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Getting started with xPortal3000 Server Configuration

xPortal3000 Server runs as a Windows service. The service will run

1. After completed xPortal3000 Server’s installation.

2. When computer starts.

Launching xPortal3000 Server Configuration Manager

LA

*Portal3000
Server
Configuratio

i.  To run xPortal3000 Server Configuration Manager, double-click on LnMsnager | jcon

at Windows Desktop. The following screen will be shown (Refer Figure 1 & 2).

Note: If your software package comes with USB dongle, please ensure that USB
dongle is inserted into the computer's USB port before starting/ restarting the

computer in order to get USB dongle key detection successful upon service startup.

& xPortal3000 Server Configuration Manager - =

J System Status Software Settings Database Settings Utilities |

Sarvice State : Running

[0}
I.'|J

T
|

Stop

Systemn Status
View System Log

Database Connection Controller Polling

-
' g v

xPortal3000 Service (Standalone version)
3.0.0.6 (17/6/2014)

LR L

(({

6 Startup xPortal3000 Server successfully

&
Service State : [ Running ] Startup Mode : [ Automatic ] Database : [ Connected ] Controller Polling : [On]

Figure 1 - xPortal3000 Server Configuration Manager (Standalone/ Full version)
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View System Log

Database Connection Controller Polling
= adl
| =
— & g ¢
xPortal3000 Service (Free version)
3.0.0.6 (17 /6/2014)

ﬁ Startup xPortal3000 Server successfully

Startup Mode : [ Automatic ] Database : [ Connected ]

Controller Polling : [On ]

& xPortal3000 Server Configuration Manager - =
J System Status Software Settings Database Settings | Utilities |
Service State : Running Start | | Stop |
Systemn Status

Figure 2 - xPortal3000 Server Configuration Manager (Free version)

Table 1 - Common System Status Symbol

Listed below are the common symbols that are used in the operation.

Symbol Indication

Database connection success.

([

A

Database connection failed.

([ [

(%]

Service is running, license key is not detected.

(Free version).
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Service is running, license key is detected.
i (Standalone/ Full version).

[ &

Service is not running.

Controller is connected.
Controller down or not connected.

d
(%]
4
X

xPortal3000 Server successfully startup.
Wy Startup xPortal3000 Server successfully

xPortal3000 Service

i. Whatis Service?
A windows service is a computer program that operates in the background.
Windows services can be configured to start when the operating system is
started and run in the background as long as Windows is running. Alternatively,
they can be started manually or by an event. These services can be
automatically started when the computer boots, can be paused and restarted,

and do not show any user interface.

ii.  When does Service run?
By default, xPortal3000 Service will automatically started when the computer is
boots. To change the Startup Mode, please (Refer Table 4) below.

iii.  What are the operations that can be done to Service? Where it can be
done?
For xPortal3000, we can perform Start and Stop operation. (Refer Table 2 & 3)

below:

V1.00 8/9/2014 4
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Table 2 - xPortal3000 Startup Service

Symbol Indication
Start the service
Start
Stop the service
] Stop

Alternatively, you may also configure xPortal3000 Service manually at Windows

Services. (Refer Table 3) below:

Table 3 - Location of Windows Services

Operating System Location of Windows Services
Windows XP Control Panel - Administrative Tools - Services
Windows Vista Control Panel > System and Maintenance »>

Administrative Tools = Services

Windows 7 & 8 Control Panel - System and Security 2>
Administrative Tools - Services

Windows Server 2003, Administrative Tools = Services

2008 & 2008 R2

Windows Server 2012 Server Manager - Tools - Services

Changing Service Startup Mode
1. Go to Software Settings tab.
2. Select the Startup Mode. (Recommendation: Automatic Startup Mode).

3. Click on Save button to confirm and save settings.

Table 4 - Startup Mode
Startup Mode Description
Automatic Service will automatically run when computer is started
Manual Service will run manually

Disabled Service will be disabled

V1.00 8/9/2014 5
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& xPortal3000 Server Configuration Manager - =
| System Status Software Settings Database Settings Utilities |

Please noted that restart services is required after modified setfings.

Save Cancel
Startup Mode : Automatic -
Automatic
Software Port : Manual
Disabled

Service State : [ Running ] Startup Mode : [ Automatic ] Database : [ Connected ] Controller Polling : [On ]

Vi.

Figure 3 - xPortal3000 Server Configuration Manager (Startup Mode)

Server Connection Setup

You need to setup the server connection setting by specifying the TCP port
number that is used in communication between your Server and Client
applications. By default, Software Port number is set to 7381. (Refer Figure 4)

below.

(Recommendation: It is recommended to not make any changes here).

Changing Service Software Port

1. Go to Software Settings tab.

2. Set your Software Port number in the text box provided.

3. Use the same Port number in Server Connection Setup when you run
xPortal3000 Client later.

4. Click on Save button to confirm and save settings.

V1.00 8/9/2014 6
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&L ¥Portal3000 Server Configuration Manager = =
| System Status Software Settings Database Settings Utilities |

Please noted that restart services is required after modified settings.

Save Cancel
Startup Mode : Automatic -
Software Port : 7381 :

Service State : [ Running ] Startup Mode : [ Automatic ] Database : [ Connected ] Controller Polling : [ On ]

Figure 4 - xPortal3000 Server Configuration Manager (Software Port)

Configuring Database Settings

In Database Settings tab (Refer Figure 5), you may configure your configuration file
location, initialize new database, configure your schedule backup settings, backup

software database, restore from backup database and also rollback to xPortal2005.

Restore Transaction

In Utilities tab (Refer Figure 6), you may launch restore transaction tool to restore

database transaction.

V1.00 8/9/2014 7
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& xPortal3000 Server Configuration Manager - =
| System Status | Software Settings Database Settings | Utilities |

Please noted that restart services is required after modified setfings.

| Edit |

Current Configuration File : C:\ProgramDatz\MicroEngine\xPortz13000 v1\Server p
\¥PDBSettingDefault.cfg

| Create New | Initialize new database.

Schedule Backup Configure your schedule backup setings.

Manual Backup Backup software database to FBK file format.

Restore reguired.

‘ Restore from backup database. For safety reason, backup current datzbase is

Rollback Rollback to xPortzl2005.

Service State : [ Running ] Startup Mode : [ Automatic ] Database : [ Connected ] Controller Polling : [On ]

Figure 5 - xPortal3000 Server Configuration Manager (Database Settings)
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] xPortal3000 Server Configuration Manager - =
| System Status | Software Settings Database Settings Utilities [
‘ Restore Transaction Tool ‘ Launch Restore Transacton Tool

Service State : [ Running ] Startup Mode : [ Automatic ] Database : [ Connected ] Controller Polling : [On ]

Figure 6 - xPortal3000 Server Configuration Manager (Utilities)

Getting started with xPortal3000 Client
Launching xPortal3000 Client

il

fd=

xPortal3000
Client

i.  To run xPortal3000 Client, double-click on icon at Windows Desktop.

The following window will appear.

V1.00 8/9/2014 9
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xPortal3000 Client Login

* UserlD and Psssword are Case Sensitive

(®) English (United States)

Language : ¥
(_) Bahasa Malaysia
UserID:
Password :
E@ Connection Setup ‘ |\/ OK Hx Cancel I

LOCALHOST : 7381

Figure 7 - xPortal3000 Client Login Window

If you are starting xPortal3000 Client for the first time, you need to setup the
server connection setting by specifying the TCP Port number that is used in

communication between Server and Client applications.

Table 5 - Client Login Window Description
Name Description
Language You may choose your interface language either English or

Bahasa Malaysia for your client

User ID Default user ID is Manager (case-sensitive)

Password Default password is Managerl (case-sensitive)

Connection You may choose your server location from options provided and
Setup specify the Port Number. (Refer Figure 8)

Note: Only one user can logged in to xPortal3000 Client at one time

V1.00 8/9/2014 10
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Server Connection Setup

Configuring Connection Setup:

[ﬁ Connection Setup J

1. Click on button.

2. The following window will be shown:

¥ Sarver Connection |z|

—Server Location

{* Same Computer

{" Identified by IP Address

{~ Identified by Computer Name

Port: 7381

L# 0K M Can::el]

Figure 8 - Server Connection Properties

3. Choose Server Location according to your system configuration.
(Refer Table 6) below:

Table 6 - Server Location Description
Server Location Description
Same Computer  The xPortal3000 Server application is installed and run within the
same workstation.
Identified by IP The IP address of workstation where the xPortal3000 Server
Address application is installed and run.
Identified by The xPortal3000 Server application is installed and run in the

V1.00 8/9/2014 11
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Computer Name  computer that is connected with the same LAN. You can browse

the computer name from the list by clicking on Browse Computer

Name button.

4. Set port number. Default is 7381. The value must be same with the port

number set in the Server Configuration Manager (Refer Figure 4).

Software Port : 7381 Port: 7381 5
5. Click OK to confirm and save settings.
V1.00 8/9/2014 12
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Startup Wizards

Using this startup wizards, it will guide on how to setup the hardware, work schedule,

manage card users’ details and generating report.

) Welcome to xPortal3000 Client

This page will guide you how to setup the door access system.
Setup connection, controller, door,
@ alarm panel, output, input, lift panel,

and floor relay for your access control
system. a
Setup work schedule that will be
ieaa @ assigned to card users in the next
step. You may skip this step if you do
-_— not use the time attendance feature.

Shift Schedule

@ Generate transaction report and staff's e \

time attendance report.
Card User
Manage card user details for your door
access system.
Help

Run on software startup ® Close ]

Figure 9 - Startup Wizards

Table 7 - Startup Wizards Description
Name Description
Hardware Setup connection, controller, door, alarm panel, output, input, lift
panel, and floor relay
Shift Schedule Setup work schedule that will assigned to card users. (Skip if not
use time attendance feature)
Card User Manage card users details

Reporting Generate report

V1.00 8/9/2014 13
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Configuring Hardware

A. New Controller Wizard

Hardware

1. Clickon * ! button.

2. The following window will be shown. This is Startup wizard for Door Access/ Car
Park. (Refer Figure 10).

] welcome to xPortal3000 Client =
This page will guide you how to setup the door access system.
Select operating mode :

() Door Access / Car Park

Defining and setting up connection method between
) Lift A ey systemn hardware and software. You need to let the
J LIt Access @ software knows how it should communicate with each

() Door Access + 10 controller.

Contraller is an important component in an access
i control system. You need to specify the configuration
New Controller Wizard a settings of each controller (hardware) that installed in

| OR this system.

i ‘ Doorin the access control system also means the

reader of the controller. It will controls the locking
i J device and moniter the exit push button and door 6
sensor input.

Device Lookup

R-

Run on software startup |§u" Back | |‘3 Close

Figure 10 - Startup Wizards (Door Access/ Car Park)

3. If you are configuring the hardware for the first time, click on —— button.

V1.00 8/9/2014 14
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4. The following window will be shown. (Refer Figure 11).

£} controller Wizard

Mi'}]‘"ﬁ“uina@ Welcome to Controller Setup Wizard

Inte rated Security Systems This wizard will guide you to setup a new contraller with basic settings.
9 ty Y If you wish to set the controller to active mode, please make sure the controller is properly connected to the

computer,

Supported Controllers List :

- ¥P-CPROS - ¥P-5R.1000 - ¥P-CPROSE

- XP-CPRO10 - XP-M1000XE - XP-CPRO10E
- ¥P-CPROZ20 - ¥P-M1000CPX - XP-CPROZ0E

- XP-CPROL - XP-GT3200LE

- ¥XP-GT3200L - XP-GT3200LCPX - ¥P-5R.1000E

- XP-GTR3200L - XP-GTR1200LE - XP-5R1000CPX
- ¥P-M1000X - XP-GTR1200LCPX - ¥P-CPROLE

- XP-M1000i - XP-GTR3000LE

- XP-M2000i - ¥P-GTR3000LCPX

- XP-C2000

Please make sure the controller model is correct.

