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1. Before Starting Program  
1.1 Product Introduction  

1.1.1   Outline  

 

UNIS is a program that effectively operates a fingerprint recognition, card, a face recognition, and 

mobile card terminal. It integrates and manages each terminal and users  through network. Real-time 
monitoring of authentication status is allowed, and authentication record of users can be searched 
and viewed. 

This manual explains how to install UNIS that can monitor and manage a terminal by linking with the 
terminal. 

1.1.2   Produc t Configuration  

 



 

1.1.3   Minimum & Recommended Specification  

Items Minimum Recommended 

CPU Later than Intel Core i3 Later than Intel  Core i7 

OS Later than Windows XP Later than Windows 7 

RAM More than 2GB More than 4GB 

 

1.1.4   Product Support Information  

Company: UNION COMMUNITY CO.,LTD. 
Home page Address: http://www.virditech.com/  

Address: Please refer our homepage 
Contact number: +82 -2-6488-3000 

 
 

1.2 Authentication Method  

The following authentication methods ar e supported and a combination of these methods can also be 
used. 

    Fingerprint Authentication 

This is a method that confirms authentication rights using fingerprint.  

    1:1 authentication  

As a method that enters fingerprint after entering ID, a regist ered fingerprint that corresponds to ID 
and an entered fingerprint are compared on 1:1 basis. Authentication process time is short.  

    1:N authentication 

This is a method that authenticates fingerprint from the entire registered fingerprints without ente ring 
an ID. This method is simple but processing time is long compared to 1:1 authentication method 
when there are many users. 

    Fingerprint card authentication (TOC) 

After storing userôs fingerprint information in the smart card, the fingerprint entered during 
authentication and the fingerprint stored in the smart card are compared for authentication. Since a 
storage medium other than smart card is not required, system security can be increased.  

    Password Authentication 

This is a method that checks access rights using 4~8 digits password. It is used when fingerprint 
cannot be used. 

http://www.virditech.com/


    Card Authentication 

This is a method that authenticates using RF card that a user has. Card number must be registered in 
the system to use it.  

    Face Authentication 

This is a method that authenticates registering a userôs face in a system. It can be used with the 
terminal that supports the face authentication functions.  

    Mobile Key Authentication 

This is a method that authenticates in a smart phone. This functio n can be used with the terminal 
that supports the mobile key function. Regarding to the method for using the mobile key, please refer 
the user manual. 

 

1.3 Procedures for Fingerprint Recognition Sensor Use  

    Basics of Fingerprint Registration 

Fingerprint registration is the most important process in using the fingerprint recognition device. 
Fingerprint must be accurately and properly registered in order to successfully recognize fingerprint.  

    Fingers Used during Registration 

The use of index finger, midd le finger and ring finger is recommended for registration. However, the 

use of thumb and little finger should be avoided. As it is difficult to place thumb and little finger on 
the fingerprint recognition sensor window properly, it is difficult to acquire accurate fingerprint image.  

    Proper Fingerprint Input Procedures 

1 ) When the fingerprint recognition sensor blinks, place the finger on the sensor window . 

2 ) After placing the fingertip at the fixing guide of the sensor window top as shown in the figure, 
place and fix the finger tightly between the fixing guides of the sensor window top and bottom.  

 

Figure 1 [  Proper Fingerprint Input Method ]   

3 ) Press with adequate pressure as if stamping with finger. Do not apply too weak or too much force.  

4 ) The finger should not be leaned to top, bottom, left and right of the fingerprint recognition sensor 

window as shown in the figure. Do not input only the fingertip or do not input fingerprint while 
rotating finger.  



 

 

Figure 2 [  Improper Fingerprint Input Method  ]   

    Proper fingerprint registration method  

When fingerprint is entered, fingerprint registration can be adjusted after viewing the acquired 

fingerprint image condition as in the following descriptions. The following are required fingerprint 
image conditions. 

    Fingerprint core location 

The fingerprint core area represents the ridge area where bending is the largest. The area inside blue 

circle in the below fingerprint image represents the core area. In general, such core area is located in 
the center of  fingerprint. Using fingerprint core position shown during fingerprint registration, the 

finger can be placed so that the center area of fingerprint can coincide with the center of the sensor 
window. It is necessary to acquire fingerprint whose core is loc ated in the center of an image 

captured during registration process. Registered fingerprint should not be twisted and it must be 
directed vertically. 

 

Figure 3 [  Proper Fingerprint Core Position ]   

 

Figure 4 [  Improper Fingerprint Core Position ]   

 

Figure 5  [  Wrong Direction Input  ]   



    Fingerprint image quality 

Fingerprint image quality is determined by the condition of fingerprint image ridge pattern. 
Fingerprint with large -sized scar, fingerprint with poor condition due to eczema, dry fingerprint a nd 
wet fingerprint usually produce low -quality image. 

 

Figure 6 [  Wet Fingerprint ]   

The fingerprint images shown above are produced due to wet finger or due to excessive applied 
pressure during fingerprint input. The solution to the above condition would  be to reduce the applied 
pressure or wipe the wet finger with towel. Doing these things can help produce good -quality image. 

 

Figure 7 [  Dry Fingerprint ]   

The fingerprint images shown above are produced due to dry finger or due to insufficient applied 
pressure during fingerprint input. Apply stronger pressure or blow into the finger to produce good -
quality fingerprint image. (Especially during winter)  

 

Figure 8 [  Fingerprint with Scar ]   

The above fingerprint images are produced due to scar or eczema in the finger. If these fingerprints 
are registered, authentication may be denied after scar or eczema is healed. Therefore, avoid such 
types of fingers and use other finger for fingerprint registration.  

The following are three conditions that need to be sat isfied to produce good-quality fingerprint during 
registration. 

1)  Core area of fingerprint image is located in the center of picture.  

2)  Fingerprint image fills the entire picture.  

3)  Ridge (black line) and valley line (white line) of fingerprint are e xpressed clearly. 

    False Rejection and False Acception 



Many problems can occur if fingerprint image quality is poor or fingerprint area without special 
characteristics is registered due to the non-central location of the core.  

1 )  False Rejection 

This event represents a case when authentication trial for a registered fingerprint fails. If the 

condition of a registered fingerprint image is poor, even properly entered user fingerprint can be 

rejected for authentication. It should be noted that even if a fingerprint image is registered properly, 
an improperly entered fingerprint can still be rejected for authentication. Factors such as fingerprint 
input condition and fingerprint image quality affect the occurrence of this event.  

2 )  False Acception 

This event represents a case when another personôs fingerprint is authenticated. In general, this 

event can occur frequently when a fingerprint with insufficient characteristics is registered due to 
missing core. It can also occur when fingerprint types are similar.  

3 )  Authentication security level 

This is a value set as criteria to determine authentication through matching between entered 

fingerprint and registered fingerprint. If authentication security level is lowered, false rejection rate 
decreases while false access rate increases. On the contrary, if authentication security level is raised, 

false rejection rate increases while false access rate decreases. For such reasons, each location with a 
fingerprint authentication system uses a suitable security level. The default security level setting can 
be used for general purpose fingerprint authentication systems.  

 



1.4 Fingerprint Registration Procedures  

These are procedures to register a fingerprint using the fingerprint recognition sensor with the 
Remote program. 

 
1) This is the initial fingerprint registration 
window.  

To skip the initial window, uncheck the box .  

 
2) Select a finger whose fingerprint is to be 

registered.  

 
3) Place the finger on the fingerprint 
recognition sensor 

 
4) Briefly remove the finger from the fingerprint 
recognition sensor.  

 

 



 
5) Place the finger on the fingerprint 
recognition sensor again  

 
6) If fingerprin t is entered properly, ñOK!ò is 

displayed to proceed to the next step.  

 
7) Registered fingers are displayed in green.  

If fingerprint registration is completed,  
press Next  button.  

 
8) Fingerprint input was completed.  

Press Finish  button to finish fingerprint input.   

 

 

The number of fingerprints can be changed at [Server Environment Setting] . 



1.5 Start Program  

Only users registered as the administrator can use Remote Manager, as no registered administrator is 
available during the initial installat ion, logon is allowed as the master administrator.  

To start Remote Manager program, double click  icon on desktop. 

1) Log in for a Master Manager: Click ñMaster Log Check Boxò, and enter the pass word. 

