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Chapter 1 System Installation and Configuration

1.1 System Operation Flow Chart
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Figure 1.2 System Operation Flow Chart (Attendance)

1.2 System

Installation

Click the installation program to install the "K1 Access Control Management

System to the specified path on your computer according to the setup wizard. After

the installation is complete, the system automatically runs the software.




K1 Access Control Management System User’s Manual

E@d‘ 18 setup - K1 =13
Welcome to the K1 Setup Wizard Select Destination Location
Where should K1 be installed?
This will install K1 on your computer,
e L O S SR ] Setup vl st 1. it the okowig e,
Click Nest to cortinue, or Canclto eyt Setup. o continue, dlick Next. If you would ke to select a different folder, cick Browse
At l2ast 40.0 MB of free disk space is required,
Figure 1.3 Figure 1.4
a=g x|
Completing the K1 Setup Wizard I
Setup has finished instaling K1 on your computer. The Please enter the company name and select the type
application may be lsunched by selecting the installed icors. of system.
(Click Firish 1o exit Setup.
Fun
Company name:
Systern Type Access control system v
Mot () Cancsl (€)
Figure 1.5 Figure 1.6

1.3 System Configuration

For initial running of the system, the initial running wizard will pop up
automatically. Configure the following items of the system based on the wizard:
Company name, system type, equipment type, employee ID length and password.
Steps:

1. Input company name and select system type (Access control or access control
attendance system).In addition to all functions of the access control system, the
functions of the attendance system also include functions related to attendance.
(Figure 1.6)

2. Select the equipment type (Figure 1.8).

3. Set personnel ID length (the default length is 5 digits, and you can enter a

maximum of 99,999 persons).
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Set the log-in password (To successfully set this password, you must ensure
that the new password is the same as the password you confirm. The password
can be English letters (case sensitive) and numbers. Do not forget the password

after the setting (Figure 1.9).

Please chaose the type of equipment used, different
equipment, different types of cormmunication
interfaces, chaose the wrong type will rasult in no
communication with the devics!

! | Equip type: | MFa50 >
| |
i
‘
|
I _.
[ prioreey | [ mextaw | [ cancel iz
Figure 1.8

Flease set the length of staff numbers, staff numbers
set up the length, if the staff do not want to manually
enter the number, the system will automatically
generate staff numbers.For safety, please set the
system password!

Work ID length: | S|
[manot 1

| New password:

[rrrrr
Confirm Mew password: |

[ eriorey | [ mestimy | [ cancel (o)

Figure 1.9
A system login window will pop up automatically after system configuration.
Enter the password, and then click “OK” to log in the K1 Access Control
Management System. Figure 1.11 shows the main interface of the access

control management.
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Password: |******

| [+ ok o) [E¢ Exit )]

S El Access Control Sys

2P| Real time monitoring | Electronic map |
[ &3 Equipment1(D01) 192.168.1(

I~ Show phota

Dept name:
Narne:
erify date:

work ID
Equip No.:
Verify time:

[ work 1o |

Narne

[ Rea o, | werify date [verify time| Equip Na.| verify made [ Event

[nvout stat]

Onlins check t5) | @

[~ Hide equip list

[ stertwatehi@y | | st et | [ Exitixd

[ 2o010-07-21 2z:38:00 |

Figure 1.11




K1 Access Control Management System User’s Manual

Chapter 2 System Operation Flow (Access Control)

2.1 Personnel Management
2.1.1 Personnel entry/ importing

You can enter personnel information by entering or importing.

Personnel entry means personal information is entered to the system. Before

entering personal information, you need to enter the department name. Personnel

import means an Excel form in which information on all personnel and their
departments has been entered is imported to the system. You may use any of the
ways.

(1) Personnel entry

Steps:

1. Before personnel entry, enter department information. Click “Personnel
Management”, and then click “Set department™>Add new department” in the
department setting window to enter all department information.

2. Click “Personnel entry” to enter all personnel information (Figure 2.4)
(including name, registration/ entry dates, user type and department
name).Items with a blue mark must be filled. You can also manually enter the

personnel ID and registration No. generated automatically by default. )

5 Kl Access Control System 7.0.0.39 BETA (Mgt =ei —ml
- Personnel ' F%  Equiprnent Access
e managernent -5{ ranagernant control sett
& g Dept name:
Lp &
Enter personnel {A) Massive modification (M) Personng
: i Dept [D:
Dept setting Cuick quer
B Dept nam = =
Fa———— Superior dept: | gzcy v
Add new deparinent R
Modi fy department Remarks
Delate department Deptn
Export department chart B
L I e J Iv Add in series |ﬁ Save (8) | ‘\'I*' Cancel ()
Figure 2.1 Figure 2.2



K1 Access Control Management System User’s Manual

7Kl Access Control System 7.0.0.39 BETA — [Personnel managment]

Enter personnel (a) Massive modification (M) ~ Personnel deletion (D) Personnel registration (R) Print (P} Mare operations (0)  Exit (x)

["Dept setting ~qQuick quer
E'kgﬁiw Dept name| v| workio | | Wame | | @ clearall (®)
B2 xex RegMo. | | cardno. | | vsertyps| v |2 quenv By
Deptrame | Reg No. | Work ID | Wame | Card No. |Gender| Identity No Rag:;;:””" User type Remarks
L]

Figure 2.3

Note: 1. The department ID is generated automatically by default. You can also

manually enter the ID, but you may not repeat. So, we recommend that auto

numbering be used.

2. To change/ delete a department, select the department and carry out the

corresponding operation. You can not delete the department that has

sub-departments.

=.EL Access Control System 7.0.0.39 BETA — [Personnel managment]

=

Enter persannel (&) Massive modification (M) | Persornel deletion (D) Personnel registration (R) Prink () More operations (0)  Exit (X)
| Dept setting " qQuick quer

2
= geey Dept name| v workio | | wame | | @ clearall R)

]

22 xxxx Reqho, | | cardno. | | usertyps| o | Query (B)
Dept name | Reg Mo, | Wark ID | Name | Card No. | Gander| Idsntity No. Reg:;{:m" User type Rernarks |
M

narne

Name: work ID:
Reg No.: @ Gcenden:

' Registration Card No.:
Dept name: | xxx v Identity No.:

Password:

Auto numbering

1234568789 ©

Remarks: |

I~ show phots &

| Dept satting + % Add in series

B sove s

[# cancel (C)

Figure 2.4

Note: 1.We recommend that auto numbering be used for personnel ID and

registration No.. The registration No. must be the same as the ID registered on the

access control. If the access control has registered a person, you need to enter the

6
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registration No. that is the same as the ID recorded in the system.
2. For a card user, he or she can input card number in the card number frame.
For a user who uses password, he or she can input the password into the frame. For

a user who uses fingerprint, he or she does not need to input any card number or

password.
~ Personnel Equipment Acess System
e R e Wl b g 7 el et Dy SEET -
L» - 2 2 - o Ok
Enter personnel (A) Massive modification (M)  Personnel deletion (D) Personnel registration (R) Print () More operations (Q)  Exit (X}
Dept setting Quick query
=32 gaey Dept name | wark o Name @ Clear all ()
2 /
2w =
22 xxxx Req Mo, card No. user type | | By query ()
‘ Deptname | Reg No. | Work ID | Name | Card N, | Gender Identity No, | RE9Firation User type ‘ Remarks
DXXX ooooy ooool name 1234568789 Male 2010-04-19 Access control user
Figure 2.5

(2) Personnel import

Steps:

1. Click “Personnel Management > More operations > Import personnel form”.
View the template in the displayed dialog box. Save the template and import
relevant information about the personnel into the Excel (You must import in
the specified format to avoid failure).

2. Select the personnel from the Excel, and click “Next” as guided, until the

importing is complete.
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~ Personnel 5:} Equipment Access Systsm
sl management - management cantral setting * el RO A4 = S paintain

= - [ L &
Enter personnel (A) Massive modification (M) ~ Personnel deletion (D) Personnel registration (R) Print (E) Mare operations (O} Exit ()
Dept setting Quick query

B
Eham ozcy Dept name | work 1D Name O Clear all (R)
i 6xx

== Query (F)

22 xxxx e |

‘ Select file REOIMENON ser type | Rer
Flease select the Excel to be imported and confirm if the selected fils = e
contains valid personnel 10, registration No., name and card Mo, When 2010-04-19 |Aceess con

adding, the wizard will delete repeated dep. and
personnel. If the department is empty,a new department will be added
autornatically, It is recornmended that users import files with sffective
department names

Select file )

>
[ Show photo €
Plesss import Excel file according to the moduls format,
Cancel (C)
User type: | Access contral user ¥
passward; (7]
Remarks:
Dept setting + % addin series
Figure 2.6
4 ] B | & | 5 | E ] F | B | H | T )
Dept name \Work 1D Name  }Reg No.¥card No. YGender Wdentity No.  Leave/Entry date User type IRemarks
Production Dept /000034 Female 2007-07-20 Access control user
Financial Dept | 000035 ale 2008-05-26 Access control user
Financial Dept | 000046 ale 2007-08-15 Access control user
Sales Dept ’000400 emale 2007-10-12 Attendance user
HR. Dept "o00411 ale 2009-01-12 Attendance user
Gender:
Must fill in,
Dept name: Please fill Leave /Entry date:
el in mals or Must fill in, Please User types
Please input | [Work 107 | Card No.: P irasias noted date format is hassitualungs
effective Fust fill in If use A Jone is access
depantment. | |and Mo.can proximity 20:2009-01-04 central another is
not repest. card ;need Remarks:if acces *‘DTE E“E"di"@
v fill in Jif for control system this JRA e e
;iz!Nﬁli.m Please fingarprint item meini [ovpe beford import
e fue gt o, [ \moneed il reaetiration date Jif e
o R Sty rona e scinss gontzel by
rapaat, i€ thacld b sttendance system tault
consistant with this itam is for
registration Mo, of employrnent entry
the termainal . If
Mo, is smaller than 5
digits , system
g | will add 0 by default
after import file,
eqi123,5ftr import
file , registration No
27| will change inte
0123,

Figure 2.7
1. Cells under the four columns of “Department name/Name/ Gender/ User type”
are of regular format, while cells under the six columns in “Personnel ID/
Registration No./ Card No./ Identity ID/ Enroll (entry) date/ Remarks” are in
text format.
2. The personnel ID is set by the user. We recommend that the number of

personnel ID is the same as the number set in “System maintenance > System

8



K1 Access Control Management System User’s Manual

configuration: ID rules”. For example, if the length of a personnel ID is 5, you
should enter numbers like 00001,00002,00003, and 00004.

3. We recommend that the registration No. consist of 5 digits. If an registration
No. is less than 5 digits, add “0” at the front. The registration No. must be the
same as that of the person recorded in the access control. If the access control
has enrolled a person, you must enter the number same as that on the

equipment when enrolling.

A | 8 | ¢ | b | & | & | & | H | I | |
_ 1 |Dept name \Wark ID Mame Reg Mo, Card No.  Gender [dentity No. Leave/Entry date User type Remarks
2 |Production Dept DO0034 Lily "nooz4 Female 2007-07-20 Access control user
3 |Financial Dept 000035 Rachel 00035 Male 2008-05-26 4ccess control user
4 |Financial Dept 000046 Maichel 00033 Male 2007-08-15 Access control user
_ 6 |Sales Dept Doo400 angel  DO400 Female 2007-10-12 Attendance user
& |HR Dept Doo411 Mikey ‘nooog Male 2009-01-12 Attendance user

Figure 2.8

GED select fils

Please select the Excel to be imported and confirm if the selected file
contains valid personnel ID, registration No., name and card Ne. When
adding, the wizard will automatically delete repeated departments and
personnel. If the department is empty,a new department will be added
automatically. It is recommended that users import files with effective
department names

5 mport personnel

GELD Check data

Check the effectiveness and length of imported information, please Wait......

Select file: L Chacking personne! in

Valid number of people: 4
Invalid number of people: 1
Invalid =
personnel list:

(ID = Name)

Please import Excel file acoarding ta the module format.
Gancel (©)

Figure 2.9 Figure 2.10

Import personnel Import persorel

G2 pisplay information Finish

The system has imported all selected files into the database.

The system has automatically checked the data format and repetition.
Registration No.and card No. shall be added with 0 based on the length set
by the user. If the information is displayed correctly, please press "Next”,
otherwise, you can press "Back” to revise.

Dept name [ work 1D | Name | Reg No. | Card No. [iendd identity No. &
[p[Birth Center(00001 | zhang Sar Vale

Ministry of P€00002 |Lucy Fem:
[ |Birth Second 00003 | Kate Male.
[ [sirth First Dit00004 | Jennie Fem:

[ Jrechum:« v
K >
Cancel (€)

Figure 2.11 Figure 2.12
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Enter personnel (A) Massive modification (M)  Personnel deletion (D) Personnel registration (R) Print (2} More operations (0)  Exit (X)

[ Dept setting [ Quick gquer
E- 2% GuangZhou COMET group Dept name] v| workip | | Name | | |© clearall (&)
=2 Ministry of Personnel
£ &2 Birth Center Reg No. | ‘ Card No. | ‘ User tvpe‘ v| £, query (B)
E Birth First Division
R BirttiSebafid Division Dept name Reg No. | Work ID Name ‘ Card No. |3ende|‘ Identity No. Regf;{:t‘”" User type‘ =
Birth Center 00001 00001  Zhang San 340496720 Male |2010-03-01  Access con
|_|Birth First Divisio 00004 |D0004 Jennie Female
ond Divi0D0O3 00003 Kate |"Male
|ooo02
Rechum:d ~i
] &
= = —

2.1.2 Personnel query
You can query a person through the department name, personnel ID, name,

registration No., card No. and user type.

“ Kl Access Control System T.0.0.39 BETA — [Personnel managment]

g

Enter parsonnel (4) Massive modification (M)  Personnsl delstion (D) Parsonnel registration (R) Print (P} More operations (0)  Exit (%)

~Quick quer;

Dept name| ~| workin | | Mame | | | Clear all (g)
Reg o, | | cardno. | | vsertype | v [B Quers ()

Dept name

Reg No. ‘ Waork 1D

Registration
Namme | Card No. e

35nde\| Identity Na. User type | Remarks

hed 00001 00001 name 123456878 Male 2010-04-19  Access control user
Figure 2.14
2.1.3 (Massive) personnel change
(1) Personnel change
If you have found the person's information, you can change and save to change his/

her information.

10
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__'t.-ll Access Control System 7.0.0.39 BETA — [Personnel managment]

Enter personnel () |Massive modification (M) || Fersonnel delstion (D) Fersonnel registration (R} Frint () Mors operstions (03 | Exit ()

~Quick quer

Dept name| v| workio | | wame | | @ crearall ®)
Regho, | | cerdno. | | usertype | v By uery (B)

Registration
date

User type ‘ Remarks

Card No.,

Dept name | Reg Mo, | Work 1D ‘ Mame Sendel Identity No.

A3 nooo1 nooo name 123456878 Male 12010-04-19 |Access contral user

Name:

: |name work D [oomor | S ()
Req Nout [pooor @ Gender: _
" Registration Card No.: \1_2335_5%%_9_—'
Dept name: | %% v Identity No.: ‘

Password: (7]

Remarks: |

W add in series B save (2 | | @ cancel (2 |

Figure 2.15
(2) (Massive) personnel change
This function allows you to massively call out personnel, change enroll/ entry date,
and switch user type.
Select the personnel (you can select more than one person), and then click “Massive
changing”. Select the desired operation (Personnel transfer/ Change enroll date/

Switch user type), and then carry out the massive changing as guided.