A

Next>| | p—

Figure 11 - Controller Setup Wizard

5. Please check your controller model is correct from the Supported Controller List
provided.
Click Next to continue.

The following window will be shown. (Refer Figure 12).

V1.00 8/9/2014 15
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€ controller Wizard
Controller Settings

Configuring controller model and settings

Controller Image

Model No : GT-3000
Code : GF Ctrl

Description : Ground Floor Controller

Site : MainQffice
Unit No : o

¥ Download Controller Setting

¥ Download Card Setting

|’ < Back || MNext = | | Cancel

Figure 12 - Controller Settings

8. Enter the information of the controller as described below:

Table 8 - Controller Settings Description

Fields Description

Model No Controller model.

Code A short name to represent this controller. Max Length = 15. Eg.
Lobby 1.

Description A descriptive name about his controller. Max Length = 40. Eg. Lobby
1 Block A.

Site Specify site where this controller is located.

Unit No Specify address of this controller, must be unique by connection.

Value = 00 to 15.

Note: If your controller is a single-door controller, your Unit No must be set to 0.

V1.00 8/9/2014 16
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Table 9 - Download Setting

Fields Description
Download Controller The software will automatically send the Controller
Setting Setting to the selected door controller(s) if you tick the
checkbox.
Download Card Setting The software will automatically send the Card Setting to

the selected door controller(s) if you tick the checkbox.

9. Click next to continue.
10.The following screen will be shown.
- You may use the existing connection which is using Direct Serial Port
(Default using COM 1) or you may create another new connection.
- If you check the “Create New Connection” checkbox, you may create either
Direct Serial Port connection or Local Area Network (LAN) connection. Refer

Figure 13 below for LAN connection setup.

C} Controller Wizard @

Connection Settings
Configuring connection settings

Use Existing Connection :

¥ Create New Connection «5

Network Type : LAN (Built-In)

Code : LAN 1

Description @ LAN Connection

Comm No :

Baud Rate :

Remote IP Address : w2 . e .| 1B . #E

|' < Back | | Next = | | Cancel

Figure 13 - Connection Settings (LAN Connection)

V1.00 8/9/2014 17
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11.This is the connection setup using Direct Serial Port.

T} controller Wizard =
Connection Settings

Configuring connection settings

Use Existing Connection :

¥ Create New Connection ‘«g

Network Type : Direct Serial Port

Code : comz

Description @ COMZ R5485

Comm No : CoM2 Show Al
Baud Rate: Maormal

Remote IP Address :

|' < Back | | Next > | | Cancel |

Figure 14 - Connection Settings (Direct Serial Port)

12.Enter the information of the connection as described below:

Table 10 - Connection Settings Description
Fields Description
Network Type Specify a connection method. Available choices are as follow:
1) Direct Serial Port
- The controller is connected to PC using RS232 or RS485
(through MCI).

2) LAN (Built-In)
- The controller is connected to PC using controller’s built-in

interface module or using external LAN interface unit.

Code A short name that describes the connection. Max length = 15.
Eg.: COM2
Description Longer description for the connection. Max length = 40

V1.00 8/9/2014 18
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characters. Eg.: COM2 RS485

Comm No Specify Serial Comm Port number.

Baud Rate Specify Direct Serial port connection speed in bits per second
(bps),
1) Normal

- Data will be transmitted at 2400 bps.

2) Advance

- Data will be transmitted at 9600 bps
Remote IP Specify controller’s IP Address or Remote |IP Address of the
Address external LAN interface unit.

Note: If your MCI jumper is shorted, set the baud rate to Advance.

Otherwise, set to Normal.

13.Click next to continue.

14.The following screen will be shown. (Refer Figure 15).

Door Settings
Configuring door reader and details

Code: Main Door
Description : Main Door
Door Model : Controller

Reader Type : MicroEngine A10

Is Attendance Capturing Door : Yes, Use both Entry and Exit for Att.In and Att.Cut

[~ Skip this step. I will setup it later

|J < Badk | | MNext = | | Cancel

Figure 15 - Door Settings

V1.00 8/9/2014 19
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15.Enter the information of the door as described below:

Table 11 - Door Settings Description
Fields Description
Code A short name to represent this door. Max length = 15. Eg. Lobby
1A Entrance.
Description A descriptive name about this door. Max Length = 40. Eg.
Lobby 1 Block A Entrance Door.

Door Model Specify Reader Interface model.
Reader Type Specify reader output format.
Is Attendance Specify how this door will be used in attendance calculation.

Capturing Door

Note: If you wish to setup the door settings later, check the “Skip this step.

| will setup it later” checkbox.

16.Click next to continue.

17.The following screen will be shown. (Refer Figure 16).

V1.00 8/9/2014 20
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C} Controller Wizard @

Door Access Assignment {Door Code : Main Door)
Grant access of this door to selected staff(s)

¥ all staff Time Zone : 001
Specific Staff

& Find

Select Al UnSelect all Update

[ skip this step. I will setup it later

| < Back || Next > | | Cancel

Figure 16 - Door Access Assignment
If you are configuring the door access for the first time:
- You will not see any staff records yet so you will not be able to select specific
staff.
- The Time Zone will only show you the default Time Zone which are 000 (No
Access) and 001 (Full Access).

- Please check “All Staff’ checkbox and select the Time Zone 001.

Note: If you wish to setup the door access assignment later, check the “Skip this
step. | will setup it later” checkbox.

18.Click Next to continue.
19.The following screen will be shown. (Refer Figure 17).
20.The summary will show you settings that you have set, before you continue on

saving the settings.

V1.00 8/9/2014 21
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T controller Wizard 23]
Summary
Listed below are summary of various settings before proceed to settings saving.
Model No : GT-3000 "
Code : GF Ctrl
Description : Ground Floor Controller
Site : MainOffice
UnitNo : 0
===============—==——==——= Connection Configuration ==============—c==cc==oo-
Metwork Type @ LAN (Built-In)
Code : LAN 1
Description : LAN Connection
Remote IP Address : 192, 168.001.014
========================= Door Configuration =========================
Code : Main Door
Description : Main Door
Door Model : Controller
Reader Type : MicroEngine A10
Is Attendance Capturing Door ; Yes, Use both Entry and Exit for Att.In and Att.Out
TTL In Reader Mo : NOT USED
TTL Out Reader No : NOT USED
Unit Mo : 0
=============—=—————————= [gor Access ASSigNment ===============———=———---
v
| <Bak |f Next> i | cancel

Figure 17 - Controller Wizard Summary

21.Click Next to continue.
22.The following screen will be shown. (Refer Figure 18).

V1.00 8/9/2014 22
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. Controller Wizard x

Settings
Saving device settings into databasze. Please wait for a moment,

Step 1: Adding Connection
Success.

Step 2: Adding Controller xPortal3000

Success.
Fleaze wait for a moment while refreshing the
controller record!

Step 3: Adding Door(s)
Success.,

|_ 20% |

e — Step 3: Adding Door(s) |

Figure 18 - Refreshing controller window

23.The refreshing controller record pop up message will be shown. Click OK to
proceed.
24.The following screen will be shown. (Refer Figure 19).

25.Make sure your delivery report has no error and all sending data is OK.

V1.00 8/9/2014 23
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. Controller Wizard
Settings
Saving device settings into database. Please wait for a moment.
i Delivery Report x
Step 1t
&ycraes Delivery Report
Ste 2: TT ITIHId !
ciceel| |>>No.: 31, Sending Clear Time Set for Door Controller [GF Ctrl] ~
Step 3: ++ Send OK!
cuccese |®® Mo.: 32, Sending Set Time Set for Door Controller [GF Cirf], Rec Mo @ [0]
Step 4: ++ Send OK!
=» No.: 33, Sending Set Time Set for Door Controller [GF Ctrl], Rec Mo @ [1]
++ Send OK!
== No.: 34, Sending Clear Time Zone for Door Controller [GF Ctrl]
++ Send OK!
== No.: 35, Sending Set Time Zone for Door Controller [GF Ctrl], Rec No @ [0]
++ Send OK!
> No.: 36, Sending Set Time Zone for Door Controller [GF Ctrl], Rec MNo @ [1]
++ Send OK!
> No.: 37, Sending Set Door Parameter for Door Controller [GF Cirl], Rec Mo : [0]
++ Send OK!
##% Sent 137, Error :0 %5
v
|@ Close
— ]
I Step 4: Downloading Controller Settings !]
[ | | |

Figure 19 - Delivery Report

26.Click Close to continue.
27.The following screen will be shown. (Refer Figure 20).

V1.00 8/9/2014 24
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E_ Controller Wizard

Miﬂfﬂﬁ“ﬂi“ﬂ@ completing the Controller Setup Wizard

|ntegrated Security Systems You have successfully completed the wizard, You can chedk and modify the settings after this from Control Panel/

Hardware.

Click "View Summary' to view the summary of the device settings that you just performed.

‘ View Summary |

Click Test Connection’ to check the contraller's connection status,You can view the connection status of all the
controllers at the Device List also.

‘ Test Connection |

[ Continue to add anather contraller

— = Todose this wizard, dick Finish

Figure 20 - Completing the Controller Setup Wizard
28.Click “View Summary” button to see the summary of the device settings that you
just performed.
29.Click “Test Connection” to check the controller’'s connection status.
(Refer Figure 21).

V1.00 8/9/2014 25
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) Diagnose Controller

—Controller —Connection : -
Edit Contrall
Code: GF Ctrl Code: LAN 1 |@ it Controller |
Description: Ground Floor Contraller Connection Type: LAN (Built-In) 2 Refresh Comection |
Unit No: 0o Comm No: : }
Model No: GT-3000 Baud Rate:
Remote IP: 192.168.1.14
[Siams | Test Result Remarks ]
Qf? Chedk Controller Status of Same Bus This controller is UP.
Check Network Availability IP Address for Communication = 192, 168,1.239,
Status: Found
Active network adapter(s) found:1
J 1. Realtek PCIe GBE Family Contraller
Status: Up
DHCP: False

IP Address: 192.168.1.239
Subnet Mask: 255.255.255.0,64
Gateway: 192.168.1.1

Check Network Controller Status Found Other Metwork Controller (s) is Up.
Last Packet Received Time: 24/6/2014 11:01:26
AM
@P Ping Controller at 192, 168.1.14 Ping succeeded

ETE.-:t to Send Command to Controller

[W Chedk Again | |@ Close |

Figure 21 - Diagnose Controller
30.Click Close to exit the wizard.

B. Device Lookup

1. Device lookup will search for controllers that connected to the same subnet. To

7]

start searching for controller, click on button.

2. The following screen will be shown (Refer Figure 22).

V1.00 8/9/2014 26
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[ controller Discovery =
Q & L&
Search Device  Configure Controller  Add Controller
Found Controller MName IP Address Controller Model Serial Mo Default MAC Address Server IP Address "
192.168.1.25 XP-M1000i M2K123456739012 00:04:A3:38:32:FB 192.168.1.23
Device Discovery
Searching for controller, remain time out = 4
|| || st
Controllers found: 1
W
< >

Figure 22 - Device Lookup

3. A Device Discovery window will be shown (Refer Figure 23). Device discovery
will search for available controller and display the controller in Controller

Discovery window (Refer Figure 24).

