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About this Manual:

This manual provides Attendance Management 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*.dIl" 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.



Attendance Management Software User Manual

@Note:

(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, SQLServer.

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 "Next";
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Select Setup Language E|

Select the language to uze during the inztallation:

[Erasn B4

[ Ok, ][ Cancel ]

Tips: click "Cancel" button to abort installation.

3. The next step is "End user software license agreement" dialog, please
read carefully. Click on "I Agree" enter the next installing process;

Setup

License Agreement
Fleaze read the following important information before continuing.

Fleaze read the following License Agreement. ou must accept the terms of this
agreement before continuing with the: installation.

EMD-USER LICENSE AGREEMEMT FOR THIS SOFTWARE A
Important - read carefully: =

Thiz End-Uzer License Agreement ["EULA" is a legal agreement between pou
[either an individual or a zingle entity] and the mentioned author of this Software for
the zoftware product identified above, which includes computer software and may
include azzociated media, printed materials, and "online or electonic
documentation ["SOFTWARE PRODUCT"). By installing. copying, or othenwise
uging the SOFTWARE PRODUCT, vou agree to be bound by the terms of this
EULA. If you do naot agree ta the terms of this ELILA, do not install or uze the
SOFTWARE PRODLUCT.

(3 do not accept the agreement

[ < Back ” Mest » ]l Cancel ]

4. In this interface you can select the installing directory of the software,
Click "Next", enter the next step;
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Select Destination Location
Where should Attendance Management be installed?

J Setup will install Attendance Management inta the following folder

To continue, click Nest. If pou would like to select a different folder, click Browse.

| Browse

Al least 0.7 MB of free disk space is required.

[ < Back ” Newt » ][ Cancel ]

5. In this step you can choose the component which you want to install,
such as fingerprint sensor driver, attendance management program and
user manual. Click on "[]" if you need it (recommend selecting all
components except it has been installed), then click on "Next", go to the

next page;
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Setup

Select Components
‘which companents should be installed?

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

Fingerprint reader driver
Attendance Management 12.3MB

Current selection requires at least 15.7 ME of disk space.

[ < Back ” Mest > I[ Cancel ]

6. In this interface, you can change the name and decide where to place

the program's shortcuts. Click "Next", turn to the next step;

Setup

Select Start Menu Folder
Wwhere 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 you would like ta select a different folder, click Browse

! [ Browsze

[ < Back H Meut » ][ Cancel

7. Click "Next" button, turn to the next step:
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Setup

Ready to Install
Setup iz now ready to begin installing Attendance Management on your computer.

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

Destination location:
C:\Program FileshAtt

Setup type:
Full installation

Selected components:
Fingerprint reader driver
Attendance Management

Start Meru folder:
Attendance banagement

[ < Back |L Iristall J[ Cancel ]

8. Click "Install" the software start to install and copy the files to the
hard disk until the fingerprint sensor 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 install Fingerprint Reader Driver 2.3.2 on your
cormputer.,

It is recommended that you close all ather applications befare
continuing,

Click Mext to continue, or Cancel to exit Setup.
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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 [W

Select Components
‘Which components should be installed?

Select the components you want ta install; clear the components you do not wank to
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 sensor 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 Fingerprink Reader Driver,

Sekup must restart vour computer, Would vou like to restart
nov?

@ ‘s, restart the computer now

() Mo, Twill restart the computer laker

11. Click "Finish" to complete the installation.

Completing the Attendance Management
Setup Wizard

Setup has finished instaling Attencance Managemert on your
computer. The spplication may be launched by selecting the
installed icons.

Click Finish to exit Setup.

The shortcuts will appear on the windows, click this icon
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desktop to enter software
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.

Run "Add/Delete program" in control panel, choose attendance
management system and uninstall it.

Alternatively, choose Start > Program > Standard version of
attendance management system > Uninstall the attendance

management software

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 software "Connect Device-Download user info and Fp"

2. Upload employee's name and other materials which have been modify
in Device in the Employee maintained "Connect Device -Upload user
info and Fp"
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3. Assign Employee to department "enter Department management"
4. Setup Shift Schedule and Timetable "enter Maintenance Timetable"
5. Setup Shift Schedule "enter Management Shift Schedules”

6. Assign the employee Schedule "enter Employee Schedule"

7. Download attendance data to software in "Connect Device
-Download Attendance Logs"

8. Examine Attendance report form "enter Attendance report"

10
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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 the Device with software,
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.

Device Maintenance

Click "Device Maintenance" in the main interface or click "Device
Maintained" in My Device List, in here you are able to complete to add,
cancel, and modify Device.

Device manage X

eliacing Lt [ Device Edt |
Machirs Name:

1 Communication parameter
1

mE Name |2 | Devics Number 1

BaudRate | 115200 |+ Patt !P,Dﬂl,i_i

Communication key

=+ Add ] [ & Save ] [ X Delete ]

3

11
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There are two default communication modes provided in the system,

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:

*

2

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.

Device name: named the device, which machine has been
connected with system.

Communication mode: which way is used in communication

between the device and computer.
Baud rate: the baud rate is same with it in the machine, Here.
IP address: device IP address

Communication password: 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

Serial 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.

Deletion: 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

12
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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.

Serial number: If the communication mode is the RS232, please input a
random number which between 1 ~100, 133 ~ 255 in blank enough. If
the RS485 mode is used, inputs the machine address.

Connection Device: the Device which reside in the system will display
in the " My Device list", single-click the Device to choose it, then click
"Connect Device" button, or right-click the Device that want to be

connected, select the attached Device from following menu appeared.

sl

Dieriza Hane.
S

[

EIRL

When the system connect with Device, the prompt "connecting, please
wait" will appear on below right side status column, weather 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

13
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2) Whether the communication line linking well
Disconnect

When the system and Device continue to upload and download data, the
Device is in a "work" 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: On the device, click with the right mouse button, move the

cursor to appear in the menu display mode in the menu, pop-up menu
display options, can choose Large Icon, Small Icon, List or Report.
The default display mode is Report.

4. Device Management

Only when the system and the Device are at the connection condition,
the downloading data is available, directly click "AC Manage" in the
column "Machine" on the main interface left side, or choose the "AC
Manage", access Device management menu, choose machine from the
left list.

Connect Machine of Fingerprint and Face

a. this page describes the fingerprint machine information, though this
page you can view the information about this product type, product
module, serial number, firmware etc. click "Read Options", you can

know detail about the device.

14
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Machine List

~Infarmation

User Count Log Count

Fingerprint Count Super log count

Face Count Administrator Count

Pazsword count 1 Product Namne

Manufacture time  2012-02-17 12:62:42 Firmussate versian
Serial Number 4153412070079
Capacity
User 10000 Fingerprint
Leg 100000 Face

25

74

a

iFace?0l

Wer B.6D Apr 20 2012

500

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

Machine List-

| Device Info | Power | Advanced Function Cornm Set |

X

Idle Option

Idle minutes

15
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Click "Read Options", the machine idle setting will appear on the main

interface:

Device manage [g|

[Machine List- | Device Info | Power | Advanced Function | Comm Set |

Idle minutes U_

c. Click Advanced Function pagination, view advanced function of

Device:
Device manage E|
“Machine List | | Device Info | Power || Advanced Function-E-CDmm Set|
l Restart Device l [ Power off Device l
l Initial Device l l Clear admin privilege ]
l Capture Image l l Sync time ]
D ate Format ‘M'
—_—
Waine | fpen b |

16
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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.

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.

17
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Device manage PE
Machins List Device Info | Power | Advanced Function | Ci
iz Commurication options
P Address | 192 - 168 . 1 . 136 Subretmask | 255 . 2% . %5 . D
——
Gateway address | 0 o . 0 Met Speed | Auto v

Serial port setup

Baud Riate | 115200 bps. ¥ [ Ethemet [FIRS232 [IR5485

Connect setup

Commurication key | 0 Device Murnber |

Connecting the access control device:

When the system connects the access control device, click
Maintenance/setup on the menu bar of the main page. The System Setup
page appears, as shown in the figure below. Click Function
Configuration and tick off the Access control item to enable the access

control function.

18
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System setup

Ve Regular Function configuration

=1 Monitor

+ Function Optian Time attendance
b Start i
4 Download Recordfs) [#Jheeess controf
i Status of Recard(s)

25 Import Users) Data [#]Ush Manage

4 Extend Function
[ Support 9 digital

SMS Contert Manage

[ «ox | [ %coee |

£S5

Re-enter the Device Manage page and the Biometric, Access Control,
Mifare and Wiegand tabs are added in the page. The following

respectively introduces the functions and usage of these tab pages.

Password count

Praduct Namne
Manufacture time  2012-02-17 156242 Firmuare version
Serial Number 4153412070079

Capacity
User 10000 Fingerprint
Log 100000 Face

&5

75

0

iFace7l

Wer B.60 Apr 20 2012

Maching List [ Device Info | Biometric | Power | Access Control | Mifare | Advanced Function | Comm Set | Wiegand |
z | Informatior
User Count 1 Log Count
Fingerprint Count Super log count
Face Count 1 Administrator Count

500

Biometric tab page:

19



Attendance Management Software User Manual

~Machine List Device Info || Biometric [ Fower | Access Control | Mifare | Advanced Function | Comm Set | Wiagand;

TN Theshold [Hign |

Only 1:1 verify .T\]ﬂ )

Only verify ID card ir‘;"esi\'l

Register Mifare card anly |‘Yes vl

The Biometric tab page displays the verification mode, 1: N threshold

and 1:1 threshold values of the device.

Access Control tab page:

X

Device manage

~Machine List Device Infn.: Biometric || Power || Access Control [.M\lale._j Advanced Function || Comm Set | .Wiagand-:

[[Jactie oo ]
A

Lock Cantrol Delay[20ms] 150

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

20
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the device.

Mifare tab page:

X

Device manage

Machine List Device Infn.: Biometric | Power || Access Control || Mitate | Advanced Function | Comm Set._ Wiagand:

FP count |1 _;J Start sector Mumber for FP- 0 il

Seclor count far FP |10 3] Cardkey [wnte anly]

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

key.

Wiegand tab page:

21
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E3

Device manage

Machine List Device Infa | Biometiic | Power | Access Contral | Mifare | Advanced Function | Comm Set | Wiegand |
i

42 Input S etup

Custom Format: wiegand26

Bits Count o Input type: (JAC N (&) Cardhumber
Output Setup

Custom Format; | iegand28 |

Fulse Widthfms} 100] Fulse Intervalfms) 1000

Failed ID. [FIEnabe 4 Site Code Enabe 4

Output Type: (ZIAC Mo (O CardNumber

The Wiegand tab page 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
format, pulse width, pulse interval, failed ID, site code and output type
of the output setup.

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:

22
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ice management W=

P Connect

X Disconmect

4+ Download attendance logs
% Upload user info and FP

£+ Download userinfo and FP

X Delete AC Log

EE A Manage

Upload AD Picture
@ Svnic Time

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

€ Upload AD. Pictures

| Select the Pictures | Upload the Pictures |

File Path: ?il\?a gﬁ:r;ﬁn&:ﬁ'ﬁd—x ipo Prepare ta upload pictures list
.@.DES“UD I . iFi\e Hame File Size il"\ls Path
D My Documents ﬂ E‘] 3
:‘ Hy Computer ad_1jpg ad_Zjpg J
[ ‘g tdy Metwork Places |
Recycle Bi

8§ g

| [
) Htp tool ad_3jpg ad 4jpg

e,
31
a

Fares

m
&
o
o
=)
w
=%
@
h=1
=1

(22,
|2

ad_.ipg ad_8ipg
ad_9.ipg ad_10.jpg

23
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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 "*"
p _".Jpg

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:

Attendance Management Program @

L3
‘:!_‘) Picture "ad_10.jpg" is koo large, musk 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 bellow:

24
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€ Upload AD. Pictures

| Select the Pictures | Upload the Pictures |

4 AD. Pictures List: : i
File Path; File name tormat ac_* jpa Frepare to upload pictures list

?@.Deskmp . : ] | | [File Name
'+'D My Documents ﬂ ﬂ

I 1 My Computer
[+ My Network Places

- # Recycle Bin

) Advertise Pictures J j
#1125 Mew Folder b t‘

i 15 titp tool ad 3jpa ad 4.jpg

Fls Path Al
11.31 KB C:\Documents and Se
10.83KB | C:\Documents and Se

4.80 KB | C:\Documents and Se

File Size

ad_1.jpg ad_2ipg

ZR40KE CADacuments and Se

14.17 KB | CADocuments and Se—

(22,
4l X

w
e
o
h=1
fi=1
m
=
@
b=
=1

(=2,
(=,

o
=
~
=
=1
o
=
@
=
ftat

s
(B,

ad_10.jpg

o
=}
@

&

=}

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

upload pictures list to remove the picture, namely don't upload this
picture.

C. Click Upload the Pictures tag, the interface prompts "Select the
device to upload first, please." Shown as bellow:

25
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€ Upload AD. Pictures

| Select the Pictures | Upload the Pictures | Select the device to upload first, please.
Prepare to upload pictures st Device lisk: e Reverss |
T . B o Device  |Communicati, |
File Marme |F|Ie Size ‘Fﬂ& Path 5. ‘SEIect|Eonne:l state |Name No e 2.
g |ad_B.ipa 1083 KB ChDocuments and Se |4 | Disconnected |1 1 Serial
P
7 |ad_7.ipg 480 KB CA\Documents and Se 2 1 |Connected 2 1 Ethemet
7 ad_Bipg 20840 KB CADocuments and Se  Disconnected |3 1 USB
Py ad_Sipa :
10/ad_10.jpg 1417 KB C:\Documents and Se
-
[ 5
|
& 2|
Uplaad info:
Mame Device Mo, Mema
= | 3|
< Upload Pictures ] [ 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 bellow:

26



Attendance Management Software User Manual

€ Upload AD. Pictures

Select the Pictures | Upload the Pictures |

Prepare to upload pictures list Device list
|F|\e Name ‘F\Is Size ‘FﬂE Path A |53Iecl‘ Connect state |Nams ﬁzwce
5 'ad_E.ipg 11.31 KB C:ADocuments and Setl 1 | | Discannected 1 1
& |ad Bipg NB3KE CADoouments andSietl 2| Cornected 2 1
7 |2d_7ipg 4B0KB C\Documents and Setl || 3wl
g |ad_Bipg 28.40KE CA\Daocuments and Setl
g |ad 3jpg 2944 KB CMDocuments and Setl
10 0 D) Z =
= | 2
Panel2 )
< | >
Uplaad info:
|Name Device Mo. Memo fi
g |E:/ 2 ad_9.jpg Upload success

ad_10.jpg Upload success

< | >

[ Xome |

I 4 Upload Pictures l

,@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 ﬂ button to close the Upload AD. Pictures

window and return to the main interface of the program.

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
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.
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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 download 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 on "Device Machine" in the main
interface right side to download data record from the Device Or enter

management menu, chooses data to be download from the Device.

o

T

The system could prompt "Saving data", by now please wait for
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
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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.
under this option-> Maintenance/Options-> Downloads record-> you
choose item as that download the record and delete the record data on
the Device together at same time, system can automatically remove data
record from Device

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 on "Machine" the main
interface left side, the column Download user info and Fp, access
Device management menu, choose download the personnel information
from the Device

View user on the 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

29



Attendance Management Software User Manual

user which already existed in the system database, then these users could
display in "There is a user in the local database" column.

& From Device To PC \T\Ej@
Deviee Users In Locale Database Hew User [Nat In Lacale Database |
T R
» 4 lulu ey

gigi
wave

lily
lan
ave

gigi

@ @@

Ll 3

4

>

Select All Machines Gounb 5 Select All Invest All Count: 3 Select All Invest Al
Oz (11{2IReading datas ... (11:05:40)
©) Browse Users in device & Dowrlozd (2] [2] Operation finishediUsers Count:@ [11:06:16)
(OINew Users (31 [2] Downloaded Fp:8 [11:06:16]
@ Seleot Users O0nyFingsr ) Only Face ) Orly Password ‘
[“Including Finger (D Dslete Lissrs
[including Face

[ClHigh Rate Natice:the only user information be deleted by deleting operat (4. - f

<
Count:3

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
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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 personnel information to
device in the "Related Device Operation” column, or enter Device
management menu, select upload personnel information to Device.

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

[ 0% CouFi User D
I () T = | = | =) Suscl | Hachion Ui Count Caach, FrgefconaiTaoici Froed

v m o OUR COMP o v 2

v oo {4 oun CoMP [

- e} { 1] QLR COMP o

- L) s OUH COMP o

v 005 {3 LS COMP o

-

(3 o 0L CONF 0

[#le ko [ -
LFrgenre & Uplowd

[lFae E

[CIPhoto in 00

CIPretos in feidst

[ High it e . -
[ 3 < ¥

PecondCourt b

Upload

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

unselect all employees.
Click "=I" button on the employee list's column name; can screen
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information which display on the employee list. For example, click "="
button on the ID Column, the following list wills popup:

A. Click the id on the list to select, and then only display the selected

employee's information on the employee list.

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

employees' information on the employee list.

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

Custom Filter r$__<|

Show rows where:

®aND (JOR

Usze _ to represent any zingle character

'Usze % to represent any series 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 employee list
will display a custom filter is set in the condition corresponding to the

user information.
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2) Select machine on the Device list on the right of window.

User info/Fingerprint/Face/Photos: Select the information need to

upload.

Upload in High Speed: 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 - B
£ OUR COMPANY Urer Devicy
I N = [ = e = e [ A TaeeN st F
v om o LR COMP 0 2 ] 1272000 0|
- (L] {17 OUR COMP. 0
- {Lit} oy QU COMP 0
R o 0L COMF 0
v (L] s 0L COMP 0o
- (L) L3 LA COMP o
A o
. v [l | 0]
Sekectn | inven sl | [ seectat | [Cinwenn |
[Fluserio [ Trtorrsg s (10006 200 -
[IFgegent @ [Uiened 121 [20Dcession fnishectiploadlinec s 1106 2%
[Face
[IPhoscain 00
CIPwonse in fokes
[ IHigh 1 el 3 . -
- [ »

RecordCont b
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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.

