15:11:13 15:45:29
8 51113
a
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5.7 Calculate Report

5.7.1 Manual Calculate

1. Select Total Progress
) | ——
Department(s)

The filtration condition is ready! -
Initialization of base data complete!

of data
The second analysis has completed100%

S oo

The window will close after 5 second(s).

Attendance calculation can be done by selecting the department on the left department hierarchy
or by selecting the right person. If both are selected, they are overwritten. After selecting the
personnel click attendance calculation, a confirmation box will pop-up.

Total Progress

The Temporary Sehegule ras inilializect
The Persannal Scheculs has inisalized|
The Group Schedus has intaized)

The Deparment Schedule has initalzed
The second anatysis has completed. 70%
The sacond anatysis ias completed 100%
The second analysia has 1009

T wincow Wikl Cicse afler 4 second(s),

Suspend Close.
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Transaction

Attendance records of all employees will be displayed on this interface, including the attendance
record of uploaded attendance transactions. The record of the normal punch on the device will be
uploaded to the software as the original record. When a particular data is selected, the details will be
displayed on the right side of the page.

Welcome, admin @ @ @ C)

Authorized Company- 11
S5l Device ) Time From | 2017-12-28 00:00:00 | To |ZUWB—U}29 23:59:59 ‘ Personnel ID First Name | Last Name |
The current query conditions: Time From:(2017-12-29 00:00:00) To:(2018-03-29 23:59:59)
3 Basic Information
("% Refresh |'_" Import attendance record from access control module Attendance Details
Altendance Photo
Shift A Generak3d56) []  Personnel First Last Name Departmen Departmen Device Serial Attend.
4 [77 Marketing Department(0) D Name MNumber Name MNumber Area
jlghks(0 m -
i [ jighks(0) (CE] =EQ04 1 General 4872173800011 170
4 Development Department(50 =
E'D U = e o 1 =£994 1 General 4872173800011 1170
IT(50) y
Exception ]
pi [} Financial Department(0) B 1 ==t 1 General 4872173900011 1170
[ rrr(0) (=] =204 1 General 4872173900011 170l | |
Calculate Report : Personnel ID 1
solibra(0 m
- % ; : U) (=] o949 1 General 4872173800011 170 e Soer
amo-ies| e
Calculate ) 8 =294 1 General 4872173900011 1 Delg‘aﬂmem General
[ Hotel(0) : H ame
Tra s B 1 o099 1 General 4872173800011 1170 Aftendance Date  2018-03-23 11:24:44
o = Device Serial
B |5 6 1 General 3593154700001  Area Number ART212000011
Daily Attendance
o 6 [ 1 General 3588154700001 Area
Leavesumnary O 6 5 1 General 3593154700001 Area
Daily Report E |4 kyle 1 General  ODGG1100661030001 Area
Monthly Detail Report o 2 kiyle 1 General  ODGG1100661030001 Area
] 1
Manthiy Statstical Report (S kyle 1 General  ODG61100861030001 Area _
4 | 3
Departmental Report j¢ ¢ 1-50 » 3| S0rowsperpage <~ JumpTo 1 14 Page

Import Attendance record

The attendance time records can be imported into attendance records through this function. Select
the start time and end time to import, check the attendance point list and click OK.

e
v
A

Start Time 2017-12-07 00:00:00
End Time 2017-12-07 23:59.00
| Attendance Point List Please select the attendan

T T
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Attendance point list: Only the device which is set in Attendance Point under [Basic information]
[Attendance point], will be listed here.

Attendance Point Mame l:l Q @

The current gquery conditions: None

Alternative Selected(D)

(] Attendance Point Mame  Device Name =) Attendance Point Mame  Device Name

==

==

\« < 0 - | GEOrowsperpage ~ TotalofOrecords

e Export

It will export the attendance record data. Currently it can be exported either in three types of file
EXCEL / PDF / CSV. You can also choose the amount of data to be exported or select the maximum
amount which supports up to 40,000 records.

The File Type EXCEL File r

Export Mode (@ All data (Can export up to 40000 data)

() Select the amount of data to export (Can export up to £0000 data)

Frem the article 1 | Strip, is derived 100 Data
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ZKTECO
Transactions
Department Device Serial Atiend
Personmel 1D First Name Last Mame £ H Diepariment Mame EsEl Aftendance Area 0 _anc:e Data Sources
Numbar Number Datetime
8 Glori Liu 2 Marketing 20100501883 s N 2017-12-15 18:33: Arccess ll'inmrol
Department 13 Device
8 Glori Liu 2 Marketing 2010050 1508 Areadiuma 2017-12-15 168:33: Access F:Dntrol
Department 14 Device
207-12-15 168:33: Access Control
op4p Shemy Yang hatel Hotel 20100501909 Area Name s
16 Device
2017-12-15 16:23: Access Control
T Jacky Xiang 1 General 20100501909 Araa Mame = 2 i
20 Device
2017-12-15 168:33: Access Control
7 Jacky Xiang 1 General 20100501599 Area Name i
21 Device
g Lilian Mei 3 Development 20100501889 Piss g 20M7-12-15 18:33: Anoess F:Dntrnl
Department 23 Device
1 Jerry Wang 1 General 20100501903 AreaMame | 271215 18:33: | Asgess Control
ar Device
1 Jerry Wang 1 General 20100501909 s | FMAIE10dIE] shccess Coni
29 Device
2017-12-15 168:33: Access Control
1 Jarry Wang 1 General 20100501509 Area Name i
a4 Device
Devel t 2017-12-15 18:33: Access Control
2 Lucky Tan 3 SN 20100501509 Area Name i
Department 42 Device
Dravel t 2017-12-15 16833 Aceess Control
2 Lucky Tan 3 e 201005019029 Area Name S
Department 43 Device
Cravel t 2047-12-15 18:33: Access Control
2 Lucky Tan 3 ol 20100501500 Area Name e
Department 51 Device
Drawvel t 2047-12-15 168:33: Access Control
2 Lucky Tan 3 B 20100501809 Area Name T
Department 59 Device
Dawvel t 2017-12-15 16:34: Access Control
2 Lucky Tan 3 s 20100501809 Area Name v
Departrnent [1[1] Device
2047-12-15 18:34: Access Control
1 Jamry Wang 1 General 20100501500 Area Name it
0z Device
1 Jerry Wang 1 General 20100501908 dresiams | 2PFIZA81834 | cAvcess Contol
04 Device
2017-12-15 16:34: Access Control
1 Jerry Wang 1 General 20100501809 Area Name =
i) Device
1 Jemy Wang 1 General 20100501989 Araa Name 2017-12-15 16:34: Access Control
Creatzd on: 2097-12-15 15:35:17
Creaed from ZK BloSecurty sotware. Al nights reserved. W

The table shows personnel’s daily attendance status, punch time, the early leaving time, the latest
time, the detailed punch time during the selected period.

Welc
Welco

A s s R

Time From  2017-12-29 00:00:00 To |2018-03-29 23:59:59 Personnel ID q Cx)

The current query conditions: Time From:(2017-12-29 00:00:00) To:(2018-03-20 23:59:59)
(v Refresh [ Export
4 [ General{9956)

&) Basic Information

B Personnel  First Last Name Deparimen Deparfmen Record Dale Record Earliest Latest Punch Time
4 777 Marketing Department(0) 1D Name Number Name Times Time Time
[ jighks(0) =] kyle 1 General  2018-01-08 1 09:06:38  09:06:38  09:06:38 =
4 77 Development Department(50) s
W 1 1 1 General  2018-0201 1 181022 181022 121022
: ] IT(50)
xception = - : i
P [ Financial Department(o) B 1 kyle 1 General  2018-02-08 1 155914 1559814 15:59:14
[ rrre(0) (= IlE] kyle 1 General  2018-0200 3 03:09:27  18:09:45  02:00:27;14:09:06;18:09:4
Calculate Report i
[ solibra(0) (] L2004 1 General  2018-03-22 1 165203 165203 16:52:03
~ [] Camo-test(0) 2
Calculate W 1 2904 1 General  2018-0323 6 10:02:50  H:24:44  10:02:50;11:08:18;11:11:4€
[ Hotel(D)
= o 10 Corazon 1 General  2018-02-08 1 181053 181053 18:10:53
Transactions
[ 103237740 Diego 1 General  2018-0202 1 181054 181054 13:10:54
Daily Attendance
B 12 2018-01-25 24 110559 165815  11:05:59,14:01:52,14:04:3
Leave Si .
edve.summary, ~ = Kiyle 1 General  2018-02-00 1 142301 142301 142301
ETT O 2940 2018-01-30 2 145404 145520  1454:04,14:5520
Monthly Detail Report B 3 Mario 1 General 2018-01-16 1 17:04:08 17:04:08  17:04:08
Monthly Statistical Report (CE: <} 2018-02-01 2 104100 10:42:03  10:41:00;10:42:03
(s A IN1e.n1 4R 4 44-n2-29 440228 44-n220 b
Departmental Report 1-21 5 50rowsperpage -  JumpTo 1 /1 Page  Total of 21 records
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It will export the daily attendance record data. Currently it can be exported either in three types of file
EXCEL / PDF / CSV. You can also choose the amount of data to be exported or select the maximum
amount which supports up to 40,000 records.

Export

The File Type EXCEL File v
Export Mode (@) All data (Can export up to 40000 data)
(" Select the amount of data to export (Can export up to 40000 data)
From the article 1 Sirip, is derived 100 Data

ZKTECO
Daily Attendance

Department

P el ID First M. Last N,
'ersonn irst Mame ast Name Mumber

Diepartment Mame Record Date Record Times Earliest Time Latest Time Punch Time

18:33:27;18:33:28;
18:33:34;18:24:03;
16:34:04:18:34:05;
16:34:06,16:35:02
16:35:03;17:35:25;
17:35:26;17:42:50;
17:42:51;17:42:52;
17:58:40:17:58:50;
18:04:44,18:04:45;
18:22:20;18:22:21;
18:23:12;18:23:16;
18:23:18;18:23:18;
18:23:36:18:23:37;
18:23:52,18:24:58;
18:25:00;18:25:13;

1 Jemy Wang 1 General 2017-12-15 35 16:33:27 18:28:38

16:33:42,16:33:43;
16:33:51;16:23:50;

3%
17:42:47:1T42:48;
17:58:03.17:58:04
Development

2 Luck: T 3
ey n Department

2017-12-15 26 16:33:42 18:28:56

18:23:00:18:23:01;
18:23:02;18:28:53;

2040 Sherry ‘fang haotel Hatel 2017-12-15 17 16:33:16 18:28:23

17:43:01.17:43:02;

Coneated on: 2047-12-15 18:38:31

Corested from ZKEicSerurty sofware. Al rights reserved. k)

The report summarizes the valid time for all valid leave records, leave type, within the selected date
range. Select the time range from which you want to view the leave record.
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il Device @ Time From |2017-08-0700:0000 | To |2017-12-07 235858 | PersonnelID | a ®

The current query conditions: Time From:(2017-09-07 00:00:00) To:(2017-12-07 23:52:58)

("> Refresh |—_,’ Export
4 75 General(1)

s Basic Information

o Shift B Personnel  First Last Departmen Department Casual Leave Marriage Maternity Sick Leave  Annual Leave Bere
=8 [ Marketing Department(1}) D Name  Name  Number  Name Leave Leave Leav
Schedule @ D Development Department(0) mH A abc Xz 4 Financial Departm 2 o i} o i) o
Pt [™] Financial Department(1)
'] Hotel(1)

Exception

Calculate Report

Calculate
Transactions

Daily Attendance

el D FirstName  LastName Leave Type Start Time “End Time.
Test Test Sick Leave 2018-02-08 13:30:42 2018-02-00 13:39:00

el Calculate Report

Calculate

Click on
leave type
applied

Transactions

Daily Report
inthly Detail Re
Report

Departmental Report

Click on the leave type number as shown above, a pop-up window shows the person within the
search time frame, leave details of the type, including personnel number, name of person, type of
leave, leave start time, leave end time.

e Export

It will export the leave summary data. Currently it can be exported either in three types of file EXCEL /
PDF / CSV. You can also choose the amount of data to be exported or select the maximum amount
which supports up to 40,000 records.
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The File Type

Export Mode

Export

EXCEL File M

(@) All data (Can export up to 40000 data)

User Manual

(") Select the amount of data to export (Can export up to 40000 data)

From the aricle 1

FHRTECO

Leawve Summary

Strip, is derived | 100 Data

Personnel 10

First Name

Department

Last M
ast Mame Nismbor

Department Mame

Leave Type
Statistics

Jemy

Wang 1

General

Casual Leave(1)
Marmriage Leave(d)
Matemity Leave(d)

Sick Leave(D)
Annual Leave(D)
Bereavement
Leave(O)
Breasffeeding
Leawve(0) Custom
(0}

Mecol

Marketing
Department

Casual Leave(D)
Marriage Leave(ld)
Matemity Leave()

Sick Leave(d)
Annual Leave(1)
Bereavement
Leave(d)
Breastfeeding
Leawve(0) Custom
[]]

Lilian

Mei 3

Development
Department

Casual Leave(D)
Marriage Leawve(d)
Matemity Leave(d)

Sick Leave(D)
Annual Leave(D)
Bersavement
Leave(O)
Breasffeading
Leawve(1) Custom

[2)]

Lea

Hou 4

Financial
Department

Casual Leave(D)
Marriage Leawve(1)
Mlatemnity Leave(d)

Sick Leave(0)

Annual Leave(D}

Creafed on: 2097-12-15 18:39:22

Created from ZKECSe0uy sotware. AT nghts reserved.
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Daily Report

This function is used to get the daily report within the specified range of date and time attendance
details of personnel, including attendance, late arrival, early leaving, overtime and so on.

weicome, aamn. (1) (1) @) @) (1)

Device @ Time From | 2017-09-07 00:00:00 | To |2017—12437 23:50:59 | Personnel ID i

The current query conditions: Time From:(2017-09-07 00:00:00) Te:(2017-12-07 23:59:59)

£ Basic Information ()] =
iz ® (v Refresh [ Export

Shift ] 4 B General(1) O Personnel Last Department Attendance We:  Shift Information Punch Time Attendance(minute)
[ Marketing Department(1) Name Date
Persor First Numbt  Name Numt  Name ‘Wark anfoff

[7] Development Department(0) D Name Time

Shou  Actuz Valid

[ZL Schedule ) E
[7] Financial Department(1)
2 abct Marketing D 2017-12-06 We Example 08:00-15:00;

. [ Hotel(1)
Exception Financial De 2017-12-06 We Example 09:00-16:00;

Marketing D 2017-12-07 Th Example 10:00-19:00;
Calculate Report =)
= Financial De 2017-12-07 Th Example 10:00-19:00;

Daily Attendance

Leave Summary

Dai

Monthly Detail Report

Monthly Statistical Report

Departmental Report

Annual Report .

Automatic Report j¢ ¢« 1-4 5 3| GS0rowsperpage ~ JumpTo 1 /1 Page  Total of 4 records

Export

It will export the Daily report data. Currently it can be exported either in three types of file EXCEL /
PDF / CSV. You can also choose the amount of data to be exported or select the maximum amount

which supports up to 40,000 records.

Export X
The File Type EXCEL File ]
Export Mode (@ All data (Can export up to 40000 data)

(") Select the amount of data to export (Can export up to 40000 data)
From the article 1 Strip, is derived 100 Data
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Monthly Detail Report

This function will automatically give the report for a selected month on a daily basis. The report
includes attendance status and characters, and summarizes the actual attendance time, absence,
leave, business trips and outings in the month.

weicome, aamin. () (1) @) @ (1)

: - Authorized Company: 11
f| Device @ Statistics of Month | 2018-03 Personnel ID i Q ®
The current query conditions: Statistics of Month:(2018-03)
5 Basic Information
(" Refresh [ Export
Shift 4 7 General{9956) (]  Persor First Last Depar Depatmen 1 2 2 4 5 6 7 8 0 40 41 12 13 14 15 16 17
4 7 Marketing Department(0) D Mame Mame Numb Name Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
St [ jighks(0) [ 10000 ¢iEfee o1 IT NS NS NS NS NS N5 NS NS NS NS NS NS NS NS NS NS N*
4 [ Development Department(50) L
o [ 46546 Krispy  Cream 011 [T NS NS NS NS NS NS NS NS NS NS NS NS NS RestRestRestR
IT(50)
Exceptlion ] 7
p [} Financial Department(0) [ 9951 ¢ooEe oit T NS NS NS N5 NS NS NS NS NS N5 NS NS NS NS NS NS N
0 rre(0) O 9952 ¢oltt=e o1t T NS NS NS NS NS NS NS NS NS NS NS NS NS NS NS NS N
Calculate Report i
[ solibra(0) [ 9953 wigeise o1 IT NS NS NS NS NS N5 NS NS NS NS NS N5 NS NS NS NS N
[ Camo-test(0) s
Calculate = O 9954 ¢o009 o1 I NS NS NS NS NS NS NS NS NS NS NS NS NS NS NS NS N
Hotel(0)
[ 9955 ot I NS NS NS N5 NS NS NS NS NS N5 NS NS NS NS NS NS N
Transactions I} o #6059
O 9956 IEiBeiEe o1t T NS NS NS NS NS NS NS NS NS NS NS NS NS NS NS NS N
Daily Attendance
[ 9957 Effe=¢ ot I NS NS NS N5 NS NS NS NS NS N5 NS NS NS N5 NS NS N
Leavesumnary [ 9958 golhe o1t T NS NS NS NS NS NS NS NS NS NS NS NS NS NS NS NS N
Daily Report [ 9959 eleme ot T NS NS NS NS NS N5 NS NS NS NS NS N5 NS NS NS NS N
Mon [ 9960 HemEe o1t T NS NS NS NS NS NS NS NS NS NS NS NS NS NS NS NS N
Monthly Stafistical Report 4 R o : ] v
Expecfed/Actual :\ Late ;< Early :> Absent:c No Check-in ;[ No Check-out :] Leave :Q Overfime :+ AdjustRest:= Append Aftendance
Departmental Report J< ¢ 1-50 » 3| S0rowsperpage ~ JumpTo 1 /201 Page  Tofal of 10011 records

The attendance status is displayed as per following priority at the bottom of the interface:

.\ Expected/dctual :4 Late ;= Early : = Absent : o No Check-in : [ No Check-out :] lLeave : O Owverfime : + Adjust Rest : o Append Aftendance |

Export

It will export the Monthly Detail Report data. Currently it can be exported either in three types of file
EXCEL / PDF / CSV. You can also choose the amount of data to be exported or select the maximum
amount which supports up to 40,000 records.
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Export

The File Type EXCEL File
Export Mode (@ All data (Can export up to 40000 data)
() Select the amount of data to export (Can export up to 40000 data)
From the article 1 Strip, is derived 100 Data

efefefsfe]e
efefefsfe]e
efefefefe]e
efefefefe]e
HEEEES
efefefefe|e
HEEEEY

TR M
Hongand

Monthly Statistical Report

This function will give details for a selected month. The details include personnel attendance
summary status and detailed information, including attendance, late, leaving early, etc.

)]

Welcome, admin @ @ @ @ LI)

Statistics of Month | 2017-12 Personnel ID | Q ®
The current query conditions: Statistics of Month:(2017-12)

Basic Information

= (v Refresh [ Export

2L, shift 4PyiGencrakl) ] Personnal D Late(Time(s)) Early(Time(s))

=t [ Marketing Department(1)

Persor First Last Numbi Name Should  Actual Vaiid Slight Mediu Seriou Total Slight Wediu Seriou Total

= [ Development Department(0) D MName Mame

= Schedule . n

=0} [] Financial Department(1) = —

[ abe XYz 4 Financial De 15.0 00 00 a 0 0 i) a 0 0 o
. [ Hetel(1)
Exception B |2 abet xyzl 2 Marketing D 15.0 00 00 0 0 0 o 0 0 D ]
Calculate Report
Calculate
Transactions
Daily Attendance
Leave Summary
Daily Report
Monthly Det:
4 3

Departmental Report 1¢ ¢ 1-2 3 3|  50r0ws perpage >~ JumpTo 1 M Page  Total of 2 records

Export

It will export the Monthly Statistical Report data. Currently it can be exported either in three types of
file EXCEL / PDF / CSV. You can also choose the amount of data to be exported or select the
maximum amount which supports up to 40,000 records.
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Export
The File Type EXCEL File
Export Mode: (@) All data (Can export up to 40000 data)
() Select the amount of data to export (Can export up to 40000 data)
From the article 1 Strip, is derived 100 Data

Departmental Report

Select the date to get the detail record of all departments. Details include, details of all personnel in
the department, attendance, late, leaving early, d so on.

)]

Welcome, admin @ @ @ @ LI)

Statistics of Month | 2017-12 Qa ®

i) Basic Information

2h  Shift

The current query conditions: Statistics of Month:(2017-12)

4 75 General(1)

(> Refresh [ # Export

=

Department

Attendance({hour(s)) Late(Time(s)) Early(Time(s)) Overtime({hour(s))
[ Marketing Department(1)
Numbi Name Should Actual Valid Slight  Mediu Seriou Total Slight  Mediu Seriou Total Weeke Weeke Holida To
= Schedul [ Development Department(0)
g Seieee [ Financial Dapartment(1) [] 2  MarkengD 150 0.0 00 o o 0o 0 O 0 06 0 00 00 00 00
3 = [ Hotel(1) o 4 Financial De 15.0 0.0 0.0 1] a i 0 0 0 0 0 00 00 00 00
Exception (3

Calculate Report

Daily Attendance

Leave Summary

Daily Report

Monthly Detail Report
tistical Report

Depa

Annual Report 1

Automatic Report 1¢ ¢ 1-2 5 5| S0rowsperpage - JumpTo 1 M Page  Total of 2 records

Export

It will export the Departmental Report data. Currently it can be exported either in three types of file
EXCEL / PDF / CSV. You can also choose the amount of data to be exported or select the maximum
amount which supports up to 40,000 records.
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Expart ®
The File Type |EXCE£ File
Export Mode (@) All data (Can export up to 40000 data)
(") Select the amount of data to export (Can export up to 40000 data)
From the article 1 Strip, is derived 100 Data
s = — - o e = o ..m;:mm. = T | T = [ — =
s vl I o o . 2 2 . . . 2 b o 2 o o w w
2 D;%‘:" 180 &8 =8 o 1 1 ] ] o 1 [] oo [ ao 0o & oo oo ao

Annual Report

This function will give details for a selected Year. The details include personnel attendance summary
status and detailed information, including attendance, late, leaving early, etc.

(s Basic Information

[Z schedue
=5}

@ Exception

m Calculate Report

Daily Attendance

Leave Summary

Daily Report

Monthly Detail Report
Monthly Statistical Report

Departmental Report

Automatic Report

Export

Stalistics of Year | 2017

The current query conditions: Statistics of Year:(2017)

4 75 General(1)
[ Marketing Department(1)
[ Development Department(0)
[] Financial Department(1)
[ Hetel(1)

Welcome, admin @ @ @ @ C)

Personnsl 1D ‘ | Q ®

(> Refresh [ # Export

[ Personnsl D Late(Time(s)) Early(Time(s))
Persor First Last Numbi Name Should  Actual Vaiid Slight Mediu Seriou Total Slight Wediu Seriou Total
D Name Name
o o1 abe XYz 4 Financial De 15.0 00 00 a 0 0 i) a 0 0 o
B |2 abet xyzl 2 Marketing D 15.0 00 00 0 0 0 o 0 0 D ]
4 3
1¢ ¢ 1-2 5 5| S0rowsperpage - JumpTo 1 M Page  Total of 2 records

It will export the Annual Report data. Currently it can be exported either in three types of file EXCEL /
PDF / CSV. You can also choose the amount of data to be exported or select the maximum amount
which supports up to 40,000 records.
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The File Type |E}(CEL File

Export Mode (& All data (Can export up to 40000 data)

(") Select the amount of data to export (Can export up to 40000 data)
From the article 1 'Sirip, is derived 100 | Data

P

HEEE

!!H!lrElFﬁ

i e

gfns;i:=|§§

alafela (2|2 ]e e ]s ol

lafel s |2 |5 |2 ]| ol
33%8%%88%31
2

5.8 Homepage Panel

5.8.1 Workaholic

It will display the personnel with the highest actual working hour for the last week or month.

Workaholic | LastWweek | Last Month

Q

12 h+

10 h

8h

6h

ah-

2hA

Oh

George Anthony Jack
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Today's Attendance Segmented Statistics

Q

Today's Attendance Segmented Statistics

100%
80%
60%
40%
20%

0% L @ 2 ®
00:00~08:00 08:00~12:00 12:00~14:00 14:00~18:00 18:00~23:59

Statistics is based on this formula; (The number of punch in each time period) / (the total number of
punch from 0:00 - current time) X 100%.

The time period is divided into [00: 00 ~ 08: 00, 08: 00 ~ 12: 00, 12: 00 ~ 14 : 00, 14:00 - 18:00, 18:00 ~
23:59].

Today's attendance

It displays the status of today's attendance in a pie chart style
Actual Personnel number are the personnel who has checked in.
Not Arrived are the personnel who has not checked in.

The total number of personnel is Actual Personnel number plus Not arrived.

Today's Attendance &

0
Actual Personnel Number

Mot Arrived

Page |209 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

5.8.4 Abnormal Statistics (this month)

Q

Abnormal Statistics (this month)

4

]

0 i
Late Early Leave Trip Cut Absent

Abnormal Statistics (this month) includes statistics from 1st of present month to the current date. It
will display six unusual circumstances Late, Early, Leave, Trip, Out, and Absent.
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6. Elevator

The following is the manual of online elevator control. If you are using offline elevator control, please
refer to Offline Elevator Control Manual.

The Elevator Control System is mainly used to set device parameters (such as the swiping interval for
taking elevators and elevator key drive duration), manage personnel's rights to floors and elevator
control time, and supervise elevator control events. You can set registered users' rights to floors. Only
authorized users can reach certain floors within a period of time after being authenticated.

6.1 Elevator Device

6.1.1 Device

There are two ways to add Elevator Devices.
® Add Device manually

(1) Click [Elevator Device] > [Device] > [New] on the Action Menu, the following interface will be
shown:

RS485 communication mode

TCP/ IP communication mode

e . —
munication Type' Ui n Type’
Communication Type” TCPAP O RS485 Communication Type” TCHIP (@ RS485
P Addrass | B Serisl Fort Number
Communication port® 4370 RS485 Address"
Communiestion Password ! R5485 Address Code
Murmber of expansion board o Figure
Each expansion board relay 16
b Baud Rate® 32400
Args” Sornrnunication Password !
Claar Data in the Devics O Nurnber of expansion board |D
when Adding Each expansion board relay 16
be
A\ [Cieer Dsis in the Device when Adding] wil delete dsis in the devics umesr
(except event record), plesse use with csution! Ares"
Clear Data in the Device O
when Adding
A [Clesr Data in the Device whan Adding] will delete data in the device:
(ezcept event record), please use with csution!
o Se oo | o

[P Address: Enter the IP Address of the elevator device.
Communication port: The default is 4370.
Serial Port No.: COM1~COM?254.
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: The machine number, range 1-255. When Serial Port No. is same, it is not allowed to
set repeated RS485 addresses.

:Same as the baud rate of the device. The default is 38400.

: Display the code figure of RS485 address.

Any character, up to a combination of 20 characters.

: The max length is 6 with numbers or letters. The initialized device's
communication password is blank.

#Note: You do not need to input this field if it is a new factory device or just after the initialization.
: The expansion board number of elevator device controlling.
: Each expansion board has 16 relays.

: Specify areas of devices. After Area Setting, devices (doors) can be filtered by area upon
Real-Time Monitoring.

: Tick this option, after adding device, the system will clear all
data in the device (except the event logs). If you add the device just for demonstration or testing,
there is no need to tick it.

:includes serial number, device type, firmware version number,
auxiliary input quantity, auxiliary output quantity, door quantity, device fingerprint version, and
reader quantity etc.

(2) After editing, click [OK], and the system will start to connect the current device.
If successfully connected, it will read the corresponding extended parameters of the device and save.

#Note: When deleting a new device, the software will clear all user information, time zones,
holidays, and elevator access levels settings from the device, except the events record (unless the
information in the device is unusable, or it is recommended not to delete the device in used to avoid
loss of information).

TCP/ IP Communication Requirements

Support and enable TCP/ IP communication, directly connect device to the PC or connect to the
local network, query IP address and other information of the device;

R5485 Communication Requirements

Support and enable RS485 communication, connect device to PC by R5485, query the serial port
number, RS485 machine number, baud rate and other information of the device.

2. Add Device by Searching Elevator Controllers
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Search the elevator device in the Ethernet.
(1) Click [Elevator Device] > [Device] > [Search Device], to show the Search interface.
(2) Click [Search], and it will prompt [searching...... 1.

(3) After searching, the list and total number of elevator devices will be displayed.

Search Device
Mo devica found? Downlosd Search Tools to Local Disk
Total Progress
IF Address Device Type Serial Mumber
IP Address MALC Address Subnet Mask Gatewsy Address Serial Mumber Device Type  Set Server Operations

#’Note: Here we use UDP broadcast mode to search elevator devices, this mode cannot perform
cross-Router function. IP address can be cross-net segment, but must belong to the same subnet,
and needs to be configured the gateway and IP address in the same net segment.

(4) Click [Add Device] behind the device, and a dialog box will pop up. Enter self-defined device
name, and click [OK] to complete device adding.

(5) The default IP address of the elevator device may conflict with the IP of a device on the Local
network. You can modify its IP address: Click [Modify IP Address] behind the device and a dialog box
will open. Enter the new IP address and other parameters (Note: Configure the gateway and IP
address in the same net segment).

&Note: The system cannot add Elevator Devices automatically.

Each elevator device has a reader, the reader information can be set.

Click [Elevator Device] > [Reader], select a reader name in the reader list:
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Device Name” 192.168.1.53
Name® 152.168.1.53-Reader
Operate Interval” 2 second(0-
254)
Verification Mode* Card or Fingerprint v
The above Settings are _— v
Copied to
o

Fields are as follows:
Device Name: Itis not editable.
Name: The default format is “Device Name - Reader”, it is editable within 30 characters.

Operate Interval: The interval between two verifications. The default value is 2 seconds, the range is
0~254 seconds.

Verification Mode: The default setting is “Card or Fingerprint”. The Wiegand reader supports "Only
Card", "Only Password”, “Card or Password", “Card and Password”, “Card or Fingerprint”. The RS485
reader supports “Card or Fingerprint”. Make sure the reader has a keyboard when the verification
mode is “Card and Password”.

The above Settings are Copied to:
All Readers of All Devices: Apply the above settings to all readers within the current user’s level.

Click [OK] to save and exit.

6.1.3 Floor

Click [Elevator Device] > [Floor], select a floor name in the list to click [Edit]:
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Edit
Device Name 192.168.1.53
Floor Number 1
Floor Name® 192.168.1.53-1
Floor Active Time Zone® 24-Hour Accessible v
Floor Passage Mode @~ ———— v
Time Zone
Button Open Duration® 5 second(0-
The above Settings are | —— v
Copied to

:Itis not editable.
: The system automatically numbered according to the number of relays.
: The default setting is “Device Name- Floor Number”; it is editable within 30 characters.

: The default setting is Null. The Floor
Active Time Zones that are initialized or newly added by users will be displayed here so that users
can select a period. When editing a floor, the Floor Active Time Zone must be specified. The key for
closing the related floor can be released continuously only after the effective periods of this floor are
specified. Floor Passage Mode Time Zone takes effect only within the floor effective period. It is
recommended that the floor continuous release period be included in the floor effective period.

-1t is used to control the time period to press floor button after verification.
The default value is 5 seconds; the range is 0~254 seconds.

:Including below two options.

: To apply the above settings to all floors of the current elevator
device.

: To apply the above settings to all floors within the current user’s level.

It is mainly used to connect to devices, such as the infrared sensor or smog sensor.

1. Click [Elevator Device] > [Auxiliary Input] on the Action Menu, enter into the following page:
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2. Click [Edit] to modify the parameters:

Device Name* |1§-z.1-55.z1_'_-5-5

Number® | 9

MName* | Auxiliary Input-9

Printed Mame® ING

Remark

Fields are as follows:
Name: You can customize the name according to your preference.
Printed Name: The printing name in the hardware, for example IN9,

3. Click [Edit] to modify the name and remark. Others are not allowed to edit here.

6.1.5 Event Type

Display the event types of the elevator devices. Click [Elevator Device] > [Event], the following page
is displayed:
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(* Refresh
Event Name Event No. Event Level Device Name Serial Mo.
Mormal Punch Open 0 Marmal 192.168.90.235 0013130700074
Punch during Passage Mode Time Zone 1 Mormal 192.168.90.235 0013130700074
Open during Passage Mode Time Zone L Maormal 192.168.90.235 0013130700074
Remote Release 8 MNarmal 192.168.90.235 0013130700074
Remaote Locking 9 Maormal 192.168.90.235 0013130700074
Disable Intraday Passage Mode Time Zone 10 Marmal 192.168.90.235 0013130700074
Enable Intraday Passage Mode Time Zone 1 Mormal 192.168.90.235 0013130700074
Mormal Fingerprint Open 14 Maormal 192.168.90.235 0013130700074
Press Fingerprint during Passage Mode Time Zc 16 Mormal 192.168.90.235 0013130700074
Operate Interval too Short 20 Exception 192.168.90.235 0013130700074
Button Inactive Time Zone{Punch Card) 21 Exception 192.168.90.235 0013130700074
lllegal Time Zone 22 Exception 192.168.90.235 0013130700074
Access Denied 23 Exception 192.168.90.235 0012130700074
Disabled Card 27 Exception 192.168.90.235 0013130700074
Card Expired 29 Exception 192.168.90.235 0013130700074
Password Error 30 Exception 192.168.90.235 0013130700074
Press Fingerprint Interval too Short N Exception 192.168.90.235 0013130700074

More details about Event Type, please refer to Elevator Event Type.

Device Monitoring

By default, it monitors all devices within the current user’s level, click [Elevator Device] > [Device
Monitoring], and lists the operation information of devices: Device Name, Serial No., Area, Operation
Status, current status, commands List, and Related Operation.

Area Status | —— IZ| Device Mame Serial Number )
E Export
Device Mame Serial Mumber Area Operation Status Current Status Commands List  Recently The Abnormal Operations
State
192.168.214 66 0013130700074 Area Nameaa Get real-time event Mormal 0 MNone Clear Command View Command

You can clear command as required. Click [Clear Command] behind the corresponding device:

Prompt

Are you sure to clear command queues?
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Click [OK] to clear.
zNotes:

(1) After the Clear Command is executed, you can perform the Synchronize All Data to Devices
operation on the device list to re-synchronize data in the software to the device, but this operation
cannot be performed when the user capacity and fingerprint capacity are fully consumed on the
device. Once the capacity is insufficient, you can replace the current device with a large-capacity one,
or delete the right of some personnel to access this device, and then perform the Synchronize All
Data to Devices operation.

(2) Operate State is the content of communications equipment of current device, mainly used for
debugging.

(3) The number of commands to be performed is greater than 0, indicating that data is not
synchronized to the device, just wait.

Click [Elevator Device] > [Real-Time Monitoring], real-time monitor the status and real-time events of
elevator controllers in the system, including normal events and abnormal events (including alarm
events). Real-Time Monitoring interface is shown as follows:

Area) Device Mame Remotely Release the Button Remotely Lockthe Button

Time Area Device Name Event Point Event Description Card Number Person Reader Name Verification Mode
MName

2017-02-10 16:11:12  Area Name: 192.168.214 66(00131 192168 214.66-2  Remote Release Other

2017-02-10 16:11:12  Area Name: 192.168.214.66(00131 192168 214.66-1 Remote Release Other

Total Received:5 whormal:2 wException:3 @Alarm:0 Clear Rows Data Event Description Play Audio [7|Show Photos [7]

System automatically acquires monitored device event records (by default, display 200 records),
including normal and abnormal elevator control events (including alarm events). Normal events
appear in green, alarm events appear in red, other abnormal events appear in orange.

- All floors with elevator controller in the system is monitored by default, you can target
to monitor one or more floors by Area, Status, Device Name and Serial NO.

:If Real-Time Monitoring is involved in a person, the monitor displays the personal
photo (if no photo is registered, display default photo). The event name, time and name are
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displayed.

2. Remotely Release Button

Click [Remotely Release B

utton]:

User Password” ||

User Manual

For system secunty, please enter the user passweord for verification to

proceed to next stepl

Input the user password (the system logging password), click [Next Step]:

4[|z Al
4 | | 192.168:1.53
[1[) 192.168.1.531
[ 1 192.168.1.53-2
[ 1[] 192.168.1.53-3
|1 [] 192.168.1.534
[1[) 192.168.1.53-5
1] 192.168.1.53-6
| [ 192.168.1.53-7

|

|

[ 1[7] 192.168.1.53-8
[ 1[) 192.168.1.53-9
[ [ 192168 1.53-10
[ [ 192.168.1.53-11
[ [ 192.168.1.53-12

TR ams ann A4 Fnoan
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Select the floor, and click [Next Step]:

Remctely Release the Button

o Remote release: |5 | second(1-254)

Enable Intraday Passage Mode Time Zone

Sustained release button

. It determines whether the corresponding key to the selected floor can be pressed.
You can customize the key release duration (15s by default), or select Enable Intraday Passage Mode
Time Zone. You can also directly set the current status of the floor to continuously release. In this
case, the floor is not subject to restrictions of any periods, including Floor Active Time Zone, Floor
Passage Mode Time Zone, and Button Open Duration. That is, the floor will be continuously released
in 24 hours every day.

: To close a floor, you must first set Disable Intraday
Passage Mode Time Zone to prevent the case that the floor is opened because other continuous
open periods take effect. Then, you need to set to close the Remote Lock Button.

: The floor that is set to the continuously release state is not subject to
restrictions of any periods, that is, the floor will be continuously released in 24 hours every day. To
close the floor, you must select Disable Intraday Passage Mode Time Zone.

#Note: If a failure message is always returned for the remote release key, check whether there are
too many currently disconnected devices on the device list. If yes, check the network connection.

Select the options, click [Complete] to finish enabling the button.

Click [Remotely Lock Button]:
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User Password” |

For system secunty, please enter the user password for verification to

proceed to next step!

Input the user password (the system logging password), click [Next Step]:

a [ |EzAl
4 [ |7 1921681563
11 192.168.1.53-1
[ 11 192.168.1.53-2
1[0 192.168.153-3
[ 192.168.1.53-4
11 192.168.1.53-5
| 1 192.168.1.53-6

11 192.168.1.563-7
[ [ 192.168.153-8
[ 1[0 192.168.1.53-9
[ 11 192.168.1.53-10
[ 1 192.168.1.53-11
[1[1 192.168.1.53-12

i MH annann A raoan

Select the floor, and click [Next Step]:
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(e Remote Locking

) Disable Intraday Passage Mode Time Zone

Previous Step Complete

Fields are as follows:
Remote Locking: Lock the remotely released button.

