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Chapter 1 Add Access Control Device on 

HikCentral Connect 

1.1 Check Compatibility List 
Before adding the corresponding device, you need to check the compatibility list. You 

can get the device compatibility list from the Help Center of the HikCentral Connect 

Portal. 

 

Figure 1-1 Check Compatibility List 

1.2 Add Access Control Device 
To use the attendance service, you need to first add access control devices to the 

System. For detailed steps, go to Homepage → Help Center and refer to the second 

paragraph of the ‘How to Use Access Control Service’ document. 

 

Figure 1-2 ‘How to Use Access Control Service’ Document 

 

Chapter 2 Basic Configuration 
Service related configurations include adding persons and credentials, adding access 

levels, and assigning access levels. 
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2.1 Add Person and Credential 
Before adding persons, you need to add departments. Click + on the left of the Person 

module to add and configure departments. 

 

Figure 2-1 Add Department 

 
Figure 2-2 Configure Department 

Then, you can add a person to a certain department. 

 

Figure 2-3 Add Person 

When configuring a person's information, you can add card/fingerprint credentials and 

face picture for the person. 
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Figure 2-4 Configure Person Information 

You can go to Attendance and select the role of the person. 

 

Figure 2-5 Configure Role 

2.2 Add Access Level 
1. Go to the Access Control module. 
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Figure 2-6 Enter Access Control Module 

2. On the left, enter Access Level → Manage Access Level, and click Add. 

 

Figure 2-7 Add Access Level 

3. Enter the access level information, and select the door(s) you want to link to the 

access level. 

4. Select an access schedule. 

5. Click Add to finish adding the access level. 

 
Figure 2-8 Configure Access Level 

2.3 Assign Access Level 
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After adding access levels, you can assign access levels to persons or to the entire 

department. 

 

Figure 2-9 Assign Access Level by Department 

 

Figure 2-10 Assign Access Level by Person 

Note 

 If you don’t have the Attendance module, you need to click Use Now to activate 

the Attendance module.  
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Figure 2-11 Activate the Attendance Module 

 

Chapter 3 Schedule Shifts for Employees 
You can schedule two types of shifts (i.e., normal shift and flexible shift) for employees 

in the Attendance module. You can go to Basic Configuration → General → Edit to 

select the type you want. 

 

Figure 3-1 Shift Type 

3.1 Normal Shift 
Normal shift means the check-in/out time is fixed according to the set work period 

(e.g., between 9 AM and 6 PM). Checking-in/out outside the required time period (e.g., 

after 9 AM or before 6 PM) will be regarded as late or early leave. 

You can set the weekend according to your needs and the remaining days are workdays. 
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Figure 3-2 Set Weekend 

You can specify how early or how late are considered as working overtime, and how 

many minutes working at weekends are considered as overtime. 

 
Figure 3-3 Set Overtime 

You can set whether an employee is required to check-in/out. If disabled, check-in/out 

will not be required, and the check-in/out result will be automatically marked as 

normal by the system. 

You can also set the late / early leave / absent rules for employees according to the 

company regulations. 

 

Figure 3-4 Set Attendance Rule 
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Note 

● If you allow employees to work overtime during certain periods, remember to 

extend the effective check-in/out time until overtime is completed, so that the 

check-in/out time is valid. 

 

3.2 Flexible Shift 
For flexible shifts, the check-in/out time is flexible, while the work hours are fixed. That 

is, there are no limitations on the specific check-in/out time, but the total work hours 

should meet the time requirement (e.g., 8 hours). 

You can set the weekend according to your needs and the remaining days are workdays. 

 

Figure 3-5 Set Weekend 

You can specify how many extra minutes working on weekdays or how many minutes 

working at weekends are considered as overtime. 

 

Figure 3-6 Set Overtime 

You can set whether an employee is required to check-in/out. If disabled, check-in/out 

will not be required, and the check-in/out result will be automatically marked as 

normal by the system. 

