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About this Manual:

This manual provides software operation instruction, for example install

and uninstall program, collect data, assign shift and output report, etc.
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1. Install and Uninstall Program

1.1 Before Installation

Please install on-line fingerprint sensor driver if you want to enroll

fingerprint through the Attendance Management software.

1. If the 4000 or previous version driver
(Biokey200/URU4000/URU40000B) has been installed before, you
must uninstall it first, the operation steps as below:

(1) Run "Add/Delete program" in control panel, uninstall fingerprint

sensor driver.

(2) Run "Regedit.exe" in "Run" on the Starting menu, and delete the key
values of HKEY LOCAL MACHINE\Software\DigitalPersona, if the

value exists.

(3) Delete all "DP*.dll" under the directory of windows\system32
"windows\system in win98 ".

(4) Delete the folder "biokey200" under the directory of Program
files\Att, if the folder exists.

Restart your computer after uninstall, and then install on-line fingerprint

sensor driver.

2. If fingerprint sensor driver wasn't installed before, install the driver
directly.

@Note:
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(1) Software environment: Windows XP, Windows 2000, Windows
2003, Windows Vista 32 bits, Windows Vista 64 bits (USB
Communication does not support), Windows 7 32 bits, Windows 7 64
bits (The Ultimate and Personal Edition do not support USB

Communication, but Home Premium Edition supports.).
(2) Software support database: Access, SQL Server.
1.2 Install Program

You had better turn off all the other programs before installing, to avoid
collision during the installing process.

Note: the following demonstration software version may be not
identical with your CD contents, please follow the CD installing
process.

1. Insert the CD into your CD-ROM, the installation program will run

automatically.

2. The software supports Simplified Chinese, Traditional Chinese and
English, select the language you want to install, and click "OK" button

to enter the Welcome window:

Select Setup Language E|
gl]! Select the language to uze during the installation:

Er‘ugli:s:h ?-l

Ok, H Cancel ]
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Tips: click "Cancel" button to abort installation.

3. Click "Next" button on the Welcome window to enter the License
Agreement window, please read carefully. Choose "I accept the

agreement", and the click "Next" button to enter the next installing
process:

Setup rﬁ|

License Agreement
Flease read the following important information before continuing.

Plzase read the fallowing License Agreement. You must accept the terms of this
agreement before continuing with the installation,

EMD-USER LICEMSE AGREEMENT FOR THIS SOFTWARE ~
Irmportant - read carefully:

Thiz End-User License Agreement ["EULA"] iz a legal agreement between pau
[either an individual or a zingle entity] and the mentioned author of this Software for
the software product identified above, which includes computer software and may
include aszociated media, printed materialz, and "online" or electranic
documentation ["SOFTWARE PRODUCT"). By installng, copying, or otherwize
uzing the SOFTWARE PRODIUCT, you agree ta be baund by the terms of this
ELLA. IF you do not agree ta the terms of thiz ELILA, do not install or use the
SOFTwARE PRODUCT.

(3) | accept the agreement

() | do not accept the agreement

[ < Back ” Mext > ][ Cancel ]

4. In this interface you can select the installing directory of the software,
Click "Next", enter the next step:

Setup E

Select Destination Location
Where should Attendance i anagement be installed?

’J Setup wil install Attendance Management into the following folder.

To continue, click Next. If you would like to select a different folder, click Browse.

i [ Browse...

At least 07 MB of free disk space iz required.

[ < Back ” Mewt > ][ Cancel
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5. In this step you can choose the component which you want to install,
such as Fingerprint reader driver and Attendance Management.
Click on "[I" if you need it (recommend selecting all components
except it has been installed), then click on "Next", go to the next page:

Select Components
‘which components should be installed?

Select the components you want to instal; clear the components vou do not want to
install. Click Mext when you are ready to continue,

Fingerprint reader driver
Attendance Management 137 ME

Current selection requires at least 16.9 MB of disk space.

[ ¢ Back ” MNext » ][ Cancel ]

6. In this interface, you can change the name and decide where to place
and the program's shortcuts. Click "Next", turn to the next step:

Setup §|

Select Start Menu Folder
‘where should Setup place the program's shortouts?

Setup will create the program's shortcuts in the following Start Menu folder

To continue, click Mext. If pou would like ta select a different folder, click Brawse.

| I Browse... ]

[ < Back ” MNext » 1[ Cancel ]

7. Suggest using the defaults and then click "Next" button, turn to the
next step:
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Ready to Install
Setup iz now ready to begin installing Attendance Management on vour computer.

Click Install to continue with the installation, or click Back if you want to review ar
change any zettings.

Destination location:
C:\Program Fileshatt
Setup type:
Full installation
Selected components:
Fingerprint reader driver
Attendance Management
Start Menu folder:
Attendance Management

[. < Back ”_ Install J [ Cancel ]

8. Click "Install" button, the software start to install and copy the files
to the hard disk until the fingerprint reader driver start to install. If you

didn't select to install it at step 5, the process will turn to step 10 and end
the installation.

Welcome to the Fingerprint
Reader Driver Setup Wizard

This will inskall Fingerprint Reader Driver 2.3.3.1 on your
Computer,

1t is recammended that you close all other applications befare
continuing.

Click Mext o continue, or Cancel to exit Setup.




Attendance Management Software User Manual

9. This interface will inquire you to select components to install, we
recommend selecting them all, then clicking on "Next", entering the next

step;

Setup [g‘

Select Components
‘Which components should be installed?

Select the components vou want ta install; clear the components you do not wank ta
install, Click Mext when vou are ready to continue,

I Windows %P fVistafServer 7 Driver

Current selection requires at least 17.0 ME of disk space.

[ < Back ][ Mext = ][ Canicel ]

10. The fingerprint reader driver start installing, when the process is
completed, the dialog box will inquire you to restart the computer now

or later. The driver will work when the computer restarted.
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Completing the Fingerprint
Reader Driver Setup Wizard

To complete the installation of Fingerprint Reader Driver,
Setup must restart yaur computer, Would you like ko restart
naw?

(@) fes, restart the computer now

() No, T will restart the computer later

11. Click "Finish" to complete the installation.

Completing the Attendance Management
Setup Wizard

Setup has finished instaling Attendance Management on your
computer. The application may be launched by selecting the
installed icons.

Click Finish to exit Setup.

The shortcuts will appear on the windows, click this icon on the

desktop to enter software
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1.3 Uninstall Program
1.3.1 Uninstall the Software

If you do not need this software anymore, you can uninstall it from

computer as below:
Close the attendance management program.

Method 1: Run "Add/Delete program" in control panel, choose

attendance management system and uninstall it.

Method 2: Alternatively, choose Start --> All Programs -->
Attendance Management--> Uninstall.

For clear all the software, you need to enter directory to delete the folder

where the software installed.
1.3.2 Uninstall Fingerprint Sensor Driver

If you do not need to use the fingerprint sensor anymore, you can
uninstall it. Run "Add/Delete program" in control panel, uninstall

fingerprint sensor driver.
1.4 Work Flow of the Software

1. Downloads user's fingerprint or the card which have been enrolled in
the Device to this software. (Connect Device --> Download user info
and Fp)

2. Upload employee's name and other materials to device which have
been modify in the Employee Maintenance. (Connect Device -->
Upload user info and Fp)

3. Assign Employee to Department. (Enter Department management)

8
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4. Setup Shift Timetable. (Enter Maintenance Timetable)
5. Setup Shift Schedule. (Enter Maintenance Shift Schedules)
6. Assign the employee Schedule. (Enter Employee Schedule)

7. Download attendance data in devices to this software. (Connect
Device --> Download Attendance Logs)

8. Examine Attendance report form. (Enter Attendance Record or
Attendance Calculating and Reports)
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2. Program Management

2.1 Exchange Data between Device and Program
2.1.1 Device Management

Before downloading or uploading data from (to) the Device, ensure that
the communication between Device and PC has established. So connect
the device to the system firstly, input the related parameter, after create
connection successful, uploading or downloading data is available.

1. Device Maintenance

Click "Device (Maintenance)" on the main interface or click the right
mouse button, and then click "Device" menu on the popup menus, the
popup the Select device to maintenance window, show as below:

Select device to maintenance

Hint:E dit Device will disconnect to the device.Pleaze select adit
mode;

() &dd new device
() Edit current device

(T Edit all device

A

Choose edits type as needed: Add new device, Edit current device or
Edit all device.

10
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» If choose Edit current device and click "OK", then the Device
maintenance window will popup:

Communication paranm

Mame |2 | MachineMumber |1 3J
Communication mode | Ethernet _ll
IP Address | 192 (162 . 1 . 201 Part

Communication password

[ o | [ %cae |

You can change the Communication parameter as needed.

» If choose Edit all device and click "OK", then the Device manage

window will popup:

Device manage 3]
Machine List [Device Edt |
S
7 I Communication parameter
42
3 Mame |2 Device Number 1
& type | Ethemet v
IPAddiess | 192 . 168 . 1 .20 Fott 4370
Commuricalion kep
+ Add ] l & Save ] [ % Delete
v

You can add, delete or edit device at here as needed.
There are two default communication modes provided in the system,

11
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one is RS232/RS485, another is Ethernet. Some specify machine is
designed with USB communication mode (such as H2), for more detail,
please refer to corresponding "User Manual”, the using method please
view the explanation below.

® Add device

Click "Add" button, the add device window will popup:

Device manage 3

Machine List [Device Edt

Machine Name | ~

T Commurica fion parameter
2
3 Name || Device Number 1

Communication type | Ethemet -

IPAddiess | 192 . 188 . 1 . 201 Port 4370

You can set the Communication parameter, and then click "Save"
button to save settings. (The Machine List on the left show the name of
all devices.)

The parameters specification:

€ Add: User may newly add device, input the corresponding
connection parameter of Device, save it, the device name will

display on the left side list.

€ Name: Named the device, which machine has been connected with
system.

12
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*

Communication type: Which way is used in communication
between the device and computer.

Baud rate: The baud rate is same with it in the machine.
IP address: Device IP address.

Communication key: If there is the communication password to
be set in the machine option, you must fill the same one password,
otherwise, not need to fill in.

Device number: Device identity number.

Port: The port is used by computer. The RS232/RS485 mode is
"com" port; the default port number of Ethernet is 4370.

Delete: If the Device will not be in use any more, single-click the
device of your choice in the left side list, click on "Cancel" to
delete this Device from the system.

Save: If after selecting and modifying connection parameter of the
Device of your choice, click "Save" to save the information.

Note: Some machine does not support the Ethernet communication.

It is unable to use the Ethernet mode to connect the machine

Delete device

If you don't need to use the device anymore, then you can click and

choose the device, and then click "Delete" button to delete it.

Save

You can click "Save" button to save settings after you modify the

Communication Parameters.

13
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2. Connection Device

The Device which exist in the system will display in the "Machine List",
single-click the Device to choose it, then click "Connect" button, or
right-click the Device that want to be connected, and then click
"Connect" sub-menu on the popup menu.

& Attendance Management Program - [ Temp-Supervisor 4/20/2013] [=ES|

Data Attendance SearchiPrint Maintenance/Options Device management Help

® 5 5 = %X | e 0 e

Employess  ACLog  Repat Deviee  DelDevice | Connect Disconnect | Exit spstem

Data Maintenance 2 Machine List

b Import Attendance Checking Data Device Name Status MachineNo, Cormm tppe. BaudRate IP Address Pt

< Export Attendance Checking Data Disconnected 1 Serial Port/RS485 115200 COM1

x1
T Uch Dik Manage G2 Disconnected W
> t
Machine & @
Disconnect
& Dowrload aftendance lags & Download Log
© Dowrload userirfo and Fp 3 © Export s configurs -
% Upload user infar and FP. = - =
B Atendance Photo [l |4eho [Hame _|sTime [ oevice s Time
G I X Delete:

& AL Manage

X Delete AC Log

Maintenance /Dptions 2 X Delete OP Log
2 Depatiment List 3 syne Tme
& Adninistrator B Refresh
& Emplopees £ Disabled
£ Database Option 45 Encbled
Employes Schedule 2 S & Praperty
4 3
1947 PN Viewstyle

When the system connect with Device, the prompt "Connecting with
device, please wait" will appear on below right side status column,
whether the link success or not will inform you.

If fail to connect, please check:

1) Whether the Device connecting parameters equipped with

communication parameters of the menu option.
2) Whether the communication line linking well.

3. Disconnect

14
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When the system and Device continue to upload and download data, the
Device is in a "Working" status, so it is unable do other operating at this
time. After uploading and downloading data, disconnect Device, and
click "Disconnect" to disconnect the Device communication.

@Note: Click the right mouse button on the device, move the cursor

to the View style menu, and then popup option menus. You can choose
Large Icon, Small Icon, List or Report as needed. The default view
style is Report.

4. Device Management

Only when the device is connected, the downloading data is available,
directly click "AC Manage" in the column "Machine" on the main
interface or click Device management menu, and then choose the "AC
Manage" sub-menu on the popup menu. Choose the machine from the
left list to view details.

»  Connect Machine of Fingerprint and Face

a. This Device Info page describes the fingerprint machine information,
though this page you can view the User Count, Product Name, Serial
Number, Firmware version, Platform, etc. Click "Read Options"

button to view details.

15
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Device manage g‘
Machine List | Device Info | Power || Advanced Function | Comm Set |
“Informatior
User Count 261 Log Count 11
Fingespiint Count 5 Superlogcount 206
Face Count 0 Adnministrator Count 0
Password count 0 Product Name  Newdichi
Manufacture time Fiimwars version  Vier 7.10-20120328
Serial Number 201303280001 Platiom ~ ZMM100_TFT
Capacity
User 10000 Fingerprint 8000
Log 300000 Face O

Note: It is unable to modify this information, view these only.

b. In odder to guarantee machine reliability run for long time, some
machines support power management function, such as hibernate, Power
Off, etc. Click Power pagination.

Device manage ﬁ

Machine List | Device Info | Power | Advanced Fundtion | Comm Set |

Idle Option

Idle minutes

Click "Read Options" button to view the machine idle option on the

main interface:

16
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Device manage E|

“Machine List [ Device Infa | Power | Advanced Function | Comm Set |

Idle minutes 40/

iHzad Dptions: I [ Set Options

c. Click Advanced Function pagination, view advanced function of
Device:

Device manage &

Machine List | Device Infa || Power || Advanced Function | Carm Set |

[ Restart Device l [ Power off Device l
[ Initial Device l [ Cleat admin priviege ]
[ Clear &ttLog l [ Sync tine ]

Capture Image

P |
Voice | Open ]

| [ o]

Restart and Power off Device: Remote restarting and shutdown of the
device.

Initial Device: System will clear all data in the device, include
fingerprint and record.

17
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Notice: If you clear up all data, the data will be damage and unable
to be restored. To help avoid possible lost, download all data and
keep in system before performance this operation.

Clear admin privilege: if the operator forget the name and password in
the device, and fail to enter the option menu, you can use this order to

eliminate old administrator, then re-register the administrator.

Sync time: Synchronize Device time to PC; keep that the Device

represent time is same as PC.

Capture Image: Capture the fingerprint image which present by you

currently press finger on the machine sensor face.
Note: Some machine doesn't support this function.

d. Click Comm Set pagination, view the device communication setting,
click "Read Options" to lookup all communication setting.

Machine List Device Infa || Power | Advanced Funstion || Comm Set
TP Communication options
1P Addiess | 192 . 168 . 10 . 241 Subnetmask | 255 - 255 . 256 . O
Gateway address | 192 . 783 . 10 . 254 et Speed 100 v|
Serial port setup
Baud Fiate | 115200 bps ] [FEthemet  [FRS232 [IRs485

Connect setup

Comrmunication key o Device Murber 1

{Read Options ‘ [ Set Options

> Connecting the access control device

When the system connects the access control device, click

18
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Maintenance/Options on the menu bar of the main interface, and then

choose the System Options sub-menu, then the System setup window

will popup, show as below. Choose Function Configuration and tick

the Access control item to enable the access control function.

System setup

B Regular
= Monitor

tark
£ Download Record(s)
1 Status of Record[s]
:: Import Userls] Data
4 Extend Function

Function configuration

(%) Time attendance

Usb Manage:
[C15uppart 3 digital

5M5 Cantent Manage

[ vx ] [ % cace |

®

Re-enter the Device manage window, then you can see the Biometric,

Access Control, Mifare and Wiegand tabs are added in the window.

The following respectively introduces the functions and usage of these

tab pages.

Device manage

Machine List

Machine Name
» | Infarmation

Capacity

| Device Infa | Biomehic | Power

User Count 261 Log Count
Fingerprint Count 5 Super log count
Face Count 0 Adrministratar Count
Password count 0 Product Name
Manutacture time Fitrnware version
Serial Mumber 201 303220001 Flatform
User 10000 Fingerprint

Log 300000 Face

Fiad Opfiors:

Acoess Control | Mifare | Advanced Function | Comm Set | Wiegand |

11

206

0

New-drchi

Wer 7.10-20130328
ZMM100_TFT

BO00

19
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Biometric Tab:

Device manage &

Machine List | Device Info | Biometne: | Power | Access Control | Mifare | Advanced Function | Comm Set | wiegand |

]Machina Narme
i 1N Thieshold (e low e

11 Thieshold | ~
Orly 121 weify | Mo -
Orly verify D card |

(Mo &

Register Mifare card only ‘?»lu |
e —

<

<

l. Read Options J I Set Options ]

The Biometric tab displays the verification mode, 1: N Threshold and
1:1 Threshold values of the device.

Access Control Tab:

Device manage &

“Maching List- | Device Info | Biometric | Pawer | Access Control | Mitars | Advanced Function | Comm Set || Wiegand |

Machine Name
1

Lock Control Delay[20ms] :20

I [ Set Optiong

The Access Control tab displays the Lock Control Delay value of the

device.

Mifare Tab:

20
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Device manage &

Machine List Device Infa || Biometric | Power | Access Contral | Mitare | Advanced Function | Comm Set ‘.Wlegand-

Machine Name |

1:1 Threshold | |

Only 1:1 verify ‘ Mo V}

Only werify |D card ‘ No R }

[ Register Mifare card orly | Mo v
l e J I A bt

The Mifare tab displays the settings of the Mifare card in the device,
including FP (fingerprint) count, sector count for FP and card key,

etc.

Wiegand Tab:

Device manage El
Machine List Device Info | Biometric | Power || Access Control | Mifare | Advanced Function | Comm Set | Wiegand |
Machine Nams ‘

L4 Ihput Setup
Custom Fomat:
Puise Widhrs) 100 Pulse Inrvallmst 1000
Bits Count: 2% Input type: (BAC No (D CardNumber

Output Setup
Custor Format: ‘ G
Pulse Width{ms] 100 Pulse Interval(ms}: 1000
Failed ID: [CIEnabe i Site Code: [JEnabe 0
Dutput Type: (DAL Na (O CardNumber
iRead Optians. } l Set Dptins I

The Wiegand tab displays the Wiegand input setup and output setup of
the device, including the Custom Format, Pulse Width, Pulse Interval,
Bits Count and Input Type of the Input Setup, and the Custom

21
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Format, Pulse Width, Pulse Interval, Failed ID, Site Code and
Output Type of the Output Setup.

Note: You can modify the Device parameters (Except the parameters
on the Device Info Tab.) as needed on he Device manage window, and

then click "Set Options" button to save settings.
5. Upload Advertise Picture

When the device is connected to the program, then you can use Upload
AD Picture function to upload Advertise Pictures to the device.

The specific steps are as follows:

(1) Click Device Management menu on the main interface of the

program, the pop-up the following sub-menu:

Device management JglEsl
P Connect

X Disconnect

4+ Download attendance logs
W' Upload user info and FP
4+ Download usetinfo and FP

4 Attendance Photo Management

X Delete AC Log

B-D AC Manage

Upload AD Ficture

@ Sync Tinne

(2) Click the Upload AD Picture sub-menu, the following window
pop-up:

22
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€ Upload AD. Pictures

| Select the Fi‘\caresr-_ Upload the Pictures

AD. Pictures List:
File Path: File name format:ad *jpg Prepare to upload pictures list:
B Deskon A |Fiz Name FleSize File Path
L) My Documents ﬂ ﬂ > ‘
= i My Computer ad_1.jpa ad_2.jpa J

-9 My Netwark Places
@ Recyels Bin

58] . dvertise Pichures _] |
[#-C5) Mew Folder h g

15 ttptoal ad_3jpa ad_4.jpa
g & ‘ >
FanelZ

| £ 3

ad_9.ipg ad_10.jpg
I |

|

A. Click the Select the Pictures tag, and then select the path of
Advertise Pictures file catalog. Then all pictures in this catalog will be
shown on the AD. Pictures List, shown as above.

5 Note:

(1) The advertise picture file name format must be "ad_*.jpg". The "*"
stand for Figure. E.g., picture named as "ad 1.jpg".

(2) A maximum of 200 KB per picture, otherwise the following Prompt
Box wills pop-up:

23
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Attendance Management Program @

~‘“:\[‘) Picture "ad_10.jpg" is too large, must be small then 200KE,

B. Select picture on the AD. Picture List (Press Ctrl key to select

more.), and then click button to move the picture to the Prepare to
upload pictures list, shown as below:

€ Upload AD. Pictures

| Select the Pictures I_LlpEdEe Pictures |

AD. Pictures List:

File Path: File name fomat.ad_* jpg Prepare to upload pictures list:
@ Desktop J j File Mame |F\Ie Size File Path .f\,
w5} My D t | 3 [ af

+Z Lj My Cucumten £ ad_Bjpg 11.31 KB C:ADocuments and Se
2§ My Computer =d_lipg ad_2jpg 2 :

;+;.\.3 My MNetwork Places ad E.jpg 10.83 KB CADocuments and Se
-l Recycls Bin ad_7.ipg 480KB CADocuments and Se
3 Adverlise Pictures —j j = =

153 New Folder t'l t'! ad_8.jpg B 40 B C:ADocuments and e

29.44 KB

! 1) thp tool ad 3ipg ad 4jpg g
1417 KB

(B2,
(=,

m
o
o

=1

=1
m
&
™

o

=1

(=,
(Em,

ad_7.ipg ad_B.jpg
ad_Sjpg ad_10jpg

@Note: Select picture and click button on the Prepare to

upload pictures list to remove the picture, namely don't upload this
picture.
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C. Click Upload the Pictures tag, the interface prompts "Select the
device to upload first, please." Shown as below:

€ Upload AD. Pictures

| Select the Pictures | Upload the Pictures | Select the device to upload first. please.
Prepare to upload pictures st Device list: e Reverse ‘
. e A Device |Communicati .
File Mame |F|Ie Size |F\Ia Fath = ‘Salect|€onnecl state |Name No P 2
| 6|ad_Girg 10.83 KB C:\Documents and Se 1| [ |Diconnected 1 il Serial
| | I Fomimean
7 |ad_7.ipa 480 kB C:\Documents and Se o Connected 2 1 Ethermet
g |ad_B.jpg 2840 KB C:\Documents and Se Disconne & I
- = =y
10/ad_10.pg 1417 KB C:MDocuments and 5S¢
v
| s
2
I | >
Upload info:
‘Nams Device Mo. emo
2] ‘ 2]
[ 4 Upload Pictures l [ X Close ]

a. Click to select Device on the Device list (Can select more than
one, click button to select all devices; click button,

reverse to select the device didn't be selected right now. If Select
all/Select none, click this button then Select none/Select all.).

b. Click button to upload, after succeed upload, the

detail will be shown in the Upload info box, shown as below:

25



Attendance Management Software User Manual

< Upload AD. Pictures

| Select the Pictures | Upload the FIC[UIES‘!
Prepare to upload pictures list Device list v Select Al
- . 2 Device | Communicati . |
File: Mame: ‘F\Ia Size ‘F\Ia Path ! ‘Sa\ect!ﬁnnnect state |Name Mo e =
5 [ad_Sjpg 11.31 KB C:A\Documents and Set! q Disconnected |1 1 Sernial
Foanie 4
g |ad_E.ipg 10.83KB C\Documentsand Setl  ||2| W |Connected 2 1 Ethernet
7 |ad_7ijpg 4.80KE C:A\Documents and Set! 5 v B [
g |ad_Bipg 2840 KB C:ADocuments and Setl
|"a|sd 9ipg 2944 KB C:\Documents and Setl
Bts) 2d. 10pg 1417 KB C:\Documents and Setfes
£ | ¥
Panel2 |
I3 | *
Upload info:
|Name Device Mo, Mema | |
| 9 E/ 2 ad 9.jpg Upload success
[10]EB 2 ad_10ling Upload success
= .
l % Upload Pictures l [ X Close ]

5 Notice: Precisely when the device is connected, can succeed

upload picture. Otherwise the interface prompts "Device is not
connecting", namely failed upload, shown as the red box circle area
above.

c. Click or B3 button to close the Upload AD. Pictures

window and return to the main interface of the program.
6. Attendance Photo Management

Click Attendance Photo Management sub-menu under the Machine
menu bar on the main interface of this program or click Device
management --> Attendance Photo Management to open the Capture
Photo Management window:
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€ Capture photo management

| 3
[- [ EX
List af Cunently cannected device List of Capture photo in the device List of Caphure phato at lacal

| photos count

- - Ueve
[im Atendencetine  |Devicenar | ID |Atendance time |
Device name

nams
o fai Y i

¥

The attendance machine will be displaped in the sbove
list. only when the maching have connected or support

Operations of the selected device

Get the total number of the phata

>
List of the photos get from the device

perations of the phato in the device

) e
[ ] 0 Preview local photas
[ istdithe phokis el b s aron ] [ Doz all the photos in the list ] feieldy
[ JI
[ Jji

Clear all the photos

Refiesh Local Photos
Dowrload the selected photos in the list I
selectsl | [ nvental | [ selectnore | m

Delete the phato by time zone.

Note: The attendance machine will be displayed in the above list, only
when the machine has connected or support.

® Operations of the selected device

»  Get the total number of the photo: Click this button to get the

sum of Attendance photos of all devices, and count the sum of Pass or
Fail. Show as below:

4 Capture photo management

Lt of Cutently connected device List of Capturs photo i the desice Listof Csptuesphoto ot sl
photos court | [io |ptterdancetine. [Deviceran| |10 |ottendance tine Dol
Device name name:
pass | fal | | D
4 ® 12

The attendance machine wil be displayed in the above
list, only when the machine have connected of support

Operations of the selected device
Get the total number of the photo!
et bunberslepny D ||

| @
S e phistos cet e device Opetations of the photoiin the device Preview looal photos
( Lt of the photo get by time zone Dowrload al the photos i the st ] direclor
Refresh Local Photos
[ Cleet ol the phatos || [ powlosdthe selected phiotosin thel |
( Dkt the photo by time zone ]| [ sekotal | [ et | [ sekotrens |

»  List of the photos get from the device: Click this button to get all
attendance photos in the device. After success the "Get ACPhoto Over"
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Tooltip will popup, and view in the "List of capture photo in the
device" bar by list, show as below:

r A
List of Cunrently connected device List of Capture photo in the device List of Capture photo at local

Device ‘
name

Attendanss tine ‘Dawcalﬁ I Attendancs tine

4NAI0216PMA | B

V2RNTIZ0ZIBAMA

AR0R0IZ2T40PM 4 1

420/201321443FM (4 1

4/20/2013 21459 PM 4

4/20/2013 21502 PM 4
4
4

‘ phetos count
Device name

pass fail
4 37 12

Attendance Management Program [

1) et acPhoto Over

The aliendance machine wil be displayed in the sbove
list, orly when the machine have connected or support

4/20/2013 3.55:.37 PM
4/20/2013 400017 P

Operations of the selected device:

Getthe tota rumber of the photo | 4P N '_"_I_' =
[ Litols pttesadl et e ] neraliore ol o phetain e iavieer e e photos Braves: bosl preloe
[ List of the phote get by fime zene I l Dowrload allthe photos in the list ] !—\‘—Jd"et‘m
Refresh Lacal Photas
[ Clea al the pholos ] || [ Dowriosd e selected phetos inthe it |
[ Delete the photo by fime zone ] | [ seectar |[ wwenal ][ Selectrone |

» List of the photo get by time zone: Click this button, then the
"Period Of Time" settings window will popup:

Periad Of Time X

Select the time zone whitch you want to guery photo

BegnDate | 232013 |+ 12:00:00 AM =

EndDate | 4/22/2013 | TIEREIPM

’ o 0K l ’xcancell

Set the Begin Date and End Date. (Select the time zone which you
want to query photo.) Then click "OK" button start getting photo, after
success the "Get ACPhoto Over" Tooltip will popup, and view in the
"List of Capture photo in the device" bar by list, show as below:
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m@a)

List of Cunrently connected device

=
1

List of Capture photo at lcal

The llendance machine vl be displayed in the shove 1 (7).
list. ol whe the machine have comnected or support

Operations of the selected device

4/20/201311:2T:29 4M 4

=
- ol
photos count 1 o Aitendance time [pedeerptl |0 Aitendance time ok
Device name name
pas | fal N GAET S AL | b
4 7 12 12 1 a3 e |
113 |12z 4/20/2M1311:27:33 M 4 o i
1y 122 /2072013 11:27:38.4M 4 Attendance Management Program []
15 i 4/20/2013 112305 M &
1

[ Get the tata number of the phota ] 3|
< -

[ trovemmortionnodee | Opeatons ofthe photo in the device

[ List of the phota get by time zone I Download all the photos in the list ]

[ Clea al the pholos ] || [ Dowriosd e selected phetos inthe it |

[ Delste the photo by lime zone | [ seectar ][ sl ][ Selectrone |

‘!) Get ACPhota Over

ok

Open the photos Presview local photos
Refresh Local Photos

Clase

» Clear all the photos: Click this button to clear all attendance

photos in the device.

>  Delete the photo by time zone: Delete the attendance photo in the
time zone that set by user, the detail operation is same as List of photo

get by time zone.

® Operations of the photo in the device

Download all the photos in the list: Click this button to download all
photos view in the List of capture photo in the device to local.

After success download, click "Refresh Local Photos" button, then you
can view the attendance photos info in the List of Capture photo at
local. Click and choose the attendance photo, then you can view this

photo in the Preview local photos box, shown as below:
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@ Capture photo management

- O

List of Currently connected device List of Capture photo in the device

[io |Atendance tine

List of Capture photo at local
photos count

Devesane . [pever®] 0 [erdarceime [0 [|8
fail 1 ‘123 4/20/201311:20:57 AM 4 123 4/20/201311:20:57 AM 4
ild 4 37 12 Z]IZ:{ 4/20/201311:21:02AM 4 4/20/201311:21:02AM 4
3 ‘ 123 4/20/201311:27:33AM 4 4/20/201311:27:294M 4
T]u] 4/20/201311:27:38 AM 4 4/20/201311:27:33AM 4
757‘123 4/20/201311:23:.05AM 4 4/20/201311:27:36 AM 4

4/20/201311:27:29AM 4

| Iz

4/20/201311:27:38 AM 14
4/20/201311:29.054M 4

The attendance machine wil be displayed in the above
list, oy when the machine have connected of support

Operations of the selected device

Gt the total number of the photo ] . . .:
[ Utotthe photos getromthe devies | T
[ List of the photo get by time zone ] [ Download all the photos in the fist ]
[ Clear al the photos | || [ Dowrload the selected photosintheit__ |
I Delete the photo by time zone ] [ Select all ] [ Invert all ] [ Select none ]

Download the selected photos in the list: Download the photo you
choose in the List of Capture photo in the device to local.

