Preface
Honorable customers,

Thanks for choosing products of our company. The product with world cutting edge
technologies—fingerprint recognition, computer communication, as well as
microelectronics, is considered to be combination of three technologies: electronics,
optics and computer communication. It is no doubt that it has become the first choice of
standalone time & attendance for enterprises with its strong function and veracity.

New generation BioNano fingerprint identification algorithm, which undergoes
researching for 10 years, with TI 300MHz high speed processor, all self-owned
intellectual property rights, unique function of healing the broken fingerprint lines and
intelligent fingerprint template update, is one of the most efficient and stable fingerprint
algorithm in the world.

Bio-office is a sub brand of Anviz USA. Bio-office series fingerprint products
combine fingerprint and traditional RFID technology. All models come with powerful
background time attendance management software which can support all kinds of
complicated shift and generate various reports. It is versatile, convenient and

multi-functional.

Please read this user manual carefully to have an initial understanding of functions
and basic knowledge of installation, debugging, maintenance, application and

management to better use this product.



Advantage of Fingerprint Time Attendance

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

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

synchronously, which will convenient for large quantity of users and save time.
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Chapter 1 Introduction

The main theme of this chapter is the feature of
this T&A, as well as function introduction.




1 Product Introduction

1.1 Product introduction

EP series is our new generation wall mounted fingerprint time attendance machine
which is released in 2010. It uses the USA Tl 300MHz military high speed CPU and
USA BioNano V10.0 core fingerprint algorithm which is 30% higher in the idenitification
speed compared with the last verion algorithm. And the unique fingerprint positioning
design is used in the EP series.

EP series machine supports the plug&play USB communication. And the standard
USB power can be used as power input.

1.11 Product Features
* USA TI 300MHz high speed CPU;

* USA BioNano core fingerprint algorithm of high speed and stability;

* New generation fully sealed, waterproof and dustproof fingerprint sensor;

* User name display and human voice prompt;

* Realtime data transfer and WEB online tracking;

¢ |dentification method: FP, ID+FP, ID+PW;

* EP10: Standard (USB communication);
EP20: Portable (USB communication + high capacity Lithium battery);
EP30: TCP/IP (USB communication +TCP/IP);
EP300: Advanced (TCP/IP + high capacity Lithium battery);

* Fingerprint capacity: 2000; Record capacity: 50000;

* [dentification speed: <0.5 second;



« Size: 185(w)*130(h)*35(d)mm;

1.1.2 Parameter

ltem Description
Register Mode Fignerprint, Password
Identification Time <0.5s
FRR 0.001%
FAR 0.00001%
Working Current 0.2-0.5A
Sleeping Current 0.2A
Temperature -10°C-60°C
Humidity 20%-80%
Casing Material ABS Plastic
Scan Area 22mm*18mm
Color Black
Image Resolution 500DPI




(4T 1@ Operation Guide

This chapter is mainly about appearance
illustration and relevant system settings such as how
to add and delete users etc.




2  Operation Guide
21 Keypad Introduction

4 1

(@]

3
Keypad introduction:
1. [M]: Menu key; 2. [C]: Cancel key;
3. [®OK]: OK/Power key; 4. [—]: Direction(Down)/select key;
5. [«]: Direction(Up)/select key; 6. [0-9]: Number key;

2.2 Time attendance status
Connect the machine to the power adapter via the USB cable. The machine starts

automatically.

BIO-OFFICE IN
09 : 00 2
07/22/10 mm THU

In this status, we can start user T&A, status setting, entering management mode
and power off operation.

23 User

User info management includes user registration, user deletion, groups’ setting and
manager setup and deletion.

Press [M] key to enter system management mode. Shift the options by [<] or [—]

key.



e N

Menu

» User
Setup
System info

. J

Press [OK] key to enter the sub-menu,

e N

User v
» Enroll

Delete

Manager setup

2.3.1 Userenroll

One user can register 2 fingerprints and 1 password.

Enter fingerprint:

Enter [User] menu - [Enroll] option, press [OK] key to enter user registration
interface. Input user ID, i.e. 8101,

e N

Enroll

ID 008101
Esc-ESC Set-OK

. J

Press [OK] key to continue,

e N

Enroll
i2
Password 1 means enroll the 1st FP
Esc-ESC Set-OK | 2 means enroll the 2nd FP

. J

Press [<] or [-] key to select 1 or 2, 1 is to register the 1% FP, 2 is to register the
2" FP. Press [OK] key to continue,

FP Enroll

Press Finger #1




Place finger on the scanner window. If scanning finger scanning successful, the

system will prompt as following,

e N

FP Enroll

Take off!

\ J

Remove finger, the system will prompt,

e N

FP Enroll

Press Finger #2

\ J

Place the same finger on sensor scanner. If enroll successful, it prompts as

following,

FP Enroll

008101-1
Ign-ESC Sav-OK

Press [OK] key to save fingerprint; Press [C] key to user registration interface.

The 2™ finger registration steps are as same as the 1 finger registration steps.
Password registration:

Enter [User] menu - [Enroll] option, Press [OK] key to enter user registration

interface. Input user ID, i.e. 8101,

Enroll

ID 008101
Esc-ESC Set-OK

Press [OK] key to continue,



Enroll

i2

Password
Esc-ESC Set-OK

Press [<] or [>] key to select [Password] option. Press [OK] key to continue, Input
password with 1-4 digits,

e N

Pass Enroll
PWDID [
Esc-ESC Set-OK

. J

Press [OK] key to confirm. And input password again,

e N

Pass Enroll

PWDID [
Confm m

. J

Press [OK] key to confirm again. The system will prompt as following,

e N

Pass Enroll

008101-P
Ign-ESC Sav-OK

J

Press [OK] key to save password. Press [C] key and exit to user registration
interface.

2.3.2 User Deletion

When there are staff leaving or staff info changing, we need to delete these staff to
free more memory space.

Enter the [User] menu, press [<] or [] key to select the [Delete] option,



s N

User v
Enroll

»Delete
Manager Setup

. J

Press [OK] key to enter the [User Deletion] interface,

s N

User Delete

ID 000000

. J

Input staff ID to be deleted. Press [OK] and enter delete confirm interface,

s N

User Delete

008101
No-ESC Yes-OK

. J

Press [OK] key to confirm with voice prompts: “Deletion successfully”.

Press [C] to cancel.

Notice: staff deletion will delete all info of the staff and can’t resume. Please take
caution!

If the machine doesn’t have such a staff ID, the system will prompt,,

User Delete

No Enroll!

2.3.3 Manager Setup

We should set a manager for the machine in order to prevent the illegal operations.
The system will verify the manger’s fingerprints or password when anyone tries to enter
the machine’s menu.

Enter the [User] menu, press [<] or [] key to select [Manager Setup] option,



User v
Enroll
Delete

» Manager Setup

\ J

Press [OK] key to enter the [Manager Setup] interface,

e N

Manager Setup

Esc-ESC Add-OK

\ J

Press [OK] to start adding manager,

e N

Manager Setup

ID 000000

\ J

Input the user ID i.e. 8101. Press [OK] key to enter manager setup save interface,

N

Manager Setup

008101
No-ESC Yes-OK

J

Press [OK] key again to confirm saving. After adding completed, exit to manager
setup interface.

Manager Setup
»ID 008101
Esc-ESC Add-OK

You can press [OK] key to continuously add other managers, and press [C] to exit
as well.
If you press the key [M] to enter the machine’s menu and you have set one

manager in the machine.It will prompt as following,

10



Manager?

09:00 2

07/22/10 m» THU

You have to verify the manager’s fingerprint or password before entering the

machine’s menu.
2.34

Manager Clear

Enter the [Manager Clear] menu. Press [<] or [—] key to select [Manager Clear]

option.

-

\

Press [OK] to enter the [Manager Clear] interface,

-

\

User v
» Manager Clear
Manager Clear
» ID 008101
ID 008102
Esc-ESC CIr-OK

J

Press [<] or [] key to choose the manager ID to be de

-

\

Manager Clear

N

Press [OK] key to confirm he manger ID.

-

\

ID 008101
» ID 008102
Esc-ESC Cir-OK
Manager Clear
ID 008102

leted, i.e. 8102.

J

Note: In the [Manager Clear] interface, you can press [OK] key to input and delete

11



the manager ID manually.
Press [OK] key to confirm the manager ID to be deleted, and enter manager clear
interface,

Manager Clear

008102
No-ESC Yes-OK

Press [OK] key again and confirm to delete manager 8102. Then exit to manager
clear interface.

Manager Clear
» ID 008101

No-ESC Yes-OK

Press [OK] key to delete manager continuously. Press [C] key to exit manager
clear interface as well.

2.4  Setup

The [Setup] menu includes [System Setup] and [Log Setup].

Enter management menu, press [<] or [>] key and shift to [Setup] option.

Menu
User

» Setup
System Info

Press [OK] key to enter [Setup] sub-menu. Press [<] or [>] key to shift menu.
241 Device ID

In [Setup] menu, press [<] or [>] key to enter [System] setup option,

Setup

> System
Log Setup
Hardware Test

Press [OK] key to enter system setting sub-menu,

12



System

»Dev ID
Time
Language

v
1000

ENG

Prompt: This option can only be checked in device and not allowed to modify.

24.2 Time

Under [System] menu, press [<] or [—] key and shift to [Time] option.

-

\

N

Press [OK] key to enter time setting interface.

-

\

System v

Dev ID 1000
»Time

Language ENG
Time MON

2009-02-16 14:58
T

Set-ESC Next-OK

J

You can press the [OK] key to shift the year, month, day. And adjust the time. After

setting completed, press [C] key and enter system time save interface,

Time
2009-01-07

Save?

No-ESC

THU
15:30

Yes-OK

Press [OK] key to save system time. Press [C] key to cancel and exit to upper

menu

243 Language

In [System] setup, press [<] or [>] key and shift to [Language] option,

13



e N

System v

Dev ID 1000
Time
» Language ENG

\ J

Press [OK] key to enter language setting interface,

e N

System v
Dev ID 1000
Time

» Language ENG

\ J

You can press [<] or [>] key to shift the language. (The system already has 8
languages: English, French, Spanish, Portuguese, Italian, Bulgarian, Slovak and
Hungarian. And then press [OK] to confirm.

Then you can continue to do other function settings. And press [C] key to enter
setting save interface.

Set

Save?
No-ESC Yes-OK

Press [OK] key to save system setting. Press [C] to cancel and exit to upper menu.

244 Network Setting (Optional)

The [Network setting] main includes IP address, subnet-mask, MAC address,
gateway, far-end IP, far-end limit settings.

In [System]setup, press [<] or [>] key and shift to [Net] option,

System A
> Net
Precision 1
Volume 5

Press [OK] key to enter net parameter interface,

14



Net v
» P Address

Subnet Mask

MAC Address

Press [<] or [] key to do net parameter setting.
[IP Address]: Press [«<] or [>] key and shift to [IP Address] option,

e N

Net v
»IP Address

Subnet Mask

MAC Address

\ J

Press [OK] key to enter the [IP Address] interface,

e N

IP Address
168 .000 .218

Set-ESC Next-OK

\ J

Press [<] or [—] key or number key to input IP address. Press [OK] key to shift
between the 4 segments. After setting completed, press [C] key to enter IP address
save interface.

IP Address
192 .168 . 000 . 219
Save?
No-ESC Yes-OK

Press [OK] key to save the modification. Press [C] key to cancel.
[Subnet Mask]: Press [<] or [—] key and shift to [Subnet Mask] option.

Net v
IP Address

» Subnet Mask
MAC Address

Press [OK] key to enter the [Subnet Mask] interface,
15



Subnet Mask
255 . 255 .255.000

Set-ESC Next-OK

Press [<] or [] key or number key to input subnet mask. Press [OK] key to shift
between the 4 segments. After setting completed, press [C] key to enter subnet mask
save interface.

Subnet Mask
255 . 255 .255. 001
Save?
No-ESC Yes-OK

Press [OK] key to save the modification. Press [C] key to cancel.
[MAC Address]: Press [<] or [—] key and shift to [MAC Address] option.

Net v
IP Address
Subnet Mask

» MAC Address

Press [OK] key to enter the [MAC Address] interface,

MAC Address
051 .247 . 188 . 066.
084 . 215

Set-ESC Next-OK

Press [<] or [>] key or number key to input MAC address. Press [OK] key to shift
between the 6 segments. After setting completed, press [C] key to enter MAC address
save interface.

