Preface

Honourable customers,

Thanks for choosing products of this company. T50, with world cutting edge
technologies—fingerprint  recognition, computer communication, as well as
microelectronics, is considered to be combination of three technologies: electronics,
optics and computer communication. It is no doubt that it has become the first choice of
standalone time & attendance for enterprises with its strong function and veracity.
Please read this user manual carefully to have an initial understanding of functions and
basic knowledge of installation, debugging, maintenance, application and management
to better use this product.

Utilizing the state-of-the-art biometric tech, this product will bring unprecedented

reliability, convenience and benefits to the top management of enterprise in HR.



Fingerprint T&A Advantages

e Veracity

Record and reflect staffs’ attendance conditions equally, correctly and promptly.

Checking on work attendance by passwords and cards (paper card, magnetic card,
IC card, etc); It is hard to avoid buddy-punching and cannot reflect the actual attendance
condition. With the help of fingerprint recognition attendance, it is easy to solve all the
problems like buddy punching, card loss or stolen and password forgetting. Thus, HR
dispute is avoided and the justness of time attendance is materialized.
¢ Convenience

It is more convenient to use fingerprint standalone units with no card reader or
attendance cards needed, no worrying about cards loss or damage, no need to do
system maintenance, and saving time and money.

Only placing enrolled finger on the sensor surface, system will check users
automatically and record the correct time and checking status.
¢ Full Function

The system can realize different functions such as attendance remark, calculation
and report printing. The remark can be made for reasons such as business leave,
absence, marriage holiday and etc.; the checking and calculation can be made in
accordance with different time periods, departments, individual or combination due to
various reasons for absence; the report generation and printing function can be realized
perfectly.
¢ Flexible Shift Maintenance

The software supports shift on week basis, rotation shifts etc. Various shifts, public
holidays, individual leave and overtime are available to meet the complicated needs of
every enterprise.
e Standalone

The machine can work without connecting to PC, convenient in operation and no
need to occupy any extra resource.
¢ Network management

Many units can be connected through network via TCP/IP for easy management in

central software.



Software operation flowchart
(Important chapter. Please read carefully)

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

‘ 1. System parameter .
name and leaving class.

v

‘ 2. Department management

Add, delete and modify departments.

Add, delete and modify staffer. Import

‘ 3. Staffer maintenance and transfer staffer.

<5

‘ 4. Shift management Set timetable and shift.

<5

‘ 5. Staffer schedule Allocate staffer shift or temporary shift.

<5

T

Collect records from the unit or import

‘ 6. Record collection the backup record file.

<5

Deal with business leave/asking for

7. Exception management
‘ P 9 leave/forgetting clock in/collective late.

v

‘ 8. Statistic report

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

1. When the software is run for the first time, please set parameters including company
name, time attendance rule, statistic rule for early, late and overtime etc. , leave class.
When the setting is completed, it is usually not needed to be modified unless the

management rules of this company changes.



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

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

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

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

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

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

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

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

Please note: From the above flowchart, we can see that if there is an error in
calculation report for one staff, the possible reasons are as follows:

Staffer shift or temporary shift is incorrect.



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

Checking and calculation of transaction records is incorrect.
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Chapter1 Introduction

The main theme of this chapter is the advantage of

this T & A, as well as function introduction.




1 Product Introduction

1.1 T50 Product introduction

T50 is a new standalone time attendance and access control system produced by
this company in 2008. With the use of Anviz optical fingerprint sensor and new fingerprint
recognition algorithm, T50 can identify all difficult fingerprints and has solved the

long-lasting problem in fingerprint recognition field.

Function:
¢ World leading brand; Simplicity-led design
* Anviz optical fingerprint reader; Scratch-proof, unbreakable and durable; Well accept
all kinds of fingerprints
e Stylish blue LCD; Musical buzzer
e Stand-alone without being connected with computer; Standard 512 fingerprints;
e Standard 30000 records
e Multiple identification method: fingerprint only, ID + password, ID + fingerprint
e Standard RS485, Wiegand26 output, dry contact output, optional TCP/IP network
interface

e Optional Anviz SC021 or SC822 access controller for separate type secure access

1



control

door bell

control.

1.2  Technical Parameter

Optional waterproof cover for outdoor use; Door bell button for direct connection with

Wall mounted. Combined 2-in-1 function for both time attendance and access

ltems Parameter

Size 137MMx65MMx*x40MM
Material ABS plastic

Sensor Optical CMOS

FP capacity 1000

Record capacity 30000

Resolution 500DPI

Scan Area 18*22 MM

Communication method

RS-485,TCP/IP(Optional)

Identification method

FP, ID+PSW, ID+FP

Identification time <1s

FRR 0.001%

FAR 0.00001%
Temperature -10C---<60°C
Working current <130mA
Sleeping current < 20uA

ESD > 15000V




oclacigd Operation Guide

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

delete users etc.




2 Operation Guide
2.1 Keypad Introduction

Hurher key —— Cancel/Power off
ﬁ\
T 7 /72 )3 \|\Ce)
(4 7 /5 [ 6\ = = Oelest
L7 /77,8 109 %|Y\okm]

h, QEMenn

2.2  Default Interface
Connect device to 12v power. Device will make 4 short beeps” di-di-di-di” and enter

default interface as following,

11-11-08

11:16:32

IN/ PLACE FINGER

2.3 Management Menu
In order to manage data, you need to enter management menu. Firstly press [OK/M]

button to password verification interface,

PW xxxx

Input management password (default is 9999). Press [OK/M] button to confirm.

Device will make 4 prompt sounds “di-di-di-di” and enter menu.

M oEL. TIME SET.




Button to switch between ADD, [0/—] In the interface above, press.
2.3.1 Add User
In management menu, press [0/—] button to choose [ADD] option, and press [OK/M]

button to enter “Add user” interface.

o 0001

ADD

Input new user ID (max. 4 digit, i.e. 0001). Press [OK/M] to confirm. Then press [0/

st or 2™ or password to register.

o 0001

—] to choose FP 1

ADD
FP 1

FP registration:
Select FP1 (or FP2) and press [OK/M] to confirm and start FP registration.

o 0001

ADD
FP 1
PLACE FINGER

Place finger needed to register on scanner window. After a short beep “di-”, move

finger away. The interface will show as following,

o 0001

ADD
FP 1
PLACE FINGER

Place the same finger on scanner window again. After a short beep “di-", move your

finger away. If success, device will sound 4 short beeps “di-di-di-di-". The interface will
show “OK” like this,



o 0001

ADD

FP 1
OK
If registration fails, device will prompt a long beep “di-—---" and interface will show
“Fail” like this,

o 0001
ADD
FP 1

FAIL

If the fingerprint has bee registered before, device will sound “di-di-” indicating this

fingerprint repeats and interface will show “FAIL” like this,

o 0001

ADD
FP 1
FAIL

Password registration:

Press [0/—] and switch to PW option,

o 0001

ADD
PW

Press [OK/M] to confirm and start password registration,

o 0001

ADD PW
PW

Input user password through keypad (max. 4 digit). Press [OK/M] to confirm and



device will sound two short beeps “di-di-"which prompts input password again. After
inputting password twice, press [OK/M] to confirm. And device will sound 4 short beeps

“di-di-di-di-” indicating success.

o 0001

ADD PW xxxx
PW
OK

2.3.2 Delete User

In management menu, press [0/—] and select [DEL.].

ADD [p]=® TIME SET.

Press [OK/M] to enter “Delete user” interface.

o 0001

DEL.

Input the user ID needed to be deleted (i.e. 0001). Press [OK/M] to confirm. Device
will sound 4 short beeps “di-di-di-di-” indicating the user deletion is successful.

n 0001

DEL.
OK

2.3.3 Set Date/time

Press [0/—] to select [TIME] option



ADD DEL. pil¥I= SET.

Press [OK/M] to enter setting interface.

11007 6.39

Input the date needed to be set. Press [OK/M] to confirm. And then set time as

following,

e B 16:a2

Input the date needed to be set. Press [OK/M] to confirm. Device will sound 4 short

beeps “di-di-di-di”, indicating set successfully.

11-11-08

11:37:56

OK

2.3.4 Administration Password Setting

Press [0/—] to select [SET.] option:

ADD DEL. TIME S=1§

Press [OK/M] to enter admin password setting interface,



PW

Input admin password through keypad (4 digits). Press [OK/M] to confirm and device
will sound two short beeps di-di-” which prompts input password again. After inputting
password twice, press [OK/M] to confirm. And device will sound 4 short beeps

“di-di-di-di-” indicating success.

PW xxxx
OK

If the two passwords are different, the device will sound a long beep “di--", indicating

the password modification fails.

PW xxxx
FAIL

2.3.5 Verification

Password Verification

In default interface, input user ID through keypad and press [OK/M] to confirm.

T 0001 D

IN/

Secondly input user password, press [OK/M] to confirm.

If device sounds 4 short beeps “di-di-di-di-", prompting verification is successful.



T 0001

PW X XXX
IN/ OK

If device sounds a long beep “di--" prompting verification fails.

T 0001

PW X XXX
IN/ FAIL

Fingerprint Verification
In default interface, place registered finger on scanner window. After a short beep
“di”, move the finger away.

If device sounds 4 short beeps “di-di-di-di-", prompting verification is successful.

11-10-07 0001

IN/ OK

If device sounds a long beep “di--" prompting verification fails.

11-11-08

11:37:56

IN/ FAIL

2.3.6 Initialization network parameters
Enter the management menu. Input the key “1345679” from the T50 keypad. The
device will restart after 5 seconds and the device’s IP configuration will become the

factory default.

10



Ol CIge] System installation

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

operation system requirement.

1"



3  System installation

First we should install background management software on the computer. Please

refer to the following steps.

3.1 Running environment
Hardware environment:
Pentium I[1 266 and above; PentiumII[500 and above is recommended

128 Memory and above; Minimum 100M hardware space

COM Port

CD-ROM (CD-ROM needed in installation)
VGA support 800600 resolution and above

Operating system:

Microsoft Windows 2000

Microsoft Windows XP (recommended)

Microsoft Windows Vista
3.2 System installation
Insert the CD to the PC’s CDROM. Following window pops up:

WEORE [0 A Ta ARENCE TRIKYE TN [N, TI)
pegawrs rl imtal Fingmpeind Sbandanca Sdam onyou
T

11 & shanghy mecrwranced thal gy est ol Windows progaan:
beadias wirwwe) Fii 5ok Progias

ok Cavwed o gt 5 e el obini e (ORI 0w s
nering Uik Flacd I corbra s tha Sehup progesns.

