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◎ Sign In 
 
 

Category : Sign In 
 
 
 

① Type ID / PW 

② Click [Sign In] button 
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Room Setting 

Hotel Setting 
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◎ Create building 

 
 

Category : Room setting ▶ Hotel Setting ▶ Building 

 
 

 

① Room setting → Hotel Setting → Building 

② Click [Add] button below ‘Building list’ 

③ Type Building name in ‘Building Name’ section 

④ Click [Create] button 

⑤ Confirm the new added building in the list 
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◎ Edit Building 
 
 

Category : Room setting ▶ Hotel Setting ▶ Building 

 
 

 

① Room setting → Hotel Setting → Building 

② Click building you want to edit from ‘Building list’ 

③ Type new name in ‘Building Name’ section 

④ Click [Edit]button 

⑤ Click [OK] button on ‘Edit’ pop-up window 

⑥ Verify the edited building name 
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◎ Delete Building 
 
 

Category : Room setting ▶ Hotel Setting ▶ Building 

 
 

 

① Room setting → Hotel Setting → Building 

② Click building you want to delete from ‘Building list’ 

③ Click [Delete] button below ‘Building list’ 

④ Click [OK] button on ‘Delete’ pop-up window 

⑤ Click [OK] button on ‘Delete Complete’ pop-up window 

⑥ Check deleted building in ‘Building list’ 
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◎ Create floor 
 
 

Category : Room setting ▶ Hotel Setting ▶ Floor 

 
 

 

① Room setting → Hotel Setting → Floor 

② Click [Create] button below ‘Floor list’ 

③ Type Floor name in ‘Floor Name’ section 

④ Select building to create floor 

⑤ Click [Create] button 

⑥ Click [OK] button on ‘Create complete’ pop-up window 

⑦ Check new added floor in the list 
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◎ Edit Floor 
 
 

Category : Room setting ▶ Hotel Setting ▶ Floor 

 
 

 

① Room setting → Hotel Setting → Floor 

② Click floor you want to edit from ‘Floor list’ 

③ Type new name in ‘Floor name’ section 

④ Click [Edit] button 

⑤ Click [OK] button on ‘Edit’ pop-up window 

⑥ Verify edited floor name 

* You can’t change building name. 

* If you need to change the building, delete all floors and repeat all steps above again. 
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◎ Delete Floor 
 
 

Category : Room setting ▶ Hotel Setting ▶ Floor 

 
 

 

① Room setting → Hotel Setting → Floor 

② Click floor you want to delete from ‘Floor list’ 

③ Click [Delete] below ‘Floor list’ 

④ Click [OK] button on ‘Delete’ pop-up window 

⑤ Click [OK] button on ‘Delete Complete’ pop-up window 

⑥ Check deleted floor 
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◎ Create Common Facility 
 
 

Category : Room setting ▶ Hotel Setting ▶ Common Facility 

 
 

 

① Room setting → Hotel Setting → Common Facility 

② Click [Create] button below ‘Common Facility’ list 

③ Type Common Facility name in ‘Common Facility Name’ section 

④ Select the day and time 

⑤ Click [Create] button 

⑥ Check new added Common Facility 

 

* Setting a restrict time for common facilities such as pool or fitness center. 
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◎ Edit Common Facility 
 
 

Category : Room setting ▶ Hotel Setting ▶ Common Facility 

 
 

 

① Room setting → Hotel Setting → Common Facility 

② Click Common Facility you want to edit from ‘Common Facility list’ 

③ Type new name in ‘Common Facility Name’ section 

④ Select the day and time 

⑤ Click [Edit] button 

⑥ Click [OK] button on ‘Edit’ pop-up window 

⑦ Verify the edited Common Facility 
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◎ Delete Common Facility 
 
 

Category : Room setting ▶ Hotel Setting ▶ Common Facility 

 
 

 

① Room setting → Hotel Setting → Common Facility 

② Click Common Facility you want to delete from ‘Common facility list’ 

③ Click [Delete] below ‘Common Facility List’ 

④ Click [OK] button on ‘Delete’ pop-up window 

⑤ Click [OK] button on ‘Delete Complete’ pop-up window 

⑥ Check deleted Common Facility 
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◎ Common Door List 
 
 

Category : Room setting ▶ Hotel Setting ▶ Common Door List 

 
 

 

