
AKUVOX Office Site Setup 
WORK IN PROGRESS 

Note: 

❖ Akuvox puts out updates frequently so most of this can change within due time. 
Document will be updated accordingly 

Assumptions: 

✓ You have the installer portal open 
✓ Everything after Creating Office Site assumes you’re in the dashboard of the 

Property Manager Portal 

Create Office Site 
❖ Click Office Site 
❖ Click New 
❖ Fill in Site details 

 

❖ Click Submit 

 

You will now be taken to the Property Manager portal. From here, you can add buildings, 
employees and devices. The way all this is done will be explained in sections. 



Assign Property Manager 
❖ In the Installer portal, find or create the user you want as the property manager or 

managers. 
❖ Move to the Sites page and click office and find your site. 

 

❖ Hover over it and click the Person icon. (Should be the outline of a person in purple) 
❖ Find your user or users in the left tab and tick their boxes. Then click add 
❖ The added users will now be able to log into the property manager portal for that site 

now 

Create Buildings 
These are the virtual representations of the buildings on your site that the devices are setup. You 
use these to manage the location of devices. 

❖ Go to the Devices tab 
❖ In the top left click Add Building. 
❖ A text box will appear below, and you can enter the name of your building. Click the tick 

next to it to confirm 
❖ Now you can assign devices to different buildings. 

Create a Company 

 

You can make multiple companies with a different company occupying a different floor or 
building or just make one company and apply it to all buildings/levels. 

❖ Click the Company tab and click new 
❖ Fill in the name of the company and submit 

Now it’s been made but it has nothing in it right now. Now we can add devices, employees, 
building etc. 

 



Create Personnel 
 

❖ Go into the Personnel tab and click New Personnel 

 

❖ Then fill in the details. Select the company they belong too, their group as well as their 
name and all other details. 

❖ Note that their info will not be pulled into any device unless the personnel has the 
following: 

o An Access Group (Access Group can only be assigned to a group, not individual 
personnel) 

o The Group or the Personnel has been given permission to display on devices, 
which can be done when editing a Personnel or Group. 

You can also set their access cards, face recognition and PIN codes here as well. 

After that’s all finished, you can view them in the Personnel tab.  

 

Create Groups 
You can create groups of personnel. Groups are good for separating your company out into 
divisions, such as Human Resources, The support etc. 

❖ Click the Personnel Tab, and click Group at the top, then click New Group 

 

❖ Fill in name and company the group belongs too then submit. 
❖ Now if you go edit an existing user or make new users, in the group tab you’ll be able to 

add the employee to that group. 
❖ Be sure to assign it an Access Group, otherwise people in that group won’t have their 

profiles be pulled into devices. 

 

Check Device Information 
❖ Go to Devices 
❖ Here will be all the devices listed within the office site. You can click the information 

bubble to get more in depth information about the Device. 



❖ You can also click the cog wheel icon to edit the devices cloud settings 
❖ The red trashcan icon will delete it out of your site 

 

 

Create Building and add devices 
You first need to create a building. This will be the virtual representation of it and will help you 
manage the placement and maintenance of devices you have installed. 

❖ Go to Devices tab and click add building 

 

❖ A new text field should appear. Fill in the name of the building  
❖ Then click on the new building and click new 

 



❖ Then add the device information and add it to the site 

Create/Assigning Access Control Group 
To manage access control easier, you can create groups of access for employees. Some may 
need clearance later than others or to different level. That’s where these groups come in, where 
you can add groups. For example, compared to the other groups, tech support needs to stay a 
lot later, so we can make an access group that has a different time then the default. 

❖ Go to Access Control -> Access Group 
❖ Click new  

 

❖ Set the name of the access group and the schedule. You can set which doors they 
should have access too for each building/level. The device list will pop up only when you 
select a company. Then it will show the devices assigned to that company 

 

❖ Then you can add groups from the company that the group is associated with 

You can also assign Access groups in the Personnel tab. Starting from Personnel you need to 
navigate to Group. 

 



❖ Select the group you want and click edit (Pen/Pencil Icon) 

 

❖ At the bottom of the page, you will see the access groups that have been created. By 
default, there should be one called full access. You can also create an Access Group 
from here by clicking new at the bottom right.  

 

Create Holidays 
This will disable entry for public holidays. You can turn on working hours if you want to enable 
entry for certain employees. 

❖ Go to Access Control -> Holidays 

 

❖ Click new 



 

❖ Select Company, fill in holiday name and select the date. 
❖ You can turn on repeat by year so it will happen every year, and turn on working hours if 

certain members of the company need access on that day/ those days (However long 
your holiday may be) 

❖ Submit and the Holiday will now be created 

Check Logs – Logs and Alarm Records 
❖ Go to Logs -> Logs or Alarm Records 

Logs: Here you can see the record of what the device has been doing such as whoa accessed 
certain places and which PIN/key tag was used to open that door 

 

Alarm Records: If the device has any sort of alarm, you’ll be able to check it in this tab. 