#Note: If a failure message is always returned for the remote lock key, check whether there are too
many currently disconnected devices on the device list. If yes, check the network connection.

Select the options, click [Complete] to finish enabling the button.

6.2 Elevator Rules

It can control buttons of a common elevator and implement unified management on people going
in or on access and exits of each floor through the elevator controller on the computer management
network. You can set the rights of registered personnel for operating floor buttons on the elevator.

6.2.1 Time Zones

1. Add Elevator Control Time Zone

(1) Click [Elevator] > [Time Zones] > [New] to enter the time zone setting interface:
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oo

oo . oo oo o oo oo : 00 oo - 0o oo o oo oo . 00
oo . oo oo o 0o oo C 00 oo o 0o oo o oo oo . 00
oo . oo oo o 0o oo C 00 oo o 0o oo o oo oo . 00

Copy Monday's Setting to Others Weekdays: [

Covemanen | oc § carcer

The parameters are as follows:
Time Zone Name: Any character, up to a combination of 30 characters.

Remarks: Detailed description of the current time zone, including explanation of current time zone
and primary applications. The field is up to 50 characters.

Interval and Start/ End Time: One Elevator Control Time Zone includes 3 intervals for each day in a
week, and 3 intervals for each of the three Holidays. Set the Start and End Time of each interval.

Setting: If the interval is Normal Open, just enter 00:00-23:59 as the interval 1, and 00:00-00:00 as the
interval 2/3.If the interval is Normal Close: All are 00:00-00:00. If only using one interval, user just
needs to fill out the interval 1, and the interval 2/3 will use the default value. Similarly, when only
using the first two intervals, the third interval will use the default value. When using two or three
intervals, user needs to ensure two or three intervals have no time intersection, and the time shall
cross over to 2™ day, or the system will prompt error.

Holiday Type: Three holiday types are unrelated to the day of a week. If a date is set to a holiday type, the
three intervals of the holiday type will be used for access. The holiday type is optional. If the user does not
enter one, system will use the default value.

Copy on Monday: You can quickly copy the settings of Monday from Tuesday to Sunday.
(2) After setting, click [OK] to save, and it will display in the list.
2. Maintenance of Elevator Time Zones

Edit: Click the [Edit] button under operation to enter the edit interface. After editing, click [OK] to
save.
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: Click the [Delete] button under Related Operation, then click [OK] to delete, or click [Cancel]
to cancel the operation. A time zone in use cannot be deleted. Or tick the check boxes before one or
more time zones in the list, and click the [Delete] button over the list, then click [OK] to delete, click
[Cancel] to cancel the operation.

Elevator Control Time of a holiday may differ from that of a weekday. The system provides elevator

control time setting for holidays. Elevator Holiday Management includes Add, Modify and Delete.

(1) Click [Elevator] > [Holidays] > [New] to enter edit interface:

New

Holiday Mame*

Holiday Type* Holiday Type 1 A
Start Date” 2015-03-19

End Date” 2015-03-19

Recurring No A

Remark

: Any character, up to a combination of 30 characters.

:Holiday Type 1/2/3, namely, a current holiday record belongs to the three holiday
types and each holiday type includes up to 32 holidays.

: The date format: 2010-1-1. Start Date cannot be later than End Date otherwise
system error will occur. The year of Start Date cannot be earlier than the current year, and the holiday
cannot span years.

: It means that a holiday whether to require modification in different years. The default is
No. For example, the Near Year's Day is on January 1 each year, and can be set as Yes. The Mother's
Day is on the second Sunday of each May; this date is not fixed and should be set as No.

For example, the date of Near Year's Day is set as January 1,2010, and the holiday type is 1, then on
January 1, Access Time Control will not follow the time of Friday, but the Access Control Time of
Holiday Type 1.

(2) After editing, click [OK] button to save, and it will display in holiday list.
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Click Holiday Name or [Edit] button under Operations to enter the edit interface. After modification,
click [OK] to save and quit.

® Delete

In the access control holiday list, click [Delete] button under Operations. Click [OK] to delete, click
[Cancel] to cancel the operation. An Elevator Holiday in use cannot be deleted.

6.2.3 Elevator Levels

Elevator levels indicate that one or several selected doors can be opened by verification of a
combination of multi person within certain time zone. The combination of multi-person set in
Personnel Access Level option.

e Add

1. Click [Elevator] > [Access Levels] > [New] to enter the Add Levels editing interface:

Level Name*

Time Zones* 24-Hour Accessible v

Area” Area Name

2. Set each parameter: Level Name (unrepeatable), Time Zone and Area.

3. Click [OK], the system prompts "Add floors to the current elevator control level immediately”, click
[OK] to add floors, click [Cancel] to return the elevator levels list. The added level is displayed in the
list.

Add floors to the current elevator control level
immediately?

Page |225 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Add Floor

Floor Mumber Floor Name

The current query conditions: Mone
Alternative Selected(0)

Floor Mumber Floor Name Floor Mumber Floor Name

1 192.168.1.53-1

2 192.168.1.563-2

3 192.168.1.63-3 >

4 192 168.1.53-4 =

5 192.168.1.53-5 i
=

6 192.168.1.53-6

réd 192.168.1.53-7

From 1Te 50 [ Bl 50 rows per page

& Note: Different floors of different elevator controllers can be selected and added to an elevator
level.

Add/Delete Personnel for Selected Levels:

1. Click [Elevator] > [Set By Levels] to enter the edit interface, Click an Elevator level in left list,
personnel having right of opening door in this access level will display on right list.

2. Inthe leftlist, click [Add Personnel] under Operations to pop-up the Add Personnel box; select
personnel (multiple) and click == to move it to the right selected list, then click [OK] to save
and complete.

3. (lick the level to view the personnel in the right list. Select personnel and click [Delete Personnel]
above the right list, then Click [OK] to delete.

Add selected personnel to selected elevator levels, or delete selected personnel from the elevator
levels.

Add/Delete levels for Selected Personnel:

(1) Click [Elevator] > [Elevator Levels] > [Set By Person], click employee to view the levels in the right
list.

(2) Click [Add to Levels] under Operations to pop-up the Add to Levels box, select Level (multiple)
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and click == to move it to the right selected list; click [OK] to save and complete.

(3) Select Level (multiple) in the right list, and click [Delete from levels] above the list, then click [OK]
to delete the selected levels.

Setting levels for Selected Personnel:

(1) Select a person in the list on the left and click [Elevator Control Setting]. The following page is
displayed:

Superuser

et Walid Time

(2) Set access control parameters and click [OK] to save the setting.

6.2.6 Set Access By Department

Add selected department to selected elevator levels, or delete selected department from the
elevator levels. The access of the staff in the department will be changed.

6.2.7 Global Linkage

The global linkage function enables you to configure data across devices. Only push devices support this
function.

e Add

1. Click [Elevator] > [Elevator] > [Global Linkage] > [New]:
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Linkage Name" [ Apply to sl personnel [

Linkage Trigger Conditions*  Add Check All Clear All Input Point*  Add Check All Clear All

Output Point

Floor  Add Check All Clear All

N

The fields are as follows:
Linkage Name: Set a linkage name.

Linkage Trigger Condition: Linkage Trigger Condition is the event type of selected device. Except
Linkage Event Triggered, Cancel Alarm, Enable/Disable Auxiliary Output, and Device Start, all events
could be trigger condition.

Input Point: Any, Door 1, Door 2, Door 3, Door 4, Auxiliary Input 1, Auxiliary Input 2, Auxiliary Input 3,
Auxiliary Input 4, Auxiliary Input 9, Auxiliary Input 10, Auxiliary Input 11, Auxiliary Input 12 (the
specific input point please refers to specific device parameters).

Output Point: Lock 1, Lock 2, Lock 3, Lock 4, Auxiliary Output 1, Auxiliary Output 2, Auxiliary Output 3,
Auxiliary Output 4, Auxiliary Output 6, Auxiliary Output 8, Auxiliary Output 9, and Auxiliary Output 10
(the specific output point please refers to specific device parameters).

Linkage Action: Close, Open, Normal Open. The default is closed. To open, delay time shall be set, or
select Normal Close.

Video Linkage:

»  Pop up video: Whether to set the pop-up preview page in real-time monitoring, and set the
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pop-long.

- Enable or disable background video recording, and set the duration of background video
recording.

: Enable or disable background snapshot.
:Ranges from 1~254s (This item is valid when Action type is Open).
2. Click [OK] to save and quit. The added Global Linkage will display in the list.

#Note: It is not allowed to set the same linkage setting at input point and output point. The same
device permits consecutive logical linkage settings. The system allows you to set several trigger
conditions for a linkage setting one time.

Click [Elevator] > [Elevator] > [Parameters]:

Type of Getting Transactions
(") Periodically
Interval: |1 ﬂﬁul..'[s]
(@) Set the Time For Obtaining New Transactions
0-00 [J1:00 200 [J=:00 [J 400 [ 500 [J&00 700 [J=&:00 [Je:00 [ 1000 O 11:00
[ 1200 [] 1300 []14:00 [ 15:00 [] 16:00 [ 1700 [ 12-00 [ 1e:00 [] 2000 [J21:00 [0 2200 [ 22:00
Select All

Resl Time Monitoring

The Real Time Monitoring Page Pop-up Staff Photo Size  MaxHeight[140 = A\ Refresh the resl-fime monitor page after setfing Height

Type of Getting Transactions

Start from the setting and efficient time, the system attempts to download new transactions every
time interval.

The selected Time is up, the system will attempt to download new transactions automatically.

:When an access control event occurs, the
personnel photo will pop up, set the size of the pop-up photos, the range is 80-500px.
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Includes “All transactions” and “All Exception Events”. You can export after querying.

Because the data size of elevator access control event records is large, you can view elevator access
control events as specified condition when querying. By default, the system displays the latest three
months transactions.

Click [Reports] > [All Transactions] to view all transactions:

Time From  2015-02-26 00:00:00 To | 2015-05-26 23:59:59 Personnel ID Device Name More

The current query conditions: Time From:(2015-02-26 00:00:00) To:(2015-05-26 23:59:59)

(_* Refresh ﬁi}\ Clear All Data E Export

Time Device Event Point Event Description Media File Personnel ID First Name LastMName Card Number Department Reader Name :flerg'\catian
Mode

2015-05-22 17:01:00 192.168.60.53 192.168.60.531 MNermal Punch Open 1" jolly wei 3406918 General 192.168.60.53-R¢ Card or Passw
2015-05-22 17:01:00 192.168.60.53 192.168.60.531 Trigger global linkage o ® 1" jolly wei 3406918 General 192.168.60.53-R¢ Card or Passw
2015-05-22 17:01:.00 192.168.80.53 192.168.60.53-2 Normal Punch Open " jolly wei 3406918 General 192.168.60.53-R¢ Card or Passw
2015-05-22 17:01:.00 192.168.80.53 192.168.60.53-2 Trigger global linkage [~} @ " jolly wei 3406918 General 192.168.60.53-R¢ Card or Passw
2015-05-22 17:00:49 192.168.80.53 192.168.60.53-1 Normal Punch Open " jolly wei 3406918 General 192.168.60.53-R¢ Card or Passw
2015-05-22 17:00:49 192.168.60.53 192.168.60.531 Trigger global linkage d ® 1" jolly wei 3406918 General 192.168.60.53-R¢ Card or Passw
2015-05-22 17:00:49 192.168.60.53 192.168.60.53-2 MNermal Punch Open 1" jolly wei 3406918 General 192.168.60.53-R¢ Card or Passw
2015-05-22 17:00:49 192.168.60.53 192.168.60.53-2 Trigger global linkage o ® 1" jolly wei 3406918 General 192.168.60.53-R¢ Card or Passw
2015-05-22 16:58:26 192.168.60.53 192.168.60.53-2 Mormal Punch Open 11 jolly wei 3406918 General 192.168.60.53-R¢ Card or Passw

: Click [Clear All Data] to pop up prompt and click [OK] to clear all transactions.

:You can export all transactions in Excel, PDF, CSV format.

ZKTECO

All Transactions
Time: 2017-08-18 00 - 00 - 00 - 2017-12-18 23 : 50 : 50

Time Device Event Point Event Description Personnel ID First Mame Last Name Card Number Depariment Reader Name Verification Mode Area Remark
2TA2IBI035 | s tea21a65 | 182168218858 | oAl Punch El Lea Hou 13260070 General AR | CadarRngarait|  AmaNaE
43 Gpen Reader
2 -
200712 18303 192.188.218.85 192.168.218.85-5 ol Bimah 3 Leo Hou 13260079 General Ia2108.21 200 Card or Fingerprint Area Name
a3 Open Reader
TAZI81038: | o5 teaz2iaes | 1e2i6e21850 | oAl Funch 3 Lea Hou 13260070 General IWLIAZ0T | owdarmingepint|  AreENare
43 Open Reader
2017-12-15 10:35 - Normal Punch 192.188.218.65-
an 182.162.218.65 192.168.218.85-1 apen 1 Jerry Wang 9505930 General Basdee Card or Fingerprint Area Name
2017-12-15 10:35 Normal Punch 162.188.218.66-
2 19216821265 | 182.168.218.654 Tioan 1 Jerry Wang 505230 General i Card or Fingerprint | Area Name
2017-12-15 10:35: Momal Punch 182.168.218.85-
= 19216821265 | 182.168.218.653 s 1 Jerry Wang 2505230 General s Card or Fingerprint | Area Name
2017-12-15 10:35 Normal Punch 162.188.218.66-
an 192.188.21885 182.168.218.685-2 Gpen 1 Jerry ‘Wang B505830 General Reader Card or Fingemrint Area Name
2017-12-15 10:35: ! il P h 182.168.218.85-
102.183.218.65 | 102.168.218.858 bt e 2 Lucky Tan 13271770 General Card orFingerprint | Area Name
38 Open Reader
272151035 182.162.218.65 182.168.218.85-10 Homal Fumch 2 Lucky Tan 13271770 General et it Card or Fingerprint Area Name
38 Open Reader
ETE 5 3
i i 182.168.218.65 182.168.218.85-8 Narmal P it 2 Lucky Tan 13271770 General AR Card or Fingerprint Area Name
a8 Open Reader
2017-12-15 10:35: M l P h 182.168.218.85-
102.188.218.65 | 102.188.218.857 i e 2 Lucky Tan 13274770 General Cardor Fingerprint | Area Name
38 Open Reader
2 -
20012 A543 192.188.21885 182.168.218.685-6 Harmal i mon 2840 Shemy Yang 4481253 General azioaz1R0 Card or Fingerprint Area Name
31 Open Reader
2151035 | o5 tea2taes | 1e2i6e218ss | oAl Punch 2040 Shemy ‘Yang 4481253 General TR ICINI0 |wdarmingepnt|  AreENare
a1 Open Resder
ZD”"E:;E 1035 | 192 18821865 | 192188218857 NO"";:;;”"C" 2840 Shemy Yang 4481253 General 19 ‘Rﬂe:;f 85 | G e Einestoring Area Name
12 5 3
20MFAZAEA0IG | 10 teaz1nes | 18216821085 | Ol Punch 2840 Shemy Yang 4481253 General 10218821886 |0 o or Fingerprint | Area Name
31 Open Reader
2017-12-15 10:32: M l P h 182.168.218.85-
102.188.218.65 | 102.188.218.855 i 2040 Shemy Yang 4481253 General Cardor Fingerprint | Area Name
51 Open Reader
2 -
20IT1E 153022 192.188.21885 182.168.218.685-8 Harnal s 2840 Shemy Yang 4481253 General azioRe1n0 Card or Fingerprint Area Name
51 Open Reader
2017-12-1510:32: | 192.168.218.65 | 162.168.218.656 | Mormal Punch 2840 Shemy Yang 4481253 Genersl 162.188.218.65- | Card or Fingerprint | Area Nams

Greated on: 20171218 150127

Created from ZXBiGSerurty sotware. Al rights reserved [}
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Click [Reports] > [All Exception Events] to view exception events in specified condition. The options

are same as those of [All Transactions].

Time From | 2015-02-26 00:00:00 To |2015-05-26 23:59:59 Personnel ID

The current query conditions: Time From:(2015-02-26 00:00:00) To'(2015-05-26 23:59°58)

(% Refresh [fij* Clear AllData [ # Export

Time Area Device Event Point Event Card Personnel
Description Number 1D
2015-05-20 10:41:31 Area Name 192.168.60.53  192.168.60.53-R¢ Disabled Card 3406918
2015-05-20 10:41:23 Area Name 192.168.6053  192.168.60.53-R¢ Disabled Card 3406916
2015-05-19 14:50:46 Area Name 192.168.6053  192.168.60.53-R¢ Disabled Card 3406916
2015-05-19 13:57:12 Area Name 192168.6053  192.168.60.53-R¢ Card Expired 3406918 12
2015-05-19 13:54:46 Area Name 192.168.60.53  192.168.60.53-R¢ Card Expired 3406916 12
2015-05-19 11:53:35 AreaName 192.168.60.53  192.168.60.53-R¢ Card Expired 3406916 12
2015-05-19 11:50:51 Area Name 192.168.60.53  192.168.60.53-R¢ Card Expired 3406916 12
2015-05-19 11:42:57 Area Name 192.168.60.53  192.168.60.53-R¢ Disabled Card 8651633
2015-05-18 14:36:23 Area Name 192.168.60.53  192.168.60.53-R¢ Card Expired 3406916 12

Device Name More
First Name LastName Departmer Reader Verification Remark
Name Mode
jolly2 wei General  192.168.60. Card or Fing
joly1 wei General  192.168.60. Card or Fing
joly1 wei General  192.168.60. Card or Fing
jolly2 wei General 192.168.60. Card or Fing
jolly2 wei General 192.168.60. Card or Fing
jolly2 wei General 192.168.60. Card or Fing
jolly2 wei General 192.168.60. Card or Fing
192.168.60. Card or Fing
jolly2 wel General 192.168.60. Card or Fing

: Click [Clear All Data] to pop up prompt, click [OK] to clear all exception events.

- You can export all exception events in Excel, PDF, CSV format.

Time: 2017-02-18 00 - 00 : 00 - 2017-12-18 23 : 58 : 58

ZKTECO
All Exception Events

Time Area Device Event Point Ewvent Description Card Number Personnel ID First Namea Last Name Department Reader Name Verification Moda Remark
2017-12-15 10:29: 162.188.218.65- 182.188. 218 65-
> = ’
1 Area Mame 102.168.218.65 Reader Disabled Card ‘0805030 1 Jemy Wang General Reader ‘Card or Fingerprint
1215 10 - =
mr '2‘-"5 LT Area Hame 102.168.218.66 19 ;{ﬂ:’:;? i Disabled Card 4461253 2040 Sherry Yang General 18z ‘Rﬂ:a:;f o ‘Card or Fingerprint
2017-12-16 10:20: 102.188.218.85- 102.188 218 65-
AreaName 192.188.218.85 Disabled Card 13260079 3 Leo Hou General Card or Fingerprint
og Reader Reader
2017-12-15 10:20: 102.168.218.85- Operate Ints 1 102.188 218 65-
Area Mame 102.188.218.65 PEre e 13280078 3 Leo Hou General Card or Fingerprint
og Reader foo Short Reader

View related access levels by door. Click [Reports] > [Access Rights By Floor], the data list in the left
side shows all floors in the system, select a floor, the personnel having access levels to the floor will
display on the right data list.
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Access Rights By Floor

Floor Mame ||

The current query conditions: None

(_* Refresh

Floor Name
192.168.214.66-1
192.168.214.66-2
192.168.214.66-3
192.168.214.66-4
192 168 214 665
192 168214 66-6

192.168.214.66-7

Device Name

Owned Device

192.168.214.66

192.168.214.66

192.168.214.66

192.168.214.66

192 168 214 66

192 168 214 66

192.168.214.66

User Manual
Browse 192.168.214 66-1(1) Opening Personnel
(v Refresh [ ¥ Export
Personnel ID First Name Last Name Department
2052 General

You can export all the personnel having access levels to the floor data in Excel, PDF, CSV format.

ZKTECO
192.168.218.65-1(1) Opening Personnel
Personnel ID First Name Last Name Department
2940 Sherry Yang Hotel

1 Jerry Wang General
5 By Tan Development
Department

3 Leo Hou Financial
Department

5 Necol Ye Maiketng
Department

6 Amber Lin Finaags
Department

8 Glori Liu e
Department
9 Lilian Mei EelelfgmEnE
Department

Click [Reports] > [Access Rights By Personnel], the data list in the left side show all doors in the
system, select personnel, the personnel having access levels to the door will display on the right data

list.
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Access Rights By Personnel Browse 4200106 Having Level to Access
Personnel ID First Name Last Name Morew (O (x) (T Refresh r_,’ Export

The current query conditions: MNone Floor Number Floor Name
(% Refresh

Personnel ID First Mame Last Name Department Name

2869 General

4200106 General

2829 xinxiao yang General

2791 Xiaoxiao yang General

2 xiao2 xiao2 General

2826316 2ij

1N 13 131 General

2480050 General

You can export all the floor information in Excel, PDF, CSV format.

ZKTECO
2940(Sherry) Having Level to Access

Floor Number |  Floor Name

1 192.168.218.65-1
192.168.218.65-2
192.168.218.65-3
192.168.218.65-4
192.168.218.65-5
192.168.218.65-6
192.168.218.65-7

192.168.218.65-9
192.168.218.65-10

000 |~ [ || (R

-
(=]
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Hotel Management System

The Hotel Management System provides hotel services such as check-in, check-out, overstay, bill
settlement, lock management, etc. The Hotel Management modeule helps you to configure the
hotel management parameters such as setting the hotel’s basic information, configuring the room
type, defining the booking procedure, configuring the access elevators, etc.

Hotel Settings

You can set the basic information about a hotel, including its Name, address, Phone number, Fax
number, Zip code, Website address, and Email address. You can also set the functional parameters
regarding the check-in time, check-out time, check-out reminder, and access/elevator management.

Choose [Room Management] > [Hotel Info Settings]. The settings page appears as shown below:

Hats! Information
Hate Name' Zxteco
[y Hotel Device
He Addrass Dongguan sity. Teng:oa country 26
:22]  Hotel Management (i) Telephans 037 - 22385
) Fax 126 - 3556
7= Card Canter
Zp Code
ﬁ Room Managemeant = Websis i, 1308.com

E-Mail

Hulel Parameter
Default Check-in Time® 14 v 00 ¥ [BRmm Tan
Drafault Check-Cut Time” 12 v : 00 v (hmm} Tax Rate
Overstay Chack-Git T4 |13 * = | 00 ¥ (Bhomm) (Charges by cversiay fee inaurty Other Chargas
Ovarstay Chack-Cut Tims 2 6 v i |00 v mhmm) (Charges by cafy rams Otner Charges Aate
Rasarvation Date Rangs” 15 ezl Claaning Tena Limit
Dafault Staying Days* 1 Tdayisy Checkout Rammncer
Dafault Stapng Hawrs' 3 ihoar) Currancy Type®

Public Doos 1
Elevalorisccess Control =4

Card Sating

Card Passwond”
Rapaat Password™ Cand Password and Card Sactor cannot ba changad aftar iszuing cards
Card Sactor®

Daizult Mal Card

 Dctaut et Cord Wik Cart J Cancet Cand

The fields are described as follows:
Hotel Information

: You can set this time as per your requirements. If a guest checks in before
this time, the check-out date is the current day’s date if the guest stays for one day. Otherwise, the
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check-out date is the next day’s date.
. It specifies the time in which the guest needs to vacate the room.

- If the guest did not vacate the room in the specified check-out time,
then it will be considered as overstay and the guest will be charged accordingly. If the guest checks
out at a time between Overstay Check-Out Time 1 and Overstay Check-Out Time 2, the guest must
pay an overstay charge. If the guest checks out at a time after Overstay Check-Out Time 2, the guest
must pay for an extra day.

-1t is the time period in which the advance room bookings can be done.

- It specifies the default number of days a guest can stay. Generally, the value is
one day.
It specifies the user-defined minimum number of hours a guest may stay. If a
guest stays for a period less than this limit, the guest will be charged according to the time limit.

. Select this checkbox to enable the elevator access. After selecting this
check box, you can select the access/elevator control level in Card settings interface. The issued card
can be used not only as a hotel access card but can also be used to access the devices
corresponding to the selected level. (Note: This check box will be available on the Hotel Settings
page only if you have a valid license for the Access Control and/or Elevator Control module)

:You can mention the tax name and the percentage of tax.
: It specifies any other kind of taxes, depending on the country/region.
. It specifies the time that will be allotted for cleaning a room after a guest
checks out.
. It specifies whether to display a reminder one hour before checkout.

It specifies the currency type.
Card Settings

: Specify the password of the card that will be issued to the guest. This password will
be used to authorize the locks. (It only supports 6-digit numeric password and itis 111111 by default.)
: The card sector levels are from 1 to 12. (Note: Once you issue the card, the card

password and sector cannot be changed.)

- It is used to write the default net-in card, which is used to turn on the
zigbee communication of the locks.

- Itis used to cancel the default net-in card.

#Note: The hotel management system can be used to define buildings, floors, and rooms as well as
handle check-in requests only after you set these parameters.
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7.2 Room Management

7.2.1 Room Types

You can define the information about various features of a room, such as the number of beds, size of
the room, rate for staying, number of guest allowed, aminities, etc.

Choose [Room Management] > [Room Type] > [New]. The interface appears asshown below:

Room Type* || | Room Size(m)* | |
Bed Mumber® | | Max. Guest Number® | |
Daily Rate* | | Hourly Rate* | |
Cwverstay Fee ( Hourly 3 * | ‘ Deposit Amount® | ‘
Remarlk | |
e
i_Roum equipmem|
[C] Air-condition [[] Bath And Shower [TV [T Wireless Internat
|| Refrigerator [ | Telephone || Safe Deposit Box [] Shower

EnTT ERCE T

The fields are described as follows:

Room Type: Specify the room type.

Room Size: Enter the room size.

Bed Number: Enter the number of beds in the room.

Maximum Guest Number: Specify the number of guests that can be accommodated.
Daily Rate: Specify the rate of the room per day.

Hourly Rate: If applicable, specify the rate for hourly-basis.

Overstay Fee: Enter the amount to be paid by the guest for overstay. It can be specified on hourly
basis.

Deposit Amount: Enter the deposit amount to be paid by the guest.
Room equipment: Select the checkboxes of applicable aminities.
#Note: When you add a room type, the system checks whether hotel setting is configured. If no,
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you will be redirected to the settings page. All room types must be unique.

7.2.2 Building

You can define the buildings of a hotel. When the rooms in a building are not booked or guests have
not checked into the rooms, you can lock or unlock the building.

Choose [Room Management] > [Building] > [New]. The interface appears as shown below:

Hotel Name Haotel

Building No* | |

Coveanonen | ok carcer

#sNote: When you add a building, the system initially checks for the hotel settings and room types
configuration. If they are not configured, they need to be configured first. All the building names
must be unique.

7.2.3 Floor

You can define the floors of a hotel. When the rooms on a floor are not booked or guests have not
checked into the rooms of a floor, you can lock or unlock the floor.

Choose [Room Management] > [Floor] > [New]. The page shown in the following figure appears.

Building No* |— v |

Floor No* | |

Coveamanen | oL comce ]

#Note: When you add a floor, the system initially checks for hotel settings, room types, and
buildings configuration. If they are not configured, they need to be configured first. All the floor
names must be unique.
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7.2.4 Room

® Adding guest rooms

Choose [Room Management] > [Room] > [New]. The interface will be displayed as shown below:

Building No* [ L
Floor No* cmmmmeen v
Room Type* —_— r
Start Room Number*

Room Count*

Remark

Foom name generation rules: Building No. + Floor Mo. + Room

MNumber

Select the desired Building, Floor and Room type.
Start Room Number: It specifies the starting number of the room.

Room Count: It specifies the number of rooms to add. The value 1 indicates only one room is added.
A value greater than 1 indicates that a batch of rooms is added.

Remark: Enter the description of the room.
& Note: All room names must be unique.
e Editing guest room

1) Editing only one guest room

Select one guest room and edit the guest room. Duplication of guest room names are not allowed.
Guest rooms that have been checked in or booked cannot be edited. An example is given below:
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Building No* |az v |
Floor No* | 20CENG .
Room Type* |Bz L |
Start Room Number* i |
Room Count* 1

Remark

Room name generation rules: Building No. + Floor No. + Room

Mumber
Lo

2) Editing guest rooms in batches

Select the check boxes of multiple guest rooms and edit them in batches. Duplication of guest room
names is not allowed. Only the rooms of the same type and belonging to the same building and
same floor can be edited in batches. An example is given below:

Building No* | BZ v |
Floor No* | 20CENG v
Room Type* | BZ r |
Start Room Number* |1 |
Room Count* a

Remark

Room name generation rules: Building Mo. + Floor No. + Room

Mumber
[ x|

® Deleting guest rooms

Select one or more guest rooms and delete them. Only the guest rooms that have not been checked
in or booked can be deleted.

® Exporting guest room information
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Refer to Common Operations in Appendix.

7.2.5 Room Areas

You can define a room area, issue a card for the room area, and associate the locks of the rooms with
the area, so that the hotel manager can use the card to manage all the guest rooms in the area.

Choose [Room Management] > [Room Area] > [New]. The interface appears as shown below:

Room Area Name* | |

Remark | |

Coveamonen | oc ] oo

#Note:
Duplication of room area names is not allowed. You can set a maximum of 12 room areas.

Click [Add Room] to add the rooms to an area.

The current query conditions: Nons
Alternative Selected(0)
(] Room Name Building No Floar No Room Type O Room Name Building No Floar No Room Type
[l SR21F1 SR 21F SR
SR21F2 SR 21F SR
SR21F 3 SR 21F SR
SR21F 4 SR 21F SR
SR21F5 SR 21F SR
BR21F6 SR 21F SR
SR21F7 SR 21F SR

-

¢« 1-50 % 31 G0rowsperpage ~  Total of 60 records

T
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7.2.6 Booking Methods

You can define the procedure for booking the hotel rooms. During the system installation, the basic
booking methods are initialized by default and cannot be edited or deleted.

Choose [Room Management] > [Booking Method] > [New]. The interface appears as shown below:

Mame*

Cooeamonen § - ox J Coreer

#sNote: Duplication of booking method name is not allowed. Unused booking methods can be
deleted.

7.2.7 Access/Elevator Control Levels %

You can assign the access/elevator control to the cards issued through the hotel module. This allows
a user to use the same card for the hotel module and the access/elevator control module. That is, a
card for the hotel module can also be used to access all the devices configured within the specified
access/elevator control level.

#Note: This feature and the Edit Personnel For Levels are available only after you purchase a valid
license for Access Control module and/or Elevator Contrp; module.

Choose [Room Management] > [Edit Personnel For Levels]. The interface appears as shown below:

Page |24 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Edit Persconnel For Levels Browse Leveh-ﬂ[ijj(Accsss] Opening Personnel

N e N T B

The current query conditions: None

& current query conditions: None

(v Refresh Add Access Level(s) Add Elevator Level(s) = More ~ 7 Refresh  (fij* Delete Personnel

= Level Name Belongs Module LastSynchronous Personnel Quantity ] Personnel ID First Name Card Number
Time

] Hotel-Access Access 0

(] hoTEL-Elevator Elevator 0

¢ ¢ 1-2 % = GSDrowsperpage ~  Totalof2records ~ « 0 » | SDrowsperpage ~  TotalofDrecords

4

You can add and delete access/elevator control levels, synchronize levels, browse personnel of levels,
and delete personnel of levels. To delete personnel of a level, you need to deregister the cards
instead of directly deleting them on this page, unless their cards are lost or other emergencies.

® Addingalevel

Click [Add Access Level(s)]. The interface appears as shown below:

B — e

The current query conditions: None

Alternative Selected(0)

(] Leval Name Time Zone = Level Name Time Zone

[ Master 24-Hour Accessible

24-Hour Accessible

1« < 1-2 - | GOrowsperpage ~ Total of 2 records

Select the access control level to be added and click [OK]. Add access control level Floor 1 of
Building A to the hotel management level list. See the preceding figure. If you select this access
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control level in the Access/Elevator Control field while issuing a card, the card can get
authenticated by all the access control devices on floor 1 of building A and you can unlock the
corresponding hotel rooms.

Click [Add Elevator Level(s)]. The interface appears as shown below:
Add Elevator Level(s)

Level Name I:I Q ®

The current query conditions: None

Alternative Selected(0}

=] Leval Name Time Zones = Level Name Time Zones
=

e

0 50 rows perpage ~  Total of O records

Select the elevator control level to be added and click [OK]. Add elevator control level Floor 6 of
Elevator 1 to the hotel management level list. If you select this elevator control level in the
Access/Elevator Control field when issuing a card, the card can get you to floor 6 by elevator 1 and
you can unlock the corresponding unlock hotel rooms.

On the Edit Personnel For Levels page, select a level, click [More], and choose Delete or
Synchronize the selected level.

(% Refresh E‘E}‘AddﬂccessLevel[s} E":?Add Elevator Levelsy = More -
fiir Delete
Level Name Belongs Module Last Synchronc
Time {# Synchronous Level

When you select a level on the Edit Personnel For Levels page, the information about the personnel
corresponding to the level is displayed on the right side of the interface. You can select the
personnel to be deleted by clicking [More], and delete the selected personnel. After being deleted,
the personnel cannot access the devices configured within that level.
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Personnel ID First Name

The current query conditions: None

Card Number

FPersonnel ID First Name Card Number

You can create a public door permission. This allows a user to use the same card to open his own
room door and the specific public door. The public door must include a wireless hotel lock on it, and
the door can be mounted in places such as VIP Room, meeting room, etc.

Choose [Room Management] > [Public Door] > [New]. The interface appears as shown below:

Add

Building No* v
Floor No® v
Public Room Name*

Remark

#Note: Duplication of public room name is not allowed. Unused public door can be deleted.

Click [Hotel Device] > [Device Management] > [How to configure gateway?], to read the
gateway configuration manual, and configure the gateway.

Click [Add] to open the Search interface.

Click [Search], then the list of configured gateways will be displayed.
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Total Progress |_| Searched devices count:1

MAC Address IP Address Operations

00 0D 6F 00 13 02 8D 2A 192.168.132.104 Add

4)  Click [Add], the interface appears as shown below:

Device Name* 000D 6F 001302 8D 24 |
Device Mac 00 0D 6F 00 13 02 8D 2A
IP Address 192.168.132.104

Building | |

Floor | |

Enter the Device Name, Building and Floor details.

Device MAC: Itis the unique and cannot be changed.

IP Address: Itis the WAN IP address which you set in the gateway configuration page.
#Note: Duplication of Device Names is not allowed.

5) Select the device and click [Enable] to enable the gateway, it becomes online and it takes 1 hour
to accept the Zigbee connection from locks (You should swipe the Net-in card on the locks at
this time).
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The current query cenditions: Mone

[+ Refresh |_&’ New (" Delete = Enable @ Disable | | How to configure gateway? +7) Back to index

Device Name Device Mac IP Address Building Fioor Status

test 00 0D 6F 00 13 D2 BD 2A 192 188132 104 A 2 /]

Click [Refresh] to get the latest gateway list status information.

Device Name IF Address Building Floor

User Manual

)

0

Enable Operations

(-]

Select the device and click [Delete] to remove a gateway and its information.

Select the device and click [Disable] to disable the gateway, you cannot upload and send the data

once disabled.

Click this option to open the User Manual of RG4100+ Gateway Configuration, to assist you in

gateway configuration.

Lock Management

Click [One-click acquisition locks], if the net-in card is swiped on the lock and connected
successfully. The list of locks will be displayed as shown below(Click [Refresh] several times if the

list does not appear).

Lack Name Room Devics Name o — More=

The current query conditions: Naon:
(7% Refresh  Q One-cick acquisition kicks [ Delele " Enable (/) Disable = More » *7) Back o index

F 00 11 53 B0 0000 6F 00 11 63 BC 48 o & fest

Click [Edit] to configure the room number for the lock.

Lock Namié: Mac Agdness Room Enabi¢ Sl Daevice Name: Lock Vierson Las! Smchvonous Time

LockQul  Nommaly  Mormally  Low Operatans
en (= Bamery

Eou Doiete
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Edit

Lock Name* 00 0D 6F 00 1163 BC 48
Mac Address® 00 0D 6F 00 1163 BC 48
BuildngNo | v
FloorNoe | v
Room v

Enter the Lock Name, choose the Building number, Floor Number and Room details. (You can
choose a guest room or public room).

:Itis unique and cannot be changed.
#Note: Duplication of Lock Names is not allowed.

Select the lock and click [Enable] to enable it, the lock will be online and the time will be synced
automatically.

Lock Name Foom Device Name Enable | - - Maoce =
The current query conditions: Nons
Refresh O, One-chok acquisibon locks [ Dot «” Enable () Dwable = More =+ Back to index
Lock Name: Mac Address Room Enable 71 aynchronization time Lock Viersion Last Symchronous Time Lock Ot Mormaly  Normally  Low Operations
S Open Cose hery
& Get Lock Transacton
Remale Normally Open
Remats Normally Closs

A0 DOODGFOD1163BC 48 A0 o ZLA00 V103 2019-09-29 0954220 £ Deiee

5 Redeve Normally Open
% Refieve Normaily Close

Select a lock and click this option, the lock will be disconneced from the gateway, and its information
will be deleted from the list.

Select a device and click Delete, the lock will not be allowed to upload and send data.

Select a lock and click Synchronize Time, the lock time will be synchronized with the system time.

Select a lock and click Get Lock Transaction, the latest lock transactions will be uploaded to the
software.

Select a lock and click Remote Normally Open, the lock will be unlocked and it will remain in open
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status. The lock can be opened without any card.

Select a lock and click Remote Normally Close, the lock will be locked and it will remain in closed
status. The lock cannot be opened by swiping any card(including Master Card).

Select a lock (in normally open status) and click Relieve Normally Open, the lock will be revoked
from the “Normally Open” status.

Select a lock (in normally close status) and click Relieve Normally Close, the lock will be revoked
from the “Normally Close” status.

The yellow icon below the Lock Out table indicates that the lock is locked inside.

Lock Out

The green icon below the Normally Open table indicates that the lock is in normally open status.

Normally
Open

The red icon below the Normally Close table indicates that the lock is in normally close status.

Normally

Close

0o
The red icon below the Low Battery table indicates that the lock battery is low and need to be
replaced.

Low

Battery

o

You can create different types of card for managing the room locks based on daily business
management requirements. The holders of the cards are employees of the hotel. You need to add
the holders using the HR module and specify their departments through the hotel module, so that
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you can select the holders while issuing management cards.

Welcome, admin | 4 )
Authewized Company: 1111111

(¥ ReadCard (78 Cancel Card *7) Back 10 index.

7.4.1 Employee Card

You can create various access/elevator control cards, such as master cards and building cards for the
hotel personnel to manage the hotel services.

