Card Reader Instructions — updated 7/23/2017

The following pages contain instructions on using the Mini600 card readers

If you have any questions about using the card readers or installing the software,
please contact WKU IT Helpdesk at 270-745-7000.
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Using the Card Reader

To turn on the card reader, hold the far left button
for a few seconds. Once on, the screen will
display the time and date. If the date is not
correct, see page 6 for instructions on setting the
date. THE DATE MUST BE CORRECT BEFORE
SWIPING A CARD.

To swipe a card, hold the card with the black
magnetic strip down and facing the front of the
reader and slide through. Sliding too slow or too
fast will result in a “Decode Error”. When the
card has been successfully read, the ID number
will appear on the screen. You can immediately
swipe the next card, or press the left button to
clear the screen.

To turn the card reader off, hold the far left button for a few seconds.
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Installing Mini600 software

Insert the CD that came with the card reader into your computer. Do not connect the
card reader to your computer before the installation is complete.

xq
Install Mini600 V1.3R 1

View Mini6 00 Manual(PDF)

InstallUninstall USB232 Driver

Install Adobe Acrobat Reader (English) V5.1

Ext |
x|
Tnstall Miri600 V1 3R 1
View Miri600 ManualPDF)

TInstallUninstall USB232 Driver

Install Adobe Acrobat Reader (English) V5.1

Next Exit |

x

Install Mini600 V1.3R1
View Mini600 MManual(PDF)
InstalliUninstall TSB232 Driver

Install Adobe Acrobat Reader (English) V5.1

Next Exit

Click on “Install Mini600 V1.3R1” and
then “Next” to install the software to
download data from the card reader.
Follow the prompts to install. You do not
need to restart your computer when
asked because you will do that after the
next install.

Click on “Install/Uninstall USB232
Driver” and then “Next” to install the
driver for the card reader. This will allow
your computer to recognize the card
reader when it is connected to a USB
port. Once this installation is
complete, restart your computer.

[Optional] Click on “View Mini600
Manual(PDF)” and then “Next” to view
the manufacturer’s instruction manual.
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Connecting the Card Reader to Your Computer

Connect the card reader to your computer using the USB cable provided. If the reader
is not already on, it should turn on automatically. If it does not turn on, try plugging it
into another USB port. Before using the Mini600 software, you will need to determine

the COM port number you are using by doing the following:

1. Right-click on “My Computer” and select “Properties”

2. In the window that pops up, click on the “Hardware” tab and then the “Device

Manager” button.

3. In the Device Manager window, click on the plus sign next to “Ports (COM &

LPT)

4. Record the COM number in parenthesis next to “Prolific USB-to-Serial Comm

Port”.

2, Device Manager —=
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If this port is not listed, try plugging it into another USB Port. You might also try

unplugging the device, restarting your computer and then plugging it in again.
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Using the Mini600 Software

With the card reader plugged in, you can now start the Mini600 software.

Go to Start>Programs>Mini600>Mini600

w HP Solution Center
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[7) Macromedia

Programs
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g /J Search » *@ iTunes »
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’; '-’/' A [7) Adobe Master Collection €53 »

E ~] Run... ¥

°

£

= @ Shut Down. ..

ri,—*start J O e L8 } 1) AIM | € 1mbox for .. |!wxumm

When the software is loaded, you will see this window.

-lolx
Help Exit
No |Trackfl Track$Z
4 »
Comm Port— IP | 0 0o 0 o0 TrackFiter IAII Tracks EI Records: 0/0 ‘wiite Card
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In the bottom left corner, select the COM number you recorded in the previous
step. You will be prompted for a Login ID. All card readers have a Login ID of
0000. Enter this number and click on OK.

ol

Help Exit
No |Track$l Track$z
x
Enter Login 1D : I****l
Login ID have to be 4 digital numbers
The default setting is 0000
- oK Cancel | :
Comm Port— IP I 0 o 0 0 TrackFiter |AIITracks :_I Records: 0/0 ‘Wite Card

— lpload ‘ Save ‘ [Database
Il-il_lf-.-‘l 10 'I

Charige

Date/Time Logh D

Version ‘ Settings ‘

To set the date and time of your card reader, click on the “Date/Time” button. On
the window that pops up, click on “Sync.” to set the time according to your
computer’s time. Then click on “Cancel” to close the window.

