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Disclaimer
Information in this document is subject to change without notice. Companies, names, and
data used in examples herein are fictitious unless otherwise noted. No part of this
document may be reproduced or transmitted in any form or by any means, electronic or
mechanical, for any purpose, without the express written permission of MaCaPS
International Ltd.

Trademarks

Smart Access Control System is a copyright of MaCaPS International Ltd. HID is a
trademark or registered trademark of HID Corporation. Mifare is a registered trademark
of Philips Electronics. Octopus Card and the Octopus Card logo, are registered trademark
of Octopus Cards Limited. Pentium is registered trademarks of Intel Inc. Proximity is
registered trademarks of Proximity Technology Inc. Windows is a registered trademark of
Microsoft Corporation.

All other trademarks, trade names or company names referenced herein are used for
identification only and are the property of their respective owners.
Enquiries
MaCaPS International Ltd.
Tel: (852) 3527 3257
Fax: (852) 3527 3098

Web: http://www.macaps.com

E-mail: info@macaps.com.hk
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1 Introduction

1.1 Purpose of the Document

The primary objective of this manual is to guide the Smart Access Control System Software
users to familiar with the functions of the system software and get master of the system
quickly.

1.2 Target Audience

The manual is intended for System Administrator, security officer etc.

1.3 Related Documents

Event Server Specification

Door Controller Specification

1.4 Abbreviations

ACS Access Control System

1

ma-doc-ref-010 http://www.macaps.com © MaCaPS International Ltd. 2004



Smart Access Control System Software User Manual — Server Version

2 Installing Smart Access Control System
Software

This section explains how to install the Smart Access Control System Software

2.1 Minimum System Requirements

e  Windows 98/NT/2000/Me/XP
e Pentium III 800MHz CPU

e 128 MB of available RAM

e 1 GB of disk space

e 800x600 Display resolution

e Network Interface Card

2.2 Installation Procedure

—

You should close all programs before you begin installation.

2. Ensure that your system meets the minimum requirements described in the
“Minimum System Requirements” Section.

Insert the “Smart Access Control System Software” CD.

4. Run the installation program “setup.exe” which can be located in the CD’s root
directory. The InstallShield Wizard will be launched.

(98]

1% Bmait Arrew Cmntied Eyvaem (rive Fromsd - DnssallSherld W ired =

Wbogm B e Bt el Warard Tor Smart
A cein Conbrol Seiiom {Sereer Yordkm)

5. To continue, click “Next”.
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8. When installation is completed, click “Finish” to exit the InstallShield Wizard.
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3 Starting the Smart Access Control System
Software

This section explains how to start the Smart Access Control System Software.

3.1 Starting the Smart Access Control System Software
To start the Smart Access Control System Software, select Start — Programs — MaCaPS

International Limited — Smart Access Control System — Smart Access Control System
(Server Version).

Note The start-up path is set during the installation process and may differ from the one
above.

3.2 Log On to the System

You must be logged on before using the Smart Access Control System Software.

At the logon screen, type the User Name and Password. Then click OK.

Smart Access Control System g|

Uszer Mame: |admin

Pazsword: |**

Cancel ‘

If the provided User Name and Password are recognized as legitimate, this logs you on to
the system. System functions can be accessed depending on the permissions assigned to your
user account.

If you enter the incorrect User Name and Password or click the Cancel button, you are
logged on to the system as guest. System functions are disabled.

For information of access rights, please refer to the Section System User Accounts.
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3.3 Log Off from the System

To log off from the Smart Access Control System Software, click System, and then click
Logout. When you log off from the system, you close your user account but the Smart
Access Control System Software remains on for easy access the next time you log on.

fany Contol  Databas

Lo 20 ut
& dmin Tseer
Emat Cirl+ i

To log on, click System, and then click Login. The log on screen displays. You can type your
account information to log on to the system.

3.4 Exiting the Smart Access Control System Software
To exit the Smart Access Control System Software, click System, and then click Exit.

o Control  Databas

Loogout

A dymin Teer
Crl4

Note: To exit the Smart Access Control System Software, you must log on to the Smart
Access Control System with access right “Administrator” and “Power User”.
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4 System User Accounts

A system user account defines the actions a system user can perform in the Smart Access
Control System, and establishes the privileges assigned to each user. There are three types of
system user accounts available on the Smart Access Control System: administrator, power
user, and user. A user must be a member of one of the group. The permission and rights
granted to a group are assigned to its members. Belonging to a group gives a user rights and
abilities to perform various tasks on the Access Control System. The details are summarized
in the following table.

System Function Administrator | Power User | User
Administering System Users V X X
Door Control N, N N
Setup Event Servers \ X X
Setup Doors \ N x
Setup Door Group N N x
Setup User \ v x
Setup Door Group & User Group \ \ X
Setup Time Zone \ N x
Setup Holiday \ N x
Design Card Template \ X X
Configure Company Information \ X X
Configure E-mail Notification \ X X
Block Card Setting \ X X
Configure User Defined Field \ X X

7
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Database Maintenance \ x X
Configure Event Server Update V X X
Scheduler

Reporting \ N N

Note:

An account with the name “admin” is created during installation. This user belongs to the
“Administrator” group.