① Room setting → Hotel Setting → Common Door List 

② Common Door List 

- Building: Building Door create /edit/delete 

ex) Main door, back door, parking, 

pool, laundry 

③ Current door name edit and new door creation are available. 
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◎ Common Door List – Create Building Common Door 
 
 

Category : Room setting ▶ Hotel Setting ▶ Common Door List 

 
 

 

① Room setting → Hotel Setting → Common Door List 

② Select building you want to create Common Door 

③ Type new name in ‘Building Door Name’ section (ex: Backdoor) 

④ Click [Create] button 

⑤ Click [OK] button on ‘Create Complete’ pop-up window 

⑥ Check new added Common Door 

 

  
 

 

 



IGRMS User Manual Ver 0.1.1 

 

  

 

 

◎ Common Door List – Edit/Delete Building Common Door 
 
 

Category : Room setting ▶ Hotel Setting ▶ Common Door List 

 
 

 

① Room setting → Hotel Setting → Common 

Door List 

② Click building and Common Door you want 

to delete from ‘Common Door list’ 

③ Click [Delete] button (Delete Door only) 

④ Click [OK] button on ‘Delete’ pop-up 

window 

① Room setting → Hotel Setting → Common 

Door List 

② Click building and Common Door you want to 

edit from ‘Common Door list’ 

③ Type new name in ‘Building Door Name’ 

section (Ex: Backdoor1) 

④ Click[Edit ] button 

⑤ Click [OK] button on ‘Delete Complete’ pop- ⑤ Click [OK] button on ‘Edit’ pop-up window 

up window 
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◎ Common Door List – Create Floor Common Door 
 
 

Category : Room setting ▶ Hotel Setting ▶ Common Door List 

 
 

 

① Room setting → Hotel Setting → Common Door List 

② Select Floor you want to create Common Door 

③ Select ‘Main Door/‘Corridor Door’ (Multiply choice is available) 

④ Click [Save] button 

⑤ Click [OK] button on ‘Save’ pop-up window 

⑥ Check new added Common Door 

• Main Door : Floor entrance door 

• Corridor Door : Floor corridor entrance door 

* Depends on building construction there can be or not main door or corridor door. 
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◎ Common Door List – Edit/Delete Floor Common Door 
 
 

Category : Room setting ▶ Hotel Setting ▶ Common Door List 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

① Room setting → Hotel Setting → Common 

Door List 

① Room setting → Hotel Setting → Common 

Door List 

② Select floor and Common Door you want to ② Select floor and Common Door you want to 

delete from ‘Common Door list’ 

③ Click [Delete] button 

④ Click [OK] button on ‘Delete’ pop-up 

window 

edit from ‘Common Door list’ 

③ Select ‘Main Door/ ‘Corridor Door’ (Multiply 

choice is available) 

④   Click[Save] button 

⑤ Click [OK] button on ‘Delete Complete’ pop- ⑤ Click [OK] button on ‘Edit’ pop-up window 

up window 
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◎ Common Door List – Create Common Door for Common Facility 
 
 

Category : Room setting ▶ Hotel Setting ▶ Common Door List 

 
 

 

① Room setting → Hotel Setting → Common Door List 

② Select Common Facility you want to create Common Door for. 

③ Type new name in ‘Common Door Name’ section (ex: Pool door) 

④ Click [Create] button 

⑤ Click [OK] button on ‘Create Complete’ pop-up window 

⑥ Check new added Common Door 
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◎ Common Door List – Edit/Delete Common Door for Common 
 Facility  
Category : Room setting ▶ Hotel Setting ▶ Common Door List 

 
 

 

① Room setting → Hotel Setting → Common 

Door List 

② Select Common Facility and Common Door 

you want to delete from ‘Common Door list’ 

③ Click [Delete] button 

④ Click [OK] button on ‘Delete’ pop-up 

window 

⑤ Click [OK] button on ‘Delete Complete’ pop- 

up window 

① Room setting → Hotel Setting → Common 

Door List 

② Select floor and Common Door you want to 

edit from ‘Common Door list’ 

③ Type new name in ‘Common Door Name’ 

section 

④ Click[Edit ] button 

⑤ Click [OK] button on ‘Edit’ pop-up window 
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◎ Create Back office 
 
 

Category : Room setting ▶ Hotel Setting ▶ Back Office 

 
 

 

① Room setting → Hotel Setting → Back Office 

② Click [Create] button below ‘Back Office list’ 