MAC Address
051 .247 . 188 . 066.
084 . 215 Save?
Set-ESC Next-OK

16



Press [OK] key to save the modification. Press [C] key to cancel.
[Gateway IP]: Press [<] or [—] key and shift to [Gateway IP] option.

e N

Net v
» Gateway IP

Far-end IP

Far limit No

\ J

Press [OK] key to enter the [Gateway IP] interface,

e N

Gateway IP
192 . 168 . 000 . 001

Set-ESC Next-OK

\ J

Press [<] or [—] key or number key to input gateway IP. Press [OK] key to shift
between the 4 segments. After setting completed, press [C] key to enter gateway IP
save interface.

Gateway IP
192 .168 . 000 . 219
Save?
No-ESC Yes-OK

Press [OK] key to save the modification. Press [C] key to cancel.

2.4.5 Matching Precision

There are three fingerprints matching precision level (0, 1, 2). O is lower precision
(basic); 1 is standard precision (good); 2 is high precision (excellent) as follows:

Press [<] or [] key and shift to [Precision] option:

System v
Net

» Precision 1
Volume 5

Press [OK] key to enter precision setting interface,

17



System v

Net
» Precision 1
Volume 5

Press [<] or [—] key or number key to adjust the precision. Press [OK] key to
confirm. Then press [C] to save the setting.

246 Volume

Volume 0 is mute, 1 is the min volume. Volume will be higher if the number
increases.

Press [<] or [] key and shift to [Volume] option,

e N

System v
Net
Precision 1
»Volume 5

\ J

Press [OK] key to enter volume setting interface,

e N

System v
Net
Precision 1
»Volume 5

\ J

Press [<] or [—] key to adjust volume. Press [OK] key to confirm setting, press [C]
key to save the setting.

247 Auto Off

Auto off is the time period from the last operation timing on device to coming into
dormancy status. Time range is 1-250 seconds. ‘No’ is no dormancy for ever.

Press [<] or [] key and shift to [Auto off] option.

System v
» Auto off 10
Auto Update NO

Press [OK] key to enter auto off setting interface,

18



System v
» Auto off m
Auto Update NO

Press [«<] or [—] key or number key to input dormancy time. Press [OK] key to
confirm. Then press [C] to save the setting.

2.4.8 Auto Update

Update the fingerprint template intelligently: During fingerprint sensor identification
process, the senor replaces the lowest-quality data with new, higher-quality data
acquired in the matching process will replace the old, lowest-quality data. This enables
the sensor to maintain high quality data at all times, saving time for users from repeated
authentication attempts.

Press [<] or [] key and shift to [Auto Update] option:

e N

System v
Unlock 5
Auto off 10

» Auto Update NO

\ J

Press [OK] key to enter auto off setting interface:

e N

System v
Unlock 5
Auto off 10

» Auto Update m

\ J

Press [<] or [—] key to choose ‘Yes’ or ‘No’, and then press [OK] key to confirm.
Then press [C] to save the setting.

249 Log setup

Log warning number has the highest limit of 5000. When the available records
memory is less than the “Glog Wrn”, system will prompt corresponding operation.

Press [<] or [] key and shift to [Log Setup] option.

19



e N

Setup
System

»Log Setup
Hardware Test

\ J

Press [OK] key to enter sub-menu,

Log Setup
»Glog Wrn 1000
Re-Verify NO

\ J

Press [<] or [—] key and shift to [Glog Wrn] option. Press [OK] key to enter log
warning setting interface.

Log Setup
»Glog Wrn 300
Re-Verify NO

Press [<] or [>] key or number key to input log warning number. Press [OK] key to
confirm. Then press [C] to save the setting.

2410 Re-Verify time

The Re-verify time is the time interval in which you make continuous records with
the same finger (1-250 minutes), and then the device will only save the first record. If
the re-verify value is “NO”, it means that your every record will be saved in the device.

In [Log Setup] menu, Press [<] or [—] key and shift to [Re-Verify] option.

Log Setup
Glog Wrn 3000
» Re-Verify NO

Press [OK] key to enter re-verify setting interface,

20



Log Setup
Glog Wrn 3000
» Re-Verify 30

Press [<] or [] key or number keypad to input time. Press [OK] key to confirm.
Then press [C] to save the setting.

Prompt: if the same finger is identified continuously in re-verify time period, only the
first record will be saved in device memory.

2411 Hardware Test

Test the functions of machine keys, LCD, voice, scanner and data area.

Select [Hardware test] option in [Setup] menu

Setup

System

Log Setup
»Hardware Test

Press [OK] to enter setting interface as following:

Hardware Test v
»Keypad

LCD

Voice

J

Press [<] or [~] key to choose testing option and press [OK] key to start.

Keyboard: press [<] or [>] key to select [Keyboard] option, and press [OK] to
enter keyboard testing interface. Then press any key to start keys testing (i.e. press key
3, if interface shows current key as 3, it indicates the key 3 works.)

Keyboard
Current key
3
Esc-ESC

LCD: press [<] or [—] key to select [LCD] option, and press [OK] to enter LCD
testing interface.

21



Esc-ESC Next-OK

Voice: press [<] or [—] key to select [Voice] option, and press [OK] to enter voice
testing interface.

Voice

Section 01-15
Esc-ESC

Sensor: press [<] or [>] key to select [Sensor] option, and press [OK] to enter
sensor testing interface.

Sensor

LUM 130
Esc-ESC

Flash: press[<] or [—] key to select [Flash] option, and press [OK] to enter flash
testing interface.
Two steps: 1. Erase all data; 2. Check

Step 1 Step 2
Erase All Data
Continue? Check... 10%
Esc-ESC Yes-OK

After checking completed, the interface will show the checking result,

Flash

Flash OK!
Esc-ESC

After each testing is finished, press [C] key to exit.
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2.5 System Info

[System Info] shows the current usage status of device, such as user quantity,
fingerprint quantity, records quantity and the firmware version etc.

In management mode, press [<] or [>] key and shift to [System Info] option.

MENU
User
Setup
» System Info

Press [OK] key to enter system info interface, and check info of correct operated

device.
System Info v System Info A
»User 1000 » SoftVer €02.20.03
FP Enroll 1000
Glog 5000

User: Registered user number in device
FP Enroll: Registered fingerprints number. Select it and press [OK] key and you

can check the same password enrollment number.

System Info v
»User 1000
PWD Enroll 1000
Glog 5000

Prompt: display info will be based upon different device configuration.

Firmware version: the firmware version of program which write in EROM or
EPROM (Programmable read only memory). The so-called firmware is firm program
saved in integrated circuit firmly, responsible for controlling and dealing with integrated
circuit.

After checking completed, click [C]to exit.

2.6 T&A status setting

In T&A status, press [«<] or [—] key to shift attendance status. System default

statuses are IN, Pass, OUT.
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BIO-OFFICE ouT BIO-OFFICE PASS

09:00 2 09 :00 2

07/22/10 mm THU 07/22/10 mm THU

27 T&A
FP only mode:
In T&A status, place registered finger on sensor scanner. After a beep ‘di-’, system

will prompt as following,

FP Verify

Take off!

Remove your finger. If access granted, green LED indicator will be on with voice
prompt ‘Access granted’. And interface displays as following,

FP Verify
ID 008101

Verified !

If access fails, red LED indicator will be on with voice prompt ‘Access denied’. And

interface displays as following,

FP Verify

Input Again'!

ID+ Password mode:
In T&A status, input staff ID through number keypad, i.e. 8108.
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Pass Verify

ID 8108

Press [OK] key to confirm ID, and input password following prompt,

Input staff password and press [OK] key to confirm. If verification passes, green
LED indicator will be on with voice prompt ‘Access granted’. Else red LED indicator will
be on with voice prompt ‘Access denied’.

ID+FP mode

In T&A status, input staff ID, i.e. 8102

Pass Verify

ID 8102

Press [OK] key to confirm and place finger on sensor scanner. After a beep ‘di-’,

system will prompt as following,

FP Verify

Take off!

Remove your finger. If access granted, green LED indicator will be on with voice
prompt ‘Access granted’. Else red LED indicator will be on with voice prompt ‘Access
denied’.

2.8 Shutdown

In time attendance status, keep pressing [OK] key until interface shows as

following,
Shutdown!
17 : 30 4
07/22/10 THU
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Then device will shut down.
Notice: if external power is connected, you can press [OK] key to power on device.
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O ETg-1geY  System Installation

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

operation system requirement.
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3  System Installation

First we should install background management software on the computer. Please
refer to the following steps.
3.1 Operation Environment
Hardware requirement:
Pentium [1266 and above; PentiumIII500 and above is recommended;
128 Memory and above; Minimum 100M hardware space;
COM (USB Port);
CD-ROM (CD-ROM needed in installation);
VGA support 800*600 resolution and above;
Operation system:
Microsoft Windows 2000/XP (Recommended);
Microsoft Windows Vista;
3.2 System Installation
Please insert T&A disc into CD-ROM and the disc will automatically run the
installation program. If not, please run setup.exe in the root directory of the disc. The

following window will pop up:

% is sronghy tecommandsd that o et o Windows programi.
oewemmu- Setup Program

t‘tcl'[‘axd'ou Setup aned close any progroms you have
nrning Mest to contrms with the Sehup program,

WARNING |mmmu;mmmm opweght L andd
pr——

o oy
Dot & ook s sverscd o)l ki, i
vl b prssscatid b the M extert posobis undes L

I.\"ﬂ'é{:"'l Cancel

Click [Next] to continue installation (see the picture below):

1 Bio-office Fingerprint Attendance System
Destination Location
L

Tointtsl inks & Sferent fokdes. chck Biowse. and telect srdother lokder.

io-olice Fi Scking Cancsl I

st Sehn

Destination Folder

Chas Ejomne.

T inatabation Wizard

cBach |[ Hews | Cancel
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Select the target directory to install the program and the default is “C:\Att". Click
[Next] to continue installation (see the picture below):

office Fingerprint Attendance System

=

|7 it alation Wicard

Click [Back] and installation will return to the previous screen and re-select target
directory; Click [Next] and the installation will start as the following picture shows:

T Arsmawarg [ smrmies () secornds

fwice Instalston Wized?

The installation will be done after seconds (see the picture below):

gerprint Attendance System &

[

If you want to install the driver, you should choose [Run driver installation program]
option to install the driver, and click [Finish] to start install:
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|

Wielcome to the InslaliShisld Wizand fos PL2303
USH b Seal

ThokeatafShkd Wised vl e PLZISUS oSl
o yous crguiter. 1o cordrum, chek Nt

S [ |

Click [Next] button, the interface will show as following:

23 wer Installer Prograsm £
License Agroement \
Fi ol

£nd Liser Licene Agsnement [ EULAT) ﬂ

s the | sepird ol of e berran

(g, e g i Som bcricn
'Jemr Inldd‘nnlluuu of the

ol vath Proki: Te Technology Inc.

SOFTWARE LICEN E AND UMITED WARRANTY
"-unan oement batwoen you, the end user, NHMTM‘M MProliic"]

you agee
-

a”..,.,._.,..,m s sonnr i ceees s i

1 gha ok gl e e o B beonisn ageosrmond

M|

Choose [l accept the terms of the license agreement] button, Click[Next >]button to
install driver. After installation completed, the following window will show as below:

L 230% Drierr Imdaller Program

InstallShield Wizaid Complete

Thy iekd wi thaly 2
LSt Sl chrver. Plaase ok the Fresh busan 1o exd the
wazied

" 3 " b
this petug. please unphag aned tren phug the cable sgan for
iystem deechion

Click [Finish] button and exit install interface and an icon [Q)] will be added to the

desktop.
Double click it and the T&A management system will be started. In addition,
[Bio-office Fingerprint Attendance System] has been added to [All Programs]. Please

see the picture below:
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o velnchar

= Wogei Lkities *

IRy e oo oo [ E—
mm”

am £ Morosalt oifice 2000

All Progeam

The shortcut of [Bio-office Fingerprint Attendance System] and [Time and
Attendance Management] is included in [All Programs].

3.3  Uninstall the program

Click [Uninstall Bio-office Fingerprint Attendance System] in the above picture, click
[Next] and the program will be uninstalled automatically.

Please note: All the files and data will be deleted after uninstalling the program so
please make sure before operation!
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Chapter 4 Communication

The chapter is mainly about how to add, delete

and set communication between PC and terminal.
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4

Data communication

Select [Start] - [All programs] - [Bio-office Fingerprint Attendance System] - [Time

and Attendance Management], the main interface will show as following (default

password is empty):

A0 g ¢ ) Englash Py Bio-0ffice (EP Serirs) sanagement software V1.46.01

Usit Banageaent | Bacerd Suparvision  Baplovwss lanagsssnt  Bacord Buonapuaant

mEs QO Q9 @ L) N aaéea

Bedify Dilate | Synchrenize Initialize Dewnlend o Eackip
racord resord | Esployess  Ewplaywes

tine it parmster | mew e
Unit

[E] B

If the time attendance software’s login password is not empty, you should enter the

password firstly.

