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n Introduction

Olin Attendance records when people clock in and out on biometric terminals (fingerprint or face),
turns those punches into registers, and sends parents or managers an SMS when someone arrives
or leaves. This manual walks an administrator through the whole system in the order you would set it
up, using a sample school, Greenfield Academy.

@ Key concepts

Term What it means

Group A class, stream, department or shift, e.g. Form 7 Eastor Teaching Staff. Every user belongs to a
group.
User A person whose attendance is tracked (a student or staff member). Each has a registration

number that matches their ID on the terminal.
Register A named attendance roll, e.g. Morning Check-in, linked to one or more groups.

Schedule A time window on a register (e.g. 06:30-08:00, check-in). Punches inside the window count
towards that register.

Special register A log of people who leave temporarily (gate pass, exeat), with notes and an expected return time.
Device A biometric terminal (ZKTeco or Dahua) on your network.

Agent The Olin Attendance Agent: a small program on a computer at your site that talks to the devices
and relays data to the cloud system (section 4).

User account A login for staff who operate this system (Super Admins and Viewers), not to be confused with
tracked users.

@ Recommended setup order

a Sign in and check your organisation settings (section 3).

Install the Olin Attendance Agent on a computer at your site (section 4).
Create groups (section 5).

Add users, by hand or from Excel (section 6).

Create registers and their schedules (section 7).

Register your devices and upload users to them (section 8).

Watch attendance arrive on the dashboard and in reports (sections 9-10).

© 2026 Olin Innovations Limited 3
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a Getting started

Your administrator creates your login; there is no self-registration.

@ Signin
Open the system address in your browser.
Enter your Email address and Password.

Tick Remember me on a private computer to stay signed in.

Click Log in. Forgotten your password? Click Forgot your password? and follow the emailed link.

[

OLIN ATTENDANCE

Log in to your account

Email address

Figure 2.1 Login page

@ Find your way around
After signing in you land on the Dashboard. The sidebar on the left is split into three areas:

« Attendance: Devices, Groups, Users, Registers, Special Registers.
* Reports: Daily Report, Summary.

e Administration: User Accounts, Settings, Messaging.

The dot beside the organisation name shows whether the on-site agent is connected: red means offline,
green means online.

© 2026 Olin Innovations Limited 4
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28 OlinAttendance @ Dashboard

@ Dashboard Attendance overview and recent activity

g o i P
& Users & Initialize SMS Account
il Registers

G SpecialRegisters

e Recent Activity

dfl Summary
Administratie User Register Type Time

@ Settings

@ Messaging

Tu Tes!Usc-rk

Figure 2.2 Dashboard of a new organisation
@ Your profile and theme
Click your name at the bottom of the sidebar to open the user menu. From there you can:

» switch between light, dark and system theme;

» open Settings to change your name, email, password or two-factor authentication;

e LogOut.

28 OlinAttendance @ Dashboard

@ Dashboard Attendance overview and recent activity

” Gr;:; 0 0 Ouom N/A Units = St Al
& Users @ Initialize SMS Account
il Registers

(- SpecialRegisters

e Recent Activity

@ DaiyReport Today's attendance logs

il Summary
Administr User Register Type Time

£ User Accounts

@ Settings
A ®
N activity today

Attendance logs will appear here s they are recorded.

TU Test User
tast@examplecom
#0062

@ Settings

[ LogOut

TU TesyUser

Figure 2.3 User menu

© 2026 Olin Innovations Limited 5
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a Organisation settings

Open Administration > Settings. Set these once when you start; change them later only when your setup
changes. Click Save Settings after editing any field above the Agent section.

€A Olin Attendance @

Settings
& Deshboard Configure system preferences and dispiay options
@ Devices Organization Logo
0 Groups Appears on printed reports and gate passes. Max 1 MB.
& Users
8 Registers 3 ChooseFile  Nofile chosen @ Remove
B Special Registers
B Daily Report
il Summary Data Management

Control how long dat

£ User Accounts

Log Retention (days) Notification Type Notification Window (days)
b v o Attondance logs older thar thisare cleaned up, for new data Hew parents/guardians are notified. Band BMB i loge i thil meny days old. 0= fodsy
B Messaging only
20 1 sms e
Gate Pass Format
Choose the layout used when printing gate passes from Special Registers.
Format 1 — Simple Format 2 — Table Grid Format 3 — Half-page Format 4 — Full Formal
Grean mimima ayout Ji borderea box Structured table with Isbeted o and borders. ‘Gompast dusl-copy ayout — 2pas Full A with prominent reader and signatues biacs
TU TestUser
© Preview © Proview © Preview © Proview

Figure 3.1 Settings: logo, data management and gate pass format

@ Settings reference

Setting What it controls Default
Organization Logo Logo on printed reports and gate passes. PNG or JPG, max 1 MB. none
Log Retention (days) Attendance logs older than this are deleted automatically. 90
Device Sync Interval (minutes) How often devices are polled for new punches. 1
Notification Type How parents or guardians are notified: SMS or None. SMS
Notification Window (days) SMS is sent only for punches up to this many days old; O = today only. 0

Stops a backlog of old punches flooding parents.