③ Type new name in ‘Back Office Name’ section 

④ Click [Create] button below the ‘Back Office Name’ section 

⑤ Click [OK] button on ‘Create Complete’ pop-up window 

⑥ Check new added Back Office 

 

 
 

 

 

 



IGRMS User Manual Ver 0.1.1 

 

  

 

◎ Edit/Delete Back office 
 
 

Category : Room setting ▶ Hotel Setting ▶ Back Office 

 
 

 

① Room setting → Hotel Setting → Back Office 

② Select Back Office you want to delete from 

‘Back Office list’ 

③ Click [Delete] button 

④ Click [OK] button on ‘Delete’ pop-up 

window 

⑤ Click [OK] button on ‘Delete Complete’ pop- 

up window 

① Room setting → Hotel Setting → Back Office 

② Select Back Office you want to edit from 

‘Back Office list’ 

③ Type new name in ‘Common Door Name’ 

section 

④ Click[Edit ] button 

⑤ Click [OK] button on ‘Edit’ pop-up window 
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◎ Change Check in/out Time 
 
 

Category : Room setting ▶ Hotel Setting ▶ Check in/out Time 

 
 

 

① Room setting → Hotel Setting → Back Office 

② Select the desired time for ‘Check in and Check out’ below 

③ Click [Save] after changing the time 

④ Check changed time 

* If Check in/out time was changed IGRMS would be restarted automatically. 
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Room Setting 

Room Type 
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◎ Create Room Type 
 
 

Category : Room setting ▶ Room Type 

 
 

 

① Room setting → Room type 

② Click [Create] button below ‘Room Type List’ 

③ Type new name in ‘Room type Name’ section 

④ Click [Create] button below ‘Room type Name’ section 

⑤ Click [OK] button on ‘Create Complete’ pop-up window 

⑥ Check new added Room Type 
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◎ Edit/Delete Room Type 
 
 

Category : Room setting ▶ Room Type 

 
 

 
① Room setting → Room type ① Room setting → Room type 

② Select Room Type you want to delete from ② Select Room Type you want to delete from 
 ‘Room Type List’  ‘Room Type List’ 

③ Click [Delete] button ③ Type new name in ‘Room Type Name’ 

④ Click [OK] button on ‘Delete’ pop-up  section 

 window ④ Click[Edit ] button 

  ⑤ Click [OK] button on ‘Edit’ pop-up window 

 

  

 

 
 

 



IGRMS User Manual Ver 0.1.1 

 

 

 
 
 
 
 
 
 
 
 
 

 

Room Setting 

Room Add 
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◎ Room Add 
 
 

Category : Room setting ▶ Room Add 

 
 

 

① Room setting → Room Add 

② Click [Room Add] button below ‘Room List’ 

③ Select the building/ floor / room type to add the room (if there is no corridor door no need to 

select) 

④ Enter room number / continuous generation is possible (ex: 101 – 110 ( Create continuous 

from 101 to 110) 

⑤ If there is a key tag or sub room select ‘Key tag or sub room (max. 7) 

⑥ Click [Create] button 

⑦ Click [OK] button on ‘Create Complete’ pop-up window 
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◎ Edit Room 
 
 

Category : Room setting ▶ Room Add 

 
 

 

① Room setting → Room Add 

② Select Room number you want to edit from ‘Room List’(Room number edit isn’t available, 

only key tag and Subroom) 

③ Check Key tag box \ 

④ Check Subroom 

⑤ Click [Edit] button below 

⑥ Click [OK] button on ‘Edit’ pop-up window 
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◎ Delete Room 
 
 

Category : Room setting ▶ Room Add 

 
 

 

① Room setting → Room Add 

② Select Room number you want to delete from ‘Room List 

③ Click [Delete] button 

④ Click [OK] button on ‘Delete’ pop-up window 

⑤ Click [OK] button on ‘Delete Complete’ pop-up window 
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Room Setting 

Setup Card 
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◎ BLE Setup 
 
 

Category : Room setting ▶ Setup Card ▶ BLE Setup 

 
 
 

 

① Room setting → Setup Card → BLE Setup 

② Put card on encoder and click [Issue Card] button 
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◎ Room setup 
 
 

Category : Room setting ▶ Setup Card ▶ Room Setup 

 
 

 

① Room setting → Setup Card → Room Setup 

② Select room to issue ‘Room setup card’ 

③ Put card on encoder and click [Issue Card] button 

* Room Setup card is card for room installation for hotels are not using Mobile Key. 