Open the photo directory: Click this button to open the attendance
photo directory, shown as below:

& photos

File Edit Yiew Favorites Tools  Help
& Bact ,_,f |§: /';" Search l. Folders v

Address | C:\Program Files\attiphotos]| v| Go
. A Name - Size | Type i
@ Picture Tasks | Ll;ﬁ] 20130420112057-123_4 9KE IPEG Image
. Llﬂ201304201 12102-123_4 10KE JPEG Image
TJ View as a slide shaw 2013042012729 _4 BKB JPEG Image
@ Order prints online @201304201 12733-123_4 9KE IPEG Image
EJ\‘_'l Print pictures !!'I 20130420112736_4 9KE  JPEG Image

v

>

Note: "Select all", "Invert all" and "Select none" button aim at
choosing at List of Capture photo in the device.

2.1.2 Upload and Download Data

This is data exchanging windows for between the management software
and Device. The exchanging windows utility is used to download or
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upload recorded data and the user's information. The following
procedures demonstrate how to use the windows utility to download and
upload data. Before come to operation, connect the device first.

Download Attendance log (from Device): Download all records which
have pass verification from the Device.

Download user info and FP (from Device): Download user
information, the employee's fingerprint can be downloading at same

time.

Upload user info and FP (to Device): Upload the user information and
fingerprint together at same time.

1. Download attendance log from Device

It is unable to download data from the Device unless the system and the
Device are at the connection condition. Directly click Download
Attendance log menu on "Machine" bar on the left side of the main
interface or enter Device management menu and then chooses
Download Attendance log sub-menu.
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© Attendance Management Program - [ Temp-Supervisor 4/22/2013]

Data Aftendsnce  Searchifrint Maintenancs/Options _Device management  Help
™ -~ &
) & = . %X @ 0 O
Employess  ACLog  Repon Deviee  DelDevice  Connect Disconnect | Exitspstem
Data Maintenance 2 kel
& Import Attendanes Checking Data Device Name Status Machineho. Corm type: Baud Flale IP Address Poa
% Export Attendance Checking Data G2 Disconnected 1 Ethernet 192.168.10.241 43,
Backup Datsbase 3 Dissonnectsd 1 use
I Usb Disk Manage G Connected 1 Ethernet 132168.10.82 43,
Machine 2 2
Statug Time. fad
& Download atiendance lags Saving datat64/64 11141 erecingpith vl IS0A1T 0022
© Download user info and Fp 2 4] Succesd in connecting wi 09:24:33 04-22
@ Upload user info and FP 3 [4] falled in connecting with d 10:48:37 04-22
I &utendance Phota Management 4[] Connecling with device pl 10:48:37 04-22
& A Manage 5 [4] Succesd in connecting wi 104852 04-22
6 [4] Begin to Download Lag | 10:52.06 04-22
Mainenance /Dplions 2 | 21¥ 7141 Records downloaded: 64 10:5207 0422
Exception Event
3 Deparment List |seto [ Time. |Machine  [Event ~
@ tdninishalor o 422201393028 |4 Machine Brcken
& Emplopees o 422213 9BIBAM |4 Machine Broken
£ Database Option 0 4/22/2013 9423940 |4 Machine Broken
Mo 4722213942390 |4 Machine Broken
Employes Schedule 2|l > =
105342 AM

The system could prompt "Saving data", by now please wait for a
moment, after the completion of data downloaded, the prompts will
appear in the right side of table below, informing you that the to
download data was successfully, the communication between the Device
and the software already has disconnected. The downloaded data should
be added to the system, if data is too bigger, it is possible need to take

much more time.

The downloading record can completely display in the circle record
region like as above figure. At the same time, the new data record will
be stored in the employee's record data list in the system, you will be
allowed to view it from the attendance record; the new user will be
stored in the employee information table of the system, it is allowed to
view through the employee's maintenance. After downloading data, the
system still cannot automatically clear data which is stored up in Device.
If you choose the "Delete Logs at Device after downloading" item at
Record" Tab

"Download (Maintenance/Options-->System
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Options-->Downloads record), then system will automatically clear
data record in Device after download success.

2. Download the user information from the Device

Only when the system and the Device are at the connection condition,
the downloading data is available. Directly click Download user Info
and Fp menu on "Machine" bar on the left side of the main interface or
enter Device management menu and then chooses Download user Info
and Fp sub-menu.

Browse Users in Device: Click on "Browse Users in Device" button.
For new users, it will display in the "New User" column. Meanwhile, it
will suggest new users added to the system database.

Download: When the data has to directly download, click the button to
downloads

If there is a new user in "New User" the column, it will prompt whether
add the new user to the system database. If user on the Device were a
user which already existed in the system database, then these users could
display in "There is a user in the local database" column.
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€ From Device To PC |;‘E|E|

Device Users In Locale Database Mew User (Mot In Locale Database |

b Bre — Bla. @ -
2 aa 1 1

1 Rain

Machine Eailll] s=lec
3

~
<

v
v
v
v
v
v

I
]
g

|Lin -
‘4 vl 3

Select All Machines Count 2 Select Al Inwert Al Count  B45 Select 4l Invert All

~

O#ltsss [ @i 1] [4]Browse Users in devics [11:3746] B
€):Browse Lsers in device £ Download (2) [41Browse Users in device (11:38 45) -
OMNew Lsers
D 5elect Users O0alFrge @0k Face () Only Password
[including Finger i
[lincluding Face
[Hich Rate Matice:the anly user information b defsted by deleting operat (1 1
.
< :

Record Count:647

High-speed download: When the device was connected with Ethernet,
and the data is rather much, you can use the high-speed download

function to increase the transmission speed.

Delete: Choose user who want to be canceled from the list area, also can
choose all users. Delete fingerprint, face, or password only, just need to
put the tick in front of the corresponding item, then click "Delete"
button, if want to select many item record, may hold down "Ctrl" key

and click with mouse at same time.
3. Upload user info and FP to device

When it was careless of user to cancel personnel information or many
Device are in use together at same time, for convenient use, reduce the
enrolling work, the software provide to upload personnel information
from the database to machine.

The upload data operation is unable to execute till system and Device is
in connection status. Directly click Upload user info and Fp menu on
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"Machine" bar on the left side of the main interface or enter Device
management menu and then chooses Upload user info and Fp

sub-menu.

Select employee by department: E.g. there are mare many departments
in a company, if some employees of the department need to be uploaded,
you can click this department with mouse, the all employee in this
department will display in the list. Shown as following figure

€ From PC To Device L BX

Device:
elect

Deganm K]
v 8 Rain Administratic
v 2 a3 Administratic 2
v 3 findy Administratic

‘ K| [

Selctdl | [t [ selectal | [ ivena |

User info =
[Face

[Phatos in DB

[CIPhotos in folder &

[High rate made :

[ [ -

Upload:

1) Select the employees which need to upload on the User list. Click
"Select all" button, select all employees; select "Invert All" button

unselect all employees.

Click "=" button on the User list's column name; can screen
information which display on the employee list. For example, click "=."
button on the ID Column, the following list will popup:
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A. Click the id on the list to select, and then only display the selected

employee's information on the User list.

B. Click "All" to select all employees, and then display all

employees' information on the User list.

C. Click "Custom", the following window wills popup:

Custom Filter @

Show rows where:
8}

like hd

(Z1AMD (0R

=1

Use _torepresent any single character

'Use % to represent any sefies of characters [ Ok ] [ Cancel ]

Click "=" button under ID, select search field on the drop-down list,
and then input value in the box. Click single select box "O", chose the
custom condition as And or OR. After setting, click "OK" button to
save, and then return Upload window, the window in the User list will
display a custom filter is set in the condition corresponding to the user

information.
2) Select machine on the Device list on the right of window.
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User info/Fingerprint/Face/Photo in DB: Select the information need
to upload.

High rate mode: When if these machine hookup by Ethernet, and have
large quantity of data to upload.

Delete: Choose this user which want to be canceled, and then choose

"Cancel" button.

Note: Please check the Finer Version (9.0 or 10.0), Must ensure that the
upload fingerprint type same with the device fingerprint version,

otherwise unable to successfully uploaded employee information.

3) After complete setting, click "Upload" button to start. It will display
the upload process at the button of the window, and show the operation

records in the list. Show as below:

€ From PC To Device

Device

Personnel 3 windy Administralic

Research 2 ) Adminisralic 3
v |1 Rain Administratic

OUR COMPANY User
Administration S Userl

472110000

acity Finger
7/8000

. QiEil D

Selectél | [ e ] [ sekctal | [ inverar |

[Userinto (1) Transfering data .. (13.47.08) ~
[IFingerprint ‘[2] [210peration finishedlploadUser1 [13:.47:09)

[IFace

[IPhotos in DB

[IPhatos in folder &

[IHigh rate made: =

"

< >

2.1.3 Real Time Monitor

The real time Monitor function makes management software to known
employee attendance or door controlling status in time. May find and

deal with the exception status.
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Run this function, It is need to open this software only, and attach the
fingerprint machine to the network, if there are many fingerprint
machine you connect, just need to hookup all fingerprint machine, after
normal user verify successfully, its verification record will appear in the

displaying area:

& Attendance Management Program - [ Temp-Supervisor 4/22/2013] [A=ES|

Data Attendance SearchiPrint  Maintenance/Options Device management Help
R O 8 =M. X |0 0 O
Emploess  ACLog  Repat Deviee  DelDevice  Connect Disconnect | Exit spstem
Data Mairtenance 2 iptlaielst
& Impart Attendance Checking Data Device Name Status Machinelo, Comm type: BaudRate IP Address Poa
& Export Attendance Checking Dats S Dissonnected 1 Setisl Port/RS 485 115200 cot -
Backup Database G2 Connected 1 Ethernst 192.168.10.241 43
T Ush Disk Manage S 3 Disoornected 1 UsE &
< ) ¥
Machine 2
i [4co [Hame [sTime |Msehige [ Al| |0 [Status [Time [
& Downlaad atiendance lags i Faint 4/22/2013 1:3853 PM |2 1 4] Connecting with device,pl 11:52.26 04-22
Q) Download user info and Fp aa 4/22/2013 13855 PM |2 2 [4] Susceed in cornesting wi 11:5242 4-22
% Upload userinfo and FP 3 [4] faled in connecting with d 11:56:13 04-22
B Attendance Pholo Managsment Record Area | 4 [4] Connecting nith devies pl 11:58.13 04-22
- ailed in connecting wit .
RO =] 5 [4] faied hd 11:5711 04-22
ks g £ e 6 [2] Connecting with device.pll 13:38:14 04-22
T P 72 5ueeeed 153820422
Mai Dt = ueceed in conneeting wi 13:
sabsdlal U o [Time [Machine _[Event
3 Depatment List Mo 4/22/2013 1AT13PM |2 Machine Broken
& Administrator
3 Employess
£ Database Optior.
< > v
1.48.30 PM

Note: Some device does not support this function.
2.1.4 U Flash Disk Management

In general, you can use RS232, Ethernet, RS485 and other way to

download data

When if it is difficult to communication or fail to communicate, you can
use U flash disk to upload or download employee's information and

fingerprint, save these downloading data in the software.

Choose the System Option sub-menu from the Maintenance/Option
menu; put tick in USB Manage in "Function Option" tab, then USB
Disk Manage in the Data menu become valid. By the way, the USB
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Disk Manage menu will view under the "Machine" bar on the left side

of main interface.

Because the machine type is different, the data construction which has
been downloading to U flash disk also is different, so before using the
USB Disk Manage, firstly choose the machine type you use.

€ Lsh Import/Export

Flease Select the below item by Machine

(25 Codeffdax fic Hos Bo035]

()9 Code[0EM)

() Self Service Reader

/o

After choosing, press the "OK" button to confirm. The error occur while

download data may downloading cause of the mistake choice.

If multiple U flash disks are available, popup the Select U Disk

interface.

Select U Disk X

Select an U disk pleaze.

O} 4

| ok ]| Ccancel

39



Attendance Management Software User Manual

If only one U flash disk is available, open the U disk data management

setting window directly.
Import user data to PC:

Select put U flash disk into the USB slot of the device, choose
Menu-->U flash disk management-->Download User Data, Press
"OK", when the window inform that system copy data successfully, take
out U flash disk, and then plug it into PC USB slot. Start software, then
click USB Disk Manage menu under "Machine" bar, choose "Import
user data" tab. Following window will appear.

€ U disk data management Q‘El@

Import user data | User data export| Aecord data import | Impert Enciypt Log | Import sms | Expart the sms Data | Import At Photo | Export Usar's Photo | Import User's Phota
' check rec Info 3
Devid  Download Time | Size |i5e_Mo [Name | Cardumber |Fo

1 ANBI364E. 18720mes | M

Import user data
Delete data from U disk

Irpart fram locl disk

< b

Disk size:153B3ME Free Space: 15383ME Used0MB

The data file store in U flash disk will display in "Check rec Info" list
on the left side of window. After choose this file, click "Import user
data" button to import data, this data will display in the middle list to

inform that import data successfully.
Delete data from U Disk: Clear all data from the U flash disk.
Remove List: Clear data in the current list.

Refresh: Refresh employee's information in the current list.
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Import from local disk: Import user data from PC other disk.
Export User Data to U flash disk:

Export user data in the software to U flash disk for saving it or
transferring other Device, here you can select user you want to export,
shown as following figure.

4 U disk data management

Import user data | User data export | Record data import | Import Encmpt Log | Import sms | Export the sms Data || Import Att Phota | Export User's Phato | Impart User's Phat
Browse employee information number of employee: 3 Export User Dala
0UR COMPANY e _Ho Hame Cardiur » [acha Name |Cardo |
 Administration] M Rain ﬂ
Persornel 2 aa Q006025¢
Resaarch > inds
Expart user data to U disk
s
2 ® & Expot user datato U disk
Dick size: 15983MFree Space: 15983MD. Lised.0MB There is no user data on USE Flash Disk

You can view all employee information in the left employee brown
column; click the button for moving data in the middle area to import
data Export User data area.

J: Move all record in the left side to Export User Data area.

): Move the employee that has been selected to Export User Data

area.
(<J: Remove all record in right side from Export User Data area.

[<): Remove the employee that has been selected to Export User Data

area.
Import the record data to PC:
Plug U flash disk into Device, select Menu-->U flash Disk
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Management-->Download record data, Press "OK", and the window
will inform that download data successfully. Take out U flash disk from
Device, then plug it into USB slot of PC, then click USB Disk Manage
menu under "Machine" bar and select Record data import tab, shown

as following interface.

@ U disk data management =]

Import user data || User data export | Fiecord data mport | Import Encrypt Log | Import sms || Export the sms Data | Import At Phota | Expart User's Phota | Import Uiser's Phato

Requie Export Data

DeviD  Download Time  Size Hame 4c_Na |Time | verifc ation methad|

= H

1 418203648, 741 Byes » ool ]
Del Data From U Disk

e e

Disk. size 153B3ME Free Space 15383ME Used0HB " There i no user data on USB Flash Dtk

The data file store in U flash disk will display in "Require Export
Data" list on the left side of window. Choose this file, Click "Import
the rec from U Disk" button to import data, these data will display in
the middle list to inform that download data successfully.

Del Data From U Disk: Clear all data from the U flash disk
Clear List: Clear record data in the current list.

Refresh: Refresh record data in the current list.

Import from local: Import record data from other disk of PC.
Import Encrypt Log:

Note: When you set Encrypt attendance Log as "Yes" in U flash disk
Management menu, then the record you download from device will be

encrypted.
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Plug U flash disk into Device, select Menu-->U flash Disk
Management-->Download record data, Press "OK", and the window
will inform that download data successfully. Take out U flash disk from
Device, then plug it into USB slot of PC, then click USB Disk Manage
menu under "Machine" bar and select Import Encrypt Log tab, shown

as following interface.

4 U disk data management E\E\@
Inpert user dats | User data enport | Frecord deta impert | Impon Encypt Loa | Import sms | Export the sms Data | Import Att Phta | Export Wser's Photo | Impert User's Phota | |
Browse use! Infa
DevlD  Download Time  Size [ame [Ae_No |Time verification methad|
0. 4NB/2NIEST. 15%Ees | M

fmpat e e rom 1 DI

Del Data From U Disk

Disk size T5383MB _Fiee Space 15383ME_ Lsed OME There is no user data on USE Flash Disk

The data file store in U flash disk will display in "Browse user Info" list
on the left side of window. Choose this file, Click "Import the rec from
U Disk" button to import data, these data will display in the middle list
to inform that download data successfully.

Del Data From U Disk: Clear all data from the U flash disk
Clear List: Clear record data in the current list.

Refresh: Refresh record data in the current list.

Import from local: Import record data from other disk of PC.
Import Short Message:

Plug U flash disk into Device, select Menu-->U flash Disk
Management--> Download SMS, Press "OK", the window will inform
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that download data successfully. Take out U flash disk from Device,
then plug it into USB slot of PC, click USB Disk Manage menu under
"Machine" bar and select Import SMS tab, shown as below:

€ U disk data management =]

[ Import user data I User data expnr{_. Record data import I Import Enciypt Log _"i;'npmt sms_':_ “Export the sme Daia_ [ Impart At Phoio | Export User's Phoio | Impert User's Pinnm_
Choose|ype It |5tar time |TimeLeng | Content |

hee

D, size/ TESB0ME Fiee Space 15953ME UsedOHE There is no user data on USB Flash Disk

Click "Import SMS from U Disk", the following tooltip will popup:

Attendance Management Program @

! E Impott Message,sure?

Nl

Click "OK" button to confirm and start import. After import data
successfully, system prompts the total number and all content of short

message which has been imported will display in the list.
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AEE

Import user data | User data export | Record data import | Import Encrypt Log || Import sms | Export the sms Data || Import Att Phota | Export User's Photo | Impart User's Phato

Choase|ype 1d Stan time TimeLeng _|Content | ~
T Person 98 20030803 15:33.00 33 B mpert Sms From L DisH
H Petson 87 20030808 153400 3333
H Pesson 88 21030818 06:28-15 336 Add new rec o Local
il Persan 59 21030819 06:26:15 5633
T Person 90 21030818 06:28:15 7 ER
H Person 31 20081225 174300 3
Puslic 92 20240604 174000 " E—
Ml agement Program ]
il Public 93 20030603 174500 & Del Data From U Disk
Pulic 94 20240604 17:46:00 :
=t I i B4 - 0
H Person 95 20030803 175600 1) A
H Puslic 95 20240604 175300
il Publc 97 20030803 17:58.00
¥ Prese! 98 20130416 11:36:00 F
Disk size:16983MB Free Space 16983ME Used OMB There is no user data on USE Flash Disk

Add new rec to Local: Add the short messages which only exist in the
device into the software.

Overwrite the Local data: Use the imported data to overlay the data in
software.

Del Data From U Disk: Clear the short message data in the U flash
disk.

Clear List: Clear the short message in current list.
Refresh: Refresh Short message in the current list.
Export short message:

Export short message in the software to U flash disk or upload this
message to other Device, here, may select this short message you want
to upload, shown as following figure.
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< U disk data management g\g\@
Import user data | User data export | Fiecord data import | Import Enciypt Log | Impert sms | Export the sm Dats | Import Att Photo | Expart User's Phato | Impot User's Phota
Looal Sms Data st

[ Select all to List ] [ SelectTolit ] Ree Clear Selected List
Shis
Helol lwpe  |smsid |7 inute)] Start tine |Cartent
1 notimedimit
[sms1d Start time Ti tpe |~
1 47227203 3,303 notimelmt
2| 4/22/2M13 3.30:41 notimelmt
b
< >
Sms Browsa
Conditior Sms Id ~|
Expar sms to Ul Disk
Input [Bowa | [ rehesh | By Export sms ta U Disk
Disk size: 15383HB Fres Space:15983MB Used OMB There is no User data on USE Flash Disk

You can view all short messages in the software from the left side
column, the short message you select will view in the "SMS" box. When
there are lots of short message to search for, you can utilize following
way to find it, such as short message Sms id, content, public or person.

Smz Browse

Select To List: Choose the SMS that want to upload and click "Select
To List" button, then the record will be move to right side list.

Select all to List: Choose and remove all SMS in the system to right
side list.

Clear List: Clear all records in the right side list, it is unable to upload
the SMS or reselect the SMS to upload.

Clear Selected List: Choose this record which doesn't need to be
uploaded, and then click this button to clear the record from this list, and
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then this SMS will be deleted from the right side list.
Note: This function is valid only for the machine with U flash disk.
Import Attendance Photos (Import Images that is taken by machine):

Download the attendance checking photo contained by the U flash disk
to the software (Only the passing attendance photos, namely, all the
photos in a "pass" folder). Attendance blacklist photos (All the photos in
the "bad" folder) can only be read through the U flash disk.

& U disk data management gli‘@

Impait user data | User data export | Record dataimpont | Import Encrypt Log | Import sms | Export the sms Data || Import At Phato | Export User's Phato | Import User's Phato

Devid | Download Time Size

Disk size:’ 15983ME Free Space:15983MB Used OMEB There is no user data on LSHE Flash Disk.

Import Att Photo: Downloaded the attendance photos in the U flash

disk to software.

Delete Data from U disk: Delete passed attendance checking photos in
the U flash disk.

Note: The device supports attendance cameras can use this function.
Export User's Photo to the U disk:

Export the user's photo in the software to the U disk for storage or
upload the user's photo to other device. Select the user's photo to be

uploaded, as shown in the figure below.

47



Attendance Management Software User Manual

4 U disk data management

Irport user data | User data export | Record data import | Import Encrypt Log || Impert sms | Export the <ms Data || Import &tt Phota | Export User's Photo | Impart User's Phata
Uset list that have phota = Expart User's Photo to the ush disk: : I
OUR COMPANY Ac_No Name AC-ND Name

M Fiain ¥

Personne!
Reszarch

! 4 Export User's Photo to the ush disk

| Disk sizer15303MB Free Space:15383MB UsedOMB There iz no user data on USE Flash Disk

The employee who have photo will view in the middle of the window.
You can select employees by department. Click the move buttons on the
middle to transfer the user's photo to be exported to the "Export User's
Photo to the usb disk" area on the right.

(*]: Transfer all the records from the left to the "Export User's Photo to
the usb disk" area.

() Transfer the selected record from the left to the "Export User's Photo
to the usb disk" area.

(«]: Remove all the records in the "Export User's Photo to the usb
disk" area.

[<]: Remove the selected record in the "Export User's Photo to the usb
disk" area.

Import User's photo:

Import the user's photo stored in the U disk to the software.
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@ U disk data management (=]
Import user data || User data export | Record data import | Import Enciypt Log | Import sms | Export the sms Data | Import &1t Photo | Export User's Photo | Import User's Photo |

ush disk

Disk size: 15903MB Free Space: 15963ME Used OME There is no user data on USE Flash Disk

The left column of the page displays the user's information and photo
stored in the U disk. Select the photo and click "Import" button to

import.

Refresh: Update the display of the U disk drive and the user's photo in
the list

Import: Import the user's photo in the U disk to pc.
Del user's Photo in the usb disk: Delete user's photo in the U disk.
2.1.5 Short Message Management

Some type product provide a function which can send a message to
appointed person through public to person way, before using the
function, it is need to setup short message, customize the short message
according to employee. Then upload the short message into the device.
The device fully supports two ways to upload the message. One is to
directly upload by connected attendance device, anther way is to utilize
the U flash disk to upload it, follow us take an example to illustrate how

to upload it:
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Click System Options sub-menu under the Maintenance/Options
menu, and then put the tick in front of SMS Content Manage on
Function Option tab. Then SMS management sub-menu under Data

menu becomes valid.

SMS management

4 SMS management ‘Zl@l@

List of cur SMS list List of associated persons
:
‘Dame name ‘ Cods [N |Type |startime o] [eostered e |peparmere |

: ) )

Operations of the selected de | € >

Clear all associations Database operations

elele the seleche! [Ereale messages] [ Edit meszages ] [Guew messages S §50
message
Diclotc messanes: | Send messages
EIEaI all massagas associations

1. Communication setting

On the left side of the window of the current connection machine list,

will display the current connection device name.

Note: All of the following about short message operation is directed at

the current connection machine.
2. Database Operations

The database operations of short message of basic information
maintenance mainly includes the Create message, Edit, Query, Delete

message; Send messages, set associations and Query associations.

(1) Create messages

50



Attendance Management Software User Manual

. Creat .
Click ” " button on the Database operations bar, the

following window will popup:

- B

€ Edit SMS

Cade: oot Type: ®Feranal (O Public (O Preset
[C15et the walidity period

Cantent:

[ vor | [ % cancel |

Code: Enter the window is automatically generates a 5 digit code, the

user may be required to amend.

Type: Click the "©" button to select type. Can choose Personal, Public,
Preset.

Public: For public short , as soon as the attendance machine start the
short message will be saw, it will appear for ever;

Personal: For a personal short message, it will not show until the user

verification is positive;

Set the validity period: After choose the item, a line will add on the
interface, define the starting time and term of period of validity is

available
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 Edit SMS
Code: 00am Type: Personal (JJPublic 0 Preset
[F1Et the Vaiidity peniad: Start Monday . A 44004 PM-= Durabion Y ﬂ [Minutes]
Content:
[ o 0K ] [ XK Cancel ]

Start: You can set the short message display starting time, set up time
please refer to Appendix 3.1 Set Date.

Duration: Click nE button to set duration, the unit is minute; user also
can input value in the box.

Content: Input content of the message.

For example, set as below:

€ Edit SMS
Code: 000 Type: (=) Parsonal (CJPublic (D) Preset
Set the validity period Start, 3‘1-3_.'5' - A_D'” N 5:00:00 AM"_E_' Duration: 240 ﬂ [Minutes]
Content: Happy birthday to you !
[ " 0K ] [ X Cancel ]

Click "Cancel" button to cancel operation; click "OK" button to save,
and then return the SMS management window. The message will be

displayed on the window. Show as below:

52



Attendance Management Software User Manual

€ SMS management

List of cur S5 list List of associated persons

Device name
ﬂ 2

}Hagwstered
Mo.

Mame |Depanmenl

Operatians of the selected de | £ 2|

Clear all associations Database operations

[_D_V—FW_IE el b e [Ereala messages] [ Edit messages | [Quew messages S
message
Delete messages| | Send messages
Clear all messages associshions

(2) Set associations

Note: a. only the type for personal of the short message can set
associative; b. Set associations' purpose is distribution of the
corresponding view permissions, only selected association employee can

see the short message.

A. As shown in Figure, click the SMS which type is personal:

< SMS management

List of 1. SMS list List of associated persons

Hegistered
Device name o
CE

Name Department ]

Operations of the selected de | <1 &

Database operations

T T T
Delete messages| d messages Huery
asyociations

B. Click "Set associations" button, the following window wills pop-up:

53



Attendance Management Software User Manual

@ Associate the user with a SMS

List of all users List of selected users
Registered No.  |Mame A |Depaltment Registered Ma. |Nam5 |
w T
2 2
3 | Administration 3 Windy
4 Personnel 4 Candy
5 | Persannel 5 5 i
& |Personnel 3 Cloud
7 |Research 7 Elue
8 | Research g Sam
_9 Flesearch ] Lirn 3
seach "
l " OK l [ x Cancel l

Select employee in the list of all users, use the button on the middle of
window to move employee. The operator can input search content in the
box after search item. Click "Query" button to see the result in he user
list on the left side.

The window button operation is described as follows:
| > |: Select all users, and then move them to List of selected user.

_> | Move the currently selected users to List of selected users on the
right side of window.

L!; Select users on the List of selected users; click this button to move
them to the List of all users on the left side of window. Cancel

associations.

iJ: Move all users of List of selected users to List of all users on the
left side of window.

C. Click "OK" button to save; click "Cancel" button to cancel operation.
For example select users as below:
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@ Associate the user with a SMS

List of all users List of selected users

Department Registered No.  |Mame Registered Mo, |Name |

Adrministration

2 2 aa

3 | Administration 3 Windy

4 Personnel 4 Candy
.5 Personnel 5 5

& |Personnel 3 Cloud

7 |Research 7 Elue

8 | Research g Sam

_9 Flesearch ] Lirn 3

Search [

l [ x Cancel l

D. Click "OK" button to return SMS management window, show as

below:

€ SMS management

List of cL. SMS list List of associated persons
‘Devu:e name | |Code |No |Type ‘Slarl time L.
2 oo | A|Pe 001 41
2 |00002 2 Person 4/22/2013611:33 P
-
Dperations of the selected de | 4] | >

Clear all associations “Database operations
s e
message

0
Delete messages| | Send messages ent
Clear all messages azzociations

As shown in Figure. The window on the right association list shows the

employee has been selected in steps C.

(3) Query associations

A. Click "Query associations" button, the following window wills

popup:
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4 SMS associated with the user

List of associated users Associated SMS
Department :zglsleled Name |of | & |C0de ‘ND ‘Type |Cun|en| |5larl time: %
i 2 cministration| 1 2 1 e i Peison | Happy — |4/23/2013 500,01 A
2 |Administration 3 Windy 1 2 |00003 3 Person Wishyou  4/22/2013 4:56:02 PM
DA
3 |Research E Sam 1
4 |Research 3§ Lin 1
ot
| | 2

As shown in the figure, the window is divided into two lists, the left list
is List of associated users, and this list shows the associated user branch
department, registered number, name and number of associations.
Number of associations is associated with the total number of short
message the user associated. The right list is Associated SMS; display
the selected user association of short message.

B. Click to the user in List of associated users, and then the list on the
right will automatically display the user associated short message. If the
selected users to "Windy", this time on the right of the window list will
show its associated short message, as shown below:
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4 SMS associated with the user |Z|E|®
List of associated users Associated SMS
|Departmenl NEQISMEG |Name ‘.o.fwww L] |Eode |No. |Tppe |Conlenl ‘Slall tirne: |E
1 00003 .}; i Per 'PM

| |8

C. When there is too much for associated users, users can input user

information into the search box, click "Query" button to see result. For

example input "Lin" into the search box, and click "Query" button,

show the result as below:

< SMS associated with the user

List of associated users Associated SMS

‘Dapartmenl ng'Slemd|Nama |nf | Lol

|Enda ‘Nn |T_l,lpa |Enntant ‘Slan time:
O 2 3 T

1

Search Lin

At the left of the window list will only show the user Win's information.

On the right of the window will show the user associated with the short

message. Click "Reset" button, empty query results, and returning to the

step A is shown in the window.
(4) Edit messages
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Click the short message on the list to select it, click "Edit messages"

button, the following window wills popup:

& Ldit SMS (=163

Code: jonons) Type:
[C15et the walidity period

Caontent: Wish you have a nice dayl

[ ok | [ % concel |

User can modify for need, Type can't be changed. The operation is same

with create messages.

(5) Query messages

A. Click "Query messages" button, the window will automatically

pop-up Query bar, show as below:

£ SMS management

List of azzociated persons

List of o1 SMS list
|Dvics name | |Ende Mo |Type |3tantiime Du |Enntenl A [Heosteed e o
ﬂz Pergon| 442342013 5.00:01 240 Happy bit 1_>|1 Rain e
2 |o0oo2 2 Person 4/22/2013511:39PM | noli.. Hell!
ﬂuuum 3 Public 4/22/201351259PM | noli Wishyouh

v

<

>
Fuzzy query of codes and —

Operatiares of the selected de]| Exact auerv of numbers
Clear all associations Database operations
elete the selected ] [Eleate messages] [ Edit messages ] [Guery messages]
MEssags
associations

Delete messages| | Send messages
Clear all messages

B. User can Fuzzy query of codes and contents exact query of numbers.
Click "Query" button to query; click "Reset" button to clear query
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result, and then return the default window. For example input 2 into the

box, click "Query" button, the result show as below:

& 5MS management ‘Z|@@

List of cu. SMS list List of associated persons
[Devise name | Code [Ne. [Time [statiime [our.. [coment Al FEmsteEd Ty b
ﬂZ H | 21 Parsan 4/22/20135:11:39 P | nati.. Helo 1E J
v

Fljzzy query of codes and
2

contents
Operations of the selected de | Exact auer of numbers 3
Clear all associations | Database operations
[—D_W ota the saledte [cisete messages| [ Edt messages | Busy messages|
message
Cuery
s e an Delete messages| | Send messages

As shown in the figure, short message list shows the number 2 short
message; List of associated persons shows the short message

associated personnel information.

