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Advantage of Card Time Attendance

e Three level-up
1. Management level-up
2. Profit level-up
3. Enterprise image level-up
* Three reductions
1. Employee dispute reduction
2. Work redundancy reduction
3. Environmental pollution reduction
e Full function
The system can realize different functions such as attendance remark,
calculation and report printing. The remark can be made for reasons such as
business leave, absence, marriage holiday and etc.; the checking and calculation can
be made in accordance with different time periods, departments, individual or
combination due to various reasons for absence; the report generation and printing
function can be realized perfectly.
* Flexible Shift Maintenance
The software supports shift on week basis, rotation shifts etc. Various shifts,
public holidays, individual leave and overtime are available to meet the complicated
needs of every enterprise.
e Standalone
The machine can work without connecting to PC, convenient in operation and no

need to occupy any extra resource.
e Multi-communication in network

For large enterprise, multiple devices can be applied to do attendance

synchronously, which will convenient for large quantity of users and save time.



Software Operation Flowchart
(Important chapter please read carefully)

This software includes: System parameter, department management, employee
maintenance, shift management, employee leave and statistic report etc. Then how to
use this system in a right way? It is far from enough to understand only the function of
each module but to know the connections between them and the system operation
flowchart. Thus, a correct report can be generated.

Software operation flowchart can be described in brief as follows:

/ Set T&A rule, statistic rule, company
name and leaving class.

1. System parameter

v

2. Department management

Add, delete and modify departments.

<

L

Add, delete and modify employee.
Import and transfer employee.

3. Employee maintenance

<

Set timetable and shift.

4. Shift management

<

Allocate employee shift or temporary
shift.

5. Employee schedule

<

Collect records from the unit or import
the backup record file.

6. Record collection

<

Deal with business leave/asking for
leave/forgetting clock in/collective late.

7. Exception management

v

8. Statistic report

/ Track, check and calculate records to
generate time attendance report.

1. When the software is run for the first time, please set parameters including
company name, time attendance rule, statistic rule for early, late and overtime etc. ,

leave class. When the setting is completed, it is usually not needed to be modified



unless the management rules of this company changes.

2. Normally there are many departments in one company and all departments need
to be entered manually unlike the directly import of employee. Department setting
should be completed before employee maintenance.

3. When the software is used for the first time, please make a Text file (*. txt) or MS
Excel file (*.xIs) for company employee in accordance with certain format. For the
format, please refer to [import employee list] so that all employee can be import to the
system at one time. Employee can be added, deleted, modified and transferred to new
department during future use.

4. First add the proper timetable (from on-duty time to off-duty time) according to
the company rule and then set shifts.

5. After the shift setting is completed, it will work until shift is allocated to employee.
Each employee can only have one shift. Please note the starting date of the shift. After
the allocation of the shift, the arranged working date and time can be seen clearly for
each employee.

6. Transaction records are stored in the time attendance unit. Please download the
records from the unit before report calculation. In addition, employee information can be
uploaded and downloaded between the unit and the computer. Please refer to
“Background management” for detailed information.

7. There is always employee away for business, asking for leave and forgetting
clock happening in a company. Once it occurs, please deal with it in time in the software
to ensure the correctness of the statistic report.

8. After all the above mentioned operation is done, the calculation of report can be
operated. The report can calculate the time attendance status of all employee or a
certain employee from a certain department in a certain time period.

In [Attendance Calculating and report], first please select the starting and ending
date of the employee, click “Calculate” and the system will calculate automatically and
check the validity of the records. (There are some invalid records during the use of the
unit. For instance, if one employee presses the card twice during a very short time
period, one of the records will be regarded as invalid.) If there is any error in the
software calculation, admin can also modify manually to ensure the correctness of the
result.

Please note: From the above flowchart, we can see that if there is an error in



calculation report for one employee, the possible reasons are as follows:

Employee shift or temporary shift is incorrect.

Exceptions such as employee away for business/ask for leave/forgetting clock
in/out is incorrect.

Checking and calculation of transaction records is incorrect.
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SYElGEIgl System Installation

This chapter mainly discusses the installation and
un-installation of T&A software as well as the

hardware and operation system requirement.




1  System Installation

First we should install background management software on the computer. Please
refer to the following steps:

1.1  Running Environment

Hardware environment:

Pentium II 266 and above; PentiumIII500 and above is recommended

128 Memory and above; Minimum 100M hardware space

COM Port

CD-ROM (CD-ROM needed in installation)

VGA support 800*600 resolution and above

Operating system:

Microsoft Windows 2000/ XP (recommended);

Microsoft Windows Vista;

Microsoft Windows 7,

1.2  System Installation

Please insert T&A disc into CD-ROM and the disc will automatically run the
installation program. If not, please run setup.exe in the root directory of the disc. The

following window will pop up:

;la Fingerprint T&A Nanagement System

“wielcome to Fingerprint T4 b anagement Systemn Setup
program. Thiz pragram will inztall Fingerprint TEA Managemant
System on your computer,

It iz strangly recommendad that you exit all Windows programs
before running this Setup Program.

Click. Cancel to quit Setup and cloze any programs you have
unhning. Click Mest to continue with the Setup program.

WARMIMG: This program iz protected by copyright law and
international reaties.

Unauthorized reproduction or distribution of this program, ar any

partion of it, may result in severe civil and criminal penalties, and
will be prozecuted ta the maximum extent pozsible under law.

1. Click [Next] to contin le installation

Cancel




_?—_ Fingerprint TE&A Hanagement System

Setup will install Fingerprint T Management System in the following falder.

Tainstall inka a different folder, click Browse, and select another folder.

“t'ou can choose not to install Fingerprint T4 Management 5
Setup.

Destination Folder
’7C:\Att A/ Browse... |

‘r'ou are now ready to inztall Fingerprint T4 Management Sypstem.

Click. the Mext button ta begin the installation or the Back buttan to reenter the installation
infarmation.

T4 Installation Guide

< Back

Fingerprint TA Nanagement System

Copying file:
CoAARAUDIzk. exe

Time R emaining 0 minutes 0 zeconds

ise Installation Wizard?
< Back | Hextrz |
b




42 Fingerprint TéA Hanagement System

Fingerprint T4, M anagement System has been successhully
installed.

Click. the Finish button to exit this installation.

k

Double click it and the T&A management system will be started. In addition, [Card
T&A and Access Control System] has been added to [All Programs]. Please see the

picture below:

] I Windows PowerShell 1.0 »
' Internet X .
@ Internet Explore @ i ndowstE 4T 4
=z, @ inRaR ’
m e @ ¥ize Selutiens 3
Aath FES yLelF 4
@ QOHIE SR g ERniEEs LT
Frtt »
@ N R r;u Fingerprint Téh Managzement Sistem 3 E Communication Management Software
otepa X
@ BETER 4 QJ Fingerprint T#h Management Syctem
|T—m géagosoft Office @ f==Rrn ] b} % U Dizk Management
. @ REFGEERYT.S 4 ﬁ Tninstall Fingerprint Thh Management System
m Adobe Tllustratogd () Bh N
= z 3
Microsoft Office @ SRR
2003 @) A ,
N [ anii »
w Tencent. exe E
= RS 3

The shortcut of [Card T&A and Access Control System], [Time and Attendance
machine Management] and [U Disk Module Management] are included in [Bio-office
Card T&A and Access Control System].

1.3 Uninstall the software

Click [Uninstall Card T&A and Access Control System] in the above picture, click
[Next] and the program will be uninstalled automatically.

Please note: All the files and data will be deleted after uninstalling the program so

please make sure before operation.



OuFTolil?l Background Management

The main theme of this chapter is how to collect
attendance records from different terminals with
management software and generate different reports. The
background software can manage employee information,

set rules of attendance etc.




2 Background Management

Management software can collect attendance records from different terminals,
calculate according to shift setting and finally generate different reports.
2.1 Login System

Double click the icon [@] on the desktop to start the attendance background
management program. The log-in interface will pop up as follows:

Administrator: .'L"'.n:lrnir'u ’
Password: | i§|

Q Fingerprint T&A management system ¥4.4.5

System MR Management Attendance Exception Data Maintenance External Help

2t

Employees Timetable Schedule

¥

~ Record Repart _ Clear Data

2011-05-24 13:19:42 | Admin Fingerprint T&A management system | Be True & Safe

The main interface includes three parts:
1. System menu: Include the whole function module & information
2. Shortcut button: Shortcut button of common function module, array in working

order, easy to work on



3. Status column: Show the current time, logged-in administrator and so on.
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2.2  System Menu

2.2.1 Parameters Setting

Basic Parameters:

o Fingerprint TéiA Nanagreent System ¥4.4.5

HE M. nt htteplance Exception Data Maintenance External Help
Settings

1. Click [

Bp Adminiztrators

Adminiztrator’ = Faszword Set

&

Modified Record Log
Managing Log

DataBaze Linking

Exit System

Cirlti )

it M ane: |head office

on Fule
Aowork dap count as 480 {4} Minute shift expands ¢

Marmal Day
[C] O duty min later clock-out count a5 overtime:

Weekend

[ deduct the 'On duty = minutes earlier .
Festival

[ deduct the '0F duty 3 minutes later

wio days

N Mot clock in count as late Minute @ Court a3 the 1st day
; (O Count as the 2nd day
Mot clock out count as early Minute

Owertime Calculstion
[ 0n duty min earlier clock-in count as overtim= D

N

2011-06-16 10:13:45 Admin Fingerprint Thi Management System

Lancel

Be True & Safe

Unit name will be deemed as the head of departments list.

[A working day count as X minutes] means A valid workday is the time range from

time period 1 (On duty) to time period 2 (Off duty), and the default value for a valid

workday is 480 minutes (8 hours). Please note the calculation is by minute.

[Not clock in count as late X minutes]: If the check box “minutes calculated as

coming late if no clock in” is selected, calculation for “no clock in” will be regarded as

coming late minutes. If the check box is not selected, calculation for “no clock in” will be

regarded as absent from work.

[Not clock out count as earlier X minutes]: If the check box “minutes calculated as

leaving early if no clock out” is selected, calculation for “no clock out” will be regarded

as leaving early minutes. If the check box is not selected, calculation for “no clock out”

will be regarded as absent from work.

[On duty X minutes earlier clock-in count as overtime]: Calculation is by minute.

11



This option will be effective before valid work time set. For example: If it is set be 60
minutes and on duty time is set be 09:00, then clock in records after 08:00 will be
regarded as overtime work. If the clock in time is 07:40, then overtime work will be
calculated as 80 minutes.

[Off duty X minutes later clock-out count as overtime]: Calculation is by minute.
This option will be effective after valid work time set. For example: If it is set be 60
minutes and off duty time is set be 17:00, then clock out records after 18:00 will be
regarded as overtime work. If the clock out time is 18:20, then overtime work will be
calculated as 80 minutes.

[Deduct the “‘On duty X minutes earlier’]: Calculation is by minute. This option will be
effective after valid work time set. For example: On duty time is set be 09:00, also set
[clock-in time earlier than on-duty time is counted as overtime] be 30 minutes.

Then if one employee clock-in time is 08:00, if also choose [deduct the clock-in 'x
minutes earlier'], then the actual overtime is 30 minutes; if not choose, then the actual
overtime is 60 minutes.

[Deduct the ‘Off duty X minutes later’]: Calculation is by minute. This option will be
effective after valid work time set. For example: Off duty time is set be 17:00, also set
[clock-out time later than off-duty time is counted as overtime] be 30 minutes.

Then if one employee clock-out time is 18:00, if also choose [deduct the clock-out
'X minutes later'], then the actual overtime is 30 minutes; if not choose, then the actual

overtime is 60 minutes.

12



Stat. Rules: This page describes the stat. rules of items: normal, late, early,

business leave, leave, absence, overtime, free overtime.

ameters Settin

o Fingerprint T&A EHanagement System ¥4.4.5

HE Management Attepdance Exception Data Maintenance External Help
g5

B Adninistrators .

Administrator’ s Password Set

Modified Record Log
Managing Log

DataBaze Linking

Exit System Cirl+ .
"y
|

Empld o S¥ystem parameters setting

Biasic parameters || Stat. Aules || Leave class || Field defirition |

ule

Stat. Items:

Stat. Aule
I armnal
Late Unit Set
Buginess Leave Urit; [Dap hd
e
beence Mirimur; | 1.9

Stay away

R ound-off control
() Round down
() Round up Found at tatal
(%) Round off

[ &ccumulate by times

[ or ][ LCancel ]

Be True & Safe

2011-06-16 10:13:45

Admin Fingerprint Téh Management System

Accumulate by times: Only calculate the total times, display the accumulated times
in report.

Round at total: Add up the total time and then round according to corresponding
unit.

Round down: Abandon the decimal regardless it is. For example, if the minimum
calculation unit is 1 day, if the accumulated time is 1.1 days or 1.9 days, the result of
calculation is 1 day.

Round up: Add one unit regardless the decimal is. For example, if the minimum
calculation unit is 1 day, if the accumulated time is 1.1 days or 1.9 days, the result of
calculation is 2 day.

Round off: If the decimal is equal to or over 0.5, add one unit, or else, abandon it.

Notice: the setting of stat. Rules above will directly affect the statistical result

Please make above setting according to the true status of your company to ensure

13



the accuracy of reports.
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Leave Class: Click page [Leave Class] in pic2.1, following shows:

Click [System]—

* Fingerprint T&A EHanagement System ¥4.4.5

Management Attendance Exception Data Maintenance External Help

43

B Adninistrators

Administrator’ s Password Set

Modified Record Log
Managing Log

DataBaze Linking

Exit System

Empless ﬂ System parameters zettirng |>< |

| Basic parameters || Stat. Rules | Leave class | Field definili0n|

5 & & v O -

ppend Delete  Modify  Save Cancel

Adrigitration Departmenl

Leave Class:

Show Color
dcangSymbct ||

2011-06-16 10:13:45 Admin Fingerprint Téh Management System Ee True & Safe

Modify leave class:

Select the name of leave class which one need to be revised, click [Modify], input
new name of leave class and color, and click [save] to finish.

Delete leave class:

Select the name of leave class which one need to be deleted, click [Delete], and
click [OK] to finish.

15



Field definition:

B Adninistrators .

Administrator’ s Password Set

Modified Record Log
Managing Log

DataBaze Linking

Exit System Cirl+

7] » - H

# System parameters setting

Employees

| Basic parameters || Stat. Rules || Leave class| Figld definition

Field Mame™ Input new field walue:

Chinzse |
English

e —

2011-06-16 10:13:45  Admin ' Fingerprint Téh Management System ' Be True & Safe

This page add the corresponding value for [Nation], [Specialty], [Position]

[Education] in menu [Employee maintenance].

16



2.2.2  Administrators

o Fingerprint Té&A Eanagement System ¥4.4.5

g4 HE Management Attendance

‘ Parameter Settings

Modified Record Log

Managing Log

DataBaze Linking

ﬁ P?-_._I}'Sﬁ [Sa

o Administrator set

. YRR

Append Delete Modify

| Mame Adrinistrator: |Admin 4 |

Dept operable: Items operable:

W heafoffice

Set the administrator’s corresponding privileges -

! E The new administrator has a default password: 838888,

2011-06-16 10:15:10 Admin

The default password of new administrator is ‘888888’. Please login as the new
registered administrator and click menu [System] -- [Administrator’s password set] to
set new password of administrator for system security.

