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1. Before Installing

This file contains important information. It is better for you to read it
carefully prior to use. If you ignore it, the incorrect installation may

2
cause the unit damage. :
. =
Although we could do our best to offer you service, the neglect to the E
file could cause unwanted cost for you. =
View of Operation Panel
= mg—— LED g
‘o, ————— Loudspeaker E:«
<2
__________________ LCD :
RF area
D N D By carDe
o D{ Keypad
I O Y O I B
D Y O B O 2
E‘

Start-up window
Press the power button and the screen showed on, a display of a window
was called the Start-up window. The following appears.

Welcome

10:12

06-05-14 Feb

Connect with software

Troubleshooting



T&A Machine Management

2. T& A Machine Management
2.1 Enrollment and Verifying Procedure
2.1.1 User Enrollment

If there is on enroller in the machine, everyone is allowed to enroll user,
if a manager already has registered in the machine, not until pass
manager verification you don’t enroll new user.

There are two way to enroll user by the RF card and Password.

Start to enroll user, if the manager has been registered in the machine,
must verify the manager status firstly, --- and press Menu, if the machine
prompt the manager has been confirmed, then show the Card or input
password to verify.

%~ Note: if there is no manager, it is no necessary to do this.
1) Enroll ID

1) Press the MENU button to enter the User enroll, Access Reg
RFID, press [OK], the following appears:

RFID
New Enroll ?

ESC OK

2) Press [OK], the following appears:

New enroll

Enroll No: 00010
ESC OK
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3)Input the enroll number (the range is 1 to 65534), press [OK], the
following appears:

New Enroll

RFID: 16650449
Enroll No: 00010
ESC OK

4) Slip the card near the area of induction follow the prompt, read
out Card ID, the follow appear:

New enroll

Please show the card
Enroll No:00010
ESC OK

5) press “OK” key to complete Enrollment, go on next
operation.the following appear.

New enroll
000010-C

ESC OK

Note : 00010-C
The least letter C means ID card

6) Press ‘ESC’ key to cancel the new enrollment, press OK to save

enrolled data, so that complete registering ID card flow

Before Installing
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T&A Machine Management

2) Password Enrollment

1) Press the MENU button to enter the User enroll, Access the
password enrollment, press [OK], the following appears:
2) Press [OK], the following appears:

New Enroll

Enroll No 00006
ESC OK

3)Input the enroll number (the range is 1 to 65534), press [OK], the

following appears:

New Enroll

Input Pwd ##***
ESC OK

4) Input your password, the following appears:

New Enrollment

Input Pwd e
Pwd  Affirm **+sx

5) Input the password again, press [OK], the following appears:

New Enroll Note: 00006-P

00006-P The last letter P means
password.

ESC OK{[Save]
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6) Press [OK], the previous message continues to be displayed
while the template is created.

2.1.2 Authentication type
1) RF card anthentication

The RF card of a user is used to identify the user. You can register
the RF card number to the system in advance to provide against
loss or theft of the RF card.

2) Password Authentication

A password of 1--5 digits long is used to validate access
authentication. You can use this method in such a special case as
when the cards are damaged

To start the enrollment process, enter your ID number, the
following appears:

1: 1 Verify

Enroll No 00008
ESC OK[Pwd]

Before Installing
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T&A Machine Management

Press [OK], the following appears:

Pwd Affirm

Enroll No: 00008
Input Pwd: *#***

Input correct password, press [OK], the following appears:

Pwd Affirm

Enroll No 00008
Verified!

If the password cannot be verified, the following appears:

2.1.3 Enroll Administrator

Privileges are permission that is give to use. These define the
ability of user to perform specified administrative and other task,
including the ability to view, edit, add, or renew specified

information categories.

Privilege levels are named set of permission that can be modified
as required, User’s four privilege levels are assigned by the device,
that are user, enroller, administrator, Super administrator.

The Idenification systems have four Privilege or status levels:
®  Users are people whose identity must be verified, such to
gain access to a facility or to have their attendance recorded.
(] Enrollers are Users who are authorized to enroll new
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Before Installing

users or delete on to the system.
® Managers can do other operations, except set advanced
option and enroll manager’s privilege.

Supervisors are Users who access to all functions and change all setup in

0

the system.,

Note: if there is no the Manager and Supervisor status in the system, the

2
o
&
=
o
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=

Enroller will enroll them. And if there isn’t a Supervisor in the system,
the Manager will enroll him
1) Enter the menu of the device, after verify successfully, the

following window appear:

H
5
Enroll Admin ;E
» Enroll RFID g
Enroll PWD
2) Press OK key, Enter user managerment,the following windows
appear: =
User Enroll §
» User Enroll &
Enroll Admin
Delete Datum

3) Using“ A/V¥” key , select manager to enroll, the follow interface

appear.

User Enroll
User Enroll

» Enroll Admin
Delete Datum

Connect with software

4) Press OK key, Enter management enrollment the following

Troubleshooting
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window appear.

Enroll Admin
» Enroll RFID
Enroll PWD

5) You can select a favor way to register an administrator, the
administrator authorizeation include enroller authorizeation
manager authorizeation, and super administrator authorizeation ,
more detail see privilege level.the enrollment way is same as user

enrollment.

2.1.4 Delete entrolled Data

If a user wants to be deleted, you can take following step to cancel the

user. o
1) Press MenuEnter the menu of the device, after verify

successfully, the following window appear:

Menu

» User Enroll
Option
Sys Info

2) Press OK key, Enter user managerthe following window

appear:
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Before Installing

3) Using“A/V¥” key , select data to enroll, the follow interface
appear:

User Enroll

» User Enroll
Enroll Admin
Delete Datum

)
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4) Press OK key, Enter the process to cancel data the following

window appear:

User Enroll
User Enroll
Enroll Admin

» Delete Datum

T&A program

5) Input the number you want to cancel , pressOK to comfirm, go
on next operation, follow the prompt on the window to cancel

USCro

Delete Datum

Operation help

UselD 00008
ESC OK

Connect with software

Troubleshooting
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2.2 Options

Press the [Menu], and then verify your identity. The following appears:

Menu

User Manage
» Options

Sys Info

Access Options, press [OK], the following appears:

Options v
» System Opt

Power Mng

Comm Opt

Log Opts
: Auto Test :
This following topic include: System Option,Power Manage,
Communication Option, Log Option and Auto test.

-10 -
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Before Installing

2.2.1System Option

Access System Opt, the following appears:

)

System Opt v
» Date Time
Languagek
Fmt

S
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Adv Option

Set Current Date Time

T&A program

Access Date Time, the following appears:

YYYY-MM-DD 24H
--6- 13
9: 34: 29

ESC OK(save)

Operation help

To change the date, press\V and key, then input the correct date and time,
press [OK].

Changing the languagek

Connect with software

Select the language you want and press OK, the default language is
English; the screen will show in English.

Troubleshooting

-11 -
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System Opt v
Data Time

» Language Eng
Adv Option

Press the up down key to change the type of language, the device
fully supports multinational languages, on the screen there may be
display as English besides the language you favor and order.

Choose the language you want, and press OK then press ESC to
exit system option, the system may prompt you to save the setup,
press to confirm and change the system language setup. Be sure to

restart you computer .so the sstting take effect.

Note: This machine does not provide this option that follows that
standard approved for use with this machine, if you need this
function; please contact our market supporter or saleman.

Changing The Date Time Format

Access Fmt YY-MM-DD, press Vand/\ key, then input the correct
date and time format, press [OK], There are ten formats: YY-MM-DD.
YY/MM/DD. YY.MM.DD. MM-DD-YY. MM/DD/YY. MM.DD.YY.
DD-MM-YY. DD/MM/YY. DD.MM.YY. YYYYMMDD. For change

the Date Time display format in the initial interface.

E.g.: YY/MM/DD format (left) become to the YY-MM-DD format (right)

-12-
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Welcome Welcome
10: 12 10: 12
05/14/06 Feb 05-14-06 Feb

Advance Option

Access Advanced Option, press [OK], the following appears:

Adv Option v
» Restore Deflt

Del Logs

Clear all Data

Clr admin pri

Voice Y
Button Beep N
AdjVol %34

Press “ A/ V¥ ”to scroll up or down the screen to select the option.
Restore Default: restore all setup information to default of leave
factory.

Clear all Data: delete all enrolling user information and logs.
Delete Logs: delete all logs of flash disk.

Clear Admin’ Privilege: change the Administer privilege into
ordinary users’ option.

Sound: whether use to phonic hint or not. If set the option as (Yes),

the machine will send a hint sound for every operation example,

-13-
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after the verification is successful, the machine will say (Thank
you), if set the option as (No) the machine will not send sound Hint,
only utter one (do) sound after the verification is positive, when the
verification is negative, the machine utter two (do).

Button Beep: whether send sound hint while press key, if set the
option as (Yes), then as press the keyboard the machine will utter, if
set the option as (NO), when press the keyboard the machine
doesn’t utter.

Adjust Voice: adjust the voice volume of hint sound and keyboard
sound.

2.2.2 Power Manage

This product uses smart manage system, supports the time switch and
the timetable of time switch, lock power button as well as time alternate
state.

Access Power Manage, the following appears:

Power Mng v
» Shutdown N
Sleep N
Idle
Idle min 1]
Lock PWR But N

This product uses smart manage system, supports the time switch and
idle features, it can satisfy the user’s different demands

-14 -
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Shutdown

Auto shut-off  on schedule;
Select this item .press OK key to enter following interface:

Shutdown
Are you sure?

ESC OK

Press Ok key to set shutdown schedule, press ESC to give up.
After complete setting schedule, press OK to comfirm, so this function

take effect.

Sleep

Automatic resting in schedule , press any key to enter working state;
Idle and Idle Minute

They are related each other, while the idle minute is zero, the idle is
closed; while the idle minute is not zero (unit was minute), for example,
it is one minute, the user does not do anything in one minute, and the

system will enter the idle state.
Lock Power Button

Set this option as (NQO), the press the power key to shutdown the
machine, if set this option as (Yes), the “Shutdown machine” Prompt

-15-
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T&A Machine Management

will appear on the power manage menu, in this time the machine is no
able to be shutdown, only enter the menu to choose “Shutdown

machine” to realize machine off.
2.2.3 Communication Option

Access Comm. Opt, the following message appears:

Comm Opt v
»IP Address
Net Mask
Gateway
Ne speed AUTO
Ba | Rate 115200 :
De Num 1
RSI 2 Y
RS 5 N i
Lin code 0 i

The machine fully supports RS232, RS485, TCP/IP, whether the
machine are used to a Single Unit or Link to Networking, it will satisfy
the user’s demands.
IP address: it defaults to IP address is 192.168.1.201;
Net Mask: the Net Mask default is 255.255.255.0, as you need to
change it;
Gateway: it default to Gateway is 192.168.1.1. As you need to
change it;
Net speed: the Net default Speed is Auto, its option is 10M-F,
10M-H, 100M-F, 100M-H;
Baud Rate: there are five options, 9600, 19200 38400, 57600

-16-
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Before Installing

115200; this means the speed of communication;
Device Number: Identity ID, the range is 1 to 255;
RS232: whether use RS232 or not;

RS485: whether use RS485 or not;

Link code: it defaults to code is 0, but it can be set up.

g
g
&
&
g
=
2
S
g
=

Note: After setting, be sure to restart machine, so the configuration
take effect.

:

g

3

2.2.4 Log Options =

Access Log Opt, the following message appears:

Log Opt v

» Alm SuperLog 99 =

Alm AttLog 99 -

ReCheck Min 0 é

o

Alarm Supervise Log: When the remainder the Manage log
capacity reached set numerical value, it will automatically sound a
warning that logs were full.;

Alarm Attendance Log: when the remainder log capacity reached

set numerical value, it will automatically sound a warning that logs

Connect with software

were full;

Recheck Minute: Set it within the scope (Unit: minute).
Someone’s enrollment has enrolled, then, the log twice was not
displayed in the system.,

Troubleshooting

-17 -
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2.2.5 Auto Test

Access auto test, the following message appears:

Auto Test V¥
» Run all test
LCD test

Voice test

Key test
RTC test

In the option, you can run system device test. When the device broken

down, it can analyze the cause of the device’s fault and the devices
were quickly and easily maintained. It tests the Memory, LCD, and
Sound, keypad and clock. In the course of test, you should guarantee
the stability of the power. Otherwise, the system’s hardware was

probably damaged; especially it runs the memory test.

- 18-
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2.3 How to manage USB Flash Diskk

Choose USB flash disk management in the menu, press|OK], the
following appears:

Pen Drive Mng V¥
» Download Attlog
Download User

Upload User

Download SMS
Upload SMS

The USB flash disk can be used to download the attendance data, and
download and upload employee data. SMS.

2.3.1 Download the attendance data

1) Plug the USB flash in the USB solt.

2) Press the Menu button to enter the “USB flash disk management”
menu , Press “A“ and “V¥“to scroll up or down the screen to
select the “Download Attlog”:

PenDrive Mng v

» Download Attlog
Download User
UpLoad User

3) Press “ok” to go on downloading data, after operation finish,this
interface show as follow.:

Copy data successfully !

-19-
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4) PressESC key to exit initial interface, Take out U flash disk, The
files X _attlog.dat (attendance log), X oplog .dat (management log),
and X user will be saved in the USB flash disk(X is a symbol of
machine No

Note:It will show data copy successful when operation is finish. If it indicates

No USB Disk or Please insert the USB Disk and make an examinationo

2.3.2 Download Staff Data

The operation is similar with that of the attendance data, the file of User.
data (user data) and Template. Data will be saved in the USB flash disk.
These files shall be uploaded and downloaded at same time; it will show
data copy successful when operation is finish. If it indicates NO USB

Disk or Please insert the USB Disk and make an examination.
2.3.3 Upload Staff Data

Select Pendrive Management. Press “A“ and “V “to scroll up or down
to select the “Upload Staff Data”,Press OK key to perform this operation,
the two file, Userdat. Template, in the U flash disk will be uploaded to

machine at same time.
2.3.4 Download SMS
The operation is similar with that of the attendance data, enter Pendrive

Management, Press “A“ and “V “to scroll up or down to select the

-20 -
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“Download SMS”, Press OK key to perform this operation, after
finishing, show whether the operation is successful.

2.3.5 Upload SMS

After set Short Message where is under the software ,“External
program”—“Short message”. Select “External program”—“U flash disk
management”—“Export Short Message”—“Export SMS to U flash
disk”, after export SMS successfully. Plug the U flash disk into machine.
Select item from machine via “Menu”—*Pendrive Mng” —
“UploadSMS”. Send the customized SMS to the machine.

Note: these function are only available to the device which own USB flash disk
function.if you want to use these functions,please contact our maket

supporter or saleman

221 -
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2.4 System Information

Through system Information you can view machine all information,

Access [Menu] to Sys Info, press [OK], the following appears:

Sys Info v

» User Cnt 206
RFID Cnt 8046
Att Log 2
Pwd User 30
Super Logs 263
Free Space Inf
Dev Info

The follow table illustrates what LCD showing item means:
User Cnt: The total amount of use has been enrolled.
Att log : The record of attendance which have been stored in the
system
Pwd User: The total amount of user who use password to achieve
authentication
Free space info: the remainder log capacity, how long reach set
numerical value

Dev Info: About this device information

_22-
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3. Time & Attendance program

The activities of T &A system is about carrying on routine
working—collecting, analyzing, and storing all information about
employee; check-in, check-out. Depend on this information the system
may create a various report. The employee’s information, attendance
record and rules ability to be modified though the T & A program.

If you use the management at the fist time, it present a set of the task you
should complete to achieve your goals successfully.

Open the menu of Attendance maintenance/Setup in the management
system, set the database firstly, then go to define the type of leave, the
table of holiday, and attendance rule, set the department list and complete
employee maintenance, appoint the administrator, at last put up work shift
and time period, system management, staff attendance schedule.

Operation help

Enter the communication program through the external program of
management system, click down all data on the communication of
attendance machine interface , then all data of the attendance machine
will be download to the attendance database of the computer, you may
modify the employee’s data in accordance with employee’s ID you read
in, please do not modify the employee’s ID and other personal data which
are input singly under the employee maintenance interface in the
management software, because in this way the operation may cause the

name of employee and record do not match.

After setup, it is need to pretreat the attendance record, and modify the
unusual record before make statistic to produce report.
_23-
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Time & Attendance Program
4. Register and set system administrator
If there is not system administrator in the system, everyone is able to
enter the attendance management program and enroll fingerprint as a
temporary super user
The system administrator should be register as staff, so please via the
staff maintenance in the main window register administrator as a new

employee, set the staff’s assigned password, save it and exit.
3.1 External program

3.1.1 Manage the External program

The external program that mainly apply to connected executable program,
for example the application is a to capture fingerprint image software,
such as follow figure, the application that name is zkecap has been add:
Click the menu of external program/ external program management:

Addin program management |

Addin programs list: [} x
v BioClock. device Communicator

Addin program name:

Executeble file name:

Click O button on the right-up side. Popup a dialog box, select the

external program you want to add.
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=
.8
Select a program file E| | E
: 2
Loak in: | 1) capl Lj - & EZ- g
R ]

My Fecent

Documents

?'_':
[ 4
Deskiop |
g
2
g
< s
by Documents ;qé
g
— =
My Computer

My Metwork File name: |zkecap ﬂ Dpen | o
Places g
Files of lype: |Executable File [*.exe] ﬂ Cancel ;’g"
<
<

Click Open. Follow figure display appear :

Addin program management

Addin programs list: ] >
v| BioClock dewice Communicator o
v =
&
E
2
é
g
Addin program name: %
E
Executeble file name: E’
{D:\capl\zkecap.exe = 3
j'L LCloze
=
The external program the want to be added has been add to the attendance = %
=
software, the external program will be showed in the external program list, | =
2
&
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the location of the external program name has fulfilled with its name, like
as up figure

Besides it is able to clickE‘ button through the select box of

executables program main interface:

Select a program file EH‘E
Laak in: |hcapl _f_j & cf EB-

My Recent
Documetts

Desktop

My Documents

My Computer
My Netwark File name: |zkecap :_l Open |
Flaces
Filez of type: 1Executahle File [*.exe] _.'_I Cancel

Click Open, Also can add the program that want to add into, after Click

close button in the main interface, the connected application will appear
in the external menu

Addin Program Management

SMS management

IIDisk. management:

Card monitar
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3.1.2 Standalone attendance machine communication program

This menu is an exchange data window of between attendance software
and fingerprint machines. It provide full function to download the user
information and fingerprint to the software from the fingerprint machine,
and also can upload the backup user’s information and fingerprint to the
fingerprint machine,. In the follow document, you will learn how to use
this function.
Open the attendance management program — external program -
standalone attendance machine communication program, after
connect with the fingerprint machine, the “Attendance Machine
Management” main interface will appear. There are four tabs along the
up side of your screen. Each of these tabs enables you to use and view a
specific feature.

