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1 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 1 East or 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

Sign in and check your organisation settings (section 3).1

Install the Olin Attendance Agent on a computer at your site (section 4).2

Create groups (section 5).3

Add users, by hand or from Excel (section 6).4

Create registers and their schedules (section 7).5

Register your devices and upload users to them (section 8).6

Watch attendance arrive on the dashboard and in reports (sections 9–10).7
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2 Getting started

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

Sign in

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.

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.

Open the system address in your browser.1

Enter your Email address and Password.2

Tick Remember me on a private computer to stay signed in.3

Click Log in. Forgotten your password? Click Forgot your password? and follow the emailed link.4
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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;

Log Out.

Figure 2.3 User menu
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3 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.

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; 0 = today only.

Stops a backlog of old punches flooding parents.

0

Gate Pass Format Layout used when printing gate passes (Simple, Table Grid, Half-

page, Full Formal). Click Preview to compare.

Format

1

Dahua Username / Password Login every Dahua terminal uses unless a device overrides it. Must

match the password set on the terminal.

admin
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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.

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.

Under Agent Configuration, click Generate Token.1

Enter your own login password and click Generate.2

Copy the token from the yellow Agent Token (shown once) box with Copy. It is not shown in full again.3

Paste it into the Olin Attendance Agent when it asks for the Agent Token (section 4).4

When the agent connects, Agent Status turns from Offline to Online and the dot beside the

organisation name goes green.

5
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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.

Figure 3.4 Initialize SMS Account dialog

Click Initialize SMS Account.1

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

click Register.

2

Already have an account? Use the Link tab and paste its API key instead.3

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.

4
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4 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

A computer that stays on during school or working hours, on the same network as the terminals.

Windows 10/11 (recommended), Linux (Ubuntu 18+) or macOS 12+.

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

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

the agent.

Figure 4.1 Download the agent on the Olin Attendance home page

Open the Olin Attendance home page (the address you sign in at, without /login) and click Downloads

in the top menu.

1

Click your operating system: Windows (.exe), Linux or macOS. The page highlights the one

recommended for your computer and shows the current version.

2

Save the file somewhere permanent, e.g. C:\OlinAttendance\  on Windows or /opt/olin-

attendance/  on Linux. Don't run it from a Downloads folder that gets cleaned out.

3



Olin Attendance · User Manual Greenfield Academy sample

10© 2026 Olin Innovations Limited

First-time setup

olin_attendance_agent

Olin Attendance Agent v1.0.30

First-time setup — let's get you connected.

 Agent Token:

 > 1|••••••••••••••••••••••••••••••••

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.

Windows: right-click olin_attendance_agent.exe  and choose 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.

1

Linux / macOS: make the file executable with chmod +x olin_attendance_agent , then run

./olin_attendance_agent .

2

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

Settings and press Enter. The server address is already built in.

3

It tests the connection, shows Connected and saves its settings.4

It then installs itself to start automatically and runs in the background.5

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

shows Online within a minute.

6
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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.

Useful commands

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

On Linux/macOS, prefix with ./ .

Command What it does

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 a terminal at that IP (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  on the old computer and delete the file. On the new one, download

and run it as above with the same token.
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Agent troubleshooting

Problem What to check

Status stays Offline Is the computer on, awake and online? Run status . Check a firewall or proxy isn't

blocking outgoing HTTPS.

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

Terminal not reachable Agent computer and terminal must be on the same network; check with

test --device=IP ; the terminal's port (4370 for ZKTeco) must not be blocked.

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

Dahua unreachable Remote Access must be on in Settings and, on Windows, the agent must run as

administrator.
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5 Groups

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

department or shift.

Create a group

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.

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.

Open Attendance › Groups.1

Click New Group (top right).2

Enter a Name, e.g. Teaching Staff, and an optional Description.3

Click Create. A green Group created successfully message appears and the group is added to the list.4
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Figure 5.2 Groups list with the row actions menu open
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6 Users (students and staff)

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.

Figure 6.1 Users list

Add one user

Open Attendance › Users and click New User.1

Fill in Reg No, First Name and Last Name.2

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

optional Email.

3

Choose a Group. Leave Enabled on.4

Optionally add a Face Photo: a clear frontal JPG/PNG of at least 200×200 px. It is pushed to face-

recognition terminals when the user is enrolled.