Note:

1. Before you using the administrator mode, you need to set the privileges for every
administrator with which the administrator can modify the operation items after he log in
the software; there are all the items in the “Items operable” list in above picture, such as
“Employee maintenance, Shifts settings, Calculating and Report”; we can set different
privileges for different administrators so as to divide and manage the task systematically.

2. After you add a new department, you must modify the privileges of the [Dept
operable] for the administrators (Select the new department in the [Dept operable] list

and save), who will have the privileges to modify the new department, and then you may

do other operations.

17



Modify Administrator:

Q Fingerprint TéA Eanagement System ¥4.4.5

A0 HE Management Attendance Excepti Data Maint

‘Parameter Settings 1 C“ y

Administrator’ s Password Eeé

Modified Record Log

Managing Log

DataBaze Linking

Exit Systen Ctrl+l

Append Delete Modify | Save

Cancel

Administrator: |.&dmin

Diept operable: Items operable:

[4] Systemn parameters set
[F] Departrients matagerment
[4 Emplayee maintaince
[#] Shiftz settings
hift zcheduling
ecord Demand/Modified Recard log
Calculating and R eport
Festival and holidays zet
Business leave/leave
Appand clock-indout
s5sive latedealy

E
Sagin r?-§0r

[#] Clear the ald data
[ Iritialize the spstem

' : The new administrator has a default password: S232E88.

Delete Administrator:

2011-06-16 10:15:10 Admin

18



ﬂ Fingerprint TéA Nanagement System ¥4.4. 5

HE Management Attendance Exception Tlata Maintenance External Hel
st

B Farameter Settings 1 ( '

Administrator’ s Password !e!

Modified Record Log
Managing Log

DataBase Linking

Exit System Ctrl+i

Sawve Cancel

Administrator: | Admin |
Dept operable: Items operable:
Bleaze make zure ... |g| :

ecard log

L e e e
ok -indout

PTHEaT retinds
[#] Clear the ald data
[ Initialize the spstem

; : The new administrator has & default password: B38888.

2011-06-16 10:15:10 Admin

19



2.2.3  Administrator’'s Password Set

a Fingerprint TéA Nanagement System ¥4.4. 5

HE Management Attend: Maintenance
Ereme e

n Parameter Settings

B Administrators

Modified Record Log
Managing Log

DataBaze Linking

Exit System Ctrl+i

(]

modify password

Old Prad:

MHew Pwd: |

Canfirrn Puad; |

2011-06-16 10:16:26  Admin | Be True & Safe

' Fingerprint Tk Management System

20



2.2.4  Modified Record Log

o Fingerprint TéA Nanagement System ¥4.4. 5
N HE Management Attendan i 1

n Parameter Settings

odified Record Log]

B Administrators

Administrater’ s Password 2€t

Modified Record Log \

Managing Log

[Search] to ©

DataBaze Linking

Exit System

Time Range
Department|} head office v Emplayee Mo &l v| Fom{2oi01z 1 || oooor 4| Tolzmpizte  v|[zmsess 2
Department Employee Mo. gme Clocking Time State Modity type | Reasons Adminiztrator
3 N

2. Set the emplo
and time rang

2011-0

<

RecordCount: o

| »

Notice: Modified record log shows all the time attendance record modifications; If
there’s record that has been revised incorrectly before, it can be recovered by selecting
this record and clicking [Restore].

Click [Close] to exit.

21



2.2.5 Managing Log

Fingerprint T&éA EHanagement System ¥4.4.5

HE Management Attendance Exception Data Maintenance External Help

E Parameter Settings

B Adninistrators

Administrator’ s Password Set

Modified Record Lo

DataBaze Linking

Exit System Cirl+
2
d 0 op D 0 i |
Search Clase |

Time Ra
A2 v Fem |[EDE- 314 || cocm (3] Teo|2009 413 |v| 23595 (4

1D | Narne | Managing Time | Remark. |
» Admin 2009-4-1311:53:48 Operating system parameter settings
20 Adrnin 2009-4-1311:51.47 Operating system parameter settings
18 Admin 2009-4-1311:44:10 Clear the data before ' 2008-03-01 1
16 Admin 2009-4-13171:42:38 Operating buzsiness leavesleave
14 Adrmin 2009-4-1311:40:55 Operating buziness leave/leave
12 Admin 2003-4-1311:32:16 Operating system parameter settings
10 Adrin 2009-4-1311:24:47 Operating system parameter settings
2011-06-16 Adwin - 200341311:2441  Opersfing system parameter setings
8 Admin 2009-4-1311:24:1 Link the database to
E Admin 2003-4-1018:01:06 Operating system parameter settings
b

< Tl | =
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2.2.6  Set Database Link

This system adopts the database interface of Microsoft ADO. The acquiescence
database is Access2000.The defaulted is att2003.mdb under the main setup directory.
You can set up the database linking again according to the actual conditions.

When the following mistake appears,

FPrompt information

E Parameter Settings

B Adninistrators

Administrator’ s Password Set

Modified Record Log

. l
ke B, Data Link Properties

DlataBase Linking

. Provider |Caonnection |Advanved
Exit System

Specify the following to connectto Access
1. 5Select or enter a database name:
|E: YTesthBacksr oup manazementiAt 2003 mdb
2. Enterinformation to log on to the database:
Username:  [Adnin |

Password: |
[¥] Blank password  [] Allow saving password

user name a

Microsoft Data Link

Test Connection

[ cancel | [ Help

2011-06-16 10:15:19 Admin Fingerprint Téh Management System Ee True & Safe
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2.2.7 Exit System
Click [Exit System] in System menu. The following menu springs:

’2 Fingerprint T&A Nanagement System ¥4.4.5
HE Management Attendance Exception Data Maintenance External Help

E Parameter Settings

B Adninistrators

Administrator’ s Fassword Set

Modified Record Log
Managing Log

DataBasze Linking

Employees Timetable

2011-06-16 10:18:40  Admin | Fingerprint T#h Management System ' Be True & Safe
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2.3 HR Management

2.3.1 Department Management

lick [H
partn

4 Fingerprint T&A management syster ¥4.4.5

Append Delete Modify Save Cancel

Departrments List Being Selected Dept
|head office |

Input the new department name

R 3 |

Wwhen adding a new department .
rou can't uge any ame department

name.

Wwhen deleting a department,
Employees of the department will be
move to head office automatically!

2011-05-24 13:27:33

Admin Fingerprint THh management system Ee True & Safe

Note: when you want to do some other operations to the new department, you need

to set the privilege of modifying the new department for the administrator in the
[Administrator] first (choose the new department you just added in the “Department
operable”).
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Modify Department:

Fingerprint T&A management system ¥4.4.5

System BN Attendance

[ Department M

g Employees Maintenance

Append Delete Modify Sa;e Cancel

Departments List EBeing Selected Dept
|head office |

Input the new department name

R 3 |

When adding a new department ,
‘f'ou can't uze any same department
name.

When deleting a department,
Employees of the department will be
move to head office automaticallyl

2011-05-24 13:27:33  Admin

' Fingerprint T management system ' Be True & Safe
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Delete Department:

a Fingerprint T&A management system ¥4.4.5

# Department Hanagement

_ppend Dlelete odlfy Save Cancel
Departments List
@ Head office

Adrnin Center

Being Selected Dept
Admin Cerber

Empldg 2§ department name

‘when adding a new department .

r'ou can't uge any zame department
hane.

‘w'hen deletlng a department,
ool b et will bie

Pleaze make sure ...

%

Are you sure to delete this department?

[ cancel |

2011-05-24 13:27:33  Admin

' Fingerprint T management system ' Be True & Safe

Notice: Repetition of department name is not allowed;

If there are employees existing in the deleted department, those employees will be
automatically transferred to department of head office.
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2.3.2 Employees Maintenance
Click [Employees Maintenance] in [HR Management] menu, the following window

appears:

lick [HR Manageme
ployees Manageme

o Fingerprint T&A management system ¥4.4.5 ['. ||'|:||b_<|
Swstem Wi O8N Attendance ExcepAion Data Maintenance External Help

M Department Management /14D

Click [Save]

o Eaployee Haintenance |z|r$__<|

3 Ch ] fppgnd  Delete Modify Transfer Import
. aiaﬁad affice Search Employees l:l (&
% ::‘rDmn B Employes Mo, Mame Department Pasition Employ D ate Telephone Address Gender Lar

les 3 2102 Judy Head affice
0 8103 Micheal Head office 20012417
8108 Lizzy Head office

. Select|department |

4. Input the employe

3
Ermplayees Infarmati

Employas Hao. Marme Card Mo
Gender _ Language _ Birthday
Education _ Specialy Pasition
Telephone l:l Mobile l:l Employ Date

1D Mo, |:| Comment |:| arital Status

Address |

%

Attendance Set

Calculate Attendance

DD|:|
2 B & E

Calculate Overtime

Fiest On Holiday

2011-05-24 13:

RecordCount: 3

Note: 1. The items of “Calculate Attendance”, “Calculate Overtime”, “Rest On
Holiday” below “Attendance Set” is correlated with report, please set it correctly. If the
checkbox of “Calculate Attendance” of this employee is not checked, there will be no
statistical result for this employee in the report. If checkbox “Calculate Overtime” is not
checked, the statistical result of overtime of this employee will be 0, unless he had
[Temporary Shifts] which defines as overtime working; If the checkbox of “Rest On
Holiday” is not checked, holidays will make no effect on the shifts for this employee; if
the checkbox of “Rest On Holiday” is checked, thus for those holidays, even there are
shifts on those days for the employee, those shifts will be invalid. And if there are time
attendance records of this employee, those records will be deemed as free overtime.

2. Employee No. is exclusive as well as the first digit cannot be O!

Employee's Modification:

Choose the employee, click [Modify] and input the new information, then click
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[Save].

Employee’s Deletion:

Choose the employee; click [Delete] and then click [OK] to complete.

Please be cautious when delete the employee since all this employee’s time
attendance records, shift arrangement will be deleted at the same time.

Import Employees:

Click [Import], employee importation window springs for importing employees.
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Employee’s Department shifting:

oFingerprint T&A management system ¥4.4.5

Attendance

Exception Data

Syztem QAN ELE

& Department Management Ctrl+D

e [£-=)
Append Delete Modify Cave LCancel

-@ Head office Search Employess ‘ | [&

Tran®fer Import

§ :‘;B'” e Ermployes Mo, /| Mame | Diepartrmerit | Position | Employ Drate Telephone Address Gender | Lar
& Sales b 802 Judy feadialfic= o Eaployee Tranzfer .
28 P SR Micheal Head office 2m =

810X Lizzy Head aoffice

Select the department ta tranzfer:

25

|~

Employees Information ]

Employee Ho. 8102 Mame Card Mo |:
Language Birthday E
Edhication Spacialy Poston |_|

Mobile l:l Employ D ate E
Comment l:l tarital Status |:

| [ ok ] [ Lancel

Telephone

10 Mo,

Addiess

RecordCount: 3
2011-05-24 13:%:51 Admin Fingerprint Tk management system EBe True & Safe

Export Employee:

o Card T&A management system ¥4.3. 0

o Eaployee Naintenance

Append Delete Modify Cove Cancel

By B9

Transfer Import

B Head office Sl Emllagees [ | [&

&% Admin Center n
&R AuD Employes Mo, /| Name | Department | Position |Employ Date | Telephone | Address |Gender | Lar
-8 Sales ¢ ) e

[T ] 102 Micheal §  Select AL Cirlth

8108 Lizzy Caneel A1l CirltZ

Columns
Show &1l columns

£ Tetigrenp wamageinn - afem

Taapluta SRR

ployee list = 3. Select your targ
port, input

Emplayees Information I Deskiap

s}
Enployes No. |B102 Mame By Sucments
Gender Language L é-l'

Education Specialty

By Narwsrk
Flazss
Fi gyaene. | v

Telephone l:l Mobile
P Birew an ok |Tean Pile G kat) -

ID Ma. | | CUmmEnt' | EETE =
Address |

RecordCourt: 3

2011-02-25 11:36:17 Ee True & Safe

Admin

Fingerprint TéA management system
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2.4  Attendance

2.4.1 Holiday List

a— Fingerprint T&A management system ¥4.4.5

Exception Data Maintenanced Fat®rnal Help
ay List

System HE Management [ESSSSAELA

TimeTable and Shift " Ctrl+E
% Employee Scheduling Ctr1+F

Attendance Record

B Ahttendance Caleulating and Report Ctrl+R

Employess Timetablg

# Holiday List Ed

EEEYE
Append Delete Modify ~—ove  Cancel

Start Date | 2009 416

vl Days|3 Eﬂ

2011-05-24 13:30:08  Admin ' Fingerprint T#h management system | Be True & Safe

Modification of festivals or holidays:

Select the festivals or holidays you want to revise, then click [Modify] and input the
new information. Click [Save] when ready.

Deletion of festivals or holidays:

Select the festivals or holidays you want to delete, and then click [Delete] to

perform Deletion of festivals or holidays.

31



2.4.2 Timetable and Shift

The relationship between shift and timetables:

Shift setup should be done in two steps: First, setup necessary timetables. Second,
setup shifts. One or more timetables can be included in one shift.

Timetable is the time period between On-duty and Off-duty required in the
company rule. For instance, the company rule requires the working hours be
08:00-12:00 and 13:00-17:00; so 08:00-12:00 and 13:00-17:00 are two timetables. If
such a shift needs to be setup, these two timetables should be setup first. Here, we use
time table “morning” to indicate “08:00-12:00” and time table “afternoon” to indicate
“13:00-17:00”; so two timetables have been setup. (Please refer to the following chapter
for details of how to add time tables) and then we can add a shift such as “Normal shift”
in which “shift cycle” and “cycle unit” will be setup. Then we should add two timetables -
“morning” and “afternoon” so that a shift setup is completed. Brief introduction is
mentioned here for you to get a general picture of the relationship between timetable

and shift. The details of shift setup will be found in the next two sections.

[Timetable Maintenance]:

CEBX

o Fingerprint T&A management system ¥4.4.5

Exception Data Maintenance External Hel}ﬂ- Click

Holiday List .

System HE Management BGESFSNELTIS

TimeTable and Shift k
” Employee Scheduling

CirltF

Attendance Record
j_é httendance Caleulating and Report CtrltR

"ﬂ TimeTlable and Schedule Naintenance

] Timetable Maintenance | Shift Maintenance
)

B S % )

end Delete Modify

Timetable Mame | On Duty Time QFff Dty Time ~

=
2

Timetable Mame

A > —
A Thing 04:00 1200 On Dty Time
: p pGWemoon 1200 20:00

Qff Dty Time

04:00
Begin Clock-n Time
End Clack-In Time

2. Setting the ti

Might 20:00

Beqin Clock-0ut Time

=[] [a][=2]]=][=2]2]| =22
SIRE=1RE=1RE=1RE=1AR=
= |2 |22 |52

information End Clock-0ut Time
Late emor allowance Mirtes
E arly error allowance Minutes
Count Az "Workday a
y Count AsworkTime | 480 Mirtes
Must Cln Must C-Out
bl
2011-05-24 13:30:35  Adnin s
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Note: Every item should be setup in timetables with no blank left.