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:

& Kttendance Wanagement Program - [ Temp-Supervisor 1 2/27/2011]

Usia Sttencarce JsarhiFin: Meptensncafanons Cence menagemert Hep

B 3 =5 =M. %X o 0 @
bl

Hloq  Peped | Deves  DeiDevee | Comepl Dacovisct B ysiem

T T A

i Mackialin
s Checking

Stehn Machinate. Commtyps Faud R 1P Adfioes Fal Fiochetbiane  UsoCaunl 14
Dicormaza 1 Soid RS I i
Camacled 1 Etheart RESERE 4 n
o s ¥

[zt st | a
PRI TACE
FPAPWITIFFACE
FRIPWUAFFACE
FRIPAURFFACE
FRIPWIRFFACE

Record area

i device pl TODG5 1
zcting 10616 1227 | o |

an

11007 3140

Note: some devices 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.
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Choose the System Option from the Maintenance/Option menu; put
tick in USB Manage in "Function Option" pagination, so USB Disk

Manage in the data menu become valid.

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.

€ Usb Import/Export E”E|®

Flease Select the below item by Machine

{09 Codel0EM)

(CISelf Service Reader

T

After choosing, press the [OK] to enter USB Disk Manage, maybe the
error occur while download data is downloading cause of the mistake

choice.

If multiple USB flash disks are available, enter the Select U Disk

interface.
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Select U Disk X

Select an U disk please.

@EN

If only one USB flash disk is available, enter the USB flash disk
management interface directly.

Import user data to PC

Select put U flash disk into the USB slot of the fingerprint 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 "Data"->"USB Disk Manage", choose

"Import user data". Following interface will appear.
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4 U disk data management Elﬁng

[ Import user data | User data export | Record data import | Import sms | Expart the sms Data | Import &1t Phato | Export User's Phota | Import User's Phala
check rec Info

Devid  Download Time  Size [ae_ta [14ame [ Carcuraber
F1 12/72011 320, 560 Bytes »

Impart user data
Delete data from LI disk

It from local disk

Disk size:357ME Free Gpace:386ME Ussd:569MB

The current user data file which have been in U flash disk will display in
"check rec Info" left column, after choose this file, click [Import user
data] button, system will import data, this data will display in the
middle list to inform that download data successfully.

Delete data from U Disk: Erase all data from the U flash disk.
Remove List: Clear employee's information in the current list.
Refresh: Refresh employee's information in the current list
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 upload,
shown as following figure.
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€ U disk data management EHE|EJ
Import user data || User daia export | Record data import | Import sms | Export the sms Data | Import &1t Fhoto || Export User's Pholo | Import User's Fholo
yee information nuber of emplogee: 20 Export User Data
Y 4 Mo |Name | CareNur & |acno |Hame |Candha |

CE 1
1z 2
|3 3
s 4
[]s 5

5 5
BB 7
s 8
] El
HH] F]
s 15

16 16
ED 2n
BiE 18
"o 0
n il
ES *
RiE 13
RES 2
133 X Export user datato U disk

Disk size:957MB_Free Space;388MB_ Used569MB

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 Export User Data area.

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

L«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
Management->Download record data, Press "OK", and the window
will inform that download data successfully. Take out U flash disk from
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Device, then plug it into USB slot of PC, click Data-> USB Disk
Manage and select Record data import pagination, shown as following
interface.

4 U disk data management [ZH@@J

Import user data | User data export | Aecord data mport | Import sms | Expart the sme Data | Impart Att Phato | Export User's Phato | Impart User's Phato
Require Export Data - - -
DevD  Download Time  Size [Mame  |ac No | Time | |
M1 1/82m 11 805Byes M

import the rec from L Disk

Del Data From U Disk.

Import from Lacal

Disk size:357MB Free Space:J06ME Used:5E9ME

The information of user data which has been saved in U Flash disk will
display in the left side Require Export Data list. Choose this file, Click
[Import the rec from U Disk] button, system will import data, these
data will display in the middle list to inform that download data

successfully.

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

Refresh: Refresh Employee's information in the current list.
Import from local: Import user data from other disk of PC.

Import Short Message
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Plug U flash disk into Device, select Menu-> U flash Disk
Management-> Download SMS, Press "OK", the window will inform
that download data successfully. Take out U flash disk from Device,
then plug it into USB slot of PC, click Data-> USB Disk Manage and
select Import SMS pagination, shown as following interface

4 U disk data management glﬁ'@

Import user data | User data export | Flecerd data impart | Impart sms | Exportthe sme Data | Import Alt Phata || Export User's Phato | Import User's Pheta

Chooss| type |14 | Start time | TimeLeng | Content |

¥ £

Clear list

Disk siz2e:957MB Free Gpace:308MB Used:569MB

Click "Import Short SMS from U Disk", the data will be imported
system, after import data successfully, this total of data will display in
the following prompt, all content of short message which has been
imported will display on the list.

Add new rec to Local: Add the short message which has not existed in
the software into the software.

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

software.

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

4 U disk data management

Import user data | User dats export | Frecerd data impart | Impart sms | Export the sme Data | Import Alt Phata || Export User's Phato | Import User's Pheta
Legal Sms Datalist

[ Select ol fo List ] [ SelctTolist | Res I Clear List ” Clear Selected ustl

SMs
[twpe Smsld | Timelengminute]] Star time | Zontent

|5ms1d Start time | Timelengiminute) |tvpe

M

& ml > & >
Sms Browse

Ewpart sms o U Disk

o el el

Disk size:957MB Free Gpace:368MB Ussd:569MB

You can view all short message in the software from the left side column,
this short message still exist in the "SMS" after it is selected, when if
there are lot of short message to search for, you many utilize following
way to find it, such as short message serial No., content, Public short
message, User short message.

Select To List: Choose the SMS that want to be uploaded, click [Select
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To List] button, 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: Erase all record 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
then this SMS will be deleted from the right side list.

Note: this function is valid only for the machine with U flash disk

Images taken into machine

U will be preserved after the attendance photos downloaded to the
software (download only the attendance by the photo, that is, after the U
pass in a folder of all the photos). Attendance blacklist photos "bad
folder of all the photos" can only be read after the U.

Import machine photographs: U session will be kept by the attendance
through the photos, download software to view.

U-Data: delete U intraday attendance through the preservation of the
photos.

Note: The software supports attendance cameras can use this
feature.

Import Images that is taken by machine

Download the attendance checking photo contained by the U flash disk
to the software (only the attendance photo is available to download, that
is all the photos in a passed folder). Attendance blacklist photos "all the
photos in the bad folder" can only be read through the U flash disk.
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4 U disk data management g@'@

Import user data || User data export | Record data import | Import sms | Export the sme Data || Tmport &1t Photo | Export User's Phota | Import User's Photo

Devid | Download Time Size

Disk size:35/ME Fiee Space;388ME Used 569ME

Import Images: downloaded the attendance photos in the U flash disk

to software to view.

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

Note: The software supports attendance cameras can use this
feature.

Export User's Photo to the USB disk

Export the user's photo in the software to the USB 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.
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On the left of the employee information view column, in the User list
that have photo, select employees by department. Click the move

buttons on the middle to transfer the user's photo to be exported to the

—r=—r—
4 U disk data management {._HE”EJ
Import user data | User data sxport | Record data import | Import sms | Export the sms Data || Import & Photo | Export User's Phota | Import User's Photo
User list that have photo Export User's Phato ta the ush disk

OUR COMPANY AC-ND Hame ACNO Hame
[ i

% Export User's Photo te the usb disk

| Diisk size:957MB Free Space. 388ME Used:563ME

"Export User's Photo to the USB disk" area on the right.

). transfer all the selected 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 selected records from the "Export User's Photo to the

USB disk" area

: remove the selected record from the "Export User's Photo to the

USB disk" area

Import User's photo
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Import the user's photo stored in the USB disk to the software.

4 U disk data management E|§|§J
Import user data | User data sxport | Record data import | Import sms | Export the sms Data || Import & Photo | Export User's Phota | Import User's Photo

ACND; 508 CACND: 7B

User's Photo ! User's Photo

ush disk.

Disk size:957MB Free Gpace:J0BME Used:569ME

The left column of the page displays the user's information and photo
stored in the existing USB disk. Select the photo and click Import. The
system starts to import the photo.

Refresh: update the display of the USB disk drive and the user's photo
in the list

Import: import the user's photo in the USB disk to the computer
Del user's Photo in the disk: delete user's photo in the 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.
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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:

Enter the  attendance  software System  Option  under
Maintenance/Options menu, put the tick in front of SMS Content
Manage in Function Option pagination, then SMS Content Manage

take effect and may use it.

Short management "SMS"

€ SMS management Z ['E @
Listof cunently cornected  SMS Bt List of assaciated pessans
ot | ‘Enda ‘Mn |Tvpe |stattime |Dur |Ennlml Seosteed yjame |Depatment
»2 y y
Operations of the selected de | € ¥ ¥
Clear o associations Databaze operations
Do e wetes | [ereat | & | [@uery messages
nsstage
0
S Delete messages] [Send messages

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.
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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

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

following window will popup:

& Edit SMS =1

Code: L Type: (0) Public () Presst

15 et the walidity period

Content: -~

[ Vo | [ Xcenel]

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

user may be required to amend.

Type: Click the "O" 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
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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
& Edit SMS =
Code oo Type: =) Peisonal (0) Public () Presst
[elgetthe validty period Sttt Wednesday, Av| 7461513 Duratior; | 0 2] inutes)
Content: -~
2
l o 0K ] l x Cancel ]

Start: The user can set the short message display starting time, set up

time please refer to Appendix 3.1 Set Date.

Duration: Click n 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:
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& Edit SMS
Code: {00001 | Tepe (3 Persanal () Public (O Preset
[#]Set the walidity period Start Friday . Alv 20053 Duralinn':m _?_J [Minutes]
Content: Please go to the meeting room . attend a meeting -
[ 0K ] l 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:

€ SMS management
List of associsted persons

List of cunrently connected SMS list
[ e [popuioan

“Opeialions of the selected de € ¥ | €

Clear all associations Database operations
Delets the selecied [E:aelu meaxagexl [ Edit messages ] {Uuuw messanes 5 caatic
message =

Cloar all massages Delele messages| | Send messages

(2) Set associations
Note: 1. only the type for personal of the short message can set

associative;
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2. 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:
- B

£ SMS management

List of curently connected  SMS fist List of associated pessons
Hegistered
0.

e Code |ND ‘Type | Start time |[iur |Conter & i iName Depatment
z it N 1 Public 519/2011 30053PM | 10Flease | I 1

1 |ooom
/2011 306:35 PM

3

Dperations of the selected de | € > < >

Clear all associations Database operations
oot e skt [create messaged] | Edit messages | [Quer messages
message
associations

Clear all messages Delete messages| | Send messages

B. Click "Set associations" button, the following window wills pop-up:
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& Associate the user with a SMS \;\@SJ
List of all users List of selected users
Department Registered Mo, |Name =] |Dapartmant ‘F\agisleled Na. |Name |

1k

2 |FAE 10 Anna

3 |FAE 1 Abel

4 |Finacial 12 Alex

5 | Finacial 13 Lucas g

6 Finacial 14 Don

]

7 |Human Resources |15 Carl

8 |Human Resources |16 Dan

o]

9 |Human Resources (17 Edison

10 |Maintenance 18 Nana

11 |Maintenance 13 Vivi

12 |Maintenance 20 it

13 |Maintenance 21 Pinky

M
[ " OK ] [ X Cancel ]

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.

|_< J. 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.

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

51



Attendance Management Software User Manual

C. Click "OK" button to save; click "Cancel" button to cancel operation.
For example select users as below:

4 Associate the user with a SMS

List of all users List of selected users

Department Fegistered Mo, |Mame i: Departrment |Heg\sterad Mo, |Name | |
4 |Finacial 12 Alex Ann
5_ Finacial 13 Lucas Abel
B |Finacial 14 Dan Alen
7_ Human Resources |15 Carl Mana
E Human Resources |16 Dan
g

Human Resources |17 Edison

111 [Maintenance

112 |Maintenance 20
113 [Maintenance 21
14 |Maintenance 22

15 |OUR COMPANY
16 |OUR COMPANY 12

|

Search

[} |
o OK ] l X Cancel ]

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

< SMS management

List of cunently connectad ¢ SMS fit List of associated persons

Devie name [ha. [pur. [conteni | [eetedTyane [Depatment &

yz Peasec  1p/3 Arn FAE
= 2 i Abdl FAE
3 2 Alex Finscial
4 18 Hana Maintenance

Operalions of the selected de | <

Clear all associations | Database opsrations
Delete the seected [Elaste mﬁssages] [ Edit messages 1 [‘}uely messages
message
T BT
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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:

© 5MS associated with the user - [BX)
Listof associated usess Associaled SMS
|Depament [0 |Hame & [Code  |Ma | Tope Content | Start tine |Dumlon oo |
v i 1 o E arson Mo 5 Pt 30 0818
|OUR
2 lrnmpeny 6 wave 1
3 |rae 9 Arn 1
4 |FeE n abel 1
5 |Fnscial |12 Alex 2
& |Mainienance |18 Hana 1
7 |Maintenance |20 Wi 1
s Fm

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 "Alex", this time on the right of the window list will

show its associated short message, as shown below:
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& SMS associated with the user - [BIx)

Associated SMS

List of assaciated users

Hegterad Lieaion | a
[popatmant |17 I ng;

Type |Cumgn\ ‘Siatlma |Dulalim
P 2611, 305,35 PM.

auR

L e
raMeany 8
FAE 3
FAE 11

1972011 310:45 P 30 20110818,

w

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 "Win" into the search box, and click "Query" button,

show the result as below:

< SMS associated with the user

Listot associgted users Assacisted SMS
|Dapa<tmam |:§°‘“‘m Name [ A | lcode  Ne [Tipe [Content [stant tine
i i TR A 15720

o

o [o557

Pen

Reset ], Close

Search Win

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
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step A is shown in the window.

(4) Edit messages

Click the short message on the list to select it, click "Edit messages"

button, the following window wills popup:

& Edit SMS L BX

Code:

Contentz®

{00003 Type:
Set the validity periad Start; Friday . A s 3053513 Duration: |60 _¢J [Minutes]
Front has your parcel, please take. ~
¥
[ o 0K ] [ XK Cancel ]

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:
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€ SMS management 4 @\E]
List of curtently connected ¢« SMS kst List of sssocieted persans
I t 1
Dovioa nare [ [roe (Mo |Tpe [statine Dus.. |Contert &1 {20080 pyong |Depatnen A
4] 1 |ooom 1 Pubic 8/19/2011 30053PM 10 Fleases )9 ann FAE
T A P ] Abel FAE
3 3 (12 Alex Finacial
4 18 Hana Maintenance
v
£ ¥
conients Ouey m ]
Opesations of the selscted de| Exac cusiu of numbers. ¥ e < >
[ Clear allassaciations | Database operations:
g [create mescages] [ Edi messa (e messapes]|
messane =
=
Delets messapss] [ Sendmessages

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

4 SMS management

List of cumently connected ¢~ SMS list List of associated parsons
I Te— o o |Type |Starttime ur... |Cortent | ame | Department
Code |No  |Type |Stati Dur.. |G & ey D #
b2 ooooz | 2 L =9 Ann FAE
B 2 m Abel FAE
5 12 Alex Finacial
la |1 Mana Maintenance
v
< >
Fuzzy query of codes and .
contents 2
Operations of the selected de | Exact auew of rusbers [
Clear all associations Database opaations
[T | [ messages] [ Edt messages | [Buery messapes|
message
e o] ]

As shown in the figure, short message list shows the number 2 short
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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|

' E Are wou sure ko delete the selected SMay
L]

[

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

[ =

Attendance Management Program

f E Also delete the SMSs on the attendance record device?
L

[ OK ” 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:
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Listof curenty connected ¢ SMS il Listof associaled parsons
[ 5 [ I A~ | |Hegslersa ~
Device name | | |Code [Mo. Type |Startime Dur... |Content INo Name Department
»2 1 {00001 1) Publc 8/19/2011 30053PM | 10Please;  1pd Ann FAE
P TR, = [ e e
- 3 |12 Bley Finacial
"4_:18 Nana Maintenance
Attendance Management Program (%]
1) Deletion completed:
ox
v v
Operations of the selected de | ¢ | > < -
| Clearall sssocistions || - Dalabase aperations
| |
[ Dometewe | [Create messages| [ Edtmessages | (uey messages|
MESTINE |
|
-‘ [Dtete messages [ Send messages| .

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:

Sending SMSI

B. After send success, popup the following frame:
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Attendance Management Program

\I) Sending completed! The SMS is sent successfully 0;Failed to send the SMS 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
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.
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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 maintain.
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 on the "Department list" sub-item on the menu "Maintenance
/Setup", the windows appear:

Department Nanagement
& : < +
Add Fename Employeed
AR OLR COMPANY

Prompt

If pou want to edit department names,
wihat you need to do iz just to click on
the department name bwice or to press
F2. If you want to modify departments’
subardinate relationship, you can drag
the department to modify to a new
superior department name.

In adding department, you first left-click the superior department of the
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new department, click on the "Add" button, input the name of new
department in the dialog box, click "OK" to save.

Add New Department

Input name of the department to add:

| vk | [ X cancel |

In deleting department, you only firstly left-click the department
selected, click the "Delete" button, and select "Yes" in the display
caution box, OK.

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 "Employeed" button. The following appear:
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Employ Employees @

Employes Our Department's Emplayees
AC Mo | Mame | A AC Mo Mame
| EBEEE Lucus 3 b
nE Lee
| |FBEE7 B!ue
N BEEES Finky
| |EBE7O0 Aom
| |BBET1 wieir
" BEEYZ Fong
| |EBE73 EEET3
N nn3 Macy
O L Mance
| |oa See
| |EBE7E EEETE
| |BBETF EEETT
¥

Employees in the Employees 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

In the list of employees 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 operations, click "Close" button or Xl to return to Department

Management main Window
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2.2.2 Employee Maintain

Select the "Maintenance/Setup", click Employee Maintenance item,
and open "Employee list", 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.