Hotels not using Mobile Key have to set up room with Staff App. Room installation with Room 

setup card Is not allowed. (Install with Staff App) 
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◎ Common door setup 
 
 

Category : Room setting ▶ Setup Card ▶ Common Door Setup 

 
 

 

① Room setting → Setup Card → Room Setup 

② Select Common door to issue ‘Common Door Setup Card’ 

③ Put card on encoder and click [Issue Card] button 

* [Using day] & [Time] edit is available in ‘Room setting > Common facility ‘ 
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◎ Back Office setup 
 
 

Category : Room setting ▶ Setup Card ▶ Back Office Setup 

 
 

 

① Room setting → Setup Card → Back Office Setup 

② Select Back Office door to issue ‘Common Door Setup Card’ 

③ Put card on encoder and click [Issue Card] button 

* Back Office Setup card is the same as Room Setup card, for Room installation of hotels not 

using Mobile Key. 

Mobile Key using Hotels are required to set up room with Staff App. Room installation with Room 

setup card is not allowed. (Install with Staff App) 
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◎ Time Setup 
 
 

Category : Room setting ▶ Setup Card ▶ Time Setup 

 
 

 

① Room setting → Setup Card → Time Setup 

② You can choose +0, +5, +10, +15, +20, +30 from current time 

③ Put card on encoder and click [Issue Card] button 

 
* Time Setup card is card to fix not correct time of door lock. But if you use Mobile Key, the time will 

be corrected automatically. We recommend using Mobile Key. 
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◎ Factory reset 
 
 

Category : Room setting ▶ Setup Card ▶ Factory Reset 

 
 

 

① Room setting → Setup Card → Factory Reset 

② Put card on encoder and click [Issue Card] button 

 
* Factory Reset card is resetting card. If the current door lock is installed, please delete first 

before resetting door lock. 
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◎ Touch Setup 
 
 

Category : Room setting ▶ Setup Card ▶ Touch Setup 

 
 

 

① Room setting → Setup Card → Touch Setup 

② Put card on encoder and click [Issue Card] button 

 
* Touch setup card: Touch type door lock’s touch mode activate/ reactivate setup card. If door 

lock touch mode is off tap touch setup card to activate it. 
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◎ Common Door Setting 
 
 

Category : Room setting ▶ Setup Card ▶ Common Door Setting 

 
 

 

① Room setting → Setup Card → Common Door Setting 

② Basic setting (Default NO/ NC), Delay time setting 

③ Put card on encoder and click [Issue Card] button 

 
* Delay time : door opened state time (ex: 1000ms – 1min) 
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◎ Latch warning On/Off 
 
 

Category : Room setting ▶ Setup Card ▶ Latch Warning On/Off 
 

 
 

① Room setting → Setup Card → Latch Warning On/Off 

② Put card on encoder and click [Issue Card] button 

 
* Latch Warning card: If door lock’s latch is not match with the strike and door is not closed to the 

end, warning signal will sound. To turn on/ off Latch Warning signal tap door lock with Latch 

Warning card. 
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Staff Add 
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◎ Staff Add 
 
 

Category : Staff MGMT ▶ Staff Add 

 
 

 

① Staff MGMT → Staff Add 

② Click[Create] button 

③ Type Email, password, staff name, remarks and setup staff permission 

④ Click [Save] button 

⑤ Click [OK] button on ‘Create complete’ pop-up window 
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◎ Staff Add 
 
 

Category : Staff MGMT ▶ Staff Add 

 
 

* Staff Permission Setup – if there is no permission blank isn’t checked 

[ IGRMS ]-IGRMS access 

• Issue card: “Issue card” access. 

• Room setting: “Room setting” access. 

• Card History: “Card history” access. 

• Staff MGMT: “Staff management” access. 

[Staff App]-Staff App access 

Door Lock LOG: Door lock LOG access. 

• Staff Door Lock control: Staff Mobile Key using access . 