% E1 Access Control System T.

Enter personnel (&) [Massive modifisation gmz Jpemm\ deletion (@) Personnel registration (R) Print () Mors operations (Q) | Exit ()

Dept setting Bersormel transfer

.E"agztv Hodify registration dste o ~| workD | | Mame | | |© clearall ()
D wmn
22 w00 e [ | cardhe. | | usertype| v B ouery®

Worl ID

Dept name

|oooo1 0001

e

Figure 2.16
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2.1.4 Deleting personnel
Personnel management: Select the person to be deleted, and click “Delete

personnel” to delete the person.

- Persannel g} Equipment Access Enepmquew s System

management management Zadl control setting * 4| maintain

[ -] = d
Enter personnel (A} Massive modification (M} ~ Personnel deletion (D) Personnel registration (R} Print (P) More oparations (O}  Exit (%)
Dept setting Quick quer

= 1 —_— -
=2 gzey Dept name\ v\ Wark ID Mame | @ clear all (1)

S5 M
S | | L
22 xxx RegMa, | Card Na, | | usertype| v| [Ey query (B)

Registration
te

Tdentity No Rer

| Dept name Reg No ‘ Work 1D | Name Card o ‘EEr\del |U;ertype

R 00001 00001 name 123456678 Male 2010-04-19 Access con

E1 Access Control System

\‘,:) rermml R St (e T o, S APl S e

Name: Thamme O IDE 00001 |

Figure 2.17
2.1.5 Viewing/ restoring deleted personnel

To view deleted personnel, you can access “Personnel management >More

operations > View deleted personnel”.

5 Kl Access Control System 7.0.0.39 BETA

[ Personnel .} Equipment hecess = System
management g ranagerment cantrol setting ™ K| Report auery a_\mam_t_avn

€ Oy e & 2 =)
Enter personnel (&) Massive modification (M)  Personnel deletion (D) Personnel registration (R) Print (2 |Mors sperations (9) | Exit (x)

| Dept setting Quick quer Y
o2, | — A B Inport persomnel table
El-aa gzey Dept name| ~| werk1o lear all (R}
Rt

=2 ook RegMo. | | cardHo. | Q Export persomnel table Query (E)

work 1D

Dept name

Figure 2.18

If you have deleted the personnel by mis-operation, click “Restore deleted

personnel” to restore the deleted personnel.

% K1 Access Control System 7.0.0.39 BETA — [Deleted personnel information]

Equip
0

Personnel ment Aoosss . System
- ; y = :
= management agement control setting ~  Bif] RePort auery @_\ maintain

Ll g ]
e M & = .4
Restore d ersonnel| Modify deletion date Delete personnel Print  More operations Exit

"Qulck query

Dept name | v werkio | | neme | | [@ clear sl iR
Regho. | | cardha. | | usertype | v| B ouery (Y

[ ‘ Dept name ‘ Reg No. | Work 1D | Name Card Ho. ‘EEndE\‘ Delete date |Usertyue‘ Remarks |
»

Figure 2.19
12
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Note: 1. To change the deletion date/ deleted personnel, select the personnel and
perform relevant operations.

2. Click “Print"/ “More operations> Export deleted personnel list” to print/
export the list of deleted personnel.

2.1.6 Export/ printing personnel list

You can print/ export personnel list by clicking “Personnel management > Print" /

“Personnel management > More operations > Export personnel list".
% K1 Access Control System 7.0.0.39 BETA B@E\

- Personnel {} Equipraent m Access Ekewrtuuwv = System

| setting ~ + 4| maintain

& G } Y ] 3 ) ] e
Enter personnel (A) Massive modification (M}~ Personnel deletion (D) Persannel registration (R} Print () |More operations (0} | | Exit (%)

Dapt setting Quick qusry

B Inport persomnel table

e —
=& geoy Dept name| v work D
Bz e —
2wk Reg Mo Card No

Dept name Re

Figure 2.20

2.2 Equipment Management

2.2.1 Adding equipment

An access control has been added in the system by default. You can also change the
equipment or add the equipment again after removing the default equipment.

Steps

Equipment management > Edit equipment > Add equipment: Enter or select
equipment information in the displayed window, and save the information (The
information includes equipment name, equipment ID, equipment purpose, and
communication method and so on.

Note: To ensure normal communication, you must enter correct equipment No. (the
same as the serial No. of the equipment), select the corresponding equipment type,

purpose and communication method. You can select a proper communication

method by clicking @ 10 view help items.

13
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% K1 Access Control System 7.0.0.39 BETA - [Equipment management]

Set equip | Personnel register | Gather data

Manage list info, add new, change paramet,delete equip. To .
delete/change, select in the list, To chanae, you can chooss only one Edit equipment ~}
equip.

all equipment
|3 Equipment1(001) 192.16€

hid new equip —
['Set squip params | Equip tims | Logo setting | Shartsut key setting  Edit equip infe n | wiew status

Delete equip

"Sawe equip parameters” saves set parameters to database. "Get equif|  Multiple select squipnent

aets equip parameters in the equip. "Download equip p
parameters to equip,

Figure 2.21

Equip name |Equipmentz Equip No. | 002|

Equip type MFE50 Equip purpose |Accass control attendanct V|

Communicate |TCR/IP v @

T TCP/IP communication paramete

1P address (19216810187 | @ I Untiinlenr o

PortNo. | s005| @

Password | D| Q

Figure 2.22

& =)
Equip config (C) Impart USB records (1) Exit (X)
=[P All equipment
&
11 Equipment1(001) 192.16¢ Manage list infa, add new, change paramet,delete squip, To
deletefchange, select in the list, To change, you can choose only one Edit equipment +

equip.

Setequip | Personnel register . Gather data -

['Set equip params | Equip time | Logo setting | Shortout key setting | Set MFBS0 and MFAD connection | View status

Figure 2.23

2.2.2 Changing/ deleting equipment

1. Changing equipment information: Select the equipment information to be

changed (unique option). Then, click “Edit equipment > Change equipment

information”, and change relevant information at the displayed window.

5 El Access Control System 7.0.0.39 BETA — [Equipment management]

ﬁ Persannel

& =
Equip config (C) Import USE records (I) Exit (%)
= [ 15 all equipment ‘ Set equip | Personnel register | Gather data
| &3 equipment1(001) 192.166) R e T e e e e R s
- [ &3 Equipmentz{(002) COML,3 deleteéchange, select in the list. To change, you can chosse only one Edit equipment v
equip.

Add new equip .
[ Setequip params | Equip time | Logo setting | $hortcut key settind  Edit equip infe n | Wiew status

Delete equip
"Sawe equip parameters’ saves set paramneters to database. "Get equif|  Multiple select squipnent
gets equip parameters in the equip. "Download equip p "
parameters ta equip.
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Figure 2.24

2. Deleting equipment: Select the equipment to be deleted (multiple options), and

click “Edit equipment > Delete equipment”.

% El Access Control System 7.0-0.30 BETA - [Equipment management]

Persannel ‘:"} Equipment Access System
ks managerment ¥, ranagerent control setting © g REPOTAUEY - P!‘ rnaintain
=) g
Equip config (2} Impart USB records (1) Exit ()
=18 il equipment Setequip | Personnel register | Gather data

€3 Equipmentl(001) 192.165 | 8  Manage list info, add new, change parametdelete squip. To .
&3 Equipment2(D02) COML,3| | (@it delsts/changs, Sslsct in the list, To chanqs, you san chooss anly ane Edit squipment v

equip.
Add new equip

[z Set equip params " Equip time | Logo setting | Shortcut key settind  Edit squip info n | Wiew status
Delete saquip
s "Sawe equip parsmsters” saves sst parameters to datsbase. "Get equif|  Multiple select squipnent

gets equip parameters in the equip. “Dawnload equip p " d

parameters to equip,

Figure 2.25
2.2.3 Configuring equipment

For new equipment used for the first time, you must set the new equipment after it
is added. The configuration items include clearing invalid data, calibrating time,
setting equipment parameters, Logo, shortcut keys, electronic bell, connection
between the MF850 and MF10.

1. Initializing equipment

If no valid data is entered to the new equipment that is used for the first time, you
need to initialize the equipment at first. Equipment initialization will synchronically
set the equipment time to the current time shown on the computer.

Attention: This operation only applies to new equipment without valid data. You
must exercise care when initializing equipment in other situations as this operation

will result in loss of all in/ out records and personnel enroll information.

& .

-~ Personnel r“} Equipment Access System
il management ¢ management cantrol setting ~ K] Report auery ~ "3‘ maintain ©

- =X

] g
Equip config () Impert USE records () Exit (X}
= m® All equipment Setequip | Personnel register | Gather data
€3 Equipmentl(001) 192.16€ | @1 manage list info, add new, change paramet,delete equip. To
VI3 [Equipment2(002) 192,162 | @fim) delete/change, select in the list, To change, you can choose only one Edit equipment +

equip

41? | | Logo setting | Shorteut key setting | Set MF3S0 and MFLO connection | View status | Init equip | Cancel admin privilege

the equip, and to correct the equip time (Note: Before
initislizing, please make sure that you have gathered all
ata in the equip).

W
H Init, equip (R)

Init equip is to clear infout records and registration infor in

Figure 2.26
2. Setting equipment parameters

This section describes how to set access control parameters to the equipment.
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Steps

1. Equipment setting > Equipment parameters: Select the equipment, and click
“Obtain access control parameters of equipment” to obtain the access control
parameters of the equipment (Figure 2.27. You can obtain parameters of only one
piece of equipment each time).

2. After setting parameters for the access control, click “Save access control
parameters" to save the parameters to the database.

3. Set access control parameters of the equipment one by one through steps 1 and 2
and save the parameters to the database.

4. Select the equipment for which you will set access control parameters (multiple
options). Then, click “Download access control parameters for equipment” to send

the saved parameters to online equipment.

% K1 Access Control System 7.0.0.39 BETA — [Equipment management]

- Personnel ‘:} Equipment Access System
T Tt R control setting ™ S f] BeROrEAuErY - -r!wmaintain i

=] g
Equip canfig (C) Import USB recards (1) Exit (%)
= [ ANl equipment Set equip | Personnel register | Gather data
D Equipmenti(001) 192.165 | ) manage list infa, add new, change paramet,delete eauin, To
&3 [Equipment2(002) COM1,3| | mym delets/change, selsct in the list. To change, you can choose only one Edit equipment ~
equip.
> Set equip params | Equip time | Logo setting | Shortcut key setting | Set MF850 and MF10 connection * Wiew status

- "Save equip parameters' saves set parameters to database, "Get equip parameters"
qets equip parameters in the equip. "Download equip parameters” downloads set
parameters to equip,

Y Opened delay: s B (0-255
Open overtime o to-3600)
alarmitine Get equip params (R}
Tllegal open alarm time: 0[] to-255)

I~ Enable threatened
function:
Download equip params (L)

Wigand mode: & wigand 26 ¢ wigand 34

‘Wigand type: % UserID (" Machine No. + User ID

[ Settims section [ Settime group

Save equip params (3)

< | >
Online check (S} | & 3

2010-04-19 15:43:15

Figure 2.27
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% K1 Access Contral System nt management]
Fersonnel “} Equipment Access System
b management A, management control setting © Bl Reportauery - 4 maintain "
=] g
Equip config () Import USE records (1) Exit (%)
= m® all equipment Set equip | Personnel register | Gather data

Equipment1(001)} 182.16€ | 1M  manage list infa, add new, changs paramet,delete equip. To
|3 [Equipment2(002) 192,165 | myhm) delste/change, select in the list, To change, you can choase only one Edit equipment ~
cquip
v Set equip params Equip time Logo setting  Shorteut key setting Set MF8S0 and MF10 connection | Wiew status
“ "Save equip parameters" saves set parameters to database. "Get equip parameters”

gets equip parameters in the equip. "Download equip parameters” downloads set
parameters to equip,

Y Opened delay: 5B (0-255
Open overtime 10 F 0-3600)
Tllegal apen alarm time: 13 [ (0-255)

I~ Enable threstened
function:
Download equip params (L)

Wigand mode: & wigand 26 Wigand 34

Wigand type: & User ID € machine Ma. + User 1D

I~ Set time section [~ Settime group

Save equip params (S}

Online check (5! (7] 3

Figure 2.28
Note: To view access control parameters saved in the database, select the
parameters with high brightness to view (You can get parameters of only one piece
of equipment each time).
3. Equipment time
You can only read the time of single equipment each time. To synchronize
equipment time, you can synchronize the time to the current time of the computer

(You can operate multiple sets of equipment).

- Personnel % Equipment Access System
s rmanagement K} management control setting ~  Kof] RePOrt aueY v Q| ainkain ”

E =} g
Equip config (C) Impart USBE records (1) Exit (3)
= m All equipment Setequip | Personnel register | Gather data

€9 Equipmentl(001) 192168 | [ manage list info, add new, change paramet,delete equip. To

/€3 [Equipment2(002) 192 168 | (w delets/change, select in the list. To change, you can choose only one Edit equipment ~
equip.
«r Set equip params | Equip time | Logo setting | Shortcut key sstting | Set MFES0 and MF10 connection | Visw status

Read equipment time, Read equip time (R)

¥ " Set current computer time as equip time. | Syn equip time ()

Figure 2.29
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& S T T EE@

~ Ppersonnel _r:} Equipment Access System
T R contral setting T B RePort auery - P!lmamtam

=) g
Equip config (C) Import USB records (I) Exit (%)
= v All equipment Setequip . Personnel register L Gather data
/6 [Equipmentl(001) 192,168 | (8 manage st info, add naw, change paramet,delets equin. To
) Equipment2(002) 192.16% | mfim delete/change, select in the list, To change, you can choose only ane Edit equipment =
equip.
» Set equip params | Equip time | Loga setting | Shorteut key setting - Set MFS50 and MF10 connection | Wiew status

Read equipment time. Read equip time (R}
¢ J] St eurrent computer time a5 equip time, | Syn squip time (5)

Figure 2.30

4. Setting Logo

You can set Logos for multiple pieces of equipment each time. To set the logo, you

need to firstly run the Logo.

5 El Access Control System 7.0.0.39 BETA — [Equipment managcment]

~ Personnel :‘} Equipment Access System
ks management ¥ management control setting ” Beuctaieas o 4 maintain

5 g

&
Equip config () Import USE records (1) Exit (%)
= v all equipment Set equip | Personnel register | Gather data
€Y [Equipmentl{001) 192.16C |8 wnags [istinfa, add new, changs parametdelste eauin. To
v &3 Equipment2(002) 192,165 | myhm delets/change, select in the list, To change, you can choose only ane Edit equipment ~
equip
3 Set equip params | Equip time | Logo setting | Shorteut key setting | Set MFE50 and MF10 cannection | Wiew status

@ Set Logo into the equip. Set Loga with a 320%40 bmp picture.

Open Lago (Q)

Set Logo ()

LOGO XXXXXXXXX

Figure 2.31

5. Setting shortcut keys

You can set shortcut keys for equipment when necessary. You can obtain shortcut

keys for only a single piece of equipment. But you can set shortcut keys for multiple

equipment.
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E ] 3

Personnel ‘} Equipment Access System
T T R el contral setting ©  Bif] Repertauery - leamtam

Agk

& 13
Equip config (C) Import USB records (1) Exit (%)
= (v All equipment Set equip | Personnel register | Gather data
& [Equipment1{001) 192 16 Manage list infa, add new, change paramet,delets equip. To
V&3 Equipment2(002) 192.16¢ @) delete/change, select in the fist. Te change, you ean chaese enly one Edit equiprnent ~
equip.
3 Set equip params | Equip time | Logo setting | Shortcut key setting | Set MF85S0 and MF10 connection | Yiew status
. Sstshortout keys of the equip. “Get shortout key” is to read shortcut keys set in the equip. "Set shortcut
[ﬁﬂ key” is to download set shorteut keys to the equip. "Set shortcut key” is tn downinad set shorteut keys ta
et the equip.