To create, modify and delete system user accounts, from the main menu ,select System —
Admin User

pym Control  Databas

Logout

Adndn User

Exit Ctl+XE

to open the Admin User Setting window.
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Admin Tser Setting [z|

X kWl B R

Mew Record | Delete Fecord | Save Recond RestRecord Bt

General

M ame: |admin

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
Pazsword |

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Canfirm Pagsword |

Access Right |Admin ﬂ

Access Right

admin
Uzer
Poweer User

Record:1/3

Note:
e The user must login with access right “Administrator” to be able to admin user.
e A user name cannot be identical to any other user. It can contain up to 20 characters.

e In Password and Confirm password, you can type a password containing up to 40
characters.

¢ You should not add a new user to the Administrators group unless the user will
perform only administrative tasks.

4.1 Create a New System User Account

Click tewreeerd  on the toolbar.
Type a Name for the new user account.

Type a Password for the new user account. The entered password is displayed as *.

b=

Type the Confirm Password for the new user account. The entered password is
displayed as *.

5. Set the Access Right for the new user account.
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4.2

4.3

Click saerecord on the toolbar.

The new user is added to the list of users.

R

Click ~ % on the toolbar to close the Admin User Setting window.

Modify a System User Account

In the list of users, select the user you want to modify.

Make the changes you want, and then click SeveRecord |

Delete a System User Account

X

In the list of users, select the user you want to delete, and then click | peeterecord on the
toolbar.

. on the confirmation dialog box to confirm the deletion.

Are wou sure ko delete this record?

The user is removed from the list of users.

10
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5 Setup Event Servers

This section explains how to administer the event server database. To be able to administer
the event server database, the user must be a member of the “Administrator” group.

To manage the Event Server Database, from the main menu, select Database — Event Server,

Daor

Door Grooup

ey

Door Group and Teer Group
Time Zone

Holidayr

Design Card Template
Company Information
Ermnail Notification
Block Card Setting
TTser Defined Field
Databaze Maintenance

to open the Event Server Setting window.

Evenl Server Selling

Event Server Tpdate Scheduler

)
J | X | H & R
E vt Serwdi Connschon
& [nzble Al Event Serves Connection
Everd Serve Selfng
Hame: | || Usedue Selected Evert Serve |
IP Ak |
Liogin Mg | Upndain A8 Evert 5 eiveiz |
Paibwoid I
- Eehap Get Log Inirval |
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;‘:.I
NN

The Event Server Setting window can also be opened by clicking = * on the toolbar.

5.1

b

hd

10.

5.2

5.3

Create a New Event Server

Click mewrecard on the toolbar.
Select Enable All Event Server Connection.
Type a Name for the new event server.

Type the IP Address of the new event server. The IP address must match the one
configured on the event server hardware.

Type the Login Name to access the event server hardware.
Type the Password to access the event server hardware.
Select Enable Get Log.

Click ss=resrd on the toolbar.

The new server is added to the list of event servers.

Click E<t on the toolbar to close the Event Server Setting window.

Modify a Event Server

In the list of event servers, select the event server you want to modify.

Make the changes you want, and then click Saerewerd on the toolbar.

Delete a Event Server

In the list of event servers, select the event server you want to delete, and then click

X

beiete Record | oy the toolbar.

. on the confirmation dialog box to confirm the deletion.

12
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Are vou sure ko delete this record?

3.  The event server is removed from the list of event servers.
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6 Setup Doors

This section explains how to administer the door database. To be able to administer the door
database, the user must be a member of the “Administrator” group.

To manage the Door Database, from the main menu, select Database — Door,

IEGEEN Feport Language Abow

Event Berver

Diaor Gronp

Taer

Door Groovp and, Teer Group
Time Zone

Holidayr

Design Cand Template
Company Infornmation

Email Notification

Block Card Betting

Tser Defined Field

Databaze Maintenance

Event 3erver Update Scheduler

to open the Door Setting window.

Distir Setting

IR

Herw Becond | Delede Bovend  Save Reeond — Hewd Pecond

[Bood 1 Al I (thes I Timer Zne
Dhood Saftng
Hae =] Warrs Ueage
Everd Sorver [Eervm =l Dot Humber [1 =l

Urdock. T 2 | Second

Recad 11 i Llae:
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The Door Setting window can also be opened by clicking .

‘.“\-.
“¥ on the toolbar.

6.1 Create a New Door

To create a new door, click MewRecard on the toolbar.

1.

A

.°\

10.

1.

12.
13.
14.
15.

16.
17.

Select the Door tab.

Type a Name for the new door.

Select a Event Server the new door is connected to.
Assign a Door Number to the new door.

Set the Unlock Timeout period. This period refers to the duration the door lock will be
opened when access right is granted to a user.

Select the Alarm tab.

Set the Held Open Alarm Timeout period. This period refers to the time interval the
alarm will sound if the door is continue opened.

Select Enable Alarm if alarm is required. Otherwise, select Disable Alarm.
Select the Other tab.

Under Reader Setting, select Yes if the reader connected to this new door has a keypad;
otherwise select No.

Under Door Type Setting, select Single Side Door if the door type is single side door;
otherwise select Double Side Door.

Select the TimeZone tab.

Select the TimeZone for this new door. The default is 24 Hrs Access.
Select access type for Inside Time Zone.