[Begin Clock-in Time] and [End Clock-in Time] setup the valid time period for
clock-in. Records out of this time range will be treated as invalid ones. For instance
[Begin Clock-in Time] is 07:00 and [End Clock-in Time] is 13:00. If clock-in record is
07:01 or 12:59, they are valid records but if clock-in record is 06:59, it is invalid. Besides,
[Begin Clock-in Time] and [End Clock-in Time] can be more than one day (meaning
[End Clock-in Time] can be before [Begin Clock-in Time]) but it can’t be longer than 24
hours.

[Late error allowance] means how many minutes after [On duty] are treated as
“late”, [Early error allowance] means how many minutes before [End Clock-in Time] are
treated as “early”; [Count as work day] and [Count as work time XXX minutes] are used
in calculating business leave, leave, absence and overtime.

Checking [Must C-In] and [Must C-out] or not will affect the result of calculation. If
[Must C-In] is checked and the timetable is included of Employee A's shift, he will be
either considered absence or treated according to [Not clock in count as late XXX
minutes] in [Parameter Settings] If he didn’t clock in or ask for leave. Otherwise, even if
there is off duty record for him only, his attendance will be treated as normal.

[Timetable Modification]:

Select the timetable name you want to revise, and click [Modify], then input the new
information, clicks [Save] when finished.

[Timetable Deletion]:

Select the timetable you want to delete, click [Delete], and click [OK] to make sure.
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[Shift Maintenance]:

CEX

o Fingerprint T&A management system ¥4.4.5

System HE Management WESESWEELAIN Exception Data Maintenance External Help

Holiday List

[Timetable and Shift]

TimeTable and Shift k

% Employee Scheduling

CirltF

Attendance Record

j_é httendance Caleulating and Report CtrltR

& lLle Y

&ppmd l]ele!.e Modi £y

' Shift Name ~ ;
dauu‘ hift Shift Name :_day shift Cycles :1 _:_] Cyele Unit :Week v |
—ﬁ ~_
Date/ Timetable 1 Timetable 2 |Time
Monday
Tuesday g Choice a timetable: Choice the date: T
‘Wednesday 0 Timetable ... | On Duty Ti...| O Duty Time & ﬁluntcila}'
T — | Monday
Thursday 0 dre ; L v Tuesday
marhing 04:00 1200 v Wednesday
Friday o afternoon 12:00 20:00 rd |hursdai
Saturday o : : Saturday
2011-05-24 13:30:35 and SeIECt the
v = .
- date from Monday to Friday---[OK]

N

Ok | LCancel

[Delete]: Select the timetable you want to delete and click [Delete].

[Clear]: Clear all the timetables of the shift.

[Auto Class]: Arrange the shift automatically. When an employee has several shifts
during one period, he need to finish all the shifts if it is not arranged the shifts
automatically otherwise he will be regarded as absence; if you select the [Auto Class],
just finishing one shift of the period is reared as normal attendance.

Modify a shift: Select the shift to be modified and click [Modify], and enter new
information in [Shift Name] etc., click [Save] to complete.

Delete a shift: Select the shift to be deleted and click [Delete].
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Example:

Add Timetable:

Complete process for adding four timetables:

Day shift 08:00 - 17:00 Morning shift 04:00 - 12:00
Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

Other information can be setup according to practical situations. Please note there

should be no blank left.

Three Shifts:

Add “Three shifts” (Please note: It is assumed that the shift goes around every

week, cycle every three weeks and employee is on holiday every Saturday and

Sunday.)

Step 1: Click [Append], enter “Three shifts” in [Shift Name], set [Cycle] to “3” and

[Cycle Unit] to “Week”. Please see the picture below:

oTineIahle and Schedule Naintenance E]

| Timetable Maintenance | Shit Matenance ||
Lo YY)
Append Delete Modify
Shift Name a
b day shift Shift Name Cycles |3 3] Cycle Unit| week v
| ) I
Date Timetable 1 Timetable 2 |TimeTahIe 3 |TirneTabIe 4
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v

Step 2: Add corresponding working hour timetable in accordance with “Cycle”:

First week (morning shift, from Monday to Friday):

Click [Add] and the following window pops up:
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#) Add Shift Timetable EI

Choice a timetable: Choice the date: ]

Timetable .. | On Doty Ti... | OF Duky Time Sunday “Wednesday

3 . v| tonday Thursday
Day 05:00 17:00 v| Tuesday Friday

4 12:00 v Wednesday Saturday
afternoon 1200 20:00 v Thursda
ight 20:00 04:00 v W
L Saturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
" Monday
Tuesday

Ok LCancel

Select the timetable “Morning shift” to be added and select the time range to apply
to this timetable “from Monday to Friday of the first week” and click [OK] to complete the
setting of the first week.

Second week (afternoon shift, from Monday to Friday):

Click [Add], make corresponding operation in the springing window (see the result

below):
# Add Shift Timetable X
Choice a timetable: Chaice the date: CJan
Timetable .. | On Dty Ti.. | O Duty Time r?"lundday %edn;sday
" . onday Lrsday
Day - DB:DD 1?:00 Tuesday Friday
marning 04:00 1200 \Wednesday Saturday
afternoon [12:00 2000 | Thursday
ight 20:00 0400 Friday
Saturday
Sunday
v| tonday
v| Tuesday

¥ Wednesday

v| Thursda
v CEE—

Saturday
Sunday

w Monday
Tuesday

oK | LCancel |

Click [OK] to complete the working hour setting for the second week.
Third week (night shift, from Monday to Friday):
Click [Add], make corresponding operation in the springing window (see the result

below):
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# Add Shift Timetable fXI

Choice a timetable: Choice the date: ]
Timetable ... | On Duty Ti..| OF Duty Time A Sunday v Wednesday

Day 08.00 17.00 ';"S:f;:y v m”‘“'“‘a
morning 04:00 1200 ‘wednesday S aturday
afternoon 1200 20:00 Thursday

Qricht (2000 (0400 | i

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

il | M onday

— | Tuesday

|l
b4

Ok LCancel

Step 3: Click [OK] to complete the working hour setting for the third week.
Step 4: After the completion of above steps, please don't forget to click [Save] and

the setup of “three shifts” will be done (see the picture below):

oTineTahle and Schedule Naintenance @

| Timetable Maintenance

TIYE

Append Delete Modify

' Shift Name ~
e Shift Name |three shift Cycles 3 3| Cycle Unit| Week v
Date Timetable 1 Tinelable2  [TmeTabled [TineTabled &
Tuesday moIning

Wednesday  [morning

Thursday marning
Friday e ]
Saturday

Sunday

Monday aftermoon
Tuesday aftemnoon

Wednesday aftemaan
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2.4.3 Employee Scheduling

o Fingerprint T&A management system ¥4.4.5 |Z”E|[g|

System HE Management WESESWEELAIN Exception Data Maintenance External Help

Holiday List

TimeTable and Shift Ctr1+E
S Ctrl+F

Attendance Record

j_é httendance Caleulating and Report CtrltR

BEE
&

Select A1l Select Hone | Arrange Shift

# head ofice Search Emplopess l:l [&

Employee Mo, Mame Department Shift ~
» [5102 head office
2108 head office
partment or several
personnel that need to arrange shifts X

£

Time Range

From | 20101216 v
To |2010-12-16 v

Date Timetable 1 |Tirr Shift List: Shift Tirmetable:
12-16 Thursday Shift Mame | Cpcle quarkity | 4 |Date Timetable 1 Timetable 2 TimeTable 3 TimeTable 4 |
»
thiee shift 3 (| [Pundey
tondap Day
I | Tuezday Day
4. Select the cofresponding ShiftS  [vewesss |oar
! “
Thured. o
2011-05- S i
Friday Day
C | |Saturday Dray
v " : i
< | = beginning and ending
_ e cument shift scheduls:
Time Range Shift name Beginning date Ending date
o 2003-04-01 2010-04-01
Eeginning | 2005-04-0 v

__N

\Eiding

Badd | sBpe |

LCancel |

Please note:

If the cycle unit of scheduling is “week” and the amount of cycle is more than 2, the
starting date should setup as “Sunday”.

If the cycle unit of scheduling is “month” and the amount of cycle is more than 2,
the starting date should setup as “1st day of a month”.

Deletion of the shifts:

Select the shifts in the shifts form which you want to delete, click Delete button, and
click ok on the pop up dialog box to finish the deletion.

Arrange a Temporary Shift:
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When one or many employee's working time needs to be changed temporarily,

you can arrange a temporary shift.

Search Employess
Employee No.
v 102
| |s108

2. Sefting

for te \porary

o m % Eo f/

5% )

L | Del. Temporary Add Temporary ¢ doedosnodadenr
Date Timetable 1 '|'Time:ab|eé [Tineiabieé "|'iineraued -O.
12416 Thursday =
Please make sure ...

\‘:’/I Are wou sure to malke temporary shift schedule to the zelected Employees from 2010-12-01 +o Z2010-12-187%

K] o Add a temporary timetable

Select the timetable to add
Timetable. . | On-duty time | Off-duty time|  #

§ o cy |6800 1800

night 20:00 05:00
marhing 0300 12:.00

6. Selec,;;t he

and dﬁ%tes

Select the dates

[CTan

04128 unday

7. Click [0

Lancel

[Delete]: Delete the selected timetable;

[Clear]: Delete all the timetables in the current time range;

[Cancel]: Delete the existing temporary scheduling in the selected time range;




2.4.4 Attendance Records

o Fingerprint T&A management system ¥4.4.5

System HE Management WESESWEELAIN Exception Data Maintenance External Help

Holiday List

TimeTable and Shift Ctr1+E
% Employee Scheduling Ctrl+F

@ httendance Caleulating and Report "% CirltR

o Search Employee = Attendance Record

B Y =

Seqgeh RBeport  Export Modify Log

k [Sea

. Select the departme
d ending time that need

2011~

Time Range
Deptment 8 hesdoffce v |EmployeeNo. Al W ¥ Fop[@iiz16 v | 0o0m1 3| Tol2004216 v | z3sams 2
| Depé‘tment | Employee No. | Name | Date Time\ | State | Location 1D |sw/ork Code |

RecordCount: 1]
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o Search Employee = Attendance Record

By 9 =B

N |[© =
Search Edrt Export Modify Log

Time Range

e BplpEa iR From 201012 1 v | | moom (2| To|2oio1218 v | 235983 2

Department Employee Mo, | Mame Date Time State Location 10 WwiorkCode ~
(¥ head cifice 8103 Micheal 20101203 08:53:00 0

head office 9103 Micheal 2010-12-08 0%:53:00 0

head office 9103 Micheal 20101208 18:03:36 0

head office 9103 Michesl 20101207 025200

head offce 4. Click:{Report] whemthe window d

head office . . 5103 Michesl 2010-12-08 085300

head offics inquiry ﬁ@@medS, We.Ealdget the report fo

head office 8103 Micheal 20101209 08:53:00 o

head office 8103 Micheal 20101209 18:03:36 i

head office 8103 Micheal 20101210 08:5300 i

head office 8103 Micheal 20101210 18:03:36 0

head office 9103 Micheal 2010-12-13 0%:53:00 0

head office 9103 Micheal 20101213 18:03:36 0

head office 2103 Micheal 2010-12-14 02:52.00 0

head affice 103 Micheal 20101214 18:01:35 i

head office 8103 Micheal 20101215 08:53:00 0

head office 8103 Micheal 20101215 18:05:52 0 —

head office 8103 Micheal 20101216 08:53:00 0

head office 8103 Micheal 20101216 17:53.52 i

head office 8108 Lizzy 20101201 08:56:00 i

head office 8108 Lizzy 201041201 18:12:00 0

head office 9108 Lizzy 2010-12-02 0%:56:00 0

head office 9108 Lizzy 20101202 18:12:00 0

head affice £108 Lizzy 20101203 08:56:00 0 v
RecordCount: s}

Attendance record report:

- :
7= Preview

oz = HES #hk? X

Head office attendance record report

2009-04-01 To 2009-04-16

o ion Jake Chen 001 2006-4-10 170434 | Clock Out 2009-4-7 745116 ClackIn
e e T 2005-4-13 73546 | Clockln 2005-4-7 17:14:30 | clock Out
SRR 2006-4-13 172706 | Clock Out 2009-4- 7:08:112 ClackIn
G T 2009-4-14 70612 | Clockln 2009-4-8 7:2453 ClackIn
et |G 2006-4-14 171625 | Clock Out 2008-4-6 1720005 | Clock Out
TR T T 2009-4-15 74E508 | Clockin 2009-4-0 74052 ClackIn
SR A T 2006-4-16 170853 | Clock Out 2000-4-0 7:51:56 ClackIn
T TR 2005-4-16 8:00:58 | Clockln 2000-4-0 5:02:15 ClackIn
2009-4-5 73836 Clack In Count 27 2009-4-917:11:24 Clack Out

= 2005-4-107:4518 | Clockln
22000099_44_6;1:;;1058;%? Céf;:k?:t RED KingJin 8103 2009-4-1017.04:34 | Clack Out
2009-47 171420 | Clackout Hillselfe i Lol 2008-4-137:35:46 | Clockln
00545 70512 ClockIn 2008-4-117:00:59 | Clock Out 2008-4-13 172706 | Clock Out
094G 72453 Clockin AU o T ] Clock In 2009-4-14 70612 | Clackin
00945172005 | Slock ot 2008-4-217:05:16 | Clock Out 2008-4-14 171625 | Clock Out
00540 74957 Clockin 20094305212 Clock In 2009-4-15 746:59 | Clockin
0054975156 clockin 2008-4-317:01:54 | Clock Out 2008-4-15 17.08:53 | Clack Out
200549 80215 clockn 2008-4-4 7:43:94 Clock In 2009-4-16 B:00:59 | Clackin
2008-4-917:11:24 | Clockout 2200009?;14—-661??.:3088l:3f2 C?'DD;RC')T“ Count: 27
2200009?::%_110012—:4054:1394 Cfloocikétt 200947 74516 | ClockIn P&D Matk Simth 8105
ere o o 2005-4-7 17:14:20 | Clock Out 2005-4-1 7:23:05 ClockIn
e e 2005-4-6 7:06112 ClackIn 2005-4-1 17.00:68 | Glock Out
e 2005-4-6 7:24 53 Clack In 2005-4-2 7:45:35 ClockIn
e 2005-4-617:20:06 | Slock Out 2005-4-2 170516 | Slock Out
o 2005-4- 7:45.52 ClackIn 2003-4-3 7.5212 ClackIn
e ampot 2009-4-8 7:5156 ClackIn 2009-4-3 170154 | clock Out
= : 2NN8-4-8 A'N714 I Clackin 11 3008-4-4 74354 | Clockin

Page 1/1

Attendance records exporting:
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If need to lead out the attendance record, only need to click export, you can lead
out the data inquired. (File format: *.txt, *.xIs)
Click [Modify Log] and the log-modifying window will be called for reviewing the

modification log of time and attendance records.
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2.4.5 Attendance Calculating and Report

o Fingerprint T&A management system ¥4.4.5

System HE Management WESESWEELAIN Exception Data Maintenance External Help
Holiday List