(6) Delete messages

A. Select the message you want to delete, click "Delete messages

button, the following window wills popup:

Attendance Management Program E|

] ‘_\. Are you sure bo delete the selected SM37
-

I

|| cancel

B. Click "OK" button, the following frame wills popup:
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Attendance Management Program

L] '}' Also delete the 5M3s on the attendance record device?

l

] [ Cancel

Click "OK" button to delete the message in the software and attendance

machine; click "Cancel" button only delete the message in the software.

C. Click "OK" button, after complete delete, popup the success frame,
show as below:

List of cu. SMS list List of associated persons
| [pevice name | |pods [No  [Typs |[statiine |Dur [coment o[ [Resteed Ty [p.
b2 1 |ocom 1 Person 4/23/201350001 84| 240 Happy Bitk || |

Attendance Management Program @

> i Deletion campleted!
~Operations of the selected de | € \\p) E
Clear all associations ~Database operations-

elete the selected [Eleale messagesl l Edit messages I ﬂ t assooiation:
message
Delete messages] | Send messages
Clear all messages associations

|

As shown in Figure, the short message list does not display this message,

means Delete successfully.
(7) Send messages

A. Select the message need to send, click "Send messages" button, will

show the send process on the window, and show as below:
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Sending S5

100%

B. After send success, popup the following frame:

Attendance Management Program

. ) Sending completed! The SM3 is sent successfully 0;Failed to send the 5M3 1

Click "OK" button to close this prompt box.

Notice: The machine must support the short message function, or can't

use the function.
3. Operations of the selected device

Clear all associations: Click this button, clear all associations the

device has set.

Delete the selected message: Click this button, delete the selected

message.
Clear all messages: Click this button, clear all messages in the device.
2.2 Maintenance/Options

In order to get correct and accurate Time Attendance result, you must
configure Maintenance/Options in the main windows; here you can set
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up Database Option and System Options. Firstly enter Department
List setting and assign employee to department, then performance First
set up database password, then set up Holiday List, Leave Class and
Attendance Rule, Employee List and Administrator setting, at the
finals, Maintenance Timetables, Maintenance Shift Schedule, and
Employee Schedule.

Note: Unless the employee has been assigned shift schedule, the
system don't produce Time Attendance report.

This system provide with enrolling fingerprint or card by after
connecting with PC, it is avoid the trouble that personnel don't match the
fingerprint, please see 2.2.2 Employee Maintenance.

2.2.1 Department Management

This module provide with convenient to manage each department,
mainly add, cancel department, enroll employee, for more detail as
following:

Click the "Department list" sub-menu under the "Maintenance

/Options" menu, the following window will popup:

Department Management @

£ (] +
Add Ig Rename Emploved

:I:':

& Administration
i Personnel
i Research

Prompt

If you want to edit department names, what
wou need to do is just to click on the
department name twice or to prezs F2, 1
wou want to modify departments’
zubordinate relationzhip, you can drag the
department to modify to a new superiar
department name.
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In adding department, you first left-click the superior department of the
new department, click on the "Add" button, input the name of new
department in the dialog box, click "OK" to save.

In modifying department, first select the department by left-click, click
on the "Rename" button, input the new name, and then click "OK" to

save.

In deleting department, you only firstly left-click the department
selected, click the "Delete" button, and select "Yes" on the prompt box.

If you want to modify a department's subordination relationship, first
selected the department to modify by left-click, hold, and drag the name
within the new superior department. Then follow the instruction to
operate.

Click on the "Employ" button. The following window will popup:

Employ Employees E|
Employee Our Department's Employess
AC Mo |Name | e AC Mo, ]Name I Lo
2 aa : 1 Raity
HE Witdy

Employees in the "Employee" list are those who don't belong to any

department, that is, who have left their posts. This is the same as on
leave No salary.
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In the list of "Employee" select those employees that your department
wants to employ, and click "Add" button, and then those selected

employees will be added into your department.

In the box of Our Department's Employees select those employees
that will leave your department, and click "Remove" button, and the

select employees will leave your department (leave their posts).

After setting, click "Close" button or "E3" to return to the main window

Department Management.
2.2.2 Employee Maintenance

Select the "Maintenance/Setup”, click Employee Maintenance item to
open the "Employee list" window. Within this window, maintenance
employee's various information and attendance setting. Through the
employee list you can view the department the employee belongs to,
here to view and modify employee's information is available, at here
attendance setting privilege is superior to Assign Employee Schedule.

4 Employee List g@g|
= fi + X ik v <] ik
I m Add Delete batch Search it Import  FaceGroup

[include sub depattment  afy
OUR COMPANT

Adrinisiration

Personnel

Research

~
iende| Title tobile/Pager

ACNo. ‘ Mo | Name

Rain
Windy

| ~
>

Mg
v
oty

™

|

e B Name [Windy Fhoto Fingerpint manage
, :
Gender v No.
Nationay Office Tel
(5) Fingerprint device: O sensor
Tile Frivige [User -
Date of Bith | / / = Dateot | 4/ iE]
Emplaymert
CardNumber Mobile No.
Home Add = B & B

| Basic Information | Addition | AC Options
Record Count: 2

The window of Employee List divided into two parts.
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1). The upper half part is employee list, list columns show employees all
information, including the registration number (AC-No.), name, title,
No., Finger Count V9.0, Finger Count V10.0 and so on. The 9.0 and
10.0 are the algorithm version number. The bottom of the employee list
has a line of statistics; the statistics of each column corresponds to the
sum of the values. The first column show total number about employee.

2). The lower half part is the currently selected employee's various
information and can be modified, Have three paginations, click the page
tag at the bottom can enter different page.

User can use Search function to search employee when the employee
are excessive. Input query condition into the box, click "Search" button
to see the result.

Note: Click each column name can sort list by it.
1. Employee Maintenance

Must fill the blank of the employee's information list with the Name,
AC No., according to the actual need you can add other information
about employee.

Note: The "No." field is Custom Tag (The maxlength is 20). You can set
it as needed.

1) Add New Employee

When usual execute this management program at first time, after
registering the user in the Device, than directly downloads it to software,

and revise name, as well as save it, upload it the machine to use again.

If have to directly add the employee in software, in order to guarantee

65



Attendance Management Software User Manual

the user information and the fingerprint or the card one to one
correspondences, connect with Device to go on the real-time registration
fingerprint and the card is available in this interface. After connects the
Device, every time while add an employee the corresponding person's
fingerprint or the card will be registered simultaneously. Avoids the
trouble which the fingerprint or the card and the personnel does not
correspond appears.

A. registration fingerprint

Fingerprint device: Register the fingerprint with the standalone
fingerprint Machine.

Under in "Fingerprint manage" drag-down box, choose the fingerprint
device that have attached to system, after connects successfully, starts to
add the employee. Select the department which the employee is at, after
click "=" button, input employee's AC No., Name and other related
information. Single-click "Enroll" button to start the fingerprint
registration. The operations are same as using sensor to enroll

fingerprint.
Sensor: Register the fingerprint through the on-line fingerprint device.

Attention: When you choose fingerprint sensor to enroll, there are
two choice: Finger9.0 and Finger10.0, for the operation detail refer
to Appendices 3.9 How to Generate License Files.

Sensor Registration flow:

Single-click "Enroll" button, shown as figure:
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Fingerprint registration

0 g -
L_ﬁ_/ ) Q;‘:K/J

Start to register, click any finger in the interface with the mouse, the
fingerprint Device that has been connecting with is in the registration

condition:
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Fingerprint registration

oU/]y W

(Do

Attention: You can choose to enroll duress fingerprint, but it is only
effect when the device supports the function, otherwise it is just an
ordinary fingerprint.

Follow prompts or press fingerprint on sensor face of the fingerprint
device or fingerprint scanner, after press 3 times, prompt inform you
registers successfully, then fingerprint registration finish. If want to
backup fingerprint for system, chooses a finger registration. After the
registration complete, press "OK" to return add the employee interface,
continue to add the employee.

B. Registration card

Under "Fingerprint device" drag-box, choose the Device with radio
frequency card function, after connects successfully, and starts to add
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the employee. Selects department which the employee is at, Click "="
button, wave the card which want to be registered on the radio
frequency card machine, after waving the card, this employee's AC No.
and the Card Number can display the corresponding card the
information, according to needs to change the serial number and the
name, the card number do not change at random. The card number's

length is 10. The cursor locates in the name column.

€ Employee List g@gl
i . Ty

+ & ? +
Add Save - Cancel FaceGioup
[linclude sub deparment il | | ACMo | No. ‘ Name [iendd Tille Mobie/Pager =
OUR COMPANT
Admiristration 11N Han
Personmel 212 findy
Research
2 I =
>
[ C acne Nams [Windy oto Fingerpint manage
Gender | x| 3
Natianality Dfice Tel
@Fingerprint device  Osensar
Tile Piiviige [User -
Date of Bith | / / B pateot |4/ =
Employment
Srdhiumber | 2001351322 Mabile o
Horme Add. & ' 7w
Basic Information | Addition | AC Options
Fecord Count2 Sucoeed in cornecting with device!

If want to add new employee, press "=" button to repeat above this

operation.
2) Add Batch Employees

When some departments need add a lot of employees, you can use this
function to add employees, lighten an operator work. E.g., a lot of
employees want to be added to the Administration department. Select

L5k

B
Administration department and click the "batch" buttonbatch,

A. If there is no employee in this department, the following window
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wills popup:
€ Add a batch of employee E|@g|
ACNo

Mumber pattem: @

From _1 31 To .3 3]

1 A
5
2]
l " 0K ] l x Cancel

B. If there are employees in the department, the following window wills
popup:

€ Add a batch of employee El@@l

Copy data from Rain(1].
CEcpy selecled arplaies alt opfians and schede.  Select fiekds to be capied
AL M A
AC-No Mo
Mumber pattem: _[x] | E;ér;;:ler
f Title:
Fam |1 ﬂ Ta 3 _tJ || Mobile/Pager
E Birthday
|| Drate of Employed
! ~ Add
3 Office Tel.
department
v Adrniniztratar
Matianality B
l " OK ] l X Cancel ]

The backup data of employee witch select from Administration
department display on the left-up corner, if the new added employee and
selected employee own the same shift and attendance setting, left-click
"Copy selected employee att options and schedule", if there are other
same field, select relating to fields from the "Select fields to be copied"
list.
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AC-No batch increase that department on adding batch employee.
Through the "*" Number pattern, it is easy to add employee's AC-No.

Number pattern: That means AC-No's format, for example, the
employee's AC-No of this department is the char A at the first, and its
length is 4, then input A"*" to the Number pattern box. If you want to
generate No. between 1 to 100, then you can input 1 after From and
input 3 after To. After generation the window showed as below:

€ Add a batch of employee D@@

Copy data from R ain(1].

[[]Copy selected employee att aptions and schedule Select fields to be copied:

AL No.

Murnber pattem: Girider
Title
From | Mobile/Pager
Birthday

Date of Employed
Add.

Office Tel
department

| Admiriistrator
M ationality
Card

Privilege
becGroin

l o OF ] l xCancel

Notice:

(1) The AC No. added by batch is under the control of AC No. length
that set in System Options window. For example: If the AC No. length
is set as 4, when the length of AC No. is less than 4, the system will add

zero automatically.

(2) Only when the type of AC No. is set as AC No. (Chars), the
Number Pattern can contain letter, otherwise, set as digital only.

(3) The setting method of AC No. length, please see 2.2.11 System

71



Attendance Management Software User Manual

Options.

C. Click "OK" button to add employees and return to the Employee
List window.

3) Modify Employee

Employee's AC-No is unchangeable. Avoid there information don't
match corresponding information in the Device. Select the employee,
enter new data in the corresponding input box, and then press "Save"

button to save.

4) Transfer Employee

| =

Transfer: Click the "'T." button to transfer employees from one

department to another department.

| =

Choose the employee who needs to transfer department and click " 7"

button, and then the following tooltip will pop-up:

Please choose a department:

OUR COMPANT
Administration
Perzarinel

- Regearch

| v

=

Select the department and click "OK" to transfer the employee, or
"Cancel" to cancel this action.
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Employee's layoff: Some employees may remain in the company, but
who don't belong to any department now, which is similar to the
currently quite popularized lay-off phenomenon. Leaving-post
employees can be re-employed through Employ Employee in
Department Management.

fis
Select employee and click "'L" button, the following tooltip will popup:

Attendance Management Program

? s
“:/ Do these emplovees really want to leave their posts?

Click "Yes" button to layoff the employee, or click "No" to abandon this

operation.
5) Import user data

Import user data from the local disk.

Click " impart" button, and then the Import User Data window will

popup:
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< Import User Data E”E”s__q

[ [ACN. Mo |Mame | Gender Tile |MobiedPager [Ei
»i
|

] >

[ Import ] [ Delete ] l ¢§ave] f,gan:e\]

Click Import button, then the Import data wizard interface pops up.
Then add the user data stored in the local disk.

Import data wizard E

“Imnport from
()5 Ercel
DML
) Tent file
OV file

Source file name

Template Options
[1Go to the last page after lnading template

[} 5 ave template automatically when wizard closss

= Load template from file...

iCancel;

6) Face group

To use a face device and enter a face group, proceed as follows:
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450,

Click "FaeeGoun", and select the users who have registered faces for

grouping. For the users who have not registered any face, do not

perform this operation.

< Face group

Diept Hame Hame AC Mo group | A
Personnel Candy 4 [ 1
Perzonnel Cloud E | o
Ferzonnel 5 5 1

Hint:prezs the Shift or Chrl ke to multiple select,

2. Right shortcuts key operation

Right click a region of the Employee List to Export Data (export
employee's basic information), production report is available; entire rank
data also can be hideaway or showed in the current interface. Shown as
following figure:

Export Daka

Create report For current grid
Save grid layout

Shiow all columns

Hide all columns

Columns »
Irnport User Data

Advanced Export
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Export Data: Export all employees' information of the current
department. Operation step like as Time Attendance port.

Create report for current grid: All employees' information in current
department will display by report form. The operating method likes to
export the data in Time Attendance report.

Save Grid layout: After change setting of data rank, save the data rank
setting, it is allowed to use after through directly write down the data
rank setting.

Show all columns: After click this option, employee's all information
appears.

Hide all columns: After using this option, employee's all information
will be hided.

Columns: Show the name of composition rank of employee information
in the employee view. Move the cursor to the columns of the data, as
shown in the diagram below the drop-down menu popup:
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v AC No.
w Mo,
w Mame
v Gender
W Title
v MobilefPager
w Birthday
v Date of Employed
v Add.
Postcode
v Office Tel,
w department
v Administrator
v Mationality
Ciky
Skate
w Card
v Privilege
w ACCiaroup
v UseGroupTimeZone
W Werify
v Temporary User
v WalidCount
v YalidTimeBegin
v WalidTimeEnd
v TimeZonel
v TimeZonez
v TimeZones3
w FaceCount
v FingerCountys.0
v FingerCounty10.0
v Password

As shown in the figure, the drop-down menu to display is the employee
of all field information, the user can click the appropriate field tick show,
do not hit the hook is not displayed.

3. Click Department setting button " g ", it is allowed to set the
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department setting. Its method is the same with the operation in
Department management.

4. Click the tab of Addition. The window showed as below:

£ Employee List E‘@@
S, i+ + X ik 3 ] ik
T i Add Deete batch Search Import Facebiioup
Clincluds sub depsitmert— gha v| ACNo. ‘ N | R [ Tite Mobile/Pager
OUR COMPANY
Admiristration Ll Bain
Persannel 2|3 Windy
Ressaich
2] [ v
] >
Field |value
Basic \’nio.mauonA:’D’_puons
Record Count 2

Addition page can enter the employee is more important related
information, select department, selected employee, in the field column
input information content input column type, content, and then save the
input information can be.

5. AC Options

Click tab of AC Options. The windows showed as below:
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€ Employee List EJ@@
S X k& : g
i L Add Delete: batch Search Impoit Facefiroup

[include sub department h

OUR COMPANY
Administration

-
Makile/Pager

‘.

AC No. ‘ Na. | MName

Title:

iende

,\Jg
v
el

Rain
Personnel Windy

Research

.

[ v

~
v

[]active AC 7 Schedule AC
| []Yse aceess group

Dlsaritn Access group -
[FRiest on Holidsps sty | PP/ /RFAFACE ¥|
e i Cheok Cleak Out Vialicity ruls | Irvalid b
(B TinaZons G
gMust ClockIn Ol o - - =

Diont Check

ODonit Check
Basic Information | Addiion | AC Options |
Flecord Count.2

Active AC: The item means weather the attendance is valid, if this item
is defined, the employee will be accounted and statistic attendance in
accordance with the attendance rule and other select item, otherwise,
this employee doesn't need to keep the attendance record, and regard his
record as normal on-duty, E.g. A leader of the department doesn't go to
attendance, but his attendance is accounted on normal duty.

Count OT: Sign this item, counted by the employee over time.

Reset on Holidays: Sign this item, the employee will have a rest on
holiday, if the employee is on duty, it will be signed to over time.
Otherwise, the employees have to be on duty, if the employee is off duty,
he will be accounted to absent.

Check Clock In/ Check Clock Out: This item can control the
employee must check-in or check-out, the setup privilege in the item is
super than it in the shift schedule.

® Employee Time Attendance setting
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Click ”” button to enter Employee Attendance options

widow, shown as below:

Employee attendance options { Windy )
Clock In Clock Out [#]&ute-assian timetable
(S)By timetabls (5) By Timatable . .
OMust Cin () Must /0wt Least time for Auto-assign:
- a
(Dalow no CAn (D) Allows no CA0uE 1 lJ Dapls] .D Lj Houls]
[l Attendarce Active [¥]Court OT Used timetable: + =
[#]Haliday [¥1Registry for OT

Assigned schedules list L =

Start Date  |End Date | Shift Schadulel

| v ] [ X Cancsl

The operation is same as 2.2.6 Employee Schedule.
® Access Control Settings

You can set the Access Control parameters as needed in the lower
right corner of the AC Options window, shown as below:

| T, | M Use access group
Access group | = I

ety | FP/PW/RF/FACE IZ]
Vaidiy e | Timezone v vedesunt | 0
Validtime | £ 4 1 =B s s -

Timezaone | |

Note: These Access Control parameters setting aim at personal. You
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should select employee in Employee list before operation.

Access Group: Click ¥ button, and then choose group for employee on
the drop-down list.

Note: The drop-down list of group view the Description field that you
set in Group window. If the Description field is set as empty, then
nothing will view on the drop-down list of group.

Use Access Group: Choose whether or not to use the Time Zone of
selected group, tick enabled.

Verify: Click ¥ button, and then choose the employee's verification
mode on the drop-down list of Verification mode.

Validity rule: Can choose as Invalid, Time zone, Times or Time zone
+ Times.

® Invalid: Means this employee is prohibited to open the door.

® Time zone: Means this employee is allowed to open the door
during the Valid time that set by the user.

> Valid time: Click = button, and then set the Start and End
date in the drop-down list. The method of setting date, please see
Appendices 3.1 Set Date.

® Times: Means limit the times of open door.

» Valid count: Set the allowed times of open door for this
employee.

® Time zone + Times: Set the allowed times of open door for this
employee during the Valid time.
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® Time zone: Set the personal time zone for this employee.
Relationship between this time zone and time zone of group is
HORH‘

. .. B .
After setting, click sax= button to save settings.

2.2.3 Administrator Setting
1. Set administrator

To help protect you system from security, to prevent the data are
changed by unauthorized personnel, this management program provide

with the function to set administrator.

(1) Click the Administrator sub-menu on the menu of

Maintenance/Options, this window will pop up, shown as below:

€ Administrators

(2) Click on the "Administrator" button; drop-down the following list:

&dd Super Adminiskrator

Add Departrment Administrator
add Level 1 Dep, Adminiskrator
add Level Z Dep. Adminiskrator

Cancel Administrator
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(3) Select the administrator type you want to add (It is better to add
supper administrator first), after click, following window appear.

€ Department Employee List

[iepartment: Employee:
OUR COMPANY l acho | e ' ‘
e ]y} 1 ’ i £ a
2|3

- Research

Choose the administrator you want to add in the interface, all administer
must be the company's employee.

1AE Mo IName Priviege 1 -
li‘l |Rain luper Adrministrator

Attendance Management Program

i The 1 administrator has been successfully added
administratar's intial password is hisfher own attendance checking number

l € Administratar J l W Modity Password l l E5 Operation Purview

(4) Administrator's initial password is himself/herself AC-No., click
"OK" to enter the administrator privilege interface, may set this
administrator is allowed to software in this interface be allowed to
software.
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Set Administrator’s Purview @
Iterns that can be authorized ¥ X
Initialize System ~

Clear Obsolete Data/Backup D atabase/Export AC Data
Imnport AC Data
Ushb Disk Manage/SMS management/Disconnect

Employee Leaving on Business/Asking for Leave
Forgetting ta Clock infout
Coming Late Collectively

Aftendance Record

Current Emplovee's On-Duty Status
Aftendance Calculating and Reports
Cpstem operate log

Alarm Event

Department List/Employee Mantenance
Admiristrator

Mairtenance Timetables/Maintenance Shift Schedules
Employee Schedule

Haliday List

Aftendance Rule

Leave Class

Database Option...

System Options

Connect

Dawrload attendance loas

(5) Single-click each item of front selection box, this item is able to
switch from select to unselect, ® indicated this item has been selected,
unselect all express that the system give each kind of administrator
privilege by default setting. After selecting, click "OK" to complete the
setting, if click "Cancel" to be allowed to set the privilege in the next
time again (select the one which will have to revise in administrator
interface, click "Operation Purview" button to reset). For more detail

please see Items that can be authorized.

Note: Administrator is unable to revise own privilege, delete oneself,
only the upper of administrators is allowed to revise, add or delete
next level of administrators. Be unable to change the privilege or
cancel the administrator unless when there is only an administrator.

(6) Click "Modify Password" button, the following window will
popup:.
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Modify Administrator’s Password

0ld Pazzword |
Mew Pazsword

Werify Mew Pazzward

J Ok | | x Cancel

Old Password: Input old password.
New Password: Input new password.

Verify New Password: The input must be consistent with the new

password.

(7) The system default administrator's password is this employee's
AC-No., it is better to revises the individual password to guarantee
system data security. After the administrator has been set in the system,
the Login window will appear, unable to enter the system until input the
right User Name and Password.

Login to system f'5_<

Ta login to the system,

Please input your usermame and password, or press your
finger on the fingerprint sensor.

Login Account

User Mame

Pagzmord

I / Lagin

(%o ] (oo ]
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2. Administrator's privilege and classification
(1) Administrators' classifications

There are four kinds of administrators in the system, depending on the
privilege height Sequence: Super Administrator, Department
Administrator, Level 1 of Dep. administrator, Level 2 Dep.

Administrator.
(2) Administrator's privilege

The Super Administrator may manage all employees; the Department

Administrator only can manage this department employee.

Super Administrator: The super administrator is highest level of
administrators in the system, the super administrator own privilege to
add, revise, delete administrator besides oneself, it is allowed to
initialize the management system and set the database. His/her default
privilege is allowed do any operation for the system. If unselect all in
the interface of Set Administrator's Purview, then the default privilege
will be used; If only several items has been selected, then this
administrator who has the operation privilege can select the
corresponding project only.

Level 2 Dep. Administrator: Level 2 Dep. administrator is allowed to
add this department administrator, and same level perhaps the low
level of administrators revise privilege, delete this department besides
oneself, who is not allowed to operate other departments' any
administrators. If only several items have been selected, then this
administrator, who has the operation privilege, only can select the
corresponding project.
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Level 1 Dep. Administrator: Level 1 Dep. Administrator may add this
department administrator, and same level perhaps the low level of
administrators revise privilege, delete this department besides oneself,
who is not allowed to operate other departments' any administrators. If
several items have been selected, then this administrator, who has the
operation privilege, can select the corresponding project only.

Department administrator: The department administrator may add this
department administrator and the same level administrator revise
privilege, delete this department in besides oneself, who is not allowed
to operate other departments' administrators. If several items has been
select, then this administrator, who has the operation privilege to select
the corresponding project only.

3. Items that can be authorized

Clear Obsolete Data/Backup Database/Export AC Data: There are 3
projects under the Data menu, the administrator own this privilege to

save and examine the data.

Import AC Data: It is able to import recording data in the file to the
system through Import AC Data under the Data menu.

Employee leaving on business/Asking for Leave: Click "Employee
leaving on business/Asking for leave" sub-item under Attendance
menu, may set the employee leave on business / asking for leave
condition, and produce the corresponding data sheet.

Forgetting to clock in /out: If the employee forget to clock in/out, add
clock in/out record for this employee. Through Forgetting to clock in
/out sub-item under Attendance menu.
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Coming Late Collectively: If employee have forget collectively to
clock-in/out, then neglects assigned time clock-in/out record, or add the
clock-in/out record again this sub-item under Attendance menu.

Attendance record: May search employee's attendance record and
revises the diary through this sub-item under Search/Print menu.

Current Employee's On-Duty Status: May search the employee
current time in the At-post/not At-post situation through Sub-item.

Attendance Calculating and Reports: Under Search/Print menu, also
may click on "Report" icon to enter, may inquire each kind of exception,
statistics the Time Attendance, produce report, and print the report.

Department List/Employee Maintenance: May set the department in
the department management; revises the employee information and
employee's Time Attendance setting in the Employee maintenance
through sub-item Department list/ Employee maintenance under the
Maintenance/Options menu.

Administrator: Under the Maintenance/Options menu, set up the

administrator and assign the privilege.

Maintenance Timetables/Maintenance Shift Schedules: Click this
sub-item under the Maintenance/Options menu, create the working
Timetable in the Maintenance Timetables, manages the shift schedule,
chooses properly working timetable or the timetable combines to
establish the different shift schedule.

Employee Schedule: Under the Maintenance/Options menu, assign
the Shift Schedule which already set to employee.

Holiday List: Set the holiday under the Maintenance/Options menu.
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Leave Class: Under the Maintenance/Options menu, go on a leaves
setting, and leaves statistical rule in report form.

Attendance Rule: Set up the Attendance rule, and statistical rule for
Attendance project in report.

Database Option: Set up the database connection through this sub-item
under the Maintenance/Options menu.

System Option: Be able to carry on the setting to software some options
under the Maintenance/Options menu.

Connect: Be able to connect with Device through this sub-item under
the Device Management menu.

Download attendance logs: To download the data record is available
through the Device Management menu.

Upload user info and FP: Ability to upload the user information
through the Device Management menu.

Downloads user info and FP: Under the Device management menu,

you can download the users' fingerprint information.

Delete AC Log: Eliminates the Time Attendance data recording in
machine through sub-item Delete AC log under the Device management

menu.

AC Manage: Be able to examine the Device information and carries on
some operations to the Device through this menu.

Device/Del Device: Can add, delete, and revise the Device the
communication information through this sub-item under the Device
Management menu
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Sync Device: Synchronize Device time with Computer time through
Under Device Management menu.

2.2.4 Maintenance Timetables

Before Maintenance Shift Schedules, the Timetables must be set up to
complete, select "Maintenance/Options" menu, click on the "
Maintenance Timetables" in the drop-down list menu, can set

Timetable which is used to arrange employees shift.

IMaintenance/Cpkions WNSEIE Ik Tl

ﬂ Departrnent Lisk

z Employes Maintenance Chrl+E

[ﬁ Adrministrator

m Maintenance Timetables
E Maintenance shift Schedules
m Employes Schedule

Huoliday List
(:}' Atkendance Rule

Leave Class

@) Database Option. ..

H Swskem Options

If you has not set the shift schedule while set the Timetable, the system
will auto-prompt you should go on shift scheduled management setting,

shown as following figure.
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System Information

.No schedule

There iz no shift schedule. Shift schedule was combined by
timetables, which are arayed repeatedly in certain period. Shift
zchedule iz prepared to azsigh to employees.

Do you want to open the shift schdule window to add zome
shift schedules?

Cancel

A. Click "Cancel" button, directly enter the Shift Timetable

Maintenance:

Shift Timetable Maintenance

Timetable Name| On-duty Time| Off-duty Time| Beginring C/In| Ending C/In| Beginning C/0ut| Ending C/0ut| Coler Workda

+ Add “ + Post H xDe\eAel

il 2|

Tinetable Name
O Duy Time |
Off Dury Time |
Late Timefing|
Leawve Eatly Timefblins]
Beainning In
Ending In
Beainning Out
Ending Out
Count a5 Workday

Count as minutefminute]

Must C/n Must C/0ut

Chanae the Display Color

B. Click on "OK" button to enter the Attendance schedule wizard

window:
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& Attendance schedule wizard

Times for On/0F duty

Setting the On A0 duty times in thiz organization.

{(=38n duty i morning, O duty in aftermoorn;
On duty time :':'3130 | O duty time _1?13'3

() On duty and OFf duty in marming and aftemoon

Setting the On/Off duty times in this organization, follow the guide to
set Timetable and shift schedule.

According to the company real condition, the method of on-duty and
off-duty is selected, is twice attendance (On duty in morning. Off duty
in afternoon.), or is four times (On duty and Off duty in morning and
afternoon.), input correspond to on- duty and off-duty time, click
"Cancel" button, return main windows click "Next" button to continue

setting.

If chose twice attendance, click "Next" button to continue setting, view

as below:
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€ Attendance schedule wizard

Clock In/Dut

The time range of allowing employees clock indout.
Dutside this range iz invalid.

09:00 - 18:00

Stat C/n 0700 | End ©An | 12:00 | Must C/in
Start C/0ut| 15:00 | End C/0ut| 2353 | Must C/0ut

o] |

This windows may set the Start and End time for C/In and C/Out,
definite the time range of clock-in(C/In) and clock-out(C/Out), and
whether at this time employee Must C/In and C/Out, if want to select

this item, just put tick in the selection box, also can set different option

depending on different department and employee, click "Next" button to

continue setting, view as below:

& Attendance schedule wizard

Att Rule

Set the attendance rulez of the whole arganization.

How mary minutes after on duty time will be counted
az Late?

|

How marny minutes before off duty time will be
counted az Leave Early?

-EQ
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On the window, set regard as coming lately time and regard as leaving
early time, click on "Next" button to enter next window.

€ Attendance schedule wizard g@g|

0K

Syztem will add a timetable named "Daytime"" and a ghift
schedule named "MNormal'.

And after that, you can aszign this new shift schedule to
employees,

.&ssign thiz schedule zhift to employees who has not
azzigned any schedule

D.&ssign thiz shift schedule to every department as
default schedule

Click. "Firizh'' to commit this operatian.