WAFPENE: Thir progasrs & pratncisd by coppphl b and
Intpwngionad agies

Uinshsized nepaoduot 0 o dichbaon of By oo, oy

parban of i iesdt n oree s oal end asirel peates, and
vall b rimesouAeg he reyaienan oent ey undies e,

[zl

Click [Next] to continue installation (see the picture below):
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L
Sukgp vl ruial Fngeoprnd Atendance Sustam inithe foderang Fokde
Tomsisl ks & Slwan ldkde, cick B, and asket sncihar fokde
oucan chocos nol ko rotel Frgepent Aferdencs S b by chdang Cancel ko sst
Ak
Diestineion Foldes |
Llax Byt
_Eowe | |

Tk | ety whzaed T

i [T | taeen |

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

|7 et Abdance e =
Stan mslalztien G
=9

Foumenon madyic el Fngeyrn Sdendancs Sy,

Cick Ha Fled bufen to begn ha rotalabon o s Bsdk bufon o marder tha nodldxn
s ion

Tk | ety whzaed T

i [T | taeen |

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

| Sataling o
5.9

by =

Cacan (i
L NRER s wem

T Fi

Al

Torws 1 arwwrare | Firales, © omm=oos
EEENE RIS NI EERE D
o rotallalion Wrad

T s |

The installation will be done after seconds (see the picture below):
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Click [Finish] to close the installation program and an icon Q) will be added to the

desktop. Double click it and the T&A management system will be started. In addition,

[Fingerprint T&A and Access Control System] has been added to [All Programs]. Please

see the picture below:

= T -
o s

x @ neraaie
j | o

) Borland Balphi T

B Autedesk
M ) visitroker

) Yopri Unilivies

2er o ey at T
@ Wicraseft Offiee 2003
@ Mty Photoshep €52
@) Develsper Expross Ine
@ Fustbaperts

e ) Berband Belphi §

) Wicraseft Speech SIX 51
ighenoft DEGSOl ) Gronta 0108 Comers

@) Wite Selations
udit B Adebs Mlustrator C53
1ebe herabat 7.4 B LightScribe Diract Bise Labaling
rofarsienal @ Ao

P hdshe Aerabar

The shortcut of [Fingerprint T&A and Access Control System] and [Time and
Attendance machine Management] is included in [All Programs].
3.3 Uninstall the software
Click [Uninstall Fingerprint T&A and Access Control System] in the above picture,
click [Next] and the program will be uninstalled automatically.
Please note: All the files and data will be deleted after uninstalling the program so
please make sure before operation.
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QG Communication

The chapter is mainly regaring T50 how to add,
delete and set communication between PC and

terminal.
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4  Communication

The communication between software and device should be realized firstly through
connecting PC and devices via com or TCP/IP, secondly adding device terminal in
software. Finally start to communicate data.

4.1 Login the System

Click [Start] - [Program] - [Fingerprint T&A and Access Control System] - [Time and
Attendance Machine Management] to open the software, the following window will pop
up:

Add  Medify Delet
Unit  Unit  una

Terminal Managment

Lok dalay(0-10)

Parameter Setting

sottng

Synchronize  Terminal  Initialze

time

Parameter

unit

£ Choar record

& Risurre staffirs

i) [ 0 Ergleh s T50 Fingperprint TitA management software V1.0 - =%
=
Unit Management | Record Supervision  Stafflers Management  Record Management
] VLB TIE PR wOr TSR ) SUIng o 0 7 @ ) Dowmioad new record —
L & Backup staffers
= E 5 Sleeping time(D-255) setting u Q Y Dewniload all record

it Managerment

0%

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

System Logining

ManagemeriPwn: [ ]

oK Cancel

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

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

16



9 Wrong admin password, you have 2 chances ko try again,
\Q/ Please enter the admin password again!

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

421 Add Unit

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

E Terminal Management

Terminal Info

I Communication Methad
No, £ Com COM1 -

Unit Name: P = .
At St |ActualStals v

© Remark:

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

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

Unit Name: You can set it to distinguish devices.

Att. Status: There are three options: Actual Status, on duty and off duty. When we
set it as “Actual Status” the attendance records’ status in the software are as same they
are in the device. If you set it as “ON Duty”, all the records’ status that is from this device
will be “On duty”.

Com: RS232 comm. method. The default is Com1. Please choose the correct com
number in the list.

TCP/IP: Network comm. Method. Input the device IP address. The default is
192.168.0.218.

RS485: RS485 comm. method. The default is Com1. Please choose the correct
com number in the list.

Click the button [OK] to save the information.

o™
There will display an icon for the new added device terminal 1 | Put the mouse

on icon, which will show the detailed info of the device.

17



Maching Mumber:1

Machine Mame :Front door
Serial Murmber:1
Communication Method :RS485
Com Port:1

Connection State:Mormal

422  Modify Unit
Choose the terminal (tick ‘[0’ showing ‘v’ ) and then click [Modify Unit], the

following window will pop up:

Terminal Management

Terminal Info

’7 Communication Method
e " Com COM1 -

1
Unit SN @ TCRAP  [192168.0.216

Front doar
Unit Name ' RS435 COM1 hd
Att Status | Actual Status -

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

If the “No” is already exist in the software, following message box pops up:

?) ;
\./ Already have the machine number and the device ID

Click the button [OK] to set the Unit information again.
4.2.3 Delete Unit
Choose the T&A unit (tick ‘]’ showing ‘¥’ ) and then click the button [Delete Unit].

Following message box pops up:

Please confirm..:

€ This operation will deal with the selected machine:
Y

Are you sure ko continue?

4 cancal

Click the button [OK] to delete or click the button [Cancel] to cancel.
4.24 Right-click Menu
Click right button of mouse on the device icon needed to set IP, and then the menu

will pop-up:
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Select A1l

Eeverze Selection

Jdse

Mlign Top
Align Left
Set the IF configuratien

Terminal infa

[Select All]: Choose all of devices;

[Reverse Selection]: Cancel chooses the device;

[Align Top]: The list of the device icon on the top;

[All Left]: The list of the device icon on the left;

[Set the IP configuration]: Click [Set the IP configuration] option, the following
window will pop-up:
E Set the terminal’s IP configuration X

Set the terminal’s |P configuration via R5232 or R5485

[ Default gateway:

™ MAC addiess.

\
[
I™ Sub mask: ‘
[
\

I™ Server IP address:

aK | Cancel ‘

Tick the option ‘ v’ before setting.

Fill up the parameters based on real network. After completed, click [OK] button and

main interface will show like this,

[2008-11-26 11:04:21]1[1]5et the IP address successully!
[2008-11-26 11:04:21]1[1]5et the default gateway successiully!
[2008-11-26 11:04:21]1[1]5et the sub mask successfully!
[2008-11-26 11:04:21]1[1]5et the MAC address successfuilly!
[2008-11-26 11:04:22]11[1]5et the server IP address successfuilly!

[Terminal info]: Click right button of mouse and choose [Terminal info] from the

pop-up list as following,

Terminal info X
Terminal infor
Staffers
Fingerprints i
Mew recards "
Total records il
Firmware version 01.07.01
Retrieve Cancel
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We can check the staffer, FP, records number and firmware version etc.
Click [Retrieve] to get the new information of device. Click [Cancel] to exit.

If fail, system will prompt,

System prompt

:.:J Refrieve termianl info failed!

While the main interface will show like following,
[2008-12-01 17:07:10]J1[1]Failed to read the records amount from the TéA machine

425 Set Management Password
Enter one password in the input box. The management password can be 0-9999.

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

This operation will deal with the selected machine:
1

Are you sure ko continue?

H Cancel

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

This operation information displays in the main interface as follows:

[2008-11-25 15:37:14]Setting admin pazsword. . .
[2008-11-25 15:37:15]1 [Front door]idmin password setting successfull
1

Notice: We use this management password to enter the device menu. You can’t use
this password to enter the software.

426 Set Sleep Period

Enter the time period in the sleeping time input box. The time period can be 0-255. If
you set the sleep period as 0, the unit will never sleep.

Click the button [OK]. One message box pops up as follows:

This operation will deal with the selected machine:
1

Are you sure ko continue?

H Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
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Some operation information displays in the main interface as follows:

[2008-11-25 15:40:01]5et =leeping time. .
[2008-11-25 15:40:01]1 [Front door]Slesping time setting successfull

4.2.7 Lock delay
Lock delay means since access granted, the door opens delay time (range is

0—10s). Input delay time, click [setting] button to confirm.

This operation will deal with the selected machine:
11

Are you sure ko continue?

H Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Some operation information displays in the main interface as follows:

.[ZDUE—II—ZE 15:41:1T]Setting lock delay. .
[2003-11-25 15:41:18]1 [Front door]leck delay setting successfull

4.2.8 Synchronize Time
Synchronize the T50’s time with the computer time. Click the button [Synchronize

time]. Following message box pops up:

Please confirm..:

This operation will deal with the selected machine:

._?/‘ 10

Are you sure ko continue?

H Cancel

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

Some operation information displays in the main interface as follows:

[2003-11-25 15:44.05]5ynchronizing time. .
[2003-11-25 15:44:05]1 [Front deor]Synchronization successful!l

4.2.9 Terminal Advanced Parameter

Click the button [Terminal Parameter]. The [Terminal Advanced Parameter] interface

pops up:
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Terminal Advanced Parameter E|

Access Canlrol
Wiegand mod o
Fised wiegand code (1-255) r
alid door open time profle
Time Profie 1 00000 — Tie] D00 —
Time Profle 2 gonoo = - [ oo =
Tire Profle 3 oonoo - [ coooo =
Display defaut selting | ok | comel |

Wiegand Mode: Standard wiegand and Anviz wiegand. It is set as standard wiegand
as default.

Fixed wiegand code: if upload the same fingerprint to two devices with different ID,
after verification granted, the output wiegand signal codes are different of the two
devices. If fixing the wiegand code of the two devices to be the same, the output wiegand
codes are the same. Thus the finger can be verified granted on the both devices.

Valid door open time profile: only in the set time profile, the staffers have privilege to
open door after access granted. Or else, even access granted, the staffer can’t open
door.

Click the button [OK] to save the settings.

The main interface will show like following:

.[2008—11—25 15:46:26]5et Advanced Farameter. ..
[2008-11-25 15:46:28]1 [Front door JAdvanced Parameter setting successfull

Click [Display default setting], it will resume defaulting setting.

4.2.10 Initialize Unit

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

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

This operation will deal with the selected machine:

2

Are you sure ko continue?

H Cancel

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

Some operation information displays in the main interface as follows:
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[2006-11-25 15:48 :42]Initializing. ..
_[2["]8-11-25 15:45:43]1 [Front deor]Initialization successfull

4211 Download New Records
Download the records from the T50 to the computer.

Click the button [Download new records]. Following message box pops up:

D) This operation will deal with the selected machine:
<&/

Are you sure ko continue?

Cancel

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

This operation will deal with the selected machine:

2

Are you sure ko continue?

Cancel

Some operation information displays in the main interface as follows:

[2008-11-25 17:19:45]1 [Front door]Reading attendance records. ..
[2008-11-25 17:19:46]1[Front door]Read the records completed, Records:l ,Read successfully:l

4.212 Download All Records
Download all records from the T50 to the computer.

Click the button [Download all records]. Following message box pops up:

D) This operation will deal with the selected machine:
<&/

Are you sure ko continue?

Cancel

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

Some operation information displays in the main interface as follows:

[2008-11-25 1T:22:55]1 [Front deor]Reading attendsnce records. ..
[2008-11-25 17:22:56]1 [Front deor]Read the records completed, Records:4 , Read successfully:4

4213 Clear Records
Clear all records from the T50 to the computer.

Click the button [Clear record]. Following message box pops up:
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This operation will deal with the selected machine:
i1]

Are you sure ko continue?