TimeTable and Shift Ctr1+E
% Employee Scheduling Ctrl+F 1

ancel--[Attendance
Calculating and Report]

Attendance Record

[P} Attendance Calculating and Report

Ctrl+R

o Attendance Calculating and Report

_&wJ@

ate Report Export Exception
Time Range
Deptment|{f headoffice v|  Employee| 2l v|  Fom|znoiz v v [ooom 2 To[zinizie v [zamess 2

Attend CEE*CEDUD"'S|ShillEHceptions Other Exceptions | Cal®ted (tems

Debpartment Emplopee No. Mame Date Tin}\ State Operation Exception Desc... Timetable Checle WorkCode ~
» thead o‘ice a108 201012-m DE:SB:‘EQ Clock In Mormal record Day [
head offce a108 201042.01 181200 Clogk 0wt Momalresod Dap. oo [
hesdoile @108 )| 2-02@@1@@% the beqg g date and nﬂ]
head offic a108 2010 12:0218:1200 Clock Out
headoticd 8108 paﬂmem and sta needs to beﬂ, calculatedr
head office a108 2010-12-0378:1200 Clock Dut MNomalrecord Dap %
head office a108 2010-12-06 08:56:00 Clock In Mormal record Day 1]
he, 1 20101206 18:12:00 Clock Dut Mormal record Day 1]
g: ltc 2010-12-07 08:56:00 Clock In Mormal record Day 1]
| [ head oflice 8108 2010-12:07 18:12.00 Clock Out Nomalrecord  Day 0
head office g108 2010-12-08 08:56:00 Clock In Mormal record Day 1]
head office g108 2010-12-0818:1200  Clock Ot MHomal record Day 1]
head office gi08 2010-12-09 08:56:00 Clock In Mormal record Day o=
head office a8 2010-12-0918:24:00  Clock Out Mormal record Day 1]
head office a108 2010-12-10 08:56:00 Clock In Mormal record Day 1]
head office a108 2010-12-1018:24:00 Clock Out Mormal record Day 1]
head office a108 20101213 08:56:00 Clock In Mormal record Day 1]
head office a108 2010-12-1318:28:00 Clock Out Mormal record Day 1]
head office g108 20101214 08:56:00 Clock In Mormal record Day 1]
head office g108 2010-12-1418:3200 Clock Out Mormal record Day 1]
head office g108 20101215 08:56:00 Clock In MHomal record Day 1]
2011-05-24 13: head office a108 20101215 18:56:00  Clock Out Hormal record Day 1]
head aoffice a1og 2010-12-16 08:56:00  Clock In Mormal record Day 1]
head office a108 20101216 18:56:00  Clock Out Mormal record Day 1]
head office g102 2010-12-01 09:00:00 Clock In Mormal record Day 1]
v

There are four Tabs of information after search and calculation which can be
viewed respectively:

[Attendance Exceptions]: Display the dealt result of the original attendance
records;

[Shift Exceptions]: Display employee’s attendance result in the scheduled time
period,;

[Other Exceptions]: Display employee’s leave, out and overtime etc.;

[Calculated Items]: Display all employees’ calculated items such as “normal”,

“actual”, “late”, “early”, “absent”, “overtime” etc..

Please note: When dealing with “Out” calculation, there should be “Out back” and
only “Out” and “Out back” in one shift can be calculated.

Working hours in the report="Actual”’ -"Late”-"Early”-"Out”

Exceptions of attendance records dealt with:
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Open the attendance exceptions option card to deal with the records:
We will see such mistakes as “state mistake”, “invalid record”, “repeated record”,
etc. are described. (If we will revise to write down, click the right key and springs the

following menu):

Create report for current grid ' Momal recard Day

Delete selected Del Clock out day
Cancel operation for selected Ctrl+I Overtine in  Jay
Modi £y and save Excaption Ctrl4S Oyertine out  Jay
Out day
Out back bay

Show 211 colunns | Mormal recon d Day
P AT TR ERT R Mormal record Day

Chapge filter.. >

Colunns b

The definition of each option as follows:

[Export Data]: Export the data in the current attendance record list to a file in txt or
xls format;

[Create report for current grid]: Generate report based on the data in the current
attendance record list for preview and print;

[Change state]: Change the selected attendance record to a new state. Manually
deal with the attendance record according to the practical situation;

[Delete selected]: Mark the record as manual deleting, deleting when save it;

[Cancel operation for selected]: Cancel revision to this record;

[Deal with and save]: You can save the records that have been treated. If you want
to see the changed records, you can click [modified record log] in system menu;

[Filter the record]: If there are too many records, you can filter them, and keep
down the corresponding record you want;

[Columns]: Define the fields displayed. Meanwhile, the modification will take effect
and be saved;

[Show all columns]: Display all fields in [Columns];

Please note: We can manually modify the record as stated above to assure the
veracity of the report according to the practical situation. If there is disoperation, the

records can be recovered through [Modified Record Log] in [System].

44



3.C

Report:

Click [Report] and the following menu will pop up:

o Fingerprint T&A management system ¥4.4.5

System

ulate

HE Management

Bep

Department m

Attendance Exce|

Attenda

Holiday List

TimeTable and Shift
% Employee Scheduling

Attendance Record

: % =

httendance Report

Daily Report
General Report

Aceptions Report
CrN

te a Report For Current Grid

Exception Data Maintenance

External Help

Ctrl+E

CtrltF

o Attendance Calculating and Report

1

-

ulated Items |

Time Range

ce]--[Attendance
eport] ‘

From 20100716 v [0000m1 %

Ta| 2010211

DREEENE

Department POTEE TG, E Date Time Operation Ewception Desc.. Timetable Check ‘wiorkCo A
i a108 Lizzy 2010-12-13 08:56:00 Mormal record Day
- thS Lizzy 20101213 18:28:.00 Day [l
I Lizzy 2010-12-14 08:56:00 . di

Head office a108 Lizzy 20101214 18:32.00 4 he e n L_}n g d ate
Head office 8108 i 2010-12-15 08:56:00 mm 0 r {
Head office 81& 0-12-15 18:56:00 de ock O ment an ?t needs be Cal([IUIate\\\\\\\\\\%
Head office 4 «B1 I e @ O .l 0-12-16 08:56:00 Clock In Mormal record Crap
Head office LH L 010-1216 185600 Clock Out Mormal record Day
Head office a8 Lizzy 2010-12-17 08:59.00 Clock In Mormal record Day
Head office a108 Lizay 20101217 17.36:00 Clock Out Mormal record Day
Head office a8 Lizzy 2010-12-20 08:59.00 Clock In Mormal record Day
Head office a8 Lizzy 2010-12-2017.36:00 Clock Out Mormal record Day
Head office a108 Lizzy 2010-12-21 08:59.00 Clock In MNormal record Day
Head office a8 Lizzy 2010-12-21 17:36:00 Clock Out Mormal record Day
Head office a108 Lizay 2010-12-22 08:59.00 Clock In Mormal record Day
Head office a108 Lizzy 2010-12-22 17.36:00 Clock Out Mormal record Diap
Head office a108 Lizzy 2010-12-23 08:593.00 Clock In Mormal record Day
Head office a108 Lizay 2010-12-2317.36:00 Clock Out Mormal record Day
Head office ang Lizzy 2010-12-24 08:59.00 Clock In Mormal record Day
Head office a8 Lizzy 2010-12-24 17.36:00 Clock Out Mormal record Day
Head office a108 Lizay 2010-12-27 08:59.00 Clock In Mormal record Day
Head office a8 Lizzy 2010-12-27 17.36:00 Clock Out Mormal record Day
Head office a8 Lizzy 2010-12-28 08:59.00 Clock In Mormal record Day
Head office a108 Lizzy 2010-12-2817.36.00 Clock Out MNormal record Day
Head office a8 Lizzy 2010-12-29 08:59.00 Clock In Mormal record Day

¥ :Head office g108 Lizzy 2070-12-29 17 36:00 Clock, Ot Mormal record Day

<

[Attendance Report]: Calculate employee’s attendance record;
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- 3
72 Preview

Head office attendance record report

2003-04-01 To 20030416

Head office  Judy 20090410 17:04:34 Clock Out 2009-04-07 17:14:20 Clock Dut
20030401 07.23.05 05041307 46| CickIn 2050408070812 | ClockIn
20030401 17.0059 0030413172706 | Ciock O 200904 0807.2453__| ClockIn
70050402 07-45:35 20090414 07.0612__| Clock n 2003040817:2005__| Clock Out
20050402 17.05.16 0090414 1716:25 | Clack Oul 00504 0307.4352__ | ClockIn
20030403 075212 20090415 07,4653 | Clock In 2030403075156 | ClockIn
20060403 17.0154 20030415 17.0853 | Clock Ol 2008040908.0215__| ClockIn
20030404 07:4354 090416080053 | Clock In 2090409171124 | Dlock Ot
20030406 07.39.36 Court: 27 2050410074518 __| ClockIn
0050405 17.08.42 = — 2009041017.0434__| Clock Out
205047 07416 20090401 07.23.05__ | Clock In ZXEOET 07 %R A6 L okl
20030407 17.14:20 T 2080413172706 __| Clock Out
20-03.08 07:0812 2003040207 453 | Clock In 25 WA (G012 Elbckin
20060408 072453 ARG Tk o 2009041417:16:25__| Clock Out
2N 061 720008 090403075212 | Ciock In AME0 15 OFACS | Chock
200473 074352 20080403 17.00:54 | Clack Dut SNEOLISIR0BS | ook Dt
AN 051,55 20090404 07435 | CiookIn ZUEILIE D002
20060409 08 (15 20090405 073835 | Clockln R

2009.040917:11:24 20030406 17.0842 | Clack Out PiD Mark Simith
20030410 074519 20030407 07,4516 Clock In 2009-04-01 07:23.05
2003041017:04:34 20090407 17.14:20 | Clock Out 2009-04-01 17-00:59
20030413 07.35.46 2009-04-08 07.08:12 Clack In 2009-04-02 07.45:35
20030413 17.27.06 2009-04-08 07 24:53 Clack In 20090402 17-05-16
20030414 07:0612 2009040817:20:05 | Clock Out 2009.04-0307:5212
20030414 17:16:25 2009-04-09 074352 Clack In 2009-04-03 17:01:54
20030415 07.46:59 2009-04-09 07.51:56 Clock In 2009-04-04 07-4354
2005-04-09 080215 Clack In 20030405 07-38.36

[Daily Report]: Calculate employee’s daily attendance record,;

72 Preview

head office Employee daily report

201041240 To 2001216

Name No. [ [oz[mfoafos]os[or[oafuos[mw]n]rz]13]a]s[ms][r7[8]1a]a ]|z [z ][za]aa]e5 |6 [ar [m[2s]an]=

head office

udy / IS o I

Micheal 5 ¢ / / / / / £

Lizzy L] I

Remark:/Mormal >late <Early -Abhsent [NoCdn JMNoC-Out Rest +Owvertime BLBusinessleave Lleave

T abling:Admin 20101217 151319

5

[General Report]: Calculate all employee’s attendance items such as “normal”,

“actual”, “late”, “early”, “absent”, “overtime” etc;
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72 Preview

head office altendance stat. total report

20101241 To 20101216

MName yee

[ MOt | wiime | Atfiate

Emplo [ Duty [ Actual [ Absent | Late | Ealy | OT | FresOT | Out | BL | Leave | Nen
| ey | pay | Day | Minue | Minue | How [ How [ Minwe | Doy | Day |

Times

| Times [ Houw | %

head office

Wudy

12)

12

15

96

Micheal

12

n

a3

Lizzy

12|

12

96

|

260]

Tabling:Admin

201012417 15:20:25

fPecein | |

€

[Exceptions Report]: Calculate employee’s “out

personal leave” etc;

i =EHE #M X

"

, “overtime”, business

head office attendance exceplions report

20101201 To 20101218

Mame No.

Diate & Time

| Erception type | Wik long | Remark

head office

Mudy

2010-12-04 18:00:00

2010-12-05 09:00:00

Free overtime

15:00:00

Mudy

2010:12-07 10:23:00

2010-12-07 13:56:00

Business leave

03:33:00

) Page 141 [

leave/
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[Create a Report for Current Grid]: Print preview of the

For example: Attendance Report

.t

72 Preview

= 100z

= EHS M2 X

head office exceptions of shifts report

Depai'tlen Hame Elp;(iyee Date Timetable On Duty
head office Judy 2010-12-01  |Day 2010-12-01 09,00
head office Judy 8102 2010-12-02  |Day 2010-12-02 09.00
head office Judy 8102 2010-12-03  |Day 2010-12-03 09.00
head ofice [Judy 5102 2010-12-06  |Day 2010-12-06 09:00
head ofice [Judy 5102 2010-12-07  |Day 2010-12-07 09:00
head office Judy 2010-12-08  |Day 2010-12-08 09:00
head office Judy 8102 2010-12-09  |Day 2010-12-09 09:00
head office Judy 8102 2010-12-10 |Day 2010-12-10 03:00
head office Judy §102 2010-12-13  |Day 2010-12-13 09:.00
head office Judy §102 2010-12-14  |Day 2010-12-14 09:00
head office Judy §102 2010-12-15  |Day 2010-12-15 09:00
head office Judy §102 2010-12-16  |Day 2010-12-16 09:.00
head office Micheal 5103 2010-12-01 |Day 2010-12-01 09:00
head office Micheal 8103 2010-12-02  |Day 2010-12-02 09,00
head office Micheal 8103 2010-12-03  |Day 2010-12-03 09.00
head office ticheal 8103 2010-12-06  |Day 2010-12-06 09.00
head office Micheal 8103 2010-12-07  |Day 2010-12-07 09.00
head office ticheal 8103 2010-12-08  |Day 2010-12-08 09,00
head office Wicheal 8103 2010-12-09  |Day 2010-12-09 09:00
head office Micheal 8103 2010-12-10  |Day 2010-12-10 09:00
head office Micheal 8103 2010-12-13  |Day 2010-12-13 09:00
head office Micheal 8103 2010-12-14  |Day 2010-12-14 09:00
head office Micheal 6103 2010-12-15  |Day 2010-12-15 0900
head office Micheal 6103 2010-12-16  |Day 2010-12-16 09:00
head office Lizzy 5105 2010-12-01  |Day 2010-12-01 09:00
head office Lizzy 5108 2010-12-02  |Day 2010-12-02 09:00
head office Lizzy 5108 2010-12-03  |Day 2010-12-03 09:00

| Page1/3

current displayed grid.

