Preface

Honorable customers,

Thanks for choosing products of our company. The product with world cutting edge
technologies—card reader and write, 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.

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

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

management to better use this product.



Advantage of Card Time Attendance

e Three level-up
1. Management level-up
2. Profit level-up
3. Enterprise image level-up
e Three reductions
1. Employee dispute reduction
2. Work redundancy reduction
3. Environmental pollution reduction
¢ 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.
¢ Multi-communication in network
For large enterprise, multiple devices can be applied to do attendance

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



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.

Software Operation Flowchart
(Important chapter please read carefully)

Thus, a correct report can be generated.

Software operation flowchart can be described in brief as follows:

1. System parameter

v

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

. Department management

<

Add, delete and modify departments.

. Staffer maintenance

<

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

. Shift management

<

Set timetable and shift.

. Staffer schedule

<

Allocate staffer shift or temporary shift.

. Record collection

<

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

. Exception management

v

Deal with business leave/asking for

leave/forgetting clock in/collective late.

. Statistic report

1.
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

W I

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

When the software is run for the first time, please set parameters including
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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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Ol (16 Introduction

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




1 Product Introduction

1.1 OC200 Introduction

OC200 is the standalone card T&A and access control system newly launched in
2009. With the use of Taiwan RF reader module, the maximum distance is up to 15 -
20CM. Reliable performance, able to inductive for all different cards.

0OC200 is a wall mounted T&A and access control system with 128*64 blue LCD.
This model can be used stand-alone or connected via TCP/IP. OC200 can control door
lock for access control. The original time attendance records can also be kept in the

units.
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0OC200 Card T&A and Access control Machine
1.1.1 Product Feature
* USA Philips 32 bit ARM processor;
* User name display and human voice prompt;
* Realtime data transfer and WEB online tracking;
*Optional access controller for separate type secure access control;

» Standard RFID module, optional Mifare/HID module;



eStandard TCP/IP, RS232/485 communication, dry contact output, Wiegand 26
output;

eStandard USB pen drive module;

* |dentification method: ID + password, ID + card, card only;

* Standard user capacity: 8000; Record capacity: 50000;

* Size: 140mm(w)x190mm(h)x30mm(d);



Operation Guide

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

2.1 Keypad Introduction

%7
1%

Menu

%6

:— QO O O Q)
e N,

0OC200 Keypad

Keypad introduction:

1. [0-9]:number key; 5. [OK]: confirm/power key;
2. [In/«]: direction(up) /status shift key; 6. [M]: menu key;
3. [Out/»]:direction(down) /status shift key; 7. [C]: back/ cancel key;

4. [Status/Esc]: T&A status self-define/return key;
2.2 System Management
The administrator must enter the [Menu] interface to operate the device when

setting parameters , admin staff ,searching info .

Press [M] key, enter management password interface:

-

2/2/2009
12:18
Admin PWD:

L On duty

J

Enter the default password 8888 and press [OK] to confirm, the system will enter

menu management interface as follows:



Menu

JAdmin] Enroll User

Setup T&A Option
Info Door open

\ J

Pressing [In] or [Out] can shift the menu. [In] : the menu order is from down to
up . [Out] : the menu order is from up to down .

Select [Admin] menu and press [OK] to select [ Enroll User] menu as follows:

Menu
*Admin Enroll Use
Setup T&A Option
Info Door open

Press [In/«] or [Out/» ] to select the admin menu.
2.2.1  Enroll User

Select [Enroll User] menu, press [OK] to enter user enrollment interface as
follows:

Enroll User
Enter ID: _

\ J

Enter user ID, the range is 00000001 —99999999. And press [OK] to enter user
enrollment interface as follows:

e N

Enroll User
Name:
PWD: _
Card: 0

\ J

Password or card can be enrolled. Put the card twice on the card swiping area and
6



the voice prompt will come along. After the card are successfully enrolled, press [OK]
to save and enter enrollment status for the next staffer. Press [ Start/Esc] will exit to the
“admin menu” interface or “clock in/out “interface

2.2.2 T&A Option

Select [T&A option] and press [ OK] to enter identification method interface. Enter
staff ID and press [OK] to enter setting interface as follows:

e N

T&A Option
Name:
H ID+PW
H ID+PW
L ID +PW

J

ID+PW: ID+password CARD: cardonly CARD+PW: card-+password

Press [C] and [M] to select or unselect. After setting is completed, press [OK]
to confirm.

2.2.3 Door Open
Select [Door open] menu, press [ OK] to enter access permission interface . Input

the ID and press [OK] to enter access permission setting interface as follows:

e N

Door Open
Name:

Allowed

\ J

Press [C] and [Menu] or [In/«] and [Out/» ] to allow or prohibit door opening
for certain staffer. Complete the setting and press [OK] to confirm
2.3 Delete User

Select[Delete user] menu, press [ OK]to enter user deletion interface as follows:

e N

Delete User
Enter ID: _




Enter ID and press [ OK] to enter deletion setting. User deletion or reservation can

be set as follows:

e N e N

Delete User Delete User
Name: Name:
Reserved Delete

\ J \ J

Press[Clandl[M]or[In/< Jand[ Out/» ]to shift between reservation and deletion.
After the setting is completed, press [OK] to confirm.
2.4  System Setup

Select [Setup] as follows:

e N

Menu
Admin Admin PWD
Clock Setup
Info Output

\ J

Press [OK] to select from sub-menu as follows:

e N

Menu

Admin Admin PWD

*Setup Clock Setup
Info Output

\ J

2.4.1 Admin Password

Select [Admin PWD], press [OK] to enter admin password interface as follows:

e N

Admin PWD
Old PWD: 8888
New PWD: _




Enter new password, press [ OK] to confirm and exit to the last menu.
2.4.2  Clock Setting

Select [Clock setup] and press [OK] to enter clock setting interface as follows:

e N

Clock Setup
Enter date: 02/09
Enter time: 13:01:29

\ J

According to your request, press[in/< Jand[ Out/» ]to the time parameter site and
input the new date and time; After the setting is completed ,press [OK] to confirm and
exit to the last menu .

Note: in the [Hourly alarm] option, press [M] to select "Yes” or "No”.

2.4.3  Output for Access Control

Select [Output] and press [OK] to enter access control output interface :

e N

Output
B Access control output
(1 Bell output

Lock Delay 01 Sec

\ J

Press [In/«] . [Out/»] can be used to select output item. Press [C] and [M]
can be used to select setting. Press number button to input Lock Delay. Press [OK] to
confirm and exit to the last menu .

Note: The maximum ring time is 99 seconds.

2.4.4  Communication

Select [Comm.] menu and press [ OK]to enter communication method interface

as follows:

Comm
Comm. Method: TCP/IP




There are two communication methods: TCP/IP and RS232. [In/«] . [Out/»]
can be used to select. After selected the method, press [OK] to confirm and exit to the
last menu.

2.45 Network Setting

Select [Network] menu and press [OK] to enter into network setting interface as

follows:

Network
IP: 192.168.000.217
Mask: 255.255.255.000
Gate: 192.168.000.001
Ser.: 192.168.000.007

\ J

[ In/« Jandl Out/» ]Jcan be used to select different parameter and then set the new
parameter. After the setting is completed ,press [OK] to confirm and exit to the last
menu.

2.4.6 Volume

Select [Volume] menu and press [OK] to enter volume setting interface:

e N

Volume
Volume:

\ J

[In/<«Jand[Out/» ] can be used to increase or decrease volume. After the setting
is completed ,press [OK] to confirm and exit to the last menu.
2.4.7  System Initialization

Select [Init] menu, press [OK] to enter system initialization interface as follows:

e N

System Init

Enter PWD: _

10



Enter Admin password and press [OK] to confirm the system initialization. After
initialization, the T&A device will restart again automatically.

Note: The data can't be recovered after initialization. Please be cautious!

2.5 System Info

Select [Info] menu as follows:

[ MENU ]
Admin User Info
Setup T&A Info
Unit Info

Press [OK] to enter sub-menu
2.5.1 User Information

Select [User Info] menu and press [OK] to enter user information interface :

e N

User Info
User Reg: 808

Space 30%

\ J

User information includes: enrolled user and used space information. Press
[Start/Esc] or [OK] to exit to the last menu.

2.5.2 Time Attendance Information

Select [T&A info]l menu and press [OK] to enter time attendance information

interface as follows:

T&A Info

Records: 8080
Space: 9%

\ J

Time attendance information includes record and used space information. Press
[ Start/Esc] or [OK] to exit to the last menu.

2.5.3  Unit Information
11



Select [Unit info] menu, press [OK] to enter unit information interface :

e N

Unit Info
Name:
SN: 68008080
Version: V1.2

\ J

Unit information includes: product serial number and firmware version.

Please note: [ Start/Esc] or [OK] can be used to exit to the last menu.

26 T&A

Card only mode:

In T&A status, swipe user card close to card area. After a beep ‘di-’, system will

prompt as following,

[ card verity
ID 008101

Verified !

\ J

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

[ Pass Verify

ID 8108

\ J

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

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

ID + Card mode:

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

12



[ Pass Verify

ID 8102

\ J

Press [OK] key to confirm and swipe user card close to card area. After a beep
‘di-’, system will prompt as following,

[ card verity
ID 008101

Verified !

\

2.7 U Disk Module Operation Guide

Plug U disk into OC200 machine. LCD display will prompt entering admin
password.

BACKUP/RESUME

Admin PWD: R

\ J

Input management password (default is 8888), press [OK] button and enter data
backup and resume menu.

2.7.1 Download Record

Press [In/ »] or [Out/ 4] button to choose [Download record] option.

(N )
Download record

Backup staffer
Resume staffer
Backup system
| Resume system

13



Press [OK] to confirm and start downloading record.

e N

BACKUP/RESUME
Download record

Loading... 16%

\ J

When progress bar reaches at 100%, it will prompt “Operation successful. Delete
the record?”

BACKUP/RESUME
Download record

Operation successful
| Delete the record?

J

Press [OK]button to agree this option. Else press [ Status/Esc] to cancel it and
back to upper menu.

After downloading completed, it will create KQ081028.TXT file (file name is based
on operation date) in 10000 (machine SN) file folder in root directory of U disk.

2.7.2 Backup Staffer

Press [In/ »1] or [Out/ 4] button to enter [Backup staffer] option.