€ Employee List El@@
< i + ] x i v , By
T L Add Delete batch Search i Import  FaceGioup
[Cinchids sub department s FaceCount | Date of Employ
3 OUR COMPANY [Male  [Human Res.
i FaE Dan Male  Human Fies. 0 0
3 Finacial Edison  'Masle  HumanRes. 0 ] ]
2 Human Resources
i3 Maintenance
13 Management
3 Sdes
3 | [ [1] 0 1] v
< >
ACNa 18 Ko |Carl | Phete Fingetpiint manage
Gender |Male v No.
Mationality | Office Tel. Fingerpaint
@ Osensor
Tile Pivige [User - cevee
Date of Bitth | 7 / B Dateot [/7 |
Emplopment
Cardhumber | Mabile No.
Home Add. | & ™S
Basic Informalion | Addtion | AC Dptions
Record Count.3

The window of Employee List divided into two parts.

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.
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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
employee's name, enrolling number, according to the actual need you
can add other information about employee.

Note: it is different with old software, we have increased a new
function in Maintenance/Options item , the User number distinguish
from enrolling number, the enrolling number is suit for Device, and
according to normal Device, the enrolling number don't more than
65535 ,but the user number have not limit to its size number.

1) Addition 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
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
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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 register number, name and other
related information. Single-click "register" button to start the fingerprint
registration.

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

1 o -
S

C’

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

Attention: You can choose to enroll duress fingerprint, but it is only
effect when the device supports the function, otherwise it is just a
general 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 register
number 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 El@@
+ & + v 9 ]
add Save Cancel 1 : Facalroup
[linchue subdepanment— ahs | ~[acno | Wo | Mame [ Gender [ departmert [ FingarCouns10.0] Fingerbourtva 0| FaceCount | Date of Emmploy &
3 OUR COMPaNy 7[5 Cal  Make  HumanRes. 0 0 0
1 R 1 ban{Male [HumanRles
13 Finaciel 3|17 Edeon  Male  HumanRes.. ] 0 0
13 Human Fesources
13 Maintensnce
13 Management
13 Sales

B[ ] 0 0 9 3
<

ACHo, |16 Mame |Dan Photo Fingesprint mansge
Gendar Ml e No ) ZKFinger 5.0 O 2kFinge: 10.0

Nationaity Office Tel,

Title: Priviige |User =

Date of Bih ] Dateaf [ 77 ]
Emplayment

Carfiumber | 1235548562 Mebile No

Home i & = &

Basic Information | Addition | AC Optiors:
[Record Count 3

O Goaro

If want to add new employee, press "#" button to repeat above this
operation.

2) Add Batch Employees:

When some departments enroll a lot of employee, you can use this
function to add employees, lighten an operator work. E.g., a lot of
employees want to be added to the FAE department, first select FAE
department; click on the "Add batch employees" button, the adding

68



Attendance Management Software User Manual

batch employees' window appears.

A. If there are not employees in this department, the following appear

Add a batch of employee &|

“AC-Ma

Mumber pattert: IC)

wildeard (7] length: 3
From |1 _EJ To i

@ o

am

[

I \/DK ] I anncel

B. If there are employees in the department, the following appear
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Add a batch of employee gj

Copy datas from &nn(9).
[IE6ps seleeted arplaes all ppliors and schediy  Setectfieds o be copled
-
AC-No Ma. =
|7
Mumber pattem: Gender
Title:
‘wildcard "[*]" length, 3 ﬂ obile/Pager
Birthday
Fram |1 iJ To 1 ﬂ Diate of Employeed
Add.
Office Tel.
om o department
Adrniniztrator
Mationality
Cardda
i Frivilege
FaceCount w
l " OF ] l x Cancel

The backup data of employees witch select from FAE department
display on the left-up corner, if the new added employees and selected
employees own the same the shift and attendance setup, 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.

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 figure 1 at the first, and its
pattern is 1¥**, input 1"*" to the Number pattern box, and input 3 to
the Wildcard " (*)" length box. The window display following:
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Add a batch of employee E]
Copy datas from Ann[3).
;iopy selected employes att options and schedules Select fields to be copied
~
AN =i Na =
Mumber patten Garaa
Title:
‘Wwildcard "[*]" length: Mabile/Pager
= Birthday
Fom |1 _ﬂ Ta 0 _¢J Date of Employesd
Add.
Office Tel.
i £ department
Administrator
M atianality
Cardho
o | Privilege
FgceEount w
I o 0K ] I X Carcel ]

Wildcard "(*)" length: That is mean, how many figure the Number
pattern has. E.g. the forward section of the AC-No is 1***, its Wildcard
"(*)" length is 3, if the AC-No is 1** so its Wildcard "(*)" length is 2.
After the Wildcard "(*)" length has been defined; by use the "From"
box, "To" box to create AC-No range. E.g. create the AC-No range from
106 to118; input 6 to "From" box, import 18 to "To" box, the Wildcard
"(*)" length is 2, but from 6 to 9 width is one figure. At this condition,
the system will add zero automatically. Shown as following interface:
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X

Add a batch of employee

Copy datas fram Ann(9).

DZZopy selected employee att ophions and schedule: sascHieli b copid)

~ACNo Mo, =
MNumber patten Ger;cier
Title
‘whldcard "] length: Mobile/Pager
Birthday
Fram o O Date of Employeed
' | &dd

| Office Tel.
department
Administrator
M ationality
CardMao
Privilege
FaceCount -

[ vox | [ % cancel |

Click on the "OK" button, add employees, and click on the "Cancel"
button, return the Employee List interface.

3) Modify Employee

Do not modify Employee's AC-No. 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

[ =
n
Click the "'T" button to transfer employees from one department to

another department and this dialog box will pop-up
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Employee Transfer &]

Fleaze choose a department;

OUR COMPANY
FAE
Finacial
Human Rezources
M aintenance
kil anagement
Salez

In the box of Fold Department select the department to add new
employee in, and click "OK" to transfer the employee, or "Cancel" to

cancel this action.
5) 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

fia
through Employ Employee in Department Management. Click "'L"

button to present this dialog box
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Attendance Management Program

\‘?/ Do these emplovees really want to leave their posts?

Press "Yes" button to layoff the employee, or press "No" to abandon this
action.

6) Import user data

Import user data from the local disk.

Click " imeatt" button, and the Import User Data interface pops up.

€ Import User Data El@”z‘

I AL No. .No. lName menderﬁit\e jMDb\IEJF’ager ]B\rthday ]DateafEmponeed iAdd.
pi

<m) 5

[ mpot | [ Do | [ vsee | [ SiCane |

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

~Impart from

(SIS Excel

[@ECN
O Teut file
sy file

Source file name

- Template O ptions

[1Goto the last page after loading template

[]5ave template automatically when wizard closes

= Load template fram file...

7) Face group

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

4
. L .
Click "FaceGmun", and select the users who have registered faces for

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

perform this operation.
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4 Face group |;_|@| E|

; Dept Name Marne |AC Ne. group | A
4 OUR COMPANY 1 1
| [OUR COMPANY fily 2 1
| [OUR COMPANY lan 3 1
| [OUR COMPANY [aluy 4 1
| [OUR COMPANY qigi ] 1
| |OUR COMPANY Wave B 1
| [OUR COMPANY eve 7 1
| [OUR COMPANY gigi a 1
¥
Hint:prezz the Shift or Chil key to multiple zelect.

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:
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Export Data

Create report for ouwrrent zrid
Save zrid layout

Show all columns

Hide all columns

Columns r

Import User Data

Adwvanced Export

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' HC Ho.
v Ho.
v Hame
v Gender
v Title
v Mobile/Fager
v Birthday
v Dlate of Employeed
v hdd
Fosteode
w Office Tel.
v department
v Administrator
v Nationality
City
State
v CardHo
v Frivilege
v Facelount
v 9 0FingerCount
v 10 0FingerCount

v Fazeword

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 " i ", it is allowed to set the

department setting. Its method is the same with the operation in

department management.

78



Attendance Management Software User Manual

4. Click the pagination label of Addition. The windows will appear as
follow:

€ Employee List D@@

b2 s + &l X i+ By 9 & L] B
1 L Add - Delets | batch | Search Import  FaceGioup

[Clincuds sub depsnent. e | =] acha | Ne. [ Mame [iena] Tile [ MobieFage [ B
£ OUR COMPANY 1 [s fnn Fe
i3 FAE oo el | |

1 Finacial 31 Abel Male
2 Humen Resouices
2 Maintenance

3 Mansgement

£ Seles

i
<

Field |value

o i | A O
Aecord Count:3

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 (Attendance rule option)

Click the pagination label of AC Options. The windows will appear as
follow figure:
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€ Employee List Q@E|
< : + B X . & Q ok
T i Add Delete batch Seaich ; Import  FaceGioup
[include sub department ¢ l -| ACNo ] Mo, | Nae ‘.mgi Title [ Mobile/Paget | g
3 OUR COMPANY e Ann Fe
£ FaE 23 I R —
£ Finacial 3 [n Abel Male
3 Human Resources
{5 Maintenancs
2 Management
B Sales
5] .
< >
et
ég’::gg 7] Schedule AC
Fest on Holidays
Check Clock In Check Clook Out
&8y Time Zone D8y Time Zane
O Must Clock In (O Must Clock Dut
(O Don' Check {JDont Check
Basic Informaion | Addtion | AC Options
Record Count:3

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.
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Employee Time Attendance setting

Click " Bt l" button; enter employee's Time Attendance

setting widows, shown as following widows

Employee attendance options ( Ann ) E|
Clock In Clock Out [¥] Auto-assign timetable
By timetable By Timetable )
DMustCn ) Must /00t Least time for Auto-assign:
| O llom no CAn () Allow o CATut L I I T
[¥] &ttendance Active Count OT Used timetable: = =
[¥]Holiday [¥IRegistry for OT

Agsigned schedules list 4r =

Start Date  |EndDate  |Shift Schedulal
14172000 12/3172999 Momal

The operation is same as 2.2.6 Employee Schedule. Here not
restatement.

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.
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(1) Click the Administrator sub-item on the menu of
Maintenance/Options, this window will pop up, show as following
dialog box

& Administrators

ﬁ adrinistratar % Modify Passward 2282 (peration Puries

(2) Click on the "Administrator" button, the display is following:

Add Super Administrator

Add Department Administrator
Add Lewel 1 Dep. Administrator
Add Lewel Z Dep. Administrator

Cancel Administrator

(3) Select the administrator type you want to add (it is better to add
supper administrator first), after click, following interface appear.
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Department Employee List [z|
Department: Employee: X
i OUR COMPANY

----- ¥ FAE

-l Finacial

-l Sales 1

E

)| >

Choose the administrator you want to add in the interface, all administer

must be the company's employee.

C Mo, IName Privilege _i

_Ann uper Administrator

Attendance Management Program

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

& Administrator ] [ W Modify Password H 250 Operation Purview
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(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.

Set Administrator’ = Purview m

Itemns that can be authorized: Select AL®_UHSEIB[:1 ALL
~

Initialize Spatem

Clear Obsolete D ata/Backup D atabase/Export AC Data
Import AL Data

Usb Digk Manage/SM5 managerment/Dizconnect
Employee Leaving on Buginesszfsking for Leave
Fargetting to Clock indaut

Caming Late Collectively

Current Employes's On-Duty Status

Attendance Calculating and Reports

Syztem operate log

Department List/Employee Maintenance

Adrinistrator

M aintenance TimetablesMaintenance Shift Schedules
Ermployes Schedule

Holiday List

Attendance Rule

Leave Clazz

Database Option... »

(5) Single-click each item of front selection box, this item is able to
switch from select to unselect, [v 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,
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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, pop up window as shown below.

Nodify Administrator’ s Password E|

Qld Paszword

Mew Paszword

Werfy Mew Pazsword

| VoK || X Cancel |

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

Veritfy 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.
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Login to system

To login to the system,

Flease input your username and password, or
press your finger on the fingerprint senzor.

Login Account

User Mame :|

FPazswiord

| o Login | | 2 Esit | | Chapass |

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
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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.

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
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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.

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
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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.

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.
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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,
can download the user fingerprint information.

Delete AC Log: climinates 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

Syne 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 main menu, can set Timetable which

is used to arrange employees shift, the interface is following
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ﬂ Department List

ﬂ Employee Maintenance CtrltE

ﬁ Administrator

Eﬂ Maintenance Timetables

E Maintenance Shift Schedules
E Employee Schedule

Holiday List
() Attendance Rule

Leave Class

@) Database Option, ..

E System 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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Sy=tem Information

Mo schedule

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

Lo vou want to open the shift schdule window to add some
zhift schedules?

Timetable Nams "

[ wiorkdal|

+ Add “ + Post H XDe\elel

Titnetable Name
O Duty Time |
Off Duy Time |
Late Tiniefling]
Leave Ealy TimefMins] |
Beginning In
EndingIn |
Beainning Out
Ending Out
Count s Workday

Court as minutefminute|

Must C/ln Must C/0ut

I Chonce the Display Color
| 3

B. Click on "OK" button, start to set Time Period, the window is
following.
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& Attendance schedule wizard E]@Ej

Times for On/0ff duty

Setting the On 0K duty times in thiz organization,

(S0 dutyin morning, O duty in afternoon
Or duty time | 08:30 | O duty time | 17:30

() 0n duty and Off duty in marning and afternaan

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, the

window is following.
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& Attendance schedule wizard

Clock InfOut

The time range of allowing emplopess clock indout,
Outside this range is invalid.

03:00 - 18:00

Start CAn (0700 | End CAn | 12:00 | Must CAn
Start C/0ut 1300 | End C/Dut| 2353 | Must CA0ut

(o) |

This windows may set the beginning times 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 be 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" the window is

following
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& Attendance schedule wizard

Att Rule
Set the attendance rules of the whale arganization.

How many minutes after an duty time will be counted
as Late?

5 3

Howw mary minutes before off duty time will be
counted az Leave Early?

5 3

(o) |

On the window, set regard as coming lately time and regard as leaving

early time, click on "Next" button to enter next window.
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& Attendance schedule wizard g@@

1.4

Suztem will add a timetable named "Daytime" and a zhift
zchedule named "Marmal”

And after that, you can assign this new shift schedule to
employess,

Assign thiz schedule shift to employees wha has not
agzzigned any scheduls

DAssign thiz shift zchedule to even) department az
default schedule

Click "Finizh" ta conmmit this aperation.

] |

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 three 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 period of Shift Timetable

Maintenance window.
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Shift Timetable Naintenance =

Timetable Name |On-duly Time | Off-culy Time _|Beginning CAn_ |Ending CAn_|Beginning C/0ut__|Ending C/0ut
¥ a0 1800 0530 0300 1500 2359 ([ +as |[_wrou |[ x Do |

Timetable Name |Davtime
On Du Time |03:00
0ff Du Time |18:00
Late TinnefMins] 5
Leave Eatly TimefMins) | 5|
Beainning In | 06:30
Ending In | 0300
Bedinning Out |18:00
Ending Out | 2359
Count as Workday 1

Count as minute{minute] 0
[Must Clln -~ [IMust C/0u

I Chonce the Display Color
< 3

The Shift Timetable Maintenance interface 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 revise 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.
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The field of meaning in Timetable settings

Late Time (Mins): As above figure show, the setting value is 5 minutes,
[lustration's On Duty Time is 09:00. E.g. A. Clock In at 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 § hours, also records in the
Report this Timetable is 8 hours.
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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 color,
used to differentiate each different Shift. Just left-click the color with the

mouse, the color will be modified.
2.2.5 Management Shift Schedules

After setting Timetable, Be able to set Shift Schedule, Select
"Maintenance/Options" menu, click "Management Shift Schedules"
sub-item, and then you can enter shift menu with the following window:

< Shift Management g@@

Shifts Shift Time Period

a

1 8 5107111213 14151617 181920 21 22 224
Monday | [ e T

_Tuesday |

‘wiednesday |

|

|

|

|

Thursday
Friday
Saturday
Sunday

< >

[ 4 acd | o save | @ Ea [ X Detee || [+ adaTive | | % 0o

This interface may be divided into Shift name and Shift Timetable, the
Shift name box include Shift Name, Shift Beginning Data, Shift Cycle
Num, Shift Cycle Unit.

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

can't be empty.
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Beginning Data: Application Beginning Date is in the form of
yyyy-mm-dd, for example, November the 15", 2003 is recorded as
2003-11-15, and March the 6”‘, 2003 is recorded as 2003-03-06.

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

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

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

+ idd

Add: Single-click " " button to add a new Shift, the blank

Shift Timetable will appear in the right side, then click "!—+ S limg ]"

button, following window will pop up:
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Add Shift Time Period

Select zhift categom for this time period: Select date for adding this period:

Draptirme(03:00-18:00)
a.m(09:00-12:00] 1
p.mf14:00-18:00) ¥ YWednesday
Might[20:00-08:00) v Thursday

| Friday

v Saturday

v Sunday
[C]Record this time period 5 0T
OT minutes: o _:_J

l " 0K l l ¥ Cancel

Select a Timetable which has been setup in down-drag menu, add shift
Timetable directly. Which day are you on duty, 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 setup, click on "Cancel" button to give up the
action.

Delete Shift: Choose a Shift that want to be deleted, click "[ g Delee l"

button to delete.

Edit: Choose a Shift that want to be edited, click "ﬂ]” to edit.

Delete Time Period: Click on "[ X Delete |, button, selected Time

Period will be deleted.
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Save: After a Shift has been edited or added, click "ﬂl" 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 off work, and fail to count his
Time Attendance.