fFio: S EHS e X

0ff Duty

Clock In

Clock Out

Late Early

OverTine

2010-12401 17:30

2010-12-01 09:00:00

2010-12-01 158:00:00

2010-12-0217:30

2010-12-02 09:00:00

2010-12-02 18:00:00

2010-12-03 17:30

2010-12-03 09:00:00

2010-12-03 18:00:00

2010-12-06 17:30

2010-12-06 09:00:00

2010-12-06 15:00:00

2010-12-07 17:30

2010-12-07 08:00:00

2010-12-07 158:00:00

2010-12:08 17:30

2010-12-08 09:00:00

2010-12-05 158:00:00

2010-12:08 17:30

2010-12-09 09:00:00

2010-12-09 158:00:00

2010-12-10 17:30

2010-12-10 08:00:00

2010-12-10 15:00:00

2010-12-13 17:30

2010-12-13 09:00:00

2010-12-13 158:00:00

2010-12-14 17:30

2010-12-14 08:00:00

2010-12-14 15:00:00

2010-12-1517:30

2010-12-15 08:00:00

2010-12-15 158:00:00

2010-12-16 17:30

2010-12-16 09:00:00

2010-12-16 158:00:00

2010-12401 17:30

2010-12-01 08:53.00

2010-12-01 18:03:36

2010-1202 17:30

2010-12-02 08:53:00

2010-12-02 18:03:36

2010-12-03 17:30

2010-12-03 08:53:.00

2010-12-06 17:30

2010-12-06 08:53:.00

2010-12-06 18:03:36

2010-12-07 17:30

2010-12-07 08:53.00

2010-12-07 18:03:36

2010-12-08 17:30

2010-12-08 08:53:00

2010-12-05 18:03:36

2010-12-08 17:30

2010-12-09 08:53:00

2010-12-09 18:03:36

2010-12-10 17:30

2010-12-10 08:53:00

2010-12-10 18:03:36

2010-12-1317:30

2010-12-13 08:53:00

2010-12-13 18:03:36

2010-12-14 17:30

2010-12-14 08:53:00

2010-12-14 18:01:35

2010-12-15 17:30

2010-12-15 08:63:00

2010-12-15 158:06:52

2010-12-16 17:30

2010-12-16 08:53:00

2010-12-16 17:69:562

2010-12401 17:30

2010-12-01 08:56:00

2010-12-01 18:12:00

2010-1202 17:30

2010-12-02 08:56:00

2010-12-02 15:12:00

2010-1203 17:30

2010-12-03 08:56:00

2010-12-03 18:12:00

2010-12406 17:30

2010-12-06 08:56:00

2010-12-06 158:12:00

2010-12-07 17:30

2010-12-07 08:56:00

2010-12-07 18:12:00

2010-12-08 17:30

2010-12-08 08:56:00

2010-12-08 18:12:00

2N010-1209 1730

201N0-17-N8 N&-5R-0N

201017209 18- 24-00

| Page 23

Data Export: Click [Export] and the displayed data of grid in the current window will
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be exported to a file (*.txt or *.xls). It has the same function as [Export Data] when
right clicking in each grid.
Exceptions dealt with:
Click [Exception] and the following menu will pop up:
Append Record

Late/Early Collectivelsy

Buzinezs Leawe/Leawve

Madified Record Log

Click options one by one in the menu and the following modules will pop up
respectively: [Append record], [Late/Early Collectively], [Business Leave/leave] and
[Modified Record Log]. If the calculation result is incorrect for some employee, first,
please check whether there is leave or forgetting Clock in or Clock out for this employee.
If there is, please deal with the records through above menu. Please refer to the next

chapter for more details.
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2.5 Exception
2.5.1 Away on Business/Leave
When the employee can't punch in/out because of going out on business or asking

for leave, in order to guarantee the exactness of the final statistics, we should make

these settings through this function.

o Fingerprint T&A management system ¥4.4.5

System HE Management Attendance B Data Maintenance External Help

Business/Leave]

Append Record Cirl+¥
Append Record Collectiwely
Dealing With Collectively Late/Early

2. Cli
Append Delete Modify Search Report
- Time Range
Departrnent | ﬁ Head office v| =
Beginring Time| 2011-0211 v o000 %]
Employes No. _ i
Ending Time| 20110211 v |[17.3000 2|
Leave T_l,lpel i |
Reazon | |
Department Employee Mo, | Mame Beginning Time Ending Time Leave TNpe Feazon

»

the department, emplo
ending time and leav:

2011-05-24 13:34:22 Admin Fingerprint THh management system Ee True & Safe

[Modify]: Select the appointed employee whom you want to make this modification
to, and click [Modify]. Then you can modify the relative information; Click [Save] when
ready.

[Delete]: Select the appointed employee and the relative information you want to
make this deletion, and click [Delete].

[Search]: Setting the conditions, then click [Search] to query records.

[Report]: This function will put out record of query generate reports.
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- :
7= Preview

oz =2 &S éh X

CEX

Head office Employee Leave Detail

2010-09-01 To 20010211

|Name Employee lo.‘ Time Range | Leawve Type |

Reazon

[y Je02 20101207 102300 201012:07 1356:00 | Business leave |

trkr

Page 141

o |m (<

o1



2.5.2 Append Record
If an employee didn’t punch in because of special reason, you can use this function

to append the forgetting attendance record.

’2 Fingerprint T&A management system ¥4.4.5

System HE Management Attendance BEIISSERSN Data Maintenance External Help

Away On Business/Leawve

Append Record

Append Record Collectiwely
Dealing With Collectively Late/Early

Employees

Department |@ head office -"| /

Emplayes Mo. | ‘/

Append J [

LCloze

| Be True & Safe

Admin

2011-05-24 13:34:55

| Fingerprint THA management system
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2.5.3 Append Record Collectively

When part or all of the employees in a department did not punch in/out because of

some reasons, please you can use this function to add punching in/out collectively.

ﬂ Fingerprint T&A management system ¥4.4.5

System HE Management Attendance BEIISEENGE

Data Maintenance External Help

Away On Business/Leawve Ctrl+l

Append Record Cirl+h
Append E Col. 1y

¥

Dealing With Collectively Late/Early

ﬂ Append record collectively

Departments list: Ermployees list:
i Emplo_l,.le;(. | Mame | |
»|510 Judy When Employees can not clock-in or

210 Micheal
| 8108 Lizzy

clock-out for some reasons, You can
add the mazziwve clock-in or
clock-out record here.

State: | Clack in w

Recaord Time: | 2011-02-1

2011-05-24 13:36:08 Admin

Fingerprint THh management system Ee True & Safe
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2.5.4 Dealing with Collectively Late / Leaving

When collectively coming late/leaving early takes place for some allowable reasons,

you can use this function.

a Fingerprint T&A management system ¥4.4.5

System HE Management Attendance BEIISSERSN Data Maintenance External Help

e

Click [Exception]-- [Dealing
ctively La

Away On Business/Leawve Ctrl+l

Append Record Cirl+¥

Append Record Collectiwely
Dealing With Collectively Late/Early

o Dealing with collectively Late/Early |§|
(el il Ermployees list e
(%) Coming Late () Leaving E arly
Employee Ma. | Mame | ad
Employees lgnore clock in record »|3102 Judy |
8103 hicheal
w | | 2:00:00 Eo | || 208 Lizay
[[1zozoo 2|

The modified clock in timne

[20109247 v|| 70 2

Search Employess

head office v
i |

O Shit [Normal

Please make sure ...

\ ': Are you sure to treat with massiwe late for the selected Employe=?

2011-05-24 13:36:24 Admin Fingerprint THh management system Ee True & Safe
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2.6 Data Maintenance
2.6.1 Import Employee List

Click [Import Employee List] in [Data Maintenance] menu. Pop up the following

window:

o Fingerprint T&A management system ¥4.4.5

System HE Management Attendance Exception QIE External Help

Ctrlt?
Ctrl+l

Import Attendance Recofd

v\$® Click [Data
Q@gnport Empl‘

Clear Obzclete Data

Compress Databaze

E Backup DataBaze

Initialize System

Select a file to impark

Emplg §
File: | E]
Failures in importing:

' Bl

Lookin: | (3 Backeroup management ¥ o3> E

ChTenplate
(Capngbop

Select
t file—[O

My Network
Laces

File name: [ v [gpen ]

Files of type: | Text File (¥ txt) v/ [ Cancel J

2011-05-24 13:36:40 Admin Fingerprint THh management system Ee True & Safe

This format of file only can import the employee info of “Employee No., Name and

department”;
The format of data must follow: Employee ID + Tab + Name + Tab + Department;
The information each employee takes one line, no blank line between one another.
This format of file can import the employee info includes: “Employee No., Name,
Department, position, Employ Date, Telephone, Address, Gender, Language,
Comment”; put those items on the head line and input the items by order, the order can
not be changed.
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2.6.2 Import Attendance Record

* Fingerprint T&A management system ¥4.4.5

System HE Management Attendance Exception QI

S

al

Clear Obsolete Data b

ntenancel]-

Compress Databaze

E Backup DataBaze

Initialize System

’} Import Attendance Eecord

Select a file to impaort

File

Failures in imparting:

Lookin |V:‘JBn=kgnup management v‘ Q2 e m-

IO Template
(Dypacbop

My Network
Flaces

File name: |\ v\ [ open |

Files of type: |Taxt File (¢ tzt) V‘ [ Cancel J

2011-05-24 13:37:11 Admin Fingerprint THh management system Ee True & Safe
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2.6.3 Clear Obsolete Data
After your system is used for a long time, you will get a large number of obsolete
data in the database. It ties up the hard disk space and influences your system

operation speed. At this moment you can use this function to clear these useless data.

a Fingerprint T&A management system ¥4.4.5

System HE Management Attendance Exception BIEREWESERISSATN External Help

b Import Employee List Cirl+T
Import Attendance Record Cirl+I

Compress Databaze

E Backup DataBaze

Initialize System

8

4

Employees

:Q-Clear The Obsolete Data

Select the end date ‘

LClear
.' S e = T !\

2011-05-24 13:37:24  Admin | Fingerprint THA management system ' Be True & Safe

Note: You can only clear the data of one month ago.
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2.6.4 Compress Database

’2 Fingerprint T&A management system ¥4.4.5

Exception QI External Help

' Import Employee List Ctrl+T
Import Attendance Record Cirl+I

System HE Management Attendance

Clear Obzolete Data

E Backup DataBaze

Initialize System

System course: compress database

Compressing database. .. Completed!

| Be True & Safe

2011-05-24 13:37:45

Admin

| Fingerprint THA management system
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2.6.5 Backup Database

a Fingerprint T&A management system ¥4.4.5
1 M External

b Import Employee List E
Import Attendance Record

Clear Obsolete Data

Compress Databaze

Initialize System

Save in: |@Backgyoup management V‘ Q2o

[C)Template

|2 pngbmp

Wy Hetwork
Plares X
File narme: |\ Save

Save as fype: |Text File 0. txt) [ Cancel ]

2011-05-24 13:38:01  Admin ' Fingerprint T management system ' Be True & Safe

Back up the database manually: Copy the Att2003.mdb from the installation
directory to the route you want to backup the database, so if the system collapses, you

just copy Att2003.mdb to installation directory over again after re-installation.
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2.6.6 Initialize System

a Fingerprint T&A management system ¥4.4.5

System HE Management Attendance Exception BIEREWESERISSATN External Help

b Import Employee List Cirl+T
Import Attendance Record Cirl+I

Clear Obzolete Data

Compress Databaze

E Backup DataBaze

Employees

L ] System initialization willAlelete all data,
o Are you sure to conti ?

System course: initialize the system

System initialization completed!

2011-05-24 13:35:16  Admin

| Be True & Safe

| Fingerprint THA management system

Note: After the system is initialized, all information will be lost; the system will get

back to the state when just installed. Please make sure that you want to initialize the

system.
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2.7 External Program Management

2.7.1 External Program Management

We can append external program into time attendance program for convenient
operation.

ﬂ Fingerprint T&A management system ¥4.4.5

System HE Management Attendance Exception Data Maintenance B33

Connect To Time and Attendance Machine

U Disk Module Management

4 e

Employees

CIET YR
=1
hppend Delete Modify Exgancel

N\
Program Mame: \ |
N\
Executable File: \
sternal pragram lisk: \
Program Mame | Becutable Fil

3. Inp

2011-05-24 13:35:30

Admin Fingerprint THh management system Ee True & Safe

Firstly, we can click [Append] to add a new menu. For example, we need

“calculator” when we are operating, input “Calculator” into the input field of [Program
name], and then input “C:\WINDOWS\system32\cacls.exe” into the input field of

Executable file or browse L) to find the calculator program, click [Save] to finish at last.
We will see [Calculator] when you open [External program management] over again:

External Program Management

Connect To Time and Attendance Machine

Calenlator
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2.7.2 Connect to Time and Attendance Machine

o Fingerprint TEA management system ¥4.4.5

Sy=tem HE Management Attendance Exception Data Maintenance B#SESSEIN Help

External Program Management

Connect To Time and Atte

T Disk Module Management

C) €3 @ ) English = Time and Attendance Communication Nanagemen

Unit Wanagement Record Supervision Emplorees Management Record Management

A2 DY A

Add  Medify Delete || Synchromize Initialize | Terminal Download  Download  Clear
Unit  Unit  Unit time wnit parameter | new record sll record recerd
Terminal Managment Unit Management

Baclup Rezune
Enplorees Emplorees

[=- &l Groups
- Groupl
- Group2
- Groupd
- Groupd
. GiroupB

—
e

2011-05-24 13:

I 0% [

The T&A program can collect the records from the machine, upload and download
employee info & clear the old data & modify the time on the machine. Find detail on

clause [Time and attendance management & communication].
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OQETIEI®E Communication

The chapter is mainly about how to add, delete

and set communication between PC and terminal.
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3 Data Communication

3.1 Terminal Management
3.1.1 Add Terminal

vnnOpng,‘d,sh - o= ox
Uit Managenant [ e o e Wt e
B ) (r HO €\ )
n = 8 ® 7 N %) 3
) odify Delete || Synchronize Initielize | Terminal  Ring  Time zome/Growp | Download mload  Clear Backup Resune
tine it ployees  Employee

i Downl oa a
“‘{k 1h Uit i parameter settings settings | new recor 4 all recor: 4 recor d | Em
N Managnent

=

1"Click [Add Terminal]

= Al Groups
Group?
Group?
Groupd
Groupd
Grouph

3. Select the comm type

Terminal Nanagement

Terginal Info

Communication Method
Tefmminal Mo.
Devies D |1 * 5B

[Check Device 10 from the device menu]

 TCRAP ’7
eminal Mamz |V
Device Group m
Tid stalus ’W‘

oK LCancel

2. Set the terminal information

4. Click [OK] to save

Remark:

[Terminal No.]: This number can be set as you like.

[Device ID]: Check Device ID from the device menu

[Terminal Name]: You can set it as you like.

[Devicel Group]: This group is used to manage the terminal machine.

[T&A Status]: There are three options: Actual Status, on duty and off duty. When
we set it as “Actual Status” the attendance records’ status in the software are as same
they are in the device. If you set it as “ON Duty”, all the records’ status which is from this
machine will be “On duty”.