1. Master card

A master card can be used to unlock all the rooms of the hotel within its validity period. It can open
the lock which is locked from inside.

Empty Password” (]

Card Original Password™ ~ sesees (Xj
First Name * Input the query conditic

Last Name

Card Valid Time 2019-10-10 09:46:44

Elevator/Access Control

Empty Password: Select this option when configuring a new card.

Card Original Password: Use the card’s original password when configuring an old card which was
written before. (The default password is as same as the card password in Hotel info setting.)
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: You can enter one or more characters of Name or ID of a card holder to find the card

holder. A card holder must be a person who has been added using the HR module.

- It specifies the expiry time of the card. Set the time as required. The default time is

one day after the current time of the system.

: Click the drop-down list box to select an elevator/access control level. After

the parameter is specified, the card not only can unlock the specified room but also can access the
corresponding devices to the elevator/access control level.

After configuration, place the card to be configured in the card writing area of the card writer and
click [Write Card].

&Notes:

>

The Elevator/Access Control field is available only after the Room management field on the
Hotel Settings page is selected. It is used to configure the card ID to access/elevator control
devices. For details about hotel settings, see Hotel Settings.

For the access control devices and all elevator control devices that do not allow one person to
hold multiple cards, bind only one card to a person. That is, you can select only one card for one
Elevator/Access Control option when issuing cards to card holders. As shown in the preceding
figure, if Elevator/Access Control is set to Floor 1 of Building A (all the access control devices
on floor 1 of building A do not allow one person to hold multiple cards) when an authorization
card is issued to a card holder, only the first card can be assigned the permission to access floor
1 of building A. You cannot set Elevator/Access Control to Floor 1 of Building A when issuing
any other card to the card holder.

If an access control device allows one card holder to hold multiple cards, you can assign one
access/elevator control level to multiple cards for the same card holder. You can select that level
again when issuing any other types of card or continuous cards to the card holder.

The preceding three points regarding access/elevator control are applicable to all the cards of
the hotel module described in this document.

The models and firmware version numbers of the access control devices that allow one person
to hold multiple cards include: InBio Pro Series: AC Ver 5.7.7.3030 Mar 23, 2017, and above
version.

After the configuration, place the card to be configured in the card writing area of the card writer
and click [Write Card].

Choose [Personnel] > [Person] > [New]. The interface appears as shown below:
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Personnel 107
First Mame
Gender

Certificate Type

Ea

@o o

Social Security Mumber
Reservation Code

Position

Biological Template Quantity
Time Attendance

Access Control Elevator Control

Levels Settings
Master

Device Operation Role
Delay Passage
Disabled

Set Valid Time

Superuser

User Manual

Department™

Last Mame
Password
Certificate Number
Mobile Phone

{Optimal Size 120°140).

Birthday
Card Number

Hire Date

]

More Cards Personnel Detail

O
O
O

Plats Register

Ordinary User

Enter the personnel information, select a hotel department, and click [OK]. You can select the added

personnel in the card issuing module.

2. Building card

A building card can be used to unlock the rooms in a specified building in common unlocking mode

within its validity period.

Empty Password”
Card Original Password™

First Name *

Last Name

Card Valid Time
Elevator/Access Control
Building No*

Cancel

]

seenny

®

‘ Input the query conditic n‘

2019-10-10 14:29:55

Elevator/Access Control: Click the drop-down list box to select an elevator/access control level. After
the parameter is specified, the card can not only unlock the specified room but also can access the
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devices corresponding to the elevator/access control level.
3. Floorcard

A floor card can be used to unlock the rooms on a specified floor in common unlocking mode within
its validity period.

Empty Password”

Card Original Password”™

First Name * ‘ Input the query conditic u‘

Last Name

Card Valid Time 2019-10-10 14:4559

Elevator/Access Control

Building No™

Floor No™

Elevator/Access Control: Click the drop-down list box to select an elevator/access control level.

After the parameter is specified, the card not only can unlock the specified room but also can access
the corresponding devices to the elevator/access control level.

4, Room card

A room card can be used to unlock some specified rooms. You can select multiple rooms, public
rooms or room areas to issue a room card.

c—coqeRp o —meoonmnen —

Card Original Password” | ----- q |®

First Name * | Input the query conditi ﬂ|

Last Name

Card Valid Time 2019-10-15 14:04:44

Elevator/Access Control | =|

New Room Q

Room Area Q @

Public Room Q® =

Elevator/Access Control: Click the drop-down list box to select an elevator/access control level.
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After the parameter is specified, the card not only can unlock the specified room, but also can access
the corresponding devices to the elevator / access control level.

: Click the Search icon to open a new page, to select a specified room which you need to
open.

. Click the Search icon to open a new page, to select multiple room areas which you
need to open.

: Click the Search icon to open a new page, to select multiple public rooms which you
need to open.

If a lock connected with the software goes to offline state for some reason, a net in card can be used
to turn on the hotel lock’s Zigbee connection switch again, to make the hotel locks connect with the
Gateway.

Met In Card

Empty Password”

Card Original Password™ | seeees

#Notes: If the lock is initialized, only default Net-in card can work, which can be configured in Hotel
Info Setting menu.

If a lock connected with the software and you need to manually stop its connection, retire net card
option can be used.
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Empty Password" (]

Card Original Password” erees ®

7.5 Hotel Management

7.5.1 Reception

The function allows users to handle room services, check the hotel room occupancy, such as the
total number of rooms, number of available rooms, and number of available rooms of a specific
room type.

See the figure below.

Description of room icons

Individual Group
n Vacant Extended

check-in check-in
Out of Under To be
2
service maintenance cleaned

1. Individual management
® Individual check-in

1) Double-click or right-click a vacant icon and choose [Individual Management] > [Individual
Check-In].
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FlooiF

‘ rcdivicual

[ RoomType  —— v

%] Read Card [°8 Cancel Card [ Reissue Card

' Individual Check-In

Tearmn Management *
Hoom Status

L]
u

Room Stalus =~ — L Room Name

e njealaln

2006 A2007 A2008 A2009 A2010

The interface appears as shown below:

Room Name™
Certificate Type*
Certificate Number*
Guest Name™

Last Name

Gender

Mobile Phone
Booking

E-Mail

Emergency Contact
Checkin Type*
Public Room

Stay Days”
Check-In Time
Discount ( % )

Deposit Amount®

Please enter mobile phone Q

Please enter mobile phone

(® Daily Rate Room () Hourly Room Rate
L]

2019-10-14 16:24:13

(Optimal Size 120%140)

Home Address
Guest Count

Check-Out Time 20198-10-15 12:00:00
Daily Rate* 500

Amount Payable* 60.0

User Manual

Reservation query: Enter the mobile phone number used for reservation to search the reservation
information.

Stay days: Enter the number of days that the guest wishes to stay.

Discount: Enter the discount on the room cost if applicable. Enter the discount percentage and the
system will automatically deduct the discount from the final amount.

Amount Payable: Enter amount to be paid at the time of check-in, including the room cost and the
deposit.

Public Room: Select the multiple public rooms for guest access. The guest card can open not only
the guest room but also the specified public rooms.

2)  After the information in the Individual Check-In page is filled, click Check-in. The Registration
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or Issuing page appears as shown below:

Room Name

Room Type

Check-In Time
Check-Out Time

Only registered, no card
Certificate Type*
Certificate Number®
Guest Name™

Last Name

Empty Password”

Card Onginal Password”™
Elevator/Access Control
Registered Card Quantity: 0

Guest Name Last Name

Registration or |ssuing

A2001

VIP

2019-10-14 17:13:45
2019-10-15 12:00:00

12345678

Thoms

......

Remaining Guest Quantity: 1

Certificate Type Certificate Number  Card Number

: Click the drop-down box to select an elevator/access control level. After the
parameters are specified, the card can open not only the specified room but also the devices
corresponding to the elevator/access control level.

#sNote: Issue at least one card for each room. The card must be issued only for the registered guest.
When issuing the first guest card, the Only registered, no card option is not available. After the first
guest card is issued, you can select Only registered, no card as required. The option indicates that
the guest is registered only and does not hold a guest card.

Right-click a checked-in room icon and choose [Individual Management] > [Individual Overstay].
The page shown in the following figure appears.
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Floor/F | =| Room Type |_ r| Room Status E

[¥] Read Card [C8 Cancel Card [ Reissue Card

alaTalalaln

Individual
A2007

Individual Overstay

. |

Individual Room Change
Individual Check-Cut

Room Name A2001
Guest Name Last Name Certificate Type Certificate Number Card Number

+ Thoms D 12345678 5

Overstay Days * 0 Stay Days 1

Check-In Time 2019-10-14 17:13:45 Check-Out Time 2019-10-15 12:00:00

Discount Overstay Amount 0.0

“xerson §coce

= Notes:

a. If the number of overstay days conflicts with the room reservation, extension is not allowed.
b. The discount rate cannot be modified for overstay.

c. Overstay amount shows the amount to be paid for overstay.

2)  After the information in the Individual Overstay page is filled click Extension. The Registration
or Issuing page appears, as shown below:
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Room Name

Room Type

Check-In Time
Check-Out Time
Registered Card Quantity: 0

Guest Name Last Name

Thoms

User Manual

A2001

VIP

2019-10-14 17:13:45

2019-10-17 12:00:00
Remaining Guest Quantity: 1

Certificate Certificate Card Status
Type Number Number

ID 12345678 5

= Notes:

a. You must re-issue the guest card for the guest who wants to extend the staying period. The card
must be the exact guest card issued during check-in; otherwise, card issuance fails.

b. You can click Write Card to automatically write cards for overstay in circulation until all the
overstay cards are written in an interval of 3 seconds.

® Individual room change

1) Right-click a checked-in room icon and choose [Individual Management] > [Individual Room

Change]. The interface appears as shown below:
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[£] ReadCard [8 Cancel Card Reissue Card

Individual ;]'
)6

k Individual Overstay A2007

¢ Individual Room Change
~
Individual Check-Out
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Individual Room Change

Current Room A2001 New Room

Room Type VIP RoeomType  —

Guest Count 1 Guest Count 1

Days Remaining 3 Stay Days 3

Discount Discount

Daily Rate 500 Daily Rate

Deposit Amount 10.0 Added Deposit Amount ~ ——

Already Paid 150.0 More Payable Amount is Due ~ —

Floor/F Room Type VIP v Room Name Q @

FlooriF Room Type Room Name Max. Number of Bed Number Daily Rate Hourly Rate Deposit

Guests Amount
A2 VIP A2002 4 1 50 20 10
Al2 VIP A2003 4 1 50 20 10
A2 VIP A2004 4 1 50 20 10
Al VIP A20NG 4 1 A0 20 1n e
Guest Name Last Name Certificate Type Certificate Number Card Number
v/ Thoms ID 12345678 6
Check-In Time 2019-10-14 17:13:45 Check-Out Time 2019-10-17 12:00:00

:Number of guests that require room change.

=Notes:

a. You can check the room information by reading the card.

b. The maximum number of guests of the selected guest room must not be less than the maximum
number of guests configured for that room.

¢. Guests without a card are not allowed to change the room alone.

d. If the original guest room is left with a guest without a card during the room change, the system
asks whether to change the room for the guest without a card as well. If you choose No, the room
change service fails to proceed.

e. If the new guest room is reserved, the conflict information is displayed. You can choose whether
to proceed the service.

f. The discount can be set for room change.

g. If the deposit required for the new guest room is greater than that of the original guest room, the
guest needs to make up the deposit. If the deposit required for the new guest room is smaller
than that of the original guest room, the deposit amount will be retured on check-out.

h. If the rate of the new guest room is greater than that of the original guest room, the guest needs
to make up the room cost. If the rate of the new guest room is smaller than that of the original
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guest room, the overpaid amount is returned on check-out.

After the information is filled for room change, click [OK], and the Registration or Issuing page

appears, as shown below.

Room Name

Room Type

Check-In Time

Check-Out Time
Elevator/Access Control
Registered Card Quantity: 0

Guest Name Last Name

Thoms

Registration or Issuing

A2002

VIP

2019-10-14 17:48:56
2019-10-17 12:00:00

Remaining Guest Quantity: 1

Certificate Certificate Card Status
Type Number Number
D 12345678 8

: Click the drop-down list to select an elevator/access control level. After the
parameter is specified, the card can access not only the specified room but also the devices
corresponding to the elevator/access control level.

#Note: You can click [Write Card] to automatically write the cards for all room changes in a

circulation.

Right-click a checked-in room icon and choose [Individual Management] > [Individual Check-Out].

The interface appears as shown below:
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Room Mame A2002

Building No A Floor No 2

Room Type VIP Guest Count 1

Stay Days 3 Stayed Days 1

Check-In Time 2019-10-14 17:48:56 Check-Out Time 2019-10-14 17:51:55

Guest Name Last Name Certificate Type  Certificate Number Card Number Status
Thoms D 12345678 7

EEET ECE

Cancel Card: Check whether the card to be cancelled is the guest card and it matches the current
guest room, cancel the card if it matches the guest room, and the system displays the notification if
it does not match.

#Note: When cards are cancelled one by one, the number of guests checked in is reduced. When
there is no card holder, the Cancel Card button will be disabled.

Click [OK], and the Check out settlement page appears, as shown below:

Invoice Preview Guest Information
ZKHutel Guest ID: 06498173 Checkin Type: Dally Rate Room
[Clecticacs - Coesthbme: Thoms Guest Name: Thoms
L - ChiectInflimes 2019-10-14 17:13:45 Check-InTime:  2019-10-14 17:13:45
Website: Check-Out Time: 2019-10-14 17:53:05 Check-Out Time: 2019-10-14 17-53:05
Address: Cashier: admin
Room Name Days/Hours Unit Price Discount Subtoal | ROCM st
A2002(Daily) 1 USD50.0 - % USD 50.0 A2002: usD 50.0
A2001 0 UsSD 50.0 —% USD 0.0 A2001: usbo.o
Total Room Rate: UsSD 50.0

Payment Information
Remarks: Subtotal=Unit Price * (DaysHours) * (1-Discount)

Total Room Rate: UsDso0 | Total Reom Rate: USD 50.0
Tax Rate (0%): UsDoo | TexRate (0%): USD 0.0
Other Charges Rate (0%): UsDoo | Other Charges Rate USD 0.0
Total (Inctuding Tax): wspsoo | O
____________________________________________________________________ Amount Payable: USD 50.0
hadks oy 7e e pi Amount Paid: USD 160.0
Balance: USD 110.0 M

I I T .

2. Team Management
e Group check-in

1) Right-click a checked-in room icon and choose [Team Management] > [Group Check-In]. The
page as shown in the following figure appears.
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Certificate Type*
Certificate Number*
Tour Leader Name™®
Last Name

Group Name*
Gender

E-Mail

Home Address
Mobile Phone
Booking

Discount

Guest Count*

Stay Days™
Check-In Time
Check-Cut Time

FloonF

FloornF

Test Building,

Test Building/1st

i Flease enter mobile pri Q

Test Building/1st
Test Building/1st
Test Buildingf1st

Test Building/1st

1

1st

W

Room Type

Foom Type
Test Hoom type
Test Hoom type
Test Room type
Test Room type
Test Room type
Test Room type

Test Hoom type

Room Hame
Test Building 1st1
Test Building 1st3
Test Building 1st4
Test Building 1st5
Test Building 1st6
Test Building 1st7

Test Building 1st3

'i FRoom Name |

Max. Guest Number Bed Mumber

&

1

i)

20

20

20

20

20

20

20

| Q @

Daily Rate

Hourly Rate
1

1

L3

2018-04-05 14:40:48
2018-04-06 12:00:00

[  FloarF

Room Type

Foom Mame

© Max. Guest Mumber Eed Number

Daily Fate " Hourly Ra

List of conflicls rooms |

12,

44

Total rooms Total deposit Total Room Rate

- Enter the mobile number used for reservation and click @ to search the guest

rooms reserved with that number.

1. Allows you to enter the group check-in information.

2. Shows the reservation information of the current room. If the room has been reserved, the
reservation information is displayed in the list in Area Il. If the reservation conflicts with the
check-in time, check-in cannot be processed.

3. Displays the list of available guest rooms (and you can double-click a room to add it to 4).
4. Displays the reservation and the guest rooms selected in 3.

5. Shows the deposit amount and room cost for the group check-in.

&Notes:

» If the stay period overlaps with the reservation period, the Check-In button will be disabled
and check-in is not allowed.

» If the number of check-in guests is greater than maximum number of guests for all guest
rooms in total, the Check-In button will be disabled and check-in is not allowed.

2) Click [Check-In], and the Write Card page appears.
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Amount Payable : 250

Cancel

Guest Count: Number of guests checked in for the room. The number must not exceed the
maximum number of guests allowed for the room.

Only registered, no card: If this option is selected, only the guest information is registered and no
card is issued for the guest.

Flevator/Access Control: If the access control or elevator control module exists, and the
Elevator/Access Control checkbox is selected in Hotel Settings, the option will be enabled and you
can assign access control or elevator control level to a card. For details about hotel settings, see

section Hotel Settings.

#Note: You can click [~] or [¥] 0 go to the previous or the next room.

e Group Overstay

1) Right-click a checked-in room icon and choose [Team Management] > [Group Overstay]. The
interface appears as shown below:
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Floor/F

gl Room Type ‘—— v Room Status

[£] Read Card [°8 Cancel Card [ Reissue Gard

A2001

A2002

;.A?ﬂﬂ?
Team Management »

A2003

b

v Room Name

A2009

‘Group Overstay

Group Room Change

Group Check-Out

A2008

A2010

[ eerw Leader Corikcate
Group Mame
Room Mumber
Room Name

Test Building 15f1

Test Building 1st4

Test Building 1513

Test Building1s13

v |[54644

| Q

| Guest Count )
Total Gard Gount ' ’

Test Building/1st
Test Building/1st
Test Building/1st

Test Building/1st

Test Hoom fype
Test Hoom fype
Test Hoom fype

Test Room fype

Onverstay Days*
Check-In Time

Discount

Stay Dayes

. Check-Out Time

!2!]1 8-04-05 15:53:30

Cwerstay Amount

|2

2018-04-07 12:00:00
0.0

Page description:

User Manual

1. Displays the information about the rooms checked in by the group and the related guest

information.
2. Displays the list of reserved guest rooms.
3. Displays the check-in information of the group.
zNotes:

» The overstay period cannot overlap with the reservation period; otherwise, the Extension
button will be disabled.

» By default, the stay period will extended for the whole group.
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» The overstay period is minimum one day. For certain reasons, the overstay days can be set to
0.

2) Click [Extension], and the Write Card page for group overstay appears as shown below:

Foom Mame | Test Building 1st1 Type Name | Test Raam type
Building Mo | Test Building Floor No 1sf
Checleln Time | 2018-04-05 15:53:30.0 Check-Out Time | 2018-04-09 12:00:00.0

Guest Count 1 v Bed Mumber 1

Guest Name Last Mame Cedificate Type Cerlificate Number Card Number Stalus

#Notes:
You can re-write all the cards issued to the group members for overstay.

When you click [Write Card], all cards are written for the rooms one by one in a cycle at an interval of
3 seconds.

The card issued during guest check-in is required for re-writing. In case the card is damaged or lost,
the lost must be reported and the alternative procedure must be carried out.

You can click |~ or [~ o switch to the previous or next room.

e Group check-out

Right-click a checked-in room icon and choose [Team Management] > [Group Check-Out]. The
interface appears as shown below:
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= Notes:

Team Leader Ceriificate

Group Mame
Guest Count
Stay Days
Check-In Time

Room Mame
Test Building1st1
Test Building1st4
Test Building1st3
Test Building1sts

Test Building1st6

User Manual

M E |Q

| groupt Tour Leader Name abc
5 Total Gard Count 0
ta Stayed Days [
5201 8-04-05 15:53:30 Check-Out Time 2018-04-05 16:31:07

Guest Count Card Number FlooriF Room Type
1] 1] Test Building/1st Test Room type
0 o Test Building st Test Room type
0 0 Test Building/1st Test Room type
o o Test Building/1st Test Room type
o o Test Building/1st Test Room type

| Cancel Card

»  You can choose to check out only some of the rooms for the group. By default, all rooms

are checked out for one group.

»  The cards of the selected room will be cancelled.

»  You can check out a room before cancelling its cards (and cancel the cards after they are
collected).

Click [Check Out], the Check out settlement page appears as shown below.
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| Check out settlement
| Invoice Preview Guest Information A
Teat Hatel GuestID: 960565646 Tour Leader Mame : abc
Telepbiune: Tour Leader Name:  abe Team Name : groupi
i Check fa Time:. 2 0LELEOR1 200 CheckinTime :  2018-04-05 15:53:30
N ekeite: Check-Out Time:  2018-04-05 16:37:26 Check-Oul Time - 2018-04-05 16:37:26
Addraze: Cashiar: adwin
Room Name DayaHonrs Unit Price Discount Subtotal | | Foom fist
Test Buildinglstd 1 USD 20.0 —% USD 20.0 Test Building1st3 : USD 20.0
Test Buildinglst] 1 USD 20.0 —% UsD20.0 | TestBuidingtst! : USD20.0
Test Building]st3 1 USD 200 —% UsD20.0 | TestBuidingists : USD20.0
Test Building]st6 1 USD 200 —% USD200 | TestBuilding1sts : USD 20.0
Test Building] st4 1 TUSD 200 —% USD200 | TestBuilding1std : USD 20.0
Total Room Rate: TSD 100
Paying Information
Ramarke: Subtotal=Unit Price * (DayzHours) # (1-Dizcount)
Total Rocm Rate: USD 100 Total Room Rate : UsD 100
GET (18%): TsD180 | ©ST(18%): UsD 18.0 v
Wlre e T 0L =T OO Other Charges Rate  USDO.0

Print Invoice.

You can view the card issuance information of all the cards in the hotel, except for the record cards.
The content is displayed based on the card type (for example, guest cards and authorization cards).
When a record card is read, only the card type will be provided.

You can clear all the card (IC) information. For a guest card, the system checks whether the card is
the actual card of the room checked in by the guest. If it is, the card cannot be cancelled (as the
system does not support free-of-card check-in). For other types of cards, no verification is performed.

You can re-issue a card for a registered guest or a guest that reports card loss and an additional card
for a checked-in room. If the number of guests checked in a room reaches the maximum, no
additional card is allowed.

Choose [Hotel Management] > [Reception Center] > [Reissue Card]. Select a room for card
re-issuance or locate the room by searching the certificate information (by clicking &) on the
Reissue Card page, as shown below.
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Certificate Type

Current Room*

Check-In Time
Reqgistered Card Quantity
Staving Guest Cluantity

Certificate Number

Room Type
Checlk-Out Time
Max. Card Count

Max. Guest Number

Guest Mame Last Mame Certificate Type Certificate Number Card Number

Add Guest

Ceriificate Number*

Guest Name™

Last Name

Elevator/Access Control

Page description:
1. Displays the guest information and check-in information of the room.

2. Enables to add the guest information for the card to be issued.

7.5.2 Reservation

You can check the check-in and reservation status of all the rooms in a specified period and proceed
to room reservation.

Choose [Hotel Management] > [Reservation Center]. The interface appears as shown below:
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Guest Hame™
Roam 2 18 218 2M8 2018 218 218 2018 2018 2018 218 2mns 2018 2018 Last Naine
0 04-07 | 04-08 | 0409 | 0410 | 04-11 04-12 | 04-13 | 0414 | 04-15 | 04-16 | 04-17 | 04-18

Iobile Phone™ Q

Test Building ist Cerlificate Type e T

Test Room type, ———————
Cerificate Mumber

Test Building L Telephane M

Test Ro

& aim type Resenvation type® Person ¥

Company name -

Test Building 1st BE,

Test Room type

Tesl Building 1st
Test Room fype

Room Floor/F Room Type  Check-In Time Check-Out
Hame Time

o

Test Building st
Test Room type

Test Building st
Test Room type

Test Building1st
Test Room type

Test Building st

Test Room type

Tesl Building sk

Test Room ivoe

Fl

Building Mo-Fleor Ho Test Building-1st Max. Guest Number 2 Cerlificale Type

Room Type Test Room type Mebile Phone Cerlificate Number m m

Page description:

1. (Available dates): By default, a 15-day period (starting from the current system date) is displayed.
You can change the displayed period with the Reservation Date Range parameter on the Hotel
Information page. For details, see section Hotel Settings.

The room reservation time ranges from 12:00 on the reservation start date to 12:00 on the
reservation due date. You can change the time point with the Default Check-Out Time parameter
on the Hotel Information page. For details, see section Hotel Settings.

2. (Available rooms): All the rooms in the hotel are displayed. You can specify the start and end
time and room type to search for the required room.

Room status n indicates that the room is available for the specified time period.
Room status n indicates that the room is occupied in the time period and cannot be reserved.

Room status H indicates that the room has been reserved for the time period.

#sNote: If a room is occupied by guests, and will be checked out in the reservation period, the room
will be displayed among the available rooms, but cannot be reserved before it is checked out.

3. Italso displays the guest information of the reservation.

4. You can view the information about the rooms selected for reservation.
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e Reservation process

Time From S | RoomType E a ® ( P )
1. Single Click on 3. Fill the details = 8
- : \
= | 2013 | 2018 | 2015 | 2018 | 2018 | 2013 | 2018 | 2078 | 2018 i
Ry required room 0410 | 0411 | 0442 | 0413 | 0412 | 0415 | 0416 | 0417 | o418 Ll iioe *z
st o \ﬁ ‘n \ ‘n ‘ﬂ- ‘n \n N .
st Room .
= Y T —
;ﬁ;gg,‘gu,;ﬂ ; ﬂ‘ ﬂ' ﬂ AR B8 . | ﬁ ﬂ' | Smne Meba isphons =
pe Reservation fype™ Person X

wreeFAFUEREY \nllﬁ’ﬁ’,‘ﬁlﬁlﬁlﬁ“ —

= I

Test Room fype | -

Room FloonF Room Type  Check-In Time Check-Out
Mame ime:

or— u‘n\n"n]n‘n\n‘n]ﬁ‘ﬁ\n

et R~ &= = ][ [ |
?:‘&i".‘?ﬁ.’?‘%}ﬁ‘: ’ﬁ lﬁ ’ﬁ “" I’ﬁ "" ’ﬁ ‘ﬁ Iﬁ "" lﬁ ‘ﬁ C 2. Details of room will >

Test Building 1 Test Building/1 Test Room typ 2015-04-10 12:00:¢ 2018-04-13 12:0

be displayed here

]~ ~ ’n‘n\adn’ ‘ﬁ‘ﬁ’ﬁ’ﬁ‘ﬁ‘ﬁ

Tt In anlnalaaalaannann

< S —————

Building Mo-Floor Mo Test Building-1st Max. Guest Humber 2 Cerlificate Type m

Roem Type Test Roam type Mobile Phone Certificate Number Save

Step 1: Click the room and select the date for reservation. The selected date of a room turns into red

as ﬂ You can click the room and date again to cancel the selection. You can select multiple rooms

of the same date, multiple dates (continuously) for one room, or multiple dates (continuously for
multiple rooms.

After selection, the information about the selected rooms are listed in 4 in the right part of the
Reservation Center page.

Step 2: Fill in the guest information, including the Name, Mobile Number, Certificate number, and
the booking method (telephone or reception desk).

Step 3: Click [Save].

7.5.3 Book Management

You can search, edit, delete, and handle the check-in information for a reservation.

e Searching for reservation

Choose [Hotel Management] > [Book Management]. The interface appears as shown below:

You can also enter the guest name and mobile number to search the required reservation.
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Weicome, admin (T (1) () @ (1)
Authorized Company: ZKTeco
3 Operation Guide:

Guest Hame l:l Mobie Phone | Q ®

The cumrent query conditions: Hone

@ Hotel Management O Refiesh [ Deksle

Receplion [ Guest Name Mobile Number Booking Method Reservalion lype Reservation Time Operations
Reservation O Guest? 3214569874 Telephane Person 2018-04-05 17.:38:58 ChecleIn Edit Delete

Card Center

=

] Room Management &

[:% Report Management

SOrowsperpage - JumpTo 1 M Page  Total of 1 records

Weeome, aimin. (@) @) @ @ O

Aurthorized Company: ZKTeco

Guest Name |
The current query conditions: None

Hotel Management
@ = (" Retresh [if Delete

Reception * Guest Name Iobile Number Reservation lype Reservation Time Operations

4 Guest 3214569874 Person 2018-04-05 17:5419 CheckIn Edit Delate

—% Card Center
'oom Management

L__ij Report Management

SOtowsperpage - JumpTo 1 /Page  Total of 1 records

The below reservation page will be displayed. You can change a room or modify the guest
information for the reservation. Modify the details accordingly and click [Savel.
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Authorized Company: ZKTeco

Operation Guide Time From To Room Type | | Q ®
Guest Name* Guestz =
2018 2018 2018 2018 2018 2018 2018 2018 2018 2018 2018 2018 2018 20 o
Bl Hotel Management o 0406 | 0407 | 04-08 | 0408 | D410 | 04-11 | 0412 | 04-13 | 04-14 | 0415 | 0416 | 0417 | 0418 | 04 e

Mobile Phone®

Recepfion

Test Building1st1
Test Room type

Test Building1st2

Book Management Test Room type

Certificate Type |ip v |
Certificate Number 54445242
Booking Method* | Telephone v

Reservation type* |Person

Test Building1st3
Test Room type

Company name |

Test Building1st4
Test Room fype

Room Floor/F Room Type  Check-In Time Check-Out

Test Building1st5
Test Room type

Hame

Test Building! Test Building/1 Test Room typ 2018-04-10 12:004 2016-04-13 12:0

Test Building 156
Test Room fype

Test Building Test Building/1 Test Room typ 2018-04-10 12:00( 2015-04-11 12:0

Tesl Building? Test Building/1 Test Room typ 2018-04-10 12:004 2018-04-11 12.0

Test Buiding1st7 |
Test Room type:

“Test Building1sts |
Test Room fype

Card Center

Test Building1sta |
Test Raom fype

Room Management a5 4
Building Mo-Floor No
Room Type

Max Guest Humber
Mobile Phone

E Report Management

Cerificate Type
Certificate Number

Delete:

Select the guest name of the reservation, and click [Delete] under Operations or the delete button

on the top of the list to delete the reservation.

Select the guest name of the required reservation,

Check-In page appears as shown below:

Guest Mame | | Moie Prone | Q ®
The current query conditions: None
B Hotel Management

(% Refresh 5 Delsle
Reception ¥ GuestMame Mobile Mumber Bocking Method Reservation lype Reservation Time Operations
Reservation Guestd 3214569874 Telephone Person 2018-04-05 17:54:19 Check-In Edit Deliete
B

1. Select Guest

Card Center
Room Management
Report Management & ¢ ¢« 1-1 » . Sorowsperpage - JumpTo 1 /1Page  Total of 1 records

click [Check-In] under Operations. The Individual

Authorized Company: ZKTeco
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Room Name* | A2002 v

Certificate Type* D v

Certificate Number* | 987654321

Guest Name™ | Leo u

(Optimal Size 1207140).

@

Gender | J— v

Mobile Phone | 987654321

Booking | 987654321

|
|
|
|
Last Name | |
|
|
|
|

E-Mail |

Emergency Contact | Please enter mobile phone|

Checkin Type* () Daily Rate Room () Hourly Room Rate

Public Room (a2 Home Address |

Stay Days” | 1 | Guest Count | 1

Check-In Time 2019-10-15 10:04:11 Check-Out Time 2019-10-15 12:00:00

Discount ( % ) | Daily Rate* 500

Depasit Amount™ i Amount Payable® 60.0

The system automatically uploads the reservation information of the room. Modify and complete the
guest information and click [Check-In]. The Registration or Issuing page appears as shown below.
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Room Name

Room Type

Check-In Time
Check-Out Time

Only registered, no card
Certificate Type™

Certificate Number*

A2002

VIP

2019-10-15 10:04:11
2019-10-15 12:00:00

ID

987654321

User Manual

Guest Name*
Last Name

Empty Password”™

Card Original Password™

Elevator/Access Control
Registered Card Quantity: 0 Remaining Guest Quantity: 1

Guest Name Last Name Certificate Type Certificate Number =~ Card Number

Write Card Complete

Place the guest card on the Card writer and click [Write Card] and Complete to complete the
check-in process.

= Notes:

» You cannot process check-in for an expired reservation. Check-in can only be processed on
the site. For details, see Individual check-in in section Reception Center.

» The guest can check in before the reserved time.

7.6 Report Management

7.6.1 Guest Check-In Report

To view the report of guest check-in details, enter the search conditions to view the records.
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Building No Floar No Room Name More
The current query conditions: Mone
(_+ Refresh B, Export ﬁfj]* Delete
Guest Name Document Type Document No. Card Number Checkn Time Check-Out Time Checkin Type Room Name
2828 Passport 2131231 509171977 2017-05-11 10:12:18 2017-05-11 10:13:03 Daily Rats Room SR21F 13
12 Passport geinit 1080423604 2017-05-12 09:54:46 2017-05-13 12:00:00 Daily Rats Room SR21F 5
13 Passport geini1 1080423504 2017-05-12 09:48:17 2017-05-12 09:50:43 Daily Rate Room BZ20CENG18
14 Passport geinit 1080423604 2017-05-12 09:50:47 2017-05-12 09:53:33 Daily Rats Room BZ20CENG1Y
15 Others 12341231 1080423594 2017-05-16 14:22.04 2017-05-16 14:22:23 Daily Rate Room SR21F 4
16 Passport geinit 665212603 2017-05-12 09:50:26 2017-05-13 12:00:00 Daily Rats Room SR21F 6
12323 Others 12341231 1080423604 2017-05-16 14:16:33 2017-05-16 14:20:51 Daily Rate Room SR21F 4
1 Passport tuandui 1080423694 2017-05-16 142451 2017-05-18 12:00:00 Daily Rate Room SR21F 15
12323 Others 12341231 1080423604 2017-05-16 142223 2017-05-17 12:00:00 Daily Rate Room SR21F 6
0
=% S0rowsperpage ~ JumpTo 1 M Page Total of 9 records
You can export the records in Excel, PDF, or CSV file formats.
ZKTECO
Guest Checkin Report
First Mame Last Mame Document Type | Document No. Card Number Check-In Time Check-Out Time Checkin Type Room Mame Room Type
Maryan Liu D 44443333 4117648102 201?'120';5 s 2017'12:95 15:18: | bty Rate Raom AT101 A
Carian Xie Passpart 332454 4117858142 2‘“7"2;;5 14:51: 2“‘7'122';5 15142 | bty Rate Room B1102 A
Lucy Feng Passport 232145523 201073533 2017'123';5 i 20'7'125"25 1813 | Bty Rate Room A1102 A
Lucy Feng Passport 232145523 201073533 20‘7'125"25 L2 20'7'12:: 1519 | ity Rats Raom B1105 A
Hook D HETTHSE 4117882404 25”'12;75 t3a- 20”'12‘;;5 1450 | Daily Rate Raom B1102 A
Maryan Liu D 44443333 a1resmigz | 20171 20';5 I 2“'7"2;'95 1518 | Daily Rate Room Ao A
Bruno Ke Driver License 22322123 4117382404 20‘7'12;155 15 20‘7'122';5 1814 | Daily Rate Raom B1103 A

To check the room occupancy information (including the room name, type, check-in type, check-in
time, and check-out time), enter the search conditions to view the records.
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Building No Floor No Room Name | ———— Morer Q (%)
The current query conditions: None
(" Refresh |—_,’ Export
Room Name Room Type Checkin Type Check-In Time Check-Out Time
SR21F 4 SR Daily Rate Room 2017-05-16 14:22:04 2017-05-16 14:22:23
SR21F5 SR Daily Rate Room 2017-05-1209:54:46 2017-05-12 12:00:00
SR21F 13 SR Daily Rate Room 2017-05-11 10:12:18 2017-05-11 10:13.03
BZ20CENG19 BZ Daily Rate Room 2017-05-12 09:50:47 2017-05-12 09:63:33
SR21F 4 SR Daily Rate Room 2017-05-16 14:16:33 2017-05-16 14:20:51
BZ20CENG18 BZ Daily Rate Room 2017-05-1209:49:17 2017-05-12 09:50:43
SR21F & SR Daily Rate Room 2017-05-12 09:59:26 2017-05-13 12:00:00
SR21F 6 SR Daily Rate Room 2017-05-16 14:22:23 2017-05-17 12:00:00
SR21F 15 SR Daily Rate Room 2017-05-16 142451 2017-05-18 12:00:00
1-8 S0rowsperpage - JumpTo 1 /1 Page  Total of 9 records

You can export the records into an Excel, PDF, or CSV file formats.

ZKTECO
Room Checkin Repart
Room Mame Room Type Checkin Type Check-In Time Check-0ut Time
2017-12-15 14:43; | 2017-12-1515:13:
Al102 A Daily Rate Room : <1
39 52
Al101 A Daily Rate Room 2017-12-15 14:42: | 2017-12-15 15:18:
08 49
Bi102 A Daily Rate Roam 2017-12-15 14:45: | 2017-12-15 14:50:
37 09
B1103 A Daily Rate Room 2017-12-15 14:51: | 2017-12-15 15:14:
15 20
B1105 A Daily Rate Room 201?—12;5 15:13: 201?—12(—);5 15:19:

7.6.3 Room Charge Report

To check the room expenses record, enter the search conditions (including time, guest name, room
name, and room type) to view the records.
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Check-In Time From  2019-07-15 00:00:00 To 2018-10-1523:59:59 Guest Name

The current query conditions: Check-In Time From:(2019-07-15 00:00:00) To’(2019-10-15 23:59:59)

OoOoo0oooDooooogooao

Re-print button, the

* Refresh E Expense List Re-print

Room Name  Room Type First Name LastName  Check-In Time
A2001 VIP John 2019-10-1210:10:13
A2001 vIP Thoms 2019-10-14 162413
A2001 VIP Thoms 2019-10-14 17:12:45
A2002 vIP Thoms 20 14 171345
A2003 VIP Thoms 2019-10-14 18:03:40
A2007 vIP Thoms 2019-10-14 18:03:40
A2009 vIP Thoms 2019-10-14 18:03:40
A2001 VIP Thoms 2019-10-14 18:03:40
A2005 vIP Thoms 2019-10-14 18:03:40
A2002 VIP Thoms 2019-10-15 09:38:15
A2004 vIP Thoms 2019-10-15 09:38:15
A2001 vIP Thoms 2019-10-15 09:38:15
A2003 VIP Thoms 2019-10-15 09:38:15

Check-Cut Time

2019-10-14 16:06:35

2019-10-14 17:12:32

2019-10-14 17:13:39

2019-10-14 17:53:05

2019-10-1509:37-20

2019-10-15 09:37:20

2019-10-15 09:37°20

2019-10-12 09:37:20

2019-10-15 09:37°20

2019-10-15 09:50:24

2019-10-15 09:50°24

2019-10-15 09:50°24

2019-10-12 09:50:24

More

Checkin Type
Daily Rate Room
Daily Rate Room
Daily Rate Room
Daily Rate Room
Daily Rate Room
Daily Rate Room
Daily Rate Room
Daily Rate Room
Daily Rate Room
Daily Rate Room
Daily Rate Room
Daily Rate Room

Daily Rate Room

Stay Times Room Rate

4

User Manual

Overtime Fees Tax Rate Other Charges Rate Total Room Rate

00 00 00 2000
00 00 0o 500
0.0 0.0 0.0 50.0
00 00 00 50.0
00 00 00 50.0
00 00 00 50.0
00 00 0o 500
0.0 0.0 0.0 50.0
00 00 00 50.0
00 00 00 50.0
00 00 00 50.0
00 00 0o 500
0.0 0.0 0.0 50.0

: Select the room charge record which is to be printed, then click Expense List

button to print.