• Master Door Lock control: Master Mobile Key using access . Ex) Master, Emergency, Blocking, Opening 

Key 

  •  Door Lock Setup: Install Door lock using Staff App  
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◎ Edit/ Delete Staff info 
 
 

Category : Staff MGMT ▶ Staff Add 

 
 

 

① Staff MGMT → Staff Add 

② Select Staff to delete from “Staff List” 

③ Click [Delete] button 

④ Click [OK] button on ‘Delete’ pop-up 

window 

⑤ Click [OK] button on ‘Delete complete’ pop- 

up window 

① Staff MGMT → Staff Add 

② Select Staff to edit from “Staff List” 

③ Password/Staff Name/Staff permission edit 

(email edit isn’t able) 

④ Click[Save] button 

⑤ Click [OK] button on ‘Edit’ pop-up window 

• If  you  change settings related to staff access, 

it will be applied on next log in session 
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Staff MGMT 

Staff Group MGMT 
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◎ Create Staff Group 
 
 

Category : Staff MGMT ▶ Staff Group MGMT 

 
 

 

① Staff MGMT → Staff Group MGMT 

② Click [Create] button below Staff Group list 

③ Type name in “Staff Group Name” section 

④ Select staff you want to include in new group (Multi select is possible) 

⑤ Click [ › ] button to transfer selected staff to [Selected Staff List ] 

⑥ Click [Save] button 

⑦ Click [OK] button on ‘Create complete’ pop-up window 

⑧ Check created new Staff Group 
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◎ Edit Staff Group 
 
 

Category : Staff MGMT ▶ Staff Group MGMT 

 
 

 

Staff [Add] 

① Staff MGMT → Staff Group MGMT 

② Select the Staff Group you want to edit 

from the ‘Staff Group list’ 

③ Select the staff you want to add from ‘Staff 

List’ 

④ Click [ › ] button to transfer selected staff 

to [Selected Staff List ] 

⑤ Click [Edit] button 

⑥ Click [OK] button on ‘Edit’ pop-up window 

⑦ Check added new Staff 

Staff [Edit] 

① Staff MGMT → Staff Group MGMT 

② Select the Staff Group you want to edit 

from the ‘Staff Group list’ 

③ Select the staff you want to delete from 

[Selected Staff List] 

④ Click [Delete] button below 

⑤ Click [Edit] button 

⑥ Click [OK] button on ‘Edit’ pop-up window 

⑦ Check deleted Staff 
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◎ Delete Staff Group 
 
 

Category : Staff MGMT ▶ Staff Group MGMT 

 
 

 

① Staff MGMT → Staff Group MGMT 

② Select the Staff Group you want to edit from the ‘Staff Group list’ 

③ Click [Delete] button 

④ Click [OK] button on ‘Delete complete’ pop-up window 

⑤ Check deleted Staff Group 
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Master Card issue 
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◎ Issue Master card 
 
 

Category : Staff MGMT ▶ Master Card Issue ▶ Master Card 

 
 

 

① Staff MGMT → Master Card Issue → Master Card 

② Select day 

③  Select duration and time 

④  Click [Issue Card] button 

* Master card releases all the type of cards: Emergency, Blocking, Construction. 
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◎ Issue Emergency card 
 
 

Category : Staff MGMT ▶ Master Card Issue ▶ Emergency Card 

 
 

 

① Staff MGMT → Master Card Issue → Emergency Card 

② Select day 

③  Select duration and time 

④  Click [Issue Card] button 

* Renew card: previously issued card is blocked, only renewed card will work. 

* Emergency card is the card used for  fire or emergency situations. In Emergency Mode door 

lock is alarming and remain opened. 

* Emergency mode release: Tab Master card or Emergency card 
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◎ Issue Blocking card 
 
 

Category : Staff MGMT ▶ Master Card Issue ▶ Blocking Card 

 
 

 

① Staff MGMT → Master Card Issue → Blocking Card 

② Select day 

③  Select duration and time 

④  Click [Issue Card] button 

* Renew card: previously issued card is blocked, only renewed card will work. 

* Blocking card is card for room access blocking. If you set Blocking mode you won’t be able to 

open door lock with room card or mobile key 

* Blocking mode release: tab Master card or Blocking card . (If you tap with Opening card, door 

lock will be changed from Blocking to Opening mode and door will remain opened). 
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◎ Issue Passage “Open” card 
 
 

Category : Staff MGMT ▶ Master Card Issue ▶ Construction Card 

 
 

 

① Staff MGMT → Master Card Issue → Passage Card 

② Select day 

③  Select duration and time 

④  Click [Issue Card] button 

* Renew card: previously issued card is blocked, only renewed card will work. 

* Passage card is using due the construction period. Passage mode door lock will remain 

be opened. 

