Preface
Honorable customers,

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

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

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



Advantage of Fingerprint 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
e Three eliminations
1. Buddy punching elimination
2. Loss and damage elimination

3. Circular cost elimination

Full function

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

* 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 be convenient for large quantity of users and save time.



Software Operation Flowchart
(Important chapter, please read carefully)

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

‘ 1. System parameter .
name and leaving class.

v

‘ 2. Department management

Add, delete and modify departments.

<5

1 N

Add, delete and modify staffer. Import

‘ 3. Staffer maintenance and transfer staffer.

<5

‘ 4. Shift management Set timetable and shift.

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

<5

Collect records from the unit or import

‘ 6. Record collection the backup record file.

<5

Deal with business leave/asking for

7.E ti t ) . )
‘ xception managemen leave/forgetting clock in/collective late.

v

‘ 8. Statistic report

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

1. When the software is run for the first time, please set parameters including



company name, time attendance rule, statistic rule for early, late and overtime etc. ,
leave class. When the setting is completed, it is usually not needed to be modified
unless the management rules of this company changes.

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

3. When the software is used for the first time, please make a Text file (*. txt) or
MS Excel file (*.xIs) for company staffer in accordance with certain format. For the
format, please refer to [import staffer list] so that all staffer can be imported 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. Attendance 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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o r-l0GCIMM Introduction

The main theme of this chapter is the advantage

of this T & A, as well as function introduction.
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1 Product Introduction

1.1 T60 Introduction

T60 Fingerprint T&A and Access control Machine is a new standalone time
attendance and access control system produced by this company based on TC-B
agreement in 2011. With the use of American optical fingerprint sensor and new
fingerprint recognition algorithm, it can identify all difficult fingerprints and has solved

the long-lasting problem in fingerprint recognition field.

T60 is a wall mounted (128x64 white LCD) fingerprint T&A and access control
system, can be used offline or online. It can control locks also records time and

attendance transactions.

T60 Fingerprint T&A and Access control Machine

1.2  Product Feature

* America technology optical fingerprint reader, scratch-proof, unbreakable and
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durable;

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

* Chinese, English, French, Spanish, Portuguese etc for your language choice

* Real-time data transfer and WEB online tracking;

» Support time zone access control and real-time data monitor, easy-to-use and

user-friendly software

» wiegand input and alarm output alarm;

* Directly drive the electric lock to open the door. Optional SC021 or SC822 access

controller for separate type secure access control

¢ Mini USB, Standard RS485 and TCP/IP communication;

* Tamper alarm output to connect with alarm equipment outside and output the

alarm card No. to controller by Wiegand26

* Multiple identification method: Sept, RF+FR, PW+FR, RF+PW, ID + FP
* Register 2000 users (each use can register one password, one card and two

fingers), can store 50000 attendance records.

¢ Wall mounted, combine 2-in-1 function for time attendance and access control

12



O Elelcll 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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2 Operation Guide
2.1 Keypad Introduction

Ho. Eew \ / Menu Eew

1 ] 2 JC 3 JjCm Option Key
(4 J( &8 J( 6 )= J,/_

7 J8 J 9 )L~ >

(e N0 Jji_c J[ o}

L DE/Power Key

Use data connection attendance machine.While machine startup, there will be
voice prompt, LED indicator and LCD displaying.

Backsparce/Cancel Key

2.2 Time attendance status

In
09 :00 2
11-11-07 Mon.

In this status, we can start user T&A, status setting, entering management mode

and power off operation.
The followings are detailed introduction for T&A machine operation.
2.3 User

Employee info management includes user registration, user deletion; verify mode,

group setting and manager setup and deletion.

Press [M] to enter system management mode. Select [User] option with [<] IN] or
[OUTD>] key.
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MENU

»User
Setup
System Info

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

User v
» Enroll

Delete

Verify Mode

2.3.1 User Enroll

In [User] menu select [Enroll] option and press [OK] to enter user registration
interface. Input user ID, i.e. 8101

Enroll
ID 008101
Esc-C Set-OK
Press [OK] to continue,
Enroll
FP /2
Password/Card
Esc-C Set-OK

Fingerprint registration:

Press [<] IN] or [OUTD>] key to select 1 or 2, 1 is to register the 1st FP, 2 is to
register the 2nd FP. Press [OK] to continue,

15



Enroll FP

Place Finger #1

Place the finger on sensor scanner. And follow the screen prompts to register the

fingerprint.

Enroll FP

Take Off!

Remove finger, the system will prompt,

Enroll FP

Place Finger #2

Place the same finger on sensor scanner again. After scanning successfully, the

system will prompt,

Enroll FP

D

008101-1
Sav-OK

Press [OK] to save fingerprint. Press [C] back to user registration interface.
The 2nd finger registration is the same step as above.
Password registration:

Press [<I IN] or [OUT[D>] key to [Password] option. Press [OK] to continue,
16



Enroll PWD

PWDID * % % ok
Esc-C Set-OK

Input password with 1-6 digits. Press [OK] to confirm and input password again.
The system will prompt,

Enroll PWD

PWDID
Confrm

Press [OK] and enter save interface,

Enroll PWD
008101-P
Cancel-C Sav-OK

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

Card registration:

Press [<I IN] or [OUT[D>] key to [Card] option. Press [OK] to continue,

Enroll Card

Swipe card!

Swipe one ID card in card reader area. The system will get card number and enter
save interface,

17



Enroll Card

008101-C
Cancel-C Sav-OK

Press [OK] to save card number. Press [C] to exit and back to user registration

interface.

2.3.2 User Deletion

When there are employees leaving or information changing, we need to delete

these employees to free more memory space.

In [User] menu, press [<I IN] or [OUTD>] to select [Use delete] option

User v
Enroll

»Delete
Verify Mode

Press [OK] key to enter user deletion interface.

Delete

ID 000000

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

Delete

008101
No-C Yes-OK

Press [OK] to confirm with beeps voice prompts. Press [C] to cancel.
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Prompt: employee deletion will delete all info of the employee and can’t resume.

Please take caution!

When machine has no such employee ID, the system will prompt,

Delete

User Empty!

2.3.3  Verify Mode

Setting verify mode of the employee, there are four modes: SEPT, RF+PW, PW+FP,
and RF+FP.