Gate Pass Format Layout used when printing gate passes (Simple, Table Grid, Half- Format
page, Full Formal). Click Preview to compare. 1
Dahua Username / Password Login every Dahua terminal uses unless a device overrides it. Must admin

match the password set on the terminal.

© 2026 Olin Innovations Limited 6



Olin Attendance - User Manual Greenfield Academy sample

24 OlinAttendance ® © Freview © Preview @ Preview © Preview

@ Dashboard

@ Devices DahuaDevice Credentials
. Default login used for Dahua devices. Set it once here and every Dahua device uses it — no need to type it per device. A device can still override it individually.
0 Groups
& Users Default Username Default Password
(i Registers Usuially admi T match the password set on the davice
G Special Registers
admin

B F

Daily Report
i

User Accounts

Agent Configuration
@ Settings
Manage the lacal agent that cor

0 your biometric devices

gl

Messaging

Agent Status:  Offfine
# Generate Token

Remote Access  Off

) EnableRemote Access

TU TestUser

Figure 3.2 Settings: Dahua credentials and agent configuration

@ Connect the on-site agent

The agent runs on a computer at your site, on the same network as the terminals. It needs a token to prove it
belongs to your organisation.

0 Under Agent Configuration, click Generate Token.

e Enter your own login password and click Generate.

e Copy the token from the yellow Agent Token (shown once) box with Copy. It is not shown in full again.
Paste it into the Olin Attendance Agent when it asks for the Agent Token (section 4).

° When the agent connects, Agent Status turns from Offline to Online and the dot beside the
organisation name goes green.

© prevew © preven © previen © Preven
Dahua Device Credentials
od o type it per device. A d " dividus
Default Username Default Password
Usualy acmin, This must match the password sat on the device.
admin

atol

henticate the local agent with this server.

nter your password to confirm.

Password

Agent Configuration

Figure 3.3 Generate Agent Token dialog

Once a token exists, the button becomes Regenerate Token, which replaces the old token: the agent must
then be reconfigured. Revoke Token disconnects the agent until a new token is generated.

© 2026 Olin Innovations Limited 7
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REMOTE ACCESS
Lets the server reach terminals on your LAN through a secure tunnel the agent opens, so no port-
forwarding is needed. Click Enable Remote Access if you use Dahua terminals.

@ Set up SMS credits

SMS notifications need an SMS account. On the Dashboard, the SMS Credits card shows your balance.

Click Initialize SMS Account.

On the Register tab, your organisation email and phone are filled in. Choose a password, confirm it and
click Register.

Already have an account? Use the Link tab and paste its API key instead.

To buy credits, pay via M-Pesa to Paybill 325676 using the account number shown on the card, or use
the card's top-up option. Click the refresh icon to update the balance.

Dashboard
Attandance overve

o ol N/A Units =

Rogistor
count

aaaaaa

Figure 3.4 Initialize SMS Account dialog

© 2026 Olin Innovations Limited 8
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n Olin Attendance Agent

The Olin Attendance Agent is a small program you install on one computer at your site. It connects
your biometric terminals to the Olin Attendance cloud: it collects punches, uploads users to
terminals, syncs their clocks and, for Dahua terminals, opens the secure Remote Access tunnel.
Without a running agent, no attendance reaches the system.

@ What you need

e A computer that stays on during school or working hours, on the same network as the terminals.
e Windows 10/11 (recommended), Linux (Ubuntu 18+) or macOS 12+
e Internet access to the Olin Attendance server.

« An Agent Token from Settings » Agent Configuration (section 3).

No other software is needed: everything the agent needs is built into the download.

@ Download the agent

0 Open the Olin Attendance home page (the address you sign in at, without //ogin) and click Downloads
in the top menu.

e Click your operating system: Windows (.exe), Linux or macOS. The page highlights the one
recommended for your computer and shows the current version.

e Save the file somewhere permanent, e.g. C:\0linAttendance\ on Windowsor /opt/olin-
attendance/ on Linux. Don't run it from a Downloads folder that gets cleaned out.

The User manual (PDF) link below the download buttons gives anyone this manual, e.g. the person installing
the agent.

‘2 Olin Attendance

Local agent

Download the agent.

Install it on any machine on the s 2twork as your de Current release v1.0. 30.

Windows

Figure 41 Download the agent on the Olin Attendance home page
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@ First-time setup

Windows: right-click olin attendance agent.exe andchoose Run as administrator, signed in as the
Windows user who normally uses that computer. Administrator rights let it start automatically and, for
Dahua terminals, set up the secure tunnel.

Linux / macOS: make the file executable with chmod +x olin attendance agent ,thenrun
./olin attendance agent .

Settings and press Enter. The server address is already builtin.
It tests the connection, shows Connected and saves its settings.
It then installs itself to start automatically and runs in the background.

In Olin Attendance, the dot beside your organisation name turns green and Settings > Agent Status

e The agent shows First-time setup and asks for the Agent Token. Paste the token you copied from

shows Onl/ine within a minute.

[ ] olin attendance agent

0lin Attendance Agent v1.0.30
First-time setup — let's get you connected.

Agent Token:

> 1|oooooooooooooco.oooooooooooooco.

Testing connection...
Connected (server time: 2026-10-01 14:30:12)

Configuration saved to C:\Users\Admin\.olinattendance\config.json
Installing as a service...
Installed as a Windows Scheduled Task (survives logoff/reboot, self-heals within a minute).