(Default value is ñ1ò) 

2) Log in for User having the administration authority: After entering the manager ID, enter 
password or authenticate with your finger.  

 

Regarding to the password for the initial master manager, modify in [Main Menu] ï [System] ï 
[Change Master Password] in Menu which at the right side. 



 

 
 
 



2. Remote Manager Menu Configuration  
2.1 HOME 

It is the screen that arranges a frequently used menu screen. When clicking the button, it moves 
to the screen that the user wants.  

 

The button for TNA and Meal menu is activated when connecting with USB Lock. 

But in case of less than 10 people in the foreign web site, TNA and Meal menu can be managed 
without USB Lock. 

(USB Lock) 



2.2 MAIN MENU  

This is the Menu Tree to find all the menu and access easily. 

It uses to find  the menu directly when searching the name of m enu or when clicking each menu. 

 

 

2.3 LIVE VIEW  

2.3.1  Site Map  

Terminal state can be monitored in real -time from a registered drawing position.  

In order to do this, the position of all terminals along with the drawings must be designated.  

Only JPEG, BMP, PNG file can be registered in position shaping. 



 
 

2.3.1.1  Wizard  

á Click Wizard at the top menu. 

 



â Select the image of the entire layout.  

 

ã Press Register button to select the layout image to use in the area and place the terminal.  

To place the terminal in the layout, drag t he corresponding terminal in the left into the 
layout with your mouse.  

 



ä Drag each drawing position in the list to place in an entire layout.  

 

å Press Finish button to finish setting. 

 

 



2.3.1.2  Set Terminal Position  

 

Click on Set Terminal Position at the top menu. Then, the above screen appears, click Select Image to 
select the background drawing to select a background image. 

If needing to move the location, click the corresponding terminal with your mouse to place the proper 
location. When a user double-clicks the terminal icon, check the detailed registration information.  

 

2.3.1.3  Set Drawing Position  

 

If the position of each drawing is designated at the entire drawing, the position of a drawing can be 

viewed at a glance during monitoring.  
 

Drawing position designation can be registered only for a drawing with a designated terminal position.  



 
 

After selecting a background image by clicking on the image button, continue with the work being 

done. 
Select a drawing to be placed by performing a right mouse click on the entir e drawing. 

To change the position of an item, move it while clicking down on it.  
If an item is double -clicked, the information of the corresponding item is displayed.  

When drawing position designation is completed, press Save button in order to save it.  
 

The following are the descriptions on the signals displayed on a terminal.  

: It marks the status of disconnected network. (It marks caution on screen.)  

: It marks the cover opening of terminal. (It marks caution on screen.)  

: It marks the fire detection of terminal. (It marks caution on screen.)  

: It marks the panic detection of terminal. (It marks caution on screen.)  

: It marks the crisis detection of terminal. (It marks caution on screen.)  



: It marks the abnormal door opening. (It marks caution on sc reen.) 

: It marks the prevention of door opening. (It marks caution on screen.)  

: It marks the Lock error. (It marks caution on screen.)  

: It marks the lock of terminal. (It marks notice on screen.)  

: It marks the status of the designated external sign al. (It marks notice on screen.)  

: The status for unlock of terminal (It marks notice on screen.)  

: It marks that the door is closed which is connected to the terminal. (It marks normal on screen.)  

: It marks that the door is opened which is connected t o the terminal. (It marks normal on 
screen.)  

: It marks the status of normal condition of terminal. (It marks normal on screen.)  

 

The following are the descriptions on the signals displayed on a terminal.  

: Represents warning state 

: Represents notice state 

: Represents normal state 

 

The priority of signals displayed at a drawing is determined in the order of warning>notice>normal. If 

at least one terminal becomes the state of priority depending on the state of terminals that belonged 
to a drawing, the  drawing signal is then changed. 

 

 



2.3.2  Monitoring  

Authentication record status of a user authenticated by the fingerprint recognition terminal, access 

status of Remote manager and terminal connection status are monitored in real -time. 

 
Server connection status: It displays the network connection status of the authentication server and 
data server. Periodically, check the status of the connection and attempt to connect when 

disconnecting. 

(It displays green when connecting in normal, otherwise does red when in  abnormal) 

 

 



2.3.2.1  Authentication Log List  

Â Access Log List of a user is displayed. 

Â Time: Access date and time are displayed. 

Â Terminal ID: ID of a terminal that authenticated is displayed.  
Â User ID: ID of an authenticated user is displayed.  

Â Name: Name of an authenticated user is displayed. 
Â Emp No.: Employee Number of an authenticated user is displayed. 

Â Branch: The branch information for an authenticated user is displayed.  

Â Location: A Userôs current location can be checked. (Only applied when using Anti Pass 
back) 

Â Access Group: Access Group of an authenticated user is displayed. (Refer to this link [Access 
Control] )  

Â Class: Users and visitors 
Â Mode: It displays the authentication mode among general/F1/F2/F3/F4.  

(ex. [Terminal Information ] -Functional Separation Meal: Breakfast, Lunch, Dinner Show, etc., 
if A/T: Attend, Leave, Out, In Display, etc.)  

Â Type: From 1:N/1:1/fingerprint card/card/password, a type that authenticated is displayed.  
Â Result: Authentication result is displayed as success/failure. 

Â External Device: Check option for external device if it i s not connected leave with blank.  
Â Pass Count: if person over then, excessive number of people will be displayed (Only by using 

Tail Gate) 

 Notes 

If the Userôs Authentication Type was ñORò, the Authentication Log will be displayed 

respectively per each authentication try on server authentication.



 

List Clear  

Click the right button of the mouse in the authentication log list and select ñList Clearò in pop-up 

menu. The authentication log list, which is printed in real -time, is cleared. 
 

 
 

Set Columns  

Click the right button of the mouse in the authentication log list and Select ñSet Columnsò in the pop-

up menu. 
Select only the field to be shown in the field list.  

 

 



2.3.2.2  Remote Manager  

It displays the access status of a client (Remote Manager), who is connected with the server. 

 

Client ID: ID of a client connected to the server is displayed.  

Admin ID: ID of an administrator who is using a client is displayed.  

IP address: IP of a client computer is displayed. 

Version: The version is displayed to a client connected to the server.  

 

2.3.2.3  Terminal Status  

Terminal connection status is displayed. 

 Connection: If a terminal is connected,  green lamp is displayed. 

 Disconnection: If a terminal is disconnected,  red lamp is displayed. 

 Client connection status and whether to use the terminal state can be set to [Tool] -
[Environment Settings] -[Local Envirnment Setting] . 

 

 Door Control 

- Select the connected terminal, click the button of the mouse and then click the pop -up menu. 

After that, control  the door.  



 
1) Open Door: Release door unlock for a second. 
2) Door Unlock: Activate the door lock to the unlocked state.  

3) Door Lock: Activate the door lock to the locked state.  
4) Setup Options: When the terminal is connected, it checks the Setup Options and applies.  

(Reference: Setup Option)  
 

 

2.3.2.4  Event List  

It displays the various event lists of the terminal.  

 

 Time: It displays the time information for the event occurred.  

 Terminal ID: Terminal ID is displayed.  

 Name: Terminal name is displayed. 

 Partition: It mea ns the independent security zone that consists of many zones. (Only for MCP040) 
Partition number #01~04  

 Account:  The account number that set in óPartition Settingô (Only for MCP040). 

Class: The class of the events is displayed. (open/close, Access Control, System Trouble, Alarm) 



 Event: The type of the event is displayed. 

 Qualifier: Alarm or Restoration 

 ID: User number, Area code, 000-999 (System event is always 000.) 
 If the user number exceeds 999, the maximum value is less than 999. (Only for MC P040) 

 Remark: The brief information for the authenticated user is displayed.  



2.4 USERS 

2.4.1  User Management  

It is a list of registered users.  

 From right side menu [USERS]-[User Management], add/modify/delete the users and transfer the 

users to terminal well.  

 

 

 

ID: User ID is displayed. 

 Name: User name is displayed. 

 Unique ID: Userôs Unique ID is displayed. 



 Branch: Userôs affiliated business location is displayed. 

 Department: Userôs affiliated department is displayed. 

 Title: Userôs title in a company is displayed. 

 Authority: Userôs administration authority is displayed. 

 Access Group: Userôs access control group is displayed. 

 Schedule: Userôs time & attendance code is displayed. 