In [User] menu, press [<I IN] or [OUTD>] key to [Verify Mode] option:

User v
Enroll
Delete

» Verify Mode

Press [OK] key to enter the setting interface:

Verify Mode \4
»008101 ANY
Esc-C Set-OK

Press [<I IN] or [OUT[D>] key to select employee or press [OK] to input user ID:

19



Verify Mode v Verify Mode
» 008101 ANY
ID 000001
Esc-C Set-OK

After input user ID, press [OK] to enter setting interface.

Verify Mode

008101
Yes-OK

Setting employee’s verify mode through [<I IN] or [OUT[>] key, and press [OK] key

to confirm and enter save interface:

Verify Mode

008101 FP+PW
Cancel-C Sav-OK

Then press [OK] key to save this setting; Press [C] key to cancel this operation.
2.3.4  Group Setup

Group is based on time zones. One group can set max 4 time zones, There are
supply 16 groups for setting. Normally, system will default group 0 as normal close

status group, group 1 as normal open status group.

In [User] menu, press [<I IN] or [OUTD>] key to [Group Setup] option,

20



User v
» Group Setup

Admin Setup

Admin Clear

Press [OK] key to enter group setup interface,

Group Setup v
» 000801 GO1
000802 GO1

Press [<] IN] or [OUTD>] key to select group ID or press [OK] to input user ID and
group |ID manually.

Group Setup v Group Setup

» 008101 GO1
008102 GO1 ID 000001
Esc-C Set-OK

After input user ID, press [OK] to enter group interface.

Group Setup

008101 Gl
Yes-OK

Group number can be input through [<] IN] or [OUTI>] key or number key. (Max
group number is 16. ). Press [OK] key to confirm and enter save interface.
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Group Setup

008101 GO03
Cancel-C Sav-OK

Then press [OK] key to save employee’ group settings with voice prompt ‘Setting
successfully’. Press [C] key to cancel this operation as well.

2.3.5 Admin Setup

To prevent illegal operation, we need to set device manager who should be
identified to enter menu and do operation.

In [User] menu, press [<I IN] or [OUTD>] key to select [Manager Setup] option:

User v
Group Setup

» Admin Setup
Admin Clear

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

Admin Setup

Esc-C Add-OK

Press [OK] to start adding manager,

Admin Setup

In 2000000

Input the user ID i.e. 8101. Press [OK] key to enter manager setup save interface,
22



Admin Setup

008101
No-C Yes-OK

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

setup interface.

Admin Setup
»ID 008101
Esc-C Add-OK

You can press [OK] key to continuously add other managers, and press [C] to exit

as well.

After adding manager, it needs the verification of the manager’s fingerprint to enter

Menu. The interface is as following;

Admin IN
09 : 002
11-09-26 MON

2.3.6  Manager Clear

Choose [Manager Clear] option in [User] menu.

User v
Group Setup
Admin Setup

» Admin Clear
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Press [OK] to enter manager clear interface,

Admin Clear

» D 008101
ID 008102
Esc-C CIr-OK

Press [<I IN] or [OUT[D>] key to choose the manager ID to be deleted, i.e. 8102:

Admin Clear
ID 008101
»ID 008102
Esc-C Cir-OK

Press [OK] key to confirm he manger ID.

Admin Clear

1o2008102

Note: in manager clear interface, you can press [OK] key to input manager ID and

delete it manually.

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

Admin Clear

008102
No-C Yes-OK

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

clear interface.
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Admin Clear
»ID 008101

ESC-C CIr-OK

Press [OK] key to delete manager continuously. Press [C] key to exit manager

clear interface as well.
2.4  Setup
[Setup] menu mainly includes [system] setup, [log setup] and [Hardware Test].

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

Menu
User

» Setup
System Info

Press [OK] key to enter [Setup] sub-menu. Press [<I IN] or [OUTD>] key to shift

menu.
241 Device ID

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

Setup

» System
Log Setup
Hardware Test

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

»Dev ID 1
Time
Language ENG

Prompt: Device ID range is 0-99999999, and default is 1.(Device ID must enter as
same as in the communication software), When the device as “0”, must use the lasted 8

digit of the serial number for communication with software.
242 Time

In [System] setup menu, press [<] IN] or [OUT[>] key and shift to [Time] option,

System v
Dev ID 1
»Time
Language ENG

Press [OK] key to enter time setting interface.

Time MON
2011-09-26 14:58
T
Set-C Next-OK

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

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

Time SUN

2011-09-26 14:58
Save?

No-C Yes-OK

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

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

System v
Dev ID 1
Time

» Language ENG

Press [OK] key to enter language setting interface,

System v
Dev ID 1
Time

» Language ENG

You can press [<] or [] key to shift the language. There are 12 languages in the
system. Such as: Simplified Chinese, Traditional Chinese, English, French, German,
Spanish, Portuguese, ltalian, Bulgarian, Slovak, Hungarian and Slovenian. And then

press [OK] to confirm.

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

Setup
Save?

No-C Yes-OK

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

Work code is a code for different work. Use for device supply a parameter to label
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an attendance record as which kind of the work. It is easy for count attendance time for
different work. The scope of the work code is: 0-999999. It is an invalid when over this

scope.

In [System] setup, press [<] IN] or [OUTP>] key and shift to [Work code scope]

option,

System

» Workcode Sope
Daylight Saving
Net

Press [OK] key to enter work code scope interface,

Workcode Scope
Max 999999
Min 0

Set-C Next-OK

When you finish setting, press [C] key enter save interface.

Workcode Scope

Save?
No-C Yes-OK

Press [OK] to confirm and save.

2.45 Daylight Saving

Automatically switch daylight saving time base on week or date

In [System] setup, press [<] IN] or [OUT[>] key and shift to [Daylight Saving] option,
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System
WorkCode Scope
» Daylight Saving
Net

Press [OK] key to enter Dayight Saving interface:

Daylight Saving

» Enabled No
Format Week
Start Time

When you enable “Daylight Saving” function you need select format first (week or
date). Then you need set the time point for “Daylight Saving” start time and end time.

And press [C] key enter save interface.

Setup
Save?

NO-C Yes-OK

Press [OK] to Confirm and save .

246 Net

Network setting main includes [IP Address], [Subnet Mask], [MAC Address] and
[Gateway IP] settings.

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

29



System
WorkCode Scope
Daylight Saving

» Net

Press [OK] key to enter net parameter interface,

Net v

» Mode Server
IP Address
SubnetMask

Mode:

Press [ «IN]. [OUT » ] key to select [Server] or [Client]

Net v

» Mode Server
IP Address
SubnetMask

Server: Normal net mode
Client: Only communication with the PC which has server IP.