F1 function key | Sign-in | F2 function key | sign-out v || |set shortout key (R)
F3 function key |Overtime sign-in ~| F4 function key | Overtime sign-out | | | Setshorteut key (S)

Figure 2.32
6. Setting connections between the MF850 and MF10

You must decide proper installation locations of the MF850 and MF10.By default,

the MF850 is installed outdoor, while the MF10 is outdoor. You should

set

installation locations as needed. Such setting will affect the “In/ out” status of

personnel in the access control report. If MF850 is located indoor while the MF10

outdoor, the status will be “entry” when a person opens the door. If the MF850 is

located outdoor while the MF10 indoor, the status will be “exit” when a person

opens the door.

E 5

~ Persannel } Equipment Access System
@l management < management e ) [l ".zwmalntaln %

) g
Equip config (C) Import USE records (1) Exit ()
= all equiprment Set equip | Personnel register . Gather data

/63 [Equipment1(001) 152.16¢ j Manage list info, add new, change paramet,delete equip. To

~|&3 Equipment2(002) 192,166 | @ ) delets/change, select in the list. Ta change, you can choose only one Edit equipment +

equip.

- [3]x

3 Set equip params | Equip time | Logo setting | Shorteut key setting | Set MF850 and MF10 connection | view status

 MFE50 outside the door,MFL0 inside the door
E Set positions ta install access contral
I & MFESD inside the door,MFLO outside the door

Figure 2.33

7. Setting electronic bell

This function allows you to set ringing time of the equipment. Reading of electronic

bell can only be done for single equipment; while setting of electronic bell can be

done for multiple equipment.
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&

s Personne| 7% Equipment Access Systermn
‘sl management T} management control setting ~ B REPOTAUEY ~ Lq| paineain

5 g
Equip config () Import USE records (1) Exit (2}
= [ All equipment Setequip Personnel register | Gather data

/|63 [Equipment1({001) 192 .16€ =

Manage list info, add new, change paramet,delete equip, To
VIE3 Equipment2(002) 192.16€

@Fmy delots/change, salect in the list, To change, you can shooss anly ons Edit equipment =
equip.

4 Shorteut key setting | Set MFBS0 and MFL0 connection | Wiew status | Init equip | Cancel admin privilege [ Set bell

et the ringing time of electronic bell an the equipment, After setting, the equipment will ring at the set time.
sroup ID| Enable [inging tim| ~

o0:00

an:00 Ringing times | 1[5
0:00

n:00

0:00

00:00

on:00

anion
Figure 2.34

8. Reading equipment status

Sometimes it is necessary to read the equipment status to get equipment information
such as the number of registered users, administrators, fingerprint, cards, passwords,
"In/ out” records and management records. The reading of equipment information
can be done for one piece of equipment each time.
T ox 1.0.0 e n - [2]x]

~ Personnel :‘, Equipment frccess System
ks management ¥ management o | (AR Q\mamtam 2

=) g
Equip config {C) Import USE records (1) Exit (x)
= v all equipment Setequip | Personnel register | Gather data

63 [Equipment1(001) 152.16¢ Manage list info, add new, change paramet,delete eauip, To

v Equipment2(002) 192,168 | @ = delete/change, select in the list, To change, you can choose only ane Edit equipment ~
equip

1 Shortout key setting | Set MF8S0 and MF10 connection | View status | Init equip | Cancel admin privilege | Set bell

£ "Read equip status information’ is to register the numbers of
f-:‘ R s e s i, O s,
management records and stc., and display them.

f Read equip staus (R)

Figure 2.35

9. Cancelling administrator’s privilege
In normal situations, you can execute this operation to cancel the administrator’s

privilege if you have forgotten the administrator's password. You can perform this

operation for multiple equipment.
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~  Personnel % Equipment Access System
ks rmanagement f:" managerent control setting ©  Bad) MEPOTT AuerY PE‘ maintain
& g

Equip config (C) Import USB records (I) Exit (X)
=[P All equipment Setequip | Personnel register | Gather data

163 [Equipment1(001) 192162 | @ manage list info, add new, change paramet,delete equip. To

V1) Equipment2(002) 192.16% | mfim deletedchange, select in the list, To change, you can choose only one Edit equipment =

equip
4 Shortout key setting | Set MFB50 and MF10 connection | View status | Init equip | Cancel admin privileas ' Set bell

"Cancel administrator's privilege” clears and invalids all
% existing privileges in equip, If you forget admin. password,
operate this.
:
Figure 2.36
2.2.4 Data gathering

After the personnel have opened the door and recorded their time attendance
through the access control, the records about door opening and time attendance
must be gathered into K1 system to get statistic results about the entry/ exit of the
personnel.
[Operation Steps]
1. Equipment management > Gather data: Select the equipment (multiple options),
and click “Online inspection” to verify that the equipment is online.
2. Select “Gather new data”/ “Gather all data”, and click “Gather data” to gather
data into K1.
Note: 1. Option “Gather new data” is intended to gather new records in the
equipment into the computer.
2. Option “Gather all data” is intended to gather all records, including records
that have been or have not been gathered, into the computer. You can set the

gathering scope by selecting a proper date.
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% El Access Control System 7.0.0.30 BETA - [Equipment management]

e Persannel {} Equipment W Access Ekepmqum . Systemn

setting ” ~ 4 maintain

& = g+

Equip config () Import USE records (1) Exit (%)
=1 [l squipment

€9 Equipment1{001) 132,16

€D Equipment2(002) 192,166 | Gather new @

Set equip | Personnel register | Gather data

@ Gather all (73

Filter record date  from|2010-01-01 W To |2010-04-20 v |

Gather data (G)

< | £

online check (51 | @

Figure 2.38
2.2.5 Import USB records
In order to get statistic results about the entry/ exit of the personnel, you could also

import USB records besides data gathering (2.2.4 Data gathering).
[Operation Steps]

1. Select the USB records file.
2. According the guide, Click ,,Next” to finish the import.
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- Import USB record file
Gl ool G meioment P e Bl e vy o Py S
= g Select file
Equip config (C) Import USB records (1) Exit (X) Select the desired attendance record file in the USBE disk, and make sure
P all equipment Set equip_ Personnel register  Gather data the files are intact.
s S D =
D seecerie
Select file: HNGLG_005. THT

No TMNo EnMo Marme GMMNo Type Action Dat A
1 5 1 5 1 14 201 g

Select file: z 5 1 5 1 14 201

3 5 5% 5 he 14 201

4 & 2 o00002lucy,cheng S & 14 201

& 5 1 5 il 14 201

7 5 1 5 . 14 20$

8 s L s e 14 201

a 5 z ono0zlucy,cheng 5 1 14 201
10 5 1 5: 1 14 201 »

< >

Records: 56
w -

2.3 Access Control Setting

After the equipment is added and set as required, you must set the time section, time
group and personnel information registered in the equipment (including setting
parameters for user control). The registered personnel can normally open the door
and record their time attendance only after these settings have been made. To
remotely control or monitor door status through a computer, you must add the

access control to the corresponding map.
2.3.1 Managing maps

1. Add maps

The system has set a map by default. Please add maps you need based on actual
conditions, and install the equipment on the door.

[Operation Steps]

1. “Configure access control > Manage maps”: Add maps.

2. Click “Set the map”, and select the map document to be added (bmp format).

3. Select the equipment to be added, and move the equipment to desired position.
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Jtadd map (4) = Delete map (D) 4 Set map (8) X Clear map (&) [P Modify map name (£) H* Exit (x
“Han 1. Doer_g0z
«
<
el
»
i
H:Add rhap (4) = Delste map (D) 4 Setmap (5) X Glsar map (R) [ p Madify map narme (£) 0% Exit (%) ‘
i Man. 1l
«
<
2
»|

Figure 2.40

2. Clear map/ Change map name.
“Clear map” allows you to remove the current map document. And “Change map

name” allows you to change the current name of the map.
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E Report query -

System

+ 31 maintain

&k add map () = Delete map (D) ‘ setmap (2} M Clear map (R) ’ Modify rmap name (E} E* Exit (X

2.3.2 Setting time section

1. Setting time section

Figure 2.41

Before setting the time section for the equipment, you can read the time section for

the equipment first, and then download the set time section to the access control

equipment.

Steps:

1. Setting access control > Setting time section: select one equipment, obtain the

time section (The time section of the equipment will be displayed on the time

section list. You can obtain the time section for only one piece of equipment

each time.)(Figure 2.42).

2. Set the time section on the time section list (Figure 2.43).

3. Select single/multi equipment > Confirm the equipment is online by “Online

inspection” > Download the time section. (All time sections in the time section

list are downloaded to the corresponding equipment) (Figure 2.43).

| L fcarenao :

~ Personnel } Equipment hocess System
ks management .4 management e el iBoiat aic ".Zwmamtam I

el < =
Init time section (1} Read time section (R) Download time section (L) Ex

= (W Al equiprment
&3 Equiprment1(001) 192.168.10,224, ‘
v Equipmnent2(002) 182.168.10.223,

Time section 1->10

g
it (%)

Time section 11->20

Time section 21->30

Time section 31->40

- [5x]

Time section 41->50

b} Sunday Manday Tuesday Wednesday | Thursday Friday Saturday

i 00:00-23:59  00:00-23:53 |00:00-23:59  00:00-23:59  00:00-23:58  00:00-23:59  00:00-23:59
I 00:00-23:59 |00:00-23:59 |00:00-23:59  00:00-23:59  00:00-23:58  00:00-23:59  00:00-23:59
IE 00:00-23:59  00:00-23:59 |00:00-23;53  00:00-23:59  00:00-23:59 00:00-23:59  00:00-23:59
I 00:00-23:59 | 00:00-23:59 |00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59
1l s 00:00-23:59  00:00-23:59 |00:00-23:59  00:00-23:59  00:00-23:59 00:00-23:59  00:00-23:59
e 00:00-23:59  00:00-23:59 |00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59
:\ ’ 00:00-23:59  00:00-23:59 |00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59
| s 00:00-23:59  00:00-23:59 |00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59
_\ 3 00:00-23:59  00:00-23:59 |00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59
|| 10 ooioo-z@ss  00i00-zaisy  00:00-23:59  00i00-2:S9  00:00-23:59  00:00-23159  00:00-23:59

Figure 2.42
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Parsannel

‘sl management

10 ]
Init time section (1) Read time section (R) Download time section (L) Ex

= [m$® All equipment Time section 1-+10 | Time section 11->20

&3 Equipment1(001) 192.168.10.224, |

*% Equipment Accass
management control setting ~  Bf] Report avery ~

g
it (1)

Systern

4 maintain

Time section 21->30

Time section 31->40

- [2]x}

Time section 41->50

7€) Equipment2(002) 192.166.10 223, 10 sunday rMonday. Tuesday wednesday | Thursday Friday Saturday
Mo 00:00-23:58  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59
| = 00:00-23:58  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59
| s 00:00-23:59  00:00-23:59  00:00-23;59  00:00-23:59  00:00-23:59  00:00-23:59 | 00:00-23:59
| 4 00:00-23:58  00:00-23:59  00:00-23:59  00:00-2%:59  00:00-25:59  00:00-23:59 | 00:00-23:59
I 00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59 | 00:00-23:59
_I 6 00:00-23:58  00:00-23:59  00:00-23:59  00:00-23:5¢  00:00-23:59  00:00-23:59 | 00:00-23:59
<:| 7 00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59 | 00:00-23:59
| e 00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59 | 00:00-23:59
7| ] 00:00-23:58  00:00-23:59  00:00-23:59  00:00-23:5%  00:00-23:59  00:00-23:59 | 00:00-23:59
7! 10 00:00-23:59  00:00-23:59  00:00-23:59  00:00-23:59 | 00:00-23:59  |00:00-23:59  00:00-23:59

Figure 2.43

2. Initializing time section

Initializing time section is to restore the time section in the database to the default

time section value and is not to initialize the time section in the equipment.
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Fersonnel ' F%  Equipment Access
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it ()

System
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Time section 21->30

Time section 31->40
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Figure 2.44

2.3.3 Setting time group

1. Setting time group

Before setting the time group for the equipment, you can read the time group for the

equipment first, and then download the set time group to the access control

equipment.

Steps:

1. Setting access control > Setting time group: select one equipment, obtain the time

group (The time group of the equipment will be displayed on the time group list.

You can obtain the time group for only one piece of equipment each time.) (Figure

2.46).
2. Set the time group in the list.
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3. Select single/multi equipment > Confirm the equipment is online by “Online

Inspection” > Download the time group.(All time groups are downloaded to the

corresponding equipment) (Figure 2.47).

> Fersonnel } Equiprment. Acoess Systermn
Hﬁmanagemen}:_ % management contral setting " Eenoriaieny = ¢ @J rmaintain

£ e = e
Init tirme group (I) Read time group (R) Download time group (L) Exit (%)
= 3’ All equipment Set time group
[ @ Equipment1{001) 192 168.10,22 Na ok S [ e
V&3 Equipmentz(002) 192 1681022 1D e el s Identf mode
b1 a gl 1 ik Fingerprint - passowrd - card
2 1] Fingerprint - passowrd - card
3 o it i, ik Fingerprint - passowrd - card
4 o T 1. 1 Fingerprint - passowrd - card
5 1] i il 1 Fingerprint - passowrd - card
Kl 2.46
1 Access Control Syst 9 BETA — [Set & groupl
s Persunne|4 {} Equipment m Ac‘ce;ih“q 5 E Reportquery - 1Y :Ls:;:' "
Leisd el = g
Init time group {1} Read time group (R} Download time group (L} Exit (%)
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[ 63 Equipment1{001) 192.168.10.22 No of T [ [ T
&3 Equipmentz{002) 192.168.10.22 o) e ||| e |k Identf mode
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HE o 1 1 1 Fingerprint - passawrd - card
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[a i 3 1 1 Fingerprint - passowrd - card
s a i 1 1 |Fingerprint - passowrd - card
e 0 1 1 1 Fingerprint - passowrd - card
i ] 1 1 1 Fingerprint - passowrd - card
s ] 1 1 1 Fingerprint - passowrd - card
BE ] F 1 1 |Fingerprint - passowrd - card
[ |10 ] 1 1 1 Fingerprint - passowrd - card
W [ i i 1 Fingerprint - passowrd - card
WA o 1 i 1 Fingerprint - passowrd - card
13 (] 1 1 1 Fingerprint - passowrd - card
| |14 a 1 1 1 Fingerprint - passowrd - card
B 0 i GE 1 Fingerprint - passowrd - card
16 [ 1 1 1 Fingerprint - passowrd - card
|17 ] 1 1 1 Fingerprint - passowrd - card
18 ] 1 1 1 Fingerprint - passowrd - card
[ 19 ] 5 1 1 Fingerprint - passowrd - card
20 0 1 1 1 Fingerprint - passowrd - card
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HE o 1 1 1 Fingerprint - passawrd - card
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BED i 1 1 1 Fingerprint - passowrd - card
[ 29 a i 1 1 Fingerprint - passowrd - card
< 3| T30 i 1 1 1 Fingerprint - passowrd - card

orine heck(3) | @ B —

Kl 2.47
2. Initializing time group
Initializing time group is to recover the time group in the database to the default
time group value and is not to initialize the time group in the equipment (Figure
2.48).
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5 El Access Control System T
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4722 a A 1 1 Fingerprint - passowrd - card
BEE i] 1 1 1 Fingerprint - passowrd - card
BE [ 1 1 1 Fingerprint - passowrd - card
BES [ 5 1 1 Fingerprint - passowrd - card
28 ] 1 1 1 Fingerprint - passowrd - card
[l27 ] 1 1 1 |Fingerprint - passowrd - card
B [ 1 1 1 Fingerprint - passowrd - card
BES 0 1 1 1 Fingerprint - passawrd - card
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Figure 2.48

2.3.4 Personnel registration

The registration method for fingerprint user is a little different from that for

password/card user. The registration method for ordinary user is a little different

from that for administrator. Please refer to the corresponding personnel registration
steps.