Select access type for Outside Time Zone.

Click saw=record on the toolbar.

The new door is added to the list of doors.

15
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6.2 Modify a Door

1. Inthe list of doors, select the door you want to modify.

2. Make the changes you want, and then click S»=rewod on the toolbar.

6.3 Delete a Door

X

1. In the list of doors, select the door you want to delete, and then click ' Pe=t=R=erd | on the
toolbar.

. on the confirmation dialog box to confirm the deletion.

Are you sure to delete this record?

3.  The door is removed from the list of doors.

16

ma-doc-ref-010 http://www.macaps.com © MaCaPS International Ltd. 2004



Smart Access Control System Software User Manual — Server Version

7 Setup Door Groups

This section explains how to administer door group database. To be able to administer the
door group database, the user must be a member of the “Administrator” group.

To manage the Door Group Database, from the main menu, select Database — Door Group,

GG Feport Language  Lbou

Event Server
Dioor

Doy Group

User

Dioor Group and User Gooup
Time Zone

Holiday

Diezign Card Template
Company Information
Email Notification
Block Card Setting
User Defined Field
Database Maintenance

Event Server Update Scheduler

to open the Door Group Setting window:

Ea
=
= - s ot e Sty

Dves Givnge 3 A

3
4 Do G d | e =

E-mu.'w:n:-uu:!u'd.
-
(]
g
5
]

*2
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There are totally 128 predefined door groups, named from “Door Group 1 to “Door Group
1287, in the system.

To change the settings of a Door Group, in the list of door groups, select a door group you
want to change.

1.
2.
3.

Type a new Group Name for the selected door group.
Select an Event Server for this door group.
Add Door(s) to this door group.

e In the Door List, select a door you want to add to the door group.

e Click * [to add the door to the door group.
Remove Door(s) from this door group.

e In the list of Added Doors, select a door you want to remove.

e Click _<_|to remove this door from the door group.
Change TimeZone for added doors.
e In the list of Added Doors, double click a added door.

e Set the preferred TimeZone, and then click Ok .

¥
Click saverecard on the toolbar.

Click Ext on the toolbar to close the Group Setting window.

18
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8 Setup Users

This section explains how to administer the user database. To be able to administer the user
database, the user must be a member of the “Administrator” group.

To manage the User Database, from the main menu, select Database — User,

GRS Feport Language  Abow

Event Berver
Dioor

Diaor Greonp

Dioor Group and T Group
Time Zone

Holidayr

Design Card Template
Company Information

Ermnadl Notification

Block Card Setting

et Defined Field

Databaze Maintenance

Event Zerver Update Bcheduler

to open the User Setting window.

W
Jd X W@ P e
ey Pl Duiet Roimef~~ Zwet Bl Bt Fovienl e Tt Do By Call Exp
[Py — Ui L irbraine: Forsee Pories
— I e
T Unw Dodeas Fant 1 | I |
8 (o Dot Pt 7 | =] -
Pt R | L D P 3 [ | |
- r - U Dot Tl | | i
[ra S T | ——
i b Thins liom s oy
e [ x |
T | d [Eabegie Ls | temomt g iam
| ey [
[ - |nnt.n.p:
[
Nt o b st e =
Diocs e !
Eamd i | [Frr—— -
Do furap 7
Ul .1 |g{m¢|
»  C— T § e
— = [p—
Dot i 11 —
R oy Boux e 11
Cond B | | L Seming 1 &
A Pl Feen 18
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= [ i N RCE. OO0
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The User Setting window can also be opened by clicking on the toolbar.

8.1 Create a New User

1.  Click Mewrecord on the toolbar.

2. Under Personal Information, type the Last Name, First Name and Sex of the new
user.

Perzonal Infarmatian

Last M ame |Ehan

First Mame | Tai Man

Sex  Male ™ Female

...........

3. Under Staff Information, type the Staff Code, Department, and Position of the new
UusScer.

Staff Infarmatiarn

Staff Code  |412345678

D epartment |IT j

Position |F'ru:-ieu:t b arnager j

4. Under Smart Card Information, type the Card ID, Password, and Expiration Date.
There are three ways to input the Card ID:

e  Enter the Card ID directly in the text box if you know the Card ID.

o Read from a Issuer Reader if you have one connected to the PC.

o Read from the event log.

Srmart Card Infarmation

Card ID [12E17192

Fram Reader
Fram Log

Paszwaord

Expiry D ate

20
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5.

6.

10.
1.

8.2

Note: If the reader is a keypad type reader, the Password is used to access the door.

Under User Defined Field, if there is user-defined information, type in the user defined
fields; otherwise, leave them empty.

IJzer Defined [nfarmatian
I1zer Defined Field 1

|
User Defired Field 2|
User Defined Field 3|
|

|

Idzer Defined Field 4
I1zer Defined Field &

Lellefledlelle]

Under Personal Picture, you can add the user’s picture into the database. Click the
button AddFicture | ¢4 Jocate the user picture. The format of the picture can be BMP, ICO,
JPG and GIF. You can remove the picture by clicking the button Clear Ficture |

Perzonal Picture

Clear Picture
_ it Card. |

Under Group Setting, select the appropriate groups in the Group List, then click — * |
to add it into the Added Group. For each user, you can add a maximum of 4 Groups.