(o] |

On the window, the system prompt that it will add a timetable named
"Daytime" and a shift schedule named "Normal". If before operation
had chosen "On duty and Off duty in morning and afternoon".
System will add two new Timetables; each is "A.M" and "P.M". There
are two options on the window, according to need to select, and then
click on "Finish" button, and complete setup. User can chose "Assign
this schedule shift to employees who has not assigned any schedule"
or "Assign this shift schedule to ever department as default
schedule", click on "Finish" button, enter Shift Timetable

Maintenance window. Shown as below:
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shift Timetable Maintenance X

Timetbls Hame| Drveduty Time] Of sty Time| Baginring C/1n|Ending /| Beginring C/0ut]E nding C/0uColsr [ workda
0300 1800 0500 00 rm 7353 S [ ead [Pt [ ¢ o |

Timetable Name | Daytime
On Duty Time | 03:00
Off Duty Time | 18:00

Late Timalhins] 5

Leave Early Timefhins] 5
Bedinring In | 05:00
Ending In | 10:00
Beainning Out | 17:00
Ending Out | 23:59

Caunt as Workday 1

Count as minutelminute] 0
[“IMustCAn [ Must C/0ut

I Chence the Display Color

< >

The Shift Timetable Maintenance window may be divided into two
parts, left part mainly are the Shifts Timetable list, right side is the Shift
Timetable management. May add, delete and modify Shift Timetable.

Add: Single-click "Add" button to add a new Timetable, then input the
Timetable name, On Duty Time/Off Duty Time, recording the time as
coming lately (Late Time (Mins)), recording the time as leaves early
(Leave Early Time (Mins)), etc. The Time Attendance record is the
effective record only within the hour of Clocking in/out; take these
recording as standard to statistics logs. Simultaneously definite this
Timetable, whether employee must Clock in/out or not. The input time
format is hh:mm, which separately corresponds the hour, the minute.

Delete: Selects the Timetable which has already existed, single-click
"Delete" button to delete the Timetable which has been selected.

Save: Single-click "Save" to renew, when revised or add a Timetable,
clicks this button to save the Timetable setting information.

The field of meaning in Timetable settings

® Late Time (Mins): As above figure show, the setting value is 5
minutes, [llustration's On Duty Time is 09:00. E.g. A. Clock In at
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09: 03, B. Clock In at 09: 07, so the A is not coming late, because
he check-in time is not over 5 minute, the B is coming late for 7

minutes, because he check-in time is over for 2 minute.

Leave Early Time (Mins): It is the same as Late Time, depend on
the difference between the clocking out time and the Off Duty

Time.

Beginning /Ending In: Must input. Within check-in range of This
Timetable the record regard as validity, outside this scope checking
record is the invalid record.

Beginning/Ending out: Must input. Within check-in range of This
Timetable the record regard as validity, outside this scope checking
record is the invalid record. Begin and End Clocking out time can
not overlay.

Count as workday: Refers to each Shift record how many working
days, if here the value has been set, the program will defer to the
setting value to statistics working day, otherwise according to Time
Attendance rule in option statistics.

Count as minute: The period of this Timetable will be recorded
how long time in the Report, may set it by user. For example: a
Timetable's reality length is 9 hours, may record it as 8 hours, also
records in the Report this Timetable is 8 hours.

Must C/In and Must C/Out: According to the different post and
the different request may definite the Shift Timetable whether has
to check out/in.

Change the Display Color: May change each Shift Timetable
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color, used to differentiate each different Shift. Just left-click the
color with the mouse, the color will be modified.

2.2.5 Maintenance Shift Schedules

After setting Timetable, Be able to set Shift Schedule, Select
"Maintenance/Options" menu, click "Maintenance Shift Schedules"
sub-menu, and then you can enter shift menu shown as below:

< Shift Management
Shifts Shift Time Period

i Date. Cycle Murm| Cucle U i

0

8 10 12 14 16 18 20 2224
b onday % b3

| Wednesday

Thurzday

Friday

S aturday

2
|
Tuesday |
I
|
|
|

RS St S R NS S S .
— 1 1 L 1 1 Fo

Sunday

[ #add | v save | @Edt | X Delete] [ 4 addTime ] X 0ol

This window may be divided into Shifts and Shift Time Period, the
Shifts box include Shift Name, Beginning Data, Cycle Num and Cycle
Unit.

Name: The shift name can't be repeated, and all the fields in the form
can't be empty.

Beginning Data: Application Beginning Date is in the form of
yyyy-mm-dd, for example, January the 15", 2013 is recorded as
2013-01-15, and March the 6“', 2013 is recorded as 2013-03-06.

Cycle Num: Shift cycling periodicity = Cycle Num * Cycle Unit.
Cycle Unit: Cycle unit consist of day, week, months

97



Attendance Management Software User Manual

Shift Management Tool Bar to add, cancel, modify shift. Under the

status of adding or editing shifts (when " (£} Edit " button is valid), you
may Add/Edit/Delete Shift Time Periods.

Add: Single-click "+ 4dd" button to add a new Shift, the blank Shift
Timetable will appear in the right side, then click " = #4dd Time" button,

following window will popup:

Add Shift Time Period
Select shift categary for thiz time period: Select date for adding this period:
| Daytime(05:00-18:00] Wi onday
AkA[03:00-12:00] v Tuesday
PrA[14:00-18:00] v| wiednesday
Might[19:00-22:00) v| Thursday
v Friday
v| Saturday
v| Sunday

[IRecord this time period as OT
0T minutes: 0 g

l o OK l l X Cancel

Select a Timetable for the Shift and select date. You make a mark "!"
on the day you selected. At same time sign the day as over time or not,
then click "OK" button to save settings, click on "Cancel" button to

give up the operation.

Delete Shift: Choose a Shift that want to be deleted, click " Delstar
button to delete.

Edit: Choose a Shift that want to be edited, click "= Edit" to edit.

Delete Time Period: Click on "* Delete" button, selected Time Period
will be deleted.
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Save: After a Shift has been edited or added, click "+ 522" button to

save related information.
2.2.6 Employee Schedule

If employee has not been scheduled, then at finally system is unable to
statistic the Time Attendance records, if a employee did not belong to
shift the system will be unable to distinguish his Time Attendance
record which was goes to work or gets oftf work, and fail to count his

Time Attendance.

After setting the Timetable and the Shift Management, Select
Maintenance/Options menu, click "Employee Schedule”, and open the
window of Schedule Employee's AC. You can maintain data related to
employee's shifts.

& Schedule Employee's AC CEx
x
&

Depariment: ®F  Employee []Design Repat 8 nange Shitts &
DUREIMPAT \ Curent Shit |
Administration ACNo. Kame
i, | schedue | StaDate | EndDate | Tempshit | StatDate |
Fesearch i Fain 11 : B /2
FlE Windy PM 1142000 12/31/2899 o ARmE
¥
< >
| Time Range
From EAB2M3  ~ To | 4232013 v B Temporary Shifts = x H o= E
0 1 2 3 4 5 8 7 8 3 10 11 12 13 14 15 18 17 18 13 20 2 22 23 MAA
et [ [ [ T T T T [ T [T [ T [ /oo Em [ [ [ [ ]
wrzwed| | L[] 0 I I
(ESTERTS A N N O I I
5 Y A A I O O I
(I N N A O [ I T T 71T &
MA4.71 Cimm | i | IE | | | | | | | | | | | | | | .

Left side of the window demonstrates that shift schedule depending on
the department. Click department name with mouse, can show all
employees and its Shift Schedule in the right side employee module.

1. Assign Employee Shift by department
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According to the different department's characteristic to assign
employee shift, Single-click Department Schedule button & on the
left angle, the following tooltip popup:

Department schedule ﬁ|

Default schedule

Select a defualt schedule for a new employes
while he waz registered:

&

May uzed schedules

Select the schedules may be uzed for employess in
the department,

v| P
v Ak
| Might
v| Feset

l " OK l l X Cancel

Default schedule: Select a shift from drop-down menu, make it as
default Shift which is used for enrolling new employee, after enrolling
new employee it will give new employee a shift.

May used schedules: Able to display name of current setup shift in the
shift schedule list, when arrange department shift, the shift will not
display list until selected shift.

2. Normal Assign employee Shift

The right side or the window is the assignment employee shift the
module. Assign employee shift not only individual all, but also by the
batch. Click all choice button "+ " to assign all employees shift. In the
employee's list, hold down the "Ctrl" key and with the mouse
single-click the employee to complete the multiple-choice, choose the
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employee who needs to be assigned to shift ,then click Arrange

Employee's shifts button " £ anange Shifs the following window popup:

Employee attendance options ( Rain ) g]

Clock Iy Clock Out [¥] &uto-assign timetable

(Z1By timetable (5) By Timetable

OMust Chin O Musst S0t .Least time: for Auto-assigh:

(Daslow no CAln (D) llows no CAOUE 1 EJ Dapls] 0 —:J Houls]
[¥] &ttendance Active [¥]Count OT Used timetable: & =
[#] Holiday [¥]Registry for OT

Aszigned schedules list E

Start Date  |End Date | Shift Schadulel
14142000 |12/31/2833 PM

| v | [ Kcwe |

Clock In/Out: May set whether employee has to Clock in/out,
according to the corresponding time Period to judge whether need to
Clock in/out the setting privilege in this project is higher than one in
Shift Timetable setting.

Attendance Active: Refers whether Time Attendance is effective or not,
after choosing this item, according to the Time Attendance rule and the
shift schedule, total of Time Attendance record is available, otherwise,
this employee will not participate in Time Attendance, whose records
regard as normal work. For example some leaders do not need to count

the Time Attendance for normally go to work.

Count OT: After choosing this item, ability to calculate this employee's
working overtime.

Holiday: After choosing this item, this time the employee who has been
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assigned shift will rest in the holiday, if he/she will go to work, his/her
record will regard as working overtime, otherwise, this time the
employee who has been assigned shift have to go to work in the holiday,
if he/she does not go to work, his/her record will regard as absence from
work without an excuse records.

Registry for OT: Refers to employee's all working overtime which is
this time to assign employee shift must pass through the registration or
the verification only ,then it take effective.

In current arrange shift under the option to be allowed to examine this
employee's entire shift, may add and delete change employee's shift.
Click ”” add key, the following window popup:

€ Arrange Employee’s Shifts Q@E|
Shifts Shift Time Period
Mame Beginning Dale. Cut A 1]
Day 1
Might 14142013 Day 2
PM 1/1/2013 Day3 |
Feset 14142013 Day 4
v Day 5§
< b
Time Range:
From| 4162013 v|  To| 4232013 v [ 0K ] [ X Cancel ]

All shifts and the shift Timetable display in this window. Choose a new
shift from these shifts which have been set, determine its Time Range,
single-click "OK" button to confirm the operation or single-click
"Cancel" button to give up operation, and then return to the Employee
attendance options window. After arranges successfully, the
corresponding shift name will display in employee's shift column, and
time list can show on-duty Time Period in the window.
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While an employee shift in Normal work hours, you can add a lot of
item of schedule. E.G.:

Starting date Stopping date Shift
2013-3-1 2013-5-30 Spring
2013-6-1 2013-9-1 Summer

3. Auto- assign timetable

If assignment employee shifts or changing shifts schedule is too
frequently, and there is not the rule to follow, auto- assigning employee
shifts is available, auto- assign employee shift refers to employee does
not has fixed shift schedule in the definite time, but he /she has the Time
Attendance record, the system may automatically judge the Time Period
which record belong to. After choosing the auto-assigning employee
shift, the following interface appears:

Employee attendance options ( Rain ) g]
Clack In Clock Out [¥] &uto-assign timetable
(Z1By timetable (5) By Timetable
OMust Ciin O Must C/0uL .Least time: for Auto-assigh:
Ciallow no Cin () &llow no C/0UE 1 ZJ Dapls) 0 —'J Hour(s)
[“] Attendarnce Active [¥]Court OT Used timetable: s =
[#] Holiday [¥]Registry for OT

Aszigned schedules list E

Start Date  |End Date | Shift Schadulel
14142000 |12/31/2833 PM

| v | [ Kcwe |

The auto-assignment employee's timetable function is that, while
employee who does not assign shift to Timetable, but he/she has
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attendance record, the system will automatically define the Timetable.

This function main use in more changes shifts.

Least time for Auto-assign: Choose the least time for auto-assign, the
least time for auto-assign employee shifts refer to after you have set the
time, for instance 1 day, the system only could not carry on the
judgment by the shift Time Period until the time which the employee
has not arranged in groups is more than 1 day, otherwise did not judge.

Used timetable: This employee possibly shift Timetable, single-click "
=" button, the choice shift Timetable appears, these shift Timetable are
the name list of the set shift which have already been set in shift

management. Interface as follows

Employee attendance options ( Rain ) g]
Clack In Clock Dut [#] £uwito-assign timetable
By timetable (Z1Bp Timetable
O Wust Céln O Must C/0ut .Laast time for Auto-assigh:
Challow no CAn (i asllow no CADUE 1 ZJ Dals] 0 = Hourls)
[#] Attendance Active Count OT Used timetable:

[#IHoliday [#1Reaistty for OT

Assigned schedules list E

Start Date  |End Date | Shift Schedu\e]
14142000 1243172999 | PM

[ Wi | [ % Cancel ]

Left-click shift name to select and add selected timetable. If want to
delete timetable from Used timetable, first click and select this

timetable, then click " =" button to delete it. Shown as below:
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Employee attendance options ( Rain )

Clack In “Clock Dut [#] £wito-assign timetable

(Z)By timetable (Z1By Timetable :

OMust &in ) Must C/0ut L.aast t\rﬂa far Auto-afslgn:

O&llow no CAn Olow no C/AOu T3 par 7+ o
Attendance Active Count OT Uszed timetable: i

[#]Holiday [¥] Registry for OT

Aszigned schedules list E

Stat Date[End Date [ Shit Schedle|
1/1/2000  |12/31/2999 PM

Draytime
P

v oK I l X Cancel

After setting, click on "OK" to save.

4. Employee Temporary shifts

Time Range: Refers to show all employees schedule time which day

start, and which day end Timetable in the below rolling region.

If one (or several) employee needs to change his/her work hours

temporarily, his/her shift can be arranged temporarily. Select employee,

(If you want to select a lot of employees, can hold down "Ctrl" key,

simultaneously click employee or use all choice button.) click Employee

temporary arrangement button "3 Temparary Shits" - the following tooltip

will popup:

Attendance Management Program

) You selected 1 employee(s):\Windy.
. Arrange temporary scheduler For them From 47172013 ko 4/1/2013 7

(o]

Click "OK" button, enter temporary schedule. Click Add Time Period
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button " # ", the following window wills popup:

Add Shift Time Period
Select shift category for this time period: Select date for adding this period:
Daptirne(09:00-18:00) vi04-07 Mon

[ AM[05:00-12:00)
P [14:00-18:00)
| Might{19:00-22:00)

[[]Record this time period as 0T

OT mirutes: n ﬂ

l o OK ] [ X Cancel

Select shift category for this time period on the window of Add Shift
Time Period, and select date for adding this period. The operation
method is same as add period of time at Maintenance Shift Schedules.
Click "OK" button, to save Time Period or click "Cancel" to cancel
the action. If select Night (19:00-22:00) and all date, then click "OK"
button to save and return Schedule Employee's AC window. The
temporarily schedule will be shown in the shift schedule list. Shown as

below:
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Department: @9 Emplopes [Design Report [ 23] & v

DR COMPANY
Adlmiristratin
Personnel

& Schedule Employee's AC =13
X
i~

AC Mo,

‘ Curent Shift ‘
Narme
‘ Schedule ‘ Start Date I End Date ‘ TempShift ‘ Start Date |

Flesearch 11 Fiain i 14142000 12/31/2999 [ ERE
¢ | |
¥
& #
Time: Rangs
Fom | 4/ 17203 |+ To | & 17213 |~ Ef 2 B e * o+ - B

O 1 2 3 4 5 & 7 3 3 10 11 12 13 14 15 16 17 13 4 o0 o 22 23 24
woven [ [ [ T [ T T [ [ T T T T T T [ T T 1] I

Before saving this Temporary Shift, be allowed to select the Time

Period, press "= " button to delete it, or press ”E” button to delete all
Time Periods.

Click ""& Save" button to save temporary shift. If this temporary shift
you add have been saved, press "»" button to cancel temporary shifts

during this period.
5. Shift schedule regularly change

There shift schedule regularly change that exist in most company, how
to arrange the shift schedule regularly change, To handle various Shift

schedule regularly change is a software's strong function.

Here ,illustrate change shift method with four shifts three times change a
week, example ,there are A, B, C, D four shifts, working hours schedule
are divided into AM shift, PM shift and Night shift three Timetable, the

application beginning date is 1.
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Shift Timetahle Maintenance

1200
1800
2200

05:00
13.00
18:00

1000
1500
1830

1o 2z R~ || FAdd || o/ Past || X(Delete!
17.00
21:30

Timetablz Name |AM

On Duty Time |09:00
Off Duty Time | 1200

Late TimeMins] 5

Leave Early Time(Mins] i
Beaqinring In |05:00
Ending In | 10:00
Beainning Out | 11:00
Ending Out | 23:59

Count as Werkday 1

Count as minulefminute] 0
MustCAn  [ZMust C/0ut

v

B Chenee the Displav Colar
4m) >

Employee working hours schedule list:

Shift
AM shift PM shift | Night shift | Have rest
Date
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8 B C D A

From schedule list, the regular are fund, cycle of all employee work
hour is four day. so, A, B, C, D four shifts' s four day working hours are
divided into four shifts. Other shift follows the instruction.

€ Shift Management

Shift Time Period

=1

2

Day 1 |
Day 2 |
|

|

|

Day 3
Day 4
Day 5

8 10 12 14 16 18 20 2224
\
|
|
|
|

.

[ =+ Add I F Save l (5] Edit I » Deletel. I = add Time X Delete

2.2.7 Holidays Maintenances

In the legal holiday, according to the related laws and regulations the
employee will take the leave, the employee will be unable to Attendance
for this period, in usually situation, if employee has not checked record,
these employee will be regard as absent from work without an excuse by
the system, moreover also the employee holiday working overtime will
be unable to take effective in the computation, according to this kind of
situation properly set management system. Choose the Holiday List
sub-menu under Maintenance/Options menu, opens the Holiday

maintenance window, show as below:
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4 Holiday Maintenance

Holiday Mame Ao e [ Holidsy Length| TimeZonelD |
4

This window is mainly divided into the Holiday List and tool column
option of the Holiday List maintenance. May add, delete, and modify
the Holiday List through maintenance tool column.

Add: Click "+ button, a blank which is used to add information
appears in the holiday list module. Input the Holiday Name,
Holiday Time, Holiday Length and TimeZonelD into the
corresponding blank. Shown as below:

< Holiday Maintenance

9=1Ey

[ Holiday Name [Holiday Time | Haliday Lergth] TimeZonelD |
ﬂ The May day 54203 3Day 1

il e il s — | -

Note: When input holiday time, the format you input is 01/01/13,
after input, the default format 1/1/2013.

After setting all fields, click "[v]" button to save.

Delete: Click "[=)" button to delete the holiday information which does
not need to use.
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Edit: When need to adjust the holiday time which has been added, you
can click "(=]" button to edit holiday fields. Then click "[v]" button to
save the modified information.

After adding the holiday list, while assign employee shift, the system
cannot schedule these Timetable. Because assign employee shift record
does not exist, therefore, set holiday period, in the Time Attendance
report form, the system cannot count this period of time the Time
Attendance. If in holiday period had the employee to carry on the Time
Attendance registration, counted in the Time Attendance report form for
this employee freely working overtime.

2.2.8 Leave Setting

It is possible that when employee encounters the serious problem and
needs to ask for leave, cause the different reason, asking for leave can be
automatic statistic in the system. This system provides with the leave
kind of maintenance function, click "Leaving Class" sub-menu in
drop-down menu of Maintenance/Options, following window pop up:

Establish Normal Leave Class

R T e O
_—A Leave Class Name:
YYacation B

Other
Statistical rule

Min. unit R ound-off contrat
1.00 2 {DRound dawn
= J (®IRound off
|Hour [ | {ORound up
[éce. bytimes

Found at Acc.

Symbol in report B Court to leave
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The system provides three kinds of ordinary default leave: Sick,
Vacation and Other. They can be deleted and edited. Click "#* " button
to add the new common kind of leave.

Add: Click "+ " button to add the new common kind. In the right side
module may define Leave Class Name, Statistical rule and
performance way of this leaves in the report and whether counts for
asking for leave. After filling this blank, click "+ " button to save, or
click "® " button to abandon current operation.

While this process, the information which needs to add as follows:
Leave Class Name: A name which takes for this kind of leave.

Statistical rule: The certain rule in the Time Attendance report for
counting the leave.

The kind of leave statistics rule: Min-unit, Round off control, Acc. By
times, Round at Acc.

The min-unit is the smallest unit of measurement for leave. The
common unit is Workday, Hour, Minute; there are several kinds of units
of measurement in the working day. Shown as following figure.

| Howr W
‘Hour

Minute
“Wiarkda

The Round-off control refers to if the hour of the leaves is not integer
in the attendance report while we calculate Time Attendance record , in
order to get convenience in the computation of the Time Attendance
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statistics, provides with one computing mode. Round up, round off,
Round down.

Acc. by times refers to this leaves statistics way in the Time Attendance
report: The employee asks for leave in a period of time by the number of
times which asking for leave takes the computing mode. If chooses this
option, then the computation of the Time Attendance calculation does
not comply with min-unit and the round control in the statistical rule.
Shown as following figure:

Establish Normal Leave Class @

M o4 o= X
Sick ~
W acation

Other

Leave Class Name:
Wacation

Statistical rule
Mi. unit R ound-off contrat

Symbol in report s Court to leave

Round at Acc is to accumulate all time of this project and converts it
into the corresponding statistical unit, then depending on the smallest
unit to setup the method for rounding off.

Symbol in report is the symbolic representation way of this leaves
appears in the report while print report.

Count to leave refers whether set this leaves for asks for leave.
Attention, if put tick in this option, then the date of asking for leave
which is newly added will statistic as the asking for leave in the this
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leave computation of Time Attendance report.

Deletion: Be allowed to delete a leaves. Selects a leave name which

needs to be deleted, click " =" button to delete it.

Edit: Edit leaves. Select the leave name which needs to edit, click "&"

button; modify the leave in the right side frame.

2.2.9 Attendance Rule

All attendance computation of statistical comply with attendance rule,

1. Click Attendance rules sub-menu under the drop-down menu of

Maintenance/Options. Then the following window wills popup:

Formulate attendance checking rule EJ

| Basic zefttings | Calculation | Statistic iterms | weekend Set

Unit narme | QUR COMPANY

Abbreviation | OUR COMPANY Shift expands bwo days
From |Monday | start a week {115t day shift
() 2nd day shift

Fram |1 ﬂ start & month

The longest time zone under E_BD ﬂ.mins

The shortest time zone excesd _120 ﬂ mirs

Least minutes of shift interval |3 ﬂ mins
Ot State OT State
Olanore the state (Dlanore the state
Qs Out e OT diectly
(s Buginess Out
(& Audit i (Baudit it

| o | [ Xcancal |
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This window consists of four tabs. View the Basic settings tab as
default.

It is required to set the beginning day for each week or the beginning
date for each month. Some companies calculate their attendance record
from Sunday, and other from the 26th, after these setup, it is

convenience for calculation to select time.

If a shift expires 0:00, it should be defined which workday this shift
belong to.

How many minutes are the longest time zone no more than? How many

minutes is the shortest time zone no fewer than?

In order to determine attendance status, verify record correctly, grant
smart schedule demanded, so that the least minutes of shift is not litter
than few minute. Otherwise the system will determine record as invalid

E.g. an interval of five minute, there is valid record at 8:10, so, among

8:10 between 8:15 records are invalid, it is valid record only after 8:15.

®  Out state: There are four methods to be selected to handle leaving
status

» Ignore the state: This status is ignored while attendance statistic to
handle.

»  As Out: This out status is signed Normal out.
>  As Business Out: This status is sided on business out.

»  Audit it: make verification for record by hand, examine employee
whether go out.
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® OT state: The over time consist of, counting over time, not
counting over time, administrator allowing and count over time, three
status.

» Ignore the state: attendance statistic does not count over time.

> As OT directly: Over time does not need to be examined, count it
directly.

» Audit it: Make to verification for record by hand, in order to

examine whether employees have over time.

Examine operation (Audit it) is sub-item which attendance exception
require and record list other exception require.

2. Click Calculation tab, show as below:

Formulate attendance checking rule
Basic settings | Calculation | Statistic itemns || Weekend Set

Ore workday 2z (420 s

Clack-n aver |10 mirs count &5 late

Clack-out over |5 mins count a3 early
[¥]If na clack in, count as Late | &0 _3,_] TS
[¥1If na clock out, count as !_E?{'_.'r'_'_—f_ﬁ___"_i &0 iJ ming

(s late exceed 100 3| minutes, count as absent.

[ early leave exceed 100 51 minutes, count as absent.

L LARANS

[#lInterval of leaving count as OT ,ﬂ mirg.

This interval count as 0T ’ﬂ Mires
[1The langest aver time after check-out ’ﬂ Ming
[interval of check-in count as 0T ’ﬂ Minz

Thiz interval count az OT ’ﬂ Mins
[1The langest aver time before check-in ,@ Minz
[1The longest aver time tinz

—
5}
Il '=
4p

[- vk | [ % Cancel ]
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You need to set that the work hour account by minutes; this value should
be the same with on-duty hour, because statistics result correct depends
on this value.

In the step, how many minutes will be recorded as coming late after
expire on-duty time, how many minute will be recorded as leaving early
before near off-duty, the definition of time period must be the same with
time period of the maintenance setup, otherwise the statistics result is
Not correct.

For the clock-in record, how many minute means coming late of neglect
work, for the clock-out record, how many minute means leaving early or

neglect work.

If you're coming late or leaving early is over to definite minutes, there
will be regard as absent work

Can set overtime which are how many minutes it exceeds clock-off time,
so this will be record overtime.

It can restrict the max Overtime (OT) hours and total OT hours before or
after the on-duty time.

3. Click Statistic items tab, shown as below:
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Formulate attendance checking rule @

Basic s.etting's Calculation | Statistic items | Weekend Set

Mo CAln on Leaving Post

Statistical nule
i, unit Round-off control
050 - ) Round down

(&) Round off

Wwiorkday, * (D Round up

[Jaec. by times [ Group by time periods
Round at Acc.

Symbal in repart G

| ] | X concel |

You can set statistical rules and symbols for employee leave on business,
coming late and leaving early, etc, on the pagination label.

Freely over time (FOT): Over time work is not registered in schedule,
employee attendance is regard as freely overtime.

Note: The system default setup only qualify with attendance
situation which one day is divided into two Time Period, if one day
is divided into more than three parts for attendance, please select all
item and total them to ensure the accuracy of the calculation.

Group by time periods: This item will define whether attendance
record will be distributed into their corresponding shift Time Period.
E.g., select all items that are without clock-in item and group them, then
you will get the total of time without clock-in and clock-out item.

Acc. by times: Only count the times, how many times are to display on
the record list, No time record.
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Round up: when the statistic data have point, the system will make after
point figure to carry upward as 1. For stance, the min unit is 1-work
hours, so that the calculation result of 1.1and 1.9-work hour will be
record 2-work hour.

Round off: If the left values which after point figure excess 5, the value
add 1, otherwise the left value is abandon.

Round Down: Abandon the value No matter how many it is.

E.g. min unit is 1 work hour, so that the calculation result's 1.1and 1.9
count as 1 work hours.

4. Click the Weekend Set tab, shown as below:

Formulate attendance checking rule @

| Basic settings | Calculation | Statistic items || ‘wWeekend Set |
[ sélect t.he d‘;te a3 weékenlci.

5 unday

[tonday

[ Tuesday

['wednesday

[ Thursday

[JFriday

[I5aturday

['weekend count as 0T

W wieekend symbols in the reports

- ‘wheekend color in the reportz

[ woc | [ Xcoen |

Set the date of weekend (for instance, the weekends of different
countries are different) and the weekend display symbols and color in

the reports according to actual requirements.
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2.2.10 Database Option

The system adopts Microsoft ADO database interface, default single
Access2000 database, filename is att2000.mdb, and you can set up

database link according with real situation.

When system appear following error prompt, you need modify you
database link setup

Attendance Management Prog) El

Q Authentication Failed,

1. Connect Microsoft Access databases

1) Select Database Option sub-menu under the drop-down menu of
Maintenance/Options. Choose Provider tab and select Microsoft Jet
4.0 OLE dB Provider. Shown as below:
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B2 Data Link Properties

-Pruvider-a_liunnection il Advanced || Al

Select the data you want to connect to:

OLE DB Frovider|s]

et 4.0 0LE DB Provider
& ek Froveider for [ndexing Service
Microzoft OLE DB Pravider for Intemet Publishing
Microgzoft OLE DB Provider for ODBEC Drivers
Microgoft OLE DB Prowider for Oracle

Microgoft OLE DB Prowvider for SOL Server
Microzoft OLE DB Simple Provider

M5S0 atashape

OLE DE Provider for Microsaft Directary Services

[ ok [ Concel |[ Hen |

2) Click "Next" button or click Connection tab to enter next step:

B2 Data Link Properties

| Pravvider|| Eonneclion-i Advanced oAl

Specify the following to connect to Access data:

1. Select or enter a databaze name:

C:Program FilezhAtthatt2000. rmdb

2. Enter infarmation to lag on to the database:

Uszer name: ].l'-\dmin

W Blank passward [ Allow saving passwaord

Test Connection

| ok ][ cencel |[ Hep |
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Click " ---" button, select database filename.
A: For a single computer

Through the pop-up menu of File Manager, attach it in the attendance
database file. The default file path is C:\ProgramFiles\Att\Att2000.mdb

Click "Test Connection" button, if the prompt inform you the
connection is successful, that means that the software have been create
link between databases, shown as following figure:

Microsoft Data Link gj

L]
\E) Test conneckion succeeded,

User may use the password to guarantee databases security, if you do
not want to input password, please remove tick from "Blank password",
put the tick in the password input box, click "OK" to enter next, Shown
as following figure:

2. Enter information to log on to the database:

|Jzer name: |Admin

[v Blank password [ Allow saving password

B: For a Network

For instance, three Time Attendance systems are linked together, with
their computers labeled with Computerl, Computer2, and Computer 3
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respectively and Computerl is the host. First, make the installation
directory of the attendance system on Computerl to share with other
computer, and grant Computer2 and Computer3 to read-write and access
Computerl] is available. The Database link on Computer] is pointed to
the local Time Attendance database, and database link on Computer2
and Computer3 is pointed to the database on Computerl. Thus the three

machines are able to share data.
2. Link to SQL Server

If you want to use a network database, first you should establish the
Fingerprint Attendance System database on the database server. In the
installation directory of this Time Attendance system, you can find a file
with the name of sqlserver.sql, which is the SQL script for establishing
the Fingerprint Attendance System database on Microsoft SQL Server
7.0. If you are using other database server, please refer to this document
to establish the Fingerprint Attendance System database.

Provider Select Microsoft OLE DB Provider for SQL Server click
"Next" button or click "Connection" tab to enter the following window:
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B2 Data Link Properties

| Pravider | Connection | Adwanced || All

Specify the follawing to connect to SGL Server data:
1. Select or enter a server name:

ﬂ Refresh

2. Enter infarmation to log an to the server:
7 Use wWindows NT Integrated security
+ |se a specific user name and password:

User narne; |

Pazzword: |
[ Blank password [T Allow saving password

3. % Sglect the database on the server:

| |

" Attach a databaze file az a database name:

| Bl
Test Connection

[ ] ” Cancel ” Help l

Defined Name of the server which store up the database severs
information and database you login. Click "OK" button to complete
setting.