Device Discovery

Searching for controller, remain time out = 4

- [ s

Controllers found: 1

Figure 23 - Device Discovery

V1.00 8/9/2014 27
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[ controller Discovery =
Q@ [
Search Device  Configure Controller  Add Controller
Found Controller MName IP Address Controller Model Serial Mo Default MAC Address Server IP Address "
192.168.1.25 XP-M1000i M2K123456739012 00:04:A3:38:32:FB 192.168.1.23
v
< >

Figure 24 - Controller Discovery

L&

4. Click on | Add Contreller | jcon to add the controller.

o ';,

5. To configure the controller, click on |CenfigureController| jcon to configure the

controller without going to web diagnostic. Configure controller window will be

shown (Refer Figure 25).
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[x

OK  Close
Model No: KP-M 10000
Unit No:: 0
Serial No: M2K 1234567859012
Default MAC Address: 00 L|04 P|A3 1|38 132 : FB
Default IP Address: 192 .| 168 4 1 -| 10 [T InDiagnosticMode
—Settings

Device Name: M10001

Device Description: NOT SET

MAC Address: 0o : 04 T A3 HIE = 1|32 : FB [~ Use Default

IP Address: 2. 8. 1| »E

Subnet Mask: 25503 . 2550 . 255 -] o

Gateway: w2l .8 . 1B 1B

Primary DNS: W . 4. 1B 1F

Secondary DNS: 0. . - oF

Board Port 6268 [2]

Server Settings
Current Server |P Address: 192.168.1.136 [] Use Selected Server IP Address
Server IP Address: w2 . 8. 15 - 23E
Server Port 5263 E
Enhanced Network Encryption (AES 128): () off (*) on (Motes: Set Only)

Figure 25 - Configure Controller

6. You can change the settings in the controller such as IP Address, Server IP

Address, Subnet Mask and Gateway. Click OK to save the changes.
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Configuring Accessibility Settings

A. Configuring Time Set

o

1. Click on [entrelPanel] jeon at the top of the xPortal3000 Client dashboard to open

Control Panel menu.

2. The following screen will be shown. (Refer Figure 26).

System Settings

Figure 26 - Control Panel

3. Click on
4. The following screen will be shown. (Refer Figure 27).

icon to open Time Set menu.
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"' Time Set Setup

% ) = B O

Add  Medify Delete Print  Send Data Retrieve Data  Close
TimeSet Nao Code Description

Wlilif No Access No Access

001 Full Access Full Access

Interval #Hl———— Intenal 82— Interval 83—
Start 00:00 Start 00:00 Start | 00:00
End: 00:00 End: 00:00 End: 00:00

Figure 27 - Time Set Setup

5. By default, 2 time set already created. There are 000 for No Access and 001 for
Full Access.

L&

Click 299 | icon to add new time set.

The following screen will be shown. (Refer Figure 28).

! Add Time Set

0K  Cancel
TimeSet No: 2[5
Code: |
Descaplion: A short name to represent this Time Set. Max length = 15. Eq. ALR Morning|
Interval #1 Interval &2 Interval #3

Start 00f]: | o0fE] | | Stat 00fE: oo || Stat 00 : | oof
End: o0 [Z: | oof End: o wE End: 00z :| ol

Figure 28 - Add Time Set
Note: You may see there are descriptions tooltips when you hover your mouse to
the text field.
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8. Enter the information of the Time Set as described below:
Table 12 - Time Set Description

Fields Description

TimeSet No Specify unique Time Set number. Range 002 — 255. It is a
group of time interval within one day (24 hours) that defines the
activation period of an operation or function.

Code A short name to represent this Time Set. Max length = 15.
Eg.:ALR Morning.

Description A descriptive name about this Time Set. Max length = 40.
Eg.:Auto Lock Release at Morning.

Interval #1-3 Specify time interval within one day (24 hours). It is in 24-hour

format.

9. After you have entered all the necessary fields, click OK to confirm and save
settings.

10.A "Record added!" message will be shown. Click OK to continue.

xPortal 3000

i i Record added!

Figure 29 - Record Added

11.The software will automatically send the Time Set setting to all controllers.
12. After downloading all the settings, it will display a report of data being sent. Click
Close to return to Time Set Setting menu. (Refer Figure 30).
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[ Delivery Report

Delivery Report

| No.: 1, Sending Set Time Set for Door Controller [GF Cirl], Rec Mo : [2]
++ Send OK!

## Sent :1, Error :0 #F

Figure 30 - Delivery Report (Add Time Set)

13.The newly added time set will be added to the time set list.

X/

14.Click (5% | jcon to exit from the Time Set Setup menu.

B. Configuring Time Zone

1. Open the control panel.

®)

2. Clickon .72 """ | icon to set the new time zone.

3. The following screen will be shown. (Refer Figure 31).
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& = B P O

Add  Modify Delete Print  Send Data Retrieve Data Close

Thu

Wed Holiday 1 Holiday 2

ooo

Man Tue

Time Zone No| Co Description
ih Mo Access |No Access

001 Full Access Full Access

ogoo ooo

[WeekDay: || Sunday || Monday || Tuesday ||Wednesday| Thursday || Friday | Saturday || Holiday1 || Holiday2" |
[TimeSet || @00 | 600 [ o0 | oo00 | 000 | 000 | 000 | o000 | 000
Interval #1- | 00:00 - 00:00 |00:00 - 00:00 [00:00-00:00 [00:00 - 00:00 [00:00- 00:00 [00:00 - 00:00 [00:00 - 00:00 [00:00 - 00:00 [00:00 - 00:00
Interval # | 00:00 - 00:00 |00:00- 00:00 |00:00-00:00 |00:00-00:00 |00:00-00:00 |00:00-00:00 |00:00 - 00:00 |00:00-00:00 |00:00 - 00:00
Interval #3: | |00:00 - 00:00 |00:00 - 00:00 |00:00 - 00:00 |00:00 - 00:00 [0D:00 - 00:00 |00:00 - 00:00 [00:00 - 00:00 00:00 - 00:00 [00:00 - 00:00
* Notes: "Heliday 2" setting only applicable to M2000i / M1000i v2/ C2000 controllers

Figure 31 - Time Zone Setup

4. By default, 2 time zone already created. There are 000 for No Access and 001

for Full Access.

L&

5. Click 299 | icon to add new time zone.

6. The following screen will be shown. (Refer Figure 32).

) Add Time Zone =

v R

QK Cancel

Time Zone No: 002 [
Code: |
Description:

A short name to represent this Time Zone. Max length = 15. Eg. ALR'IZi

|WeekDay: || Sunday || Monday || Tuesday || Wednesday|| Thursday || Friday || Saturday |[ Holiday1 |[ Holiday2 |
[TimeSet |ooo [~][-] 000 [¥](- (000 [¥](-] (000 [¥][] 000 [“][-] 000 [¥]>-] 000 [~](-] 000 [~ (000 [¥](-]
Interval #1: | [00:00-00:00 [00:00-00:00 [00:00-00:00 [00:00-00:00 [00:00-00:00 [00:00-00:00 |00:00-00:00 [D0:00-00:00 |D0:00 - D0:00
Interval #2 | [00:00- 00:00 [00:00-00:00 |00:00-00:00 [00:00-00:00 |00:00-00:00 |00:00-00:00 |00:00-00:00 |00:00-00:00 |00:00 - 00:00
Interval #3: | [00:00-00:00 [00:00-00:00 |00:00-00:00 [00:00-00:00 |00:00-00:00 [00:00-00:00 [00:00-00:00 |00:00-00:00 |D0:00 - D0:00

Figure 32 - Add Time Zone

Note: You may see there are descriptions tooltips when you hover your mouse to
the text field.

7. Enter the information of the Time Zone as described below:
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Fields

TimeZone No

Code

Description

Time Set

8. After you have

settings.

Table 13 - Time Zone Description
Description
Specify unique Time Zone number. Range = 002 - 255. It is a
group of Time Sets for 7 days plus holiday. Time Zone will be
assigned to certain operation or function to define at which day
and what time the system will operate it. Eg.: Auto Lock
Release, Higher Security, Door Accessibility, Floor Accessibility
etc.
A short name to represent this Time Zone. Max length = 15.
Eg..ALR TZ.
A descriptive name about this Time Zone. Max length = 40.
Eg.:Auto Lock Release Time Zone.
Specify unique Time Zone number. Range = 002 - 255. It is a
group of Time Sets for 7 days plus holiday. Time Zone will be
assigned to certain operation or function to define at which day
and what time the system will operate it. Eg.: Auto Lock
Release, Higher Security, Door Accessibility, Floor Accessibility

etc.

entered all the necessary fields, click OK to confirm and save

9. A "Record added!" message will be shown. Click OK to continue.

¥Portal3000

i i Record added!

Figure 33 - Record Added
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10.The software will automatically send the Time Zone setting to all controllers.
11. After downloading all the settings, it will display a report of data being sent. Click

Close to return to Time Zone Setting menu. (Refer Figure 34).

) Delivery Report =)
Delivery Report
k> Mo.: 1, Sending Set Time Zone for Door Controller [GF Ctrl], Rec Mo @ [7]
++ Send CK!

## Sent : 1, Error :0 ##

Figure 34 - Delivery Report (Time Zone)

12.The newly added time set will be added to the time zone list.

%)

13.Click (1% | icon to exit from the Time Zone Setup menu.

C. Configuring Door Accessibility

1. Open the control panel.

2. Click on
3. The following screen will be shown. (Refer Figure 35).

icon to set the new door accessibility.
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' Door Accessibility Setup

e D s = Q
T ™
Add  Moedify Delete Print Send Data Retrieve Data  Close
Door Accessibility:
Access Code Description Enable| Start Date | End Date
000| Mo Access Mo Access to All Doors 2014/06/23 | 2034/06/23
101 Free Access Free fccess to All Doors Y 2014/06/23  2034/06/23
—Manage Doors
Mo | Is Selected | Door Code | Door Description |T|me Zone
3 | r Main Door Main Door 0oo
2 r N/Available Not Available 000
+/ Totald

Figure 35 - Door Accessibility Setup

4. By default, 2 door accessibility already created. There are 000 for No Access to
All Doors and 001 for Free Access to All Doors.

I

5. Click -%99 | icon to add new door accessibility.
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6. The following screen will be shown. (Refer Figure 36).

! Add Door Accessibility

Ok Cancel
Door Acc Mo: ooz @
Code: |
cnr A short name to represent this Door Accessibility. Max length = 15. Eg. Admin Access
Enable? Y [+]
Start Date: 2014/06/24
End Date: 2034/05/24
—Manage Doors
Door Access List
Mo | Is Selected | Door Code | Door Description |T|me Zone
3 1 r N/Available Not Available 000
2 |_ Main Door Main Doar 0oo
+ Total0

Figure 36 - Add Door Accessibility

Note: You may see there are descriptions tooltips when you hover your mouse to
the text field.

7. Enter the information of the Door Accessibility as described below:
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Fields

Door Acc No

Code

Description

Enable?

Start Date
End Date

Table 14 — Door Accessibility Description
Description
Specify unique Door Accessibility number. Range 002 — 255. It
will be assigned to certain card holders at Staff Records to
determine at which day and what time the card holders can
access the selected door(s).
A short name to represent this Door Accessibility. Max length =
15. Eg.: Admin Access.
A descriptive name about this Door Accessibility Max length =
40. Eg.: Admin Access only.
Specify whether the system will check or not the accessibility
day and time of card holder that this Door Accessibility has been
assigned to.
Specify activation start date of this Door Accessibility.
Specify activation end date of this Door Accessibility. Uncheck

the End Date field to assign no expiry.

8. After you have entered all necessary field, please check which door you wish to

be included in this door access level in “Is Selected” field checkbox. Then set the

time zone for that door by click on the “Time Zone” field. (Refer Figure 37). A

Select Time Zone screen will be shown. (Refer Figure 38).