You can also set the late / early leave / absent rules for employees according to the 

company regulations. 
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Figure 3-7 Set Attendance Rule 

3.3 Schedule 
Hover the cursor over a box of a person and click + to open the Schedule pane. Then, 

you can select a shift type, select the predefined work periods or add periods to define 

a schedule, and select a time period during which the schedule works. 

If you select Normal Shift, you can set the check-in/out time. 

  

Figure 3-8 Add Timetable 

If you select flexible shift, you can set the work hours and the effective check-in/out 

time period. 
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Figure 3-9 Set Timetable 

You can set whether to enable the break time. If you enable the break time, select a 

break type (i.e., Fixed Duration and Actual Duration), set the break duration, and 

determine whether to include the break time into work hours. 

 

Figure 3-10 Set Break Time 

If you want to repeat shifts for person, you can click Repeat when you schedule shifts.  
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Figure 3-11 Repeat Shift 

Select the repetition mode and period you want to repeat, click Save. 

 

Figure 3-12 Set Repetition Parameters 

You can schedule shifts for multiple persons or departments at the same time 
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Figure 3-13 Multi-person Scheduling 

If you don't want a shift anymore, you can click this shift and select Delete on the right.  

 

Figure 3-14 Delete Shift 

3.4 Holiday 
You can add holiday and the added holidays are not allowed to overlap with each other. 

Set the holiday name, type, date, and time, and then click Add. 
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Figure 3-15 Add Holiday 

3.5 Check-in/out 
The employees/supervisors can check in/out via card, fingerprint, face on the device 

and check in/out on the HikCentral Connect Mobile Client. 

 
Figure 3-16 Check-in/out on Mobile Client 
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Figure 3-17 Check-in/out 

 

Chapter 4 Leave and Attendance Correction 
Accounts on HikCentral Connect can be classified as the administrator account, 

supervisor accounts, and employee accounts. Employees and supervisors can log in to 

the Mobile Client via their accounts, and the supported functions and pages on the 

Mobile Client vary with account types. 

4.1 Leave Type 
The administrator can go to Basic Configuration → Leave Type to set the leave type. 
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Figure 4-1 Leave Type 

4.2 Leave Application 
If employees or supervisors want to take time off, there are two ways.  

 Employees or supervisors can apply for leave on the Mobile Client by themselves. 

 The administrator can help employees or supervisors apply for leave. 

1. Employee/supervisor applies for leave on the Mobile Client 

1) After logging in to the Mobile Client, go to Apply → Add and click Leave. 

 

Figure 4-2 Find Leave Application 

2) Complete the leave application and submit. 
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Figure 4-3 Leave Application 

Note 

● The supervisor applies for leave for himself/herself not for employees. 

 

2. The administrator help employees apply for leave 

The administrator can go to Review → Leave → Add on the Portal to select person, 

leave type, and leave period. 
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Figure 4-4 Leave Application on the Portal 

4.3 Leave Review 
After an employee submits a leave application, the supervisor or administrator can 

review it. 

1. Supervisor review 

The supervisor can process leave applications from employees in his/her own 

department on the Mobile Client. 

1) After logging in to the Mobile Client by using the supervisor account, the supervisor 

can go to Review → Pending to process leave applications from employees. 



20 

 

 

Figure 4-5 Leave Application Review 

2) After dealing with the leave application, the supervisor can see the processing 

results on the Handled page. 
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Figure 4-6 Processing Result of Leave Application 

2. Administrator review 

The administrator can process leave applications from all employees and supervisors 

on the portal.  

1) The administrator can go to Review → Leave and select the leave application he/she 

want to process. 

 

Figure 4-7 Leave Application Review on the Portal 

2) After processing the leave application, the administrator can see the processing 
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results and details on the right. 

 
Figure 4-8 Processing Result of Leave Application on the Portal 

4.4 Attendance Correction Application 
If employees or supervisors want to apply for attendance correction, there are two 

ways.  