Invoice Preview

Check out settlement

ZKHotel GuestID: 997554627

Telephone : - Guest Name : John

Fax: - Check-In Time : 2019-10-12 10:10:13

Website: Check-Out Time: 2019-10-14 16:06:35

Address: Cashier: admin

Room Name Days/Hours Unit Price Discount Subtotal

A2001(Daily) 4 USD 50.0 - % USD 200.0
Total Room Rate: USD 200.0

Remarks: Subtotal=Unit Price * (Days/Hours) * (1-Discount)

Total Room Rate: USD 200.0

Tax Rate (0%): USD 0.0

Other Charges Rate (0%): USD 0.0

USD 200.0

Total (Tncluding Tax):

Thanks for your visit.
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Guest Information

Checkin Type:
Guest Name:
Check-In Time:

Check-Out Time:

Room list

check out settlement page will appear, as shown below. Click Print Invoice

Daily Rate Room
John
2019-10-12 10:10:13

2019-10-14 16:06:35

A2001: USD 200.0

Payment Information

Tax Rate (0%):

Other Charges Rate
(0%):

Amount Payable:
Amount Paid:

Balance:

USD 200.0

uUsD 0.0

uUsD 0.0

USD 200.0

USD 60.0

USD -140.0
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Issue card Report

You can also view all the card writing records or search the required card writing records with
multiple search conditions. Enter the search conditions (including time, card type, card No., issuing
date, and expiration date) to view the associated card writing records.

Issue Time | 2017-02-16 00:00:00 To  2017-05-16 23:50°68 Card Type Morer Q (%)

The current query conditions: Issue Time:(2017-02-16 00:00:00) To:(2017-05-16 23:59:59)

("% Refresh |—_" Export

(| First Name Card Type Card Number Document Type Document No. Issued Date Expiration Date Card Status
(0] 1 Guest Card 95 Passport tuandui 2017-05-16 14:29:31 2017-05-17 12:00:00 In Use

O 12323 Guest Card 95 Cthers 12341231 2017-05-16 14:22:25 2017-05-16 14:29:26 Invalid card
(] 12323 Guest Card a4 Others 12341231 2017-05-16 14:22:11 2017-05-16 14:22:25 Invalid card
O 12323 Guest Card a3 Cthers 12341231 2017-05-16 14:17:44 2017-05-16 14:20:51 Invalid card
o 2 Record Card a2 2017-05-16 09:20:31 2017-05-17 09:20:25 In Use

O 213213 Guest Card 74 Passport 12312312 2017-05-14 09:43:37 2017-05-10 09:49:26 Invalid card
O 712312 Guest Card 73 Passport 21321 2017-05-14 09:42:00 2017-05-14 09:43:14 Invalid card
B s Guest Card 72 Passport 12837 2017-05-14 D9:35:47 2017-05-14 09:35:50 Invalid card
O 4 Guest Card 71 Passport 123454 2017-05-14 09:31:51 2017-05-14 09:35:13 Invalid card
0 s Guest Card 70 Passport 123454 2017-05-14 09:30:59 2017-05-14 09:31:00 Invalid card
[ Guest Card 69 Passport hahhe 2017-05-14 09:30:34 2017-05-14 09:30:35 Invalid card
a8 7 Guest Card 68 Passport hahhe 2017-05-14 09:30:02 2017-05-14 09:30:23 Invalid card
g s Guest Card 67 Passport hahhe 2017-05-14 09:29:03 2017-05-14 09:29:05 Invalid card
(] a Guest Card 68 Passpart hahhe 2017-05-14 09:28:32 2017-05-10 12:00:00 In Use
10 Guest Card 65 Passport tuanbinke 11 2017-05-14 09:27:32 2017-05-14 09:27:35 Invalid card
0 mn Guest Card 64 Passport tuanbinke11 2017-05-14 09:27:18 2017-05-14 09:27:25 Invalid card
O 12 Authorization Card 81 2017-05-12 10:36:31 2017-05-11 10:31:33 In Use

[l 3

1-50 » 31 S0rowsperpage ~ JumpTo 1 2Page  Total of 96 records

You can export the records in Excel, PDF, or CSV file formats.
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ZKTECO
Issua Card Report
First Name Last Name Card Type Card Number Document Type Document Na. Issued Date Expiration Date Card Status Issue Time Operation User
2017-12-15 15:26: | 2017-12-16 16:21: 2017-12-15 15:28:
Ehemy Yang Room Name Card 21 5 1a Irvwalid card 51 admin
Shemy Vang A i G 50 2017-12-15 15:25: | 2017-12-15 15:31: i A 2017-12-15 15:25: o
57 os &7
17-12-15 15:13: -12-15 15:18: -12-15 15:13:
Lucy Feng Guest Card 18 Passport 232145523 2085 '25:5 1R 20N 120;5 15at0: Invalid card R 125;5 AAS: admin
2017-12-15 15:13: | 20M7-12-15 15:18 2017-12-15 15:13:
Maryan Liu Guest Card 18 8] 44443233 o8 14 : Invalid card 25 admin
T12-15 15-08: -12-15 15:25: -12-15 15:08:
Shemy Yang Authorization Card 7 2017-12-15 15:08: | 20M7-12-15 1525 et eard 2017-12-15 15:08: adiiin
43 38 48
Sherry airyy — - 8 2017—122-;5 15:08: 2[)!7—12;‘85 1631 \valid card 2017-12-15 15:08: —
Shery Yang Rioni biame Gard 15 2017- 121‘1’5 15:07: | 2017- 124;5 1531 \readidiaard 2017 1211 15:07: adrin
2017-12-15 16:06: | 2017-12-15 16:08: 2017-12-15 15:08:
Shery Yang Room Mame Card 14 5 ! = Irvvalid card i admin
-12- -05: 12 :07: -12- :05:
Shery Yang Floor Card 13 2017-12-15 15:05: | 2017-12-15 1507 i 2017-12-15 15:0! B
35 42 35
2017-12-15 16:04: | 2017-12-15 16:08: 2017-12-15 15:04:
Sherry Yang Building Card 12 i Irvvalid card admin
37 37 37
Carian Xie Guest Card 1 Passport 332454 2017-125-;5 e 2957'12;05 i Irvvalid eard ZD”"Q%E Lt admin
12-15 14:54 12-15 15:14: 12-15 14:54:
Bruno Ke Guest Card i Driver License 22322123 201, ‘21;5 THms 2T 12115 ke Irvealid card e 121.:, 154 admin
i e i = = pE 10,?-123—;5 14:47: ZD”-Q;: 14:50 B i 2D1?—12;105 14:47 i
2017-12-15 14:44- | 2017-12-15 1513 2017-12-15 14:44:
Lucy Feng Guest Card 8 Passport 232145523 a 54 > Imvalid card a4 admin
2017-12-15 14:42: | 2017-12-16 16:13: 2017-12-15 14:42:
Maryan Liu Guest Card T =] 44443223 i Irvwalid eard admin
&7 26 &7
Shery Yang Room Name Card 8 2017—]2{;:’5 14:41: 2957—12;]5 1441 \alid card 2D17—12a|1:|5 14:41: admin
2017-12-15 14:40: | 2017-12-15 16:04: 2017-12-15 14:40:
Shemy fang Room Name Card 5 32 13 Irvealid card a2 admin
Shery Yang Room Name Card 4 20 x?—IZ‘;gﬁ i4:38: 2DiT—12;135 1440 \valid card 2D17—12;185 14:38: admin

Crexmd on: 2971215 182820

Cresind from ZKEicSenurty sotware. Al rights rezenved. 3

You can read a record card to check the lock opening record. Place the record card on a card writer
and click [Read Lock Opening Record] to obtain all the lock opening records of the record card. You
can enter the search conditions (including the building/floor/room name, start time, and end time)
to view the associated records.

Building No | ——— FloorNo | ——— Room Name |—— Mare
The current query conditions: None

(" Refresh B Export  [8) Read Lock Record

Open Lock Mode Open Lock Time Card Type Building No Floor No Room Name People Name Document Type

50 rows per page - Jump To 1 /0 Page Total of O records

You can export the records in Excel, PDF, or CSV file formats.
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ZKTECO
Unlock Record Report
Open Lock Mode Open Lock Time Card Type Building No Floor No Room Hame First Mame Last Mame Document Type Document No.
Card lock 201?-126:]5 e Guest Card A 1 A1103 Brunc Ke Diriver License 22332123
Card lock 20‘”2;'5 i Guest Gard Bruno Ke Driver License 22322123
Card lock 201?'12&;5 1a:16: Flocr Card A 1 A1103 Sherry Yang
Card lock 201?42[;;5 140 Floor Card Sherry ang
Card lack 201?'12[;;5 i Floor Card A 1 A1103 Sherry Yang
Gard lock 20‘7'126_1:5 1444 | Blilding Card A 1 A1103 Shemy ‘Yang
Card lock 201”2655 e Floor Card A 1 A1103 Sherry Yang
Card lock 2017'“['};5 1444 | Building Cand Sherry Yang
Card lock 201?-12;;5 Lo Floor Card Sherry Yang
Card lock 201?-12[;:]5 i Flocr Card Shermry fang
Card lock 20'?'126_135 1443 | plilding Card A 1 A1103 Sherry Yang
Card lock mez&f 1443 | Buiding Card Sherry Yang
Card lack a 1?'12&;5 L Guest Card Maryan Liu ID 44443333
Card lock A 17'12['};5 1438 | Guest Gard A 1 A1103 Maryan Liu D 24443333
Card lack b 1?'12[;;5 1R Guest Card A 1 A1103 Maryan Liu D 44443333
Gard lock 20‘7'125_1:5 Ll Guest Card Maryan Liu o 44443333
Card lock 201?-12]5\135 WA giicad Maryan Liu ID 24443333
Card lock 2 17'126’;5 3% Guest Gard Maryan Liu D 24443333

Created on: J097-1245 18:44:38

Crmated from ZKEICSe 0y sotware. Al rights reserved. s
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8. Visitor System

After clicking [Visitor], the following window will pop up. Click [OK] to register the clients accessing
the server to the Entry Place lists. For more details of registration of an entry place, please refer to

Entry Place.

The current place is not registered, register
now?

8.1 Registration

8.1.1 Entry Registration

e Entry Registration

1. Click [Registration] > [Entry Registration], the system will detect the hardware environment
based on the parameters of [Parameters] in [Basic Management] before entering the
registration page:

Detection Hardware Environment

Detecting hardware environment. ..

FingerPrint,ID Card Reader Driver is properly installed.

The print control is properly installed.

The printer has been chosen to use:PDF Complete

Close

After the detection is completed, click, click [Close] to continue registering, shown as the left figure
below. If the detection failed, click [Close] and the system will prompt to download driver, click
[Close] to close the registration window, shown as the right figure below.
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Detection Hardware Environment

Hardware environmental detecting completed.

Hardware environmental detecting completed.

The print control (LODOP) is properly installed. . )
High-Speed Portable HD Doc Scanner Driver needs to

upgrade to the new version: Driver Download

The printer has been chosen to use:Send to OneMote 2010 _

Open High-Speed Portable HD Doc Scanner Failurel

[-INot show next tme. ———————————

=

= Notes:

» In the [Parameters] of [Basic Management], if you checked the” Type of Photo Printed on the
Receipt Catch Photo”, “Fingerprint Registration is Required” and “"Use High-Speed Portable
HD Doc Scanner”, the related controls or drives will be detected. More details about
[Parameters], please refer to Parameters.

If it is detected that no driver has been installed or an older version of driver has been
installed, the system will be prompted to download the latest drivers.

Y

2. The registration page is shown as below:

HostVisited * Enterthe Query Condi E Q Visit Department * Visit Reason®
Certificate Type® [Fg]  Cettificate No.* Entrance®

First Mame* E Last Nams Gender

Company IMobile Phone License Plate

MNationality Wisitor Quantity* Carrying Goods
—
i

Permission

Visitor Level |2017-06-28 203625 | End Time \2017-05-282359.50 |

Capture

A\ Please click Allow bitton. ' ' PlEEsE eliekAllow! Bitton

access to your USE cameral | :écce?,s'.tocynﬁr-USﬁ,i:ariwré_L-'{

Captured Photo Certificate Photo
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: Select the visited personnel.
: Select the department the visitor will visit.

: Select the visit reason. You can also input a new reason, and the reason will be added
in the Visit Reason list in the [ Visit Reason] of [Basic Management].

:Passport, Driving License, ID Card and Others are available to choose. If ID Scan OCR

function is activated, visitor information will display automatically after clicking Ea  icon.
: Select the entry place for the visitor. You can add an entry place in the [ Entry Place] of
[Basic Management].
: The numbers and letters are legal; the max length is 20.

: The captured photo and certificate photo can be taken separately or at the same time
(which can be set in Parameter Settings). If there is a camera (High-Speed Portable HD Doc Scanner)
connected with the server, you can click [Capture] to take the visitors’ photo. The browser may block
the camera to access, please click < in the IP address bar to select the camera and change setting
to allow access to this page.

This page has been blocked from accessing your camera,

Ask if 192.168.1.221 wants to access your camera

e Continue blocking camera access

Camera: T830A (1b17:0319) -

Manage media settings... Done

= Notes:

» For different browsers, the contents of tips are different, the actual browser display prevail,
just choose the shared camera, and allows the system to access the camera.

» If the entry place supports network camera, scanner, high camera, it will not pop up this tip.

» You can select card number, fingerprint, password or code scanning for registration (set in
the parameter setting).

There are 2 ways:

1. Click [Exit Registration] below Operations as a visitor is ready to leave.
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Certificate Type* D ~ | Ceriificate No* 1123456 |
First Name" | Alex | Last Name | |
Carrying Goods Card Number | |
Remark Exit Place® |sewer A4 |
Visitor Quantity® | | |
Capture
- - Y No camera connected.
- Y
o - = — " e
4 \ 4 5

Select the Exit Place and click [OK].

2. You can also click [Exit Registration] in the menu bar when there is too much information in the

(% Refresh Entry Registration | | Exit Registration |

list:

Certificate Type® Certificate No.*

First Mame™ Last Name

‘Carrying Goods Card Number

Exit Place™

Visitor Quantity™

Capture

aH o camera connected.

Cancel
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Input the ID Number to get the other information of this visitor quickly. Select the Exit Place and click
[OKI.

8.1.2 Visitor

You can delete, disable or enable a visitor.

e Deleting a Visitor

Click [Registration] > [Visitor], select a visitor, click [Delete].
e Disabling a Visitor

Click [Registration] > [Visitor], select a visitor, click [Disable].

Are you sure let the 1 visitor disabled?

Click [OK] to block the visitor. The @ below Disable indicates the visitor is blocked.
e Enabling a Visitor

Click [Registration] > [Visitor], select a blocked visitor, click [Enable].

8.2 Reservation

1. Click [Reservation] > [Reservation] > [New]:
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Host/Visited * |Enter1he CQuery Con

Visit Department * |

Certificate Type* | 18}

Ceriificate No.* |

First Name™

Last Name

Company

|
|
Mobile Phone |
|
Visit Reason® |

Visited Date™ 2018-03-30

License Plate | |

I T

Host/Visited: Select the visited personnel. Click the input box to filter the query according to the
input characters, or click the query button to pop up the list of the visited personnel to select the
visited personnel.

2. Complete the reservation information, click [OK].

The personnel can reserve visitor for themselves by “Personal Self-Login”. The method is the same as
the above descriptions. For details about logging in to the personal-self system, please refer to
Personal Self-Login.

8.3 Basic Management

8.3.1 Parameters

Click [Basic Management] > [Parameters]:
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:Common Parameter Option |
Carrying Goods Capture
|| Carrying Goods Capture Photo
Exit Registration
[#| Open the Visitor Exit Function
| Automafic Sign Qut  Set Automatic Sign Out Place
A\ Visitors exited from the set reader, will be automatically checked out.
|| Sign Qut Expired Visitors
A\ The invalid Visitors that having not been checkad out manually, will automatically be checked out{performed every minutes).
Permission
) Without Permission
(®) Permission is Required
[#| Whether to Issue Card || Password is Required  [| Fingerprint Registration is Required | Scan Code is Required
Select the Required Field
[#| Host/Visited
[#| Visit Department
Visitor Vehicle Authorization Mode
(® Tempaorary Vehicle () Whitelist

:Norma[ Parameter Option

Capture
() Capture the Portrait and Certificate Photo Together
(#) Capture the Portrait and Certificate Photo Separately
Camera Mode
(1 Safe Mode: the registration page is closed off the camera, each registration should be allowed
(#) Fast Mode: after allowing a camera, always open the camera, when the browser is closed
Floating Window
] Open Floating Window

' Registration Client

Certificate Recognition

() OCR ) IDReader
Registration Code® | —— '] | _Reg"iét'e[ () Download OCR V1.0 Driver @ Download OCR V2.0 Driver

|The Visitor List the Recipient Mailbox

Send the visitors information during the day by email. Sending Time: | 15 b | g ‘ 30 T |

| |®D

Visitors Quantity Statistics: wCheck-In Today:1 wCheck-Cut Today-0 @Not Check-Out Today: 1 View the Details

Enable it to take the photo to the goods carried by the visitor.

: Enable or disable the auto sign-off function. Auto sign-out means a visitor
leaves by directly punching a card or using his/her fingerprint at the preset auto sign-out place,
without performing the Exit Registration operation in the software. Setting automatic sign-out
place means specifying some readers as the auto sign-out place. Click [Set Automatic Sign Out
Place].
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Automatic Exit Flace

Automatic Exit Flace N
| 4602357070864(192.1658.18.16-4 Qut) Check All

| 4602357070864(192.168.18.16-4-In)

| 4602357070864(192.1658.18.16-3 Out)
| 4602357070864(192.168.18.16-3-In)

| 4602357070864(192.1658.18.16-2 Cut)
Ld
Ld
Ld

4602357070864(192.168.18.16-2-In)
4602357070864(192.168.18.16-1 Cut)
4602357070864(192.168.18.16-1-In)

| 6687144600011(192.168.1.60-2 Out) A

Click [OK] to finish.

- Expired visitors who have not been manually signed out will be
automatically signed out after a specified interval.

: Set the remind time of unsigned-out visitor lists
every day.

:Whether to issue card for the visitor.
: Whether to register the fingerprint for the visitor.
If selected, it will make password mandatory.
If selected, it will code scan mandatory

:You can set whether the Host(Personnel) and visited departments
would be required in the registration page and the reservation page.

- You can set this option as per the reliability of the vehicle. If
you want to make all vehicle details to be noted, then select Temporary Vehicle. If only one or
some vehicle enters on a regular basis, then you can keep them in whitelist.

- Whether to capture the portrait and certificate photo together.

- It can set the authorization for the camera. If Safe Mode is selected, you have to allow
access to camera every time you open registration page. If Fast Mode is selected, then only once the
access need to be given.
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If selected, you will get a floating window as shown below on the Visitor module
page. You can move it anywhere over the interface as per your convenience. You can perform either
Entry or Exit registration from any interface.

Visitor () |

Eniry Exit

Beqisiraiion Eegistration

1) If there is no driver installed in the system, the [Download Driver] link is displayed. Click the link to
download and install the driver.

F{egistration Client

Certificate Recognition

ey OCR () IDReader

d OCR V1.0 Driver @ Download OCR V2.0 Driver

Registration Code* | ——— il |

2) Enter the corresponding registration code and click [Register].
#sNote: Click [System] > [Authority Management] > [Client Register] to view the registration code.

: Configure the recipient's mailbox and the time for
system to send the list of visitors today.

The Visitor List the Recipient Mailbox |

Send the visitors information during the day by email. Sending Time: | 15 ¥ | (30 T

| |®®

Use the £ button to add more than one recipient.
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8.3.2 Device Debugging

Current Location

Place Name : server
IP Address : 127.0.0.1
Picture Cellection Device : USE Camera

Document Collection Device : USB Camera

Printing environment

Print Control Installation : _Please dewnload and insiall the print control. (You must restart your browser after installation is complete.)

Device
Device Driver

Device Driver Installation : Device Driver is properly installed.

Other Scanner

A For the first fime, the scanner must be calibrated; the scanned image is not clear, and the repair can be attempted

High-Speed Portable HD Doc Scanner

Parameters

Size Setting — r |
Resolution —— v

A\ High-speed Portable HD Doc Scanner belongs to camera compenents, if prompted to open High-Speed Portabls HD Doc Scanner failure, please check whether it has been
opensd as a camera.
A High-Speed Portable HD Doc Scanner will be reopened after the resolution change, if prompt preview failed, please open it manually!

USE Camera

T

A When the camera is occupied, please check if it is used by other browsers or pregrams;
If at the same time using High-Speed Portable HD Doc Scanner, please check whether the use of camera mistakenly chose High-Speed Poriable HD Doc Scanner {(name of High-
Speed Portable HD Doc Scanner for T850 or T830A).
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: Displays the information of the current entry place, such as the name of the entry place,
IP, Mode of picture/document collection.

- It shows the Printer-driver installation information.

: Display device driver installation, you can debug, calibrate the scanner. Set the high Speed
Portable HD Doc Scanner parameters, and information of USB camera. (IE browser does not display
USB device debugging).

Print Settings

| Global Settings

Template Selection

Print Template | Default

 Edit Template

“Detete Template.

Visitor Receipt Printing Setting
[ Automaticly Print Receipt after the visitor Checked-In
Photo
(@) Use Captured Photo as Visitor Photo
Barcode Type

(@) Bar Code

() QR Code

: Select a template to print the template, if the template does not meet the print
content, you can add or edit the template (the default template cannot be edited, deleted).

: Select whether to print receipt when the server is connected to a printer, select
whether to use the catch photo in the receipt (Visitor Photo or Capture Photo).
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| Local Settings |

Print

Use Printer | POS-80

(") Select Paper Type

Paper Type !-ZPn'nter Paper(80 x 210mm}

() Custom Paper Size

A\ The paper type can only use the system default types. Please check in the print preview to see if it will work.

Custom Paper Width i?1

mim

Custom Paper Height | 140

mm

(@ Custom Paper Width, Highly Adaptive

Custom Paper Width | 71

Direct Print

II‘TII'T!

A\ The sefting width of the paper is greater than the actual width of the papsr, will affect the print effact.

Print: You can set the options for the printer, the type of paper to be printed, or the custom paper
size, and view the effect by clicking Print Preview / Direct Print. At last, you can save the current

setting for the print out of the visitor badge.

8.3.4 Visitor Levels

The visitor can be allocated Access or Elevator levels with in registration after the visitor level has

been set.

Click [Basic Management] > [Visitor Levels]:

Edit the Visitors for Authorization Group

Level Name l:l Belongs Module ] Q ®

The current query conditions: None

("% Refresh Add Access Level(s) @ Add Elevator Level(s) = Mare ~

(] Level Name Belongs Module Last Synchronous Visitor Count Cperations
Ti

] Master Access 0 Add Visitors

[ ELE Elevator 7 Add Visitors

Add Access Levels

Browse Levels Master{Access) opening visitors

First Name ‘

| LastName Morey Q (X
The current query conditions: None
(% Refresh  fffj Remove the Visitors
[} Visitor Code First Name LastName Card Number

Click [Basic Management] > [Visitor Levels] > [Add Access Levels]:
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N —
Tha current query conditione: Mane
Altermalve ZalesterD)
O Lawal Mame Time Zona O Level Mams
O master Z4-Hour Accassile

0o 1 Z4-Hour Accaszble

[« « 1-2 3 |  Shrowsperpage +  Tolalof2 recods

Set a visitor level name, select one or more access levels, click = or == tomove into the

Selected menu. Click [OK].

Allocate the Access levels for the visitor when registering.

e Add Elevator Levels

Same as Add Access Levels.

e Delete Levels

Select a visitor level, click [Delete] in the drop-down list of [More].
e Synchronous Level

When the Access or Elevator levels are modified, click [Synchronous Level] in the drop-down list of
[More] to update the modification in time.

8.3.5 Host Levels

If you want to preset the level for the visitor of any host, then use this function. After setting the
level(s), at the entry registration page, the visitor level is automatically selected once you select the
host.

1. Onthe host level interface, click on [New]. Select required Personnel, move them to selected list
and then click [OK].
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® Query () Department () Select all people

Personnel ID First Name

The current query conditions: None

2. Select required Alernatie

[] PersonneilD  First Mame LasiMame Gender Depariment First Name Last Name Gender Department

Personnel g e R

O3 abc Female  Financial Dep:

o1 abc — General

Entry Place

Visit Re
1-2 5 5| 50rowsperpage ~  Total of 2 records

Edit the access level for the host Levels

pesomelp| | Fmthame | | moer O Click on Add
The current query conditions: None V]Sited Levels
(v Refresh New ffj Delete

=] Host Host First Name  Host Last Name  Department Name Operations
Number

evels

Level Mame Area Mame Time Zones Belongs Module

B 2 abc Financial Department Add Visited Level|

BEelongs Module

Level Name | | | O\ ®

The current query conditions: None

Alternative Selected(0)
O Level Name Time Zones Eelongs Module O Level Name Time Zones BEelongs Module
| Master 24-Hour Accessible  Access
==
=
=

Es

Assign Level(s)

1« <« 1-1 % 1 5B0rowsperpage ~ Total of 1records

Cancel
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Visitor

First Name Last Name Morer Q (%)

The current query conditions: None
Alternative Selected(0)
Personnel ID  First Name Last Name Gender  Department Name Personnel ID  First Name Last Name Gender  Department Name
@1 — General

® 3 Female  Financial Departmen

Once you select the Host
Resorvation which we have set in the
above figure, the levels
gets automatically
selected in next page

Host/Visited * 3{abe ) Visit Depariment * Financial Department {lﬂ Visit Reason® Visit ﬁ
Cerlificate Type* 1D - Certificate No.* ‘ Enfrance*

First Name* Last Name Gender

Company Mobile Phone License Plate
Visitor

MNationality - Visitor Quantity* Carrying Goods

| Permission

Vistor Level ~ Start Time 030 13E23E End Time |08 0330235050 |

Capture

A Nocamera connected.

C Automatically selected )

Captured Photo Certificate Photo

8.3.6 Visited Department Levels

It is same as Host levels, the only difference is that, in this you can set for department.

8.3.7 Entry Place

e Addan Entry Place

1. Click [Basic Management] > [Entry Place] > [New]:
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Place Name® |Test |
IP Address® 192 168 .1 219 |
Photo Collection | USB Camera v
Document Collection | USE Camera v |
Default Access Level | ﬁ'ﬁ|
Area Mame”® | @‘

Fields are as follows:
Place Name: Must be unigue with maximum of 50 characters.
IP Address: The IP address of the server.

Photo Collection: USB Camera, IP Camera and Dual Camera High-Speed Portable HD Doc Scanner
are available. The IP Camera must be added in the “Video Device” before.

Document Collection: USB Camera, High-Speed portable HD Doc Scanner, Scanner and Dual
Camera High-Speed Portable HD Doc Scanner are available.

Default Access Level: Set the default levels in this entry place.

Area Name: The name of the area the entry place belongs to, and the registration record for each
entry place is filtered according to the area of the entry place.

2. Click [Edit] or [Delete] as required.
e Automatic Exit Place

Please refer to Parameters.

8.3.8 Visit Reason

You can add visit reason, so that you can select either from them at the entry registration page.

1. Click [Basic Management] > [Visit Reason] > [New]:
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Visit Reason®

Coocmmen o ] omee |

2. (lick [OK] to finish. You can also click [Edit] or [Delete] as required.

8.3.9 Custom Attributes

If you want to add a specific field on the registration page then you can use this function.

Input Type* Pull-down List r

Attribute Value®

Usinga"' ;" delimiter.

o (R

Page Display * |#|Registration [« Exit Registration

Input the Attribute name, select the field type as; Pull down, Multiple Choice, Single Choice or Text.

If you select any of the type except Text, then you have to mention the attribute value(s). use a
semicolon to separate the values. Enter Row and Column as required. You can choose, if this
attribute is displayed or Registration or Exit registration.
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Click [Reports] > [Last Visited Location] to view the reports. The reports can be filtered by different

conditions.

You can export the data into an Excel, PDF, or CSV file. See the following figure.

Tirme: 2017-05-15 00 : 00 - D0 - 2017-12-15 23 : 50 : 50

ZKTECO

Last Visited Location

Visitor Coda First Name Last Name Card Number Time Enter Time Device EventPoint__| Event Dascripion | Reader Name | Verfication Mods Arsa Stay Time
300000011 Morry Fang 8120168 2“'7"26;5 HAT 2‘"7"2;5 W% oo qeazize0 | 102188218601 Nn"g;'e"’:ﬁw u;z,wasl? ikl Only Card Area Name [
200000010 Tommy ai 8323004 1:"7"2;'25 s 20'7"23';5 142 oo qeezis60 | 182188210802 ND"S:LV:"F" :sz.malim.aa-z- Only Card Area Name [
200000008 Efian Pang 13502341 m'?"z;; 8 20‘7'12’;:5 A% oo qeezise0 | 102188218600 ND"SZL:E"W ‘QE'WE‘?E'EM' Only Card Area Name [
200000008 Goura Viny 1411237 10'7'12;‘5 A 29‘7"2;;5 VR oo qeezise0 | 102188218602 Nu"gsp'e?m wz.waaliw.aa-z- Only Card Area Name [
200000007 Manic Wu 4628038 25'7"2;;5 Hz 2517"20';5 121 | 0216821860 | 182188218601 Nn"g;'e:e”w 18z 1ok Ii' it Only Card Area Name o1
200000008 Bella Yu 4461253 1“'7"2;55 FETE 20'7"22';5 105 opqee21560 | 182.188.218.60-2 ND"S:LV:';'F" '92"53;' RS Only Card Area Name 014
200000004 Tom Les 13280070 13'7"2;'55 AR 2‘“7"25';5 1088 | oo qeezize0 | 1e2.188.212.802 ND"S:LV:"F" wz.waliw.aea- Only Card Area Name o:19
200000005 Bill Fang 9505020 1n|7-|25|25 L5 20‘7'12:: 102 oo qeez1s60 | 102188218602 Nu"gsp'e?"w wz.waliw.aﬂ-z- Only Card Area Name o8
200000002 Joey Leung 9505920 zu|7712;5 L 20‘7"20": 1098 o2 qee21s60 | 102.188.218.60-1 Nu"g:'e?ﬁw wz.wa]iw.wr Only Card Area Name o2
£00000003 Stephn Chen 13260078 1”'7"2;'55 Laiincs 2517"2;;5 1947 opqeszis60 | 1021882186041 AnfiPassback | 192168 Ii' oL Only Gard Area Name o1
200000001 Mary Huang 4461253 10'7'12;"5 s 2‘“7"2‘;;5 10:43: | oo qeezise0 | 102188218601 ND"SZLV:W IBE.\EE‘? Rt Only Card Area Name 04

Click [Reports] > [Visitor History Record] to view the reports. The reports can be filtered by different

conditions.

Enter Time From | 2017-12-30 00:00:00 To | 2018-03-30 23:59:59

Visitor Code

The curmrent query conditions: Enter Time From:(2017-12-30 00:00:00) To:{2018-03-30 23.59:50)

(T Refresh > Delete [ Export

=] Visitor Code First Mame Last Name Company
(] 200000002 aaa
[] 800000001 Alex

Visit Reason
Visit 3
Visit 1

Host Number

Maorew (@

Host First Name

O
A

Host Last Name

Check-In

Check-Cut

You can export the records into an Excel, PDF, or CSV file. See the following figure.
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ZKTECO

Vistor History Record
Vistor Code First Name Last Mame Company Vist Reason HostMumber | Host FirstMame | HostLastName |  Vist St Card Number Enter Time Entrance Ext Time ExitPlaoe | Camying Goods In C""‘”Oﬂnw
800000011 Moy Fang Google Visit 7 Jacky Xiang Check-Out 6180168 2L z;.ra 18 server m""";ﬁ L senver CameraDevice | Camera Device:
200000010 Tornmy G ZTecoTh Visit 6 Arber Lin Check-Out 6323004 2087 2:',;5 e server zn|7-|2;5 o serer Camem Card CameraCard
800000002 Elian Peng ZKTeco-Eu Vst 5 Neocl Ye Check-Out 13502341 el 2:‘5 AL server :muz;a e senver Book Bottie Book Bottle
00000003 Goura Viny Essl Visit 4 By ca Check-Out 1411237 2”""2;:_5 A sarver ;muz;a i semer Kinde Kinde
800000007 Monic Wa ZKTECO Visit 1 Jemry Wang Check-Out 4326008 2”""2‘;5 . server zmmz;;a "z senver PC FC
800000005 Bella Yu Visit 2040 Shery Yang Check-Out 4401253 2”""2;]5 I server m”“%’;ﬁ M= server Video
200000005 Bil Fang Visit % Leo Hou Cheek-Out 0505030 2”'7"2;15 — server T _ﬂ“ 121 saner PC
200000004 Tem Lee Visit 2 Lucky Tan Check-Out 1mpoore | 200 2_;;5 Ao server zm7-|2;'5 12k server IPAD
s st s = a4 e 5 e e e o AT 105 P
00000002 Josy Laung Visit 2 Lucky Tan Check-Out 2505230 m""z;f A4e server AT AGAST: server
0000001 Mary Huzng Visit 2040 Shemy Yang Cheek-Out 4461253 AL 2;;7 A server m”“i:‘ Lie samver

Page |299 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Modern parking management involves management of various aspects, in which vehicle
management is an important part. In special areas, such as special parking lots, military regions,
government agencies, and residential areas, strict management must be performed on vehicles in
real time, that is, strictly monitoring the incoming/outgoing time, and registering and identifying
vehicles (including internal and external vehicles). In large-scale areas, there are a large number of
incoming/outgoing vehicles. If each vehicle needs to be manually identified, it is time consuming
and difficult to implement management, query, and safeguarding, resulting in low efficiencies. To
improve this management mode that is not suitable for modern parking lots, military regions,
government agencies, and residential areas, it is urgent to implement automatic and intelligent
vehicle management using computer networks to effectively and accurately monitor and manage
vehicles at all exits and entrances. This requires corresponding application software for highly
efficient and intelligent management on parking lots.

Functional Modules of the System:
This system comprises seven functional modules:
» Operation Wizard: Guides users through basic configuration of the system.

» Authorization Management: License Plate registration, manages license plate authorization of
fixed vehicles and temporary vehicles, and extends valid time of fixed vehicles.

» Parking Lot Management: Sets the vehicle type, parking lot, parking area, channel entrance/exit,
and device, manages the blacklist and whitelist, and sets parking lot parameters.

» Guard Booth Settings: Configures the guard booth and channel, manual processing method and
manual release reason.

» Charge: Sets the fixed vehicle fee standard, temporary vehicle fee standard, and overtime charge
standard, vendor discount strategy, guard booth on duty, and reconciliation.

» Report: Performs macro analysis and monitoring on the charge details, handover records,
vehicles in the parking lot, daily reports and monthly reports.

» Real-Time Monitoring: Implements most terminal functions, including video surveillance,
entrance and exit snapping, duty information display, central payment station, manual release,
remaining available parking spaces, blacklist and whitelist, charge details, and vehicles in the
parking lot.

Page |300 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality

Operation Wizard

User Manual

The Operation Wizard page guides users through basic configuration of the system based on the
operation procedure. The online monitoring function can be used after all basic configurations are

completed.

Choose [Parking Lot] > [Operation Wizard] > [Operation Wizard]. The Operation Wizard page is

displayed.

Parking Lot
Management

Settings

and Exit

1.4 Device
Management

1.1 Parking Lot
1.2 Parking Area
1.3 Channel Entrance

21 Guard Booth
2.2 Channel

Charge

Operation Wizard [—

3.1 Temporary Vehicle
Charge

3.2 Fixed Vehicle
Charge

3.3 Overtime Charge

4.1 Vehicle
Management

5.1 Guard Booth
Real-Time | 52 Monitor Room
Manitoring

Click a prompt point on the page to go to the corresponding function page for settings.

Correspondingly, there is a

+7) Operation

Wizard

button on each page. You can click this button to go

back to the Operation Wizard page and perform the next step, as shown in the following figure.

Channel Name ||

The current query conditions: Mone

(% Refresh @ New ﬁ Dele

Channel Name

Authorization Management

Guard Booth Name

Q ®

Channe| Status

The Authorization Management module is used to license plate registration, authorize fixed and
temporary vehicles, and extend the valid time of fixed vehicles.
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License Plate Registration

Choose [Authorization Management] > [License Plate Registration]. The License Plate Registration
page is displayed as in the following figure.

First Name Last Name License Plate

= - i i A, '\’-“ f.. ..Z
'-I—‘__.' Operation Wizard [ex) -+ &
The current query conditions: None
“ Authorization Management(—) ("% Refresh @ New m% Delete
[]  Personnel I First Name Last Name Department Name License Plate Card Number Operations
Vehicle Management
Vehicle Valid Time Extension
e
New
Persan®

License Plate Number*

Card Number

(1) Click [Authorization Management] > [License Plate Registration] > [New]. The New page is
displayed.

(2) Select Person and Card number, enter License Plate Number.

(3) Click [Save and New] to register more license plate or click [OK] to save and exit.

Click [Edit] at the end of each line or click the corresponding Personnel ID and modify personnel
license plate registration information in the Edit dialog box.
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Person*
License Plate Mumber*

Card Mumber
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Nick Tong (1)

122456
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Select one or more license plate registration information and click [Delete] at the upper part of the
list and click [OK] to delete the selected registration information. Click [Cancel] to cancel the
operation, or click [Delete] in the Operation column to delete a single registration information.

Choose [Authorization Management] > [Vehicle Management]. The Vehicle Management page is
displayed, as shown in the following figure.

License Plate Number ‘Vehicle Type Q

®

The current query conditions: Mone

("% Refresh Fixed Vehicla Authorization Fixed Vehicle Batch Authorization [ Temporary Vehicle Authorization £, Synchronize License Plate  fifj: Cancellation ¥ Operation Wizard
4=gictonia Lot License Card Vehicle Start Time End Time Entrance and Exit Area Fee Authorizer Operations
4 [ Undergrou Plate Number Type
Number
[ Testd
D Test? O Temporary \ Testt admin Edit Cancellation
[ Testt
[ Test3
[EFLE

Click [Fixed Vehicle Authorization]. The Fixed Vehicle Authorization page is displayed as in the
following figure.