To remove an added group, select the added group in the Added Group List, then click
<

Click sawrecard gn the toolbar.

The new user is added to the List of Users.

R

Click - B*__ on the toolbar to close the User Setting window.

The new settings will be downloaded to the Event Server after exiting the User Setting
window.

Modify a User

In the list of users, select the user you want to modify.

21
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8.3

Make the changes you want, and then click S=zkezerd on the toolbar.

R

Click -~ =t on the toolbar to close the User Setting window.

The new settings will be downloaded to the Event Server after exiting the User Setting
window.

Delete a User

X

In the list of users, select the user you want to delete, and then click |P=s=Reed | ony the
toolbar.

The user is removed from the list of users.

R

Click -~ =t on the toolbar to close the User Setting window.

The new settings will be downloaded to the Event Server after exiting the User Setting
window.
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9 Setup Door Group & User Door Group

This section explains how to administer the Door Group & User Group database. To be able
to administer the Door Group & User Group database, the user must be a member of the
“Administrator” group.

To setup the Door Group & User Group Database, from the main menu, select Database —
Door Group and User Group,

GG Feport Language ALbou

Event Server

Door

Dioox Group
¢ Ue=r

Door Group and Tser Gronp

Time Zone

Halidaxr

Diesign Card Template
Company Information
Ermadl Notification
Block Card Setting
Uzer Defined Field

| Databaze Maintenance
i Event Server Tpdate Scheduler

to open the Door Group & User Group Setting window:
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FCC LTS | ¥

s
i

|:--_-=-:r:'_1u;;-h'!,'ull'.'::;::'_-"-::.:”:-=;::.-.:
"

Reoud 11118 Ui 1

There are totally 128 predefined door groups, named from “Door Group 17 to “Door Group
1287, in the system.

To change the settings of a Door Group, in the list of door groups, select a door group you
want to change.

8.
9.

10.

11.

12.

13.

14.

Type a new Group Name for the selected door group.
Select an Event Server for this door group.
Add Door(s) to this door group.

e In the Door List, select a door you want to add to the door group.

e Click > |toadd the door to the door group.
Remove Door(s) from this door group.
e In the list of Added Doors, select a door you want to remove.
e C(lick ;I to remove this door from the door group.
Change TimeZone for added doors.
e In the list of Added Doors, double click a added door.

e Set the preferred TimeZone, and then click ok

To change the User Group settings, click the Add User button, and then select the users
you want to add into the door group.

Click saverecord on the toolbar.
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15. Click Eit on the toolbar to close the Group Setting window.
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10 Setup Time Zone

This section explains how to administer the Time Zone.
Zone, the user must be a member of the “Administrator’

To be able to administer the Time
> group. There are totally 128 pre-

defined time zones. Two of them, 24 Hrs Access and No Access, are fixed, and the other 126

time zones are user configurable.

To manage the Time Zone, from the main menu, select Database — Time Zone,

Diatabass

Event Server
Door

Doy Grooup
User

Doy Gronp and Teer Gronp

Time Lone

Report Language Ahot

Haolidaxr

Diesign Card Template
Company Information
Emadl Notification
Block Card Setting
User Defined Field
1 Databaze Maintenance
i Event Server Tpdate Scheduler

to open the Time Zone Setting window.
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£
The Time Zone Setting window can also be opened by clicking \) on the toolbar.

To change the settings of a Time Zone, do the following:

1.

A

Select the time zone you want to modify, say select Time Zone 1. The current settings
of Time Zone 1 are displayed on the window.

Change the default time zone name from Time Zone 1 to Office Hour.
Select the preferred time intervals; say from 09:00 to 19:00, from Monday to Friday.
Press the right mouse button and select Select to mark the time intervals.

The selected intervals are marked with “x” symbols as bellow.
y
Click saverecard on the toolbar.

Click et to close the Time Zone Setting window.
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11 Setup Holiday

This section explains how to administer the Holiday Database. To be able to administer the
Holiday Database, the user must be a member of the “Administrator” group. There are

totally 16 configurable holidays.

To manage the Holiday Database, from the main menu, select Database — Holiday,

Diatabass

Ewent Server
Door

Dioox Group
Teer

Dioor Gronp and Teer Gronp
Time Zone
Holidayr

Design Card Tenplate
Company Information

Email Notification

Block Card Setting

Uzer Defined Field

Database Maintenance

Event Server Tpdate Scheduler

to open the Holiday Setting window.

Eeport Langmage Ahon
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Holidsy Sefting

Figm Dsts T Dits

I Fiy 1]
™ Holdsy 2
I~ Holiy 3
I™ Moy 4
[~ Holidg 5
[~ Holiay &
I~ Molday 7
[~ Heolidsg
[~ Heleday 8
I~ Modep10 |
I~ Holia 11
[~ Holday 12
[ Holdsy13 |
I~ Mol 14
™ Holday 15 |
™ Holdsy 16 |

[ 0 | Y R )

h on the toolbar.