Manage Doors

Mo Iz Selected Door Code Door Description Time Zone
1 [ M/ available Mot Available 000
F 2 v Main Door Main Door 001 |

Fields

Is Selected

Figure 37 - Manage Doors

Table 15 - Manage Door Description
Description

Determine whether the door should be included in this Door

V1.00 8/9/2014
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Access Level

Door Code A preset door code that need to be attached to this Door Access
Level
Time Zone A preset Time Zone to determine the accessibility to the door

) salact Time Zone

v R

QK | Cancel

Wed Thu

Time Zone No| Code Maon Tue Holiday 1 Holiday 2

Description
000 No Access Mo Access
001 Full Access Full Access

002| Office Staff | Office Staff

001 001 001 001 001 001 001 001

[WeekDay: || Sunday || Monday | Tuesday |Wednesday|| Thursday || Friday | Saturday || Holiday1 || Holiday2" |
TimeSet || 000 || 002 | o002 || o002 | o02 || o002 | o0 | o000 || o000
Interval #1: | |00:00- 00:00 |08:00 - 19:00 |08:00 - 19:00 |08:00 - 19:00 |08:00 - 19:00 |08:00 - 19:00 |00:00 - 00:00 |00:00 - 00:00 |00:00 - 00:00
Interval #2- | [00:00 - 00:00 |00:00 - 00:00 |00:00 - 00:00 |00:00 - 00:00 |00:00 - 00:00 |00:00 - 00:00 |00:00-00:00 |00:00 - 00:00 |00:00 - 00:00
Interval #3: | [00:00 - 00:00 |00:00 - 00:00 |00:00 - 00:00 |00:00 - 00:00 [00:00 - 00:00 |00:00 - 00:00 |00:00 - 00:00 [00:00 - 00:00 |00:00 - 00:00
* Notes: 'Holiday 2' setting only applicable to M2000i / M10001 w2/ C2000 contrellers

Figure 38 - Select Time Zone

9. Select the time zone and then click OK to confirm.
10.Your time zone will automatically change according to your time zone selection.
(Refer Figure 39).

—Manage Doors
Door Access List
Mo | Iz Selected | Door Code | Door Description |'I'|meZDne
1 [ N/fvailable Mot Available 000
4 2 v Main Door Main Door 002 |

Figure 39 - Manage Door (Selected Time Zone)

11.Click OK to confirm and save settings.
12.A "Door accessibility #002 is added successfully!" message will be shown. Click

OK to continue. (Refer Figure 40).
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xPortal3000

6 Door Accessibility 2002 is added successfully!

Figure 40 - Record Added

13.You will see “No Data to Send!” message because your controller is not a multi-

door controller. Click OK to continue. (Refer Figure 41).

xPortal3000

* Mo Data to Send!

E3

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

Figure 41 - No Data to Send

14.The software will automatically send the Door Access setting to all controllers.
15.The newly added Door Access will be added to the Door Accessibility list.

%)

16.Click <125 | jcon to exit from the Door Accessibility Setup menu.

V1.00 8/9/2014 41



Microkngine,

Integrated Security Systems

xPortal3000 User Manual

Configuring Staff Records
A. Method 1 (Normal Mode)

Card User

1. Clickon * < icon.

2. The following screen will be shown.

£ Welcome to xPortal2000 Client

This page will guide you how to setup the door access system.

ﬁ Please select your option :

Metheod 1 : Creating card user record by normal mode.

Run on software sartup LQ,JJ Back J Lﬂ Close J

Figure 42 - Startup Wizard (Card User)

This is startup wizard for card user. There are 2 methods to add user records.
a. Method 1: Creating card user record by normal mode.
b. Method 2: Importing card user record from Excel or CSV file.
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3. Please click on method you wish to use.

4. If you choose Method 1, the following screen will be shown. (Refer Figure 43).

xPortal2000 x]

Mo record found!

Figure 43 - No Record Found

5. You will see this message because you have not add any staff record yet. Click
OK to continue.

6. The following screen will be shown. (Refer Figure 44).

[} Add staff Detail 23]
0K Cancel
J & General Info MjB Door Accessibility ‘
Token Type: Proximity Card Allow 1:N Finger Print Identification
Verification Mode: By Door
Card No:
StaffNa:
Staff Name:
Branch: HQ | StartDate: 2014/06/24
Division: Njawvailable | End Date: 2024/06/24
Get I cl I
Department NAvailable | AntiPassback Enabled: Y SESULEE SRk
Job Title: N/Available | Card Lock Enabled: Y Image Size : 160, 130
Attendance Door Group: N/Available | Vehicle No:
Shift Code: Default L | Parking Lot
Floor Access Code: FreeAccess |_| Customer ID:
Super Card: N Remark 1:
Activate: Y Remark 22
Remark 3:
User Define Field (Optional) Card Assignment Info

Assigned By:

Assigned Date:

Unassigned By:

Unassigned Date:

Date Of Creation: 2014/06/24

Figure 44 - Add Staff Detalil
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7. Enter the information of the Staff as described below:

Fields
Token Type

Verification Mode

Allow 1:N Finger
Print Identification
Card No/ ID No
Staff No

Staff Name
Branch

Division
Department

Job Title
Attendance Door
Group

Shift Code

Floor Access Code

Super Card

Activate

Start Date
End Date

Anti Passback
Enabled

V1.00 8/9/2014

Table 16 - Add Staff Description
Description
Specify token type that represents staff’s identity.
Specify verification mode that staff need to pass to gain
access.
Enable this staff to access a door by using finger print only.
(Note: This option only applicable for finger print controller)
Enter unique Card number/ ID number.
Enter unique staff ID.
Enter name of staff.
Specify branch of the staff attached to.
Specify division of the staff attached to.
Specify department of the staff attached to.
Specify job title of the staff.
Specify preset Door Group that will be included in staff’s
attendance calculation.
Specify preset Work Schedule of the staff.
Specify preset Floor Accessibility of the staff. Floor
Accessibility defines staff's accessibility to certain group of
Floor Zone(s).
Specify staff's Super Card status. A Super Card staff can
toggle the Inhibit mode of the door which its Supervisor
Mode is Yes.
Enable or disable the card.
Specify activation date of the card.
Specify expiry date of the card.
Enable or disable anti passback for the staff.

(Note: This is applicable to XP-M1000i and XP-M2000i
only.)
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Fields
Card Lock Enabled

Vehicle No
Parking Lot
Customer ID
Remarks 1-3
Assigned By

Assigned Date
Unassigned By

Unassigned Date
Date of Creation

Get Image

Clear Image

Description

Enable or disable card lock out for the staff.

(Note: This is applicable to XP-M1000i and XP-M2000i
only.)

Enter staff’'s vehicle plat number.

Enter staff’'s parking lot number.

Enter customer ID.

Enter comment about the staff.

System User code who create this staff record (not
editable).

Create date of this staff record (not editable).

System User code who delete this staff record (not
editable).

Staff record deletion date.

Creation date of the staff record.

Load a staff's image (Supported format are .bmp and .jpg

only).
Remove the staff's image from the system.

- Door Accessibility

8. Click on

tab to set the door accessibility for your staff.

9. The following screen will be shown. (Refer Figure 45).

V1.00 8/9/2014
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) Add Staff Detail =

Cancel

oK
gl .
- General Info B Door Accessibility

|[,_§,Lr Load Door Accessibility Template |

Load existing door access list.

-- Door Access List Il UnSelect All

No | Is Selected | Door Name |T|me Zone | -
r 1 r Not Available 000
7] r Main Door 000

i. Press the 'Load Door Accessibility Template’
button to load existing door access list.

ii.  Tick the door(s) from the list to grant
permission for this staff.

iii. Double click the Time Zone agrid cell to set the
door access time zone.

iv. Default Time Zone :
000 = Mo Access 001 = Full Access

v.  Anew door access code will automatically
created if not matched with existing list.

vi.  An existing door access code will auto
assigned to this staff if selected data matched
with existing door access record.

 Total: 0

Figure 45 - Door Accessibility

Note: You may see there are descriptions tooltips when you hover your mouse to
the text field.

. |l_C:I7 Load Door Accessibility Template .
10.Click icon to load your Door

Accessibility Template.
11.The following screen will be shown. (Refer Figure 46).
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) Salact Door Access

A P v %

Send Data Retrieve Data OK  Cancel

Door Accessibility:

Access Code Description Enable| Start Date | End Date
000 Mo Access Mo Access to All Doors M 2014/06/23  2034/06/23
101 Free Access Free fccess to All Doors Y 2014/06/23  2034/06/23

m Office Staff A= Y |2014/06/25 | 2034/06/25
—Manage Doors
Mo | Is Selected | Door Code | Door Description |T|meZnne
3 | [v Main Door Main Door ooz
2 r N/Available Not Available 000
+/ Total1

Figure 46 - Select Door Access

12.Select your Door Access code and then click OK to confirm.

13.The following screen will be shown. (Refer Figure 47).

V1.00 8/9/2014
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xPortal3000

Confirm load selected door access?

Figure 47 - Confirm Load Door Access

14.Click “Yes” button to confirm load the selected door access.

15.The following screen will be shown (Refer Figure 48).

! Add staff Detail

v B

QK | Cancel

-

&General Info ” EB Dioor Accessibility |

L@ Load Door Accessibility Template J

-- Door Access List —- Select All UnSelect All
No |IsSelected |DoorName | Time Zone

3 1 [v Main Door 002
2 I~ Not Available 000

Figure 48 - Loaded Door Access

16.Your Door Access List will show the selected Door Accessibility.

17.Click OK to confirm and save changes.

18.A "Record Added!" message will be shown. Click OK to continue. (Refer Figu
49).

re
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xPortal3000

6 Record added!

Figure 49 - Record Added

19.The software will automatically send User setting (install card) to all controllers.
20. After downloading all the settings, it will display a report of data being sent. Click
Close to return to Staff Detail Setup menu. (Refer Figure 50).

! Delivery Report £
Delivery Report
[ Mo, @ 1f1, Sending Install Card for Door Controller [GF Ctrl], Rec Mo : [795643]
++ Send OK!

## Sent i1, Error ;0 ##

Figure 50 - Delivery Report (Install User)

21.The newly added staff record will be added to the staff record list.
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Staff No Card No Staff Name Branch Department Division Job Title Door Acc

LEE GI KWANG 0 M /Available N/Available NyAvailable

Figure 51 - Staff Record List

X/

22.Click '©°%= | icon to exit from the Staff Detail Setup menu.

B. Method 1 (Scan List)

You may use this method if there are any unlisted users listed in your latest event
list. (Refer Figure 52).

| Card Mo | Mame Transaction

525129 Unlisted User {P2) Unknaown Card Mumber

Figure 52 - Unlisted User

Card User
1. Click onL- “licon.
Method 1 : Creating card user record by normal mode.
|
2. Thenclickon | _ ' button.

3. The Add Staff Detail screen will be shown.
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v

Cancel

4. Click

icon to open Staff Detail Setup menu.

5. The following screen will be shown. (Refer Figure 53).

[T} Staff Detail Setup

e 2 [ =

Add  Modify Delete Print

«e B & & @

Impert  Edit Pin  Batch Add Scanlist Rebuild 5taff Record  Show Template Or Enrollment

=

[X)

Close

Action

Ea;%dd k
-

Scan List

Rebuild Staff Record

MfAvailable

Nfavailable

Scan List

6. Click on

Figure 53 - Staff Detail Setup

to add staff using Scan List method.

7. The following screen will be shown. (Refer Figure 54).

Unlisted User List

[] 525129

0/1 selected..

Token Type:
Verification Mode:
Branch:

Division:
Department

Job Title:

Shift Code:

Att. Door Group:

Select All Unlisted Users UnSelect All Unlisted Users

Proximity Card Door Access Code: | )
By Door FloorAccess Code: | NoAccess
HQ Start Date: 25/6/2014
N/Available End Date: 25/6/2024
N/Available AntiPassback Enabled: | Y
N/Available Card Lock Enabled: | Y

Default

N/Available

[ allow 1:M Finger Print Identification

—

.7 Refresh ] [D Clear ] [ﬁ? OK ][@ Cancel ]

Figure 54 - Unlisted User List
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8. Check the staff card number from the unlisted user list.