[USB]: Connect the terminal via USB cable;
[TCP/IP]: Input the terminal’s IP address;
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3.1.2  Modify Unit
C) @ () Eelizh : \ - = x

| nit Henagoet Enployees Wansgement  Kecord Management
R W O N A ® &
Ring Ba Resune

Initislize | Terminal Time zone/Group Dowrload  Download  Clear

(4

idd

Delets | Synchromize n clop
Tnit Um[}an Tnit time unit parameter zettings zettings new record  all record record | Employess  Emplopess
Terminsl Winagnent Uit Nanagement

Modi £y

Group2

=1 ANGH Wodi fyr Und t
H -El:mup

- Group3 1m 21
- Groupd
* Groups

: Terminal Nanagement

Terminal Info

Communication Method
Terminal Mo
Device D |1 & USB

[Check Device 1D from the device menu)

coeee [

Terminal Mame |1—

Device Group m
Tha stalus lm

oK | LCancel

3. Modi

I % [

3.1.3 Delete Unit

‘C) @ () Englizh Ve

| Unit Wanagement | Record Supg

=

Add Modify ‘ Delg,
Uit Umit | Ul

Terminal Menagnent

5 AMIGIWRs | Delats Unit E

—_
—

| A

Synchronize Initialize | Terminal Ring  Time zome/Growp | Download  Download  Clear Backup Resune
time wnit parameter seltings settings ner resord o1l record record | Employees Employees
nit Management

| Groupl
- Group2
Group3 1]
Groupd
. Group§

tthg tern

confirm. ..

1 [Headoffice]

9 ) Thiz operation will deal with the selected machine:
Are you sure to continue?

T 0% )
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3.14

Set the IP Configuration

add

Modi £y

C) H.(lznghsh

Unit Management

Delete

=

Claar Backup Resune
nit  Unit ssttings ord record | Employses Employees
Terninsl Menagnent Uit Nanagement
=) Al Groups
- Group!
Group2
>
- Group3 & Select A1
- Groupd @ Reverse Selection
GroupS Set the IF configuration
Terminsl information

Open the door wvia soft

Set the IP configwration

Message Management.

Disable the manager

4. Click [OF

|192.‘IBB.D.218
[192168.01
/] |255.285.255.0
3. Selected the [0CCC 676675 =
s LCancel |

Sy=tem Prompt

<2 ) Set the network parameter success%{\?lease restart the T&A terminal!l
.

Siop h

3.1.5

Terminal Information

=

Unit Managsment

) English -ls

Record Supervizion

yees Manazsment

&

Add  Modify Delete Synchrenize Clear Baclkup Eesune
Unit  Unit Unit record | Employees Employees
Terminal Managment
= Al Groups
© Groupl
- Group2 & Select ALl
CELE @ Reverss Selection
Groupt
“ Group3 Set the IF configuration
Terminal informatioen

Open the door wvia software

Mezsage Menagement minal information

Dissbls the manager

— Teminal infarmation

User number

Fingerprint number

Vi@wnthe te

Card rurmber

Mew records number

Total records number

St
Firmware wersion o

X

BRetrieve I LCancel |

terminal i

sior el
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3.1.6  Open the Door via Software

0 @ () Enclish
N )

= 4
Unit Management Record Supervision  Employees Wanagement Record Management
» 7 3
= ) bt ] @ &
4dd  Wodify Delets || Synchronize Initial: C t ha&t‘erm! FBaclup Resuna
Unit Uit Unit tine s B0 Enployess  Employess
Terminal Managment Unit Management
= All Groups
Groupl
Group?
Group3
Groupd
@ Keverse Selection
Group§
Set the IP configuration
Terminal i
[2011-02-12 11:22:25]1[Head office]Open the door via software successful!
‘ 0% E

3.1.7 Message Management

Send the message to the user when he clock-in.

:1) n‘t ) English

Unit Managenent | Record Supervisien

G IC

Enployess Wanagenent  Record Management

L @ @ &

Add  Modify Delete  Synchromize Clear Baclup Resune
Tnit  Unit Uit time vecord | Employees Enpluyees
Terninal Wanagnent

=1 Al Groups ~A+-~helk

Groupl
Group2
Group
Groupd
Grouph

4 Fole conditions, enter the

Set the IP configuration

Terminal information

Open the door via softwers

Message Mansganent Messagn Tops — Bogrdatel 01217 *] g | 20101217 %]
Disable the mana
Mezsage Cortert
/ Message Managens

£ Message it Reead Messnge
2. CIICk [Messa KO, Messzage Tye Emplorss |0 Hane Begridde  Enddaie

Mz Cortert,

d Message]

Note: A message most contains 54 letters.

Send private message must be input employee ID.

65



3.1.8 Disable the Admin

Clear the terminal’s administrator.

@ ) Eaias
S

Unit Mansgement | Record Superwizien

228

Add  Hodify Delete | Synchromize
ni t. time

|
Unit  Unit .

Terninal Hanagnent
Select A1

=I- &l Groups
@ Reverse Selection 2 CI k [D bl
Set the IF configuration " IC lsa
& /

Group2
Graup3
Groupd
Groups

Groupl

Disabls the manager

Please Confirm

‘:.,,/I Are you sure to disable the Admin?

m\_l T
4. Click [OK]

[2010-11-22 14:10:00]1[Head Office]Clear the manager succeed.

| 0%

3.1.9 Synchronize Time

Synchronize the terminal’s time with the computer time.

\ (69 @ €9 Enlish
=

Unit Management | Record Supervision  Employees Management  Record Management

] B T ¢ § A
@%@\99\9 0 B E & &
A4 Modify Delete | Synchbfnize  Initialize | Terminal  Ring  Time zonefGrowp | Download  Download  Clesr Backyp  Resune
Uit Unit  Undt time mit parameter settings settings new record  all record record | Enployess Enplopees
Terninal Hanagnent k Unit Menagenent
=I- &l Groups

Groupl

Group2

Group3

Groupd

Grouph

confirm. ..

1[Headoffice]

P ) This operation will deal with the zelected machine:
-
\/ fre wou sure to continue?

Cancel

[2011-02-12 16:00:48]Synchronizing Time...
[2011-02-12 16:00:49]1[Head office]Synchronization Successful!

| 0%




3.1.10 Initialize Unit

The device will resume to factory settings. All data will be cleaned up. Attention
should be taken for this operation!

T)‘)oﬁ\hduh = x
h Unit Benagement' [REECECE TR S o P ERREE S S et
B § N\ O
L ep O |0 o @A
Md Modify Delete Terninal  Ring  Tine zoneffroup | Dowloasd  Downlead  Cleer Bakyp  Resune
Voit Uit Unit peETCie e P ey romart) <Al e [ 4 | Eplgan P
el emae s Uit Managenent

= Al Groups

Groupl

Graup2

Gioup3

Graupd N— "

w3 Terminal]

confirm. ..
P Thiz operatien %1ll deal with the selected machine:
"<& 1[Headoffice]
Are you sure to continme?
[2011-02-12 16:02:46]Initializing...
[2011-02-12 16:02:49]1[Head office]lnitialization Successful!
0% L
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3.1.11 Terminal Parameter

Add Mdfy Dlte Sy-nhr Ind

al Managn nt

1-Cliek [IC m
@ B «
’_“)ﬂ' English -
Unit Management | Record Supervision  Employees Mangfement  Record Management
sEs O @ b 0 D
t i ime lownl o

= &ll Groups
Groupl
Group2
Group3
Groupd
Grouph

Sleep time[0-250 minute)

Volurne(0-5)

Date format

Tirme: format

Matching precision
Record alarm threshold walue(0-5000)

Time period between repeated clocking[0-250 minute]

‘Workeode prompt

Ring function

3.+ehiek [OK] to set

Fired wiegand area code[0-254]
Lock Relay time[0-15 secand)

Dizplay Default sm 0K

3

2. Modify terminal parameters

wy-mim-dd
24 Hour

Thiz operation will desl with the selected machine:
1[Headoffice]
dre you sure to continue?

[ Disable

Wiegandz2b

. Click [OK] to confirm

[2011-02-12 17:33:08]Set Advanced Parameter...

[2011-02-12 17:33:09]1[Head office]Parameter Setting Successful!

0%

[Sleep Time (0~250 minute)]: How long dose the terminal turn to the sleep mode if

there is no one operating the terminal.

[Volume (0~5)]: The volume of the prompt sound in the terminal. The default value

is 3.

[Date Format]: There are three kinds date format: yy-mm-dd, mm/dd/yy, dd/mm/yy.

[Time Format]: There are two kinds time format: 24 hour and 12 hour.

[Matching precision]: There are three kinds: ‘Normal’, ‘Good’ and ‘Exact’. The

default value is ‘Good’.

[Record alarm threshold value (0-5000)]: If the rest memory space for the record is

less than the threshold value, the machine will alarm.

[Time period between repeated chocking (0~250 minute)]: The maximum value is

250 minutes. And the default value is 30s.

[Workcode prompt]: The workcode indicates what kind of work that the employee

takes. If you enable this function, the terminal asks for the workcode after one get pass

from the terminal.

[Ring function]: Enable is function before using the Ring time settings.
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[Wiegand Mode]: Wiegand26, Encrypted wiegand.

[Fixed Wiegand area code (0~254)]: If you upload one card to two terminals, the
same card’s wiegand outputs are different in the different terminals. If the two terminals’
wiegand area codes are same, the same card’s wiegand outputs are same in these two
terminals.

[Lock Relay time (0~15 second)]: The door open delay.
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3.1.12 Ring Setup

Set the ring time. Please enable the ring function in the parameter settings first of
all.

i

S STt 1. Click | o

Unit Management | Record Supervision  Emplopees Menazement feord Managenent

nEs o QA @ \)ﬁ@g@g&

Add Modify Delete | Syncl l\r onize Initialize | Terninal | Rige | Tine zonefGroup | Download  Dowrload  Clear Toup
nit  Unit  Unit wmit parameter et[:§ng settings new record  all recor 4 recor d | Enployees Enployees
Terninal Nanaznent Unit Management

= AllGroups
Groupl
Group2
Group3
Graupd
Groups

Ring settings

Set ring time

X

Riing time: list
Detailed information

Ring tire 0. 0o

v tonday v Tuseday v ‘Wednesday v Thursday

[ Friday [ Saturday [~ Sundap

K] to save

= Delete akK LCancel

[2009-03-18 13:57:32]Setting ring time...
[2009-03-18 13:57:33]1[Head office]Set the ring time successfully!

| 0%

3.1.13 Time zone/Group settings

= nOl\Enghsh s . -8 X
—  [Time Zone/Group Setup

@@Q}&\) D e @&

Add  Modify Delete | Symchronize Initialize | Terninel  Ring | Tine ggef6rfup | Dowdoad  Domlead Clear | Backsp  Kesune
it lndt  lnat tine wmit paranster  sabbings sehfings new record a1l vecord racord | Enplopees Enplopess
Terninal Nensgent Unit Management

=1 &l Groups .
-

Groupl
22

Graupd
Graupd
Groupd

Set time zone/Group

ESelect the time zone No.

_Pn
Monday begin/end time ’W ’Wilrr
Tuesday beginend time ’W 'W—
Wednesday begin/end time ’W ’W
Thursday beginend time ’WU% ’Wﬂ%
Friday begin/end time ’W ’W
Saturday begin/end time ’W ’W
Sunday begin/end time ’W ’W [ 3
3. Belect the time zone No.

|
Group settings i
Group number Set h

Graupl
Time zone settings

Timze: zone number

Time zone 1

Time zone 3

—
Time zone 2 :"
_—
—

Time: zone 4

[2011-02-12 17:35:12]Setting the time zone...

[2011-02-12 17:35:13]1[Head office]Set the time zone successfully!
[2011-02-12 17:38:28]Setting the group...

[2011-02-12 17:38:30]1[Head office]Set the group successfully!

| 0%
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3.1.14 Download New Record

| [ @ ) etz e
=

Unit Management | Record Supervision  Emplopees Manazenent  Record Managenent

— = P . =

v i@ {
L] A 9 G
Add  Modify Delete | Synchronize Initialize | Terninal  Ring  Time zonefGroup nn{;é Dowload  Clear Backup _Resune
Voit  lait  Unit tine it parameter settings settings new all record record | Buployees Enployees
Terninal Managnent Unit Management

1 4l Groups
Group]
Group?
Group3
Groupd
Groups

1. Click [Download New Records]

Please confirm...

1[Headoffice]

<P This operation will deal with the zelected machine:
.
\\/ Are wou sure to continue?

Cancel

DN
ick [OK] to downlo

[2011-02-12 17:11:06]1[Head office]Reading Attendance Records...
[2011-02-12 17:11:08]1[Head office]Read the records successfully, Records:1, Read Successfully:1

[ 0%

3.1.15 Download all Record

| [O@ O mais =
s/

Unit Management | Record Supervision  Employees Management  Record Management

BER O R @ b O O 3B @&

Add  Modify Delete | Synchromize Initialize | Terminal  Ring  Time zomefGrowp | Download | Download | Clear Backip  Resune
Uit Unit  Undt time mit parameter settings settings new record | alig@lford | record | Enployees Enplopess
Terninsl Hanagnent

Unit Managenent

= Al Gﬁmups] Download all record
- e
. ick [Download All Rec

confirm. ..

<P Thi= operation will desl with the selected machine:
\\o/ 1[Headoffice]

Are wou sure to continue?

Cancel

N
2. Click [OK] t

[2011-02-12 17:11:06]1[Head office]Reading Attendance Records...
[2011-02-12 17:11:08]1[Head office]Read the records successfully, Records:1, Read Successfully:1
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3.1.16 Clear Records

@ ) Enalish = _ = x
~ 0
Unit Management | Record Supervision  Enployees Manszenent  Record Mansgement
— —_— P ; -
= R @ G
Add  Modify Delete | Synchronize Initialize | Terninal  Ring  Time ronefGroup | Download  Download | Clear Backup _Resun
Vit Uait  Unit tine mit paraneter settings settings new record  all rreord | Enplayees  Enployees

reeord
Termin: al Managment Unit Management 1%

=1 Al Groups

Groupl
72

Group2
Graupd
Groupd
Groups

[Clear Records]

Please confirm...

9P ) Thiz cperation will deal with the selected machine:
\T/ 1[Headoffice]
Are you sure to contimme?
Cancel

AN
2. Click [OK]

[2011-02-12 17:11:44]Clearing time attendance records...
[2011-02-12 17:11:46]1[Head office]Clear time attendance records successfully

| 0%

3.1.17 Backup Employee

Download the employee information from the machine to the computer.

H.&AOI\Enghsh e .= x

Unit Management | Record Supervision  Employees Managenent  Record Management

BEs Q0 9 9 © OB B A

Add  Modify Delete | Swchronize Initialize | Teminal  Ring  Tine zoneféroup | Download  Domnload Clear || Backup | Resune
nit  Uait  Usit tins wit purwmster settings  settings new record  all vecord resord | Englovess  Enployess
Terninal Nansgnent Unit Managenent

=1 All Broups
Graupl
Group2
Graup3
Giroupd
Graup5

/ [ s
<up Employee]

confirm. ..

<P Thi= operation will desl with the selected machine:
\t/ 1[Headoffice]
Are wou sure to continue?
Cancel

N
2. Click [OK] to

[2011-02-12 16:14:32]Back up Employees...
[2011-02-12 16:14:32]Back up Employee:1[Head office]
[2011-02-12 16:14:34]1[Head office] 1[Head office] Backup employees completed!
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3.1.18 Resume Employee

Upload the employee information and employee’s templates from the computer to

the terminal.