 Pay Rate: Userôs hourly wage code is displayed. 

 Meal Code: Userôs meal service code is displayed. 

 Fingerprint Count: The number of userôs fingerprints is displayed. 

 Card Count: The number of the userôs cards is displayed. 

 Face Count: The number of the userôs faces is displayed. 

 ᴖIf any authentication method is  not registered, the user is displayed as the color which is 

designated in [Authentication Type Un-registered user Record colour] from [SETTINGS]-[SETUP]-
[Environment Settings]-[General].  

 Top Menu (Right side) 

 

Find: Select the item and option to find  and search them 

 

 Refresh: Update the list information  



 Set Columns: Set the item to print from the list  (Double-click to the Size or Visible to modify its 
value) 

 

 Save: Save the currently displayed list of users as CSV file 

 

 

 

 

 

 

 

 

 

2.4.1.1  Add User  



 

    Basic information 

Â ID: Assign ID to a user. (MAX 8)   

Â Name: Enter userôs name 
Â Employee ID: Enter userôs Employee ID (More than 9 digits are available [User Key] 

Â Branch: Assign the business location code registered at Branch Registration 
Â Department: Assign the department code registered at Department Registration  

Â Title: Assign position code registered at Title Registration 

Â Authority: Assign the administration authority code registered at Admin Authority 
Management 

Â Access Group: Assign access group code registered at Access Group Setting 
Â Schedule: Assign time/attendance code  

Â Meal Code: Assign meal service code 
Â Pay Rate: Assign pay Rate 

 Extended Information 

Â Telephone: Enter telephone number 

Â Email Address: Enter email address 



Â Address:  Enter the address of userôs residence 

Â Other: Enter other items  

Â Reg. Date: User registration date and time are automatically entered  
Â Location: Display the area where the user is currently located when using Anti Pass Back 

function ( [Anti-Passback Setup] , [ex1)Anti-Passback]  )  

Â User Message: Enter the user message to display in the terminal when authenticating 

(  Display ID when itôs authorized with user information from the computer, only with AC2100 )  

Â Message: When authenticating a user, enter the notice to display in the terminal . (After 
entering the notice, if the employee authenticates the check setting, the notice is sent to 

terminal. Only 5000 and 6000 terminals are supported)  
Â Picture Information : Click Add button to register the photo a user wants .  

(Recommended Size: 320 x* 240). The registered picture size is limited to less than 7Kbytes. 

If a user is connecting a USB camera button to enter the real -time video, pictures can be 
obtained)  

 

 Restriction 

Â Access Date Range 

  - No Restriction Period: Allow a userôs access at all times 
  - Access Allowed Period: Set a userôs access period 

  - Restriction Period: Set a userôs access restriction period   

  (  If it is the terminal period of limita tions, a user cannot access with "invalid entry the 
termò) 

Â Ignore Antopassback Rules: Check a userôs anti-pass back option 
Â Set Admin Restriction: In case of log in as a master administrator, it provides access data 

range to the user having the management a uthority . 



 

As it is shown above, a master administrator selects the access list to give the authority. If the 

administrator who gets the authority from the master logs in again, he only can select the access 
group that the master gives authority to . 

 Remote Access Password Info 

Â Remote Access Not available: Even if a user is registered as the administrator, the user canôt 
log in UNIS 

Â Initialization: Initialize the password as the designated value in the environment setting . 

*  The maximum digits of the  password are 30. 

 Etc. 

Â ACU Partition: If a user is the partition which is connected with MCP040, only checked 

partition is allowed to access. 
Â VOIP: It sets Voip account information . 

    Authentication Type 



- Combine the authentication methods such as fingerprint, fingerprint card, password, card, face, 

mobile card, and etc. 

- In case of the fingerprint card, others cannot be used.  
- If a user uses the password, the OR combination with others is available for only 2 methods . 
- Except for that, the maximum 3 authe ntication methods are available.  

 

Â Registration level:  Set the available standard value when registering the fingerprint . 

Â Authentication level:  Set the available standard value when authenticating the fingerprint .   
Â Fingerprint registration:  Through the  wizard, a user can register the fingerprint or delete it . 

 

 

Â Delete:  Delete all the registered fingerprints . 

Â Duress fingerprint:  If a user is threatened by somebody in outbreak situation, in case of 
registering your fingerprints, the user can get the al erts and mail from real -time log using 



your duress fingerprint.  

 

 

Â 1:N: This is a method that authenticates fingerprint. A user can set 1:1 or 1:N. (1:N is the 

method that can be authenticated without entering ID when authenticating the 
fingerprint.)  

 

Â Alarm setting for Duress finger: Select the Duress alarm in [Environment] ï [Local 
Environment] ï [Alarm Popup] as it is shown below. 



 

Â Mail Setting for Duress fingerprint: Select the duress fingerprint in [SETUP]-[Environment 
Settings]-[Mail Environment] 

Â Enroll from Terminal: This button is used to enroll the fingerprint from the terminal instead 
of USB Fingerprint Scanner. 

 

 



Â Enroll: When clicking Enroll button, the selected terminal request to place the fingerprint like 

below picture. At this time, the termi nal will be asked automatically for inserting your finger 

on the sensor with the message ñPlace finger on sensorò as below picture. In this case, 
insert your finger twice as requesting of the terminal.  

 

Â Delete: When clicking Delete button, the selected fi ngerprint can be removed. 

Â Prev: When clicking Prev button, go back to the previous step . 
Â Next: If you need to enroll another fingerprint, click Next button and then it will be possible 

to enroll the fingerprint additionally.  

Â Finish: When clicking Finish button, the fingerprint registration will be finished . 
Â Cancel: When clicking Cancel button, the fingerprint registration will be cancelled . 

 

Â Terminal Password Information (Password registration): Register the password as your 
authentication Method. 

Â Card information (Card registration): Click the Reading Card button and then let the card 
read in the FOH02RF hamster. After the card number appears, press Add button and register 

the card. 

Â Read from Terminal: This button is used to enroll the RF card from the term inal instead of 
FOH02RF hamster. When clicking the Reading Card button, the selected terminal can scan 

the card. At this time, the terminal will be asked automatically for placing your card on the 
terminal with the message ñPlace your cardò as below picture. In this case, place your card 
swiftly as requesting of the terminal.  



 

 

 

Â Face information 

- 1:N Face: When authenticating with your face, it is available to do Face Authentication directly 
without entering ID or pressing the function key. (Now, only term inal authentication is 

available) 
- Register: Register a userôs face with the terminal AC7000.(Data is saved in the server) 



Õ 1) Press Register button to start to register a userôs face. 

 2) Select the terminal to register in the list and press Start button to  

keep processing. 
  

              
 3) Select the registration method in the terminal AC7000. 

Õ General registration:  15° (Up), 8° (Up), 0° (Front), -5° (Below), -

15(Below), a total of five registration of face angles.  

Õ Simple registration:  15° (Up), 0° (Fr ont), -15(Below), a total of three 
registration of face angles. 

 
4) Press Start button, show your face in the screen and register in each 



steps according to the guide. 

 

 
5) After completing the face registration, press Finish button and finish 

registration. 
Õ Add Face Registration: Press Add button to register additionally. (It 

only activates when the face data is registered in advance.)  
Õ Delete Face Registration: Press Delete button to delete the registered 

data of face information .  

 

Â MobileCard Information 

- To use the mobile card, a user should register the administrator first .  
(Refer MobileCard Admin Setting ) 

 
 
 

- Period Setting: Set the period of mobile card access. (Up to 1 year from the current time)  

- Country Code: Country code for the international phone call  



- Mobile number: A Userôs mobile number 

- Immediately issued when the register: After checking the corresponding menu, if the mobile 

card is not issued, it transfers the mobile card sending message in SMS when adding or 
deleting the user.  

- Discard: Discard the issued mobile card.  
 

**  If a user wants to check whether mobile card is issued or not, double click the 
corresponding user in the list and the user can find it.  

In case of the user whose mobile card has already been issued, the window in Mobile 

Card Information is deactivated . 
 

 
 

2.4.1.2  Delete User  

 

    After checking the userôs information to delete, delete the user from the list.  

 

2.4.1.3  Terminal User  

User information stored in a terminal can be inquired or loaded to the serv er.  



User information stored in a terminal does not include the userôs name.  