1. Select the target holiday by checking the check box on the left hand side of the holiday
name.

The Holiday Setting window can also be opened by clicking

To change the settings of a Holiday, do the following:

2. Type the remarks.
3. Set the From Date and End Date.

4.  Click saverecrd on the toolbar.

5. Click e to close the Holiday Setting window.
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12 Design Card Template

This section explains how to manage the Card Template for card printing. To be able to do
this, the user must be a member of the “Administrator”.

12.1 Open the Design Card Template Window

To start the Design Card Template, from the main menu, select Database — Design Card
Template,

BRI Eeport Language  Abou
Event Berver
Door
Dioor Grroup
User
Doy Groonp and Teer Group
Time Zone
Halidaxr

Dezigm Card Template

Company Information

Email Notification

Block Card Setting

User Defined Field

Databaz Maintenance

Event Server Tpdate Sched uler

to open the Card Template and Tool List windows.
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X EECartl Template

= 21 Ay 13
Wwidth: 0 Height: 0

l Hll F'ic:turei Backgroundi Dthelsi

o Tewt
I

" Database Field:

I 5|
Fant: IMS Sans Serif _J

Colar: -_J

MNew l

Delete J

12.2 Insert Text to the Card Template

Tool List

In the Tool List Window:

1.  Select the Text tab.

Select the Text Radio Button and type your text.

2.
31
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3. Change the Font Properties you want to use.
4.  Change the Color you want to use.

5. Click M&w to add the text into the Card Template.

Y5 Card Template |:||:I[z|

E‘ataﬁ Iilamei

You can drag the text to any location in the Card Template Window.

12.3 Insert Text from Database Field to the Card Template

® 1 i 63
Wi 0 Height: 0

Picture | Background | Others |

D atabase Field:

fiLast Name fr| |
(;mt [MS Sans Seri (E) J

F (m@ |

Delete |

© -
I ;
L

In the Tool List Window:
1. Select the Text tab.
2. Select the Database Field Radio Button.
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Change the Font Properties you want to use.

Change the Color you want to use.

AN

Click the arrow in the Database Field list, and then select the required database field.

Click Mew to add the database field into the Card Template.

== Card Template

Staff Name: E[Lastl\:lame]E

7. You can drag the database field to any location in the Card Template Window.

12.4 Insert a Picture from another file to the Card Template

ool List

b8 4 e a1
Width: 0 Height; 0

Text B ackaround l Dthers]

<
sample.jpg J]

" Databasze Field:

| [

ez OM

Delete |

In the Tool List Window:
1.  Select the Picture tab.

33

ma-doc-ref-010 http://www.macaps.com

© MaCaPS International Ltd. 2004



Smart Access Control System Software User Manual — Server Version

2. Select the File Radio Button.

Locate the picture you want to insert.

4.  Click M&##% to add the picture into the Card Template.

== Card Template

=taff Mame: [Lasttame]

You can drag the picture to any location in the Card Template window.

12.5 Insert a Picture from Database Field to the Card Template

%2 Y. 57
Width: 0 Height 0

Tent Backgu.n:ll Others |

In the Tool List Window:
1.  Select the Picture tab:
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2. Select the Database Field Radio Button.
Click the arrow in the Database Field list, and then select the required database field.

4.  Click M#¥ to add the picture field into the Card Template. The inserted picture is
displayed as a rectangle.

Y5 Card Template |Z||E|[z|

Staff Mame: [Lasthame]

You can drag the picture to any location in the Card Template window.

12.6 Format Background Color of the Card Template

X 0 ¥: 24
Wwidthe 0 Height: O

Text| m% Others |

e

Clear |

In the Tool List Window:
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1.  Select the Background tab.

2. Locate the picture you want to set to be the background.

Tool List ] .:E'E'__E..{_‘ard_'l'_em plate

by k| i G

Widthe 18 Height: 22 staff Mame: [LastName]

TE:-:ti Ficture Background | Dthersi
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12.7 Card Printing

1.  Inthe Tool List Window, under the Others Tab, click _Frvie# ¢ preview the Card.

2

Print Card

== Card Template

Mext Record

End Prewview

Staff Mame: Chan

2. Click Hextrecard to browse next record, and click Previaus Recard to browse previous record.

2

3. Click PrintCard  to print out the Card.
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13 Configure Company Information

To configure company information, from the main menu, select Database — Company
Information,

GRS Eeport  Language  Abow

Ewent Server

Door

Dioor Groop

LIE

Door Group and Teer Gooup
Time Zone

Holiday

Design Card Template

Company Information

Ermail Notfication

Block Card Setting

zer Defined Field

Databaze Maintenance

Event Berver UTpdate Schednler

to open the Company Information window.

%)

Company Information

Company Mame ||

Ok | Cancel |

Type in the company name; and then click the button OK.
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14 Configure E-mail Notification

To configure E-mail notification, from the main menu, select Database — Email Notification,

BRI Eeport Language  Abou
Event Berver
Door
Dioor Group
ser
Doy Groonp and Teer Gronp
Time Zone
Holidax

Diezign Card Template
Comparny Information

Email Notification

Block Card Setting

User Defined Field

Database Maintenance

Event Server Tpdate Sched uler

to open the Email Notification window.

