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Overview

User Basic Information Card ID Fingerprint (Optional)

Manual Add Batch Input

 First of all, you should set the department. Then you can manually add user or batch input user 

information includes user name, department and user ID. Then you can allocate card ID to each user. 

Also you can enroll each user’s fingerprint information.

Department
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How to Configure Department

① Click 

② At blank area, right click to add new level 1 department.

Note: Name of departments at same level cannot be repeated. 

1

2

3

③ Move the cursor to the level 1 department, right click to add new 

sub level department.



Page3Copyright © 2017 Dahua Technologies Co., Ltd. All rights reserved. 

How to Add User Information

Issue CardAdd User Basic Information Enroll Fingerprint

① Click         to manual add user info. 
② Enter User ID, Name and other information.

1

2
Manual Add

Note: The introduction of each items of 
user basic information refers to the next 
page.
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How to Add User Information

User ID:【mandatory】

Name:【mandatory】

Department:【Auto】

Card no.：input by card reader and manually

Card type：general card, VIP card, guest card, blacklist card, 
patrol card, and duress card

Unlock password：only used for unlock via password

Card password：used for card+ password unlock

Number of use：only for guest card

Validity：card validity, 10 years by default

Picture：user photo, max 120K

Note:

Card no. and user ID cannot be repeated. 

Issue CardAdd User Basic Information Enroll Fingerprint
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How to Add User Information
Issue CardAdd User Basic Information Enroll Fingerprint

① Select a user

② Click           to export template              .

1

2

Batch Input

3

③ Open the template excel file and enter the user information.(User ID and 

Name are necessary)

4

④ Click         to import the template.
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How to Add User Information
Issue CardAdd User Basic Information Enroll Fingerprint

1

2

Issue card singly

① Click         to manual add user info. 
② When add user manually, you can issue card in basic 

information interface.

Note: you must connect card reader to your PC when you 

issue card.
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How to Add User Information
Issue CardAdd User Basic Information Enroll Fingerprint

1

2
Batch Issue card

① Select the users you want to issue card

② Click

③ Select device to issue card

④ Click issue and scan card to card enrollment device.

Note: you must connect card reader to your PC when you 

issue card.
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How to Add User Information
Issue CardAdd User Basic Information Enroll Fingerprint

1

2

① In specific user information edit interface, click 

‘Fingerprint Info’
② Select a fingerprint enrollment device.
③ Click Collect

Note: you must connect fingerprint reader to your PC when 

you collect fingerprint.
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