.Ce— Refresh Fixed Vehicle Authorization Fixed Vehicle Batch Authorization Temporary Vehicle Authorization ﬁﬁ? Cancellation ‘:1 Ope

(=] Vehicle Owner Parking Space Viehicle Type Start Time End Time Entrance and Exit Area
MNumber

Once you click on Fixed Vehicle Authorization, you will get below prompt at the initial startup:
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First Name | | Q ®

le Authorization ﬁ Cancellation '30;:

End Time Entrance and Exit Area

One parking lot with more car r

One parking lof with more car boted, you cannot modify!
Yy One parking space with one car

C o [ o I

You need to select the Parking Lot Mode from the above two choices. One parking lot with more
car means one Parking lot for more than one license plate. And One parking space with one car
means one parking lot for only one license plate.

BRSO Leoli(1) Bd| Person’ lian (123123)
e Plte Moo Be54321 -] License Plate Number* BE54321
Faniosoace Nombe: | i | Entrance and Exit area® ! EntranceA
Entrance and Exit Area” ! @| “wehicle Type® [ Fixed Veahicle C
Vehicle Type* |Fixed Vehicle A -] Start Time* i201?~05—1? 11:18:00
: _ | 18

Start Time 2018-04-16 _ .

— End Time* |2017-05-28 11:18:59
End Time* 2018-04-27

Fee' |100

Fee” |100

Cooveans nen o Jcareer |

The fields are described as follows:

Person: Enter one or more characters contained in the name or number of the vehicle owner to
query the owner in fuzzy mode.

License Plate Number: Select the license plate number to be authorized.
Entrance and Exit area: Set the entrance and exit area of the license plate.
Vehicle Type: Select the type of the vehicle.

Start Time: Select the time when the authorization on the license plate number starts to take effect.
The default value is the current time.

End Time: Select the time when the authorization on the license plate number ends.
Fee: Record the fee charged for this authorization.

#Note: An owner can have multiple license plate numbers, all of which must be authorized. You
can register a person and one or more license plates in the Personnel Management module.
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You can select a person and license plate in Vehicle Management only after the person and license
plate are registered. The procedure for registering a person and license plate is described as follows.

Choose [Personnel] > [Person]. The Personnel Management page is displayed as in the following
figure.

Department Name Personnel ID 1 First Name | Last Name More~ (_'\ \x“,
The current query conditions: None
(> Refresh New [2)7 AcjustDepariment [ Delete [# Export ~ [ import ~ (5 Statisics [%7] Print Card
LB Cenemlid) [  PersonnellD  First Name Last Name Department Name ~ Card Number  Biological Template Quantity Status
[ Marketing Depariment(2)
4 Anthony Williams Financial Department 0 o o Normal
[] Development Department(1) O ¢ & @ Q 3‘
[ Financial Department(1) %3 George Bush Marketing Departmen @D Q 0 S‘ 0 Normal
[ Hotel(Q) O 2 Jack Clinton Development Departn o @0 f{o Normal
O 1 Lucia Smith Marketing Departmen @D @ i l‘f‘ 0 Normal

: Click [New]. The below page is displayed.
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Personnel 1D | | Department” | General @| o
First Name | | Last Name | | |;
Gender |— v | Password | |
Certificate Type | 10 r | @ Certificate Number | | | l 2
Social Security Mumber | | Mabile Phone | | |
Res.e-nrahon Code | 123456 | Birthday | | 'Z
Position | | Card Number | | =
Biological Template Quantity @ i} &r 0 Hire Date | |

Access Control Time Attendance Elevator Control Plate Register More Cards Personnel Detail
License Plate |A123456 | Parking Space | | ® @
License Plate” | BE&54321 | Parking Space | | ®

EIT T T

Set Personnel ID, Name (optional) and Department (use the default value). For details, see
Personnel Management.

Enter necessary information about the license plate on the Plate Register tab page. To add more
license plates, click + atthe end of the line (a maximum of 6 plates can be added). To delete a
license plate, click (%) at the end of the line.

»  Edit: Click [Edit] at the end of each line or click the corresponding Personnel ID or First Name,
and modify personnel information in the Edit dialog box.

»  Delete: Select one or more records to be deleted and click [Delete] to delete personnel
information in batches.

@ Fixed vehicle batch authorization

On the Vehicle Management page, click [Fixed vehicle batch authorization]. The Fixed vehicle batch
authorization page is displayed as in the following figure.
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The current query conditions: None
Alternative Selected(1)

= Personnel 1D First Mame License Plat (53] Personnel ID First Mame Last Name License Platt

= abc 123456 m = abc 321654

 —
1« ¢ 1-1 % 1 s0rowsperpage v  Total of 1records

Authorization |

Parking Area® Start Time™ |2018~04—02

|

Entrance and Exit Area”™ B End Time* |2{I18~04—03

Vehicle Type* Fixed Vehicle A |~ | Fee’ 1100

A Batch autherizaiion can only choose the parking space under the same areal

Select one or more license plates to be authorized from the list on the left. Click =~ *  in the middle

to add the license plate to the list on the right. Enter the vehicle type, entrance and exit area, fee,
start time and end time in the Authorization area, and click [OK] to save the information and
authorize fixed vehicles in batches.

® Temporary Vehicle Authorization

On the Vehicle Management page, click [Temporary Vehicle Authorization]. The Temporary Vehicle
Authorization page is displayed, as shown in the following figure. Only the entrance and exit areas to
be authorized need to be selected.

Entrance and Exitarea® EntranceA ﬂ

T T

® Cancellation
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Select multiple check boxes in the first column of the license plate list and click [The Cancellation] to
cancel license plates in batches or click [The Cancellation] at the end of each line to cancel a single
license plate, as in the following figure.

WElmme;B(Bﬂm ® @ @ C)

Authorized Company: ZKTeco

Operation Wizard Vehicle Type ‘ | First Name ‘

The current query conditions: None
License Plate Registration 4 [ Test
4 [77 Entry

[] Entrance3

Authorization Manageme:

(> Refresh [® Fixed Vehicle Authorization [ ® Fixed Vehicle Batch ization [® Vehicle

e 5 Ope

7] Vehicle Owner Parking Space Vehicle Type Start Time End Time Entrance and Exit Area
Number

O

Temporary Vehicle / Entrance1,C3 Entrance3 B3.B)
Vehicle Valid Time Extension [ Entrance2
[] Entrance1
a7 A
0 A3
0 A2
0 A1
ap>C
7 Parking Lot Managemen 0ce3
[ cz
Guard Booth Settings Oc
4 [ Exit
[ Exit
[ Small
4B
[ B2
81

i

&
o
g
g
o

Fixed Vehicle A 2018-04-02 2018-04-03 Entrance2

o
@
2
g
m
A

Fixed Vehicle A 2018-04-02 2018-04-03 Entrance1 Entrance2 Entrance

o
s
2
g
m
3

Fixed Vehicle D 2018-04-02 2018-04-03 Entrance1,Enirance2 Entrance

Charge

] Repors
[

Real-Time Monitering - i< ¢ 1-4 5 5| 50r0ws perpage ~ JumpTo 1 M Page  Total of 4 records

Vehicle Valid Time Extension

Choose [Authorization Management] > [Vehicle Valid Time Extension]. The Vehicle Valid Time
Extension page is displayed.

Welcome, admin @ @ @ (I)

‘Authorized Company: ZKTeco

Operation Wizard License Plate Number | | Q ®
The current query conditions: None
Authorization Manageme!
g (> Refresh  [® Vehicle Valid Time Extension  (fij> Cancellation
License Plate Registration [ Vehicle Owner  Vehicle Type Start Date End Date Early Warning Operations
Days
Vehicle Management —
[ ] abc Fixed Viehicle A 2018-04-02 2018-04-03 2 Vehicle Valid Time Extension Cancellation
] abc Fixed Vehicle A 2018-04-02 2018-04-03 2 Vehicle Valid Time Extension C:
[ abc Fixed Vehicle D 2018-04-02 2018-04-03 2 Vehicle Valid Time Extension Cancellation
2. Select as required )
7 Parking Lot Managemen
Guard Booth Settings
Charge
] Reports
Real-Time Monitoring I« ¢« 1-3 5 | S0rowsperpage ~ JumpTo 1 M Page  Total of 3 records
»
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1) Select a fixed license plate for which the valid time needs to be extended and click [Vehicle Valid
Time Extension] or click [Vehicle Valid Time Extension] at the end of a fixed license plate. The
Vehicle Valid Time Extension page is displayed.

Vehicle Valid Time Extension

Parking Space Number® E1
Vehicle Type Fixed Viehicle A
Deadline 2018-04-03

Extended Deadline™

Fee ( Dollar ) *

2) Set Extended Deadline and Fee.

3) Click [OK] to save and exit.

Select multiple check boxes in the first column of the license plate list and click [Cancellation] to
cancel license plates in batches or click [Cancellation] at the end of each line to cancel a single
license plate.

Parking Lot Management comprises seven modules: Vehicle Type, Parking Lot, Parking Area, Channel
Entrance and Exit Area, Device Management, White-Black list, and Parameter Setting.

Upon initial startup, the system automatically initializes the vehicle type, which can be only modified,
but not added or deleted. Choose [Parking Lot Management] > [Vehicle Type]. The Vehicle Type
page is displayed, as in the following figure.
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B

The current query conditions: Mone

(% Refresh

Vehicle Type
Fized Vehicle A
Fized Vehicle B
Fixed Vehicle ©
Fixed Vehicle D
Temporary Vehicle A
Temporary Vehicle B

Temporary Vehicle C

Temperary Vehicle D

Vehicle Definition  Status Remarl Operations
Fixed Vehicle Enable Edit
Fixed Vehicle Enable Edit
Fixed Vehicle Enable Edit
Fixed Vehicle Enable Edit
Temporary Vehicle Enable Edit
Temperary Vehicle Enable Edit
Temporary Vehicle Enable Edit
Temporary Vehicle Enable Edit

e Editing the Vehicle Type

1. Click a vehicle type name or [Edit] in the operation column. The Edit page is displayed.

Venhicle Definition ! Fixed Vehicle ‘
Vehicle Type® |Fixed Vehicle A ‘
Status® I Enable v ‘
Remark

2. Set Vehicle Type, select a Status, and enter the vehicle type description in Remark.

3. Click [OK] to save and exit.

9.3.2 Parking Lot

A parking lot has multiple parking areas and a parking area has multiple entrance and exit areas.
Choose [Parking Lot Management] > [Parking Lot]. The Parking Lot page is displayed, as in the
following figure.
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E:.'.'D

L[— Operation Wizard
=

Authorization Management(T)
Parking Lot Management Eju

Vehicle Type

Parking Area
Channel Enfrance and Exit
Device Management

White-Black List

Guard Booth Settings

Charge

| Reports

Real-Time Monitoring

The current query conditions: None

(v Refresh  [§ New [f Delete  *7) Operation Wizard

(=] Parking Lot Mame Remarlk Operations
O Test Edit Delete
[ Testl Edit Delete
[ Tests Edit Delete
[ Testd Edit Delete

£ < =45 5]

User Manual

50 rows per page > JumpTo 1 1 Page  Total of 4 records

® New

Parking Lot Name*

Remark

Gorc

1) Choose [Parking Lot Management] > [Parking Lot] > [New].

2) Set Name (unique) and Remark.

3) Click [Save and New] to add more parking lots or click [OK] to save and exit.
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Click a parking lot name or [Edit] in the Operation column to go to the Edit page. Make modifications
and click [OK] to save modifications.

Select one or more parking lots and click [Delete] at the upper part of the list and click [OK] to delete
the selected parking lots. Click [Cancel] to cancel the operation or click [Delete] in the Operation
column to delete a single parking lot.

Click [Refresh] at the upper part of the list to load new parking lots.

Parking Area

Choose [Parking Lot Management] > [Parking Area]. The Parking Area page is displayed, as shown in
the following figure.

> Operation Wizard & Parking Area
| Authorization Management(Z)
= The current query conditions: None
Parking Lot Management (O (v Refresh  [® New (fi* Delete ) Operation Wizard
(] Parking Area Name Parking Spaces  Eelonging Areatype of car  Operations
Vehicle Type Parking Lot yard
Parking Lot | Entry 100 Test Large Car Area  Edit Add Parking Space
= Exit 0 Test Large Car Area  Edit Add Parking Space
=: A 1] Test Large Car Area  Edit Add Parking Space
Channel Entrance and Exit =] ) .
E B 0 Test Large Car Area  Edit Add Parking Space
Device Management m & 0 Test Large Car Area  Edit Add Parking Space
White-Black List = D 0 Test] Large Car Area  Edit Add Parking Space
= ®: E 0 Test1 Large Car Area  Edit Add Parking Space
Guard Booth Settings B E 0 Test1 Large Car Area  Edit Add Parking Space
[ Small 0 Test Small Car Area  Edit Add Parking Space
Charge
Reports
ety ¢ 1-9 5 3 50 w  Total of 9 records
Real-Time Monitoring : Lhsliiets
4 »

Click [New]. The below page is displayed.
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Area type of car yard™ ! Large Car Area v |
Parking Area Mame™ | |
Belonging Parking Lot | L:]
Parking Spaces® 0 -

Remark

Coveaminen J o J coce ]

The fields are described as follows:

Area type of car yard: Itis the car variety area, Either small or Large.
Parking area name: Unique name of a parking area.

Belonging Parking Lot: Parking lot to which this parking area belongs.
Parking Spaces: Total number of parking spaces in this area.

Remark: Text description.

e Edit

Click a parking area name or [Edit] in the Operation column to go to the Edit page. Make
modifications and click [OK] to save modifications.

® Delete

Select one or more parking areas and click [Delete] at the upper part of the list and click [OK] to
delete the selected parking areas. Click [Cancel] to cancel the operation or click [Delete] in the
Operation column to delete a single parking area.

® Refresh

Click [Refresh] at the upper part of the list to load new parking areas.

9.3.4 Entrance and Exit Area

Choose [Parking Lot Management] > [Entrance and Exit Area]. The Entrance and Exit Area page is
displayed, as shown in the following figure.

Page |314 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

LE—i‘i Operation Wizard Area Name |:| O\ @
The current query conditions: None
Authorization Managemen
2 (* Refresh  [® New (b Delete  *7) Operation Wizard
.H_T Parking L ot Management = Area Name Parking Area Operations
(] Entrance3 Entry Edit Delete
Vehicle Type =
[ Exit Exit Edit Delete
Parking Lot AT A Edit Delets
Parking Area I:g_l A2 A Edit Delete
O A3 A Edit Delete
. m B B Edit Delete
Device Management
O B2 B Edit Delete
White-Black List
b B3 B Edit Delete
B 1 C Edit Delete
e Guard Booth Settings
= m .c2 c Edit Delete
Charge £ c Edit Delete
[ Enfrancel Entry Edit Delete
Reports [ Enfrance2 Entry Edit Delete
Real-Time Monitoring @ ¢ ¢ 1-13 &+ &1 bS0rowsperpage ~ JumpTo 1 /1 Page  Total of 13 records

Click [New]. The Edit page is displayed.

P[ka Mame™ ‘

Parking Area™ | Exit v

: Unique name of an entrance and exit area.

: Parking area to which this entrance and exit area belongs.

Click an entrance and exit area name or [Edit] in the Operation column to go to the Edit page. Make
modifications and click [OK] to save modifications.
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Select one or more entrance and exit areas and click [Delete] at the upper part of the list and click
[OK] to delete the selected entrance and exit areas. Click [Cancel] to cancel the operation, or click
[Delete] in the Operation column to delete a single entrance and exit area.

Click [Refresh] at the upper part of the list to load new entrance and exit areas.

Device Management

Choose [Parking Lot Management] > [Device]. The Device Management page is displayed, as shown
in the following figure.

Welcome, admin @ @ . @ O

Authorized Company: ZKTeco.

'-iE Operation Wizard Device Name ‘

. The current query conditions: None

9| Authorization Management(3)
"':‘1-:" 2 = O Reiresh @ New ﬁf Delete Q Search Device ~/ Enable @ Disable 'izé Synchronize Time €% Get Device Option 'D Operation Wizard

+‘LT Parking Lot Management (5) (] Device Name  Device Type LED screen Type IP Address Port Video Port Device Brand Enable Status Operations

Test LPR Camera  Two-color LED screen  192.168.214.189 5000 0 ZKTeco o Offling Edit Delete
Vehicle Type

Parking Lot
Parking Area

Channel Entrance and Exit

White-Black List

Parameter

—

15 Guard Booth Settings

Real-Time Monitoring j:j I¢ <« 1-1 3 3 50rowsperpage ~ JumpTo 1 N Page  Total of 1 records

Click [New]. The below page is displayed.
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Device Name” Test1

Device Type” LPR Camera v
Device Brand” ZKTeco v
IP Address” 192 168 - 214 188
Port”® 5000

LED screen Type® Two-color LED screen v

Two-color LED screen
Monochrome LED screen

T T T

The fields are described as follows:

Device Name: Unigue name which can identify a device.
Device Type:lthas only one option as LPR Camera.
Device Brand: Manufacturer of the device.

IP Address: Unique IP address for connecting the device.
Port: Port number for connecting the device.

LED Screen Type: Here you can set the display LED type. It has two options; Two-color LED Screen
and Monochrome LED Screen, choose accordingly.

e Edit

Click a device name or [Edit] in the Operation column to go to the Edit page. Make modifications
and click [OK] to save modifications.

® Delete

Select one or more devices and click [Delete] at the upper part of the list and click [OK] to delete the
selected devices. Click [Cancel] to cancel the operation or click [Delete] in the Operation column to
delete a single device.

® Refresh

Click [Refresh] at the upper part of the list to load new devices.

® Search Device

All devices to which a guard booth can connect are searched out and displayed in the list.

Click @, Search Device . The Search Device page is displayed.
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IP Address Device Name Device Type Device Brand Operations

. Click to search

Charge

=| Reports

R

IP Address |
IP Address Device Mame Device Type Port Device Brand Operations
192.168.214 189 192 168.214.189 LPR Camera 20 Vision-Zenith Add

Click [Search]. All available devices are displayed in the list. Click [Add] in the Operation column. The
Add page is displayed with all information automatically entered, as shown in the following figure.
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Device Name* | 102 168 214 189

Davice Typa® |'LF'R Camera ¥

|
|
Device Brand* I-\.ﬁsi_bn—i}_é’rj_i_tn: |
|

IP Addrass* |'1'§1z"-.-_"1éé 214 . 188

Port’ 80

® Enable

Enable the device. Only enabled devices can be normally used.
Select the device to be enabled and click [Enable].

e Disable

Disabled devices cannot be normally used.

Select the device to be disabled and click [Disable].

® Synchronize Device Time

Synchronize the internal time of the device with the current system time.

elect the Device

Are you sure you want to perform the

Synchronize Time operation?
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Select the device on which the time needs to be synchronized and click [Synchronize Device Time].

9.3.6 Device Management(When Access Controller is used for Parking)

Choose [Parking Lot Management] > [Device]. The Device Management page is displayed, as shown
in the following figure.

Parking Systerm wescome, agman(51) (1) () @) (1)

Device Mame || Q ®

The currenst query conditions: Nons
(% Retesh % New i Delele QO SearchDevice  » Enable () Disable T2 Syrehvonize Time  +7) Oeration Wizard

a Dewice Name Device Type IF Address Fart ‘ideo Forl Davice Brand Enabie

> 3 Hmowsperpage ¢ JumpTo 1 MmPage  Towalof O reconds

® New

Click [New]. The below page is displayed.

Device Mama* |192.168.214.188

Device Type® i LPR Camera

Manufacturer” | ZKTeco

P Address’ |192 168 . 214

Part* | 5000

Comeamanen o J career

The fields are described as follows:
Device Name: It identifies a device.

Device Type: The value can be Access Controller.
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- Unique IP address for connecting the device.

: Click to select the door list of the access control module. The door corresponding to the
device supporting Multiple Cards per Person may be selected (firmware version above 3.0.3.0).

: Port number for connecting the device.

: Remark of the device.

Click a device name or [Edit] in the Operation column to go to the Edit page. Make modifications
and click [OK] to save modifications.

Select one or more devices and click [Delete] at the upper part of the list and click [OK] to delete the
selected devices. Click [Cancel] to cancel the operation, or click [Delete] in the Operation column to
delete a single device.

Click [Refresh] at the upper part of the list to load new devices.

Select the device for which you want to get information, click to send command and get the device
related parameters, such as: serial number, IP address, device model, firmware version number, etc.

Vehicles in the whitelist include fire engines, police cars, and some privileged vehicles, which are not
charged. Vehicles in the blacklist refer to those who are not allowed to enter or exit from the parking
lot.

Choose [Parking Lot Management] > [White-Black List]. The White-Black List page is displayed, as
shown in the following figure.
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License Plate Number l:l License Plate Type | | ~ |

The cumrent query conditions: None
Authorization Managememuj_:—:_j

(v Refresh [ New (ff* Delete 2, Synchronize Whitelist 2 Synchronize Blacklist

Parking | ot Management (=) (] License Plate License Plate Start Time End Time Operator Operating Time
= Mumnber Type

Vehicle Type

Parking Lot

Parking Area

Channel Enfrance and Exit

Device Management

Parameter

j Guard Booth Seftings

Charge

Reports

Real-Time Monitoring j:: j¢ <« 0 » | 50rowsperpage ~ JumpTo 1 /0 Page  Total of 0 records

® New

Click [New]. The New page is displayed.

License Plate Number® HE858585

License Plate type* Blacklist
Start Time

End Time

T T T

The fields are described as follows:

License Plate Number: License plate numbers to be added to the blacklist or whitelist.

License Plate type: The value can be Blacklist or Whitelist.

Start Time: Time when the whitelist takes effect (This parameter is not available for the blacklist).

End Time: Time when the whitelist expires (This parameter is not available for the blacklist).

Page |323 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Page |324 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Click a license plate number or [Edit] in the Operation column to go to the Edit page. Make
modifications and click [OK] to save modifications.

Select one or more license plate numbers and click [Delete] at the upper part of the list and click [OK]
to delete the selected license plate numbers. Click [Cancel] to cancel the operation or click [Delete]
in the Operation column to delete a single license plate number.

Click [Refresh] at the upper part of the list to load the latest blacklist and whitelist.

Click [Synchronize Blacklist], click [OK] to synchronize all blacklists, click [Cancel] to cancel.

When the device is off-line, the device will automatically synchronize blacklist and broadcast voice. It
should be noted that the device must be equipped with an SD card.

Click [Synchronize Whitelist], click [OK] to synchronize all whitelists, click [Cancel] to cancel.

When the device is off-line, the device will identify the whitelist synchronized and automatically
open the gate. It should be noted that the device must be equipped with an SD card

Set basic public parameters of the parking lot.

Choose [Parking Lot Management] > [Parameter Setting]. The Parameter Setting is displayed, as in
the following figure.

Page |325 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

Company Name

Parking Lot Mode | One parking lot with more car r | A\ Once the Parking Lot Mede is selected, you cannot modify! One parking lot with more car does not support offline mode!

! Channel Entrance and Exit Setting

(| Enable Fixed Vehicle Multiple In and Cut

[_] Enable Temporary Vehicle Multiple In and Out IMatching Precision of Entrance and Exit | Exact Match ;ﬂl

|| Enable Shift Process || Whether allows temporary vehicles to enter while the parking space is full

| Charge M t Setting|

|| Enable Fixed Vehicle Charges
(| Print Fee Receipts

] Enable the Consumer Discount

Unmatched Processing Mode :  (s) Free () Release after Charging 0 | Dollar
| Fixed Vehicle Setting
|| Enable Fixed Vehicle Transfer to Temporary Vehicle Fixed Vehicles Days Warning I 7

Entrance display residual parking space  #| Regional parking space statistics for large car field

Display Color  First Iine‘ Red v Second line Aomy dual color screen device support!
Other Setting {

Days to keep the vehicles record in the field |60

Capture Photos Preservation Days 10 v |
Captured Photes Saving Path EX | A\ Save the path for the sefting pathBioSecurityFile\park!
Cffline Sel‘l[ngl

[ | Enabled offline mode A Enabled ofiline mode part of the function temperarily not support!

Temporary vehicle record matching accuracy -

Duplicate license plate waiting time Single Channel Mode |5 |second MNormal Mode |5 "second

The fields are described as follows:

» Parking lot setting

Company Name: Company name displayed on the printed fee receipt.
Parking Lot Mode: Click here for details.

» Channel Entrance and Exit Setting

Enable Fixed Vehicles Multiple In and Out: If this parameter is selected, no fee is charged when
fixed vehicles go in or out of the parking lot.

Enable Temporary Vehicles Multiple In and Out: If this parameter is selected, no fee is charged
when temporary vehicles go in or out of the parking lot.

Enable Shift process: Whether to enable the shift change of guard boothes.
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: Default province of the license plate in scenarios where license plate
numbers need to be entered, for example, upon manual correction or manual release, or at the
central payment station.

: Matching rule for license plate number searching. An
extract match: A license plate number can be found only upon exact match; 4-digit: A license plate
number can be found when the entered license plate number has the same four digits as that in the
database; 5-digit: A license plate number can be found when the entered license plate number has
the same five digits as that in the database. And so on for 6 and 7 digits.

If selected, it will allow
the temporary vehicle to enter the parking lot when the parking space is full.

- If a fixed vehicle charge standard has been defined in charge settings
and this parameter is selected, the standard is charged upon extension. Otherwise, the extension
time and amount must be manually entered on the Fixed Vehicle Valid Time Extension page.

: Whether to print fee receipts when charging. If yes, the system must be
connected to the receipt printer.

:Whether to enable the consumer discount function. The detailed
consumer discount strategy is set in 9.5.5 Discount Strategy.

It can be either Free or Charged. If a vehicle was not registered at the
time of entrance, then this function gets effective at the time of exit of the vehicle. If you want to
charge, then select “Release After Charging” and set the amount. If you don't want to charge, then
select "Free”.

- If this parameter is selected, fixed vehicles are
automatically changed to temporary vehicles for charging. Otherwise, after the valid time of fixed
vehicles expires, manual processing is required.

- A valid time extension prompt is sent to a fixed vehicle owner upon
entrance and exit within the preset warning days. For example, if this parameter is set to 5 and there
are 31 days in the current month, the prompt is sent from the 27th day.

If selected, it will display with voice prompt, the number
of available spaces for parking at the entrance on the LED screen.

- It will show the statistics for large car parking
space.
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You can set the color of display. If you have installed dual color LED screen, then you
can set color for the second line of display also.

You can set the required number of days to keep the
vehicle records in database.

: Photos taken by the IPC device are automatically deleted after
the number of days specified by this parameter expires.

- Path for saving photos captured during license plate identification
(Here, only a basic path is configured. The actual saving path also includes
\BioSecurityFile\park\YYYY-MM-DD\).

Enabled offline mode part of the function temporarily does not support!

Guard Booth Setting includes four modules: Guard Booth, Channel, Manual Processing Method, and
Manual Release Reason.

Choose [Guard Booth Setting] > [Guard Booth]. The Guard Booth page is displayed, as shown in the
following figure.
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= Operation Wizard Guard Booth Name ‘ Q ®
The cumrent query conditions: None
Authorization Managemen|
2 ("% Refresh New fff Delete ¥y Operation Wizard
Parking Lot Management (= Guard Booth Name Computer IP Address Channel Entrance and COperations
Exit Name
Guard Booth Setiings
Channel
Manual Release Reason
Charge:
Real-Time Monitoring j¢< « 0 » 3 S0rowsperpage ~ JumpTo 1 {0 Page  Total of 0 records

® New

Click [New]. The New page is displayed.

leco
Operation Wizard
| Authorization Management(Z)
* Parking Lot Management (%)

~  Guard Booth S Guard Booth Name™
Channel Entrance and Exit Name* Computer IP Address * 192 .168 .1 . 219
Belonging Parking Lot Parking Area
Channel

Parameter
Manual R

Temporary Vehicle Free” ‘ No

Enable Replacement of Vehicle” } Yes 1 Enable Manual Release” |Yes

Temporary Vehicie Fast Exit" e v|  oOneChannel Mode' e <

Charge

The above settings are copied to: ‘ v

T I T

Reports

1 Real-Time Monitoring

The fields are described as follows:
Guard Booth Name: Name of a guard booth.

Channel Entrance and Exit Name: Entrance and exit area to which the guard booth belongs.
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- IP address of the guard booth (It must be unique. The local IP address is read
and set as the initial value when a new guard booth is added).

- Parking lot to which the selected entrance and exit area belongs. This
parameter is set as “read only”.

- Parking area to which the selected entrance and exit area belongs. This parameter is
set as read only.

-Ifitis set to Yes, the Free button is displayed on the temporary vehicle
charging result page to allow free of charge for temporary vehicles.

: The type of temporary vehicles can be changed on the temporary
vehicle charging result page. Since different types of vehicles have different charge standard, the
charging result may also change.

- If this parameter is selected, the gate can be manually controlled to release
vehicles.

:If no fee is generated for a temporary vehicle, no charging result
confirmation page is displayed and the gate is directly open to release the temporary vehicle.

- It this mode is enabled; a channel can be physically used as the entrance and
exit at the same time. However, it is suggested to use different channels for binding different IPC
devices.

: The following two options are available.

:Information in Parameter Setting is copied to all
guard booths in the belonging parking area.

- Information in Parameter Setting is copied to all
guard booths in the belonging parking lot.

Parameters in the red box are copied, as shown in the following figure.
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Guard Booth Name® |Test

Channel Entrance and Exit Name* | Entrance3 Computer IP Address * 102 . 168 .

Belenging Parking Lot :Test | Parking Area Entry

i i Parameter

Temporary Vehicle Free®

Enable Replacement of Vehicle™ Enable Manual Release™

Temporary Vehicle Fast Exit® 2ne Channel Mode®

The above settings are copiad to: I All tha guard booth belongs to all parking 2 |

ET N T

e Edit

Click a guard booth name or [Edit] in the Operation column to go to the Edit page. Make
modifications and click [OK] to save modifications.

® Delete

Select one or more guard booths and click [Delete] at the upper part of the list and click [OK] to
delete the selected guard booths. Click [Cancel] to cancel the operation, or click [Delete] in the
Operation column to delete a single guard booth.

® Refresh

Click [Refresh] at the upper part of the list to load new guard booths.

9.4.2 Channel Setting

Choose [Guard Booth Setting] > [Channel]. The Channel page is displayed as in the following figure.
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Channel Name™

Guard Booth Name* Channel Status™

IPC1IP* /| Video Preview
Window(IPC1)*

IPC2IP Video Preview
Window(IPC2)

Fixed Vehicle Open Type™ ‘ Direct Pass Temporary Vehicle Open ‘ Confirm Pass
Type*

Limit Line Mode Forbids Vehicle Type‘

! Fixed Vehicle A || Fixed Vehicle B L] Fixed Vehicle C
| Fixed Vehicle D (| Temporary Vehicle

Cooesmanen §—oc ] carcer

=] Repors

., R

® New

Click [New]. The New page is displayed.

Channel Name®

Guard Booth Name” Channel Status®

IPC1IP* Video Preview
Window(IPC1)*

Video Preview
Window(IFC2)

Fixed Vehicle Open Type® | Direct Pass Temporary Vehicle Open | Confirm Pass

Type*

Limnit Line Mode Forbids Vehicle Type‘

[_| Fixed Vehicle & [_| Fixed Vehicle B || Fixed Vehicle C
(] Fixed Vehicle D [| Temporary Vehicle

Coneansnen 0§ coree

The fields are described as follows:
Channel Name: Unique channel name.
Guard Booth Name: Guard booth to which the channel belongs.

Channel State: Channel type.
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IP-address of IPC1 (which can be in “read only” mode after device information has been
added in 9.3.5 Device Management and bound devices are not displayed).

: Display location of IPC1 on the monitoring page.

. IP address of IPC2 (which can be in “read only” mode after device information has been
added in 9.3.5 Device Management and bound devices are not displayed).

: Display location of IPC2 on the monitoring page.

- If it is set to Direct pass, no confirmation window is displayed. If it is set to
Confirm pass, a confirmation window is displayed and the gate is opened upon manual click.

: Same as the above.

:You can set the types of vehicles forbidden to pass. The
vehicles type contains all the vehicles types that are maintained in the system, it allows multiple
choices.

Click a channel name or [Edit] in the Operation column to go to the Edit page. Modify and click [OK]
to save modifications.

Select one or more channels and click [Delete] at the upper part of the list and click [OK] to delete
the selected channels. Click [Cancel] to cancel the operation, or click [Delete] in the Operation
column to delete a single channel.

Click [Refresh] at the upper part of the list to load new channels.

Choose [Guard Booth Setting] > [Channel]. The Channel page is displayed, as shown in the following
figure.
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rd ) T_ r i - ) Welcome, admin @) @ @ (@ C)

) — = Authorized Company: ZKTeco
> Operation Wizard @ Channel Name |
The current query conditip e

Authorization Managemes -
9 (v Refresh [® New (i Delete %7 Operation Wizard

7 Parking Lot Management () (] Channel Name Guard Booth Name Channel Status IPC1IP Video Preview IPC2IP Video Preview Fixed Vehicle Oper
= Window(IPC1) Window(IPC2)

Guard Booth Satiings = [0 Test Test Large vehicle area entrance 192 168 214 189 1 152 168 214 188 2 Diract Pass

Guard Booth
el

Manual Release Reason

Charge

Reports

4

Real-Time Monitoring :‘ j¢ « 1-1 5 3 50rowsperpage ~ JumpTo 1 M Page  Total of 1 records

® New

Click [New]. The New page is displayed.

Channel Name* Dioor Name®

>

Channel Status® Guard Booth Name*

Video 1 Video Preview Window

(Video 1)

<<l |
I

Video 2 Video Preview Window

(Video 2)

K
<]

Fixed Vehicle Open Type™ Direct Pass

[<]

Temporary Vehicle Open Confirm Pass

-

x

Type

Limit Line Mode Forbids Vehicle Type |

[[] Fixed Vehicle A [] Fixed Vehicle B [] Fixed Vehicle C
] Fixed Vehicle D ] Temporary Vehicle

The fields are described as follows:
Channel Name: Unique channel name.

Door Name: Select the device added in Device Management (the door name access control module
corresponds to).

Channel State: Channel type.
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: Guard booth to which the channel belongs.
: Select Video Channel added by the video module.
Display location of Video Channel on the monitoring page.
: Select Video Channel added by the video module.
Display location of Video Channel on the monitoring page.

:If it is set to Direct pass, no confirmation window is displayed. If it is set to
Confirm pass, a confirmation window is displayed and the gate is opened upon manual click.

: The same as above.

:You can set the types of vehicles prohibited from passing.
The vehicles type contains all the vehicles types that are maintained in the system, it allows multiple
choices.

Click a channel name or [Edit] in the Operation column to go to the Edit page. Make modifications
and click [OK] to save modifications.

Select one or more channels and click [Delete] at the upper part of the list and click [OK] to delete
the selected channels. Click [Cancel] to cancel the operation, or click [Delete] in the Operation
column to delete a single channel.

Click [Refresh] at the upper part of the list to load new channels.

A manual release reason must be selected when the manual release function is used on the online
monitoring page.

Choose [Guard Booth Setting] > [Manual Release Reason]. The Manual Release Reason page is
displayed as in the following figure.
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Welcome, admin @ @ @ C)

Authorized Company: ZKTeco

Manual Release Reason

The current query condif one
Authorization Management () >

s > (v Refresh [® New fifj* Delete

Parking Lot Management (&) (] Manual Release Reason  Remark Operations

1 Guard Booth Settings =

Guard Booth

Channel

fﬁ] Charge
\&/

@ Reports

"Fﬂ{l Real-Time Monitoring. (&) ¢ < 0 5 31  50rows perpage

- JumpTo 1 /0 Page  Total of 0 records

Click [New]. The New page is displayed.

o
.

e

Manual Release Reason™

Remarl

:Name of the manual release reason.

: Remark of the manual release reason.

Click a name or [Edit] in the Operation column to go to the Edit page. Make modifications and click

[OK] to save modifications.

Select one or more manual release reasons and click [Delete] at the upper part of the list and click
[OK] to delete the selected manual release reasons. Click [Cancel] to cancel the operation, or click
[Delete] in the Operation column to delete a manual release reason.
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Click [Refresh] at the upper part of the list to load new manual release reasons.

Charge

It is mainly used to set charging rules of each vehicle type and vendor discount policies in the
parking lot. Charge Setting includes seven modules: Temporary Vehicle Charge, Overtime Charge
Standard, Fixed Vehicle Charge Standard, Guard Booth on Duty, Discount Strategy, Business, and
Reconciliation.

Temporary Vehicle Charge

Choose [Charge] > [Temporary Vehicle Charge]. The Temporary Vehicle Charge page is displayed,
as shown in the following figure.

Welcome, admin @ @ . @ O

Authorized Company: ZKTeco.

bl

':' Operation Wizard ) Temporary Charge Name | O‘

The current query conditions: None

Authorizalion Management ()
3 = (v Refresh [® New ffj} Delete %) Operation Wizard

Parking Lot Management () (] Temporary Chargiame Parking Lot Name Vehicle Type Daily Highest Free Minutes The highest fees of Operations
5 Amount muttiple access

/:T Guard Booth Setiings @

QOvertime Charge

Fixed Vehicle Charge

Shift Settings

Discount Strategy
Business

Financial Reconciliation

E Reports

‘-tf_‘ﬂ Real-Time Monitoring j:j I¢ <« 0 » 3 S0rowsperpage ~ JumpTo 1 10 Page  Total of 0 records

Click [New]. The New page is displayed.
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New
Temporary Charge Mame™ l:l Parking Lot Name*
Vehicle Type® (® Temporary Vehicle & ) Temporary Vehicle B ) Temporary Vehicle C () Temporary Vehicle D
Daily Highest Amount™ Dollar Test Charging Rule:
Free Minutes 0 minutes
[ Charging Time includes Free Minutes Fark\n*g 3 v
Name’
[_| Cross Time Split ehicle Type Fixed Vehicle A r
[ Enable the same license plate in| Circulation within 24 ho ¥ | Multiple access with the highest fees Diollar In Time" 2018-04-03 17:53:00
Out Time*
Detail
(® According to time perfiod () According to cycle
Time Periodi &
Time Period” 00 - 00 ﬁ | to | 00 - 0o ﬂ [l Cross Day
Amount Receivable:
[_| Charge by Times
Maximum Charge” Daliar 0.0 Dollar
First Time Charge Dollar | minutes
Amount per unit time charge® | | Dollar minutes

#Note: Only one charge standard can be created for each vehicle type in the same parking lot. If no
temporary vehicle charge standard is created for a parking lot, the first charge standard can be
created only for temporary vehicle A. This is because the charge standard for temporary vehicle A
is used for exit of temporary vehicles by default.