Email Notification

Email Addreszs

Qk, | Cancel

Type in the Email address; and then click the button OK.
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15 Block Card Setting

To configure Block Card Setting, from the main menu, select Database — Email Notification,

EVGLEES Feport Language  Abou
Ewent Server
Door
Dioor Grooup
Tser
Door Group and Teer Group
Time Zone
Halidaor

Design Card Template
Company Information
Ernail Notification
Block Card Setting

T Defined Field
Database Mamtenance
Event Berver Tpdate Scheduler

to open the Block Card setting window.

Block Card X

Black card after Incaorect Password: |3 ill Times

oKk |

Set the number of times the card will block for incorrect passwords. Click the Button OK to
apply.
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16 Configure User Defined Fields

This section explains how to administer the user-defined fields. To be able to administer the
user-defined fields, the user must be a member of the “Administrator” group.

To manage the User Defined Fields, from the main menu, select Database — User Defined

Field,

G Feport Language  Ahou

Event Server

Doox

Doy Grroup

Taer

Doy Gronp and Teer Gronp
Time Zone

Halidaxr

Design Card Temnplate
Company Infonmation
Eumadl Notification
Block Cand Setting
User Defined Field

Diatabase Maintenance
Event Server Tpdate Scheduler

to open the User Defined Field Setting window.

User Defined Field Setting

H & R

Save Record Reset Record Exit

Uzer Defined Field

Englizh M ame Chineze Mame
Id=er Define Fleld 1 |L|ser Drefined Field 1 |Fﬁ§§ﬁ=§ﬂ—
User Define Fleld 2 |1ser Defined Field 2 EEASRS -
User Define Fleld 3 |Lser Defined Field 3 AFEEEH=
User Define Fleld 4 |Lser Defined Field 4 xR EEE
User Define Fleld 5 |Llser Defined Field 5§ HEZEEEHA
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1.  Make the changes for English Name.
2. Make the changes for Chinese Name.

User Defined Field Setting

H 2 R
|
Save Record Reset Record Exit
Uzer Defined Field
Englizh M arme Chineze Mame
User Define Fleld 1 |Change 1 |piragi—
User Define Fleld 2 |Change 2 |iragE —
User Define Fleld 3 |Change 3 g =
User Define Fleld 4 |Change 4 |Bizag g
User Define Fleld 5 |Change 5 e gl

3.  Click sa=record on the toolbar.

R

4.  Click % on the toolbar to close the User Defined Field Setting window.
5. The changes are updated in the User Setting window.

IJzer Defined [nformation

Change 1 | ﬂ
Change 2 | j
Change 3 | ﬂ
Change 4 | j
Change & | ﬂ
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17 Database Maintenance

This section explains how to maintain the transaction database and user database. To be able
to do this, the user must be a member of the “Administrator” group.

To manage the Database Maintenance, from the main menu, select Database — Database
Maintenance,

BRI Eeport Language  Abou

Event Server

Door

Doy Grooup

User

Doy Groonp and Teer Group
Time Zone

Holidayr

Design Card Template
Company Information
Email Notification
Block Card Setting
User Defined Fisld

Diatabaze Mamntenance

Event Zerver Update Scheduler

to open the Database Maintenance window.

Dalabase Mainlenance

Tranzaction Dalahase

Impert Transachion

Expoit Teansachan

Dhedele Transacion

Llzra D ababose

It Ll iosy

Evpeat Lisrer

Debele s
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17.1 Import a Transaction Database

Click 'mPertTransaction ¢, gpen the Import Transaction window.

Import Transaction @
Irnpart File Path: @
Imnpart
UE:\transaction_impDﬁ.bd ﬂ I ( : bl

E xit

Progress :

(~ Delimiter: @ )
" Tab " Semicolon & Comma
" Space " Other l_

5

f~ Text Qualifier: @
I None W o

S

Click ﬁ to locate the import transaction file.

1.

2. Set the Delimiter.

3. Set the Text Qualifier.

4. Click ™Pot o import the transaction database.

5. If the database is imported successfully, the Done window will appear.
Database Imported Successtully,

6.  Click OK to finish.

17.2 Export a Transaction Database

Click E#portTransaction 1 onen the Export Transaction window.
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Export Transaction g|
(me: [z0040803 ~| To: [20040818 j]®
utput File Path: ) @
- ( Export ]
|C:\transact|umeupuﬂed.bd ﬂ
Exit
Progress :
[ Delimiter: N
" Tab " Semicolon + Comma @
" Space C Other [
L
[~ Text Qualifier: @"
" Mone - " -
L

1. Set the date intervals for the exported transaction.

2.  Type the export file name. You can click ﬁ to locate the destination file. The
destination file will be overwritten.
Set the Delimiter.

Set the Text Qualifier.

Click E#romt to export the transaction database.

A

If the database is exported successfully, the Done window will appear.

Database Exported Successfully,

7.  Click OK to finish.

17.3 Delete the Transaction Database

Click Delete Transaction ¢, ohen the Delete Transaction window.
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Delete Transaction @

From : |2I2||34-DB-1]3 @ B
Ta: |2nn4-ns-1s =

7l Sustem Status
| Irivalid Card ID
| Out
v In

®

(v | [ )

1. Set the date interval.

2. Select types of transactions to be deleted.

Click _ Hemove

4. The Delete Record confirmation window will appear.

Click L .4 to confirm the deletion or to cancel the deletion.