) ()“iEngl:sh x
‘j Unit Management | Record Supervizion  Enplopess Management  Record Management
52K Q QA @b O O BB &
Add  Modify Delete Synchronize Initialize Terminal Ring Time zone/Group Download Townload Clear Backmp Resume
Vit  Unit  Unit tine it parameter setbings settings new record  all recer 4 recor d | Empleyses  Enployees
Terninal Managment Vnit Management t%
= All Groups
Graup2 =]
Group3 P
Giroupd
Group5 :
ume Employee]
Flease confirm...
2 This operation will deal with the selected machine:
\_-/ 1 [Headoffice]
Are you sure to contimue?
Canecel
2. Click [OK] to r
[2011-02-12 16:13:31]Restoring Employees
[2011-02-12 16:13:31]Restore Employees:1[Head office]
[2011-02-12 16:13:34]1[Head office]Restore employees successfully
0% L
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3.2 Record Supervision
3.2.1 Activate Realtime

I@.H.thmh

Unit Mansgenent | Record Supervision

r‘é"‘ g End Time

Activate | Prohibit
realtine

ansgement

m
T

Graup2

Graupd

Groupd
Giroup5

Enployees Nanszeme:

Check-out Times 0

Enployes Humber O Other Status Times 0

Reel-Time Menitoring Records Information

No. Narme: Date/Time

=
B3

[

3.2.2  Prohibit real-time

@.ﬂ @ () Enclish
Unit Mansgenent |

% poly

Activate | Prohibit
realting | realt
Real Tine Manage

G
Enployee Hunber 0 Other Status Tines 0

oE

Recard smrmnwmyluyees Nansganent  Kecord Managenent

Begin Tine 2011-05-26 11
End Time 2011-05-26 11:58:08

Real-Time Monitoring Records Information

(=T &0l Groups

Groupl
Group2
- Groupd - -
- Groupd 1
-time Monitoring]
i R
No. Hame Date/Time A Status Descrption  Terminal No' Device D Terrningl Hame Department Position “work Code | dentfication Method
Read aliendance records completed T 0z [REE
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3.3 Employees Management
3.3.1 Add New Employee

[Basic Info]: Edit employee’s basic information.

S)ii.llhghsh . . _mx
Unit Management  Kecord Supervizion | Emplopses Mang Becord Management
’ \@\ Enployes 10
A Wodify  Delete | Tramsfer @e'é 1
Employee \Enployze Employes | Department pri nploy ur "t u i
Enployees Managuent E nplovee
=1l Groups . .
Groupl
2. lick Add Eiun plo?ee] B Add/Modify Emploree Info r>__<|
Basic Info l
ﬂ Headoffice Emplayes b . CardNao Name Sex Pasition
&m Jain N -
» 8102 [ o ture
Card Ma.
Name
Sex hd
Dept. ) head office -
Giroup number 1 hd
User type | Mormal User A g ﬁ ﬁ
ID Ne. Birthday I1...
Nation hd Employ Date ...}
3 mat| Fiosition l—_| Political Feature ’—L|
1 chatlon Speciality :I'
Phone Mabile
Mative Place |
Address| ”CK |_S
gaM Lancel |
Fiead attendance records completed | i

Notice: The No. is exclusive as well as the first digit cannot be 0!
Add picture for employee. There are two ways to add pictures:

1st way: Click []] button,
5. Click [View] to sele

6. Select

2nd way: You can install camera to take pictures and edit then save. Make sure
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there is camera equipment installed in your PC.
Click [!l] button,

Take Pic.

#

Cut Down|

= 9

Save Becioe

Dloze.

| Zeeninfout
K| =

Click the button [il] to delete the employee photo.
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3.3.2 Modify Employee

1 o
L. O

\-:!) .n:.\)znghsh - s
Iy,

Unit Manzgement Record Supervision ‘ Enployees Manazengn Record Manazement

& & & o~ ,\% m Enployee 1D p
&’ = % il Mme
Add o Delete Transfer Set Copy UpLoad Delete ) Check
Enployee  Eny e Enployee | Department privilege Privilege | Enployees & FP  from Unit | lerminal No Enployee
Enployees Managnent Enployees communication
Add/Hodify ploree 0

= Al Groups

Group3
Gi

Employee b/ Card No,
ialul Jair

» I—

S E Headoffice

Bitthday

Basic Info | Fingerprint Registration |

Ma. IS‘IDS—

Card Mo. IW
Name ll_lzz_l,l—

Sex lm

Dept. W

Group nurnber lﬁ
User type lm
Werify Mode lh
odify em

4| 9| x|

ID No, |300300158a01 021238 Bithdey [ 1984 1-2 ]
Mation IEhinese j' Employ Date [# 2006-11- 9 hd
Position lﬁ Palitical Feature IParty Member j'
Education lﬁ Speciality I j'
Phone I Mobilel

Native Place IShanghai
Address ||

5. Click

o

Save |

LCancel |

Read altendance records completed Il

[

3.3.3 Delete Employee

@ () Enclish e
=\ . nglis]

s Cbmegrmiontt Bl G o A ARCTN PO ol (e

g & &

D & &

o

Enploges I

101 Jain

 EE—

employee

&

Engloyes Hane
Mi Medify  Dele Transfer Set Copy Upload Delete Check
Enployes Enployee  Enp Deparinent privileze FPrivilege | Enployees & FP  fron Unit | leminal B Enployes
Enfloyees Hanagment Enployess conmunication Enpleyse Checking
=1 Al Groups:
~Groupl -
Graup2 1]
Giroup3 ] 7]
Graupd. %
e Employee]
&
ﬂ Headoffice Employee b CardNo. Name Sex Pasition Bithday Employ Date  Phone Address Unit P

.2 O
) 00

Please Confirm

Are wyou sure to delete the zelected emplowea?

Cancel |

delete

Read attendance records completed I

[
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3.3.4

Transfer Department

@.H.‘iinglish
Iy )

Unit Menagement

a

(RO 5,1 ccs lanacen

Record Managenent

S X 4

Add Mod £y Delete

Trans Set By
Enployes Employes Enployes | Depar privilege Privilege
Enployees Nenagne

Enployee ID

g o

Enployee Hane

@

Upload Delets
Enployees & TP from Unit

Employees communication

Terminal Ho
Employee Checking

P

Check
Inployes

=1 &l Groups
- Groupl
Group2
-Group3

Groupd
- Grough

epartment

: FPerzsonnel Tran..

Fleaze Select The Department

E- ﬁi Head office

c ﬁ Headoffice

b

Employee b & Card No. Name: Sen Pasition Bithday
il Jain

—

ect employee re

Emplay Date | Phone Address

&% admin Center
a8

D

Sales

38 PiD

Read attendance recards completed

H Stap) Hﬂ/
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3.3.5

Set Privilege

We can only upload the employee to the authorized terminal.

_1. Select

gement]

> HO( ) English

Unit Menagement

S X 4

Eecord Supervizion | Employees Management

Ad Modify  Delete
Enployee Enployee Enployee
Enployess Nenagent

Record Management
g o AR

Transfer Copy Tpload Delete
Department privjlege Privilage | Enployees b FF  from lnit

Enployee 10 p
Check
Enployee

Enployee Fane

Terminal ¥a

Enployess commmication Enplopes Checking

il

Groupl
Bioup? Ex=l - I
Group3 1[Head Oifi
Groupt 0 #hangha]
Graup5 = Group2
[ 2Bsiing]
[ 4i5henzhen]
ﬁ Headoffice Employee b . Card No, Mame Sex Positian Birthday Employ Date | Phone O Group3

Jain O Groupd

N S N —  C _
lect the termin

ecord

ave

oK Cancel

Read attendance recards completed

| 0%

You can find the employee’s authorized terminal in the column [Unit] as follows:

Employee |[

8103
g108

Card Ma. Mame Gender

Fosition Birthday Employ Date | Phone Address Terminal
O A 1
Micheal 20101217
Lizay

Tudy' = fingerprint iz in the terminal 1;
Micheal’ = fingerprint iz in the terminal 1 and Z;
Lizzy s fingerprint is in the terminal 2;
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3.3.6  Copy Privilege

Copy the privilege from employee A to the employee B. And then the employee B’s

privilege will be as same as the employee A.

1

[ @ € Enclizh D -
=)ce
Unit Hamagenent  Becord Supermsion | Enployees Manace Becord anagenent
S & & T « T g
Add Madi £y Delete Transfer Set

Capy Upload Delete
Enployee  Enployee Employes | Department paivilege Privilege || Employees & FP  from Unit || 1ermital Mo
Engployees Mesagnent *

Employees communication
= All Groups
Gioupl
Group2 r j
i

Enployee ID

Enployee Hane

Group3
Giroupd i & Copied Employee 1D
ioup i L
3Click [Set
ﬂ Headuffice Employee b & Card No. Name

Sen Pasition Bithday Emplay Date
il Jain

2. Select emplo

Cancel

System prompt

Read attendance recards completed
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3.3.7 Upload Employee

Upload the employee information to the terminal.

_1. Select [E)

agement]

P‘_!) (A.l ) English

=X
Unit Management Becord Supervision | Employees Management Eecord Management
&) C ~~ %) @ @ Enployee ID p
"] [% & & '\$ Engloyee Hene
Add Modi £y Delete Transfer Set Copy Uplaad Delet: Chesk
Baployee Enployee Employee | Deparinent privilege Privilege B Terminal Jo EnpLoyes
Mpleggers st e ——— Bl Db
= All Groups
Group!
Group2
Group3 111 |
G 3. CllcR [Upload em
Group5
ﬁ Headoffice: Employee . Card Mo, Name Sex Position Bithday Employ Date  Phone Address Unl PW'
am Jain
2. Select emplo ord
9 This operation will deal with the selected machine:
\T/ 1 [Headoffice]
Are you sure to continue?
Cancel
Read attendance records completed | 0% g

The operation information shows on the main interface as follows:

[2009-03-19 15:10:18]Upload employees...
[2009-03-19 15:10:18]Upload employees: 1[Head office]
[2009-03-19 15:10:19]1[Head office]Upload employee completed
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3.3.8 Delete from Unit

Delete the employees from the terminal via the software.

1. Select [E

nagement]

"_") 0@ () inelish

a2 X
Unit Mensgenent  Record Supervision | Employees Hendgement | Record Management

&), %: & ~ Y @ @ Enployee 10 p
:; & ’\é Enployee Nane

Add Modi fy Delete Transfer Set Copy Upload Telete Check

Enployze Employee Ewployee  Deparinent privilege FPrivilege | Enployees & P frowgtt | 12rminel o Enplogee
Employees Managment Enployees commuz£tion Enployee Checking
= &l Groups

Group! r‘ j r‘ j
Group2 B ' 5 2
G n - 3.Click [D erminal]
Groupd
Grouph

ﬁ Headoffic Employee b & CardNo Name Sex Postian Bithday Employ Date  Phone Address Uit P

Ll Jain 12 O
Pleaze confirm...
9 This operation will deal with the selected machine:
\__./ 1 [Headoffice]
Are you sure to continme?
Cancel
Fiead attendance records completed | 0% W

The operation information shows on the main interface as follows:

[2009-03-19 15:11:21]Delete the employee from the device...
[2009-03-19 15:11:21]Delete the employee from the deviece:1[Head office]
[2009-03-19 15:11:22]1[Head office]Delete the employee from the device
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3.3.9 Employee Checking

Search the employee information.

“\'f) []@ O Ealizh i

Unit Menagement  Record Supervision ‘ Employees Manage

S X 4

Record Management

T W & M

Enployee ID p
Enployee Fane

Add Modify Delete Transfer Set Copy Tpload Delete Checl
Enployes Enployes Enployee | Department privilege Privilege | Employees b PP from Unit | 1evminal Mo Enployee
Enployees Menagnent Enployees conmuni cation Empluyeyﬂking
(= &l Groups
- Groupl
+ Group2
- Giroup3 1 il .
Gt 27 Sett
* - Grouph "
- ﬁ Headoffice Employee b . Card Mo, Mame Sex Position Birthday Employ Date  Phone Address Urit

il | Jain

Read attendance recards completed "

0% =
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3.3.10 Department Management

Add new Department: 1. Sele
pd

) ) e
\ H. English =

li 12 o
Telete

and righ
Click [A

- o X
Vnit Memagenent  Rerord Supervision | Enpluyees Managle | Record Management
D & 4| T W m ot £
& - g Erlern T
Add Wodify  Delete Trans far Se Copy Upload Delats Check
Enployse Employze Employee | Department privilege Frivilege || Enployees & FF  from lmit | Levminal He Enployee
Enployzes Managment Enployzes conmunication Enployes Checking
= 4l Groups
Groupl
Group?
- Group3 1 2
- Groupd
Grouph
onee b Card Now Mame Sex Position Birthday Employ Date  Phone Address Urit P
Jain 1.2 a

Read attendance records completed Il 0%

|

Modify Department:
1. Sele

d

H'.H.‘-\Englxsh Bk

- = x
Unit Mansgenent  Record Supervision | Ewployees Mendgenent | Record Mansgenent
s~ = Enployee 1D =
L & &8 @ FH MW o
Enployee Nane
A4 Modify  Delets | Tramsfer Sa Copy Tpload Delete Chack
Enployee Employee Employes | Department privilege FPrivilege | Enployees & FF  from Unat | Levminal Ne Enployee
Enployees Managuent Enployees communieation Enployee Checking
=1 All Groups
- Groupl
Group2
Group3
Groupd
- Groups
cuee b /. Cared No. Name Sex Posiion Birthday EmployDate  Phone Address

Jain
Modi fy A i
Delete

2. Select the department

Fiead attendance records completed Il 0%

)
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Delete Department:

(0@ () English

Uit Menagement

T 5. U

S & & T W
Add Modi £y Delete Transfer Set

big
Enployee Enployee Employee | Department privilege Priwilege
Enplopess Hanagnent

et [T

Enployee ID

Enployzs Nane

Delete

Upload
Enployees & FF  from lnit
Enployees connunication

Tarninal No.
Enployee Checking

P

Check

Enployee

=) 4l Groups
Grougl
Group?
Group3
Groupd
Groug§

N 4 CardNo Nare Sex
Jain

Modify dept i
Delete dept

Pastion Bithday

Please confirm. ..

Enploy Date | Phone Address

Urit P
12 O
12 ]

| Read attendance records completed I

5

I

Right button menu:

)@ () Enaisk - - = x
(R W PO 51 o onccaert [l ]
& & 4T w . g P
& % Enployee Hane
M4 Medify  Delete Transfer ot Copy Upload Delete Check
Enployes Enplopee Enployee | Depariment privilege FPrivilezs  Enployees & FP from Unit || 1evminal e Enployes
Enployess Nenaguent Enployess conmunication Enployee Checking
=1 All Groups
Groupl
- Group2
- Group3
Groupd
- Groupd
ﬂ Headoffice: Employee b - CardNo. Name Sex Pasition Bithday Employ Date  Phone Address Unit P
8101 Jain 12 ]
I : R
R T ras
Cancel Seletion §
A Tramsfer Department |Select AL
(& Copy Privilegs
& Add Tnployee
&% Wodify Enployee
& Delete Enployee
Read altendance records completed Il 0% I
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3.4 Record Management

P -

:!) @ () Ealizh e / x
Unit Management  Record Supervision  Enployees Mansgement  Record Manazemel
[B]esin Date IS 110525 - | () | Eepert Fomat Text filefh ) * Enployse Ho. Length B
¢ Export Field Ho. ;Bate/Tine;Terninal BNGta - Space smbel [T -
B sare QY 201100505 - ek e fornat yyvyweead Hhimniss - Space synbal Length |1 »
Record Search Export ReNrd
T N\
P xport format
Eor :
recot
port Record]
Click [Search Recor
Ho. " Mame DatedTime Status Status Description | Temingl Mo Device ID Teiminal Name Dept Position ‘Work Code  Identification Method
Save B
e T&A I’eCOFdS Save in |bﬁackgruup managenent v| QX E
S o . [hTenplate
__.J [Z)pngbnp
S¥stem prompt
1 C;mputer B
« 7 Click [QK) 0
My Hetwork
Flaces
File name: || "‘ e
Save as type: |Text File M. txt) V\ Cancel
2 L
r the file name and click |
Fiead attendance records completed | 0% ‘ﬂ

[Export Format]: 3 formats optional: text file (.txt), CSV file (.csv), Excel files (.xIs).