5

Click Create.6
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Figure 6.2 New User panel

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

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.

Click Import, then Download sample file.1

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

Group, Enabled (yes/no).

2

Save, click Import again, choose the file (Excel or CSV) and click Import.3
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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.

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.
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Figure 6.5 Two users selected, ready to upload to a device
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7 Registers, schedules and gate passes

A register decides which punches count, for whom, and whether parents get an SMS. A punch is recorded

on a register 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 a register

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, {name} ({regno}) arrived at Greenfield Academy at {time} on {date}.

Open Attendance › Registers and click New Register.1

Enter a Name, e.g. Morning Check-in.2

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

registers (see below).

3

In Groups, pick every group the register applies to.4

Under Schedules, click + Add and set:

Start and End: the time window, e.g. 06:00 to 08:30;

Log Type: Check In, Check Out or Any;

Devices: the terminals to read during this window;

Active: on;

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

5

Add more schedules if needed, e.g. a morning and an evening window for staff.6

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

{date} .

7

Click Create.8
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Figure 7.1 New Register panel with a schedule and SMS template

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.

Figure 7.2 Registers list

Gate passes (Special Registers)

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

Open Attendance › Special Registers. Pick the register (e.g. Gate Pass) and the date at the top.1

Click New Entry, search for and select the Person, type a Reason and set the Expected Time Back.2

Click Create. The entry shows as Pending.3

When the person punches out at a terminal, Time Out is filled and the status becomes Out.4
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Figure 7.3 New gate pass entry

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

Settings.

Figure 7.4 Gate pass entries with the actions menu

When they punch back in, Time Back is filled and the status becomes Returned.5
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Figure 7.5 Printed gate pass (Format 1)
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8 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.

Add a ZKTeco terminal

Figure 8.1 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 a Dahua terminal

Make sure the badge beside the page title reads Agent Online.1

Open Attendance › Devices and click New Device.2

Enter a Name (e.g. Main Gate Terminal), keep Brand = ZKTeco, and enter the terminal's IP Address. Port

defaults to 4370.

3

Leave Serial Number blank to fetch it automatically, or type it from the terminal's System Info screen.4

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

check the IP, that the terminal is powered on and on the same network as the agent.

5

Turn on Remote Access in Settings first.1

Click New Device and choose Brand = Dahua. Port changes to 80.2
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Figure 8.2 New Device: Dahua

Device actions

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).

Enter Name and IP Address. Leave Username and Password blank to use the defaults from Settings, or

fill them to override for this terminal.

3

Click Save Device.4
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Figure 8.3 Device actions menu

Enrol users on a terminal

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.

Figure 8.4 Device Users page

Link the device to your schedules

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.
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9 Dashboard

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

Card Meaning

Total Users Everyone tracked across all groups.

Active Schedules Schedule windows currently switched on.

Today's Attendance People with at least one punch today, and the percentage of all users.

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

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

Figure 9.1 Dashboard with today's activity
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10 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

Figure 10.1 Daily Report for today

Example: Form 1 East's evening check-out on 30 Sep shows 7 present and 1 absent.

Open Reports › Daily Report. It opens on today, all groups, all registers.1

Pick a Date, and optionally a Group and a Register.2

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

each person.

3

Click Export for an Excel file or Print for a printable copy.4
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Figure 10.2 Daily Report filtered by group and register

Summary

NOTE

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

percentage.

Open Reports › Summary. It opens on the current week.1

Set Start Date and End Date, and optionally Group and Register.2

Leave Exclude Weekends on to skip Saturdays and Sundays.3

Each day shows P (present) or A (absent); Total is days present and % the attendance rate.4

Export or Print as needed.5
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Figure 10.3 Summary for Form 1 East, Morning Check-in, 21 Sep – 1 Oct
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11 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

Figure 11.1 Messaging page

Send one quick message

Click Quick Message (top right), enter a Phone Number and Message, then Send.

Under Compose Message, choose a Group.1

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

want.

2

Type the Message and click Send.3
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Figure 11.2 Quick Message dialog

Check delivery

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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12 User accounts, roles and troubleshooting

Give a colleague a login

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

section 6.

Figure 12.1 New user account form

Role Can do

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).

Open Administration › User Accounts and click New User.1

Enter First Name, Last Name and Email.2

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

profile Settings.

3

Choose a Role and click Create.4
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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 0 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.