Information of a user who is already registered in the server cannot be loaded .  
(But a user can bring the corresponding user in [ SETUP]-[Environment Settings]-[Server 
Environment] -Check [Allow terminal to overwrite users])  

 

Â Recall: Recall the user information stored in a terminal.  

Â Delete: Delete a checked user from a terminal.  
Â Delete All Delete all the users from the terminal .  

Â Retrieve: Bring the imported user information bac k to the server .  
Â Close: Close the current window.  

 

 

2.4.1.4  Send User to Terminal  

When sending user information, only the users authorized for authentication are sent to the 
applicable terminal. Any unauthorized user is deleted from the selected terminal. For th e user skipped 

due to absence of authorization for authentication, the number of users skipped is indicated in the 
status column of terminal list .  



 

After selecting a terminal to receive information, Press Send button.  

 After entering the terminalôs ID or name to transfer, press F3 or Search button to search the 
corresponding terminal.  

 When transferring the userôs name from the terminal, a maximum 16 bytes only can be 
transferred . 

 Check the terminal to transfer aft er checking all the employees - For the employees who have no 
Right to Access (Refer [ Access Control ] ) , its transmission is automatically skipped   

 Visitor is not transmitted to the terminal . (Refer [Add Visitor]  )  

 



 

2.4.1.5  MobileCard Management  
 

Mobile Card Batch Apply  

 

It searches the users whose mobile card expiration date is less than a month or mobile card is not 
issued yet and issues the mobile card for them. 

Â Search: Select a target to search. 
Â Apply: Click Apply button, and issue the mobile card at once for the inquired user . 

 

 

 

 

 

 

 



Mobile Card Issue History  

 

It searches the issue history of the mobile card . 

 

2.4.1.6  Issue Smart Card  

When clicking the button "Issue Smart Card" from the right side Menu [USERS]-[Issue Smart Card], it 

will be appeared. This function sets card format in advance when using fingerprint card. Set a site 
key value of the specified sector and block, in order to access via card according to the format which 
will be decided at a later stage.   

 Registered card layout information correction and confirmation  :[SETTINGS]-[Smart Card 
Layout Setting]  



 

 

2.4.1.7  Black List User  

Blacklist Management to blacklist the registered users and visitors is classified as a feature at stores 

when needing to restrict a certain users access. If a user checks the existing information on the 
registered users and visitors in the bottom of the toggle button, it appears in the blacklist. When this 

user / visitor management views are cleared from the blacklist, it will be moved . From then on, it 

attempts to authenticate and the authentication will fail. After checking Alarm and Mail [Blacklist 
attempts authentication], the alarm and mailing services are also available.  

 This function is used to send the Blacklist to terminal and also can delete the Blacklist User from 

the Right Side Bar Menu [USERS]-[Black List User] . 



 

How to set up 

ü Check [Use blacklist user management] from [SETTINGS] ï [Environment Settings] -[Server 

Environment] .  
ü Double click the user information to designate the blacklist from the user list to press 

Change blacklist button and then it is changed like below.  
ü Click the classified user in [Blacklist Management] to check the information like below .  

 

Â Delete Blacklist: Press Remove from Blacklist button to delete the blacklist. 

(It is available to modify the information of access group. ) 



 

 

 Confirm Authentication Log 

 Blacklist following an authentication result before r egistering as "success" normal access is 
possible, but once registered as authentication failures "blacklist attempts authentication " to display 
the results.  

 

 Additional notification function: mail service, an alarm message display 

 Check the use of mail service and [Blacklisted User Attempted Authentication] from [SETTINGS] ï 
[Environment Settings] ï [Server Environment] -[Mail Environment]  to forward the related contents 
into the mail as below.  

 



 
 

 

 Check [Blacklisted User Attempted Authentication] in [SETTINGS] ï [Environment Settings] ï 
[Alarm popup] ï [Select popup alarm] to display the alarm window in the monitoring screen as below .  

 
 
 

 
 

2.4.1.7.1  Send Blacklist to Terminal  



 

 
 

Transfer the selected blacklist user to the termi nal. 
 

 
 

 

 
 

 
 

 

 
 

 
 

2.4.1.7.2  Delete Blacklisted User  



 
 
Delete the selected user in the blacklist. All the information of the deleted user are removed . 

 

 

2.4.2  Visitor Management  

It is a list of registered visitors.  

 From right side menu [USERS]-[Visitor Management], add/modify/delete the visitors  



 

 

 ID: Visitorôs ID is displayed.  

 Name: Visitorôs name is displayed.  

 Social Number: Visitorôs social number is displayed.  

 Visitor's Company: Visitorôs company: number is displayed.  

 Other Info: Visitor Other Info is displayed .  

 Access Group: Visitorôs access group is displayed.  

 Host Branch: Visitorôs visiting branch is displayed.  

 Host Department: Visitorôs visiting department is displayed.  

 Host: Visitorôs visiting target is displayed.  

 Purpose for Visit: Visitorôs visiting purpose is displayed.  

 Fingerprint Count: It indicates the number of the visitorôs registered fingerprints. 



 Card Count: It indicates the number of the visitorôs registered cards. 

 Top Menu (Right side) 

 

Find: Select the item and option to find and search them . 

 Refresh: Update the list information . 

 Set Columns: Set the item to print from the list . 

 Save: Save the visitorôs list as CSV file. 

 

2.4.2.1  Add Visitor  

 

    Basic information 



 ID: Assign visitorôs ID.  

 Name: Enter visitorôs name.  

 Social Number: Enter visitorôs social number.  
    (But Serial number should be the only value in users and visitors.) 

 Visitorôs Company: Enter visitorôs company.  

 Visitor Information: Enter visitorôs information.  

 Telephone: Enter visitorôs telephone number.  

 Email Address: Enter visitorôs email address.  

 Address: Enter visitorôs mailing address.  

    Other: Enter other required items .  

    Reg. Date: Visitorôs registration date and hour are entered automatically .  

    Location: a visitor tells the current position information . (  Refer [Anti-Passback Setup] , 
[ex1)Anti-PassBack]  )  

 

    Authentication Type 

- Combine the authentication methods such as fingerprint, fingerprint card, password, card, and 
etc. 

- In case of the fingerprint card, others cannot be used . 

- If using the password, the OR combination with others is available for only 2 methods . 
- Except for that, the maximum 3  authentication methods are available.  

 

    Visiting information  

    Host Branch: Assign a business location registered at [Branch Registration].  

    Host Department: Assign a department registered at [Department Registration] .  

    Host: Enter visitorôs visiting person.  

    Purpose for Visit: Enter visitorôs visit purpose.  

    Access Group: Assign an access group registered at [Access Group Registration].  

    Visit Period: Assign visitorôs visit period. Visit is allowed only during the assigned period.  

    Fingerprint Information: Press the button to register the fingerprint .  



Refer to [Fingerprint Registration Procedures]  for more information on fingerprint registration 
procedures.  

    1:N: If it is selected, a uthentication is made only with fingerprint without fingerprint recognition 
terminal keypad input .  

    Password Information: Register a password to be used for authentication .  

 

    Card Information: Press Reading button to read a card in the smart fingerprint reader. After the 

card number appears, press Add button to register a card.  

 

    Picture Information: Press Add button to register the desired picture.  

(Recommended Size: 320 x* 240) The picture size to be able to is limited to less than a 7Kbytes. If a 
user is connecting a USB camera button, press the real-time video button to gain the picture .  

 

 
 Visit Period: Set the visiting period from Start date to End date . 

 Lookup Visitor: Get the registered visitorôs information from the list . 

 Visitor information cannot be transmitted to th e terminal, and only Authentication server is 
available.  

 

 Select: Display the selected visitor in the visitorôs information. (The applied item reflects only the 
corresponding column. 

  

 Delete: Delete the selected visitor.  
 

 



 

2.4.2.2  Delete Visitor  

 

 

    After checking a visitor to delete from the visitor list window, select Delete.   

 

2.4.2.3  Lookup Visitor  

It uses to  check the visitorôs Authentication Type. 



 

    Refresh: This button uses to check Visitorôs Authentication Type Saved on the Server.  

    ID: Visitorôs ID is displayed.  

    Name: Visitorôs name is displayed.  

    Social Number: Visitorôs social number is displayed.  

    Authentication Type: Visitorôs Authentication Type is displayed.  

    Auth PWD: Display the Visitorôs Authentication Password is stored or not.   