2.2.11 System Option
Set system Monitor, Function Option and mainly window display.
® Regular

User can change the display mode and the style of some interfaces
depending on his/her favor a. Only need to put tick in front of item.
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System setup
i o Main Window
(] Function ption et
b Stat [ Show Phato
& Dowrlozd Recerds) e
1 Status of Record(s)
23 Import User(s) Data ACNo. length 0 4] (Ifless then add 0in ahead. If over then keep its le
O Etennlction (DAC o Digtal anly) 3 Updete the dats according to the length selting
()AL No (Chars]
[] Minimize on program startup
Use P style

Save Window after exit
Updats UAL
hitp: 4o 2k software, com B2 /update At inf
Han display items(When Zero Closing Autematicaly manitor)
1000

[ v | [ % cancet |

Partial Setting Description:
» AC No. Setting

AC No. length: Indicates the set length of the AC No. (Employee ID).
If the length of the actual AC No. length is less than this length, add 0
before the AC No. length. Otherwise, it is displayed in the actual length.

Procedure:

1. Enter a value in the input box of the AC No. length, or click % to

select a value. 4 indicates increasing while ¥ indicates decreasing.

. 1 £ Update the dat ding ta the length u'] .
2. Click [Fes “PTTE T2 78 SRFRIANG 8 TR BIAT =) to update the data in the

database, and then click OK to save the setting.
After that, all AC No. must be displayed in the set length in the software.
If the length of the actual employee is less than the set length, add 0

before the AC No.. If longer than the set length, the actual AC No.
length is displayed. For example, if the employees IDs (AC No.) are
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123 and 12345678 and the set length is 4 bits, the employee IDs are
displayed as 0123 and 12345678.

@Note: (1). The AC No. that the software uploads to the machine is

without preamble 0. For example, if the AC No. is displayed as 000123
in the software, it is displayed as 123 on the machine after it is uploaded
to the machine. If the AC No. displayed as 123 on the machine and the
set length is 4 bits, the No. is displayed as 0123 in the software after it is
downloaded to the software. (2). For the first use of the software, the
default value of the Length of the AC No. is 0, that is, the registered ID
is the ID without preamble 0 that set by the user.

AC No. (Digital Only): Means that the AC No. can set as digital only.

AC No. (Chars): Means that the AC No. can set as "number + letter" or
"letter + number".

® Monitor

Provide administrator with convenience to view Time Attendance record
or open the gate the condition in the first time. After the system connects
with the device, when through the device the user verification is
successful, its transaction wills real-time transfer to software, and

display in the demon region of the software main interface.
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System setup @‘
B Reqular
o [T Automatically monitor
[F] Function Option
b Start Default device poling cycle (second) 5 e M T e
? D owrlad Fecordls] Hrst.EaSE efting Monitor Time Ranage
4 Status of Record(s) K.eep the number of device record | 30000

22 Import Userls) Data

" Estend Furiclin Times of isconnection dus to failre 1

\clivate monitar in designated time zone

the start-end of a time priod is divided by subtraction sign,the many time:
priod is divided by semicolon E. g "8:00-3:00:11:00-14:00"

Download all log time

many time priod s divided by semicolon .
"8:00,3:00,14:00"

Synchionize the time far machine

[ wo | [ % concel |

When program start up, activate the monitor: Start up all device this
program connect with, cyclically poll, if this option does not is selected,
after starting this program, the device is unable to cyclically polling the

monitor.

Default device polling cycle (second): While the device continually
and cyclically the monitoring, because all sorts of reasons can cause
some device disconnection temporarily , here be able to set a cyclical
second number while the device cyclically auto- inquire (generally
decide as 120).

Keep the number of device record: Total of device record, refers to the
user data record which each device download from, may input a general
number to deposit record in here, after surpasses over the definite value,
automatically clear user data record in device. For instance here set is
1200, when the recording number downloads to 1201, in the device user
recording number will be able the automatic cleared, the number to be
able to become 0.

Times of reconnection due to failure: Try connection again, the
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number of times (generally to decide as 3), in order to restores the

normal; the device will automatically reconnect with in the situation.

Activate monitor in designated time zone: May define some the Time
Period to start the monitoring. If the polling is uninterruptedly, then the
entire monitoring network will bear very big load, so define a Time
Period to begin using the monitoring, like this can reduce the load for
the monitoring network. Attention writing format, for example:
06:00-22:00.

® Function configuration
Time Attendance: The Time Attendance function must be selected.

USB Manage: Choose by needed. After selected the USB Disk Manage
under the Data menu will be available.

SMS Content Manage: Choose by needed. After selected the SMS
Management under the Data menu will be available.

Access Control: Add the function of Access Control for software, Time
Zone and group setting and so on. In this software, when machine
mainly is used in Time Attendance field and it with Access Control the
function, may use this function. After selecting this option, Access
Control menu bar will views in e main interface of software. Click "#"
button to show the detail menu of door manage. For detailed setting,
please see <Access Control Software Manual>.
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@ Attendance Management Program - [ Temp-Supervisor 4/23/2013] FE®E

Data Attendance Search/Print MaintemancejOptions Device management Help

& =:m.X © 0 0

Emplyess ACLog  Repol | Deviee  DelDevice  Conrect Discomnect  Exitsystem
| : Machine List

£ Depatment List

G tdministrator Device Name Status MachineNa, Comm type. Baud Rate IF Address Fort A
2 Erployess Sz Discornected 1 use

£ Dalabase Opiion Gt Connected 1 Ethemet 1921681062 4370
—_ v
Employee Schedule x £ >

lld_ [acNo [Hame __[sTime. [Machine  [veriy|_[ID [Status [Time. [~
1 4] Connecling wib device ol 17:4312 0423
M 2/ Succesdin comecting wi 17:43.25 14-23

@B Maintenance Timetables
@ shifts Managemert

& Erployes Schedul

© Atendance Rule

il %
doot manage @ Exception Event
[acta Time Machine _|Evert

@B Timezone

B Group

& Unlock Combination
G2 Access Control Priviege
& Upload Options

5:50:18 PM

Support 9 digital: When software connects with the machine that
support 9 digital codes, put tick in this option, then this software will
support 9 digital codes.

® Start

When start up window, starts up this program: Put tick in front of the
option, when next time windows will start this program will
automatically will start up.

When program starts, activate automatic monitor: Put a tick in the
option, when next time windows will start this program will
automatically will connect to device that has been added

® Download Record

Download all Logs/Download new Logs: Select any one option, when
anyone item is selected, press here to download record.

Show Progress when downloading logs: When downloads the data
from the device the downloading progress indicator strip appear.
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Save To File after downloading logs: When chooses this item,
download the record at the same time save the data record to file which

has been assigned.

® States of Record

B, Reqular
=1 Monitor For TFT Machine, The Setting should be as same as TFT Machine's
[E] Function Option For Other Machine pou are not allowed to modify digital
b Start
0 = Cin A
& Dwn\uad Record(s| 1 - Couw 3
+ HE s 2 = Ou
23 Import Userls) Data 5 = DutBack
4 Extend Function 4 = OveTimeln
5 = DOverTime Out
g =
7 = Open for Out
8 =
9 =
1o =
11 =
12 =
12 =
14 =
12 = ¥
[ Add ] [ Edit ] [ Delete ] [ Apply
[ v | [ % cancel |

If the device connects with FTF screen machines, assign the meaning of
state to the number of symbols, here the setting information must be
same with the definition of TFT screen machine (that is the definition of
the work code), otherwise the confusion record arise.

If the device is connected to other machines, do not allow changes to the

n_n

number before
® Import User Data

Set some parameters for Import of user data.
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System setup @
B Regular 7 ]
= Monitor
[Z) Function Option ‘when Impart File has the same AC Moo
B Stat
4+ Download Record(z)

i Gtatus of Record(s) Skip ) Overwrite Owamn
Import File Code
(FaMs1 CIuTFS
’ & OK ] ’ x Cancel ]

When there is a duplicate registration number, three choices of ways are
available: Skip, Overwrite or Warn.

Import file code: Set the encoding format to import user data files used
by.

2.3 Handle Attendance
2.3.1 Employee Leaving on Business / Asking for Leave

When an employee business trip or ask for leave are unable to attend
Normal attendance, in order to ensure end statistic result is correct, it is
required that utilize the function to set. Click Employee leaving on
business/Asking for leave sub-menu on Attendance drop-down menu,
the following window wills popup:
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€ Employee Leaving on Business/Asking for Leave Setup

Time Flange: — .
Dep.: | OUR COMPANY - : [] Desion Repart
From | E/ 1/2008

.

Hame HaIH,WII’]dy,EaI’]\jJJ,E,UDUd,E|Lj i B W/éUUB 2

0O x x
) i L] )
Sick Vacation Dthet Query  Add : Eranth Delete

~ 01 2 345 6 7 8 3101112131415 16 17 1813 20 21 22 2304
O O

0501 Men 0 T O T

Reagon:
Dray Wiew | List ‘iew|

The option page of Employee Leaving on Business/Asking for leave
may be divided into two tabs that are the Day View and List View. The
situation of Employee Leaving on Business/Asking for leave is able to
be set in the Day View tab.

Department: Through this drag-down box user can examine and to
choose each department, the default department in the system is the

main corporation.

Employee: Through this drag-down box user can examine and choose
the employee from each department, default employee by the system is
"Completely".

When view the lot of record, may set option for employee business trip
employee/ ask for leave by a department.

Note: The employee is in "Completely'" by default, is unable to add
the employee business trip /asking for leave.

Employee list: The employees selected from the Employee option box
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are displayed in the employee list.

Leaves view: Through the view all leaves name which exist this system
will be shown. Double-click name of leaves, may choose the color to
distinguish the leaves.

Time Range: Is same with the majority module in beginning and ending
time, all is used to determine some Time Period, provide user with

convenient to inquiry.

Report: Determined beginning and ending time, click this button to
produce the employee business trip /asking for leave data sheet which

display by the report.
= = = K2 X
Business Leave/AfL List OUR COMPANY |
2013-04-01 -- 2013-04-10
|S|nr| Time \En(l Time \TimeLenu \Lewe Class \Reson \
Candy 4
[#rarz013 [4/0/201311:65:00FM | 29:58 [vacation | |
laraizo13 [4rozo13 11:58:00 M | 2358 [Other | J .|
Page 1/1 El| +]

Export: Export the related record of all asking for leave in period of
time into a folder by the text or the list, for detailed operation, please
sees 3.6 Export Data.

Inquiry: This inquiry way is to demonstrate the record of all employees
asking for leave by the list in period of time, this function link with
"List" page label, when click this button, system will automatically jump
to the page label, display the record of asking for leave by list. Shown as
follow
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€ Employee Leaving on Business/Asking for Leave Setup

Time Range
Dep.: | OUR COMPANY - " Fi [IDesign Report
f From | 4/ 1/2013 w
- |Cand, = 1 -
i i = o[ wioema v
¥ 0O bt X
Query  Add E 3atchDelet
‘Nama IAE—ND Start Time: 1End Time 1Leave Class IF\asnn o
p|Candy 4 13-04-09 00:00 13-04-09 23:59 Wacation
Candy 4 13-04-10 00:00 1304102359 Other
b
) 2
Drap View || List View |

Add: Add a record of business trip/ asking for leaves for an employee,
there are two methods to add leaving on business or asking leave

1) One way: After selecting departments, employee and date/time,
left-click on the box of Select Set Asking-for-leave Time, and hold, drag
to draw a time period bar, and then loosen the left button of the mouse,
and the following dialog box of Select Leave Types will pop:

4> Add the Item of Leaving on Busin...

B [ Cloud ]
Time Range
From | 4 472013 |»| |0z10 =
To | a4/ 42013 |w| 1920 =

Fleaze chooze the leave tppe:
Sick v

Reason

| v [ X

Choose leave type as Other and input reason in the Reason box. Click
"OK" button to save, then the window shown as below:
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€ Employee Leaving on Business/Asking for Leave Setup

Time Range —
Dep. | OUR COMPANY z ' i [IDesign Repait
From | 4/ 17213 |
Name | Hloud - To [ 402013~
— ) O x x
o S N Quey  Add  Edi Delets 3aichDelel
: 01 2 3 4 5 & 7 8 3 1011 1213 14 15 16 17 18 19 20 21 22 23244
G4 [Cardy 2 O O I I I TTTTTTTTTT] =
D403 wed | | O O Y Y O 0 I
004 Thy | | | B i i 520 | ==
14115 Fri | | s e e T | e e e e T | T &8

[Daw view | List iew

Feason

0O
2) Another Way: Select employee and click "_## " button from tools

column, determine Time Range, choose the leave type, and input
reason in the Reason box. Click "OK" button to save. Shown as below:

€ Add the Item of Leaving on Busin...
7 [Blue]
~Time Range
From 4/ 1/2013 v a0.00 +
To | 4wt v 2353 =
Elfase chooze the leave bype:
Other w

Reason

| v o |[ X Eancd

Edit: You can edit one asking -for leave time period on the window.

Method one: You may move the cursor of the mouse to one end of the
asking-for-leave time bar, and when the cursor changes to "+ ",

right-click and hold, drag the mouse to edit asking-for-leave time, or
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move the cursor to the asking-for-leave bar, and when the cursor
changes to"#*", click left key of mouse, hold and drag to move the
asking-for-leave time as a whole.

Method two: If you want to modify accurate time, and when the cursor

changes to**, double-left-click or click "Edit" button on the setup window.

The following dialog box wills popup:

< Add the Item of Leaving on Busin... _

B[ Cloud |

“Time Range

From | 4/ 42013 | » | (0270 -
To | 4/ 42013 & 1920 =

Fleaze chooze the leave type:
! Other ¥

Reason

[ v J[x

Modify as needed, then click "OK" button to save settings.

X
Delete: If you want to delete one item setup, e.g. just click "os=" button

asking-for-leave will be deleted, Shown as following figure.
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Attendance Management Program

9 [4/4/2013 2:10:00 AM] - [4/4/2013 7:20:00 PM]
\_9/ Othey

Do vou want to delete this item?

I

Click "Yes" button to delete this item, or click "No" button to abandon
the operation; or you can left-click on the "Asking-for-leave" bar, which
wants to cancel, then click "Del" key on the keyboard to delete.

Batch deletion: Delete the leave records of employees in batches. Click
this button, and the system displays a dialog box about the time range of
batch deletion. Select a time range for batch deletion, and click "OK"

button.

Period Of Time

Pleaze select the period of time to Batch delete.

BeginDate | I/ 1/2013 v 1zo0008M =
ErdDate | 41072013 v | 115353 PM =
i ' 0K I ’ x Cancel ]

When you add leaving on business time period, and if this time period

overlap exited time period, the following caution box will appear

Attendance Management Program

Q ‘ou can't add{modify this item of Asking for LeavingfLeaving on Business:

Mew Time Period will averlap with existing time of Asking For Leave(Leaving on Business!

Click "OK" button, the operation is invalid.
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After setting, the added asking for leave/ business trip is invalid
currently. After you add the record of business trip/asking for leave
successfully, then the shift detailed situation will belong to the
exceptional case in the Time Attendance report, the situation of business
trip /asking for leave will display in other unusual situations, default
business trip/asking for leave take effective, system can directly
compute the Time Attendance record , be allowed to business trip and
asking for leave in here the verification, verifies for invalid, then does
not count in the report has verified for is invalid the time which business
trip/asks for leave.

2.3.2 Handle Employee's Forgetting to Clock In/Out
Handle Employee's Forgetting to Clock In

If one employee forgets to check in due for some cause, this function of
Forgetting to Clock In can be used to add a clock-in record. Click
"Forgetting to Clock In/Out" under the menu of Attendance, and the
following dialog box will pop-up:

€ Forgot Clock-infout |z‘@®

Department: Employee:
When part or all of employes from one
OUR COMPANY AL Mo | Mame department forgot Clock-indout with reazons,

Administration: employee's clock-in/clock-out time can be
Perzonnel 2 added, and the changes can be searched
Besearch @il 3 ‘windy by using <Modify Logs from Employes

TS Attendance Records Search Module.

Press Chl to select multi- roves

State:g Crin | v
Add recaord time:

iesday,  Apil v DS:_22 |

Machine Hum |1
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You first select department and employee, and choose the record style
you add, Set record the date and time, click "Add" button to add a new
clock-in record

When a new record has been added, the "Add" button becomes gray and
invalid. But it will become bright and valid again after the employee has
been changed to another one, or the clock-out time has been changed.

Click the close button "E3" to close this dialog box and return to the

main menu.

There are many select statuses of not only clock-in and clock-out, but
also other option in select box. The type of choice box is allowed to
choose the condition that not only has clocking in and clocking out, but
also includes other options, if had to operate other types only to need to
choose the different type, other types step of operation and handle the
employee forget checking the sequence of operation to be same,
interface as follows:

€ Forgot Clock-infout

Department: Emplopes:

OUR COMPANY AL Mo,
Adrminiztration
Personnel

- Research

‘When patt or all of employee from one
department forgat Clack-nout with reasans,
employee's clock-in/clock-out time can be

i added, and the changes can be searched
‘wfindy bw uzing <Modify Log> from Employee
Attendance Records Search Module.

Prass Chl to select multi- roves

Mame

-

2]
ol

OverTime Out

Open for Out
v [ Zam | [ X oo |

If need to handle all employees to forget clocking-in, click Select All
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button "+, shown as following figure:

€ Forgot Clock-infout

Department: Employee: All

il 2t Slect ol " 9 when part or all of emplovee from one

DUR COMPaNY | AC M. Mame | 5 department forgat Clock-indout with reasons,
Adrninistration S emplayee's clock-indclack-out time can be
Personnel il added, and the changes can be searched
FResearch & Windy by uging ¢Modify Log: from Employes

Attendance Records Search Module
Fress Ctrl to select multi- rows

-
State: [N |

Add record time:

esday,  Apil v 0322 =

Machine Hum 1

v [ 2am | | X Ciose |

Press Unselect button "*®", the cursor to return to the previous condition
before clicks Select All with mouse. If there are lots of employees, this
module has provided with the function to inquiry to the employee, the
operating procedure is in the employee view directly input employee's
AC No., Name. Input the name's first letter and press the "Enter" key or
left click "B " with the mouse to query employee. For example, if you
want to inquiry employee named "Windy", and then input the name's
first letter "w", shown as following figure:
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< Forgot Clock-infout
Department Employee; W X
OUR COMPANY ACMNo. & e A
Administration
Personnel
- Rieseaich

When part or all of employee from one
department forgat Clock-infout with reasons.
employee's clock-in/clock-out ime can be
added, and the changes can be searched
213 Windy by uzing <Modify Log> from Emplopes
Attendance Records Search Module.

Press Chl to select multi- rows

State; I Céln w |

Add record time:

sy, Apil 0922 =

Machine Num |1

v [ &ae | [ %00 |

The goal which after press the Enter key or the left-click on inquiry

symbol "-” appears must search.

Handle Employee's Forgetting to Clock Out

If one employee forgets to clock- out due to some special reasons, this
function of handle employee forgetting to clock-out can be used to add a
clock-out record, the operation process is the same with operation of to
employee forgetting to clock-in.

2.3.3 Coming Late /Leaving Early Collectively
1. Coming late collectively

If part or the entire employees of one department come late, this
function can be used to modify employee clock-in time, click "Coming
late collectively" on the down drag of Attendance menu, and the
following dialog box will pop up:
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4 Handle Coming Late/l eaving Early collectively

Department; Employee: o
“when part or all of employes from one
DU CDPAY AL Ha. Name | ha department come late or leave early with
Adrinistration 1 = reasonz. emplopes’s clock-indclack-out
Personnel — . time can be changed. and the changes
Research 2 |3 Windy can be searched by using <kodify Log:

f_mm E_m_pluyex_a Attendance Records
() Coming late (D Leaving early

Meglect Clock-in record

From |qesday,  Apil % 8:00:00 %
To edh ) 34500/

Clock-in time after modification
[ 8:00:00 Ab=

% | [ o 0K ] ’__x Cancel ] .

In the department option, select the department to which the employee
who come late collectively belong and then click the employee of your
choice in the employee option box, if you want to choose employee
more than one, you can click the mouse while press "Ctrl" key. Click
Select All button "+ to select all employees, click Unselect All button
"®" to call off all selected employee.

Selected style consists of "Coming late" or "Leaving early", when you
select, only lift-click on item you select.

Neglect clock-in record means to neglect selected employee all
clock-in record during the time period is defined by the From time box
and the To time box.

Clock-in time after modification means the time of the clock-in
records to be adds in.

Click "OK" button to delete all neglect clock-in records or add clock-in

record after modification, and to return the main menu.
Click "Cancel" to abandon this action and return main menu.
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2. Leaving early collectively

If part or all of the employee of one department leaving early with
reason , this function can be used to modify employee clock-out time,
the operation process is the same with to handle coming late

collectively , it is only to select leaving early collectively.

2.4 Search/ Print
2.4.1 Attendance Record

This module is used to inquiry all employee attendance record which is
downloads from the device, the computation of all attendance statistical

bases on this record.

Click "Attendance Record" sub-menu on the drop-down menu of

"Search/Print", the following window will popup:

4 Search Employee's Attendance Checking Record g@@

Conditiary

O0R COMPANY = If you want add, edit atiendance checking's original recards. please
Pepc ] & @ use the funeions of "Forgetting to clock in/out”, "Caming
Mame: | Cloud = L ate/Leaving Early Callectivaly”, or "Handie Atendance Checking
Rlecords In Advance'”
Time Range } In ot
Fiom | 4/ 172013 % | 00.00:00 = [& OlDesignRepatt —— —p i [JSuppor simple calc

To | 4/ 1/2013 ||| 235300 - Madifilos Sgus.‘ﬂay‘m.mde
iplay Image

[ Primary Logs |

1. Search

1) Only search attendance record

Department: Display all departments in this unit.

Employee: Display all employees in this unit; through drop-down box
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choice needs to inquire sub-item.
Time Range: Determine time scope that needs to inquire.

Search: Choose the department, employee, and determine the time
range, then single-click "Search" button, the result in lower part the
window to show the employee's of your choice attendance record in
period of time will display in result box in low side of windows.

& Search Employee’s Attendance Checking Record

Condition
EE IF you want add, et attendance checking's original recards, pleass
g & Advanced Esport @ use the functions of "Forgetting to elock infout”, "Coming
Name: | <l = Late/Leaving Early Collectively”, or "Handle Attendance Checking
Records InAdvarce'”
Time Range i = i
Fom | & 172013 w[o00000 = | R Peven | ODesonfepa o 15 et i
To | 4/10/2013 |w | 235300 =] I B Evpon H Modiy Log ] [ Display Workeode )
= = [ Diplay Image
Frimary Logs
| Department Name [Me. | Date/Time [ Loation D10 Number Ver A
¥[Personrel Candy 4 4120135000688 2 Pas
Personrel Candy 4 4/1/201360006PM 2 Pas
Personnel Candy 4 4220135000688 2 Fas
Fersonnel Candy 4 4/20201360006PM 2 Fas
Persanrel Candy 4 4320133000688 2 Pas .,
< >
20

List has the department name, Name, No., Data/Time, Location ID, ID
Number etc eight fields. The user also may choose the attendance statue,
and the working code.

Display Statue: The attendance statue will display in list. (Clock-in/out,
and so on.)

In order to distinguish the clocking in and clocking out, this module give
clocking-in and clocking-out with the different displaying color.

Note: When device does not have the condition key, then attendance
condition completely display as clock-in.
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If needs to revise the displaying color for the clocking -in and the
clocking out record , with the mouse single-click left-key on the color
code block, pop up choice box of the color, choose the properly color,
save it.

Display Work code: Display work code in this row.

Note: The work code is a symbol to differentiate the employee
different classes of working; only the device has the work code
function the machine (need to custom-made) only able to
demonstrate the corresponding symbol.

Support simple calc: After selecting a interface, be allowed to see that
some software simply class process the original record in this interface,

completely show employee's record by the day.

4 Search Employee’s Attendance Checking Recard E@@
Conditiorr
% ! If pou want add, edit attendance checking's original records, please
Dep. |BUR COMPANY | § Fihiarced Evpart Q Lise the functions of "Forgetting to clock in/out”, "Coming.
Name: | <4l = Lale/Leaving Ealy Callectively', o "Handle Atendance Checking
; FRecords In Advance'',
Tirne: P ange: Rt # In out
o0~ Design Report
Friom | 4/ 1/2013 ~|000000 2 AL [ Display Status [] Support simple cale
To | 410/2013 | 235300 = [ Eport ] [ W I [Display wiorkcode [] Display Null Records
[ Diplay Image [0y Display Wl
Pimary Lags | Simple Cale
‘AC-ND MName ‘Depanmem |Date ‘TIITIE -~
M4 Candy Personnel 4172013 0%:00 18:00
4 Candy Parsonnel 4410/2013
4 Candy Personnel 4/2/2012 0%:0018:00
4 Candy Personnel 4/3/2013 0%:00 18:00
4 Candy Parsonnel 444/2013 v
< >
20
2) Attendance for photo

If the software features is designed to support for attendance photos
function, when search employee attendance checking records,
employee's the attendance photos is available to see at the same time in
View the attendance records interface.
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4 Search Employee’s Attendance Checking Record (= E‘@

Candtion
OUR COMPANY - If you want add, edit atendance checking's original records. please use
L § Advanced Expart @ the functions of "Forgetting to clock indout”, "Caming Late/Leaving E ary
Name:; | <Al - Coliectively”, o1 "Handle Attendance Checking Records In Advance'”
Fi 44 1/2013 |~ | 00:00:00 [Design Report
ram D = Display Status Support simple cale
To | 4M0/2013 »|| 235300 — l i ] [ Moty Lo ] [ Displap Workcode Display Null Fiecords
- —= = [“]Diplay Image ] Only Diisplap Mull

| Primary Lags | Simple Calz |

| Location ID_ |10 Number | workcode | veriyCods

Al
Al
2 0 Face
2 0 Face
]
< |3

If the options Display Image is taken by tick in the Application List
click on an attendance record, if there is a the corresponding attendance
photos, the system will be displayed.

2. Preview and print

The module provide user with convenience to view the time
&attendance report, print, save and so on. Operation step as following

Click "Preview" button to preview report in user's favor, shown as
following:

(1) Attendence Records (4 Columns)
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o =S # X
=]
(OUR COMPANY)
Attandence Records(4 Columns) T ——— |
CepartmentPersannel Department:Persannel DepartmentAdministration Department Administration
Candy(4) Cloud(g) Rain(1) Windy(3)
AMJ2013 900064 Cin 41020123 9000064 Cin 41102013 3:00:06 A Cin |41112013 7:00:06 F| Cin ‘
4172013 60006 F| Ciout 4112013 6:0006 Ciout 4112013 B:00.06 F  Ciout |41UZD1EHD on DEl Ciout ‘
H2A2013 90006 A CrOut 22013 8:00:06 A C/Out 202013 8:00:06 A Ciout Ciln 1
HA2013 60006 F| Crout 22013 B:0006 H  Ciout 212013 B:00.06 H  Ciout Ciout: 1
432013 90006 A CrOut 4302013 8:00:06 A C/Out 4312013 8:00:06 A Ciout ﬂ
4732012 60006 F| Crout 4/3i2012 B:00:06 | Ciout 4/3i2013 6:00:06 F  CiQut f]
cin 1 Cfin: 1 Cclin 1 b4
Page 141 i |
(2) Attendence Records

Attandence Records {OUR COMPANY)

2013-04-01 -- 2013-04-10

Department: Personnel Candy 4
4172013900068, Cin |4I1I2EI1SEIJEI 06 | Crout |4I2I2D139DD 06, C/Out |412J'2EI1SEDEI 06 | CrOut |
432013 9:00068.,  CrOut |4I3I2EI1SEIJEI 06 | CrOut |

;1 Ciout 5 ]

Department: Personnel Cloud 6
‘4./'1./'2[” 390008,  Cin |4J’1J’2EI13 B:00:06 | CrOut |4J’2J’2EI1 390006, C/Out (422013 600:061 C/Out |

[ramntannnng . ciue Ammnia ennng | ot

Sl

Page 141

For printing report, only need to left click on the Printing button "&&" in
report left side.

3. Export
(Please refer to Appendices 3.6 Export Data)
4. High-level exports

This function is equipped with exporting data that has the strictly
requirement, here will be allowed to export attendance record depending
on the user setting. For detailed operation please see Appendix 3.7
Advanced Export.

5. Modify Log
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If the use has revised the original Time Attendance record, the system
provides a convenient way to inquiry the Time Attendance record which
has been revised, and reverses the disoperation.

1) Search
Click "Modify Log" button, enter Record changing Logs window.

The search method and to search the record of user's attendance is
similar. After choosing the department, the employee, determined the
Time Range, single-click "Search" button, the result in lower part the
window to show the employee of your choice the modified attendance
record in period of time will display in result box in low side of

windows.

4 Record changing logs E]‘E‘El

Conditiors
.|ouUR COMPaNY - The appended, modified, delsted records can be
g @ seached. And pou can select the missing operated
Name:| ¢lls - records and restore them(Press Ci key can
- multiply select records).
From 4/ 122012 % 00.00 — [[IDesian Report
To| 4102013 v 2359 = [ Expon I [c Restoerecads | can ciow
[Dept [Mame _[ACHo Clock 140 Time [Type [Add_[Modfied Deleted] Reason [ Operstor ~
| Persannel Candy 4 4/1/2013 300:06AM  Cdn [=3 (m] O  Forgot Clock-n/out Temp-Supervisor
Personnel Candy 4 4/1/201360006PM  C/Ow | B O O  Forgot Clock-in/out Temp-Supervisor
Personnel Candy 4 4/2/201390006AM  C/Ou | B [m] O  Forgot Clock-in/out Temp-Supervisor
Perzannel Candy 4 4/2/2M3IGO006PM  C/owt | BT O O Forgat Clock-inout Temp-Supervizar
Persannel Candy 4 4/3/2M3II0006AM C/Owt | BT O O Forgat Clock-indout Temp-Supervisar
Personnel Candy 4 43/2M3B00:06PM  C/Ouwt | B [m] O  Forgot Clack-nfout Temp-Supervisor
Personnel Cloud B 4/1/2013 300:064M  Cdn =g (m] O  Forgot Clock-nfout Temp-Supervisor b
< >

2) Preview

The content of list to preview and print is available. Click "Preview"
button to view the report style, shown as following:
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iz = E # X
History Record of Attendance Log (QUREOVEANT)
Dept Name ACMNo _ Clock VO Time Type Operator Date
Fersannel Candy 4 47172013 3:00:06 AM  Ciin Temp-Superis 4/24/2013 10:09:28 AM -
Personnel Candy 4 41/2013 6:00:06 PM - CiCut Temp-Supersis 4/24/2013 10:08:40 Ab
Perzonnel Candy 4 47242013 9:00:08 AW Cigut Temp-Superds 4/24/2013 10010:16 Ad
Fersannel Candy 4 4272013 6:00:06 PM - CiOut Temp-Superis 4/24/2013 10:03:51 AM -
Personnel Candy 4 4/3/2013 9:00:08 AW Cigut Temp-Superdis 4/24/201310010:10 Ab 4
Personnel Candy 4 4342013 6:00:06 PM - CiCut Temp-Supersis 4/24/2013 10:09:57 Ab ﬂ
Page 1/1 . ]
3) Export

Single-click "Export" button, may search result to export file, the
operating procedure and the attendance record to export are completely

same.
4) Restore records

Some times, as a result of the disoperation or the actual situation change,
user has to abolish modified to the Time Attendance record, by now
through function to restore record the to realize. Only select the record
list which must be restored, single-click the restore record to completes,
then inquire it again, may get this record of attendance.