1. Registering ordinary fingerprint user

Steps:

1. According to the register numbers of personnel in “Personnel Management”,
let the corresponding personnel to register their fingerprints one by one (The
register numbers in the equipment must be the same as that in the software, as
shown in Figure 2.49, Wangwu must register No. 00050 fingerprint in the
equipment.)

Note: If no personnel is enrolled in the K1 system, please enroll personnel first.

2. Access control setting > Personnel registration > Unregistered personnel: Select

the equipment with registered fingerprints > Confirm it is online by “Online

inspection (Figure 2.50).
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3. Select personnel > Click “Obtain registered information”, take the fingerprint
information in the equipment of selected personnel to the computer (Figure 2.50)
(Obtaining operation can be done in one equipment only. After obtaining is
successful, the corresponding personnel is changed to registered personnel).

4. Personnel registration > Registered personnel: Set control parameters of users one
by one.

5. Select the equipment to be downloaded (multiple options) > Select personnel and
then click “Write in registration information/parameter” to write personnel
registration information and user control parameter in the equipment (Figure 2.51).

B

iy fersamel ‘.(} Eauprment QTN Acoess I oot qusrs o System

- [=]%]

BETA — [

| setting 4| maintain
3 (=) 0 . o
Equip config {C) Import USB records (1) Batch modification  Exit {)
= all equiprment Personnel register

Equipment1{001) 192,16

€3 Equipment2(nnz) 192,165 DSPERam= [ | e BEoh © Clear all (R)
Usertrpe | v| 1demfmede | ¥ (B quer

Req. persannel | Unreg. personnel | Deleted pesonnel

Dept . neg Ho. |user typs| Time | Enable time | Time see | Time sec|Time sec| Enable ident
ept name ame sg o, [Usertype| JME | ENZELE O = 2 Z
(b o name o001 Access col 1 1 1 T

Figure 2.49
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g b . B

Equip config (C) Import USB records (1) Batch modification — Exit )
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€3 Equiprment1(001) 192.16€

€ Equipmentztonz) 19z 168 DEPERaME | | Name | g |  clear all (R)
User type | v| 1dentf made | ¥ [B query ®
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et H Reniio [Uzerh Time Enable time | Time sec | Time sec | Time sec | Enable identf %
ept name ame | Reg No. |User type| g0 e % g 5
Ministry of Personnel Lucy 00002 Mccess col 1 T 1 1
\ Birth Second Division Kate 00003 Attendanc 1 1 1 1
Birth First Division  Jennie 00050 attendanc 1 1 i 1
o
< >
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Reg No. [Regtype | Privilege s Operation log
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Get reg.information (R) | @

9
o
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Figure 2.50
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- Personnel ' % Equipment Access System
lala management @ management control setting © Kol REPOT AR T L4 mintain ”
3 & s . B
Equip config [C] Import USB records {1} Batch modification  Exit (%)
B[P All equipment Personnal register
&9 Equipmentl(001) 192.16€ = —
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< >
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- Operation log
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bloooo1  Card ordinary user A
Get reg.information (R) [ €
Write reg infor (W) | €
Delete req. infor (D) | g
< I >
s
Online check (S)  Reeumial < *

Figure 2.51
2. Registering password/card ordinary user
For registering password/card user, please refer to the relevant registration steps in
“1. Registering fingerprint ordinary user”, in addition, you can refer to the following
steps.
Steps:
1. Personnel management: Enter personnel one by one, please enter password/card
number when entering. (Figure 2.52, take the card as an example) (If entry has been
done, this step can be omitted).
2. Setting access control > Registering personnel > Registered personnel: Set
control parameters of users one by one.
3. Select the equipment to be distributed with registered information (multiple
options) > Confirm it is online by “Online inspection”.
4. Select personnel and then click “Write in registration information/parameter” to
write the registered personnel information and user control parameters in the

selected equipment.
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0
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Delete reg. infor (D) | @)

3
I

Figure 2.53
Note: 1. “Deleting registered information” is to delete the registered information of
selected personnel from the equipment (multiple options) only, the registered

information is still saved in the database. After selecting equipment, select the
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personnel to be deleted and carry out “Deleting registered information” (Figure

2.54).

2. The registered information of deleted/resigned personnel in the equipment can
be deleted by “Registering personnel > Deleted/resigned personnel”.(Figure
2.55)
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Figure 2.54
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Figure 2.55
3. Registering administrator

The steps is the same as the steps in “1. Registering ordinary fingerprint user”.
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2.3.5. Real-time monitoring

Enable real-time monitoring function to real-time monitor the state of the access
control equipment, personnel attendance and exit/entry state of the selected online

equipment. More than one piece of equipment can be monitored simultaneously.

5 El Access Control System 7.0.0.39 BETA — [Real time monitoringl

.~ Personnel ‘} Equipment Access System
s management ! management. control setting * Ko Report auery - 4 maintain 7
= [m]® All equipment Real time monitoring | Electronic map
19 Equipment1(001) 192,168.1(
F2X ¥ Equipment2(002) 192, 168..
Diept name: Wark ID
Name: Equipment Ho
Verify date: Varify tims:
| ¥ show photo
[ work o Name Reg No. | Verify date [Verify time| Equip No.| Yerify mode | Event [nvout stat]
< I >
Online check {5) | @ I~ Hide equip list Start watch (Q) B watch Exit ()
Figure 2.56

2.3.6 Electronic map

During real-time monitoring, you can view the door state directly on the electronic
map. In addition, you can carry out computer remote operation on the access control
equipment from the electronic map (including Forcedly Unlock, Forcedly Lock,

Remote Unlock and Restore Auto Control).
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% El Access Control System 7 39 BETA - [Electronic mapl
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I | I I |
I ] 1 I
T ] [ 1
1 ] 1 I
.
! |
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] |
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Figure 2.57

2.3.7 Downloading all access control parameters
Download the parameter of the access control in the database to selected equipment
(multiple options). The parameters to be downloaded include: Open Delay, Open
Overtime Alarm Time, Illegal Open alarm Time, Threatened Function, Wigand

Mode, Wigand Type, Time Section, Time Group.
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Figure 2.58

2.4 Access Control Report Query

2.4.1 Personnel information query
This report indicates undeleted/in-service employees' information. You can query

employees through Department, Personnel ID, Name, Registration No., Card No.,
User type and so on. Tick “All employees” to query, and the report displays all

employees including deleted/dismissed employees.

5 Kl Access Control Systes T.0.0.30 BETA — [Personnel info report] CEX
Systern

- Fersonnel q-} Equipment m 'Acl‘:sssainng 5 Ehpmquerv N
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Figure 2.59
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2.4.2 Access control detail report

This report indicates event records such as employees’ passing-in-and-out
records, remote operating doors and alarms. You can query for access control details
within corresponding time segments through Department, Personnel ID, Name,
Registration No., Event and so on. Tick “All employees” to query, and the report

displays access control details of all employees including deleted/dismissed

employees.
% X1 Access Control System 7.0.0.39 BETA - [Access control report] [BEE

- Personnel 3 Equipment Access System
i oo G et W BB ey o Py S

4 maintain

=) i T
Print (£) Export (B) Exit (x)
Quick query sut tines report
Dept name. Work 1D Warne © Clear aliR)
Reg fo. Event | | [0 querr e
I~ all personnel
Deptname | Wark m‘ Name | RegMNo. Date Time | EP | verifyMade Event ‘
o

2.4.3 Statistical report on the number of times of passing in and

out
This report indicates the number of times of the access control type users’ entry
into and exit from a door. If “MF850 outdoor, MF10 indoor” is set, then the user(s)
opening the door is regarded as entry into a door after data collection/real-time
monitoring. If “MF850 indoor, MF10 outdoor” is set, then the user(s) opening the

door is regarded as exit from a door.

%Kl Access Control System 7.0.0.33 BETA — [Statistical report on nusbers of in/out times]

L Personnel ,,} Equipment Acosss System
S o G et W Qs o | el Repertavery = ) ST -
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Dept name V| werko
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¥
Figure 2.61
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2.5 System Maintenance

2.5.1 Modifying passwords
‘When modifying a password, you must input the old password. Modification can be
successful only when the confirmation password is consistent with the new

password. After the password is modified, please remember the new password.

Nodify password

wwhen changing password, ensure its
correctness, When entering new password,
ensure consistency.

0ld passward: | |

MNew password: | |

Caonfirrn password: | |

|« okio)| |i# cancel (g

Figure 2.62

2.5.2 Re-login

Click “Re-login”, and the system exits and returns to the login interface.

Password: | | | W DK (0 | |EIF' Exit (ﬁ)l

Figure 2.63
2.5.3 System configuration

System configuration includes the configuration of system types, user information
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and number regulations. Among them, system types are divided into the access
control system and the access control attendance system. User information includes
the configuration of the company name and so on. Number regulations include the
setting of the personnel ID length.

Sy¥stem configuration | X |

System type | User information | pumnber regulations

Systemn type: |nccess cantrol system V|

Figure 2.64

Sy=ztem configuratien | X |

 System type | User information ‘I\Number regulations

The company referred to as: |gZC3r |

& =
Figure 2.65

System configuration |X

. 2
Systern type ‘L\Llser infarmation | Murnber requlations N

work 1D length: 5

Figure 2.66
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2.5.4 Database maintenance

1. Database backup
You can back up databases manually or by enabling the automatic backup function.
You are recommended to regularly back up database to avoid data damage resulting
from abnormalities.

(1) Manual database backup

- maintenance

Backup J.\Restore | patabase 0|:|timization\l Repair database b |‘_|ﬂ
Backup
Back up data in a file to allow easy backup Backup (B}
elsewhere,
Backup log:
COperating date Remarks I Result
L4
] >

Auto back up setting
[~ Start automnatic backup

Everyl 1_5:” Baclk up database once every day

Files save As | XOWMRSIAEXE\BACKUPY |
[~ Enable exit software to prompt backing up the database |Save settings (S)
Figure 2.67

(2) Automatic database backup

Please set the automatic backup options as quested, and click “Save settings”.
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Database maintenance |X|
Backup L Restore "l Database optimization | Repair database lT_|T|
Backup
Back up data in a file to allow easy backup Backup (B)
elsewhere, |
Backup log:
Operating date Remarks I Result

“Auto back up setting
¥ Start automnatic backup

Every 1 @ Back up database once every day

Files save As | WOMRSIEXSBACKUPY | (5
¥ Enable exit software to prompt backing up the database |Save settings ()
Figure 2.68

2. Database restoration

Click “Restore”, and select backup databases to restore.

Databaze maintenance [%|
| Backup | Restore | Database optimization | Repair database b S

@ Select previous database backup files to restore the
= backup database state of that time. —

Restoration log:

COperating date Remarks I Result

>

Figure 2.69
3. Database optimization

Databaze maintenance

_Echkup | Restore | Database optimization ~ Repair database llTI
ﬁ I Optimizing the database allows the database to run Optimize (0)
faster! i

Figure 2.70
4. Database repair
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Datahase maintenance

;@J Repairing database is to correct the conditions that the Repair (F)
o database can not be used due to certain reasons. =

Figure 2.71
5. Database initialization
Database initialization restores the system to the new installation state. Please

perform this operation cautiously.

Database maintenance

I Restore . Database optimization"L\Repair database I Init database - uﬂ

information to new installation status. Please Initialize {I)

be careful when operating!

‘ E Clear all data in the database. Restore the

Figure 2.72
2.5.5 Software update
If a new version is available, you can update the software to the new version by
clicking “Online update”.
2.5.6 About
This interface indicates the software version, program installation address, database

address and other information.

K1 Access Control System

App wersion:  7.0.0.60 DB update date:
Path of App: COTOMURANK LY,
Path of DB: CHTOMURANK LY,

MDAC version: 2.81.1117.0

Figure 2.73

41



K1 Access Control Management System User’s Manual

Chapter 3  System Operation Flow — Attendance

When the system type configured for the system is “Access control attendance
system", the system is provided with added functions related to attendance
management besides all the functions of the access control system. To obtain correct

attendance statistical reports, please set the attendance system first.
3.1 Attendance System Settings

Attendance system settings includes the settings of shifts, holidays, weekends,
leaving early, arriving late, absence, overtime, business trip, going out and

attendance item unit. Please set them according to the actual attendance system. If

o

you have any questions during the setting process, drag the mouse to the icon
to obtain relevant help.
3.1.1 Shift settings

If you access the attendance management module for the first time without setting
shifts, the shift setting window is displayed. You can set shifts according to the shift
guide.
Gl e Eent W g Bl ooy - ET) Merdce, Py SRS - tera movran
Attendsnce system (R} Attendance processing (C) Query @) Export @) Print () Exit @)

Daily attendance report ' Pay period summary | Leave and common holiday registration farm

Day shift
2 Basic shift informatian
On duty time: el
¥|oa:30 GeLp SPift s an attendance system far the persannsl, which includes an or mare time s2ctions, such 3= morning sectian and =
FFTT) afternaon section. Select a shift template, then change attendance time based on the Company's attendance rules.

Shift name  Day shift

made type of shift

+ fwo time sections: in noon time ,no need time attendance (eg: 08:30-12:00 13:00-17:303

~ Two time sections : in neon time ,need time attendance (eq: 08:30-12:00 13:00-17:30)

L4

L7

" One time section: Lunch time counted as time attendance(eg:&:00-16:00) @
"~ Other shifts(freely set) @
o

[ Limit the earliest sign in time and latest sign out time @

Figure 3.1
If the working time is 09:00-12:30 and 13:00-18:00 and attendance is not required
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at noon, shifts can be set as follows:

[Steps]

1. Select “Shift template type”, and click “Next”.

2. Modify working time (time in and time out) as the company’s working time, and

click “Finish”, as shown in Figure 3.3.

| Basic shift information |

@ Shift is an attendance system for the personnel, which includes one or more time sections, such as morning section and
afternoon section. Select 5 shift template, then change attendance time based on the Company's attendance rules,

shift name  Day shift

made type of shift

* Two time sections: in noon time no need time attendance (eg: 08:30-12:00 13:00-17:30)

" Two time sections : in noon time ,need time sttendance (sg: 08:30-12:00 13;00-17:30)

" One time section: Lunch time counted as time attendance(sg:8:00-16:00)

" Other shifts(freely set)

@ & ¢ & ¢

[ Lirnit the earliest sign in time and latest sign out time &) : (=]

| | Mext (M) | ‘Cancel (c) ‘

Figure 3.2

The following time uses 24-hour frame (00:00-23:59), If a time is not greater than the previous time, it indicates the time is

@ more than a day. For example, if the off-duty time is 17:30, and the time for sign-out is 02:00, then 02:00 shall be recorded
as the time of the next day. If both on-duty time and off-duty times are set at 08:00, it indicates the persannel are on duty
throughout the day,

Do Woark Off duty Do Attendance type  Considered Considere Considere
attendance time time attendance arriving leaving absence
when arriving when leaving late early
1, W |12:00) JLi |Attend v W v 7
S 17:30) v | attend vl ¥ 2 w
prior (p) | [ Finizh (S) | | cancel ()

Figure 3.3
Note:  After shift settings are finished, you can view set shifts by choosing

“Attendance management> Attendance system) Shift”.
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Personnel

ﬁ mn&ggmeﬁt

¢ o

‘Access

contral settin %

] Eqmpment

Attendance system [R) | Attendance processing (C) Query @) Export @)

& g
Frint (B) Exit (f)

%) I
) | [Daily attendance report "Pay perio
‘&) v Cornpactly display Exception
|Day shift v| [ 7] =
On duty timeiOf‘F duty time i~ E Waorle ID | Marne nttedlcl:nce
p|os:30 |1z2:00 >
| 13:00 _1?:30

Figure 3.4

If you want to limit the earliest sign-in time and the latest sign-out time for work,

[v iLimnit the earliest sign in tirme and latest sign out timne

please tick

and

perform next detailed settings after selecting the shift module during shift setting.

| Basic shift information |

shift name  Mew shiftz

Shift is an attendance system for the personnel, which includes one or more time sections, such as morning section and
afternoon section. Select a shift template, then change attendance time based on the Company's attendance rules.