Figure 4.2 Example first-run setup on Windows (token hidden)

IF SETUP FAILS

Failed to connect. Check the token and try again. means the token was mistyped, revoked or
regenerated. Copy it again (or generate a new one) and run the agent again.

10
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@ Automatic start

Computer How it starts

Windows A Task Scheduler task runs the agent at logon with administrator rights, survives reboots and restarts it
within a minute if it stops.

Linux A systemd user service. If setup says it couldn't enable it, run
systemctl --user enable olin-attendance-agent then
systemctl --user start olin-attendance-agent .

macOS A LaunchAgent that starts on login.

Keep the computer switched on and signed in during attendance hours. If it sleeps or shuts down, attendance
stops reaching the system until the agent is running again.

8@ Useful commands

Run these in Command Prompt (Windows) or a terminal (Linux/macOS) from the folder holding the agent.
On Linux/macQOSs, prefix with ./ .

olin_attendance_agent status Shows whether the agent is running and can reach the server.
olin_attendance_agent test Tests the connection to the server.

. test --device=192.168.1.201 Tests aterminal at thatIP (add - -port= if not 4370).
olin_attendance_agent configure Enter a new Agent Token, e.g. after regenerating it.
olin_attendance_agent update Downloads and installs the latest version, then restarts.

. start --foreground Runs with messages on screen, for troubleshooting. Ctrl+C stops it.
olin_attendance_agent stop Stops the agent.

. install / uninstall Turns automatic start on or off.

@ Moving the agent to another computer

Run olin attendance agent uninstall onthe old computer and delete the file. On the new one, download
and run it as above with the same token.

© 2026 Olin Innovations Limited 1"
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Greenfield Academy sample

@ Agent troubleshooting

Problem What to check

Status stays Offline

Failed to connect

Terminal not reachable

Needs administrator rights

Dahua unreachable

© 2026 Olin Innovations Limited

Is the computer on, awake and online? Run status . Check a firewall or proxy isn't
blocking outgoing HTTPS.

Token mistyped, revoked or replaced. Generate a new one and run configure .

Agent computer and terminal must be on the same network; check with
test --device=IP ;theterminal's port (4370 for ZKTeco) must not be blocked.

Windows: right-click the .exe and choose Run as administrator.

Remote Access must be on in Settings and, on Windows, the agent must run as
administrator.

12
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n Groups

Create groups before adding users, because every user is assigned to one. Use one group per class, stream,
department or shift.

@ Create agroup

Open Attendance > Groups.

Click New Group (top right).

Click Create. A green Group created successfully message appears and the group is added to the list.

e Enter aName, e.g. Teaching Staff, and an optional Description.

@& Olin Attendance @

Groups & Export @ Print

o Dahtioard Manage attendance groups

& Users Name Description Users Actions

i Form 1 East Fa 5
B Special Registers New Group

Form 1 West Fd Cresteanewattendance group. &

B Daily Report fi
ama
i Form2East Fa 8
all Summary
Teaching Statf

Form 2 West Fa 8

£ UserAccounts Description
Showing 1o 4 of 4 results

@ Settings
2 a9 Al teachers on the school payrol|

T Messaging

Ganeel

TU TestUser

Figure 5.1 New Group dialog

@ Manage groups

Search by name with the box above the list; click a column heading to sort.

The Users column shows how many users are in each group.

e Click ... at the end of a row, then Edit to rename or Delete to remove the group.

Export downloads the list to Excel; Print opens a printable version.

WARNING

Deleting a group also deletes every user in it and their attendance history. Move users you want to keep
to another group first.

© 2026 Olin Innovations Limited 13
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24 OlinAttendance ® Groups ° .
' Group created successfully.
P & Export & Print v o
3 Daskboard Manage attendance groups
Attendance
O Devices T
S0 Groups
& Users Name ~ Description Users Actions
@ Registers
Form 1 East Form one. esst stream 8
B Special Registers
Reparss Form 1 West Form one, weststream 8
B Daily Report
Form2East Form twa, east stream 0
ol Summary
AminmtcETon Form2 West Form two, west stream 8 &
£ User Accounts
Teaching Staff All teachers on the school payroll o / Edt
@ Settings r
_ Delet:
©® Messaging Showing 110 5 0f 5 results o =
TU TestUser ¢

Figure 5.2 Groups list with the row actions menu open

© 2026 Olin Innovations Limited 14
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n Users (students and staff)

Greenfield Academy sample

Users are the people whose attendance is tracked. The Reg No must match the user ID enrolled on the
biometric terminal; that is how punches are matched to people. Phone numbers are masked in the list for

privacy.

24 OlinAttendance ®
i Users

@ Dashboard

3 Devices

Groups

& Users RegMo
@ Registers

1013
(& Special Registers

1020
) Daily Report

all Summary 1001

User Accounts 1007

@ Settings
1022
© Messaging
1005
1016
1025
1008

1002

1027

Add one user

optional Email.

Click Create.

© 2026 Olin Innovations Limited

Manage usersin your organizatior

Choose a Group. Leave Enabled on.

All groups

Group

Figure 6.1 Users list

Open Attendance > Users and click New User.

Fillin Reg No, First Name and Last Name.

R .