2.4.2 Current Employee's On-Duty Status

Click Current Employee's On-Duty Status sub-menu under
Search/Print menu. The following window wills popup:

149



Attendance Management Software User Manual

€ Search Current Employee’s On-duty Status El@lz
Dept: | OUR COMPANY K| 5B Quen
Time: | +/24/2013 | |1042 - B, Preview [~ Design Repart
I = On duty
| A " On duty © Mot on duty ] Close Mot on duty

Department AC Mo, IName JLasl Clock-indout Time 1

After select Department and Time, click "Query" button, check the
result, show as below:

€ Search Current Employee’s On-duty Status

Dept [DUR COMPANY = &0y
Time: | #/24/2013 ~|[1oen = [&, Preview [~ Dasign Report
T On duty 2
o Al " On duty £ Mot on duty Il_ Cloge Mot an duty B
Department {AC Ma. ]Name ILasl Clock-ndout Time ~
Personnel 4 Candy 472442013 9:.00:59 Abkd
Personnel 5 5
Personnel E Cloud
Research 7 Elue
Ressarch 8 Sam
Research 3 Lin —
by

Click "Preview" button, preview the style of report, show as below:

oz = H S AR X

OUR COMPANY j
Employee current on duty srseaqon B

AC No. Name Last Clock injout Current AC No.
Department: _ Administration
1 Rain 412412013 9:00:59  On duty

Name Last Clock-injout _Current

3 ‘Windy 1 Mot on

Subtotal:2 Qn dut:l Mot an duty: [

Ronartmont:  Dorconnn ' - =]
Page 1/1 4] | ]
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Preview the report, on this window, user can print and save file, etc.
Click print button "&&" on the leftward of the top tool bar, can print
report.

2.4.3 Attendance Calculating and Reports

In attendance management, we usually need to search attendance
calculation and to print various attendance records. Through the
Attendance Calculating and Reports, to search and modify attendance

exception and record list is available.

Select department, choose employee and determine the Time Range
(beginning/ending time), and then click "Calculate" button to view the
statistical record of time & attendance.

A) View the department through drop-down box:

Dep.:|OUR COMPANY
DUR COMPANY

Adminigtration

Perzonnel

Research

B) Select employee

There are two ways to select employee, one way is to select employee
through drop-down box:
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~('1| ain
v 3] Windy
v| 4] Candy

Another way is to search employee by enrolling number, name, and

click " " button to search, show as below:

Marme; |Candy L

¥ 11 Rain

v 31 Windy

vl 41 Candy
a5

|61 Cloud
|71 Blue
181 Sam
191 Lin

C) Determine the Time Range, show as below:

Time A ange

From | 4/ 1/2013 =
To (N « TS RN > |

Sun Mon Tue Wed Thu Fri Sat

& 2 3 4 5 B
¥o8 9 10 11 12 13
14 15 16 17 18 19 20
i I 23@25 2B 27
28 29 30

o Today: 4/24/2013
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D) After selecting, click "Calculate" button, the record of attendance is

available.
®  Shift Exception Report

The Shift Exception mainly view coming lately, leaves early, the absent
no cause and the working overtime, working on/off hour and
Clock-in/clock —out time, may relaxed carry on the computation of each
month statistical, checkup and calculates whether has error. And handle
employee business trip / forgetting the clocking out in this page setting,
Shift Exception shown as following interface:

4 Atiendance calculation g@@
Time Range
Den.:[QUR COMPANY ~ Calculaie
From | 4/ 172013 = —
Mo [ <& & o — Report Evport data | [~ Report Desigrer

Sort
[~ Departmer ¥ UserNum. [~ MName [~ Time [ Descend

Clock In/0ut Log Exceptions  Shift Exception IMlsc Exception | Calculated items | OTReparts | NoShitUsendt |

Emp Mo [ACNa. [ [Mame  Jautobssign[Date [Tmetable  [Onduty [Off duty| & @ Chormecolo
»s 1 Flain 4172013 PM 140 800
HE 1 Rain 422013 PM 1400 1800 @ Eilerby ercenton..
[s i Rain 432013 PM 140 1800 @ Eilerby tnetable..
HE i Fiain 442013 PM 1400 1800 @ Mainienence ALEL
W 1 Rlain 452013 PM 1400 180 @ dogerd Chocl /0t
HE 1 Rlain 462013 PM 140 1800

5 i Riain 472013 PM 14 1800 W
< >

The defaults data in the shift exception list include the AC-No., Name,
date, Auto-Assign, Timetable, On duty, Off duty, Clock In, Clock Out,
Normal, Real Time, Late, Early, etc. If wants to display more, may
right-click mouse then choose "Columns" item in the popup menu, after
choose other rows that need to be show, put tick in front of the row that

will be cancel.
> Item explanation

Timetable: The employee Clock-in/clocking-out time corresponding

Timetable's name.
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Late: The difference value between On duty and Real Time, if did not
clock in, and the time when employee go to work without clocking-in
record will be regard as coming x1 minute late in the Attendance rule
asking, its item will be able to corresponding display. If has set option in
the Attendance rule, the coming lately time is bigger than a x2 minute
time will be regarded as absence from work, when x2 is smaller than x1,
coming lately time will not display, record it as absenting from work on
cause; When x2 is bigger than x1, coming lately time correspondingly
show the x1 minute.

Early: The difference value between the Off duty and Clock Out, if did
not clock out, and the time when employee gets off work without
clocking-out record in the Attendance rule , the record time will be
regard as leave early x1 minute, then the leaving early time
correspondingly display. If has set option in the Time Attendance rule,
the leaving early time is bigger than a x2 minute time will be regarded
as absence from work, when x2 is smaller than x1, leaving early will not
display, record it as absenting from work on cause; When x2 is bigger
than x1, the leaving early time correspondingly show the x1 minute.

OT Time: In the Attendance rule option, put a tick in front of item that
clocking—out after getting off work xx minute will recorded as OT Time,
then difference value between after getting off work xx minute to clock
out time in clocking-out record and the working off hour record is the
OT Time. If the shift has a period of time to count as working overtime
(in the shift schedule management while add shift Time period, just put
a tick in front of this Timetable, and record it as OT Time), also setup
has counted a working overtime minute; total of working overtime
minute is the OT Time.
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ATT_Time: The difference value between Clock In and Clock Out.

Work Time: The difference value between On duty and Off duty, if
there are coming lately or leaving early time, use the difference value to
reduce the coming lately or leaving early time.

Exception: Record exception; Sick leave, business trip and so on. For
other item, please refer to item explanation about Time Attendance

statistical table
> Tool column

Change color: In order to better distinguish each kind of displaying
statue; be able to change various statues appearance.

Filter by Exception: Single-click the here, the choice menu appears,
which exception may be selected to demonstrate, which didn't display,
Put the tick in the item which is selected.

Filter by Timetable: Single-click the here, the choice menu appears,
may choose the Timetable will display, which Timetable is in exception,
when there is tick "+ " in front of the Timetable name, that the express

this Timetable is selected, and in exception.

Maintanance AL/BL: The operations of Employee Leaving on
Business/Asking for Leave are same with handle Attendance.

® Clock In/Out Log Exceptions Report

The page of Clock In/Out Log Exceptions is to examine original
record statue which download from the equipment and revise to the

Time Attendance record states.
>  View the Attendance record
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After searching and calculating, chooses the Clock In/Out Log

Exceptions tab, shown as the following figure:

< Attendance calculation g@@
Time Range
Dep.:|OUR COMPANY | Calculate
From [ 4/ 12003 ]| ————
Hame: [<Alb | o (a7 = Report Export data | [~ Report Designer

Sort
[~ Departmer ¥ Userbum. [~ Mame [~ Time [ Descend

Clock In/Out Log Exceptions | Ghit Exception | Misc Exception | Calculated tems | OTRepots | NoShitUserdt: |

4CNo No [Mame — [Time [state_ [New StateException [Dperstior A| -

M Rain YAIIG00AM  Cn ol @ Changecor

[ Fiain 4/1/2013 6:00 PM C/0ut oK @ Chornefla:

L Rain 47242003 00 AM C/0ut Invalid Processing

L1 Fiain 47202013 6:00 P C/0ut oK o s

L Fiain 47342013 5,00 AM C/0ut Invald DS R

L Ran 4132360 C/0m ok o Cancel operation for selsctec
3 windy 4/1/2013 7:00 P Cin ok e e

< > timetable to 0T recard

In the Clock In/Out Log Exceptions the default data row includes the
Name, the AC No., Attendance time (Time), the working statue (State),
the correction statue (New State), the Exception and Operates 7 items,
if wants to display more, may right- click on the list, then click
"Columns" sub-item in the dropdown list, put a tick in front of the row

that needs to be demonstrated. Shown as following figure:

Export Data

Create report For current grid
Copy dataifrom First to current)
Copy dataffrom current to last)

Columns Emp Mo,
Show all colurins W AC-MNo,
Hide all columns w Mo,
Save grid lawout v Mame
Load grid layout v Time
v State
Adwance Export | v New State
w Exception
v Cperation
Department

After change the setting of Columns displaying, save the columns
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setting, later directly write down the columns setting is available.

Employee serial number "Emp No.": In employee maintained option,
every time add employees, the system will assign a number to the

employee.
AC-No.: number which manager assigns to the employee.

Checking time "Time": The employee clock in or clock out by
fingerprint the time.

Checking Status "State": there are six kinds of status: check-in,
check-out, overtime check-in, the working overtime check-out, business

trip, Business returns.

Note: If the device has the status option, the checking status will
show corresponding statue in the Time Attendance record; If the
device does not have the statue option, all show as "checking-in" in
attendance this row, the system depend on the Time Period setting
in management program to judge the Time Attendance statue,
display in the correction status.

Correction Statue (New Statue): When the Time Attendance machine
has option setting, this rank is in empty; Otherwise, in the correction
statue system depend on the assigned employee the shift Timetable and
the fingerprint verification time to judge whether the employee is in
clock In, clock Out, late or early, system computation of the statistics by
this status.

Exception: There are 8 kinds of situations: The normal record, the
invalid record, the duplicate record, the statue is wrong, frees working
overtime, working overtime, business trip, the auto-assign employee

157



Attendance Management Software User Manual

shift.

Invalid record: the clocking-in, clocking-out beyond shift Time Period
the time scope the record completely regard as invalid. The invalid
record will be regarded as this record does not exist; during Time
Attendance statistician it will not to be count.

Repetition of record: when the Time Period of the Time Attendance
record is smaller than the effective interval of "Time Attendance rule",
the record regard as repetition of record.

Free overtime: The employee has checking-in/out record within the
Time Period which has not been assigned to employee, and maintains
this employee's Time Attendance setting page in the employee "to count
working overtime" the item to select.

Overtime: there is a statue setting in the device, the Time Attendance
record the attendance statue as the overtime-in, the overtime-out, the

demonstration is working overtime in the abnormal state column.

Business trip: there is a statue setting in the device, the Time
Attendance record the attendance statue as business trip, the

demonstration is approval absence in the abnormal state column.

Auto-assign employee shift: Employee's checking-in/out record does
not exist in the Time Period that has been normally assigned to the
employee, but the record is in the employee auto-assigned the Time
Period, then this record show as auto-assign abnormal state column.

Corresponding Time period: Is one kind of sign in the software
interior (do not display it, has nothing to do with user operation)

Operation: show the operation for record of your choice.
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Department: The employee is at department.
> Revises the Attendance record

Choose the corresponding operation to revise the Attendance record
with tool column in the right side page.

Tool column

Change color: May change each kind of condition that express color,
single-click the here the following interface appear

ok

[ 1rrvalid

D Repeat

. ‘Wrong Skate
[ out

ot

ClFor

|:| AutoSchedule

Single-click color block in front of each kind of condition may choose
the color which you needs in this interface, after selecting, Be sure to
single-click "OK" button to save.

Change filters condition: Definite that status record in displaying box,
click "Change filter" the following window will appear:

v DK

v Invalid

v Fepeat

v Wrong State
W ouk

v OT

v FOT

v AutoScheduls
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Make a check it to show it selected status, appear on the display box,
utilize clicking " ¥ " to switch status between selected and unselected.

Change status: Able to make a present status of selected record to
become a select status, after selected a record, click "Change state" the
window is following:

CfIn

Ok

Cut Back
CrverTime In
CreerTime Qo
Open For Sut

Because Attendance statue all is clock/in record, therefore this statue is
impossible to use, may single-click other statue to select.

Delete selected: May sign the attendance record of you select as
deletion condition, after using this function, in the tool column can add
two items, show as below:

The record count of procezzing: 1
@ 2ooly &l
@ Cancel all

Apply all: After selected this item, all setting operation which
display in operation column is valid before this;

Cancel all: After select this item, all setting operation is invalid

before this, all operation will disappear in operation column.

Cancel operation for selected: Only cancel current record operation.
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Change records which auto assigned timetable to OT record: Make
system smart schedule record to overtime.

Append Clock in/Out Log: The process is the same as Attendance
handling operation.

View operation history: The process is the same as Attendance Record
operation of search/print.

> Right key menu

On the Attendance Record window, right-click the mouse, the
following menu will appear:

Export Data

Zreate report For current grid
Copy datalfram Firsk bo current)
Zopy datalfrom current b lastk)

Colurins »
Show all columns

Hide all colurmins

Save grid layvout

Load qgrid layout

Advance Export

Export data: Is same as "Export data" button function in the interface,
for detail please see 3.6 Export Data.

Create report current grid: Is same as "Report" to establish current
data record list function, make searched attendance record as record list
to export. Able to list prints to export, save, and search for in list, etc.

operation.
Copy Data (from first to current): Searched record result copy directly,
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form duplicating to current position, and can patch in Excel list directly

Copy Data (from current to last): Searched record result copy from
current copying position to ending, and can patch to Excel list directly.

Column "Data row": Select item name on the searching window
appearing, click pop up menu is following.

Show all Columns: All item name of data row display on search

window.

Hide all columns: All item name of data row except surname and name

hide on the search window, only show surname and name.

Save grid layout: The item name on which the search window appears
can be saved, load data row setting to use.

Load grid layout: According to store data row to show item.
Advance Export: Export the list as file. See 3.7 Advance Export.
® Misc Exception Report

Misc exception is used to verify and appraise employee hour of
overtime and business trip, default leave, sick leave, home leave are
effective; overtime, free overtime, business trip, approval absence, are
invalid by default, it need a calmer appraisal of whether effectively,
writes down in the statistical report. Misc exception interface show as
follow:
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4 Attendance calculation E@
Time Range
Dep.:[OUR COMPANY = Calculate
Fiom | 4/ 1722m3 = | ———
Mame: [<All | o & Exportdata | [~ Report Designer

Sart
I~ Depatmer ¥ UserMum. [~ Mame [~ Time | Descend

Clock In/Out Log Exceptions | Shift Exception  Mise Exception IEalcu\ated items | OTReports | MoShitUserdst |

AC-No No. Mame  |Stattme  |Endfme  |Department [Exceplion [Audied |~ @
5 5 0100 2353 Perornel  Oher © Lhange colr,.
[ Cowd 210 1320 Personnel  Other Lhene fle-..

B Coud 0000 2358 Parsornel  Vacation
H pudk exczplions
s Coud 000D 2359 Perornel  Diter
NE Blus 0000 2359 Research  Vacaton o Besture
7 Blus o000 2358 Ressarch  Vacalon o Cacelal 0T

¥| & Promote sl Free 01

£ X A AT L AT

In Misc Exception shift, the default data include department, name,
AC-No., start time, end time, exception, Audited, Old audited, Time
long, Valid time, Date. If you want to show much more item, just
right-click "Columns" item of your choice, if you want to show anther
row, put a tick in front of the row you have selected.

Start time: Start time for abnormal statue.
End time: End time for abnormal statue.

Exception: There are 8 kinds of statue: free overtime work, overtime

work, business trip, approval absence, sick leave, leave, home leave.

Audited: After the verification, show that overtime work or is in invalid
statue.

Old audited: Unaudited statue.
Time long: The difference value between end time and start time.

Assigned shift work day: The exception situation across the working
day which has assigned shift.

> Tool column
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If the Attendance rule limit the business trip and the overtime work
statue must through verification, then verified statue column is empty, if
has regulated the statue of verification, the corresponding statue column
will appear in the verified column.

Restore: This operation does not take effective unless the record has
been audited, return record statue to initial verification state. After the

return to original status, be sure to re-inquire and compute.

Cancel all OT: Exception list shown that the overtime work record all

regard as invalid record.

Promote all Free OT: The system regard personnel's, who has not
assigned to Timetable, Time Attendance record (who must own
clocking-in/clocking-out record simultaneously) as free OT , if this item
in choice, systems judge all free overtime work will be showed as
overtime work.

Count all OUT to BOUT: All employees' out record regard as business.

Cancel all BOUT: All the business trip record will be canceled; this
record will be generally egresses or according to the actual situation
handle it.

Invalidate selected: Change the record statue of your choice to be

invalid.

On the displaying window of Attendance Calculation, right-click to be
possible to operate is same as the Clock In/Out Log Exceptions.

® (Calculated items Report

The calculated items tab is the page which commonly used, count all
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items in the employee assigned time to produce report, is easy to

examine and settlement.

4 Attendance calculation E@
Time Riange
Dep.:| OUR COMPANY B Caloulate:
From | 4 172013 v | ———
Name: [<A15 =] o Regon Export data | [ Report Designer

Sort
[ Departmer v UserMum. [ MName [ Time [ Descend

Clack In/Olut Lag Exceptions | Shit Exception | Misc Exception Caleulated items | 0TRieparts | MoShiftUserdt |

4CNo [no [Name  [Momsi[actusl [Late [Eary [absent[0T  [OUT [BOUT [wTime|[Times [Vin  [vOut &
b5 5 10 0o o & 0 0 O ©0 @ 0 D
s Cloud W 3 o o 4 @@ o o 3 @ o 3
L7 Blue W o o o 7 @ 0 0o 0o @ o 0
e Sam L T - N S s
< 3

BLeave wDay: NormatwDay: Late:in.; Eatlyhin.: SfL-Hour: Absent'wiiay: 0T MDays 07 Holiday_OT/wsskend_0T-Hour:
Rest Hour: Nyl Count:: N/0ut Count:; ROT:Count:/ BOUT-Count: OUT:Hour; FOT-Hour;
SickHour, VacatiorsHour: DtherHour:

In the Calculated items pagination the default data include name,
AC-No., late, early, sick leave, etc. If you want to show much more,
may right click on "Columns" the option in the table, show other rows
of your choice, there is a tick in front of the row.

Should arrive (Normal): Depending on the employee shift, count the
employee's working day which should go to work between the start and
end time. The defaults unit is the working day, may change the statistical
rule in the "Normal" of the Time Attendance rule calculation page.

Actual arrive (Actual): According to The Clocking in/Clocking-out
record , statistic the employee working day which actually goes to work
between the start and end time. The Defaults unit is the working day,
able to change the statistical rule in the "Normal" of the Attendance rule
calculation page.

Coming lately (Late):

1) According to the "Coming lately "statistical rule in the Time
Attendance rule in and the shift manages to record is late x time which
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in the time establishes to calculate, after namely if employee's
registration time surpasses X time to record for is late, is late when the
length is the registration time with the work hours bad value.

2) Non- registration recording, according to Time Attendance in the rule
Time Attendance computation to go to work, the non-registration
recording time mark to be late xx minute; Result which obtains in the
beginning and end time all situations statistics. The default unit is the
minute, able to change the statistical rule the Time Attendance rule
computation project page "Late".

Leaves early (Early):

1) According to the statistical rule in the Time Attendance "leaves early"
rule and the time setting in the Shift management record the leaves
early time, after namely if employee's clock-out advance x hours to
record as leaves early, hours of leaves early is difference value between
the Clock-out time and the work off time.

2) If there is not the clocking-out record, according to the Time
Attendance rule, in the computation of attendance statistical, when
employee get off work without the clocking-out record the time regard

as leave early xx minute.

Obtain result from all situations to statistic among the start and end time.
The default unit is the minute, able to change it under the "Leaves early"
statistical rule in the computation of Time Attendance rule page.

Absence without an excuse (Absent):
1) According to "Absence without an excuse" statistical rule under Time

Attendance rule, if employee does not have the checking-in/out record,
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who's attendance record regard as absence without an excuse.

2) According to the Time Attendance rule, in the computation of Time
Attendance time , hours of late is bigger than xx minute, employee
record as absence without an excuse, hours of leaves early is bigger than

xx minute, employee-record as absence without an excuse.

Obtain result from all statistical situations between the start and end

time.
The default unit is the working day, can not change it.
Overtime Work (OT):

1) According to the "working overtime" statistical rule of Time
Attendance rule, as well as the computation of the Time Attendance rule,
employee gets off work after x minute, whose work is recorded as
overtime work, obtain hours of overtime from the accumulation.

2) In the Shift management there is a Time Period which directly to be
recorded as the overtime work, idea the minutes of overtime work is the
hours of overtime.

3) According to the option situation in the Time Attendance
setting/maintenance, the employee's work record as overtime work, in
other exception situation list the overtime work and the free overtime is
verified as effective work to statistic; obtains two results among the start
and end time all accumulation situations. The default unit is the hour,
able to make a change under the "Overtime work" statistical rule in the
computation of Time Attendance rule page.

Egresses (OUT): According to "Egress" the statistical rule in the
Attendance rule, as well as the approval absence is effective in other
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exception situation list; carry on the computation of the statistics.

Obtain result from all statistical situations in the start and end time. The
default unit is the hour, able to change it under the "Egress" statistical
rule in the computation of Time Attendance rule page.

Business Trip (BOUT): According to "Business trip" the statistical rule
of it he Time Attendance rule, as well as the approval absence is
effective in other exception situation list; carry on the computation of
the statistics.

Obtain result from all statistical situations in the start and end time. The
default unit is the hour, able to change it under the "Business Trip"
statistical rule in the computation of Time Attendance rule page.

Hours of work (WTime): The computation of attendance depends on
the time of employee clock-in/out. Obtains the result from completely
accumulation between the start and end time.

Should checking-in times (Times): According to the Timetable, total of
the Clocking-in/out times between the time range.

Clock/In (VIn): Actual clock/in times between the time range.
Clock/Out (VOut): Actual clock/out times between the time range.
No clock/in (N/In): No clock/in times during the time range.

No clock-out (N/Out): No clock/out times during the time range.

Asking for leave (AFL): Accumulate all kinds of vacation, and
statistics result. The default unit is hour, able to change it under the

"Leave setting" statistical rule in the computation of Attendance rule

page.
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Approval Absence (BLeave): According to "Approval absence"
statistical rule in the Attendance rule, as well as the approval absence
take effective in other exception situation list, carry on the computation
of the statistics. Obtain result from all statistical situations between the
start and end time. The default unit is the working day, able to change it
under the "Approval absence" statistical rule in the computation of

Attendance rule page.

Sick leave (Sick): According to the sick leave statistical rule under kind
of Leave setting, as well as the sick leave take effective in other
exception situation list by verification, carry on the computation of the
statistics. Obtain result all from statistical situations between the start
and end time, the default unit is the hour, be able to changes the "Sick

leave" statistical rule under leaves setting.

Affair: According to the leave statistical rule under leaves setting, as
well as for the leave is effective in other exception situation list to by the
leave verification, carry on the computation of the statistics. Obtains
Result from all situations statistical between the start and end time. The
default unit is the hour, be able to changes the "leave" statistical rule

under leaves setting.

Workday (NDays): Depending on the clock in/out record, statistic
employees' actually work day from Monday to Friday beyond holiday
between the time ranges, the default unit is working day, ability to make
a change under "Normal" statistical rule in the Attendance statistical rule

page.

Weekend: Depending on clock in/clocking-out record, statistical
employees actually from Saturday to Sunday beyond holiday between
the time ranges; the default unit is working day, ability to make a change
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under "Normal" statistical rule in the Attendance statistical rule page.

Holiday: The holiday in which day employee actually takes work, the
default unit is working day, ability to make a change under "Normal"
statistical rule in the Attendance statistical rule page.

Working Hours (Att_Time): Depending on clock /in and clock/out
record, total of employee's hours of on duty between the time range, the
default unit is hour, accurate figure inhere after point two digital.

Overtime work (NDays_OT): Depending on the "overtime work"
statistical rule in the Attendance rule, as well as the overtime and free
overtime is effective in other exception situation list; carry on the
computation of the statistical working hours from Monday to Friday
beyond holidays between the time ranges.

Obtain result from all statistical situations in the start and end time. The
default unit is the hour, able to change it under the "Overtime Work"
statistical rule in the computation of Attendance rule page.

Weekend overtime work (Weekend_OT): Depending on the "overtime
work" statistical rule in the Attendance rule, as well as the overtime and
free overtime take effective in other exception situation list; carry on the
computation of the statistical working hours from Saturday to Sunday
beyond holidays between the time ranges.

Obtain result from all statistical situations in the start and end time. The
default unit is the hour, able to change it under the "Overtime Work"
statistical rule in the computation of Attendance rule page.

Holiday Overtime (Holiday OT): Depending on the "Overtime work"
statistical rule in the Attendance rule, as well as the overtime and free
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overtime is effective in other exception situation list; carry on the
computation of the statistical working hours in holidays between the

time ranges.

Obtain result from all statistical situations in the time range. The default
unit is the hour, able to change it under the "Overtime Work" statistical

rule in the computation of Attendance rule page.

®  NoShiftUserAll Report

The NoShiftUserAll report facilitates the manager to view unscheduled

employees and schedule for them.

4 Attendance calculation g@@
Time Range
Dep.|OUR COMPANY | Calculate
From | 42 122013 || ————
Hame: <Al = o |—4|um/2ma - Repart [ Export data | [~ Report Designer

Sot
[~ Depattmer @ UserNum [~ Name [~ Time [ Descend
Clock In/Out Log Exceptions | Ghit Exception | Misc Exception | Calculated tems | OTRepots  NoShitUssde |
[EmpNo.  [CHo  [Wo [Mame  [Date [Clock In1_[Clack Out1 [Clock In2_[Elock ut 2 [Clock In#_[Clock 0ut 3 [
M7 7 Blue 4172013 0300 1800

The data fields in the NoShiftUserAll report include Emp No., AC-No.,
No., Name, Schedule, Auto-Assign, Date, Timetable, On duty, Off duty,
Clock In, Clock Out, Normal, Real time, Late, Early, Absent, OT Time,
Work Time, Exception, Must C/In, Must C/Out, Department, NDays,
WeekEnd, Holiday, ATT Time, Ndays OT, WeekEnd OT, and
Holiday OT. To select more items, right-click the page and select
"Column" from the context menu. All available options appear and the

ticked off items are selected fields.
® Overtime Report
The OTReports report statistics all overtime attendance records of
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employee.

4 Attendance calculation E@EI

Dep-:|OUR COMPANY

E]

e <Al

i |

Tine Flangs
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Calculate:
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Sort
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[~ Time
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The data fields in the OTReports report include AC-No., No., Name,
Date, On duty, Off duty, Clock In, Clock Out, Work Time, Before OT,
After OT, NDays OT, WeekEnd OT, Holiday OT, Total OT and Meno.
To select more items, right-click mouse and select "Column" from the
drop-down menu. All available options appear and the ticked off items

are selected fields.
® Preview Report

Not only search and modify these Attendance Records in Clock in/out
log exception List, but also able to preview and print these Attendance
records, these following list include, Daily Attendance statistical report,
Attendance General report, Department Attendance Statistical Report,
Staff's on-duty/off-duty Timetable, Daily Attendance shifts, Create

report for current grid, click "Report " button, pop up following menu:
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Daily Attendance Statiskic Report
attendance General Report

Depart Atkendance Statistic Report
Skaff's On-Duty fOFF-Duky Timetable
Daily Attendance shifts

Daily Attendance OT Report
Summary of Crerkime

Draily Owertime

Create report For current grid

1. Daily Attendance statistical Report

Daily Attendance statistical report is used to list the definite employee
daily attendance status in assigned period of time in the table, and the
statistics absence without excuse, coming lately /leaves early, working
overtime, asking for leave, business trip, convenience of the checking

whether has the discrepancy with the actual situation.

Note: In the table it is only can show detailed attendance status from
the inquiry time from the month time, the report form may count in
the start and end time situation which the user chooses, the start

and end time scope appear on the right cancer.

% preview BEE
T &S #k2 X
|
Daily Attendance Statistic  ©urcomparm ]
ame |ac o |Timet |01/02103|04/05|0B(07|08|08]10]1112|13|14{1 5/18/1 7|18/18(20[21|22]23|24)25|26(27|28(26 30{01
. MO\ able [M|T[W|T[F|s|s|M|T|w|T|F|s|s|M|[T|w|T|F|s|sm|Tw| T|F|s|sm|Tw
Administration
P PW [=]=]= |a[a]A[R]ATS]T
wingy (3| MOnt ba
Personnel 3|
Page 1/1 EREET ]

In the table all shifts Timetable which each person uses will be list, and

173



Attendance Management Software User Manual

illustrate attendance status in the corresponding time and shift with the
mark, for mark explain, and please see at the end of each page (In

identification mark setting in Attendance computation rule).

Should arrive "Working day": The working day of the employee
should arrive in the assigned time. The working day is the unit of
measurement "Recommend”, able to make a change in the Attendance

rule. According to result in Attendance statistical table, output this item.

Actually arrive "Working day": The working day of the employee
actually arrive in the assigned time. The working day is the unit of
measurement "Recommend”, able to make a change in the Attendance

rule. According to result in Attendance statistical table, output this item.

Absence without an excuse "Working day": The day of the employee
in the assigned time, who is absence from work without an excuse? The
working day is the unit of measurement "Recommend", able to make a
change in the Attendance rule. According to result in Attendance
statistical table, output this item.

Coming lately "Minute": Total hour of the employee in the assigned
time come late, the minute is the unit of measurement "Recommend",
able to make a change in the Attendance rule. According to result in
Attendance statistical table, output this item.

Leaves early "Minute": Total hours of the employee in the assigned
time leave early, the minute is the unit of measurement "Recommend",
able to make a change in the Attendance rule. According to result in
Attendance statistical table, output this item.

Working overtime "Hour": Total hours of the employee in the assigned

time overtime work. The hour is the unit of measurement "Recommend"
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able to make a change in the Attendance rule. According to result in

Attendance statistical table, output this item.

Ask for leave "Hour": Total hour of the employee in assigned time ask
for leave. The hour is the unit of measurement "Recommend", able to
make a change in the Attendance rule. According to result in Attendance

statistical table, output this item.

Really until "Working day": The employee business trip in the
assigned period time. The working day is the unit of measurement
"Recommend", able to make a change in the Attendance rule. According

to result in Attendance statistical table, output this item.
»  Report upper tool column

1) Scale: Click "% 100%" button, and then choose the displaying

proportion, preview report form.

2) Opens report: Click "E&" button to open the report file which has

saved before.

3) Save: Click "E" button to save the current report to the directly of
your choice.

4) Prints report: First connect with the printer, then click "&&" button
to print the report form.

5) Find text: Click "#" button, pop-up the search text dialog box, input
the text you look up, click "OK" button, the cursor will locate to the text

which you search.
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&3

Find text
Text to find
[
Options 1 Ornigir
[~ LCaze sehazitive v 13t page

(" Current page

4 | Cancel

6) Close preview: Click "E3" button to close preview.

2. Attendance General Report

Attendance General Report "The sum total of the Attendance statistical
result table" is used to show the definite employee attendance statistical
status in the assigned time, carry on the sum computation of employee
attendance status, convenience of paying wages depending on the
Attendance situation.