~mode type of shift

* Two time sections: in noon time ,no need time attendance (eq: 08:30-12:00 13:00-17:30) (7]
" Two time sections : in noon time ,need time attendance (eg: 08:30-12:00 13:00-17:30) (7]
" one time section: Lunch time counted as time attendance(eq:&:00-16:00) (7]
" other shifts(freely set) (73

J
Iv Limit the earliest sign in time and latest sign out time @ 1 ZE;J (7]

‘ ‘ MNext (M) | ‘Cancel (Q)‘

Figure 3.5
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Fill in “Start sign-in time” and “End sign-out time”, and click “Finish”.

ard[Aidd]

\75?17\& time segmen;\
The follawing time uses 24-hour frame (00:00-23:59). If a time is not greater than the previous times, it indicates the time is
@ mare than a day. Far exampls, if the off-duty time is 17:30, and the time for sign-out is 02:00, then 02:00 shall be recorded
as the time of the next day, If both on-duty time and off-duty times are set at 08:00, it indicates the personnel are on duty
throughout the day.
Do Start sign-in Wark Off duty  End sign-out Do Attendance type  Considered Cansidere Considere
attendance  time time time time attendance arriving leawing absence
when arriving when leaving late early
1. ¥ o520 [o@i20]  [12:00 e . [ attend vl ¥ v v
ol = ;ia:nﬁ; :17:3EI. 22:30/ v | attend v v v
| Prior {P) | ‘ Finish (S} ‘ |Canca| (C)
Figure 3.6

Note: If you want to add multiple shifis, please click EI to add them. If you want

to modify shifts, please select shifts to be modified, and click to modify them.

If you want to delete shifis, please select shifts to be deleted, and click to

delete them. At least one shift shall be available in the system. Therefore, when only

one shift is available, the shift cannot be deleted.

3.1.2 Holiday settings

Holidays with fixed dates can be set. If you want to add holidays, please click El

to set them. If you want to modify holidays, please select holidays to be modified

such as Labor Day, and click to modify them. If you want to delete holidays,

please select holidays to be deleted, and click to delete them.

Start 5
Narne date End dat E

Mew Tear's Day 01-01 01-01
International Labor 05-01 05-01

" |national Day 10-01  |10-03
_JReenimis T

Figure 3.7
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3.1.3 Weekend settings

Ticking indicates rest, and no ticking indicates working. Please set them according
to actual weekend situations. For example, the two-day weekend is set as shown in

the figure below.

T

oy

Ticking a check mark indicates rest

am am am arn
prm prm prm pm
am am am
prm prm prm

Figure 3.8

3.1.4 Setting of leaving early, arriving late and absence

The systems about leaving early, arriving late and absence can be set. If the normal
working time is 09:00 and it is considered late from 09:11, you shall set “Arriving
11 minutes later is considered late”. Similarly, you can set the systems about leaving

early and absence.

Late 11 % Minutes considered as 7
arriving late

Leaving 1 @ Minutes considered as [ /]

early leaving early

v Attendance time is not deducted due to ("]

arriving late and leaving early

Absence | 30 @ Minutes considered as (7
absence
Figure 3.9

As shown in the figure above, if the shift is 09:00-12:30 and 13:30-18:00 and
attendance is not required at noon, time segments for leaving early, arriving late and
absence are as follows:

09:11-09:30 is considered late. 09: 31 and later is considered absence. 17:31-17:59

is considered leaving early.
3.1.5 Overtime system settings

Overtime is effective only after it is registered and checked. Please set the overtime
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system according to actual situations.

ey
[E-3]

Overtime =)
Overtime a0 @ rminutes being effective (7]
rmore than

Arriving early is considered as overtime

v Leaving late is considered as overtime

¢ e ¢

Mealtime counted for a0 @ Minute
leaving late _owtm

Figure 3.10

3.1.6 Business trip system settings

Ticking the option indicates business trip that is recorded as attendance.

v Meanwhile (7]
Figure 3.11
3.1.7 Outgoing system settings
Ticking the option indicates outgoing that is recorded as attendance.
Outgoing ®)
Meanwhile (7]
Figure 3.12

3.1.8 Attendance item unit settings

Attendance item units are the units indicated on the attendance reports (the daily

attendance report and the pay period summary). Please set attendance item units

required.
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Daily attendance report

attendance and common holiday

Unit |Day | Minimum 0.1
Leave

Unit | Hour | Minimum 0.1\
Busines trip

Unit |Da¥ | Minirmum 0.1

Cut
0.1

Hour | Minimurn

Unit
arriving late and leaving early

Unit | Number of time: »

Absence
Unit | Hour | Minirmurm 0.1/
Overtime
Unit |Hour | Minirnurm 0.1/

Figure 3.13

Pay period summary ' Leave and common holiday registration form  Original recards - Monthly attendance report

& gty clepy Late [~ Leaving early [~ Absence [~ Leave [ Filter
Wark 1D | Mame | FERdINCE | oo gy ‘ o | o, | ot duty | Somee | Aeal (st Times)|_ 530 apsencettour) Gthers
oooso Jennie 2010-01-01  [08:30Pun 17:30Pun ovtrn (festv):1Day;

00050 |Jennie  |2010-01-02 ovtmn (weekd):1Day;

00050 |Jennie Ovtm (weekd):1Day:

oooso Jennie ‘ZUIU'UI'EM 08:30Pun 17:30Pun 1 1

oooso Jennie ‘ZUIU'UI'US 08:30Pun 17:30Pun 1 1

Daily attendance report

Figure 3.14

Pay period summary  Leave and commen holiday registration form  Original records ' Maonthly attendance report

GCompactly display Exception processing ~ Late | Leaving early [ Absence | Leave [T Filter
Attendance off | on Expect | Actual o Leave ommao| ovtm | ovtm [samrf Owtm [ vt fsdjus| Priv | i
il )| e date | O 9 | duty | duty | O 99 leend(Da) ttend(Day e Time| iy rimeff enee (Mol d)(H|tv )tHe| id (D [eked{C[stv) (D {d(D|w(Ho vt
M| ooos0 [Jannie 2010-01-01 |08:30Pun 17:30Pun 1
oooso [Jennie 2010-01-02 1
00os0 [Jennie 1
00050 [Jennie ‘ZUIU'UI'EM 08:30Pun 17:30Pun 1 1
0ooso [Jennie ‘ZUIU'UI'US 08:30Pun 17:30Pun 1 1
Figure 3.15
Daily attendance report | Pay period summary | Leave and common holiday registration form | Original records | Monthly attendance report
Work ID Name Expect|Actual (Tirr| .2avi e Ovtm Owtmn | Owtrn [vdjus| Priv | Sick [vear|arriaflater [3reasti|Pat el her(Ho usine| biim
T i M A S e W e ) ekd)([ B o ot M e o ol p(Da['"9

Mooosa |Jennie

| = z

Figure 3.16
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Note: After attendance systems are set, please click to save

settings.

3.2 Registration of Leaves, Business Trips, Overtime and Common

Holidays

3.2.1 Registering leaves, business trips, common holidays and

overtime

The system provides two modes to register leaves, business trips, common holidays,

overtime and so on.

1. Registering leaves, business trips, common holidays and overtime

[Steps]

1. Choose Attendance management > Leave and common holiday registration
form, and click “Register” to display the registration window.

2. Select personnel to be registered, select the registration type and the
registration date/time, and click “Save” to finish registration. For example, the
employee Li Xiaoyan took a private affair leave on July 9, 2009. This is

registered as shown in the figure below.

AruATuAIGA BRI TIUAzA s aand s Byse K1 == 7.0.0.62 BETA - [Snmsnisuingawhaan]

=10/x

. Personnel } Equipment Access o attendance System
- Report -t e =
‘sl management € management contral setting ad TPOTANEY T management 4| maintain

(=] b (e =] >
suumsAm @) Aunnitiewsuudan € Query Q) @aan (Q) Print (2) aan (X)
2 TOMURA

ol

[ snusaluiia @

[ Daily sttendance report “LPay periad summary [ Leave and commen holidsy reistration farm

010-08-01-2010-08-

oD

Start
date

Work ID| Hame | Reg trpe | Start date End date |End mmel Regreason  |peratol

Operating time:

i

Rechum:C

. Select personnel - Query (F) &
 all @ In-service € Resignation ‘ [0 Register (&) || =] Modify (1) | | X Delets (D) | Sereen | flamm _v| | Historic query (H) [t

3 [ | 2010-08-24 15:14:46 |

4. Figure 3.17
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ELTN ASEN T S Mranrhaan) avsanasanaifvial x|
“Reg type
5 2EpaETere @ Comman avtm ( Ovtm (weekd) € Sick leav (" Breastf lsav " Other
L8 support € ovtm tweekd) O Ovim (festy)  © Yearleay O Patern leav ¢ Busines trip
" Owvtrn (festv) 0 Adjust holid Marriag leav ( Funer leay  § Outgoing
" Comm holid " Priv leay " Matern leav ¢ Homne leave  Adjust attend
Start date: |2010-08-24 v Starttime: 00:00 |
gl
End date;  |2010-08-24 v End time: | 23:59 | ¥ @
03
[~ Register this time segment every day & m
Registration reason:
"~ Select personnel i
 all % In-service " Resignation ‘
Historical reg query (H) ¥ Continuous adding [ cancel (g)
6. Figure 3.18
aavziian mstanaomsiiusa ] ) i

E-[ |52 TOMURA

[]%2 support

“Req type
& Common ovtm  Ovtm (weekd) ¢ Sick leav

vt (weekd)  Ovtrn (festw) Year leav

 owtrn (festvd € Adjust holid ¢ Marriag leav

" Comm holid " Priv leay ' Matern leav

Prompt message

" Breastf leav " Other

€ Patern leav (" Busines trip
€ Funer leav (" Outgoing

€ Home lsave (" Adjust attend

astharwdnga

T Fegister this time segrent every day &

Registration reason:

» Select personnel

ao

Al @ In-service (" Resignation ‘

Historical reg query (H)

¥ Continuous adding

DCaily attendance report

Pay period summary

8. Figure 3.19

Leave and commaon holiday registration form

©Original records

Worl ID ‘ MName ‘ Reg type | Start date Sd::: End date |End time Reg reason perato]  Cperating time ‘
b 00001 Zhang San | Privleay 2010-04-01 03:30 z010-04-01  17:30 Leav oneday £ 2010-04-03 09:06
Figure 3.20
Note: After registration is successful, the system pops up a success prompt. After

registration is finished, the registration window 1is kept for continuation of

registration. If you do not hope that the registration window is kept after the next

registration, you can cancel ticking ¥ Continucus adding £ 00 ywant to exit the

registration window, please click “Cancel” or directly turn it off.
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2. Registering according to the absence time segment

Before registering according to the absence time segment, you must perform

attendance processing to obtain the latest data. You can manually perform

attendance processing. After selecting the attendance date range and the personnel,

just click “Attendance processing”.

Note: When attendance-related data is changed, starting up automatic processing

can update relevant data such as attendance reports. If you want to modify a lot of

attendance-related data, you can stop automatic process, modify them, and perform

attendance processing manually.

(1) Registering leaves, business trips and common holidays according to absence
time

[Steps]

1. Attendance management > Daily attendance report > Attendance processing

AnmuELA MRz aan ) T _(8(x
Persomnel Equipment Aocess wvortasery o 7 Attendance System
. G W e T Y
[= ) £ 3 0
[ & [
v Y 3
sumdanm ©) nmahesdann (©) Query (Q) daan @) Print (®) aan (1) ” Bl R
= P hoselnis @
Dally attendance report "Pay period summary " Leave and comman holiday registration form (Original attendance record [ Monthly attendance report
¥ uansashada Exception processing v s [ aandau I~ wa I~ aan
attendonce | on | off | on | off [Expecacull, - Jeav] >
Wod b [Enam= date duty | duty | duty | duty [snd(Diznd(D{ (7] y (Tin| iy O
00001 Pong 2010-08-15 Owtm (weekd):1Day;
0001 [pong__|2010-06-15 :
0001 [pong__|2010-06-17 :
00001 _[pong _|e010-00-18 i
:
3

00001 [Pong_|2010-08-13
00001 [Pong —J2010-05-20
C F-------
o001 |pong__|2010-08-22

ookd):1Day;
Owtm (weekd): LDay;

Figure 3.21
2. Right click “Daily attendance report”, and click “Register leaves, business trips
and common holidays according to absence time” in the right click menu.

Daily attendance report ' Pay period surmmary  Leave and common holiday registration form * Original records »

W Corpactly display

"~ Late | Leaving early Absence [ Leave | Filter

il Perfarm attendance processing of the current recard A
Attendance . & 2%

Work ID [ Name e

on dut
Leavefbusiness tripfcommon holidayjovertime registration ...

|_|0o0s0 Jennie 2010-01-01 |05 30P
(p|oooso |lennie  |z010-01-02

o650 lerce Punch editing ...
00050 Jennie  |2010-01-04 |08:30pd Punch editing according to unrecorded time ...

00050 |Jennie  |2010-01-05 |08:30PY popister pyertime according to unregistered overtime ...
00050 [vennie  |2010-D1-06 - .

Reqister leaves/business tripsfcommon holidays according to the absence time segment ... (festy)
(wmeeke

(weekc

Figure 3.22
3. Select records to be registered, selected a registration type, and "click “Register”.