9. Entered all the necessary fields, click OK to confirm and save settings.

Door Access Code: | ]

10.Click on to select the door accessibility.
11.The following screen will be shown. (Refer Figure 55).

T Selact Door Accessibility

v R

QK Cancel
Load Door Accessibility Template | Select All  UnSelect All
Door Access List
No |IsSelected |DoorName | Time Zone
3 1 v Not Available 001
2 [v Main Door 001
 Total2

Figure 55 - Select Door Accessibility

[ Load Door Accessibility Template J

1. Click
Template.

icon to load your Door Accessibility

2. The following screen will be shown. (Refer Figure 56).
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) Salact Door Access

A P v %

Send Data Retrieve Data OK  Cancel

Door Accessibility:

Access Code Description Enable| Start Date | End Date
000 Mo Access Mo Access to All Doors M 2014/06/23  2034/06/23
101 Free Access Free fccess to All Doors Y 2014/06/23  2034/06/23

m Office Staff A= Y |2014/06/25 | 2034/06/25
—Manage Doors
Mo | Is Selected | Door Code | Door Description |T|meZnne
3 | [v Main Door Main Door ooz
2 r N/Available Not Available 000
+/ Total1

Figure 56 - Select Door Access

3. Select your Door Access code and then click OK to confirm.

4. The following screen will be shown. (Refer Figure 57).

V1.00 8/9/2014
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xPortal3000

Confirm load selected door access?

Figure 57 - Confirm Load Door Access

Click “Yes” button to confirm load the selected door access.
The following screen will be shown (Refer Figure 58).

Your Door Access List will show the selected Door Accessibility.

© N o o

Click OK to confirm and save changes.

T salect Door Accessibility

v R

QK Cancel
Load Door Accessibility Template ;| Select Al UnSelect All
No Is Selected DoorMame Time Zone
P 1 [¥ Main Door 002
I Not Available 000
*

Figure 58 - Loaded Door Access
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Unlisted UserList
1/1 selected..
Select All Unlisted Users LnSelect All Unlisted Users
Allow 1:M Finger Print Identification
Token Type: Proximity Card Door Access Code:  |: |
Verification Mode: By Door Floor Access Code:  MNoAccess
Branch: HQ Start Date: 25/5/2014
Division: N/Available End Date: 25/6/2024
T N/Available AntiPassback Enabled: Y
Job Title: N/Available Card Lock Enabled: | Y
Shift Code: Default
Att. Door Group: All Doors
[, ¢ Refresh ] [D Clear ] [@ oK ] [6 Cancel ]

Figure 59 - Record Added

9. Click OK to confirm and save changes.

10.The software will automatically send User setting (install card) to all controllers.

11. After downloading all the settings, it will display a report of data being sent. Click
Close to return to Staff Detail Setup menu. (Refer Figure 60 & 61).

V1.00 8/9/2014 55



Microkngine,
Integrated Security Systems xPortal3000 User Manual

e ——|

o ce= |

Figure 60 - Adding Unlisted User Result

.. Delivery Report o
© o |

Figure 61 - Delivery Report (Install User)
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12.The newly added staff record will be added to the staff record list.

[ Staff o

| card o

| Staff Name

| Branch | Department | Division | Job Title | Door Acc |
795649 795649 LEE GI KWANG HQ NfAvailable Nfavailable NfAvailable 002
STAFF NAME 525129 HQ NJAvailable NfAvailable N/Available

Figure 62 - Staff Record List

Note: If you add staff using Scan list, your Staff No and Staff will automatically

13.Click

X/

Close

generated.

icon to exit from the Staff Detail Setup menu.

C. Method 1 (Batch Add)

You may use this method if you wish to add staff record in a batch (Sequence card

numbers).

1. Click onl:

2. Then click on

ﬂ' KL

—

Card User

“licon.
Method 1 : Creating card user record by normal mode.

(", .l P e DI o
w K
Zieriry [ fevierenin

3. The Add Staff Detail screen will be shown.
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4. Click

5. The following screen will be shown.

v

Cancel

icon to open Staff Detail Setup menu.

6. Click on
7. The following screen will be shown. (Refer Figure 64).

) Staff Detail Setup 23]
I = -
& [ 2 =]« B & [& @] Q
Add  Modify Delete Print | Import EditPin  Batch Add Scanlist Rebuild Staff Record  Show Template Or Enrellment | Close
Action
& | Staff No | Card No ‘ Staff Name ‘ Branch ‘ Department | Division Job Title | Door Acc 1
Batch Add 795649 795649 LEE GI KWANG HQ M/Available N/fAvailable N/fAvailable oo2
Dh EZEIEC T < - AV 525120 N/Avaiable NfAvailable
Scan List
-

Rebuild Staff Record

Figure 63 - Staff Detail Setup

Batch Add

Y

to add staff using Batch Add method.
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. Batch Add !
J’ General Info || Door Accessibility |

Token Type: Proximity Card [~ Allow 1:N Finger Print Identification

Verification Mode: By Door

Start Card No: Q00000

End Card No: 000000

Branch: HQ

Division: N/Available

Department N/Available

Job Title: N/Available

Start Date: &6/25/2014

End Date: 6/25/2024

Floor Access Code: MNoAccess

AntiPassback Enabled: Y

Card Lock Enabled: Y

Attendance Door Group: M/Available

Shift Code: Default

|W oK ‘ |@ Cancel ‘
Figure 64 - Batch Add
8. Entered all the necessary fields, click OK to confirm and save settings.
9. For Start Card No and End Card No, the card number must be sequence.
Eg.: Start Card No.: 000001.
End Card No.: 000005.
This is batch add for 5 staff cards number.
_ | Door Accessbility | o

10.Click on tab to select the door accessibility.
11.The following screen will be shown. (Refer Figure 65).
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) patch Add 5]
Door Accessibility
[ Load Door Accessibility Template ] Select All UnSelect All
Mo | Is Selected DoorMame Time Zone
Rk r Not Available 000
z r Main Door 000
 Total: 0
Figure 65 - Batch Add (Load Door Accessibility)
] [ Load Door Accessibility Template ] ] o
14.Click icon to load your Door Accessibility
Template.

15.The following screen will be shown. (Refer Figure 66).
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) Salact Door Access

A P v %

Send Data Retrieve Data OK  Cancel

Door Accessibility:

Access Code Description Enable| Start Date | End Date
000 Mo Access Mo Access to All Doors M 2014/06/23  2034/06/23
101 Free Access Free fccess to All Doors Y 2014/06/23  2034/06/23

m Office Staff A= Y |2014/06/25 | 2034/06/25
—Manage Doors
Mo | Is Selected | Door Code | Door Description |T|meZnne
3 | [v Main Door Main Door ooz
2 r N/Available Not Available 000
+/ Total1

Figure 66 - Select Door Access

16. Select your Door Access code and then click OK to confirm.

17.The following screen will be shown. (Refer Figure 67).
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xPortal3000

Confirm load selected door access?

Figure 67 - Confirm Load Door Access

18.Click “Yes” button to confirm load the selected door access.
19.The following screen will be shown (Refer Figure 68).

20.Your Door Access List will show the selected Door Accessibility.

]f General Info I

21.Click on tab.

22.Click OK to confirm and save changes.

! Batch Add

| General Info || Door Accessibility |

%

| Load Door Accessiility Template | Select Al UnSelect Al
No |IsSelected |DoorName | Time Zone

3 1 ¥ Main Doar 002
2 r Mot Available 0ao

*

Figure 68 - Loaded Door Access

23.The software will automatically send User setting (install card) to all controllers.
24. After downloading all the settings, it will display a report of data being sent. Click
Close to return to Staff Detail Setup menu. (Refer Figure 69 & Figure 70).
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. Result @
Batch Add Result

No- 1/5, Rdding Staff Becord for Card No: [000001]
++ Becord Has Been Successfully Added !
MNo: 2/5, Rdding Staff Record for Card No: [000002]
++ Record Has Been Successfully Rdded !
No- 3/5, Rdding Staff Becord for Card No: [000003]
++ Becord Has Been Successfully Added !
MNo: 4/5, Rdding Staff BRecord for Card No: [000004]
++ Record Has Been Successfully Rdded !
No:- 5/5, Rdding Staff Becord for Card No: [000005]
++ Becord Has Been Successfully Added !

% Added -5, Error :0 £#§

Figure 69 - Batch Add Result

! Delivery Report E3)
Delivery Report

| Mo. @ 1/5, Sending Install Card for Door Controller [GF Ctrl], Rec Mo : [000001]
++ Send OK!
== Ma. ; 25, Sending Install Card for Door Controller [GF Ctrl], Rec No : [000002]
++ Send CK!
== Mo, ; 3/5, Sending Install Card for Door Controller [GF Cirl], Rec No : [000003]
++ Send OK!
== Mo, ; 4/5, Sending Install Card for Door Controller [GF Cirl], Rec No : [000004]
++ Send CK!
== Mo, : 5/5, Sending Install Card for Door Controller [GF Ctrl], Rec Mo & [000005]
++ Send OK!

##% Sent :5, Error :0 #F

Figure 70 - Delivery Report Install Card (Batch Add)
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25.The newly added staff record will be added to the staff record list. (Refer Figure

71).
Staff Mo | Card No Staff Name Branch Department Division Job Title Door Acc
795649 795849 LEE GI KWANG HQ N/favailable Nfavailable N/favailable ooz2
] STAFF 000001 000001 STAFF NAME 000001 HQ N/fAvailable Nfavailable N/favailable ooz2
] STAFF 000002 000002 STAFF NAME 000002 HQ N/favailable Nfavailable N/favailable ooz2
] STAFF 000003 000003 STAFF NAME 000003 HQ MfAvailable MfAvailable NfAvailable 002
] STAFF 000004 | 000004 STAFF MAME 000004 HQ MfAvailable MfAvailable MfAvailable 002
] STAFF 000005 000005 STAFF NAME 000005 HQ MfAvailable MfAvailable MfAvailable ooz2
 STAFF NAME 525129 E HO N/fAvailable N/Available N/Available

Figure 71 - Staff Record List

D. Method 2 (Importing card user record from Excel or CSV file)

1. Create your staff record using Text File (Refer Figure 72) or Microsoft Excel
(Refer Figure 73).

—| Staff Records - Notepad — =] x
File Edit Format View Help

Staff Mo, Card No, Hame L
STAFF 00000&, 00000&, S5TAFF &
STAFF 000007, 000007, STAFF 7
STAFF 000008, 000008, STAFF 8

Figure 72 - Staff Records.csv
H - s

FILE HOME IMSERT PAGE LAYOUT

e
b Cut Calibri 111
. ER Copy -~
e .|,
- ~ Farmat Painter B I U pi
Clipboard = Font
R20 - £
A B C D
Staff Mo Card No Mame

STAFF 000006 000006 STAFFG
STAFF 000007 000007 STAFFT
STAFF 000008 000008 STAFFE

Lo W pa

Figure 73 - Staff Records.xlIs
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Card User

2. Then click on

“licon.

Method 2 : Importing card user record from Excel or CSV file.

Then click on

button.

The following screen will be shown. (Refer Figure 74).
Click on Data Source drop down list and select your data source type. There are

2 types of source you can choose which are Text File or Microsoft Excel.

[ Import Staff

Select Data Source
Please select the data source.

[
» TextFile w

Data Source:

X

&

— File Format

File Name: I

Column Delimiter: IComma Ly Vl

Browse ... |

— Import Rules

{* Addonly

{~ Update matched records, Add if unmatch =
' Update matched records only *

' Delete only

* Only recands with the same Staff No are considerad matched.