N

f Download record
Resume staffer
Backup system

| Resume system

J

Press [OK] to confirm and start backing up staffer info.

e N

BACKUP/RESUME
Backup staffer

Loading... 53%

14



When progress bar reaches at 100%, it will prompt “Operation successful. Press

‘Ok’ to escape”.

BACKUP/RESUME
Backup staffer

Operation Successful
| Press ‘OK’ to escape

Press [OK] button and back to upper menu.

After backup completed, it will create 080826.YG (staffer info) and 080826.ZW
(fingerprint template) files in 10000 (machine SN) file folder in root directory of U disk.

Prompt: If plugging out USB disk, backup operation will exit automatically.

2.7.3 Resume Staffer

Please firstly create BAK.YG and BAK.ZW files in U disk root directory.

(You can rename 080826.YG and 080826.ZW to BAK.YG and BAK.ZW, and then
save in root directory of U disk.)

Secondly, plug U disk into machine, input password, and press [In/ » ] or [Out/

4] button to enter [Resume staffer] option.

[ Download record
Backup staffer
Backup system

| Resume system

Press [OK] to confirm and start resuming staffer info.

e N

BACKUP/RESUME
Resume staffer

Loading... 50%

\ J

When progress bar reaches at 100%, it will prompt “Operation successful. Press

‘Ok’ to escape”.



BACKUP/RESUME
Resume staffer

Operation Successful
| Press ‘OK’ to escape

Press [OK] button and back to upper menu.
Prompt: If BAK.YG and BAK.ZW files are not correct in root directory of U disk, it
will prompt “Can't find the file. Press ‘Ok” to escape during resuming staffers.

e N

BACKUP/RESUME
Resume staffer

Cannot find the file
| Press ‘OK’ to escape

J

Press [OK] button and back to upper menu. Set BAK.YG and BAK.ZW files and
then start resuming staffer operation.
2.7.4 Backup System
Press [in/ »] or [Out/ 4] button to enter [Backup system] option.

N

Download record
Backup staffer
Resume staffer

| Resume system

Press [OK] to confirm and start backing up system.

e N

BACKUP/RESUME
Backup system

Loading... 50%

\ J

When progress bar reaches at 100%, it will prompt “Operation successful. Press

‘Ok’ to escape”
16



BACKUP/RESUME
Backup system

Operation Successful

| Press ‘OK’ to escape

Press [OK] button and back to upper menu.
After backup completed, it will create 080826.SY file in 10000 (machine SN) file
folder in root directory of U disk.

2.7.5 Resume System

Please firstly create BAK.SY file in root directory of U disk. (You can rename

080826.SY to BAK.YG and BAK.SY, then save in root directory of U disk. )

Secondly, plug U disk into machine, input management password and Press [In/

» ] or [Out/ 4] button to enter [Resume system] option.

f Download record
Backup staffer
Resume staffer
Backup system

L Resume system

N

Press [OK] button and back to upper menu.

-

BACKUP/RESUME
Resume system

Loading... 50%

\

J

When progress bar reaches at 100%, it will prompt “Operation successful. Press

‘Ok’ to escape”.

17



BACKUP/RESUME
Resume system

Operation Successful
| Press ‘OK’ to escape )

Press [OK] button and back to upper menu.
Prompt: If BAK.YG and BAK.ZW files are not correct in root directory of U disk, it

will prompt “Can't find the file. Press ‘Ok” to escape during resuming system.

N

-

BACKUP/RESUME
Resume system

Cannot find the file
| Press ‘OK’ to escape )

Press [OK] button and back to upper menu. Set BAK.SY file and then start

resuming system operation again.

18



OYETEIRY System Installation

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

hardware and operation system requirement.
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3 System Installation

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

refer to the following steps:

3.1 Running Environment

Hardware environment
Pentium [ 266 and above; PentiumIII500 and above is recommended,;
128 Memory and above; Minimum 100M hardware space;
COM Port;
CD-ROM (CD-ROM needed in installation);
VGA support 800*600 resolution and above;

Operating system
Microsoft Windows 2000/ XP (recommended);
Microsoft Windows Vista;

3.2  System Installation

Please insert T&A disc into CD-ROM and the disc will automatically run the

installation program. If not, please run setup.exe in the root directory of the disc. The

following window will pop up:

- Fingyerprint Altesdance System £

Welcome to Bio-clice Fingerprnt ltendsnce System Sehip
am T A nstoll B e i A

g
[ p——

ndowi

iz swongly
el runrin this St Progeam

(Click Cancel o uit Sehup and close any programs you have
rrwg Uk Niead lo comirnss wth o Sl prigprm

WARNING. Thes progeam is protected by copyeght L and
miematonsl hesties.

Erogeam, of any.
portion of i, may sevak in severe ol and ciminal penalies, and

[ P

Click [Next] to continue installation (see the picture below):
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22 Bl - Fingrrprint Albeodance Sysdem £
Destinatlon Locatkn 6
=
To inatal inko o diferent: folder, chck Diowre, and vekect another lokder.
o sl by
e g
~ Distnation Fokder
seme [e=l
T8 Iratalabion Wizand?
e [T [ ome |

Select the target directory to install the program and the default is “C:\Bio-office”.

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

22 Bl - Fingrrprint Albeodance Sysdem |
Stan stallation
=
 Gio-cifice Fi
Cickhe - Bk
lumncn
T8 Irilallabion Wieand?
et [R) | oo |

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:

Bt ullic - Finggeerpeied Al erdance Sysben P [l 5|
-
=
2
Gl e
Copying fle:
CAT Deve

EEEEEEEEENNEENNNENEEENNANEEEEEE
[l Files:
T Arsncwrg [ smrmides: & seconds
EEEEEEE
ﬁwlmlmw

The installation will be done after seconds (see the picture below):
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Click [Finish]button and exit install interface, click “Finish” to close the installation

program and an icon Q) will be added to the desktop. If you want to install the driver,

you should select the driver to fit your computer’s operating system and then click
[Finish] to install the driver.
Double click it and the T&A management system will start. In addition, [ Bio-office
Card T&A and Access Control System] has been added to [All Programs] . Please
see the picture below:

B [ T s Attorciarce Machnm Margurert
¥ e U Cesk Module Management
* &§ Uninstal Bio-chlice Fingeepeint Altercdance Systom.

] Genaka OL08 Camera
) whee Sokitions.
gmm ] Adobe Bustratnr 53

) Lightscribe Cwect Cec Labelrg
) Adobe

m ] cpdchllmm
) Nera
The shortcut of [ Card T&A and Access Control System], [Time and Attendance

machine Management] and [U Disk Module Management] are included in [All
Programs] .

3.3 Uninstall the software

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

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

The chapter is mainly about how to add, delete
and set communication between PC and terminal.
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4  Data Communication

Due to different configuration of different device type, please operate based on
device specification.

[start] - [all programs] - [Bio-office Card T&A and Access Control System] -

[ Time and Attendance machine management] ,open [ Time and Attendance machine

management] program :

4 d'Attend V1.
v X (3] & &
Add Del. Modfy | Comnect Setting Recod | Exit
Mach, MO, | Mach. Mame | connection | com /1P Cornecting time
Data on the Time and Attendance Machine Operating Iterms
Staffers | Records | Dowrlnad Records | Setting Parameters J
capaaty | Dowrioad Staffers | Auto-Collect Set ‘
Firmurare Ver, |
Upload Staffers | Ring time control |
Mach. No. |
| Staffer Permission J Notice management ‘
Mach. Time

After successful connection via com port or network, date upload and download
between terminal and software, parameters setting of the terminal can be realized very
easily

4.1 Add Time Attendance terminal

Click [Add] ,the following window will pop up:

Before communication, it needs to set the config. of the device in the software so
as to make a connection between the device and the software . Every device will be
used as a time and attendance terminal.

The method of adding a new time and attendance terminal in the software is as
follows:

Click [Add] in the menu, open the [Add Time and Attendance Mach.] :
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LConnection information

Mech Mo, ech Nae |

Con, EEE -| Compot [

_YE | B

Mach. NO.: Serial number is used to identify every time attendance terminal, the
default digit is 8 bit (this number is on back label as “Serial No");

Mach. Name: the user can set different names of the terminals in different site to
distinguish the terminals;

Connecting methods: Set communication method between terminal and PC
(normal COM, network, RS485)

Com port number: it is the communication port number between the terminal and
PC when connecting them via RS232 .The default com port number is Com1 .If you
don’t know which com port the PC use ,you may check it like this : computer desk
—>device manager ->port (com & LPT ) ©communications port (com 1) or other com
ports ;

IP address: when communication via TCP/IP, it will display the terminal IP address
in the Com port blank and input the IP here .The default IP address is 192.168.0.218.
You may set the IP address according to your request , but the IP here must be the
same as the IP address in the terminal menu - net - IP.

After finishing the setting , press [OK] to save the info and exit to the main
menu ,now you can see the new terminal info in the terminal list .

4.2  Modify Time Attendance terminal

Choose the terminal and click [Modify] , the following window will pop up:

Connection informatior

Mach ta. |1 Mach. Hans |T550

Conm |ENN - | ComPart [1

S B Lred |

Modify the terminal info .After setting is completed, press [OK] to save; press
[ Cancel] not to change the modification and exit the interface .
4.3 Delete Time Attendance terminal

Choose the terminal and click [Delete] , the following window will pop up:

25



‘_?/ Are you sure to delete ths terminal?

o Cancel

click [OK] to delete the chosen terminal and click [cancel] not to delete the
terminal .

4.4  Connecting Time Attendance terminal

Choose the time attendance terminal and click [ Connect] , the managing

permission interface will pop up:

Pluase ot the Mansgrg paswod
I

L By Gl

Enter correct managing password and the original password is 8888. Click the
[OK] to connect to the terminal .

After successful connecting, you can see the info staff, records, capacity, firmware
version ...below the [ Data on the Time and Attendance Machine] .At the same, you can
set the function of the [Operating Items] to communicate with the time attendance
terminal.

4.5 Download records

Click [ Download Records] in [ Operating Items] , and the confirm window will pop

up :

_? ) Arevousreto downloadthe attendance record from the Time and Attendance Maching?

Y Cancel

click [OK] ,the following window pop up:
x

Pleass Select

& DowloadNen Flecord? Donnload All Records

v Brcered |

©® Download New Records: Download the new records in the machine;

© Download All Records: Download all the records in the machine;
Choose the download type and click the [ OK] begin to download the records; click
the [cancel] to exit the download operation .