For example, Li Xiaoyan in the HR department was on business trip on July 1, 2009.
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The registration is shown in the figure below.

click the last itern the

scope,

To display updated data, process attend first,

Dept name ‘Wurk ID| Mame ‘

Start time

End tirne

a [ Reatype

Birth First Division

00050 Jennie  2010-01-06

Z010-01-06
2010-01-07
2010-01-07
2010-01-08
Z010-01-03
2010-01-11
2010-01-11
z2010-01-12
2010-01-12
2010-01-13
2010-01-13
2010-01-14
2010-01-14
2010-01-15
2010-01-15
2010-01-18
2010-01-13
2010-01-19
Z010-01-19
2010-01-20

08:
13
08:
13:
08:
13:
08:
13:
08
13:
08
13!
08:
13:
08:
13:
08:
13:
08:
13:
08:

30
a0
30
a0
30
a0
30
a1}
30
a0
30
oo
30
a0
30
oo
30
a0
30
a0
30

2010-01-06 12:00
2010-01-06 17:30
2010-01-07 12:00
2010-01-07 17:30
2010-01-08 12:00
2010-01-08 17:30
2010-01-11 12:00
2010-01-11 17:30
2010-01-12 12:00
2010-01-12 17:30
2010-01-13 12:00
2010-01-13 17:30
2010-01-14 12:00
2010-01-14 17:30
2010-01-15 12:00
2010-01-15 17:30
2010-01-18 12:00
2010-01-18 17:30
2010-01-19 12:00
2010-01-19 17:30
2010-01-20 12:00

3

Camm

Ovtmn (weekd)

© Owtrn (festw)

To select data: 1) Drag mouse; 2} Press "Ctrl", and click mouse repeatedly; 3} Click the first record and press "Shift", then

holid ~ © Matern leay

~ Breastf leav

Patern leay

Adjust holid " Funer leav
Priv leav (" Home leave
" Sick leav [ Other
" Year leav + Busines trip

Marriag leav

DOutgaoing

Register (S) |

Registration reason:

!Busines trip oneday L

([

|Se\ect all Ay H Select invert (LU} ” Reg time change (M} HEprrt (E} | Historic guery {H) |

Figure 3.23

After registration is finished and attendance processing is performed, attendance

results can be found in the daily attendance report (in compact or incompact display

mode).

Daily attendance report

v Compactly display

Pay period sumnmary

Exception processing v

Leave and common holiday registration form

Original records

| Late | Leaving early | Absence | Leawve

52

Attendance off | On Expect | Actual 2 Leave

Wark ID | Mame St on duty duty |duty Off duty tend(Da|tend(Day te(Time: yiTime ence(Hr|

Q0050 Jennie 2010-01-01 |08:30Pun 17:30Pun Owtm (festv)ilC
00050 Jennie  |2010-01-02 Owtrn (weekd):d
00050 Jennie Ovtrn (weekd):]
00050 Jennie  |2010-01-04 |0&:30Pun 17:30Pun 1 1

anosa Jennie 2010-01-05 |0&:30Pun 17:30Pun 1 1

00050 [ennie  |2010-01-06 1 ] B = sines tripen s

Figure 3.24
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Daily attendance report  Pay period summary  Leave and common holiday registration form  Original records  Monthly attendance report

Compactly display Exception processing ~ Late [ Leaving early | Absence | Leave

Work [0 | Wame | AHERanCe ‘ o duy | o | 20 | & 8ty [ E28 0 s =Ty Crme] o ) i it ff)‘(’S HE M
Ploooso [sennie |z010-01-01 |0&:30pun 17:30Pun

00050 |Jennie |2010-01-02 1

00050 |Jennie 1

00050 |Jennic_|2010-01-04 |08:30Pun 17:30Pun 1 1

00050 |Jennic |2010-01-05 |08:30Pun 17:30Pun 1 1

00050 |Jennie |z010-01-08 1 05 [ as

Figure 3.25
(2) Registering overtime according to the absence time segment
[Steps]
1. Choose Attendance management > Daily attendance report, and right click “Daily
attendance report”. Click “Register overtime according to the absence time

segment" in the right click menu.
RS .04 s

R T Aceess 7 Attendance System
i mansaement  management control setting * S RO Y -/ management ri\ma\mam X

= & & i+ =
b =® ] =
suumadanm (B) dunmavhausuudanmn () Query (Q) dvaan (O3 Print () aan (0 i 2010-08-01-2010-09-31

E-[]32 TOMURA o shawdaluiia o

- [¥I2 New Department
22 sales Daily attendancs report "L Pay period summary \lLeave and common holiday registration form “{Original attendance record “(Monthly attendance report

%% support . =
¥ winsadaia | Exception processing v] |~ 4w [ aandiau [n) ™ an
e

[ E—— =
wark 10. | Hame ~ —— — Others

eckd):1Day;

oo Trors A i anf e e
o000 [pang
00001 [Pang
00001 [pong__| WAlemsaa

001 pons PR : —
Figure 3.26

uAlemsaanam

2. Select records to be registered (multiple options are allowed), and click

“Register”.
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To display updated data, process attend first.

To select datas 1) Drag mouse; 2} Press "Ctrl*, and olick mouse repeatedly; 3) Click the first recard and press “Shift", then dlick the last item the scope.

Dept | wore1n | name | Starttime of Endtime of | Register start | Registerend | . A Fin L arrning feedn 6 R
name avertime overtime  [time of overtime [time of overtime| ©%9 %F @ all

Eleirth First 00050 Jennie  2010-01-01 08:31 2010-01-01 12:012040-01-01 08:312010-04-01 12:000vkm (i | On duty early (overtime)

' 2010-01-01 13:012010-01-01 17:312010-01-01 13:0(2010-01-01 17:310%tm (i | | waving lats (avertime)

" Overtime within shift
" overtime after shift

Filtrate according to overtime type
@ all

" Common avtm
 Qvim (weekd)
" Qvim (festy)

Modify overtime type (T) X ‘

B8 Register (3)

Registration reason:

LT T e ! J

) >

Select all (4) | [Select invert (uy [ Req time modification () | | Export ()|

Figure 3.27

Daily attendance report | Pay period summary  Leave and common haliday registration form | Original records ' Manthly attendance report

I Compactly display Exception precessing ~ [~ Late | Leaving early |~ Absence [~ Leave | Filter

work 10 | Hame | PRSNG| on guey | 3 | B0 ) ot duey | EXBECE | Acttel |ierimel fE32 em:E(Ht| Others 1
00050 Jennis 2010-01-01 |08:30Pun 17:30Pun Comrmon ovtrn:3,.5Hour; Ovtrm (festv)i4.5Hour;
00050 |Jemnie  |2010-01-02 vt (weekd):BHour;
Ploooso |Iennie ovtm (weekd):10ay;
0o0oso Jennie ‘ZU].U'U].'UQ 08:30Pun 17:30Pun 1 1
00050 [Jennie |2010-01-05 |08:30Pun 17130Pun 1
00050 |Jenmie |2010-01-06 1 05 IR & cines trip:0.5Day;

Figure 3.28

Note: If overtime time is in error before registration, select records, click

| Reg time modification (1) | modify time and re-register.

3.2.2 Modifying registration time

1. Modifying leave/business trip/common holiday registration time
If displayed time deviates, you can modify registration time and re-register.

[Steps]

1. Select records to be modified, and click | Reg time modification (1) | to modify

them.

2. Modify registration time > Save > Register
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To display updated data, process attend first,

To selact data: 1) Drag mouse; 2] Press "Ctrl", and click mouss repsatedly; 3) Click the first record and press "Shift", then

click the last iter the scope.
Query (F)

Dept o~ | Regtrpe
name | Work ID | Mame Start time End time G e e A M aterr e
Birth First 00050 Jennie  2010-01-08 13:012010-01-06 17:31 " Owtm {weekd) © Breastf leav
L 2010-01-07 0&:312010-01-07 3¢

. i leaw
2010-01-07 13:012010-01-07 Register 13)

2010-01-08 05:312010-01-08

2010-01-08 13:012010-01-08 History registration query eqve
il 2010-01-11 08:3(2010-01-11 Adjust the time section according to 30 minutes sharp
L 2010-01-11 13:012010-01-11 Select all (&) il
2010-01-12 08:312010-01-12

4 Select invert (U}
2010-01-12 13:012010-01-12 e El

2010-01-13 08:312010-01-13 12:01
2010-01-13 13:012010-01-13 17:31
L 2010-01-14 08%:312010-01-14 12:01
2010-01-14 13:012010-01-14 17:31 Register
il 2010-01-15 0&:312010-01-15 12:01
2010-01-15 13:012010-01-15 17:31
2010-01-168 08:312010-01-18 12:01
2010-01-16 13:012010-01-18 17:31 | v
2010-01-18 08:312010-01-19 12:01
2010-01-19 13:012010-01-19 17:31
2010-01-20 06:312010-01-20 12:01

resemisT T v

[setert all ta) | select invert (0y || Req time change ¢y |[Export tE) [ Historic query (1)

Registration reasan:

Figure 3.29

&

To display updated dats, process sttend first.

To select data: 1) Drag mouse; 2) Press "Ctrl", and click mouse repeatedly; 3) Click the first record and press "Shift", then

click the last item the scope.

Dept A Reatype:
s wiork 1D | Mame Start tims End time ¢ omrmthalid ¢ Maternleay
Birth First 00050 Jennie | 2010-01-06 13;012010-01-06 17:31  Ovirn (weekd) © Breastf leav
L) 2010-01-07 08:31 2010-01-07 12:01 o ovtm (festv) " Patern leav
2010-01-07 13:012010-01-07 1731

m| " Adjust holid " Funer leav
I  Privlsay * Home leave
L O Sick leav O Other
H  Year leav " Busines trip

[z010-01-07 | [28000

-

End time Marriag leav  {* Outgoing

i @
L] 2010-0T- T3 T3 ZOTI-UT=T4 T7F73T [=] Register (3)

2010-01-15 08:3(2010-01-15 12:01
2010-01-15 13:012010-01-15 1713
2010-01-18 08:312010-01-18 12:0 i e

B 2010-01-18 13:0(2010-01-15 17:3 b
W 2010-01-19 08:3(2010-01-19 12:01
2010-01-19 13:012010-01-19 1713
2010-01-20 08:3(2010-01-20 12:01

reeriumia T v

[select all (4 || select invert (1) || Rea time change (1) |[Export (E) [ Histaric query ()

Figure 3.30
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click the last item the scope.

To display updated data, process attend first,

Dept

name | Mork I

Name

Start tirme

End tirme ‘

Birth First 00050 Jennie | z010-
2010-
z010-
2010-
z010-
2010-
z010-
2010-
z010-
2010-
z010-
2010-
z010-
z2010-
z010-
2010-
z010-
2010-
z010-
2010-

01-06 13:
01-07 09:
01-07 13:
01-0& 08:
01-05 13:
01-11 0&:
01-11 13:
01-12 0&:
01-12 13:
01-13 08:
01-13 13:
01-14 0&:
01-14 13:
01-15 08:
01-15 13:
01-18 08:
01-15 13:
01-19 08:
01-19 13:
01-20 08:

aa
aa
aa
30
aa
30
aa
30
aa
30
aa
30
aa
a0
aa
30
aa
30
aa
30

zo10-
2010-
zo10-
2010-
zo10-
2010-
zo10-
2010-
zo10-
2010-
zo10-
2010-
zo10-
z2010-
z010-
2010-
z010-
2010-
z010-
2010-

01-06 17:
01-07 18:
01-07 17:
01-06 12:
01-05 17:
01-1112:
01-1117:
01-12 12:
01-12 17:
01-1312:
01-13 17:
01-14 12:
01-14 17:
01-1512;
01-15 17:
01-18 12:
01-15 17:
01-1912:
01-19 17:
01-2012:

~

s,

|Se|ei:t all (A) H Select invert (U} ” Reqg time change (M) HExpnrt {E} | Historic query {H)

2. Time segment adjusted according to 30 minutes sharp

Figure 3.31

To select data: 1) Drag mouse; 2) Press "Ctrl", and click mouse repeatedly; 3) Click the first record and press

Reqg type

Shift", then

" Comm holid 7 Matern leaw
" ovtm (weekd) ( Breastf leav
" owtm (festv) ¢ Patern leav
" Adjust halid " Funer leav
" Priv leaw " Home leave
" Sick leav " Other

O ear leav

" Marriag leav ¢ Outgoing
‘ﬁ Register (3} |

Registration reason:

If the absence time segment is 16:06 -18:00 for an employee and adjusted according

to 30 minutes sharp, it is changed to 16:00-18: 00.

If the absence time segment is 09:00-09:56 for an employee and adjusted according

to 30 minutes sharp, it is changed to 09:00-10:00.

Please check the necessity of adjustment according to actual situations.

[Steps]

1. Select records to be modified, right click the right click menu displayed, and

click “Time segment adjusted according to 30 minutes sharp”.

2. Select records to be registered, select a registration type, and Click “Register”.
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click the last item the scope.

To display updated data, process attend first,

To select data: 1) Drag mouse; 2) Press "Ctrl",

and click mouse repeatedly; 3) Click the first record and press "Shift", then

Query (F)

Dept

nsme | Mork I

Name Start tirme

End time

_Blr’th First 00050 Jennie | 2010-01-06
Z010-01-07
2010-01-07
L] 2010-01-08
2010-01-08
z010-01-11
2010-01-11
2010-01-12
Z010-01-12
2010-01-13
2010-01-13
2010-01-14
z010-01-14
2010-01-15
z010-01-15
Z010-01-18
2010-01-18
Z010-01-19
2010-01-19
z010-01-z0

13:
0s:
13:
o8
13:
0&:
13:
0&:
13:
0&:
13:
0s:
13:
0s:
13:
08:
13:
0s:
13
0&:

aa
30
aa
3z
oo
30
oo
30
aa
30
aa
30
aa
30
aa
30
aa
30
uln)
30

2010-01-06 17
2010-01-07 12
2010-01-07 17

130
R
30

# [ Regtype

" Cormm haolid [ Matern leav
O Ovtmn (weekd) O Breastf leav
 Owtm (festy) " Patern leav

Aivet halid Al = leay

2010-01-0
2010-01-0
2010-01-1
2010-01-1
2010-01-1

Register (3}

Registration time modification

History registration query

leave

s trip

2010-01-1)
2010-01-1

Select all (A)
Select invert (U)
o

ing

2010-01-1.37T77
2010-01-14 12:
z010-01-14 17:
2010-01-15 12:
2010-01-15 17:
2010-01-13 12:
2010-01-18 17:
2010-01-19 12:
2010-01-19 17;
2010-01-20 12:

oo
30
oo
30
aa
30

|E Reqister (S) ‘

Registration reason:

[ v

|Se|ect all (A} H Select invert (U} ” Reg time change (M} HExpurt {3 | Historic query (H}

Figure 3.32
D ‘ waork ID [ MNarne ‘ Start timne ‘ End time ‘ & Re0 trpe
narne ¢ Comm holid ¢ Matern leav
| |Birth First ooosoJennie | 2010-01-06 13:00 2010-01-06 17:30 " Ovtrn (weekd) ¢ Breastf leav
|| 2010-01-07 08:30/2010-01-07 12:00  Owtm (festy)  Patern leav
2010-01-07 13:00 2010-01-07 17:30
B 2010-01-08 08:30 2010-01-08 12:30 # Qaljosi (il @ Foncy (125
H 2010-01-08 13:00/2010-01-08 17:30 O Priv leav " Home leave
i 2010-01-11 08:302010-01-11 12:00 & Sick leay  other
2010-01-11 13:00 2010-01-11 17:30 . A
— O Year leav " Busines trip
2010-01-12 08:30 2010-01-12 12:00
b 2010-01-12 13:00 2010-01-12 17:30 " Marriag leav " Outgaing
|| 2010-01-13 08;30/2010-01-13 12:00
|| 2010-01-13 13:00/2010-01-13 17:30 T
] 2010-01-14 08:30 2010-01-14 12:00
2010-01-14 13:00 2010-01-14 17:30 |ﬁ Register (S)

Figure 3.33

3. Modifying leave/business trip/common holiday/overtime registration

[Steps]

1. Select records to be modified, and click “Modify” to modify them.

2. Modify registration contents (For example, modify private affair leave as sick

leave), and click “Save” to finish modification.
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Daily attendance report * Pay period summary | Leave and common holiday registration form . Original records . Monthly

wiork ID | Mame | Regtype | Start date Sdt:t: End date |End time Reg reason iperatal  Operating time
| |o00s0 Jennie Common 02010-01-0108:30 2010-01-01 12:00 sa Z010-04-21 13:29:5¢
oooso Jennie Cwtrn (fest!2010-01-0113:00 2010-01-01 17:30 53 2010-04-21 13:29:5¢
:DDDSD Jennie Owtm (wee 2010-01-02 00:00 2010-01-02 23:59 5a 2010-04-21 13:36:3€
ogosn Jennie vt (wee 2010-01-02 08:30 2010-01-02 17:30 sa Z010-04-21 13:36:3¢
EUDUSU Jennie Priv leay 2010-01-08 08:30 2010-01-06 12:00 PrivLeavOneDay sa 2010-04-21 13:54:2:
: :DDDSD Jennie Busines trig2010-01-07 09:00 2010-01-07 15:00 sa 2010-04-21 13:44:4¢
__|oooso Jennie  Sick leav | 2010-01-12/13:00 |2010-01-12 17:30 SickLeav sa 2010-04-21 13:49:1¢
reenwmiT T

| [ Register [a) | HEl Modify (M) | | X Delete (D} | Screen |A|| vl | Historic query (H) ‘
Figure 3.34
Reg type-
" Common ovtm 7 Owtm {weekd) o Sick [eaw (" Breastf leay (" Other
O Owtm (weekd) O Owtm ifestyd O Tear leav " Patern leay ( Busines trip
~ Owtm (festv) (7 Adjust holid O Marriag leav  Funer leav (' Qutgoing
o Comm holid O Priv leay " Matern leay ¢ Home leave ( Adjust attend
Startdate: }2010-01-06 v| Start time: |08:30 |W
|2010-01-08] v ; 12:00 |w @
End date: | | X6 End tirne: g
r : : L2
Registration reason: | SickLeavoneDay
Historical reg query (H) ‘E Save (S) ‘ |EL" Cancel {C)
Figure 3.35

3.2.3 Deleting leave/business trip/common holiday/overtime

registration

[Steps]
1. Select records to be deleted (multiple options are allowed).
2. Right click to display the right click menu, and click “Delete” to delete records.