    Card: It indicates the number of the visitorôs registered cards.  

    Fingerprint: It indicates the number of the visitorôs registered fingerprints.  



2.5 REPORTS 

2.5.1  Log Management (Report Writer)  

Access Log  

Search the userôs access log. 

 

Â Period: Set the period to search. For entire period search, uncheck the check box on the 

period dates. 

Â Condition: Set the search condition. Set a desired condition from all search Terminal / User 
/ Visitor / Access Group search.  

           (Searching in Group is the log the currently stored employeeôs information) 
Â Details Condition: Set the detailed search condition of the set condition. Detailed 

assignment is used for searching by ID. 
Â Result: Set the search condition for each authentication result. Search All/ Success/ Failure 

of authentication results are set . 

Â Mode: Set a desired Mode from Search All, Attend, Leave, Out, In, Breakfast, Lunch, Dinner, 
Supper and Snack.. 

Â Search: Search authentication records to satisfy search conditions. 
Â Delete: Delete authentication records to satisfy search conditions. 

 

 The deleted authentication log is re-uploaded from terminal. (In case of storing the 
authentication log in the terminal.)  

Â Save to File: Save searched records as CSV file. 
Â Print: Click Print button to activate the print menu button . 

 
- Print preview: Preview the paper to print . 
- Print Setup: Set the paper to print . 



- Print: Print from the printer . 

 

Â Retrieve from Terminal: It brings authentication logs stored in a terminal to the server. 
When a terminal operates in S/N mode or N/S mode, it stores authenti cation logs in the 

terminalôs internal memory if connection to the server is disconnected. 

 

 ̧ When double-clicking the authentication records, if the corresponding terminal has 

DVR setting, the viewer of the recording video displays. 

 

 



 

Â After checking a desired terminal, press Receive button to get the authentication logs . 
Â Get all logs again: It gets all authentication logs stored in a terminal again . 

 

 

 

 

 

 

 

 

User Right s Audit Report  



The administrator who is logged on Remote Manager can search work details such as 

registration / modification/ deletion . 

 

 

Terminal Settings Report  

A terminal administrator searches details of operations executed at a terminal . 

 

Retrieve from Terminal: It retrieve the audit log which is saved in the terminal into the server . 

A user can check the logs that the administrator has done in the terminal . 

Date: The time when the operation occurs.  



Terminal ID: Display the terminal number  

Admin ID: Display the terminal administratorôs ID 

User Name: Display the administratorôs name 

Detail: Display the detail of operation  

(Add User, Delete User, Add Fingerprint, Delete Fingerprint, Control Default, Control Access, 
Initialization overally, Initialization setting, Initialization authentication log, and etc. ) 

 

 

Admin Logon Audit  

It searches l ogon logs to Remote Manager by an administrator . 

 

 

Search Event Log  

It searches Event Log . 



 

 

Condition and Detaliled Condition: 

1) Terminal State 

A. Terminal Disconnected 
B. Terminal Connected 

C. Terminal Locked 

D. Terminal Unlocked 
E. Terminal Tamper 

F.   Terminal Attached 
G. Terminal Lockdowned 

2) Door State 

A. Door Open 
B. Door Close 

C. Door Unlock 
D. Door Locked 

E. Door Forced 

F.   Door Not Closed 
G. Door Restored 

H. Lock Error 
I.    Not Monitoring 

3) User Operation 
A. Remote Door Open 

B. Remote Door Unlock 

C. Remote Door Lock 
D. Attempt to access by Blacklist User 

4) Emergency State 
A. Fire Sensor Start 

B. Fire Sensor End 

C. Panic Sensor Start 
D. Panic Sensor End 

E. Emergency Sensor Start 
F.   Emergency Sensor End 



5) External Sensor  

A. External Sensor 1 Start  

B. External Sensor 1 End  
C. External Sensor 2 Start  

D. External Sensor 2 End  
E. External Sensor 3 Start  

F.   External Sensor 3 End 
G. External Sensor 4 Start  
H. External Sensor 4 End  

 

Search Temporary Record  

Search or delete the record in UNIS_Temp. 

When authentication log is delivered to the server, the server functions stores the log in UNIS main 

DB. If any problem occurs in this case, the record is temporarily stored in local DB (UNIS_Temp.mdb) 
so as to allow regular checking. The record is deleted after being stored in the main DB. Therefore, it 

is normal to be empty at all times.  

 

 

 

Search Terminal C ommand  

In the event of giving special command to the terminal such as user sync, etc. related with the 
interface with the other system, the applicable command language is stored in [tCommandDown] 



table, treated in order, and then deleted. Therefore, it is normal to be empty.  

 

 

2.5.2  User Tracking Report  

It shows the entrance count per area and userôs current location for Anti-PassBack. 

 

2.5.3  User Rights Audit Report  

See [REPORTS]-[User Rights Audit Report]  



2.5.4  TNA Reports  

See [REPORTS]-[TNA Reports]  

2.5.5  Meal Management Re ports  

See [REPORTS]-[Meal Management Reports]  

2.5.6  Terminal Settings Report  

See [REPORTS]-[Terminal Settings Report]  

 

2.6 TNA 

It gives the various Time and Attendance settings with the configured TNA conditions and the 

authenticated log data for Output Period Result, Set Special Shift, Output Person Result, Attendance 
Reports, Break Reports, Process Totals, Modify Total Hours and etc.  

 Set Special Shift: A user can easily change the settings through the applicable menu if the user 

needs to assign special work separately from the work schedule registered in Work Mode Registration 
menu.  

 Process Transaction: Time & attendance is calculated and applied based on the value registered in 

Time & Attendance Setup.  

 Modify Hours: In the event there is any change in the result after processing the employeeôs time 

& attendance, a user can manually input-modify the value by double-clicking the applicable time in 
the menu.  

 Output Period Result: Search the result of time & attendance processing for period. A user can 

save in file and print the inquired data .  

 Output Person Result: Search the result of time & attendance processing for personal. A user can 

save in file and print the inquired data .  

 Attendance Reports: Inquire the working status by query options. A user ca n inquire the list of 

tardiness, early leave, absence respectively, and print or save them in a file.  

 Break Reports: A user can inquire the hours excluded from basic work hours due to going out or 

early leave out of the time & attendance processed.  

 Process Totals: A user can count the result of daily time & attendance processed within a certain 

period.  

 Modify Total Hours: In the event there is any change in the employee after the completion of time 

& attendance count, a user can manually input -modify the value by double -clicking the applicable 
time. 



 Output Period Summary: Search the result of total hours for period. A user can save in file and 

print the inquired data .  

 Output Person Summary: Search the result of total hours for personal. A user can save in file and 

print the inquired data .  

 Transmit Work Result to another DB: All the time and attendance results can be transferred to a 

separate external DB. (In this case, all tables in the external DB should be created with same 
properties with UNIS DB.) 

 

 For more information on setting method, refer to  [TNA Settings] .  

 Tip1 : It is used to  edit the search column items when clicking the ñSettingsò button on the Ouput 
Period Result section. (  Refer [ Output Reiod Result ])   

 Tip2 : The selected items will be sorted when clicking the ñSearchò button and also it is possible to 
drag your mouse to adjust the width of per each colume.  

 Tip3 : The size of each item can be edited manually by double-clicking on the mofidifaction mode .  



2.6.1  TNA Settings  

2.6.1.1  Wizard  

á Set the standard business hours  

 

- Enter the arrival time and departure time . 

 Set hours that do not fall in standard business hours  

 

Set the time if the over time exists. Check the check box to work and set the start time and end time. 
If the tim e passes 24 hours, select ñeve, Today, nextò before the time.  



 

 Enter information  

 

Enter the work name. If a user wants to add the work time, click Add new button . Only work time 

that is registered in Wizard is printed . To set the work schedule, it cannot  be returned into the enter 
information when clicking Next button .         

 Set Schedule  

 

Set the circulating working schedule and working day of the week . 

 



 Finish  

 

Enter the work name and finish setting . 
(A user can register the employeeôs TNA setting and rate of pay later .)  

 

Apply Schedule  

Refer Apply Schedule  

Rate of Pay  

Refer Rate of Pay  



2.6.1.2  Shift Config  

Set the time & attendance management standard. Register basic Work Hours and the basic 
information on time & attendance processing standard.  