After downloading records is finished, it will display:
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[11:21:11] Downloading attendance record...
[11:21:19] The attendance record downloading completed, the total record: 68,

succeed record: 68.

4.6 Download Staff

Click [ Download Staffers] in [ Operating Items] , the following window will pop up :

\?/ e you sure to download the Staffar's data from the Time and Attendance machine?

o

Click [OK] to download staffs to management software ,including the department

info download together .The main interface display “[11:24:47] Downloading department
information...”;

After download is finished, data will display as the follows:

[11:24:47] Downloading department information...

[11:24:49]Download department successfully, Record: 10, download: 10
[11:24:49] Downloading the Staffer data...

[11:24:55]The Staffer's data downloading completed, the total record: 112
succeed record: 112.

4.7 Upload Staffs

Click [Upload Staffers] in [Operating Items] , and open [Upload the Staffers]
window :

[ % [ |

Use [ Shift]or [ Ctrl1to choose the staffs who you want to upload, and then click the

[ OK1] button, the following window will pop up :
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¥
\p Are you sure to upload the Staffer's data to the Time and Attendance Machine?
.
(Only the selected staffer's permission wil be uploaded)

e

Click [OK ] to upload staff information ;and click [ cancel] to exit the upload staffers

menu .

After the uploading is finished, it will prompt:
x|

? ) Upload the Staffer completeds

Click [OK] to confirm .
4.8  Staffer Permission Management
Click [Staffer Permission] in [Operating Items] and the window prompts:

“STRITT parmiteion mansgemant

0 asd ofice E |
v — Fasdorice 5
L k. i ke

i3 Clatt P e £l
i My s ofice i)
r e Paad obice i
128 adara Fnad oien

123 M restuen ¥
" oy headotice 3
m [ hesdosice 3
= an [er

33 o Fead cilce i)
™ Mchas headonice 3
= e haadctice 3
1% e Fasd s

e [

™ By hesditice y
m sy Peadomice y
o b Fmad e L]
4 My e aftc

L By Corcel | L
Macondecunt % | o

When the mouse stop on one staff item, it will prompts “click the mouse right key
for more operations”. Select one staffer item and click the mouse right key, the right key

menu prompts:

[ STalTex parmiction mansgemont

w Jach Deft for ol staters o

= Ol Moy poruvocn of welecind stafters. CEA4D

i My = T

r udp Paadiobics "

i1 Satera Featien )

= [y Feazuter ¥

] oy Paaciotics 3

m Mokt Faaciofice 3

= o [T

(] Feazucs 5

i frene) [ 3

i M Faaciofica 3

% Mk [

i o Fanzumen

] = Paacioticn "

" et Paaciofice 3

o i [ 3

0 ey [

Ld ] B G | o

Tacsodteant 3 [ [

[ Default for all staffers]) : Set the staffer’s the identification method and the access

permission as default value.

28



[ Modify permission of selected staffers] : Set the identification method and the
access permission manually. Click the menu and the [ldentification method and access

permission] window will popup as follows:

*. identification method and access permission setting @

Identfication method and access permission
W {B:Fasimd v Card I~ Cad+Passuord

¥ Access allowed

oK Cancel

Set the default identification method and access permission .Click[ OK Jto save the
operation, click [Cancel] to cancel the operation .

Please do not forget to update the staffers to the machine after finishing the
modification. Use [ Shift] or [ Ctrl] to choose the modified staff, click the [OK] to update
the identification method and access permission. It will prompt:

iy S seectnd st 'y pormissin, sl b uikoacddy

Click the [OK] to confirm ,and click the [cancel] to exit the operation .

After updating is finished, it will prompt:

QTS ——
=1

Click [OK] to confirm the update completion .

4.9 Parameter settings of the time attendance machine

Main function: initialize system, time synchronization, delete staffers, clear records,
item of time and attendance machine parameter settings, TCP/IP parameter settings
and new staffer default identification method and access permission.

Click [setting parameters] in [ Operating Items] setting parameters, the following

interface will prompts :
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Management
Iriisize System | Tine swchrerization | DeleteStaffers | ClearReconds |

Itoms of Time and Attendance Machine parameter sellings

Adjust the slectioric lack apening time lapse i 2 cecond | Appy

Adnin Passord o568 e

Output Method M

Fiealime Moritering Funclion Frohibit = ey |
TCP/IP parameter selling via COM

I IPAddiess [

I Default Gateway [

I Subnet Mask [

I Mac Address [

[ ServerlPAddess |1
New staffdefault identiicalion method and scosss permission

W ID+Password [ Card I Card+Password

¥ Access alowed Apoly

4.9.1

The machine system will resume to factory settings when initializing. All data will be

Initialize the attendance machine

cleaned up and the data can not be resumed again. Please back up the data first before
this operation!

Click [Initialize System] ,the following window shows :

kishze the T

At a5 0 ndiskos e madhne

Click [OK] to start to initialize machine; click [cancel] to exit the initialization .
4.9.2

This function is to adjust time of the machine automatically according to the

Synchronizes the machine time with computer

computer. Click [ Time synchronization], the following window will pop up:
£

\-)/- This operation will synchronize unit time with your computer!
H

oK
Click [OK] to synchronize time, click [ Cancel] to exit the operation .
49.3

Delete the appointed staff information. After deletion, it can not be resumed, so

Delete staff information

you'd better back up the staff information before deletion.

Click [Delete staffers] and open [ Delete the appointed staffer] window :
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Tele The appeinted

B Feadifice Sute e Horse Dest

EREEGRERNED
g
i

w

T Dokt P s e on the conputer P

NecortConst £ [ - |

Use [Shift] . [Ctrl] or [OJ All] to select the staffer you want to delete. Click [OK]

and the following window will pop up :

x

\:,:) Are you sure to delete the selected Staffers and their datas?

Click [OK] to delete the staffer; click [ Cancel] to exit the operation .
After the deletion is finished, it will prompt:

=
\‘5} Deleted the Staffers completed!
QK

Click [OK] to confirm the deletion completion.

Notice: [0 Delete the appointed staffs on the computer] : delete the staffer
information in the data base on the computer at the same time when deleting the staffer
information in the machine. After deletion, it can not be resumed, so you'd better be
cautious before deletion.

4.9.4 Clear Records

Delete all of the attendance records of the machine. After deletion, it can not be
resumed, so you'd better back up the records before deletion.

Click [Clear Records] ,and the following window will pop up :

5
\?/ Are you sure to delete the attendance record from the machine?

= cancel

Click [OK] to clear the records: click [Cancel] to exit the operation .
4.9.5 Items of Time and Attendance Machine parameters setting
Set the admin password; lock opening time lapse, output method, real-time

monitoring function ...
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Trerma of Time and Atendance Machine parametns selings

Ayt the eleeimonic lock opening tme lpas 1 2] Socond _Pooky
Admin Passend . _ Aooky

Dutput Mshod = -| Aoy |
Feaems Hertore Fumclon Putis [x] _fok |

[ Adjust the electronic Lock opening time lapse] : It means how many seconds
later to close the door after it is opened. The delay time range is between 0~99
seconds.

Set the electronic Lock opening time lapse according to your request ,and click

[ Apply] to save . After the setting is finished, it prompts:

‘_?(J Lock delay setting ccmpleted!

Click [OK] to confirm .

[ Admin password]: it is used to enter the system to set info for the administrator
and connection between the machine and management software . The range of the
password is 0001~9999.

Input the new password , and click [Apply] to set it . After the setting is finished, it
will prompt:

‘_?(} Admin password setting completed!

Click [OK] to confirm .
[ Output method]): set the machine connect with access controller or timing ring
function .

Select the output method ,and click [ Apply] to effect it. It will prompt:

‘_?(J Qukput method setting successfull

Click [OK] to confirm .
[Real time Monitoring Function]: set the real time communication between the

machine and computer . If it is effective , when anyone press his card on the machine
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and identification is successful, you can see the records in the [ Management software ]
- [Record] . The detail operation please refer to the [Records Supervision] interface .

Select the[ Real time Monitoring Function Jif it is needed , and clickl Apply 1to effect
it. After the setting is finished, it will prompt:

‘?r) Realtime Monitoring Function setting successfull

Click [OK] to confirm .
4.9.6 TCP/IP parameter setting
Tick the [ before the item you want to set, and make it effective.

TCPAP parameter setting via COM

I~ IP Address [

[~ Default Gateway

[~ Subnet Mask [
I~ Mac Address |

I~ Server P Address

O IP Address: the IP address of the machine;

(1 Default Gateway: Gateway IP while connecting to internet;

[0 Subnet Mask: Enter relevant subnet mask in accordance with actual network
type;

(1 Server IP: Enter the management PC IP address connected with the machine;

After the setting is finished , click [ Apply] and it will prompts :
1

! E TCP/IP parameter settig completed!

Click [OK] to confirm .

4.9.7 New staff default identification method and access permission

If the function is effective, the identification method and the access permission of
all the new enroll users will follow the same setting.

Mew staff default idenlification method and access permissior

Iv ID+Password [w Card 7 Cad+Password

v Access allowed Apply

Set the default identification method and the access permission according to your
request and click [Apply] to effect it . After the setting is finished, it will prompt:
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Prompt information x|

\_? Identification method default setting completed!

Click [OK] to confirm .
4.10 Auto collect set
Click [ Auto-Collect Set] in [ Operating Items] and open [ Record timing collection]

window :
The Condéion
Mach pis [ [, | bl ]
= Delete
Colecting Trta = Do
ELT] 24 Vg
Mach No Colacting Time

Mach. No.: Please select the correct machine
Password: Input password of the selected machine
Collecting time: Input the time in the blank before [Add Time] on which you would
like the system to auto-collect the record .Click [Add Time] to add the time into
[ Collecting Time] blank and do the same operation to add more collecting time.
Note: the maximum time is 5.
[+Add] : after the collecting time setting is finished ,click [Add] to save the
collecting time into the below list .
[-Delete] : first select the Mach. NO. and the collecting time in the below list, and

click [-Delete] , it will prompts :
x

:{/ Are you sure to delete the setting record selected?

TR |

Click [OK] to confirm ; click [ Cancel] to exit the operation .
[Clear] : it will clear all the collecting time in the below list .

Click [Clear] , it will prompts :

34



ﬂ

3/ Are you sure to delete al setting record?

o [

Click [OK] to confirm ; click [ Cancel] to exit the operation .
4.11 Ring time control
Click [Ring time control] in [Operating Items] and the window prompts:

. Ring, time contro =
Plirsp tirne st
- (TN Er—
Ringhime |80
¥ Monday v Cuesdw [ Widesdw W Thida
v Fuday Satuany Suraby
e - [ e  Leel

Add the ringing time: set the ringing time and select the dates of the week, Click
[ +Add ]to add the ringing time. The ringing times will display in the left blankl Ring time
list] .