 

Create Admin 
You can create an admin user profile for the staff you want maintain the company through the 
AKUVOX Property Manager Portal. 



 

❖ Go to Admin 
❖ Click New 

 

❖ Fill in the name and email address of the user you want as an admin 
❖ After clicking submit, an email will be sent to the user with their login details and can 

enter that in the AKUVOX au cloud to reach the property manager portal. 

Create Visitor user 
You can create a visitor profile (Temp keys) for non-staff members who needs access to the 
office 

❖ Go to the Visitor tab 
❖ Make sure you’re in the Temp Keys section and click new 



 

❖ Fill in the details 
❖ Put a start and end time for the visitor to be able to access the office. 
❖ You can make it so they can only access it a certain number of times  
❖ Delivery Authorization is a key for those who complete deliveries for the office. The 

setup is the same. You can assign it an access group. 

Library 
❖ Go to Library 

 

❖ Here you can search for PINs and RF Cards. You can filter by Personnel  

 

The Attendance Tab 
In this tab, you can manage, such as make timetables, manage shifts and sort out leave days. 

 Attendance Report 
❖ This will show the attendance of users that have used the doors to get into the 

office today. 
❖ The report will show users, the day and time they entered.  
❖  The purpose of this is for situations where you need this information such as 



Attendance Points 
Uses an assigned door phone to track the attendance of employees 

 

❖ Go to Attendance > Attendance Point 
❖ Click New 
❖ Specify the Name and Door 
❖ Submit 

Timetable 

 

❖ Go to Attendance > Timetable 
❖ Click New 
❖ Fill in the details 

o There are 2 types of timetables with slightly different information that will 
be asked from you 

▪ Fixed - Employees work fixed times e.g. 9am – 5pm 
▪ Flexible - Employees work a certain number of hours with 

flexible start and end times 
❖ Submit when done and you will now have a new timetable 

Shift 

 



❖ Go to Attendance > Shift 
❖ Click New 
❖ Fill in the details 

o Company 
o Name 
o Timetable – You click the Timetable on the left side that you want to use 

and click an empty space on the right to place it within that block 
o How many cycles? – Is one cycle a day, a week or a month? 

❖ Submit 

Shift Schedule 

 

Here you can assign a schedule to personnel  

❖ Go to Attendance > Shift Schedule 
❖ Click New 
❖ Fill in the details 

o Company 
o Type 

▪ Temporary  
▪ Normal  

o Select the group or individual personnel that the shifts will apply to 
o The shift you want to apply  
o Valid Time 

❖ Submit 

Leave Type 

 



Here you can create your own types of leave 

❖ Go to Attendance > Leave Type 
❖ Click New 
❖ Fill in the details 

o Company 
o Type 

❖ Submit 

 

Leave Management 

 

Here you can assign a schedule to personnel  

❖ Go to Attendance > Leave Management 
❖ Click new 
❖ Fill in the details 

o Company 
o Personnel 
o Leave Type 
o Start and End times 
o Any comments on the leave 

❖ Submit 

 

Lockdown 
This is a feature that allows you to temporarily shutdown all access to the site. No one will be 
able to use door phones to go in or out of the building without the lockdown being lifted. This 
means the only way to lift it would be from the property manager portal. 

However, it is a monthly subscription of $20USD to allow this feature for your site. 



 

This is a new feature, so it is still currently being worked on 

 

Smart Parking 
This is a new feature so it can be prone to change.   

 

Licence Plate 
Here you store the licence plates of employees of the building 

 

❖ Go to Smart Parking > Licence Plates 
❖ Click New 
❖ Select the company, group, and personnel that the licence plate belongs too. 
❖ Enter the licence plate 
❖ Optionally you can also enter a UHF card. When entering UHF card details, vehicle 

recognition will use the UHF card reader by default. 
❖ You enable/disable Long Term Vehicle. This is for cases where employees can enter the 

carpark at certain periods of time 
❖ Submit 

 

Parking Lot 
Like the Attendance Point in the Attendance section, you can assign a door phone to be a check 
in point of sorts. The difference being that it works as an Attendance Point for employee 
vehicles. 



 

❖ Go to Smart Parking > Parking Lot 
❖ Click New 
❖ Name your parking lot 
❖ Choose the door mode 

o Single – One door is for both Entry and Exit 
o Multiple – 1 Entry and 1 Exit 

❖ Select the door phone 
❖ Submit 

 