Set each employeeôs Work Hours on a daily basis and set the other types (tardiness, early leave, 
exceptional hour, etc.). A user need to register in a separate code when there are different Work 

hours and types on daily basis. Holiday and vacation, etc. must be registered. Time can be set in 
DHH: MM (D: Day, HH: Hour, MM: Minute). In case of the current day, time will be entered in ó ó, 

while for the previous (following) day, ó-ó (ó+ô) will be prefixed to the time. (Enter all times on the 
basis of 24) 

 

Enter Information  

Code: As a unique code number, it must be entered as a 2-digit number or alphabetic letters but 

not to be overlapped. (Special symbols are prohibited.) 
Name: Enter the unique name of work time . 

Basic Clocking config 

Clocking Mode 
   - Use all function keys: Recognize all the records searched as time & attendance record from [Log]-

[Log Management]-[Access Log]  

   - Use attend and leave keys: Recognize first and last log of the arrival and depart logs searched 
from [Log] -[Log Management]-[Access Log] 

    Basically, the success logs for authentication are used only for calculating TNA. 



    (The failure logs for authentication are not used for TNA ) 

Time Frame: The record of sign in/out within the relevant zone is  processed as TNA. 

- any range other than 24 hours can be assigned. (When one works longer than a day and time for 
leaving work is beyond 24 hours, treat it by simply adjusting the zone)  

If the time is over the 24 hours range, a user should delete the ó ó blank before the time when 
entering the symbol.  

    For example) [ 00:00] ~ [ 00:00]  =>  [ 05:00] ~ [+04:00]  
Ignore if Absent (Only for Holiday): It does not treat as absence although one is absent on a 

certain day. (That is, it is applied to holiday, vacation, etc.)   

Late IN Time/Early OUT Time: Tardiness and early leave are calculated based on the input time  
Multiple Daily Shifts: Apply in case the number of sign in/out during the day exceeds 1. For 

example, it can be set up when summing the Work hours by calculating from each sign in/out within 
the range of morning shift/afternoon shift work divided into mo rning shift - break - afternoon shift.  

Divided into a maximum of 4 zones (8 sub divisions) (  For more information on setting 

method, refer to  [ TNA Settings ]  )  
 Advanced Settings: A user can additionally set automatic creation of sign in/out, exclusion of 

going out/early leave, fixed time excluded (lunch time, etc.), and multiple sign in/out zones.  
 

 
 

 Time Frame: Process the record of sign in/out within the applicable zone as time & 

attendance.  
    - Assignment of the range other than 24 hours is available (In the event work hours do 

not exist within 24 hours due to work that exceeds 1 day, it can be processed with real time 
by adjusting the processing zone) 

 Auto Clock: Sign in/out can be automatically recognized when there is no sign in/out time.   
    - (For example, if a user arrives after 10:00, the lateness time is not calculated. The 
arrival time should be admitted as 10:00)   



 Auto Clock IN: Applicable input time can be automatically recognized as sign-in 

time when there is no sign-in record 

    - For example, if the setting time is 10:00, the arriving reports after 10:00 are 
neglected and it is considered to arrive at 10:00   

 Auto Clock OUT: Applicable input time can be automatically recognized as sign-

out time when ther e is no sign-out record 

    - For example, if the setting time is 15:00, the leaving reports before 15:00 are 
neglected and it is considered to leave at 15:00 

 Out of Office Settings: Set in case the network hours except vacant time out of work 
hours should be calculated  

 Deduct Break Time: Check if a user wants to exclude the leave-time  

Â Clocking Mode: Use all function key ï Calculate in all logs regardless of the 

authentication mode 

Â Use attend and leave keys ï Calculate the authenticated logs according to leave and 
return mode  

 Break by LEAVE record: Check if a user wants to exclude the leave- time in the 
middle of the working time because of outside work.   

 Clocking Mode: Use all function key - Calculate in all logs regardless of the 
authentication mode. 

Use attend and leave keys ï Calculate the authenticated logs according to IN/OUT 
mode  

 Break Times: Set in case there is fixed exceptional times such as lunch time, tea break, 
etc.  

 Exceptional 1~5: Configurable up to five zones.  

 Set Multi Daily Shift Times: Apply in case there occurs sign in/out at least two times a day, 

that is, work schedule is divided into morning shift work -break-afternoon shift work. Each 
sign in/out time is summed up within the range of morning/afternoon shift works.  

Maximum of 4 zones (8 sub divisions) available.  (  For more information on setting 
method:  ex 5)  TNA Settings )   

 Zones 1~4: Set and assign the time in the zone wider than the range of Work Hours 

Registration so that the authenticated record of sign in/out within the zone can be 
recognized as time & attendance.  

Before setting, See [ex5) TNA Settings].   

Â Set: Save the settings.  

Â Cancel: Close the data without saving them..  
Â Set Shift Times: According to the option, it is divided as 5 types   

 Pay Rate: Select Normal Time, Time Before Shift, Overtime 1 Hours, Overtime 2 
Hours, Off Day Hours, or Overtime 3 Hours. 



Method 

    - No Shift: No calculate working hours 

    - Fixed Shift: Admit Start and End section to the corresponding working hours.   
    - Actual Time: On the basis of the userôs authentication log, all the range of IN/OUT 

is handled 
    - Overtime: On the basis of the attendance logs, [End] is admitted as the working 
hours after [Start] passes.   

 Start, End: It should be entered precisely because the standard is the time to specify 
Pay Rate and and enter the time range..  

Â Advanced Settings: A user can detaily set the time unit, minimum time, 

maximum time and etc. about from Rate 1 to Rate 5 as the user enter above.  
(  For more information on se tting method  ex5 : [ TNA Settings ]  )   

Â Add: Newly register the input data.   
Â Modify: Modify and save the modified data.  

Â Delete: Delete the registered data.  
Â Close: Close the relevant window 

2.6.1.3  Set Schedule  

 When Work Hours setup is completed, register the work mode in accordance with the work 

schedule. Register the work schedule in a unique mode relating to the rotation working day using the 
registered Work Hours Registration Code. Rotation schedule can be registered up to 30 days.  

 



Enter information   

   Code: Enter unique code number (4-digit integer and alphabetic letters) / Name: Enter the title 
of distinguishable work mode. 

Define Holidays  

   Holiday: [ Data Management ] - Assign the holiday code registered in [ Holiday Information ]  
       (  For more information on setting method  : [Holiday Management]  )  

 Holiday Shift: Assign holiday code registered in [ Shift Config ]  
    - With this setup, time and attendance is processed in the way of calculating the hours assig ned 
in Work Hours registration on the assigned holiday (date).  

   Set Schedule 

    Start Date: Select the date to start the schedule registration (It becomes the starting day of 
rotation schedule)  

    Repeat After: Select the number of days for rotatio n (Normally in the unit of 7 days)  

    - Set the number of days repeated in accordance with the Work Hours registered in [ Shift    

Config ]  

    - With the number of set days selected, the number of set days is displayed on the list starting 
from the refe rence date at the bottom frame on the screen.  

    - With the assigned work mode double-clicked, the work code registered in [ Shift Config ] is 

displayed. 
    - With the entry column double -clicked, an input window pops up. Enter the code directly and 

then the user can enter data quickly by moving an input window using lower/upper keys. When the 
selected work day code is different from the input code, priority is given to the code that was entered 

directly. 
    - Assign all the days so that there is no unassigned date by work days. 

Pay Rate Rules  

   :  

Set in more detail the added/deducted hours and counting processing, etc. at the time of processing 

time & attendance for Normal Time Detail, Time Before Shift Detail, Overtime1 Hours Detail, 

Overtime2 Hours Detail, Off Day Hours Detail, Overtime3 Hours Detail respectively.  
 
(  For more information on setting method:  Pay Rate Rules )  

   Add : Newly register the input data .  



   Modify : Modify and save the modified data.  

   Delete : Delete the registered data.  

   Close : Close the relevant window.  



2.6.1.4  Apply Schedule  

In Employeeôs Time & Attendance Assignment, a user can assign the time & attendance code of the 
registered employees on a lump sum basis. Check the applicable user in the check box in the screen 

below, select the applicable code in the time & attendance Assignment list (Code registered in [Set 

Schedule] ) , and then apply by clicking Set  button.  
For your reference, the user can also directly assign the time & attendance code of the applicable 
employee in the employee registration information .  