Delete the ringing time: You can select one ring time in the [Ring time list] and

click [Del] to delete the ringing time .One window will popup as follows:

x|
\?J Are you sure to delete the selected ring time?
o

Click [OK] to confirm deletion. Click [ Cancel] to cancel the deletion operation.
After the setting is finished ,Click [OK] to save the ring time settings. One window

pops up as follows:

]
\‘f,/i Are you sure to save the added ring time?
OK I Cancel Y

Click [OK] to confirm ; click [ Cancel] to exit the operation .
4.12 Notice management

Click [Notice management] in [Operating ltems] and window prompts:
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There are two kind of message type: private message and public message. The
public message don’t need to input the ID and the default ID is O ; but the private
message need to input the staff ID ,otherwise when you add the private message ,it will

prompts :
51
3/3 Please enter the staff ID!

o |

Input the message content ,and click the [ Add Message] , it will prompts :

‘Prompt information

\:.,‘J Adding message successfull

Click [Read message] ,you will see the message in the [ Message List] :

Message .. |MessageT..|StaffID | Staff Num...| Message Content [ValdDate | =]
o 0 Public Messa 0 el everybody! 071228 |
1 Public bessa) 0 hela ! 071223

[Delete Selected Messages] : select the message and click [Delete Selected

Messages] to delete it . One window will popup as follows:

"Please make sure ...

\?‘J Are you sure to delets the selected messages please?

Cancel

Click [OK] to confirm deletion. Click [ Cancel] to cancel the deletion.
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[ Delete All Messages] : Click [ Delete All Messages] if you want to delete all the
messages. One window pops up as follows:

__?JJ Are you sure ko delete all messages?

Cancel

Click [OK] to confirm deletion. Click [ Cancel] to cancel the deletion.

After the deletion is finished, it prompts:

¥ ?(J Deletion of all messages successfull

Click [OK] to confirm deletion is finished and exit .
4.13 System setting

Click the button [Setting] in the toolbar. One window pops up as follows:

[~ Run automatically when windows starts

Fiealtime Comm, Parameter Setting

[ Listen serial port; COM1 j
W 0K _Eh Cancel

[0 Run automatically when windows starts: the management software will run
automatically when windows starts.

I Listen serial port: when real time communication is effective, the item must be
selected. You may set the function according to your request.

After the setting is finished, click [OK] and it will prompts:

‘_?(J Setting completed!

Click [OK] to confirm .

Notice: The real time monitor will not activate if the communication method is
RS485.

4.14 Record supervision

Real-time monitor the time attendance machine and the attendance records will
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upload to the software automatically.

Click the button [Record] in the toolbar. One window pops up as follows:

It will display the recent records of the staffers whose identification are
successful .You can modify the monitor time .The valid time period is 1-1440 min and it
means to display the records in the latest 24 hour.

Notice: there are must be three preconditions at the same time if you want to real

time monitor the records:

1.The [Real time Monitoring Function] in [ Items of Time and Attendance Machine
parameters setting] must be effective ;

2.The monitor method in [ Real-time Comm. Parameter Setting] of [ Setting] must
be correct ;

3.If the communication method is RS232, please disconnect the communication
between the software and the machine by click the button [ disconnect] .Then the real
time monitor function can be activated; if the communication method is TCP/IP, you
don’tto do so .

4.15 Disconnect the attendance machine

The communication between the attendance machine and the PC must be
disconnected when operating some items, such as [ Record supervision] and

[ Auto-collect set] .
Click [Disconnect] to disconnect the attendance machine.
4.16  Exit System

Close the software. Click [Exit] or the close button and following prompts:
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Please make sure ...

\;p Are ol sure bo exit?

- Cancel

Click [OK] to exit from system; click [ Cancel] to cancel the operation.

4.17 U Disk Management Program

U disk management program mainly manages data transaction for U disk,
database and between them. Open it and the interface is show as following,

e dota hom s U ik | Moty ok | Eapeet ol

U dizk

Flod e slallre et huem the L ek

[ =l s

I Riegtace the ewsing siafies mfomation I

4,17.1 Read U disk data
Read attendance record from U disk files: Click [-I] button after [Read the
records from the U disk] , pop-up the following window.
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Choose 081027.TXT in 10000 (machine SN) under the root directory of U disk
(files named based on date), click [Open(O)] button or double click 081027.TXT and
back to upper interface.

Click [Start] button and attendance records will be imported to local database
named Check in/out table of Att2003.mdb.

39



= 0C00 L Disk Management V1.0 =14
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After importing completed, it will prompt ‘Finished?!".

= 0C200 U Disk Management V1.0
R e dotahom e U ik | Moxky Erpt |
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e |
Read staffer info from U disk: Click [I] button after[ Read the staffer information
from the U disk] , pop-up the following window.

ot i[5 000 5 «mem
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Choose 081027.YG in 10000 (machine SN) under the root directory of U disk (files
named based on date), click [Open(Q)] button or double click 081027.YG and back to

upper interface.
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Click [Start] button and attendance records will be imported to local database
named userinfo table of Att2003.mdb.

= OCH00 U Disk Management ¥1.0

[0 |

ek

Pl B shalles irdormation hom the L dsk,

0200511 0000VDR1 027,75 = e |

™ Replace the sxiving stalffer information

19 34 57) Readng the itaffer nfomation

After importing completed, it will prompt ‘Finished?!".

= OCH00 U Disk Management ¥1.0
[ Fizad the daka from the U dish |

[0 |
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™ Replace the sxving stalffes information

19 34 57) Readng the itaffer nfomation

Stafter Indormation THE Success e

{2 37.04] Firscheecd

Prompt: If database has exists this record, the program will prompt “Same record is
existent 7876[7876]".
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If you need replace the previous staffer info with those in U disk, please tick

[ Replace the existing staffer information]
4.17.2  Modify data in U disk
Click [:I1 button after [ Choose the staffer information file ], pop-up the following

window.
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Choose 081027.YG in 10000 (machine SN) under the root directory of U disk (files
named based on date), click [Open(Q)] button or double click 081027.YG and back to

upper interface.
Click [Analyse]button and the program will compare the staffers’ name with those

in Userinfo table of Att2003.mdb.
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= OCH00 U Disk Management ¥1.0
Pl thes b ot U ok Modil the data n the U disk | Expcat ot hom e doabanse |

(Chocess the stafter ndormation b
E\oc200-M0000ON 027G | anawe | seectod | Selestnone | Updatethe selected stoery'names |
Numbs Uil Harre Cadusbes  Friviege um'nu..aumg

L

[ 4715 Airusbyse thes staites ndormation,

After analyse completed, it will prompt ‘Finished’.

= OCH00 U Disk Management ¥1.0

Pl thes b ot U ok Modil the data n the U disk | Expcat ot hom e doabanse |
(Chocess the stafter ndormation b
E\oc200-M0000ON 027G | anawe | seectod | Selestnone | Updatethe selected stoery'names |
Numbs Uil Harre CodNusber  Pridkegs  Hams the dusbass A

C 1 739 79 13843763 19 73

7 2 ok 15 Abcw

3 3 Eredy 000423 19 Enendy

4 Aif U 1

L) 55 1T a0 195

3 66 1341542 196

7 77 13842653 197

® L RE_ER 2 198

a a9 134T 199

10 738 798 13843762 19 79

n et rest T 18 7T

12 776 7776 136 13 7776

13 TEES TEER pE_ ke, t) 19 MeEs -
[ 8131 Arualyse the stalfer ndommation.
[24207] Frithed

Please use [Select all] button or [ Shift/Ctrl] button to select all or multiple select
and update staffers’ name. Click [ Select none] button to cancel selection.
After selection completed, click [Update the selected staffers’ namel button to

save updating of staffers’ name.
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= OCH00 U Disk Management ¥1.0

Pl thes b ot U ok Modil the data n the U disk | Expcat ot hom e doabanse |
(Chocess the stafter ndormation b
E\oc200-M0000ON 027G | anawe | seectod | Selestnone | Updatethe selected stoery'names |
Numbs Uil Harre CodNusber  Pridkegs  Hams the dusbase A
B 1 730 79 13843763 19 7398
. 2 2 A T 15 Abcw
. 3 3 Erendy TH000423 19 Ervendy
. 4 4 285 19
. L] 55 17 Al 1495
. & 66 1341542 16
. 7 77 1384653 17
® L] R En ) 1He
. E] 99 1304376 g
10 738 798 13843762 19 73%
. n et reat T 19 7887
f 12 7776 77T 134516 19 7776
12 TEES TEER pE_EE.t) 19 TeES -
[ &8 27] Lipdating the staffes rame
(Copy fie € A 6 1o e 10000081027 6 1

After updating completed, it will prompt ‘Finished?!".