Next = | Cancel I
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Figure 74 - Import Staff

6. You can select your Column Delimiter if you select Text File Data Source.
(Refer Figure 75).

File Format

File Name: |C: Wsers'admin'Desktop\Staff Records. cav

Column Delimiter: |Cn:|n'|n'|a O j

Figure 75 - Column Delimiter (Text File)

7. You can select your Sheet Name if you select Microsoft Excel Data Source.
(Refer Figure 76).

File Format
File Mame: |C: Wsers'admin'Desktop\staffRecords. xls
Sheet Name: |Sheet15 ﬂ

Figure 76 - Sheet Name (Microsoft Excel)

8. Select Add Only under Import Rules.

Import Rules
{* Addonly

" Update matched records, Add if unmatch *
" Update matched records only *

" Delete only

* Only records wath the same Staff No are considered matched.

Figure 77 - Import Rules
9. Click Next.

10.The following screen will be shown. (Refer Figure 78).

11.Set the column number at Source Column No. for each Destination Field you
wish to add. Double click to update the value.

12.Make sure you set the right Start From Row and End At Row number.
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Note: You will see this error message if you did not select the right row number

xPortal3000 x|
Conversion from type ‘DBMull' to type 'String' is not
walid.
! Import Staff =
Column Mapping I _
Please editthe mappings and import row range. ___o 3
Col 1 ~
STAFF 000006 | 0000065
STAFF 000007 000007 STAFF7
STAFF 000008 000008 STAFF 8
W

Total Records - 8

General | Image I

You can edit the Source Column No. and Default Value as needed

Destination Field Source Column No.

saffNe Start From Row

W 3 m Choose Selected Row |
End At Row:

VerificationMode

|3 3: Choose Selected Row |

Default Value

[~ Update Selected Columns Only

Notes: Leave the Source Column No. fo 0 for default valve.

0 Optional, max. length = 50.

<< Back | Mext == Cancel

Figure 78 - Import Staff (Column Mapping)

13.Click Next.
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14.The following screen will be shown. (Refer Figure 79).

L) Import Staff X

Ready to Import ['
Please confirm the import action. x

Staff Mo Staff Name Token Type VerificationMode | Allow 1:N Finger Pi| Branch

06 STAFF &
STAFF 000007 noooo?
STAFF 000008 noooos

<

Total Records : 3 Total Brors - 0 Refresh |
Referential Excephon List

& Resolve Selected Exception |

Total Unresolved Excepiions - 0

<< Back | Confirm | Cancel |

Figure 79 - Ready to Import Staff

15. Click Confirm to continue.

16. The following screen will be shown. (Refer Figure 80).

17.Click Close to continue.

18. The software will automatically send User setting (install card) to all controllers.

19. After downloading all the settings, it will display a report of data being sent. Click
Close to return to Staff Detail Setup menu. (Refer Figure 81).
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Figure 80 - Import Staff Result

.. Delivery Report o

Figure 81 - Delivery Report (Install Card)
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20.The newly added staff record will be added to the staff record list. (Refer Figure

82).

Staff No | Card No | Staff Mame | Branch | Department Division Job Title | Door Acc |
795649 795649 LEE GI KWANG HQ MfAvailable MfAvailable MfAvailable o2

I STAFF MAME 000001 HQ N/Available NfAvailable N/fAvailable m
STAFF 000002 000002 STAFF MAME 000002 HQ N/available N/favailable N/available 0oz

] STAFF 000003 000003 STAFF MAME 000003 HQ N/available N/favailable N/available 0oz2

] STAFF 000004 000004 STAFF MAME 000004 HQ N/available N/favailable N/available 0oz

N STAFF 000005 000005 STAFF MAME 000005 HQ N/available N/favailable N/available 0oz2

] STAFF 000008 000008 STAFF & HQ N/available N/favailable N/awvailable Qoo

] STAFF 000007 000007 STAFF 7 HQ MfAvailable MfAvailable NfAvailable oo

] STAFF 000008 | 000008 STAFF & HQ Mfavailable MfAvailable Mfavailable oo

] STAFF 525129 525129 STAFF MAME 525129 HQ MfAvailable MfAvailable MfAvailable 002

Shift Schedule

A. Method 1 Using existing shift schedule

Figure 82 - Staff Record List

= —

Shift Schedule

1. Clickon

2. The following screen will be shown. (Refer Figure 83).

icon.
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T} Welcome to xPortal2000 Client 23]

This page will guide you how to setup the door access system.

i -
Code Description In Grace (mins) Qut Grace (mins) Details
» | Default Default Shift 005 020 More...
] Shift 2 Fixed Working Time without Capture Lunch 02 020 Mare. ..
] Shift 3 Flexible Warking Time with 1 hour lunch 02 020 Mare...
] Shift 4 Flexible Working Time without lunch capture 02 020 Maore...
] Shift 5 Fixed Working Time with OT Claims 002 020 More. ..
] shift & Flexi Working Time with OT Claims 02 020 More. ..

. »

} H[&QQ‘E‘\

Using Wizard to quide you step
by step in order to create a Existing shift list in database.
new shift record.

Manually add new shift record. Delete selected shift record.

Edit selected shift record.

Run on software s@rtup LQ-H Back J Lﬂ Close J

Figure 83 - Shift Schedule

3. Choose the existing shift that you want to use click to edit or delete the
shift schedule (Refer Figure 84).
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Shift Info - Default

Lunch Lunch 3
\S;ta::tking E\T:rking Lo Lunch End IEL A EI;F;Ct:rliﬂd I&:I;ct:sd & ::I'I;rking Is Flexi
Start Capture Capture - Claims?
Time Time ) Begin End Hour
Begin End
» Monday 0 | 17:30 12:30 13:30 12:00 13:00 13:01 14:00 N 08:00 M
Tuesday 03:30 17:30 12:30 13:30 12:00 13:00 13:01 14:00 N 0§:00 M
Wednezday 08:30 17:30 12:30 13:30 12:00 13:00 13:01 14:00 N 08:00 N
Thursday 08:30 17:30 12:30 13:30 12:00 13:00 13:01 14:00 N 08:00 M
Friday 03:30 17:30 12:30 13:30 12:00 13:00 13:01 14:00 N 08:00 N
Saturday 1 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 2 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 M
Saturday 3 00:00 00:00 0o:00 00:00 00:00 00:00 00:00 0o:00 N 00:00 M
Saturday 4 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 5 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Sunday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Holiday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Descnphon: Default Shift
In Grace (mins): 0os
Out Grace (mins): 020
Trans. Coverage Start Time: 00:00
Working Hour Formula: {Last Clock Out if Early Out, End Working Time If Late Out) - (First Clock In If
Late In, Start Waorking Time If Earty In}
Lunch Break Fomula: (Break Last Clock In If Late In, End of Break If Early In) - (Break First Clock Out If
Early Qut, Start of Break If Late Qut)
Over Time Formula: Compute On Early In Late Out Case
Deduct Late Out Grace (mins): No
OT Round Down Time (mins): 1
L|_..,.. Delete J L: Close J

Figure 84 — Shift Info

4. When you click
(Refer Figure 85).

, you will be directed to the following screen
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] Edit Shift Setting BE
v R
OK  Cancel
[ shift Schedue | over Time |
Code: Jshift 2
Descnpbon: IFixed Working Time without Capture Lunch
Working Hour Formula: Last Clock Out if Early Out, End Working Time If Late Out Minus |First Clock In If Late In, Start Working Time If Early In
Lunch Break Formula: Break Last Clock In If Late In, End of Break If Early In Minus |Break First Clock Qut If Early Out, Start of Break If Late Out
In Grace (mins): 2 @
Out Grace (mins): 20
Transaction Coverage Start Time: [ili} H ]

Schedule Details

Start End Min
} .| Lunch | Lunch |Lunch Start Lunch Start | Lunch End Lunch End ; } )

Warking| Working Start |End | Capture Begin | Capture End | Capture Begin | Capture End OT Claims? | Working | Is Flexi

Time Time Hour
» Monday |09:00 18:00 00:00 00:00 Edit 00:00 N 08:00 N

I
Tuesday 09:00 18:00 00:00 00:00 7 5 = e e o] 08:00 N
Wednesday |09:00  18:00  00:00 00:00 0py kow To TUTUT 0 08:00 N
Thursday 09:00 18:00 00:00 00:00 Reset Cell 00:00 N 08:00 N
Friday 09:00 18:00 00:00 00:00 00:00 N 08:00 N
Reset Row

Saturday 1 | 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 2 | 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 3 | 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 4 | 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 5 | 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Sunday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Holiday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N

* Mouse right click on the grid row to change.
*OT Claim and Flexi Shift: ¥ =Yes , N = No

Figure 85 - Edit Shift Setting
5. You can right click on the grid to edit the Start Working Time, End Working Time,
Lunch Start, Lunch End, Lunch Start Capture Begin, Lunch Start Capture End,
Lunch End Capture Begin, Lunch End Capture End, OT Claims, Min Working
Hour and Is Flexi.
6. Click OK to update the record.

B. Method 2 Using wizard to create new shift

Lsing Wizard to guide you step
by step in order to create a
new shift record.

1. Clickon icon.

2. The following screen will be shown. (Refer Figure 86).
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) shift Wizard

(TTRYTHITIIITEI wetcome to s setup wizare

Integrated Security Systems This shift wizard simplifies the implementation of create a new shift record by guiding you through a
series of simple steps.
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— e . To continue, click Next

Figure 86 - Shift Setup Wizard

3. Click Next to start using the wizard.
4. The following screen will be shown (Refer Figure 87).
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Shift Work Setting

Assign a new name for your shift work.

1. Assign new shift name.
Shift Name :

Long Description :

Description

After successful created the new shift, the code then will be appear in edit staff details form.

|‘ Back | | Mext | | Cancel

Figure 87- Assign shift name

5. Enter the information in the blank field. Click Next to proceed.
Table 17 - Shift Setting Description
Fields Description
Shift Name  Assign shift name for the new shift.
Long A description about the new shift. Eg: Shift for Block A.

Description

6. The following screen will be shown (Refer Figure 88). You need to select the
formula to calculate the total working hour and formula to calculate the total

lunch break. Click Next to proceed to the next screen.
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c Shift Wizard

Shift Work Setting

E3)
Configure the formula of the shift work and lunch break.

2. How to calculate the total working hour?

Last Clock Qut if Early Out, End Working Time If Late Out Minus | First Clock In If Late In, Start Working Time If Early In
Description

The formula to calculate Total Working Hour in Daily Attendance Report.

If Is Flexi = N, Working Hour = Work End Time Rule - Work Start Time Rule

If Is Flexi = ¥, Working Hour = Last Clock Out - First Clock In

3. How to calculate the total lunch break?

Break Last Clock In If Late In, End of Break If Early In

Minus

Break First Clock Out If Early Out, Start of Break If Late ...
Description

The formula to calculate Lunch Deduction Hour in Daily Attendance Report.

Lunch Break Deduction = Lunch End Time Rule - Lunch Start Time Rule

|‘ Back | | Mext | | Cancel

Figure 88- Configure formula of shift work and lunch break
7.

In this screen, you need to configure the starting time of capture transaction and

grace period (Refer Figure 89). You can refer to the description provided to
configure the settings. Click Next to proceed to the next screen.
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r: Shift Wizard

Shift Work Setting
Configure the starting time of capture transaction and grace period.

4, What time start record the attendance transaction for a new day?
Transaction Coverage Start Time: 00 o 00

Description

Atransaction time will only be considered as valid transactions when it flows between Transaction Coverage Start Time and
23:59:59 (The end time in one day).