- It must be unique.
- Parking lot of the charging standard.
:Vehicle type of the charging standard.

:Highest daily charging amount (For example, if 10 dollars is charged for an
hour, 240 dollars is charged for an entire day in normal cases. If this parameter is set to 100 dollars,
only 100 dollars is charged for an entire day).

:No fee is charged when the parking period is within the range specified by this
parameter.

- If this parameter is selected, Free Minutes is set to 30, and
the actual parking period is 31 minutes, fees are charged based on 31 minutes. If this parameter is
not selected, Free Minutes is set to 30, and the actual parking period is 31 minutes, fees are charged
based on 1 (31-30) minute.

: Suppose that one dollar is charged every 15 minutes during time period 1 from
9:00 to 10:00 and 10 dollars is charged every 15 minutes during time period 2 from 10:00 to 11:00.
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The parking duration is from 9:43 to 10:30. If this parameter is not selected, the period from 9:43 to
9:58is charged 1 dollar, the period from 9:58 to 10:00 has only 2 minutes, which is shorter than 15
minutes and must be supplemented by the period from 10:00 to 10:13, and the period from 10:13 to
10:28 is charged based on period 2, and so on. If this parameter is selected, the period from 9:43 to
9:58 is charged 1 dollar, the period from 9:58 to 10:00 has only 2 minutes, which is shorter than 15
minutes but is still charged 1 dollars based on time period 1, and the period from 10:00 to 10:15 is
charged based on period 2, and so on.

:Rolling fee. If the accumulated fees for multiple entrance and exits of the same
license plate exceed this value, no extra fee is charged in the preset cycle. The cycle can be 24 hours
for a natural day or 24 hours for a circulated day: 24 hours for a natural day refer to 00:00 -24:00 and
24 hours for a circulated day are from the entrance time to this time on the next day.

According to time period. The page is displayed in the following figure.

New
Temporary Charge Name™ Temporary Charge A Parking Lot Name* Test
| Vehicle Type” (&) Temporary Vehicle A Temporary Vehicle B Temporary Vehicle C Temporary Vehicle D
Daily Highest Amount™ Do\lar Test Charging Rule:
Free Minutes ] minutes
[_| Charging Time includes Free Minutes F'ark\nig Lo Test v
Name’
| [L] Cross Time Split Vehicle Type Temporary Vehicle A
| Enable the same license plate in | Circulation within 24 hot ¥ | Multiple access with the highest fees Dollar In Time" 2018-04-03 18:17:00
Qut Time™*
Detail
®) According to time period () According to cycle
Time Period1 +
Time Period* o0 - 00 ﬂ | to | a0 - oo ﬂ [[] Cross Day
Amount Receivable:
[] Charge by Times
Maximum Charge® Doliar 0.0 Dellar
First Time Charge Dollar | minutes
Amount per unit time charge* Dollar minutes
[ saveandnew W ox W cancel |

Set different charging standards for different time periods. The time periods must be continuous and
the sum must be 24 hours.

- If this parameter is selected, Amount per unit time charge cannot be set and fees
are charged based on the amount set in Maximum charge. If this parameter is not selected, fees are
charged based on the unit time and the period must be multiples of 15. If the fee is higher than the
amount set in Maximum charge, the maximum amount is charged.

. The page is displayed in the following figure.

Page |340 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

New
Temporary Charge Name® | Temporary Charge A Parking Lot Name* Test
Vehicle Type® (® Temporary Vehicle A Temporary Vehicle B Temporary Vehicle C Temporary Vehicle D
Daily Highest Amount* 100 Dollar Test Charging Rule:
Free Minutes i} minutes
Segian o Parking Lot
QNG i cludes Free Minutes Name® Tast v
Crosg Time Split Vehicle Type Temporary Vehicle &
ame license plate in| Circulation within 24 ho ¥ | Multiple access with the highest fees | Doltar In Time" 2018-04-03 18:17:00
Out Time*
Detail
() According to time period | ) According to cycle
Cycle1 +
Cycle® minutes
[ Charge by Times Amount Receivable:
Maximum Charge”® Dollar
i 0 Dollar
Amount per unit time charge® Doliar minutes
OK. ] [ Cancel I

The next 1440 minutes (24 hours) from the entrance time can be divided based on different charge
standards.

- Itis used to test the set temporary car charging rules. You can enter the name of
the parking lot, vehicle type, entrance time and exit time in this section, click [Click Test] to view the
results of the charges

= Notes:

» When Charge by times is not selected, the time of each cycle must be set to multiples of the
time period specified in Amount per unit time charge. There is no limitation if Charge by
times is selected.

» If According to cycle is selected, Cross Time Split is invalid.

» If Charge by times is selected, Amount per unit time charge cannot be set and fees are
charged based on the amount set in Maximum charge. If this parameter is not selected,
fees are charged based on the unit time and the period must be multiples of 15. If the fee is
higher than the amount set in Maximum charge, the maximum amount is charged.

Click a temporary charge name or [Edit] in the Operation column to go to the Edit page. Modify and
click [OK] to save modifications.
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Select one or more temporary vehicle charge and click [Delete] at the upper part of the list and click
[OK] to delete the selected temporary vehicle charge. Click [Cancel] to cancel the operation or click
[Delete] in the Operation column to delete a single temporary vehicle charge.

Click [Refresh] at the upper part of the list to load new temporary vehicle charge.

Overtime Charge

Choose [Charge Setting] > [Overtime Charge Standard]. The Overtime Charge Standard page is

displayed as in the following figure.

Overtime Charge Namg | | Q.

The current query conditions: Mone

Authorization Managemeni(=)
& 5 (v Refresh [® New (i Delete  *) Operation Wizard

Parking Lot Management () = Overtime Chargiyame  Parking Lot Name Status

e Guard Booth Settings @

Fired Vehicle Charge

Shift Settings

Discount Strategy
Business

Financial Reconciliation

- E Reports

-

JumpTo 1

Real-Time Monitoring @ ¢ ¢ 0 » > 50rowsperpage ~ /0 Page

Operations

Total of 0 records

Click [New]. The New page is displayed.
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MNew

Overtime Charge Name * “ Parking Lot Name®

Status® Enable ¥

Detail

Temporary Vehicle Allowable Retention Time® |_| Include Retention Cwertime Charge Amount®
A minutes Time DellarHour

Temporary Vehicle Allowable Retention Time™ || Include Retention Cwertime Charge Amount®
B minutes Time Dollar/Hour

Temporary Vehicle Allowable Retention Time® || Include Retention Cwerime Charge Amount®
c minutes Time DollarHour

Temporary Vehicle Allowable Retention Time® || Include Retention Cwvertime Charge Amount®
D minutes Time DellarHour

#Note: The name of the overtime charge standard must be unique. Parking lots for which overtime
charge standards have been configured are not displayed in the Name drop-down list.

- Unique name of the overtime charge standard.
: Parking lot of the charge standard. Only one standard can be set for a parking lot.
-1t can enable or disable this charge standard.

- Allowable retention time and overtime charge amount of each temporary vehicle type after
payment at the central payment station.

: Retention period in the parking lot after payment at the central payment
station. If the time in the parking lot exceeds the retention time, fees are charged again.

: Suppose that the allowable retention time is 30 minutes, and the vehicle
stays in the parking lot for 31 minutes. If this parameter is selected, fees will be charged for 31
minutes. If this parameter is not selected, frees will be charged for 1 minute.

: Charge standard when the allowable retention time is exceeded.

Click a name or [Edit] in the Operation column to go to the Edit page. Modify and click [OK] to save
modifications.
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Select one or more temporary vehicle charge and click [Delete] at the upper part of the list and click

[OK] to delete the selected temporary vehicle charge. Click [Cancel] to cancel the operation, or click
[Delete] in the Operation column to delete a single temporary vehicle charge.
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Click [Refresh] at the upper part of the list to load new temporary vehicle charge.

Fixed Vehicle Charge

Choose [Charge Setting] > [Fixed Vehicle Charge]. The Fixed Vehicle Charge page is displayed as in
the following figure.

Fixed Charge Name |

The current query conditions: None

Authorization Management(=)
g & (> Refresh @ New ﬁ% Delete  *7) Operation Wizard

Cycle Type Cycle Charge Operations
Amount(Doliar)

Parking Lot Management () [l Fixed Charge Nak Vehicle Type
i@y ©Guard Booth Settings (3]

Charge

Temporary Vehicle Charge
Cverlime Charge

(=

Shift Settings

Discount Strategy
Business
Financial Reconciliation

Reports

Real-Time Monitoring ;:; 1« « 0 » 3 S0rowsperpage ~ JumpTo 1 /0 Page  Total of 0 records

Click [New]. The New page is displayed.

ﬁ .Jxﬁl'i Sﬁ‘? |
Fixed Charge Name® ||
Vehicle Type®
Cycle Type™ T-I'I.I'Io nihhy A

Cycle® 11 r

Charge Amount”
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#Note: The fixed charge name must be unique. Fixed vehicle types whose charge standards have
been set cannot be set again. The standard is applicable to all parking lots.

:Unique name of a fixed vehicle charge.

:Vehicle type of the fixed vehicle charge. Only one fixed vehicle charge can be set for
each vehicle type.

: Month/Daily.
- Valid time of fixed vehicles.

: Paid amount.

Click a fixed charge name or [Edit] in the Operation column to go to the Edit page. Modify and click
[OK] to save modifications.

Select one or more temporary vehicle charge and click [Delete] at the upper part of the list and click
[OK] to delete the selected temporary vehicle charge. Click [Cancel] to cancel the operation or click
[Delete] in the Operation column to delete a single fixed vehicle charge.

Click [Refresh] at the upper part of the list to load new temporary vehicle charge.

Choose [Charge Setting] > [Shift Setting]. The Shift Setting page is displayed as in the following
figure.
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Shift Name‘ | Q ®

The current gquery conditions: Mone

(v Refresh  [® New [f Delete

Authorization ManagementE}

= Parking Lot Management (&) [  Shit Name : Guard Booth on duty Start Time End Time Operations

7 Guard Booth Setiings Ej

Charge

Temporary Vehicle Charge
Overtime Charge

Fixed Vehicle Charge

Discount Strategy
Business
Financial Reconciliation

J Reporis

Real-Time Monitoring ::: I« « 0 » 3| 5S0rowsperpage ~ JumpTo 1 /0 Page  Total of 0 records

® New

Click [New]. The New page is displayed.

[ Niew x

Shift Name’® [ |

Guard Booth on duty”™

Start Time* | 00:00: 00 & ‘
End Time* | 00:00: 00 & ‘
Cross Day 7]

The fields are described as follows:

Shift Name: Unique name of a shift.

The Guard Booth on duty: Guard booth of the shift.
Start Time: Start time of the shift.

End Time: End time of the shift.

Cross Day: Whether the shift spans two days.
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Click a name or [Edit] in the Operation column to go to the Edit page. Make modifications and click
[OK] to save modifications.

Select one or more shifts and click [Delete] at the upper part of the list and click [OK] to delete the
selected shifts. Click [Cancel] to cancel the operation, or click [Delete] in the Operation column to
delete a single shift.

Click [Refresh] at the upper part of the list to load new shifts.

Discount Strategy

Choose [Charge Setting] > [Discount Strategy]. The Discount Strategy page is displayed, as shown in
the following figure.

> Operation Wizard ) Name l:l Discount Type | —— _| Q ®

The cumrent query conditions: None

(v Refresh [® New (i Delete

Authorization Management()
Parking Lot Management (T (=] Name Discount Type Deduction Amount  Deduction Minutes ~ Deduction Percentage  Operations
1o Guard Booth Settings @

Charge

Temporary Vehicle Charge
Overtime Charge

Fixed Vehicle Charge
Shift Settings

Disc

Business

Financial Reconciliation

J Reporls

Real-Time Monitoring @ 1« « 0 » > 50rowsperpage ~ JumpTo 1 !0 Page  Total of 0 records

Click [New]. The New page is displayed.
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MName* |NameA
Discount Type”® Free v
Free

:Unique name of the discount strategy.

- a. Free (no charge); b. Deduction Amount (deducting a fixed amount from the fee); c.
Deduction Minute (deducting minutes from the parking period and then make the charge); d.
Deduction Percentage (deducting fees at a specified percentage).

: When Discount Type is Free, this parameter does not need to be entered.
When Discount Type is set to other values, enter the corresponding unit.

Click a name or [Edit] in the Operation column to go to the Edit page. Make modifications and click
[OK] to save modifications.

Select one or more discount policies and click [Delete] at the upper part of the list and click [OK] to
delete the selected discount policies. Click [Cancel] to cancel the operation, or click [Delete] in the
Operation column to delete a single discount strategy.

Click [Refresh] at the upper part of the list to load new discount policies.

Choose [Charge Setting] > [Business]. The Business page is displayed as in the following figure.
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Business Name ‘ Q ®

The current query conditions: Mone

(C+ Reiresh @ New ﬁ Delete

Authorization Management(3)

Parking Lot Management (3 = Business Name Discount Way Contact

Guard Booth Setiings

Click here

Charge

Temporary Vehicle Charge
Overtime Charge

Fixed Vehicle Charge
Shift Settings

Discount Strategy

Financial Reconciliation

Reports

Real-Time Monitoring : |« ¢ 0 » 5| S0rowsperpage ~ JumpTo 1 /0 Page  Total of O records

® New

Click [New]. The New page is displayed.

Business Name”®

Discount Way”

Contact

Business Phane

Business Address

The fields are described as follows:
Business Name: Unigue vendor name.

Discount Way: Select a discount strategy set in 9.5.5 Discount Strategy.
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:Vendor contact.
:Vendor phone number.

:Vendor address.

User Manual

Click a name or [Edit] in the Operation column to go to the Edit page. Modify and click [OK] to save

modifications.

Select one or more vendors and click [Delete] at the upper part of the list and click [OK] to delete the
selected vendors. Click [Cancel] to cancel the operation, or click [Delete] in the Operation column to

delete a single vendor.

Click [Refresh] at the upper part of the list to load new vendors.

Financial Reconciliation

Choose [Charge Setting] > [Financial Reconciliation]. Set parameters such as Duty Officer Name and
Duty Office ID and click & to query reconciliation data as shown in the following figure.

o [ —

The current query conditions: None

"— Operation Wizard

Authorization Management(X)
= T+ Refresh  [® Reconciliation

Duty Officer
Name

Parking Lot Management (%) (]  Start Time

= i Guard Booth Setfings @
Charge

Temporary Vehicle Charge
QOvertime Charge

Fixed Vehicle Charge
Shift Settings

Discount Strategy

Business

J Reports

Real-Time Monitoring : 1< ¢« 0 % 31 50rowsperpage ~

Discount
Amount

Turnover

Advance
Amount

Duty End Time

Total of O records

Jump To 1

/0 Page
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® Reconciliation

Click [Reconciliation] in the Operation column. The Reconciliation page is displayed as shown in the
following figure.

Duty Officer ID 1 Discount Amount.

Duty Officer Name !admin Advance Amount
[

Duty Start Time i 2018-04-04 13:58:35 T Turnowver
Duty End Time iizmsﬂam 14:01:09 The Total Amount

The number of free release I The Actual Amount

vehicle

The number of manual release - Confirm Time | 2018-04-04 16:21:19

Confirmor i Confirm Amount® |

Rermark

The fields are described as follows:

Duty Officer Name: Duty officer name.

Duty Officer 1D: Duty officer ID.

Duty start time: Duty start time.

Duty end time: Duty end time.

The number of free release vehicle: Number of vehicles released free of charge.
The number of manual release: Number of vehicles released manually.
Confirmor: Reconciliation personnel.

Advance amount: Amount prepaid to the guard booth (for changes).
Turnover: Paid amount.

The total amount: Advance amount + Turnover

The actual amount: Amount entered by the duty officer during the shift change.
Confirm Time: Current time.

Confirm Amount: Amount confirmed by the reconciliation personnel.

Remark: Remark to be added.
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Report

Report comprises five modules: Charge Details, Handover Record, Vehicles in the Parking Lot, Daily
Report and Monthly Report. You can analyze and collect statistics on the parking lot data to gain a
macro control on the parking lot.

License Plate Report

It will provide all the details for the vehicle whose license plate has been registered in the system.
You can export the details as required.

Choose [Report] > [License Plate Report]. Select the desired time period and operation type and click
A to search. Click [More] to search based on other conditions.

B = weiome2amn (@) (D @) @ O

il e
Ll Authorized Company: ZKTeco
Time From | 2013-01-04 00:00:00 | To |2ms43m4 23:50:50 | Operation Type } Morer Q. ®
The current query conditions: Time From:(2018-01-04 00:00:00) To:(2018-04-04 23:59:59)
(v Refresh [ Export
Parking Lot Management (%) Vehicle Qwner * Parking Space Vehicle Type Entrance and Exit Area Start Time End Time Charge Amount Operation Type Op
Number
- Guard Booth Settings abc E1 Fixed Vehicle A Entrance2 2018-04-02 2018-04-03 100.0 Authorization 201
abc E2 Fixed Vehicle A Entrance2 Entrancel Entrance3 2018-04-02 2018-04-03 100.0 Authorization 201
Charge @ abc E3 Fixed Vehicle D Entrance2,Entrance3 Entrance1 2018-04-02 2018-04-03 200.0 Authorization 201
abc E1 Fixed Vehicle A Entrance2 2018-04-02 2018-04-03 100.0 Cancellation 201
Reports
“ abc E2 Fixed Vehicle A Entrance3 Entrance2 Entrancel 2018-04-02 2018-04-03 100.0 Cancellation 201
ahc E3 Fixed Vehicle D Entrance3 Entrance2 Entrance 2018-04-02 2018-04-03 2000 Cancellation 201
e abc E1 Fixed Vehicle B Entrancel 2018-04-03 2018-04-03 100.0 Authorization 201}
Charge Details
abc E1 Fixed Vehicle B Entrance1 2018-04-03 2018-04-03 100.0 Expire 201}
Handover Record
abc E10 Fixed Vehicle A Entrance1 Entrance2 Entrance3 2018-04-04 2018-04-05 100.0 Authorization 201
Vehicles in Parking Lot
Entry Record
Exit Record
Daily Reports
4 3
’{‘:u Real-Time Monitoring @ I¢ ¢ 1-9 5 5| S0rowsperpage ~ JumpTo 1 /M Page  Total of 9 records

Charge Details

The Charge Details module provides reports of charging information of all exit vehicles (records with
fee of 0 are also generated for fixed vehicles and charging-free temporary vehicles).

Choose [Report] > [Charge Details]. Select the desired time period and operator name, and click &
to query charging details. Click [More] to query based on other conditions. The page is shown in the
following figure.
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Time From | 2017-02-17 00:00:00 To | 2017-05-17 23:50:50 Operator Name Morew O (%)
The current query conditions: Time From:(2017-02-17 00:00:00) To{(2017-05-17 23:59:59)
(+ Refresh  fi* Clear All Data
License Plate Number  Vehicle Type In Time ‘Out Time Charge type Receivable Amount  Discount Amount  Rolling reduction amount  Received Amount  Payment Method Opere
Temporary Vehicle A Not matched the enter time 2017-05-17 12:58:31 Free 0.0 0.0 0.0 00 Cash admin
Temporary Vehicle A Not matched the enter time 2017-05-17 12:58:49 Free 0.0 0.0 0.0 0.0 Cash admin
< >
1-2 S0rowsperpage =~ JumpTo 1 /1Page  Total of 2 records

Handover Record

The Handover Record provides reports of handover records.

Choose [Report] > [Handover Record]. Select the desired time period and operator name, and click
Q' to query handover records. Click [More] to query based on other conditions. The page is shown
in the following figure.

Welcome, admin @ @ @ C)

Authorized Company: ZKTeco

Operation Wizard TimeFrom  2018-01-0400:00.00 | To |2018-04-042350:59 | Duty Officer Name |:| Moey Q.

The current query conditions: Time From:(2018-01-04 00:00:00) To:(2018-04-04 23:59:59)

Authorization Management

(" Refresh |—_/’ Export

Parking Lot Management Duty Officer Name Guard Booth Name Shift Name Duty Start Time Duty End Time Whether to hand aver

admin Test Current shift is not set 2018-04-03 15:55:53 Not Handover

Ctam Beath Seringe admin Testt Current shiftis notset  2018-04-04 10:22:49 Not Handover

admin a Current shift is not set 2018-04-04 10:46:59 Not Handover
Charge

Reports

License Plate Report
Charge Details.

|
Vehicles in Parking Lot
Entry Record
Exit Record
Daily Reporis

| Real-Time Monitoring j¢ « 1-3 » | 50rowsperpage ~ JumpTo 1 M Page  Total of 3 records
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The Vehicles in the Parking Lot module provides statistics of all vehicles in the parking lot.

Choose [Report] > [Vehicles in the Parking Lot]. Select the desired time period and license plate
number and click & to query vehicles in the parking lot. The page is shown in the following figure.

Time From | 2017-02-17 00:00:00 To |2017-05-17 23:59:59 License Plate Number Q ®

The current query conditions: Time From:(2017-02-17 00:00:00) To:(2017-05-17 23:58:59)

(C* Refresh
Name License Plate Number Register Type In Time Name Channel State Event Type Enter Photo
Parking Lot A Temporary Vehicle  2017-05-17 13.01:53 Channel A Large vehicle area ent Manually Open
Parking Lot A Temporary Vehicle  2017-05-17 13:01:58 Channel A Large vehicle area ent Manually Open
1-2 50 rows perpage v JumpTo 1 /1 Page  Total of 2 records

It will provide the details of the vehicle which entered into the parking.

Click [Report] > [Entry Record]. Select the desired time period, vehicle owner and license plate
number, and click to query Entry records. Click [More] to query based on other conditions.

Time From | 2017-08-19 00:00:00 To |2017-12-19 23:60:56 VencleOwner [ | License Plate Number Moer Q (%

The current query conditions: Time From:(2017-08-19 00:00:00) Tox{2017-12-19 23:59:59)

("% Refresh
Parking Area “ehicle Owner Card Number License Plate “ehicle Type Channel Name Channel Status Event Type In Time
Number
Underground Parkir 111 11 Temporary Vehicle . Test3 Small vehicle area entrance  Manually Cpen 201712-13 17:5%:11
Underground Parkir 111 1 Temporary Vehicle . Test! Large vehicle area entrance  Manually Open 2017-12-13 16:13:50

Page |355 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

It will provide the details of the vehicle which exited out of the parking.

Click [Report] = [Exit Record]. Select the desired time period, vehicle owner and license plate
number, and click to query Exit records. Click [More] to query based on other conditions

Time From | 2017-00-19 00:00:00 To |2017-12-19 23:58:50 Vehicle Owner |:| License Plate Number Moes Q. (%)
The current query conditions: Time From:{(2017-09-19 D0:00:00) To:(2017-12-19 23:58:59)
(C+ Refresh
Parking Area Vehicle Owner Card Number License Plate Vehicle Type Channel Mame Channel Status Event Type Qut Time
Number
Underground Parkir 111 1 Temporary Vehicle . Testd Small vehicle area exit Manually Open 2017-12-13 16:38:45

The Daily Report provides reports of the total amount of charges per day for each shift in each duty
guard booth.

Choose [Report] > [Daily Reports]. Select the desired time period and click A to query the total

amount of charges for each shift in each duty guard booth. The page is shown in the following
figure.

Time From | 2018-01-04 To |2018-04-04 Q ®
The current query conditions: Time From:(2018-01-04) To:(2018-04-04)

("% Refresh |—_|’ Export

Date Duty Start Time Duty End Time Shift Name Guard Booth on duty  Tumover Discount Amount The Actual Amount Th

mg

The Monthly Report provides statistics of parking fees for each day of the month.

Choose [Report] > [Monthly Reports]. Select the desired time period and click A 1o query the
parking fees. The page is shown in the following figure.
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Time From | 2018-D1-04 To | 2018-04-04 O\

®

The current query conditions: Time From:(2018-01-04) To:(2018-04-04)

(_ Refresh B Export

Date Duty Start Time Duty End Time Shift Name Guard Booth on duty ~ Turmover Discount Amount The Actual Amount Th
my

Real-Time Monitoring provides real-time monitoring data and comprises two modules: Guard Booth
and Monitoring Room.

Please open this module in Internet Explorer, as the video preview is only supported in this browser.

Choose [Real-Time Monitoring] > [Guard Booth]. The Guard Booth page is displayed as in the
following figure.

s 0 ome e 2@

2 Operation Wizard @ Guard Booth Test A
Current Duty Testl
Authorization Managemenl.‘:i:j Duty Start Time: 2013-04-03 15:55:53
Charge Amount 0.0

LT Parking Lot Management (5

— Manual Release
= Guard Booth Seitings
= Prompt

Unable to preview, processing methods are as follows: License Platz Number

—~
(&) Charge
o 1.Your computer does not install a video control, or the version of the video conirolis not the latest Please

dick download contrels:Download ZK OCX Permit Channel* Test

@J Reporls

'\a Real-Time Monitoring

2. Ifyou have already installed the browser correctly. Please check the user UAC level (adjusted to the
default or minimum) Manual Release Reason

[

3. After the operafion, you should restart or refresh the browser.

Guard Booth

Moniter Room

Respective Districts:Entry
Remaining Parking Space : 0099

License Plate Number  Vehicle Type Vehicle Owner Time Channel Status Event Type

P
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You will get below message:
Prompt:
Unable to preview, processing methods are as follows:

1. Your computer does not install a video control, or the version of the video control is not the latest.
Please click download controls: Download ZK OCX

2.1f you have already installed the browser correctly. Please check the user UAC level (adjusted to the
default or minimum).

3. After the operation, you should restart or refresh the browser

Click on Download ZK OCX. You will get below pop-up. Save the setup and then run it.

Do you want to run or save LPRActive2100.exe (5.19 MB) from 127.0.0.17

@ This type of file could harm your computer. | Run || Save |V|| Cancel

Ready to Install
Setup is now ready to begin installing LPRActveXPlugin an your computer,

Click Install to continue with the installation.

Install | | Cancel

Complete the installation and then refresh the browser.

This webpage wants to run the following add-on: 'IPCActiveXPlugin OCX' from 'ZKTechnology (unverified publisher)’.  What's the risk? X

Click "Allow” to give permission for the video preview.
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ZK - & 0 O @ & @ @

[iz-‘ Operation Wizard @ Guard Boath Test ~
Current Duty Testl
m Authorization Managemenl(:-:. Duty Start Time 2018-04-03 15:55:53
Charge Amount 0.0

»H,‘i’ Parking Lot Management (&)

Manual Release

II-_@_E Guard Booth Sefings

License Plate Number

c@ Charge
@ Reports

'ﬁl Real-Time Monitoring

Permit Channel® Test

< [

Manual Release Reason —

Guard Booth

Moniter Room

Respective Districts:Entry
Remaining Parking Space : 0099

License Plate Number  Vehicle Type Vehicle Qwner Time Channel Status Event Type

P

#Note: To properly use this function, set the temporary vehicle charge and fixed vehicle charge in
advance. An overtime charge standard must be set for the central payment station. If the consumer
discount function is enabled, the vendor discount must be set. Otherwise, a prompt in the red box

will be displayed.

200 m e e @ &

Guard Booth Test el

'-JIE' Operation Wizard
Current Duty Testl

o uthorization Management () Duty Start Time 2018-04-03 15:55:53
9] Autnorization M: @

Charge Amount 0.0

The charging standard of temporary vehicle A has not set, please click here o set. Manual Release

License Plate Number

n{H]JI’ Parking Lot Management (%)

Iren Guard Booth Settings Ew

(:r@:] Charge

@ Reporls

'a Real-Time Monitoring

Permit Channal* Test

EINES

Manual Release Reason —

Guard Booth

Monitor Room

Respective Districts:Entry
Remaining Parking Space : 0089

License Plate Number ~ Vehicle Type Vehicle Owner Time ‘Channel Status Event Type

Click the link in the prompt to quickly locate the corresponding module and add necessary
information.

If the local host is not set as the guard booth, a prompt in the red box will be displayed:
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zx - s evome ufffe e

ﬁE’ Operation Wizard ® Guard Booth This computer is not used for A
quard bootht

[.‘?’J Aulhorization Management (=) Current Duty Current shift is not set

= Duy Start Time 2015-04-04 15:28:34

H;f Parking Lot Management () Gharge Amount 00

Manual Release

Guard Booth Setlings (&)

License Plate Number
Charge

Prompt:

This computer is not used for guard booth se that it can not preview the videal R Changef ~

Reporis:

Manual Release Reason | — v

Real-Time Monitoring

Guard Booth

owlEB e This computer is not used for guard
booth so that it can not view the

remained parking spaces.

License Plate Number ~ Vehicle Type Vehicle Owner Time Channel Status Event Type

ol

Change Duty

If the local host is set as the guard booth but has not been bound to any channel or device, a
prompt in the red box will be displayed:

& 0 @ i B KRS

ﬁg’ Operation Wizard @ Guard Booth This computer is not used for A
quard boolh!
Authoiization Management(T) Current Duty Current shift is not set
Duty Start Time 2015-04-04 15:29:34
Parking Lot Management (F) Charge Amount 0.0

Manual Release

Guard Booth Seftings (&5}

License Plate Number
Prompt:

Permit Channel*

<]

This computer is not used for guard booth so that it can not preview the videol

Reporis
Manual Release Reason | —

<

Real-Time Monitoring (=]

Guard Booth

Monilor Room This computer is not used for guard

booth so that it can not view the
remained parking spaces.

Licenss Plate Number  Vehicls Typs Vehicls Owner Time Channel Status Event Type

o

Change Duty

Area 1 in the following figure shows the automatic license plate identification/video surveillance in
normal state:
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Guard Ecath Tesat?
CuTent Duty Current shift iz nat set
Duty Start Time 20771213 16:30:40
Chargs Amount oo

Card Mumber®
Licenss Plats Mumber®
Vehicle Type' —

Fermit Channe” Test3

Parking

Licenas Fiate Mumbar  Card Number Wahiele Typa itk Cmer Tima

Channel Status Event Type
=]
fo¥i gl
s | B
Changs Dub o
=
()
Chare
Datalls

When the entrance channel identifies the license plate of a vehicle going entering the parking lot,
the following box is displayed:

Operator Confirmation Window
License Plate Number AABDTTT
Wehicle Type Tempaorary Vehicle A ﬂ

Click [Open] to allow the vehicle whether to enter the parking lot.

&sNote: When Direct pass is set for fixed vehicles (temporary vehicles) in 9.4.2 Channel Setting, the
vehicle can successfully enter the parking lot, and this box will not be displayed.

When the exit channel identifies the license plate of a vehicle going out of the parking lot and there
is a record about normal entrance of the vehicle, the following box is displayed:
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Charge Info

License Plate
Mumkber

ehicle Type
In Time
Cut Time

Receivable

Amount

Discount Amount
Received Amount

Charge Type

Operator Confimation Window-

Enter Fhoto

AABDTYTY

Témporaw Veh:cleh .
2017-05-17 14:40:20
2017-05-17 14:40:41

0.0

00
0.0

| Cash

#Note: If consumer discount is not enabled in 9.3.8 Parameter Setting, consumer discount cannot
be enabled, as shown in the following figure:

Charge Info

License Plate
Number

Wehicle Type
In Time
Qut Time

Receivable

Amount

Discount Amount
Received Amount

Charge Type

Operator Confirmation Window -

Enter Photo

AABDTTT

Temporary Vehicle A E
2017-05-17 14:40:20
2017-05-17 14:44:20

100

0.0
100

Cash

Charnel &

The Free button is displayed only when Temporary Vehicle Free is set to Yes in 9.4.1 Guard Booth

Setting.

The vehicle type can be changed and fees are recalculated only when Enable replacement of
vehicle is set to Yes in 9.4.1 Guard Booth Setting.
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Click [Open] to allow the vehicle to exit from the parking lot.
Click [Print the bills] to print receipts. The following dialog box is displayed:

#sNote: To use the printing function, select Printing fee receipts in 9.3.8 Parameter Setting. If the
printing plug-in is not installed, a prompt is displayed as follows:

The current guard booth Guard Booth A
Current Duty The current is not set.
Duty Start Time 2017-05-17 14:20:15
Charge Amount 100

Artificial Release

License Plate Number

Permit Channel” Channel A v

Artificial Release Reason e v

Prompt

The print co

License Plate Vehicle Type Vehicle User Time Channel State Event Type
Number

If the license plate identified by the exit device does not match any entrance record, the Manual
Correction page is displayed as the following figure:
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Manual comection

License Plate Number| A A12345

Total search records:0

No record number, please manu

Correction of license plate number

On this page, the license plate number entered in the first line is used as the standard and entrance
records of similar license plate numbers are searched in the database based on the entrance and exit

matching precision rules set in 9.3.8 Parameter Setting. Click . and . to go to the previous or

next record. Select the record to be corrected, enter the corrected license plate number, and click
[Manual correction] to correct the license plate number and allow the vehicle to exit the parking lot.
If no similar entrance record is found, click [Non-matching process]. The manual release method is
prompted and the amount for gate opening cannot be entered.

When a vehicle enters or exits from the parking lot, the table at the lower part of the page displays
the license plate number, vehicle type, time, channel state and event type. Events such as manual
release, VIP vehicle entrance and exit, fixed vehicle transfer to temporary vehicle, and non-matching
process are displayed in red, as shown in the following figure.
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The current guard booth

User Manual

Guard Booth A

Current Duty The current is not set.
Duty Start Time 2017-05-17 14:20:15
Charge Amount 0.0

Artificial Release
License Plate Number
Permit Channel Channel A

Artificial Release Reason

<] [<]

Respective districts:Parking Area A

Remaining parking spaces : 998

License Plate Vehicle Type Vehicle User Time Channel State Event Type pﬂ]ll z)‘
T
Chanae Duty Black White
2A12345 Temporary Vehicle A 2017-05-17 14:50:42 Cut Wismatch
‘ehni
Seal Charge Detai

Duty information is displayed at the upper right of the page. The information includes the current
guard booth, current duty, duty start time, and charge time, as shown in the preceding figure.

Enter the license plate number on the Central Payment Station tab page and click [Charge]. If no
entrance record of the license plate number is found, the Manual correction page is displayed as in
the following figure:
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License Plate Number| D123458] |

| Total search records:0 |

MNo record number, please manually correct the number of the license plate.

Correction of license plate number

On this page, the license plate number entered in the first line is used as the standard and entrance
records of similar license plate numbers are searched in the database based on the entrance and exit

matching precision rules set in 9.3.8 Parameter Setting. Click - and . to go to the previous or

next record. Select the record to be corrected, enter the corrected license plate number, and click
[Manual correction] to correct the license plate number and allow the vehicle to exit the parking lot.

If a normal entrance record is matched, a charging result page is displayed and a charging success
message is displayed after you press [OK].

® Manual Release

The information is shown in the red box of the following figure:

Page |366 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

The current guard booth Guard Booth A
Current Duty The current is not set.
Duty Start Time 2017-05-17 14:20:15

Charge Amaunt 0.0

Central payment station Artificial Release

License Plate Number D231233

Permit Channel™ Channel

! &

Arificial Release Reason

Respective districts:Parking Area A

Remaining parking spaces : 998

License Plate Vehicle Type Vehicle User Time Channel State Event Type pﬂll g)
MNumnber N i
Change Duty Black White

Enter a license plate number, select the release channel and manual release reason (setin 9.4.4
Manual Release Reason), and click [OK]. For the entrance channel, directly open the gate to release
the vehicle. For the exit channel, there may be two situations: if an entrance record is matched, the
charging result page is displayed and the vehicle successfully exits from the parking lot; if no
matched entrance record is found, the Manual correction page is displayed for manual correction.
(The charging result page and manual correction page have been mentioned above and are not
described here))

The information is shown in the red box of the following figure:
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The current guard booth Guard Booth A
Current Duty The current is not set
Duty Start Time 2017-05-17 14:20:15
Charge Amount 00

Central payment station Artificial Release

Respective districts:Parking Area A

Remaining parking spaces : 998

License Plate Vehicle Type Vehicle User Time Channel State Event Type p ﬂ“_ 2\
Number A

& ®

This area displays the name of the parking area to which the guard booth belongs, and the
remaining parking spaces in the parking area. (Records are read from the database and the displayed
is updated every 5 seconds.)

Click 04 inthe lowerright corner. The following dialog box is displayed (note: this button is

)
[ 4

valid only when Enable the shift process is selected in 9.3.8 Parameter Setting.)

Shift confirmation

Duty Officer Name admin Duty Officer 1D 1

Duty start time 2017-05-17 14:20:15 Advance amount® 100

Duty end time 2017-05-17 14:55:44 Turnover 0

The number of free release 3 The total amount 100

vehicle

The number of artificial o The actual 100 ‘
release amount® :

Set Advance amount and The actual amount and click [OK]. The current shift ends and the next
shift starts. A login dialog box is displayed:
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Login account* admin

Login password® wrres

Enter the user name and password and click [Login] for successful shift change. Fingerprints can also
be used for login, as shown in the following figure:

No fingerprint readers detected.

e White-Black List Management

Click £ inthe lower right corner. The black/white list management page is displayed (see 9.3.7

Black
‘White

White-Black list).
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License Plate Number I:I License Plate type |—

The current query conditions: Nong

(> Refresh  [® New i} Delete

B License Plate License Flate Start Time Operating Time Operations
Number type

@ H123123 Blacklist 2017-05-17 14:56:56 Edit Delete

j¢ ¢« 1-1 5 5| GOrowsperpage ~ JumpTo 1 /1 Page  Total of 1 records

® Vehicle Search

Click [  inthe lowerright corner. The Vehicle Search page is displayed (see 9.6.4 Vehicles in the

Vehicle
Search

Parking Lot).

Time From | 2017-02-17 00:00:00 | To  2017-05-17 23:59:59 License Plate Number |:| Q

The current query conditions: Time From:{2017-02-17 00:00:00) To:(2017-05-17 23:58:59)

("% Refresh

MName License Plate Reqgister Type In Time MName Channel State Event Type Enter Pl
Number

Parking A BEABDTTT Temporary Vehicle — 2017-05-17 14:40:20 Channel A Large vehicle area ent General records 2017-05-

Parking A BEABDTTT Temporary Vehicle  2017-05-17 14:43:36 Channel A Largev ehicle area exit General records 2017-05-

<
1« <« 1-2 » 3 G0rowsperpage ~ JumpTo 1 /1 Page  Total of 2 records
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Click in the lower right corner. The Charge Detail page is displayed (see 9.6.2 Charge Detail).