= OCH00 U Disk Management ¥1.0

Pl thes chb ot U chsk, | Moy the dota n the U ik | Epcat. ot hom e chodabanss |
(Chocess the stafter ndormation b
E-\0c 200010000081 027 Y | anawe | seectod | Selestnone | Updatethe selected stoery'names |
Numbs Uil Harre CordNusbe  Prickegs  Hasna inthe dstsbase A
B 1 730 79 13843763 19 7398
. 2 2 A T 15 Abcw
. 3 3 Ervendy 102 19 Erendy
. [ 4 285 194
. L] 55 17 Al 1495
. & 66 1341542 196
. 7 77 1384653 17
® L] R En ) 1He
. 3 99 1304376 199
10 738 798 13843762 19 73%
. n et reat T 19 7887
f 12 7776 77T 134516 19 7776
12 TEES TEER pE_EE.t) 19 TeES -
[ 48 27] ipdiating the staltes name
(Copy e A 6 1ol £ 10000081027 6 1
1348481 Frihed

After updating completed, it will create a file named 081027.YG.bk1 in 10000 file of
U disk that is the backup of previous 081027.YG.
4.17.3 Export data from database
Input machine serial number, click [Search] to retrieve staffer info from database.
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== OCH00 U Disk Management ¥1.0
Fiead ther diak | Moy s [Expert detabare |

Enter the devace’s sl ramber §
Seach | Sekectol | Selectnone | Evponthe selected records o the e |

Humbear Uit IO Hasre CordNumbee  Priviege A
L3 ETEE. 1/ michelle 38 17
] 2 fen T LB
3 3 Crrerdy TR000427 17
4 a4 28U 17
5 55 TA 17
& 133 13641542 17
T nr 138453 17
8 we VTR 17
9 39 13843876 17
BTET 10 Aleny il Y 17
[ nn Foox) 17
7070 1212 2055 17
N RERE] ) LE -

Please use [Select all]button or [ Shift/Ctrl] button to select all or multiple select

and update staffers’ name. Click [Select none] button to cancel selection.
After selection completed, click [Export the selected records to the file] button,

will prompt the following window:

Browse for Folder

Please choose the export directory,

EETYiECia () ~
{3 auto-collect oT
() Av 28300
) av-u
{L) entertainment
{5 FES00 Client
() Fe900 server
{5 FES00-0A99
) oa101 3
{3 OA101 putaoyayu
{C3) OA180 0725
i) oatg0-U
1072 AATAN | arshic i

Choose export directory, save to root directory of U disk or others. Click [OK]

button and start data exporting.

it
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Seach | Seectol | Selectnone | Ewpotthe othe fie |
Humber Usat b Hasre CordNumber  Priviege Al
b E765 1 michebe 250758 ” |
. El 2 fkcn 2T i
. Fl 3 Ervendy 11000423 17
. 4 4 28U 7
. 5 55 LELl 17
i & 66 13041542 17
. T n? 12847653 17
. ] 8 e 1349764 i
. 9 39 13843876 17
' 6767 10 Alen 2197887 7
. 0% nn U5 i
. 7070 1212 205 17
. nx 1313 SHEES) Lt |
[4517%] Exgortng

After exporting completed, it will prompt ‘Exporting finished'.

46



OgFETolIgs] 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:

Administiator ‘Adm\n |

Password: | |

The default administrator's name is “Admin” and password is empty. Log in system
and the following interface will be displayed:

#) Fingerprint T&A management system ¥4.2.0

Systen HR Management Attendamce Exception Data Maintenance External Help

B I0-0OFFICE
Steffers Tiretabls Scheduls

}
G o= 1

Record Repart Clear Data

2009-09-23 12:55:23  Admin Fingerprint TAA management system Ee True & Safe

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

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

5.2 System

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

B¢ Adninistrators

Adninistrator’ s Password Set

Modified Record Log
Managing Log

DatsBaze Linking

Exit System Ctrl+l
5.2.1 Parameters Settings

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

0 System parameters setting E]

 Basic parameters | Sial, Rules | Leave class || Field definition

Easic info

Unit Name: |Head office

Common Aule

[ shift expands two days
480 {4 Minute
(& Count as the Tst day

() Count a5 the 2nd day

A, workday count as

I
[ Nt clock in court = ats 5021 inute - -
Overtine Caleulation

L N [}

[C] Nat clock aul count as eaty |5 193] pfinute omal Day
Holiday |0
I o

[t duty 50 B8] minutes later clock-out count as overtime FEstval

Pic5.1 Parameters Settings

Basic parameters:

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

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

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

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

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

0 System parameters setting &l
Basic parameters || $tal. Hules | Leave class | Field definition
Stat. [bems:
Stat. Rule

Late Linit Set
Early .
Business Leave Uit | Day s
Leave
Arsence Miriourn: |1
Stay away
Owertime
Fiee Overtime Round-off control

) Round down

O Round up Round at total

(%) Round off [ Accumulate by times

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

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

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

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

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

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

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

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

Leave class:

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

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

G
Append Delete  Modify
Name Calor -~
Administration Departr] | Leave Class:
Seles Show Calor:
Indicating Symbol l:l

Add new leave class:

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

Delete leave class:

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

[OK1] to finish.
Field definition:
Click page [Field definition] in pic5.1,following shows:

u System parameters setting El

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

Field Name : | Sl Input nev field value.

Chinese
English

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

Click [System] - [ Administrators] , following window shows:
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oAdl:'mistratnr set @
]
CEEIE

Append Delete Modify

Mame Alministrator; | £4min

» T Dept operable: [@ Items operable: @

¥ Head office

! : The new administrator has a default password: 588588

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 “Iltems operable” list in above picture, such as
“Staffer maintenance, Shifts settings, Calculating and Report”; we can set different
privileges for different administrators so as to divide and manage the task systematically.

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

Modify administrator:

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

Delete administrator:

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

deleting according to the prompt.
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5.2.3  Administrator’s Password Set
Click menu [System] -- [ Administrator’s Password Set] , following springs:

o Administrator modify password

Mew Pyud: |

Old Prwd: || |
|
|

Corfirm Pud: |

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 (=3

Search Restore Close
Time Range
Department| ff Head office v | Staffer Mo. v Fom|EIE 31 v| o000t 5| Tolz03 49 w|[z3mass 2
Department Staffer No. MName Clacking Time State Modify type | Reazans Adrninistrator
v[
< »
FecordConnt 1)

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

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

this record and clicking [ Restore]

Click [Close] to exit.
5.2.5 Managing Log

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

Search Close

Time Aange

Adminishator |41

Fiom EIE- 314 | 000N %

| Tol2mg 41z v czsess 2

D Narme
3 —
21 Adriin

20 Adrin

139 Adriin

18 Admin

17 Adrin

16 Admin

15 Adrmin

14 Adrir

13 Adrin

12 Adrir

11 Adrmin

10 Adriin

9 Adrmin

8 Adrmin

7 Admin

B Admin

=

tManaging Time Remark

2003-4-1311:53:48 Operating system parameter settings
2009-4-1311:93:30 Operating spstem parameter settings
2003-4-1311:51:47 Operating system parameter settings
2009-4-1311:43:33 Operating spstem parameter settings
2009-4-1211:44:10 Clear the data before " 2009-03-01 "
2009-4-13 11:43:21 Dperating business leavelsave
2009-4-1211:42:38 Dperating business leaveleave
2009-4-1311:41:53 Dperating business leavelsave
2009-4-1311:40:55 Operating business leave/leave
2009-4-1311:36:39 Dperating festival/holiday settings
2009-41311:32:18 Operating spstem parameter settings
2003-4-1311:25:10 Dperating system parameter settings
2009-4-1311:24:47 Operating spstem parameter settings
2003-4-1311:24:41 Dperating system parameter settings
2003-4-1311:24:21 Lirk the databass to
2009-41211:23.08 Operating spstem parameter settings:
2009-4-10 18:01:06 DOperating spstem parameter settings

£
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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§ Datsbase conmecting failed, Please collocate the database again
.

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

B Data Link Properties §|

Provider |Connection | Advanved | All

Specify the following to connectto Access data
1. Select or enter a database name:
E:\Test\Facksroup menagement\Att2003. mdb

2. Enter infarmation to log on to the database:
User name: Admin

[#] Blank password [ Allow saving password

Test Connection

[ ok ][ Cancel J[ Help |

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

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

5.2.7  Exit System

Click [Exit System] in System menu. The following menu springs.
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Please make sure ... @

2 it
\__/ Are you sure to exit?

| [ cancel

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

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

& Department Management CtrltD
e Staffers Maintenance CtrltG

5.3.1 Department Management

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

3 Department Nanagement @
L I ALY
Append

Departments List

i Head office

Being Selected Dept

Input the new department name

&

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

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

Add a new department

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

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

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

Department modification

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

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

Please make sure ...

? Are you sure to delete this department?
.
~

7 Cancel

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

5.3.2  Staffer Maintenance

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

appears:
‘o Staffer Naintenance ‘ZJE]El
= Vi : ] -1
| ) R y
YRR
| Agpend Delete Medify Concel | Trensfer Import
B Headoffice Search Staffers | [&
taffer Mo ame epartment ard Mo ex | Pasition mploy Date
%:zﬁ Staffer N i} s} Card N 5i Posil Employ D
»:E101 Dawd Headaffice
g102 Allen Headaffice
a103 Dark Headoffice
a104 Willen Headoffice
8105 Hally Headaffice
106 Ring Headaffice
a1o7 Golf Headoffice
a1oe Jim Headoffice
g109 Kate Headaffice
attn Lily Headoffice
ain Hose Headoffice
< >
Staffers Information ‘
i | | Aftend, Set
Staffer Ho. 9101 Card Mo, ‘7| Wame }L| endance Sel
Sex | & Lguese| 5 ity [0 20090523 9] Colibe o
I ] )
Education | | Specialy | _‘ﬂ Fosition | & Calculate Overtime
Telephane | obie R ] ’ |
| | 3 |
elephone obile mploy Late 1= [¥] Rrest On Holiday
—=
oMo, | | Camment | | Maite Staus |
Address | | User Type |Normal User | Giovp Mo [0 v
RecordCount: 11

Staffer’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
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[ Temporary Shifts] which defines as overtime working; If the checkbox of “Rest On
Holiday” is not checked, holidays will make no effect on the shifts for this staffer; if the
checkbox of “Rest On Holiday” is checked, thus for those holidays, even there are shifts
on those days for the staffer, those shifts will be invalid. And if there are time attendance
records of this staffer, those records will be deemed as free overtime.

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

Staff's modification:

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

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:
# Head dffice
&% Adminibator Department
b
&8 Sales
&8 P

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. Mame Department Paosition
R laecrer IPTE—
8102 David Cancel A1l Cerl+Z
a103 King Jin 2005-0530
8104 Clark Ruan Export Data 2006-09-15
105 tark Simth ld v Staffer Fo -0B-20
Shew a1l columns  Hane
v Department
v Position
v Enpley Date
v Telephene
v pddress
v Sex
< v Language
v Comment

‘ingers
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:

Save As FE
S In L Backgr omp masagemant v s Wndlv
CTesplate
L G
Bacant
Deshtep
Uy Btwork
Mazar
File game 1 e |
Saveasime: | Text File (v, wx) - _cancer_|

Please select your target directory of your export, file format (txt or xIs) and the file
name. Click [Savel to confirm the operation.

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

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

Holiday List

TimeTable and Shift CtrltE
% Staffer Scheduling Cirl+P
Attendance Record
i Attendence Caleulating and Report  Cirl+R

5.4.1 Holiday List

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

>
8 |
! 7 W
ippend Delete Modify
Name Start Date | 2003 416 % Days |3 (&
Holiday Hame Start Dale: Days
3 20030501

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

Deletion of festivals or holidays

Select the festivals or holidays you want to delete, 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.