System Logining

ansgemerapns [ ]

aK Lancel

Enter the password and click the button [OK] to login.
If you enter the wrong password 3 times, the software will automatically close.

When you enter a wrong password, a message box pops up as follows:

Systen prompt

) Wrong admin password, you have 2 chances to try again,
\_c(l Flease enter the adnin password again!

Click the button [OK]. And then try to enter the correct password
4.1 T&A Machine Management

411 Add Unit
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Click the button [Add Unit]. Following windows pops up:

Terminal Hanagement

Terminal Infa

Communication Method
i * UsB
Urit Sen |1
o e
Urit Mame:
Device Group | Group! =  RS485 COM1 -

Toh status |Fedlstats =)

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

[Unit S/N]: Serial number is used to identify every time attendance terminal (this
number is on back label as “Serial No”);

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

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

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

[USB]: Connect the terminal via USB cable;

[RS485]: The default value is COM1;

[TCP/IP]: Input the terminal’s IP address. The default IP address is 192.168.0.218.

Click the button [OK] to save the information. Can see a saffron yellow terminal

icon ( 7). Please move the cursor to the terminal icon it displays as follows:

Machine Number: 1

Machine Name: Head office
Serial Number: 500
Communication Method: USB

Connection State: Abnormal

The connection state should be normal. So please do communication operation
with machine (i.e. Synchronize time). When connection state is normal, teminal icon will

o
become blue (\mess),
4.1.2  Modify Unit
Choose the terminal and then click [Modify Unit], the following window pops up:
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Terminal Nanagement

Terminal Info

o Communication Method
No & USB
UnitG/N |25632589

oo [
Urit Name: |H=ad office
Device Group ’m BRI — .
T status ’W‘

Modify the information and then click the button [OK] to save the modification. Click

the button [Cancel] to cancel the modification.
Notice: If the “No” is already exist in the software, following message box pops up:

System prompt

\_‘E‘/ AMlready have the machine nunber and the dewice ID

Click the button [OK] to set the Unit information again.
4.1.3 Delete Unit
Choose the T&A unit and then click the button [Delete Unit]. Following message

box pops up:

Please confirm...

9, This operation will deal with the selected machine
qu 1[Head office]
A

6 T oo 4 ol
. Cancel

Click the button [OK] to delete or click the button [Cancel] to cancel.
4.1.4 Right Key Menu

Select ALl

8@

Reverse Selection
Set the IF configuration

Terminal information

[Select All]: Select all the terminals.

[Reverse Selection]: Select the terminals which are not selected. Cancel the
terminals which are selected.

4.1.41  Setthe IP Configuration

Click [Set the IP configuration] and open the window:
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B Set the terminal’ s IP configuration

Set the terminal's IP configuration

[~ P addiess!

™ Submask:
r

|
[~ Defaul gateway: |
[
[

oK LCancel

Select the check box and then modify the parameters. Click the button [OK] to save
[2009-03-18 13:26:14]1[Head office]Set the network parameters successfully

Note: After set the IP configuration successful, the terminal will restart.
4.1.4.2 Terminal Information

Display terminal information as follows:

Terminal information K
Teminal information

User number

Fingerprint number 2

Fassword number i

Card number L

New records number £l

Total recards number B

Firrmware version 1. 0E.00

Betrieve Lancel

Click the button [Retrieve] to retrieve the terminal information. Click the button
[Cancel] to close the window.

4.1.5 Synchronize Time

Synchronize the Terminal's time with the computer time. Click the button
[Synchronize time]. Following message box pops up:

Please confirm...

9, This operation will deal with the selected machine
¥‘4/ 1[Head office]
A

& you zure te continue?

S Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Some operation information displays in the main interface as follows:

[2009-03-18 13:49:24]Synchronizing time...
[2009-03-18 13:49:25]1[Head office]Synchronization successful!

4.1.6 Initialize Unit
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The device will resume to factory settings. All data will be cleaned up. Attention

should be taken for this operation!

Click the button [Initialize Unit]. Following message box pops up:

Please confirm...
9P This operation will deal with the selected machine
2/ 1lHead office]

Are you sure to continue?

S Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Some operation information displays in the main interface as follows:

[2009-03-18 13:52:59]Initializing...
[2009-03-18 13:53:01]1[Head office]Initialization successful!

4.1.7  Terminal Parameter Settings

Click the button [Terminal Parameter]. The [Terminal parameter settings] interface

pops up:
Termianl parameter settings 3
Communication password[0-993933)
Sleep time(0-250 minuts] 10
Yolume(0-5) &
Language English hd
Date format mm/dd/yy hd
Time farmat 24 Houw :"
Matching precisian Giaod =
Recard alarm threshold value(0-5000) 1000
Time period between repeated clocking(0-250 minute] 0
Update the fingerprint template inteligenty Disable :"
Drizplay D efault setting | oK ‘ LCancel ‘

- Communication

available now.

password (0-999999): This parameter is reserved and not

- Sleep time (0~250minutes): How long dose the terminal turn to the sleep mode if

there is no one operating the terminal.

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

is 3.

- Language: You can set the terminal’s language as Simplified Chinese, Traditional

Chinese, English, French, Spanish or Portuguese.

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

- Time format: There are two kinds time format: 24 hour and 12 hour;
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- Matching precision: There are three kinds: ‘Normal’, ‘Good’, ‘Exact’. The default
value is ‘Good’.

- Record Alarm Threshold Values: If the rest memory space for the record is less
than the threshold value, the machine will alarm.

- Time period between repeated Checking (0~250minutes): The maximum value is
250 minutes. And the default value is 30s.

Update the fingerprint template intelligently: During fingerprint sensor
identification process, the senor replaces the lowest-quality data with new,
higher-quality data that it acquired in the matching process. This enables the sensor to
maintain high quality data at all times, saving the user from repeated authentication
attempts. Default status is limited.

Click the button [OK] to save the settings. Following message box pops up:

Please confirm...

@y This operation will deal with the selected machine
w4/ 1DHead office]
Are you sure to continue?

S Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information in the main interface is as follows:

[2009-03-18 15:05:08]Set Advanced Parameter...
[2009-03-18 15:05:10]1[Head office]Parameter setting successfully!

Click the button [Display default setting] to see the terminal’s default settings
4.1.8 Download New Record
Click the button [Download new record]. Following message box pops up:

Please confirm...

@y This operation will deal with the selected machine
w4/ 1DHead office]
Are you sure to continue?

S Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Following information shows on the main interface:

[2009-03-18 15:12:11]1[Head office]Reading attendance records...
[2009-03-18 15:12:12]1[Head office]Read the records completed,Records:4,

Read successfully:4
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4.1.9 Download All Record
Click the button [Download all record]. Following message records pops up:

Please confirm...

@y This operation will deal with the selected machine
s/ 1lead office]
Are you sure to continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Following information shows on the main interface:

[2009-03-18 15:13:23]1[Head office]Reading attendance records...
[2009-03-18 15:13:24]1[Head office]Read the records completed,Records:6,

Read successfully:6

4.1.10 Clear Record
Click the button [Clear record]. Following message box pops up:

Please confirm...

@y This operation will deal with the selected machine
s/ 1lead office]
Are you sure to continue?

S Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Following information shows on the main interface:

[2009-03-18 15:14:15]Clearing time attendance records...
[2009-03-18 15:14:16]1[Head office]Clear time attendance records successfully

4.1.11  Backup Employee

Download the employee information and employee’ fingerprint templates from the
machine to the computer. You can edit the staffer information in the database
Att2003.mdb. The user information is saved in the table “Userinfo” of the database. And
the fingerprint templates information is saved in the folder “Template “in the installation
directory.

Click the button [Backup Employee]. Following message box pops up:

Please confirm...

@y This operation will deal with the selected machine
s/ 1lead office]
Are you sure to continue?

S Cancel
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Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information displays on the main interface as follows:

[2009-03-18 15:15:07]Back upping employee...

[2009-03-18 15:15:07]Backup employee: 1[Head office]

[2009-03-18 15:15:08]1[Head office]Backup employeeinformation completed,
Records:1, Read successfully:1

[2009-03-18 15:15:08]1[Head office]Backuping fingerprints...

[2009-03-18 15:15:08]1[Head office]Backup employee and fingerprints completed!

Notice: You can stop back upping the staffer by click the button on the right bottom

corner. Following message box pops up:

Please confirm...
9P This operation will deal with the selected machine
2/ 1lHead office]

& you sure to continue?

S Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

4112 Resume Employee

Upload the staffer information and staffer’s templates from the computer to the
terminal.

Click the button [Resume Employee]. Following message box pops up:

Please confirm...
9P This operation will deal with the selected machine
2/ 1lHead office]
& you sure to continue?

S Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Some operation information displays as follows:

[2009-03-18 15:16:37]Get back employee...
[2009-03-18 15:16:37]Get back employee: 1[Head office]
[2009-03-18 15:16:38]1[Head office]Get back employee completed

Notice: 1. Please make sure that the User ID is existent in the terminal.
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19 15:08:07]Get back staffers...
[2009-03-19 15:08:07]Get back staffers:1[Head office]

1[Head office]No such ID existed, recovery failed!

2. You can stop recovering the staffer by click the button [Stop] on the right bottom
corner.

4.2 Record Supervision

Get the records from the terminal real-time.

A0 g ¢ ) Englash Py Bio-0ffice (EP Serirs) sanagement software V1.46.01 x

Usit Banageaint Esployess Bunagsaant  Bacerd lunaguasnt

Ho. Mame Date/Time Saghus Descrption Uit o Urt 5M Urit name: Depariment Posiion

4.21 Activate real-time

Click the [Activate real-time] button, the status bar shows message: “Reading
attendance records...”. Now the software is beginning to supervise the terminal, and
then collect the records every 5 seconds.

You can review the record information in the [Real-Time Monitoring Records

Information] as follows:

sment | Record Supervision | Staffers Management  Record Manager

Begin Time  2009-03-15 15:23:52 Check-in Times |0
End Time Check-out Times O
Staff Mumber 3 Other Status Times |0

Real-Time Monitoring Records Information
When the staffer clock in or out, the [Check-in Times] or the [Check-out times]
increases one. And the real time record shows as follows:
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Mo, Mame Date/Time Statuz Descrption Uit Mo, Urit S/M Unit name Department
7 New User 200807-1515:30:33 I 1 1 1 head office

[ New User 2008-07-1515:3052  |In 1 head office

[ New ser 2008-07-1515:30:53  |In 1 1 1 head office
Mew User 2008-07-1515:3055 |l 1 1 1 head office

b7 New Lser 2008-07-16 1530067 |In 1 1 1 head office

And the following window which includes the Staffer ID, Name, Department and

Position pops up:

ID:2

Marne:Lucy Li
Dept.:Headaffice
Pasition:

4.2.2  Prohibit real-time

Click the button [Prohibit real-time] to stop the real-time monitoring. You can see

the begin time and end time of the real-time monitoring in the [Real-Time Monitoring

Records Information] as follows:

Begin Time 2010-07-23 09:45:40 Checlkin Times 13
End Time Z010-07-23 09:46:50 Checl—out Times 0

Enployas Humber 1 Other Status Times 25

Real-Time Monitoring Records Information

4.3 Staffers Management
Staffer management interface is as following:

= A0 g ¢ ) Englash Py Bio-0ffice (EP Serirs) management software V1.46.01
Unit Winagiint  Bacerd Swparvision | Esplovess Miupasnt | Bacerd Maagiasat
n F Raplayes 10
™ R :
= t Faglopss Bums
sl . Uplasd Delatse
Eapleyes L Eaployess & FT  from Unit Tarsioal
aployees Buagaent aployess cosmsnicatisn 4 Cha
B 1
[1[Fimad o]
Emgloyes b . CardMo Hame Sex Position Birthday Employ Dite  Phone Address
<
Pead stierdance secosds completed 0%

el

hack
Enployes

Bl
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4.3.1  Add staffer
Click [Add staffer] button, open [Add/modify staffer info] window which includes 2

pages: Basic info and fingerprint registration as follows:

Input staff info in

Notice: The No. is exclusive as well as the first digit cannot be 0!

[ Add/Nodify Employee Info 3]

Basis Ifo | Fingerprint Rlegistiation |

Wl

CodNo |

Mame ,7

7 |

Dept [k P40 =

Usertype [MomalUser =]
Verlly Mods | Card/FP/Pw = al 8 x|

D Ne | Bithdey 1.1 El
Nation | = Erploy Date fi. =
Ften | =] Poliical Feature | =l
Education | j Speciality ‘ j
Phone | Mabile ‘
Native Place |
Address |

Save Cancel

[Basic Info] option.