* Passage mode release: Tap Master card or Passage card. (If you tap with Blocking card, door 

lock will be changed from Passage mode to Blocking and door remain blocked). 
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Staff MGMT 

Issue staff card 
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◎ Issue Building Card 
 
 

Category : Staff MGMT ▶ Staff Card Issue ▶ Building Card 

 
 

 

① Staff MGMT → Staff Card Issue → Building Card 

② Select Staff Group and pick one staff from Staff list (one person) 

③ Select building from “Building Select” (multiple select is available) 

④ Select card available day / time 

⑤ Select common facilities to authorize access 

⑥ Select Back office to authorize access 

⑦ Click [Issue card] button 
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◎ Issue Floor Card 
 
 

Category : Staff MGMT ▶ Staff Card Issue ▶ Floor Card 

 
 

 

① Staff MGMT → Staff Card Issue → Floor Card 

② Select Staff Group and pick one staff from Staff list (one person) 

③ Select building from “Building Select” and floor to authorize the access (multiple select is 

available) 

④ Select card available day / time 

⑤ Select common facilities to authorize access 

⑥ Select Back office to authorize access 

⑦ Click[Issue card] button 
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◎ Issue Maintenance Card 
 
 

Category : Staff MGMT ▶ Staff Card Issue ▶ Maintenance Card 

 
 

 

① Staff MGMT → Staff Card Issue → Maintenance Card 

② Select Staff Group and pick one staff from Staff list (one person) 

③ Select building from “Building Select” and room to authorize the access (multiple select is 

available) 

④ Select card available day / time 

⑤ Select common facilities to authorize access 

⑥ Select Back office to authorize access 

⑦ Click[Issue card] button 
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◎ Issue Room Range Card 
 
 

Category : Staff MGMT ▶ Staff Card Issue ▶ Room Range Card 

 
 

 

① Staff MGMT → Staff Card Issue → Room Range Card 

② Select Staff Group and pick one staff from Staff list (one person) 

③ Select Building/Floor and set (ex: 101-110), click [Add List] button 

④ If you set room range wrong, select Room range list and click [Delete] button 

⑤ Select card available day / time 

⑥ Select common facilities to authorize access 

⑦ Select Back office to authorize access 

⑧ Click[Issue card] button 
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◎ Issue Clean up Card 
 
 

Category : Staff MGMT ▶ Staff Card Issue ▶ Clean up Card 

 
 

 

① Staff MGMT → Staff Card Issue → Room Range Card 

② Select Staff Group and pick one staff from Staff list (one person) 

③ Click[Issue card] button 

Clean up card is Staff card to switch Key tap to cleaned up status. (Optional function) 

 

 



IGRMS User Manual Ver 0.1.1 

 

 

 
 
 
 
 
 
 
 
 
 

Staff MGMT 

Forbid Card 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



IGRMS User Manual Ver 0.1.1 

 

 

 

◎ Forbid card 
 
 

Category : Staff MGMT ▶ Forbid card 

 
 

 

① Staff MGMT → Forbid Card 

② Select Type of card to register as lost card. ( Master Card, Staff Card, Setup Card, Latest 

forbid card) 

③ Select Forbid Card from Issued Card List (Max . 16) 

④ Click [ 〉 ]button to add to Forbid Card list 

⑤ Delete select or Delete All 

⑥ Click [Issue card] 

* Renew card: If you renew the card, you can’t use previous issued Master card and Forbid card. 

* Forbid card: To prevent using lost card, register it as forbid card. Issue forbid card and tap related door lock. 

* To register lost card as Forbid card, you’d better to know card number or issue date. Master Card . If there are no any 

records go to “Master card” click [Renew Card] and then to issue next Master Card click [Issue Card] button.

 

 
 

 

 



 

 

 
 
 
 
 
   
 
 
 
 
 
 
 
 
 

Card History 
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◎ Card History 
 
 

Category : Card History ▶ Guest Card 

 
 

 

① Card History → Guest Card 

② Refresh: refresh screen 

③ More: Latest 30 records are displayed, (To see more click [More] button) 

④ Export to EXCEL: Saving search results as Excel file. 

* Issued Guest Card records are displayed by latest records. 
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◎ Card History 
 
 

Category : Card History ▶ Master Card 

 
 

 

① Card History → Master Card 

② Refresh: refresh screen 

③ More: Latest 30 records are displayed, (To see more click [More] button) 

④ Export to EXCEL: Saves search results as Excel file. 