Charge Detail '
Time From | 2017-02-17 00:00:00 To |2017-05-17 23:59:59 Operator Name l:l Morew x.» |
The current query conditions: Time From:(2017-02-17 00-:00:00) To{2017-05-17 23:-59:59)
+ Refresh Clear All Dat: I
(™ Refres| [ﬁ‘} ear ata ?
License Plate \ehicle Type In Time Cut Time Charge type Receivable Discount Rolling reduction I
Number Amaount Amount amount H
[ EEKS Temporary Vehicle A Mot matched the enter time 2017-05-17 14:51:52 Free 0.0 0.0 0.0
WE Temporary Vehicle A Mot matched the enter time 2017-05-17 14:50:42 Free 0.0 0.0 o0
S Temporary Vehicle A 2017-05-17 14:35:43 2017-05-17 14:36:30 Free 0.0 0.0 0.0
< >
1-3 50 rows per page ~ JumpTo 1 1 Page  Total of 3 records

Choose [Real-Time Monitoring] > [Guard Booth]. The Guard Booth page is displayed, as shown in
the following figure.

araton Wizsd

A 0 @ B A &= _ﬁ & {ﬁ:} Weicome, admie

Cument shf s nat et

] Adnonzaton Manageesant ) 251a2.13 1830 48
- Couigs amaent e
4 Paring Lol Management (3]
S Tempirary i Sroy £02 £t snagemest
5] Ouard Booth Settings.

Gart humeer
Ligras Fists Namesr

vhizle Type" |

Fermil Chesnel” Testn |

Respective Districts:Underground
Parking

Remaining Parking Space : 39898

Ligerse Pime Humiser  Cand humoar Vahzle Type Hehile Cwner Tie Chenral St Event Type

,_
=
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The function will appear when access controller is used for parking. It is similar to manual release.

Select the entry and exit credentials according to parking parameters settings: Card or Barcode
displays different interfaces. Need card reader and scan code gun.

In Monitoring Room, you can check video images and entrance and exit information of all guard
booths in all parking lots.

Choose [Real-Time Monitoring] > [Monitoring Room]. The Monitoring Room page is displayed as in
the following figure.

Operation Wizard =
iz o

L N = NOREEZ A it e

Traffic statistics @ Approach () Appearance = Day | Month  Year

O Exit O~ A B c Small ¥ Entry
[?j Authorization Management(+)

H?J[F Parking Lot Management ()
@ Guard Baoth Settings (&)
Charge @
@ Reports

'El Real-Time Moniforing

%00 hour  4:00 hour  8:00 hour  12:00 hour 16:00 hour  20:00 hour

Charge statistics Day | Month  Year

O-Exit -O-A -C-8 -O-¢C Small O Entry

1
08

Guard Booth

0.6
0.4
02

Monitor Room

Parking Lot Test Parking Area | Entry CiziGEuamy Test %00 hour  4:00hour  B:00 hour  12:00 hour 16:00 hour 20:00 hour
Parking Area Guard Booth License Plate Number  Time Channel Status Event” Residual par)(\'ng statistics
100
0]
60
20
20
< > Bxit A 8 c Small  Entry

Choose [Parking Lot] > [Parking Area] > [Guard Booth] to see the video images of the selected guard
booth, the message list for scrolled display can receive entrance and exit events of all guard booths
in all parking lots, and the graphic statistics in the right displays traffic information.
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Patrol System

The patrol system can help enterprise management personnel to effectively supervise and manage
the patrol personnel, plans and routes. In addition, periodic statistics and analysis can be performed
on the patrol routes and results.

#sNote: Before patrol operations, you need to add patrol devices in the [Access] module and add
patrol personnel in the [Personnel] module.

Operation Wizard

After logging into the system, click [Patrol] to go to [Operation Wizard]. Click on the page as
prompted to go to different functional modules and perform operations. The page is displayed as
follows:

()

) EE
= |i||j
&) Patrol Management (

= 2.1 Plan
2.2 Patrol Group

f @ 2.3 Route
Basic Management

1.1 Device
1.2 Checkpoint

Route Monitoring

This function displays all the scheduled routes of the current day in the patrol plan. When the patrol
personnel patrols based on the plan, the corresponding checkpoints in the patrol route will turn

green. If the personnel do not patrol based on the plan, the checkpoints will turn red. The page is
displayed as follows:
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Day Plan: route1 [ 2017-02-15 10:00:00 ~ 2017-02-15 11:00:00 ] Patrol Subject: first name last name

U &) U >

point1 point2 point3 pointd

Day Plan: route2 [ 2017-02-15 11:10:00 ~ 2017-02-15 12:30:00 ] Patrol Subject: first name last name

&) &) ) &)

point1 point2 point3 pointd

Day Plan: route2 [ 2017-02-15 13:00:00 ~ 2017-02-15 15:00:00] Patrol Subject: first name last name

&) &) ) &)

point1 point2 point3 pointd

Check Point state tips: @Mot Paired  @Mormal Patrol  a@Patrol Route Emor/Leakage Patrol

: The patrol personnel finished the patrol in the normal time segment in normal

sequence.

: The patrol personnel finished the patrol in the normal time segment but did not

follow the route.

: The patrol personnel did not finish the patrol in the normal time segment, that is,

one or more checkpoints are not patrolled.

: The patrol personnel did not finish the patrol in the normal time segment, that is, the
entire patrol route is not patrolled.

Select a device to be used as the patrol device from the access control devices. Click [Basic
Management] > [Device] > [New]. In the [Alternative] box, add available devices and click [OK] to
save the setting. The page is displayed as follows:
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| QP[&&S& search by the device name.

Alternative Selected

1192,168,217.221

10.3.2 Checkpoint

e Add

(1) Click [Basic Management] > [Checkpoint] > [New]. The page is displayed as follows:

Checkpoint® ||

Device Module® |Access Control

Area Mame* |

Device Mame* ]

Patrol TagiReadsr)® !-__

Installation Position

<> [FBE] |

Save and New OK

Patrol Tag: Currently, only access control readers are supported.
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(2) After the setting (parameters with * are mandatory), click [OK] to save the setting. You can also
click [Save and New] to save the current setting and add another checkpoint. Click [Cancel] to
cancel the setting and return to the upper-level menu.

#sNote: Patrol tags that have been used by checkpoints cannot be used again when you add
another checkpoint.

10.3.3 Parameters

(1) Click [Patrol] > [Basic Management] > [Parameters].
(2) Set the interval for patrol statistics collection.

(3) Click [OK] to save the setting.

10.4 Patrol Management

10.4.1 Plan

e Add

Click [Patrol Management] > [Plan] > [New]. Plans by date, week and month are displayed as follows:

ot [ ]
st i . e

(® By Date () By Wesk ) By Manih
By Dete|
Start Dste” | 2017-02-07 End Diste” 2017-02-07 |

Save and New oK
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:You can set the start and end time of the patrol. The time segment can be across
different days.

: The patrol plan is scheduled by day. Select [By Date] and set the start and end date for the
patrol plan.

: The patrol plan is scheduled by week.
: The patrol plan is scheduled by month.

A patrol plan by month can be executed every day or periodically. If you choose to execute the
patrol plan every day, the patrol task is performed every day in the specified month. If you

choose to periodically execute the patrol plan, the patrol task is performed on the specified date
in the month.

zNote: A maximum of three patrol shifts can be added for a patrol plan.

A patrol group consists of multiple patrol personnel. Personnel in the patrol group work together to
finish the corresponding patrol task. Click [Patrol Management] > [Patrol Group].

Patrol Group Patrol Person
Patrol Group Name o ® First Name o ®
The cumrent query conditions: None The current query conditions: None
(% Refresh New (ffj> Delete (v Refresh [ Delete
= Patrol Group Name Patrol mode Remark Operations = Personnel 1D First Mame Last Name Department
=] Test Group Any Person Verification Edit Add Personnel (]} 3 abc Financial Department
=) 50rows perpage ~  Total of 1 records 1=l 50rows perpage  ~  Total of 1 records

1. Click [Patrol Management] > [Patrol Group] > [New] to go to the patrol group adding page as
follows:
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Patrol Group Mame” ||

Patrol mode® (@any Person Verification (_All People Verification
Remark

2. Setthe following parameters: Select a patrol group name (not repeatable), patrol mode and
remarks.

3. (lick [Save and New] to add another patrol group and click [OK] to finish the setting.

4. Add/Delete personnel for a specified patrol group. (The following operations cannot be
performed if the patrol group is used by a patrol route).

(1) Click [Patrol Management] > [Patrol Group]. Click a patrol group from the list on the left.
Personnel in the patrol group are displayed in the list on the right.

(2) Click [Add Personnel] under Operation in the list on the left. The page for adding personnel is

displayed (or adding by department). Add personnel to the list on the right and click [OK] to
finish the setting.

(3) Select personnel in the list on the right and click [Delete] above the list to delete the
personnel from the patrol group.

#Note: In [Patrol Mode], Any Person Verification means that the patrol task is finished as long as one
person in the patrol group swipes the card at the checkpoint in the plan, while All People Verification
means that the patrol task is finished only after all people in the patrol group swipe their cards at the
checkpoint in the plan. A patrol group cannot be edited or deleted when it is used by a patrol route.

A patrol route consists of a series of checkpoints in a specified sequence.

Click [Patrol Management] > [Route] > [New]. The page is displayed as follows:

1. Set basic information for a route in the following box. The Limited Time parameter refers to the
time limit for finishing the entire route.
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Route Name®

|r0ute1

Plan Mame* |— E[

Limited Time* n Iminute

Deviation®*] - Time legend

Patrol Sub, amd s litral Group
855 1208
Leak point Qualified

1.The normal time peried is 9: 00-12: 00

2 Allow 5 minutes befol

re and after the error

Description of the time segment legends: It is set according to the allowed error time during the
patrol. Suppose that the patrol plan is scheduled between 9:00 and 12:00 (which can be setin the
patrol plan), and the allowed error time is 5 minutes. This means records between 8:55 and 12:05 are
valid and those segments out of this time are invalid.

2. After the setting, click [Next] to go to the [Route Definition] dialog box. Routes can be classified
to Order routes and Disorder routes (two categories and five situations are available). The 4
and ¥ buttons are used to move the checkpoint up and down.

Order: During patrol plan execution, there is no time limit between checkpoints. Patrol personnel
can patrol checkpoints in a specified sequence according to their habits within the time limit.
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Route Order | Order

Checkpoint Area Name EI QU ®

The current query conditions: None

Alternative Selected(d) &
[0  Gheckpaint [0 Checkpoint
&) i
o] 2
5 [l EE e
= WEE R
4
==
¢ ¢ 0+ .| EOrowsperpage v TotslcfOrecords

Disorder: Disorder routes are divided into the following:

Total Disorder: All checkpoints in the patrol route are disordered. Patrol personnel can patrol
checkpoints according to their habits within the time limit.

Disorder Except the First Checkpoint: In the patrol route, all checkpoints except the first checkpoint
are disordered.

Disorder Except the Last Checkpoint: In the patrol route, all checkpoints except the last checkpoint
are disordered.

Disorder Except the First and Last Checkpoint: In the patrol route, all checkpoints except the first
and last checkpoints are disordered.

' Route Order ® Tots! Disorder () Disorder Exoept the First Checkpoint  (7) Disorder Exoept the Last Checkpaint () Disarder Except the First and Last Checkpaint

] I I = O

The current guery conditions: None

Alternative Selected(d) +
[0  Checkpaint [0 Checkpoint
0o 1
[
= D E
= M=
=
==
1 ¢« 0 3 3 SOrowsperpage =  Totalof O records

3. Click [OK] to save the setting.
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25 Note:

Before patrol operations, you need to add patrol devices in the [Access] module and add patrol
personnel in the [Personnel] module. Note that if the patrol personnel are required to patrol
according to the card number but do not have the right for opening the door, you cannot select any
rights group in the access control setting when adding personnel or add a rights group that cannot
pass the door in any time segment, and then select the rights group in the access control setting
when adding personnel.

There are four modules: All transactions, Patrol Records Today, Patrol Route Statistics, and Patrol
Personnel Statistics. You can analyze and collect statistics on the patrol data to gain an overall
control on the patrol process.

Click [Reports] > [All transactions] to view all transactions, that is, all event records generated by the
patrol device.

You can export all transactions into an Excel, PDF, or CSV file. See the following figure.

ZKTECO
All Transactions
Time: 2017-08-15 00 - 00 : 00 - 2017-12-1523 : 50 : 50
Time Device Name Personnel ID First Name Last Name Card Number Device Module Route Name Checkpoint ification Mode Arsa Name Remark

20'7"2;5 1352|405 1ga 010 60 8 Glori Liu 8189166 Access Route checkpoint1 Only Card Arsa Name

2'}17’12;15 1355 102 18821860 8 Glori Liu 6180166 Acoess Route1 checkpoint2 Only Gard Arza Name

2017-12;;5 1353 | 12 tea218.00 a Glori Liu 6182168 Access Route1 checkpoint2 Only Card Area Name

ZDW"T: 1353 1m0 tea218e0 a Glori Liu 6182188 Access Route1 checkpoint1 Only Card Area Name

2“‘7"2;5 1383 | 402 1ea.218.60 7 Jacky Xiang 6323004 Acoess Route1 checkpaint2 Only Gard Area Name

2017-12-16 13:53:

e 192.188.218.60 7 Jagky Xiang 6323004 Agoess Route1 checkpaint1 Only Card Arza Name
2317-12;135 1454 0 1ea21a.00 8 Glori Liu 6182166 Access route checkpaint1 Only Card Area Name
20'7"2;;5 15 00 teao1nen a Glori Liu 6182168 Access route checkpaint2 Only Card Area Name
20171216 11:54:

o 102.182.218.60 7 Jacky Xiang 6323004 Agcess route1 checkpaint2 Only Card Arsa Name
2017-12-16 11:54:

i 182.188.218.80 7 Jagky Xiang 6222004 Agoass route1 checkpaint1 Only Gard Arza Name
2017"2;;5 T 102 1ea21m.60 5 Necel Ye 13260070 Access route1 checkpoint2 Only Card Arsa Name
23'7"2;:]5 15 1m0 sea 010 5 Necol Ye 13280078 Access route checkpoint1 Only Card Area Name
ZDW’”&E TR 102 ea21ae0 2 Lucky Tan 6156268 Agoess route1 checkpaint1 Only Card Area Name
2""7"2;75 Ll BT RTLESEE) 2 Lucky Tan 6155268 Access route1 checkpaint2 Only Card Area Name
2017-12-15 11:53:

a 182.188.218.60 2 Lucky Tan 6155260 Access routed checkpaint1 Only Card Arsa Name
2017-12-15 11:53:

= 182 188.218.60 2 Lucky Tan 6155266 Acsess route checkpoint2 Only Card Arza Name
2071216 11:53:

i 182.168.218.60 2 Lucky Tan 6156266 Acoess route1 checkpaint1 Only Gard Arza Name
2017-12-15 11:63: | 192.182.218.60 2 Lucky Tan 6156268 Agoess route1 checkpoint2 Only Card Arza Name

Gresrea on: 20171215 1932530
Craama o ZXEGa ey SR, Al TGRS ETerEL T
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Click [Reports] > [Patrol Records Today] to view event records generated by the patrol device today.

You can export patrol records today into an Excel, PDF, or CSV file. See the following figure.

ZKTECO
Pairol Records Today
Device Name Fersonnel I First Name Last Name Card Humber | Device Module Route Name Checkpaint fication Mode | Area Nams Remark
ZDW"Z;'E 1353 4e0 1e8218.60 8 &lori L LIERE Aocess Routel sheckpointl Only €ard Area Name
2"17"2;15 1253 | 100 18221880 8 Glori Liu LTRSS Aocess Route1 sheckpoint2 Only Card Area Name
2"‘7”2:95 100 1ee218.680 8 lari Liu LIRS Aooess Routel checkpoint2 Oy Gard Area Name
2“‘7"2:: 1353|400 10801860 8 Slori L LIEAE Ancess Routel checkpointl Oinly Card Area Name
i 7'12:55 1383 g 1es21880 7 Jacky Kiang 6303094 Aooess Routel sheckpoint2 Orly Card Area Name
2"”"2;55 T35 oo tps218.60 7 Jacky Xiang 8323004 Access Routed chackpoint] Only Card Area Name
2"‘7"2;;5 T a0 1es218.60 8 &ilori Liu LIESL Avcess routet checkpaintl Oinly Card Area Name
ok 7'12;;5 TR g2 tea 21860 8 Slari Liu EIEETS Acoess route? sheckpoint2 Only Gard Area Nams
2"‘7"2;;5 B 100 1es 21880 7 Jacky Xiang 6323004 Access route chackpaint2 Orly Card Area Name
2"17"2;15 Rl BT ST AT 7 Jacky Yiang 6323004 Access routet sheckpaint] Oinly Card Area Nams
2"”"2;“]5 TEES: | qap 1ez218.60 s Neool Ye 12260078 Access routat checkpoint2 Oy Gard Area Name
IS 10210821200 5 Necol e 13280070 Ancess routet eheckpointl Oy Card Area Name
2"‘7"2;\1: 15 4e0 18821880 2 Lucky Tan 5155268 Avcess routet checkpoint] Cinly Card Area Nams
2"”'12;75 B 16 veea1n60 2 Luchy Tan 155288 Apoess route! checkpoint2 Only Gard Area Nams
2"17"2:: T8 g vesa18.00 2 Lucky Tan Bi55268 Access routet checkpointl Oy €ard Area Name
TAZISILDI: | 190 168.218.60 2 Lucky Tan 8155288 Aocess routet checkpoint2 Only Gard Area Nams
E'N'u;ﬁ TEEE 16 tee 21860 2 Lucky Tan s155288 Apoess routet sheckpoint] Only Gard Area Name
m 7"2:35 5| 00 tea21800 2 Lucky Tan 155268 Access routet checkpoint Oy €ard Area Name

Greaied on: 201712415 18:45:28

CreaP0 flom ZXEICSE0Ty S0TaarE. ALTGNT sanved =

Click [Reports] > [Patrol Route Statistics] to view all normal and abnormal situations collected during
the patrol process.

You can export patrol route statistics into an Excel, PDF, or CSV file. See the following figure.

ZKTECO
Patrol Route Stafistics

Supposed Patrol
Times.

Missed patrol Wrong patrol

Route Name Plan Mame Statistics time 3
times number

Real patrol imes Absence times Patrol Subject

Amber Lim Necaol
e, Jacky Xiang,

Glori Liu,Lilian Msi,

route 1 plani 20]?42';:]5 A 2 2 o o o Jemry Wang Bemy
Cao Lucky Tan,

Shemy Yang.Leo

Heou,

Lucky Tamn,Jerry
Wang,Mecal Ye,
Leo Hou, Shemy
2 Z: o i o Yang,Lilian Mei,

Bermry Cao,Amber
Lin,Jacky Xiang,

Glori Liu

2017-12-15 16:00:

Routel lani
i) plan 00
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Click [Reports] > [Patrol Personnel Statistics] to view patrol statistics of patrol personnel.

You can export patrol personnel statistics into an Excel file. See the following figure.

[ Patrol Personnel Statistics

Personnel IO Person Name Route Name Plan Name Statistics time Supp_onsne]despatrol Real patrol times Misiiicllezatml Wrslr}glg::ro\ Absence times
f 4 Berry Cao route1 plan1 23;2;26;5 2 2 0 0 0
’ 3 Leo Hou route plani 22;2:}26;5 2 2 0 0 0
’ 8 Glori Liu routed plant 23;73;20;5 2 2 0 0 0
’ 2940 Sherry Yang routed plan1 22;73;2055 2 2 0 0 0
f & Amber Lin route1 plan1 23;2;26;5 2 2 0 0 0
’ 5 Macol Ye route plani 22;73320;5 2 2 0 0 0
’ 7 Jacky Xiang route plani 22;73::]26;5 2 2 0 0 0
’ 6 Amber Lin Route1 plant 22270;20;5 2 2 0 0 0
’ 4 Berry Cao Route? plan1 23;70;20;5 2 2 0 0 0
’ 1 Jerry Wang Route1 plani 2[11;7[;:126;5 2 2 0 0 0
’ ] Lilian Mei Routed plani 22;70;20;5 2 2 0 0 0
’ 7 Jacky Xiang Route1 plant 22270;20;5 2 2 0 1 0

:Number of times that the patrol personnel should normally patrol.
: Number of times that the patrol personnel actually patrol.

:Number of times that the patrol personnel do not patrol based on the patrol
route.

:Number of times that the patrol personnel miss one or more checkpoints in
the patrol route within the patrol time.

:Number of times that the patrol personnel do not patrol.
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The system supports video linkage of access elevator control. You can achieve the management of
DVR / NVR / IPC, real-time video preview, video records query and automatically popping up of
linkage events.

You need to add video device, set linkage function in Linkage Setting and Global Linkage in
advanced.

#sNote: The current software only supports HIKVision, ZKIVision and Dahua devices. For more details
about the devices models, please contact technical support personnel to confirm.

Click [Video] > [Video Device] > [Video Device] > [New]:

MWew

Device Brand® HIKVision L&
Protocal Type* ®Private  Onwvif
Device Name*
Host Address®
IP Port” 8000
Username* admin
Password® e
Area Name* Area Name

| T |

: The current software version only supports ZKTeco, HIKVISION, Dahua, Axis, Panasonic
and Geovision brands. For each brand supporting models, please refer to the
Hardware Support List for Video Module.

: The Private or Onvif protocol is automatically selected after Device Brand is specified.
: Any characters within a length of 30.
:Input the device's IP address.

: The default corresponding IP Port will display after select Device Brand.
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: Any characters within a length of 15 (mandatory).
: Any characters within a length of 32 (mandatory).
: Divide area for the device.

#Note: After adding device, only the device name and area name can be modified again, other
options cannot be modified.

Select a video device in the list and click [Enable] or [Disable].

Select a video device in the list and click [Edit] or [Delete].

When the communication parameters are modified in the device, the modification must be
synchronized to the software to keep consistency, otherwise all the channels of the video device will
not work normally.

Select a device, click [Communication Settings]:

Communication Settings

Serial No.* DS-2CD2012-120140819C
Host Address® 192.168.1.94

IP Port* 8000

Username® admin

Password® | e

Click [Video Linkage Operation Guide], guide users to add video equipment, binding cameras for
access control equipment and set the linkage.

When adding a video device, the system will automatically detect the number of cameras on this
device, that is, the number of channels, and generate a number of channels accordingly. For
example, a video device has 16 cameras. After adding this device, the system will generate 16
channels, and name the channels by default using the format "Device name-channel No.".
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e Enable/Disable Video Device

Click [Video] > [Video Device] > [Channel]:

Device Name | | Channel Name | Area Name Ijl Q _@

The current query conditions: None

(v Refresh  ~/ Enable () Disable

(] Channel Name Channel Area Name Device Name Enable Operations
Number

[ Channel1 0 Arga Name Ih ] Edit

Click [Edit] below Operations in the list:

Channel Mame* Channel 1
Device Name* Ih
Channel Number* 0
Channel Status™ Enable

o X coree |

Fields are as follows:
Channel Name: Any characters within a length of 30.

Device Name, Channel Number and Channel Status are not editable in this page. You can modify
them in Video Device. The channel number is the channel number in video device.

11.3 Video Preview

Click [Video] > [Video Device] > [Video Preview], the left side is the device and channel lists, click a
channel to view the monitor screen.
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Video Device Video Preview

4 (&) Area Name
4 e Video 1
@ Channel 1

2015-01-28 19:57:54

Total of 1 recards

Re-click the channel to shut down the screen.
= Notes:

» Avideo can allow five users to preview at the same time. In chronological order, the
exceeded users cannot preview the video normally, and the page will be grey.

» If there are no video controls in the system, the below prompts will be displayed:

1.your computer is not installed to browse the video control, or the installation of the
version of the control is not the latest.

Click to download both the controls. Install the controls, and refresh the page, you can view the
monitor screen normally. To prevent abnormal video display, please install the controls that
ZKBioSecurity offers.
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View the records of catching pictures and videos.

Click [Video] > [Video Device] > [Video Event Record]:

Time From | 2018-01-04 00:00.00 To | 2018-D4-04 23:50:50 Device Name Morev

The cument query conditions: Time From:(2018-01-04 00:00:00) To:(2018-04-04 23:59:50)

(_* Refresh @5 Clear All Data = List ~

Start Time: End Time Area Mame Device Channel Name Media File  Status Remark
2015-03-19 13:53:33 2015-03-19 13:53:33 Area Name Ih Ih-1 o] Capture Success
2015-03-19 13:53:33 2015-03-19 13:54:03 Area Name Ik Ih-1 ® Video Success
2015-03-1913:44:56 2015-03-19 13:44:56 Area Name Ih Ih-1 [re] Capture Success
2015-03-19 13:44:56 2015-03-19 13:45:26 Area Name Ih Ih-1 ® Video Success
2015-03-19 13:43:43 2015-03-1813:43:43 Area Name Ih Th-1 [a] Capture Success
2015-03-19 13:43:43 2015-03-19 13:44:13 Area Name Ih Ih-1 ® Video Success
2015-03-19 13:41:09 2015-03-19 13:41:09 Area Name Ih Ih-1 =] Capture Success
2015-03-1913:41:08 2015-03-19 134138 Area Name Ih Ih-1 ® Video Success
2015-03-19 13:40:18 2015-03-19 13:40:18 Area Name Ih Ih-1 ] Capture Success

The media file is:

® :Indicates that the linkage type is “Video”, you can click to download this file. Please choose a third
part of video player to play the file, or else it cannot be played normally.
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& : Indicates that the linkage type is “Capture”, you can click to view this file.

#Note: If the "Video” and “Capture” are both selected, there will be 2 records. For more details about
the way to set the linkage type, please refer to Linkage Setting.

Click [Video] > [Video Device] > [Parameters]:

Save The File

Video File Path : | DOBioSecurityFilewidwideoLinkageFile

Video File Clean Up

When disk space is less than 1 GB. e delete the previous video files and photes () do not record and capture

Video conirol seleciion

QCX Version: (@ 1.0 Click to download the OCX 1.0 control.  (3) 2.0 Click to download the OCX 2.0 coniral.

- Path for storing files when the server records videos or captures images.

: When the disk space for storing video files is smaller than the pre-set value, you
can choose to delete the old video files or not to record videos or capture images. If you choose
Delete, the software will delete the video files that are generated in the earliest day and continue to
record videos; otherwise, the software does not record videos.

-1t can set whether to download OCX 1.0 or OCX 2.0.

Firstly, ensure IE11 or above version browser is available, client and Video Server are on the same
network segment and the video ActiveX installation is successful. If the ActiveX installation fails,
above all, uninstall the video ActiveX that were originally installed, run the "regsvr32-u
NetVideoActiveX23.0cx"command, and then in the browser, set all the options in "Tools -> Internet
Options -> Security -> Custom Level" on the ActiveX to "Enable or Prompt", re-open the browser,
re-login screen and open the video preview page, run the button "all add items of the site".

Check whether the network or power is connected normally. Refresh the page after ensuring that
the connection is normal, refresh the page, and re-open the video preview.
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Make sure to use IE11 and above version browser, client and Video Server on the same network
segment and the video ActiveX installation is successful. Also, view whether the browser is
preventing the temporary window pops up, if it is, change to allow window pops up to the site.

First, ensure that the software server has set Time Server (keep the Windows time service and has set
the NTP function of the video server), it is recommended to set the time interval of the video server
smaller to ensure accurate synchronization software server and video server time, so as to keep the
time consistent between software server and controllers. It is recommended set Linkage Recording
Time more than 5 seconds, to avoid executing video linkage commands delay, which may lead to
the downloaded Okb video file.

Desktop Experience feature needs to be added in windows server2008 before the normal use of the
video.

Step 1: Run” services.msc” to open the “Service Manager”.
Step2: Set the start type of “Windows Audio” and “Themes” as Automatically Start.

Step3: Run the service manager, click [Add functions], check the “Desktop Experience” box and click
[Install]. Reboot the server after the installation is finished.

Please choose a third part of video player to play the file, or else it cannot be played normally.

The old NPAPI controls are disabled in chrom42 or above version. You should open the browser and
enter “chrome://flags/#enable-npapi” in address bar to enable the controls.
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System settings primarily include assigning system users (such as company management user,
registrar, access control administrator) and configuring the roles of corresponding modules,
managing database, setting system parameters and view operation logs, etc.

Click [System] > [Basic Management] > [Operation Log]:

Cperation User Cperation Time From To Morev O\' ®

The current query conditions: None

(% Refresh |—_,’ Export

Operation User  Operation Time Operation IP Moadule Operating Object Operation Type Operation Content Result
admin 2018-04-04 17:47:01 127.0.01 System User Login Login &
admin 2018-04-04 17:08:42  127.0.01 System User Login Login &
admin 2018-04-04 16:44:47  127.0.01 Video Video Device Search Device Search Device &
admin 2018-04-04 16:29:22 127.0.0.1 Video Video Device MNew 192.168.1.169/192.168.1.169 ]
admin 2018-04-04 16:28:20 127.0.01 Video Video Device Search Device Search Device (V]
admin 2018-04-04 16:24.21 127.0.01 System User Login Login o
admin 2018-04-04 14:45:00  127.0.01 Patrol Flan Mew Test plan &
admin 2018-04-04 144222 127.0.01 Patrol Patrol Group MNew Test Group (3
admin 2018-04-04 14:22:38 127.0.01 System User Login Login ()
admin 2018-04-04 1316143 127.0.01 System User Login Login (]
admin 2018-04-04 12:43:04  127.0.01 Parking Temporary Vehicle Cr New A &
admin 2018-04-04 12:34:44 127.0.01 Parking Tempoerary Vehicle Cr Delete ABC @
admin 2018-04-04 123324 127.0.01 System User Login Login &
admin 2018-04-04 12:28:08 127.0.0.1 System User Login Login &

1-50 % 3 50 rows per page - Jump To 1 /5 Page Total of 210 records

All operation logs are displayed in this page. You can query specific logs by conditions.

: Export the operation log records, save to local. You can export to an Excel, PDF, or CSV file.

See the following figure.
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ZKTECO
Operation Log
Operation User Dperation Time Operation 1P Madule Dperating Object Operation Type | Operation Content Result
admin 201?"2;;8 Ao 127.0.0.1 Visitor Visitor Export Expoet Succeed
B -03: i
admin ZBLTAZAB IS, 127.0041 Elevator #Aocess Rights By Export Export Succeed
40 Perscnnel
2017-12-18 15:03: Apcess Rights B
admin * 127.0.0.1 Elevator iy " Export Export Succead
17 Floar
admin AR ARASL. 127.0.01 Elevator Al Exceptian Expaort Export Succead
58 Ewvenis
2017-12-18 15:01:
admin 37 : 127.0.041 Elevator All Tramsactions Export Export Succead
admin 201?_=2;l8 1325 127.0001 Attendance Appended Receipt Expart Export Succead
-12- 24
admin o0 4118 i 127.0.01 Attendance Leave Expart Export Succeed
2017-12-18 14:24:
admin * 05 127.0.0.1 Attendance Leave Export Export Succead
-12- 23
admin B 4;3 1423 127.0.01 Attendance Business Trip Expaort Export Succead
2017-12-18 14:23:
admin 5 127.0.041 Attendance Go Out Export Export Succead
admin 201?_=2£é8 e 127.0001 Attendance Crvertima Expart Export Succead
2017-12-18 1413
admin ag 127.0.0.1 Attendance Crvertime Expart Export Succeed
2017-12-18 14:06:
admin * 58 127.0.0.1 Attendance Adjust and Append Export Export Succead
admin 201”2;13 e 127.0.0.1 Attendance Adjust Shif Export Expoet Suceceed
2017-12-18 14:02:
admin 21 127.0.041 Attendance Adjust Shift Mew 5 Succead
admin 201?*25;8 TR 127.0.0.1 Attendance Adjust Shift Mew 4:3 Succead
2017-12-12 13:56:
admin a7 127.0.01 Attendance Adjust Shift Mew 3 Succeed
2017-12-18 13:55:
admin * i 127.0.0.1 Attendance Adjust and Append Mew 3 Succead
Created cn: 2097-12-18 15:07:23
Created from ZXEICSECUy sotware. AL Rghts recerved. a2
Click [System] > [Basic Management] > [Database Management]:
Username
The current query conditions: MNone
(_* Refresh - Backup Immediately Backup Scheduls
Uszemames Start Time Databage Version Backup Immediately Backup Status Backup Path Operations

All history operation logs about database backup are displayed in this page. You can refresh, backup
and schedule backup database as required.

Backup database to the path set in installation right now.

#Note: The default backup path for the system is the path selected during the software installation.
For details, refer to Software Installation Guide’.
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Backup Schedule

Click [Backup Schedule]:

Backup Schedule

From | 2014-08-08& 18:00:00 StartEvery |7 v |Day

The last backup time:None
The next backup time:2015-03-27 18:00:00,left 7 day 7 hour 59 minute 39 second.

Prompt

A\ The backup copy of the database, the database server and the server must be on
the same computer. If the backup fails, please refer to the user manual in users of
the FAQL

Set the start time, set interval between two automatic backups, click [OK].

Restore Database

Click the start menu of the PC>[All programs]=>[ZKBioSecurity]>Then run “Services Controller”,
and you can find out the icon of “Services Controller” in Taskbar as follow, right click that icon,
then left click “Restore Database”.

1L Skype

(L Snaglt7

L‘, Startup Achal Abhishek
|1, TechSmith

_h' Tencent Software
(1) tinySpell Pictures
ﬂ tinySpell+ Mitisic
|10 VideolAN

_L" Windows Accessories Garmes
| Windows Ease of Access
L'| Windows Systemn

Documents

Recent ltems

L WinRAR This PC
|| WinZip 22.0 -_————— —— Configure the Server Port
1Y P
| |. YTD Video Downloader Control Panel Configuration Database
L) ZKBioSecurity PC seftings Configuration Database Local Backup Path
A% Environment Testing Tools = o
_@ Services Controller Jevices anc bonters :
= Configuration module
5 Uninstall ZKBioSecurity Default Programs i : : j Hﬁ @
0 KBioSecurity Semvice is running, click here to stop
105ecuri . ~ " il
||l ZKOnvifPlugin SEiRanc et Exit §
j Apps Run...
= Customize...

4 Back

| Search programs and files § o] | Shut Down :
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2. Inthe popup window, click “Browse” to choose the backup file to restore the database.

#sNote: Before restoring a database, it is recommended that you back up the current database to
avoid data loss.

Kestore Datapbase

-Restore Database
Please select afile to restore the database:

| | | Browse... |

l] 0% |

Area Setting

Area is a spatial concept which enables the user to manage devices in a specific area. After area
setting, devices (doors) can be filtered by area upon real-time monitoring.

The system, by default, has an area named [Headquarters] and numbered [1].

Click [System] > [Area Setting] > [Area] > [New]:
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If the new area in the area failed to show the list, please contact the
administrator to re-authorize the user to edit the arsal

Area Number*
Area Name®
Parent Area®
Remark

|Area Name

|
|
-]
|

oo ok coeo

Fields are as follows:

Area Number: It must be unique.

Area Name: Any characters with a length less than 30.

Parent Area: Determine the area structure of system.

Click [OK] to finish adding.

e Edit/Delete an Area

Click [Edit] or [Delete] as required.

12.1.4 System Parameters

Click [System] > [System Parameter]:

(* Refresh
Create Time
2013-03-19 15:15:27
2013-03-19 15:15:27
2018-03-19 15:15:27

2018-03-22 12:00:12

Parameter Valus
ZKBioSecurity
3150 R
3150

ZKTeco

Description
System Mame
System Version
Database Version

Company Mame
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Set the email sending server information. The recipient e mail should be set in Linkage Setting.

Click [Basic Management] > [Email Management] > [Email Parameter Settings]:

| Email Parameter Settings |

Email Sending Server® || |(sm1pm_xxx.;|
Port* 125 |DssLOTLS
Email Account” | i{m@mm}

Password” |

Sender Name |

A 1.Please fill in the cerrect mailbox parameters.
A 2.Confirm the filled in mailbox SMTP sendice is provisioning.

A A mail of connection test will be sent to your designated mail box.

Test Connection

#sNote: The domain name of E-mail address and E-mail sending sever must be identical. For
example, the Email address is: test@gmail.com, and the E-mail sending sever must be:
smtp.gmail.com.

12.1.6 Data Cleaning

The data cleaning time settings are available to set. The data volume will increase with the use of the
system. To save the storage space on the disks, you need to periodically clean expired data
generated by the system.

Click [Basic Management] > [Email Management] > [Email Parameter Settings]:
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Record

Hotel Management Records® Retains the recent months of data Execution Time 01:00:00 T (Carefully clean up)
Parking Lot Record” Retains the recent | 15 + months of data Execution Time 01:00:00 T (Carefully clean up}

Attendance Transactions® Retains the recent {Carefully clean up)

|

15 * months of data Execution Time | 01:00:00 v

Patrol Transaction* Retains the recent | 15 * months of data Execution Time 06:00:00 T (Carefully clean up)
Access Transaction® Retains the recent | 15 * months of data Execution Time 01:00:00 v (Carefully clean up)

Elevator Transaction® Retains the recent | 15 » months of data Execution Time 01:00:00 v (Carefully clean up)
Visitor Transaction® Retains the recent | 15 * 'months of data Execution Time 06:00:00 T (Carefully clean up}

LT

Video Transaction* Retains the recent | 15 * months of data Execution Time 01:00:00 T (Carefully clean up}
System|
System Operation Log* Retains the recent | 15 ¥ months of data Execution Time (03:00:00 T (Carefully clean up)
Device Commands* Retains the recent manths of data Execution Time 02:00:00 T Immediately Clean Up
Database Backup File® Retains the recent months of data Execution Time 04:00:00 T Immediately Clean Up
|Promp|

A\ Cleaning frequency is executed once every day, clean up the number of reserved monihs before data set.
A Execution Time refers to the time when the system staris to perform a data clean-up:

A When you click OK, the system will automatically accerding to the user's setiings, the expired data system cleaning.

The system executes [Immediately Clean Up] operation after it is clicked and [OK] is clicked. Without
clicking [OK], the system will not clean data.

&Note: In order to reduce the load of the system and not to affect the normal running, the cleaning
time should be set in the 1 o'clock am.

12.1.7 Audio File

Click [Basic Management] > [Audio File] > [New]:

File Upload® Mot Uploaded Play

File Alias® | |

Size
Suffix

A\ Please upload a wav or MP3 file, the size of 0 to 10MB!

ErTm B

You can upload a sound from the local. The file must be in wav or mp3 format, and it must not
exceed 10M.
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12.1.8 Certificate Type

The types of certificates available for registration in the system, where you can add, delete, enable,
disable these document types as follows:

("% Refresh New @ Delete \/'I_Enabie @ Disable:

= Certificate Type Certificate Code  Country Module Mame |DReader OCR Status
[l ID 1 India Personnel Hotel, Visitor (] ] ]
[[] Passport 3 - Personnel Hotel Visitor (-] -] &
|| Driver License 4 - Personnel Hotel, Visitor (-] a ]
[] Others a8 - Personnel Hotel Visitor -] -] &
e Add

Click ™ o input the Certificate Type Name and check the Module Name, click [OK].