[IP Address]: Press [<] IN] or [OUT[>] key and shift to [IP address] option,

Net v
Mode Server

»|P Address
SubnetMask

Press [OK] key to enter IP address setting interface,
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IP address
192 .168 .000 .218

Set-C Next-OK

Press [<I IN] or [OUT>] key or number key to input IP address. Press [OK] key to
shift between the 4 segments. After set is completed, press [C] key to enter IP address
save interface.

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

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

[Subnet Mask]: Press [ IN] or [OUT>] key and shift to [Subnet mask] option.

Net v
Mode Server
IP Address

» Subnet Mask

Press [OK] key to enter subnet mask setting interface,

Subnet Mask
255 .255 .255 .000

Set-C Next-OK

Press [<] IN] or [OUT[D>] key or number key to input subnet mask. Press [OK] key to
shift between the 4 segments. After set is completed, press [C] key to enter subnet

mask save interface.
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Subnet Mask
255 .255 .255 .001
Save?
No-C Yes-OK

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

[MAC Address]: Press [<] IN] or [OUTI>] key and shift to [MAC address] option.

Net v
»MAC Address
GateWay IP
Local Port 5010

Press [OK] key to enter MAC address setting interface,

MAC Address
247 188 .066.
084 215
Set-C Next-OK

Press [<] IN] or [OUT[>] key or number key to input MAC address. Press [OK] key
to shift between the 6 segments. After set is completed, press [C] key to enter MAC

address save interface.

MAC Address
051 .247 .188 .066.
084 .216  Save?
Set-C Next-OK

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

[Gateway IP]: Press [<] IN] or [OUT[>] key and shift to [Gateway IP] option.
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Net A
MAC Address

» GateWay IP
Local Port 5010

Press [OK] key to enter gateway IP setting interface,

Gateway IP
1168 .000 .001

Set-C Next-OK

Press [<I IN] or [OUTP>] key or number key to input gateway IP. Press [OK] key to
shift between the 4 segments. After set is completed, press [C] key to enter gateway IP
save interface.

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

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

Press [ <IN]. [OUT » ] to select [Port] option:

Net v
MAC Address
GateWay IP

»Local Port 5010

Press [<] IN] or [OUT[D>] key or number key to input port. After set is completed,
press [C] key to enter save interface.
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Server IP address

Press [ <IN]. [OUT » ] to select [ Server IP] option:

Net v
MAC Address
GateWay IP

»Serve |IP

Press [OK] key to enter Server IP setting interface,

Serve [P
192 .168 .000 .001

Set-C Next-OK

Press [<] IN] or [OUTP>] key or number key to input server IP. After set is completed,
press [C] key to enter save interface.

Serve IP
192 .168 .000 .219
Save?
No-C Yes-OK

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

Press [ <IN]. [OUT » ] to select [ Server port] option:

Net v
»Server Port 5010
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Press [<] IN] or [OUTP>] key or number key to input server port. After set is
completed, press [C] key to enter save interface.

Setup

Save?
No-C Yes-OK

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

2.4.7 Matching Precision

There are three fingerprint matching precision levels (0, 1, and 2). 0 is lower

precision (Basic) .1 is standard precision (Good). 2 is high precision (Excellent).

Press [<I IN] or [OUT[P>] key and shift to [Far-end IP] option.

System v

» Precision 1
Volume 2
Unlock 5

Press [OK] key to enter precision setting interface,

System v

» Precision 1
Volume 2
Unlock 5

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

248 Volume

There are five levels for device’s volume, 0-mute, MAX-5

In [System] setup, press [<] IN] or [OUT[>] key and shift to [volume] option,
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System v

Precision 1
»Volume 2
Unlock 5

Press [OK] key to enter volume setting interface, Press [<] IN] or [OUTP>] key set
the volume. Press [OK] key to confirm. Then press [C] to save the setting.

2.4.9 Unlock

Lock delay is the time range since lock open to close after user access granted.

‘No’ means no delay and the max delay time is 15 seconds.

Press [<I IN] or [OUTD>] key and shift to [Unlock] option,

System v
Precision 1
Volume 2

» Unlock 5

Press [OK] key to enter delay time setting interface,

System v
Precision 1
Volume 2

» Unlock 5

Press [<] IN] or [OUT[>] key or number key to input delay time. Press [OK] key to

confirm. Then press [C] to save the setting.
2.4.10 Door Alert

Door alert use for check lock was closed after user access. If lock does not close

the device will alarm out. The delay time for door alert is 1-99 sec and “No” means
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disable the door alert function.

Press [<I IN] or [OUTD>] key and shift to [Door Alert] option,

Ststem v

»Door Alert No
Ring No
Auto Off 10

Press [OK] key to enter door alert setting interface,

Ststem v

»Door Alert No
Ring No
Auto Off 10

Press [<] IN] or [OUT[>] key or number key to input door alert. Press [OK] key to
confirm. Then press [C] to save the setting.

24.11  Ring

Ring is the time range for ring delay. “No”- no delay with ring, the max is 15 sec.

Press [<I IN] or [OUTP>] key and shift to [Ring] option,

Ststem v
Door Alert No
»Ring No
Auto Off 10

Press [OK] key to enter Ring setting interface,

Ststem v
Door Alert No
»Ring No
Auto Off 10

37



Press [<] IN] or [OUTD>] key or number key to input delay time .Press [OK] key to

confirm. Then press [C] to save the setting.

Setup

Save?
No-C Yes-OK

Press[ OK] to be saved.
2412  Auto Off

Auto off is the time period from the last operation on device to coming into

dormancy status. Time range is 1-250 minutes. ‘No’ is no dormancy forever.

Press [<I IN] or [OUT[P>] key and shift to [Auto off] option.

Ststem v
Door Alert No
Ring No

» Auto Off 10

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

Ststem v
Door Alert No
Ring No

» Auto Off 10

Press [<] IN] or [OUT[>] key or number key to input dormancy time. Press [OK] key

to confirm. Then press [C] to save the setting.
2413 Auto Update
Update the fingerprint template intelligently: During fingerprint sensor identification

process, the senor replaces the lowest-quality data with new, higher-quality data that it
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acquired in the matching process. This enables the sensor to maintain high quality data

at all times, saving the user from repeated authentication attempts.