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

4 Schodule Employee’s AC r..__|§|@
Depaitmant [ [I0esion Report B1F deverge Shils & X
& Compory | Cuatend St | Shit Defdion A
AL Mo Nare
| Sehedue | Stat Duane. | Erd Diste: |Tem95hﬁ] Stant Date | End Date ll:vc
TH] [ i 2000 T3 011201709
2 |as Lucy Hornal 1/1/2000 120129 r 1171900 127317207
3 |9 Dave Honmal 1A1/200 2aeEn B 1150 1203/808
4 |84 Hary Huomal 1//200 2 Iz 11500 12N/
5 |a7 Mark HNourmal 1472000 129 r 11500 1237208 LI
< >
Time Rlange:
Fum | 5 12010 % To |10/ 12012 [w [ Ty S2ult PR S |
1] 1 2 E 4 5 17 T 0 9 10 1" 12 13 14 15 16 17 10 14 20 2 2 2 UA
USOI Sm
02 Sun
T503Men I ——— 1]
U501 Toe RS}
5 Wed N ]
U0 Tha e
0507 Fii L ——— |
U St
w03 _ :
0510 Mon e —————— "y}
11 Tue N 5 1
U512 Wed R 1 ]
513 Tk e u
YT w:
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Left side of the page 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

According to the different department's characteristic to assign

employee shift, Single-click Department Schedule button "Q" on the

left angle, the following dialog box appears

Department schedule

X

Diefault schedule

Select a defuslt schedule for a new employes
while he was registered:

May used schedules

Select the schedules may be used for employees in
the department.

| Mormal
]
| Pt
| Night
v Empty

[ o OK ] GCancall

Default schedule: Select a shift from down-drag 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
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display list until selected shift.
2. Normal Assign employee Shift

The part of the page in right side 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 interface, hold down the "Ctrl" key and with the mouse
single-click the employee to complete the multiple-choice, choose the
employee who needs to be assigned to shift ,then click Arrange

Employee's shifts button " £ tnange Shitts the following interface

appears:
Employee attendance options ( Ann )

Clock In Clock Dut [#] Aute-gssian timetabls
() By timetabls (51By Timstable ) :

| O Must Cin OMust C/0ut Least time far Auta-assign:

e re

O llow no Céin (D allow no CA0u ] ﬂ Dayls) 0 L] Hourls)

[¥] &ttendance Active Count OT Uzed timetable: = o

[#]Holiday [¥] Registry for OT

Aszsigned schedules list 4 =S

Start Date  |End Date JSh\H Schedu\el
1A/2000  12/31/2933 Normal

vk | [ Xone |

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
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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
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" ¥ I"add key, the following interface appear:
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< Arrange Employee's Shifis EIE'E'
Shifts Shift Time Period
[Mame |Beginning Date| Cycle Num|Cycle |~ 01234656786 91011121314151617 1819202122 224
nan D1 [T ([ [ [ [ | | [ [T TTI]
a2 | [ || o ][] ]
Day® | | ||| oo | ][]
Daypd | [ || o [T
os [ [ [P
v
< >
~Time Range
Fiom | 8713/2011 v 7o 8/20/2011  w [ W 0K l [anncell

All shifts and the shift Timetable display in this interface. Chooses a

new shift from these shifts which

have been set, determine its Time

Range, single-click "OK" button to confirm the operation, single-click

"Cancel" button to give up operation, returns to the Arrange Employee

Shifts 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 interface.

While an employee shift in Normal work hours, you can add a lot of

item of schedule. E.G.:

Starting date stopping date

shift

03-3-1 03-5-30

03-6-1 03-9-1
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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 { Ann J g|
[ Dlock In Clock Dut [#] Buta-assign timetable
| (2] By timetable By Timetable

() Must i () Must C/00t east time for Auto-azzign:

O 8ow n ()l s /0Lt L ISR )
[¥]Attendance Active Count OT Used timetable: = =
Haoliday Registry for 0T
Agsigned schedules list E

Start Date |EndDate | Shift Schedule] ~
1442000 12/31/2933 Momal
£ 11 (842042011 |Might
%
l o OK I [ x Cancel l

The auto-assignment employee's shift function is that, while employee
who does not assign shift to Time Period, but he/she has attendance
record, the system will can define automatically the Time Period. This
function main use in more changes shifts.
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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 { Anm )

Clock In 7 Clock Out 1 [¥]Auto-assign timetable

By timetable By Timetable : B

O Must £/ ) Must C/0ut S

© Allow na Cn O alow rio C/0ut 12 pate 0 =Hous)
[#] &ttendance Active Count OT Uzed timetable: R

Daytime

Haoliday Feqistry for OT
am
Azzigned schedules list E m
Stat Date |EndDate | Shift Scheduls| Fight

2000-1-01 12933123 Momal

[ v ] [ xcance|]

Left-click shift names that select from display shift name list add
selected shift. If want to cancel shift where there are used period of time,

first define period of time, click on "= " button, it will be canceled.

Show below:
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Employee attendance options ( Ann )

Aszzigned schedules list E]

[StatDate [EndDate [Shift Schedule]
20000101 29981231 | Nomal

’ x Cancel ]

~Clock In +  Clock Out 1 [¥]Auto-assign timetable

(%) By timetable By Timetable 5 P

) Must Cin ) Must /0wt LeasAt tirne for Auto-asilgn.

O llow na C/n O llow no C/0ut T 2] Dyt |0 2 Hous)
[] atterdancs Active Count OT Uszed timetable: o+ E
Holiday Fiegistry for OT ) ’ 1

Delete selected

After set up, click on "OK" to save setup, click on "Cancel" to give up

action, return attendance setting label

4. Employee temporary shifts

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 w5 Temporary Shitts

window is following:
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Attendance Management Program

¥ou selected 2 emploveels): Dan, Edison.
. Arrange temporary scheduler Far therm From Sf13/2011 to §/20/2011 ¢

|| cancel

Click "OK" button, enter temporary schedule, click "Cancel" button,
return Schedule Employee's AC window. First definite schedule hour,

then click on Add Time Period button " %", popup the following

window:
Add Shift Time Period X
Select shift category far thiz time period: Select date for adding this period:
D aptime(09:00-18:00) w0813 5at
| am(09:00-12:00) vl 08-14 Sun
por(14:00-18:00) 515 Mon

Might[20:00-06:00]

[ IRecord this time period as 0T

0T minutes: I ;_J

[ " OF ] l X Cancel

Select shift category for this time period on the window of Add Shift
Time Period, and select data for adding this period. The operation
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method is the same in Maintenance Shift Schedules to add period of
time. Click "OK" button, to save Time Period or click "Cancel" to
cancel the action. If select Night (20:00-06:00), select all day, then click
"OK" button to save, and return Schedule Employee's AC window. The
temporarily schedule will appear in the shift schedule list. Show as
below:

4 Schadule Employes’s AC

Departrent ¥ Cophws [Cltesion Report 6 s
G Compery | Ciarerd St | Shit D 4
AL Mo Nare
| schedde | smtbwe | Endowe | Temsshin| stsnbme [ Endpse [cox
41 Ly Homal 17172000 12/297 N 1171900 1230720 1
L] Lucy HNotmal 17172000 12//297 r 11171900 127317208 1
; s i - e e
4 |84 Ny Hotmal 17 /200 29 r 11500 12/
5 |a7 Mark HNourmal 1472000 129 r 11500 1237208 -
< >
Tine Rlange —
Fum | 5/ 12010 %) T [0 L2012 g (B[] ¢+ - &
1] 1 2 3 4 5 17 7 a £l 10 1 12 13 14 15 16 17 10 14 20 2 22 23 MuA
0501 50 L —
V02 S | 1Y
507 Moo | T I ——— 15 1] L
01 Tue | Y L e e 31
0505 e | 1) ]
06 T | Y ]
05077 T o
00250 | 11 L
504 | i1 T ——
0510 Hon | S 1
511 Tu- | ] I 1] L ——
U1 e | i1} D |
513 Th | 1) T —
YT »:

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

Period, press "= " key to delete it, Press " #&." button to delete all Time
. . =] . . .
Periods, click o3 Save button to save it. If this temporary shift you

add have been saved, press naff button to cancel temporary shifts
during this period.

5. Shift schedule regularly change
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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, a.m shift, p.m shift, night shift, three Timetable, the

application beginning date is 1. As before instruction finish the

operation, the following window appear

Shift Timetable Naintenance

| [Timetable bame Difdusy Tiva
| DE-66r 200

<

Begimning C/in|Ending CAn| Beginring G0 ut] Ending C/0ut] Color
T .00

Wor A

-
>

[ # 20 |[ vPot |[ X 0elote |

Timetable Name | Night
On Duty Time | 2000
0if Duty Time | 0600
Late TimeiMins]
Leave Early TimelMinsl |
Bedginring In | 1900
Ending In 2000
Beanning Out | 06:00
Ending Out | 07:00
Count as Workday
Count as minuielirute]

[IMust CAn  [ZIhust C/0ut

B Chence the Disclay Coir

3
o

Employee working hours schedule list:

Date a.m shift p.m shift | Night shift | Have rest
shift

1 A B C D

2 D A B C

3 C D A B
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4 B C D A
5 A B C D
6 D A B C
7 C D A B

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 EI@E'
Shifts Shift Time: Period
Name IBegmnmgDatelecIeNumIEyc\e"\ 012345678 91011121314151617 18192021 22 224
[ Empty 8172011 4 1 Dayi HEEEEEEEENEREEEEEEN T
40 8/ /2011 4 ! D2 |mmmmmoned | ||| [ [ [ [ ] .
b N | o-c ecmonl | (| | [ [ [ [ [ ][ | poom.
Norral 1411300 1 W Dayd o | | | || [ [ | || oo
PH a2 41 Deys |mmmmmenen| | | [ [ [ [ [ [ [T [[]
s
£ 3|
[ + Add IJSavaI ) Edit ]xDeleta] [+AddT|ma] X Delete

Time Range: Refers to show all employees schedule time which day
start, and which day end Timetable in the below rolling region.

2.2.7 Holidays Maintenances

In the legal holiday, according to the related laws and regulations the
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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-item under Maintenance/Options menu, opens the Holiday List

maintenance window, show as below:

€ Holiday Maintenance

Haliday Mamme Haliday Time |H|3Ii|:|a5I Length]
b_

This interface 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.
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Add: Click "_*_" button, a blank which is used to add information

appears in the holiday list module. Input the Holiday Name, the

Holiday Time, and the Holiday Length into the corresponding
blank. Following figure:

4 Holiday Maintenance

) Gl O 0 23 123 12 (D S

Holiday Mame Holiday Time 1Hulic|a5,I Lengthl
) 1414201 ADay

rears Day

Note: when input holiday time, the format you input is 01/01/11,
after input, the default format 1/1/2011.

After correctly input the information that wants to be added, click "[i]

" button to save this information.
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Delete: Click " = I" button to delete the holiday information which

does not need to use.

Edit: When need to adjust to the holiday time which has been added,

may click "Z]" button, to edit holiday information. Then click "U"

button to save the information which has been edited.

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" in down-drag

menu, following window pop up.

116



Attendance Management Software User Manual

Establish Mormal Leave Class

[ = o = & -7
_ Leave Class Mame:
Wacation Sick
Other
Statistical mle
ki, Lanit Found-off contral
1.00 = {7 Rround down
_1 Round off
|Hour (O Round up
[Jace. by times
Round at &cc.
Symbol in report B Count to leave
v

The system provides three kinds of ordinary default leave: Sick,

Vacation, 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
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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.

| Hour w
Haur

binute
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
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
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Establish Mormal | eave Class

M A4 - o = X O

Sl 1 Leave Class Mame;
Yacation Other
Other
Statistical rule
Mir. unit Round-off contral
=

Syrbial in repart 5 Count 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
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.
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2.2.9 Attendance Rule
All attendance computation of statistical comply with attendance rule,

1. Select Maintenance/Options menu, click "Attendance rules" option,

and this window will popup:

Formulate attendance checking rule

I.Sési.c.s.é.t.t.i.ﬁ;_:j.s' Calculation | Statistic items | Weekend Set

Urit name | DUR COMPANY

Abbreviation DUF COMPANY Shift expands two daps
From |Monday = | start 3 week (3 15t day shift

- 2nd day shift
From |1 ‘ﬂ ztart a month O 2nd day sh

The longest time zone under BE0 _?_J ming

The shortest time zone exceed | 120 ﬂ i

Least minutes of shift interval |3 ﬂ Tt
Ot State OT State
{Jlgnore the state (" lgnare the state
O s Out (OAs OT directly
{14z Business Out
(=) Audit it (=) Audit it
[ o 0K ] [ X Cancel ]

This interface consists of four pagination pages;

It is required to set the beginning day for each week or the beginning

date for each month. Some companies calculate their attendance record
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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.

OT state

The over time consist of, counting over time, not counting over time,

administrator allowing and count over time, three status
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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 pagination, calculation window appear, show as

below:
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Formulate attendance checking rule

Biasic se:.lt.ings [ Calculation | Statistic items | weekend Set

One workday az | 420 minE

Clackinaver |10 =] mins count as late
Clock-out ower m ming count az early
[]1f ries elock i, count as Late V _ED ii it
[“11f o clock out, count as __Earl}l LE.‘?"_V.-.é B0 ﬂ minz
[ late exceed 100 5| minutes, count as absernt,
[J&s early leave exceed 100 5| minutes, count as absent,
Interval of leaving count as OT Iﬂ mirz.

Thiz interval count as OT (B0 2! Mins

-
[ The longest over time after check-out Iﬂ bins
[interval of check-in count as 0T B0 = Mins

Thiz interval count as OT m Miniz
[ The longest over time before check-in Iﬂ[ Mins
[] The langest cver time 120 31 Mins

| ok || X cancel |

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.
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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 Item pagination, and following window will pop up:
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Formulate attendance checking rule E|
Biasic se:.lt.ings Caleulation | Statistic items | Weekend Set

Mo CAn on Leaving Post L
Statiztical e

Min, unit R ound-aff cantral
0.a0 = () Round dawn
(=) Round off
‘Workda,_» (I Round up

[Jaice. by times [C]Group by time periods
Found at Acc.

Symbal in report

| ok || X cancel |

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.
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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.

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 value 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 and the tab page appears as below.
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Formulate attendance checking rule
Basic seftings | Calculation || Statistic items [ weekend Set |
select the date as weekend

[C]5unday
[IManday
[(]Tuesday
[Jwednesday
[T hursday
[CIFriday
[]5aturday

[iwfeekend count 23 0T

W Wwieekend symbolz in the reparts

- ‘Weekend calar in the reparts

| ok || X cancel |

countries are different) and the weekend display symbols and ¢

the reports according to actual requirements.

Attendance calculation
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Set the date of weekend (for instance, the weekends of different

olor in

The Attendance calculation page is the most frequently used page. It
can calculate the attendance data under a specified clock in/out rule and

generate the attendance situation into a report for view and settlement.
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Dew[OUR COMPANY - [l Cacuinte ]
arme: |20 | [EH Aogant 1B Exgunt s | ™ Fspunt Drosgnes
Son
I~ Depaiver [~ UserMum. [~ Hame [ Tme [ Dmicend

Cleck | I epien | C: OTRegets | |

[ACHo [Ho [Newe [Ddw  [Onddy [Oiddy  [Cichin [CockOu [ Work T [Beloes O1 [Aher 01 [Nbass 01 [WesEnd O1[Hobbey O [Th0T  [Mewo | =

1 1 WA 180 em 3% W 120 mE 0 e
Lle 2 WA A0 0RO A OO 120 1 T ] M NOap 0T

2 -] WA EW KW WX GE 120 nE  ox ME W 01
p 3 (77~ T T - S 1200 nx 0 NXE MO 0T
L ] ALY TR0 0RO TME 0% 120 nx o ME WOagn 0T
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s 5 12501 e (£ T 1200 o oS 05 WD 0T
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5 (] 125500 0830 173 0w 1826 1200 LR o5 LR KD ay: OT
L5 s 2% eX (] wx 122% 1200 n:s% 0156 ns WOg 0T
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The data fields in the attendance statistical 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 list and select
"Column" from the context menu. All available options appear and the

ticked off items are selected fields.

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
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Connect Microsoft Access databases

1) Select "Maintenance/Options" menu, click Database Option
sub-item, the following window pop-up
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X)

B8 Data Link Properties

| Provider | Connection | Advanced | Al

Select the data you want bo connect to;

OLE DE Providers]
Micrazoft 154k 1.1 OLE DB Provider
MicrosoftJet 4.0 OLE DB Frovider

ticrozoft OLE DB Provider for DTS Packages
bicrozaoft OLE DB Provider for Indesing Service
Micrazoft OLE DB Pravider faor Internet Publizhing
Microzaft OLE DB Provider for ODBC Drivers
ticrozoft OLE DB Provider for Olap Services 8.0
Microzoft OLE DB Prowvider for Oracle

Microzaft OLE DB Provider for SOL Server
Microzoft OLE DE Simple Provider

kS0 ataShape

(LE DB Prowider for Microzoft Directary Services
SCGL Server DTS Flat File OLE DB Provider

0k || Cancel || Hep |

Chose Provider pagination, then select Microsoft Jet 4.0 OLE dB

Provider;

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

pagination to enter following window:
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B Data Link Properties

Provider | Connection | Advanced | Al

Specity the following to connect to Access data:
1. Select or enter a database name:
C:\Program Files'Atthatt2000. mdb J

2. Enter information ta log on ko the databaze:

Ilzer name: |.-'-‘u:|min

W Blank pazsword [ Allow saving password

Test Connection

0k || Cancel |[ Hep

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
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link between databases, shown as following figure:

Microsoft Data Link E|

L3
‘_:!_) Test connection 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 infarmation ta log on ta the database:

IJzer 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
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 Computerl 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
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machines are able to share data.
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" pagination to enter the following

window:
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B Data Link Properties

| Provider | Connection | Advanced | Al |

Specity the following to connect to SGL Server data:
1. Select or enter a zerver name:

| LJ Refrezh

2. Enter information to log on to the server:
" UszewWindows NT Inteqrated security

* Use a specific user name and password:

User name: |

Fazsword: |
I Blank password [ &llow saving password

3.+ Select the database on the server:

| 3

(" Attach a database file as a databasze name:
Test Connection

’ ] 4 ” Cancel H Help ]

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
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depending on his/her favor a. Only need to put tick in front of item.