6.  When the deletion is completed, the DONE window will appear.

AccessControl fE

Pracessing campleted,

7.  Click OK to finish.

17.4 Import a User Database

Click "™etYse 5 open the Import User Record window.
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3

Import User Record

antFiEPalh: TN e
(ot )]
& Import by Standard File Format Esit
I Dek E N
- Tab " Semicolon " Comma @
" Space  Other [
@t luakher @
" None w " - -
| Card D match: @
(* Update Record
™ Mot Update Record
" Append Record

Log File Path:
[[E\ng'an Files\MaCaPS Intemnational Limited\AccessControl\D ataFi il

Click |i
Set the Delimiter.
Set the Text Qualifier.

i to locate the imported User Record File.

b=

Select Door Groups the imported record will join. (Select none for using door group
settings in the imported file.)

hd

Set options for matched Card ID.

6. Click mpott t5 start.

7. When import is completed, the import log will appear.

£ Import_log.txt - Notepad |Z||E|r>__(|
File Edit Format ‘Wiew Help

ek

“Cha n Tai ManA1234567"8 WTTT Project Manager™, 12E171927,7 00007 "
False ", 7,1 *** |ser Information Updated ;| Door Setting
Updated ; #**

8.  Click iﬂ to close the import_log window.
9.  The DONE window will appear.
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Database Imported Successfully,

10. Click liweS¥..... 1 to finish.

17.5 Export a User Database

Click E#portUser ¢4 open the Export Record window.

Export Record E|
1
{*" Export All Uzer by Door Group @
" Export All Uzer by Department
" Export All Uzer bo one file
E it ;
Progress
Delimiter: ]
" Tab " Semicolon f+ Comma @
" Space " Other l_
Text Qualifier: @H
" Mone o " !

1. Set the export option. There are three options:

a.  Export All Users by Door Group: Users are exported depending on door groups.
Multiple user record files are generated. The names of the generated user record
files are the same as the names of the door groups.

b.  Export All Users by Department: Users are exported depending on departments.
Multiple user record files are generated. The names of the generated user record
files are the same as the names of the departments.

c. Export All Users to One File: All users are exported to one user record file.
When this option is selected, you need to provide the destination file name.

2. Set the Delimiter.
3. Set the Text Qualifier.
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4.  Click E#pot to start.

When import is completed, the DONE window will appear.

Expart Database Successful,

6. Clickl i to finish.

17.6 Delete a User Database

Click DPeletellser ¢4 open the Delete User window.

Delete User @
(+ Delete by Group o
" Delete by Card ID @ Exit

Delete Option
Group

Data |IT ﬂ

—

Set the deletion criteria, you can select Delete by Group or Delete by Card ID.
2. When Delete by Group is selected, set the Delete Option.

3. When Delete by Card ID is selected, click o | to locate the Card ID file.

Delete User &|

(" Delete by Group Delete

" Delete by Card 1D Est
elete Option
Import File Path - @
[EaediD et ﬂ

4.  Click Delete to start the deletion.

5. When the deletion is completed, the below window will appear.
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Delete User, [‘5_<|

L] 'f Tokal 1 User Deleted!
L

................................

6. Click ............ QK . Jto close the window.

7.  Click E#t  to close the Delete User window.
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18 Configure Event Server Update Scheduler

To configure Event Server Update Scheduler, from the main menu, select Database — Event
Server Update Scheduler,

I Feport  Language  Ahbou
Evwent Server
Door
Doy Group
ey
Dioor Gronp and Teer Gronp
Time Zone
Holiday

Design Card Tenplate
Company Infonmation
Emadl Notification
Block Card Setting
Uzer Defined Field
Database Maintenance

Event Server Update Scheduler

to open the Event Server Update Scheduler window.

Ewent Server Update Scheduler

General T T \|

X

¥ Enable Event Server pdate Scheduler

Schedule Time | 00:00 ——

[™ Perform importing uzer database before scheduled updating
[ Perfarm deleting user database before scheduled updating

| Dizable automatic updating upon user modification

oK | O Eancel

1. Check the checkbox Enable Event Server Update Scheduler.
2. Set the Schedule Time.

3. Check the checkbox Perform importing user database before scheduled updating if
required. When checked, the Import tab is enabled. In the import tab page, set the file
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name for the imported user database.

4. Check the checkbox Perform deleting user database before scheduled updating if
required. When checked, the Delete tab is enabled. In the delete tab page, set the file
name that stores the card id to be deleted.

5. Check the checkbox Disable automatic updating upon user modification if required.
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19 Reporting

19.1 User Information Report

The User Information Report generates report with respect to users added in the system.
From the main menu, select Report — User Information Report,

o Language  Ahout

zer Information Eeport

Teer Transaction Report
Door Transction Eeport
Diaily In Out Eeport
Monthly In Out Eeport
Lheznt Report

Late Lrrival Feport
Early Leave Feport

to open the User Information Report window.
1. Set the Filter By option.
2. Set the Sort By option.

/ }
3.  Click ustReport tg [ist the user records on screen.

4.  Click BmtkRerert to print out the report. The report will be previewed on screen first.
5. Click I% to print out the report.