Download attendance data: Download or delete the attendance

record in the fingerprint;

Staff information management: Upload, download, the modify or

delete the staff information or the fingerprint;

Machine information: View and modify the relation setting

fingerprint machine

Other setup: Export the attendance record is the text documents.

Enter the “Download Attendance Data” interface, click the
“Download” button ,the system will automatically download all
attendance record from the fingerprint machine, and at the same time
show the total records downloaded by the current operation, save records

and find new user.
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% Att Machine Data Management

Download Attendance Log I User Information Management | Machine Info | Other Options |
[id [acNa  TTime [ CheckState [erityhd ode | Machin]

Download Downloaded Count. Saved Count: New Users Count:

The new attendance record will be saved in the staff attendance record
data sheet by the system. If a new registered staff’s fingerprint is found at
downloading time, the system will automatically download the staff's
registered data. After have completed to download data, the system is able
to automatically clean the stored data in the attendance machine. If you
want to clean the data in the machine, you have to execute the “Delete
Attendance Record” order, or directly delete all record in the attendance

machine

Single-click the page label of “Staff Information Management", and
enter this page. This page mainly uses to download and upload the
fingerprint and also transmit the staff’s information between the
attendance machine and the computer, Select and locate a user who
needs to exchange data through "Staff Information List"; the user is
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passed to right side “Date Exchange Area between the Computer and the
Attendance Machine” for uploading and downloading operation.

@ Att Machine Data Management g@g|
Dowrload Attendance Log - User Infarmation b anagement I Machine |ﬂfD1 Other Uplluns]
User Info Browse Number. 2 Data list
DUR COMPaNT Move all to right list ‘ Move selected ta right list | Caunt Delete all records of list ‘ Remove Selected ‘
| DataType |AC-N0 ‘Name |
Machine====) Local Local====} Machine
Wz Bl e U e v Ovenwrite inconsistent recard v Upload user Data
conditiofAC-MNo - Add Edit
Irputs T o [ [~ Owemwrite computer fingerprintdatz | [~ Upload FP
ExeCute Erecute
Download user Data
[~ allfingerprit data Download Diel User

If there is a use in the database, who’s fingerprint has been passed to the
machine, we can according to the department to choose the staff, and also
can choose the staff through the staff information query, and upload the
staff who need to be passed to “Exchange Area between the Computer
and the Attendance Machine” list for the uploading and downloading
operation.
Rely on department to select a staff: Take a company for an
example. Its own four departments that are Business, R&D, Engine,
Produce department, when click the directory of general company by
mouse, all staff information will appear in the staff list, click a
department, this department staff’s information will display in the
list. Like as following figure
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% Att Machine Data Management

Dowrload Attendance Log  User Information M anagement }Machmalnln] Other Options |
User Info Browse Number, 2 Data list
Move all to right list ‘ Move selected to right st | Count Delete all records of st | Remove Selected |
Business Departme
Proudee Departme | [ACNo  [Name \ || |DataType AC-Ho  |Mame |
AD Depaiment [p[g n
Technical Departn [ 5 m
< >
Machine====p Local Local===} Machine
Wt v W Itieaotiens (=i @ e e ¥ Upload user Data
conditio] ACHo - Add Edit
— o] o [~ Ovenwiite computer fingsrprintdatz | [~ Upload FP
ExeCule Execute |
Download user Data
I~ all fingerprint data Download Del User

Staff information inquiry: in order to provide user with
convenience and rapid way to find the staff in the mass staff who
meet the define condition. This inquiry support two inquiries way
that is by attendance number and the name, you can select a proper
way through the drag-down box of “Condition”, then inputs the
corresponding inquiry information via “Input” in the frame again,
click the “Inquiry” button, the list area is allowed to show results
that conform to the inquiry condition
Note: If a linked attendance machine supports the ID card, an
inquiry will support three ways that is by the attendance number, the
name and the card number
If want to upload and download the data from the attendance machine,
then first need to download data of the attendance machine through
"Downloading Staff Data” area. The downloading data will be able
automatically to compare with one in the database, if the existence data
between the attendance machine and the computer is not in line with
number, in the “Exchange Area between the Computer and the
Attendance Machine” list the “Data Condition " row will be able to
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mark the different condition to wait for uploading and the downloading
operation.

Note: If there is a new user, the system will automatically prompt
whether add the newly registered user to the system; If chooses “OK” to
add the new user to software; If chooses “Cancel”, give up to add the
new user to software, but it only can see that system waited for uploading
and downloading operation on the “Exchange area between the
Computer and the Attendance Machine”

If a user information need to exchange has been confirmed on the
“ Exchange Area between the Compute and the Attendance Machine” list,
well then select the option under the “ Attendance Machine=—==)
Compute”, and click the “Execution” button to synch the data of
software to each information of the fingerprint machine.

“Attendance Machine==) Compute”: Synch the content of attendance
machine to the one of software according to each item of the list

Machine====} Local

[w Owenante inconzsistent recand

[ Owenarite computer fingerprintdats

E=eCute

Cover up the record don’t same as one of the attendance machine: Under
this condition the attendance machine has enrolled new staff or modified
registered user, it is able to download data to cover up the data of
compute.

Add newly registered user to compute: This option appear until the
“Download all record at same time” item has been selected and the new
data are found in the attendance machine.

Cover up finger data of compute: If the staff’s information or fingerprint
template has been modified, you can select this option to override the
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fingerprint data of the compute.
“Compute ===) Attendance”: Synch the content of software to the

information of user on the list in the attendance machine.

Local====% Machine

[w pload uzer Data

[ Upload FFP

Erecute

Upload staff data: upload the staff information which is in the attendance
software  maintenance item to attendance machine , the staff
information which has been uploaded only has staff's attendance
number and the name.

Cover up no identical records with the computer: Use user data of
computer to cover up the corresponding user data in attendance machine.
This option appear only until downloads user information of the
attendance machine to software, and discovered user's information in the
machine is inconsistent with user's information of software.

Upload fingerprint data: upload the user’s fingerprint template which is
on the list area from the databases to the attendance machine.

If want to deleted user on the attendance machine , first choose the user
who want to be cancel on the “ Exchange Area between Compute and
Attendance Machine”, then click “ Delete Attendance Machine User”
button

This screen contains the four elements that use to maintain basis
information of staff, Add, Delete, Modify and Refresh function.

Add: Add a new staff to the software, the function only has the ability to
add staff name and the work code( if link a machine support ID card, well
then might add Card No.) must enter staff’s maintain to set other basis
data, click “ Add” button, the following interface appear.

-32-



RF Card User Manual V3.0

@ Add Users

AC-MHo M ame:

Ok | cancel |

Note: Please input name and word code correctly, if the input format is no
line with attendance machine, it possibly causes the data to be chaotic,
according to the setting validity range of the attendance machine. Clicks
“Confirmed” may successfully add staff, if wants to cancel this operation,
clicks the “Cancel” button, then return to the up interface.

After successfully add the staff, the following window appear that prompt
whether continue to add the new user, if needs to continue to add the new
user, click "OK" to enter the adding staff information interface, If does
not need to continue to add the new user, clicks “Cancel” then to return

'j the data had saved! conkinue?

Cancel |

The success to add the staff information not only appear in the staff
information browsing area, simultaneously also can automatically add it
to the “Exchange Area between Computer and the Attendance
Machine” list, wait for uploading it to the attendance machine. Like as
following
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@ Att Machine Data Management

Dowinload Altendance Log  User Information Management | Maching Infa | Other Options |

User Info Browse Mumber. 2

Data list
(OUIR) L7 Move all to right list | Mowe selected to right list ‘ Count Delete al records of st | Remove Selected ‘
ACHo  [Mams ~ [DataTyre ACHo  [Mame |
»
8 m
X ~ || Machine====} Local Local====} Machine
Usarliiees Ueenliiommetan v Ovenwite inconsistent recard v Upload user Data
conditiof AC-No - Add Edit
Owenarite computer fingerprintdatz | [~ Upload FP
Inputs Browse DE| Refiesh r P ger
ExeCute Execute |
Download user Dats
[ allfingerpint data Download Dl Lser
sy
Edition:

Edit user's information in the software. This function only
support to modify the user name. (For example connect with machine

support the ID card, and also may revise card number.) Click “Edition”,
the following interface appear

% Edit Users

AC-Mo M arne: |E

Ok |

cancel |

Note: Please input name and word code correctly; if the input format is
no line with attendance machine, it possibly causes the data to be chaotic,

according to the validity range setting of the attendance machine. Clicks
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“Confirm”, then successfully modified prompt will appear, if wants to
cancel this operation, clicks the “Cancel" button, then return to the up

Information @

\ir) the data had saved success!

interface.

The operation is same with the added user information, after the revision
is complete; the user information also is automatically added to the
“Exchange Area between Computer and the Attendance Machine” list.
Wait for uploading to the attendance machine.

Delete: Select the user who want to be deleted in the list choose “ Delete”
button, then user’s information and fingerprint can be deleted in the
databases., if you want select a lot of record, hold down the Ctrl key and
single-click the mouse simultaneously.

Refresh: After run “Query the Staff Information”, user information
which meets the inquiry condition only exist in the list area, click the
"Refresh" button, the list area will return to displaying all user

information interface.

It is able to view the information of attendance machine, eliminate the
manager, initial as well as change some setting of attendance machine
through this page. All information appears blank. When click page label
of “Machine Information”, clicks “Refresh the Machine Information”
button, read-out all information of machine .like as following figure.
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% Att Machine Data Ma nagement

Download dttendance Log | User Information Management | Haching info ] Other Options |
Machine Infa
IP: 0.0.0.0 buopowsroifimes [ 0 gt [ o]
BadRale: [ <] Shudosntimes [~ recodwanings [~ 0 Edit
Lenguages: [ <] PoweDntimes [~ recodwanings [ 0
T Skeptime: [ fachthesht: [0 Sans
e [T | Leckconmoldel2msk [ 0 Iheshoks [ 0 e——
Date formate: - Unlack person count: o
Dther Infa Infa Stat
Device ID: i ey 0 | Clear admiristrators
Even and Ddd:
Stop bit: U= s Initialize
Rifisaiio logsz Synchrorization time
AS232
Fsags: Clear Logs
Identification spesds
Oy verify number card:
& administiatars umber: Product
Fimwareersian UpdateFirrnare
Serial Number

The machine information screen shows all basic setup of machine, like
the IP address, the baud rate and so on (An introduction of the machine
setup, please refer to “User Manual”). , these setup is allowed to do the
revision operation after click the “Edition” button , then clicks “Save”,
then these setup will be save in the attendance machine.

Other machine information will show machine identity ID and so on, pay
the attention: there is no way for this information is modified. Because
the information of parity and stop bit on the machine is hided, the user
certainly cannot look up this information

The information statistics will show that how many manager, how many
password, how many user, how many fingerprint, as well as how many
attendance number have been registered in the attendance machine.

When the operation of initialization attendance is successfully, the system
will clean all data of attendance machine, including the fingerprint and
the record, if you choose “Clean Attendance Record” only to clean
attendance record in the attendance machine

When the operator had forgotten the manager's name and the password of
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the attendance machine, which is unable to enter the attendance machine
setting menu, use the order of the elimination manager to delete the
manager, then reregister a new manager to attendance machine again.
After select the “Synch Time of the Attendance Machine” item, it make
the time of attendance machine to keep as same with the computer.

If needs to upgrade the firmware, single-click the “Upgrade Firmware”
button, the prompt appear as follows.

Att Machine Data Management X

You must keep the power and connection betwen PC and time recorder when updating,
! Please rebaat time recarder after updated

Do wou wank to update Firmware?

Single-clicks “Yes” to start upgrade firmware, single-clicks “No”, cancel
to upgrade ,after single-clicks “Yes” , the following prompt appears (see
figure), it indicated your attendance machine firmware already was the
newest one, doesn’t need to upgrade.

Att Machine Data Management E'

@ Firmware not require upgrade, |

Caution: The user does not voluntarily upgrade the firmware, you must
contact be allowed by the dealer before to upgrade the firmware,
voluntarily upgrade occur the question which possibly affect your normal
use
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Other setting mainly provides the second developer with service of
transferring the data of software, when needs to export the data, in here
may choose the data item that needs to export and set its attribute. As well
as the configuration when export and import the registered data and the
attendance recording of the card.

%@ Att Machine Data Management

Download Attendance Log I User Information Management | Machine Info  Other Dptions

Export Logs O ptions

ltem Property
2 — =T
v ACNO Format dem-lUUUUUU12 " Export when Download Attlogs
| Date
v Time (¢ Export From DataBase
vl CheckState C—— T
W) CardNumber Length i Align to filed che 0
Interval character at|$PACE Murnber of charad1 Save
4 Export.

MoveUp | MoveDowr]  Sewp |

The 6 fields, the machine identity ID, the attendance number, the date, the
time, the attendance symbol, the card number are exported through this
interface, Use “Upward” and “Downward” button to choose the order
of these fields . If an item needs to be exported, make a tick in front of the
field, if an item does not need to be export, take off the tick in front of the
field.

Choose the field of an item, Click “Setup", according to the need, carry
out the field attributes setup, click “Confirm” to save it

Here provides two kinds of way to export data, one is attendance data
downloading and exporting at same time, two is export data from the
local database. If choose the first way, each time downloads the
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attendance recording and export the data at the same time; If the second
way chooses, then the need manual click “Export” the button to export
the recording could already download to software . The exporting file will
be directly exported to under the installation directory of attendance

software, filename Attlog.txt.
3.1.3 Short message management (Optional)

Our some product provide a function which can send a message to
appointed person through public to person way, as long as the attendance
dive start the for public short message will be sew on device screen, and it
will show for ever, for a person short message will not display until the
user’s fingerprint verification is positive, there are total 1024 item of
person short message, before using the function, it is need to setup short
message, customize the short message according to staff. Then load the
short message into the device. The device fully support two way to load
the message in. one is to directly load by connected attendance device,
anther way is to utilize the U flash disk to load in, follow we take an
example to illustrate how to load in :

13

Enter the attendance software “external program”— * short message
management”, the short message management interface will appear ,
there are tow option item:

Short message management: achieve the short message setup ;
inquire the staff’s short message : Examine the situation about defined

user’s information, which also can be delete.

13

Enter the attendance software “external program”— “ short message

management”, display interface as follow:
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0SS MANAGE =119

{SHS CANTENT AN E] Employes SMS customization |nquuy1
Selectall | Unselect
Sms Send SMS5 | Employes SMS customization
Delete
v SMS of attendance machine  © User customizes message
Smid [start time [TimelengiMinute] [ Type | |
Erecute
COMMU SETTING-
commu ype: | Re232/R 485 - SAVE
Machinenum: 1 -
Biowse Sms Info Part, |COM1 ¥
Conditior: [Grsid - A0D EOIT i, | FEEET -
input | bowse DELETE | REFRESH Paszsword: Eornect Tast

a4 o8 [fwmawn. [
ecommunication setting

We offer two connection ways --- serial port/ Ethernet,
determining mode of communication depend on the connection
way of your device and PC, according to the machine setup,
complete to fill the number of device and communication
password, click “Test Connection”, if the connection is
successful, this item will translate “Disconnection”, if the
connection is failure, the system will prompt “Fail to connect”
e [nquire short message
This system support four inquiring way ---rely on serial number,
contents, public and person short message, you may select a
needful way via the “Condition” drag-down box, Click
“Inquire” button, the qualification result will appear on the list
area
emaintenance short message
This page also supports to maintain basics information of the
short message. The four functions that include adding, deleting,
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modifying, refresh ;f“
Add: Click add key, the following interface appear: T;
2
& ADD SMS X
Smz Type
* dser Sms " Public Sms
Smsid: (0000 [ Set TimeLimit Tg
g
Sz Content: 5
-
Ok Canicel

Public short message: for public short , as soon as the attendance

machine start the short message will be saw, it will appear for ever;
Personal short message: for personal short message, it will not show until
the user verification is positive;

Period of validity setting: After choose the item, a line will increase on

=y
E
=l
S
=
g
=
o

the interface, define the starting time and term of period of validity is
available
Cancel: Click cancel key, the system will prompt “Are you sure
you want to cancel the selected short message ?” after confirming,
the system will appear prompt again “whether delete the short
message in the attendance machine together or not” Click OK the
short message will be deleted absolutely.;

Connect with software

Modify: after select a topic message in the list, click modify,
ability to modify the serial number, period of validity setting, and
short message contents ;

Refresh: after to perform “inquire short message” , there are
only short message which accord with the inquiring condition on the

Troubleshooting
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list area.
eSend short message
Form the short message list in left side; choose a topic message you want
to send, Click “Send short message”.
o Customize staff’s short message
Click “ customize staff ‘s short message” , appear following interface:

& Employee SMS customization

Browse
candition: Input [ bwows | Refiesh |
Uset Info SMS
Deptment AC-Ho |Name ]Ehoosl Srngid Start ime IT\meIeng[Minute] ‘Choos]
zk 84 84 I a
zk 85 85 I
zk a5 86 ]
zk a7 8¢ I
zk a3 8 I
zk aag 898 I
zk a3 83 ]
zk 3 3 I
zk 90 30 I
zk =11 91 L
zk 92 92 [
2 EE EF [T
zk 94 94 J
zk 95 95 L
zk 9 96 [
* 9 o7 r Oper Select
2 a8 a8 = ' Send immediately " Not send temporarly
zk 99 99 L
Ok cancel
User Count: 276 Sms Mumber i 0
Staff’s information: This list shows the staff information who

customize short message. ;

Short message: This list display the shot message which is customized
by staff;

Operation selection : if the software link with the machine, can click
“send instantly”, if the software has not been linked with the attendance
machine, “Do not send now”, and return the main interface of the short
message management, then choose the topic of the short message which
has not been send, click “send short message” to achieve exporting
user’s information or use a U flash disk to save the short message which
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want to export, more detail see “Export data”

6. eCancel

Select all short message in the attendance machine, click “execute”,
may cancel all short message in the attendance machine, select a topic
message form the short message list in the left side, click “execute” to
delete all short message in the T&A device , If a short message is selected
in the left-side, Click execute, the select ed message will be canceled
Select all staff customized short message, click execute to cancel all user
short message in the T& A device

Select option item of staff’s short message by defined condition,
following windows appear

W SMS MANAGE 8=
SM5 CONTENT MaMAGE | Emplopes SMS customization nguiry 3|

Emplopes who have already customized ShS
Deptment lAC-No lName | GQUERY

Condtion: | Smsid vi
input:

Query ‘ Refiesh |

(USER SMS SETTING

Delete emplopee SMS customization ‘

Inquire: This system support four inquiring way ---rely on serial number
of the short message, the department, Attendance No. Name, you may
select a needful way via the “Condition” drag-down box, Click
“Inquire” button, the qualification result will appear on the left side area
list, click “Refresh” the all user’s customized short message will appear
on left-side list area.
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Cancel staff’s short message by defined condition: Select a staff who
want to be delete in the customized short message lift side list, click
execute to cancel “the short message by define condition” completely to

delete the customization.