System setup @
B F!egl..l\al Main Window
= Monitor [#] Show GridLine
[E] Function Dption
b St [15how Phato

4% Download Record(s]
1 Status of Record(s)
: Import User(s] Data [ e Update the data according to the length setting
4 Extend Function

ACNao. length O A [If less then add Qin ahead. |f over then keep itz le

[ Mirimize: on program startup
Use %P style
Save 'window after exit;
Update URL
hitp: # fen.zksoftware, com: 82/ update/Ainf
M ax dizplay itemzwhen Zero Closing Automatically monitor]
1000

[ wik | [ Xcacd |

Partial setting description:

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.

2. Click 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
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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
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.

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 =]

¥ Regular Automatically moritor
v
Function Opti .

). Firiction Dtior [Drefault device polling cycle (second] . .

b Stant Please Setting Maritor Time Ranage
£ Download Record(s) Keep the number of device record | 300000 first

H
g lali ol Hegor) Times of reconnection due ta failure 1
o Import Users) Data
4% Extend Function sctivate monitar in designated time zone

the start-end of a time priod is divided by subtraction signthe
many time priod iz divided by semicolon.E.g
"B 00-5:00:11:00-14:00;+.

Daownload all log time

many time priod is divided by semicalon 2.0
i*8:00;9:00:14:00"

Synchionize the time for machine

l o 0K ] [ X Cancel ]

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
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able to become 0.

Times of reconnection due to failure: Try connection again, the
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.

Images taken into machine

U will be preserved after the attendance photos downloaded to the
software (download only the attendance by the photo that is, after the U
pass in a folder of all the photos). Attendance blacklist photos (bad
folder of all the photos) can only be read after the U.

Import machine photographs: U session will be kept by the attendance
through the photos, download software to view.

U-Data: delete U intraday attendance through the preservation of the
photos.

Note: The software supports attendance cameras can use this
feature.

Synchronize the time for machine: May define time to complete the
computer synchronize up all devices which have been added. When this
time arrived, the auto-synchronize the entire device those connect with
the system, Attention writing format, for example: 10:00.
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Function configuration
Time Attendance: The Time Attendance function is must select.

USB Manage: It is option, under Data menu, USB flash disk

management is available.

SMS Content Manage: Under the Data menu, SMS Content Manage is

available.

Access Control: Add the function of Access Control software, Time
Period 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 the management menu will appears in the software main

"¥ " to show the detailed menu of Access Control

interface, single-click
management. For detailed setting, please see also "Access Control

Software Manual".

© Aittendance Management Pragram - [ Temp-Supervisor 12/22/2011]
Dole Alberdance  Search/Prik Mantenace!/Sptios Devdten

# 5 @ | m.ox

Emiuwees ACLoa  fleal  Dwice  OslOeii | Corvsed Dicamneed | Exhspviem

eware . I Mt

E] 1202702011 100720802
£ 2T 0777807

HereFholo

[rwe |Mectine [Event

113258 4

Write the card by the fingerprint machine: after this option is
selected, able to write the card and eliminate the card button under the

employee maintenance, after it connects with PC, the device is
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available.

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.

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
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Systemn setup

Bs Regular

= Monitor

[Z] Function Option

B Start

4L Download Recaord(s)
~ EIE0 dfs}
23 Import User(s) Data
4 Extend Function

For TFT Machine, The Setting should be as same as TFT Machine's
For Other Machine pou are not allowed to modify digital

Cln

CAOut

Out

Out Back
OvwerTime In
(rwerTine Out

Open for Dut

000~ T LR
Wmowmowowowow oo

g
a
a

Edit H Delete H Apply

l o 0K ] [ X Cancel ]

If the device connect 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

number before

Import User Data

n_n

Set some parameters for Import of user data.
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¥ Regular
=l Monitor
[Z] Function Option “When Import File has the same AC No
b Start
b Download Record(s) |
Ski ] I W

i Status of Record]s) @skp O 0Ovemite Owam
W Irport Lser(s] Dats
4 Extend Function

Import File Code

(BDens! DUTF8

[ vox | [ Xcoea |

When there is a duplicate registration number, three choices of ways are
available: 1) Skip, 2) coverage, 3) warned.

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" command on menu, the window is

following:
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€ Employee Leaving on Business/Asking for Leave Setup E]E]@
Time Range =
Diep.: | DUR COMPANY - [ Desian Repot
From | B/ 172008 +
Ty lily lan, i, gigi, LEVEL ¥ -
Mame: | ey il lan ubgigiwave, eve, gJ ol 5 172000 BB
? D x X

EM Other Sick Yacation

Query  Add JatchDelet

_|ACNa. [Mame ~ 001 2 3 45 6 7 8 9 101112 13 14 15 16 17 19 19 20 21 22 2324
T s T I I
9 Ann

_‘HJ Anna

1 abel

J5 Hana

B

Tl win

o Pk

22 Wi

|5 ca

16 Dan

|17 [Edson

12 Aler

:13 Lucas

} -

i v

Reason

| D Wiew | List Wiew

The option page of Employee Leaving on Business/Asking for leave
may be divided into two pages 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 pagination.

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, be unable to add
the employee business trip /asking for leave.
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Employee list: The employees selected from the Employee option box
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.

fio: &= EH - MK X

Business Leave/AfL List LR COMPANY

2010-10-11 - 2011-05-43

[ [ratafsra [rimeteng[Aani [0-06

ey 1
/572011 20500 AN [ 20 TT TS0 WHE&H

e eI 550 At
i ATz 175 [Afair
o VAR 358 [vacalion  |May Day

572720 AR L 23.58 Wacallon  |Wsy Day
/A0 ST 7358 [varalion |vay Day

cail 15

5172011 |t R A B 2358 [vaalion  |May Day
5722011 |Ef§.l ARGk 2358 Vacation  |May Doy
5132011 A LT 2358 [Vacation  [May Day
Edizan 17

572011 |€}‘Z SARE S 2350 [vacation |y Day
5372011 BT TS 2359 acation  |May Day
32041 |G B RS 9359 [vacalion  |nay Doay

Pinky El
Pageld | | vl

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 also 3.6 Export Data.

Inquiry: This inquiry way is to demonstrate the record of all employees
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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

£ B

< Employee Leaving on Business/Asking for Leave Setup

Time Range
Dep:| OLR COMPANY - Fieport [ |Desian Report
From |[10/11/20010  »
Name: | <4l N AT
¥ 0 X X
Query  Add JatchDelet

Mame: AC-MNo Start Time End Time |Leave Class ‘Heson -~
P lucy i 11-01-05 02:.08 11-01-05 23:59 Aftair Affair
B lucy 1 11-01-06 00:00 11-0-06 2353 Aftair Affair
: lucy 1 11-01-07 00:00 11-0-07 11:25 Aftair Affir

lucy 1 11-05-01 00:00 11-05-01 2353 Wacation May Day
B lucy 1 11-05-02 00:00 11-05-02 2353 Wacation May Day
il lucy 1 11-05-03 00:00 11-05-03 2353 Wacation May Dap
| can AT 11-05-01 00:00 11-05-01 2353 Wacation May Day
: Carl 15 11-05-02 00:00 11-05-02 2363 Wacation May Day

Carl 15 11-05-03 00:00 11-05-03 2359 ‘Wacation Map Dap
| Edison 17 11-05-01 00:00 11-05-01 2353 Wacation May Day
: Edizon 17 11-05-02 00:00 11-08-02 23.59 ‘Wacation May Day

Edison 17 11-05-03 00:00 11-05-03 2353 Wacation May Day
B Pinky 21 11-05-01 00:00 11-05-01 2353 Wacation May Day
il Pinky 21 11-05-02 00:00 11-05-02 23.59 ‘Wacation May Day
] Pinky 21 11-05-03 00:00 11-05-03 2353 Wacation May Day
: Ann El 11-05-11 05:00 11-05-11 2353 Sick Sick. )
b b

Day 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:
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€ Add the Item of Leaving on Busin... [g|

1 Iucw ]

“Time Range
From | 1/ 52011 || 0205 =]
To | 1/ 772011 |88 [11:25 =5

Fleaze choose the leave pe:

| &ffair v|
Reazon
| &uffair

’ .J'EIK ” x Cancel ]

Choose leave type as Affair from the selected style box, type reason in
the cause box, or not to do, click "OK" button to save adding leave,

click "Cancel" button to cancel all action, after, the window is

following.
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< Employee Leaving on Business/Asking for Leave Setup

~Time Range T .
Dep.: | OUR COMPANY - [IDesign Report
From | 17 52011 |w
i T = v Fawan v
: . X X
G ity [ 444 | Edi  Delete JatchDet
4C No. [Name 01 2 3 45 6 7 8 9 1011 12 13 14 15 16 17 18 19 20 21 22 2324
21 ey I n-05wed [ | [[Zoe
L — L
Torssa ||| ] L
otogsw || [ L
00Mon | | | | | ] L]

Reason: |Affair

| Day View | List View

O
2) Another Way : Click "_## " button from tools column, determine

Time Range, choose the leave type, and input Reason in the reason box,
click "OK" button to save, or click "Cancel" button to abandon the

operation, the pop-up window is following:
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<€ Add the Item of Leaving on Busin... E'

1 [ lucy ). 27 [ Pinky ). 15 [ Carl ], 17 [ Edizon |

“Time Range
From | B/ 172011 % 0000 —=—
To | 52 32011 o |2259 =

Fleaze choose the leave pe:

| " acation w

Feazon

bday Dray

| ok || X cancel |

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
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 "=" button on the setup window.

The following dialog box will appear.
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€ Add the Item of Leaving on Busin...

17 [ Edizon |

Time Range
From | 54 2/20011  » | | 00:00 -3+
To | B 2/2011 o« |23:69 =

Fleaze chooze the leave type:

| Wacation |

Reazon

\May Day

Choose the date, time, leave style, then type into asking leave reason,
click "OK" button to save setup , click "Cancel" button to cancel the
action. After saving, the window appears as before way

Delete: If you want to delete one item setup, e.g. just click " " button

asking-for-leave will be deleted, Shown as following figure.
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Attendance Management Program 3"\.

D] [Gfz2fz2011] - [5)2/2011 11:59;00 PM]
ol “acation
May Day

Do wou wank to delete this item?

Click "Yes" button to delete this item, or click "No" button to abandon
the action; 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.

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

@ You can't add/madify this item of Asking For Leavingf/Leaving on Business:

Mew Time Period will overlap with existing time of Asking For Leave/Leaving on Business!

Click "OK" button, the operation is invalid.

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
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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 [E|

Department: Employee: W X
‘when part or all of employee from ane

i OUR COMPANY AL No. Name department forgat Clock-indout with reasons,
¥ FAE employee's clock-infeclack-out time can be
¥ Finacial added, and the changes can be searched

by using <Modify Logs from Employes
L = ttendance Records Search Module.
£ Human Resources 11 Abel Al hdshes Recoits SAarek el
£ Maintenance Press Ctrl to select multi- rows
¥ Management
¥ Sales - =
State:| Cln v
Add record time:

wday

Machine Hum |1

o | (Bw] (X

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
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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 "ﬁ" 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 E|
Department: Employee: W X
- When part or all of emplayee fram one
{1 OUR COMPANY department forgot Clock-inout with reasons,
i FAE employee's clack-indclock-out time can be
¥ Finacial Eddel_i analf‘lﬁctangefs car:: be‘searched
w using <Modify Logs from Employee
@ Human Hesoulices Attendance Records Search Module.
£ Maintenance Press Ctrl to select multi- rovws
1 Management
1 Sales

OverTime Out
Mac
Open for Out Bt
v
¢ 5 [ 8 pdd ] [ X Close ]

If need to handle all employees to forget clocking-in, click Select All

button " " ", shown as following figure:
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Forgot Clock-infout

Department: EmployeeSelect Al E— o X Unselect all
- ‘when part or all of employee from one
¥ OUR COMPANY department forgat Clock-indout with reasons,
¥ FAE emplovee's clock-inclock-out time can be
& Finacial added. and the changes can be searched
by using <kModity Lags from Employes
L Human Rcsoioss Altendance Recoids Search Maodule.
£ Maintenance Press Chil o select multi- rows
1 Management
¥ Sales
State:| C/ln v|
Add record time:

1!:Iay 3 Augus_t v_TS:SD ‘:—

Maching Hum |1

| [

Hx n

Press Unselect button , the cursor to return to the previous

condition before clicks Select All with mouse. If there are lot of
employee, this module has provided with the function to inquiry to the
employee, the operating procedure is in the employee view directly
input employee's register number, the name, the name Pinyin as well as

the name Pinyin first letter, press the "Enter" key or left click "-"

with the mouse. If want to inquiry employee named Simon, with name

Pinyin first letter method inquiry, shown as following figure:
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Forgot Clock-infout

Department: Employee; W X
- When part or all of employee from one
{2 OUR COMPANY MC Nao |Name e department forgat Clock-indout with reasons,
¥ FAE ) Ann employee's clock-indclock-out time can be
Finacial e added. and the changes can be searched
g e Resatiay > by uzing <Modify Logs from Employes
: 1 Abel Attendance Records Search Module.
i Maintenance Press Chl to select multi- rows
i Management
i Sales

_ State:| C/ln |

Add record time:

day . August v:1830 —:—

Machine Mum |1

= o [ Doa | [ X iose |

Operation Successhul

The goal which after press the enter key or the left key 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. See up part.

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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Handle Coming Latefl eaving Early collectively g|
Department: Employee: W X
¥2 OUR COMPANY When part or all of employee from one
i department come late or leave early with
i FAE . reazanz, employee's clock-indclock-out
i Finacial lime can be changed, and the changes
# Human Resources can be searched by using <Modify Log>
2 Maintenance f_rom E_m_p_loy_ez_a Attendance Records
3 Management (%) Coming late () Leaving early
i Sales Meglect Clock-in record
From | nday . | 80000

To wur v | 3:45:00 4

Clock-in time after modification
uew | B00:00 Ah—

< 5 | [ o | [ e |

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
"X " 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.
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Click "Cancel" to abandon this action and return main menu.
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-item on the main window of
"Search/Print" and the following window will pop up
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4 Search Employee’s Attendance Checking Record B@@

Conditiorr
OUR COMPANY - 1 If you want add, adit attendance checking's original records, please use
Lo & Adua the functions of “Forgelting 1o clock in/aut”, "Coming Late/Leaving Ealy
Mame: | <Al> =l Collecively”, or "Handle Altendance Checking Records In Advance'”
Fom [10m/2000 v [o0oo0 =] || @ DlDesgnRepat G0y grates [ Support sinple cakc:
To | 31972011 || |2359 = T Modiy Log [“]Display Workeods [#] Display Null Records
= [CDiplay Image [C10nky Display Mul

| Primary Logs | Simple Calc

§ —

1. Search
1) Only search attendance record
Department: Display all departments in this unit.

Employee: Display all employees in this unit; through drag-down box
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.
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€ Search Employee’s Attendance Checking Record =]
Condition
[ooRcomPaNy = IF you want add, edit attendance checking's original records, pleass use
Do | £ Advanced Export @ the functions of 'Forgetting to clock infowt”, "Caming Late/Leaving E ally
Name: | <Alb E Callectively”, or "Handie Altendance Checking Records In Advance”
: B e
Time Rangs : W s
Fon (107172000 0000 CIDen Rt iy st Clsuon sl
To | 9192011 v 2359 ER ot Modiy L [IDisplay Workeode a3 | i
[ Bewo [ mosim | o i
| Prmary Logs N § - i - i
|Dspsrlmm 1Name |Nn‘ |Dal=p‘T\m= |Ln:ationID 1D Nurmber ‘V!FI'}IE& Al
MOUR COMPANY lucy 1 7/22/2011 31358 PM 1 Passwor
(OUR COMPANY lucy 1 7/22/2011 31410PM 1 Passwor
OUR COMPANY luicy 1 7/22/2011 31426 PM 1 Pagswor
DUR COMPANY lucy 1 772272011 31427 PM 1 Passwar
(DUR COMPANY lucy 1 T422/2011 314:32PM 1 Passwor
(DUR COMPANY lucy 1 7/22/2011 31437 PM 1 Passwor
(DUR COMPANY lucy 1 2202071 31441 P 1 Passwor
OUR COMPANY lucy 1 7/22/2M71 31455 PM 1 Passwor
DUR COMPANY lucy 1 7/22/2011 32334 PM 1 Passwor
(OUR COMPANY lucy 1 7/22/2011 32336 PH 1 Passwor
OUR COMPAN'Y lucy 1 772202011 41240PM 1 Passwor
(DUR COMPANY lucy 1 T/22/2M7 41241 PM 1 Passwor
DUR COMPANY lucy i 7/22/207 41252 PM 1 Passwor
OUR COMPANY lucy 1 7/22/2011 41454 PM 1 Passwor
(OUR COMPANY lucy 1 7/22/2011 £1469PH 1 Passwor
OUR COMPANY lucy 1 7/22/2011 415:02PM 1 Passwor
OUR COMPANY lucy 1 7/22/2011 £15.04 PM 1 Passwor
v
< >
581

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

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.