Cancel

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

Some operation information displays in the main interface as follows:

[2008-11-25 1T7:25:5T7]Clearing time attendance records. ..
[2008-11-25 17:25:5T]1 [Front door]Clear time attendance records successfully

4.2.14 Backup Staffers

Download the staffer information and staffers’ fingerprint templates from the T50 to
the computer. You can edit the staffer information in the database Att2003.mdb. The user
information is saved in the table “Userinfo” of the database. And the fingerprint templates
information is saved in the folder “Template “in the installation directory.

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

This operation will deal with the selected machine:
1]

Are you sure ko continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
After backup staffer info completed, it starts to backup fingerprints, then backup
fingerprints completed, the whole backup process is finished. The main interface is

following:

[2005-11-25 17:30:19]Baclupping staffers. ..

[2008-11-25 17:30:20]Backup staffer:l[Front door]

[2008-11-25 17:30:20]1[Front deor]Baclup ztaffer information completed, Records:l ,Kead suecessfully:l
[2008-11-25 17:30:20]1 [Front deor]Backuping fingerprints. ..

[2005-11-25 17:30:22]1 [Front door]Backup staffers and fingerprints completed!

Notice: During backup the staffer info, you can click [Stop] button to end this

operation. The following window pops up.

Please confirm...

\_‘.:/ Are you sure to exit current operation?
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Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation will show in main interface like following,

[2006-11-25 1T:5T:Z1]Exit cwrrent operation

4.2.15 Resume Staffers
Upload the staffer information and staffer’s templates from the computer to the T50.

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

This operation will deal with the selected machine:
11

2

Are you sure ko continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Notice: Before resume operation, each staffer should be set terminal authority. If the

staffer doesn’t not added to device terminal, the following message will prompt,

[20058-11-25 21:17:44]Get back staffers. ..
[20058-11-25 21:17:44]Get back staffers:1[Front door]
1[Front door]Ho such ID existed, recovery failed!

4.3 Record supervision

4.3.1 Activate real-time

Real time function enable track the attendance records in unit at any time.

Choose terminals need to be set monitor. Click [Activate real time] button, status
menu will show ‘Activate real time monitor....", after completed, it will show ‘Activate real
time monitor function completed’. Progress bar will finish at 100%.The start time of
real-time monitor records information will be shown as the PC’s current time. The

interface is as following,

[2008-11-25 21:23:44]Activating realtime monitor functiom. ..
[2008-11-25 21:23:45]1 [Front door]Realtime monitor function actiwatien successful!

At this time, [Real-time Monitoring Records Information] window will show begin

monitoring time, staffer number and times in different status after access granted.

Eegin Time |2008-11-2521:25:19 Zheck-in Times 0
End Time Check-out Times 0
Staff Mumber 17 Cther Status Times |0

Real-Time Manitaring Records Information

After activating real time monitor, when a user makes attendance record on unit, the
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record will appear directly in the list of the window below. Meanwhile, real-time monitor

records information will show the user number who does attendance records.

Na. Name Date/Time Status Deserption  Unit Mo, Unit 54 Unit name Department Pagition
7 Mew User 2008071515:30:33  In 1 1 1 head office
3 New User 2008071515:3052  In 1 1 1 head office
6 New User 20080715 15:30.63  |In 1 1 1 head office
New User 2008-071515:3065  In 1 1 1 head office
b7 New User 2008-071515:30.57  In 1 1 1 head office

During real-time monitor process, when each staff passes attendance, there will

pop-up the staff info at the right-down corner likes following shows,

D 8107
Name: Diavid

Dept: RND:
Posttion: Software
Engineer

4.3.2  Prohibit real-time

Click [Prohibit real-time] button, status menu will prompt ‘Prohibit real-time
monitor...”. After completed, it will show ‘Prohibit real-time monitor completed’. Progress
bar will finish at 100%. The start time of real-time monitor records information will be

shown as the PC’s current time. The interface is as following,

[2005-11-25 21:26:52]Prohibit realtime monitor. . .
[2003-11-25 21:26:53]1 [Front door]Prohibit realtime monitor successfully!

[Real-time Monitoring Records Information] will show the end monitoring time

automatically.

Begin Time 2008-11-23 21:27:11 Check-in Times 0
End Time 2008-11-2521:29:11 iZheck-out Times 0
Staff Mumber |17 Other Skatus Times 0

Real-Time Monitaring Recards Information

After real-time monitor prohibited, real-time monitoring records info will still exist. If
reactivate real-time function, the info will be totally cleared, but the attendance records in
the list will not be cleared.

4.4  Staffers Management

Staffers management mainly includes these functions: staffer management in
database of local PC. staffer communication management between PC and unit. staffer
info tracking.

Staffer management interface is as following,
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4.41  Add Staffer
Click [Add staffer] button, open [Add/modify staffer info] window which includes 3
pages info: Basic info, relevant info, fingerprint registration. The interface is as following:

KddIModify Staffer Info =

Basic Info ] Relevant Info | Fingerprint Registration |

No. I
Card No.

Name

Sex :I'

Dept [ headofice -] of @ x|

Teminals not Authorized Teminals Authorized
1[Front door]

>

bl Lk

Terninal privilags
I
F

Save Cancel

[Basic info]:

Input staffer info, authorized terminals and access permissions etc. in [Basic info].
Notice: Staffer ID is the only one which can’t be repeated and empty.

[Add picture]:

Two ways: add pictures in local pc or online capture pictures.

1st way: Click [El] button, choose staffer’s picture stored in PC and open [Edit
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picture] window as following,

Click the button [view] to choose one photo.

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

follows,
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‘KddiModify Staffer Info
Basic Ino | Relevant Info | Fingerprint Registration |
Cad No
Nome [Sron
se[lE =]
Dept [ Human Resouce <] ol al x|

Teminals not Authorized Terminals Authorized
m

Ll

bl bk

Terninal privilegs
e .

~

Save Cancel

2nd way: You can install camera to take pictures and edit then save. Make sure

there is camera equipment installed in your PC.

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

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

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

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

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

[Authorize t to terminal]:

Choose the terminal the staffer belongs to in [Terminals not authorized], click [Ll]
(add single) or [;»l] (add all) button and add it to [Terminals authorized] list. You can
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also use [Ll] or [ﬁl] button to delete [Terminals authorized] as following,

AddiModity Staffer Info

Basic Info | Relevant Info | Fingerpent Registration |
o T
Card No.
Nome [SW0n
s @B 0
I mrenee =)

Teminals not Authorized
1l

bk

<
Terminal privilege

=4

_ S | Concel |

[Terminal privilege]

Firstly choose the terminal in [terminals authorized] list then set T&A method and

access permission as following,

AddiModity Staffer Info

Basic Info | Relevant Info | Fingerprint Registration |

No. 1
CardNo.
Nasme | Simon
Sex | LB
Dept |8 Human Resowce =

0l

Teminals not Authorized
1l

s

-5

<=

<gm
Terminal privilege

™ Access Permission
v Fixed wiegand area code

%

al ol x|

Teminals Authorized
1[1]]

_ S | Concel |

Notice: you must choose the terminal in [terminals authorized] list; else [Terminal

privilege] is limited.

[Relevant info]:

Click [Relevant info] option, input information in these items as following,
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= Add/Modify Staffer Info Kﬂ
Basic Info Relevant Info | Fingerprint Fegistration |
1D N |123456783 Bithday [L-. =l
Nation [chinese El Employ Date: i =l
Postion |Saleman | Pltical Featue | =l
Education |master | Specially fi =l
Phene 45678512 Mabis |
Mative Place |
Address |
Save LCancel

[Fingerprint registration]:
Click [Fingerprint registration] option and connect FP sensor reader to register FP.

If there is prompt ‘Fingerprint sensor reader not connected’ as following,

= Add/Modify Staffer Info Kﬂ
Basic Infa | Relevant Info ~ Fingerprint Registration ]

FP Enroll conditior

] Erll
] Erall

Fingerprint sensor reader hot connected!

Save Cancel

Please firstly connect sensor to PC, when the prompt info becomes to ‘Connect to
fingerprint sensor reader successfully’, you can start to register FP.
Choose the first or second finger, then click [Enroll] button, and then the information

that ‘Please press your finger..." prompts on the screen.
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Then press your finger on the sensor scanner glass to register FP. After success, the

interface will show below,

=" Add/Modity Staffer Info W

Basic Infa | Relevant Info ~ Fingerprint Registration ]

FP Enroll conditior
W
=

Enrollment successhull

Save Cancel

Register the second finger in the same way.

After setting staffer info completed, click [save(S)] button to save staff info. If you
need cancel the staffer info added, click [Cancel(C)] button.

442 Modify Staffer

Modify staffer is to modify the database staffer info in local PC.

Choose the staffer info from staffer info list and click [Modify staffer] button or double
click this staffer info, open [add/modify staff info] window to modify. For detail, please
refer to 4.4.1 [Add staffer].

443 Delete Staffer

Delete staffer is to delete database staffer info in local PC.

Choose staffer from staff info list (you can choose some or one through [Shift] or

[Ctrl] key), click [Delete staffer] and the following window pop-up,

Please’confirm...

\“‘,/ Are you sure bo delete the selected staffer?

Click [OK] to confirm and start to delete staffer info. Click [Cancel] to exit.

444  Transfer Department
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When staffers are transferred, there is necessary to transfer them between different
departments. Transfer department enable realize this function.

Choose staffer info who need to transfer department in staffer info list (you can
choose some or one through [Shift] or [Ctrl]] key), click [transfer department] to open
[Staffer transfer] window as following,

= Staffer-Tansfer @

Pleaze select the department:

A8 RED
38 Overses
A& Human Flssouos

oK. Lancel

Choose the department which staffer transfer to, click [OK] button to save transfer

info. Click [Cancel] button to exit.
445 Copy Privilege
Copy privilege is to copy staffers’ T&A method and access permission.
Choose staffer info who need to set T&A method and access permission in staffer info
list (you can choose some or one through [Shift] or [Ctrl] key), click [Copy privilege] to

open [Copy privilege] window as following,

During inputting staffer ID who are copied, if you want to check his/her privilege status,

click [privilege setting status] [@l] window to check as following,

33



Function and Privilege setting E]

Teminal privilege
r
=

Teminals Authorized

Cancel

After confirming, click [Cancel] to close window and click [OK] in [Copy Function and
Privilege].

Input the staffer ID who will be copied and click [OK (O)], system will pop-up confirm
info:

Please’confirm...

\.‘:/ Are yau sure to copy the selected saff's priviege?

Click [OK (O)] button and it will start coping privilege. Click [Cancel] button to exit.

After copying completed, system will prompt as following,

System prompt

\‘5) The Selected staff's privieges are successfull copied!

446 Download FP

Download FP is to download staffers’ FP stored in attendance terminal to PC which
will not download staffer info. Please make sure staffer info has existed before
downloading FP.

Choose staffer info who need to download FP in staffer info list (you can choose
some or one through [Shift] or [Ctrl] key), click [download FP] and system will prompt if
the operation will continue or not, as following,

Please confirm...

:/ This operation will deal with the selected machine:
L) 1[1]

Are you sure o continue?

d concel
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Click [OK] button and start download the staffers’ FP info from terminal. Click
[Cancel] to exit.