5. Configure grace period for late clock in and early clock out.
In Grace Period: SEI minis)

Description

A compassion of time (in minutes) that will be given to determine whether a staff is Early In in Attendance Report.

Compassionate Start Working Time = Start Working Time + In Grace (minute)

6. Configure minimum extra working time for auto OT claims.
Out Grace Period: 20 min(s)

Description

This is the minimum extra working time that must be fulfilled in auto OT calculation. This setting is used to determine whether staff
is eligible to claim OT if this is not a flexi shift.

|‘ Back | | Mext | | Cancel

Figure 89- Configure start time of capture transaction and grace period

8. The following screen will be shown when you click Next (Refer Figure 90). You
can configure the calculation for staff who working overtime. You can refer to the
description provided to configure the OT. Click Next to proceed to the next

screen.
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c Shift Wizard
Shift Work Setting

E3)
Configure calculation for working overtime (OT).

7. How to calculate the total overtime of a day?
Compute On Early In & Late Out Case

Description

The formula to calculate OT Work Time in Daily Attendance Report. Only applicable if OT Claims = ¥ and Flexi = .

If Is Flexi = N, OT Work Time = Last Clock Qut - End Working Time - Out Grace {minute)

If Is Flexi = ¥, OT Work Time = Last Clock Out - First Clock In - Min Working Hour
8. Deduct late out grace?

flo

Description

To determine whether Out Grace Time should be deducted from OT Work Time. Only applicable if OT Claims =Y.

9. How many OT round down time in minute?
OT Round Down:

1% min(s)

Description

The time block for counting the OT waork Time. Only applicable if OT Claims =Y.

|‘ Back | | Next | | Cancel

Figure 90- Configure calculation of OT

9. After you click Next, you will be directed to this screen (Refer Figure 91). You

can configure the weekly schedule for the new shift you have created. Right click
on the grid row to change the time.
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) shift Wizard @
Shift Work Setting
Configure the weekly schedule for the new shift.
10. Configure the weekly schedule.
Monday : . oo, 00:00
Tuesday 00:00 y&’ Edit 00:00 00:00 00:00 00:00 00:00 00:00 M N
Wednesday | opion ] CoPY Row To 00:00 00:00 00:00 00:00 00:00 00:00 N N
Thursday 00:00 é Reset Rowr 00:00 00:00 00:00 00:00 00:00 00:00 M N
Friday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 M N
Saturday 1 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 M N
Saturday 2 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 M N
Saturday 3 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 M N
Saturday 4 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 M N
Saturday 5 00:00 00:00 00:00 0o:00 00:00 00:00 00:00 00:00 Q000 M N
Sunday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 M N
Holiday 00:00 00:00 00:00 0o:00 00:00 00:00 0o:00 00:00 Q000 M N
* Mouse right click on the grid row to change.
* 0T Claim and Flexi Shift : ¥ = Yes , N = No
| Back | | Mext | | Cancel

Figure 91 - Configure weekly schedule
10. The following screen will be shown after you right click on the grid row (Refer

Figure 92). You can configure shift hour and lunch hour in this screen. Click OK

to update the changes.
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Aiftendame Start Lunch I§nd Time Lunch E_nd Time e e
Time recording recording from recording until Time recording
from here here here until here

i i
Lunch Start Time Lunch Start Time " :
recording from recording until - I
here here i -
i i
I I
1
Shift Start Lunch Start i Lunch End | Shift End
i i
! I
[} 1
- t
T I
! I
! I
00:00 09:00 00:00 00:00 00:00 00:00 00:00 00:00 18:00 23:59
Schedule Qutput

"_l'
Is Working Day
[ Is Flexible Shift
2 Start Working Time: 09 :00
Im
% End Working Time: 18 i
[11s Calculate Overtime (OT)
5
o
n
Lo
2
3
[] Help |§f' 0K | |x Cancel |

Figure 92 - Edit schedule

11. A screen to duplicate setting will be shown to duplicate setting for other day of

the week (Refer Figure 93 and Figure 94).

¥Portal3000 “

Duplicate same settings for another day?

Figure 93 - Duplicate settings
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 copy To =

Select the day of week to be duplicated to:

[] saturday 1 (] sunday
Tuesday [] saturday 2 [ ] Holiday
Wednesday [] saturday 3
Thursday [] saturday 4
Friday: [] Saturday 5

Figure 94 - Day to duplicate the schedule

12. Click Next and save setting screen will be shown (Refer Figure 95). Click Yes to

confirm and you have already create a new shift.

¥Portal3000 “

Save the setting?

Figure 95 - Save setting

V1.00 8/9/2014 81



Microkngine,

Integrated Security Systems xPortal3000 User Manual

C. Method 3 Manually add new shift record

Manually add new shift record.

1. Clickon icon.

2. The following screen will be shown (Refer Figure 96).

) Add Shift Setting

v R

OK  Cancel
J' shift Schedule || Over Time |
Code: |
Description: |
‘Working Hour Formula: Last Clock Qut if Early Out, End Working Time If Late Qut Minus |First Clock In If Late In, Start Working Time If Early In
Lunch Break Formula: Break Last Clock In If Late In, End of Break If Early In Minus |Break First Clock Out If Early Out, Start of Break If Late Out
In Grace (mins): 5 E
Out Grace (mins): 20
Transaction Coverage Start Time: [ili} H ]

—Schedule Details

\%zlr'tking E\T;jrking Ié:tJHCh Lunch | Lunch Start ) Lunch Start | Lunch End ) Lunch End OT Claime? \Tflgrking Is Flexi

Time Time art | End Capture Begin | Capture End | Capture Begin | Capture End Hour
» Monday QUUHIL 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Tuesday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Wednesday |00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Thursday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Friday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 1 | 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 2 | 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 3 | 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 4 | 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 5 | 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Sunday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Holiday 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N

* Mouse right click on the grid row to change.
*OT Claim and Flexi Shift: ¥ =Yes , N =No

Figure 96 - Add shift setting

3. Enter the information of the shift as described below:
Table 18 - Shift Setting Description

Fields Description
Code A short name to represent the shift. Max Length = 15. Eg. Shift 1.
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Description

Working
Hour
Formula
Lunch Break

Formula

In Grace
(mins)

Out Grace
(mins)
Transaction
Coverage
Start Time

4.

A descriptive name about the shift. Max Length = 40. Eg. Shift for
Morning Worker
Specify formula to calculate Normal Working Hour in daily attendance

report.

Specify formula to calculate Lunch Deduction Hour in daily
attendance report. This setting is not applicable if the lunch shift is not
set.

Specify compassionate time that determines whether a staff is Early
In or Late In.

Specify time that will be deducted from OT work time. This is
applicable if OT Claims is Y and Is Flexi is N.

Specify the start time when attendance transactions will be
considered as valid.

If you click on Over Time tab, the following screen will be shown (Refer

Figure 97).

| shift Schedule I Over Time |

Over Time Formula:

Deduct Late Out Grace (mins):

OT Round Down Time (mins): 1

Compute On Early In & Late Out Case

<]

Mo

[ |

Fields
Over Time
Formula
Deduct Late
Out Grace
(mins)

OT Round

Down Time

V1.00 8/9/2014

Figure 97 - Over Time tab

Table 19 - Over Time Setting Description

Description

Specify formula rule to calculate OT Work Time.

Deduct or ignore Out Grace in OT Work Time calculation.

Specify time block for OT Work Time calculation. This setting is
applicable if OT Claims is Y.
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(mins)

5. In Schedule Details, you can configure the time for the shift (Refer Figure 98).

Right click on the grid row to edit the time.

Schedule Details

Start End Min

gronreking gronreking I5;:-Ianrc!:h IEﬁQCh I(_ZLamp?::ritaBr:gin I&igi:ritaE:d I&i;i:ringegin tlggi:ringnd OT Claims? "::Jl:i”g Is Flexi
» Monday |JUIEL —— 0:00 00:00 00:00 00:00 N 00:00 N
Tuesday | 00:00 0:00 00:00 00:00 00:00 N 00:00 N
Wednesday | 00:00 Copy Row To 0:00 00:00 00:00 00:00 N 00:00 N
Thursday | 00:00 Reset. Call 0:00 00:00 00:00 00:00 N 00:00 N
Friday 00:00 Reset Row 0:00 00:00 00:00 00:00 N 00:00 N
Saturday 1 | 00:00 0:00 00:00 00:00 00:00 N 00:00 N
Ssturday2 |00:00  00:00  00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Ssturday3 |00:00  00:00  00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday4 |00:00  00:00  00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Saturday 5 |00:00  00:00  00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Sunday 00:00  00:00  00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N
Holiday  |00:00  00:00  00:00 00:00 00:00 00:00 00:00 00:00 N 00:00 N

* Mouse right click on the grid row to change.
=0T Claim and Flexi Shift: ¥ =Yes , N = No

Figure 98 - Schedule Details

6. To edit the time for the shift, the following screen will be shown (Refer Figure

99). You can change the time according to your workplace.

Figure 99 - Edit Time

7. After you have finished configure the shift setting, click OK to save the setting.

Reporting

b
LS

I

Reporting

1. Clickon! ~licon.

2. The following screen will be shown (Refer Figure 100).
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c Welcome to xPortal3000 Client FE
This page will guide you how to setup the door access system.
Transaction Report

The report displays all the events [ activities of the system.
You also can export the transaction records to a custom format.

Daily Attendance Report
The report shows the staffs' attendance record on the selected date.

You can track who comes late, leaves early, or absent. You also can get worked hours and overtime
report for payroll.

Monthly Attendance Report

The report displays the summary of daily attendance records for the month.
You can view the total working time, absenteeism, and tardiness of the month.

Door User | ist Report
i The report displays a list of card holders who have accessibility right to the selected door.
j In addition, you can trace the total Door Access Level that the selected door involved in.

Staff Last | ocation Report
+ The report displays the door where the most recent transaction a card holder accessed to.
i Generate this report when you want to trace the cumrent location of card holders.

Who Still In Report
The report displays a list of card holders who are still inside or outside of a certain compound.
i ﬂﬁ

In case of emergency, you might want to generate this report to find out who are still inside the
premise.

All the reports can be found from the 'Reporting” menu of main form

Run on software startup |Q,J: Barck | |’S Close

Figure 100 - List of Reports

3. You can choose many types of reports by clicking on the icon on the left side

-
I
-

or go to Reporting icon | Rererting | menu in the main form.

A. Transaction Report

1. Click on
2. View Transaction screen will be shown (Refer Figure 101).

icon to open Transaction Report screen.
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[} View Transactions E @
Transaction Report
Selection
From Date Time: 2014/08/11 12 s 00 AM
To Date Time: 2014/08/11 11 : 59 PM
Report Type: Simplified
Advanced Selection
Card No: [] Any Card No
Staff No: Any Stff No
[] 795649
Staff Name: ] 795650 Any Staff Name
L]525125 —— [] Unlisted User
ok || cancel | .
Branch: ————————=7 | Any Branch
Department: Any Department
Division: Any Division
Job Title: Any Job Tide
Controller: Any Controller
Door: Any Door
System User: Any Systern User
Transaction Type: Any Transacton
Sart Order
Sort Order Option: Any Sort Qrder
#1 | Date Time —
#2  Date Time =
#3 | Date Time ‘.'
Transaction Count : 5
|§§ ExportTo ... | |é Export Attendance Transaction | |L§ Get [ Preview | |@ Close |

Figure 101 - View Transaction Screen

3. You can select From Date Time, To Date Time and Report Type to view the
transaction that you want. To select for selected card no, staff or branch, you
can use the Advanced Selection. Uncheck the checkbox at the right side and

use the drop down list to search for the cards that you want.