% Preview E]@

oz S = MR X

|
Attendance General Report wurcomray -

}\InrmalAmuaILAhsenl Late | Earlvl aT | MFL |ELEEVE‘ Miln ‘NlOul ‘Nnrmal‘ Sick }Jau‘
|WDay|\NDay\WDay| Min | Min |Hnur| Hour |WDay\Cnum \Cnum \Cnum \ Haour \ Hi

Name IAC-No

Adrministration
Rain 1 10 3 5[ 180 g 10 7 20

Windy el 1 1 3 2
Subtotal 2 " 4 5[ 180 5] a 10 7 22

Page 1/1 ] T ]

(R CAR!

The computation of should arrive, actual, absence without an excuse,
come late, leaves early, working overtime, asks for leave, business trip,
the sick leave, leave, home leave same with daily calculating in the Time
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Attendance statistical table.

Working hours: Depending on daily employee clock-in/out time. Count
the employee working hours Obtains result from all accumulation
between the start and end time.

Attendance rate: divide the employee actually goes out on duty the
number of times by employee should go out on duty the number of
times. Above the report tool column is same with the Daily Attendance
statistical Report.

3. Department Attendance Statistical Report

Department Attendance Statistical Report "The sum total of the
Department Attendance statistical result table" take the department as
the unit, sum total of all employees in the assigned department and
period of attendance status, may know the sum attendance of department,
facilitates reduces the scope, carries on the detail inquiry.

7 Preview E@@

=10 =& #aR? X

|
|

Depart Attendance Statistic wur companm

Userc |Mormal] Actual [Absent| Late | Early | OT | AFL |BLeave|] Min | WOut [Times | Sick Wac:
ount | whay | whay | Whay | Min. Min. Hour | Hour | Whay | Count: [ Count: | Count: | WDay | He
11 4 5 180 2] 8 10 7 22
30 [ 17 360 28 30 24 G0
20 1 15 G0 16 20 19 40
g1 " a7 800 3 52 &0 &0 122

Department

Administrati

Personnel

Research
Total

Page 111 4] 1 ]

o[ |e [ra

ROCAR!

The computation of should arrive, actually arrive, absence without an
excuse, coming lately, leaves early, working overtime, asking for leave,
business trip, sick leave, leave, home leave same with daily Time
Attendance statistical table. Only completely accumulate each
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department's personnel's situation.

Above the report tool column is same with Daily Attendance statistical

Report.
4. Staff's On-Duty/Off-Duty Timetable

The time in which each employee actually come and go to work produce
report, corresponding date and shift. Convenient for the administrator

viewing, and may print.

oz = &S

—ﬂ

# K?

Staff's On-Duty/Off-Duty

(OUR COMPANY)

2013-04-01 - 2013-04-10

Administration

1

Rain

OiMon | 02Tue | 03Wed | 04Thu | OSFi | D6Sst | 07Sun | O8Mon | 09Tue | 10Wed
00 | rmen | 1son | - | 3 2 - | 5 ¢ 3
Administration 3 Windy
OiMon | 02Tue | 03Wed | 04Thu | DOSFi | O6Sal | 07Sun | OSMon | 09Tue | 10Wed =
19:0022:00 | | | | 2|
Page 171 Kl 1| ol

The most right side row corresponds the shift, list the all employee shift,
which correspond date, the time of clocking-in /out display in the table.

Above the report tool column is same with Daily Attendance statistical

Report.
5. Daily Attendance shifts

List the employee's shift which is used in Attendance every day,
corresponding date, provide convenient for the administrator viewing

shift, and printing.
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:%Preview E@@
=10 =& #aR? X
Daily Attendance Shifts {OUR GOMPANY)
01|02 |03 (04 |05|06 |07 (08|09 |10 (|11 (12|13 |14 |15 (16|17 |18 (18|20
ame |“C'"°|M|T‘W|T|F‘S|5|M‘T|W|T‘F‘5|s M‘T|W|T‘F|S|
Administration
Rain 1 PM [ PM | PM | PM | PM | PW | PM | PM | Ph | PM =
= Mig T
indy K ht =
Page 111 4] Bl ]

Above the report tool column is same with Daily Attendance statistical

Report.

6. Daily Attendance OT Report

The Daily Attendance OT Report statistical the employee's daily
attendance monthly.

fFiu: = =

C 7 X

Daily Attendance OT Report

B
|

(DOUR COMPANY)

Mame |AC-N0

011 (02 |03 |04 |05 (06 |07 (08 (09 |10 (11 |12 (13 |14 15 |16 |17 |19 |19 |20 |21 |22 |23 |24 |25 |26 |27 |26 (29 |30 |01 [erm
(T |W(T |F |8 |5 | (T [WT |F |8 (5 |M(T [W|T |F |8 (5 [M|T W|T F |55 [M|T [W|wDa

Administration

Rain ‘1

=|>|=

[A[A]
[ [

wingy |3

Personnel
Page 11

e[ |4

Above the report tool column is same with Daily Attendance statistical

Report.

7. Summary of Overtime

The Daily Attendance OT Report statistical the employee's summary
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of overtime. It contains NDays_OT, Weekend_OT, Holiday_ OT and
TotalOT.

7= Preview g@
fFuox B #Hr? X

Summary of Overtime =

201 3-04-01 - 2013-04-10 L

AC-No Hame NDays_OT | Weekend_OT | Holiday_OT TotalOT
1 Rain
3 Windy 3 3

4 Candy

5 5 =

3 Cloud =

Page 1/1 [«] ] ol

Above the report tool column is same with Daily Attendance statistical
Report.

8. Daily Overtime

Statistics and view the selected employees' detail of overtime,
NDays_OT, Weekend OT and Holiday_OT.

tuox EEHo AR X

Daily Overtime (OUR COMPANY) B
1 [oz [0z Joa Jos Jos [or os Jos Juo 1o 1z [us Jua 15 16 [o [us [aa oo Jox Joc Jes [oa os Jos
ACHo Name i I g (1 [F (s |s [MfT [wir [Fo|s |5 Mt wir [F[s [s M|t [wit|F

1 Rain

3 Windy 3

4 Candy

5 5 =

6 Cloud =
Page 14 4 +]

Above the report tool column is same with Daily Attendance statistical
Report.
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9. Create report for current grid

The create report for current gird refers to produce report according to
the current screen demonstrated format, provide convenient for the

administrator reading, and printing

Current data report page of Clock In/Out Log Exceptions:

toe @S0 MR X
. L
Clock InfOut Log Exceptions

AC-No. [No. |[Name Time State | New State [Exception|Operation

1 Rain  [4/1/2013 2:00 Ak |Cn Invalid

1 Rain  |441/2013 6:00 PM_|C/0ut 0K

1 Rain  |4/2/2013 9:00 AM |C/0ut Invalid

1 Rain  |4/2/20136:00 PM_|C/Out oK

1 Rain  |4/3/2013 2:00 AW |C/Out Invalid i

1 Rain  |4/3/2013 6:00 PM_|C/0ut 0K o=

3 Windy |4/1/2013 7:00 PM|Cn oK |
Page 1/1 4 ]

If need to show much more columns, may right-click mouse on the data
row, and then select columns to show.

Current data report page of Shift Exception:

= S AR X

Shift Exception

Emp No. |AC-No.|No.|Name [Auto-Assign [ Date |Timetable |On duty [Off duty [ Clock In | Clock Qut|!
a1 Rain 4/1/2013 [PM 14:00  |18:00 18:00
an Rain 47212013 [PM 14:00 1600 15:00
an Rain 4/3/2013_[PM 14:00 1800 18:00
a Rain 4442013 [PM 14:00 1800 =
a Rain 4/5/2013 [PM 1400|1800 =
a Rain 4/B8/2013 |PM 1400 |18:00 |
Page1/6 | ‘| =

If need to show much more columns, may right-click mouse on the data
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row, and then select columns to show.

Current data report page of Misc Exception:

e =

LY 4

Misc Exception

AC-No.|No. Name |Start time [End time | Department |Exception |Audited | Old audited | Time long
1 Rain_|00:00 2359 Adrministration| Yacation 2359
1 Rain_|00:00 2359 Adrinistration Other 2359
3 Wyindy |00:00 23:59 Administration| Yacation 23.59
3 Wyindy |00:00 23:59 Administration Other 23:59
4 Candy |00:00 23:59 Personnel| “acation 23:69
4 Candy |00:00 23:59 Personnel Other 23:59
el e

| v | 4

If need to show much more columns, may right-click mouse on the data

row, and then select columns to show.

Current data report page of Calculated items:

Calculated items

AC-No |No.|Name |Normal |Actual | Late |Early [Absent | OT | OUT |BOUT |WTime | Times | VIn [ VOut | N/In
1 Rain 10 3| 180 0 a0 0 1] 0 9 20 0 3] 10
3 Windy 1 1 0 0 o 3 1] 0 3 20 1 1 1]
4 Candy 10 3| 180 0 5/ 0 0 0 9 20 0 3| 10
5 5 10 1] 0 0 g 0O 1] 0 0 200 0 0] 10
B Cloud 10 3| 180 0 4| 0 1] 0 9 20 0 3] 10
s Blue 0 1] 0 ol o 1] 0 0
Tk =

If need to show much more columns, may right-click mouse on the data

row, and then select columns to show.

Current data report page of OTReports:
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o H = R X

OTReports
AC-No. |No.|Name | Date |On duty|Off duty|Clock In|Clock Out|Work Time [Before OT | After OT
ki Windy |401/2013 [7:00:00 10:00:00|7:00:06  |10:00:06 | 3:00:00 Ak
P Pr P P
7 Blue |4/1/2013 9:00:29 |5:00:23  |9:00:00 AM
Al P

T , e

If need to show much more columns, may right-click mouse on the data

row, and then select columns to show.

Current data report page of NoShiftUserAtt:

Fux B0 AR X

NoShiftUserAtt
Emp No. [AC-No. |No.|Name [ Date [ClockIn1|Clock Out1|ClockIn2|Clock OQut2|ClockIn3|Clock Out3
17 7 Blue |4/1/2013 |9:00:00 6:00:00 P
Al

E e

Page1/2 | 4

If need to show much more columns, may right-click mouse on the data

row, and then select columns to show.
Export data

Export the data you inquire to Excel or the text file, backup and save it,
in order to consult in the future. For detail operation please see
Appendix 3.6 Export Data.

2.4.4 System Operation Log
There provide with complete record about all operator operate trip and
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event when this software is apply to, maybe view the log in the future:

Click Search/Print-->System Operation log, the following window

wills popup:
< System operation log g@|@
Delete 4/23/2012 % log ’ Delete ] ’ export ]
[ ~ || Operatar - || DateTime - || Device + | Description -
T
138_Temp-$up_arv!snr_ _43’24.-"2EI'\3 11:51:16 4 _Emplnyea Schedule
137 | Temp-Supervizor 4/24/201310:33:59 A Forgetting ta Clack in/out
136 Temp-Supervisor |4/24/2013 101108 A Coming Late Collectively
135_Temp-5uparwsnr _43’24.-"2EI'\3 'ID"I'I'EII]A_ _Fnr_gettlng to Clock indout
134 | Temp-Supervisor 4424/2013 10:09:.06 A Forgetting ta Clack in/out
133 | Temp-Supervisor |4/24/201310.08:45 A Employes Schedule
132 | Temp-Supervizor 4223 2222 Al Forgetting to Clock infout ﬂz‘
4] |

The user can do the following operations on this window:

® Query System Operation log

Click || button after the Column name, set the query condition on the
drop-down list to view the System Operation Log.

Using the Date Time as example, click || button, then the following
drop-down list will pop-up:

|* |DateTime Ed
[sll] -
[Custom...]

4/20/2013 1:44:33 PM
4/20/2013 1:44:55 PM
4/2042013 1:45:03 PM
4/20/20131:4717 PM
4/20/2013 1:43:30 PM
4/20/2013 1:49:33 PM
4/20/2013 1:50:51 PM
4/20/2013 2:22:36 PM
4/20/2013 2:30:23 PM
4/2042013 2:53:40 PM
4/20/2013 3:27:40 PM
4/20/2013 3:39:44 PM
4/20/2013 3:39:43 P |

After click "4/20/2013 1:44:33 PM", the System Operation log window
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shown as below:

4 System operation log EJE]@

Delste 4/23/2013 | log [ Delete ] [ export ]
D [=||Dperatar ||| DateTime ||| Device + || Description
(DateTime = 4/20/2013 1:44-33 PH) .
4] | []

® Delete System operation log

1. Point Date: Click the % button at D®Be 42372013 ¥/ lea 519 then

select date on the drop-down Date List (For detail, please see
Appendices 3.1 Set Date).

2. Click button to delete the System operation log before the

pointed date.
® Export System Operation Log

Click button to export all System Operation Log, the
procedure of export, please see Appendices 3.6 Export Data.
2.4.5 Alarm Event

After open the Access Control function, then click
Search/Print-->Alarm Event, the following window wills popup:
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€ Alarm event query

Delete | 4/23/2013 »  log
-

Operator *||Device  |[Alarm Type ~ [ErroliNumber |+
e Euperimo PR s i
Temp-Supervisor |4/ 41 A Machine Broken
| Temp-Supervisor | 4722720013 3.30:28 Ab 4 | Machine Broken|
Temp-Supervisor | 442242013 9:35:55 Ak 4 tdachine Eroken
Temp-Supervisor |4/22/2012 %:42.39 &b 4 [ Machine Broken|
T‘eHﬁﬁ-éu})z‘awis‘or‘ |4/22/2012 3:42:39 &b 4 | Machine Broken|
| Temp-Superviser 472202013 11:16:40 44 _ Machine Broken| ' =

The user can do the following operations on this window:
® Query Alarm Event
® Delete Alarm Event

@Note: The method of query and delete Alarm Event is as same as

query and delete System Operation Log, for detail, please see 2.4.4
System Operation Log.

2.5 Data Management
2.5.1 Initialize System

This function can restore system to original installment status, the
follow is detailed step:

Click Data-->Initial system, the following tooltip will popup:

L3
‘!}) Initializing the swstem will clear all registered data. Do you want ko continue?

|
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Caution: If confirm your selected, the system will clear all employee's
data and all attendance data. Before this operation you must be carefully.

Click "Yes" button, the system will clear all data, and return initial status

just system install.

Click "No" button, the system return main menu without clear data.

2.5.2 Clear Obsolete Data

After your system has been used for a period of time, a big amount of
obsolete data are saved in the database, which not only occupy hard disk
space but also affect operation speed. Then you can clear these useless

data by using this function

Click Data-->Clear Obsolete Data, the following window will popup:

Clear Obsolete Data E|
AC Clock-indout Record
Cloze Date Sunday , £ v. = OF
Backup to | ChecklnOut20130414.tat ﬂ

Attendance Checking Exceptions Records

Close Date | Monday . M »

Backup to | CheckE xact20130325 aex 2|

Shift [ata for AC Time
Close Date| Monday . M = 0K

[ @‘ Lompact Databaze File ]

When clearing attendance clock/in and attendance exception records,
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you are required to back up clock/in data to files. You can click
corresponding input box to type file name, and click "@" button to save
your data file's saving path and file name, notice that you should choose
a new filename, if the name has existed in the system ,it will reminder

you to define a new filename.

Note: You must choose the new name of file, if the file exists in the
system, the system will inform you select a new name of file.

Shift data for AC Time: Delete the expired employee shift data, select
the cut-off date for deleting such data, and click OK. For example, the
time range of a shift record is 1999-01-01 to 2011-12-12. When the
cut-off date for deleting such data is 2011-01-01, the record is not
deleted. The employee shift data is deleted only when the cut-off date is
later than 2011-12-12.

Input the close date of the data that you want to clear in close date box,
and the close date should be ten days before the current day you will
clear the corresponding data after clicking "OK", and prompt messages
will display:

Attendance time setup data means to clear obsolete employee's shift
schedule data, select close data for clearing record, click "OK" and you
will clear obsolete employee's shift schedule data

In the terms of Microsoft Access database, can click "Compact
Database File" button to compact the database.

After clearing data, click "E3" to return the main menu
2.5.3 Backup Database
In order to make sure data security and to restore, we suggest you
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backup database in regular time. Click Data-->Backup Database, the

following window will popup:

Please input backup data file

Savein. i_@ Desktop VI! - & EF '

8 'ﬂMy Docurnents
u.ﬁ } My Comnputer
My Recent |93y Metwork Places
Doouments vy Folder

- Al
My Metwork  File name: v| [ Save ]
5 |

laces — =
Save as lype: ! Micrasoft Access Database ~|

Select position to save file, input filename (maybe defined filename),
click "Save" button. When original database was damage, it need to
restore, you should change back up filename as ATT2000.mdb, copy the
file under attendance install directory to cover same name file, but the
action only restore these data to before back up. E.g. you back up data in
March 31; so that these data is restored is only one before March 31.

2.5.4 Import AC Data

Import attendance record to another machine or old record to the current
attendance software. Click Data-->Import AC Data, the following

window will popup:
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4 Import Attendance Checking Data

(=3 Impart fram Files

(O Impart fram database

Link Database: Quickly Choose DB-» Before 1.2 Aftery1.2
Provider=Microzoft.) et OLEDE.4.0:D ata Source=D:\Documents and Setti E

[ X ciese |

1. Import from Files

All information of original database can be import to Attendance system
database file; to import attendance clock/in employee attendance data is
imported.

Click & item, the Select a file to import window will popup:

Select a file to import

Lok jr | @ Desktop v | = [ ok 5
E IDMy Docurents
L j My Computer
My Recent €My Matwork Places
Lhcmerls IC2New Folder
@
Desklop
iy Documents
My Computer
My Nelwark  Flls name: [ v [ oeen |
Places 7
Files of type: | Enciypting attendance checking clock-in datal » | [ Cancel ]

Select file and type, click "Open" button to confirm and close current
window. Click "Import" button to import data in the selected file.
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2. Import from database

Import from database means to import attendance data from attendance
database backups, and the data include employee information, shift
information, clock-in records, etc. You can import the data from
databases of previous version, or databases of the same version. For the
data format of database files of versions previous to 1.2 differs from that
of Version 1.2X, if the version of the database file that you want to
import is below 1.2 (Not including 1.2), please select versions beforel.2
option; Otherwise please select 2.2 x options.

Note: Before importing data, if it is unnecessary to remain the data
in your system, please first select initialize the system. This is
because if some data remaining in the current system overlap with
the data that will import, errors will appear when importing data
and data's importing speed will slow down.

Click versions1.2 or version 1.2x button, and a file manager will pop up.
Enter the path and file name of the database to import, and click "Open",
the system will import data automatically.

If your database is SQL Server database, you can click E button to
begin settings. For detailed information please refer to Database Setup.

After importing data, click "L " to go back to the main menu.
2.5.5 Export AC Data

This function is mainly used to back up all attendance data in the current
attendance system or clock/in data, click this command on the menu and

the following operation window will pop up
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€ Export Attendance Checking Data

{*)E=port ta Files

Conditionz and Fange for Exporting Data Records

Begrning Date: (nday . [EER  » - Tuesday . Augusl %

(=1 Export ] l x Cloze ]

1) Export to Files

Export four file style: secret attendance data (*.abt), attendance
clock-in data (*.txt), back up attendance data (*.attbackup.mdb) and

attendance system database file (*.mdb). Click " = button, a file
manger menu will pop up confirm the path and file name for the back
file and click "Open".

2) Conditions and Range for Exporting Data Records
Export data records during the time range.

Note: you must choose a new filename if the file has existed, the
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system will suggest you to define new file name.

Exporting record will not lead to clean data in database. After finish to
export data, click "E3" button to close window, and then return main

menu.

2.6 Access Control (door manage) Setup

Access control setting is to set unlock time and assign privilege for
registered users. Settings of each user consist of three period time
settings and one group setting. Relationship between period time and
period time is "OR". Group also consists of three period time settings
and by the same token, relationship between these three period time is
"OR".

Simply put, if you want to keep a registered user in unlock status. Firstly
the group that this user is in should be defined in unlock combination
(one group can be defined in one combination together with other group,
but these groups are required to unlock door together). Second, current
unlock time is in any availability range of user time period and period

time of its group.

Under system default, a new registered user is in Group 1 and group
combination is Group 1. So new registered user is in unlock status under
default. If a group that user is in is not defined in group unlock
combination setting, then the use can only record attendance and cannot

unlock door.
2.6.1 Time zone
Time zone is the smallest time period unit in Access control setting. In

whole system, you can define up to 50 time zones. Each time zone
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defines 7 time intervals, i.e. one week. Each time interval is valid time
period in 24 hours everyday. Each use can set up to three time zones and
the relationship between these three time zones is "Or", which means
the user is valid as long as identification time satisfied one of these three
time zones. Each time zone format of time zone is HH: MM-HH: MM,

i.e. in term of 24 hours format and precision to second.

End time less than start time "23:57-23:56", means all day forbidden.
End time larger than start time "00:00-23:59", means valid in the time

interval.

Valid time period for user unlocks: all day open "00:00-23:59" or time
period with end time larger than start time.

Click Time zone sub-menu from door manage menu bar, window of

AC Time zone option will popup, show as below:

AC Timezones option f’f\

[ Bad | [ est | [ peee |

Sunday Monday Tussday Wednesday Thursday Friday Salday

End Start End Stat  End Stat  End Start

® Add Time zone

1. Click "Add" button and system will popup a timetable from Sunday
to Saturday. Here, you can define any time zone you may use, show as

below:
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Timezone option

select time zone 1D |1 - Drescription

Sunday Monday Tuesday - wednezday | thureday—— Friday Satday 1
|[E:00 “— 00:00 = || 00:00 == ||| 00:00 —3“ 00:00 —E‘* | 00:00 *—“ 00:00 <=

||| 2389 =

||| [2259 =] ||[ 2259 =] ||[ 2259 =] ||[ 2259 =]

[2359 =] | 2259

2. After setting, click "OK" button to save and return to AC Time zone
option window, the new time zone will display in the list, show as

below:

AC Timezones option E‘

[ Add } [ Edit I I Delsts ]

Sunday Monday Tussday Wednesday Thursday Friday Salday

1AM 0800 |11:53 0800 j1155 (0800 11:53 0800 j11'53 | 08:00 :‘HSS 0800 11:53 0800 j11'55

3. If you want to use several time zones, continue to click "Add", and
then repeat step 2 and 3. In addition, time zone can be edited and
deleted.

® Edit Time zone

Select time zone on the list, shown as below:
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AC Timezones option E‘

[ Add ] [ Edit ] [ Delste ]

Sunday Monday Tuesday ‘Wednesday Thursday
Stat  End Stat  End Stat  End Stait  End Stat  End Start
00 [11:59 (0800 (11865 0800 |11:59 (0800 [1159 0800 1153

1. Click "Edit" button, the edit window will popup. Modify the fields as
needed.

select time zone 1D = Description :.Night
“Sunday Monday—— - Tussday | wednesday | thursday—— Friday Satday
[IE:00 = || [19:00 = [|{19:00 = {|[19:00 = ||[19:00 = |[[13:00 = |[[13:00 =] |

[21:59 = | [2189 = [21:53 = ||| 2159

Cancel

2153 =

2. After the modification, click "OK" button to save and return AC
Time zone option window, the time zone's information will display as
after edit. Show as below:

AC Timezones option g\
Add Eii Diclete
Sunday Monday Tussday “wednesday Thursday Fiiday S atday
1AM 0200 |11:59 0200 11:53 (0200 (11:59 (0200 [11:59 [0200 |11:59 (0200 [11:59 (0200 [11:59
2P 1400 1753 1400 1753 1400 1769 1400 1753 1400 1753 1400 [17.69 1400 1753
3 Might 1900 2353 1900 2353 1900 2353 1900 2353 1900 2359 1900 2353 1900 2353 ||

® Delete Time zone
Select the time zone need to be deleted, then click "Delete" button, the
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following window will popup:

Attendance Management Program |_§_|

?/ Do yiou want ko delete this item?
e

Click "Yes" button to delete it. Click "No" button to cancel operation.
Note: The deleted Time zone will no longer show in the time zone list.
2.6.2 Group

Group function can divide users into groups and combine different
groups to different unlock combinations, which make group
management of Access control more convenience. So user can define
many unlock combinations. System has defined 5 groups: Group 1,
Group 2, Group 3, Group 4, and Group 5. Under system default, new
registered user is in Group 1 and can be re-assigned to other group.

Under system default, a new registered user uses time period of Group 1.
After the user is re-assigned to other group, the user uses default time period
of the corresponding group. So please make sure to define default time

periods for each group.
Group Setting

Click Group sub-menu under the door manage menu on the left tool

bar, enter the Group setting window, shown as below:
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| 1] 1w 0| 0w
| 2 I o~| [R3 0|
[RS o [Rd

4| 0= 0| x|

5 0w 0+ 0+

Altention: when setting time zone of group, time zone 1 can not be 0, othemwise time zone of this

[ e ]|

| [ peee | [ cos

® Edit Group

1. Left click item that need to edit with cursor to enter the editing state.

5 Z 0| 0| 0|

Attertion: when getting time zone of group, time zone 1 can not be 0, atherwise time zone of this

[ b ] [ sae | [ Debe | [ oo ]

2. Click = button, and then choose time zone for group on the
drop-down list.
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Attention: when setting time zone of group, time zone 1 can not be 0, othemwise time 2one of thiz

[ A ] [ sae | [ Deke | [ coe

3. Set up is completed; click on "Save" button to save.

According to your needs, you can repeat step 1 and 3 to edit other Time

zone.
® Add Group

Click "Add" button, and then choose time zone for this new group. After
finish setting, click "Save" button to save. The detail method is similar
to Edit Group.

® Delete Group

Select the group you want to delete, and then click "Delete" button to
delete it.

2.6.3 Unlock Combination
Definition of unlock combination function.

Unlock combination is the direct expression for controlling unlock. For
example, if you want that all registered users cannot unlock door, then
set Unlock Combination to null.

Definition of unlock combination is defined to different combinations
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that can unlock door, and each combination consists of different groups.
Unlock combination directly uses group number and does not consider
order for identifying user between each group. For example, "123"
means door will only be unlocked when at least one user in each group
of Group 1, Group 2 and Group 3 passes identification together with
other two users. "4" means door will be unlocked when one user in
Group 4 passes identification together with other two users. System can
define up to 10 unlock combinations at the same time and door will be
unlocked as long as one of these 10 unlock combinations passes

identification.
Concrete step show as below:

1. Click Unlock Combination sun-menu under door manage menu, the

following window will popup:

X

Unlock Combination

Unlock Combir Description Group 1 Group 2  Group3  Group 4 Group 5

O w000 W

1

[

| [ pess | [ cose |

2. Edit: Click on the one which need to be edited, show as below:
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Unlock Combination

Unlock Combir Description Group 1 Group 2 Group 3 Group 4 Group 5
2 | | |
3
4
5
B
7
g
9
10
[

3. Click = button, then select group on the drop-down list, shown as
below:

Unlock Combination

| Unlack Cambir Graond Group 2 Groupd  Groupd  Group S
. 1 " ——- I
2 A
3 2
4 3
5 4
E
° 4
8
3
10
[ | (o ] [om ]

Note: If forget what you had defined, you can click Group Detail button

"" to see the detail. Show as below:
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Unlnl:k Combination

1 1= 2~ 3w

|l 1~ 2 iv
i el | 1 2~ i
: ' 05| o~ 0|

1 Add [ Delste ] L

4. After setting, click "Save" button to save.
2.6.4 Access Control Privileges

Access Control privilege mainly applies to user access control setting: if
a user whose personal No. is assigned as 1, 2, 3, 4, and is distributed to
No.1 device in the default period time, likes as follow, add user to right
list first, then add device to right side list. Click "Allows passing".

Set up the Access Control Privilege when a user belong a group

1. Click Access Control Privilege sub-menu under the door manage
menu on the left tool bar to enter the Access Control privilege window:

Ac Privilege option El
o Delete Al
w Edit Priviiege X Priviege ¥ Delete sll

[0} Mame Group Is Use Group Timezone 1 Timezone2 Timezone 3 DoorfAC machir il
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2. Click on "Edit Privilege" button to enter the User AC Privilege

window, shown as below:

4 Liser AC Privilege EJ@‘@

Set Group Tinezane | > > [ ~|

Departmert B 1D B Name B Group B2

Department B8 ID B2 Name

Persormel 4 Candy 1
Persornel 5 5 1
Personnel & Cloud [
Administiation 1 |Rain 1 T —
Administration| 3 Windy bl
2
Research 7 Blue 1 =
Research Sam 1
Femadi3 T 7
Machine B3 Machine Number B IF Address = Machine B2 Machine Number B2 IF dddess B3
1 | 1[132.168.1.201
2 | 1132 168 10,241
? LisE
4 11521681082

3. Default users belong to Group 1, if need be assigned to other user

groups, the need for users to re-allocation group.
Here we illustrate: ID 1 user assigned to Group 2.

(1) First selected ID 1 user, shown as below:
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< User AC Privilege

Set Group Timezone | ¥ [ | [

Department B4 1D B3 Name

Depatmert K 1D B Nare B2 Group K2
Personnel |4 | Candy |
Petscrnel|5 |s
Personnel| |

i  Apply Fiiviege
rvtTation | gy
Research|7 |Blue
Fiesearch |8 |5am

Research|d Lin

B Machine Hurmber B 1P Address

11821881.201
119216810241
1|UsB
11521681082

(2) Click on the "Set Group" button and enter the group setting
interface, select group 2.

. Attention: when setting time zohe of group, time 2one 1 can not be 0, athenwise time 2one of this

Add EE

(3) Click "OK" button to save. Now the user is assigned to group 2.
Shown as below:
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€ User AC Privilege

et Groupt Timezane ‘ v| ‘ vl ‘ v‘

Departmen: B D Bl Nawe B Goup B2

Depatment B 1D B Neame

Personnel |4 Candy 1 - |
->
Parsonnel |5 5 1
Personnel |6 Cloud 1
| Adminhaion Fiain 2]|  Apply Piiviisgs
‘Administiation| 3 Windy 1 -
Besbich 2 BKE | L]
Flesearch |6 [Sam 1
Research|9 Lin 1

B3 Machine Number B2 IP Address

Machine Machine Mumber B2 IF Addiess

1 | 1/192.168.1.201

115216800241 |
S

=W

1/152168.10.82

4. Follow the step 3, set up the group those users respective. After the
setting completed, through the tool bar's button, a single or all of users
will be moved to the right critical areas, waiting for the Privilege setting.

Shown as following, move the ID1 user to the right list:

Set Group Timezane | > [ o | v

Departent K2 D B Hame Department B2 (D Ed Nane K2 Giowp Kd ]
Fersornel| 4 Candy 1 i 1 Feain ]
Persorinel|5 5 1 [ |
Persannel & Cloud 1
- T »>
Flesearch| 7 Blue 1
Faamnls o |
Research|3 Lin 1

Tool Bar <]

Machine B Machine Number B IF Addvess

Machine [l Machine Number [ IF Addiess -

1 | T 152166.1.201
B 1 13216810261
3 1/us8

4 T 1E21ER 1062

5. In the machine list choose the machine that need to upload Privilege,

and then move to the critical region, waiting for Privilege setting. Show
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as below:

& User AC Privilege ElEX
Set Group Timezane | > [ o | v

B are B2 Goun B2

Departent K2 D B4 Hare

Department B2 1D

Persornel 4 Candy 1 Bdministiaton 1
Petsornel|5 5 1
Petsornel & Cloud 1
Administration 3 windy [ 1
Reseach|7 Blus 1
Research|8 Sam 1
Research|9 Lin 1

Machine [ Machine Nurbe: [l IF Address

1 1[132.168.1.201
3 | 1 UsE

4 | 1]192168.10.82

Machine [ Machine Number B IF Addvess
| 118216810241

6. After users and machine is selected, click on ”” button, the

group Time zone which is used by user in the critical periods will be
assigned to the selected devices. After distribution is successful, prompt
will appear shown as following

Attendance M... @

increased by 1 rights

7. Click "E3" button to close current window. The Access Control
Privilege Setting and synchronize set up information of user groups will
display in the list. Shown as below, machine 2 in the ID 1 user group 2

Time zone.
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Ac Privilege option f5_<|

Delets Al
m ¥ Delete Al

Mame Group I¢ Uge Group Timezone 1 Timezone2 Timezone 3 Door[AC machir

Set up the Access Control Privilege when a user do not use group

1. If a user belongs to the group, but she/he does not use group Time
zone, then in the User AC Privilege setting interface, select the Time
zone to be used, shows as below, ID 4 user belong to the group 3, but
she does not use group 3 Time zone, and use the 1,2,4 Time zone.