[ vimoo0 ~sermame S o) 10 x]

| Help Exit
||Ne |Trackfl TrzckEZ
|
x
IS | 2008/ 10/06 Mon =
| T o390 51 =
p Set Date/Time OK >
Sync. ] Apply 0K Cancel |
Comm Port IP | 0 0 0 o TrackFiler |AIITracks j Records: 0/0 Write Card
— Upload ‘ Save ’ Database | Date/Time Yersion | Settings ‘ Change
COM5 |¥» Login D
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To upload the data from the reader, click on the “Upload” button. Change the
Track Filter to “Track 2” to view just the ID numbers and the date they were swiped.

4\ Mini600 - 12061324 =10 x|

Help Exit
No |Track#2 IDat.e
1l ;800125192317 09/10/2007 12:48:43
_2 ;800125192317 09/10/2007 14:56:33
_3 ;800125192317 09/10/2007 14:56:42
_4 ;800125192317 09/10/2007 14:56:49
E ;800125192317 09/10/2007 14:56:53
& ;800125192317 09/10/2007 14:57:52
E ;800125192317 09/10/2007 14:57:54

CommPot— IP [ 0 0 0 0 TrackFiter |48 REEERSE 1ot Wiite Card
Iﬁ Upload Save Database Date/Time Version Settings Change
COM10 = Login ID
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To save the data to a .ixt file, click on the “Save” Button. You will be prompted to
name the file and choose where to save it. By default, the text file will be saved in
C:\Program Files\Mini600, so you will probably want to change the folder it is saved
in so it is easier to find.

2]
Savein: [ (=) Minis00 R e = N o
h __)Engagement
My Recent
Documents
Desktop
Help Exit .
:lm" RELELEEM My Documents
1 ;80012¢
z ;80012¢
3 ;80012¢
LALLMy Computer
5 ;80012E
6 ;800128 - File name: [ sae |
7 ;30012% -
—: My Network Save as type: lText [*.t=t) LI ﬂj
Places
Comm Port— %
'ﬁl : : ; Change
COM 10 & Upload Save Database Date/Time Yersion ‘ Settings ’ Login ID
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Once you have saved the data to a .txt file, you should remove the data from the
card reader. Click on the “Database” button and then select the “Physical Erase
Database” option and hit OK.

The [Logical Erase Database] will logical clean the machine's
record database. The [Physical Erase Database] wall physical

A\ Mimsoo - 12061324 clean the machine's record database and it's can't recover =10 x|
Help Exi database. The [Recovery Database] will prepare the machine's
= : T record database in such a way that you nught manually recover

o rac

some useful information, which is otherwise lost. Because of the Track#z
side effects of the recovery action, an initialization 1s necessary

after a recovery is taken place. Please make sure that these

actions are necessary before you take any action,

(" Logical Erase Database

* Physical Erase Database

(" Recovery Database (Logical Erase Only) »
0K Cancel
~Comm Pat— P [ 0 1 & Wiite Card
| : : . Change |
COM10 & Upload | Save Database | Date/Time Version ’ Seltings ’ LognID ‘

Generating Reports

To generate a report from the .txt file you just saved, you will need to add your activity
and upload your file at the following website:
https://intranet.wku.edu/php/prod/gep/add/

This site allows you to enter details about your event, have it added to the SEAT, and
get an attendance report containing student names. Access is given to current faculty
and staff only, so you will be asked to log in with your email username and password.

The first step is to choose a category that best describes your activity. The categories
listed are all part of the SEAT. After clicking the button next to your chosen category,
scroll to the bottom of the page and click on “Next.”