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

o TimeTable and Schedule Naintenance El
Timetable Maintenance | Shitt Maintenance
:
& B
i

|4

dppend Delete Modify

Timetable Mame | On Duty Time foutp Timne ~ Timetable Name | Day
» EET [ I 2

morring 0400 1200 On Duty Time 500

aftemnoon 1200 20:00 1700

night 20:00 0400 Ol 2y i

Begin Clock-In Time | 9700

Erd ClackIn Time | 1300

Begin Clack-Out Time 16:00

End Clock-Out Time | 2000
5

Late enor allowance Mirutes

Early enror allowance 5 Minutes
Count Az wWarkday 1

Count &s workTime | 430 Minutes

Mt C-ln Must C-Out
v [ 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 Jandl 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]
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can be before [Begin Clock-in Time] ) but it can’t be longer than 24 hours.

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

Checking [Must C-In]Jand [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 1If 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, click [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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o TimeTable and Schedule HMaintenance E]

Timetable Maintenance o
= b o= 1 ¥
Append Delete Modify
Shift Name A
’ Shift Name | day shift Cycles |1 3] Cycle Unit |'Week  +
three shift
|
Date Timetable 1 Timetable 2 |TimeTabla =l ITI‘neTabIe 4
Sunday
Monday Day
Tuesday Day

Wednesday Day
Thursday Day
Friday Day
Saturday Day

Add a shift:

Click[ Append Jand enter corresponding shit information in [ Shift Name Jsuch 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 [Savel to complete. (Please refer to the
example for details.)

# £dd Shift Timetable X
Chaice a timetable: Cheice the date: (L]
Timetable ... | On Duty Ti...| Off Duty Time # Sunday
. 200 3 | tMond:
oo oo v JNIGIES
moming  04:00 1200 | Wednatday
afternoon 12:00 20:00 vl Thurgday
night 20:00 04:00 "
Saturday

|~
»

ok | Carcel |

Pic5.3 Add a timetable
Delete the timetable: select the timetable you want to delete and click [Delete] .
Clear the timetable: clear all the timetables of the shift.

Arrange the shift automatically: when a staffer has several shifts during one period,
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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],setl Cycle]to “3" and [Cycle

Unit] to “week”. Please see the picture below:

oIi-eTahle and Schedule Naintenance @

| Timetable Maintenance
- g %=
Append Delete Modify
Shift Name &
¥ day shift Shift Name Cycles 3 3| Cycle Unit \Week v
| ) |
Dale Timetable: 1 Timetable 2 [TimeT able 3 |T;'meTab\e 4 -
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v — v

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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¥ Add Shift Timetable E|

Chaice a timetable: Chaice the date: Clen
Timetable ... | On Duty Ti...| Off Duty Time A Sunday ‘Wednesday

Dy G000 et it
3 ¥ iy Saaday
afternoon 1200 20:00 ¥ Thursda

v

right 20:00 04:00

Saturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
2 Mornday
< 1= 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 @

Choice a timetable Chaice the date: CJan

Timetable ... | On Duty Ti..| Of Duty Time A Sunday Wednesday
0800 17.00 TMS::;:y g:;;;jdﬂv
04:00 1200 Wwednesday Saturday
liz00 __J2o00 ] Thursdap
20:00 04:00 Fiiday
Saturday
Sunday
vi Manday
¥ Tuesday

v wWednesday
| Thursda
v

Saturday
Sunday

2 Manday
- Tuesday

ok ‘ LCancel ‘

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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# Add Shift Timetable X

Choice a timetable: Choice the date: Clan
Timetable ... | On Duty Ti... | OfF Duty Time # Sunday | Wwiednesday
Dy e:00 1700 § Morday W Thursday

. . . Tuesday v/
moring 04:00 1200 Wednesday
afternoon  12:00 20:00 Thursday

it __J2000 Jokoo | Fliday,

aturday

Surdap
Monday
Tuesdap
‘Wednesday
Thursday
Friday
Saturday
Sunday

¥ Monday

v Tuesday

Saturday

|
v

ok | 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 El

| Timetable Maintenanc air
Append Delete Modify
Shift Name: &
b cay shit Shift Name | tves shilt ‘ Cpeles 3 2] Cycle Urit| Week
J
Date Timetable 1 Timetable 2 |T:‘meTable3 |TimeTabBed ~
Tuesdap morming
‘Wednesday  mormning
Thursday marning
Fricay mofring
Saturday
Sunday
Monday afternoon
Tuesday afternaon
Wednesday afternoon
S = v

5.4.3 Staffer Scheduling

Click [Staffer Scheduling] in[attendance 1 menu. The following window appears:
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# staffer Scheduling

&

Select A1 Select Fone
) Lam Loong Photo House

< |

Time Range

From | 2005-04-01 v
To | 2003-04-30 v

Arrangs Shift

Search Staffers

I

Staffer No Name: Department Shitt
10 Tan Soon Tek Operation
il LeowChee Siang  Head Office day shift
12 SuHeales Head Office
2 Ching Head Office day shit
4 Andy Ho Head Dffice
5 Sellamah A/P Appad: Head Difice day shift

B =

Del. Temporary Add Temporary

RN B0

Date

04-01 Wednesday
04-02 Thursday
04-03 Friday
04-04 Saturday
04-05 Sunday
04-08 Monday
04-07 Tuesday

14 10 e
e

Timetable 1

Timetable 2 TimeTable 3

|T\meT able 4 ‘

|

Pic5.4 Staff scheduling

Choose the department or several personnel that need to arrange

[Arrange] , the following window appears:

o Staffer shift maintenance @

shifts, click

Beginning [ 20090401 (»
Ending | 2010-04-30 R

] Add 8 pel,

Shift List: Shift Timetable:
Shift Name | Cocle quantty | [Date Timetable 1 Timetable 2 |T|meTahIe 3 |T\msTabIs 1 |
» TR e
three shift 3
Monday Day
Tuezday Day
‘Wednesday Day
Thursday Day
Friday Day
LS Saturday Day
L
< | =
The current shift schedule:
Ui Rt Shift name Beginning date Ending date
» ft H04-01 2010-04-01

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]

Pic5.5 to finish the adding of new shifts.

in
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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 ...

\_‘:/ Are you sure to make temporary shift schedule to the zelected Stafferz from 2009-03-01 to Z009-04-097
1 Cancel

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

the following window will pop up:

‘9 Add a temporary timetable ﬂ

Select the timetable to add Select the dates Clan
Timetable... | Oreduty time | Off-duty time | 04-125unday
|3 normal day | 09:00
night 20:00 05:00
marning 0800 1200
v
[ juls I [ Cancel I

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]l menu, the following appears:
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# Search Staffer’s Attendance Record =)}

TN
> e =
Search Report Export Modify Log
Time Range
Department |} Hesd office ~ | StafferNo. |4l ¥ FomEE 41 | | 0on0t 2| To|oooe 418 | [zzesms 2
Department Staffer Mo, MName Date Time: State Location D ~
13
v

RecordCount: 0

Inquiry of attendance record
Select the department, staff, the beginning and ending time that need to inquire
about, then click search, you can get the corresponding attendance record.

¥ Scarch Staffe Attendance Record

By C 9 =
< (9 =

Gearch Report BExport Modify Log

Time Range
Department |} Hesd office ~ | StafferMo. | Al v fomEEE £ 1 v| | omm 2| Tolzos 418 v | [2zmass 2
Department Staffer Mo, MName Date Time: State Location D ~
Jake Chen 2003-04-01 07:23:05 Clock In
Adrminitrator Department aom Jake Chen 2003-04-01 17:00:53 Clock Out
Adminitrator Department 80m Jake Chen 2009-04-02 07:45:39 Clock In
Adrminitrator Department aom Jake Chen 2003-04-02 17:05:16 Clock Out
Adminitrator Department 20M Jake Chen 2009-04-03 07:5212 Clock In
Adrinitrator Department aom Jake Chen 2003-04-03 17:01:54 Clack Out
Adminitrator Department 20m Jake Chen 2009-04-04 07:43:54 Clock In
Adrinitrator Department aom Jake Chen 2003-04-06 07:38:36 Clock In
Adrminitrator Department aom Jake Chen 2003-04-06 17:08:42 Clock Out
Adminitrator Department 80m Jake Chen 2009-04-07 07:45:16 Clock In
Adrminitrator Department aom Jake Chen 2003-04-07 17:14:20 Clock Out
Adminitrator Department 80m Jake Chen 2009-04-08 07:08:12 Clock In
Adrminitrator Department aom Jake Chen 2003-04-08 07:24:53 Clock In
Adminitrator Department 20m Jake Chen 2009-04-08 17:20:059 Clock Out
Adrinitrator Department aom Jake Chen 2003-04-09 07:43:52 Clack In
Adminitrator Department 20m Jake Chen 2009-04-09 07:51:56 Clock In
Adminitrator Department a0om Jake Chen 2009-04-09 08:0215 Clock In
Adrminitrator Department aom Jake Chen 2003-04-0917:11:24 Clock Out
Adminitrator Department 80m Jake Chen 2009-04-10 07:45:19 Clock In
Adrminitrator Department aom Jake Chen 2003-04-1017:04:34 Clock Out
Adminitrator Department 80m Jake Chen 2009-04-13 07:35:46 Clock In
Adrminitrator Department aom Jake Chen 2003-04-1317:27:06 Clock Out
Adminitrator Department 20M Jake Chen 2009-04-14 07:08:12 Clock In
v
RecordCount: 135

Attendance record report form preview
Click [Report] when the window displays the attendance inquiry records, you can

get the report form automatically.
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= .
7B Preview

tux = EHES M2

*®

Head office attendance record report

2008-04-01 To 2008-04-16

E Jake Chen 8001 2009-4-1017.04:34__ | Clock Oul 2009-4-7 74516 | Clatkin
00941 73305 | Closkin 2008-4-13 7.3546__| ClackIn 2008-4-717:14.20__| Clock Out
T e 2006-4-13 17:27:06__| Clock Out 20054870812 | Clotkin
20094374535 | Clockin 2000414 T.06.12__| Clockln 20094872453 | Clatkln
200942170516 | Clockow 2008-4-14 17:16:25 | Clock Oul 2008-4-817.20.05__| Clock Out
20094375212 | Glockin 2008-4-15 74658 | ClackIn 2009-4-674852 | Clockln
T T 2006-4-15 170853 | Clock Out 2003-4675156 | Clotkin
20094474358 | Clockin 2000416 B:00.59__| Clockln 20094080215 | Clatkln
J0094673835 | Clotkin Count 27 2008-4-817.11.24__| Clock Out