Press [<I IN] or [OUT[P>] key and shift to [Auto Update] option:

System v
» Auto Update No
Image Disp. YES

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

System v
» Auto Update No
Image Disp. YES

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

2.4.14 Image Display
Whether display the fingerprint image on the LCD after user access granted.

In [System] setup, press [<I IN] or [OUT[>] key and shift to [Image Disp.] option,

System v
Auto Update No
» Image Disp Yes

Press [OK] key to enter setting interface:
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System v
Auto Update No
»Image Disp Yes

press [<I IN] or [OUTP>] key to choose ‘Yes’ or ‘No’, and then press [OK] key to
confirm. Then press [C] to save the setting.

2415 Log setup

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

Press [<I IN] or [OUTD>] key and shift to [Log Setup] option.

Setup
System

»Log Setup
Hardware Test

Press [OK] key to enter sub-menu,

Log Setup
»Log Alert 010
Re-Verify NO

Press [<I IN] or [OUTP>] key and shift to [Glog Wrn] option. Press [OK] key to enter

log warning setting interface.

Log Setup
» Log Alert
Re-Verify NO
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Press [<] IN] or [OUT[>] key or number key to input log warning number. Press [OK]

key to confirm. Then press [C] to save the setting.
2416 Re-Verify time

The Re-verify time is the time interval in which you make continuous records with
the same finger (1-250 minutes), and then the device will only save the first record. If

the re-verify value is “NO”,
It means that you every record saved in the device.

In [Log Setup] menu, press [<] IN] or [OUTI>] key and shift to [Re-Verify] option,

Log Setup
Log Alert 010
» Re-Verify No

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

Log Setup
Log Alert 010
» Re-Verify M

Press [<I IN] or [OUT[>] key or number keypad to input time. Press [OK] key to

confirm. Then press [C] to save the setting.

Prompt: if the same finger is identified continuously in re-verify time period, only the

first record will be saved in device memory.
2.4.17 Hardware Test
Test the functions of machine keys, LCD, voice, scanner and data area.

Select [Hardware test] option in [Setup] menu:
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Setup
System
Log Setup
» Hardware Test

Press [OK] to enter setting interface as following:

Hardware Test v
»Keypad

LCD

Voice

Press [<I IN] or [OUT[P>] key to choose testing option and press [OK] key to start.

Keyboard: press [<] IN] or [OUT[>] key to select [Keyboard] option, and press [OK]
to enter keyboard testing interface. Then press any key to start keys testing (i.e. press

key 3, if interface shows current key as 3, it indicates the key 3 works.)

Keypsd
Current key
3

Esc-C

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

Esc-C Next-OK

Sensor: press [< IN] or [OUTP>] key to select [Sensor] option, and press [OK] to

enter sensor testing interface.
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Sensor

LUM 130
Esc-C Adapt-OK

Flash: press [<] IN] or [OUT[>] key to select [Flash] option, and press [OK] to enter
flash testing interface.

Two steps: 1. Erase all data; 2. Check

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

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

Flash

Flash OK!
Esc-C

After each test are finished, press [C] key to exit.
2.5 Systeminfo

System info shows the current usage status of device, such as user quantity,

fingerprint quantity, records quantity and the firmware version etc.

In management mode, press [<I IN] or [OUT[>] key and shift to [System Info]

option,
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MENU
User
Setup
» System Info

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

device.

System Info v System Info A

»User 3 » Serial XXX
FP 2 FirmVer 01.A0.H1
log 17

User: Registered user number in device

FP: registered fingerprints number. Select it and press [OK] key and you can check

the same password and card enroliment number.
Log: The number of the attendance record stored in the device.
Serial: The unique identifier of the device and cannot be modified.

FirmVer: the firmware version of program which write in EROM or EPROM
(Programmable read only memory). So called firmware is firm program saved in

integrated circuit firmly, responsible for controlling and dealing with integrated circuit.
After checking completed, click [C] to exit.
2.6 T&Astatus setting

Press [<] IN] or [OUTP>] key to shift attendance status. System default statuses are
IN, OUT.
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OouT IN

09 : 00 2 09 : 00 2

11-09-26 MON 11-09-26 MON

2.7 Shut down

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

following,

Shutdown!

17 : 30 4

11-09-26 MON

Then device will shut down.

Notice: If external power is connected, you can press [OK] key to power on device.
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ETUGCIRE 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

refer to the following steps:
3.1 Running Environment
Hardware environment:
Pentium II 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;
Microsoft Windows 7;

3.2 System Installation

. Please

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:

‘,'3 Fingerprint TkA Nanagement System

wieleame to Fingerprint Tha Management System Setup
program. This program will install Fingerprint Té& M anagement
Spstam an your campter

Itis stranaly recommended that you exit sll Windaows programs
before running thiz Setup Pragram.

Click Cancel to quit Setup and close any programs you have
running. Click Next to continue with the Setup program.

WARNIMG: This program is protected by copyright law and
intematianal treaties.

Unauthorized reproduction or distribution of this program, or any
portion of it, may result in severe civil and criminal penalties, and
will be prosecuted to the maximum extent possible under law,

Click [Next] to continue installation (see the picture below):
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44 Fingerprint TeA Hanagement System

Setup wil install Fingerprint T&& Management System in the following folder

Toinstallinto a different folder, click Browse, and select another folder

au ean choose not o install Fingerprint T84 Management System by clicking Cancel ta et
Setup

"Deslmatiun. lder

Cohaitt Browse. ‘

TiA Installation Guide

<Bsck [0 Hewts | Cancel |

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

42 Fingerprint T&A Nanagement System

You ars now ready ta install Fingsrprint T84 Management Systsm
Click the Nest button to begin the installation o the Back buiton to reenter the instaliation
information

TaA Installation Guide

Cancel |

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:

Fingerprint T&A Nanagement System

Installing

[ Currert File

Coping file:
C:ABMtPricomm.exe

i~ Al Fil

Time Remaining 0 minutes 0 ssconds

ise Installation ‘wizard?

cieok | weis | [Eamme ]
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The installation will be done after seconds (see the picture below):

+=> Fingerprint T&A Nanagement System

Fingerprint TéA Management System has been successfully
installed

Click the Finish button to exit this installation.

T

Click [Finish] to close the installation program and an icon ‘Z) will be added to the
desktop.