Get / Preview

4. Click |L:J

A report viewer will be shown to view the report.

icon to view the Transaction Report.
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B. Daily Attendance Report

1. Click on '——————licon to open Daily Attendance Report screen.
2. The following screen will be shown (Refer Figure 102).
T paily Attendance EllE3)
Daily Attendance
Attendance Date: 2014/08/12 ® open | (s Rebuild This Date |

Staff Code | Name Job Title

Normal Work Time | OT Work Time | Total Work Time

Flease dlick on the column header for intended sort order

Early In | Lateln | Early Out Lunch | Late Out Lunch | EarlyIn Lunch | Late In Lunch | EarlyOut | LateQut aT Absent \MNon-Working | On Leave |InComplete InCompleteLunch

Staff Details Working Hour ] Lunch Brk]
Staff Code: Branch: Recorded:
Staff No: Department: Amended:
Card No: Division: Reason: ‘
Shift Schedule: Shift? Job Title:
Amend Time
|(ﬂ Export To ... | |;J Find | |y~’ Rebuild Daily | |LE',J Get [ Preview | |@ Close
Figure 102 - Daily Attendance
b3 Rebuild Daily
3. Click " “licon to rebuild daily attendance.

4. You can select From Date and To Date to view the daily attendance date that
you want. To select for selected card no, staff or branch, you can use the
Advanced Selection. Uncheck the checkbox at the right side and use the drop

down list to search for the cards that you want (Refer Figure 103). Click OK to
continue.
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c‘; Salect Date Range and Card Holder i

Select Date Range and Card Holder

Selection
From Date: 2014/08/12
To Date: 2014/08/12

Advanced Selection

Card No: [ Any Card No
Staff No: (| (Select All) Any Sff No
Staff Name: E ;gg:‘;g Any Staff Name
[]525125
Branch: |i| |CLCE|| i Any Branch
Department: Any Department
Division: Any Division
Job Title: Any Job Tite
Shift: [] Any Shift
Attendance Door Group: F'ln\].r Attendance Door Group

[i#? oK | |@ Cancel |

Figure 103 - Select Date Range and Card Holder

5. The following screen will be shown (Refer Figure 104). You need to wait for

the date selected to finish rebuild.

¥Portal 3000

ﬁ Rebuild Job Submitted! Please wait for it to finish!

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

Figure 104 - Wait for the job to rebuild

|L'E,'J Get [ Preview | . _
: “licon to view the report.

6. After the rebuild is finish, click
7. The following screen will be shown (Refer Figure 105). You can select From

Date Time, To Date Time and Report Type to view the daily attendance
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report. To select for selected card no, staff or branch, you can use the
Advanced Selection. Uncheck the checkbox at the right side and use the drop

down list to search for the cards that you want. Click Get/ Preview to continue.

£ Daily Time Attendance Reporting

Daily Attendance Report
Selection
From Date Time: 2014/08/13
To Date Time: 2014/08/13
Report Type: Simple attendance report with basic details.
Report detzils include staff basic information (card number, name, branch department,
division, job title), work recorded time, work amended time, calculated work hours, and
attendance summary.
Show Filter Criteria in Report
Advanced Selection
Card No: [] Any card No
Staff No: Any Stff No
[[] 795649
Staff Name: [] 795650 Any Staff Name
[] 525125
Branch: ( ok |[cancel | _.|lv]AnyBranch
Department: S—1 Any Departrment
Division: Any Division
Job Title: Any Job Tide
Attendance Status: Any Attendance Status
Sort Order
Sort Order Option: Any Sort Order
1‘i*1 S
#2 IE
#3 A
|@ ExportTo ... | |LE'_| Get [ Preview | |@ Close |

Figure 105 - Daily Time Attendance Reporting

8. xPortal3000 Report Viewer will be shown to display Daily Attendance Report.

C. Monthly Attendance Report

1. Click on '——'|icon to open Monthly Attendance Report screen.
2. The following screen will be shown (Refer Figure 106).
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© Monthy Attendarce B
Monthly Attendance

Year Month
Attendance Month: 2014 v /|8 |j Open | |y“ Rebuild This Month \

Card No | Staff Code | Name Dept JobTitle Division Shift Normal Work Time OT Work Time Total Work Time

Flease dlick on the column header for intended sort order

Early In Early Out Lunch oT

Late In Late Out Lunch Absent

Early Out Early In Lunch Non-Waorking

Late Out Late In Lunch On Leave

InComplete InComplete Lunch Changed Working Hour

Changed Lunch Break

|@ Export To ... | |}J Find | |y“ Rebuild Monthly | |LE,'J Get / Preview | |@ Close

Figure 106 - Monthly Attendance

fﬁ“ Rebuild Monthly ‘
3. Click | |

4. You can select Attendance Month to view the monthly attendance that you

icon to rebuild monthly attendance.

want. To select for selected card no, staff or branch, you can use the
Advanced Selection. Uncheck the checkbox at the right side and use the drop
down list to search for the cards that you want (Refer Figure 107). Click OK to

continue.
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Q Select Month and Card Holder

Month and Card Holder Selection
Selection
Year Month
Attendance Month: 2014 I
Advanced Selection
Card No: [ Any Card No
Staff No: (W] (select Al Any Staff No
[] 79584
Staff Name: [] 795650 Any Staff Name
[] 525125
[ oK 1 Cancel 1.
Branch: |—| |—| =83 Any Branch
Department: Any Department
Division: Any Division
Job Title: Any Job Tite
Shift: [+] any shift
Attendance Door Group: F'ln\].r Attendance Door Group
|i#? oK | |@ Cancel |

Figure 107 - Select Month and Card Holder
5. You have to wait for the rebuild to finish (Refer Figure 108).

¥Portal 3000

@ Rebuild Job Submitted! Please wait for it to finish!

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

Figure 108 - Wait for the job to rebuild

o _ |LE,'J Get [ Preview _ _
After the rebuild is finish, click |- “licon to view the report.

7. The following screen will be shown (Refer Figure 109). You can select From
Month, To Month and Report Type to view the monthly attendance report. To

select for selected card no, staff or branch, you can use the Advanced
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Selection. Uncheck the checkbox at the right side and use the drop down list

to search for the cards that you want. Click Get/ Preview to continue.

) Monthly Time Attendance Reporting @ @
Monthly Attendance Report
Selection
Year Month
From Month: 2014 /8
To Month: 2014 /8
Report Type: Full attendance report with basic detzils.
Report detzils include staff basic information (card number, name, branch department,
division, job title), total work hours, normal work hours, total overtime and attendance
SUMImary.
Show Filter Criteria in Report
Advanced Selection
Card No: [] any card No
Staff No: [ (Select All) Any Staff No
[] 795649
Staff Name: [] 795650 Any Staff Name
[] 525125
Branch: ( ok |[cancal | _.|[<lAnyBranch
Department: Any Department
Division: Any Division
Job Title: Any Job TiHe
Sort Order
sort Order Option: Any Sort Order
#1 | Date Time w -
R
#2 | Date Time ot
#3  [Date Time —K
|@ Export To ... | |LE,'.| Get/ Preview | |@ Close |

Figure 109 - Monthly Time Attendance Reporting

8. xPortal3000 Report Viewer will be shown to display Monthly Attendance

Report.

D. Door User List Report

1. Clickon

—,

icon to open Door User List Report screen.
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2. Door User List screen will be shown to select door (Refer Figure 110).

3. Click on

" Door User List

Door User List
Select Door
@ Press to select door ..
|@ Close

Figure 110 - Door User List

Select Door

G

Press to select door ..

icon to select door. Select

door screen will be shown and allow you to select the door that you want.

(Refer Figure 111). Click OK to continue to the next screen.

V1.00 8/9/2014
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) Select Door E3)
Send Data RetrieveData OK  Cancel
Code Description Controller Unit No Reader Type Model Mo
» ENfAvailable Mot Available N/Available 999 MicroEngine A10 Controller
DOCR. GT DOCR. GT GT3200L [ili} MicroEngine A10 Controller
DOCR. M1000i M10001 [ili} MicroEngine A10 Controller
—Details
Lock Release Time: 05 Exit Button Activation TZ: 000
Door Open Time: 10 AntiPassback Eniry Zone Code: 00
Auto Lock Release TZ: 000 AntiPassback Exit Zone Code: 0o
Higher Security Mode: Token Type + PIN Security Mode: N
Higher Secunty TZ: 000 Supervisor Mode: N
Emergency PIN: i Is Attendance Capturing Door- No. Don't include this door for
Emergency Mode: Lock-Release attendance calculation
RS5485 Reader Model: NOT USED

Figure 111 - Select Door

4. A screen will display the total door accessibility related with the selected door
(Refer Figure 112).

¥Portal 3000 “

Total Door Acc Involved : 2

Figure 112 - Total Door Accessibility Involved

5. A list of card holder that has been assign to the door access will be shown
(Refer Figure 113).
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[} Select Card Holder (Door Code = DOOR GT)

1
-
Print Clese
Staff No
¥ [STAFF 795649 49 STAFF NAME 795649 ] 003
STAFF 525125 525125 STAFF NAME 525125 HQ 001
J’ General H User Defined Info |
Access Control
Pin No: 8854 Activate: e
Token Type: Praximity Card Start Date: 2014/07/22
Verification Mode: By Door End Date: 2024/07/22
Finger Print ldentification: Y Super Card: N
Template Enroled: 1 AntiPassback Enabled: Y
Door Access Code: 003-DA 3 ‘Card Lock Enabled: Y
Floor Access Code: MNoAccess
Shift Code: Default Vehicle No:
Attendance Door Group: N/Available Parking Lot Date Of Creation: 2014/07/22
Total Records - 2 Total Templates - 1

Figure 113 - List of Card Holder

E. Staff Last Location Report

1. Clickon '——
2. An xPortal3000 report viewer will be shown to display the staff last location
(Refer Figure 114).

icon to open Staff Last Location Report screen.

xPortal3000 System
MicroEngine

b \licroEngine.

Integrated Security Systems

Staff Last Location Data Listing

Staff No  : STAFF 725850 Card Mo : 795850 Staff Name : STAFF NAME 725850

Branch : HQ Division : MiAvailable Dept : Midvailable Job 1 Mikvailable
Date Time Door Reader Access Type
201400722 11:34:38 DOORGT [EH] PO

Total Record : 1

Figure 114 - Staff Last Location Report
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F. Who Still In Report

iz
1. Clickon|————

2. Who Still In screen will be shown to choose the Main Door Group (Refer
Figure 115).

icon to open Who Sitill In Report screen.

) who still In Report = %]
Who Still IN Report

Area Main Door Group

Report Type
* Still TN

" Qutside

:‘iﬁ?’ oK | |@ Cancel

Figure 115 - Who Still In screen

Area Main Door Group

Press to Choose the Main Door Group

........

3. Click on icon to choose the Main

Door Group. Select area door screen will be shown and allow you to choose
the area door that you want. (Refer Figure 116). Click OK to continue to the

next screen.

V1.00 8/9/2014 96



Microkngine,

Integrated Security Systems xPortal3000 User Manual

| Salact Area Door Doors

v %

0K Cancel
Code Door Group
Doorl

Figure 116 - Select Area Door
4. Select the report type by choosing Still In or Outside (Refer Figure 117).

Report Type
& Still IN
" Qutside

Figure 117 - Report Type

5. Click OK to view the report. A report viewer will be shown to display the Who
Still In report (Refer Figure 118).

xPortal3000 System
MicroEngine
‘Who Still IN Listing

Staff Code Card No Staff Name Branch Division Department Job Title Door Code Date Time

STAFF 525125 525125 STAFF NAME 625125 HQ DOORGT 2014/0818 10:56:39
STAFF 795650 795650 STAFF NAME 795850 HQ i i DOORGT 201407722 11:34:38
Total Record - 2

Figure 118 - Who Sitill In Report
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