Downloading process is as following,

i) [ @ 3 Enain e TS0 Fingperprint THA managemoent coftware V1.0 - x
" intMuagumert  RecordSpandsen | affers Mansganert | Racord Managemant
y . — - 3 2 1D =
o 1 n =) ‘T. Y % y
=2 | F St ome Lt
add Deieto | Teamder  Coy | Downkond  Upkeed Delete Check
Salf Saffer | Dopartment  Privis L] Saflers kPP from ik Terminal sealf
=]
m
B readoties StaflerNo. o Candln Hame Sex Fnston Exthiday Emplop Date  Prenn T MR andFE
48 Fen n Sion Hae S abesnans 455712 =) ]
ﬂ Ovresen .5 Jack Mk (= =]
Humon Resauedy 16 1HEIZIE By M o a
? 1HEZ Clark Mk =] o
{ 1 I— >
Digwrioerd e compisted L xS

After downloading completed, status menu will prompt ‘Download fingerprint
completed’ as following,

[2008-11-26 11:09:23]0ownload fingerprint: 1[1]
[2008-11-26 11:09:24 ]11[1 Download fingerprint completely!

447 Upload Staffer & FP

Upload staffer & FP is to upload staffer info stored in PC to terminal.

Notice: The function of ‘upload staffer & FP’ is the same as ‘resume staffer’ which
both store staffer info to terminal. The difference is upload staffer & FP enable user
choose staffers who need to be uploaded but ‘resume staffer’ is to upload all the staffers
stored in database to terminals.

Choose staffer info who need to upload FP in staffer info list (you can choose some
or one through [Shift] or [Ctrl]] key), click [download FP] and system will prompt if the

operation will continue or not, as following,

:"/ This operation will deal with the selected machine:
L) 1[1]

Are you sure o continue?

Cancel
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Click [OK] button to upload staffers’ info and FP from PC. Click [Cancel] button to
exit.
After uploading completed, the status menu prompts ‘Upload staff and fingerprint

completed’ as following,

[2008-11-26 11:10:35 Upload staffers and fingerprints: 1[1]
[2008-11-26 11:10:37]11[1Upload staffer and fingerprint completed

4.48 Delete Staffer from Unit

‘Delete staffer from unit’ is meaning delete staffer info from unit through software.
Choose staffer info need be deleted in staffer info list (you can choose some or one
through [Shift] or [Ctrl] key), click [Delete staffer from unit] button, after deletion

successfully, the terminal device ID the staff belong to will be deleted from [unit] as

following,

Poattion Birthday Emgloy Dste ~ Phone Addens 10fP  2ndfP  Unk
= a
[m] a
15 (n]
= a
15 (n]
= a
%] n]
= a
%] n]
= a
= a
B (=]
= a
15 (n]
= a
1% n]
= a
%] n]
= a

The main interface shows like following,

[2008-11-26 11:16:27 ]Delete the staffer from the device. ..
[2008-11-26 11:16:27 JDelete the staffer from the deviece:1[1]
[2008-11-26 11:16:28]1[1]Delete the staffer from the device completely
449 Check Staff
Input the info of the staffer like ID, name, unit location which are no necessary to fill

up. Click [Check staff] button and correct staffer info will show in the list,

Staff ID =
Staff Name
Chedk
Terminal |1 Staff
Staff Checking

Click [Check staff] button, the results are corresponding staff info.

Slatlee No. CardHe Harre Gex Postion Dinthday Emply Date  Phone Addieii 14FP 2nd FF
bl

1" Sirron Make Seeman 45670912 =]
"ilils 1451206 Deandy Make W] [u]
r THENZ [Tk Male o 0
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If you don’t input any staffer info, the results are all the staff info.

4410 Department Management
Click right button of mouse upon department. Pop-up the menu:

Add dept
modify dept
Delete dept

Add Department: Choose Add dept in the menu, which will pop-up the following

window,

Input Department Name

Please Input Department Name:

ok LCancel

Input department name. Click [OK] button to save. Click [Cancel] to exit.
Modify Department: Choose Edit dept in the menu, which will pop-up the following

window,

= Input Department Name X

Please Input Department Nams:

RiD)

ok LCaneel

Input department name. Click [OK] button to save. Click [Cancel] to exit.
Delete Department: Choose Delete dept in the menu, which will pop-up the following

window:

Please confirm...

\_‘.f/' Are you sure 1o delete the selected department?

Input department name. Click [OK] button to save. Click [Cancel] to exit.

4.5 Record Management

451 Search Records
Search record is to search the downloaded attendance records in the time range.
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i) [ @ 0 Ergleh - % TS50 Fingperprint T&A management software V1.0 - = ox
—
UnitManagement  Record Supervision  Stafflers Management | Record Managerment
[ e Gl The 2/7/2008 m Y Export Format Text file(™ bty Staffor Mo, Length §
Export Field Mo Data/Time Unit No. Status - Spaca symbol .
Mt cham Wed 10/26/2000 - ::;f: ST eprp—rT T p— - Space symbol Lorgth 1
Record Sear Expert Record
L |
Al
m
Ha. Hame Dite/Time Statur Sshar Description UniktNo,  Unk /M Unit Hame Dept Pogiion
0% <

Firstly set the date. Click the box after [Begin date] and [End date], there will pop-up

calendar info as following,

@Begiﬁ Date
4 February 2088

ElEnddate = o 7w T oF
1

ﬁ.
&
4
5
2

3456 7 689

B 10 11 12 13 14 15 16
17 18 19 20 21 22 23
1] 24 25 26 27 28 29
Mo, Marn Today 5t

Then click ¢ February 2003 ¥ choose the month or year needed to be set.

December 2007

[ pegin Date January 2002

4
E End date
B 1011 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29
Ll
Mo, Marn Today <

4.5.2 Export Records
Export record is to backup the data stored in the database of PC to other space, so

that if the current database is abnormal, it can be used to resume data.
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Export Format Text file(* .t -
Export Field Mo, ;Date/Time ;Unit Mo, jStatus  ~

Time format yyyy-mm-dd hh:mm:ss

Staffer No. Length &

Space symbol

Firstly set the items in export record such as export format:

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

Export Record

T
CSWFil s
Excel File(* 1<)

@

=

- Space symbol Length 1

Export
record

Export field: users can choose important fields or all to export.

Mo,

Name
Date|Time
Unit o,

Uinit namne
Skatus
Skatus Mame
Department
Position

OO00ORORECE<

Time format: 4 formats optional

Staffer No. length:

nirn-dd hh

wyyy-m-d hhimmiss -
wy-mm-dd hhimm:ss
wyyymmddhhmmss

Space symbol: space symbol to separate fields

Space symbol length:

space symbol bit

set staffer No. length, the default is 6 digits.

After setting completed, click [Export record] button, open ‘Save as’ window, choose

save file directory, input file name as following,

v [S T80 =
) QiLog
= SiTemphe

[

Docusrtt
[ ,;}

Desking

My Docusmris
8
My Conputer
..
MyMeimaxk  Fie rane:
Piscar

Saveasype  [Tettin[ o)

& cf -

| -

=

e |
Carncel

Click [Save (S)] button, then system will prompt as following,

System prompt:

\‘z/ Records have been exported to " D:\0a28020080708 record? bxt "
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Click [OK] button to confirm finishing export records.
46  System Settings

Click = button, pop-up the following menu,
r

| Basic Parameter Setting

e
v T&A state Setting

) N .

) Timing Downloading Record

(]
U Management PW setting |
|'|7i'1 Database linking setting

2 <
/= Exit system
e g

4.6.1 Basic parameter setting

Click [Basic parameter setting] item, pop-up [Basic parameter setting] window as
following,

Basic Parameter

Com Part Communication delay time(1-5) Seconds 2
Metwark Communication delay time(1-20) Secands 5
[+ Communication Failed, automatically exit current operation

[ In Realtime Monitoring, woice prompts "D epartment Mame'

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

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

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

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

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

If setting successfully, it prompts:

9

\:]/ Biasic Parameters setting successful!
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4.6.2 T&A status setting
Click [T&A state setting] item, pop-up [T&A status setting] window as following,

&= TeA Status setting 7.9
Status value Symbol Status Descriprion
ol In
10 Out
22 QOvertime In
I 33 Owvertime Out
44 4
55 5
EE [
ik 7
88 8
ElE] El
1010 n
mn 1l
1212 12
1312 12
1414 14
1515 15

Click the state needed modified, input status description, then click [Enter] or
continue clicking other status to set.

4.6.3 Timing downloading record

Click [Timing downloading record] item, pop-up [Timing downloading record] window
as following:

I Fun Timing Danrloading Record

Downloading Time: |

Time: 0000 =+ Add M

Firstly tick Run timing downloading record item, then set timing downloading
function. Or else, this function is limited.

Click [==1] button to adjust time, and [add] button to add the set times to [Timing
downloading record] input box.

Notice: the input box does not allow input by hand.

Click [OK] button to confirm running timing downloading record function and system
will prompt:
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System' prompt

\?‘) Timing dovrizaing setting complete!

Click [Cancel] button to cancel the timing downloading settings.

If no set time, click [OK] button, system will prompt:

System prompt

9

2) Enter tining downlosding tims!

Click [OK] button and set the timing downloading time again.
4.6.4 Management PW Setting
Click [Management PW setting] item, open [Modify management password] window

as following,

= Modify' management password

Old P ‘

New Pwd: ‘

Comfirm Pwd: ‘

oK Cancel

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

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

System prompt

\'.ij The old password is incarrest please enter the passwerd again!

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

new one, system will prompt:

System prompt

\:':J Confirmation Faled, lease enter the new password again!

Click [OK] button to input confirm password again.

After modifying completed, click [OK] button to save new password and system will
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prompt:

System prompt

\?‘) Admin password modfication successfull

Click [Cancel] button to exit.
4.6.5 Database linking setting

Click [Database linking setting] item, pop-up [Data link properties] window as
following,

& Data Link Properties E
Frovider  Connection ]Advanced} A

Specify the following to connect to Access data:

1. Select or enter a database name:

2. Enter information to log on to the database:

User name: [Admin

[v Blank password [ Allow saving password

Test Connection

1] % Cancel | Help |

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

Select Access Database =
Leck i |3 T50 =] - @ o O
LY CLog
o Terrplats
[ el
€]
Deibtog
My Documants.
My Comguies
M sk Pl e ] - [ |
Fles ol type: [Micsaest Ace s Diatahiacas [ vt =] Cancal

Choose database name, click [Open] button to confirm database linking and exit to

[Data link properties] interface. If database set ID and password, input ID and password
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in [2. Enter information to log on to the database]. After completed, click [Test connection]

to test the connection correctness of the database and system prompts,

.
1 .) Test connection succeeded.

Click [OK] button to [Data link properties] interface. Click [OK] button and system
prompts,

::’/ Database connecting successful please restart the software!

Click [OK] button to exit.
4.6.6 Exit system

Click [Exit system] item, pop-up confirm info,

:‘:’/ it?

Click [OK] button to exit management software system. Click [Cancel] button to
cancel this operation.

4.7  Software Interface Setting

4.7.1  Interface Skin Color

Choose [|' '5‘ f k] button in title menu which enable change software interface color.