Step 1: Choose a Category Step 2: Enter Activity Info Step 3: Upload file |

Choose one category below that best describes the type of activity you are adding. Then click "Next" at the bottom of the page.

University-wide Engagement
Activities in this category are those that help integrate students into the university community and the WKU Experience.

" Attendance at University Athletic Events " Attendance at University Lectures/Workshops
" Attendance at University Performances " Career Fairs
" Master Plan/Freshman Assembly C Other

Professional Devel t/R ch, Creative Activities

Activities in this category are those that allow students to apply their knowledge and training in a scholarly manner and to become
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The next step is to enter information about your activity such as the name, location,
dates, etc. The activity name, start date and end date fields are required. After
entering your information, click on “Next.”

| Step 1: Choose a Category Step 2: Enter Activity Info Step 3: Upload file

Enter the activities information below. Fields marked with * are required.

Category: University-wide Engagement - Attendance at University Athletic Events

Activity Name*:

Organization:

Location:

Faculty/Staff/Supervisor Name:

|

I

I

|

Activity Description: |

Start Date*: IOctober zl |6 j IZODSj
End Date*: [October  »| [6 x| |2008 =]
Include this activity in the students’ SEAT? Yes vI

Next >

Then, you will upload the .txt file you downloaded from your card reader.

Click on “Browse” to find the .txt file you have saved to your computer. Then click on
“‘Upload File.”

’ Step 1: Choose a Category Step 2: Enter Activity Info Step 3: Upload file

Upload your card reader's .txt data file below.

If you have more than one text file, you will need to combine them into one file. If multiple card readers were used at this activity,
please combine all files into one.

If your card reader was used at multiple activities, you should split your text file into multiple files for each activity and upload them
separately.

| Browse_ I
Upload File

NOTE: If you have multiple files for one activity, copy and paste the data from each file
into one .txt file before uploading.

NOTE: If your .txt file contains card swipes from multiple activities, you will need to

add each activity separately. Copy and paste the data from each activity (you can use
the date and time to determine the event) into separate .txt files and follow the steps
above to add each activity.
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Once the file is uploaded and processed, you will see a message containing the total
number of records that were added. You may also be notified of duplicate records or
invalid IDs.

l Step 1: Choose a Category Step 2: Enter Activity Info Step 3: Upload file

Your file has been uploaded.

1563 records were added.
6 duplicate records were found and removed.

Click here to get an attendance report for this activity.

Now you are ready to generate attendance reports for this activity. Click on the link to
go to the reports section. Here you will be asked to choose the type of report you wish
to create. A description is provided for each report type. Choose one and then click
on “Next.”

Choose a Report Type

(0, Activity Attendance List
Choose this report if you need a complete list of the students who attended a particular event.

C Activity Attendance - Course Specific
Choose this report if you need a list of students from multiple sections of a course who attended a particular event. An example would
be all MUS 120 students that attended a recital. Attendance for each section will be displayed on a separate page.

C Activity Attendance - Section Specific
Choose this report if you need a list of students from a specific course who attended a particular event. An example would be MUS
155-001 students that attended a recital.

(@ Course Activity Attendance

Choose this report if you would like a list of all activities in the current term attended by students in a specific course. Each activity will
be displayed on a separate page.

Next >

On the next page, click on the “Open Report” button to load your report. The report
will open in a new window in pdf format. The report may take a few minutes to load for
you. If you are having trouble getting the report to open, try opening Adobe Acrobat
reader before clicking on the “Open Report” button.

You have requested the following report:

Report type: Activity Attendance List
Activity Name: TEST ACTIVITY

Click on the button below to view your report. The report will open in a new window in pdf format.

Please note that the report may take a few minutes to load. A blank report means there was no data for the report you selected.

(——

If you need additional information or have any questions about your report, please contact Jamie Miller (jamie.miller1@wku.edu).

Click here to generate a new report.

NOTE: A blank report means there was no data for the report and/course you
selected.
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