 

 Apply Schedule: Select applicable work mode (  For more information on setting method  : [ Set 

Schedule] )  

Â Set : Click the button, then the applicable d ata is applied to the user checked above. 
Â Close : Close the relevant window. 



2.6.1.5  Rate of Pay  

Set pay unit and pay rate . 

 
 

 Enter Information  

Code: Input a unique code number (4 -digit integer)/ Name: Input the title of distinguishable 

amount payable. 

Name: Enter the name of the rate of pay. (4 -digit.)  

 Pay unit 

Time unit: Paid the payment in time unit.  

30 Min: Paid the payment in 30 min unit.  

15 Min: Paid the payment in 15 min unit.  

10 Min: Paid the payment in 10 min unit  

1 Min: Paid the payment in 10 min unit  

 
 

 Pay Rate 



Normal Time: Pay rate set in Normal Time 

Time before: Pay rate set in Time before.  

Overtime 1 Hours: Pay rate set in Overtime 1 Hours. 

Overtime 2 Hours: Pay rate set in Overtime 2 Hours.  

Off Day Hours: Pay rate set in Off Day Hours. 

Overtime 3 Hours: Pay rate set Overtime 3 Hours. 

 

2.6.2  Set Special Shift  

In the event special shift, work must be assigned separately from the work schedule registered in 
Work Mode Registration menu, work schedule previously registered is displayed as shown in the 

following figure by entering the applicable date and clicking Query. Upon double -clicking the 
applicable work code on the date of special work, it moves to Modify mode. Apply it by clicking save  

button after entering the work code to be modified. The modified data is processed in shade so as to 

be easily distinguished. Use this menu should you wish to apply other codes in part besides basic 
work mode. When there is any change, it is possible to apply it to time & attendance again after  
performing modification work in advance .  

 

Search Option  

    Branch: Query by work center available 

    Department: Query by department available  

    Start Date: 30-day work schedule is inquired based on the starting date.    

   Search : Inquire th e result in accordance with query option.   

 With the work code double -clicked on the special work day, a user can proceed to Modify mode 
- Click Save , then the modified data is distinguished in shade.   



   Save : Modify and save the modified data.  

   Print : Print the corresponding inquired list.   

   Save to File : Save the corresponding inquired list as CSV file.  

   Close : Close the relevant window.   

 Tip1: With your mouse right -clicked  on Modify screen, [Select Shift] window pops up as follow.  

 

 



2.6.3  TNA Management  

2.6.3.1  Process Transactions  

A user can apply the time & attendance calculated based on the registered settings. When 

time & attendance setup is completed, be sure to execute time & attendance processing for 
obtaining the result such as sign in/out, etc. before inquiring the result of time & attendance. 

To treat time & attendance, be sure to Assign work period, select the applicable employee in 

the check box, and click (lump sum, in part) processing. Afterwards, óCompleteô message 
pops up on Result column. The processed result can be checked in [Output Period Result]  

 



Set Period  

    Set the work period to be processed for time & attendance. (Maximum of 31 days) 

    The date of the process transactions cannot include the future date.  

    Ignore Modifications: After checking the applicable option, at the time of time & attendance 

processing, the modified record manually input in Time & Attendance Result Modify menu among the 
previously processed time & attendance is automatically changed (deleted) into time & attendance 
record.   

Process : When selecting the employee to treat time & attendance after checking his/her name, 
óCompleteô message pops up on Result.  

Close : Close the relevant window. 



2.6.3.2  Modify Hours  

In the event there is any change in the employeeôs time & attendance result after processing, a user 
can manually input-modify the new value after double -clicking the applicable time on the menu. In 

case of entering modified sign in/out time, the user needs to enter the modified value along with 

tardiness, early leave, basic work hours, etc. altogether. (Not automatically calculated)  
Of the items, the item equivalent to employee information is not modified. Modify it from the user 
information, and then treat the time & attendance again  

 

Search Option  

    Branch: Query by work center available  

    Department: Query by department available   

    Search Period: Set the period to be inquired. (Maximum of 31 days)  

    Search all record: Inquire about all records equivalent to the query option.   

    incomplete record:  

Search : Print out the result equivalent to the query option.   

  Switch to modify mode by double -clicking  the time to be modified - Apply by clicking Modify 
button after entering the data   

Save : Save the modified data.  

Settings : The Item inquired can be edited by the user. (  For more information on how to 

set up  :[ How to set query items ] )   



 

2.6.3.3  Output Period Result  

It inquires the result of the process transactions for period. The inquired data can be saved in 
a file and printed out.    

 

 Search Option  

  Branch: Query by work center available  

  Department: Query by department available  

  Search Period: Set the period to be inquired. (Maximum of 31 days)  

  Search all record: Inquire all records equivalent to the query option.  

  incomplete record:  

   Search : Print out the result equivalent to the query option.    

   Save to File : The inquired screen can be printed out. Click the button so that Print Previ ew 
screen pops up as follow. Click Print  button to get a printout.  



 

   Save to File : The inquired data can be saved in a file (Excel CSV form). Click the button, and 
then save them as follow;   

 
 
 

 
 

 

 
 

 
 

 
 

 

 
 

 

2.6.3.4  Output Person Result  



It searches the result of the process transactions for personal. The inquired data can be saved in a 

file and printed out.  

 

Search Option 

    Select Employee: Search each employee  

    Search Period: Set the period to be inquired. (Maximum of 31 days)  

    Search all record: Inquire all records equivalent to the query option.   

    Incomplete record:  

   Search : Print out the result equivalent to the query option.   

   Print : The inquired screen can be printed out. Click the button so that Print Preview screen pops 
up as follow. Click Print  button to get a printout.  

 

   Settings : The Item inquired can be edited by the user   

(  For more information on how to set up: [ How to set query items ] )   



   Save to File : The inquired data can be saved in a file (Excel CSV form). Click the button, and 
then save them as follow;  

 
 
 

2.6.3.5  Output Weekly Hours Result  

 
 
It calculates for weekly TNA result to export . ( It displays the employee who works more than 52 

hours in a week) 

2.6.4  TNA Reports  



Inquire attendance status by query options. The list of tardiness, early leave, and absence can 

each be inquired, printed out, and saved in a file.   

Search Late Arrivals: Inquire the employee who arrives late at the first tap like the picture 
below. 

 
 

Monthly IN Out Transactions 

 

Search Late Arrivals 

 

Search Early Departures  

 



Search for Absenteeism  

 

 

2.6.5  Break Reports  

A user can inquire the time excluded from basic work hours due to going out or early leave during the 
time & attendance processed.  

 

  Search Option  

  Branch: Query by work center available  

  Department: Query by department available  

  Search Period: Set the period to be inquired. (Maximum of 31 days)  

   Search : Inquire the result equivalent to the query option.   

   Print : The inquired screen can be printed out. Press the corresponding button to pop up 

[Print] -[Print Preview]-[Set page]  



   Settings : The inquired items can be edited by the user.  

(  For more information on setting method  :[ How to set query items ] )   

   Save to File : A user can save the inquired data in file (Excel CSV form). Click the applicable 

button, and then save them as follow.   

 

2.6.6  Summary Management  
2.6.6.1  Process Totals  

A user can count the result of daily time & attendance processing within a certain period. Set  the 

counted dates and click Process button, and then time & attendance data for the employees checked 
on the employee list is counted. Processing result can be checked in [Output Period Summary] menu. 



 

Set Period  

    Summary Date: Select the month to be counted and the unit of week (1st week ~ 5th week). 
The applicable period is selected in date zone. The period can be adjusted in the unit of day.  

    Ignore Modifications: After checking the applicable option, the modified record manually 

entered in Time & Attendance Result Modify menu among the previously processed time & 
attendance is automatically changed (deleted) into time & attendance record.   

   Process : When selecting the employee to treat t ime & attendance after checking his/her name, 
óCompleteô message pops up on Result.  



   Close : Close the relevant window.  

 

2.6.6.2  Modify Total Hours  

In the event there is any change in the employeeôs time & attendance result after counting, a 
user can manually input-modify the new value after double -clicking the applicable time. In 

case of entering each modified time, a user need to enter all times such as tardiness, early 

leave, basic work hours, etc. altogether. (Not automatically calculated)  
 

Of the items, th e item equivalent to employee information is not modified. Modify it from the 
user information, and then treat the time & attendance again .  

 

   Search Option 

    Branch: Query by work center available. 