Phane

Status

Active

Actve

Enter the Phone Number that should receive SMS alerts (for students, a parent's number) and an

Optionally add a Face Photo: a clear frontal JPG/PNG of at least 200x200 px. It is pushed to face-
recognition terminals when the user is enrolled.

15
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@ Dashboard
Attendarie

O Devices

80 Groups

& Users

@ Registers

[+ Special Registers
B Daily Report

ofl Summary

£ User Accounts

@ Settings

@ Messaging

TU TestUser

€4 Olin Attendance @

Manage users in your organization

1027

AK

BW.

ow

om

DA

A

All groups

Alian Akinyi

Ann Kariuki

Brian Wambui

Collins Wanjiku

Cynthia Mwangi

Denis Achieng

Diana Otieno

Eric Nyambura

Esther Ochiang

Faith Omondi

Felix Japtoo

Figure 6.2 New User panel

Group

Form 1 West

Form 2 East

Form1East

Form 1East

Form 2 East

Form1East

Form1East

Form 2 West

New User

Add 2 new user to the organization,

RegNo

T001

First Name

Margaret

LastName

Wairimu

Phone Number

072200011

Email

muwairimu@greenfield.test

Group

Greenfield Academy sample

[ Teaching Staff

Enabled

Face Photo

Sheedl

To change a user later, click ... on their row and choose Edit. The edit panel also offers Capture from terminal:

pick a face terminal, have the person look at its screen, click capture, check the photo is clear, then save to

enrol it.

@ Import many users from Excel

a Click Import, then Download sample file.

e Fill one row per person with these columns: Reg No, First Name, Last Name, Phone Number, Email,

Group, Enabled (yes/no).

e Save, click Import again, choose the file (Excel or CSV) and click Import.

© 2026 Olin Innovations Limited

GOOD TO KNOW

Rows whose Reg No already exists update that user instead of creating a duplicate. A Group name that
doesn't exist yet is created automatically, so check spelling. If your plan has a user limit, rows beyond it
are skipped.

16
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24 Olin Attendance ®
Users
& Export @ Print & Irﬁen‘ @ Photos
@ Dashboard Manage users in your organization
Attendance
@ Devices earch by name of reg All groups
80 Groups
& Users Reg No Name Graup Phane Status Actions
@ Registers
G Sposial Registers 1013 AR} Alian Akinyi Form 1 West srreeepag Active
> g
srressggy
W 1020 B A sortusers 0 Active
Upload an Excel or CSV file with user data,
S s 1001 BW Bt a1 Active
Administratior File
€2 User Accounts 1007 oW o ChooseFile  Naofilechosen | e 611 Active
@ Settings
i GM © Downloadsampietia o
@ Messaging
ol
1005 DA D¢ Cancel m ------- 865 Active:
1016 DO/ Diana Otierio FormiWest e e o
1025 EN' EricNyambura Form2West e 325 Active
1008 EO EstherOchieng Form1East T Active
1002 FO' Faith Omondi Form1East e 746 Active
1027 Bl Felic Jeptoo Form2West e 071 Active
TU TestUser ¢

Figure 6.3 Import Users dialog

@ Import face photos in bulk

Click Photos and upload a ZIP of photos named by Reg No, e.g. 1001.jpg . Each photo is straightened,
cropped to a portrait and resized for face terminals. Best results: one person, facing the camera, no glasses or
hat, even lighting.

Bz & Export & Print & Import @ Pi'fm

Manage users in your organization
@ Dashboard g y 9

attendance
@ Devices esroh by name of reg All groups

0 Groups

& Users Reg No Name Graup Phane Status Actions
0 Registers
a 1013 AR Allan Akinyi Form 1 West R ) Active.
( Special Registers
1020 Import Face Photos sessreeggo Actie
@ DailyReport
dll Summary 1001 373 Active
Administratior 2P file
& ooz . e 61 Active
& Usor Accounts I s ihoasn
@ Settings
_ 1022 i e e T e e 206 Active
B Messaging
1016 DO Disna Otleno FormiWest e 968 Active.
1025 EN' EricNyambura Form2West e 225 Active
1008 EO) Esther Ochiang Form1East ] Active
1002 FO' FaithOmondi Formi€est s 746 Active
1027 R Felix Jeptoo Form2West e o7t Active

TU TestUser

Figure 6.4 Import Face Photos dialog

@ Find, filter and act on several users

« Search by name or Reg No; narrow the list with the All groups filter.

» Tick the boxes of the users you want. A bar shows how many are selected; pick a device and click Upload
to Device to enrol them on that terminal.

» Export downloads the (filtered) list to Excel; Print produces a printable list.

© 2026 Olin Innovations Limited 17
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24 OlinAttendance ® Users

(@ Dashboard

@ Devices

80 Groups

& Users

@ Registers

[ Special Registers
Reports RegNo
B Daily Report

ofl Summary

£ User Accounts

L

@ Settings [/] 100

D Messaging

[ ] 1007

1005
1016
1025

1008

TU  TestUser <

Figure 6.5 Two users selected, ready to upload to a device

© 2026 Olin Innovations Limited

Manage users in your organization

All groups.