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

the picture below:

m Microzoft Difice
[2X2 267
E@i Snaglt B

FHEFE) b

L ke
A= Aerobat Distiller 9

riﬂ Fingerprint Thh Management System b Communication Management Software
RNEE
UL traIsn 3
ShareFoint 3

w Fingerprint TéA Management System

4} Uninstall Fingerprint Téh Management System

3.3  Uninstall the software

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

Please note: All the files and data will be deleted after uninstalling the program so

please make sure before operation.
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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 employee information,

set rules of attendance etc.
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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 employee information, set rules of attendance etc.

4.1 Login System

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

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

E

tcministiator: | R

Passworc | |

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

and the following interface will be displayed:
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#) Fingerprint TiA Nanagement System VA.d.5 [19i=1{:3
System MR Bemagement Attendence Zxception Date Maintenance Externsl Help

g &g

Employees Tinetatle: Schedhe

¥
& ol

2011-06-24 15:56:17  himin Fingarprint Tk Mansgement Systen

The main interface includes three parts:

1. System menu: Include the whole function module & information

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.
4.2  System

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

n Parameter Settings

By Administrators

Administrator’ s Fassword Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Chrl+l

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

;__E-;__swc__pa_[:_anggtﬁ__[f‘ Stat Rules | Leave class | Field definition
Basic info
Unit Name; | head office
Comman Rule .
A workday count as 480 |3 Minute shift expands two days
L
[ Mot clock in court as late |57 %9 pinute © Count as the 12t day

[ P () Count as the 2nd day
[ Mot clock out count as eary |0 14| Minuts

Dwertime Calculation

[
Oonduy 0 # min earlier clock-in count as overtimz 0

Normal Day
[
Dot duty (50 B i leter clack-out count as overtine h
Weekend
[ deduct the 'O duty ¥ minutes earlier’ 0
Festival
[ deduct the 0 duty 3 minutes later'

Pic4.1
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.

Stat. Rules:

Click page [Stat. Rules] in pic4.1, following shows:
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0 System parameters setting E‘

Basic parameters | Stal. Hules | Leave class | Field defirition

Stat. Ibems:

Stat. Aule
Late Uit Set
Eaily
Business Leave
Leave 5
Absence Minirum;
Stay sway
Owertime
Fiee Dvertime Round-off control

) Round down
) Round up Round at total
(&) Round off [] Accumulate by times

Urit, | Day N

10

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 decimal 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 decimal 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 decimal 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 pic4.1, following shows:
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° System parameters setting

(%)

Basic parameters | Stat Aules |:i:é5'\75"5la'§'s;‘ Field definition

g o8 g

Append  Delete  Modify

Name Colar -~

[§ & chinistration Departr | Leave Class | Administration Departmen
R&D
Sals Show Colt
Indicating Symbol. l:l
v

Add new leave class:

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

finish.
Revise leave class:

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

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

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

Field definition:
Click page [Field definition] in pic4.1, following shows:

#) System parameters setting &

Basic parameters | Stat Rules | Leave class | Field defirition

Field Name Input new field value:

Chingse

English
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This page add the corresponding value for [Nation], [Specialty], [Position]

[Education] in menu [Employee maintenance].
4.2.2 Administrators

Click [System]-[Administrators], following window shows:

o Administrator set El

&
| ]
Append Delete Modify

Name Administrator, | A4

3 £:dmin Dept operable: [@ Items operable: [2]

W head office
W a0
W R&D
¥ Sales
W PiD

! ! The new administrator has a default password: 288588,

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

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

[Administrator’s password set] to set new password of administrator for system security.
Note:

1. Before you using the administrator mode, you need to set the privileges for every
administrator with which the administrator can modify the operation items after he log in
the software; there are all the items in the “ltems operable” list in above picture, such as
“Employee 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

56



“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.
4.2.3 Administrator’s Password Set

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

” Adwinistrator modify password El

0t Povct |
MNew Pwd:

Conifirm Prd:

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

enter again in [Confirm Pwd] and click [OK] to finish.
4.2.4 Modified Record Log

Click menu [System]--[Modified Record Log], following springs:
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# Attendance record medification log 9 (=1E3)
Be B

Search Restore Close

Time Aange
Department ] hesd offce & | Employee No. &1 v| Fomamoiz 1w oonot  #] To|mimzts v |[zmmEams 2

Departrnent EmplopesMo. | Mame Clacking Time Siate Madiy ype | Reasans Adriristrator
b

< ¥
Eecor dlount: 0

Select department, employee No. and time range and click [Search] and those
records which match the above condition will be displayed.

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.
4.2.5 Managing Log

Click menu [System]--[Managing Log], following springs:
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o Administrator operation log ‘Zl@gl

5:;3:}‘ Cloze
Time Range:
Administratar | Al v From |EIRE- 314w || 0001 (3| To|2009- 473 v ||235959 4
ID MName Managing Time Remark. ~
» |:| Admin 2009-4-1311:53:48 Operating system parameter settings
21 Admin 2009-4-13 11:53.30 Operating system parameter settings
20 Adrin 2009-4-1311:51:47 Operating system parameter settings
19 Admin 2009-4-1311:49:33 Operating system parameter settings
18 Adriin 2009-4-13 11:44:10 Clear the data before " 20053-03-01 "
17 Admin 2009-4-1311:43.21 Operating business leaverleare
16 Adrmin 2009-4-1311:42:38 Operating business leave/leave
15 Admin 2009-4-13 11:41:53 Operating business leave/leave
14 Admin 2009-4-13 11:40:55 Operating business leave lsave
13 Admin 2009-4-1311:36:39 Operating festival/holiday settings
12 Adrmin 2009-4-1311:3216 Operating system parameter settings
11 Admin 2009-4-1311:25:10 Operating system parameter settings
10 Adrmin 2009-4-1311:24:47 Operating system parameter settings
9 Adrmin 2009-4-1311:24:41 Operating system parameter settings:
8 Admin 2003-41311:24:21 Link the database to
7 Admin 2009-4-1311:23:.08 Operating system parameter settings
B Admin 2009-4-1018:01:08 Operating system parameter settings
-
< >

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.
4.2.6 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 comnscting failed, Please collocate the datsbaze again
.

Click [Database linking] in system menu, the following springs.
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B Data Link Properties &|

Provider |Cnnnectinn |Advanved Al

Specify the following to connectto Access data:
1. Select or enter a datahase name
[E:\Test Backeroup managementihte200dnd |0

2 Enter infarmation to log on to the database:

Username:  [Admin |

[ Blank password  [[] Allow saving password

Test Connaction

[ ok |[ Cancel |[_Help |

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

Notice: You can click [Test connection] to test the connection correctness of the

database.
4.2.7 Exit System

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

Please make sure ... @

\'{/ Are you sure to exit?