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

158



Attendance Management Software User Manual

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
€ Search Employee's Attendance Checking Record Q@@

2) Attendance for photo

Condition
s [OURTOMPANY A ] (P It T e mak Come oo o
Narie: | <Alb e - Callectivel”. or "Handle Attendance Checking Records In Advance”.
In Out
From | 10/1172010 || [00:00 - (& Beview | ClDesnBepat  —p i (]S oo single el
To | 971972011 (w2359 == I BB Expont ” Modify Log I DD'gsn\wkacudc [“]Dicplay Null Records
[Diplay Image [C10nly Display hul
Primary Logs | Simple Calc
AC-MNo MNarme IDepanmem ‘Date lTime =
¥ 1 ey OUR COMPENY 117201
1 luey OUR COMPANY 110/2011
B 1 bicy OUR COMPANY 1112201
i 1 ey OUR COMPANY 11272011
1 lucy OUR COMPANY 1432201
i 1 luey OUR COMPANY 14142201
N 1 lucy OUR COMPANY 11542011
1 lucy OUR COMPANY 1162201
1 1 lucy OUR COMPANY 1172201
i 1 ey DUR COMPANY 11872011
1 lucy OUR COMPANY 1/19/2011
N 1 luep OUR COMPANY 1/2/2011
i 1 licy OUR COMPANY 1/20/2011
1 lucy OUR COMPANY 17217201
il 1 oy OUR COMPANY 1/22/201
N 1 ey OUR COMPANY 1/23/2011
B T licy OUR COMPANY 172402011
v
< >

If the software features is designed to support for attendance photos

function, when search employee
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employee's the attendance photos is available to see at the same time in
View the attendance records interface

€ Search Employee's Attendance Checking Record [= ] !'_
Condition
bep: [OURTOMPANC i o T aosis ook e oamat Ser Souns Lo
Name: | <Al ~| Collectively”. o "Handle Attendance Checking Records In Advance".
Tie Forge T
Fiom | 10/11/2010  |w | |00:00 - [ODesign Riepart [EADisplay Stotus Mo
To | 9/19/2011 v |2359 = [¥IDisplay Workcade [¥]Display Null Records

_ [ Beww [ oot | [IDiplay mage Cl0riy Display Nl
Primary Logs | Simple Cale

Department  [Name  |Mo. | Date/Time |Status |Location 1D [ID Number |Watkcode |VerityCode |CardNo A ||
__|OUR COMPAN lucy 1 7/22/2001 31358PM [CAn 1 0 Password
_|oUR COMPAN lucy 1 7/22/2011 21410PM TAn 1 0 Password
_|ouR coMPAN lucy 1 7/22/2011 314:26 PM " . Passnard

[OUR COMPAN lucy 1 7/22/2011 3:14:27 PM Password
" |oUR COMPAN lucy 1 7/22/2011 31432 PM Password
P|OUR COMPAN lucy 1 7/22/2011 314:37 PM Password

[OUR COMPAN lucy 1 7/22/2011 3:14:41 PM Password
DU COMPAN lucy 1 7/22/2011 31455 PM | Password
_|oUR COMPAN lucy 1 7/22/2011 3:23:34 P Passward
_|oUR COMPAN lucy 1 7/22/2011 3:23.36 PM Password

[OUR COMPAN lucy 1 7/22/2011 41240 FPM Password
" |0UR COMPAN lucy 1 7/22/2011 41241 PM Password
_|ouR CoMPAN lucy 1 7/22/2011 41252 PM Password

[OUR COMPAN lucy 1 7/22/2011 41454 PM Password
| pUR COMPAN lucy 1 7/22/2011 41453 PM Password
__|oUR COMPAN lucy 1 7/22/2011 415.02PM Password
_|ouR COMPAN lucy 1 7/22/2011 4:15.04 P Passward

~
v

If the options Display Images 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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(OUR COMPANY)

Attandence Records(4 Columns) s

Depatment OUR COMPAN [T222011 45616 )R CouPay [B1812011 1065°6]
L1 TZZZ0TT 4:55:34  Out BT 11646 Cin
722011 3 Ciin 12262017 5626 _Cin Tin 019 11:645]  Ciin
cin_| [[72202017 #56:27] Ciin Cin 11:2843
Clin i [ cm |
lin Cin
Cin
Cin
Cin
REEEIIEE)
22011 32337 | CAn
[F222011 24520 Gn

[772212011 44533 | 0wt Bark
772212011 415 40| Out Back
22101143837 €
[Fr2zr2011 43540] crou
222011 43647 out
(77222011 2:36:41 | OUl Bk
7222071 438565 GAn

772242011 415:02| Crout 71262011
72202011 495:04] can [B11/2011
7222011 41507 our [B19/2011 PR202011 4:37:06] Grout
772202011 415:08]  out [B1i2011 7220011 43792 Out
REFE [BI18/2017 1:48.05] Ciout P2 22011 43719 Out Baex

e S B X

Attandence Records {0UR ComPan
2000401

Department OUR COMPANY _ ucy 1
[EFF) £ _cin E TR0 314 % Gin_[fi2ai001 Giln
7122201 7222011 31441 CAn_ 712212011 Ciln
7122201 7RWI0T L1240 CAn_ [7i7212011 Ciln
7] TN S145E_CIoul (112272011
2200 22071 41505 Out
237300 220711 415 47 Out Bak]
a0 2071 4.36.24_Ciout
'@:201 772202011 4:35-34 Oul Baek
227300 7A23071 43652 oul
Tr2afa0 712203071 437 1 Oui Back

EEPETRI E n

72270 Out

7722470 Cin
[FEA] 2502 Ouibiack
751201 2502 n
351300 I n

30 CAn_[BH9/2019 10515 Cin_|B180 n
FHFI] Cin_[8rZa/m011 105,34 Cin_ |22 Cin
Ciin_40 ciout 10 ]

Depsriment OUR COMPANY ity 2

e |4

TZE0N] 31405 Chn_[7/E2i7011 3140 Clin_[7A2E0113 1415 CAn_[reaEali 31814
TR 31425 CAn  [P222011 31435 Cin (7220071 31445 Cin 72372019 31455 Ciln
rﬂzi‘.rzuﬂl:l 2337 CAn_|7/22/2017 #1520 Clin_ 772202011 415,35 Qul Back|7122/2011 4.15:4C Out Back

Paeiz

For printing report, only need to left click on the Printing button "&" in
report left side.

3. Export
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(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

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.

Click "Modify Log" button, enter "Record changing Logs" window,
shown as following interface:

4 Record changing logs EMEIE]

Condiiars

Dep.: | OUR COMPANY -

Mame: | <Al |

The appended, modified, deleted records can be
seached. And you can select the missing operated
records and restore them{Press Ctil key can
multiply select records]

Tie Range
From | 10112010 »|[0000 = | [Design Repart
To| snaomi w|[zzms = o e

j'_l

CAM C/0ut
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1) Search

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.

€ Record changing logs

Conditiort
[oURCoMPERY =] — The appended, modfied, delsted rscords can be
B @ seached. And pou can select the missing operated
Mame: | <Al - =5 records and restore them(Press Chil key can
multiply select records).
From | 10417/2010  » | 00:00 -2 [[IDesign Repart
To| 9naemt w2359 = [ ER Evport ] [ Restorerecnds | ean coow
| Dept |Hame _|ACNo Clock 10 Time | Type |Add |Modiied Deleted Reason Operator A
B|FAE Anna 10 8/8/2011 63047 PM  Céln =4 [m] O Forgot Clock-in/out Temp-Supervisor
FAE Anha 10 8/22/2011 B:30:47 PM Céin B O O  Forgot Clock-infout Temp-Supervisor
FAE Ann = 8/22/2011 B:30:47 PM Cén =8 [m] O  Forgot Clock-infout Temp-Supervisor
-
< >

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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History Record of Attendance Log ~ ©vreowenm

20101011 - 2011081
Dept Hame  ACHo  Clock U0 Time Typo. Oporator Date ModifiedType Reason

FAE Anna 10 2011 6:30:47 FM - Ciin Temp-Supenis BEZ2A2011 651:12P0 BAGY Fargot Clock-infout

FAE Anna 10 8227011 BADLTPM i Temp-Supenis BIZAZ011 626500 BAOY Farot Clockinjout

FAE anmn g 8220011 BIDLTPM i Temp-Supenis BIFNI011 S4B4B M BAGA Fargal Clockinjout

|

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-item, under
Search/Print menu. The following window wills popup:
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& Search Current Employee’s On-duty Status E@
Dept: |
Time: | 82372011 ~|fosm = |~ Desion Repart
T O duty
i Lo |  Onduty © Mat on duty ﬂ LCloze Not on duty
Department ]AE Mo 1Name ‘Lasl Clock-in/out Time

After select Department and Time, click "Query" button, check the
result, show as below:
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€ Search Current Employee's On-duty Status

Dept: | OUR COMPANY -l 3B guey |
Time: | 842372011 R [& Freview | [~ Design Repatt
On duty 4
& Al ¢ Onduy ¢ Notonduty | ] Close Mot on duty 18
Department AC No INamE lLasl Clack-in/out Time | o]
1 lucy |
OUR COMPANY 2 fiy 8/23/2011 33416 AM
OUR COMPANY = an B/23/2011 33417 AM
OUR COMPANY 4 Iulu B/23/2011 93419 AM
OUR COMPANY 5 aiqi (B/23/2011 33422 AM
OUR COMPANY B wave
OUR COMPANY 7 |eve
OUR COMPANY g gigi
FAE 9 Ann §
FAE 10 Brna
FAE ] el
Maintenance 18 Nana
Maintenance 13 | Mivi
Maintenance 20 Win
Maintenance 21 Pinky
Maintenance 22 wieir
Human Resounces 15 Carl
Human Resources 16 Dan
el

Click "Preview" button, preview the style of report, show as below:

M a? X

Employee current on duty  *"**™" SRR

Mame  LastClockinow Current  ACNo,
OLR COMPANY

lugy a Noton

b IR0 93416 On sty
lan 2232011 83417 On duly
ut 2291201183419 Onduby
alal 232011 93422 Onduty
w0 Noton
e ] Noton

1 Naton
ublotal B O dubyd Noton dutyd

Departmen:

Not on
Noton
Noton
Blbiotars. GROUNG Foton Buna

Department:

19
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Preview the report, on this window, user can print and save file, etc.
Click print button "é&&" 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; there are four operation
windows which are Clock Inz/Out Log Exceptions, Shift Exception,
Misc Exception and Calculated Items.

Click exception search on the main window, or exception search

sub-item under "Search/print" and the following window will appear

Select department firstly, choose the employee who is your choice,
determine beginning/ending time, click "Search" button to view the
statistical record of time & attendance

A) View the department through drag-down box

Dep.: |OUR COMPANY -

Marme:

Finacial

Hurnan Rezources

M aintenance

b anagement w

B) Select employee

There are two way to select employee, one way is to select employee
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through drag-down box, if you need to search a lot of employees at same
time, you can put tick in front of employee of your choice, show as
below:

Dep.:|OUR COMPANY

|
M ame: i<-"—"-"> __T_i
i

<l
LY Jucy
v 21 lily
w3 lan

v 4] [ulu ==
M ———

1Bl wave
LI71 eve
|81 aqigi
L 191 Ann W

Another way is to search employee by enrolling number, name, and

click " " button to search, show as below:

& Attendance calculation

TR Teva Flanor
[
Den:[OUR Cppeiaic = : Calculte
x rﬁ_—_’ Fom [lOM210 v ﬂig
= To [wrwam =] T—l L e T
ot
I Oopatrer [~ UsetHim [~ Namo [~ Tine [~ Deicend

Clock IOt L | i icn | C: |
[aco Tno. [hame [Stttne  [Endime  [Depatmen [Exception [Audted [0 sudted] Tine long [ Vaid tme [ Date

@ fopend Clack In/00t Log

C) Determine the Time Range, show as below:
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Time B ange

Frarm (10417420010 =
To | 9nsizon -
n September, 2011 n

Sun Mon Tue Wed Thuy Fri Sat

1 2 3
4 5 B F 8 8 10
11 12 13 14 15 18 17
15 @y 20 1 22 23 M
25 26 27 28 29 30

Calculate

3 Today: 8/23/2011

D) After selecting, click "Calculate" button, the record of attendance is
available.

Shift Exception

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:
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£ Attendance calculation BEE

0 Gk |
Efws | B Exotin| T Reotbvsne
San
™ Deparimer [~ UserMum. [~ Kame ™ Teme 1 Dmicend
sephcn | | OTReposs | |

Erptn  [aCHe [No [Hame  [Suodesn|Don [Teetstie  [Oriuty O day [Cloch s | Chock Dot [Heont [Finaltenn _[Loee Eob =] oy =
10 ¥ NN Dwies  BRE  THWH (] ] QM‘
VN ghme 1RO00 000 133 1 (L bl evton.
P

Dew[DUR COMPANY =]
=
N |51 = Te [l wam v

|

1

00

i 1 1 1
i 1 i 122011 Doyt [ N 1 D fitoin it
1 1 1 12NN raghitime. 1900 G00  13M mx 1 1 o
h 1 1 1N e 1200 OG0 13X OE 1 s gﬂﬂmn'm&n‘._
h \ 1 1IN rghee 1300 GRDD 1336 (] (F
h 1 1 LI Dwtme  DEW W01 L]

[ 1 1 TSN raghitene W w0 8% 1 1 (LE ]
uj 1 ' 125011 Digtens [ 10 ' 1

h 1 1 LGN rgpme 1900 00 183 LI w%
(0] (] 1 VMR Daline. (1 R R T 1 1
Lp 1 1 12772001 righitine 1200 600 13X 1 1 0x
i 1 1 TR Dwime  BE WX 0% T

' 1 1 IR rghtee 1900 GO0 13 1 n 0
:1 2 2 1272011 Daylime. |y TN mE 1 1

3 2 2 AN e 1900 0D 193 10 LE]
e 2 2 1227011 Dites BN 2N 0K ]
[z 2 2 T rghttme 1900 0600 135 il o
B3 ' 1 0z
2 1 h

+

2 OF2%
: 2 121 rehetin 1 600 13 7.5
2 2 1ZH/0T nghtime 1300 GO0 1336 i)

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 "Columns" item in the table, after choose other rows that
need to be show, put tick in front of the row that will be cancel.

1) Item explanation

Timetable: The employee Clock-in/clocking-out time corresponding
Timetable's name.

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
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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.
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
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2) 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 "w" 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

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.

1) View the Attendance record

After searching and calculating, chooses the Clock In/Out Log
Exceptions pagination, shown as the following figure:
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£ Attendanca calculation _[of=}|
Dew[OUR COMPANY | e s [l Cacuinte ]
From |12/ 1221 =]
e — 1o [ v 3]| 0w | BCowon| T fwmOre
I* Dot~ Ui [~ W' [ Teme I Owioted

Tk | | je OTRapon: | |

[T 4 m vy T | | Cimmation =

7 : T llmnml T AN la nKI ! 7 g Lhaceze cokes
ay 1 namrsm cos SN o R
0 1 12N THRAN  CAn [ Procenng
T 1 AN TN COw o o Lacadiie
my 1 2N TN T o o Dalols sabecter)
i 1 AT TP G l o b Gl i
iy 1 12N TAM  Cn OF -
i 1 MM PHP G [ Freeepe oy g
nf 1 TEOON THAM  Chn o
[ 1 wsom s cow [ or
g 1 10N TBAN |CAn Irrvaled
| |1 1 1287200 T AM Cin (3

1 1 TET BRI Cin o
u{ 1 IZRINI TP T - o

1 1 1277200 T2 AN Cin oK
T 1 i Em ool DN o @ tugend s oAl
1 1 121 THRAM  Cn oE @ v somsentitay
Ay 1 e rame cow [N o
2 : BRI AN Cin [
[z F] e rEn cov SR ok
g 1A TN CAn o =

In the Clock In/Out Log Exceptions the default data row includes the
Name, the register number (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:
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Expork Daka

Create report for current grid
Copy dataifrom Firsk to current)
Copy dataifrom current ko last)

Columns Emp Mo,
Showa all columns W OC-Mo,
Hide all colurmns v Mo,
Save grid lavouk v [Mame
Load grid lawout v Time
v Shate
Advance Export B——
v Exception
W Dperation
Departrnent

After change the setting of Columns displaying, save the columns
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.

Register number "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
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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
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.
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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.
Department: The employee is at department.
2) 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
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|:| Invvalid
E Repeat
. \Wrong State

[ ot
ot
[ClroT

|:| Aukoschedule

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:

Irnvalid
Repeat

W

W

v

v Wrong Skate
v Ok

v OT

v FOT

v Autoschedule

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:
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L om ]
0t
ik
Ouk Back,
CverTire In
CrvverTime Ok

Cpen for Quk

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 proceszing: 1
(@ Apoly 2l
@ 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.

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.
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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
Create report For current grid
Copy datadfrom Firsk to current)

Copy datafrom current ko last)

Columns »
Showe all columns

Hide all colurins

Save grid lavouk

Load grid layouk

Adwvance Export

Export data: Is same as "Export data" button function in the interface,
for detail please see 3.6 Exporting 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,
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.
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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 also 3.7 Advance Export.
Misc Exception

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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£ Attendance calculation BEE
Ry o Term Fmgn
Dew:[0UR COMFANT =] ———— | i Coun |
Fram 12N =] | ——— _
Hame: [22 =l 1o [ vt =l [EH Argent ) Expunt s | [ Rt Dresgren
= TS
I~ Depatmer [~ Userhim [ Mame [~ Tme T Dmcend
Dk, o Ermptiors | o ke | OT Rt |
[aCta__[Ho Moo [Sitie  |Endimn[Dieparivend [Excoption |feabied |04 o] T kg okl e [Ciin | =
i I I I I I [0 e T g ®
@ Croeiee,
Ak excepron:
= Al
o Loyl l 01
o 5

= ot o UL 1 BOUT
o oo of BOUT

o Imunbciote yelected

In Misc Exception list , the default data include department, name,
enroll number (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
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day which has assigned shift.
Tool column

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.
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Calculated items

The calculated items pagination is the page which commonly used,

count all item in the employee assigned time to produce report, is easy
to examine and settlement.
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In the Calculated items pagination the default data include name,
enrolling number (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,
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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
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.
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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,

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
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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
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.
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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.

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
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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
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
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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
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

The NoShiftUserAll page facilitates the manager to view unscheduled

employees and schedule for them.
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The data fields in the NoShiftUserAll page 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.

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 "Record " button, pop up following menu:
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Draily Attendance Statistic Report
attendance General Report

Depart Atkendance Statiskic Repork
Skaff's On-Duky (OFF-Duky Timetable
Draily Akkendance Shifts

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.
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In the table all shifts Timetable which each person uses will be list, and
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
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time overtime work. 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.