AK ' AnnKariuki

BW  Brian Wambui

CW' Collins Wanjiku

OM Cynthia Mwangi

DA Dennis Achieng

DO’ Diana Otieno

EN Eric Nyambura

EO' EstherOchieng

FO! Faith Omondi

Group

Form 1 West

Form 2 East

Form1East

Form1East

Form1East

Form1West

Form2 West

Form1East

Form1East

& Export @ Print

cnsegg0

sewiningry

P

o068

cenneagay

seeenegid

& Import

Status

Active

Actve

Active

Active

Greenfield Academy sample

@ Photos L

Actions

18
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Registers, schedules and gate passes

A register decides which punches count, for whom, and whether parents get an SMS. A punch is recorded
on aregister when it falls inside one of the register's active schedule windows and the person belongs to one
of its groups.

Greenfield Academy uses four registers:

Register Groups Schedule SMS
Morning Check-in Form 1-2, all streams 06:00-08:30, Check In Yes
Evening Check-out Form 1-2, all streams 16:00-18:00, Check Out Yes
Staff Attendance Teaching Staff 07:00-08:30 In; 16:30-18:30 Out No
Gate Pass Form 1-2, all streams none (special register) No

@ Create aregister

Open Attendance » Registers and click New Register.

Enter aName, e.g. Morning Check-in.

registers (see below).
In Groups, pick every group the register applies to.

Under Schedules, click + Add and set:

o Start and End: the time window, e.g. 06:00 to 08:30;
o Log Type: Check In, Check Outor Any,

e Turn on Marked Daily for a register taken every day. Turn on Special Register only for gate-pass style

o Devices: the terminals to read during this window;
o Active: on;

o Notify: on to send an SMS for punches in this window.

e Add more schedules if needed, e.g. a morning and an evening window for staff.

Write the Message Template for SMS. Placeholders: {name} {regno} {register} {time}
{date} .

° Click Create.

REQUIRED

A schedule with no Devices selected reads nothing. If you haven't added devices yet, come back and set
this after section 8.

Dear parent, {namef ({fregno}) arrived at Greenfield Academy at {time} on {date}.

© 2026 Olin Innovations Limited 19
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€4 Olin Attendance @

@ Dashboard

O Devices
80 Groups
& Users

@ Registers

Special Registers

B Daily Report
all Summary
Administeatior

£ User Accounts
@ Settings

@ Messaging

TU  TestUser <

Registers

Manage attendance registers and schedules

Groups Schedules

Get started by creating & new register

No registers found

+ New Register

Type

Ten

Pivot Time

Groups

Form 1East

Schedules

Schedule #1
Start
06:00 AM
Log Type
Checkin

Devices

Notification Template

Message Template

Greenfield Academy sample

c]
Form1West * Form2East * Form2West
+ Add
o
End
[c] 08:30 AM @
© row ©

Dear parent. {name} ({regnol) arrived at Greenfield Academy at ftime} on

fdate}|

Figure 7.1 New Register panel with a schedule and SMS template

el

The list shows each register's groups, number of schedules, type (Daily or Special) and whether it has an SMS
template. Use ... » Edit to change a register.

€A Olin Attendance @

@ Dashboard

@ Devices

Groups
& Users

i Registers

+ Special Registers

& F

Daily Report

Summary

£ User Accounts
@ Settings

B Messaging

TU TestUser

Registers

Manage attendance ragistars a

Name.

Evening Check-out

Gate Pass

Morning Check-in

Staff Attendance

Showing 1to 4 of 4results

d schedules

Groups

Form1East FormiWest Form2East Form2West

Form1East FormiWest Form2East Form2West

Form1East FormiWest Form2East Form2West

Teaching Staff

Figure 7.2 Registers list

@ Gate passes (Special Registers)

Schedules

1

o

cibers B

Template Actions

Use a special register to let someone leave the premises temporarily and track their return.

© 2026 Olin Innovations Limited

Click Create. The entry shows as Pending.

Open Attendance » Special Registers. Pick the register (e.g. Gate Pass) and the date at the top.

Click New Entry, search for and select the Person, type a Reason and set the Expected Time Back.

When the person punches out at a terminal, Time Out is filled and the status becomes Out.

20
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Greenfield Academy sample

e When they punch back in, Time Back is filled and the status becomes Returned.

24 OlinAttendance @

@ Dashboard

Attendance
T Devices

0 Groups

& Users

i Registers

G Special Registers
Reports

@ Daily Report

dfl Summary
Administration

£ User Accounts
© Settings

©® Messaging

TU TestUser <

Special Registers

Manage special register entries

Gate Pass.

Person

Kevin Njeri

JoyKiprop

Moses Achieng

10/01/2026

Reason

Dental appointment, picked up by mother

Haspital visit (clinic referral)

Family function, weekend exeat

Showing 1t 30f 3 resutts

Time Out

1015 AM

05 AM

1230PM

by name

ExpectedBack

0400 PM

05:00 PM

0B:00 PM

Figure 7.3 New gate pass entry

Time Back

03:40 PM

New Entry
& Expert

Record a new special register entry
Person

Brian Wambui

Reason

Sports trip: inter-school football match

Expected Time Back

(moorw o]

Ganee!

Open ... on an entry to Print Gate Pass, Edit or Delete it. The printout uses your logo and the layout chosenin

Settings.