; 2008-4-10 74519 | ClockIn
ZZDDD,JQQ:,5717740:122 %‘n;fk?:t L] JSIHCITEE S, 3009-4-10170438 | Clock Out
2009-4717.1420 | Clock Out 20081 iblockin 2008-4-137:35:48 | Clockln
200948 7.00.12 Clockin 200153 sti7a 005 S | CHOUE 3009-4-1317.27.06 | Clockout
e e 2000-4-2 74535 Clackln L TR T
009387172005 | Clock Ot 2009-4-217:05:18 | Clock Out 3009-4-14 171625 | ClockOut
2009-4.9 74952 Clockin 2008-4-37:52:42 ClockIn 2008-4-15 7.46:59__ | Clockin
2009497 5156 Clockin 20153, a1 A e CkOu 3009-4-1517.0853 | Clockout
e e G 2000-4-4 74554 Clackln T TG
2009-2617.11:24__| Clock Out j;;;'i?:fﬂeﬂ'afz ;'nc;ké:' GCount; 27
22000099-17110017740?3%1 ;‘iﬁgzt 200847 FAEie | Clockin PeD Mark Simth 8105
e i 2006-47 171430 | Clack Out 2003-21732305__ | Clockln
T o P 2009-4-5 7.08:12 Clockin 2008-4-1 17.00:59 | Clock Out
it e 2006-4-8 72453 Clackin 2009-4-2 74535 | Clockln
a7 ies oo 2008-4817:2005__| Clack Out 2008-4-217.05:16__| Clock Out
T S T 2009-4-0 74852 Clockln 20094375212 | Clatkln
e 2009-4-0 75156 Clockin 2008-4-317.00:54__| Clock Out

- INAA-A AN 15| Clnckin 20NA-4-4 74354 | Cinckin

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 =]

' ¢ =&
A~ (9 a
Caleulate Report Export Exception
Time Rangs
Department i Head office |+ Staffer Al v From |HHIE- 4- 1  ~| | coomr 2 To|2009- 416~ | [23895 2
AMendance Exceplions | Shift Exceptions | Other Exceptions | Calculated ltems
Departrnent | MName Staffer Mo, Date Timetable On Duty Off Dty Clock In Clock Out

»
< >

Pic5.6 Attendance Calculating and Report

Select the beginning, the ending date and the department and staff that need to be

calculated and then click [calculate] , the following window appears:

# Attendance Calculating and Report =]

B9 S =
o _O] =

Calemlate Eeport Export Exception

Time Rangs

Department {fj Head office |+ Staffer Al v From|2009- 4- 1 & | | 0:00:01

AMendance Exceplions | Shift Exceptions | Other Exceptions | Calculated ltems
Departrnent | MName Staffer Mo, Date Timetable On Duty Off Dty

4 ark Simth 8105 2009-04-16  EEHE 2003-04-16 08:00 2003-04-16 17:00

David a1z 20090401 EFHE 2009-04-01 02:00 2009-04-01 17:00

R&D Doavid a0z 2009-0402 EEHE 2003-04-02 08:00 2009-04-02 17:00
R&D David aioz 2009-0403  EEHE 2003-04-03 0B:00 2009-04-03 17:00
R&D David aloz 20030406  EFHE 2003-04-06 08:00 2003-04-06 17:00
R&D David a1z 2009-0407 TEEHE 2009-04-07 02:00 2009-04-07 17:00
R&D David a2 20090408 EFHE 2009-04-08 0800 2009-04-08 17:00
R&D David aloz 2009-0408  EEHE 2003-04-03 08:00 2003-04-03 17:00
R&D David a1z 20090410 EFHE 2009-04-10 02:00 2009-04-10 17:00
R&D Doavid a0z 2009-0413  EEHE 2003-04-13 08:00 2009-04-13 17:00
R&D David aioz 2009-04-14  EEHE 2003-04-14 0B:00 2009-04-14 17:00
R&D David aloz 20030415 EESHE 2003-04-15 08:00 2003-04-15 17:00
R&D David a1z 2009-0416  TEEHE 2009-04-16 02:00 2009-04-16 17:00
R&D KingJin 8103 20090401 EFHE 2009-04-01 0300 2009-04-01 17:00
R&D King.Jin a103 2003-0402  EEHE 2003-04-02 08:00 2003-04-02 17:00
R&D KingJin a0z 20090403 EFHE 2009-04-03 02:00 2009-04-03 17:00
R&D KingJin a103 2009-0406 TEEHE 2003-04-06 08:00 2009-04-06 17:00
R&D King.Jin a103 2009-0407  EEHE 2003-04-07 DB:00 2009-04-07 17:00
R&D King.Jin a103 20030408 EEFHE 2003-04-08 08:00 2003-04-08 17:00
R&D KingJin a0z 2009-0403 TEEHE 2009-04-03 02:00 2009-04-03 17:00
R&D KingJin 8103 20090410 EFHE 2009-04-1008:00  2009-04-1017:00
R&D King.Jin a103 2009-04-13  EEHE 2003-04-13 08:00 2003-04-13 17:00

<

E To|2009- 416

Clock In
2003-04-16 08:00:59
2009-04-01 07:22:05
2009-04-02 07:45:35
2003-04-03 07:52:12
2003-04-06 07:38:36
2009-04-07 074516
2003-04-08 07.08:12
2003-04-03 07:43:52
2009-04-1007:45:19
2009-04-13 07: 3546
2003-04-14 07:06:12
2003-04-15 07 46:59
2009-04-16 02:00:59
2003-04-01 07:23:05
2003-04-02 07 45:35
2009-04-03 07.52:12
2009-04-06 07:38:36
2003-04-07 07:45:16
2003-04-08 07:08:12
2009-04-03 07:49.52
2003-04-1007.45:19
2003-04-13 07: 3546

vl| [235958 |3

Clock Out &

2009-04-071 17:00:59
2009-04-02 17:05:16
2009-04-03 17:01:54
2003-04-06 17:08:42

2009-04-08 17:20:05
2009-04-09 17:11:24
2009-04-10 17:04:34
2009-04-13 17:27:06
2009-04-14 17:16:25
2003-04-15 17:08:53

2009-04-01 17:00:59
2009-04-02 17:05:16
2009-04-03 17:01:54
2009-04-06 17:08:42
2009-04-07 17:14:20
2003-04-08 17:20:05
2009-04-09 17:11:24
2009-04-10 17:04:34
2003-04-13 17:27:06

»

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

o Attendance Calculating and Report

L] @
> _0] ==
Caleulate Report Export Exception
Timme Range
Department: m Head office |+ Staffer| Al L4 From | 2003- 4 1 % o000l % To 2003 416 % |235368 &
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated ltsms
Department Staffer Mo. Mame: Date Time State Operation Exception De... . Timetable Check. ~
¥ iAdrminitrator De 8001 Jake Chen  2009-04-071 07:23:05 Clack In Nomal record — Marmal
Adrinitrator De 20071 Jake Chen  2009-04-01 17:.00.59 Clock Out MNomal record  Momal
Adrniritistor De 8001 Jake Chen  2003-04-02 07:45:35 Clock In Nomalrecord  Momal
Adrinitrator De 8001 Jake Chen  20059-04-02 17:05:16 Clock Out Nomal record  Momal
Adrminitrstor De 5001 Jake Chen  2003-04-03 07:52:12 Clock In Mamalrecord  Mormal
Adrinitrator De 80071 Jake Chen  2005-04-03 17:01:54 Clock Out Nomal record  Momal
Adrminitrator De 2001 JakeChen  2009-04-04 07:43:54 Clock In Delete Irwvalid record
Adriinitrator De 80071 Jake Chen  2009-04-06 07:38:36 Clack In Nomal record  Maormal
Adrinitrator De 20071 Jake Chen  2009-04-08 17.02:42 Clock Out MNomal record  Momal
Adrinitrator De 80071 Jake Chen  2009-04-07 07:45:16 Clack In Nomal record  Maormal
Adrinitrator De 2001 Jake Chen  2009-04-07 17:14:20 Clock Out MNomal record Momal
Adrminitrator De 5001 Jake Chen  2003-04-08 07:08:12 Clock In Mamal record  Mormal
Adrinitrator De 8001 Jake Chen  2005-04-08 07:24:53 Clock In Delete Iresalid record
Adrminitrstor De 5001 Jake Chen  2003-04-08 17:20:05 Clack Out Mamal record  Mormal
Adrinitrator De 80071 Jake Chen  2005-04-03 07:43.52 Clock In Nomal record  Momal
Adrminitrator De 2001 Jake Chen  2009-04-09 07:51:56 Clock In Delete Irwvalid record
Adriinitrator De 80071 Jake Chen  2009-04-03 08:02:15 Clack In Delate Irvealid record
Adrinitrator De 20071 Jake Chen 20090409 17:17:24 Clock Out MNomal record  Momal
Adrniritistor De 8001 JakeChen  2003-04-10 07:45:19 Clock In Nomalrecord  Momal
Adrinitrator De 8001 Jake Chen  20059-04-10 17:04:34 Clock Out Nomal record  Momal
Adrminitrstor De 5001 Jake Chen  2003-04-13 07:35:46 Clock In Mamalrecord  Mormal
Adrinitrator De 80071 Jake Chen  2005-04-13 17:27:06 Clock Out Nomal record  Momal
Adrminitrator De 2001 Jake Chen  2009-04-14 07:08:12 Clock In Mamalrecord  Mormal
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):
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2001 Jake Chen  2009-04-03 075212 Clock In Maomalrecord Nomal

8001 JakeChen  2003-04-03 17.01.54 Clock Out Nomal record | Nomal
oo s  Elete Invalid record

5001 Ja  Expert Data Moimal ieeord  Nomal
8001 Ja  Creste report fur cwrent grid Narmal record  Normal
00 Ja N Clock in nalrecord  Nomal
8001 187 Delete selected Iel Clock out el Novmal
8o 3 Concel operation for selected CirldZ Drertine in | Nomal
gggl j: Modi £y and save Exception Curlis Oyertime out E:IZD;'; Nomal
2001 Ja Chenes filter b Out aliezoidl) Nomal
8001 Js Columns y| Out back I record

a001 J8  Show a1l columns Delete Irvalid recaord

2001 JaKE AN 20U U TrT T2 LIooR U Mormal record  Normal
8001 JokeChen 20090410 07:45:13 Clack In Nomalrecord | Nomsl
2001 Jake Chen  200904-1017:04:34 Clock Out MNomalrecard  Narmal
At Iska Chan ONANAA 2 N7 2R AR el T Klarmal racnan e Mlarmal

The definition of each option as follows:
[ Export Data]:Export the data in the current attendance record list to a file in txt or
xls format;
[ Create report for current grid] :Generate report based on the data in the current
attendance record list for preview and print;
[ Change state] :Change the selected attendance record to a new state. Manually
deal with the attendance record according to the practical situation;
[ Delete selected] : mark the record as manual deleting, deleting when save it;
[ Cancel operation for selected] :Cancel revision to this record;
[Deal with and save] :You can save the records that have been treated. If you
want to see the changed records, you can click [ modified record log] in system menu;
[ Filter the record] :If there are too many records, you can filter them, and keep
down the corresponding record you want;
[ Columns] :Define the fields displayed. Meanwhile, the modification will take
effect and be saved,;
[ Show all columns] :Display all fields in [ Columns] ;
Please note: We can manually modify the record as stated above to assure the
veracity of the report according to the practical situation. If there is disoperation, the
records can be recovered through [ Modified Record Log]) in [ System] .