* Issued Master Card records are displayed by latest records. 
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◎ Card History 
 
 

Category : Card History ▶ Staff Card 

 
 

 

① Card History → Staff Card 

② Refresh: refresh screen 

③ More: Latest 30 records are displayed, (To see more click [More] button) 

④ Export to EXCEL: Saving search results as Excel file. 

* Issued Staff Card records are displayed by latest records. 
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◎ Card History 
 
 

Category : Card History ▶ Setup Card 

 
 

 

① Card History → Setup Card 

② Refresh: refresh screen 

③ More: Latest 30 records are displayed, (To see more click [More] button) 

④ Export to EXCEL: Saving search results as Excel file. 

* Issued Setup Card records are displayed by latest records. 

 

   



 

 

 
 
 
 
 
 
 
 
  
 
 

 

Main Display 
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◎ Card Issue – Main Display 
 
 

Category : By Floor 

 
 

 

①  Issue Card → By Floor 

② Select View all rooms or by floor. 

③ Check status by icons: vacant, using(issue card, issue mobile key), maintenance 

select room number and right-click to change room status. 

 

 

 

 Using (card is issued) 

 
 

 



IGRMS User Manual Ver 0.1.1 

 

 

 

◎ Card Issue – Main Display 
 

 
 
 

 
 

 

① Issue Card → Search 

② Select Sorting Type (icon / details), (Also available in view by floor) 

③ Select options for search: Building/ Floor / Room type / Room status and etc. (Also 

available in View all) 

 

 

 



 

 

 
 
 
 
 
 
 
 
 

 

Issue card 
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◎ Card Issue – Main Display 
 
 

Category : Issue Card 

 
 

 

① Double-click on room 

② Select common facilities X 

③ Select Check In/ Out data (To set Check in time as same as current time select [Set 

current time] and to set Check out date automatically select nights.) 

④ To issue several cards for the same room select [Save selected info] 

⑤ lick [Issue Card] button 
 
 
 
 
 
 
 

 

 

 

 



 

 

 
 
 
 
 
 
 
 
 
 
 

 

Read Card 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

◎ Read Card 
 
 

Category : Read Card 

 
 

 

 

① Put card on encoder and click [Read Card] button 

② [Erase Card] – delete all data 

③ [Copy Card] – Only Room Card copy is available. Put room card on encoder, click [Copy 

Card] button, then put new card on encoder and click[Copy Card] 

④ [Read Card] – To read another card click [Read Card] button 

⑤ [Check out] – To switch booking as Check out status click [Check out] button . If you 

proceed check out room will be switched automatically to vacant status. Checked out card 

will be displayed as check out in card history. 

 

 

  

  

 



 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Data Sync 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

◎ Data Sync 
 
 

Category : Data Sync 

 
 
 

 

① Data Synchronization – If you use a few PC at the same time to refresh information about 

Issued card or information about staff click   icon at the right corner of the window. 

 
 
 
 
 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

IGRMS Settings 
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◎ IGRMS Settings 
 
 

Category : Check IGRMS version 

 
 
 

 

① Click IGRMS Settings icon 

② Check IGRMS version 
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◎ IGRMS Settings 
 
 

Category : Gateway settings 

 
 

 

① Turn on ImGATE Gateway file 

② Gateway Setting: Connection between IGRMS and Gateway (Type in IGRMS menu IP and Port 

number. 

③ PMS Setting: Connection between Gateway and PMS 
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◎ IGRMS Settings 
 
 

Category : Gateway settings 

 
 

 

① Click IGRMS settings icon 

② Gateway setting: Input IP and Port number checked in Gateway 

③ Click [OK] button 

④ Click [OK] button on setting change Pop-up and program will be restarted 

⑤ PMS connection status: red(disconnect), green(connected) 
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◎ IGRMS Settings 
 
 

Category : Change language 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

① Click IGRMS settings icon 

② Select language (Korean , English) 

③ Click [OK] button on setting change Pop-up and program will be restarted. Log In again. 
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◎ IGRMS Settings 
 
 

Category : Card Encoder ID 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

① Click IGRMS settings icon 

② If you use IGRMS on more than 2 PC set different encoder ID to differentiate PC. 

③ If you check to turn off sound it won’t sound. 

④ Click [OK] button 

⑤ Click [OK] button on setting change Pop-up and program will be restarted. Log In again. 
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◎ IGRMS Settings 
 
 

Category : Room Status Auto-refresh 

 
 

① Click IGRMS settings icon 

② Check Room Status Auto-Refresh 

③ Click[OK] button 

④ Click [OK] button on setting change Pop-up and program will be restarted. Log In again. 