Ceriificate Name® ||

Module Name wPersonnel [wHotel
[ Wisitor

EXTm T

e Delete/Enable/Disable

Select the Certificate Type, click [Delete]/ [Enable]/ [Disable]], perform the appropriate action. V"
means to enable the certificate, “—"means to disable the certificate.

12.1.9 Parameters

Configure the system-related settings parameters, as shown below:
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' Main Menu Display Mude!

(@ Auto-adjust { Text or lcon ) lcon Only

You can choose display as auto adjusting type or just icons only.

12.2 Authority Management

12.2.1 User

Add new user and implement levels for the user in the system.

1. Click [System Management] > [Authority Management] > [User] > [New]:

Username”

Paszword®

Confirm Password™
State
Superuser State

Role Group

Auth Department

Authorize Area

Email
First Mame
Last Mame

Fingerprint

Username should be composed between 1-30 characters
and in letters numbers, or symbols (@J/.-+_).

Password is a composition of 4 to 18 characters default
111111,

= |
Enable
O

| a
| |

If you select no department, you will possess all
depariment rights by default.

If you select no area, you will possess all area rights by
default.

Register
Download Driver

Fields are as follows:
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: Any characters within a length of 30.

: The length must be more than 4 digits and less than 18 digits. The default password is
111111,

: Enable or disable the user to operate the system.
:Enable or disable the user to have the superuser’s levels.

:Non-super user needs to choose a role group to get the levels of the group. The role
group must be set in advanced in_Role Group.

:If no department is selected, then the user will have all department rights by
default.

:No area selected means the user possesses all area rights by default.
: Type your email in the correct format.
: Type your initials.

- Enroll the user fingerprint or duress fingerprint. The user can login the system by
pressing the enrolled fingerprint. If the user presses the duress fingerprint, it will trigger the alarm
and send the signal to the system.

2. After editing, click [OK] to complete user adding, and the user will be shown in the list.

Click [Edit] or [Delete] as required.

When using the system, the super user needs to assign different levels to new users. To avoid setting
users one by one, you can set roles with specific levels in role management and assign appropriate
roles to users when adding users. A super user has all the levels, can assign rights to new users and
set corresponding roles (levels) according to requirements.

1. Click [System] > [Authority Management] > [Role] > [New]:
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Role Mame*

Assign Permissions”
Personnel Access Attendance Elevator Hotel Visitar Parking Patrol

[ 130 Person
[/ Department
13 Position
[ 1[0 Dimission Personnel
103 custom Attributes
103 Parameters
[0 card
[/ Wiegand Format
10D Issued Card Record
OO ap Sync

[ Select Al

I T T

2. Setthe name and assign permissions for the role.

3. Click [OK] to save.

12.2.3 Role Group

You can add role groups to the system. A role group has all the levels assigned to roles within the
group. An appropriate role group can be directly assigned to a newly-added user. Include all the
levels for using all the service modules of the system and the system setup module. The default
super user of the system has all the levels, can assign rights to new users and set corresponding role
groups (levels) according to requirements.

1. Click [System Management] > [Authority Management] > [Role Group] > [New]:
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Group Name*
Assign Role*
Parent Group

Group Description

User Manual

Coneamanon | o § conca

2. Setthe name and parent group, assign role for the group.

3. Click [OK] to save.

12.2.4 APl Authorization

1. Activate the API through authorization. You can check whether the API has been activated on
the About page (The API Authorization menu is displayed in System Management only when
the APl is activated). APl is shown in License details below:
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Item

| | Advanced Access

| Status
- Activated

| AvailablefTotal Points
| o

API

| Activated

V|

" Active Directory
ARTECO
ca2p

LED

Mobile APP

Personnel

Depariment

Area

LCD Real-Time Monitoring

Activated

Activated

Activated

Activated
Activated
Activated

Activated

Activated

Activated

™
2Points

2P oints

5/5Foints
10/10Points
30000Foints

1000Fcints

1000Paints
| o

' Expiration Date
2018-05-21
. 2018-05-21
. 2018-05-21
20180521
2018-05-21
. 2018-05-21
. 2018-05-21
. Permanent
. Permanent
. Permanent
: 2018-05-21
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2. Login to the system (as the super user, for example, admin) to enter the software. Click [System

Management] > [Authority Management] > [API Authorization]. Add a client ID, which must be
unique, and a client secret, which will be used when the APl is invoked

New

Client 1d*

Client Secret”

3. Only when the client ID and secret are added can the next APl operation page be displayed
normally. Otherwise, the access is abnormal):

% Basic Management @) Client Id . Q ®
The current query conditions: MNone
Authority Management =
FII A g = (+ Refresh  [® New ffj: Delete || Browse AP|
User Il Client Id Client Secret Created Date Dperations
Rale [] TestiD Test 2018-04-05 10:28:46 Edit Deleta

Role Group

AFLAL

Client Register

4, After the client ID and secret are added, click Browse APl on the API Authorization page to skip
to the APl operation page (The page of the ZKBioSecurity system must be open for normal
access of the APl operation page). This page provides multiple APIs:
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-FII Basic Management Clientlﬂi | O\ @

The current query conditions: None
(% Refresh Mew ﬁ* Delete || Browse API

User [  Clientld Client $4eret  Created Date Dperations

L_I_nl Authority Management

[ TestiD B 2018-04-05 10:28:46 Edit Delete

Role

Role Group

Client Register

hitp://127.0.0.1:8088/api/api-docs | _Explore -!
ZKBioSecurityAPI
AcclLevel Show/Hide | List Operations | Expand Operations
Card Show/Hide | List Operations | Expand Cperations
Department Show/Hide | List Operations | Expand Operations
Device Show/Hide | List Operations | Expand Operations
Door ShowfHide | List Operations | Expand Operations
Person Show/Hide | List Operations | Expand Operations
Reader Show/Hide | List Operations | Expand Operations
Transaction ShowfHide | List Operations | Expand Operations
| BASE URL® /api ]

When APIs are invoked, URLs of all request APIs must contain the access_token parameter, whose
value is determined by the client key configured on the background (if there are multiple keys, only
one is selected), for example:

Request URL

http://11@.80.38.74:6066/api/acclevel /getById/2

The access_token parameter must be added when the APl is invoked (one request URL can be
invoked):
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http://110.80.38.74:6066/api/accLevel/getByld/2.

12.2.5 Client Register

You can add client types for the system and generate registration codes for client registrations of
each module function. The number of allowed clients is controlled by the number of allowed points.

Registration Code | | cCientType [ Actvation Q ®

The current query conditions: None

(v Refresh [ ® new Reset (ff Delete

(] Eegistration Client name Registration Key Activation Activated Date Created Date Client Type Operations
ode

[J 373F8C (-] 2018-04-05 10:36:08 Card Printing-Per: Delete

[~} CAT131 (-] 2018-04-05 10:36:04 ID Reader-Visitor Delete

[J FOSECA (-] 2018-04-05 10:35:59 ID Reader-Person Delete

[] 18CD48 (-] 2018-04-05 10:35:85 OCR-Visitor Delete

[] 9155FF (-] 2018-04-05 10:35:51 OCR-Personnel Delete

] EADD35 (-] 2018-04-05 10:35:43 APP Client Delete Register OR-code

1. Click [System Management] > [Authority Management] > [Client Authorization] > [New] to go
to the [New] page:

Client Type® e v

Registration Code APP Client
OCR-Personnel
OCR-Visitor

ID Reader-Personnel
ID Reader-Visitor
Card Printing-Personnel

oo | oc R career

Client Type: The value can be APP Client, OCR-Personnel, OCR-Visitor, ID Reader-Personnel, ID

Reader-Visitor or Card Printing- Personnel.

Registration Code: The registration code for [APP Client] is used under [Network Settings] on the APP

login page and that for [Print Card-Personnel] is used under [Parameter Settings] > [Client
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Registration]. Only new registration codes added on the server are authorized and one registration

code can be used by only one client.

2. Toreset a client, select the client and click [Reset].

Are you sure you want to perform the Reset
operation?

Click [OK] to reset the client.

3. Todelete a client, select the client and click [Delete].

Are you sure you want to perform the delete
operation?

Click [OK] to delete the client.
12.3 Communication

Click [System] > [Communication] > [Device Commands], the commands lists will be displayed.

e — 5 | T — - Q@

The current query conditions: None

O Refresh ﬁ Clear Commands |—_|’ Export:

ID Serial Number Content

Immediately  Submit Time Return Time Retumed Value
Cmd

2 6574654087 86654 DATA DELETE USERINFO PIN=3 2018-04-02 11:14:12

1 657465408786654 DATA DELETE USERINFO PIN=1

2018-04-02 11:14:03

If the returned value is more than or equal to 0, the command is successfully issued. If the returned
value is less than 0, the command is failed to be issued.
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: Clear the command lists.

: Export the command lists to local host. You can export to an Excel file. See the following
figure.
Device

Commands
1D Serial Number Content Immediately Cmd| Submit Time Return Time Returned Value

DATA UPDATE
userauthorize
Pin=2AuthorizeTi
mezoneld=1Auth

1504 20100501999 | orizeDoorld=1 false 2%75121;8 2[1’;?512218 0
Pin=1AuthorizeTi - -
mezoneld=1Auth
orizeDoorld=1

DATA UPDATE
mulcarduser
Pin=2CardMo=5d

ec02LossCardFla
1502 20100501999 | g=0CardType=0 false 20171218 20171218 0

Pin=1CardNo=44 10:51:14 10:61:21

12c5LossCardFla
g=0CardType=0

The system integrated outsourcing LED equipment (control card: lumens 3200/4200), provides a
window to display data; it can provide customers personnel in the access area quantity statistics,
real-time information about personnel going in and out and personnel information in the area, etc.
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Welcome, admin @ @ @} @) O

Authorized Company: ZKTeco

-P Basic Management @ Device Name I:l Q ®

The current query conditions: None

=
Authority Management
E_ELJ rity & O Refresh @ New ﬁ Delete Z LED Data E Manually defined content Fé Synchronize All Data to Devices EI LED Template Management = More =~

5 Communication @ (=] Device Name IP Address Port Default Pass Code  Screen Screen Enable  Automatic Distribute LED Title Operations
] = Width Height Data

.;‘4 Extended Management

4
1< <« D » 3 S0rowsperpage ~ JumpTo 1 /0 Page  Total of 0 records

e Add

Click [System]> [Extended Management]> [LED Device]> [New]. The page is displayed as follows:

Device Mame*

IP Address™

Port* 5200

Default Pass Code”™ 255 .285 .255 .255
Screen Width*

Screen Height*

LED Title

Block Number®

Show Time O

Automatic Distribute Data [w]

Delete data in device when new J

Block Layout

Csovemanen Jox J_ o

Fields are as follows:

Device Name: Name of the LED device.
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- IP-address of the LED device.
: The default communication port is 5200.
: The default value is 255.255.255.255.
- Width of the dot matrix (resolution).
- Height of the dot matrix (resolution).
: Select whether to display the title. If the parameter is left blank, the title is not displayed.

- Number of blocks that the LED is divided into (Note that the blocks do not contain
the title and system time blocks).

-1t will display time on the LED screen. Once you select it, you will find two options to
choose from; Single Line and Multiline Display. Choose according to your choice.

Show Time ]
1 Single line display = Muliiline display

: By default, this parameter is selected. You send data to the LED in the

access control module only when you select this parameter. Otherwise, the content to be sent needs
to be manually defined.

: Delete the original data in the device when adding LED device.

- After you click ~ BlockLayoul - the following box is displayed:
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Block Layout

User Manual

Block1 (1280%120)

Block2 (1280*150)

Block3 (1280%120)

Blockd (1280*120)

| A\ Starting
vertex of the 2
4 77 Block Layout e
|
[ Block1
[ Block2 From :| 0 ¥ px
Block3 FromY:| 0 ¥ | px
0
[ Block4 Font |12 v |px

block and the left upper

Width: 1280 » | px
Height: 180 » | px

Display Effect:| Display In v

= Notes:

» Parameters must be set for each block.

» The height of each block must be equal to or larger than 12. Otherwise, the letters cannot be

completely displayed.

» The total height of all blocks cannot be larger than the screen height.

Click a device name or [Edit] under [Operation] to go to the edit page. After editing the device, click

[OK] to save the setting.

Click a device name or [Delete] under [Operation] in the device list and click [OK] to delete the
device or click [Cancel] to cancel the operation. Select one or more devices and click [Delete] above
the list and click [OK] to delete the selected device(s) or click [Cancel] to cancel the operation.
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e Enable and Disable

Select a device and click [Enable/Disable] to start/stop using the device. If the device is enabled, data
is transmitted to the device. Otherwise, no data is transmitted to the device.

e Synchronize All Data To Devices

Synchronize the LED block layout and LED data setting in the system to the device. Select a device,
click [Synchronize All Data To Devices], and then click [Synchronize] to synchronize the data.

e LED Template Management

Through this function you can create a template for the blocks. This template you can directly use at
the time of adding LED device. When you are adding LED device, then after defining the blocks
dimensions, you will be prompted to save the template as shown below:

|s the current layout saved as a template?

If you save it, then this template will be displayed in the LED Template Management list as shown
below:

Template Number | Template Name | q ®
The cumrent query conditions: MNone
(> Refresh [® New [fj} Delete
(] Template Template Name Created Date Operations
Mumber
E 1 Test 2018-04-05 11:09:10 Edit Delete
[« « 1-1 = | 50rowsperpage ~ JumpTo 1 /1 Page  Total of 1 records

You can directly create the blocks by clicking on [New] in above interface.
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Template Mame®

Screen Width*

Screen Height”

Elock Mumber®

LED Title

Show Time

Block Layout

Coemanen § o | cone

Fill all the required details and save. Once saved, you will find this template at the LED device adding
interface.

Device Mame® | |

IP Address” | . [ ] |

Port* | 5200 |

Default Pass Code®

Use Template

Screen Height

LED Title

Block Number*

Show Time O
Automatic Distribute Data ]
=]

Delete data in device when new

Blcg:k Layout

e Restart
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After you restart the device, the LED control card system will be restarted, data on the screen is
cleared and data saved in the system is restored. After the device is successfully restarted, click
[Synchronize All Data To Devices] to display all distributed content on the LED screen.

Modify the IP address of the device. The default IP address of the control card is 192.168.1.222.

Select a device and click [Manually defined content]. The page is displayed as follows:

Manually defined content

Device Name 192.168.214.138

block-1 Flease enter the content
block-2 Flease enter the content
block-3 Flease enter the content

& Notes:
» Atleast one block must be selected for distribution of manually defined content.

> After the manually defined content is selected, the access control module cannot send data
to the LED device.
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Appendices

Common Operations

e Select Personnel

The selected personnel page in the system is as below:

2o e m— e

(®) Query (1 Department

] — T — T — U — e N

The current query conditions: None

Alternative Selected(D)
2] Personnel  First Last Card Gender  Department Name ) Personnel  First Last Card Gender  Department Name
D Name Name Number D Name Name Number
= 2 abc 258478 Female  Financial Department
1= [ abc — General

==

==

l¢ < 1-2 5 5 S0rowsperpage v  Totalof 2 records

ECE BT

You can select the personnel from list generated, or you can also click [More] to filter by gender or
department.

Click "* to move the selected personnel in to the selected lists. If you want to cancel the
movement, click = .

e SetDate and Time

Click the date and time box:
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Click here to
change Month

Hosi/Visited *

Visit Department * a

Certificate Type* i8]

Certificate No.*

First Name*

s iName

&Y, Reasn

Visited Date”

License Plate

T

s

9
16
23
t7q 30

Click here to
change Year

User Manual

Click on the Year to select by clicking or . Click the Month and Date to select directly.

e Import (take the personnel list importing as an example)

If there is a personnel file in your computer, you can Import it into the system.

1. Click [Import]:

Fila Format (® Excel () Csv

Destination File Choose File | No file chosen

Header Start Rows The defaultis the secand row.
Delimiter I:I

Cancel

Fields are as follows:

File Format: Select the file format to be imported.

Destination File: Choose file to be imported.

Head Start Rows: which row is the first row to be imported.

uwn

Delimiter: The delimiter of CSV format file, only “." and “-" are available.
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2. Click [Next Stepl:

Database fields Importing data fields

Personnal Mo * |F'ersonne| Mo,

Name | Name

Department Name | Department

Card Number | Card Number

Gender | Gender

Password | Password

Mobile Phane | Mabile Phone

Create Time | Create Time

Email |Emai|

Birthday ' Birthday
Pin axists to update the data: @Yes( No

3. Select the feeds to be imported to the system. “-------------- " indicates the fields will not be
imported.

4, Click [Next Step]:

All data imported successfullyl
Succeed: 2, Failed: 0.

Complete

The data is imported successfully.
#Notes:

» When importing department table, department name and department number must not be
empty, the parent department can be empty. Duplicated number does not affect the
operation, it can be modified manually.

» When importing personnel table, personnel number is required. If the personnel number
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already exists in the database, it will not be imported.
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1. Click [Export]:

Export

The File Type EXCEL File T
Export Mode » All data (Can export up to 60000 data)
1 Select the amount of data to expart (Can export up to 60000 data)
Fram the article 1 Strip, is derived 100 Data

2. Select the file format and export mode to be exported. Click [OK].
3. You can view the file in your local drive.

#sNote: 10000 records are allowed to export by default, you can manually input as required.

:In [Only Card] verification mode, the person having open door levels
punch card at valid time period, open the door, and trigger the normal event.

:In [Only Fingerprint] or [Card or Fingerprint] verification mode,
the person having open door levels press fingerprint at valid time period, the door is opened, and
trigger the normal event.

:In [Card and Fingerprint] verification mode, the person having the
open permission, punch the card and press the fingerprint at the valid time period, and the door is
opened, and trigger the normal event.

- press the exit button to open the door within the door valid time zone, and
trigger this normal event.

:indicates the normal event triggered by pressing the exit button
when the exit button is locked.

: At the normal open period (set normal open period for a
single door or for first-person normally open), or through the remote normal open operation, the
person having open door permission punch effective card at the opened door to trigger this normal
event.

: At the normal open period (set normal open
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period for a single door or for first-person normally open), or through the remote normal open
operation, the person having open door permission press the effective fingerprint at the opened
door to trigger this normal event.

:In [Only Card] verification mode, the person having
first-person normally open permission, punch at the setting first-person normally open time period
(the door is closed), and trigger the normal event.

:In [Only Fingerprint] or [Card plus Fingerprint]
verification mode, the person having first-person normally open permission, press the fingerprint at
the setting first-person normally open period (the door is closed), and trigger the normal event.

-In [Card plus Fingerprint] verification mode,
the person having first-person normally open permission, punch the card and press the fingerprint
at the setting first-person normally open period (the door is closed), and trigger the normal event.

: After the normal open time zone over, the door will close
automatically.

Remote Normal Opening: When set the door state to normal open in the remote opening operation,
this normal event is triggered.

:When Punch the valid card or use remote opening function to cancel the
current door normal open state, this normal event is triggered.

:In door normal open state, punch effective card for five
times (must be the same user), or select [Disable Intraday Passage Mode Time Zone] in remote
closing operation, and this normal event is triggered.

:If the intraday passage mode time zone is disabled,
punch effective card for five times (must be the same user), or select [Enable Intraday Passage Mode
Time Zone] in remote opening operation, and this normal event is triggered.

:In [Only Card] verification mode, Multi-Person combination
can be used to open the door. After the last card is verified, the system triggers this normal event.

:In [Only Fingerprint] or [Card plus Fingerprint]
verification mode, Multi-Person combination can be used to open the door. After the last fingerprint
is verified, the system triggers this normal event.

-In [Card plus Fingerprint] verification mode,
Multi-Person combination can be used to open the door. After the last card plus fingerprint is
verified, the system triggers this normal event.

:Emergency password (also known as super password) set for
the current door can be used for door open. This normal event will be triggered after the emergency
password is verified.

. If the current door is set a normally open period,

Page |421 Copyright©2020 ZKTECO. CO., LTD. All rights reserved.



ZKBioSecurity Online Hospitality User Manual

the door will open automatically after the setting start time has expired, and this normal event will
be triggered.

- After linkage configuration takes effect, this normal event will be
triggered.

Cancel Alarm: When the user cancels the alarm of corresponding door successfully, this normal
event will be triggered.

:When the user opens a door by [Remote Opening] successfully, this normal event
will be triggered.

:When the user closes a door by [Remote Closing] successfully, this normal event
will be triggered.

:In linkage setting, if the user selects Auxiliary Output for Output Point,
selects Open for Action Type, this normal event will be triggered when the linkage setting takes
effect.

-In linkage setting, if the user selects Auxiliary Output for Output Point,
selects Close for Action Type, or closes the opened auxiliary output by [Door Setting] > [Close
Auxiliary Output], this normal event will be triggered.

:When the door sensor detects the door has been properly opened,
triggering this normal event.

: When the door sensor detects the door has been properly closed, triggering
this normal event.

- Will be triggered auxiliary input point is disconnected.

:When the auxiliary input point short circuit, trigger this normal event.

: Will be triggered if device starts (This event of PULL devices will not appear in real-time
monitoring and can be viewed only in event records of reports).

:When the interval between two punching is less than the set time interval,
this abnormal event will be triggered.

: When the interval between two fingerprints pressing is less
than the set time interval, this abnormal event will be triggered.

- In [Only Card] verification mode, if the user having the door
open permission punch but not at door effective period of time, this abnormal event will be
triggered.

-If the user having the door open permission, press the
fingerprint but not at the door effective time period, this abnormal event will be triggered.

- If the user having the door open permission, press exit
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button but not at the effective period of time, this abnormal event will be triggered.

- If the user with the permission of opening the door, punches during the invalid
time zone, this abnormal event will be triggered.

-If the registered card without the permission of current door is punched to open the
door, this abnormal event will be triggered.

:When the anti-pass back takes effect, this abnormal event will be triggered.
:When the interlocking rules take effect, this abnormal event will be triggered.

:When Multi-Person combination opens the door, the card
verification before the last one (whether verified or not), this abnormal event will be triggered.

:In [Only Fingerprint] or [Card or Fingerprint]
verification mode, When Multi-Person combination opens the door, the fingerprint verification
before the last one (whether verified or not), this abnormal event will be triggered.

:If the current card is not registered in the system, this abnormal event will be
triggered.

- If the current fingerprint is not registered or it is registered but not
synchronized with the system, this abnormal event will be triggered.

:If the door sensor detects that it is expired the delay time after opened, if
not close the door, this abnormal event will be triggered.

:If the person with the door access level, punches after the effective time of the access
control and cannot be verified, this abnormal event will be triggered.

- If the person with the door access permission, presses fingerprint after the
effective time of the access control and cannot be verified, this abnormal event will be triggered.

- If using [Card plus Password] verification mode, duress password or emergency
password to open door, this abnormal event will be triggered.

:If the current door is in normal open state,
but the user cannot close it by [Remote Closing], this abnormal event will be triggered.

:If the user opening door mode is inconsistent with that set for current door,
this abnormal event will be triggered.

. If the background verification fails, this abnormal event will be
triggered.

- If the background verification succeeds, this abnormal event will
be triggered.

:If no background verification result is returned in the specified
period, this abnormal event will be triggered.

- When Multi-Person combination opens the door, the verification is
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failed, and triggers this abnormal event.

: Use the duress password of current door for verifying successfully
and trigger this alarm event.

: Use the duress fingerprint of current door for verifying
successfully and trigger this alarm event.

: Use the duress password or duress fingerprint set for current door for
verifying successfully and trigger this alarm event.

: Except all normal events, if the door sensor detects that the door is opened,
and this alarm event will be triggered.

: This alarm event is triggered when the opened door is not locked at closing
door time.

: This alarm event will be triggered when AlO device is tampered.

This alarm event will be triggered when the device is disconnected from
the server.

:Inbio5 series controller events, external power down.
:Inbio5 series controller event, built-in battery power-down.
: Alarm event trigger when invalid card swiping five consecutively.

zNotes: The user can customize the level of each event (Normal, Abnormal, and Alarm).

: This normal event is triggered if the verification mode is associated with cards,
and a user with the floor opening right punches his/her card and passed the verification.

: This normal event is triggered if a valid card is punched
after a user with the floor opening right sets the Normally Open periods for a specific floor, or sets
the floor to the Normally Open state through the remote opening floor operation.

: This normal event is triggered if a fingerprint is pressed after
a user with the floor opening right sets the Normally Open periods for a specific floor, or sets the
floor to the Normally Open state through the remote opening floor operation.

: This normal event is triggered if a user remotely releases a button successfully.
: This normal event is triggered if a user remotely locks a button successfully.

: This normal event is triggered if a user performs this
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operation on the Remotely Release Button page when a floor is in Normally Open state.

: This normal event is triggered if the user performs this
operation on the Remotely Lock Button page when the Normally Open periods of the floor are
prohibited on the day.

: This normal event is triggered if a user with the button releasing right
presses his/her fingerprint in the "Card or fingerprint" verification mode and the verification is
passed.

: This normal event is triggered if a fingerprint is
pressed after a user with the floor opening right sets the Normally Open periods for a specific door,
or sets the door to the Normally Open state through the remote opening door operation.

:When the preset Normally Open period arrives, the button is
automatically locked.

: This normal event is triggered if a user selects the continuously releasing
button to set the button in continuously released state on the page for remotely opening the floor.

: This normal event is trigger upon startup of the device. (This event will not appear in
the real-time monitoring, and can only be viewed through the event records in the report.)

: This normal event is triggered if a user with the button releasing right presses the
password in the "Password only" or "Card or fingerprint" verification mode and the verification is
passed.

: This normal event is triggered if the super user remotely releases a button
successfully.

: Release all buttons in the case of emergency so that users can select floors.

: This normal event is triggered if the super user remotely closes floors
(locks the buttons) successfully.

: Restart the elevator control function.
: Temporarily disable the elevator control function.

: This normal event is triggered if the auxiliary input point is
disconnected.

: This normal event is triggered if the auxiliary input point is short circuited.

: This abnormal event is triggered if the actual interval between two times
of card punching is smaller than the interval that is set for this floor.

: This abnormal event is triggered if the actual interval between
two times of fingerprint pressing is smaller than the interval that is set for this floor.

: This abnormal event is triggered if the verification mode is
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associated with cards, and a user with the floor opening right punches his/her card beyond the
effective periods.

: This abnormal event is triggered if a user with the floor opening right punches
his/her card beyond the effective periods.

: This abnormal event is triggered if a registered card is punched before the elevator
control right of the current floor is set for this card.

: This event is triggered if the current card number is not registered in the system yet.

: This event is triggered if a person, for whom the elevator control effective time is set,
punches his/her card beyond the elevator control effective periods and verification fails.

: This event is triggered if a person, for whom the elevator control effective time
is set, presses his/her fingerprint beyond the elevator control effective periods and verification fails.

: This event is triggered if the verification mode is associated with the password and
the password verification fails.

: This event is triggered if the current fingerprint is not registered in the system
or has been registered but not synchronized to the device.

: This abnormal event is triggered if a user with the
floor opening right presses his/her fingerprint beyond the effective periods of the floor.

: This abnormal event is triggered if the current
floor is in Normally Open state and the button cannot be locked by performing the Remotely
Locking Button operation.

: This abnormal event is triggered if a card is punched and the Wiegand
format of this card is incorrectly set.

zNote: User can self-define the level of each event (normal, abnormal and alarm).

To use offline elevator control mode, you must use an offline elevator control license.

Add the offline elevator control device to facilitate user management of device in the software.
Among them, rights management is the same as online elevator control, offline elevator control
module does not support most of the functions, such as synchronization data, equipment
monitoring, real-time monitoring. Compared with the online elevator control, the following
functions are missing: event type, device monitoring, real-time monitoring, holidays, global linkage,
all records, all abnormal records, currently only supports synchronization time and modify button
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open duration and card writing operation.

New offline elevator devices:

e System authorization

ZKT=co

Version
3.1.5.0_R Details
Package Bits
bt

License Information ( License ID : 8525 ) Details

status
| Activated

AvailablefTotal Points
94/100Dcor(s)(Include max 15 PULL Device(s))
s); 10/OLPR Camiera(s); 10/10Door(s) 2016-04-04

Activated
Elevator(Offing) | Activated

Hotel Activated
Visitor Activated

Parking(Door) Activated
Patrol Activated

Video Activated
Activation

Cnline Activation Offline Activation

Reinstall the system

Export existing license Import an exis'tingﬁcénse
The browsers which we recommended
Internet Explorer 11+/Firefox 27+/{Chrome 33+

Monitor resolution

s, 2000Misitors/Month

10/10Channel(s) (Support Onvif)

User Manual

Expirat'rgwlf;ate
2016-04-04

2019-04-04
2019-04-04
.201 0-04-04
.20 19-04-04
.201 9-04-04
.20 19-04-04

After offline elevator control is authorized, the default software and device mode in elevator

parameter setting is offline and cannot be changed.
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Elevator Device Device mode

(@) Offline
Elevator

Card

Time Zones

Elevator Levels

Set Access By Levels

Set Access By Person

Set Access By Department
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e Add devices by manually

Click [Elevator Device] > [Device] > [New] on the Action Menu, the following interface will be shown:

Device Namea* ‘

Device Number* ‘ {(Range1-254)

Firmware Version™ |AC Ver 7.0.0 Jul 1 201:

MNumber of Expansion ‘D
Board

Each expansion board relay 16
number

Area® n‘

Coemanon ] ox ] corer |

Fields are as follows:

Device Name: Any character, up to a combination of 20 characters.

Device Number: Range 1 ~ 254, the machine number cannot be repeated.
Firmware Version: Firmware version number of elevator control device.

Number of Expansion Board: Expands the number of floors that the elevator control device can
control.,

Fach expansion board relay number: 16 relays per expansion board.

Area: Specify areas of devices. After Area Setting, devices (doors) can be filtered by area upon
Real-Time Monitoring.

#Note: When adding a device, the device number in the software should be the same as the 485
address setting number on the device.

® Synchronize Time
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Click [Elevator Device] > [Device] > [Synchronize Time] on the Action Menu, the following interface

will be shown:

‘Synchronize Time* 2017-11-30 17:24:48

A Swipe the card on the reader of the controlter, the reader will
synchronize the time from the card.

Synchronize device time with current server time.
® Modify Button Open Duration

Click [Elevator Device] > [Device] > [Modify Button Open Duration] on the Action Menu, the
following interface will be shown:
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Button Open Duration” | Iser,md[{]-254)

Start Time* 2017-11-20 17:26:29 End Time* 2017-12-10 17:26:39

Button Open Duration: Itis used to control the time period to press floor button after verification.
The default value is 5 seconds; the range is 0~254 seconds.

Initialize Card

Users can initialize the card to restore the default password and sector operation.

Click [Elevator Device] > [Card] > [Initialize Card] on the Action Menu, the following interface will be
shown:
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A After initialization, the card will become a blank card!

Write Card

Write device number, personnel ID, personnel password, personnel authority, start time, end time,
card number (calculated logic card number) and other related information to the card.

Click [Elevator Device] > [Card] > [Write Card] on the Action Menu, the following interface will be
shown:
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First Name Come
Last Mame

Personnel ID* 21

Card Number* E5B55358
Start Time*

End Time*

A Please set the start time and end time in the edit person page and then write card operation.

Total Progress

[ |

e T
fa]
L

Fields are as follows:

First/Last Name: The maximum length cannot exceed 50, does not support comma; value sources
Personnel field, cannot add, modify, delete.

Personnel 1D: The default maximum length of personnel ID is 9, the effective range is 1-799999999,
which can be configured according to the actual situation. Value sources Personnel field, cannot be
added, modified or deleted.

Card number: Card number cannot be repeated, the maximum length of 10; value sources
Personnel field, cannot add, modify, delete.

Start time: The effective starting time of the card; value sources Personnel field, cannot add, modify,
delete.

End time: The effective cut-off time of the card; value sources Personnel field, cannot add, modify,
delete.

#Note: Personnel related authority (elevator levels), card number and related data can only be
written when the personnel editing page is completely filled in. The card number is calculated
logical card number; the logical card number stored in the database shall prevail.
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Write management card

Management card is mainly used to loss and revert card. When the card is lost or reverted, you need
to write the card information into the management card, thus loss and revert card take effect.

Click [Elevator Device] > [Card] > [Write management card] on the Action Menu, the following
interface will be shown:

Loss Card”

Revert card®

Start Time* 2017-11-29 173821
End Time* 2017-12-1017.38:21
.ﬂ The quantity of Lost cards and reverted cards can not be greater than 18

e ca

Fields are as follows:

Function selection: Management card is used to write the loss and revert card data in the software
system to the management card and then loss and revert card by brushing the management card
on the device.

Loss Card: Lost Card collection, drop-down selection.
Revert card: Revert Card collection, drop-down selection.

Start Time: The effective starting time of the card; value sources Personnel field, cannot add, modify,
delete.

End Time: The effective deadline of the card; value sources Personnel field, cannot add, modify,
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delete.

Check the list of cards in the system and batch issue card, assigning cards to personnel.

Click [Personnel] > [Card Manage] > [Card] > [Batch Issue Card]:

Batch Issue Card

A\ Personnel 1D only supperts input figures, and only shows persons with no card issued (mas. 300! The device only resds the unregistered card when the issuing way is reade
Start Personnal ID End Personnel ID Generate List
Card Enrolimnent Method put Card Mumber OK Cles
Device
Number of Persons with No Card Issued:V Number of Issued Cards:0
Personned ID First Name Last Name Department Name Mumber Personnel First Mame LastMame Deparment Card Number

Name

: USB Reader or device.

-1t can be generated by swiping an ID card on the USB reader and device, or
entering it manually. The card manually entered may be IC card.

Click [Personnel] > [Card Manage] > [Card] > [Report Lost Card]:

#sNote: Report Lost Card is applicable to all functional modules, not to the offline elevator module.
After the report of loss, the status of the card becomes invalid but not written into the management
card. Need to write management card in the appropriate module, such as offline elevator control
module [Write management card] ([Elevator Device] > [Card] > [Write management card]).

Click [Personnel] > [Card Manage] > [Card] > [Reactivate Lost Card]:

#sNote: Reactivate Lost Card is applicable to all functional modules, not to the offline elevator
module. After reactivating lost card, the status of the card becomes valid but not written into the
management card. Need to write management card in the appropriate module, such as offline
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elevator control module [Write management card] ([Elevator Device] > [Card] > [Write management
card)).

A: Connect the card issuer to PC through USB port, and then select the individual personnel card
issue or batch card issue. Move the cursor to the card number input box, and punch the card on the
card issuer, then the card number will be automatically shown in the input box.

A: Role setting has the following uses: 1. To set unified level for the same type of users newly added,
just directly select this role when adding users; 2. When setting system reminder and determine
which roles can be viewed.

A: First, create a new role in system setting and configure the functions to be used for this role. Then
add a user, set user information, and select the user’s role, thus adding a new account. For other
accounts, do the same.

A: This problem occurs because that Server 2003 has [Security Configuration Option] settings. If you
want to access the system, please configure it as follows: click Start — Control Panel — Add or Remove
Program, select [Add and remove Windows components] in the interface and click [Internet Explorer
Enhanced Security Configuration] option, cancel the tick before it. Then click [Next] to remove it
from the system. Open the system again the browser will access the system properly.

: Please check the system environment variables, please go to Properties > Advanced to
set the environment variables as “C:\Program Files\ZKBioSecurity3.0\MainResource\postgresgi\bin:".
"C\Program Files” is the system installation path, you can modify by your actual situation.

: There are several reasons: The system version is too high or too low, or the database
has been damaged, you need to follow the prompts to change the system version or repair the
system, re-install the database.
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Important information - read carefully:

This End-User License Agreement ("EULA") is a legal agreement between ZKTeco and you (either an
individual or a single entity). The SOFTWARE PRODUCT includes the Software application,
associated media, printed materials, and online or electronic documentation. By installing, copying,
or otherwise using the Software Product, you agree to be bound by the terms of this EULA. If you do
not agree to the terms of this EULA, do not install or use the Software Product.

SOFTWARE PRODUCT LICENSE

The Software Product is protected by copyright laws and international copyright agreements, as well
as other intellectual property laws and agreements. The Software Product is licensed and cannot be
sold by any third party.

1. GRANT OF LICENSE
This EULA grants you the following rights:
Installation and Use: You may install the software in an unlimited number of systems.

Replication and Distribution: You may distribute the software to an unlimited number of systems;
provided that each copy shall be a true and complete copy, including all copyright and trademark
notices, and shall be accompanied by a copy of this EULA. The Software Product may be distributed
as a standalone product or can be included in your own product.

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS
Limitations on Deconstruction, Decompilation, and Disassembly

You may not deconstruct, decompile, or disassemble the Software Product, except and only to the
extent that such activity is expressly permitted by applicable law notwithstanding this limitation.

Separation of Components

The software product is licensed as a single product. Its components may not be separated for use
on more than one system.

Software Transfer

You may permanently transfer your ownership, provided the recipient agrees to the terms of this
EULA.
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Termination

Without prejudice to any other rights, ZKTeco may terminate this EULA if you fail to comply with the
terms and conditions of this EULA. In such a case, you must destroy all copies of the Software
Product and all of its components.

Distribution

The Software Product may not be sold or be included in a product or package which intends to
receive benefits through the inclusion of the Software Product. The Software Product may be
included in any free or non-profit packages or products.

3. COPYRIGHT

All titles and copyrights in and to the Software Product(including but not limited to any images,
photographs, animations, video, audio, music, text, and applets incorporated into the Software
Product), the accompanying printed materials, and any copies of the Software Product are owned by
/KTeco. The Software Product is protected by copyright laws and international agreements.
Therefore, you must treat the Software Product like any other copyrighted material except that you
may install the Software Product on a single system provided you keep the original solely for backup
or archival purposes.

LIMITED WARRANTY
NO WARRANTIES

/KTeco expressly disclaims any warranty for the Software Product. The Software Product and any
related documentation are provided "as it is" without warranty of any kind, either express or implied,
including, without limitation, the implied warranties or merchantability, fitness for a particular
purpose, or no infringement. The entire risk arising out of use or performance of the Software
Product remains with you.

NO LIABILITY FOR DAMAGES

In no event, ZKTeco shall be liable for any damages whatsoever (including, without limitation,
damages for loss of business profits, business interruption, loss of business information, or any other
pecuniary loss) arising out of the use of or inability to use this product, even if ZKTeco has advised of
the possibility of such damages.

Acknowledgment of Agreement

I have carefully read and understood this Agreement, ZKTeco Ltd./'s Privacy Policy Statement.
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If YOU ACCEPT the terms of this Agreement:

| acknowledge and understand that by accepting this agreement, | have to abide by the terms and
conditions to use the Software Product to ensure smooth function. | also acknowledge that ZKTeco
can terminate the License Agreement if | don't comply with the terms and conditions.

IF YOU DO NOT ACCEPT the terms of this Agreement.

| acknowledge and understand that by refusing to accept these terms, | have rejected this license
agreement and therefore have no legal right to install, use, or copy this Product or the Licensed
Software that it incorporates.
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