4.7.2 English/Chinese Interface Converting

Choose [ hines= "] button in title menu which enable convert between English
and Chinese interface.

4.7.3  Quick Access button setting

Add more functions to the titled language toolbar in order to quick access. l.e.:
[Synchronize time].

Click right button on [Synchronize time], pop-up the following window,

Add ko Quick Access Toolbar ‘

Click [Add to quick access toolbar] and it will display in titled language toolbar.
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|ﬁ|' £ Chinese -8
When you need to delete the quick access button, click on the button, pop-up the

menu. Click it and the quick access button will disappear.

Reemove From Quick Access Toolbar |
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1ol CIgY] Background Management

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

rules of attendance etc.
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5 Background management

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

5.1 Login System

Double click the icon @ on the desktop to start the attendance background

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

Admiristrator: |Admin

Pagsword: | ‘

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

and the following interface will be displayed:

a Fingerprint T&A and Access Control System Vd4.2.0

Systen HE Management Attendance Exception Data Maintenance External Help

YAV \YS—
4 e

Stafers Timetable Schedule

:' st
Gl

Clear Data

EcH

- .
¥

2]

Recard Report

2009-09-23 11:18:58 hdmin Fingerprint T84 and Access Contral System Be Trne # Safe

The main interface includes three parts:

1. System menu: Include the whole function module& information
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2. Shortcut button: Shortcut button of common function module, array in working
order, easy to work on

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

5.2 System

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

B Adninistrators

Administrater’ s Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Ctrl+i
5.2.1 Parameters Settings

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

” System parameters setting @

¢ Basic parameters | Stat, Rules | Leave class | Field definiion
Basic infa

Unit Mame: |Head office

Common Aule

shift expands two days
(&) Count as the Tst day
() Count a5 the 2nd day

[
A workday count ag 480 Lﬂ Minute

L
Mot clock ncount aslste %081 inute
Ovettims Calculation
i
p Mormal D!
[ Mot clack out counk as sarky |51 inuts ety
Holiday |7

f 1}
[ott cuy [0 B8] minutes later clock-out count as ovetine Festival

Pic5.1 Parameters Settings

Basic parameters:

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

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

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

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

be calculated on the base that how many minutes working after off duty time.
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“Shift expand two days” is set under real condition.
Stat. Rules:
Click page [Stat. Rules] in pic5.1, following shows:

#) System parameters setting E\

Basic parameters :.glgt Fiules §| Leave class | Field defintion

Stat. ltems:

Stat. Rule

Late Unit Set
Early §
Business Leave Unic | Day 2
Leave . 7
Ahsence Mirimumn:
Stay away
Dvertime
Free Overtime Round-off control

) Round down

2 Round up Found at total

(& Round off [] Accumulate by times

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

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

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

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

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

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

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

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

Leave class:

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

Basic parameters | Stak. Rules |§ Leave class || Field definition

8 & @

fppend Delete  Modify

Nams Color

Administration D epartm

Leave Class:
Show Color:
Indicating Spmbal l:l

Sales

Add new leave class:

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

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

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

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

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

#) System parameters setting

Basic parameters | Stat. Flules | Leave class | Fisld definition |

Field Name v Input new field vale:
Chinese
Engih
T ppend

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

5.2.2 Administrators

Click [System]-[Administrators], following window shows:
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3
L | B

fppend Delete Wodify

Name Administratar Amin

[ Admin Diept operable: @ Iterns operable: @

¥ Head office

! ! The new administrator has a default password: 838838

Append new administrator:

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

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

Note:

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

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

Modify administrator:

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

Delete administrator:

Select the name of administrator who will be deleted and click [Delete] to finish
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deleting according to the prompt.
5.2.3  Administrator's Password Set

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

oAd.l:i.nistra‘tDr modify password &l

Old Pyud: “ |

New Pwd: ‘ |

Confirm Pwd: ‘ |

Input the original password in [Old Pwd], enter the new password in [New Pwd],
enter again in [Confirm Pwd] and click [OK] to finish.

5.2.4 Modified Record Log

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

#) Attendance record modification log

BB

Search Resters [loze

Time Range
Departmert| ] Headoffice  » | Staffer Mo, &l v Fon|EGE 31 v |[ 00001 5| Tolaos 48 v zmmsss 2
Department Staffer Mo. MName Clacking Time State Modify twpe  Reasons Administratar

3

< |
RecordCount a

(5%

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

which match the above condition will be displayed as follows:
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Fewrch Beaters [lein
Depaiment ] Hesdolien o Sighed o
Diepaiment Siafer Ha Ko
101
10m
2 [
2 '
2 ]
b : i
€
T — 0

Vi Mg
- Fom BT 3 1
Dk Teve Lave
sl Ry bt il Dol Dot
MOS0E-0T 08 30000 i
AL O X Closct By
STOE0E02 TR0 Dl (Dt
A0S 080 1RO000 Cloxck: Dt
SR De (=

ol 9

Mexiby voe
i
Asdd
ikl
Audd
i
Add

To| 2000 2- &

Heazor

Fosgeiteyg clock n'od
Frapeftryg clech. nod
Forpstirg chock. /ol
Foageirg clock n/oul
Foageang rlock nJ/aud
Foapeiieg chock n'od

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

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

this record and clicking[Restore]

Click [Close] to exit.
5.2.5 Managing Log

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

DAﬂl nistrator operation log

oy

Sewrch Close

Time Range

Admiristrator | &1 v

From

314 v o000t 4] To 2008 413 v |[zzmess 2

1D MName
Y E—
21 Admin

20 Admin

13 Admin

18 Admin

17 Admin

1E Admin

15 Admin

14 Admin

13 Admin

12 Admin

11 Admin

10 Admin

9 Adrmin

8 Admin

7 Admin

€ Admin

[~

Managing Time

2009-4-13 11:53:43
2009-4-1311:52:30
2009-4-13 11:51:47
2009-4-1311:4%:33
2009-4-13 11:44:10
2009413 11:43:21
2009-4-1311:42:38
2009-4-13 11:41:53
2009-4-13 11:40:55
2009-4-13 11:36:33
2009-4-1311:32:16
2009-4-1311:25:10
2009-4-13 11:24:47
2009413 11:24:41
2009-4-13 11:24:21
2009-4-13 11:23:08
2009-4-10 18:01:08

Remark

Olperating spstem parameter settings
Operating spstem parameter settings
Operating system parameter settings
Operating spstem parameter settings
Clear the data before " 2009-03-01 "
Dperating business leave/leave

Operating business leave/leave

Operating business leave/leave
Operating business leave/leave

Operating festival/holiday settings

Operating system parameter settings

Operating system parameter setiings

Operating system parameter settings
Operating spstem parameter settings
Link the database to
Oiperating spstsm parameter settings

Operating system parameter setiings

>

£3
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This log records all the operations of every administrator. Select [Administrator] and
the time range then click [Search] to see what operations have been done by this
administrator within the selected time range, which makes it possible that the
multi-administrators can use the software at the same time.

5.2.6 Set Database Link

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

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

Prompt information

L Database connecting failed, Pleaze collocate the datsbaze again
I

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

B Data Link Properties §|

Provider | Connection | Advanved | All

Specify the following to connect to Access data:
1. Selector enter a database name:
E:Test'Backgroup menagementiAtt2003. mdb
2. Enterinfarmation to log on to the database
User name Admin

[ Blank password  [] Allow saving password

Test Connection

[ ok ][ cancel | [ Help |

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

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

5.2.7 Exit System

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

Please make sure ... @

? it?
‘-‘# hre you sure to exit?

| [ cancel
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Click ok to exit management software and return to Windows system.
5.3 HR Management

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

W Department Management Ctrl4D
& Staffers Maintenance  Ctrl4G

5.3.1  Department Management

Click [Department Management] in the [HR Management] menu, springs the
following window:

#) Department Nanagement X

= GG R

Append

Departments List Being Selected Dept

Input the new department name

i

‘When adding a new department .
*You can't use any same department
name.

\when deleting a department,
Staffers of the department will be
move to head office automatically!

Add a new department

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

Note: when you want to do some other operations to the new department, you need
to set the privilege of modifying the new department for the administrator in the

[administrator set] first (choose the new department you just added in the “Department
operable”).

Department modification

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

Delete the department

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

Please make sure ...

?‘j 50 e 50 50 £l GG E et )
‘._

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

5.3.2  Staffer Maintenance

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

appears:

#) Staffer Waintenance [- [BX

[ 3 . =
(] ) £
3 & B By ™
Append Delete Modify Transfer Import
# Headoffice | Search Staffers &
% 2::5 | Staffer No. Narr!e Dep‘_ar!rgenl _Egl_d Mo. Sex Pos\tl_un Employ DatFT
atm David Headoffice
2102 Allen Headoffice
||| Dark Headoffice
a4 Willen Headoffice
| |81 Holly Headoffice
| 8106 Ring Headoffice
> [l Hesiicn I PO S
| |sm8 Jim Headoffice
| |3 Ketter Headoffice
8110 Lily Headolfice
L Hose Headoffice
£i
Staffers Infarmation | E rrll Fingers
Abtend. Set
Staffer o B107 Cord Mo | Mame |Golf Fneanee =
Cex| | — ",I Bithday [ 200 v | [#] Calculate Attendance
; = 2 = —
Educatian | ~i Specialty | | Pasttian | Calculate Dvertime
Telephone | Mobile | Employ Date [ 2005 |
elephone obile | mploy Date [ — [FIRestOn Holidsy
D Mo, Comment Martal Status |
Address | User Type: | Mormal User v | GroupMa. |0 v
RecordCount: | 11
Staff's adding:

Choose the department that the staffs belong to, clicks [Append], and input staff's
information, then click [Save] to complete.

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

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

Staff's modification:

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

Staff’s deletion:

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

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

Import staffers:

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

Staff's department shifting:

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

window will pop up:

#) Staffer Transfer 3
Select the department to transfer.

i Head office
&% Adminitrabor Department

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

Right-click on staff list and the following window pops:
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Staffer Mo Narne Department Positian Employ Date

» -

Select All Cirlth 2L 13
a1z David E—— ——— 20060416
8103 King Jin 20050520
8104 Clark Ruan | Export Data 20060315
8105 Mark Simth v Staffer ¥o. {0620
Show all columns v Hame

+ Department
v Eosition
v Enploy Date
+ Telephens

v hddress

v Sex
<  Language
‘ingers v Comment

All displayed fields in staff info list can be defined through submenu of “Column”.

Meanwhile, the modification will take effect and be saved.
Click [Show all columns] to display all fields in the list.

Click [Export Data] and following window will prompt:

Sen X
Save i L3 Backerseg minagemunt - s =l
Qe
— CIpeghap
P
[
Desktep
| =
Wy Sccmants
My Computer
Hy Natesrk
Flacaz
File game - Eave
Semaatme  |Test File i axe] - e |

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

name. Click [Save] to confirm the operation.

Notice: Exported Excel file can be used as backup information and can be imported

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

Holiday List

TimeTable and Shift CtrltE
& Staffer Scheduling Cir1+F

Attendance Record
[ Attendance Caleulating and Report Cirl+R

5.4.1 Holiday List

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

Append Delete Modify

Stat Date | 2003 476 v Dape[3 [

Mame TS

Holiday Mame Start Date Days

2003-05-01

Add festivals or holidays

Click [Append] then input the festival or holiday name and the rules. Click [Save]
when ready.