    Department: Query by department available . 

    Search Period: Select the period to be inquired in the unit of month and week.   

   Search : Output the result equivalent to the query option .  

  With the time to be modified double -clicked , the user can proceed to Modify mode - Apply it by 
clicking Modify button after entering the data.   

   Save : Save the modified data.  

    Settings : The inquired item can be edited by the user.  

(  For mor e information on setting method :[ How to set the query items ] )   

 



2.6.6.3  Output Period Summary  

It inquires the result of total hours for period. A user can save in file and print the inquired 
data.  

 

   Search Option  

  Branch: Query by work center available  

  Department: Query by department available  

  Summary Date: Select the period to be inquired in month and week units.  

 (Maximum of 31 days.)  

Search : The result for the search option can be printed out.  

  Print : The inquired screen can be printed out. Click the button so that Print Preview screen will 

pop up. Click Print  button to get a printout.   

  Settings : The inquired item can be edited by the user.  

(  For more information on setting method  :[ How to set query items ] )   

  Save to File : The inquired data can be saved in file (Excel CSV form). Click the button and then 

save them as follow. 

 

2.6.6.4  Output Person Summary  

Inquire the personal data counted. The inquired data can be saved in a file and print ed out. 



 

 

    Search Option  

    Select Employee : Choose the Employee ID from the list  

    Summary Date : Select the period to be inquired in month and week units . (Maximum of 31 
days)  

Search : The result for the search option can be printed out.  

  Print : The inquired screen can be printed out. Click the button so that Print Preview screen will 

pop up. Click Print  button to get a printout.   

  Settings : The inquired item can be edited by the user.  

(  For more information on setting method  :[ How to set query items] )   

  Save to File : The inquired data can be saved in file (Excel CSV form). Click the button and then 

save them as follow. 

 

 

2.6.7  Transfer Work Result  

All the time and attendance results can be transferred to a separ ate external DB. However, 

external DB can be used when it is registered as UNIS_Work in ODBC Manager. External DB 
table should be created in the same property.  (Refer. Table Layout). After selecting the menu 

and setting the period, a user can transfer Work Result, Work Summary, and Except Record to 
the designated DB.  

* For further information on table property, contact the manager.    



 

   Transfer Option  

  Trans Work Result: Transfer all the time & attendance results (Contents of wWorkResult Table).  

  Trans Work Summary: Transfer all the time and attendance sums (Contents of wWorkSummary 
Table).  

  Trans Except Record: Transfer all the exceptional records (Contents of wExceptRecord Table).  

   Transfer : Transfer all the data created within the designated period.   

   Close : Complete transferring the time and attendance results.   

 

How to set the Transfer Work Result   

 

Desired results and attendance data can be sent to DB. Be sent to DB is supposed to be registered in 
the ODBC Administrator.  

 
1. [Control Panel]  [Administrative Tools]  [data (ODBC)] execution. 



  

2. In the System DSN Add  button.  

  

3. ñMicrosoft Access Driver(*.mdb)ò select, click Finish .  



 

4. Input Data  Source Name ñUNIS_WORKò and click select .  

 

5. Be transmitted in the database, select the path and name of the database, then click OK.  



 
 

 

6. Click OK.  

 

7.Attendance results, click the Transfer menu.  

8. Be transmitted and transmit the data set period, then Send  button.   



   Trans Data 

- Trans Work Result: Transaction Reports send  
  Prerequisites: Receive DB table layout = wWorkResult table layout format 

- Trans Work Summary: Summary Reports send  
  Prerequisites: Receive DB table layout = wWorkSummary table layout format  

- Trans Except Record: Except Record send  
  Prerequisites: Receive DB table layout = wExceptRecord table layout format 

9. Edit the UNIS.INI file in the UNIS installation path as follow.  

 

- Enter DB access information that has done the connection setting from UNIS_WORK in ODBC. 

10. Restart UNIS_Server. 

 

 

2.7 MEAL 
2.7.1  Process Meal Manually  

It uses to process the Meal data manually. (At this case, the old processed data will be 
removed) 



 

 

2.7.2  Meal Management Report  

Under the terms of user-selected query to look for Meal Management Result. 

 

Period Setting: Set the period of the meal registration.   

Basic Condition: All the search. Search for the department and the terminal the user.   

Detail Condition: Department, Terminal, User  



Meal: Breakfast, Lunch, Dinner, Snack, Late Night Meal  

Result: Select the results of log file.  

Save to File: Current searching contents.  

 

 

2.7.3  Statstics of Total Meal  

During the set period print out the total and submission . 

 

Branch: Select a Branch. 

Department: Select a Department.  

Search Period: Select a Search Period  

Search: View begins.  

Print: Preview and print content is viewed.   

Config: Set and order of items to display.   

Save to File: View the contents of file.   
 

<>: Arrange the width of the column in the defau lt value. 

 

 



2.7.4  Statistics of Individual Total Meal  

Set the information on each meal. Set the information about each meal and combinated with 
meal code.  

 

Branch: Select a Branch.  

Department: Select a Department.  

Search Period: Select a Search Period.  

Search: View begins.  

Print: Preview and print content is viewed.   

Config: Sets and order of items to display.  

Save to File: Views the contents of file.  

<>: Arrange the width of the column in the default value.  

 

2.7.5  Settings  
2.7.5.1  Wizard  

 Initialization  

Select whether the code value of all the meal is initialized or not . 



 

 

 Meal Code 1  

Set the information on each meal.  

 

Enter Code, Name, Meal type, Meal time, Limit meal and etc to register Add  button.  



 Meal Code 2  

Set a meal code in combination with an original meal code. 

 

Set Code, Name, Day limit, Monthly limit, and Period Setting to check the applying meal in the left 
list. 

 

 Set Meal Cost  

Set the cost of meal for each meal. 



 

 

2.7.5.2  Meal Code 1  

Set the information on each meal. Set the information about eac h meal combinating with meal 

code. 

 



Code: A unique code. (4 digits)   

Name: Code name.  

Meal: Select of Breakfast, Lunch, Dinner, Snack, and Late Night Meal.  

Meal Time: Hours of eating meal  

Limit Meal: The number of duplicated certificate of m eals. However, when setting to 0, no limit 
the number of meals.   

Set: If the code does not exist, insert, otherwise update.   

Delete: Delete Code.  

 

2.7.5.3  Meal Codel 2  

Set a meal code in combination with an original meal code.  

 

Code: A unique code. (4 digits)  

Name: Code name.  

Day Limit: The number of times to eat a day. However, when setting to 0, no limit to the number.  



Monthly Limit: The number of times to eat a month. If setting to 0, no limit the number of times.  

Period Setting: Set the specified period to eat.  

Set: If the code exists, modify setting a  user want. Otherwise, make the new code.  

Delete: Delete Code.  

Initialization: Initialize the screen setting. It doesnôt affect the existing DB.  

 

 

2.7.5.4  Set Meal Cost  

Set the cost of meal fo r each meal .  

 

Same Price: In case that a user checks each meal, set the meal cost for all of the menu to 
setting costs on menu1.  

Menu1, Menu2, Menu3, Menu4: The cost of each menu.  



2.8 OTHER 
2.8.1  Change Master Password  

It uses to change the password of the master administrator  

 

** The maximum length to enter is 30 digits and English/Number/Symbol is available . 

 

2.8.2  Database Backup  

This menu is applied only for using the MS Access DB (MDB) . 

 

2.8.3  Service Manager  

Monitor and control the server window setting in the s ystem menu . 

 

UNIS_Server Service: Control UNIS Authentication Server Service. 

- Auto Start: If the service stops, it restarts automatically.  



- Stop: Stop the running service. 

UDB Server Service: Control the database server service. 

UWorker Service: Control the TNA server service. 
Command Service: Control command generation and treatment server service. 

 

2.8.4  Import User From File  

This is the function that imports the userôs information from CSV file in case there are a lot of 
users to register. 

 

á Press Set  button t o set the field to register.  

To register normally, field name should be matched same on the base of the file.  

 



â Press Open  button to import CSV file where user information is entered.  

 

ã For CSV file edit method, refer to [Data Query] . 

(  For more information on setting method : ex 4)  How to add the CSV users )   

ä As shown in the figure below, the user ID to be registered is automatically checked.   

 

 

 

 

2.8.5  Search Terminal Data  

 


























































































































































































































































