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

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

B Department Management  Ctrl+D
@ Enployees Maintenance  Ctrlts

4.3.1 Department Management

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

following window:

60



#) Department Nanagement X

= Qe SRR

Departments List

hppend

Eeing Selected Dept

Input the new department name

N

‘when adding a new department .
‘Y'ou can't use any same department
name.

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

Add a new department:

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

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

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

Department modification:

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

Delete the department:

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

Please make sure ...

9

Y Are you swre to delete this department?

j Cancel

Notice: repetition of department name is not allowed; if there are employees

existing in the deleted department, those employees will be automatically transferred to
department of head office.
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4.3.2 Employees Maintenance

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

appears:
) Eaployes Baint snance
Arpend Dalais Hedifr Transfar Tmpert
B trad clice Sesch Enplogees -
g;“:% Engloywe o+ |Nave | Depatert | Fostin | EvghoyOate | Tesghons |Addmss  Sex |Langusge |Comerd | Codbo  Mobde
i ne hewd citee
iy v #ie head ifee

. »
Employen Infoimaton | Ereod Frgers

Baployes Ho |B1E [ CandNo e

Sex v i v P v [2] Cakndate tuterdarce
Educsion b Spmeasly b Fendze v [E] Coknite Ovestime
nee (O -
Telaphone Mokds Emghoy Date: (2] R (s Hokely
1 He Corrmment Marksl St e
Addeery User Type | Homnal User ~ Group Mo |1 -

FecondConnd 2

Employee's adding:

Choose the department that the employees belong to, clicks [Append], and input

employee’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 employee is not checked, there will be no
statistical result for this employee in the report. If checkbox “Calculate Overtime” is not
checked, the statistical result of overtime of this employee will be 0, unless he had
[Temporary Shifts] which defines as overtime working; If the checkbox of “Rest On
Holiday” is not checked, holidays will make no effect on the shifts for this employee; if
the checkbox of “Rest On Holiday” is checked, thus for those holidays, even there are
shifts on those days for the employee, those shifts will be invalid. And if there are time

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

2. Employee No. is exclusive as well as the first digit cannot be 0!
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Employee's modification:

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

Employee’s deletion:
Choose the employee; click [Delete] and then click [OK] to complete.

Please be cautious when delete the employee since all this employee’s time

attendance records, shift arrangement will be deleted at the same time.
Import employees:
Click [Import], employee importation window springs for importing employees.
Employee’s department shifting:

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

following window will pop up:

o Employee Transfer El

Select the department to iansfer:

i
dib aeD
48 meD
38 Sales
48 rep

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

Right-click on employee list and the following window pops:
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Emplovee Mo. Mame: Department Position Employ Date  Telephone | Address

I —
8108 b Select A1l Cirlta
Cancel ALl Crl4T

Export. Data

w all columms v Hame

W Depar tment
v Position

v Enploy Date
v Telephone
v hddress

o Sex
 Language

v Comment

All displayed fields in employee 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:

e P
..... T — ¥ o me
" B
o
e
€]
o,

Flle pame: - g |
Seasppe [Tt Fide f,u0) ¥  [Comen]

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

name. Click [Save] to confirm the operation.

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

again.
4.4  Attendance Management

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

Holiday List

TimeTable and Shift CtrltE
% Staffer Scheduling Ctrl+F

Attendance Eecord
j_é httendance Caleulating and Report CirltRE

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

Stat Date | 2009 416+ Daps |3 =
Start Date Days

2009-05-01

Add festivals or holidays:

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

Modification of festivals or holidays:

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

Deletion of festivals or holidays:

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

4.42 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
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“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:

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

# TimeTable and Schedule Naintenance
Timetable Maintenance | Shift Maintenance

3
. A
X 2

Append  Delete Hodify

Tinetable Name | O Duty Tine __ Off Duty Time ~ SR,
» N [ 2
merming 0400 12:00 O Duty Time | 0800
siternoor 1200 20:00 m
right 2000 04:00 OFf Duty Time

Begin Clock-In Time
End Clockn Time | 13:00
Begin Clock-Out Time | 18:00
End Clock-Out Time | 20:00
Lats snor allowance
Early ertor allowance
Count & Warkday |1
Count &5 WorkTime | 420

Must Cn
w [ Free Time

Minutes

Minutes

Minutes

(] Muist C-Out
10T Time

Pic4.2
Add a new timetable:
Click [Append] and enter the corresponding information:
[Timetable Name] For instance: Day Shift
[On duty Time] (08:00)
[Begin Clock-in Time] (07:00)
[Begin Clock-out Time] (16:00)

[Late error allowance] (5)

[Off duty Time] (17:00)
[End Clock-in Time] (13:00)
[End Clock-out Time] (20:00),

[Early error allowance] (5)
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[Count as work day] (1)

[Count as work time XXX minutes] (480).
Tick [Must C-In] and [Must C-out],
Finally click [Save] to confirm.

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

be before [Begin Clock-in Time]) but it can’t be longer than 24 hours.

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

in calculating business leave, leave, absence and overtime.

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

there is off duty record for him only, his attendance will be treated as normal.
The timetable Modification

Select the timetable name you want to revise, and click [Modify], then input the new

information, clicks [Save] when finished.
The timetable Deletion
Select the timetable you want to delete, click [Delete], and click [OK] to make sure.

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

the same with Clock-out time. Please setup in accordance with practical situations.)
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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

Pic4.2. Please note there should be no blank left.)
Shift Maintenance

Click [Shift Maintenance] in Pic4.2 and the following window pops up:

#) TimeTable an

Timetable Maintenance

e

)|
Append Delete Modify
Shift Name A

1 Shift Name |day shift Cycles |1 3] Cycle Unit |'week v
thiee shift
|
Date Timetable 1 Timetable 2 |T|meTahle 3 erubm 4
Sunday
Monday Day
Tuesday Day

‘Wednesday Day

Thursday Day
Fiiday Day
Saturday Day

Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:
normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables and
time range required in this shift in the springing window (see the Pic4.3 below) For
instance, select the timetable — Day shift and select from Monday to Friday and then
click [OK], back to this window and click [Save] to complete. (Please refer to the

example for details.).
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) 2dd Shift Timetable X

Chaice a timetable: Choice the date: Clan
Timetabls ... |On Duty Ti...| Of Duty Time 4 Sunday
» | EE T R ¥ ?5;5;;
moming 0400 1200 “ wiethesday
sfternoon 1200 2000 ¥ Thirsdar
right 2000 04:00 v

Saturday

o | Cancel

Pic4.3
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 an employee has several shifts during one
period, he need to finish all the shifts if it is not arranged the shifts automatically
otherwise he will be regarded as absence; if you select the [Arrange the shift

automatically], just finishing one shift of the period is reared as normal attendance.