Modification of festivals or holidays

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

Deletion of festivals or holidays

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

5.4.2 Timetable and Shift

The relationship between shift and timetables:

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

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

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

» TimeTable and Schedule Naintenance E‘
Timetable Maintenance | Shift Maintenance
3
b
Append Delete Modify cel
Timetable Mame | On Duty Time leuty Time: ~ Timetable Name | Dav
» [ (T R (T
morting 04:00 1200 On Duty Time | 0800
afternoon 12.00 20.00 17:00
right 2000 04:00 By T | E

Beain Clock-n Time
End Clock-In Time | 1300
Begin Clock-Out Time | 16:00
End Clock-Out Time | 2000
Late emor allowance Minutes
Early emor allowance Mimutes
Count s Workday |!
Count &s WorkTime | 480 Minutes

Must Cn Must C-Out
A [ Free Time 10T Time

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

[Timetable Name]For instance: Day Shift

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

[Begin Clock-in Time](07:00) [End Clock-in Time] (13:00)
[Begin Clock-out Time](16:00) [End Clock-out Time] (20:00),
[Late error allowance](5) [Early error allowance] (5)
[Count as work day](1)

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

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

Finally click [Save] to confirm.

(Please note: Every item should be setup in timetables with no blank left.[Begin
Clock-in Time]Jand[End Clock-in Time]setup the valid time period for clock-in. Records
out of this time range will be treated as invalid ones. For instance [Begin Clock-in Time]
is 07:00 and [End Clock-in Time] is 13:00. If clock-in record is 07:01 or 12:59, they are
valid records but if clock-in record is 06:59, it is invalid. Besides, [Begin Clock-in Time]
and [End Clock-in Time] can be more than one day (meaning [End Clock-in Time] can be

before [Begin Clock-in Time]) but it can’t be longer than 24 hours.
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[Late error allowance]lmeans how many minutes after[On duty]are treated as
“late”,[Early error allowance]means how many minutes before[End Clock-in Time]are
treated as “early”; [Count as work day]and[Count as work time XXX minutes]are used in
calculating business leave, leave, absence and overtime.

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

The timetable Modification

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

The timetable Deletion

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

(Please note: Begin Clock-in Time and End Clock-in Time makes the valid time
range for Clock in. Clock in out of this time range will be treated as invalid records. It is
the same with Clock-out time. Please setup in accordance with practical situations.)

Example——Add a timetable:

Complete process for adding four timetables:

Day shift 08:00 - 17:00 Morning shift 04:00 - 12:00

Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

(Other information can be setup according to practical situations. Please refer to
Pic5.2. Please note there should be no blank left.)

Shift Maintenance

Click [Shift Maintenance] in Pic5.2 and the following window pops up:
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ol'i-e'[ahle and Schedule Naintenance El

Timetable Maintenance || Shilt Maintenance |
B8 )
<1 = W4
Append Delete Modify
Shift Name ~
» Shift Name |day shift Cycles |1 %] Cycle Unit ' Week v
thiee shift d >
Date Timetable 1 Timetable 2 |TnnaTah!e o J?'meTah\e 4
Sunday
Monday Day
Tuesday Day
‘Wednesday Day
Thursday Day
Friday Day
Saturday Day
v
Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:
normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables and
time range required in this shift in the springing window (see the Pic5.3 below) For
instance, select the timetable — Day shift and select from Monday to Friday and then
click [OK], back to this window and click [Save] to complete. (Please refer to the example
for details.)

# 4dd Shift Timetable 3
Chaice a timetable: Chaice the date: [mEY]
Timetable ... | On Duly Ti... OFf Duty Time A Sunday
- 200 F] ¥ Monday
Ooo _Josn 7o (NG
moming 0400 1200 ] Wadnasday
afternoon 12:00 20:00 ¥ Thursday
right 20,00 0400 o
Saturday

|
|

o | Cancel |

Pic5.3 Add a timetable
Delete the timetable: select the timetable you want to delete and click [Delete].

Clear the timetable: clear all the timetables of the shift.
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Arrange the shift automatically: when a staffer has several shifts during one period,
he need to finish all the shifts if it is not arranged the shifts automatically otherwise he will
be regarded as absence; if you select the [Arrange the shift automatically], just finishing
one shift of the period is reared as normal attendance.

Modify a shift:

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

Delete a shift:

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

Example——Three shifts:

Add “Three shifts” Shift (Please note: It is assumed that the shift goes around every
week, cycle every three weeks and staff is on holiday every Saturday and Sunday.)

Step 1:

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

to “week”. Please see the picture below:

# TimeTable and Schedule Naintenance @

| Timetable Maintenance | °

e ) -

i (=
Append Delate Modify
Shift Name: &

b | day shift Shilt Name Cycles |3 3] Cycle Unit | Week v

| ' |

Date Timetable 1 Timetable 2 |Tirr-cTabIc 3 |1;meTame 4 A
Sunday
Monday

Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday

Step2

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

Click [Add] and the following window pops up:
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¥} 4dd Shift Timetable @

Cheiice & timstable: Choics the date: (mEY]
Timetable .. | On Duty Ti..| Off Duty Time # Sunday ‘wiednesday
Day 08:00 1700 | | Monday Thursday

—— i o W Tuesday Friday

3 ] Wetneeday Saley
aftemoon  12.00 2000 | Thursda
riight 2000 04:00 )

Saturday
Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
3 Monday
- Tuesday

o | Cancel |

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

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

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

#) Add Shift Timetable X

Cheiice & timstable: Choics the date: (mEY]

Timetable . | On Duty Ti.| OfF Duty Time Sunday Wwednesday
| Monday Thursday
o) e LIt Tuesday Fiday
moring 04:00 12:00 Wednssday
[ afternoon 1200 (2000 | Thursday
night 20:00 04:00 Friday
Saturday
Sunday
| Monday
| Tuesday
v Wednesday
| Thursda
v

Saturday

Saturday
Sunday
3 Monday
- Tuesday

o | Cancel |

Click [ok] to complete the working hour setting for the second week.
The third week (night shift, from Monday to Friday)

Click [Add], make corresponding operation in the springing window (see the result
below):
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#) idd Shift Timetable

Choice a timetable:

Timetable ... OnDuty Ti... OfF Duty Time
Day 08:00 17.00
marming 0d4:00 12:00
aftermoon 12:00 20:00

» T T

|~
~

~

3

Chaice the date: Clan

Sunday | Wednesday
Monday ¥ Thursdat
Tuesday v
‘wiadnesday Saturday
Thursday
Friday
Saturday
Surday
Monday
Tuesday
‘wiednesday
Thursdap
Friday
Saturday
Sunday
v Monday
| Tuesday

LCancel ‘

Click [ok] to complete the working hour setting for the third week.

After the completion of above steps, please don’t forget to click [Save] and the setup

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

n TimeTable and Schedule Naintenance @

| Timetable Maintenanc

Append Delete
Shift Name:
b day shift

Modi £y

A~

Shift Mame | three shift

Cycles [3 2 Cycle Unit | Week

J

-

Date Timetable 1

Timetable 2 |T:'meTabEe 3 |TimeT able 4

Tuesday molning

‘Wednesday | morning

Thursday marhing
Friday moining
Saturday

Sunday

Monday aftemnaan
Tuesday aftemoon

‘Wednesday aftemaoon

5.4.3  Staffer Scheduling

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

Selent #ll Select Home & jrrange S
# Lam Loona Photo House| Search Staffers [
Staffer No. Mame Department Shift ~
b4l Venus Head Office
10 Tan Soon Teik Operation
Akl Leow Chee Siang Head Office day shift B
12 SuHeales Head Offics
2 Ching Head Office day shift
4 Andy Ho Head Office
5 Sellamah &/P Appady Head Office day shift
4 It 4
Time Range
Fom 20090401 v v & W () [ )
& & 1) E Y
To | 2009-04-20 - Del. Temporary Add Temporary
Date Timetabls 1 Timetable 2 TimeT able 3 |T\meTab|e 4 ‘ ~
04-01 wWednesday
04-02 Thursday
04-03 Friday
04-04 5 aturday
04-05 Sunday
04-06 Monday
04-07 Tuesday
M40 e ]

Pic5.4 Staff scheduling
Choose the department or several personnel that need to arrange shifts, click

[Arrange], the following window appears:

#) Staffer shift maintenance X

Shift List Shift Timetable:
Shift Mame | Cpcle quantty |2 [Date Timetable 1 Timetable 2 |Timerame 3 |TmeTame 4 ‘
[ dy shit |
thres shift 3 [Puns
Honday Day
Tuesday Dray
Wednesday | Day
Thursday Day
Friday Day
Saturday Day
]
< | ®
. The curient shift schedule
Tha (S Shift name Bl ok Ending date
2003-04-01 2010-04-01
Begirning 20030401+
Ending 20100430 v
18] Add SE el oK Cancel

Pic5.5 Add a new shift
Add a new shift
Select the corresponding shifts, for instance: The commencement date and

deadline of this shift of “normal class ", click [Add] button and then click [ok] in Pic5.5 to
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finish the adding of new shifts.

Please note:

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

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

Deletion of the shifts

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

Arrange a Temporary Shift

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

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

Please make sure ...

\-?4/ Are you sure to make temporary shift =zchedule to the szelected Staffers from 2009-03-01 to Z009-04-097

Cancel

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

following window will pop up:

# Add a temporacy timetable X

Select the timetable to add Select the dates Clan
Timetable... | On-duty time | Df-duty time| 4 04-125unday

[ nomal day | 03:00
night 2000
moring 0g:00

v

[ ok ] [ Cancsl ]

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

[Delete]: Delete the selected timetable;

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

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

5.4.4 Attendance Records

Click [Attendance Records] in [Attendance] menu, the following appears:
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# Search Staffer’s Attendance Record =]

TN
s Lo =
Search Report Export Modify Log
Time Range
Department |} Hesd office ~ | Staffer No. | 4l Y FomEE 41 v | 0oom 2| To|zome 418 | [zzeems 2
Department Staffer Mo, Mame Date Time: State Location D ”~
13
~

RecordCount: 0

Inquiry of attendance record

Select the department, staff, the beginning and ending time that need to inquire

about, then click search, you can get the corresponding attendance record.