€4 Olin Attendance @

@ Dashboard

@ Devices
30 Groups
2 Users

1 Registers

( Special Registers

=

Daily Report

g

Summary

% User Accounts

Settings

8

Messaging

TU TestUser

Special Registers

Manage special register entries

Gate Pass.

Person

Kevin Njeri

Joy Kiprop

Mases Achieng

Showing 1ta 3 of

© 2026 Olin Innovations Limited

10/01/2026

Reason

Dental appointm ked up by mother
Haspital visit (clinic referral)

Family function, weekend exeat

Figure 7.4 Gate pass entries with the actions menu

Time Out

1045 AM

1105 AM

12:30PM

Expected Back

0400 PM

0500 PM

0800 PM

Time Back

0340 PM

cEopadt Ll

Status Actions

Retumed

o .‘

@) Print Gate Pass

/' Edit

out

0 Delete
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[

Daily Report

Olin Attendance @

Q23LdaxksXHOfoHQEV79txfldtBuBCcQEIU SQXFITKdibr2wKIAwIUDIBQOOBAGQAC. .

Greenfield Academy
0712345678 | admin@greenfield.test

GATE PASS

Name: Joy Kiprop

Reg No: 1010

Group: Form 1 West

Register: Gate Pass

Reason: Hospital visit (clinic referral)
Date: Oct 01, 2026

Time Out: 11:05 AM

Expected Back: 05:00 PM

Authorized By Security

Figure 7.5 Printed gate pass (Format 1)
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a Devices (biometric terminals)

Two brands are supported. ZKTeco terminals are reached through the on-site agent, so the agent must be
installed and online (section 4). Dahua terminals are read by the server over the network, through Remote
Access.

@ AddaZKTeco terminal

Make sure the badge beside the page title reads Agent Online.

Open Attendance > Devices and click New Device.

defaults to 4370.
Leave Serial Number blank to fetch it automatically, or type it from the terminal's System /nfo screen.

Click Test & Save. The agent tries to reach the terminal; the device is saved only if it responds. If it fails,

e Enter a Name (e.g. Main Gate Terminal), keep Brand = ZKTeco, and enter the terminal's IP Address. Port
check the IP, that the terminal is powered on and on the same network as the agent.

@& Olin Attendance @ Devices New Device
%

i 5 new biometric device.
@ Dashboard Manage biometric attendance devices  AgentOffiine
Name

@ Devices Main Gate Terminal
Name Status IP Address Port Serial Nurmber

ZKTeco

IP Address

1921681201

Port

4370

Serial Number

[ CKPG203560124 ]

Cancel Test& Save

TU TestUser

Figure 81 New Device: ZKTeco

TIP
Scan for Devices asks the agent to search the local network for terminals, so you can add one with a
click instead of typing its IP.

@ Add aDahuaterminal

a Turn on Remote Access in Settings first.

e Click New Device and choose Brand = Dahua. Port changes to 80.

© 2026 Olin Innovations Limited 23
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Enter Name and IP Address. Leave Username and Password blank to use the defaults from Settings, or
fill them to override for this terminal.

0 Click Save Device.

@4 Olin Attendance @

G Special Ragisters
Reports

B Daily Report

dll Summary

£ User Accounts
@ Settings

® Messaging

TU TestUser <

@ Device actions

Devices

@ Dashboard Manage bi
Attendance
@O Devi

S Name -
80 Groups
& Users Main Gate Terminal
@ Raghtors Showing 1to Tof 1results

Status IP Address Port

® Offline 1921681201 4370

Figure 8.2 New Device: Dahua

Serial Number

CKPO203560125

New Device

Add 5 new biometric

Name

Brand

ZKTeco

nnects th
[Dahua

IP Address

Port

80

Username

suslly admin,

Password

Must match the passi

a

Cancel Save Device

The list shows each terminal's status (Online/Offline), IP, port, serial number and which agent serves it
(Unassigned = any of your agents). Click ... on a row:

Action What it does

Edit Change name, IP, port or credentials. The brand cannot be changed.

Activity Recent reads and commands for this terminal.

Test Connection Checks the terminal can be reached.

Sync Time Sets the terminal's clock to the server time. Do this after power cuts.

Restart Reboots the terminal.

View Users Opens Device Users: click Load Users from Device to list who is enrolled on it.
Clear All Users Removes every enrolled user from the terminal. Cannot be undone.

Delete Removes the terminal from the system (not from the wall).

© 2026 Olin Innovations Limited
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24 Olin Attend: ° 2
j ki Devices

Manage biometric attendance devices  AgentOffiine

(& Spesial Registers

B Daily Report

Summary

£ User Accounts

@ Settings

@ Messaging

TU TestUser

Greenfield Academy sample

& Export @ Print  Q ScanforDevices

@ Dashboard
@ Devices )

Name Status 1P Address Port Serial Number
B0 Groups
S Users Main Gate Terminal ® Offline 1921681201 4370 CKPO203360125
@ Registers Showing 116 101 1 results

Figure 8.3 Device actions menu

@ Enrol userson a terminal

Agent

Unassigned

Actions,

Y
/' Edit
Activity
Test Connection
© SyncTime
* Restart

@ View Users

& Clear All Users

I Delete

Punches only match a user if they are enrolled on the terminal with the same Reg No. To enrol, go to Users,
tick the users, choose the device and click Upload to Device (section 6). Fingerprints or faces are then

captured on the terminal itself.