Export short message
Enter the attendance software, select “internal program”—“U flash disk

LT3 2 : :
management”—“Export short message”, the following interface appear
PR U disk data management
Import user data | User data export | Import sms |~ E#pat i'f'\e'?m?"D'é'la"]
Lcoal Sme Data list
Sekctallolit | SeectTolit | | | Pec Cearlit | ClarSelected List
I SMs type ISms Id ]T\me\eng[minuljSlalt time. ]Ehouse
notimelimit =
Sms Id Start time: 1Timeleng[mmute] ]type ]
[ 2
~Sms Browse |
Eund\l\ol}Sms Id - l
~Expart sms ta U Disk
Input: Browse 1efrash E& Export sms to U Disk.

after Select a short message that want to be exported, click “ choose
record to right side list”, then click “ export short message to U flash
disk”, after this operation is successful, plug the U flash disk into the
T&A device, press “Menu” on the device , select “ U flash disk
management”---“ Upload short message” ,press OK ,the operation
finish

Import short message

plug the U flash disk into the T&A device, Select “Menu” ---“U flash
disk management”— “download short management”, press OK, the
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prompt that copy operation is successful will appear on the screen; pull
out the U flash disk, then plug it into the USB Slot of PC, enter software
“ external program”—* U flash disk management”, Choose option
card of “ Import short message”, click “ Import short message from U
flash disk”, the display interface as follow

3.1.4 U Flash disk management (Optional)

Import file from U flash disk
Select Data-) Import data from U flash disk , to import the attendance
record from U flash disk to T&A system is available

4 Attendance Management Program - [ Temp-Supervisor, 9:15:14 AM]

BEER Attendance  SearchfPrint  Maintenance/Options  Addin Help

Initiglize System @ & = i B

Clear Obsolete Data Timetable Schedule  Report Exit sypatem

Barkup Database

Tmport 4 Data Chial

Expoart AC Data ChrH40

Change Liser

I-L Exit

enter “Import from U flash disk ”, the following interface appear:
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€ Import from USB flashdisk

Device ID { Download Time { Size i g ot Found USE FlashDisk

Importl]

Delete[D]

RefreshiR]

Cloze(C)

Select “ Import”, the attendance record that is selected on the left side
will be Import to T&A system.

Select “Export”; the attendance record that is selected on the left side will
be detected

Select “Refresh”, the attendance record will be refresh at one time
Select “Close”, this windows will be closed.

U flash disk data management

Select external program-) U flash disk management, enter U flash disk

management interface , the display as follow:

- 46 -



RF Card User Manual V3.0

= Read Card Stake Out Q‘Elgl

7/28/2006 9:20:26 AM Refiesh Screen | Esit |
Fead Card Info
name Time Department Cardno Geng| Title FPhone ACHO

Phator

there are four function on this window—import user, export user’s data,
import the short message, export the short message.

In the “ Import user ” interface, to import user’s information from U
flash disk to the system is available .

In the “Export User” interface, ability to export user’s information from
the system to the U flash disk. Then upload it to T&A machine though U
flash disk.

In the “Import interface” may import the short message from the U flash
disk to the system.

In the “export short message” interface, may export short message that
has been set in the system, then upload it to T& A machine via the U flash
disk.

3.1.5 Monitor slipping Card (Optional)

Monitor Slipping Card function is a specialty function proper to the

fingerprint T&A machine that support the RF Card, that realize user

monitor cardholder’s information , at firstly time that make to know
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staff information is available, Follow these steps to achieve this function;

Access the T&A software “External program”—“Monitor slipping

card”, the interface to connect with T& A machine appears. Please select
correct communication way and other relate option, we provide the
RS485 and Ethernet communication, click connect to enter to monitor

slipping card main interface, the record to slipping card appear as follow

a APREEE =150 x|
2006-4-4 _EF 10:37:48 & | Eth | H

RIFER HE

e [Ri-ERE | [£= | IS [=iE [EmL]|=

3 2006-04-04 10:35:36 | ST 0000285257 El

! [ |
3 Z008-04-04 1003541 @AE 0000285287 3
E 2006-04-04 10:35:45 & 0000285297 3

3 2008-04-04 10:35:58

2008-04-04 10:38:07
2 36:10

3.2 Maintain Option
3.2.1 Maintain Option

Click on the ‘Maintenance/Options’ on main menu, it will
appear:
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£ Attendance Management Program - [ Temp-Sup - |E||5|
Data  Attendance  SearchfPrint | Maintenance/Cptions  Addin  Help

@ tﬁ i) Departrnent Lisk Chrl+D

Aflog  Leave  Emplaye tﬁ Emplayes Maintenance Ch+E  pestem

Before Installing

F|u

ﬁ Adrminiskr ator

@ Maintenance Timetables
Maintenance Shift Schedules  Chrl+T
% Emplovee Schedule Chrl+5

Holiday List

Leave Class

=
5]
g
&n
<
£
s
=
o
g
=
S
s
=

wd Attendance Rule Chrl+R

Database Opkion, ..

Set Database Password

Workflow overview
First set up database password, then set up holiday. set up leave style and

attendance rule, department. staff maintenance and administrator setting,

at the finals, maintenance timetable, maintenance shift schedule, staff ;;

shift assignment :
o

3.2.2 Department list

Click on the “Department list” sub-item on the menu “Maintenance .
z

/Setup”, the windows appear: E
3
g
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Department Management x|

Prompt

If pou want to edit department names, what
you need to dois just to click on the
department name bwice or to press F2. [f
you want to modify departrients'
subordinate relationzhip. you can drag the
department to maodify ta a new superiar
department name.

If you want to modify a department name, double left-click on the
department name or press F2, and type new name in the box of
Department.

If you want to change a company name, it is need to modify the
attendance rule setup.

In adding department, you first left-click the superior department of the
new department, click on the “adding department” button , input the
name of new department in the dialog box, click (confirm)to save.

In deleting department, you only firstly left-click the department
selected , click the “cancel department” button, select “ confirm” in the
display caution box, OK.

If you want to modify a department's subordination relationship, first
selected the department to modify ,left-click, hold, drag the name within
the new superior department. Then follow the instruction to operate.
Click on the “enroll staff’ button. the following appear:
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Employ Employees ll
Employee Our Department's Emplopees
ﬂ AC Mo IName | =5

L4 Kt Wictar
e Jeff

Add 3> | | | 454 JamPTs
nE Surrise
ALK Richard

Femove << |

i'L LCloze |

Staffs in the Employees box are those who don’t belong to any

department, that is, who have left their posts. This is the same as on leave
No salary

In the box of staffs select those employees that your department wants to
employ, and click (Add) button, and then those selected employees will
be added into your department.

In the box of Our Department’s Employees select those employees that
will leave your department, and click (Remove) button, and the select
employees will leave your department (leave their posts).

After operations, click (Close) button or X to return to Department

Management main Window.
3.2.3 Staff Maintenance

Select the “Maintenance/Setup”, click staff maintenance item, open
“staff list”, within this window, maintenance staff's various information

and attendance setting.
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Transter staff

Acld newy staff

Staff leaving post ) )
Modify staff Infomation

Add batch staff

iE. =10 ]
Y Y
(AT No I e [Mame [Gende Tite | =
Department 13 Firchard Ma
maclify 454 James a0
hutton and 5 Jell Fe
Statf's
department LT Viclor Ma o) : )
tree 3 Suriss Ma |!1f0mat|0n
lizt
-
1} ;l"
AL Mo, i Mame |Pichad
Gender [Ma -] 1D Hambes
Waiiray Oifice Tel
e ] Home Tel
D“ﬂw'] e ]' Diate af Emplopment ’m
Postcare | Fragse/hotils Ho,

Attendance rule sefting
Staft attach infarmation

Staff basic information
paginstion

The upper half of the window of Employee List is a list of employees,
and the lower half is designed to select and set staff’s varied information.
The lower half is paginated to three pages; click the pagination label on
the bottom to enter different pages. .

Among the staff’s varied information items, the two, Name and
Attendance No. must be filled in, and the others are optional

1.) Add New Staff

Click ' * button to add a new Staff. Select the department that this

employee belongs to, input his/her name and attendance No., click(Y)
button to save it.(Notice : it is better that don’t use this function, which is
applied to modify staff’s name and other information, after download
staff’s information from attendance device).
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2.) Add Batch Staffs:
When some departments enroll a lot of staff, you can use this function to
add staffs, lighten an operator work. E.g., a lot of staffs want to be added
to the bill department, first select a department; click on the “add batch
staffs” button, the adding batch staffs’ window appears.
If there are not staffs in this department, the following appear.

x|

AaC-Mo

MHumber pattern: I[m

wWiildcard ''[*]'" length: I3 3’
From I-I vl To I-I vl

oo

W OFK I 2 Cancel |

If there are staffs in the department, the following appear:
x|

Copy datas from Richard(2).

Select fields to be copied:

O AC Ma

—AC-Ho 11D M

Marne

Gender

Title

hobile/Fager

Eirthday

D ate of Employeement
Add.

I~ Copy selected emploves att options and scheduls

Mumber patterm: I(’]

wildeard "[*)" length: I3 5‘
Fram I'I j To I1 j

a0t

Postcode
Office Tel.
Harme Tel.
Adminiztrator
M ationality
City

[] State

O000000000O0O000O

o 0K I X Cancel |
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The backup data of staffs witch select from bill department display on the
left-up corner, if the new added staffs and selected staffs own the same
the shift and attendance setup , left-click (Copy selected employee
attendance option and schedule), if there are other same words, select
relating to words from the selected words box.

Attendance No batch increase that department on adding batch staff.
through the* (*) “asterisk wildcard, it is easy to add staff No.

The number style: That means a attendance serial number, E.g. the staff
No of this department is the figure 1 on the first, so its serial number is
1*#** input 1 (*) to the serial box, the window display following:

Add a batch of employee =]

Copy datas from Richard(2].

Select fields to be copied:

[ AC Ma.
rACH L1 10 Mo.
O Mame
Nurnber patterm: I] [!:l [] Gender
[ Title

Wildeard "1 length: % g"ﬁﬁﬂiﬁpagﬂ

|3 Ev
[ Date of Employeement
From I‘I vi To I3 vI (] Add.

[] Paosteode

I~ Copy zelected emplayee att options and schedule

1001 [] Office Tel.
1002 ] Home Tel.
1003 ] Adrministrator
] Maticmality
] City

[] State

o OK I x Cancel |

The asterisk wildcard length: That is mean, how many figure the

symbol indicates? E.g. the forward section of the serial number is 1?77,
its asterisk wildcard range is 3, if the serial number is ?? , so its asterisk
wildcard length is 2. After the asterisk wildcard width has been defined;
by use the “from” box “to” box to create serial number range. E.g. create
the serial number range from 106 tol18, input 6 to “from” box, import
18 “to” box, the symbol wide is 2, but from 6to9 width is one figure. at
this, the system will add zero automatically.
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Click on the “confirm” button, add staffs, and click on the “abandon”
button, return the staff interface.

3.) Modify Staff

Employees’ attendance No. or name modified. Click ﬂ button, enter

new data in the corresponding input box, and then press (Save) button.
4.) Transfer Employee
Click (Transfer Employee) button to transfer employees from one

department to another department and this dialog box will pop

Employee Transfer Xl

Plzaze choose a department:

OUR CORPaM
Drezign
A arnagerment
o Product
i Sales
L Tech

In the box of Fold Department select the department to add new
employees in, and click (OK) to transfer the employee, or (Cancel) to
cancel this action.

5.) Staff Leaving Posts

Some employees may remain in the company, but who don’t belong to
any department now, which is similar to the currently quite popularized
lay-off phenomenon. Leaving-post employees can be re-employed
through Employ Staff in Department Management. Click (Staff Leaving
Posts) button to present this dialog box:

-55-

Before Installing

=
5]
g
&n
<
£
s
=
o
g
=
S
s
=

Connect with software Operation help

Troubleshooting



Time & Attendance Program

Attendance Management Program 5]

@ Does this employee really want to resign?

No(ly) I

Press Yes (Y) button to transfer the employee to a new department, or

press No (N) to abandon this action.

6.) Staff resigns

If a in-service employee leaves the company, all of his/her records will be
deleted completely. Be careful to use this function before an employee
really leaves the company. Click Staff resign button to present this dialog

Attendance Management Program P

@ Does this employee really want to resign?

box:

Press Yes (Y) button to fire the employee, or press No (N) to abandon this
action

7.) Department setting
Click Department setting Button, ability to set department, this operation
way is same as the department list setting

1.) Basic information
Click the pagination label of basic information. The windows will appear
as preview, there are staff ‘s basic on the page

2.) Staff attaches information
Click the pagination label of Addition, the window will appear as follow:
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=10l
| ﬂtﬂl ﬂ,el E [ R T R O I oy ] |
Department: i AL Mo, [ID Mo. [Mame |Gender| Title |;I
OUR COMPANY |1 Victar Ma
. Diesign Ll Richard Ma
- Management | 3 David ta
- Praduct e Sunrize Ma

i+ Sales
- Tech

g o

Field [alue ]
Matice Birthday, 10,16

% Basic Infarmation] }\Additionﬂ AL Options

About the staff important information is input in relating page, select

department, select staff, press *  button, add an item record, type

information style in words row, input relating material to contents, then
save it,

3) Attendance rule option

Click the pagination label of AC option. The windows will appear as
follow figure:

The upper half of the window is a list of employees, that detail descripts
the staff information, the lower half is designed to select and set staff’s
attendance rule. There are three part option in the lower half

Among the staff’s rule items, the two, Check Clock in and Check Clock
out must be filled in, and the others are option
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-loix
NIRRT 28 |
Department: & | [acHa |10 e, [Mame |GenderTite ||
OUR COMPANY |1 Victor Ma
- Diesign M2 Richard Ma
M anagement | | 3 David Ma
Product 4 Sunrize Ma
Sales I
----- Tech fron
=
<| I »
[ Active AC B Scheduls AT |
¥ {Count OT}

¥ Rest on Holidaps

Check Clock In——————— Check Cleok ODut————
* By Time Zone * By Time Zone

" Must Clock In € bust Clock Out

" Don't Check " Don't Check

\ﬁasic Information] ;{Addition}\ AC Options

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

Count OT: sign this item, counted by the staff over time.

Reset Holiday : sign this item , the staff will have a rest on holiday, if
the staff is on duty, be signed to over time, otherwise, the staff have to
be on duty if the staff is off duty, he will be accounted to absent.

On duty check-in/off duty check-out: The setup can control if the staff
have to check-in or check-out, the setup privilege in the item is super than
it in the shift schedule.
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Employee attendance options { Yictor ) il

Clock In—————— Clack Out—— v Auto-assign timetable

{+ By timetable {* By Timetable L e for A .

~ Must C/n £ Must C/0u Bast time for Auto-assign:

™ Allow no Cln = Allow o C/AOuE I 1 _lj Daylsl| 0= Houwls)
v Attendance Active [v CountOT |Jsed timetable: o=
v Haliday [+ Renistry for OT
Azsigned schedules list T =

StatDate |EndDate | Shift Schedule]
01401/2000 | 3111242399 Normal

x Cancel |

the method of attendance and statistics is similar to the method of

attendance setup, it is only that there increase optional which the
over-time has to be registered and examined, In the option, all over-time
must be registered and examined, otherwise, the over-time will be no pay.
A current shift list indicate the staff on duty scheduler, the box show that
the staff shift include beginning , stopping date and shift name, if need to
modify the staff shift, first select the shift item in the current shift list, it
will turn blue, then click on (- ) button, cancel the current shift, after this ,
click on (+) button, add a new shift, the window is following:

-59 -

Before Installing

=
g
g
)
&
=
g
=
£
=
S
B}
=

Connect with software Operation help

Troubleshooting



Time & Attendance Program

TSI
Shifts = - > » Shift Time Period = il [z
EBeginning D ate| Cycle Num Cyc\eUnilﬂ 0 2 4 6 &8 10121416 18 20 2224
3 Homdl 19000101 1w Monday | [ | | |Demomsses [ |
spring 2003.07-01 T Wesk Tuesday| | | | |Deeommmes | |
summer 20030701 1) Week| |vednesdal | | | |DEWUMENNEDN| | |
Thursday| | | | | D | ||
Friclay [ [ [oemmesm| | |
Seurday | | [ [ [ [ [ [ [ [ ][]
Sunday | [ [ L[]
=
Time Range
’}mm [REZETEN] . Y E ]| 0K xCance||

Select a new shift from shift that has setup, definite starting and stopping
date, click on “confirm” button to confirm action, click on “cancel”
button to cancel operation, return attendance setup window.