# Search Staffer’s Attendance Record li=1(E3]

By C 9 =
< (9 =

Gearch Report BExport Modify Log

Time Range
Department |} Hesd office ~ | Staffer Mo, | Al v fomEE 1 v | | om0 2] To|z08 418 v | [zzmams
Department Staffer Mo, Mame Date Time: State Location D ~
rtnent Jake Chen 2003-04-0 07:23:05 Clock In
Adrminitrator Department a0 Jake Chen 2003-04-01 17:00:53 Clock Out
Adminitrator Department |0 Jake Chen 2009-04-02 07:45:35 Clock In
Adrminitrator Department a0 Jake Chen 2003-04-02 17:05:16 Clock Out
Adminitrator Department |00 Jake Chen 2009-04-03 07:5212 Clock In
Adrinitrator Departrment aom Jake Chen 2003-04-03 17:01:54 Clack Out
Adminitrator Department 20m Jake Chen 2009-04-04 07:42:54 Clock In
Adrinitrator D epartment a0 Jake Chen 2003-04-06 07:38:36 Clack In
Adrminitrator Department 2001 Jake Chen 2003-04-06 17:08:42 Clock Out
Adminitrator Department |0 Jake Chen 2009-04-07 07:45:16 Clock In
Adrminitrator Department a0 Jake Chen 2003-04-07 17:14:20 Clock Out
Adminitrator Department |0 Jake Chen 2009-04-08 07:08:12 Clock In
Adminitrator Department a0 Jake Chen 2003-04-08 07:24:53 Clock In
Adminitrator Department 2001 Jake Chen 2009-04-08 17:20:05 Clock Out
Adrinitrator Departrment a0 Jake Chen 2003-04-03 07:49:52 Clack In
Adminitrator Department 20m Jake Chen 2003-04-03 07:561:56 Clock In
Adminitrator Department 8001 Jake Chen 2009-04-09 08:02:15 Clock In
Adrminitrator Department 2001 Jake Chen 2003-04-0317:11:24 Clock Out
Adminitrator Department |0 Jake Chen 2009-04-10 07:45:19 Clock In
Adrminitrator Department a0 Jake Chen 2003-04-10 17:04:34 Clock Out
Adminitrator Department |0 Jake Chen 2009-04-13 07:35:46 Clock In
Adrminitrator Department aom Jake Chen 2003-04-13 17:27:06 Clock Out
Adminitrator Department |00 Jake Chen 2009-04-14 07:08:12 Clock In
~
RecordCount: 135

Attendance record report form preview

Click [Report] when the window displays the attendance

inquiry records, you can
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get the report form automatically.

- T
72 Preview

tu: S S #44r2 X
Head office attendance record report
2008-04-01 To 2006-04-16
£ Jake Chen 2001 2009-4-1017:0434 | Clock Out 2009-4-7 74516 Clockn
3000-4.1 72505 Closkin 2009-4-1373548 | Clockin 2009-4-7 17.14:20 | Clock Out
0054 170055 | Clock ot 2009-4-1317:27.06__ | Clock Out 2009-4-8 7.08:12 Clockn
0004374535 Closkin 2009-4-14 70612 | Clockin 2009-4-8 7.24:53 Clockn
00342170515 | Closk ot 2009-4-1417:16:25 | Clock Out 2009-4-817.20:05 | Clock Out
20094375213 Closkin 2009-4-15746:59 | Clockin 2009-4-9 7.49:52 Clockn
05431701 54 | Clock o 2009-4-1517:08:53 | Clock Out 2009-4-9 7.51:56 Clockn
200044 74354 Closkin 2009-4-168.00:59 | Clockin 2009-4-9 B.0215 Clockn
2009-4-F 7:38:36 Clack In Count: 27 2009-4-917.11:24 Clock Dut
2009-4-1074519 | Clockin
éﬁii?ﬂ?ﬁ; C(;If;:k?:t ED e R 2009410170434 | Clock Dut
2008-4-7 171420 | Clack Out 2009 lizid 0y Gtk 2009-4-137.35:48 | Glockin
2009-4-87.08.12 Clockin 2008-4-117.00:59 | Clock Out 2000-4-1317.27.08 | Clock Out
2009-4-8 72453 Clackin 2008-4-2 7:45:39 Clockin 2000-4-14 706:12__ | Clockin
2009-4-8172005 | Clock Out 2008-4-217.05:16 | Clock Out 2000-4-14 1716:25 | Clock Out
2009-4-3 74952 Clockin 2008-4-3 7:52.12 Clockin 2000-4-15 746:60 | Clockin
2009-4-9 75156 Clockin 2008-4-317.01:54 | Clock Out 2000-4-1617.08:63__ | Clock Out
2009-4-98.0215 Clackin 2008-4-4 7:43.54 Clockin 2000-4-16 2.00:69 | Clockin
2008-4-9171124 | Clock Out 225?5?99.1-55177'3083_352 ;Lﬁkoull Court 27
ZZUUUUQB_;TUU1Z'$_1394 CCIIUUCTC')ZT 2009-4-7 74518 | Clockn P&D Mark Sirnth 8105
T T 2009-4-7 1714:20 | Clock Out 2009-4-1 7.33.05 Clockn
T [ 2009-4-87:0812 Clockn 2009-4-117.00:59 | Clock Out
R AR 2009-4-8 7:24.53 Clockn 2009-4-2 7.45.35 Clockn
e 2009-4-81720:05 | Clock Out 2009-4-2 170516 | Clock Out
R W 2009-4-9 7:49.52 Clockn 2009-4-37.52:12 Clockn
e e choan 2000-4-07:51.56 Clockn 2009-4-3 17.01:54 | Clock Out
SNNE-4-0 61715 NA-AATaRAL | Clckin
Fage 141 [

Attendance records exporting

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

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

5.4.5 Attendance Calculating and Report

Inquiry of report form:

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

window appears:
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# Attendance Calculating and Report L EX

- v (]
A 5] =
Calculate Report Export Exception

Time Range
Department| ) Head office Staffer &l v From EEE- 4- 1 & | | 0:0001 [& To 2003 416 v/ 235959 [&
Altendance Exceptions | Shift Exceptions | Other Exceptions | Calculated ltems

Department | Name Staffer Mo, Date Timetable On Duty Off Dty Clock In Clack Out

»

Pic5.6 Attendance Calculating and Report
Select the beginning, the ending date and the department and staff that needs to be

calculated and then click [Calculate].
There are four Tabs of information after search and calculation which can be viewed
respectively:
[Attendance Exceptions]: Display the dealt result of the original attendance records;
[Shift Exceptions]: Display Staff's attendance result in the scheduled time period;
[Other Exceptions]: Display Staff's leave, out and overtime etc.;
[Calculated Items]: Display all Staff's calculated items such as “normal”, “actual’,

“late”, “early”, “absent”, “overtime” etc.
Please note: When dealing with “Out” calculation, there should be “Out back” and

only “Out” and “Out back” in one shift can be calculated.
Working hours in the report="Actual” -’Late”-"Early”-"Out”
Exceptions of attendance records dealt with:
Open the attendance exceptions option card to deal with the records:
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oAttenrlance Calculating and Report

[B)X]

(<} @
A _0] ==
Caleulate Report Export Exception
Time Range
Department ﬂﬁ Head office  » Staffer| Al A4 From | 2003 4- 1+ 00001 (3 To| 2008- 416 » | 236353 |3
Attendance Exceptiors | Shift Exceptions | Other Exceptions | Calculated tems
Department Stafter MNo. Mame Date Time State Operation Exception De. Timetable Check ~

W i&dminitrator De G001 Jake Chen — 2005-04-01 07:23:05 Clock In Narmal recard N ormal i

Admiritrator De 2001 Jake Chen  2009-04-01 17:00:53 Clock Out Momal record  Nomal

Adminitrator De 8001 Jake Chen  2003-04-02 07:45:35 Clock In Mommalrecord  Nomal

Admiritrator De 8001 Jake Chen  20053-04-0217:05:16 Clock Out MNomal record Normal

Admiritrator De 8007 Jake Chen  2003-04-03 075212 Clock In Mormal record  Normal

Admiritrator De 8001 Jake Chen  200304-0317:01:54 Clock Out Nomal record Nomal

Admiritrator De 8007 Jake Chen  2009-04-04 074354 Clock In Delete Invalid record

Admiritrator De 8001 Jake Chen  2003-04-06 07:38:36 Clock In Narmal recard  Normal

Admiritrator De 2001 Jake Chen  2009-04-06 17.08:42 Clock Out Momal record  Nomal

Admiritrator De 8001 Jake Chen 20030407 07:45:16 Clock In Narmal recard  Normal

Admiritrator De 2001 Jake Chen  2003-04-07 17:14:20 Clock Qut Momal record Nomal

Admiritrator De 8007 Jake Chen  2003-04-08 07.08:12 Clock In Mormalrecord  Normal

Admiritrator De 8001 Jake Chen  2005-04-02 07: 2453 Clock In Delete Irvealid record

Admiritrator De 8007 Jake Chen  2009-04-08 17.20:05 Clock Out Mormal record  Normal

Admiritrator De 8001 Jake Chen  200304-09 07:43:52 Clock In Nomal record Normal

Admiritrator De 8007 Jake Chen  2009-04-09 07.51:56 Clock In Delete Invalid record

Admiritrator De 8001 Jake Chen  2003-04-09 08:02:15 Clock In Delate Invalid record

Admiritrator De 2001 Jake Chen  200904-0917:11:24 Clock Out Momal record  Nomal

Adminitrator De 8001 Jaks Chen 20030410 07:45:13 Clock In Mommalrecord  Nomal

Admiritrator De 8001 Jake Chen  20053-04-1017:04:34 Clock Out MNomal record Normal

Admiritrator De 8007 Jake Chen  2009-04-13 07.35:46 Clock In Mormal record  Normal

Admiritrator De 8001 Jake Chen  2005-04-1317:27:06 Clock Out Nomal record  Nomal

Admiritrator De 8007 Jake Chen  2003-04-14 07.08:12 Clock In Mermalrecord  Normal

v

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

following menu):

Jake Chen  2009-04-0307:5212 Clack In Moimalrecord Moimal
Jake Chen  2003-04-03 17:01:54 Clock Out Moimalrecord Moimal

Ja  Expert Dats Moimalrecord - Moimal

1s Create report for current grid

Mamal recard Mormal

. fhalrecaid  Nomal

Ja Delete selected Tel Clock out palregard 1 Nomal

18 Cancel speration for selected CteltT vertine in  Joecard . Momal

Ja . . lid record

Modi fy and save Bxception Ctrl4s Oyertime out

Ja = = nalrecord  Momal
Ot

Ja  Change filter 3 = nalrecord  Momal
Dut back -

Ja Columns » lid record

Ja|  Show all columns Delete Irvealid record

JakE CREn Z0UF U T TIITIZH IOCK U0 MNommal record  Momal

Jake Chen  2003-04-10 07-45:13 Clock In Nommal record  Mormal

Jake Chen  2009-04-1017:04:34 Clack Dut MNomalrecard  Mormal

laba Mhan  MNANAA7 725 4R Flack In el rammed | Koo al

The definition of each option as follows:

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

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

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

[Delete selected]: mark the record as manual deleting, deleting when save it;
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[Cancel operation for selected]: Cancel revision to this record;

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

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

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

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

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

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

Export Data

Create report for current grid

Filtering Record L4
Columns L4
Show all columns

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

Export Data

Create report for current zrid

Columnz 4
Show all columns

The operation is the same as stated above.
Report:
Click [Report] in pic5.6 and the following menu will pop up:

Attendance Report
Daily Report
General Report
Exceptions Report

Create a Report For Current Grid
Pic5.7 Exception menu

[Attendance Report]: Calculate staff's attendance record;
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tuos: WS M X

Head office attendance reco port

208411 T 200416

[ 2008041017 04 34 [ 080407 1714 20
20030413 07 35 46 20030408 07 0612
01T 172706 20090400 07 24:53

HSe1s0r08i2 1 O

0002 170516 M6

w09 0K03 075212 | Diock.