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 n 7 100% o button, and then choose the displaying

proportion, preview report form.

2) Opens report: Click " & " button to open the report file which has
saved before.

3) Save: Click "l 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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Text ta find
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k. Cancel

6) Close preview: Click "#." 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.
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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

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
Statistic 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.
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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
department's personnel's situation.

Above the report tool column is same with Daily Attendance Statistic
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.
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(OUR CONPANY)
Staff's On-Duty/Off-Duty Timetable 2010-10-41 - 20110818
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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 Statistic
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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Daily Attendance Shifts (OUR COMPANY)
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Above the report tool column is same with Daily Attendance Statistic

Report.

6. 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

Clock In/Out Log Exceptions' current data report page:
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Clock InlOut Log Exceptions
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If need to show much more rows, may right-click the data row of your
choice in the statistical result detailed situation page .

Shift Exception page's current data report pages:

Shift Exception
Emp Ho. |ACHo. un.}mm. Auto-Assign|  Date [ﬁme:»u O duty | Off duty | Clock In | Clock Out

[
=
jucy
jucy
ucy
ucy
lucy
lucy

ucy
Jivey
lucy
lucy
lucy
lucy
ucy
lucy
Jiucy 1272010
ucy A72010

lucy
lucy
lucy

T

If need to show much more rows, may right-click the data row of your
choice in the statistical result detailed situation page .
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Misc Exception page's current data report pages:

Misc Exception

Hame [Start time |End time | D i audited |Time long’
OUR COMPANY
QUR COMPANY
OUR COMPANY
OUR COMPANY
OUR COMPANY

R COMPANY
PANY|

PANY |
PANY |
PANY |
OMPANY
OMPANY
COMPANY
OUR COMPANY
OUR COMPANY

OUR COMPANY
OUR COMPANY
AE
FAE
AE
AE

If need to show much more rows, may right-click the data row of your
choice in the statistical result detailed situation page

Calculated items page's current data report page:

7 Preview

Calculated items
ACNo Nn.‘"aml Naimal [Actual [Late | Eaily |Absent | OT |OUT |BOUT |WTime | Times | Vin N/Out
T [ 7% 0| 7is| &0 3| 28| 212
2 it 241 0] 327] 490| 3| 45| 242
3 lan 242 0] 71| 4%0| 3| 245| 247
O it 242 247|490, 2| 245| 243
5 |EET 0 T 1571|490 2| 245| 243
e [1]
ove 0
i [1]
[Ann _ui
[10 [Anna |
[ |Abel [1]
12 Alex 0 0
13 Lucas 0 0
4 |Don a
15 [Carl ] ]
16 [Dan 0 1] I
17 [Edison 0 1] ]
18 Nana 0 [] 0
18 Via [} 0 0
20 [Win 0 [2] I
2 [Pinky 0 a
- 0
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If need to show much more rows, may right-click the data row of your

choice in the statistical result detailed situation page.

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 also

appendix 3.6 Export Data.

2.4.4 System Operation log

There provide with complete record about all operator operate trip and

event when this software is apply to, maybe view the log in the future:

Click "Search/Print"-->"System Operation Log", the following

window wills pop-up:

& System operation log

EEX

Delete 5/28/2012 % log [ Dielete ] [ expart ]
 [Operatar * |[DateTime  [Description
P Ten 5 0 1 K n operate log
48| Temp-Supervisor 5/29/2012 31353 Pk Spstern operate log
47| Temp-Supervisar 5/29/2012 3:07:24 Ph| | am Event
4B.Tamp-8uparvisor B/29/2012 30712 Pk Spstemn operate log
45| - 5/23/2012 4551 Ah| | &am Event
44/- |5/29/2012 3:44:45 &b | am Event
43/- 5/23/2012 3:47:01 A | &larm Event
42|- B/29/2012 9:38:44 Ak Employee Maintain
41|- 5/29/2012 3:36:43 Ab| | &am Event
40/- |5/29/2012 3,:35:06 &b | Alarm Event
33|- 5/23/2012 3:32:33 Ab| | &larm Event
38 - 3B 2125351 F Administrator Setting
77| 316/2012 124659 F| | &dministrator Sefting
36| - |3n6/2m1212:46:22 P | Axdrinistrator Setting
35/- 3162012 12:45:16 P| | Department Management
24/ 316/2012 B:5351 &k [Employee Maintain
a3l 316/2012 8.53.25 Ah| |Emplayee Maintain
32- |316/2012 85745 &b | Emplapes Maintain
0 7. 3/15/2012 25347 Pt | i |tralor Seltira BE

The user can do the following operations on this window:
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® 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:

After click "11/22/2011 5:42:42 PM", the System Operation log

window shown as bellow:

EEX

€ System operation log

Delete I ’ export ]

D [~ || Operatar

B0 DeteTime = 11/222201 542427 [ cuvoie. |
[« | L]
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® Delete System operation log

Delete 5/28/2012 |»

1. Point Date: Click the '™ button at lc'g, and then

select date on the drop-down Date List (For detail, please see 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 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 pop-up:
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Delete | 5/28/2012 ~ | log
O perator  [DateTime  |[Alarm Type ~ [EnrallMumber |+
s IE :
1/8/2011 450:04 PM |2 | “erify failed
1/8/2011 1:4712PM 1 | Machine Broken |
441142011 3:05:03 Pk 153 Machine Broken
|4/13/2011 5:37.10 Ph 83 Machine Broken|
541142011 3:40:36 &k 153 | Machine Broken
1 5/11/2011 3:52:38 Ak 153 | Machine Broken |
Temp-Supervizor _5.-"25.-"2011 4:33:38 PI\'_ B3 | Machine Broken_
Temp-Supervizor B/28/2017 4:34:07 Pk B3 | Machine Broken__
Temp-Supervizor B/26/2011 4:34:19 Pk B3 | Machine Broken
Temp-Supervisor 5#_25#2011 4:34:22 Pk B3 | Machine Broken_
Temp-Supervizor _5.-"25.-"2011 4:.34:23 F'I\'_ B3 | Machine Broken_
Temp-Supervizor B/25/2017 4:34:33 Pk B3 | Machine Broken__
Temp-Supervizor B/25/2011 4:36:08 Pk B3 | Machine Broken
Temp-Supervizor 5.-"25.-"2011 4.46:47 Phe 53 | Machine Broken_
Temp-Supervizor _11.-"3.-"2011 11:09:58 A_ 1az | Machine Broken_
Temp-Supervizor _11.-"3.-"2011 11:11:42 A_ 18z | Machine Broken__
Temp-Supervisor 11432011 11:11:45 4 182 | 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 "Initial system" menu, this pop-up window is follow:

204



Attendance Management Software User Manual

\!) Initializing the system will clear all registered data, Do wou want ko continue?

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 this item on the menu, this pop-up menu will appear.
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Clear Obsolete Data

A0 Clock-indout Recaord

Close Date | Saturday | A w = O

Backup ta -.Eheckl R0 uk207 1 081 3.kt

-Bittendance Checking Exceptions Records -

Cloze Date | Sunday . . %

Backup ta | CheckExact20110724.aex

Shift Data for AC Time

Close Date| Sunday . o w I = 0Ok

‘ @' LCompact Databaze File ‘

When clearing attendance clock/in and attendance exception records,
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
system, the system will inform you select a new name of
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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 " I" to return the main menu
2.5.3 Backup Database

In order to make sure data security and to restore, we suggest you
backup database in regular time, click command on the menu, pop-up

following window.
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Please input backup data file

Saveir | (3 ZKTime50 ¥ « & ckE-
_'2 () atkdatas
! I photos
My Recent atk2000
Documents
"
Desktop

My Documents

@

iy Computer

My Metwark. File hame:
Places

J (o]

Save as hipe: | Microzoft fccess Database “ ! Cancel

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

To import attendance record to another machine or old record to the
current attendance software, click this command on the menu and this
operation window will pop up:
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4 Import Attendance Checking Data

Impaort from Files

{7 mpart from database

Link D atabase: Quickly Choose DE-> Before 1.2 ifter 1.2
Provider=Microsoft Jet OLEDE. 4.0:0 ata Source=0:4D ocuments and Sethi 5]

[T

| X close |

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.

Select import from USB flash-disk, click "Import" following windows
pup-up:

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
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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 button to begin
settings. For detailed information please refer to Database Setup.

After importing data, click "k " 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

Export to Files

~Conditions and Range for Exporting D ata Records

Beqgining Date: | nday . [GES w |- Tuesday . Augusl »

(=3 Export ] l X Close l

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 "E1" 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.

Concrete Step show as below:

1. Click "Time zone" from Drag-down menu of door manage, window
of AC Time zone option will pop up, show as below:

AC Timezones option rg|

[ e | [ e@ | [ e |

Sunday Monday Tuesday ‘wednesday Thursday Friday Satday

Desciptio Bl Stat End  Stet End  Stat End Stat  End  |'Stat  End  Stat  End Stat | End
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2. Click "Add" button and system will pop up a timetable from Sunday
to Saturday. Here, you can define any time zone you may use, show as

below:

Timezone option

Dezcription |

select time zone 1D !‘I v
~Sunday i Monday—— Tuesday | wednesday | thursday—— Friday | Satday
| |oo:oo = :

|onoo =

3. Then click "OK" button to save the time zone automatically, and

return AC Time zone option window, the new zone will display in he list,

show as below:

AC Timezones option

[ ma ] [ e ] [ e |

Thursday
Stat  End Stat  End Stat  End
|OE:30 1200 0B:30 1200 |0E:30 1200

l1zm

4. If you want to use several time zones, continue to click "Add", and
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then repeat step 2 and 3. In addition, time zone can be edited and
deleted.

5. Edit Time zone, select time zone on the list, then click "Edit" button,
the edit window will popup. Show as below:

Timezone option

zelect time zone D 1 Description | a.m

[~ Sunday i Monday—— Tuesday—  wednesday | thursday
| |0e:30 = || 0830

- Friday

After modify, 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 &J

[ e ] [ Es | [ oeee |

Sunday Monday Tuesday Wednesday Thursday Fiiday Salday
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6. Delete time zone. Select the time zone need to be deleted, then click
"Delete" button, the following window will pop-up:

Confirm E

\?/- Do wou want to delete this kem?
-

Click "Yes" button to delete it. Click "No" button to cancel operation.

7. After delete operation, the AC Time zone option window will not
display the time zone. Show as below:

AC Timezones option El

[ 2 | [ ew | [ [Peee |

Sunday Monday Tuesday ‘wednesday Thursday Friday Satday

2.6.2 Group
Group function can divide users into groups and combine different
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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 | 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

1. Click Group sub-item, under the door manage menu on the left tool
bar, enter the Group setting interface, shown as following figure.

Group E|
Group Description Timezone] Timezone2 Timezone3
| 1 1w 0| 0|

el 0~ ov| 0|

3| 0| 0« 0|

= =i =i =

.5: Dv o =

Attention: when getting time zone of group, time zone 1 can not be 0, othemwize time zone of this

| [ peke | [ oo |

2. Group editing; left click item that need to edit with cursor to enter the
editing state.
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[LAE-ESREY — |

Attention: when setting time zone of group, time zone 1 can not be 0, otherwize time zone of this

[ aad ] [ see | [ Deete | [ o

3. Through drop-down box to choose the Time zone.

Altention: when setting time zone of group, time zone 1 can not be 0, otherwize time zone of this

[ b ] [ sae | [ Deete | [ o

Set up is completed; click on "Save" button to save.

4. According to your needs, you can repeat step 2 and 3 to edit other
Time zone.

5. Add group, click "Add" button can add a group, show as below:
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| Graup Description Timezone] Timezone2 Timezorne3

1 15| D o=
2| 0~ 0~ 0~
] 0] [Ed 0|
4| 0| 0| 0|
5| 0| 0 0|

\ Mew Group

Attention: when sefting time zane of group, time zone 1 can not be 0, otherwize time zone of this

I

| [ s+ | [ peke | [ oo |

6. 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
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
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unlocked as long as one of these 10 unlock combinations passes
identification.

Concrete step show as below:

1. Click Unlock Combination sun-item, under door manage menu, the
following window will popup:

Unlock Combination FX

Group 1 Group2  Group3  Group 4 .I:i oup 5

oo m o e | =

[

2. Edit: Click on the one which need to be edited, show as below:
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Unlock Combination

| Unlock En:nmtnlr. Drescription I Group 1 I Group 2 I Group 3 I Group 4 Group 5
1

[ Add ] [ Save ] [ Delete ] [ Cloze

3. Select group through the drop-down list, show as below:

Unlock Combination

[ Add ] [ Save ] [ Delete ] [ Cloze ]

4. If forget what you had defined, you can click Group Detail button

" Group Detail .
"M" to see the detail. Show as below:

221



Attendance Management Software User Manual

Group 1 Gro

Attentior: when setting time zone of group, time zone 1 can not be 0, otherwize time zone af this

Add [ Delete ] [ o |

= |

5. 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-item, under the door manage
menu on the left tool bar. Enter the "Access Control privilege" interface

such as shown.
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Ac Privilege option PZ|
| - Delete Al

‘ ws Edit Privilege b4 Ehiigns ¥ Delete all

ID 4 Name Group Is Use Group Timezone 1 Timezone 2 Timezone 3 Door[AC machir Wi

2. Click on "Edit Privilege" button and enter the Access Control
Privilege to edit the interface, shown such following.

@ User AC Privilege [ (=13
Set Group Timezone ~ ~| v ‘
B Giow 11 |8 Depatmen K10 B Nowe K Gioup

1

+ bpply Privilege

1
1
1
1
1

~ Finacial 12 Alex 1
Finacial |13 Lucas 1
[ i

““““““““ |
B Machine Number B2 1P Address

1 i 1/192168.1.201
g | 1 13216810221
El I TiUsB.

N
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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 1. First selected ID 1 user, shown as following.

€ User AC Privilege

e R |

- Depattment ID B Nare K Grows B
OUR COMPAN® 2 L7 | 1!
L
e — I } |
T |
el :
==

FAE

e Nunber B3 IF Addess 53 [l

1 Hstneetan |
2 1/19216810.221 ‘
3 1|use

»

[»]

4. Click on the "Set Group" button and enter the group setting interface,
select group 2.

Group

Attention: when setting time zone of group, time zone 1 can not be 0, otherwise time zone of this

Add [ Delete ] [ oK
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5. Through the above steps, the users will be assigned to the second
group, shown as following.

€ User AC Privilege EE]EI
Timezone | < | > v

Depatent B2 10 B Mame B Group B

TOUR COMPEN Ti 7
|OUR COMPAN-|3 |lan 1
|oUR ConvPan- 3 I i
JUB S REATTS L] 1
OUR COMPAN: & |wave 1
| OUF: COMPEN- 7 |eve 1
DUR: COMPAN- | gigi 1
e e :
FAE |10 e 1
FAE 11 |l [ 1] [] N
Machine Machine Number [ IF ddiess Machine Hurber B [P Addiess
1 ] 1/192.188.1.201
2 119218810221 |
z | 1 |

6. Follow the 3-5 steps, 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:
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& User AC Privilege

settroup T 3 3 g |

\OUR COMPAN: |2 Tool Bar

OUR COMPAN' |3 lan ]!