 Employees or supervisors can apply for attendance correction on the Mobile 

Client by themselves.  

 The administrator can help employees or supervisors apply for attendance 

correction. 

1. Employees or supervisors apply for attendance correction on the Mobile Client 

1) After logging in to the Mobile Client, go to Apply → Add and click Attendance 

Correction. 
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Figure 4-9 Find Attendance Correction Application 

2) Complete the attendance correction application and submit. 
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Figure 4-10 Attendance Correction Application 

Note 

● The supervisor applies for attendance correction for himself/herself not for 

employees. 

 

2. The administrator help employees apply for attendance correction 

The administrator can go to Review → Attendance Correction → Add on the Portal 

and select person, correction type, and check-in/out time as needed. 
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Figure 4-11 Attendance Correction Application on the Portal 

4.5 Attendance Correction Review 
After the employee submits a attendance correction application, the supervisor or 

administrator can review it. 

1. Supervisor review 

The supervisor can process attendance correction applications from employees in 

his/her own department on the HikCentral Connect App. 

1) The supervisor can log in to his/her account on the HikCentral Connect App, go to 

Review → Handling to process attendance correction applications from his/her 

employees. 
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Figure 4-12 Attendance Correction Review 

2) After selecting approve or reject the attendance correction application, the 

supervisor can see the processing results on the Ended interface. 
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Figure 4-13 Attendance Correction Processing Result 

2. Administrator review 

The administrator can process attendance correction applications from all employees 

and supervisors on the web side.  

1) The administrator can go to Review → Attendance Correction and select the 

attendance correction application he/she want to process. 

  

Figure 4-14 Attendance Correction Review on the Web 

2) After processing the attendance correction application, the supervisor can see the 

processing results and details in the column on the right. 
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Figure 4-15 Attendance Correction Processing Result on the Web 

 

Chapter 5 Attendance Report 

You can view various types of attendance reports and export them. Before viewing 

reports, you can set the company name and the date/time format of reports. 

 

Figure 5-1 Report Configuration 

The exported reports are shown in the figure below. 
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Figure 5-2 Report Display 

The attendance data in the report is automatically updated at one hour after check-

in/out. If you want to update real-time data in the report, you can click Recalculate.  

 
Figure 5-3 Recalculate Function 

The report content can be adjusted according to your needs and export the report in 

Excel/PDF/CSV/TXT format. 
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Figure 5-4 Adjust Report 

 

Figure 5-5 CSV Report 



31 

 

 

Figure 5-6 TXT Report 

5.1 Total Time Card 
The Total Time Card report is used to centrally display all kinds of daily attendance data 

of employees. 

 

Figure 5-7 Total Time Card 

5.2 Transaction 
The Transaction report is used to centrally display the original check-in/out records for 
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attendance calculation. 

 

Figure 5-8 Transaction 

5.3 Mobile Transaction 
The Mobile Transaction report is used to display records of employees checking in/out 

via the Mobile Client. 

 

Figure 5-9 Mobile Transaction 

5.4 Worked Hrs 
The Worked Hours report is used to display the details of daily worked hours of 

employees. 
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Figure 5-10 Worked Hrs 

5.5 Exception Report 
The Exception Report is used to display records of exception attendance status of 

employees. 

 

Figure 5-11 Exception Report 

5.6 Late Report 
The Late Report is used to display the employees’ records of being late. 
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Figure 5-12 Late Report 

5.7 Early Leave Report 
The Early Leave Report is used to display employees’ records of early leave. 

 

Figure 5-13 Early Leave Report 

5.8 Absent Report 

The Absent Report is used to display employees’ records of being absent. 
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Figure 5-14 Absent Report 

5.9 Overtime Report 
The Overtime Report is used to display employees’ attendance records of overtime. 

 

Figure 5-15 Overtime Report 