24 OlinAttendance ® Devices © Users
@ Dashboard Device Users

4 Users registered on Main Gate Terminal (1921681201
@ Devices
B0 Groups

& Load Users from Device

& Users
(3 Registers

+ Special Registers @

=]

Daily Report

Summary

£ User Accounts

@ Settings

T Messaging

TU TestUser

Figure 8.4 Device Users page

@ Link the device to your schedules

Click "Load Users” to fetch users from the device

€ Back

Go back to Registers, edit each register and select this device under each schedule's Devices. Without that,

the schedule won't read the terminal.

© 2026 Olin Innovations Limited
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a Dashboard

Greenfield Academy sample

The dashboard is your daily at-a-glance view. Once devices are reading, it fills in automatically.

Card Meaning

Total Users
Active Schedules
Today's Attendance

SMS Credits

Everyone tracked across all groups.

Remaining SMS units, with Paybill and account number for top-ups (section 3).

Schedule windows currently switched on.

People with at least one punch today, and the percentage of all users.

Recent Activity lists today's punches: user, register, type (Check In / Check Out) and time.

@ Dashboard

@ Devices

B0 Groups

& Users
@ Registers

(& Spesial Registers

B Daily Report

&

il Summary

s User Accounts

“

@ Settings

8

Messaging

TU TestUser

€4 Olin Attendance @

Dashboard

Attendance overview and recent activity

Total Users

38

Recent Activity
Today's sttendance logs
User

Brian Wambui

Faith Omondi

Kevin Njeri

Mercy Kariuki

Dennis Achieng

Grace Mwangi

Callins Wanjiku

Esther Ochieng

Victor Nyambura

JoyKiprop

© 2026 Olin Innovations Limited

chedules Today

4 36 (9a7%)

Attendance

Register

Morning Check-i

Morning Check-in

Morning Checicin
Marning Check-in
Marning Check-i

Morning Check-in
Morning Check-in

Morning Check-in

Figure 9.1 Dashboard with today's activity

Type

Cheekin

Checkin

Checkin

Checkin

Checkin

Ghackin

Checkin

Checkin

Checkin

Checkin

susoroas
N/A Units =

& Initialize SMS Account

Time

0847 AM

0714 AM

06:38 AM

0724 AM

0730 AM

0646 AM

07:08 AM

06:29AM

Paybill: 325676
Account: NJA
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n Reports

Two reports cover most needs: the Daily Report answers "who was here on this day?" and the Summary
answers "how regular has each person been over a period?" Both can be exported to Excel or printed.

@ Daily Report

Open Reports > Daily Report. It opens on today, all groups, all registers.

Read the totals at the top (Present, Absent, Total) and the list below: status, time of punch and type for
each person.

Click Export for an Excel file or Print for a printable copy.

e Pick a Date, and optionally a Group and a Register.

€& Olin Attendance @ .

Daily Report
Y e & Export 8 Print

@ Dashbosrd At DT o . oy

Date Group Register
0 10/01/2026 a All Groups All Registers

» Present: 36 Absent: 2 Total: 38

il Registers

[> Special Registers

“ Reg No Nans Grous Status Ty

B Galiapent Agnes Muthoni Present am Gheckin

ol Summary 1013 Allan Akinyi Farm1 Present 08:38 AM Check In
1020 Ann Kariuki Form2East Present. 0737 AM Check In

User Accounts
@ Settings 1001 Brian Wambui Form 1East Present 06:47 AM Checkin
V. Messaging 1007 Collins Wanjiku Present Checkin
Cynthia Mwangi Form 2 East Present 07:21 AM Checkin
T004 Daniel Omondi Teaching Staff Prosent 08:11 AM Gheckin
1005 Dennis Achieng Present )6:38 AM Check In
1016 Diana Otieno Absent =
Eric Nyambura Form 2 West Present 07:57 AM Check in

008 Esther Ochieng Form 1 East Present. 06:46 AM Check in
002 Faith Omondi Form 1 Eas Present Check In

TU TestUser
027 Falix Jeptoo Bresent 08:50 AM Checkin

Figure 10.1 Daily Report for today

Example: Form 1East's evening check-out on 30 Sep shows 7 present and 1absent.
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24 Olin Attendance ® .
Daily Report
Y Kep & Expert @ Print
& Deshboard Attendance report for a specific date
@ Devices Date Group Register
A0 Groups 09/30/2026 0O Form1East Evening Check-out
& Users
N Present:7  Absent1  Total:s
@ Registers
[+ Special Registers
Reg No Name Group Status Time Type
B DaiyReport 0m Brian Wambui Form 1East Present 04:38 PM Check Out
il Summary 007 Collins Wanjiku Present 0424 PM Cheek Out
1005 Dennis Achieng Form1East Absent
£ User Accounts
@ Settings 1008 Esther Ochieng Form 1 East Present Ghack Out
R, Messaging 1002 Faith Omendi Fresent Check out
6 Grace Mwangi Form 1East Present 04:51PM Check Out
1003 Kevin Njeri Present 0433PM Check Out
1004 Merey Kariuki Present CheekOut
TU TestUser

Figure 10.2 Daily Report filtered by group and register

@ Summary

a Open Reports » Summary. It opens on the current week.