(Or after selecting records, directly click “Delete”.)
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Daily attendance report  Pav period summary  Leawe and common holiday reqistration form  Original records ' Monthly att

work 10| Mame | Reg type | Start date | 59 | end date | End time | Req reason ‘peratu‘ Operating time
|aoosa Jennie  Common 02010-01-01 0830 2010-01-01 12:00 sa  2010-04-71 1312915
00050 Jennie  Gwtm (fest 2010-01-0113:00  2010-01-0117:30 55 20Ln-id-21 1328050
[|asosa Jenmie  owtm (wee 2010-01-0200:00  2010-01-02 23:59 ss 2010-04-71 13:36:3
00050 Jennie  Owim (wee 2010-01-D2 0830 2010-01-02 17:30 53 2010-04-71 1315913
Doooso  dennie  sicky o 01-06 12:00  SicklesvOnsDay ss  2010-04-21 14:00:3
- erister
Joooso denmie musif 'L 01-07 15:00 53 2010-D4-71 131444
|ooosa sennie sk iklkd 01-1217:30 | SickLeav s 2010-04-21 13:4%:1¢
Histarical registration query
[ 0] registar (&) | [ =] Modify (m) | [ 3¢ Delate (0) | sereen [al v | Historic query () |

Figure 3.36
3.2.4 History record query

Before querying history records, please perform attendance processing to obtain the
latest data.

[Steps]

1. Choose Attendance management > Leave and common holiday registration form,
and select the personnel.

2. Click “History record query” to display the query window.

A uRuEAThT I EEsEnaan sy B .0.62 BETA - [3an1snstfaziaviaan] -lof x|
Personnel  ~ % Equipment Access { T Attendance System
e management ’.'}management control setting ™ Reportauery -/ management rlw maintain
2 & i s lo6in08.01.2010 06
seuumstdanm (R) Bunasiowssumdanan (C) Query Q) #waan (Q) Print () aan () |2010-08-01-2010-08-

-] TOMURA 5 [ shamw dalwiid (7]
| Daily sttendanes report “LFay period summary | Teave and common holiday registration form ]
| work m| Name | Reg type | Stertdate | 5% | End date |Er\d nmel Reg reason |‘Derato Gperating time
d
Rechum:C
€ Al & In-service € Resignation [ Register (a) || /[=] Modify (1) | | X Delete (D) | Sersen |fonsn | | istoric query ) |
[ | zo10-08-24 15114146 | 7

Figure 3.37
3. Input a query date range, select a registration type, and query.
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@ To update data display, process attendance first,
You can find year leav, weekds and busines trips in year or on any date. When
quering record, the recard in the year since entry will bs shawn.
Date fruleUlU—ULUl fC| To \2010704—21 M Registration type
[ern@ | [ sworte |
Dept Attendance | Priv ~
e wiorl ID | Mame Entry date date wHourhuml|
B|Birth Seco 00003 Kate 2010-03-01 2010-04-06 8.0
Birth Seca00003  |Kate  2010-03-01 | 2010-04-21 |8.0
Jreatiumizl T Hen v

Figure 3.38
3.3 Punch Editing

3.3.1 Punch editing

The system provides two modes for punch editing: punch editing; punch editing
according to unrecorded time.

1 Punch editing

[Steps]

1. Choose Attendance management > Original attendance record > Display by the

number of times, and click “Punch editing”.

% K1 Access Control Systs

Personnel
management

(= »
sursLERET (1) Bunmaiamseuidaia (

Equipment
management

Attendance
management

System

Report ausry 4 i N
Piw maintain

=] g+
Print (2) aan () e

3
C) Query (@) #aan Q)

OMURA O query (B) W thawdaluia o
Mew Department
Pay period summary " Lsave snd commen holiday registration form | Original sttendance record [«I»
[Display by the number of times . Display by day | Display by month
whether| ke
Slotting | Slotting Verify s Punch editi
Work 1D Marne | Reg No. et ||| RS e ED;I‘;\I?; Pl Operating time peratcl ey
»| 00001 Pang 00001 2010-08-1014:47 Mormal Fingerprin 2010-08-24 15:54:21s5a
00002 thep ooooz 2010-08-1107:56 Normal  Fingerprin Z010-08-24 15:54:21sa
| [Rechum:2 v
em >
. Select personnel < Query (£}
= Screen
e [ 01 Puncn edit () |[ | Moaity o) || X petete (@] & i € Normal € Punch sdit|[] Select all/None

Figure 3.39
2. At the punch editing window: Select the personnel to be punch edited, input the
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card signing date, punch editing time and so on, and click “Save”.

i taoninaniinsg 3 x|
" |20 Tonuea Card signing date range: |2010-08-24 v —— [2010-08-24 v
DE :I::M Punch editing time 1: 13:00| ¥
Punch editing time 2: 17:30| v
Punch edit cause: visit customer

. Select personnel - [

oAl &1 rvice " Resignation
¥ continuous adding B save (5) | |0+ cancel (©)

Figure 3.40
i
S Tom R Card signing dats range; [2010-08-24 w| —— [2010-08-24 v
wo[]%2 support Punch editing time 1:  |00:00 ¥
Punch editing time 2: | —i|
Frompt message =

ansihssdn SalOperating succeeded!

-

. Select Eersnnnel A

Al & In-service ( Resignation

[ Continuaus adding B save(s) | | ¥ cancel (&)

Figure 3.41

Daily attendance report  Pay period summary “ Leave and common holiday registration form | ©riginal records

Display by times Display by day Display by month

[E3

Wwhether|
Slotting Slotting Werify Punch editing
Wark ID Mame | Reg Mo, o g | s o el géii:i:\r; e Operating time iperatc EEEER

aoasn Jennie 00050 2010-01-01 03:30 Punch ecPunch edit 2010-04-21 11:50:1!s5a
aooso Jennis 00050 2010-01-01 17:30 Punch ecPunch edit2010-04-21 11:50:1!sa
aoasn Jennie 00050 2010-01-04 03:30 Punch ecPunch edit 2010-04-21 11:50:3!sa
aooso Jennis 00050 2010-01-04 17:30 Punch ecPunch edit2010-04-21 11:50:3 52
a0asa Jennie 00050 2010-01-05 03:30 Punch ecPunch edit 2010-04-21 11:50:51s5a
ooosn Jennis 00050 2010-01-05 17:30 Punch ec Punch edit 2010-04-21 11:50:51 52

Screen
| [ Punch edit (&) HEMDd\f\r (M)H X Delete (Q)| Al " Mormal  © Punch edit | Sslect all/Mone
Figure 3.42

Note: After punch editing is successful, the system pops up a success prompt. After
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registration is finished, the punch editing window is kept for continuation of

registration. If you do not hope that the punch editing window is kept after the next

punch editing, you can cancel ticking v Continuous adding

2. Punch editing according to unrecorded time

Before punch editing according to unrecorded time, you must perform attendance
processing to obtain the latest data.

[Steps]

1. Choose Attendance management > Daily attendance report, and right click “Daily

attendance report”. Click “Punch editing according to unrecorded time" in the right

click menu.

=ssuumuauR WAz sHWRaNIs) DY KI"== 7.0.0.62 BETA - [Snnsmsiiadavhaan] (B[]
Personnel 7% Equipment Access L% Attendance System
e e R
[

4 £ - e 201008-012010.0831L v
s R) dunmaiesann (©) Query (@) dvaan Q) Print () aan (X) 080120100831 |

E-[]32 TOMURA ¥ dhnudalwia o

5 [122 New Department
s

& [

T T T e e e e T
WV waasadnsda Exception processing v I e [ aandaw I~ wa I~ aan
e e I I e
00001 _[Pong__|2010-08-15 Outm (weekd) LDay;
00001 _[Pong__|2010-08-16 1
00001 _[Pong__|2010-08-17 7]
i Joooor _[pong_[2010-08-18 1
onor[Pong |2010-05-1 5 32
o000 [pong |2010-08-20 1 [
00001 [pong__|2010-08-21 Outm (weekd):LDay;
00001 _[Pong__|2010-08-22 Outm (weekd):LDay;
0000 [Pong _|2010-05-23 5 5]
)| =
T B -
00001 [pong__|2
00001 lPong 2 qeagio 2 dnuaniunen e
00001 [pong__|a - = =
o1 [pang_Jed] _ uAlemseannan lvs
00001 [pong__|2
joooot  fPong 2 Ao
0000z [thep |20k
000z _Jthep _|o010-05-15 =g
o000z [thep Jzs10-08-17 1 38
00002 [thep _|2010-05-18 o
00002 [thep | 2010-05-19 1
0002 _Jthep _2010-08-20 1 [
00002 [thep _|2010-08-21 Outm (weekd):LDay;
00002 [thep _|2010-08-22 utm (weekd):LDay;
o000z _Jthep _|z10-05-23 1 =8
Select personnel < 00002 [thep | 2010-08-24 7l Common avim:BHour;
o [ T T T

Figure 3.43

2. Select recorded to be punch edited, and click “Punch editing”.
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“fou can not update the data displayed here prior to conducting attendance check, The table shows time
recorded in the attendance equiprnent for the personnel. Attendance records for weekends and leaving
will not be shown, You can select data in the following ways: 1) Drag the mouse; 2) Press "Ctrl", and
click the mouse for several times; 3) Click the first record and press "Shift", then click the last item

within the selected scope.

|

A
Dept name | Warl ID Narne Attedndanc:e Crate Time "
ate Lo Punch editing {S)
[Birth First D 00050 Jennie  2010-01-06 2010-01-06 17:30

2010-01-07 2010-01-07 08:30
2010-01-08 2010-01-08 08:30 _
| | 2010-01-08 17:30 M

2010-01-11 2010-01-11 08:30
RS . v
| Select all {A) | | Select invert (L) | Export {E}

Figure 3.44

=

Daily attendance report ' Pay period surnmary ' Leave and common holiday registration form . Qriginal records

W Compactly display Exception pracessing =

Wwark ID | Mame Attednadt:nce on duty d?fy d%tny Off duty Isgsfg‘;y tt:ncstllglay itelTime |r:_ye(?l'\i’:-|e encelHc
000s0 Jennie 2010-01-01 (08:30Pun 17:30Pun

aooso Jennie 2010-01-02

00050 Jennie

oooso Jennie 2010-01-04 [0&:30Pun 17:30Pun 1 1

ooaso Jennie 2010-01-05 [0&8:30Pun 17:30Pun 1 1

oooso Jennie 2010-01-06 17:30Pun 1

Figure 3.45
3.3.2 Modifying punch editing

[Steps]

1. Choose Attendance management > Original attendance record > Display by the
number of times. Select records to be modified, right click to display the right
click menu, and click “Modify” to display the modification window.

Daily attendance repart " Pay period summary  Leave and common holiday registration form | Griginal recards . Manthly attendance report
Display by times  Display by day | Display by month

Slotting card|  Slotting  [WNEther! yeriny Punch editing 3
work 10 | Name |Reg No P cord ting | punch | R Operating time ~ [iperat] i
editing

7DUDSD Jennie 00050 2010-01-01  08:30 Punch ecPunch edit 2010-04-21 11:50:1!sa

000so Jennie 000so 2010-01-01  17:30 Punch ecPunch edit2010-04-21 11:50:1!sa
755550 Jennie 00050 2010-01-04  08:30 Punch ecPunch edit 2010-04-21 11:50:3'sa
:DUDSD Jennie 00050 2010-01-04  17:30 Punch ecPunch edit 2010-04-21 11:50:3'sa

00050 Jennie 00050 2010-01-05  08:30 Punch ecPunch edit 2010-04-21 11:50:51sa
755550 Jennie 00050 2010-01-05 17:30 Punch ecPunch edit 2010-04-21 11:50:51sa
gDUDSD Jennie 000s0 2010-01-06  17:30 edit 2010-04-21 14:24:2's5 Forget to sign in
7DUDED Jennis 00050 2010-01-07  08:30 edit2010-04-21 14:31:2 55

- Sereen
[[21 Punch edit (ay | =] Modify ()] 3€ Delste (@] ay  Normal Punch edit||~ Select all/None
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Figure 3.46

2. After modifying records, click “Save” to finish modification.

Punch editing date: 2010-01-06)

Punch editing time : 17:30) =

Punch edit cause:

|E Save (2 | |EI" Cancel {C)

Figure 3.47
3.3.3 Deleting punch editing

[Steps]

1. Choose Attendance management > Original attendance record > Display by the
number of times. Select records to be deleted, right click to display the right click
menu, and click “Delete” to delete records. (You can also perform deletion by

selecting records to be deleted and directly clicking “Delete”.)

Daily attendance repart ' Pay period summary . Leave and common holiday registration form | Original recards ~ Monthly attendance report

Display by times | Display by day | Display by month
work 10 [ Name ‘ Reg Ho, | 319tng card | Slatting VLT;Z? erty | operstingtime  [perate| FUNeN 2dfing
editing
|_|ooos0 Jennie 00050 2010-01-01  08:30 Punch ecPunch edit2010-04-21 11:50:1!sa
|_|ooos0 Jennie 00050 2010-01-01 17:30 Punch ecPunch edit2010-04-21 11:50:1!sa
|_|ooos0 Jennie 00050 2010-01-04 08:30 Punch ecPunch edit2010-04-21 11:50:3' sa
|_|ooos0 Jennie 00050 2010-01-04 17:30 Punch ecPunch edit2010-04-21 11:50:3' sa
|_|ooos0 Jennie 00050 2010-01-05 08:30 Punch ecPunch edit2010-04-21 11:50:515a
00050 Jennie 00050 2010-01-05 17:30 Punch ecPunch edit 2010-04-21 11:50:5153
EUDDSD Jennie 000s0 2010-01-06  17:30 Punch ecPunch edit 2010-04-21 14:24:2!5a Punch edit
_UDDSD Jennie 00050 2010-01-07 08:30 Punch ecPunch edit 2010-04-21 14:31:2sa iy
e e e

Screen

[0 Punch edit (a) |[J=] modify (10X pelste ] " a  Normal & punch edit | Select allNone

Figure 3.48

2. Click “Yes” to finish deletion.
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3.4 Attendance Reports

Attendance reports include the original attendance record (displayed by the number
of times, day and month), leave and common holiday registration form, daily
attendance report (displayed in compact or incompact mode), pay period summary

and monthly attendance report.
3.4.1 Original attendance record

Original attendance record indicates sign-in records including normal sign-in and
punch editing records, and is displayed by the number of times, day and month.