Text file (k. txt)
CS¥ file(k, eswv)
Excel file(®. xls)

[Export Field]: Choose the fields which are useful for you.

[ |Hame
DatefTime
Uni.t Fo.
DUnit Tame
[¥]Status
I:‘Status Hame
I:‘Department
DPosition

[Time Format]: 4 optional formats

rrr—mm—dd hhomm: ==
¥¥¥y—m—d hhimm:ss
yy—mm—dd hh:mm: ==
yyyymmddhhmmes

[Employee ID Length]: Set employee No. length, the default is 6 digits.
[Space Symbol]: Space symbol to separate fields.

[Space Symbol Length]: Space symbol bit.
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3.5 System Setup

3.5.1 Basic Parameter Setup
s 1. Click [Basic Parameter Setup] —
/)I Basic Parameter Satting U’@ @ W é) |j Ijj . @ Lﬁ
nitislize Ring  Time zone/Group Downlead  Downlo d Clear Bacloy esune
\; Thh state Setting n setiings settings new record all record recor 4 | Enplo y Em Pl oyee:

eter Settin
J?\ Timing Downloading Record
140
2

(=)
u‘ Banagement P setting

linking setting r

|||41 Database

i Basic Parameter
(& Exit systes
e

Com Port Communication delay time(1-5) Seconds £
5

3. Click [OK]

Metwark Communication delay time[1-20] Seconds
r I [T Communication Failled, automatically exit current operation
™ In Realtime Maonitoring, voice prompts "'Department Mame'"

[ Clear the data after downloading

2. Set the parameterls

Ok | Lancel |

System Prompt El

\:{J Basic Parameter Setting Successful!

\4. Click [OK] to confirm

Fiead attendsnce records complated |

[Com Port Communication delay time (1-5) seconds]: The default time is 3s.
[Network Communication delay time (1-20) seconds]: The default time is 5s.

[(XCommunication failed, automatically exit current operation]: If timeout is larger
than ‘Communication delay time’, software will automatically exit.

[LJIn Realtime Monitoring, voice prompts “Department name”]: During real-time

monitor, if employee is access granted, the software will voice prompt employee

department and name.

[(IClear the data after downloading]: After downloading records completed, delete

the record downloaded from machine automatically.
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3.5.2 T&A Status Setup

Click the [T&A Status Setup] option, and the [T&A Status Setup] window pops up:

U ﬂ. ) English

& T&L Status Setup

Hf Nensgement PI setting
|]|7,1 Datsbase

2 ..
(2 Exit system
(=l

Statuz Yalue | Symbol
ol
10
» 2|2
33
44
56
G B
7|7
a8
99
1010
1111
1212
13113
1414
1515

Linking setting

ervizion  Enployees Managsnent  Record Managament
2 ,‘ Basic Parameter Setting @ %\
I it al || [T Sta tU s Reme
rrrrrrrrr
Vru state Setting M = ”tmmg emrmEtslmLeRs
N
£§) Timinz nmuua.

X

Status Description

x

In
Out

B
\2. Modify the

a then click [l

== RS- AR RS ]

Retrierve from the selected terminal |

Upload to the selected terminal |

Read attendance records complated |

status, and

er]

Click the state which is going to be modified. Input the status description.

[Retrieve from the selected terminal]: Download the T&A status from the selected

terminal;

[Upload to the selected terminal]: Upload the T&A status from the selected

terminal.
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3.5.3 Downloading Record Periodically

H“ u.nznghsh
brvision  Buplopees amagenent  Record Dansgenent

N9 O N4

Initialize | -Termina oad- (lear

it 1&:!\& irnlg renord

' Basic Parameter Setting
b

® &

Bacup  Resme
Enplopees  Enplopees

A T state Setting | | CK (oF
reedreiedeeh
] N 22

? Rensenat 71 st T Dot o I
2. Selected |

”
\rﬂ Database linking setting

: Timing Downloading Fecord

L)I% it system Fun Timing Downloading Becord

Downloading Time: I

Tirne: /v_AhMHI Add | Dielete Time |

/ QK!| Cancel |

3. Setup the tme and

Fead attendance recards campleted H 0%

H Stop HE
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3.5.4 Management PW Setup

[ @ 63/ Enctish
Y el )

n  Enployees Managenent  Record Mamagement

»\,‘, Basic Parameter Selting @ Q L? \) L‘Ij dj @ @ &
\;, TAK state Setting I““‘“‘\i‘“ T “ @ﬁ@k {'Mgné!@érﬁéﬁt I’CENrd Employees Employees

jtz Timing Downloading Record

ﬁ% Nanagement PX setting
| Ly

[lﬁ Database Llinking SetUiy cement P setbing
2. Input th
e

Old Pwd:

News Prad:

Carnfirrn Pwd:

Read attendance records completed |

[Old password]: Default password is empty.
If user has modified password, please input this password which is used to log on

system. If it's wrong, system will prompt:

System prompt

\?/ The old passwoerd is incorrect, please enter the paszword again!

Click [OK] and input old password again.
[New Pwd]: The password user wants to set.
[Confirm Pwd]: Input new password again to confirm.

If confirm Pwd is different from new one, system will prompt:

S¥ystem prompt

\:!/ Confirmation failed, please enter the mew password again!

Click [OK] button to input confirm password again.
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3.5.5 Database linking setting
@F}ﬂh;hsh D5

prvision Employees Hanagenent  Record Management

9y 9

N\% Basic Faremeter Setting

RN

@ &

Tnitialize | Terninal  Ring  Tine zoneféroup = Download  Download Clear = Backp  Resume
) mit parameter sellings  setlings new racord  all record record | Eaployees Tnployess
. TAh state Setting
I Uit Management

@ Timing Downloading Eecord

? Nenogenent PP setting
-
@ Dtabase Linking sething

1. Click

ED) Data Link Properties

Specify the following to connee

1. Belect or enter a database name:

‘
J'% Exit systes Database linking setting
[t

2. Enter information to 10g anto the database:
Username: [Adnin |

| Ny
Blank pagssward  [] Allow saving pass

3. Input the user

Microzoft Dlata Link

nnection]

Test Connection

OKQ[ Cancel ][ Help ]

ick [OK] to exi

Fead aftendance records completed "

H Stop. h
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3.5.6 EXxitsys

tem

f)% Basic Parameter Setting

\;‘ Thh state Setting

|
|®-, Timing Downloading Becord

:lé Banagement P¥ setting
o
]ﬁ Database linking setti

i.ﬂ.‘lEnglish M E

rvision

Employees Management

Record Management

)

Initialize
unit

j% Exit system
N

.
lEx1t syst

=

0 b U

Terminal Ring
parameter settings

Time zone/Group
setiings

RRER X

Dowrload

ne record  &ll record record

@ &

Dowrdoad Clear Baclup Resume
Employees  Employees

Bleaze confirm...

\ ?) Are you sure to exit?
Cancel |

Read attendance records completed

=
e

Giop Hn
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3.6  User interface configuration

3.6.1 Interface skin color

Shift the skin color by press the button [“'® 1] The style is Windows XP system

style.
3.6.2 Change the software language
Choose the language in the option [ == V.
3.6.3  Setup Shortcuts

Move the cursor to the icon [Synchronize Time]. Click the mouse’s right button. It

prompts:

) F": ) English B
=

Unit Management | Record Supervision  Emplorees Management  Record Wanagement

BEsE Q Q2 @ b O 0 ML @&

Add Modify Delete Symeby e ; “ng Time zone/Group Dowrload Dowrd oad
Unit  Unit Unit ti Add to Buick Access Teolbar ings zattings new record &ll record

Terminal Managment Vnit Management

Clear
record

Backup

Eesume

Enploress Emplorees

Click the item [Add to Quick Access Toolbar]. And then you can see the quick

access button on the toolbar as follows:

. F": ) English -l@ ﬁ
</

Clear
record

Backup

Eesume

Enploress Emplorees

Bl
Uni't Managenent: [EEEEESSCT. o jufile ot omd (emegemmt
v | Black
= aw il 6 ;

. = £ s 4 4 X 5
Add  Modify Delete Synchronize V| Langaage Ring Time zone/Group Towrload Townload

Unit  Unit  Unit tima Bl sictwonize tine sttings settings new record  all recerd

Terninal Managment e EEE— Unit Management

Move the cursor to the quick access button. And then click the mouse’s right button.

It prompts:

| [O]@ O)marisn = 5
= % Bemove from Quick Ascess Toolbar |

Unit Management Record SupervrsTon EMpLoEees T Teword I t

BEE QO @ 9 L O N D E @ &

hdd  Modify Delete  Synchromize Initialize | Terminal Ring  Time zone/Group | Download  Dewnload
Unit Uit Unit time uni parameter settings seltings new record  all recor 4
Terminal Managment Unit Management

Click the item “Remove from the Quick Access Toolbar”.

Clear

record

Backup

Enploraes

Eezume

Enpl

uuuuu

93



3.7 U disk management program
U disk management program mainly manages the transactions from the U disk.
The interface is as follows:

3

=1 Disk Nanagement

i Head the data trom the U disk ] b odify the data in the U disk | Export data from the database ]

Fiead the records from the U disk

' s |
Fead the employes information from the U disk

' | s |
[T Replace the existing ermplovee infarmation

Fiead the fingerprint templates from the U dizk

| Start

[T Replace the existing fingerprint templates

I i

3.7.1 Read the data from the U disk

Click []] button after [Read the records from the U disk]. And then select the file:
BAK.KQ from the U disk.

Click the button [Start] to download the data from the U disk to the software’s

database.

The operation information shows on window as follows:

[13:05:42] Reading the T&A records...

The employee ID isn't existent:0 2008-02-11 18:35:42
Records:13 ;Success:12

[13:05:43] Finished!

Click []] button after [Read the employee information from the U disk]. And then
select the file: BAK.YG from the U disk.

Click the button [Start] to download the data from the U disk to the software’s
database.

The operation information shows on window as follows:
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[13:17:14] Reading the employee information...
Employee Information:8 ;Success:8
[13:17:14] Finished!

Click []] button after [Read the employee information from the U disk].
3.7.2 Modify the data in the U disk

=

=0 Dizk Nanagement

Read the data from the U disk | Modib the data in the L dizk ] Export data fram the database ]
Choosze the emploves infarmation fils,
Analyse | Select all Select none | Update the selected employees' names |
Murnber Uzer ID Mare Card Humber | Privilege Manie in the databaze
I 0%

Click the button [ -] to choose the employee information file: BAK.YG from the U
disk. Click the button [Analyse].

Select the employees and then click the button [Update the selected employees’
name] to copy the employees’ information from the software database Att2003.mdb.

And you can analyse the file: BAK.YG again to check the employees’ information.
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=0 Dizk Nanagement

Read the data from the U digk | Modify the data in the U disk l Export data from the databaze ]

Chonze the employes infarmation fils.

[H:\W‘I\BAK_YE Analyse | Select all Select none | Update the selected employees’ names |
| MNumber Uszer D Mame Card Mumber Privilege MName in the databaze
4 1 1 0 1 Clark

2 10 1} 1 FPeter

3 100 0 1 May Li

4 1000 0 1 Judy

5 1001 0 1 Maggic

[ 1002 0 1 Larry

7 1003 i} 1 Cherry

8 1004 1} 1 James

3 1005 0 1 Michelle

10 1006 0 1 Lizry

11 1007 0 1 Marks

12 1008 0 1 Hally

13 1009 0 1 Wholes

0%

The operation information shows on window as follows:

[13:45:52] Updating the employee name...
Copy file:H:\00000001\BAK.YG to file:H:\00000001\BAK.YG.bk1
[13:45:52] Finished!

3.7.3  Export data from the database

=1 Disk Nanagement

Fiead the data from the Ul disk | Modify the data in the Ul disk | Export data from the database l
7 Formabl [*GE] & Format2 (*vGE2]  Farmat3 (763

Enter the device's serial number

| Search Select all Select none | E =part the selected records to the file |
| MNumber Uszer ID M arne Card Mumber | Privilege
» 1 1 1} 1
2 10 1} 1
3 100 1] 1
4 1000 1] 1
5 1001 0 1
3 1002 0 1
7| 1003 i} 1
8 1004 o 1
9 1005 1} 1
10 1006 0 1
11 1007 1] 1
12 1008 0 1
13 1009 0 1

0%

Click the button [Search] to search the employees. Select the employees and then
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click the button “Export the selected records to the file” to copy the employee
information from the software database Att2003.mdb to the file: BAK.YG and BAK.ZW
in the U disk.

The operation information shows on window as follows:

[13:58:32] Exporting...
Save the employee information to:H:\00000001\bak.yg
[13:58:32] Finished!

Tips: The filename extension of the employees’ information has two kinds: *.YG or

*YG2 or *.YG3, please based on the actual situation.
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FAQ

Frequently asked questions and answers
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4 FQA
4.1 The machine can't be connected with PC.

Reason Solution

1. Communication method not set | Select the correct communication
correctly method

2. Cable not plugged firmly or | Plug the cable firmly or change

cable hardware problem another cable

3. Not able to connect COM

(wrong COM No.)

4. Not able to connect TCP/IP | Refer to the manual for connecting
(wrong setting) Time Attendance terminal

Please enter the right COM No.

4.2  No records found though employee have clocked in/out.

Reason Solution

1. Unit power break for a long

time (time turn to zero as default) Synchronize the time

2. Attendance records is not new Download the latest record.

4.3 We don't use the ID + card mode to get verified.

Reason Solution

1. Wrong ID entered Enter the right ID

2. This user has no right to use | Set 1:1 identification method for this
1:1 identification method user.

Please note: Should you have any other problems, please kindly email us the log
files in zip or rar (The log files are in Log directory in the installation directory of the

software)!
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Appendix

The main theme of this chapter is the additional
information of this T&A including access control cable

connection.
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5 Appendix
5.1 Interface lllustration

T 1 || 1
B- 485- WG1 BUT 12V NQ GND

ODO0O0OOoOoo0oao
OoO0oo0oooao

B+ 485+ WGO COM  NC
1 1 1 1
B+: Door bell input B-: Door bell output
485+: RS485 input 485-: RS485 output
WGO: Wiegand Signal DO WG1: Wiegand Signal D1
BUT: Button 12V: 12V power supply input

COM: Dry contact signal public connector GND: public ground
NO: Dry contact signal connector (normal open)

NC: Dry contact signal connector (normal close)
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