While a staff shift in Normal work hours, you can add a lot of item of

schedule. E.G.: Starting date  stopping date shift
03-3-1 03-5-30 springs
03-6-1 03-9-1 summers
The intellect assignment staff's shift be selected, the window will appear:
ﬂ
Clock ln——————— Clock Out—— ¥ Auto-assign timetable
i+ By timetable {* By Timetable ) .
7~ Must Ciln  Must CAOut Least time for Auto-azsign:
i Allow no CAn £ Allow no CAOuE I 1 _I? Dayls) | 0= Hours)
v Attendance fctive v CountOT Uzed timetable: W=
¥ Haliday v Reqistry for OT
Azgigned schedules list + =
Start Date  |End Date | Shift Schedule
/0742003 | 3112/2993  spring
¢ ok I x Cancel |
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The auto-assignment staff’s shift function is that, while staff who does not
assign shift to time period, but he/she has attendance record, the system
will can define automatically the time period. This function main use in
more changes shifts.

Min auto- assignment shift time: when you setup a time period, example
one day, at this time the system will accord with setup time period to
determine after it expire more one day, otherwise Not to determine.
Used timetable: that is, this staff is able to on-duty time period, click on
(+ )button, the selecting period of time appear, this shift period of time is
shift name list which has been set up in shift management. The windows

following:
Employee attendance options { Richard ) x|
Clock In—— Clock Out——— W Awto-azsign timetable
f* By timetable f+ By Timetable L e for & o
£ Must Cin £ Must C/0ut e e fEr AL EsE TR
£ Allow no CAn £ Aoy no CADLE I 1 _lj Day[s]l D_Ig Hour(s]
v Attendance Active ¥ Count 0T |l zed tirmetahle: a5 )
v Holiday v Registry for OT g [l D3
Azzighed schedules list T = M summer
StartDate  |EndDate | Shift Schedule|
0A07/2003 | 31A12/2999  spring
o OK X Cancel |

Left-click shift names that select from display shift name list add selected
shift. If want to cancel shift where there are used period of time, first
define period of time, click on ( - )button, it will be canceled.
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Employee attendance options { Richard ) 1'

rClock lInm———————— Clock Out———— v Auto-assign timetable

{* By timetable i+ By Timetable . .

~ Must CAln ~ Must CA0ut Least time for Auto-sssign:

= Allow no Cln (= Allow no CA0ut 15 Dayls) | 0= Hourls)
v Attendance Active [v CountOT Uzed timetable: == @
[V Holiday [V Registry for T D' aylime

SRt

Azzigned schedules list T =

Stat Date  |End Date  [Shift Scheduls|
01 /0742003 | 31/12/2399 | spring

o OK I XK Cancel I

After setup, click on(OK) to save setup, click on (Cancel)to give up

action, return attendance setting label

3.2.4 Administrator Setting

Click the “maintenance/setting” sub-item on the menu of administrator

setting, this window will pop up:

_ii x|

& Administrator & Modify Passward = = [peratiom Purwiew
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Click on the ( administrator) button, the display is following:

Add Department &dminiskrakor
Add Level 2 Dep. Administrator
Add Level 1 Dep. Administrator
Add Super Adminiskrakor

€ Cancel Administratar

Here you should choose to add a department administrator or a super
administrator, the department administrator can not only manage his/he
own staff's information, but also monitor his’he own staff's attendance
information, thus, if a several attendance system are linked together, each
department is allow to manage its own attendance information, so as to
decrease the super administrator work volume , as well as guaranteeing
the punctuality and accuracy of attendance data.

Click on (Cancel administrator) button, to cancel an administrator. But
an administrator cannot cancel himself, e.g. you enter management
program as a super administrator, at this time, you cannot cancel yourself,
you can cancel other administrator

Click on “Add department administrator or Add super
administrator” the following windows will pop up:

ﬂ
Departrment: Ermployees: ol
OUR COMPANY AL Mo M ame ;l
o Design 1 Wickar
- M anagement B Eichard
- Product _3 D avid
- Sales s
4 Sunrize

W 0K x Cancel |

Select the department where an administrator is add, and this staff name,
click (OK) button to add this selected staff as one administrator, click
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on( cancel) button to cancel this action, the default code of the fresh
added administrator is his/.Her won attendance No.

Click( OK) button to pop up the window of purview setup as the
following:

Set Administrator's Puryiew x|

[tems that can be authonzed: 9 *

Clear Obzolete Data/B ackup Database/Export AC Data -
Connect Attendance Machine
Irnport AC Data

Employes Leaving on Buzsinesz/tzking for Leave

Forgetting bo Clock indout x Cancel |
Coming Late Collectively

Handle Att Log

Audit exception

Restare att log

Attendance Record

Current Employee's On-Duty Status

Attendance Calculating and Reports

Department List/Employee Maintenance

Adminiztratar

taintenance Timetables/Maintenance Shift Schedules

Emploves Schedule bz
Haliday List

Leave Class j

Put a tick beside each selected privilege item; put a Cross-to remove all
the privilege item, click (OK) button to complete administrator setting.
Click (modify password) to modify administrator password, and
administrator is only capable of modifying he/his own password, the
window of modify password is like this:

Modify Administrator's Password |

Old Pazsward Ix

e

Mew Passwaord I

xxxxxxx:1

Werify Mew Paszword I

J Ok I x Cancel |
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Type the original password in the input box of old password, type a new
into the input box of new password, and type the new password again in
the input box of verify new password, click (OK) button to complete
modify password, or click (cancel) button to give up this action.

If the original password isn’t input correctly this prompt message will be
shown.:

Attendance Management Program il

0 Your old password hasn't passed verification. Please input vour old password again.

Please type the original password again; if it is not to type correctly for
three times in succession, the system will automatically return back
modify password box.

If the new password is different from the verification password, the
prompt message will come forth; click (OK) to modify the verification

password until it is the same with the new password.

Attendance Management Program ﬂ

0 Mew password is different From verification password, Please input verification password
again,

Click on (operating authorize) to set administrator authorize. As this
condition, the system demands you set up administrator. While you cancel
the starting prompt information, as well as the staff has been enrolled

In the system, an administrator has Not been registered, the starting

management program will appear prompt following:
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System Information

There iz no system manager

You can manage the operatar's privileges only when vou
1eaistry a manader, else anpang can use the program.

Open the operator maintenance window to registy a manager?

o OK

X Cancel

Click (cancel )button, return to main menu, click on (OK) button, enter
administrator operation interface, the operation method is the same as the

forward.

3.2.5 Period of Time Maintenance

Before staffs are assigned schedule, the period of time must be set up to
complete, select (maintenance/ setting) menu, click on the (period of
time maintenance ), can set period of time which use to arrange staffs
shift, the interface is following:
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x
ITimetabIe Namel On-duty Timel Off-duty Timel Beginning Ca’lnl Endina Al
D aptime 08:30 1730 06:30 11:30
Tpling 0800 17:00 0700 05:00 I
05,00 18:00 000 10:00 Timetable Hame | SUmmer
On Duty Time |03:00
Off Duty Time |18:00
Lat Timefbins] 5
Leave Early Time(Mins] 5
Beqinning In 0a:00
Ending In 1000
Beqinning Out 17.00
Ending Out 1800
Count a3 Workday 1

¥ Must C/ln
v Must CA0ut

2 T I I T S

- - Change the Dizplay Colar

4| | iy

Click ( +) button, add a new period of time which name of period of time

is on-duty time and off-duty time, check-in time, check-out time, record
coming late hour, record leaving early hour and record work hour, only
the check- in hour and check-out hour is regard as attendance hour. In the
definition hour this records are valid, as that, attendance account and
statistics depend on there records, and selected period of time whether is
in check-in and check-out hour, input time style is; HH: MM: SS.

Record coming lately hour (minute): above illustration is for 5 minute,
it is to show that after 5 minute on-duty will be record coming late, E.g.
[lustration is on-duty time at7: 50, A.at7: 53 check-intime, B. at8:
00check in time, so the A is not coming late, because he check-in time is
not over 5 minute, the B is coming late for 10 minutes, because he
check-in time is over for 5 minute.

Record leaving early (minute): it is the same as record coming lately,
it is depend on the difference check-out time between off-duty time .

How many work hour to record: if to set up the value, account and
statistics according to this value amount work date, otherwise, it depend
on attendance rule setup to amount.
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Selected a period of time, click on (-) button to cancel selected period of

time.
After the prompt appear, there is any setup period of time in system, can
also .according to prompt , set up period of time ,the window is

following:

System Information

9 Mo schedule

There iz o shift schedule. Shift schedule was combined by
timetables, which are arayed repeatedly in certain period. Shift
scheduls i prepared to assign to employees.

D'o pou want to open the shift schdule window to add some
shift schedules?

x Cancel

Click(cancel)button, return main menu windows, click on(OK)button,

start to set period of time, the window is following:
_iaix

Times for OnfOTT duty

Setting the OnAO0fF duty times in this organization.

* On duty in morning, OF duby in aftermoore

O duty time |0313D CIFF duty time: I'I .30

" On duty and OFff duty in morming and aftermoon
O dutykime 02:30 [ duty tme |12:00
[y duty time: 1400 [ duty bime | 15:00

Cancel | < Back | Mext > |

According to the company real condition, the method of on-duty and
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. . . . . . =
off-duty is selected, is twice attendance (morning and evening ), or is £
four times (morning, Noon, Noon ,evening ), input correspond to on- duty b

<

and off-duty time, click(next)button to continue setting, the window is &
following:

P =TES

Clock In/Out g

The time range of allowing employees clock indout. E

Outzide this range is imvalid. %‘)

0830 - 17:30 §

Start CAn [06:30 EndCAn [11:30 MustCin [ e

Start C/0ut| 1430 End C/0Wt[23:30 Must C/Ouw 2

Cancel | < Back |

definite the time range of check-in and check-out, and whether this time
must be check-in and check-out, click (next) the window is following:

s attendance schedule wizard oy ] 4

Att Rule

Set the attendance rules of the whole organization.

=y
E
=l
S
=
g
=
o

Hawe many minutes after on duty time will be counted
as Late?

[ =

Howe many minutes before off duty time will be
counted az Leave Early?

Connect with software

< Back |

On the window, set record coming lately time and record leaving early

Troubleshooting
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time, click on (next )button to enter next window:

& Attendance schedule wizard - Ol =|

0K

System will add a timetable named "'Davtime" and a shift
zchedule named "Marmal'’.

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

Azzign thizs schedule shift to employees who has nat
v h
aszighed any zchedule
r Azgign this shift schedule to every department az
default schedule

Click "Finizh'" to commit this operation.

LCancel | ¢ Back

On the window, the system prompt that it will add named “day” a time

period and named “Normal shift” a shift, because, before we selected
method that is twice attendance in a day, system will increase two new
period of time, each is “A.M” and “P.M”. There are three options on the
window, according to need to select, then click on “finish” button,
complete setup. If selected open “period of time maintenance window
to detail setting”, click on ‘finish’, enter period of time maintenance

window.
3.2.6 Shift Management

Select “maintenance/ option” menu, click “shift management”
sub-item, and then you can enter shift menu with the following window:
Management Utilize
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Acddd time period
Time period tools bar Cancel time period
cancel all time period
4 Shaflt Management =01
Shil = = . Shil Ture Peticd o
- i i Maddify time
0 2 4 6 810121416 18 20 2224 .
Monday IR period
Tisaday U3y 1730 |
Vadnesde s34 150 |
Thuresiesy | e 17 _ ,
Friday | IEEIEmEES———ime period
Sty
Sundery

Shift Management Tool Bar to add, cancel, modify shift. Under the
status of adding or modifying shifts (when { \ } button is valid) , you may
Add/Modify/Delete Shift Time Periods.

The shift name can’t be repeated, and all the fields in the form can’t be
empty. Application Beginning Date is in the form of yyyy-mm-dd, for
example, November the 15™, 2003 is recorded as 2003-11-15, and March
the 6"‘, 2003 is recorded as 2003-03-06.

Shift cycling periodicity = periodicity count * periodicity unit
Periodicity unit consist of day, week, months

Can set empty shift that is no no-duty?

Click right( +) add period of time button, window will pop up:
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Add shift Time Period |

Select shift category for thiz time period: Select date for adding this period:
D atime hl ondap
I J Tugsday
- Wednesday
e anli I_ Thurzday
Fram (08:30 To [17:30 Frida
S —
[ Sunday

1 Record this time period as OT

OT minutes: I':I _|

o 0K X Cancel |

Select a period of time that is setup in down -drag menu, add shift period
of time directly, Select timetables, the to be available selected Time
Period is which has been setup. Which day are you on duty, you make a
mark (V) on the day you selected. then click (OK) button to save setup,
click on(cancel)button to give up the action.

Click on (cancel period of time)button, selected period of time will be
cancel, if select (cancel all period of time)button, display all period of

time will be cancel.

3.2.7 Arrange Staff’s Shift

Select Maintenance/Option menu, click employee Schedule, open the
window of schedule employee's A C Here, you can maintain data related
to staff's shifts:
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g
Cancel all =
Select al E
|
. L
Shift management 8
5
: . -
epartment assignment Staff assignment
Depaitmaet: o - l
OILIR COMPSM'Y A Fa.  Hama Shifi =
El swecdive 1 Wi aangt manage
Buy 1000 1000 AT
il 3evice 1o 1001 menage J
::l:;\:.-ﬂnﬂ'ml H L manags "
Reoa: - =4 = i g
Tecs £
Paoaduct 15 Piaraser manags gﬂ
Sy 1% [ narag =l g
Time Range: =
Fron [F000721 ] v [m0z0rer Tl SBE Wx o opor '—|—Cancel all tirme perion 2
0 1 2 3 4 5 & 7 B 8 10 11 12 13 14|15 |16 |17 18 13 20 E1 ancel time period 5
o — | ES(ES i i =
e e N - dd time period
72a= 15 ————_ancel temporary
[[Eu)
0 S N S
pae avel temparary
[T | | I asssignment
warH | | | [
J &
13
. ' L ; g
Time pariod Temporary assignment <

—Cancel temporary assignment in zelect time range
Prirt the time of check-in

Select departments and the staffs whose shifts are to be arranged. If only
one employee is selected, in Staff’s time period should be shown this
employee’s time period which is in the range of shift arrangement.

=y
S
<
=l
S
=
g
=
o

Click left head icon Assign department staff’s schedule button to
present this dialog box
x|

r Default schedule
Select a defualt zchedule for a new
employes while he was registered:

—kay used schedule:

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

Connect with software

Marmal
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Default schedule : select a shift from down-drag menu, make it to default
use for enrolling new staff, after enroll new staff it will give new staff a
shift.

May used schedule : able to schedule shift list display name of current
setup shift, when arrange department shift, the shift will display list until
selected shift.

Click on right head icon arrange employee's shift button, the dialog box

is following:

Employee attendance options { Dujun } il

Clock I Clock Out——————— v Auto-assign timetable

{+ By timetable +" By Timetable L e For A -

 Must C/in  Must C/0uL CEEl D AU ES

= Allow no CAn 7 Allow no CAOL I 1 _l? Dayis] | 0= Hours]
v Attendance Active ¥ CountOT |Jsed timetable: * =
v Holiday ¥ FRegistry for OT
Azzigned schedules list T =

Start Date  |End Date | Shift Schedule|
200371 29991231 namall

S OE ¥ Cancel |

On the window the operation is the same with attendance time setting
operation, which sub-item is staff maintenance attendance setup.

Click in middle bar Employee temporary shifts button to manage shift,
If one(or several )staff needs to change his/her work hours temporarily,
his/her shift can be arranged temporarily, click staff temporary

arrangement button, pop up dialog box, window is following:
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warning x|

You selected 4 emploveels) 1001, Liuzw, 3388 ..,
Arrange temporary scheduler For them from 2003-07-21 ko 2003-07-27 ¢

1 Cancel |

oClick (OK)button, enter temporarily schedule,

eclick(Cancel )button, return staff's schedule window. First definite
schedule hour, select staff, if you want to select a lot of staffs, can press
(Ctrl) key, simultaneously click staff or use all selected button, then click
on (add period of time) button, select to add period of time on the
window of adding period of time, and what day or how many is to add.
The operation method is the same in shift management to add period of
time.

oClick (save temporarily schedule) button, to save temporarily
schedule or click cancel to cancel the action.

Temporarily schedule is superior to shift schedule.

Print staff ought on-duty time

o(Click (print staff ought on duty time) button. It can print all
selected staffs work hours, which is in definition period of time.

Cancel temporarily shift

o(Click (cancel temporarily) button, cancel data of selected staffs in

definition period of time. Back to normal work hours.

To handle various regular change shift is a software‘s strong function.
Here ,illustrate change shift method with four shifts three times change a
week, example ,there are A\ B. C. D four shifts, work hours schedule
is divided into, morning shift, day shift, night shift, three period of time,
the application beginning date is 1.

As before instruction finish the operation, the following window

-75 -

Before Installing

Machine Management

)
<
B
=

Connect with software Operation help

Troubleshooting



Time & Attendance Program

appear:

g

Timetable NameIDn-duty TimeIfo-duty TimeIBeginning Ex’lnIEndina Al B
| [0 06:30 1515 04:30 02:30
| |00 05:00 1600 04:00 0800 -
|| mering 08:30 12:00 06:30 10:30 Timetable Mame |Manage
|| after 15:30 21:00 1230 17:30 On Duty Time |H8:30
| |70 07:30 1615 05:30 0930 OFf Duty Time |17:30
BEED 08:30 17:15 0E:30 10:30 Lats Timaidinst |
| [1330 13:30 2215 11:30 15:30 Leave Eatly TineiMin]
| [15:00 16:00 000 14:00 12:00 o =

21:00 21:00 06:00 1900 2300 e,
1515 15:15 00:00 1315 17:15 Endingln |10
[ |1530 15:30 00:30 1330 17:30 Beainning Out |14:30
| [15:15 16:15 0:00 1315 1615 Ending Out |07:30
| [8: 30 02:30 1230 08:30 10:30 Count as Warkday 1
| |00 08:00 20:30 05:00 10:30 ¥ MustCiln
| [715 0715 1600 0515 0g15 ¥ Must C/0ut
[imarage i 1730 05:30 11:30

- Change the Dizplay Color

Kl

Staff work hours schedule list:

Date Morning shift | Day shift | Night shift | Have rest
shift

1 A B C D

2 D A B C

3 C D A B

4 B C D A

5 A B C D

6 D A B C

7 C D A B

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

On the statutory holidays, staff will take a rest or vacation pursuant rules

of law. Then it is required to adjust some setting of the attendance system.

Select holiday list sub-item under of “maintenance/Option”, to open the

window of holiday maintenance: g)
s

‘H"II'-H+—A.-/‘S{(!