B Add/Nodify Employee Info 3

Basicnfo I Fingerprint Fiegistration |

Mo, ,81087
=
Nama [Mickele
Sex m
Dept W
User type: ’m‘ J g ﬂ

D Mo, |236523656585422 Bithdsy |© 13800101 =]
Nation |Chinese: | ErployDate [P 2000570 ~]
Position | | Poliical Feature | |
Education | =] ity =l
Phons |021-36536538 Mobile | 1355985638

Native Place [Shanghai

Address [Shanghsi

Save LCancel

Add picture: There are two ways:

1st way: Click [_\l] button, choose staffer’s picture stored in PC and open [Edit
picture] window as following,
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Click the button [view] to choose one photo.

Edit the photo by the [Cut-down] function and then click the button [Save] to save

as follows:

B Add/Nodify Employee Info

Basis Ifo | Fingerprint Rlegistiation |

N
e
Name [Michele
Sex m
Dept, [k A4D -

Usertyps |Adminisistor 7]
Verify Made | Card/FP/Pe -

3

i
al 8l ¥

D No, |370321198406021626 Bithday |7 19840602 x|
Naton [ N
Pasition | j Pulitical Feature ‘ j
Education | j Speciality ‘ j

Phane |021-26632635

Mobile | 13926532563

Native Place [Sharghsi China

Address [Shanghai Chind

Save Cancel
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2nd way: You can install camera to take pictures and edit then save. Make sure
there is camera equipment installed in your PC.

Click [ﬂ] button, open [Pictures shooting] window as following,

il
i |
fs
4
Tie

1

I

Choose camera equipment, and click the button [Take Pic] to take a photo.

Edit the photo by [Cut-down] function and then click the button [Save] to save.

Click the button [ll] to delete the staff photo.

[Fingerprint registration]:

Use the external USB fingerprint reader: OA99+ to enroll the fingerprint.

The sentence “Connect to the fingerprint sensor reader successfully!” means that
the OA99+ is connected successfully.

Place the fingerprint on the terminal’s fingerprint scanner window and then click the
button [Enroll] to enroll the fingerprint.

B Add/Nodify Employee Info X B 24d/Nodify Employee Info [‘52|
Basic Inta  Fingerprint Fegistatian | Basic Info Fingerprint Fiegististion |
FP Enrol conditon FP Enrol condition
r Enol x4 Enral
r Ertall Il Enval

Connest to the fingerprint sensor reader successtul!

Save Cencel Save Cancel

Click the button [OK] to save or click the button [Cancel] to cancel.
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4.3.2 Modify staffer

Modify staffer operation is to modify the staffer information in the window
[Add/Modify Staffer Info].

4.3.3 Delete staffer

Delete the staffer from the database.

Choose staffer from staff info list (you can choose some or all the staffers by using
the button [Shift] or [Ctr]] on your computer’s keypad). Click [Delete staffer] and the
following window pop-up,

Please confirm...

',:j Are you swre to delete the selected employee?
.

= Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

4.3.4 Transfer Department

Choose the staffers and then click the button [Transfer department]. The window
[Staffer Transfer] pops up:

Please select the department:
=4 Sales Department
48 Oversea
AR Charnel
A8 RLD
A8 HiR

aK Cancel

Select the department and then click the button [OK] to confirm or click the button
[Cancel] to cancel.

4.3.5 Set privilege

We can only upload the staffers to the authorized terminal.

Choose the staffers from staff info list (you can choose some or all the staffers by
using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the button [Set
privilege]. The [Set privilege] window pops up:
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= Set privilege X

(m]

Tibbead oificn)
O Gioes?
O G
O Gioees
O G

o | gaen |

Choose the terminal and then click the button [OK] to save.

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

Staffer No, CardNo. Mame Sex Positior & Bithday EmployDate Phone  Addiess 1stFP 2ndFP | Unit
3 Clark 1
» EXSNN N T Y OO B
1 Pete O

1

rint is in the unit 1
nt is in the unit1 and unit2
rint is in the unit 1

4.3.6 Copy Privilege

Copy the privilege from staffer A to the staffer B. And then the staffer B’s privilege
will be as same as the staffer A.

Choose the staffers from staff info list (you can choose some or all the staffers by
using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the button [Copy
Privilege]. The [Copy Function and Privilege] window pops up:

Cnpy Function and Privilege

Copied Employes 1D

Input the one staffer’s ID. And then you can click the button [@] to browse the
staffer’s privilege in the [Set privilege]. And then click the button [OK] to confirm or click
the button [Cancel] to cancel.
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Please confirm...

YN b0 gen omo (o ey @0 odlosiod areileed’ s gecilagh

Q
Cance

System prompt

The Selected employee’ s privileges are successfully copied!

9
-

4.3.7 Download FP
Download the fingerprint from the terminal to the software.
Choose the staffers from staff info list (you can choose some or all the staffers by
using the button [Shift] or [Ctrl] on your computer’s keypad). Click the button [Download

FP]. Following message box pops up:

Please confirm...

operation will deal with the selected machine
u I[Haad office]
bre you zure to continue?

S Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation nformation shows on the main interface as follows:

[2009-03-18 16:18:44]Download fingerprint...
[2009-03-18 16:18:44]Download fingerprint:1[Head office]
[2009-03-18 16:18:44]1[Head office]Can not connect to the T&A machine

4.3.8 Upload staffer & FP

Upload the staffer information and fingerprints to the terminal.

Choose the staffers from staff info list (you can choose some or all the staffers by
using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the button [Upload
Staffer & FP]. Following message box pops up:

Please confirm... El

operation will deal with the selected machine
u I[Haad office]
bre you zure to continue?

S Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information shows on the main interface as follows:
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[2009-03-19 15:10:18]Upload staffers and fingerprints...
[2009-03-19 15:10:18]Upload staffers and fingerprints: 1[Head office]
[2009-03-19 15:10:19]1[Head office]Upload staffer and fingerprint completed

4.3.9 Delete from Unit

Delete the staffers from the terminal via the software.

Choose the staffers from staff info list (you can choose some or all the staffers by
using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the button [Delete
from Unit]. Following message box pops up:

Please confirm...

9, This operation will deal with the selected machine
s/ 1lHead office]

& you zure te continue?

S Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information shows on the main interface as follows:

[2009-03-19 15:11:21]Delete the staffer from the device...
[2009-03-19 15:11:21]Delete the staffer from the deviece:1[Head office]
[2009-03-19 15:11:22]1[Head office]Delete the staffer from the device completely

4.3.10 Staff Checking
Search the staffer information.

Enployes II =
Enployee Hame é')

Cheeck

Terninal Enaloyee

Enployee Checking
Search the staffer information by the Staff ID, Staff Name and Terminal. Click
[Check staff] button and then the staffer info shows in the list as follows:

Employee Mo, Card Mo, MName Sex Position Bithday - | Employ Date | Phone Addiess 1stFP | 2ndFP | Unit
bi2 23E52365  LucyLi Female

4.3.11 Department management
Move the cursor to the department list and then click the right button of your mouse.
The menu pops up as follows:

Wodify dept

Add dept
Delete dept

[Add dept]: Click [Add dept]. The [Input Department Name] window pops up:
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Input Department Name

Please Input D epartment Name:

ok LCancel

Input the department name. Click the button [OK] to confirm or click the button
[Cancel] to cancel.

[Modify dept]: Choose the department which is going to be modified. Click [Modify
dept]. The [Input Department Name] window pops up:

Input the department name. Click the button [OK] to confirm or click the button
[Cancel] to cancel.

[Delete dept]: Choose the department which is going to be deleted. Click the right
button of your mouse and then click the [Delete dept]. Following message box pops up:

Please confirm. ..

:':J Are you swe to delete the selected department?

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Remark:
Right button menu:

Select All

Cancel Seletion

X

Transfer Department
Copy Privilege

dd Employee

% Modify Employee

% Delete Employee

4.4  Record Management
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_“.' A Englisk o L Bio-0ffice (EF Serirs) management software Vi.46.01 - x|
Usit Bunsgweent  Bacerd Supsrvision  Begloyess Bunsgwesnt | Becerd Nunsgweent
M bacin Duta | Pri 20000723 - p Taport Farmai Taxt Eilals. xt) e
Bepern Fiald Bo Data/Timelinit B States = Space ambel
ste| Fri 20100723 - | Search
D= au Srwreh | fine Gormat yracdd Bhoaass * Space synbel Length |
Keeard Saurch Rapors Racord
e 1 |
Growg! H
G a1
Gronpd ipiead cifice]
Gionpd
[
Ha Mame Diate/Time. Sighr St Descihion Unit Mo, Unik 5 Lirit Hame Dot Poaition
Frod e s gl (] ™

441 Record Search

[ Begin Date | Fri  2010-07-23 - @]

M End date  Fri 2010-07-23 - | Search
record
Record Search

Set the [Begin Date] and [End Date] as follows:

4 July 2010 3
SHMTWYVT

1
456 7 8

1112 13 14 15 1
18 19 20 21 22 [E3]2t
25 26 27 28 29 30 31

S
3
il
T

Today

Click the button [Search Record] to search the record.

Mo Name Date/Time Status Status Description  Unit No. Unit 5/M
¥ 379 Pater 3/20/2009 10:28:10 AM | In 1 300

386 Jack 342042003 10:28:31 AM | In 1 300

387 May 3/20/2009 10:28:34 AM | In 1 200

4.4.2 Export Record

Set the export format, export file and time format.

Export Format Text file(* txt) - Staffer Mo. Length E_:
Export Figld Mo.;DatefTime; Unit Mo.;Status - Space symbal - =
Export

Time Format  yyyy-mm-dd hherm:ss - 5pace symbol Length 1 reford

Export Record

Export format: 3 formats optional: text file (.txt), CSV file (.csv), Excel files (.xls).



Text file (k. txt)
CSY file B+ csv)
Excel filel#. xls)

Export field: Choose the fields which are useful for you.

[]Hame
[#]DatefTine
[#]Unit He.
[JUnit name
[¥]Status
[]status Hame
[Depar tment
[JFesition

Time format: 4 optional formats

y—mm—dd hhiomm: =5
yyym—d hhomm:ss
wy-mm—dd hh.mm:=ss
wyyymmddhbmmss

Staffer No. length: Set staffer No. length, the default is 6 digits;

Space symbol: Space symbol to separate fields;

Space symbol length: Space symbol bit;

After setting completed, click [Export record] button, open [Save As] window, and
choose save file directory, input file name, and click [Save] button. The system prompts

as follow:

System prompt

P ) Recerd have baen exported to "I:\ALENTRA records. txt™

&

Click the button [OK] to confirm.
4.5 System Settings

Click the icon [=] on the top left corner, the menu pops up as follows:
-

| Basic Parameter Setting
=%
\; TAk state Setting

E}f‘ﬂ Timing Downloading Record

Hf' Nonagement PY setting
|]'|<1 Database linking setting

[ Exit systes

451 Basic parameter settings
Click the [Basic Parameter Setting]. The [Basic Parameter Setting] pops up:
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Basic Parameter Setting

Basic Parameter

Cam Port Communication delsy time{1-5] Seconds 2
Metwork Cammunication delay time[1-20] Secands 5

[ Communication Failed, automatically exit current operation

[ InRealtime Monitoring, voice prompts "Department Name'

[~ Clear the data after downloading

Com port Communication delay time (1-5) sec.: The default time is 3s.

Network Communication delay time (1-20) sec.: The default time is 5s.

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

O In real-time monitoring, voice prompts ‘Department name’: During real-time
monitor, if staff is access granted, the software will voice prompt staff department and
name.

[0 Clear the data after downloading: After downloading records completed, delete
the record downloaded from machine automatically.

Click the button [OK] to confirm or click the button [Cancel] to cancel.

452 T&A State Setting

Click the [T&A state Setting]. The [T&A state Setting] window pops up:

T8A Status setting X
Status valus  Symbol Status Descriprion
» I In
10 ow
2z 2
33 3
44 [
55 5
5e 5
77 7
a8 8
EE ]
10110 10
Rk i
1212 12
1313 13
1414 14
1515 15

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

4.5.3 Timing Downloading Record

Click the [Timing Downloading Record]. The [Timing Downloading Record] window
pops up:
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Timing Downloading Record

Downloading Time:

Timg: [D000 = Add Delete Time
oK Caneel

Enable this function by choosing the [Run Timing Download Record]. You can set 5
time point.

Please use the button [=7] to set a time. And then click the button [Add] to add the
time to the [Downloading Time]

Click the button [OK] to confirm or click the button [Cancel] to cancel.

4.5.4 Management PWD Setting

Click the [Management PW Setting]. The [Modify management password] window
pops up:

Nodify management password

00d Puad [

Mew Pwd: ‘

Comfirm P ‘

oK. Cancel

Old password: default password is empty. If user has modified password, please

input this password which is used to log on system. If it's wrong, system will prompt,

System prompt

\‘{/ The old password is incorrect, please enter the password again!