6. Click & to export the report.

19.2 User In Out Transaction Report

The User In Out Transaction Report generates transactions with respect to users. From
main menu, select Report — User Transaction Report,
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Langmage  About

Teer Information Eeport

Ueer Tramsaction Eeport

Door Transction Eeport
Diaily In Out Eeport
Monthly In Out Eeport
Lheznt Report

Late Lirival Feport
Early Leave Eeport

to open the User Transaction Report window.

1.
2.
3.

Set the Filter By option.
Set the Sort By option.
Set the date interval to be reported.

Click tstrerart to [ist the transactions on screen.

Click BmtRepert to print out the report. The report will be previewed on screen first.
Click % to print out the report.

Click & o export the report.

19.3 Door Transaction Report

The Door Transaction Report reports transactions with respect to installed doors. From the
main menu, select Report — Door Transaction Report,

g Langmage  Ahout
Ter Information Eeport
TTzer Transaction Eeport

Door Transaction Eeport
Diaily In Ot Eeport
Maonthly In Out Beport
Abzent Report

Late Arrival Feport
Early Leave Report

to open the Door Transaction Report window.

1.
2.

Set the Filter By option.

Set the Sort By option.
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3. Set the date interval to be reported.

/ }
4.  Click UstRerat tg ]ist the transactions on screen.

5. Click ®intRerart to print out the report. The report will be previewed on screen first.
6. Click I% to print out the report.

7. Click & to export the report.

19.4 Daily In Out Report

The Daily In Out Report generates report with respect to user transactions in a specified
date. From the main menu, select Report — Daily In Out Report,

Language About
Tzer Information Eeport
Tzer Tranzaction Feport

Dioor Transction Eeport
Diadly In Out Beport

Momnthly In Cut Report
Aheent Report

Late Avrival Report
Early Leave Feport

to open the Daily In Out Report window.

Set the reported Date.

Check Compute Break Time if break time is required.

Set the Daily Start Time. The Daily Start Time is the time a new day starts.
Set the Office Hour.

Set the Filter By option.

AN

Set the Sort By option.

)

7.  Click UstRerett to ]ist the transactions on screen.

8.  Click FintRepart to print out the report. The report will be previewed on screen first.

9. Click % to print out the report.
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10. Click B o export the report.

19.5 Monthly In Out Report

The Monthly In Out Report generates report with respect to user transactions in a specified
month. From the main menu, select Report — Monthly In Out Report,

IS Langmage  Shont
Tzer Information Feport
Tzer Transaction Eeport

Dioor Transsction Eeport
Diadly In Ot Beport

Monthly In Cut Eeport
Abzent Eeport

Late Arrival Eeport
Eaxly Leave Eeport

to open the Monthly In Out Report window.
1. Set the reported Date.
Check Compute Break Time if break time is required.

Set the Office Hour.

2
3. Set the Daily Start Time. The Daily Start Time is the time a new day starts.
4
5 Set the Filter By option.

6. | to list the transactions on screen.
7. Click | Mext  to browse next record, and click Previous| to browse previous record.

8. Click Bmn:Rerert to print out the report. The report will be previewed on screen first.
9. Click % to print out the report.

10. Click B to export the report.

19.6 Absent Report

The Absent Report reports users who are absent from work. From the main menu, select
Report —» Absent Report,
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G Language  Lbout
Tzer Information Eeport
1Tzer Tranzaction Eeport
Door Transaction Report
Diadly In Ot Eeport
Monthly In Out Report

A heent Report
Late Ayrival Report
Early Leave Report

to open the Absent Report window.

1.

2
3.
4

Set the reported Date.

Set the Daily Start Time. The Daily Start Time is the time a new day starts.
Set the Filter By option.

Set the Sort By option.

Click Llstrerart tg ]ist the transactions on screen.

Click BmtRepert to print out the report. The report will be previewed on screen first.
Click % to print out the report.

Click & o export the report.

19.7 Late Arrival Report

The Late Arrival Report reports users who are late to work. From the main menu, select
Report — Late Arrival Report,

Language About
Tzer Information Eeport
Tsr Transaction Keport
Dioor Transaction Feport
Doadly In Out Report
Momthlyw In Ot Report
Abzent Report

Late Arrival Report

Early Leave Eeport

to open the Late Arrival Report window.

I.

Set the reported Date Interval.
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A

Set the Daily Start Time.
Set the Start Work Time.
Set the Filter By option.
Set the Sort By option.

2

Click tstrerart to [ist the transactions on screen.

Click &mtRepert to print out the report. The report will be previewed on screen first.
Click % to print out the report.

Click & o export the report.

19.8 Early Leave Report

The Early Leave Report reports users who leave early. From the main menu, select Report
— Early Leave Report,

Langmage  About
Tzer Information Eeport
Ueer Transacton Eeport
Dioor Transaction Feport
Diadly In Ot Report
Monthly In Ot Report
& heent Eeport
Late Arrival Eeport

Eauly Leave Report

to open the Early Leave Report window.

1.

A

Set the reported Date Interval.
Set the Daily Start Time.
Set the Off Work Time.
Set the Filter By option.
Set the Sort By option.
2l

Click Llstrerart to ]ist the transactions on screen.

T
.

Click EmtRepart to print out the report. The report will be previewed on screen first.
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8.  Click I% to print out the report.

9. Click & to export the report
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