BE

ek

lele

BIFIEIFRIFIEF|FF

FEIEIEE Eis|g 5=

B

to SHS K X

Head office stafler daily report

OB To OHIE

[Hame s |mjm|o|u|s|s|w|efejujnjejaju|s|s|v[e|/v|aja|z|afx|=s|=s|7|=[s[x]|n
coomfion [ 1] [ [/ Ll [ [ T L [T T TTTTTT T TTT]I
| .3 70 A I 7N 7 2 P2 7 D O P 72 T M ) O IO
[ I B A 7 2 U O N I 2 N I N I
Alelel 1 fTofefolafel 1 Jetefel 1 L L T T 1 1T 1 1 1 [ 1 1 [ 1
Vofordel T Tofofefelel T To0elef-TT PP T VT T I T OTT

RasarkiNormsl dLow CEndy -Absaet [MoCln JHoCOW FPest «Owirime BLSusiass Lasn Lismar

Tabdngihcinn 1R 17174 1

Fage 11

[General Report]:Calculate all staff's attendance items such as “normal”, “actual”,

“late”, “early”, “absent”, “overtime” etc;
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to SHS K X

HEHOAN To XOM0ETE

W |M|mllh-i|lk|(~iﬂl|run||m|m|lm|md|wr—|m:a
[ O | D | Doy | berusw | birsse | Vx| Vious | Wram | G | Oww | Teows | T | s | %

Tabirg e TS 1

[Exceptions Report]: Calculate staff's “out”, “overtime”, business leave/personal

leave” etc;

TN To 00T

ame W I Dated Teee | Emcemnipe | wokiong | [
D |slnr |:mm-|slan:r mnus):.nn|num- iolnnu |

[Create a Report for Current Grid]: Print preview of the current displayed grid. For
example: Attendance Report

74



tor EHS MY X

Hend office exceptions of mt record report
== = = S e e aniTE
J " Bate Ti A 4 [ Tiactab| oo
o Yo, ane nte Tine ftate |Operation |, eript ks el
o

ik Coan [F05-04111 07 2305 [Clock = Fermul

Lake Chan [2005.0401 170080 [Clack Ot Marmal

EriETE izl

[ SOBOAALE 17 06 16 |Clack O izl

[Tk Chun |A005-04403 07 5212 |Cloch | [Fermal

03 17 01 58 Fermal

~{dake Cran | X004 07 4358 |Ciack |

~{dake Cran | AE0A-08 07 9% | Farmal

[Tike Chan |J000-0406 17 08 47 |Ciack O Fermal

[Tk Chan |J005-04407 07 45 06 |Clack = Fermal

Hake Chan [2008.0407 17 1420 [Clack Chn [Nermal

Jake Cran [3000-04-08 07 08 12 [Chock I Femai

Tk Cran [J00R0408 07 2663 [Choch in[Dween

[Takcs Chan [FO000405 17 2005 [Cloek O Fiermal

(Takcs Chan [AO0S0405 07 4952 [Cloeh B Fiermal

[Jake Chan [A000A00 07 5156 |Choch i [Dwseen =

Jake Cran [T0O0A00 D02 15 (Clock I [Cwlete imaied tecoed

[Taky Chan, [AO000405 17 1138 [Cloek O Wormal [Hermal
oo

Page 177

Print Report:
Toolbar of report preview is as the following picture:

o 2 HE #4 X

= 100% Adjust the ratio of preview content;

T

= Open the existing report file;

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

E Save report to file;

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

printing; extension file name is “*.frp”.
% Print Report;

x

Close Preview

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

Exceptions dealt with:

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

Append Record

Late/Early Collectively

Business Leave/Leave

Modified Record Log

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

5.5 Deal with Exceptions

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

fway On Buziness/Leave Ctrl+l

Append Record Ctrl+y
Append Record Collectively
Dealing With Collectively Late/Early

5.5.1  Away on Business/ Leave

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

following interface springs:
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a Staffer Be away on Business & Asking for Leave

5l w1 o
L ) ;
i @ & L:T ™ E| - ||ﬁ
Append Delate Hodify e
et ) Head office v UEE(AEgE
Beginving Time| 2009 416~ | om0 %
Stater o
Ending Tine 2008 416 v |[173000 5
beerpe v
Heasunl ‘
Department Staffer No. Marme Beginning Time Ending Time Leave Type Reason
»
< | >

Deal with staff away on business / leave:

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

Modification of staff away on business or leave:

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

Deletion of staff away on business or leave

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

5.5.2 Append Record

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

the following window Springs:

n Append record

Depatment | 1 Head oifiss v

Staffer No |

Record Tme |2009- 416~ o000 (3]

Select the relative items and click [append] when ready.

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

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

‘ﬂAppend record collectively Kl
Departments list: Staffers list e 'j
iR Head oifice Staffer No. | Mame ~ e
4k Adrinihator Depar | When Staffers can not clock-in or
clock-out for some reasons, Tou can
Sal add the massive clock-in or
% e clock-out record here.
You can use the Ctrl key when
selecting many Staffers;
The added record can be found in
the record modification log.
Record Time: | 2009- 416 v || sono0 2
< ; v
(124

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

554

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

Dealing with Collectively Late / Leaving

reasons, you can use this function. Click [Dealing with Collectively Late / Leaving] in

[Exception] - menu. The following springs:

S S e s s W e X
olith Stafers st DA
® Coning Late O Leaving Eatly
Staflet No Name ~
Igrore clock inrecord » (5007 Jake Chen
i 8102 David
From| 2003 416 v sooo0 2 am Kingdin
= 8104 Clark Ruan
To 000 = 8105 Mask Simih
The modified clock in time:
2009 416 v || 7:50:00 v
Search Staffers
@[Depaiment | § Head office v
O shit Day v
2
0

Steps as follows;
1. Click “Dealing with Collectively Late/Early”;

2. Select time range for “ignore clock in record”;

78



3. Select the “modified clock in time”

4. Search staff through department or shift;
5. Select staff;

6. Click [OK] to confirm.

5.6 Data Maintenance

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

B Import Staffer List Cirl+t
Import Attendance Record CtrltI

Clear Obszolete Data
Compress Database

BB Backup DataBase

Initialize System
5.6.1 Import Staffer List

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

# Import Staffer List X

Select a file to import

it | ]

Failures in importing

Click [-J to select the personnel list file for importing.

open %

[P ) e —" ¥ o m

Fases —
File game: I T |

Flusol foe. Tewt Fils {0 ) - [ comem |

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

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

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

The format of data must follow: Staffer ID + Tab + Name + Tab + Department;

The information each staffer takes one line, no blank line between one another.

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

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

5.6.2 Import Attendance Record

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

following window:

9 Iaport Attendance Record X

Select a file to import

File E]

Failures in importing:

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

window:

# Clcar The Obsolete Data

Select the end date:

Before: |EIIE- 317 N :
LClear Close

After your system is used for a long time, you will get a large number of obsolete

data in the database. It ties up the hard disk space and influences your system operation
speed. At this moment you can use this function to clear these useless data.

Select the ending date for your data clearing. And click [clear] to complete this
operation, after the clearance, the system will prompt asking you to compress the

database as following shows; select [ok] to finish. (Note: you can only clear the data of
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one month ago)

5.6.4 Compress Database

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

5.6.5 Backup Database

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

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

5.6.6 Initialize System

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

5.7 External Program Management

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

External Frogram Management

Connect To Time and Attendance Machine

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

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

#) External progras management 3]

[/ + ]

b A

L _ =
Apperd Delete HModify

Fegrmlim
Execulable File [

External program list:

Piogram Name Executable File
3

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

“calculator” when we are operating, input “Calculator ” into the input field of [Program
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name], and then input “C:\WINDOWS\system32\cacls.exe” into the input field of
Executable file or browse [-J to find the calculator program, click[Save]to finish at last.
We will see [Calculator] when you open [External program management] over again:

External Progran Management

Commezet To Time and Attendance Machine

Caleulator

5.7.2 Connect to Time Attendance Machine

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

on clause (Time and attendance management & communication) .
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FAQ

Frequently asked questions and answers
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6

FQA
6.1  Fingerprint has been enrolled but often gets failure in identification
Reason Solution
1. The fingerprint was not captured | Enroll the finger again. Please refer
properly to illustration of pressing finger.
Avoid direct sun light or other bright
2. Direct sun light or too bright light )
light
i Touch the forehead to increase oily
3. Too dry finger ]
level of the finger.
4. Too wet finger with oil or
) Clean fingers with towel
cosmetics
5. Low fingerprint quality with callus
) Enroll other fingers with better quality
or peeling
6. Wrong way in placing fingers | Please refer to illustration of pressing
when punching in/out finger.
7. Latent fingerprint on the surface | Clean sensor surface(adhesive
of sensor tapes recommended)
] Place the finger evenly on the sensor
8. Not enough finger pressure
with moderate pressure
9. Influence by fingerprint image | Enroll fingerprint again. Please refer
change to illustration of pressing finger.
10. Fingerprint not enrolled yet Place enrolled finger.
6.2 T&A system can't be connected with PC
Reason Solution
1. Communication method not set | Select the correct communication
correctly method
2. Cable not plugged firmly or | Plug the cable firmly or change
cable hardware problem another cable
3. Not able to connect COM (wrong )
Please enter the right COM No
CON No)
4. Not able to connect COM (wrong | Refer to the manual for connecting
setting) Time Attendance terminal
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6.3

No records found though staff have clocked in/out

Reason

Solution

1. Unit power break for a long time

(time turn to zero as default)

Synchronize the time

2. Minority staff fingerprint false

accepted

1. Add records manually
2. Adjust FP matching precision
3. Change another finger and enroll

again.

6.4

Clock is working fine but the FP scanner is off, staff can’t clock in/out

Reason

Solution

1. Unit in dormancy status

Press any key to activate.

2. Fingerprint scanner abnormal

Restart unit or change the fingerprint

module

6.5

We don’t use the ID + fingerprint mode to get verified

Reason

Solution

1. Wrong ID entered

Enter the right ID

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

identification method

Please refer t to activate this option.

6.6

The unit beeps automatically when

no one punches in/out.

Reason

Solution

1. Direct sun light or too bright light

Avoid direct sun light or other bright
light

2. Latent fingerprint on the surface

of sensor

Clean sensor surface(adhesive

tapes recommended)

Please note: If you have any problems, please kindly email us the log files in zip or

rar (The log files are in Log directory in the installation directory of the software)!
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OhETICIWA Appendix

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

cable connection and way of pressing finger.
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7 Appendix

71 Interface illustration

GND Ground
DC12V | 12V Power input

—
= Button Exit button;
] NC Dry contact signal connector (normal close)
m NO Dry contact signal connector (normal open)
= COM Dry contact signal common connector
= RS485B| Rs485-
= RS485A Rs485+
= TX RS232 Send
= RX RS232 Receive
= WG1 Wiegand Signal D1
- WGO Wiegand Signal DO
]
]
— |

7.2  lllustration for Pressing Fingerprint

Correct method (Place the center of the finger on the center of scanner window):

E R

Wrong method:

Valid right Defluxion down

1. Please register the thumb or index finger if possible.

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

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

4. Touch the forehead to increase oily level of the finger, if the fingerprint is too dry.
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