Click [OK] and input old password again.
New Pwd: the password user wants to set
Confirm Pwd: input new password again to confirm. If confirm Pwd is different from

new one, system will prompt:

System prompt

:':J T oA pessmerd s dmemmet, Flese e e possend ol

Click [OK] button to input confirm password again.
After modifying completed, click [OK] button to save new password and it prompts:
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System prompt

\_‘_:J Admin password modification successfull

4.5.5 Database linking setting
Click the [Database linking setting]. The [Data Link Properties] window pops up:

B Data Link Properties §|

Provider |Connection | Advanved | All

Specify the following to connectto Access data.
1. Select ar enter a database name:
E:\Test\Backgroup managementiAtt2003.mdb ]
2. Enter information to og on to the database:

User name: Admin

[¥] Blank password ] Allow saving password

Test Connection

[ ok ][ Cancel J[ Help |

Click [;l] button beside [1. Select or enter a database name:] to choose the
linking database directory.

Choose database name, click [Open] button to confirm database linking and exit to
[Data link properties] interface. If database set ID and password, input ID and password
in [2. Enter information to log on to the database]. After completed, click [Test
connection] to test the connection correctness of the database.

Click [OK] button and it goes back to [Data link properties] interface. After setting
successfully, please restart the software.

456 Exit system

Click [Exit system]. It prompts:

Please confirm. .. &

2 it?
‘,r/ Are you swre to exit?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

4.6 User interface configuration

4.6.1 Interface skin color

Shift the skin color by press the button [“)® 1], The style is Windows XP system
style.
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4.6.2 Change the software language

Choose the language in the option [/<n=s W

4.6.3 Set quick access button

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

L = Bio-Office (EP Serirs) management software

Record Supervision  Employees Management  Record Hanagement

@ o lal ) N @

Add to Quick hecess Toslbar
3 dload  Download  Clear
time i t parameter | new record all record record
Unit Management

Click the item “Add to Quick Access Toolbar”. And then you can see the quick
access button on the toolbar as follows:

1 T E Bio—0ffice (EP Serirs) management software
Elue

Fecord Supe ent  Record Wanagement
V| Black
-'ng V| silver \jj @]]
Symehromize V| Lenguage Towrload Dowrload — Clear
im B 5oochronize time new record  all record recerd

Unit M )

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

It prompts:
1 -k H 10— 1 1 agement software
Bemove from Quick Accezz Toolbar
Renord SupervreTon — ERPLOVESS TEmord M
Q @ @ 0O maE
Synchronize Ir\)bal):a Terminal Download Downl oad Clear
in pavemeter | new record  all record record

Unit Management

Click the item “Remove from the Quick Access Toolbar”.
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o ETels16)  Background Management

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

rules of attendance etc.
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5 Background Management

Management software can collect attendance records from different terminals,
calculate according to shift setting and finally generate different reports. The
background software can manage staff information, set rules of attendance etc.

5.1 Login System

Double click the icon [Q)] on the desktop to start the attendance background

management program. The log-in interface will pop up as follows:

Administrator: Adrin |

Password: “ |

The default administrator's name is “Admin” and password is empty. Log in system

and the following interface will be displayed:

#) Fingerprint TéA management system ¥4.2.0

System HE Management Attendance Exception Data Maintenance External Help

B I0-0FFICE
3 L
e &
5} |
Staffers Timetable Schedule

<' g
@ o= q

Freoord Repan Clear Data

2008-09-23 12:55:23  Adnin Fingerprint Téh managenent system Be True & Safe

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

3. Status column: Show the current time, logged-in administrator and system
information.

5.2 System

Click [System] on the main menu, following springs:

BB Parancter Settings

Bp Adninistrators
Administrator’s Password Set

Modified Record Leg
Managing Log

DataBaze Linking

Exit System Ctrl+X
5.2.1  Parameters Settings

Click [Parameters Settings] in system menu. The following window will prompt:

# System parameters setting 3

; Basic parameters || Stat. Rules | Leave class | Field definition
Basic info

Urit Mame: |Head office

Common Rule
shift expands two days
(@) Count as the st day

) Count a3 the 2nd day

I
& workdly count as |29 18 binuge

[
[ Mat clock in count as late |52 = Minute i .
Overtime Calculation

;i Normal D
[ Not clock out count as eary 5 e omatay
Holiday |©

[ - 1}
otf duty 50 S minutes later clock-out count as overtime ©estival

Pic5.1 Parameters Settings

[Basic parameters]:

Set your company name, the default is “Head office”

Input your company name that will be deemed as the head of departments list.

A working day count as how many minutes is the base for time attendance
calculation which will be the transition standard to calculate the late to work/early to
leave /free overtime items, minute is the good transition standard of hours and working
day.

“Late for work as how many minutes” can be set when no clock-in on duty, “early to
leave as how many minutes” when no clock out for off duty. Free overtime work can
also be calculated on the base that how many minutes working after off duty time.

“Shift expand two days” is set under real condition.
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[Stat. Rules]:
Click page [Stat. Rules] in pic5.1, following shows:

0 System parameters setting El
Basic parameters Leave class | Field definition
Stat. Iters:
Stat. Rule

Late LUnit Set
Early _
Business Leave uri: | Day hs
Leave
Absence Miriroum: 1
Stay away
Dwertime
Free Overtime Fiound-off contral

O Round down

O Round up Round at total

(%) Round off [ Accumulate by times

This page describes the stat. rules of items: normal, late, early, business leave,
leave, absence, overtime, free overtime.

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

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

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

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

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

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

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

[Leave class]:

Click page [Leave class] in pic5.1, following shows:
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# System parameters setting 3

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

& & &

Append Delete  Modify

Mame Colar
[ chiristration Departm

A
R&D

Show Calor:
Indstng Syl |

Add new leave class:

Click [Append], input the name of leave class and choose color and click [save] to
finish.

Revise leave class:
Select the name of leave class which one need to be revised, click [Modify], input

new name of leave class and color, and click [Save] to finish.

Delete leave class:

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

[Field definition]:
Click page [Field definition] in pic5.1, following shows:

n System parameters setting El

Basic parameters | Stat. Files | Leave class | Field definition |

Field Name : | sl

Input new figld value:

Chinese
English

This page add the corresponding value for [Nation], [Specialty], [Position],
[Education] in menu [Staffer maintenance].

5.2.2  Administrators

Click [System]-[Administrators], following window shows:
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# Adwinistrator set 3
: J
@ @ Lé 2=
74

Append Delate Modify

Mame Administrstor; | £4min

[ cimin Deptaperable:  [y|[3] Ntems cperable e

¥ Head office

! ! The new administrator haz a default password: 855853

Append new administrator:

Click [Append]—input the name of new administrator within input field.

Of [Administrators], select corresponding privileges below and click [Save] to finish
adding of new administrator. The default password of new administrator is 888888.
Please log in as the new registered administrator and click menu [System] --
[Administrator’s password set] to set new password of administrator for system security.

Note:

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

2. After you add a new department, you must modify the privileges of the
“Department operable” for the administrators (select the new department in the
“Department operable” list and save), who will have the privileges to modify the new
department, and then you may do other operations.

Modify administrator:

Select the name of administrator, click [Modify], input new name of administrator
and corresponding rights in [Administrator] and click [Save] to finish.

Delete administrator:

Select the name of administrator who will be deleted and click [Delete] to finish
deleting according to the prompt.

5.2.3 Administrator’s Password Set
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Click menu [System]--[Administrator’s Password Set], following springs:

n Administrator modify password El
Old Prd: || |
New Pd: | |
Conlfirmn Prwd: | |

Input the original password in [Old Pwd], enter the new password in [New Pwd],

enter again in [Confirm Pwd] and click [OK] to finish.

5.24 Modified Record Log
Click menu [System]--[Modified Record Log], following springs:

# Attendance record modification log [ (=163

Search Restore Cloze
Time Fiange
Department| § Head office | Staffer Mo, [l v|  Fom[EE 31 v 000t 3] To[2009- 49 wi|[zasems 3
Depatment Staffer No Name Clooking Time State Modily ype_| Fisasons Administiator
b
L1 Ed
RecordCount o

Select department, staffer ID and time range and click [Search] and those records

which match the above condition will be displayed as follows:
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i
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Fewrch Jesters [lens
Deparimeni| Jf] Hosd siien s Sishes Bo
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10m
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¥ i i
€
Macardomi o

Time Pl
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Notice: Modified record log shows all the time attendance record modifications; If

there’s record that has been revised incorrectly before, it can be recovered by selecting

this record and clicking [Restore].

Click [Close] to exit.

5.2.5 Managing Log

Click menu [System]--[Managing Log], following springs:

Search [loze

Adririistrator

1D Name
Y E—)
21 Adrmin

20 Adrin

19 Adrmin

18 Admin

17 Admin

16 Adrmin

15 Adrin

14 Admin

13 Adrin

12 Adin

11 Adrin

10 Adrin

9 Admin

8 Admin

7 Adrmin

B Admin

&

Time Fange

From [EE- 314 v | G000 3| To[2008 413 (23535 4

tanaging Time

2003-4-1311:53:48
2003-4-13 11:53:30
2003-4-1311:51:47
2009-4-1311:49.33
2003-4-1311:44:10
2003-4-1311:43.21
2003-4-1311:42.38
2003-4-1311:41:53
2003-4-13 11:40:55
2009-4-1311:36:39
2003-4-1311:32.16
2003-4-1311:25:10
2009-4-13 11:24:47
2003-4-1311:24.:41
2003-4-1311:24:21
2009-4-1311:23.08
2003-4-1018:01:.06

Remark

Operating system parameter settings
Operating system parameter seltings
Mperating system parameter settings
Operating system parameter settings
Clear the data before " 2009-03-01
Operating business leave/leave
Dperating business leave/leave
Operating business lsave/lsave
Dperating business leave/leave
Dperating festival/holiday settings
Operating system parameter settings
Operating system parameter seltings
Operating system parameter settings
Operating system parameter settings
Link the database to

Operating system parameter settings
Operating system parameter seltings

[E3

This log records all the operations of every administrator. Select [Administrator]
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and the time range then click [Search] to see what operations have been done by this
administrator within the selected time range, which makes it possible that the
multi-administrators can use the software at the same time.

5.2.6 Set Database Link

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

When the following mistake appears, you should link database again:

Prompt information

L} Database connecting failed, Please collocate the database again
LAY

Click [Database Linking] in system menu, the following springs.

B Data Link Properties §|

Provider | Connection | Advanved | All

Specify the following to connectto Access data
1. Select or enter a database name:
E:\Test\Fackgroup menagement\Att2003. mdb
2. Enter information to log on to the database:
User name: Admin

[¥] Blank password [ Allow saving password

Test Connection

[ ok ][ Cancel J[ Help |

Input the database name or click the = button to select the correct database file.

Notice: you can click [Test connection] to test the connection correctness of the
database.

5.2.7 Exit System

Click [Exit System] in System menu. The following menu springs.

Please make sure ... @

2 e
<) Are you sure to exit?

| [ cancel

Click [OK] to exit management software and return to Windows system.

5.3 HR Management
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Click [HR Management] on the main menu, Following springs:

b Department Management CtrltD
) Staffers Maintenance  Cirl4G

5.3.1  Department Management

Click [Department Management] in the [HR Management] menu, springs the

following window:

¥ Department Nanagement &\

-

B A

Append E o
Departments List Being Selected Dept

i =ad office

Input the: new department name

&

Wihen adding a new department
*Y'ou can't use any same department
name.

‘when deleting a department,
Stafters of the department will be
move to head office automatically!

Add a new department: Click [Append], input the new department name and click
[Save] to add a sub department for the chosen department.

Note: when you want to do some other operations to the new department, you need
to set the privilege of modifying the new department for the administrator in the
[Administrator set] first (choose the new department you just added in the “Department
operable”).

Department modification: Choose the department, click [Modify] and input the new
department name, then click [Save].

Delete the department: Choose the department, click [Delete] and then click [OK]
to complete.

Please make sure ...

._:/ Are you sure to delete this department?
N

Cancel

Notice: repetition of department name is not allowed; if there are staffers existing in
the deleted department, those staffers will be automatically transferred to department of
head office.