OUR COMPAN'|4 Ty || Move the selected one to right list

MPAN" |5 qigi |

OUR COMPAN® & wave | Move all to right list

OUR COMPANT |7 eve [

OUR COMPAN" 8 gigi

T FAEle prs |=— Move the selected one to left list
FAE |10 Anna =
FAE 11 Abel =— Move all to left list

Maintenance x|

B Machine Number B 1P Addiess

192168.1.2M

3 1 USE |

7. In the machine list choose the machine that need to upload Privilege,
and then move to the critical region, waiting for Privilege setting. Show

as below:

| B Wl @

Depaitment B 1D N ame Bl Gos B2 Nenatmers EX N [ e
OUR COMPAN: 2 lily 1 OUR COMPAN' 1 hucy 2
OUR COMPAN 3 o 1
DUR COMPAN 4 [ 1
OUR COMPAN § i 1
OUR COMPAN" & |wave 1
OUR COMPAN 7 eve 1
OUR COMPAN" 8 agi 1
FAE 9 Ann 1
FAE 10 Anina 1
FAE 11 el 1
Maintenance 18 1

Machine B3 Machine Number B 1P 4

1 1|192.1621.201
3 1|use
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.. . Apply Privi
8. After users and machine is selected, click on "M’" 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

9. On the "User Access Control Privilege" interface, click "&&d" button

and enter the Access Control Privilege Setting interface and synchronize
set up information of user groups will display in the list. Show as
following, machine 2 in the ID 1 user group 1 Time zone.
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Ac Privilege option El
22 ‘Edit Priviegs X gﬁﬁ:g‘;" 3 Delete Al

Group Is Use Group Timezone1 Timezone2 Timezone 3 Door[AC machir
1 lucy 2| v al al 0z
¥ D1 l
Machine 2

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 21 users belong to the third group,

but she does not use group 3 Time zone, and use the 1,2,4 Time zone.
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@ User AC Privilege [[(=/E3|
Tresorel| 1 v 2 ¥ [+ v

Departmert EE 1D Bl Meme B Group 1 |8 Depatment B4 0D B Name B Giove £ (R
| Maintenance |12 Nana 1 Maintenance 21 Pirky 3
| Maintenance |19 Yivi

1
Maint n w 1
[ Hobiemrce| 2 v 5
Human Riesou 15 Ca 1
HunmFesnaclis — [oan i
Human Resou 17 Ed 1
e F:::::I 1z A}éiun 1
Finacial |13 L 1
E:::Z::n'm b‘:;as 1

Machine B3 Machine Number 3 (P Address £ I
1 11321681201 113216810221
3 1Use

. . Aipply Friv .
2. After complete setting, click "m," button and then chck"m"

button on the "User AC Privilege" interface. Enter the Access Control
Privilege setting interface and synchronize set information of user
groups will display in the list. Show as following ID 21 user use group 3
Time zones, the non-use group, but use 1, 2, 3 Time zones.
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Ac Privilege option

Delete Al
X Privilege

¥ Delete All

)

i

Timezone 3 Door[AC machir

| Is Use Group Timezone 1 Timezone 2
1 lucy | 2 v | 0l 0 02 |
21 Pinky 3 ] 1-Moming| 2->Aﬂsmuon§ 4Dawn 2 | |

Delete the User Access Control Privilege

1. After choose the user who will ready to be deleted and his group ,
move their to the critical areas, and moved equipment whose the
Privilege will be deleted to the critical, shown as below, delete the ID 1

user, who use the Group 2 Time zone.
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Ac Privilege option

(B

[ S Delete Al
2o Edit Privilege x R ¥ Delete Al

il ealiiounBinazune 12 Lz ony 228 Tanozans 5 Docibl merchi

|21 Pk | 3 =] 1 Moming |

23 Aftemaon | 4->Dawn | 2

. X Delete Al .
2. Click on the " Piviege " button, the group Time zone the user use

will be deleted in critical area from the selected equipment. After deleted
successfully, the system will prompt. Show as below.
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Ac Privilege option E|
23 Edit Privilege X gﬁ\ﬁ‘: ’:" % Delete Al

Group Is Use Group Timezone 1 Timezone 3 Door[AC machir
1 i e ot 3 o

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:

ot Bropram - [ Temp-Supervisor 12/27/2011]

Usts_sbtencaree_SewchfPoe_ferserercafiznn: L managemert_tsp
B G = .X | @ 0 ©
Erpyess AClog  Repol | Devie  Dellever | Cawest | Dacawest Evlydem
T e s e Al
W E<poit Attercanoe Checking - =
3] sk Datbrace P fame Sins Hinchinetle, Commps o R 1P Adfee ~Fr Fuedstione  UsnCan o4
L3
e | B Diacorraad 1 Sebl FURGEE  i520) com
R Connected 1 Ettraangt 19268123 RG] a

Y T ——— Y e 1 oy “
3 Devnived wet o and P € 3
¢ Urload wsrint anc FP T [lame_[stime [echins_[usstotiols A
& 4 Hansas i E] TP/ FACE
e ||| 2l S TP FaCT
tamierarceiopibos. A JMIITT 5[ = FPPLAFFACE

N I &1 n FPAPWIRFFACE
Y i
B i [ ) FPIPWIRF FACE

SR Morie Prigta
£ Db gt
Encicyes Schecis B
T
@ suils Masazrmrt |
T f ok e 00RO 20| |
@ fesalence e % FiC cecincamecing 100 161227 | |
(1007 30 Ak
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2. Upload information

Click "Upload Device", under the door manage menu on the left tool
bar, and show as following interface:

Upload Choice

AL Dptions

| wo | | X cancel |

Select the Access control option which you want, the two kind of option
could to be selected at the same time. After success upload, it will
display the success information on the window, show as below:

D |Status |Tin'|e | L
1 |[2] Connecting with device, pl 14:35:23 08-23
2 [2] Succeed in connecting wi 143531 03-23
3 [2] Digconnect 18:54:1008-23
4 [2] Connecting with device pl 18:54:17 03-23
5/[2] Succeed in connecting wi 18:54: 25 08-23
B [21&pplving for zetting, please 185833 03-23
7 [2)Upload user access contr 18:58: 37 03-23
3 [2]0peration finizhed! 185833 08-23

hd
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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 " * " or "_* I" button to move the date
one month upward or downward:

Time Range—
From | 101172010 + | 0000 =
To | 9ngzom1 || (2359 =

)

Sun Mon Tue Wed Thuy Fri Sat
1 2 3
4 K & 7 8 9 10
11 12 13 14 15 18 17
18 4B 20 21 22 23 24
22 X 28 029 30

=5 Today: 842342011

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
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want to select it.

3.2 Select Employee

The option box of Employee is like this:

Employes;

AC Mo, MHame *

19 Wi

20 Win

21 Finkp

22 Wein

o

£ pd

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
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Dep.: | OUR COMPANY |

FAE
Finacial
Human Rezources

=+ Maintenance

1 v

With the mouse left-click the department name, Wait for the department
name to change blue. It shows chooses successfully.

Choice department employees

Single-click department, open a drag-down box, chooses department
which the employee is at, then single-click the employee box

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.

3.5 Data Table Tool Bar

The Data sheet Process Tool Bar contains the following operation
buttons:
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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.

Cancel: To cancel the result of adding a new row or editing the data.
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Under the status of addi

automatically saved.

ng or editing, the result of moving data will be

In the data sheet, click on the row to select it, and select multiple rows

by pressing "Ctrl" and
selected rows will chang

3.6 Export Data

clicking at the same time when possible. The
e to blue.

Following take Attendance Record as example, explain to Export

Data function:

 Search Employee’s Attendance Checking Record EI@@

As shown in the above

following window:

Condition
T 1) Ifyouwant add, edit aitendance checking's original 1ecords. pleass use
Decs = 4L Advanced Export g the functions of "Forgelfing to clock infout”, "Coming Late/Leaving Eary
Name: |<Al> ;l Collectively”, or "Handle Attendance Checking Records In Advance"
Time Range - - -
1D Design Report
Fiom 10/11/2010 s | |00:00 = Stk [ Display Status [¥]Suppor simple calc
To | 9/18/201 || 2359 Export Modiy L [¥] Display Workcode [Z]Display Null records
= [ Bt |[ dosries | [Diplay Image 10y Display Mol
[ Primary Logs | Simple Cale
Department | Hame [He. | Date/Time |Status [ Location ID_ {10 Number =
_|our company lucy 1 7122/2011 32334 PM C/n 1
_|our company ucy 1 7/22/2011 32336 PM_C/n 1
"~ |puR company lucy 1 7/22/2011 41240PM C/n 1
_|puR company lucy 1 7/22/2011 41241 PM CAn 1
_|pur company lucy 1 7/22/2011 41252 PM_C/An 1
_|ouR company lucy 1 7122/2011 41454 PM_C/n 1
_|our company lucy 1 7/22/2011 41453FM  C/0ut 1
_|oum company lucy 1 7/22/2011 415:02PM C/0ut 1
_|our company lucy 1 7/22/2011 41504 PM_C/An 1
_|pum company lucy 1 7/22/2011 415:07 PM_Out 1
_|puR company lucy 1 7722/2011 41503 PM | Out 1
_|puR coMpany lucy 1 7/22/2011 415:22PM G/ 1
_|our coMpany lucy 1 7/22/2011 415.29PM OutBack 1
_|our coMpany lucy 1 7/22/2011 415:42PM [OutBack 1
_|our comeany lucy 1 7/22/2011 41547 PM_QutBack 1
" |pum company lucy 1 7/22/2011 436:15PM_OutBack 1
MoUR CoMPANY lucy T /22,2011 4:35:17 PM OutBack 1 I
v
< >
e

picture, click "Export" button to pop up the
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Export Fields Options §|
Pleaze select the fields that you want to export: Predefined Items List:
v|:Diepartrnent i v |
V' Name L -
vl Mo,
| DratedTimne
v Status
| Location D
v |0 Mumber Y'ou may:
v Wworkcode <Sawve Current Option: Input a hame in the above
v| VerfCode Predefined ltems List, and then press "0K".
v CardMo <Impart Previous Options» Choose one name that

have been saved before in the above Predefined
Items List, and then press "OK'.

« 0K 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 As

My Recent
Documents

7
@
Desktop
My Documents

58

y Computer

«

by Metwork.

G

Places

i Microzoft Excel File[* xls]

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

43
Savedr: | (L) My Documerts v £k B
My Music
(2 My Pictures
File name: | vl [ sae |
Save a5 bpe: F

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] FX

Destination file

Open file after export [CIPrint file after expart

!.Expnrl L,lpa.[ F_ields. | Eurmalé .Heagar & Fooler | Caption & ‘Width || Excel Options |

+ Exportto

(EIMS Excal ODBF SYLE File

OIMS wiord CPDF OlLaTex

ORTF O Test Fie OsaL

{HTHL LSV File O windows Clipboard
DML I DIF File Olog

| ,,E,D"“,a,l,s | Opticng |

Load E xport Dptions I l Save Export Options I [ Start Export ] [ Cloze ]

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
pagination as MS Excel.

2. Set the parameters in the Options pagination. Show as below:
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Export dialog -- Export to [InOutData.xls] [ﬁ

Destination file

Open file after export [CIPiint file after expart

| Export Type | Fields || Formats || Header & Footer | Caption & width || Excel Options |

[ Constraints
Gio to the first record ] Current record only

[¥]&low export empty data source

Skip |0 | records (ZIErport all records

(D Export only |t | records

| Eommats | Optiorss |

l Load Export Options l l Save Export Options l l Start Expart l l Lloze

3. Input the filename and choose the saving position.

Export dialog - Export to [InOutData. xIs]

Destination file

.

Dpen file after export [1Frint file after sxport
4. Set the field, the format and so on

A. Field
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Export dialog -- Export to [InOutData. xIs]

Destinatior file

Open file after export 1 Piint file after expart

EHDDItI}'De: Fj‘e‘\d‘s 'IE.ormats' Heager&FDolel' Caplion‘&é.w'\dlh' Ekcei.ﬂptions

B DEFAULTDEPTID
BT Mame

B PN

[B CHECKTIME
@checklype

B SENSORID

BERLE

E5 workcode
@ verifycode
@ CardMo
Load Export Options ] l Save Export Options ‘ l Start Export l I 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

self-definite 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
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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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Exporting...

.ét&us ; EHpDﬁmgm
éﬁpuﬁéd" :. ﬁ??
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:
T4 5 & Departnent
A B T C T ] E F 1 H T |
|1 [Depariment Name Ho. Date Time Statis  Location ID ID Number Warkeode Vorlf
[2 ]QuR CoMPANY lucy ] 7222011 1513 A797 Ciln ] 1] Pass
3 |OUR COMPANY lucy ] 7222011 1514 A77 Ciln k] il Pass
4 |OUR COMPANY lucy i] 7222011 1514 4797 Ciin ] ] Pass
5 |OUR COMPANY ey ] 7222011 1514 A787 Ciln k] il Pass
6 |OUR COMPANY lucy i) 7-222011 1514 A7F7 Ciln i} i} Pass
7 |OUR COMPANY lucy a 72220111514 A7R7 Crin Kl il Pass
8 |OUR COMPANY ey i} 7-22:2011 1514 A7P7 Cfn il il Pass
9 |OUR COMPANY lucy il 7222011 15:14 A7P7 Chin fi il Pass'
[ 10 |OUR COMPANY lucy a 7-22:2011 1523 A7TPT Ciln il il Pass'
[11QUR COMPANY lucy ] 7222011 15:23 A797 Ciin ] ] Pass'
[12|OUR COMPANY lucy i] 7232011 1612 4787 Ciln ] ] Fass’
[12QUR COMPANY lucy ] 7222011 18.12 A797 Tiin 1 ] Pass'
[[14|OUR COMPANY lucy ] 7232011 1612 A787 Ciln k] il Fass
[15QUR COMPANY lucy il 7222011 18.14 A797 Ciin 1 ] Pass
96 | OUR COMPANY lucy ] 7202011 1B 14 ATF7 0w il Pass
17 |OUR COMPANY lucy il 7-222011 1615 A7F7 Ciut 1 i} Pass
18| OUR COMPANY luc ] 7-22:2011 1615 A7F? Cin 1 ] Pass'
19 |OUR COMPANY lucy il 7222011 16:15 ATPT Out il il Pass
20 |OUR COMPANY lucy il 7-22-2011 1615 A7P7 Out q il Pasy
21| OUR COMPANY lucy i] 7222011 1615 A7P7 Ciin 1 il Pass'
[22|QUR COMPANY lucy i] 7222011 16:15 A7P7 Out Back " il Pass'
[22QUR COMPANY lucy il 7222011 16.15 A7P7 Out Back 1 ] Pass’
[24|OUR COMPANY lucy ] 7222011 1615 A797 Dut Back 1 il Fass’
25| QUR COMPANY lucy f 7222011 18.38 A707 Out Back 1 1] Pass'
[26|OUR COMPANY lucy ] 7222011 16,36 A7F7 Out Back 1 ] Fass
27 |QUR COMPANY lucy i] 7222011 18.36 A797 Ciin ] il Pass
26 |OUR COMPANY lucy ] 7222011 16.36 A7F7 0wt 1 il Fass
29 |OUR COMPANY lucy i 2011 16:36 A7PF Crin il i) Pass
30 |OUR COMPANY lucy a 2111636 A7F7 Ciom 71 il Pass:
31 |OUR COMPANY lucy il 2011 16:36 A7P7 Out il il Pass
32 |OUR COMPANY lucy ] 222011 16:36 A7P7 Out Back 1 ] Pass'
|33 |OUR COMPANY lucy il 7-22:2011 16:36 A7P7 Ciin ] il Pass g

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
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software on the PC, and the software automatically detects the device
and downloads the photos taken on the device. The detailed operation is

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.

I G O £
O

MOFF

- T-1- 1
o

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
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Maintenance/Options->System Options, and select Display Photo in
the Regular pagination.

(e_Fieguy) Main window
= Monitor Shaw GridLine
[Z] Function Option =
b Start ‘ 2

- &b Dowrload Record(s)
1 Gtatus of Record(s)

$ Import User(s] Data l e Update the data according to the length setting
<9 Extend Funclion

AC No. length O '_A] [IF lezs then add O in shead. If aver then keep itz e

[IMinimize on program startup
Usze ¥F style
Save Window after exit;
Update URL
http:/éen zksoftware. com: B2/update/Att inf

Max display items(when Zero Closing Automatically monitor]
1000

l o 0K l [ XK Cancel ]

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.
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System setup

. B Regular
= Maritor Tranzaction Phota Recaord of using Hitp
[E] Furction Option [only tar device of hitp serverinat supported R 232 485
B Stat

4} Download Recaord(s)
1 Status of Recordiz)
2% Impant User(s) Data

Port |80

5

[¥] &dd Machine To System Automatic

~Transaction
() Real Time
i Interval 5 ﬁ[Unlt hin]

) Tranzaction Log Times

Ex0000:08:00:17.00

[ o | [ %cece |

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.

@ Attendance Management Program - [ Temp-Supervisar 12/27/2011]

B’ G & . X | e 0 o
e el e

T Trpen

s Thedine

Comnsst | Dacormesi Exl syslem

& Evpotl Alterecrea Checking

| i Mackilist

Drukshare

Sions

Hachinste,

[T For
1520 £0H
[EAE ) 4 a

Commps Faud Fire
Sl PARSHEE
1 Ethens

1 ush

51 Disoormoiad 1

Meckins

[ty Hads

FRAF/AT FALE

PP FACE
FPAPUARFFACE
FPIPURF FACE
FPIPUREFACE

110007 34

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 the images
photographed by the device. Then, you can see the details of each

b
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record, including the images. In the image list, you can click an image to
view the enlarged image.

@ Search Employee’ s Attendance Checking Record

Condition
Dep, | This Company ~
Hame: |1 =l :
| Time Range =, Search:
‘ To [2011- 526 v 2359 =
| Primary Logs |
Depattment_|Name | No |DatesTime | status
P{This Company |1 1 2011526 T4 05:37.5:C/n
This Company |1 i 011526  (BIPECA Fingerpint
2

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.
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& Employee List EE]EI
G r X i g : <
it L Add Delete batch Seach | Import  FaceGioup
[include sub depatmert ol | ~] AL Ko Ho | Mame [iendd Til | Mobie/Pager ~
2 OUR COMPANY :
o FAE 2 |10 Anna Fe.
¥ Finscial 3 n Abel Male
2 Human Resaurces —
= ¥3 Maintenance
e
15 Management
2 Sales
3 | v
< >
L Hame [An Photer Fingerprint manage I
I 3 (©Finger 3.0 OFingsr 10.0
Giender |Female v Mo ®
Mationalty Office Tel ;
(O]
Tile Priviige [User B device
Date of Bith | 7 / f=] Datecf | // ]
Employment
CardNurber Mobe No
Home Add = ™ & g
Basic Information | Addiion | AC Optians
Fiecord Court.3

How to choose Finger9.0 or Finger10.0

1. Enroll with a single color LCD fingerprint sensor, choose Finger9.0

algorithm version.

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.
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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:

System setup @
B Regular Main windowr
= Monitor [#] Show GridLine
[Z] Function Option

b Start 3
& Download Recordis) AC Mo length 0 LA] [If less then add 0 in ahead. If over then kesp its le
1 Status of Record(s)
25 Import Userls) Data e Update the data according to the length setting
4 Extend Function

[IMinimize on program startup
Use ¥P style
Save Window after exit:

Update URL B
http:/fen.zksoftware, com: 82 /update bt inf

Max display items(\when Zero Closing Automatically monitor]
1o00

[ o | [ %o |

2. After complete set, click "OK" button to save. Click the Check New
Version sub-item 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:
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Flease select the download list ;

W] Soft Package

< Back [B] ’_ MextM]> ] [ Cancel ]

3. Select this update package, and then click "Next" button, the
following window will popup:

Updating : Att CAR

Download : hitpe/fon zksoftvare. com: B2 /updates Att CAR

[

<Back il | Mewipi | [ Cancel
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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 :

. ;\t t inf
Found New Version!
mtt, CAE

Restart Application To Update’?

< Back [B] [ MextM)> ] [ Cancel ]

4. Click "Next (N)" button, close the software and auto update system.
After update, click the About sub-item under the Help menu. The

following window wills popup:
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About this system

(x]

Fingerprint Attendance
System

Wersion: 4.8.5 Build:143
SDK Version:B.2.4.0

As shown in Figure, update successful.
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4. End-user License Agreement fir This

Software

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
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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.

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
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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.
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.
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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
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.
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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:

(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. 1 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
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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
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?
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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.

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. OK
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