4 User AC Privilege

Set Group

Department B 1D B Name
Administation| 1

2
Administration| 3 [windy 1
Perscrnel 5 5 [
Persornel & | Cloud 1
Research 7 Blue 1 -
Ressarch & [Sam i [ <]
Fieseaich 9 Lin 1
Machine Bl Machine Number Bl IP Address =l Machine Bl Machine Number B IF Addess B
1 1/132.168.1.201
2 1182168 10,241
: T
4 11921681082

2. Select machine then click ”” button to apply privilege. Click

"E3" button to close current window. The Access Control Privilege
Setting and synchronize set up information of user groups will display in
the list. Show as below. ID 4 user belongs to group 3, non-use time zone
of group 3, but use 1, 2, 3 Time zones.
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Ac Privilege option [E|
P T Delete All
e (it Privilege: 2x Privileas » Delete Al

1 1D Mame Group Ig Uge Group Timezone 1 Timezone 2 Timezone 3 Doo[AC machir
1 |Rain | 2| v | 0| 0/ 02 |
4 [Candy | 3| | 1= | 2>PM|  4>Narmal |2 |

Delete the User Access Control Privilege

1. Choose the user who will ready to be deleted, shown as below:

Ac Privilege option El

23 Edi Privilege X Eﬁﬁfg’:" % Delete &

Group Iz Use Group Timezone 1 Timezone2 Timezone 3 DoorfAC machir

12AM | (ZoPM| 45Nomal[2

Delete Al
2. Click the "" button to delete. The deleted info will never

show in the list:

Ac Privilege option FX|
: Edit Privilege Dele ¥ Delete 4l

|1o MName Group Is Use Group Timezone 1 Timezone 2 Timezone 3 Door(AC machir I
1 Riain 2| [ [i] i 02
4  Candy | 3 1 1AM | 23PM | 47>Norma\i_2
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2.6.5 Upload Options
1. Connect device

Choose upload device. Click icons to choose the device with mouse,
right-click mouse, select Connect item, and show as below:

& Attendance Management Program - [ Temp-Supervisor 4/24/2013] [9(=13]

Data _Attendance SearchfPrintMaintenance/Options _Device management_Help
RO D = , © 0 o
Employees  AClog  Repot | Device  [DelDevice| Cormect Disconnect | Exit system
A1 E Machine List
£ Depatment List - -
s Adinistaton Devica Name Status Machinghlo Comm typs Baud Rate IP fddress Fot A
2 Erplayees G2 Disconnec ted 1 Ethemet 192168.10.241 4370
£ Database Otion.. S3 Disconnected 1 Use
Employes Schedule =
@ Maintenance Timetables L] J
& shits Mansgemert 4 [Acho [Hame__[sTime [Mahine__[Verty)|_[ID__[Status ~
1B Employes Scheduie M| 1 [2] Connecting with device ol 16:52.08 0424
@ Attendance Rule [ 2/[4] Suoceed in connecting vi 16:53:56 04-24
<
ool 8308 2 ‘Excepiion Evert =
|Aeno [ime [Mackine _|Event |
@ Timezone
& Gioup
& Urlock Combination
G Access Contol Priviege
% Upload Options = ~
45359 Phi

2. Upload Access Control Settings

Click Upload Option sub-menu under the door manage menu on the
left tool bar, then the following tooltip will popup:

Upload Choice

[¥]AC Options

[ ok | [ X cancel |

Select the Access control option which you want, the two kind of option
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could to be seclected at the same time. After success upload, it will
display the success information on the window, show as below:

|ID |Status ITime |
1 [4] Connecting with device.pl 16:58:01 04-24
2 [4] Succeed in connecting wi 16:58:18 04-24
3 [4]Upload uzer access contre 16:58:27 04-24
b 4 [4]0peration finizhed 16:58:27 04-24
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3. Appendices

3.1 Set Date

In the box of Date click "*/" button to select the date, and in the box of

Time click "=—" button to select the time or directly change the time. In
the drop-down box of Date, click " 4 " or "_*." button to move the date

one month upward or downward:

Tirme Fange

From | 4/ 1/2013 |»| 00:00:00 =

Qo m=n

Sun Mon Tue Wed Thu Fri Sat

& 2 3 4 5 B
T8 9 10 11 12 13
14 15 16 17 18 19 20
A 2 2B kT
28 29 30

T Today: 472472013

Click the year number to change the year directly, or click "= button
to move the date one year upward or downward. Click on the date you
want to select it.

3.2 Select Employee

The option box of Employee is like this:
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AC Mo, M ame

|

2_. 3 Wafindy
L 4 Candy
4 |5 A

L G Cloud
E_. 7 Blue
L a Sarm
ENE Lin

Move the mouse to the row the employee to select is in, left-click the

mouse, and this row will turn blue.
To select more than one employee, hold down "Ctrl" key to select.
3.3 Select Department

The option box of Department is like this:

Dep.: | OUR COMPANY -]
LR COMPANY
FAE
Finacial
Human Rezources
—I- Maintenance
1 ¥

With the mouse left-click the department name, the department name

will turn blue. It shows chooses successfully.

3.4 Select Employee in Department

Click the department box to extend the tree-type framework, and select
the department where the employee is, then click the employee box to
extend the drop-down list box and select the employee.

212



Attendance Management Software User Manual

3.5 Data Table Tool Bar
The Data sheet Process Tool Bar contains the following operation
buttons:
Priot Last Delete S are
>»| -f|&|+.|-|ﬂ|-- K
First / Mext Add Cancel

In the data sheet, the row marked with P symbol is the current row and
all operations for he sheet is conducted in the current row.

Click button to carry out corresponding operation for the data sheet.
First: To move the current row to the first row.

Previous: To move the current row one row upward.

Next: To move the current row one row downward.

Last: To move the current row to the last row.

Add: To add a new row in which new data can be entered in and the

current row is the new row.

Delete: To delete the current row.

Edit: To modify the data in the current row.

Save: To save the data after edition or in the newly added row.
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Cancel: To cancel the result of adding a new row or editing the data.

Under the status of adding or editing, the result of moving data will be
automatically saved.

In the data sheet, click on the row to select it. (Select multiple rows by
pressing "Ctrl" and clicking at the same time as needed.) The selected
rows will turn blue.

3.6 Export Data

Following take Attendance Record as example, to describe Export
Data function:

4 Search Employee’s Attendance Checking Record D@@
Conditiorr
OUR COMPENTY = 1) Ibyou want add, edit sttendance checking's original records, please
gz 45 advanced Export @ use the functions of "Forgetting to clock infout”, "Coming
Mame: | <Al - Late/Leaving Early Collectively”, o "Handle Attendance Cherking
Records In Advarnce”
Time Range In a7
Fiom | 4/ 172013 % 000000 = [esign Repat Display Status [ Support simple cale
To | 4/10/2013 +| z3853:00 — [ o ] [ Modiy Log ] Disp\ay Workeode [#] Display Null Records
[ Diplay Image [C10nly Display Mull
[ Primaty Logs | Simple Cale:
Department Name [Me. | Date!Time | Status | Lecation 1D_[ID Kumt &
MPersonne! Candy 4 4/1/2M3 X006 AM  CAn 2
_|Personnel Candy 4 4/1/2M3 60006 PM C/0ut 2
_|Personnel Candy 4 4/2/2013 30006 AW C/0ut 2
Personne Candy 4 4/2/2M3 0006 P C/0ut 2
= v
6 | k4
18

As shown in the above picture, click "Export" button to popup the
following window:
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Export Fields Options E|
Fleaze select the fields that you want to export: Fredefined Items List:
| v
v| Mo
v Date/Time
v Status
v Location 1D Yol may:
v D Mumber <Save Current Option: Input a name in the above
v Workcode Predefined Items List, and then press "0K".
v VerifyCode <Impart Previous Options> Chooze one name that
v CardNo have been saved before in the above Predefined
Items List, and then press "0k,

o OK l l x Cancel

Predefined Item List: The current definition of your choice will be a
name, when the next time export will be allowed to directly select and
save name but not need to choose the field to export in the left box.

Put tick in font of the fields to export. If next time you want to select the
same fields to export data, you can input an item name in the box of
Predefined Item List, and click "OK" to save the selected fields in this
item. If you want to call your previous choices, select a name saved in
the box of Predefined Item List, and click "OK" to enter the following

window:
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Save |.”—,_"| My Documents v| - cF EE-

; 5. hﬁ My Music
Iﬂ Iy Fictures
My Fecent
D ocumetts

Deskiop
y Documents
oL
fy Computer

@

My Metwark, File name: | ~ | [ Save ]
Places
Save as lype: | Microzoft Excel File(".xls) r";|

Text File[* bat]

Enter a filename for this file to save in the column of Filename, select
the type to save this file, and then you will export the selected data to
this file. You can save a file in three formats: Excel files (Microsoft
Excel File (* xls), DBF formed database files, right justified text files.

3.7 Advanced Export

Advanced Export is mainly used in secondary development to transfer
the data in our software. When needs to export the data, choose in here
need to export the data the item and its setting attribution. Single-click
"Advance Export" button on Attendance Record interface, shown as
following figure.
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Export dialog -- Export to [InOutData.xls]

Destination file
Open file after export [C1Print file: after export
| Export Type | Fields || Formats | Header & Foater || Caption & Wwidth | Excel Options
Expart to
(EIMS Excel D DBF (CISYLE File
(IS Wword OPDF CDiLaTex
CIRTF (D) Text File JsaL
(IHTML D) CSY File (DwWindows Cliphoard
ML (I DIF File OiLog
|_Eomats | Options |
Load Export Options I l Save Export Oplions ] [ Start Export ] [ Cloge

Here we take the Excel table to export as the example, explain advance

export the function.

1. Choose Export file format on the Export Type label of Formats tab

as MS Excel.
2. Set the parameters in the Options tab. Show as below:

Export dialog -- Export to [InOutData.xls]

Destination file

Open file after export [C1Print file: after export

| Export Type | Fields || Formats | Header & Foater || Caption & Wwidth | Excel Options

( Constraints
[#] G ta the first record ] Current recaord only
[#]&llow export empty data source

Skip |0 recards (I Expart all records
(CIExpart only
| Eomats Il Options |
Load Export Options I l Save Export Oplions ] [ Start Export ] [ Cloge
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3. Input the filename and choose the saving position.

Destination file

Open file after export [ Print file after expart

4. Set the field, the format and so on

A. Field

Export dialog -- Export to [InOutData.xlIs]

Deestination file

Open file after export [CIPrint file after export

Export Tupe | Fields | Formats | Header & Footer | Caption & Width | Excel Dptions

B DEFAULTDEPTID
=

workcode
@ welifycode
CardMo

RERLE

Load Export Options ] l Save Export Oplions ] l Start Export I l Cloze ]

Chooses field which want to export, There are ten fields:
DEFAULTDEPID, Name, PIN, SSN, CHECKTIME, checktype
SENSORID, SSN, wokecode, verifycode, CardNo.

Note: Only the machine have Workcod feature, can choose to export
the workcode field.

B. Format
Set export the field form, there are the Common format and user
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self-define form two formats.
C. Page head and page foot (Header & Footer)

Here may add the page head /foot page for file which Export, input the
explanation writing in the page head/foot, these writing will be able to
display in the start and the ending of exported the file.

D. Caption & Width

There are ten fields which Export: Department, Name, No., Data/Time,
Status, Location ID, ID Number, Workcode, Verify Code, CardNo, label
it with the easy memory the title and defines each field the display
width.

E. Excel Options
Set the Fields and Styles to export.
5. Save Export Options

After setting the field, the format and so on, for provide the convenience
to export next time, will be allowed to save this setting in the file, next
time will export this setting instead to set again.

6. Load Export Options

Directly import setting file before save, then was allowed to transfer the
setting before you setup, directly export the data again.

7. Start Export

After all options set finished. Click "Start Export" button, the following

window will popup:
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Status E-xporting...

EHpor.ted 'I?'?:'
Time 0:00:00
Speed

When indicator inform you completes download data, then may confirm
and gets down the data to directly which the examination Export. Show

as below:
" 4 = % Department
A B | c | 3] E | G H =
1 |Department Name Ho. DateTime Status  Location 1D 1D Number Workeode Verlf,
|2 |QUR COMPANY lucy i 7202011 1613 AT Cln i ] Pass
'3 |QUR COMPANY lucy ] 7222011 15:14 A7P7 Cln i i} Pass’
4 |QUR COMPANY lucy i 7202011 15.14 ATP7 Clin i B Fass
5 |OUR COMPANY lucy i] 7-22-2011 15:14 A7P7 Ciin i i} Pass-
£ |OUR COMPANY lucy fi 7-222011 15:14 ATP? Cfin i il Pass
7 |OUR COMPANY lucy ] 7-222011 1514 ATFF Cln ) B Pass
B |QUR COMPANY lucy i) 7-22-2011 1514 ATP7 Cfin il il Pass
9 |OUR COMPANY lucy il 7-22-2011 1514 A7P7 Cln i B Pass:
[10|0UR COMPANY lucy fi 7-22.2011 15:23 ATP7 Clin il ] Pass
11 [QUR COMPANY lucy il 7222011 15:23 ATPT Clin il o Pass
[12 |QUR COMPANY lucy n 7222011 16:12 A7P7 Ciin i i} Pass'
|13 |OUR COMPANY lucy fi 7202011 1612 A727 Clin i B Pass
[14|QUR COMPANY lucy A 7222011 16:12 A727 Clin i i} Pasy
|45 |QUR COMPANY lucy i 7202011 16:14 ATP7 Clin i B Pass
16 |OUR COMPANY lucy i] 7222011 1614 ATP7 Ciout ] i} Pass'
17 |OUR COMPANY lucy i 7202011 1616 A7F7 w1 i} Pass
18 |OUR COMPANY lucy ] 7-22-2011 16:15 A7P7 Clin il ] Pass'
18 [OUR COMPANY lucy i] 7222011 1615 A7P7 Dut il il Pass
20 |OUR COMPANY lucy il 722-2011 16:15 A7P7 Out i B Pass
21 |QUR GOMPANY lucy f 7222011 16:15 A7P7 Clin i i} Pasy:
|22 |OUR COMPANY lucy f 7222011 1615 A7P7 Out Back | ) Pass
|23 |QUR COMPANY lucy ] 7-22-2011 16:15 A7P7 Out Back | i} Pasy
|24 |OUR COMPANY lucy f 7202011 16:15 A7P7 Out Back | B Pass
25 |QUR COMPANY lucy A 7222011 16:36 A77 Out Back 1 i} Pasy
26 |QUR COMPANY lucy i 7202011 16:36 A7TP7 Out Back | B Pass
27 |QUR COMPANY lucy ] 7-22-2011 16:36 A7P7 Ciin il i} Pass'
28 |[OUR COMPANY lucy i 7202011 1636 ATF7 Ciowt i} Pass
29 |OUR COMPANY lucy ] 7-22-2011 16:36 A7P7 Clin 4l il Pass’
30 |OUR COMPANY lucy i) 7222011 1636 ATP7 Ci0ut i il Pass
31 |OUR COMPANY lucy il 7-22-2011 16:36 ATP7 Out il il Pass’
32 |OUR GOMPANY lucy i] 7-22-2011 16:36 A7P7 Duf Back 1 il Pass:
33 |OUR COMPANY lucy [ 7-22-2011 16:36 ATFT Clin il B Passu

3.8 Downloading Photos Automatically

When the PC is connected to an 8-inch color-screen device, set the
server on the 8-inch color-screen device and connect the 8-inch
color-screen device to the Internet. Start the attendance management
software on the PC, and the software automatically detects the device
and downloads the photos taken on the device. The detailed operation is
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as follows:

1. Connect the PC and the device to the Internet respectively, or ensure
that both of them are in the same LAN.

2. Choose Menu --> Communication device --> Other settings on the
device. Set the Web server to the IP address of the server where the

photos will be saved.

3. Open the attendance records on the device (Note: The device must be
configured to take photo of and save the attendance records) and take

photo of the attendance records.

4. Start the attendance management software, choose
Maintenance/Options-->System Options, and select Show Photo in
the Regular tab.
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System setup

Reqular
é : | Main Window
oritor
(Z) Function Option Show GridLine
b Stat
£+ Download Recerd(s)
1 Stalus of Record(s] AC Na. Setting

22 Import Usenls) Data

AC Mo length 0 2] (IFless then add 0in shead. If over then keep its le
% Evtend Function

(AC o Digal onl) [ £ Undete the deta according 1o the ngh selling

(AL Mo (Chars)

[] Minimize on program startup
Use XP style
Save Window after exit;
Update LRL
hitp: Aéen zksoftware. com 82/update /At inf

W clisplay HermsPwhen Zeio Clasing Autaraticsly moriter]
1000

[ v | [ % canca |

5. Select Transaction Photo Record of using Http in the Extend
Function pagination. Ensure that the port settings are consistent with

Web port settings on the device. Finally, click "OK" button to save, as
shown in the following figure.

System setup

)

B Regular ‘

=1 Manitor Transaction Pheta Record of using Hitp

IEI ;mfhw Option [orily for device of hitp servernot supported Rs232.485
a

& Download Recordls]

3 Status of Record(s] |

[¥]4dd Machine To System Automatic

Transaction
(@ Real Time
Ointerval 5 2 (UnitMin)

O Transaction Log Times

Ex00:00,08:00,17.00

Timezone  |Eto/GMT+0B:00

[ o 0K ] [ anr\:E\]
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6. The attendance management software automatically detects the online
device, and displays the latest attendance records and photos in the main
interface, as shown in the following figure.

4 Attendance Managsment Program - [ Temp-Supervisor 4/24/2013]

Data Attendance  SearchiPrint  Maintenance/Options  Device management  Help

E =;m.X © 0 0

Enplojess  ACLog  Repot | Device  DelDevice | Comnect Disconnect  Esit system
AT Manage 2 Ehpaiai

Maintenance /i ptiorss 2

Device Name Status Machineho, Corom type Baud Rate 1P Address Part (A
&3 Department List 53 Disconnected 1 Use
G Adrminisistor e Connected 1 Ethemet 1921681082 4 =
22 Employees )
£ Database Option £ | 22

14 Jacho |Wame  |sTime Machine _|VeifyMode | A

Employee Schedue 2 a4 Cardy | 4/24/201353017PM |4 FP/PW/RF/F:
[ Hoitenance Timetables 55 sm L2352 4 FRJPW/RFF)

¥ 1 Rain 42420135 3025PM 4 FRIPWIRFF
@ shits Management S
@ Empioyes Schedue S| &
o Exceplion Event

endance Pl
Jfcha |Time. [Machine__[Event |
door manage a M
@ Timezone
@ Group »
& Unlack Combination 2
530.38PH

7. You can also query the latest records and photos from the attendance
records: 1) Connect the device first, 2) Download the attendance records,
3) Open the attendance records, 4) Finally select Display Image. Then,
you can see the details of each record, including the images. In the

image list, you can click an image to view the enlarged image.
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4 Search Employee’s Attendance Checking Record \'ZHE\@

Condilian
OUR COMPANY - IF you want add, edit attendance checking's original records, please use
oy § Advanced Expart @ the functions of *Fargstting to clock infout”, "Coming Late/Leaving E.atly
Name: | <l ] Collectively”, or "Handle Attendance Checking Records In Advance'”
Time Range S i i
| = esign Report
From | 4 142013 |+ |00:0000 - Sihon [“]Display Status [#] Suppart simple cal
To | 4/10/2013 v 235300 — l B Expor ] [ Modity Log ] [ Displap Workcode [#] Display Null Riecords
[“IDiplay Image [ 0nly Display hul
| Primary Lags | Simple Calz |
|_|Location1D_[ID Number | workcode | veriyCods ~
2 o Face
2 ] Face
]
& [E]
20

3.9 How to Generate License Files

There are two algorithm versions to enroll the user fingerprint in

employee maintenance: Finger9.0 and Finger10.0.

£ Employee List Ll @‘

S fis ) X ik Q@ 3 4} i
7 L Add Debts batch Search Import  FaceGroup
DClirclude b depatment ofs v] ACNo ‘ No. | e [heed Tite Mobils/Pager =
OUR COMPANY
- Administralion 1 Rain
Persannel 2¥3 Windy
Fesoarch
2] [ v
<] >
ACNo. |3 Name [Windy Photo Fingerprirt manage
Finger 3.0 Finger 10.0
Gender - Mo ®Finger OFing
Nafianaity Office Tel —
OFingerrint device (5870
Tile Piviige [User  ¥|
Date of Bith | 7 / =] Datecf | /4 o]
Employment
CardNumber | 2001351320 Mobile Mo,
Home Add | & ™
| Basic Infomation | Addiian | AC Dptions
Flecord Court:2

How to choose Finger9.0 or Finger10.0

1. Enroll with a single color LCD fingerprint sensor, choose Finger9.0

algorithm version.

224



Attendance Management Software User Manual

2. Enroll with a TFT fingerprint sensor, you can choose both options.
Each algorithm version provides corresponding FP sensor to enroll.

Note: View the device algorithm version in the "system parameters".
How to generate Finger10.0 verification license:

If choosing the Finger10.0, you need a license to conduct fingerprint
sensor enrollment. Click on the "Registration" button, it will
automatically created "id.txt" file in the software installation directory,
you need to send this file to our company to get the license file
"finger.lic", then put the license file in "system32" folder under the
system disk, such as C: \ WINDOWS \ system32 directory.

3.10 Check New Version

The software provides a software version upgrade function. This
function can be a timely examination of the software version, and

update.
The specific steps are as follows

1. On the Regular pagination of System Options, setting the Update
URL as http://cn.zksoftware.com:82/update/Att.inf. Show as below:
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System setup

Flegular
L;_Mn_f‘ﬂrl Main Window
) Furction Option Shonlircl e
b Stat ] Sk Phictes
£ Dewrlosd Pecord(s) ) )
4 Stalus of Record(s) (aGHcisatng

22 Import Uses(s) Data |
4 Extend Function | (DAL No.Digital anly)

| (DAL No.[Charg]

ACNo. length 0 23] (1 less then add O in ahead. If over then keep is e

[ £33 Update the dats according to the lenath siting

[] Minimize: on program startup
Use %P style

Save Window after exit

Update URL
| hitp: /e 2ksoltware. com 82 update Bt inf |

Max display items{when Zeio Closing Automatically manitor]

1w

| [ X cance |

2. After complete set, click "OK" button to save. Click the Check New
Version sub-menu under the Help menu, will connecting to the updated
server, and then search whether have new version. If have new version,
it will display on the window, show as below:

[ MNext[M]s ] [ Cancel ]
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3. Select this update package, and then click "Next" button, the

following window will popup:

Software upgrade

2 =

Updating : Att CAB

Download : hitp://on.zksoftware. com:B2/update) Att CAR

Back [E] | MmN ] [ Cancel ]

As shown in Figure, displays update process. It's will take some minutes,
please be patient. After success, the following window wills popup:

Software upgrade

Updating list :

At inf
Found New Version
htt. CAR

Restart Application To Update?

B] [ NewtiN ] ] [ Cancel ]

4. Click "Next (N)" button, close the software and auto update system.
After update, click the About sub-menu under the Help menu. The

following window wills popup:
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About this system

Fingerprint Attendance
System

Yersion: 4.8.7 Build153
SDE Version:6.2.4.10

As shown in Figure, update successful.
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4. End User License Agreement

Important- read carefully:

This End-user License Agreement ("EULA") is a legal agreement
between you (either an individual or a single entity) and the mentioned
author of this Software for the SOFTWARE PRODUCT identified
above, which includes computer software and may includes associated
media, printed materials, and "Online" or electronic documentation
("SOFTWARE PRODUCT"). By installing, copying, or otherwise using
the SOFTWARE PRODUCT, you agree to be bound by the terms of this
EULA. If you do not agree to the terms of this EULA, can not install or
use the SOFTWARE PRODUCT.

SOFTWARE PRODUCT License

The SOFTWARE PRODUCT is protected by copyright laws and
international copyright treaties, as well as other intellectual property
laws and treaties. The SOFTWARE PRODUCT is licensed, not sold.

1. Grant of License. This EULA grants you the following rights:
Installation and Use. You may install and use an unlimited number of
copies of the SOFTWARE PRODUCT.

Reproduction and Distribution. You may reproduce and distribute an
unlimited number of copies of the SOFTWARE PRODUCT; provided
that each copy shall be a true and complete copy, including all copyright
and trademark notices, and shall be accompanied by a copy of this
EULA. Copies of the SOFTWARE PRODUCT may be distributed as a
standalone product or included with your own product.
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2. Description of Other Rights and Limitations.

Limitations on Reverse Engineering, Recompilation, and Disassembly.
You may not reverse engineer, decompile, or disassemble the
SOFTWARE PRODUCT, except and only to the extent that such
activity is expressly permitted by applicable law notwithstanding this

limitation.
Separation of Components:
The SOFTWARE PRODUCT is licensed as a single product. Its

component parts may not be separated for use on more than one

computer.
Software Transfer:

You may permanently transfer all of your rights under this EULA,
provided the recipient agrees to the terms of this EULA.

Termination:

Without prejudice to any other rights, the Author of this Software may
terminate this EULA if you fail to comply with the terms and conditions
of this EULA. In such event, you must destroy all copies of the
SOFTWARE PRODUCT and all of its component parts.

Distribution:

The SOFTWARE PRODUCT may not be sold or be included in a
product or package which intends to receive benefits through the
inclusion of the SOFTWARE PRODUCT. The SOFTWARE
PRODUCT may be included in any free or non-profit packages or
products.
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3. Copyright

All title and copyrights in and to the SOFTWARE PRODUCT
(including but not limited to any images, photographs, animations, video,
audio, music, text, and "applets" incorporated into the SOFTWARE
PRODUCT), the accompanying printed materials, and any copies of the
SOFTWARE PRODUCT are owned by the Author of this Software.
The SOFTWARE PRODUCT is protected by copyright laws and
international treaty provisions. Therefore, you must treat the
SOFTWARE PRODUCT like any other copyrighted material except
that you may install the SOFTWARE PRODUCT on a single computer
provided you keep the original solely for backup or archival purposes.

Limited Warranty
No Warranties.

The Author of this Software expressly disclaims any warranty for the
SOFTWARE PRODUCT. The SOFTWARE PRODUCT and any
related documentation is provided "as is" without warranty of any kind,
either express or implied, including, without limitation, the implied
warranties or merchantability, fitness for a particular purpose, or no
infringement. The entire risk arising out of use or performance of the
SOFTWARE PRODUCT remains with you.

No Liability for Damages.

In no event shall the author of this Software be liable for any damages
whatsoever (including, without limitation, damages for loss of business
profits, business interruption, loss of business information, or any other
pecuniary loss) arising out of the use of or inability to use this product,
even if the Author of this Software has been advised of the possibility of
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such damages.
Acknowledgement of Agreement.

I have carefully read and understand this Agreement, Radiate, Inc.'s

Privacy Policy Statement.
IF YOU ACCEPT the terms of this Agreement:

I acknowledge and understand that by ACCEPTING the terms of this
Agreement.

IF YOU DO NOT ACCEPT the terms of this Agreement.

I acknowledge and understand that by refusing to accept these terms, I
have rejected this license agreement and therefore have no legal right to
install, use, or copy this Product or the Licensed Software that it

incorporates.
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5. Trouble Shooting

The following is a list of typical troubles you may be annoyed of at the
beginning of working with program and their solution as well.

1. Due to the personnel changed, fail to enter the management
program, what will I do?

Answer: The PC needs to be configured with Office2000 or a later
version, and the Access software at first. Then enter the attendance
program installing directory, look for the att2000.mdb file, double-click,
and find the "userinfo" list in the appear interface, double-click, to find
"securityflags" field, delete the identifier with the value as "15" under
this filed.

2. I forget the password of database, how to do?

Answer: Enter "maintenance and setting” of management program,
click on the "Setting password of database", then have no need to verify

old password, so can set up new password of database.
3. How to use the business check-in/clock-out?

Answer: When the employee needs to go out, the employee should
check-out on attendance device. When the employee come back, select

business clock-in.

4. While inquire attendance record, selected the highest department,
selected all employee, why cannot see record, but it's true display
that has been saved to downloading data?

Answer:
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(1) It is maybe the data record time expire inquiring range, want to view
the original record , open the attendance database (att2000.mdb), enter
clock-in-out list, can see all original record, prove that original
attendance record is in the range which you inquire, specifically pay

attention year.

(2) It is maybe that add a highest department again after the general
company name was canceled, installing finish, the default highest
department general company can not be cancel, but it is able to be
modify in the attendance rule.

5. I have assigned shift, why no the result of account and statistics
indicate leave, comes late, gone early?

Answer: First enter management to check the setup shift, in normal
condition the name of shift corresponding time period display that
appear in blue color in right time box, if there isn't any problem, enter
employee shift list, view the starting date of employee shift, the starting
date is beyond the account and statistics time range, isn't it?, if it isn't,
assign shift again, fix new starting date.

6. How to cancel the schedules which have been set up?

Answer: You can add an empty schedule firstly, then use the empty
schedule replace the schedule which will be canceled in employee
assignment, enter schedule management to cancel corresponding
schedule, OK.

7. Why the data which is stored record is fewer than loaded down
data while in the process to download all data?

Answer: While loaded down and record, the attendance program can
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determine loaded down record, the repeat record will be cancel
automatically; the stored record will not be store again.

8. Why the loaded record appear, but cannot find it while inquire it?

Answer: Confirm time range you inquire is accord with attendance time
of loaded record, or it's not. can check attendance record day, month,
year, after loaded down record, or open database (att2000.mdb), enter
check-out/clock-in , can see all origin record, confirm time of attendance
original record is within the range of acquirement, pay attention years
record specifically, some independence equipment set time is not real,

result in attendance record time isn't correct.

9. Why I attendance normally, but it is show I stay away from work
without leave or good reason?

Answer: Examine your period time setting first, confirm your
attendance record is among the range of clock-out time, example, you
setup the clock-out time is from 17: 00 to 18: 00, you clock-out time
record is16: 30, so that the record is invalid, system will indicate neglect
afternoon (in attendance rule, no clock-out is neglect); next, examine

you attendance time is correct, or it's not.

10. Why there are come late and gone early in the attendance
account and statistics shift, but there aren't their records in

inquiring record?

Answer: Please examine the setting of attendance account in attendance
rule, see if "on duty clock-in record: come late/ gone early" have been
sign or have not, if it has been labeled so that the neglect system will
indicate come late/gone early.
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11. Leaders of company don't require clock-in-out, but their
attendance demand account, how do it to set?

Answer:

(1) Enter attendance setting under employee maintenance, cancel valid

attendance;

(2) Set up a period time of unnecessary to clock-in-out, produce a

schedule, the schedule is used to account with employee.
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