5.3.2 Staffer Maintenance
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Click [Staffer Maintenance] in [HR Management] menu, the following window

appears:

# Staffer Waintenance =1

Address |

Transfer Import

= Al @ o
| B
T
ppend Delete Modify
 Headoffice | Search Staters
% :zg Staffer No. /| Name
e101 David
a0z Allen
a102 Dark
a104 Willer
8105 Haolly
2106 Ring
Jim
Ketter
Lily
Hose
- | S5
Staffers Information | Enroll Fingers |
Staffer Ho. |8107 Card No.
Se | v Languags
Education o Specialty |
Telephone | Mobile |
1D Mo, | Comment |

Department
Headoffice
Headoffice
Headoffice
Headaffice
Headoffice
Headoffice

Headaffice
Headoffice

Headoffice
Headaffice
Headoffice

~|

&

CardNo

Name | Gof

Bithday |]
Position

Employ Date |

Marital Gtatus |

User Type | Normal Liser

Sex Pasition

| Aftendance Set
| Calculate Attendance
Calculate O vertime

= Rest On Holiday

wl

v Group o [0

Employ Date

RecordCount: | 11

Staff's adding:

Choose the department that the staffs belong to, clicks [Append], and input staff’'s

information, then click [Save] to complete.

Note: 1. The items of “Calculate attendance”, "Calculate overtime”, "Rest on

holiday” below “Attendance Set” is correlated with report, please set it correctly. If the

checkbox of “Calculate Attendance” of this staffer is not checked, there will be no

statistical result for this staffer in the report. If checkbox “Calculate Overtime” is not

checked, the statistical result of overtime of this staffer will be 0, unless he had

[Temporary Shifts] which defines as overtime working; If the checkbox of “Rest On

Holiday” is not checked, holidays will make no effect on the shifts for this staffer; if the

checkbox of “Rest On Holiday” is checked, thus for those holidays, even there are shifts

on those days for the staffer, those shifts will be invalid. And if there are time attendance

records of this staffer, those records will be deemed as free overtime.

2. Staffer No. is exclusive as well as the first digit cannot be 0!

Staff's modification:

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

Staff's deletion:
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Choose the staff; click [Delete] and then click [OK] to complete.

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

Import staffers:

Click [Import], staffer importation window springs for importing staffers.

Staff's department shifting:

Choose the staff you want to shift the department, click [Transfer] and following

window will pop up:

# Staffer Transfer 3
Select the department to transfer:
# Head dffice
&% Admininator Department
3 Y
&8 Sales
& PeD

Select the new department and click [OK] to complete.
Export Staff:

Right-click on staff list and the following window pops:

Staffer Ma. MName Department Pozition Emplay D ate
Ba001  [Jake Chen [P PTR 2008-04-09
a102 David Concel ALl CtrldT 2006-04-16
103 King Jin 2008-05-30
2104 Clark Ruan Export Data 2006-0915
2108 Mark Simthy d v Staffer Mo H0E-20
Show all columns v Hame
v Department
v Position
v Employ Date
v Telephone
v Address
v Sex
< v Langnage
ingers v Comment

All displayed fields in staff info list can be defined through submenu of “Column”.
Meanwhile, the modification will take effect and be saved.
Click [Show all columns] to display all fields in the list.

Click [Export Data] and following window will prompt:
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s el

U ) Nee——— v

Teegiate
R e

By Hatwerk
~ o

File ame
. 1ue] - Cancel

Please select your target directory of your export, file format (txt or xIs) and the file

name. Click [Save] to confirm the operation.
Notice: Exported Excel file can be used as backup information and can be imported

again.
5.4  Attendance Management
Click [Attendance] in the main menu, following springs:

Holiday List

TimeTable and Shift Cirl+E
W Staffer Scheduling CirltF

Attendance Record
CirltkE

Lé Attendance Caleculating and Report

5.4.1 Holiday List
Click [Holiday List] in [Attendance] menu. The following appears.

# Holiday List 3
>
b B Ua))
I = W
Append Delete Modify
Name |[EREEE StartDate 2009 416 v Days |3 [#]
Holiday Name Start Dale Days
2009-05-01

Add festivals or holidays
Click [Append] then input the festival or holiday name and the rules. Click [Save]

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

Deletion of festivals or holidays

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

5.4.2 Timetable and Shift

The relationship between shift and timetables:

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

Timetable is the time period between On-duty and Off-duty required in the
company rule. For instance, the company rule requires the working hours be
08:00-12:00 and 13:00-17:00; so 08:00-12:00 and 13:00-17:00 are two timetables. If
such a shift needs to be setup, these two timetables should be setup first. Here, we use
time table “morning” to indicate “08:00-12:00” and time table “afternoon” to indicate
“13:00-17:007; so two timetables have been setup. (Please refer to the following chapter
for details of how to add time tables) and then we can add a shift such as “Normal shift”
in which “shift cycle” and “cycle unit” will be setup. Then we should add two timetables -
“morning” and “afternoon” so that a shift setup is completed. Brief introduction is
mentioned here for you to get a general picture of the relationship between timetable
and shift. The details of shift setup will be found in the next two sections.

Timetable maintenance:

Click [Timetable and Shift] in [Attendance] menu. The following window appears.

#) TimeTable and Schedule Naintenance [

Timetable Maintenance | Shift Maintenance

i ]
b (]
hppend Delete Modify

Timetable Mame | On Duty Time it uly Time ~ Timetable Name | Da¥
» | [ N = R
maring 04:00 1200 O Dty Time | 0800
afternoon 1200 20:00 0
right 20:00 0400 DI Dty Tirne
Begin Clackdn Time | 1700
End Clock I Time | 1300

Beain Clock-Out Time 16:00

End Clock-Out Time | 22:00

|3

Late error allowance Minutes

g Minutes

Early error allowance
Count As Warkday |1
Court dis workTime | 480 Minutes

Must Cn Must C-Out
¥ [[1Free Time [JOT Time

Pic5.2 Timetable Maintenance
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Add a new timetable
Click [Append] and enter the corresponding information:

[Timetable Name]For instance: Day Shift

[On duty Time] (08:00) [Off duty Time] (17:00)

[Begin Clock-in Time] (07:00) [End Clock-in Time] (13:00)
[Begin Clock-out Time] (16:00) [End Clock-out Time] (20:00),
[Late error allowance] (5) [Early error allowance] (5)

[Count as work day] (1)

[Count as work time XXX minutes] (480).

Tick [Must C-In] and [Must C-out],

Finally click [Save] to confirm.

(Please note: Every item should be setup in timetables with no blank left.[Begin
Clock-in TimeJand[End Clock-in Time]setup the valid time period for clock-in. Records
out of this time range will be treated as invalid ones. For instance [Begin Clock-in Time]
is 07:00 and [End Clock-in Time] is 13:00. If clock-in record is 07:01 or 12:59, they are
valid records but if clock-in record is 06:59, it is invalid. Besides, [Begin Clock-in Time]
and [End Clock-in Time] can be more than one day (meaning [End Clock-in Time] can
be before [Begin Clock-in Time]) but it can’t be longer than 24 hours.

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

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

The timetable Modification:

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

The timetable Deletion:

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

(Please note: Begin Clock-in Time and End Clock-in Time makes the valid time

range for Clock in. Clock in out of this time range will be treated as invalid records. It is
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the same with Clock-out time. Please setup in accordance with practical situations.)

Example——Add a timetable:

Complete process for adding four timetables:
Morning shift 04:00 - 12:00
Night shift 20:00 - 04:00

Day shift 08:00 - 17:00
Noon shift 12:00 - 20:00

(Other information can be setup according to practical situations. Please refer to

Pic5.2. Please note there should be no blank left.)

Shift Maintenance

Click [Shift Maintenance] in Pic5.2 and the following window pops up:

o TimeTable and Schedule NMaintenance @

Timetable Maintenance | Shilt Mainienance
CRC YR
= ez 4
Append Delete Modify
Shift Name ~
b Shift Name | day shift Cycles 1 %] Cycle Unit ‘Week v
three shift
Date Timetable 1 Timetable 2 |TimeTabde 3 IngTabIe 4
Sunday
Monday Day
Tuesday Day
‘Wednesday Day
Thursday Day
Friday Day
Saturday Day
v
Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:

normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables and

time range required in this shift in the springing window (see the Pic5.3 below) For

instance, select the timetable — Day shift and select from Monday to Friday and then

click [OK], back to this window and click [Save] to complete. (Please refer to the

example for details.)
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¥ Add Shift Timetable

Choice a timetable: Choice the date: (L]
Timetable ... | On Duty Ti...| Off Duty Time # Sunday
@Cay  [0200  [17:00 | = '}"D"dj’
uesda
moming 0400 1200 % wedneeday
aftemoon 12:00 20:00 ¥ Thursda
ht 20:00 04:00 v
na Saturday
v
< >
ok | Cancel |

Pic5.3 Add a timetable
Delete the timetable: select the timetable you want to delete and click [Delete].
Clear the timetable: clear all the timetables of the shift.
Arrange the shift automatically: when a staffer has several shifts during one period,
he need to finish all the shifts if it is not arranged the shifts automatically otherwise he will

be regarded as absence; if you select the [Arrange the shift automatically], just finishing
one shift of the period is reared as normal attendance.
Modify a shift:

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

Delete a shift:

Select the shift to be deleted and click [Delete].
Example——Three shifts:

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

week, cycle every three weeks and staff is on holiday every Saturday and Sunday.)
Step 1:

Click [Append], enter “Three shifts” in [Shift Name], set [Cycle] to “3” and [Cycle
Unit] to “week”. Please see the picture below:
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#) TimeTable and Schedule K

| Timetable Maintenance |
- 2 ':fg [ 4
Append Delete Modify
Shift Name &
b day shift Shift Name Cycles (3 2| Cycle Uit 'Week v
| |
Date Timetable 1 Timetable 2 [TimeTabIe 3 |TimeTab\e 4 A
Sunday
Monday
Tuesday
Wednesday
Thursdap
Friday
Saturday
Sunday
Monday
v B 3

Step2

Add corresponding working hour timetable in accordance with “Cycle”: first week
(morning shift, from Monday to Friday)

Click [Add] and the following window pops up:

# Add Shift Timetable EI

Choice a timetable: Chaice the date: Clau
Timetable ... | On Duty Ti..| Of Duty Time A Sunday Wednesday
Day 08:00 17.00 ] Monday Thursday

; i — v Tuesday Friday

3 ¥ ineiay Sanadsy
aftermnoon 1200 20:00 ! Thursday
right 20:00 0400 G

Saturday
Sunday
Maonday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sundap
2 Monday
— Tuesday

23
v

1] ‘ LCancel ‘

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

The second week (afternoon shift, from Monday to Friday)

Click [Add], make corresponding operation in the springing window (see the result
below):
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¥ Add Shift Timetable f'SZI

Choice a timetable Chaice the date: [Jan

Timetable ... | On Duty Ti...| Off Duty Time A ’E\idum:ljay %edn;sday
onday wrsday
Day ] 1700 e e
04:00 1200 wiednesday Saturday
oo eooo— JRIa R
20:00 04:00 Friday
Saturday
Sunday
¥ Monday
v Tussday
v Wednesday
| Thursda
v

Saturday
Sunday

2 Monday
— Tuesday

IS
v

o | Concel |

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

below):

¥ Add Shift Timetable E|

Choice a timetable: Choice the date: Cdan

Timetable ... | On Duty Ti...| OF Duty Time 4 ﬁlul’\t;ay (d \ﬁ”'adr\desday
Y Y onday ¥ Thursday
Day ) 0200 17:00 Tussday <
maining 04:00 200 Wednesdap Satindap
afternoon  12:00 20:00 Thursday
» [ Fidey
Saturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
2 | Monday
- | Tuesday

|~
v

o | Cancel |

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

setup of “three shifts” will be done (see the picture below):
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=
Append Delste Modify
Shift Name: A
| day shift Shilt Name |thiee shift Cpcles (3 2] Cycle Unit | wWeek |
|
Date Timetable 1 Timetable 2 |T:‘meTabEe 3 |TimeTabIe 4 A
Tuesday moining
‘Wednesday  [moining
Thursday matning
Friday moining
S aturday
Sunday
Monday aftemoon
Tuesday aftemaon
Wednesday altemoon
v

5.4.3 Staffer Scheduling

Click [Staffer Scheduling] in [attendance] menu. The following window appears:

# staffer Scheduling

@ & B0

Gelect All Select Hone | Arrange Shif
) Lam Loong Phato House | Search Staffers

T

Staffer Mo. MName Department Shift o
» i y
10 Tan Soon Teik Operation
n Leow Chee Siang  Head Office day shift m
12 SuHea Lee Head Office
2 Ching Head Office day shift
4 Andy Ho Head Office
5 Sellamah A/P Appadi Head Office day shift
g I a
Time Range
From [200304M1  ~ @ L‘//AT =) ([ )
ll‘_—‘ [aq= ] w |4
To | 2003-04-30 hd Del. Temporary Add Temporary
Date Timetable 1 Timetable 2 TimeTable 3 |T|meT able & | ~
04-01 Wednesday E
04-02 Thursday
04-03 Friday
04-04 5 aturday
04-05 Sunday
04-05 Monday
04-07 Tuesday
[T b

Pic5.4 Staff scheduling

Choose the department or several personnel that need to arrange shifts, click

[Arrange], the following window appears:
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# Staffer shift maintenance 3]

Shit List Shift Timetable:
Shitt Mame | Cycle quantity | A [Date Timetable 1 Timetable 2 ‘TimaTahle 3 ‘TimaTahle 4 |
1
three shift 3 Sy
Monday Dap
Tuesday Day
Wednesday Day
Thursday Day
Friday Day
Saturday Day
~
< b
The cumert shift schedule:
Time Range

Shift name Beginning date Ending date
2003-04-01 2010-04-01

Begirring | 20030401 v
Ending| 20100430 &

M S8 el 3 Cancel
Pic5.5 Add a new shift

Add a new shift

Select the corresponding shifts, for instance: The commencement date and
deadline of this shift of “normal class ", click [Add] button and then click [OK] in Pic5.5 to
finish the adding of new shifts.