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

Export Data

Create report for cwrrent grid

Filtering Record r
Colunns 4
Show 211 columns

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

Create report for cwrrent grid

Columnz 4
Show 2ll 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
izeneral Report
Exceptions Report

Create a Report For Current Grid

Pic5.7 Exception menu
[ Attendance Report] :Calculate staff's attendance record;

to WS A X

Head office attendance record report

L4 T THEHOL16

LT 171420

30u |

Lok In

517112
0074513
101704
307,35

EFRIE

[ Daily Report] :Calculate staff's daily attendance record;
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tuos FHS A X

staffer daily report
MBDLIT To XEBO-1E
[elelalu[a[a]w[s]ao]w[n]e[u]uls]w]v]ala]a]a[z]a[a]s]=s]z]a]a]=]a
desanitrator Departm

EF 1101 0 1edelefelof 0 Jrfefel T 7 T T 0 T 0 T T T J 0 T T I
: | RN I N I P AP A N 2 A N I I I
2 et It fele T 1T Tor T - 1T T T T T T T T T T T T T T
ain_ {3 | IE I AN I A A N A A A N A A v i
Lodelel 1 Telelfolefod 1 Tolelfod-1 3 0T 1 T T T T 0 B T 7 0T

Flamat/Nomal Sinln +Eary -Abeat (MG JNoC-Od Fest +Ovarime BLBurmsssLoove Llsove

i AL 1
+

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

“late”, “early”, “absent”, “overtime” etc;

tuos FHS A X

- FOIOL To WHO41E
taten Mo | D47 | Akl [ ibvert | Laie | Cwty | GF | foeall | Out [ B | Loww | Wi | Wl | e [ i
‘[ Dw | Day | Doy | Meuss | euse | Hoaw | Wow | Mrwie | Doy | Day | Tows | Tewms | ow | % |
oo T 0
- A1 IS 1
.

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

leave” etc;
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Head office atendance exceplions report

F0EEn To 2006
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[ Create a Report For Current Grid] :Print preview of the current displayed grid.
For example: Attendance Report

ton S AN X

Head office exceptions of attendance record report

Date Tise Check

n (0080401 07 2306 [Clock in =

i [FCB0405 17 01 54 [Tlock The

st = I—
LA mendeator X0 by Chan [J00904-04 07 8354 [Chock In
Dapartm

bk Chan (20000406 (7 3836 [Cleck

Jake Chan |J0E0408 17 0647 [Choch O
(SO0E-04-07 7 45 16 [Ciock in
20060407 1714 20 [Clock Out
A GAR (7 08 13 [Cleck i

]

g‘:fpn'hwu g [SO00-04-00 07 2453 [Clock i
Dapirtm

st [E00T [Jaks Chan |S000.04-08 17 2005 [Cleck O [ =]
Daparte: 1o end
gmnerator T Jake Chn [8H0409 00 €362 [Clock n Nommal | Woemmal
Dapatm (]
ndmantrator [E0T [Fake Chan [FO0B0408 07 6186 [Clock i [Dwiate
Dapitm
pdmntssior E00T [Jaka Chan |S00E-0415 0602 15 [Clawh in [Ceete it cerd
Santrai 00T Fake Chan [SO0B04-05 17 1128 Gk O Fiormeal Ficemal
Daparim recond

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

o 2 HE #4 X
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= 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:

In picture 5.6, click [Export] and the displayed data of grid in the current window
will be exported to a file(*.txt or *.xls). It has the same function as [Export Datal 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/leavel
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:

#way On Business/Leave Ctrlt+L

Append Record Ctrl+i
Append Record Collectively
Dealing With Collectively Late/Early
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5.5.1 Away on Business/ Leave

When the staff can't punch in/fout 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:

n Staffer Be away on Business & Asking for Leave |Z|EJE‘

J ] -
ot 5 g
, & = ) B g
dppend Delete lodify Search Beport
Time Range
Depatment 1) Head oifice
Beginning Time 2003 416 | o000 $
statfer o, | ETTNENENENENENEN
Ending Time 2003 416 v |17am 3
Leave Type
Reasan
Depatment  |StaffstNo. | Name Beginning Tims Ending Tims Leave Ty | 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 [Savel 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:
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¥ tppend record

Brepeiian i Head affice ~

Stafer No.

o |

Record Time | 2003 416 | 80000 4

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

5.5.3  Append Record Collectively

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

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

# tppend record collectively X

Departents list Staffers list: Clan 'z
Head office Staffer No. | Name ~ L
88 Admiritrator Depar| » When Staffers can not clock-in or
a8 R0 clock-out for some reasons, You can
88 Sales add the maszsive clock-in or
lock-out record here.
&8 PiD “
Fou can use the Ctrl key when
selecting many Staffers:
The added record can be found in
the record modification log.
State: | Clock in w
Recod Time: | 2003 416 || sooon 4
0%

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

5.5.4 Dealing with Collectively Late / Leaving

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

[ Exception] - menu. The following springs:
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#) Dealing with collectively Late/Early X

et Stafers st Cai
(%) Coming Late ) Leaving Early
Staffer No. Name ~
lgnare clack in record » 5001 Jake Chen
a0z Doavid
From| 2008 415 v gomoo % a0 King.Jin
= a104 Clark Ruan
T 10000 1= 8105 Mark Simth
The modified clock in time
2003- 416 & | | T5000 5
Search Staffers
®fepatment | Head office -
) Shift B v
v
0%

Steps as follows;

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

4. Search staff through department or shift;

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 Ctrl+Y
Import Attendance Record CirldI

Clear Obsclete Data
Compress Database

BB Backup DataBase

Initialize System

5.6.1 Import Staffer List

Click [Import Staffer List 1 in [ Data Maintenance]l menu. Pop up the following

window:
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# Import Staffer List 3

Select a file to import

Fie: | L]

Failures in importing:

[ o ] [ Cee |

Click E] to select the personnel list file for importing.

Lookj | ) Beckerew massgment 5 OF D
Teplate
L asecbas
Razans,
Desknog
L=
Uy Sevuments
vl
Hy Conputer
By Network
Flazas .
Flagamac. i [
Files of hpe.  Temt Fils s axt) - [ cancel |

Select the right file which can be in *.txt or MS Excel ( *.xIs) formats, then click
[open] to get back to above window, click [ok] to start!

The definition of (*.txt) data format as follows:

This format of file only can import the staffer info of “ID, Name, and department”;

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

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

See following:
B Staffers.txt — B4 \;”E‘g‘
it EEEe #BRo FFW FERo
2001 Jake Chen Adminitrator Department
8103 King Jin R&D
8104 Clark Fuan Sales
2105  MNark Simth P&D|

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

This format of file can import the staffer info includes: "Staffer No., Name,
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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.
B Microsoft Excel — Staffers.xls M=
] THE AR NEY BAO KR IRO FEOQ ®EO® Mo
i Adobe FDF -8 X
NEHRgaB@laa Fa 8= sme B:mE:a B
J10 h &

| A B C [ 1] E e
1| Stafterhe. Name Deprtment | Postion Employ Date Teleghor
2 [s0m Jake Chen | Adminitiator Department |SE 2006-04-03
3 (o102 Diavid RiD st 20060415
4 [8103 King Jin RED HE 2006-05-30
5 (o104 Clatk Fuan Sales st 20060915
6 [8108 ark Simth PED PE 2005-06-20
7
El
E]
10 &
W« 4 > b Staffers/ [« %l
i b

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

following window:

# Inport Attendance Record X

Select a file to import

Fie | L]

Failures in importing

[ o ] [ Cee |

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

window:

” Clear The Obsolete Data

Select the end date

Before; | EIE- 317 L [Z “g :
Clear Cloge

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.
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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 one month ago)

5.6.4 Compress Database

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

5.7  External Program Management

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

External Progran Management

Connect To Time and Attendance Machine

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

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

# External program management X

v ]
L

Apperd Delete Modify

PFrogram Name:
Executable File: [J
External program list

Program Mame Executable File
»
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Firstly, we can click [Append] to add a new menu. For example, we need
“calculator” when we are operating, input “Calculator ” into the input field of [Program
name]) , and then input “C:\WINDOWS\system32\cacls.exe” into the input field of

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

External Frogram Management

Connect 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

The machine can't be connected with PC.

Reason

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or
cable hardware problem

Plug the cable firmly or change
another cable

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

Please enter the right COM No

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

Refer to the manual for connecting
Time Attendance terminal

6.2

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. Attendance records is not new

Download the latest record.

6.3

We don't use the ID + card mod

e 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

Set 1:1 identification method for this
user.

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

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

software)!
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Appendix

The main theme of this chapter is the additional
information of this T & A including access control
cable connection.
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7

Appendix
7.1 Interface lllustration

(o v

7
‘ T T,
[ T
|
|
RS232 TCP/IP DC12V Power
Communication Communication Interface
Interface Interface
12V Power in Vin+ [0O]
Ground GND [O]
Wiegand Signal DO W0 [O]
Wiegand Signal D1 Wil O]
RS485 Positive 485A | O]
RS485 Negative 485B | O |
Dry contact signal connector (normal close) NC [O]
Dry contact signal public connector COM | O]
Dry contact signal connector (normal open) NO | O]
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