Modify a shift:

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

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

Example---Three shifts:

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

week, cycle every three weeks and employee is on holiday every Saturday and
Sunday.)

Step 1:

Click [Append], enter “Three shifts” in [Shift Name], set [Cycle] to “3” and [Cycle
Unit] to “Week”. Please see the picture below:
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nTlleTahle and Schedule Naintenance @

| Timetable Maintenance | Shi
& & 9
Append  Delete !mﬁr,:- rry
Shift Name -
b day shit Shift Name | TR0 Cycles (3 % Cycle Uit [week v
! o | Koo |
Date Timetable 1 Timetable 2 ['EimeTabIe 3 |TimeTabre 4 ~
Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
Monday
¥ — 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:

#) 4dd Shift Timectable 3]

Chaice a timstable Choice the date: Cal

Timetable .. | Or Duty Ti...| Off Duty Time 4 Sunday Wednesday
Day 0500 17:00 Y ’T"uﬂe"f;é ;r';;;day
Qraiing {0500 11200 [Rli i g e Satuday
afternoon 12:00 20:00 ¥ Thursda
Y ¥ v|mh
right 20:00 04:00 Sstirday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
v Manday
— Tugsday

|~
v

oK LCancel

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

The second week (afternoon shift, from Monday to Friday)
70



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

below):

# Add Shift Timetable X

Chaice a timstable Choice the date: [Cai

Timetable .. | On Duty Ti..| OFf Duty Time # Sunday ‘wednesday
i Monday Thursday
Day g0 1700 Ty, Lo
morhing 04:00 1200 Wednesday Saturday
i [zon___o0m | Thursday
right 20:00 0400 Friday
Saturday
Sunday
| Monday
v Tuesday

| Wednesday
vl Thursda)
v

Saturday
Sunday

3 Monday
- Tuesday

x| Cancel |

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

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

below):

¥ Add Shift Timetable E|

Cheice a timetable: Cheice the date: [Jan

Timetable ... | On Duty Ti..| Off Duty Time & Sunday | Wednesday

Day 0200 17:00 TMS::d?y v Thursda
marming 04:00 1200 wednesday Satlndap
aftemoon 12:00 20:00 Thursday

Qvioht 200 Josno | g';?j,"day

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

v | Monday

¥ Tuesday

o | Concel |

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

After the completion of above steps, please don’t forget to click [Save] and the
setup of “three shifts” will be done (see the picture below):
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# TimeTable and Schedule E

| Timetable Maintenanc

oaaEy

Append Delete Modify

Shift Name &
> doy shi Shift Name |thres shift Cycles [3 2]
> J

Date Timetable 1 Timetable 2 |TimeTabbe 3 |TimeTable 4 ~
Tuesday mofning
‘Wednesday marning
Thursday marning
Fricay moining
Saturday
Sunday
Monday aftermoan
Tuesday aftemaoon
Wednesday aftermoon

v

X

443 Employee Scheduling

Click [Employee Scheduling] in [Attendance] menu. The following window appears:

# Employee Scheduling

Select Al Select None | Arrange Shift

B head offics Seaich Employsss [ Y

Employes No Name Department Shit
» [E102 head office.
108 head office

Time Range

From | 2010-12-16 v @ @ L all 4 a
Iﬂ @ “2 L" %ﬁ Q
Ta [20101216  ~|  Del. Tenporsry Add Tenperary

>

3

Date ‘T\melahle 1 |T|melah\a 2 TimeT able 3 ‘T\meTah\a 4 |

12-16 Thursday

Pic4.4
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Choose the department or several personnel that need to arrange shifts, click

[Arrange], the following window appears:

” Staffer shift maintenance @

Shift List: Shift Timetable:
Shift Mame | Cycle quantty |4 [Date Timetabls 1 Timetable 2 |TimaTamaa |TimeTah\ed ‘
» EETECT
three shift 3 R
Manday Day
Tuesday Day

‘Wednesday  |Day

Thursday Day
Friday Day
Saturday Day

< >

] Tz crmidiitateis
VBT (IiE Shilt name Beginning dalz | Ending date
day shil 2005 0401 20100401

Beginning | 2009-04-01 &

Ending 20100430+

Add 98 pel oK Cancel

Pic4.5

Add a new shift:

Select the corresponding shifts, for instance: The commencement date and
deadline of this shift of “normal class ", click [Add] button and then click [OK] in Pic4.5 to

finish the adding of new shifts.

Please note:

If the cycle unit of scheduling is “week” and the amount of cycle is more than 2, the

starting date should setup as “Sunday”.

If the cycle unit of scheduling is “month” and the amount of cycle is more than 2,

the starting date should setup as “1st day of a month”.
Deletion of the shifts:

Select the shifts in the shifts form which you want to delete, click Delete button, and

click ok on the pop up dialog box to finish the deletion.
Arrange a Temporary Shift:
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When one or many employee's working time needs to be changed temporarily, you

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

Please make sure ...