Please note:

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

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

Deletion of the shifts

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

Arrange a Temporary Shift

When one or many staff's working time needs to be changed temporarily, you can

arrange a temporary shift. Click [Add Temporary] the following window appears:

Please make sure ...

y‘f’/ Are you sure to make temporary shift schedule to the selected Staffers from 2008-03-01 to 2009-04-097

Click [OK] and the temporary scheduling can be operated. Then click [Add] and the

following window will pop up:
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0 Add a temporary timetable m

Select the timetable to add Select the dates [Tan
Timetable... | On-duty time | Off-duty time| 04125 unday
[ nomal day {0300
right 20:00 0500
moming 0600 1200
s
[ oK ] [ Lancel ]

Click [OK] and the timetables will be saved. Click [Save] and the temporary
scheduling will be saved.

[Delete]: Delete the selected timetable;

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

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

5.4.4 Attendance Records

Click [Attendance Records] in [Attendance] menu, the following appears:

# Search Staffer’s Attendance Record (=13

B G Y
A~ 5] -
Sesrch Report Export Modify Log
Time Range
Depamen | Headofice v/ Staffa No 4l v FonlEEE +1 ¥| [0mm 2] To[zmms 418 v [2zmms 3
Department Stafferbo. | Hame Date Time Stale Lacalion D ~
»
v
RecordCount: 0

Inquiry of attendance record
Select the department, staff, the beginning and ending time that need to inquire

about, then click search, you can get the corresponding attendance record.
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# Search Staffer’ s Attendance Record

By C 9§ =

a4 ﬂ =
Search Report Export Wodify Loz

Time Range

Department | {f Headoffice % | Stafer Mo [ a1 ¥ fom o1 w| omm 3| Tolows 415 v [zmmm @

Department Staffer Mo Mame Date Time State Location D ~
|4 Adrinitrator Department 20m Jake Chen 2003-04-01 07:23:05 Clock In

Adrinitrator Department aom Jake Chen 2003-04-01 17:00:53 Clack Out

Adminitrator Department 20m Jake Chen 2009-04-02 07:45:25 Clock In

Adminitrator Department a0 Jake Chen 2009-04-02 17:05:16 Clock Out _

Adrminitrator Department aom Jake Chen 2003-04-03 07:52:12 Clock In

Adminitrator Department 80m Jake Chen 2009-04-03 17:01:54 Clock Out

Adminitrator Department aom Jake Chen 2003-04-04 07:43:54 Clock In

Adminitrator Department 80m Jake Chen 2009-04-06 07:38:36 Clock In

Adrminitrator Department aom Jake Chen 2003-04-06 17:08:42 Clock Out

Adminitrator Department 20M Jake Chen 2009-04-07 07:45:18 Clock In

Adrinitrator Department aom Jake Chen 2003-04-07 17:14:20 Clack Out

Adminitrator Department 20m Jake Chen 2003-04-02 07:08:12 Clock In

Adminitrator Department a0om Jake Chen 2009-04-08 07:24:53 Clock In

Adminitrator Department aom Jake Chen 2003-04-08 17:20:05 Clock Out

Adminitrator Department 80m Jake Chen 2009-04-09 07:49%:52 Clock In

Adrminitrator Department aom Jake Chen 2003-04-03 07:51:56 Clock In

Adminitrator Department 20M Jake Chen 2009-04-09 08:0215 Clock In

Adrinitrator Department aom Jake Chen 2003-04-0917:11:24 Clack Out

Adminitrator Department 20m Jake Chen 2003-04-10 07:45:19 Clock In

Adrinitrator Department aom Jake Chen 2003-04-1017:04:34 Clack Out

Adrminitrator Department aom Jake Chen 2003-04-13 07:35:46 Clock In

Adminitrator Department a0 Jake Chen 2009-04-1317:27:06 Clock Out

Adminitrator Department aom Jake Chen 2003-04-14 07:06:12 Clock In

v

RecordCount: 135

Attendance record report form preview

Click [Report] when the window displays the attendance inquiry records, you can

get the report form automatically.

o Preview

T =S AR X
Head office attendance record report
2009-04-01 To 2009-04-18
B Jake Chen 8001 2005-4-1017:04:34__ | Clock Out 2006-47 74616 | Clockin
T T 2006-4-13 7:3546__| Clockln 2009-4-7 17:14:20__| Clock Out
AT E T T 2005-4-1317:27:06__| Clock Out 2006-48 70812 | Clockin
T T T 2006-4-14 70612 __| Clockln 200648 7:2453 | Clockin
TS e 2005414 17:16:25 | Clock Out 7009-4-5 17.20:05__ | Clock Out
e P LT 2006-4-15 7:46:58 | Clockln 2006-407:48562 | Clockin
ST T 2005415 17:08:63__| Clock Ot 20064975166 | Clockin
TS TR T 2006-4-16 8:00:685 | Clockln 20064980215 | Clockin
09457383 | Closkn Count 27 2009-4-9 17:11:24__| Clock Out
2009-4-107.45:18__| Clockin
zzuuuugg,“4i1;flf_:|452 CC“UUC:k?:t BEY King Jin 8103 2000-4-1017:0434__|Clockout
2009-4-717.1420__| Clock Out 084172308 | Clockln 2008-4-137:36:46 | Clockin
00948 7.08.12 e ST B 2008413 17:27.06 | Clock Out
J00%4.8 72453 T e ] G et 2008414706112 | ClockIn
200948172005 | Clock Out 40 2t 0 oL ook ol 2008-4-1417:16:25 | Clock Out
20094074952 | Clockln i manel | Tl 2003-4-15746:58 | Clockn
200949 7.51 56 - e S R 2008415 17:08:53 | Glack Out
20094080215 | Clackin 200 A 400 LOlachn 2003-4-16 800:58 | Clockln
20094.G17:1124 | Clock Out ;UUUU;:;J??;E ;'D?kkc';t Count, 27
22000099;:100177.?4.:1394 ;Lﬁmt 00947 74516 | Clockin P&D Mark Simth 8105
e 2006-4-7 17:14.20 | Clock Out 2006-417:2305 [ Clockin
e e 200548 7.0812 | Clockln 2009-4-1 17.00:58__ | Clock Out
e e 200548 7:2453___| Clockin 2006-427:4635 | Clockin
e iirTiear oo on 2006-4-617:20.05 | Clock Out 2009-4-2 17.05:16__| Clock Out
e 20054674352 | Clockln 20064375212 | Clockin
e e 20054875156 | Clockln 2009-4-3 17.01:54 | Clock Out
2NN4-4-4 3:N714 Clark In 2NNG8-4-4 74364 Clarck In
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Attendance records exporting

If need to lead out the attendance record, only need to click export, you can lead
out the data inquired. (File format: txt, xIs)

Click [Modify Log] and the log-modifying window will be called for reviewing the
modification log of time and attendance records.

5.4.5 Attendance Calculating and Report

Inquiry of report form:

Click [Attendance Calculating and Report] in [Attendance] menu, the following

window appears:

# ittendance Calculating and Report |Z‘@@

TR
A~ (O =
Calculate Report Ezport Exception
Time Aangs

Department ] Head office v Stalfer| All v From |EIEE- & 1~ | | o003 To|2003- 416 v | 235359 %
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated ltems

Department MName Staffer Mo. Date Timetable On Duty Off Duty Clock In Clock, Out
L3
£ >

Pic5.6 Attendance Calculating and Report

Select the beginning, the ending date and the department and staff that need to be
calculated and then click [Calculate].

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

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

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

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

[Calculated ltems]: Display all Staff's calculated items such as “normal”, “actual”,
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“late”, “early”, “absent”, “overtime” etc.

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

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

Exceptions of attendance records dealt with:

Open the attendance exceptions option card to deal with the records:

# Attendance Caleulating and Repo B)

- Q" @
\f Q ==
Calemlate Report Export Exception
Time Range
Department m Head office  + Stafter| All k4 From | 2009 4- 1 & 00001 % To 2003 416 & 235359 3
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated lemns
Department | Staffer No. MNarne Date Time State Operation Exception De, Timetable Check ~

ator De 8001 Jake Chen ~ 2003-04-01 O7:23:05 Clock In Mamalrecord - Mormal
Adrinitrator De 80071 Jake Chen  2005-04-01 17:00:59 Clock Out Nomal record  Momal
Adrminitrator De 2001 Jake Chen  2009-04-02 07:45:35 Clack In Mamal record  Mormal
Adrninitrator De 80071 Jake Chen  2009-04-02 17:05:16 Clack Out Nomal record — Maormal
Adrinitrator De 20071 Jake Chen 20090403 075212 Clock In MNomal record  Momal
Adrinitrator De 80071 Jake Chen  2009-04-03 17:01:54 Clack Out Nomal record  Maormal
Adrinitrator De 2001 Jake Chen  2009-04-04 07:43:54 Clock In Delete Irevalid record
Adrminitrator De 5001 Jake Chen  2003-04-06 07:38:36 Clock In Mamalrecord  Mormal
Adrinitrator De: 80071 Jake Chen  2005-04-06 17:08:42 Clock Out Nomal record  Momal
Adrminitrstor De 5001 Jake Chen  2003-04-07 07:45.16 Clock In Mamalrecord  Mormal
Adrinitrator De 80071 Jake Chen  2005-04-07 17:14:20 Clock Out Nomal record  Momal
Adrminitrator De 2001 Jake Chen  2009-04-08 07:08:12 Clack In Mamal record  Mormal
Adrninitrator De 80071 Jake Chen  2009-04-08 07:24:53 Clack In Delate Irvealid record
Adrinitrator De 20071 Jake Chen  2009-04-08 17:20.05 Clock Out MNomal record  Momal
Adrniritistor De 8001 Jake Chen  2003-04-03 07:43:52 Clock In Nomalrecord  Momal
Adrinitrator De: 80071 Jake Chen  2005-04-03 O7:51:56 Clock In Delete Irevalid record
Adrminitrstor De 5001 Jake Chen  2003-04-09 08:02:15 Clock In Delete Irwvalid record
Adrinitrator De 80071 Jake Chen  2005-04-03 17:11:24 Clock Out Nomal record  Momal
Adrminitrator De 2001 JakeChen  2009-04-10 07:45:19 Clack In Mamal record  Mormal
Adrninitrator De 80071 Jake Chen  2009-04-10 17:04:34 Clack Out Nomal record — Maormal
Adrinitrator De 20071 Jake Chen 20090413 07:25:46 Clock In MNomal record  Momal
Adrinitrator De 80071 Jake Chen  2009-04-13 17:27:06 Clack Out Nomal record — Maormal
Adrinitrator De 2001 Jake Chen  2009-04-14 O7:06:12 Clock In Nomalrecord  Momal

v

We will see such mistakes as “state mistake “,” invalid record”, “repeated record”,
etc. are described. (If we will revise to write down, click the right key and springs the

following menu):

The definition of each option as follows:

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

xls format;

Jake Chen  200304-03 075212 Clock In Nomal record — Normal

Jake Chen  2003-04-03 17.01:54 Clock Out MNomalrecord  Marmal

3 Delele

Jg  Eepert Dats Momalrecord  Momal

Ja  Creats vepert for cwrent grid Nomalrecord | Nomal
SO halrecord  Nomal

187 Delete salactad Dal Clock out NSHEECIE, Nomal

U2 Cgneal speration for selested Cwldz QOvertime in NERMEERE Momal

18 Modity md save Exception Cerl4s Ogertine ouy [N

Ja nalrecord  Maomal

Ja Chenge filter... o Om el resard  Mormsl

s Columns y|_Ouk back fid record

J3 Show all columns Jelete Invalid record

JakE LR ZOUS 0N TP TTZs LIBeK U Narmal record  Normal

Jake Chen  2003-04-10 07:45:13 Clock In Nomalrecord  Marmal

Jake Chen  2003-04-1017:04:34 Clock Out Nomal record  Normal

lala Mhan DANAENAA 2 A7-35 AR Cleele 1 kel ramard Klarrnzl



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

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

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

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

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

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

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

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

Please note: We can manually modify the record as stated above to assure the
veracity of the report according to the practical situation. If there is disoperation, the
records can be recovered through [Modified Record Log] in [System].