 

* If you set room status auto-refresh, every 2 minutes room status data will be updated 

automatically. When room Check out time is over, room status automatically will be changed to 

vacant room. 

 

 

 

  



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Log Out 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

◎ Log Out 
 
 

Category : Log Out 
 

 

t 
 

 

①  To Log out click [Log Out] icon 

② Click [OK] button on Warning pop-up. 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Emergency situation manual 
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Situation The card issued was stolen or lost. 

 
Solution Issue the same card as a new issue, Immediately tap the door lock.(If you do not tap door locks, 

you can open doors with lost cards. 

 

Situation Edits will not appear on the screen. 

 
Solution Press the Refresh button  at the upper right of the IGRMS screen. 

 

Situation I do not remember my password. 

 

Solution 
The password search feature is currently not supported. 
Contact the staff with the authority to create employees, delete the account of the employee in 
question, and regenerate the same. 

 

Situation I have my password stolen 

 
 

Solution 
Select your ID from [Log in] - [Staff Management] - [Staff Registration] - [Staff List], and then 
enter the password to be changed in the [Enter Password] field. 
If you click the [Modify Staff ] button on the bottom right, your password change is complete 

 

Situation I accidentally issued another room card 

 

Solution 
1. Right-click on the issued room and click the [Change to vacant] button. 
2. After selecting the desired room, place the wrongly issued card on the reader and press the 
[Issue Card] button again. 

 

Situation The floor / building will not be deleted In the [Floor Settings], [Building Settings] menu 

 
Solution Check if there are sub-items (floors, rooms, etc.) that belong to the floor / building you want to 

delete and try again. 
 

Situation Creation or deletion of rooms does not work normally. 

 
Solution 

 
Please log out and try again or press the Refresh button and try again. 

 

Situation I can’t edit Room 

 
 

Solution 
* Make sure that the [Edit] button is pressed. 
* The [ EDIT ] button at the bottom of the subroom selection box is a button to modify the subroom. 
* The [ EDIT ] button at the bottom is a button to edit the room information. 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Alarm guide 
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BEEP 
 

RED LED 
 

Situation 

 
Twice 

 
Twice This is the most common error when the information on the room on the card is 

different from the information on the door lock. 

 
 

3 times 

 
 

3 times 

This error occurs when the time information recorded on the card differs from the 
time information of the door lock. 
It occurs when you tap a door lock with a card that has expired. 
It occurs when you tap a door lock with a card that is earlier than check-in period 
Lock was programed with a phone with incorrect time. Time must match the 
IGRMS PC.  

 
4 times 

 
4 times 

 
This is an error that occurs when a door lock is not set up (door lock is not installed). 

 

5 times 

 

5 times 
This error occurs when the card sequence is expired. 
A sequence error is an error that disables a previously issued card when tapping a 
door lock with a newly issued card, not a copy. 

 
6 times 

 
6 times 

 
This error occurs when tapping with the employee card when the dead bolt. 

 
7 times 

 
7 times 

 
This error occurs when tapping an unauthorized card when Blocking or Opening is set. 

 
8 times 

 
8 times 

An error that occurs when the hotel information on the card is different from the 
hotel information on the door lock.. 

 
9 times 

 
9 times 

 
This error occurs when tapping an unauthorized card when Emergency is set. 

 
10 times 

 
10 times 

 
This error occurs when the Group number is not set. 

 
11 times 

 
11 times 

 
Occurs when the card is not issued by IGRMS. 

 
12 times 

 
12 times This error occurs when the building information on the card is different from the 

building information on the door lock.. 

 
13 times 

 
13 times 

 
Other errors. 
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14 times 

 
14 times 

 
Lost card 

 

Classification Notification sound Situation Number of 
times 

 

Card recognition 

 

Beep 
Before factory reset 1 

When the card key is read normally 1 

 

Door open 

 
Beep twice Door open by key 1 

Door open by BLE 1 

 
 

error 

 
 

Beep 3 times 

It is not a mobile key-enabled door lock 1 

Card reading error 1 

LATCH WARNING Repeat every 
1.5 seconds 

Low power melody Door open from LOW BATTERY LEVEL 1 

EMERGENCY Beep 6 times EMERGENCY situation Continuous 
repetition 

ENTERE_BLE_MODE Beep (1 second 
interval) Enter BLE mode 5 

 