IH:::Iiu:Ia_I,I M ame lHu:uIiday Time IHDIiu:Ia_I,I Length' ﬂ

j M ational Day 2003101 7Day
4

labor day 200351

=
S
=
=l
2
=
£
3
2,
o

Utilize the tool bar of holiday list maintenance to construct holiday
It is need to set holiday’s name, holiday’s dates and holiday lengths.

3.2.9 Leave Style Setting

Click leaving setting in down-drag menu, following window pop up.

Connect with software

Troubleshooting
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Establish Normal Leare Class x|

4 4 = p f = a 7 |

Sick ﬂ Leave Class Mame:

Yacation IDther

—Statistical wile
birn, it Found-off control———

Iwﬁ ~ Raund dawn
: =l {* Round off
IHour "I " Round up

[ &ce. by times
¥ Round at Acc.

Symbol in repart IT v Count to leave

-

Utilize the tool bar to add, delete, and modify leave style as well as utilize
account rule to set leave record rule, not only set to control leave give up
or count, but also set the symbol in record list .

3.2.10 Attendance Rule

Select maintenance /setup menu, click attendance rules option, and this
window will pop up
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Formulate attendance checking rule x|

B azic zettings I Calculation I Statiztic items I

LInit mare IFingerprint attendance System

Abbrewviation IFihgerpriht Shift expands bwa days

From I & FaTgla ETH vI ztart a wmeek £+ 1zt day shift
" 2nd day shift
From I-I vi =tart a month ol

The longest time zone under  [560 vI mins

The shortest time zone exceed  |120 j mins

Least minutes of shift interval |19 vl mins

Out State——————— OT Stak
= lgnaore the state i lgnore the state
‘- A Ok £z 0T directly
" Az Buziness Out
= Audit it = Audit it

“ ak I x Cancel I

This interface consists of three pagination pages;

It is required to set the beginning day for each week or the beginning date
for each month. some companies calculate their attendance record from
Sunday ,and other from the 26th, after these setup, it is convenience for
calculation to select time.
If a shift expire 0:00, it should be defined which workday this shift
belong to.
How many minutes are the max shift period of time no more than? How
many minutes is the min shift period of time no fewer than?.
In order to determine attendance status, verify record correctly, grant
smart schedule demanded, so that the valid attendance time is not litter a
few minute. Otherwise the system will determine record as invalid
E.g. an interval of five minute, there is valid record at 8:10, so, among
8:10 between 8:15 records are invalid, it is only valid record after 8:15.
Out state: There are four methods be selected to handle leaving status

% Ignore state: This status is ignored while attendance statistic to
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handle.
% As Out: This out status is sided Normal out.
% As Business Out: This status is sided on business out.
% Audit: make a verification for record by hand, examine staff
whether go out.
Over time(OT) state: The over time consist of, counting over time,
not counting over time, leader allowing and count over time, three
status
% Ignore the state: attendance statistic does Not count over time;
* As OT directly: over time does not needs to be examined, count it
directly:
% Audit it: make to verification for record by hand, in order to
examine whether staffs have over time

Examine operation is sub-item which attendance exception require and

record list other exception require.

Click Calculation pagination, account window appear, it is following:

Formulate attendance checking rule x|

Basic settings  Calculation I Statistic items I

One workday as IdZD mins

Clock-in awer I'I a vl mins count as late
Clock-out owver Iﬁ mins count as early
I« If na clock in, count as I."l'-.bsent LI j minz
W If ho clock aut, count as I.t'l'-.bsent LI IBD j minz
V¥ &= late excesd |1 20 37 minutes, count as absent.
IV &z early leave exceed |1 20 37 minutes, count as abzent.

I After |3U 37 minz. leaving count az OT

v’ Ok I x Cancel I
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You need to set that the work hour account by minutes; this value should
be the same with on-duty hour, because statistics result correct depends
on this value.

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

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

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

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

Click statistic item on the pagination, and following window will pop up:

Formulate attendance checking rule x[

Basic settings | Calculation Statistic items l

Mo C/ln on Leaving Post

 Statistical rule

[BLeave PN

Normal — Min. unit Round-off control————
Late IO'S—E " Round down

2 ' = & Round off

‘Absent I’W’otkda}, vI " Round up

glst [~ Acc. by times [~ Group by time periods
N/n [v Round at Acc. [~ Group by holidays
N/Out

ROT =

BOUT Symbol in report IG

ouT

FOT

[ ok | X Cancel |
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You can set statistical rules and symbols for staff leave on business,
coming late and leaving early, etc, on the pagination label.
Freely over time: Over timework is not registered in schedule, staff
attendance is regard as freely overtime.
Notice: the system default setup only suit attendance situation which one
day is divided into two period of time, if one day is divided into more
than three parts for attendance, please select all item and total them to
ensure the accuracy of the calculation.
% Group by time periods: This item will define whether attendance
record will be distributed into their corresponding shift period of
time. E.g, select all items that are without check-in item and group
them, then you will get the total of time without check-in and
check-out item.
% Groups by holidays: only count the times, how many times are to
display on the record list, No time record.
Y After cumulate to round: select this item's all time to amount,
which become into corresponding statistic unit, then according to
min unit setting rule to round.
% Round up: when the statistic data have point, the system will make
after point figure to carry upward as 1. For stance, the min unit is
1-work hours, so that the calculation result of 1.1and 1.9-work hour
will be record 2-work hour.
% Round off: If the left value which after point figure excess 5, the
value add 1 otherwise the left value is abandon
% Round Down: Abandon the value No matter how many it is.
E.g. min unit is [ work hour, so that the calculation result’s 1.1and
1.9 count 1 work hours

3.2.11 Database Option

The system adopt Microsoft ADO database connect port, default single
Access2000 database, filename is att2000.mdb, you can set up database
82 -
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connection according with real situation.

When system appear following error prompt, you need modify you

Before Installing

database connection setup

Attendance Managemenk P il

Q Authentication Failed.

g
g
g
2
g
=
2
=
g
-

Select sub-item maintenance/option, Click data option, the following
window pop-up

ES) Data Link Properties =] _
Frowider ICon_nectionI Adva_ncedl A1l I z“
Select the data pou want to connect bo: g
OLE DB Provider[s]
Microsoft Jet 3.51 OLE DB Provider
W 1 CLE DB =
Microsoft OLE DB Provider for Indexing S ervice
Micrazaft OLE DB Pravider for Internet Publizhing
Microsoft OLE DB Provider for ODBC Drivers
Microsaft OLE DB Provider for OLAP Services
Microsoft OLE DB Provider for Oracle =
Microsaft OLE DB Provider for SOL Server z
Microzoft OLE DE Simple Provider g
S DataShape E
OLE DE Provider for Microzoft Directory Services §
5
£
o
£
C
8
ok | Camcel | Help | 2
S
(1) Select Microsoft Jet 4.0 OLE dB Provider;
(2) Click next or connect, enter following window:
2
S
£
5
5
g
[
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B2 pata Link Properties x|

Frowider Connection Ihdva_ncedl A1l I

Specify the following to connect bo Access data:

1. Select or enter a databaze name:

[C-\Proram Files'ZK Software A1 B4AT T2000.MDE

2. Enter information to log on to the database;

Lzer name: IAdmin

BPazzword: I

[V Blank password [ allow zaving password

T ezt Connection |

Ok I Cancel I Help I

Clic button, select database filename
A: For a single computer
Through the pop-up menu of File Manager, attach it in the attendance
database file. The default file path is C:\ProgramFiles\Zksoftware
\Att\att2000.mdb
B: For a Network
For instance, three attendance checking systems are linked together, with
their computers labeled with Computerl,Computer2 , Computer3
respectively and Computerl is the host. First, make the installation
directory of the attendance system on Computer]l to share with other
computer, and grant Computer2 and Computer3 to read-write and access
Computerl is available. The Database link on Computer] is pointed to the
local attendance checking database, and database link on Computer2 and
Computer3 is pointed to the database on Computerl. Thus the three

machines are able to share data.
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If you want to use a network database, first you should establish the :%
Fingerprint Attendance System database on the database server. In the :
installation directory of this attendance checking system, you can find a
file with the name of sqlserver.sql, which is the SQL script for
establishing the Fingerprint Attendance System database on Microsoft E
SQL Server 7.0 . If you are using other database servers, please refer to g
this document to establish the Fingerprint Attendance System database. Ef
s

Provider Select Microsoft OLE DB Provider for SQL Server clicks next
or connection to enter this following window:

BY) Data Link Properties |

Prowider Commection IAdvancedI A1 I

Specify the following to connect to SOL Server data:
1. Select or enter a server name:

|zk2EIEIEI v | Befresh |

2. Enter information ta log on to the server:
= Use Windows MT Integrated security

)
<
B
=

{* Lze a specific user name and password:

Uszer name: Iaa

Eagsword: |

[+ Blank pazsword [ allow zaving pazsword

Operation help

3 % Select the database on the server:

|att2000 =]

™ Attach a database file as a database name:

| atz000

=ing the filename:

| ]

Connect with software

oK | Caneel | Help |

Confirm the name of server for storing this database, information, and the
name of database that is used in logging server. Click (OK) button to
complete settings.

Troubleshooting
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3.3 Handle Attendance
3.3.1 Handle Attendance

Click (Attendance) on main menu, pop up following menu:

£ Attendance Management Program - [ Temp-Supervisor - |E||5|

Data | Attendance Search/Print  Maintenance/Cptions  Addin - Help

| E:l Emploves Leaving on Business)Asking For Leave =4 I‘L
Al Forgetting to Clack infout Chrl+k  feport | Exit spstem
Coming Late Collectively Chrl+L

3.3.2 Employee Leaving on Business / Asking for Leave

When a staff leaving on business or ask for leave are unable to attend
Normal attendance, in order to ensure end statistic result is correct, it is
required that utilize the function to set. click “staff leaving on business/

ask leave” command on menu, the window is following:

& Employee Learing on Business /Asking for Leave Setup - o] =
Time Fange—
-|OUR COMPANY = EY Report
Den.| =l From [E708/2003 | =] 4|- DeR
Marme: [Huangzf =l | 1o fos/mesz00: ol Export |

E Sick “Yacation - | >

a 10 11 12 13 14 15 16 17 18 19 20 21 22 2324

7
0801 Fii |
08-025at | |
|
|
|

03-03 Sun
02-04 Mon
03-05 Tue

2 3
[
|
|
[
|

_—
——n
—_—
—_—
—_——————e

9
[T L] 1]
Y Y Y O O B
Y Y Y Y I
N O
N O A B

Reazon: I

YD Wiew A List Wiew f
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For stance, illustrate with general company for staff Mr. Wang set asking
leave operation, the process is like this:

First select departments and Employees, Confirm Beginning/Ending Date.

There are tow methods to add leaving on business or asking leave:

1) One way: After selecting departments, staff and date/time, lift-click on
the box of Select Set Asking-for-leave Time, and hold, drag to draw a
time period bar, and then loosen the left button of the mouse, and the
following dialog box of Select Leave Types will pop up.

4 Add the Item of Leaving o x|

Time Range
From |01/08/2003 51| |00:00
To [E5/08/2003 )| [23:59

Pleaze chooze the leave type:
| sick |
Reason

o OE I X Cancel I

Choose asking leave s from the selected style box, type reason in the
cause box, click (OK) button to save adding leave, click (cancel) button
to cancel all action , after, the window is following.
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& Employee Leaving on Business/ Asking for Leave Setup - IEllﬂ
Time Range———— _
Dep.:| DUR COMPANY =l From [B75672003 5]
Name:IHuanng j To IUE.-"DS.-QDEIS E Export |
ﬂ Sick Wacation - D x
01 2 3 4 5 B 7 8 9 1011 1213 14 15 16 17 18 19 20 21 22 2324
osoifi | | [ | | | [ ]| [ | | | ] ]
oscasat | | | | L L L]
ogo3sw | | | | | [ L L]
ogodbon | | | | | | [ | L
ogostws | | | | | | [ [ [P0
Heason:l
\,Dag\u"iew,{ListView,-'

% You can modify one asking —for leave time period on the window
% You may move the cursor of the mouse to one end of the
asking-for-leave time bar, and when the cursor changes to +*,
right-click and hold, drag the mouse to modify asking-for-leave
time.

% You may also move the cursor to the asking-for-leave bar, and
when the cursor changes to*#, right-click, hold and drag to move the
asking-for-leave time as a whole.

% If you want to modify accurate time, and when the cursor changes
to %, double-left-click or click ‘modify’ button on the setup

window. The following dialog box will appear.
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£ Add the Item of Leaving on |

Time Fange

From |25/08/2002  T51| |00:00
To |05/08/2003 =] [23:59

Fleaze choosze the leave type:
| sick =l
Reaszon

W OE I X Cancel |

Type correct time into time box, click (OK) button to save modify.
2)Another Way : Click create button on the operation window, the
pop-up window is following:

4 Add the Item of Leaving on x|
Tirme Range
From | ¢ 15| [oo-no
T.;.| A = |23:59
Fleaze chooze the leave tupe:
|5ick =]
Reazon

W OK |

Choose the date, time. leave style, then type into asking leave reason,

click “OK” button to save setup , click “cancel” button to cancel the
action. After saving, the window appears as before way.

If you want to cancel one item setup, e.g. just set asking-for-leave will be
canceled, you can left-click on the asking-for-leave bar, which wants to
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cancel, then click “DEL” key to cancel. Or you can drag mouse cursor to
end of asking-for-leave time, when cursor become ++, left-click, hold and
drag mouse till all asking-for-leave time bars disappear, by the time the
caution box will appear.

Attendance Management P ﬂ

@ Do o wank to delete this ikem?

)

Click (yes) key to cancel the setup, click (No) key to abandon the action.
You may utilize cancel setup to left-click cancel “button” on the setup
window, after click, the following prompt box appear;

Attendance Management Progran il

@ [01)/08/2003 02:00:00] - [01/08/2003 18:00:00]
Sick

Do wou want to delete this item?

Real to cancel the item, click “yes (Y) ” button, abandon operation to
click “No (N) ” button.

When you add leaving on business time period, and if this time period
overlap exited time period, the following caution box will appear:

Attendance Management Program ﬂ

0 You can't add this ikem of Asking For Leaving/Leaving on Business:

Mew Time Petiod will overlap with existing time of Asking for Leave|Leaving on Business!

Click (yes) key, the operation is invalid.
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The system provide some only sample leave style, if you want add leave
style, can enter leave in maintenance /setup to add.

Click (establish list) button on the setup window, the following window
will appear:

-
tox EEHE AN X
Al
. . J
Business Leave/AfL List our company From 2003-06-01 To 2003-08-05
|Start Time |End Time |]]u.ration |Ty1)e |Besnn |
Huangzf 1
[03-08-01 08:00 [03-08-01 1800 | 1000sick | | =
Fage1/l |4 | O

May utilize (zoo) button to alter display area, click (save) button, will
save the report file to the disk.

3.3.3 Handle Staff Forgetting to Check-in

If one staff forgets to check in due to some cause, this function of Handle
Staff’s Forgetting to Check In can be used to add a check-in record.
Click Handle Staff’s Forgetting To Check In under the menu of Handle
Attendance Checking, and the following dialog box will pop up:

Append employee’s forgok Clock-inouk il
Dep.:|OUR COMPANT =]
Mame: I Huangzf LI
State: ICa"In LI
Add record time: |l35 August 200;' 17:00:59 ﬁ
T Append | F] Clos= |
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You first select department and staff, and choose adding record style, Set
record the date and time, click ‘add’ to add anew check-in record

When a new record has been added, the add button becomes gray and
invalid. But it will become bright and valid again after the employee has
been changed to another one, or the check-out time has been changed.
Click the close button to close this dialog box and return to the main
menu.

There are many select status of Not only check-in and check-out, but also
other option in select box, the window is following.

Append employee’s Fforgok Clock-in/ouk 1[

Dep.: | OUR COMPANY =l
=

Marme: I Huangzf

State: I CAn

Add record time:

3.3.4 Handle Staff Forgetting to Check-out

If one staff forgets to check out due to some special reasons, this function
of hand staff forgetting to check-out can be used to add a check-out
record, the operation process is the same with operation of to staff
forgetting to check-out. See up part.

3.3.5 Handle Coming Late Collectively

If part or all of the staff of one department come late, this function can be
used to modify staff check-in time, click (coming late collectively) on the
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down drag menu, and the following dialog box will pop up:

Handle Coming Late/Leaving Early collectively X
Department: Employes: %] @]
n ‘when part or all of emplopes from one
D;UH EDMFANY AL Ho. Hare - department come late or leave early with
E| eﬁecutwe 11 Huangzf reasans, employes’s clock-in/olock-out
i eBuy 1000 1000 time can be changed, and the changes
civil zervice — can be searched by using <Modify Logs
finance | 100 10m from Employee Attendance Fecods
ministty of personnel | 2 Liuzw * Coming late " Leaving early
- Repail _18288 EBEB rHeglect Clackdn record————————————
e Tech | UL
[ o From [ Avgust 200 7030000 =
16 Livsei
- T v g asnn =
iE Wi o 05 Augst 2007[|0345.00 =
| 12 Zhanggm r~Clock-in time after modificatio
7 Hiaohf
- v -0 =l
B i {05 fugue 2007 foRomon =
29 Lindg
_5 Gaozm J / QK | x Cancel |

In the department option, select the department to which the staff who
come late collectively belong and then click the staff that you want to
select in the staff option box, if you want choose staff more than one, you
can click the mouse while press Ctrl key. Click selected all buttons to
select all staff, click cancel all buttons to call off all selected staff.
Selected style consists of “coming late collectively” and “leaving early
collectively”, when you select, only lift-click on item you select.

Neglect check-in record means to neglect selected staff all check-in
record during the time period is defined by the from time box and the to
time box, check-in time after modification means the time of the check-in
records to be adds in.

Click (OK) button to delete all neglect check-in records or add check-in
record after modification, and to return the main menu.

Click (cancel) to abandon this action and return main menu.
3.3.6 Handle Leaving Early Collectively

If part or all of the staff of one department leaving early with reason , this
function can be used to modify staff check-out time, the operation process
93 -
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is the same with to handle coming late collectively , it is only to select
leaving early collectively.