Right Click in [Shift Exceptions] the following shortcut menu will pop up:

Export Data

Create report for cwrent grid

Filtering Kecord 4
Columns L4
Show all columns

[Other Exceptions], [Calculated Items] the following shortcut menu will pop up:

Export Data

Create report for current grid

Columns 4
Show all columns

The operation is the same as stated above.
Report:
Click [Report] in pic5.6 and the following menu will pop up:
Attendance Report
Daily Report
General Report
Exceptions Report
Create a Report For Current Grid

Pic5.7 Exception menu

[Attendance Report]: Calculate staff’s attendance record;
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[Daily Report]: Calculate staff’s daily attendance record;

to SHS K X

Head office staffer daily report
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[General Report]: Calculate all staff's attendance items such as “normal”, “actual”,

“late”, “early”, “absent”, “overtime” etc;
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[Exceptions Report]: Calculate staff's “out”, “overtime”, business leave/personal

leave” etc;
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[Create a Report for Current Grid]: Print preview of the current displayed grid. For

example: Attendance Report
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Print Report:

Toolbar of report preview is as the following picture:

i = EHS ¢ X

= 100% Adjust the ratio of preview content;

]

=

Open the existing report file;

Find the report file (*.frp) to be opened, select it and click [Open] to see the report.

E Save report to file;

Select the directory to save the report to, enter the file name and click[Save]to
complete the backup of the report for future check or copying to another computer for

printing; extension file name is “*.frp”.

% Print Report;

x Close Preview

Data Export:

In picture 5.6, click [Export] and the displayed data of grid in the current window will
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be exported to a file (*.txt or *.xls). It has the same function as [Export Data] when right
clicking in each grid.
Exceptions dealt with:

In pic5.6, click [Exception] and the following menu will pop up:

ppend Record
Latef/Early Collectively

Business Leave/Leave

Modified Record Log

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

5.5 Deal with Exceptions

Click [Exception] on the main menu, following springs:

fway On Business/Leave Ctrl+L

hppend Record CtrlHh
hppend Record Collectively
Dealing With Collectively Lats/Early

5.5.1  Away on Business/ Leave

When the staff can't punch in/out because of going out on business or asking for
leave, in order to guarantee the exactness of the final statistics, we should make these
settings through this function. Click [Away on Business/ Leave] in [Exception] menu, the

following interface springs:

86



n Staffer Be away on Business & Asking for Leave

M= - 5
157 a)) y
IR &= ) Mg
Append Delate Modify Search Report
Time Rangs
Department m Head office v
Beginning Time | 2003 4-16 | s00:00 3
St o
Erding Time 2008 416 v [ 173000 2
losveTwr ]
Reason| \
Department Staffer Mo, Mame Beainning Time Ending Timz Leave Type Reason
r
< ¥

Deal with staff away on business / leave:

Click [Append], then select the proper department, staffer ID, beginning time,
ending time, leave type, and click save when ready.

Modification of staff away on business or leave:

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

Deletion of staff away on business or leave

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

5.5.2 Append Record

If a staffer didn’t punch in because of special reason, you can use this function to
append the forgetting attendance record. Click [Append Record] in [Exception] menu,

the following window Springs:

‘” Append record

Depatment | 11 Head office ]

Staffer No. ‘

Record Tme | 2003 46 v | gooon 3|

Select the relative items and click [Append] when ready.
5.5.3 Append Record Collectively

When part or all of the staffers in a department did not punch in/out because of
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some reasons, please you can use this function to add punching in/out collectively, click

[Exception]--[Append Record Collectively], following springs:

# sppend record collectively 3
Departments list Staffers list [CTan ':
i =ad difice Stafler No. | Name ~ u
& Adminitrator Depar| | p When Staffers can not clock-in or
&8 ReD clock-out for some reasons, Tou can
Sal add the massive clock-in or
% o clock-out record here.

Tou can use the Ctrl key when
selecting many Stafferss

The added record can be found in
the record modification log.

State: | Clock in w

Fecord Time: | 2009 416 v || o000 (3

0%

Select the department, thus the staffers in the department will be listed in the staffer
list, select the staffers whom you want to add records on to, then select punching in or
out and the time, click[OK]to finish.

5.5.4 Dealing with Collectively Late / Leaving

When collectively coming late / leaving early takes place for some allowable
reasons, you can use this function. Click [Dealing with Collectively Late / Leaving] in

[Exception] menu. The following springs:

o Dealing with collectively Late/Early E‘
ekidn Staffers fist DOa
(&) Coming Late O Leaving Early
Staffer No. Name -
Ignore clock in record » [5001 ke Chen
a102 David
From 2009- 416 || 80000 = 102 KingJin
= 8104 Clark Ruan
To LI 8105 Mark Simth

The modified clock in time:

2008 416 v || 75000 >

Search Staffers
@ Depattment | ) Head office ~

O Shift Day v
v

Steps as follows;

1. Click “Dealing with Collectively Late/Early”;
2. Select time range for “ignore clock in record”;
3. Select the “modified clock in time”

4. Search staff through department or shift;
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5. Select staff;
6. Click [OK] to confirm.
5.6 Data Maintenance

Click [Data Maintenance] on the main menu, following springs:

W Inport Staffer List Ctrl+T
Import Attendance Record Ctrl+l

Clear Obzolete Data
Compress Database

B Backop DataBaze

Initialize System

5.6.1  Import Staffer List

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

window:

# Taport Staffer List 3]

Select a file to impart

Fie: | L]

Failures in importing

Click L) to select the personnel list file for importing.

Lookji | 3 beckerewp asmsgment Yy orem

JTenglate
= Lipngher

®
File game > =T |
[Cowen ]

Flusol ppe. [ Tert Pile i tm) -

Select the right file which can be in *.txt or MS Excel ( *.xIs) formats, then click

[open]to get back to above window, click [OK] to start!

The definition of (*.txt) data format as follows:
This format of file only can import the staffer info of “ID, Name, and department”;

The format of data must follow: Staffer ID + Tab + Name + Tab + Department;
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The information each staffer takes one line, no blank line between one another.

The definition of MS Excel (*.xlIs) data format as follows:

This format of file can import the staffer info includes: “Staffer No., Name,
Department, position, Employ Date, Telephone, Address, Sex, Language, Comment”;
put those items on the head line and input the items by order, the order can not be
changed.

5.6.2 Import Attendance Record

Click [Import Attendance Record] in [Data Maintenance] menu, Springs the

following window:

# Tmport Attendance Record X

Select a file to impart

File E]

Failures in importing:

Click L) to select the attendance record file for importing, and click [OK] to start.
5.6.3 Clear Obsolete Data
Click [Clear Obsolete Data] in [Data Maintenance] menu, springs the following

window:

#) Clear The Obsolete Data

Select the end date
Before: |EIE- 317 v i] ﬂ
Clear Clage

After your system is used for a long time, you will get a large number of obsolete
data in the database. It ties up the hard disk space and influences your system
operation speed. At this moment you can use this function to clear these useless data.

Select the ending date for your data clearing. And click [clear] to complete this
operation, after the clearance, the system will prompt asking you to compress the
database as following shows; select [0k] to finish. (Note: you can only clear the data of
one month ago)

5.6.4 Compress Database

Click [Compress Database] in [Data Maintenance] menu to compress and repair
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the database

5.6.5 Backup Database

For ensuring the safety of data and recoverability, we advise you to back up the
database regularly. Click [Backup Database] in [Data Maintenance] menu, then select
the route to backup the database. Click [Save] when ready.

Back up the database manually: Copy the Att2003.mdb from the installation
directory to the route you want to backup the database, so if the system collapses, you
just copy Att2003.mdb to installation directory over again after re-installation.

5.6.6 Initialize System

Click [Initialize System] in [Data Maintenance] to initialize the system. (Note: After
the system is initialized, all information will be lost; the system will get back to the state
when just installed. Please make sure that you want to initialize the system. )

5.7  External Program Management

Click [External] on the main menu, following springs:

External Progran Management

Connect To Time and Attendance Machine

5.7.1  External Program Management
We can append external program into time attendance program for convenient

operation. Click [External]-[External Program Management], following springs:

¥} External program management @\

o
L

Append Delete Modify
Proaram Mame:
Executable File ]

External program list

Program Mame Executable File
3

Firstly, we can click [Append] to add a new menu. For example, we need
“calculator” when we are operating, input “Calculator ” into the input field of [Program
name], and then input “C:\WINDOWS\system32\cacls.exe” into the input field of
Executable file or browse [ to find the calculator program, click [Save] to finish at last.
We will see [Calculator] when you open [External program management] over again:
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External Frogram Management

Connect To Time and Atiendance Machine
Calculator

5.7.2  Connect to Time Attendance Machine

Click [External]-[Connect to Time Attendance Machine] springs the communication
interface between the software and the machine which can control the current machine
connected with the computer, it can collect the records from the machine, upload and
download staffer info & clear the old data & modify the time on the machine. Find detail

on clause {Time and attendance management & communication) .
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I ETOGI(] FAQ

Frequently asked questions and answers
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6

FQA

6.1

Fingerprint has enrolled but often gets failure in identification.

Reason

Solution

1. The fingerprint was not
captured properly

Enroll the finger again. Please refer
to illustration of pressing finger.

2. Direct sun light or too bright
light

Avoid direct sun light or other bright
light

3. Too dry finger

Touch the forehead to increase oily
level of the finger.

4. Too wet finger with oil or
cosmetics

Clean fingers with towel

5. Low fingerprint quality with
callus or peeling

Enroll other fingers with better
quality

6. Wrong way in placing fingers
when punching in/out

Please refer to illustration of
pressing finger.

7. Latent fingerprint on the
surface of sensor

Clean sensor surface ( adhesive
tapes recommended)

8. Not enough finger pressure

Place the finger evenly on the
sensor with moderate pressure

9. Influence by fingerprint image
change

Enroll fingerprint again. Please refer
to illustration of pressing finger.

10. Fingerprint not enrolled yet

Place enrolled finger.

6.2

The machine cannot connect with PC.

Reason

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or
cable hardware problem

Plug the cable firmly or change
another cable

3. Not able to connect COM
(wrong COM No)

Please enter the right COM No

4. Not able to connect TCP/IP
(wrong setting)

Refer to the manual for connecting
Time Attendance terminal

6.3

No records found though staff h

ave clocked in/out.

Reason

Solution

1. Unit power break for a long
time (time turn to zero as default)

Synchronize the time
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2. Minority staff fingerprint false
accepted

1. Add records manually

2. Adjust fingerprint matching
precision

3. Change another finger and enroll
again.

6.4

Clock’s time works fine, but FP scanner is off, staffer cannot attendance

Reason

Solution

1. Unit in dormancy status

Press any key to activate.

2. Fingerprint scanner abnormal

Restart the machine or change the
fingerprint module

6.5

We do not use the ID + fingerprint mode to verify

Reason

Solution

1. Wrong ID entered

Enter the right ID

2. This user has no right to use
1:1 identification method

Set 1:1 identification method for this
user.

6.6

The unit beeps automatically when no one punches in/out.

Reason

Solution

1. Direct sun light or too bright
light

Avoid direct sun light or other bright
light

2. Latent fingerprint on the
surface of sensor

Clean sensor surface (Adhesive
tapes recommended)

Please note: Should you have any other problems, please kindly email us the log

files in zip or rar (The log files are in Log directory in the installation directory of the

software)!
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O ElCIgll Appendix

The main theme of this chapter is the additional
information of this T&A including access control cable
connection and way of pressing finger.
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7  Appendix
71 Interface lllustration
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USB/Power TCP/IP

7.2  lllustration for pressing fingerprint

Correct method:

E 0N

Place the center of the finger on the center of scanner window)
Wrong method:

B )
=3 |
3 |
| 5 G
Too small valid area left-of-center right-of center Defluxion Too down

1. It is better for each user to register two finger prints in case of one finger can
not work.

2. Place finger flatly and the center of the finger is on the center of scanner
window and press a little hard on scanner so it can scan as large finger area as
possible to extract enough minutia.

3. Keep the angle and direction of finger the same each time placing on scanner.

4. If your finger has sweat or water, please make it dry first and then register.
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5. If your finger is too dry, make it a little wet or touch the forehead to increase
oily of the finger, press a little hard on scanner. (the dry finger can cause the finger
image not clear.

6. Avoiding the callus, peeling or injury of the finger to ensure the register and
identification successful.

7. You'd better register the thumb first, and then index finger or middle finger to

increase the precision.

98