Q Set Start Date and End Date, and optionally Group and Register.

e Leave Exclude Weekends on to skip Saturdays and Sundays.

o Each day shows P (present) or A (absent); Total is days present and % the attendance rate.
° Export or Print as needed.

NOTE

Set End Date to today or earlier: days that haven't happened yet are shown as A and lower the
percentage.
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24 OlinAttendance ®

@ Dashboard
Attendance

@ Devices

80 Groups

& Users

@ Registers

B Special Registers
Raports

B Daily Report
wll Summary
Administration
£ User Accounts
@ Settings

@ Messaging

TU  TestUser <

Summary

Attendance summary across a date range

Start Date End Date

09/21/2026 a 10/01/2026

RegNo Name

1001 Brian Wambui
1007 Collins Wanjiku
1008 Dennis Achieng
1008 Esther Ochieng
1002 Faith Omondi
1008 Grace Mwangi
1003 Kevin Njeri
1004 Mercy Kariuki

Figure 10.3 Summary for Form 1East, Morning Check-in, 21 Sep - 10ct

© 2026 Olin Innovations Limited

Group
O FomiEast
Group 2108
Form 1 East P
Form 1East »
Form ] East A
Form 1East P
Form 1East P
Form 1 East L
Form East P
Form 1 East P

Register
Exclude Weekends D)
22109 23/00. 24109 25/08 28108
A P P A P
P P P A P
P P P P P
P P P P ]
E P = P s
P P 3 A P
P P P P P
P P P P P

29/08

Greenfield Academy sample

oo

Total

& Export & Print

88.9%

T78%

100%

100%

88.0%

100%

100%
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n Messaging (SMS)

Attendance alerts are sent automatically from registers whose schedules have Notify on (section 7).
Administration » Messaging is for messages you write yourself, and for checking what was sent. It needs an
active SMS account with credits (section 3).

@ Message a whole group

a Under Compose Message, choose a Group.

e The group's enabled users with a phone number are listed. Leave them all, or tick only the people you
want.

e Type the Message and click Send.

€& Olin Attendance @ =
Messagin
o 4 Quick Message

@ Dashboard Composa and send SMS messages

Devic

Groups Compose Message
% U Group
a R Select a group
e Messag
B Daily Repert
afl Summary

3 Settings
B Messaging
Sent Messages

Al

Phone Message Status Cost Network

-/
No messages
m the SMS API will appear here.

Figure 11.1 Messaging page

@ Send one quick message

Click Quick Message (top right), enter a Phone Number and Message, then Send.
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Messaging
# cuitgtessoge
Composa and send WIS messages

Send a Quick Message

Phone Number

E=3 oo

ssages
Sent messages from the SMS AP will sppeac here,

TU TestUser

Figure 11.2 Quick Message dialog

@ Checkdelivery

Sent Messages lists messages from your SMS account with phone, text, status, cost and network. Search by
phone or text, or filter by status:

Status Meaning

Pooled Queued with the SMS provider.

Sent Handed to the mobile network.

Delivered Confirmed received on the phone.

Failed Not delivered, e.g. phone off or number invalid. Check the number on the user's record.
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n User accounts, roles and troubleshooting

@ Give a colleague alogin

User Accounts are logins for staff who operate the system; they are separate from the tracked Users in
section 6.

Open Administration » User Accounts and click New User.
Enter First Name, Last Name and Email.

Set a Password and Confirm Password, and share it with them privately. They can change it under their
profile Settings.

Choose a Role and click Create.

24 OfinAttendance ®

@ Dashboard

New User

Role Actions

Figure 12.1 New user account form

Role Cando

Super Admin Everything, including settings, devices and user accounts.

Viewer View and export only: lists, dashboard and reports. Cannot add, edit or delete, open Settings or
manage user accounts.

Use the search box and All Roles filter to find accounts; ... » Edit changes a role or resets a password (leave the
password blank to keep it).
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£a OlinAttendance @

User Accounts -
+ NewUser

T Manage system user accounts and roles

@ Devices o fiaime or el All Roles
B0 Groups
& Users ey Email Role Actions
@ Registers

Test User test@examplecom R
(& Spesial Registers

B Daily Report

ail Summary
£ User Accounts

@ Settings

© Messaging

TU TestUser

Figure 12.2 User Accounts list

@ Troubleshooting

Problem Check

Red dot / Agent Offline Is the site computer on, connected to the internet, and the agent running? If you
regenerated the token, run the agent's configure command. See section 4.

No punches appear Each schedule must be Active, inside its time window, and have the device
selected under Devices. The device must be online.

Punch recorded, shows Absent The person's group isn't linked to that register, or their Reg No on the terminal
differs from the system.

Times look wrong Use Devices» ...» Sync Time.

Parents not getting SMS Notification Type = SMS in Settings, Notify on in the schedule, a message
template on the register, SMS credits available, and a valid phone number on the
user.

Old punches flood SMS Keep Notification Window at O so only today's punches send SMS.

Can't add a ZKTeco device The agent must be online and on the same network as the terminal; confirm the
IP and port 4370.

Can't reach a Dahua device Turn on Remote Access in Settings and check the username and password.

Viewer can't change anything Expected: Viewer is read-only. Ask a Super Admin to change the role.
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