3.4. Search/ Print
3.4.1 Search/Print

Click (Search/Print) on the main menu, pop up menu is following,

& Attendance Management Program - [ Temp-Superisor - |E||ﬂ

Data Attendance | SearchfPrint  Maintenance/Cptions  Addin  Help

E =) Attendance Record I
Attlog  Lee  Current Emplovee's On-Duty Status  CtdB || Extsystem

=1 Attendance Calculating and Reports  Chrl+R

3.4.2 Attendance Record

Click attendance record sub-item on the main window of Search/print,
and the following window will pop up:

& Search Employee's Attendance Checking Recard - |D|ﬂ

rLondition

| QUR COMPAMY v IF you wark add, edit attendance checking's
Dep I J original records, please use the functions of
Nare: | Huarigef j “Forgeting to clock in/out”, "Coming

: Y L ate/L eaving Ealy Colectively”, or "Handie
Tine Range Aitendance Checking Records In Advarice”.

Fom [N0B003 35 [1000 & Freview
To[ e | (653 et | e o
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Dosearen ¢
E
£

Select staff, determining Beginning Date/Time, and Ending Date/time, &
/M

and click search button, selected employees’ attendance records during

the defined time period will be shown in the display box of Search Result

in the lower part of the window.

-l
r~Conditiory Eﬂ
v If t add, edit attend hecking' g

Dep: I DUR COPaY J nl?goiﬁa‘;\‘;gn?ds, ;Ialasae 325 ?E: ?u?ﬁc?icn:nlg gnfs =

: " Forgetfing ta clack in/aut”, 'Cami =

Name: I HL.'anQZF Latoégfe:\?ing E:ﬁy Elr;\lgitiveb"?,ngngamd\e "<:;

Time Rang Attendance Checking Records In Advance'! s

From |01/06/2003 1] [o0:0 [& Preview
To [U3/06/20m )| [2359 Bt | odiy Log ; 5

Diepartment |Name |N0 |Date.fTime |Clock-in.-*ouli Location D | ﬂ
L UR COMPANY | Huangzt 1 07-0518:15:00 C/0ut
|_|UR COMPANY Huangzf 1 07-06 19:04:00 C/0ut
|_|UR COMPANY Huangzf 1 07-0919:24:00 C/0ut
|_|UR COMPANY  Huangz! 1 07-10 19:47:00 C/0ut
|_|UR COMPANY Huangzf 1 07-11 18:21:00 C/0ut
|_|UR COMPAMY  Huangzf 1 0712 181700 C/0ut
|_|UR COMPAMY  Huangzf 1 0716 18:47:00 C/0ut
|_|UR COMPANY Huangzf 1 0717191700 C/0ut
|_|UR COMPANY Huangzf 1 0718 18:15:00 C/0ut
|_|UR COMPANY  Huangz! 1 07-1318:15:00 C/0ut
|_|UR COMPANY Huangz! 1 07-25 08: 48:00 C/ln
=l .
:
If you want modify the color which display check-in and check-out =
v
. . o
record, double-left click color bar, pop up color option; select color for ©
need to save.
g
Click (preview) button, appear following window %
=
c
£
g
2
°
£
5
=y
E
&
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R
fFux EEE # X
Emp's Aftandence Records ..., 003-06-01 4o Z003-08-05 4
[
Tept. : OUR COMEANY
Huangzf (1)
07-05 1815 C/0ut
07-06 1904 C/0ut
07091924 /0wt
07101947 /0wt
07111821 Cfout
07121817 /0wt
07161847  Cf0ut
07171907 /0wt
07181815 /0wt =
07191815 C/f0ut 3
07250848 C/n :I
Page 1/l |4 T ]

This record report can be printed, exported, save as files.

Click (Export) button to export searching result, appear following
window

Export Fields Options x|

Fleaze zelect the fields that you want ta export: Predefined Items List:

CISERID -
[v| Department I J
[v| Narne
[ Mo,
Date/Time
Clock-infout . ou may:
Label Mo, ¢Save Curent Dption Input a name in
[[] deptname the above Predefined Items List, and then
press "OK™
<Import Previous Options> Choosze one
name that have been saved before in the
above Predefined [tems List, and then
press "OK™

o 0K X Cancel
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Firstly checks it before the files to export. If next time you want to select
the same files to export, you can input a item name in the box of
Predefined Items, and click OK to save the selected files in this item.
Next time, if you want to call your previous choices, select a name saved
in the box of Predefined Items, and click (OK) to enter the following

window:

Save in; Iﬁ My Documents j gl

File name: |2DD2-1 -1 Save I
Save as type: IMicrosoft E =cel File[*.xls) ;I Cancel |
:'.I.1 :I”- E e ] S ,:ﬁ/:
Dbaze Table[*.dbf)
Text File [ t=t]
TAB Beparated File[* tat]
C5W File[®.cav]

Input a filename for this file to save in the column of Filename, select the

type to save this file, and then you will export the selected data to this file.

You can save a file as the five formats: Excel files (Microsoft Excel
File(* x1s)) , DBF formed database files, right justified text files, text files
separated by TAB, and text files separated by semicolons.

Click (modify log) button, the Record changing logs appear:
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& Record changing logs — EI|5|
i~ Conditiory
OUR COMPAMT = The appended, modified, deleted recaords can be
Dep. I _I seached. And you can select the missing operated
M <Al - 5 h records and restore them[Press Cirl key can
M I J 2 g ok multiply select recards).
Time Rang:
| Tl | e |
Fram |06/01/2005  '35]| |00:00
Ta IUE"":}U/ZUU5 Ell |23-58 Export | Cu Restore records | AN CAOut
Dept IName IAC-ND I Clock 1/0 Time: ITypE IAdd IMUdIf\EE‘ De\elec‘ Reason Operator
! OUR COMPAN 1 1 £/23/2005 11:09.56 PM OT Out B4 O O Append employee’s forgot Temp-Sup
| | OUR COMPAN 1 1 E/23/2005 11:09.56 PM OT In B O O Append employee’s forgot Temp-Sup
| | OUR COMPAN 13 13 E/23/2005 10:09:56 P C/n B O O  Append employee’s forgot Temp-Sup
| OUR COMPAN 13 13 E/23/20058 11:09:56 PM C/Out >4 O O  append employee’s fargot  Temp-Sup
-
K| s

Click (Preview) button, the Preview window appears:
Tmz 2EHE # X

History Record of Attendance Lon  gurcomrany P

Diept. Hame Fin It Tims Ins Ot Modifier Modi Time Tupe Reason

e T
auncoupay 1 mmmm Th Teemwssmam  ipesd
uncompANE B mpmm b TeeemwemszE Amosd
CURCINPANYG B DSBD® 001 TpukmimIL fepekd e samphace

Page 1/1 [ =

Click (Export), it is same this operation as export attendance record Data
process.
After Exporting, click () button to return to main menu.

Some times, it, because make mistake to operate and real situation change,
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need to cancel modification of attendance record, as this time, you may

utilize restore function to make it real.

Before Installing

3.4.3 Current staff’s at-post Status

To check employees who are currently at post or not at post (including
leaving work normally), you can click Current Staff’s At-post Status
sub-item under Search/print, and the window is like this:

£ Search Current Employee’s On-duty Status - |D|ﬂ
COM
ﬁ Huery
= o |

Tine |05 August 2003 ~|{175245 =

z
5
£
g
3
g
=
£
=
g
=

Dept: |y

(12 Preview |
(On duty
Lo  Onduty € Naoton duty 1 Claze | Mot on duty
Department |AE Mo, |Name |Last Clack-indout Time I ﬂ

Select Departments, date and time, click All or At Post or Not At Post,

select query type, click Query button, and you can find out current staff’s

Operation help

at-post status. One query result likes this

Connect with software

Troubleshooting
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il
Dept: | OUR COMPANY =l
ﬁi Query |
Time: |25 Juy 2003 w|[175421 =
@, Preview |
On duty 1
Lo " On duty Mot on duty ‘ l-'L Close | Mot on duty 26
|Name ILast Clock-infout Time I ﬂ
E Huangzf 03-07-25 1748
OUR COMPANY 1000 1000
OUR COMPaAMNY 1001 1001
OUR COMPANY 2 Livizw
OUR COMPANY fate fete
riviztry of personne 14 Dujun 03-07-24 1758
Tech 15 MexLer
Tech 16 Liwei
Tech 8 Wieikg
|

Click (Preview) button to preview record list of searching result, the
window is following,

-0/
tux EEE @K X

—ﬂ
Employee current on duty status o conear From 2003-07-25 To 2003-08-03
AC-No. Hame Last Clock Time On Duty AC-Ho. Hame Last Clock Time On Duty
Department: OUR COMPANY Department: civil service
1 Huangzf 03-07-25 17:48 On duty 10 Lily Kot on duty
1000 10o0 Hot on duty 11 Heyl Hot on duty
1001 oot Hot on duty 17 Zhaoz ] Hot on duty
2 Liuzw Hot on duty 19 Zhouhm Hot on duty
G585 G585 Hot on duty 3 Luoz Kot on duty J

-
Total: 5 Enployees  On Duty: 1 Mot On 4 3 Tangrh Fot on duty "
Total: 6 Employees On Duty: O  Hot On: & ﬂ

[Pagetil [4] O ]

After searching, click (Close) button to exit or X return to main menu
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3.4.4 Attendance Exception Search and Record

In attendance management, we usually need to search exception situation
and to print various attendance record.

Through the Attendance exception searching and record list, to modify
attendance exception and record list is available, there are four operation
windows which are attendance record exception situation. shift exception
situation. other exception situation and attendance statistic .

Click exception search on the main window, or exception search sub-item

under search/print and the following window will appear.

& Attendance calculation =12 %|
TinsRange |
Dep. [OUR COMPANY ~ Caloulate
From |06/0T/2008 @] | ———————
Hame |13 | To [0673072005 6] B Export
Sort
2 Searcd I8 Newt ’— [~ UserNum. [~ Mame [~ Descending

Clock In/Dut Log Exceptions ~ Shift Exception |M\sc Exceptionl Caloulated \temsl

j—l @ Chanae color..

@ Filter by sxception
(@ Filtsr by timetable

(@ Maintanance AL/RL
(@ Append Clock In/Out L

Click (calculate) button, the attendance calculate windows appear:
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Ritendance calculation

DeD_;IDUH COMPANY vl
Marne: | Huangzf 'l

Clock In/0ut Log Exceptions  Shift Exception | Misc Ekceptionl Calculated itemsl

Time Range

Fom [01/06/2003 81|

To IDB:’D&QDDS EII

Export data |

[d«

@ Changa color...

Nare |AE-N 0. |Date | Timetable I On dutyl Off dutyl Clack InI Clock Dutl Late | Early
! Huangzf 1 0601 Daytime 0830 1730
L Huangzf 1 (602 Daytime 0830 1730
L Huangzf 1 (603 Daytime 0830 1730
L Huangzf 1 (604 Daytime 0830 1730
L Huangzf 1 06-07 Daytime 0830 17:30
L Huangzf 1 06-08 Daytime 0830 17:30
L Huangzf 1 06-03 Daytime 0830 17:30
L Huangzf 1 0610 Daytime 0830 17:30
L Huangzf 1 0611 Daytime 0830 17:30
4

ol

@ Filter by exception..
@ Fier by timetable.

@ Maintanance AL/ABL
(@ Append Clock In/0ut |

Click (display/hide) button, it will show the function of display or hide

on right tool column.

Exception divide into three kinds: attendance record exception situation
(Check in/out Log Exceptions), shift exception situation (Shift

Exceptions),

attendance exception pagination , to select department, staff and to
determine start date/time, ending date/time, click(search count)button,

the window is following.

ALLendance calculation

Dep.:| DUR COMPaNY |

Time Range

From [01/07/2002 231

Caloulats

Fieport

other exception situation (Misc Exceptions). Click

Export data

Marne: [ <A 'I Tnl3h‘0?f2002 I
Clack In/Dut Log Exceptions | Shift Exceptmnl Mige Ekceptionl Calculated \lemsl
|Name |AC—N0 |T\me |State |New StatelEHceptmn |Dperatmn |
Ci

@ Change colar...

@ Chanae filter.

Processing

o Change state

o Delete selected

o Lancel operstion for selectec

o Change records which auto ¢
timetable to OT record

@ Lopend Clock In/Out Lo
@ Wiews operation history
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The systems rely on the made rule, sift, method of count to determine the
situation whether is correct or not. The systems show these records which
locate beyond scope of check-in, check-out time period setup are invalid.
E.g. Mrs. Wang on the 4.March. his attendance record show invalid, on
that day, it is only one record, it will be think absent a work when the
system going to statistic, this may be not true at this situation. the
administrator need to know what happen to the staff, that is whether
forgetting check-out or leaving on business to unable check -out, if is
forgetting need to patch a check-out record, if is leaving on business, to
patch record on business leave.

The system is able to automatically modify record to correct which judge
by it self, the correction status column is already corrected by system,
system utilize the situation to count while going to statistic,

Tool column;

:@ Change colar...
@ Change filter...

Proceszing

= Change state...
Delete selected

=
" Cancel operation for selected
=

Change records which auto assigned
timetable to OT record

@ Append Clock InA0ut Log
@ Yiew operation histor

eChange indication color: Be able to change various statues appearance of

color. Click (Change color) the window will appear;
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ek

[1 1realid

|:| Repesat

- Wrong Stake
[ o

CloT

ClFor

|:| AutoSchedule

select rectangle of color on the every status, choose color you need on the
window, confirm to click (OK) button, and save.

eChange filter condition : definite that status record in display, click
(Change filter) the following window will appear:

Ik

Irvvalid
Repeak
‘Wrong Stake
ik

oT

FOT
AutoScheduls

LT L T S A 4

Make a check it show selected status, appear on the display box, utilize
clicking(\/ ) to switch status between selected and unselected.

eModify it as new status: able to make a present status of selected
record to become a select status, after selected a record, click (Change
state) the window is following:

Cl/In
/ot
OT In
OT Ok
Ot Back
ok

Because there are all record of clock -in on this picture, so that the
check-in status is unable to use, can select other status.

eCancel attendance record: able to sign select attendance to cancel
status, after use the function, the tool column will add two item, Click
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( Delete selected), the window is following:

@ Change color...

Change filker. ..
Processzing

&7 Change state...
= Delete zelected

=" LCancel operation for selected

= Change records which auto azsigned
timetable to 0T record

The record count of proceszing: 1
i@ Aol al
@ Cancel all

@ Append Clock [nA0uk Log
@ Wiew operation histor

e Utilize all setting operation ( Apply all) :

after selected this item, all setting operation which display in operation
column is valid before this,

eCancel all setup operation (Cancel all) : after select this item, all
setting operation is invalid before this, all operation will disappear in
operation column.

eCancel current record operation(Cancel operation For selected) : only
cancel current record operation.

eMake all smart schedule record to become over time (change records
which auto assigned timetable to OT record): Make system smart
schedule record to overtime.

eHandle forgetting check-in or check-out( Append Clock in/Out Log) :
The process is the same as attendance handling operation.

e Search modification record log ( view operation history): The process is

the same as sub -item of search/print attendance record operation.
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In the search record display window, right —click. the menu will appear
following:

Export Data

Create report For current grid
Copy dataifrom First b current)
Copy dataifrom current ko last)

Columns *
Shows all columns

Hide all columns

Save grid layout

Load grid lawout

Export data: The same as ‘export data’ button function on the window.
Other operation is the same as to export data before.

Export Fields Options |
Pleaze zelect the fields that you want to export:  Predefined Items List:
[w:M ame -
ALC-Mo I _I

Time

State

Mew State 2 0L Ay

Exception <5 ave Current Option: Input a
O peration name in the above Predefined

Items Ligt, and then press "0OK".
<Import Previous Options: Choose
ane hame that have been saved
before in the above Predefined
Itermsz Lizt, and then press "OK".

o DK X Cancel |

Create report current grid: The same as “preview record list” to
establish current data record list function make searched attendance
record as record list to export. Able to list prints to export, save, and

search for in list, etc. operation

Copy Data ( from beginning to current position): Searched record
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result copy directly, form duplicating to current position) and can patch in
Excel list directly

Copy Data (from beginning to ending ): searched record result copy
from current copying position to ending, and can patch to Excel list
directly.

Column: select item name on the searching window appearing, click
pop up menu is following,

Emp Mo.

Mame

SO,

Time

Skate

Meww State

Exceptian

Shift

» Operation
Departrent

L T T T T 4

Check show appearing words, able to click correspond word name to
change selected status

Show all Column: All item name of data row display on search window
Hide all column : All item name of data row except surname and name
hide on the search window, only show surname and name

Save grid layout: item name on which the search window appear can be
saved, load data row setting to use.