1. Original attendance record > Display by the number of times
Daily attendance report | Pay period summary | Leave and cormaon holiday registration form  Original records

Display by times | Display by day | Display by month
Whether

work 1D Marme | Reg Mo, c:liitt:‘lg?a ci:'?:ltttli:rgve g;l‘g%r; ﬁﬂe;g: Operating tirne iperatc Punéhazod:mg
b|oo0s0 Jennie 00050 2010-01-0106:30 Funch edit Funch edit 2010-04-21 11:50:15 sa

00os0 Jennis 00050  2010-01-0117:30 Punch edit Punch edit 2010-04-21 11:50;15 53

anoso Jennie anoso 2010-01-0<08:30 Punch edit Punch edit 2010-04-21 11:50:39 sa

00050 Jennie aa0sn 2010-01-0417:30 Punch edit Punch edit | 2010-04-21 11:50:39 sa

00050 Jennie aa0sn 2010-01-0508:30 Punch edit Punch edit | 2010-04-21 11:50:50 sa

00050 Jennie 00050 2010-01-0517:30 Punch edit |Punch edit 2010-04-21 11:50:50 sa

00050 Jennie 00050 2010-01-0617:30 Punch edit Punch edit |2010-04-21 14:24:25 |55 Forget to sign in
l 00050 Jennie 00050  2010-01-0%08:30 Punch edit Punch edit 2010-04-21 14:31:27 sa

Figure 3.50

2. Original attendance record > Display by the day

If & Hide not sign-in date s ticked, the record displays signed-in date records
within the attendance date range. If W Hide not sign-in date is not ticked, the
record displays all date records within the attendance date range (including
signed-in and unsigned-in dates).

Daily attendance report * Pay period summary ' Leave and common holiday registration form © Original records
Display by times iDisplay by day; ' Display by month

‘ e Time

e ‘ Work ID

Narme ‘ Date

P|Birth First 00050 Jennie | 2010-01-0108:30Funch edit 17:30Punch edit
Birth First 00050 Jennie | 2010-01-0¢08:30Punch edit 17:30Punch edit
Birth First 00050 Jennie |2010-01-0508:30Punch edit 17:30Punch edit
Birth First 00050 Jennie  2010-01-0¢17:30Punch edit
Birth First 00050 Jennie |2010-01-0708:30Punch edit

reenumes™ T v

v Hide not sign-in date
Figure 3.51
3. Original attendance record > Display by the month
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Daily attendance report * Pay period summary ' Leave and common holiday registration form | Original records

Display by times Display by day Display by month
|am|01Fr’\.‘lZSat|I3Sun‘4M0n|\5Tue‘6Wec|\7Thu|USFr’\.‘1985t|.05un‘ lMon|.2Tue‘3WEc|4Thu‘15Fr\.|.6$at|.7Sun‘ BMOn|.9Tue‘0Wec|ilThu‘22Frl.|

Jer 05:3C 0§:3008:3017:3008:30
» 17:30 17:3017:30

Figure 3.52
3.4.2 Leave and common holiday registration form

Leave and common holiday registration form indicates registered records about

leaves, business trips, common holidays, outgoing and overtime.

Daily attendance report ' Pay period surnmary * Leave and cornman holiday registration form ' ©riginal records

wark 1D | Name | Regtype | Start date | ?jt:t: End date |End time Reg reason peratal  Operating time =
p|00050 Jennie Cormmon o 2010-01-01 08:30 2010-01-01 12:00 sa 2010-04-21 13:29:5¢

00050 Jennie Qwtrn (fest: 2010-01-0113:00 2010-01-0117:30 sa 2010-04-21 13:29:5¢

aoos0 Jennie Qvtmn (wee 2010-01-02 00:00 2010-01-02 23:59 sa 2010-04-21 13:36:31

00050 Jennie Owvtrn (wee 2010-01-02 08:30 2010-01-02 17:30 sa 2010-04-21 15:59:3]

o050 Jennie Adjust atte 2010-01-08 00:00 2010-01-06 23:589 sa 2010-04-21 14:27:2¢

0o0s0 Jennie Common o 2010-01-06 00:00 2010-01-06 23:59 sa 2010-04-21 14:25:1(

o050 Jennie Adjust atte 2010-01-06 03:30 2010-01-06 17:30 sa 2010-04-21 14:27:5(

0o00s0 Jennie Sick lesv | 2010-01-06 08:30 2010-01-0612:00 SickleavOneDay sa 2010-04-21 14:00:3(

Figure 3.53

3.4.3 Daily attendance report

Daily attendance report indicates employees’ attendance situations within the
attendance date range, including working time, leaves, business trips, common
holidays, overtime and so on. Daily attendance report is displayed in compact and
incompact modes. You can select a display mode as requested. For records about
arriving late, leaving early and absence, the report identifies and differentiates them

in different colors.
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.62 BETA - [Anmsmsiiafiavihaan]

Persannel attendance System
T e

management

Equipment
management

Access

=18]x|

E [

X i
»
sumdanm ©) nmahesdann (©) Query (Q) daan @) Print (®) aan (1) -

2010-08-01-2010-08-31

E-[J&2 TOMURA ¥ shamdalwid 9
(]2 New Department =
32 sales Dally attendance report "Pay period summary " Leave and comman holiday registration form (Original attendance record [ Monthly attendance report
[ support -
7 wansadnsta [ Exception pracessing v | | [ aandaw Cwa [ aan
o el e o el I A s e e e
00001 _[Pong__|2010-08-15 Outm (weekd) LDay;
00001 _[Pong__|2010-08-16 1
00001 __[Pang__|2010-08-17 ]
00001 _[Pong__|2010-08-18 1
o000 [pong |2010-08-13 5 B
o000 [pong |2010-08-20 1 I
00001 [pong__|2010-08-21 Outm (weekd):LDay;
00001 _[Pong__|2010-08-22 Ovtm (weekd):LDay;
00001 —[Pong —2010-08-23
O
00001 _|pong__|2010-08-25
00001 _[pong__|2010-08-26 1
00001 _[Pong__|2010-08-27 5
00001 _[Pong__|2010-08-28 Outm (weekd):LDay;
00001 [Pong__|2010-08-29 Outm (weekd):LDay;
00001 _[Pong__|2010-08-30 1
00001 _[Pong__|2010-08-31 8
0000z [thep _|2010-08-15 Outm (weekd):LDay;
0000z [thep _|2010-08-16 7]
00002 [thep _|2010-08-17 1
0000z [thep _|2010-08-18 o
o000z__[thep _|2010-08-19 1
0000z [thep _|2010-08-20 7]
0000z [thep _|2010-08-21 Outm (weekd):LDay;
0000z [thep _|2010-08-22 Outm (weekd):LDay;
0000z [thep _|2010-08-23 1
~ Select personnel < Query (F) 00002 Jthep 2010-08-24 1 Common ovtrm: 8Hour;
C Al & 1neservice C Resignation | [ [Rectiumid zi o 0 8 7 v
[ cumezetenias |
Figure 3.54
1. Daily attendance report > Compact display
Daily attendance report ' Pay period summary * Leave and common holiday registration form ' Criginal records 4

W Compactly display " Late [ Leawing early Absence | Leave
work ID [ Mame Attednadtgnce on duty d%t; di’t_ly Off duty tg:v(ngcgv_ tt:ncélzlg‘ay it Time: wr:_ye(?l'\\f;e ence{He s
00050 Jennie 2010-01-01 |08:30Pun 17:30Pun Comrmon ovtm:
| |oooso Jennie  |2010-01-02 Ovtm (weekd):1
| [nonso Jennie Ovtm (weekd):1
| [oooso Jennie 2010-01-04 |05 30Pun 17:30Pun 1 1
} 0050 Jennie 2010-01-05 |05 30Pun 17:30Pun 1 1
00050 Jennie 2010-01-06 17:30Pun 1 Common ovtrm:.
| [nonso Jennie  |2010-01-07 |08:30Pun il i Busines trip:1D:
a00s0 Jennie 2010-01-08 1
00050 Jennie  |2010-01-09 Ovtm (weekd):1
00050 Jennie Ovtm (weekd):1
| Joooso Jrennie |zoi0-01-11 1 e
00050 [lennie  |2010-01-12 1 | B

Figure 3.55
2. Daily attendance report > Incompact display
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Daily attendance report  Pay period summary ' Leave and commaon holiday registration form  Original records  Monthly attendance report

Compactly display Exception processing v Late [ Leaving early Absence Leave | Filter

work 10 | name [ 42920 | on dury duty duty off duty tend(e[i tt:rvG;(Day te(Time, |r\v(T\me ens (el 2;% tDv‘;(Hcld(D i\:it)T S:)t(rg \\ij(‘és \f(::\’u vs(lﬁt 1
$[00050 [dennic |2010-01-01 [08:30Pun 17:30Pun 35 4.5

000s0[ennie|2010-01-02 1
| |oooso Jennie 1

00050 [sennie |z010-01-04 |0m:30Pun 17:30Pun 1 1

00050 [ennie  |2010-01-05 |0:30Fun 17:30Pun 1 1

00050 [Jennie |2010-01-06 17:30Pun 1 45 35

00050 [Jennic |2010-01-07 |08:30Pun 1 1

00050 [Jennie|2010-01-08 1 | |

000s0[lennie|2010-01-09 1

00050 |2ennie 1

00050 [dennie |2010-01-11 1 e

00050 [Jennie  |2010-01-12 1 4.5

000S0_[lennie |2010-01-13 1

00050 [Jennie_|2010-01-14 1 |

00050 [Jennie |2010-01-15 1 |

000s0[ennie|2010-01-16 1

00050 [sennie 1

00050 [dennie |2010-01-15 1 | ]

Figure 3.56
3. Abnormal record query (arriving late, leaving early, absence and leaves)

Tick the abnormal screening. If you want to query for records about arriving late,

leaving early, absence and leaves, perform ticking and click k) . The report

will display corresponding personnel’s records about arriving late, leaving early,
absence and leaves. Please tick abnormal types as quested to perform screening to

obtain corresponding abnormal records.

Daily attendance report | Pay period summary | Leave and commen holiday registration form | Original recards | Monthly attendance repart

¥ Compactly display Exception processing Vv Lats ¥ Leaving sarly | Absence ¥ Leave [ Filter

Attendance Off Expect | Actual Leave |
waork ID | Wame date onduty | 4 g, duty Off duty [ 20 4B ttend(Day| T2 TIME 1y Time| 21e2(HY Others
{00050 [sennie |z010-01-06 17:30Pun 1 Common ovtm:4 5Hour; Sick leav:3.5Hour;
00050 |Jennie|2010-01-12 1 I s 1o SHour

Figure 3.57
3.4.4 Pay period summary

Pay period summary indicates the summary of employees' attendance results within

the attendance date range.

Daily attendance report  Pay period summary  Leave and common holiday reaistration form  Criginal records  Monthly attandance report
sing

—— o ctuat | o| Gvim Orvtr | Ooten || Priv | Sick |ear arrialiater [sroasti Patern funey| Home |, fusi
or ame oD =nd e Ty ekd)(He stv)(Hm \d(D ekd ([ stv)(id(D.|viHo |v(Ha [v(Ho |v (Ho[vtHo s (Hod [sv(How v (Ha | ve (Ho [ ©" 7 n(Dal

([Fommo -
i ftm(Hnu ( ) =2 ( l
Moooso Jrennie | 20 3 8 4.5 [ 1

hing

Figure 3.58
3.4.5 Monthly attendance report

Each row of Monthly attendance report indicates employees’ attendance records for
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the current attendance month, and identifies information about arriving late, leaving
early, absence, leaves, business trips and outgoing.

Daily attendance report  Pay period summary ' Leave and common holiday registration form . riginal records  Monthly attendance report

|am‘DlFr\“]ZSat‘\SSun‘4M0n‘\5Tue‘EWEc‘\TFhu‘DSFH.‘]QSat‘.USun‘ lMon‘.ZTue‘SWEE‘AThu‘lSFH“.GSat‘ 7Sun‘EMon‘ 9Tue‘DWec“lThu‘22Fri. !38at“4$un|5M0n“6Tue|7Wec“8ThL
Jer 08:30Co  Co  08:3008:30 i Or 08:30 Unsig Ca  Co  Unsig Unsig Unsig Unsig Unsig Co Co  Unsig Unsig Unsig Unsig Unsig Co Ca  |Unsig Unsig Unsig Unsic

) Punct Punct Punct 17:3¢ Punct Si
edit edit edit  Punct edit
ar 17:3017:30 edit Bu

Figure 3.59
3.4.6 Exporting and printing attendance reports

The system provides the functions of exporting and printing attendance reports. All
reports are provided with the function of printing standard reports. Among them,
“Daily attendance report” and “Display-by-the-month report of Original attendance
record” are provided with the function of printing group reports in a paging manner.
(Daily attendance report is grouped in terms of the personnel. Original attendance
record is grouped in terms of monthly display report and department.

SR s ETA - [3ans i 18]

Personnel % Equipment Access Sy e Systerm
Gl s S R o e mereraien T A Py D

a 3 & & &
stuumsidanm (R) @unmavhowssuuidanan (C) Query (Q) dvaan (Q) Print (B) aan (X)

El URA ¥ shomsaluia (7}

o 2010-0801-2010-08-31 ¥,

0 Doty aferdance repart Pay period summary " (Leave and common haiday resistration form Originl atendance record (Monthly atendance report
(% support -

¥ uansashada Exception processing v s [ aandau I~ wa I~ aan

attendance | O n | off [expectacuall . feav ~

e s date. duty | duty | duty | duty [snd(Diznd(D{ (7] y (Tin| iy O

o001 [pong_[2010-05-15 Ovtm (neckd) LDay;

000 [Pang 16 1

000 [Pang 17 A

o o T l
oonos_Jpong_|zoso-oo-1 o

00001 |Pang

Carry out operation according to set IR

parameters: print, print preview : 2
ot (weeka): Day;

00001 _[Pang
00001 __|Pang
00001 _[Pang " Print settings

Moooor [rong “ | Set print parameters: Print, print preview,

00001 [Pong__|2010-08-2¢ | page setup, grouping, column settings and
00001 [Pong__|2010-08-2¢ | 5t Print setup(S)
00001 _[Pong__|2010-08-2

00001 |Pong__|2010-08-2¢ cancel(C) utm (weekd):1Day;

00001 [Pong__|2010-08-2¢ utm (weekd):1Day;
oooo1  IPona  I2010-08-30 1 iz

omman ovtm:aHour;

Figure 3.60

69



K1 Access Control Management System User’s Manual

[ Parameter settings I Page setup |

~Print type

o
i Print @ (* Print preview

~Report format

" Repaort by systern

f« Reports by group

[s]'d{u}] || Cancel

Figure 3.61
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