Load grid layout: According to store data row to show item

Click (preview). Following window appear
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4 Record changing logs -0 x|
r~Condition
OUR COMPAMY The appended, modified, deleted records can be
Dep I LI @ zeached. And you can select the missing operated
M -1 - 5 h records and restare them(Press Chrl key can
Ame I _I @ Sl multiply select recaords).
Time Rang
From |Us/m /2005 || [o0:00 e
To |UG«‘3UJ‘2UU5 = [2359 Espart | ©4 Restore records | CAN C/ou
Diept |Name |AC-N0 |Clock 1/0 Time: |Type |Add | Modifiec‘ De\etec‘ Reazon | Operator ;I
| | OUR COMPAM 1 1 5/23/2005 11:09:56 PM OT Out| B O O  Append emploves's forgat  Temp-Sup
L OUR COMPAM 1 1 B£/23/2005 11:09:56 PM OT In >4 O O  Append employes's forgot Temp-Sup
=1
K| oy

Record list preview: click (record list preview) button, pop up following

menu:

Draily Attendance Statistic Report
Atkendance General Report

Depart Atkendance Statistic Report
Skaff's on-Duky [OFF-Duky Timekable
Create report For current grid

Select you need statistic record list, and establish record list you need,
after it has counted, to establish other record list Not need count again.
Everyday attendance statistic record list style is following.
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-ioix]
Tz = EHE 2 X

—3

Daily Attendance Checking Report e

Mame AC-No. P12 (3 14 15 [& T 8 I [1o {11213 [14[s6 [o6 [17 [18 19 Jz0 fon 22 [23 [od [on [og [27 [aa foc
* [ M Tooe W7e| Tho] P | 5 a] S| B Toae W7 Tho] P | 5 ] S| Bk Trae| e Tho P | ] S| B Trae W] Tho Fii [ St 50

Fingerprint

om0 R[] | RATAPTA] | RRTAFIAL [ BIAIA[A A T TR

Sable

Page 1/1 [« ]

Click (watch scale) button to watch record list at a ratio, clickE‘button

to open saved record list file, click floppy disk button to save record list
as file, click (print) button to directly print search result on the printer.

click #h button to recall search menu, window is following:

Findtest 2/ x|

Text to find
Optian Ongin————
[ LCase zensiive {* 1st page

" Current page

0k, Cancel

Able to type text to search on the window, the system will automatically
find result and display it on top-left corner of appear column
Attendance statistic total list style, following:
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Lol
T = EHS M2 X

—3

General Attandence Statistic Ofuangz£)

N P e e I A I EL_ [ Win [ WOt [ Glock | Gick Jaeatiof Other |
ame —No -

[ WOay | WDay | WOy | Min. | Min. | Hour | Hour | WDay | Times | Times | Times | Hour | Hour | Hour |
Fingerprint
Huangzf |1 49 48 10 o3 1o
Tatol: 1 [i] 48 10 o3 10 -
Grand Total: 1 0 5 0 ) 10 ﬂ
Page1/ (4] 1 *

Department attendance statistic total list style, following

=1ol=|
=1 = EH S dh k? X

General Attandence Statistic Cluangz £
p— Doty |Actual |Ab=ent | Late | Early aT AL BL W/ Tr | M7Oat | Glock | Sick [acatior] Other
Hum. Whay | WOay | Whay | Min. | Min Hour | Four | Whay | Times | Timas | Times | Four | Woar | Feur
[Fingerprint 1 43 45 10 55 10
Grand Total: 1 48 48 10 a3 10
Page 171 < il

Staff's on-off-duty time list style, following:

Lol
T = EHS M2 X

Staff's On-duty/Off-duty Timetable — (iuanezf) Z003-0B-01 4o ZO03-08-05 -
||
[Fingerprint [ 1
0F/01 Sun | 0B/0Z Mo | 0B/03 Tae | DB/04 Wed | 0B/05 Thu | DB/UB Fri | OB/OT Sat
Craytime - - - -
0B/08 Sun | 0870 Mo | 08/10 Tue | DB/11 Wed | OB/1Z Thu | OB/13 Fri | OB/14 Sat
Daytime - - - - -
0B/15 Sun | OB/16 Mon | 08/17 Tue | DB/15 Wed | OB/18 Thu | OB/20 Fri | OB/Z1 Sat
Daytime - - - - -
0B/2Z Sun | 0B/23 Mo | 0B/24 Tue | DB/25 Wed | OB/2B Thu | OB/ZT Fri | OB/Z3 Sat
Daytime - - - - -
05723 Sun | 0B/30 Mo | O7/0L Tue | OT/0F Wed | OT/05 Thu | OT/04 Fri | O7/05 Sat
Daytime - - - - - - j
07706 Sun | O7/07 Mo | O7/08 Tae | O7/09 Wed | OT/10 Thu | OT/1L Fri | O7/12 Sat ﬂ
Timutime - - - - - &
Page 1/1 [ D

You are able to establish current data record list, pop up window is
following'.
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on
a
ZHES AR X :
4
—3 8
Clock InfQut Log Exceptions
=
Hame AC-Fo. Time State New State Exception Operation g‘)
<
Huangzf |1 07-05 15:15 [C/0ut Inwalid CiIn j é
|Huanng 1 07T-06 19:04 |C/0ut Inwalid | " 2
= =
Page1/1  [4] | |

On the attendance calculate widows, Click (shift Exceptions) page

label the following window will appear

& Attendance calculation -8 %]
TimeRange———
Dep.: | Fingerprint = [ Caloulate
From [01/08/2003 38 __
Repart Expart data |
Mame: | Huangef A To |05/08/2003 | Tl

Clack In/Dut Log Exceptions  Shift Exception | Misc Exception I Calculated items I ;:
=

Mame  |AC-MNo.  |Date |Timetable |On duty| Off duty| Clack In| Clock Out{Late Eaily Absent| Exception = £
Huangzf |W IDT-DB |Da_l,ltime IDB'SD |1 T:30 | | I | | (%} | @ E_hﬂELIUL"_ g

I [Huangt 1 0709 Dagtme 0830 17.30 & @ Fiter by evcoption.. ©

| |Huanget 1 0710 Dagtime 0830 17.30 x/ @ it inetatie.

L Huangzf 1 0711 Daytime 0830 17.30 1%} @ Maintsnane AL/BL

| |Huangzf 1 0714 Daytime 0830 17.30 | @ Append Clock Ind0ut]

| |Huangzt 1 0715  Daptime  08:30 17:30 (x|

| |Huangzt 1 0716 Daytime 0830 17.30 17|

L Huangzf 1 0717 Daptime 0830 1730 (%} ®

|_|Huangzt 1 0718 Daytime 0830 17.30 17| E

L Huangzf 1 07-21 Daptime 0830 1730 (%} 2

L Huangzf 1 0722 Daytime 0830 17.30 1%} g

| |Huangzt 1 0723 Daytime 0830 1730 17| g

| [Huangzt 1 07-24 Dayime 0830 1730 (%} Z

| |Huangzt 1 0725 Daytime 08:30 17.30 17| 3

L Huangzf 1 07-28 Daptime 0830 1730 (%}

|_|Huangzt 1 0729 Daytime 0830 17.30 17|

L Huangzl 1 07-30 Daytime 0830 1730 (%}

L Huangzf 1 07-31 Daptime 0830 1730 (%}

| |Huangzt 1 0801 Daytime 0830 17.30 Sick

L Huangzf 1 0802 Daptime 0830 1730 (%} té‘)

| |Huangzt 1 0803 Daytime 0830 17.30 K g

L Huangzt 1 0804 Daptime 0830 1730 (%} = __4_3
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@ Change colar...
@ Filker by exception...
(@@ Filter by timetable. .

@ Maintanance AL/BL
(@@ Append Clock In/Dut L

=
There is five-tool option in the tool column; the first item function is the
same as Attendance record abnormal situation
Filter by exception: Click it, the selected menu appear, able to select
these abnormal statue display, put check to indicate the display be
selected, it show abnormal situation.

W K

v Irevalid

v Repeat

¥ Wrong Skate

W Ot

W 0T
W
W

FOT
Autoschedule

Filter by timetable: click it, the selected menu appear, able to select
these period of time abnormal situation, put check on ahead of period of
time's name to indicate selected, it show this period of time abnormal
situation.

Maintained by AL/BL : This accords with asking for leave/leaving on

business of attendance handling setup

Click other abnormal situation page label, appear following
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ST g
Time Range alculate g’
O - R =S . :
Name: | Huangzt = To [05/08/2003 | =1 | LlEpuiaEn E’
Clock In/Out Log Exceptiors: | Shift Exception  Mise Exceplion | Caleulated items |
Department | Name AC-No. Start time: End time Exception | Audited 0ld audited| Time long|* ali = c
Huangzl 1 08010800 0801 1800 Sick 10:0 10 a8 Lhange color,.,
TJ Chanae filker
Audit exceptions
o Restore
=" Cancel all 0T =
o Promote all Free 0T g
& Count all OUT to BOUT En
=" Cancel all BOUT 5
o Ivalidate selected =
£
E:
s
@ Append Clock In/Out Lag
Tool column <
B
@ Change colar...
Change filter...
Audit exceptions
=7 Restare =
=
=7 Cancel all OT g
= Promote all Free OT g
= Count all OUT to BOUT °
=7 Cancel all EOUT
=7 |nvalidate selected
g
£
2
ﬁ
z
i@ Append Clock InsOut Log g
S
There are nine tools option in the tool column, the first two and last item
function is the same as shift Exceptions
. . . . . o0
If attendance rule want examine leaving on business and overtime setting 4
i<}
=
situation, so that examine situation column is empty, if in the definite E
g
&
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status, the examine status will appear correspond situation

Restore origin status before examine( restore) : it is only valid to
examine record, restore record status to origin status before examining
All overtime invalid ( Cancel all OT) : The record which indicate
overtime in abnormal situation is invalid to handle

All free overtime valid ( Promote all free OT): the system determine all
staff without arranging attendance record is free overtime, if this item is
selected, the system determine free overtime is overtime.

The status display overtime in examined column, and display two new
item.

Save examine record: Confirm examined, make examined status to
become has examined status.

Cancel this examine: don't save examined which have done, make
examined record save as origin status.

All leaving be record on business leaving( Count all out to BOUT) :
make all leave to record leaving on business.

Cancel all leaving on business( Cancel all BOUT): will cancel all leaving
on business, all leaving is common leaving or handle it as real situation.
Setting this attendance invalid ( invalidate select) : Make option record
status to become invalid

Click attendance statistics page label, appear window is following:

Attendance calculation -0l x|

Time Range——————— ) Cael
Fingerprint v alculate
Denc]TEAeR From |01/06/2003 1)

Repatt Export data
Name: | Huangzf v To |05408/2003 T | |

Clock InfDut Log Exceptiuns' Shift Exception' Misc Expeption  Calculateditems |

Name |ACMo [Momd[Actus [Lete [Eaty [Absent[OT  [WAn [Weow JoUT [eauUT [wiime[Times [ln  [vou [arl [Bleave] =
}

1 9 0 i i 8 0 i 0 i i 9 % 0 i 0 0

The display is statistic result list, right-click on display windows, appear
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menu: £
H
Export Data %
Create report For current grid .
Copy datalfrom first ko current)
Copy datalfrom current ko lask)
Calumns k .
Show all colurmns ;E;
Hide: all columns g
Save grid layout g
Load grid layout =

The operation method is the same as before.

3.5 Get Data

<
3
2

3.5.1 Data menu

Click data item on main interface the pop-up menu is following

& Attendance Management Program - [ Temp-Supervisor 4:05:53 PM]

Data Attendance SearchiPrint  Maintenance/Options  Addin  Help

Initidlize System @ % g l-L

Clear Obsolete Data metable  Schedule  Report | Exit system

Operation help

Backup Database

Connect Attendance Machine
mport AC Data Ch

Export AC Data Chrl+0

Impaort from USE flash disk

Connect with software

Change Lser

T et

3.5.2 Initial system

Click initial system menu, this pop-up window is follow:

Troubleshooting
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Attendance Management Program il

& Initializing the system wil clear al registered data. Do wou want to continue?

Caution: if confirm your selected, the system will clear all staff's data and
all attendance data. Before this operation you must be carefully.

Click (yes (Y)) button, the system will clear all data, and return initial
status just system install.

Click (No (N)) button, the system return main menu without clear data.

3.5.3 Clear obsolete data

Click this item on the menu, this pop-up menu will appear.:

Clear Obsolete Data x|

AL Clock-indout Record

Close Date IDE July 2DIL| | = 0K I

Backup ta |2331010.ack =

rAttendance Checking Exceptions Record

Close Date |05 Juy  2017] = OK

Backup to |is=k _aex E’&_I

—Shift Drata for AC Time

Close Date (05 July 2007 = 0K

@‘ LCompact Databasze File |

r:

After your system has been used for a period of time, a big amount of
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obsolete data are saved in the database, which not only occupy hard disk
space but also affect operation speed. Then you can clear these useless
data by using this function.

When clearing attendance check-in and attendance exception records, you
are required to back up check-in data to files. You can click

corresponding input box to type file name, and click E‘ button to save

your data file's saving path and file name, notice that you should choose a
new filename, if the name has existed in the system ,it will reminder you
to define a new filename

Input the close date of the data that you want to clear in close date box,
and the close date should be ten days before the current day you will clear
the corresponding data after clicking OK, and prompt messages will
display’

Attendance time setup data means to clear obsolete staff's shift schedule
data, select close data for clearing record, click OK and you will clear
obsolete staff's shift schedule data

In the terms of Microsoft Access database, can click “comclick
attendance database file” button to compact the database.

After clearing data , click *] to return the main menu

3.5.4 Back up database

In order to make sure data security and to restore, we suggest you back up
database in regular time , click command on the menu, select position to
save file, input filename (may be defined filename), click(save) button.
When origin database was damage, it need to restore, you should change
back up filename as ATT2000.mdb, copy the file under attendance install
dir to cover same name file, but the action only restore these data to
before back up. E.g. you back up data in 31.3, so that these data be
restored are only one before 31.3.
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3.5.6 Import Attendance Data

To import attendance record in another machine or old record to the
current attendance software ,click this command on the menu and this

operation window will pop up:

£ Import Attendance Checking Data =10 x|

' |mpart from sk Hashdizk

= |mpart from Files

=

" |mpart from databaze

Link D atabase: [uickly Chooss DB-» Before 41,2 After 1.2
Frovider=Microzoft Jet. OLEDE.4.0;Data Source=0 \Documents and Seth ﬂ

x Clase |

1)~ Import from USB Flash disk
All information of original database can be import to Attendance system
database file; to import attendance check-in data only staff attendance
data is imported.
Select import from USB flash-disk, click (Import) following windows
pup-up:

- 118 -



RF Card User Manual V3.0

=

£ Import from USB flashdisk =] %
2

=

Device D | Download Ti Si ; o
ENIEE | Download Time | Size | g Mok Found USE FlashDizk, 2

Import(l]

Delete[D]

FefrezhlB]

Claze[C)

Machine Management

| 4
Click ( Import), import file from USB
2). Import from File

)
E
&
<
<

to import attendance system database file can import all information of
original database, to import attendance check-in data only import staff

attendance data.

a2
E
ick 2] - :
Click2=button, and you will open a file manger, =
&
Laak jr: I@ My Dacuments j = £ E-
@My Pictures
|1ty webs 2
[:I Mew Folder g
=3
=
g
3
g
i=}
o]
File hame: I j Open I gn
=3
Files of twpe: IEncrypting attendance checking clock-in data[=j Cancel | %
5
attends ] atal* AB 5
Altendance checking clock-in data[* tat) §
Backun databaze filefattB ackuo. mdbl 4 =
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.select to import file style, select the path and filename of the data file to
import, and then click( OK), return the window illustrate with up picture,
click “import” can import data’

3) Import from Database

Import from database means to import attendance data from attendance
database backups, and the data include staff information, shift
information, check-in records, etc. You can import the data from
databases of previous version, or databases of the same version. For the
data format of database files of versions previous to 1.2 differs from that
of Version 1.2X, if the version of the database file that you want to
import is below 1.2(Not including 1.2), please select versions beforel.2
option; Otherwise please select 2.2x option.

Before importing data, if it is unnecessary to remain the data in your
system, please first select initialize the system. This is because if some
data remaining in the current system overlap with the data that will
import, errors will appear when importing data, and data’s importing
speed will slow down.

Click versions1.2 or version 1.2xbutton, and a file manager will pop up.
Enter the path and file name of the database to import, and click Open,
the system will import data automatically.

If your database is SQL Server database, you can click button to begin
settings. For detailed information please refer to Database Setup.

After importing data, click X! to go back to the main menu.

3.5.7 Export attendance data

This function is mainly used to back up all attendance data in the current
attendance system or check-in data, click this command on the menu and

the following operation window will pop up
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£ Export Attendance Checking Data o [ 4
{* Export to Files

| =

" Export to Databases

Link D atabase: Quickly Choose DB File
Provider=microzoft.Jet. OLEDE. 4.0:0 ata Source=c:\att12 mdb ﬂ

+

O | X |

1) Export to Files
Export four file style: secret attendance data(*.abt) . attendance check-in
data (*.txt). back up attendance data (*.attbackup.mdb) and attendance

system database file (*.mdb) .clickE‘button, a file manger menu will

pop up confirm the path and file name for the back file and click open.

2) Export to Databases

This option means to back up all data, such as staff information shift
information and check-in record to a database file. Click quickly selects
database file button and you will open a file manger menu. Confirm the
path and file name for the back up and click open.

If your database is SQL Server database, click&lbutton to begin setting,

for detailed please see Database setup

Notice: you must choose a new filename if the file has existed the system
will suggest you to define new file name.

Exporting record will Not lead to clean data in database. After finish to
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export data, click( X) up-right concern , return main menu.
3.5.8 Log on system again

While a system run, it is require to change administrator, utilize this
function, make another administrator to log on system again as he/her ID.
The operation interface and operation method is the same with to log on

administrator as system starting
3.5.9 Exit

Click Exit on menu, or click on the (exit system) in the management bar,
end system run, return Windows.
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H
4 Operation help 2
&
4.1 Determine beginning date to export data
Next let’s take searching staff’s attendance records as an example to
illustrate concrete operations for exporting data: =
g
4 Search Staff's Attendance Checking Record (O =] %ﬂ
- Condition =
. e ) Ifyouwant add, edit attendance checking's .E
e 'IOUR COMPAIY J otiginal records, please use the finetions of §
Wame:[=a1- = "Forgetting to clock infout”, "Coming =
Modify Log | LatelLeaving Early Callectively”, or "Handle
- 4 1 Checking Becords In Advance".
Time Ramge—————————————————
(&, Breview |
From |U2.|'Dl.l’2001 15] IUD:UD
To |02m4r2002 1) |23:59 Export |
In Tt
Depsrtment | Hame [#e. | DateTime | Clock-ivonat| Label Ho. f’ g
L Buss. | Linge 1011 10726001 5:01:4%9 PM Clock-cut %“
| Buwss. | Linge 1011 10427101 8:01:03 AM  Clock-cmt ;
| | Buss. | Linge 1011 10028101 8:01:05 AM | Clock-cmt ﬁ
| Buss. | Linge 1011 10/22/01 5:00:56 PM Clock-cut
| | Buss. Linge 1011 10030001 7:30:35 AM  Clock-in
| Fuss. | Linge 1011 10430001 4:02:4% PM Clock-cut
| Buss. Linge 1011 1043101 7:46:14 AM  Clock-in
| Fuss. | Linge 1011 10431401 4:02:44 PM Clock-cut
| Buss. Linge 1011 1171401 3:.47.52 PM Clock-in
| Buss. | Linge 1011 114401 8:07.07 AM Clock-cut o
| Buwss. | Linge 1011 1175101 8:01 45 AM Clock-cmut %’
| Buss. Linge 1011 115601 74635 AM Clock-m -%
| Buss. | Linge 1011 11/8i01 5.00.54 PM Clock-cut ‘g
Buss. Linge 1011 115701 744 .55 AM Cloek-in ©
| | |
As shown in the above picture, click Export button to pop up the
following window:
o
&
g
=)
z
s
g
|9
E
:
£
=
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E xport Fields Options

Fleaze zelect the fields that you want to expart: Predefined Itams List:

CEUSERID -
Department I J
Hame
[v| Mo
[v| DatesTime
[v| Clack-in/out . 'oU may:
[v] Label Mo, <Save Current Option: Input a name in
[] deptname the above Predefined ltems List, and then
press "OK'"
<Impart Previous Options> Choose one
name that have been saved befare in the
above Predefined Items List, and then
prezs "OK".

& OK x Cancel

Tick checks before the fields to export. If next time you want to select the
same fields to export data, you can input an item name in the box of
Predefined Items, and click OK to save the selected fields in this item.
if you want to call your previous choices, select a name saved in the box
of Predefined Items, and click OK to enter the following window:

Save in: I@ My Documents j gl

File name: |2002-1-1 Save

Cancel

i

Save as lype: IMiu:r-:-&u:-ft Excel File[* xlz)

i

Dbagze Table(*. dbf]
Text File [.txt]
TAB Separated File[* bt
C5Y File[* cav]
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Enter a filename for this file to save in the column of Filename, select the
type to save this file, and then you will export the selected data to this file.
You can save a file in five formats: Excel files (Microsoft Excel
File(*.xIs)) , DBF formed database files, right justified text files, text files
separated by TAB, and text files separated by semicolons.

4.2 Select Department and Employee

Click the box of Department to expand its tree-formed dropdown box and
select the department in which the employee on official business is. Click
the box of Employee to stretch its dropdown box, and select the employee
who will leave on official business.

4.3 Confirm Beginning/Ending Date

In the box of Beginning/Ending Date click the box of “From”, and click

E button to select the beginning date. Then click the box of “To”, and

click E button to select the ending date. In the dropdown box for dates,

click 4 or [* button to move the date one month upward or downward,
and click 2l or [*| to move the date one year upward or downward.
Click on the date you want to select it.

4.4 Confirm Date

In the box of Date/Time click ﬂ button to select the date, and in the box
of Time click =1 button to select the time or directly change the time.

In the dropdown box of Date, click 4l or [* button to move the date
one month upward or downward. Click the year number to change the
year directly, or click 221 button to move the date one year upward or
downward. Click on the date you want to select the it.
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4.5 Select Employee

The option box of Employee is like this:

Employes:
AL Mo M arme -
k ark yang
| 108 Eliza zhou
| 1019 Edith zhang
| 1020 Colir i
1021 Peter mao
| 1022 Elaine hua
| 1023 Lewiz wang
| 1024 Jim zhen
| 1025 Ellzh o LI

Move the mouse to the row the employee to select is in, click the left
button of the mouse, and this row will turn blue.
To select more than one employee, press Ctrl.

4.6 Datasheet Process Tool Bar

The Datasheet Process Tool Bar contains the following operation buttons:

Prior Last Delete e
i I-*,lefl/-lﬂlf/ﬁa
First r,.-"/NE?'-T J/ Add ‘ Cancel
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In the datasheet, the row marked with P symbol is the current row, and
all operations for he sheet is conducted in the current row.
Click buttons to carry out corresponding operations for the datasheet.
First: To move the current row to the first row.
Previous: To move the current row one row upward.
Next: To move the current row one row downward.
Last: To move the current row to the last row.
Add: To add a new row in which new data can be entered in, and
the current row is the new row.
Delete: To delete the current row.
Edit: To modify the data in the current row.
Save: To save the data after edition or in the newly added row.
Cancel: To cancel the result of adding a new row or editing the data.
Under the status of adding or editing, the result of moving data will
be automatically saved.
In the datasheet, click on the row to select it, and select multiple rows by
pressing Ctrl and clicking at the same time when possible. The selected
rows will change to blue.

4.7 Select Department

The option box of Department is like this:
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Click the left button of the mouse on the department name, and you will
select this department when the name turns blue.

4.8 Time Period Management

The display box for Time Period is like this:

0 2 4 B 8 10 12 14 16 18 20 2224

Manciay H | IERIE

Tuesday | RN
‘Vednesda S
Thursday | ERIE

Friday E | IERE

Saturday | ||

Sunday | ||

Time R ange

et | E-20:00 &0 ==
Ter | 1:10:00 P ==

o OF X Eancell

Generate New Time Period: Move the mouse to the time you want, pull
the mouse while pressing its left button, and loosen the mouse to generate
a new time period.

Edit Time Period: Move the mouse to one end of the time period to edit.
When the cursor changes to +* , move the mouse while pressing its right
button, and loosen the mouse to get the time period you want. In
addiction, you may double-click on the time period to modify to enter a
dialog box shown as the right picture on the right. Here, you can adjust
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the beginning/ending time for this time period.

Move Time Period: Move the cursor of the mouse to the time period to
modify. When the cursor changes to **, move the mouse while pressing
its right button, and you may move the time period as a whole.

Delete Time Period: Move the mouse to the time period to modify. When
the cursor changes to +* , move the time period to make it disappear.
Besides, you may click the time period, and press Del to delete this time

period.
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5 Machine connect with software
The machine fully supports RS232, RS485, TCP/IP, whether the
machine are used to a Single Unit or Link to Networking, it will satisfy

the user’s demands.

5.1 Connection through RS232
1. Take out the manufacturer provided RS232 cable

2. Set this machine communication way as RS232, enter “menu->
option-> Comm.” To complete this setting, the result picture is like as
following figure , pay attention to baud rate, Link code setting, for more
detail, see the communication option in the ( User Guide)

Note: when RS232 is on, then RS485 must be off.

Comm Opt v
» Baud Rate 115200
Dev Num 1
RS232 Y
RS< 15
Lin Code 0

3. After completing option, Press“ESC”key, enter the interface, prompt
you to save the option, like as following illustration, select OK to save
above option, select ESC to cancel saving above option.

Note: After saving option , be sure to restart this device, so this option

take effect.

Comm Opt.

Save?
ESC OK(Save)

4. Open T&A management program, select “external program->
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=
£
standalone fingerprint machine communication”, following window =
=}
appear: 2
Connect to attendance machine EJ
Carmniunication type Serial Port/AS485 «
2
taching num.: |1 A E‘)
=}
Fort Mumber:  |COR1 hd §
£
Baud Fate (i 3
Communication key:
Iv Sync time when connecting

« Connect | X Cancel ‘ §n
&
If vou don't zet the pazzword in device you not require input pazsword §
E

5. The value is filled in this interface, which is relative to the machine

“comm. option”.

. . . . . . o
Device Number: Identity ID, which is relative to the Device number 2
in the fingerprint machine “Comm. Option”. Z
2
S

Port: communication port number of the selected compute, the
default value as COMI1, depending on the actual condition, other
port can be used.

Baud Rate: there are five options, 9600, 19200 38400, 57600
115200; this means the speed of communication. We recommend
value is 115200, which is relative to baud rate of the fingerprint
machine “Comm. Option”

Link code: its default is that dot not need to fill in "Link code", if
the link code has been established in the fingerprint machine "the
communication option" , need input corresponding link code
(maximum digits are five).

Name: According to equipment, input the easy remembered name.
When will use this software later, through designated this name will

o
.5
°
3
e
2
g
=}
B
2
=
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be allowed to choose this fingerprint machine.
6. After setting connections , click the "test connection” button.
7. The prompt show as following figure "fail to connect " the dialog box,
please inspect and examine 2nd step of and the 5th step of setting, then

repeat 6th step.

@ Connect faill

8 The prompt show as following figure the "connect successfully" dialog
box. Explain that between the fingerprint machine and the system have

already established the connection relations.

Attendance Hanagement Program §|

'E Product activate zucceed
-

9. After connects successfully, take on data transmission operation
between the fingerprint machine and the time & attendance software.
please also see the standalone fingerprint machine communication
program introduction of 3.1.2.

5.2 Connection through RS485

1. Along with the fingerprint machine there is a RS485 adaptor supplied,
when it is in leaving factory, like as follow picture, one end of RS485
adaptor is DB9 connector, other end is RJ45 jack, plug DB9 connector
into the fingerprint machine serial port, fetch out RS485 signal from RJ45
jack..
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With RS 485 converter connect RS485 signal, which get form RJ45 jack, g
like following illustration. Then connect RS 485 into PC serial port. .
=
g
E
Because of the type of machine is different, the Pin definition also is ;3
different: £
2345
O 1 8
L eseeee |
R
;E-I?*"’ w s
6 g
DB9Connector RJ45 £
6 (485B) <—> 5 (485B)
9 (485A) <> 4 (485A)

RS 485 converter is not standard supply, we only provide with RS485
converter of the fingerprint machine.

o
=
2
B
2

2. Set the machine communication way as the RS485, enters "the menu -
> option - > the communication option" to carry on setting. the result
picture is such as following figure, please pay attention to the baud rate,
the serial number, RS485 and link code setup. For more detail operation
please see communication option introduction in the "User Guide"

Note: When RS485 connection open, RS232 connection must be close.

Troubleshooting
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Comm Opt v
» Baud Rate 9600
Dev Num
1
RS232
RS« 5 Y
Lin Code 0

3. After setting, press "ESC" key, enter interface prompt you to save the
option, like as following illustration, select OK to save above option,
select ESC to give up.

Note: After saving option , be sure to power off and restart this device, so
this option take effect.
Comm Opt.

Save?

ESC OK(Save)

4. Open the time & attendance management program, select "external
program" -> “Standalone fingerprint machine communication program”,

the following window appear.:

Connect to attendance machine §|

Communication type | Seral Port/R5485

Machine num.: |1 -
Prart Number: |COM1 -

Baud Fate =00
Communication kep:

¥ Sync bme when connecting

¢ Caonnect | x Cancel |

If you don't set the password in device, pou not reguire input pazsword

5. The value which fills in this interface should be relative to the 2nd
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step of machine "the communication option".

Before Installing

Device Number: Identity ID, which is relative to the Device number
in the fingerprint machine “Comm. Option”.

Port: communication port number of the selected compute, the
default value as COMI, depending on the actual condition, other
port can be used

Baud rate: Through the RS485 connection, the recommend
9600/38400, its value is relative to "baud rate" in the fingerprint

S

machine’s "communication option"

Machine Management

Link code: its default is that dot not need to fill in "Link code", if
the link code has been established in the fingerprint machine "the
communication option" , need input corresponding link code
(maximum digits are five)

Name: According to equipment, input the easy remembered name.
When will use this software later, through designated this name will
be allowed to choose this fingerprint machine.

T&A program

6. After setting connections, click the "test connection" button.
7. The prompt show as following figure "fail to connect” the dialog box,
please inspect and examine 2nd step of and the 5th step of setting, then

repeat 6th step.

Operation help

@ Connect faill

8. The prompt show as following figure the "connect successfully” dialog

)
=3
3
3
g
sl

o

box. Explain that between the fingerprint machine and the system have

already established the connection relation.

Troubleshooting
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Attendance Nanagement Program ﬁz]

L) Froduct activate sunecceed
LY

9. After connects successfully, take on data transmission operation
between the fingerprint machine and the time & attendance software.
please see also see the standalone fingerprint machine communication

program introduction of 3.1.2

5.3 Through TCP/IP connection

1. Connects with PC through cross cable:

TCP/IP -

-

Connects with PC through cross cable

Switch - -
TCB/IP

TCP/IP
TCP/IP

Connects with PC through network and HUB to create a local network
2. Set the machine communication way as TCP/IP, enter "menu - >
Option - > communication Option" to carry on the setup. the result
picture is such as following figure, please note the IP address, the sub- net
mask, the gateway address, the network speed and the link code setting.

For more detail operation please see communication option introduction
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in the "User Guide".

Comm Opt v
» IP Address
Net Mask
Gateway
Net peed AUTO
Nev Num 1
Lin code 0

3. After setting, press "ESC" key, enter intérface that prompt you to save
the option, like as following illustration, select OK to save above option,
select ESC to give up .
Note: After saving option, be sure to power off and restart this device, so
this option take effect.
Comm Opt.
Save?

ESC OK(Save)

4. There are two modes to add machine, turn on software, and enter "the

equipment management" the menu.

® Through system menu bar: Basic setting - > equipment management.

® Through system quick button to direct select: The equipment
manages.

5. Open the time & attendance management program, select "external

program" -> “Standalone fingerprint machine communication program”

following window appear.:
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Connect to attendance machine

Communication type bt

X

IP addrezs: | 1920168 . 1 .20

Part: 4370
Communication key:

[v Sync time when connecting

¢ Connect | x Carcel ‘

IF you don't zet the password in device,you not require input password

IP address: it defaults to IP address is 192.168.1.201. May according to
oneself local area network sub-network to change the IP address, but
cannot and in the local area network any terminal address conflict

port: its default is 4,370, do not change it.

Link code: its default is that dot not need to fill in "Link code", if the link
code has been established in the " communication option” of fingerprint
machine, need input corresponding link code (maximum digits are five)

Name: According to equipment, input the easy remembered name. When
will use this software later, through designated this name will be allowed
to choose this fingerprint machine.

6. The prompt show as following figure "fail to connect " the dialog box,
please inspect and examine 2nd step of and the 5th step of setting, then

repeat 6th step.

@ Commect faill

7. The prompt show as following figure the "connect successfully”" dialog
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box. Explain that between the fingerprint machine and the system have

already established the connection relation.

Attendance Hanagement Program @J

1] Product actiwate succeed
LI

8. After connects successfully, take on data transmission operation
between the fingerprint machine and the time & attendance software.
please see also see the standalone fingerprint machine communication

program introduction of 3.1.2,
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6. Troubleshooting

The following is a list of typical troubles you may be annoyed of at the
beginning of working with program and their solution as well.

1. Q:Due to the administrator has changed or forget password , fail
to enter the management program, what will I to do?

A: The computer has to have been installed Office2000 at first, then
enter the attendance program installing directory , look for the
att2000.mdb file, double-click it, and find the ‘userinfo’ list in the
appear interface, double-click it , to find ‘securityflags’ word, cancel

all figure of list in the sentence (15 indicate administrator)

2. Q:How to clear the administrator of the attendance device?

A: Can utilize the standalone communication program of attendance
device between computer, after it’s successful, enter attendance device
management page, click on the ‘cancel administrator’ button, able to
clean attendance device administrator, after to break out connection,

then can enter attendance device menu style.

3. Q:I forget the password of database, how to do?

A: Enter ‘maintenance and setting’ of management program;, click on the
‘setting password of database’, then have no need to verify old

password ,so can set up new password of database.

4. Q:The LCD is too dim, If it can be modify ,or not?
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A: The LCD is not able to adjusted by user, it is need that return our

company to adjust by engineer.

5. Q: How to use the business check-in and business check-out?
A : When the staff need to go out, the staff should check -out on
attendance device. When the staff come back, select business check-in.

6 . Q:While inquire attendance record, selected the highest
department, selected all staff, why cannot see record, but it’s true
display that has been saved to downloading data?

A: (1) It is maybe the data record time expire inquiring range, want to
view the original record , open the attendance database (att2000.mdb),
enter check-in-out list, can see all original record, prove that original
attendance record is in the range which you inquire, specifically pay
attention year;

(2) Tt is maybe that add a highest department again after the general
company name was canceled, installing finish, the default highest
department general company can not be cancel, but it is able to be
modify in the attendance rule.

7. Q:I have assigned shift, why no the result of account and statistics
indicate leave, come late, gone early?

A: First enter management to check the setup shift, in normal condition
the name of shift corresponding time period display that appear in blue
color in right time box, if there isn’t any problem, enter staff shift list,
view the starting date of staff shift, the starting date is beyond the
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account and statistics time range, isn’t it?, ifitisn’t, assign shift again,
fix new starting date.

8. Q:How to cancel the schedule which have been set up?
A: You can add a empty schedule firstly, then use the empty schedule
replace the schedule which will be canceled in staff assignment, enter
schedule management to cancel corresponding schedule, OK.

9. Q:Why the data which is stored record is fewer than loaded down
data while in the process to download all data ?

A: While loaded down and record, the attendance program can
determine loaded down record, the repeat record will be cancel
automatically, the stored record will not be store again.

10. Q:Why the loaded record appear, but cannot find it while
inquire it?

A: Confirm time range you inquire is accord with attendance time of
loaded record, or it’s not. can check attendance record day, month, year,
after loaded down record, or open database (att2000.mdb), enter
check-in-out scheduler, can see all origin record, confirm time of
attendance original record is within the range of acquirement, pay
attention years record specifically, some independence equipment set

time is not real, result in attendance record time isn’t correct.

11. Q:Why I attendance normally, but it is show I stay away from
work without leave or good reason?

- 142 -



RF Card User Manual V3.0

A: Examine your period time setting first, confirm your attendance
record is among the range of check-out time, example, you setup the
check-out time is from 17: 00 to 18: 00, you check-out time record is16:
30, so that the record is invalid, system will indicate neglect afternoon

(in attendance rule, no check-out is neglect) next, examine you

attendance time is correct, or it’s not.

12.Q:Why there are come late and gone early in the attendance
account and statistics shift, but there aren’t its record in inquiring
record?

A: Please examine the setting of attendance account in attendance rule,
see if ‘on duty check-in record: come late/gone early’ have been sign or
have not, if it have been labeled so that the neglect system will indicate
come late/gone early.

13.Q:leaders of company don’t require check-in-out, but their
attendance demand account, how do it to set ?
A: (1) Enter attendance setting under staff maintenance, cancel valid
attendance;

(2) Set up a period time of unnecessary to check-in-out, produce a
schedule, the schedule is used to account with staff. OK

14.Q:why cannot I add new schedule in shift management?

A: The program has to set up time period of shift, then can set up
chedule, please see the time period of shift is set ,or does not.
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FCC WARNING STATEMENT
FCC NOTE:

THE MANUFACTURER IS NOT RESPONSIBLE FOR ANY RADIO OR TV INTERFERENCE
CAUSED BY UNAUTHORIZED MODIFICATIONS TO THIS EQUIPMENT. SUCH
MODIFICATIONS COULD VOID THE USER’S AUTHORITY TO OPERATE THE
EQUIPMENT.

This device complies with Part 15 of the FCC Rules.
Operation is subject to the following two conditions:

1. This device may not cause harmful interference, and

2. This device must accept any interference received,
including interference that may cause undesired operation.