\',f/' Are you swre to make temperary shift scheduls to the selected Enployess from 2010-12-01 to 2010-12-167

] Cancel

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

following window will pop up:

# £dd a tcmporacy timetable 3

Select the timetabls to add Select the dates Ol
Timetable... | On-duty time | Off-duty time A 04-125unday
hight 20:00 0%:00
moring 08:00 1200
o
o | [ Caneel

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;
4.4.4 Attendance Records

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

loyee = Attendance Record

Y =
) =
Search Eeport Export Modify Loz
Time Riange
Depatment| [ff headoffics s |Employes No. a1 v 1216 v [ w0 2| To[zinizie v [zmams
Depatment  Employee Mo, Name Date Time State Localion D | WorkCode
FiecordCount ]

Inquiry of attendance record:

Select the department, employee, the beginning and ending time that need to

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

Attendance Reco:

&3]

v| [ poom 2| To[z0104216 v [23535

Location 1D

‘WarkCode

CoocoCcocoocoCcooocOoOCoCoCoOoOCoooo

Ny

By C 9§ =
A ﬂ =

Search Eeport Export Modify Loz

Time Range

Department r head office w |Emplnyee Mo | Al v | - | 2010:12- 1
Department Employes Mo, | Name Date Time State

4 head office 102 Micheal 20101203 02:53:00
head office 8103 Micheal 2010-12-06 08:53:00
head office 8103 Micheal 20101206 18:03:36
head office 2103 Micheal 20101207 02:63:00
head office 8103 Micheal 20101207 18:03:36
head office 2102 Micheal 20101208 02:63:00
head office 8103 Micheal 20101206 18:03:36
head office 8103 Micheal 20101209 08:53:00
head office 8103 Micheal 20101209 18:03:36
head office 8103 Micheal 20101210 08:53:00
head office 2103 Micheal 20101210 18:03:38
head office 8103 Micheal 20101213 08:53:00
head office 2102 Micheal 20101213 12:03:36
head office 8103 Micheal 20101214 08:52:.00
head office 8103 Micheal 20101214 18:01:35
head office 8103 Micheal 20101215 08:53:.00
head office 8103 Micheal 20101215 180552
head office 2102 Micheal 20101216 02:63:00
head office 103 Micheal 20101216 17:653:52
head office 102 Lizzy 20101201 02:56:00
head affice 9108 Lizzy 2010-12-01 1812:00
head office G108 Lizay 20101202 08:56:00
head affice 2108 Lizzy 20101202 18:12:00
head office G108 Lizzy 2010-12-03 08:56:00

FiecordCount: 75

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

75 Preview

tu: 2 HE #BK X
Head office attendance record report
2009-04-01 To 2008-04-18
B Jake Chen 8001 2009-4-10 17:04:34__| Clack out 2009-4-7 74516 | Clockn
SN TIANs | | CiEtkin 2009-4-137.3546__| Clockln 200347 17.14.20 | Clock Out
OEETITIGEE GO 2009-4-13 17.27:08__| Clack Out 2009-4-8708.12 | Clockln
0o Ti505 ootk 2009-4-147.0612__| Clockln 20094872453 | Clockln
00942170516 | Clockout 2008-4-14 171635 | Clock Out 2008-4-817:2005 | Clock Out
TR T 2009-4-157.4659__| Clockln 2009-4-0749:52 | Clockln
200543170154 | Clock out 2009-4-15 1708553 | Clock Out 2008-4-9 7:51:56 ClockIn
oAl ootk 2009-4-168:0059__| Clockln 2009-4-98.02:15 | Clockln
2009-4-F 7-38:96 ClockIn Count 27 2009-4-917:11:24 Clock Qut
= 2008-4-107:4518__| Clockn
220[|D[|9§|_44_51177:4058:1452 (:C‘\O;:k?:t R&D KingJin 8103 2008410170434 | Clock Out
200047 17:1420 | Clack Out 20081171505 elockin 2008-4-13 73548 | Clockln
3009-4-87.0812 Ciockin 2009-4-1 17:00:59 | Clock Out 2008-4-1317.27.06 | Clock Out
2009-487.2453 Clackln 20064577 4555 Clotkin 2008-4-14 70612 | Closkin
2008-4-6 17.2005__| Clack 0ut L0242 170518 jElockout 2008-4-14176:25 | Glock Out
3009-4.0 74052 Clockin 2008-4-37:52112 Clockn 2008-4-15 74658 Clack In
20094075156 Clockin 2009-4-317.01:54 | Clock Out 2006-4-15 170853 | Glock Out
3009-2-98.0215 Clockin 20054 4:7:40:04 g lnckin 2009-4-16 8:00:58 | Clockln
2008-4-917:1124__| Clock Out ;Ununs_:gfua;fz cﬁanikf;an Count: 27
220'30197::'110']17740541394 g:c';kc')zt 200647 74516 | ClockIn P&D Wiark Sirmth 8105
T 200047 17,1420 | Clock Out 2000-41723.05 | Clockln
e 2008-4-870812 | Clockin 2008-4-1 17:00.58__| Clock Out
eI T ak 20004872453 | Clackin 20094274535 | Clockln
008414171625 Clock Out 2009-4-817:20:05 Clock Out 2008-4-2 17:05:18 Clock Out
T e 2003-4-9748:52 | Clackin 20094375212 | Clockln
e 2008-4-875166 | Clockin 2008-4-317.01.54__| Clock Out
- 20549 ANZ1R Clnck In IMNG-4-4 743F4 Clnck In

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.

445 Attendance Calculating and Report
Inquiry of report form:

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

window appears:
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#) ittendance Calculating and Report [ (=1[E]

<]
2] =
Calculate Report Export Exception

Time Range

Depatment § headoffice v Employee] & v Rem|201092 1 v [ooeom 2] Telampazis v [23sess 2

Atterdance Exceptions | Shift Exceptions | Other Exceptions | Calculated Items

Department Emplayee No, Name Date Time: State Operation Exception Desc... Timetable Check. ‘whorkCode ~

»

Pic4.6

Select the beginning, the ending date and the department and employee that need

to be calculated and then click [Calculate].

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

viewed respectively:

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

records;

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

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

[Calculated Items]: Display all Employee’s calculated items such as “normal’,

» o« » o« » o«

“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.
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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:

# rttendance Calculating and Report

Ze @
oY =
Caleulate Eeport Export Exception
Tirne Range
Department| ] hesdoffice »|  Employes| Al v Fomlamoiz 1 v [ ooom $ To2mi0iz16 v (23535
Ailterdance Exceptions | Shift Excepiions | Oither E xceptions | Caloulated tems
Department | Employee Mo Hame Diate Time Stale Operation | Exception Desc...| Timetable Check |woklode | 4
 thead oifica i S T2 SR 00 Clack in Homal ecod Dy [
head alfice L 0101201 181200 ek Dut Momalecord  Day 0
hiead alfice il 20101202 05800 Clack In Momalecod Day 0
hiead alfice il 20101202 181200 Clook Out Momalecod Day 0
head ofice il 20101203 B 5E00 Clock In Momalecord Day o
head affice il 201012:02 181200 Clock Dut Nomalrecord — Day 0
hiead alfice il 201012.08 085800 Clack In Momalecod Day 0
head alfice il 201012.06 181200 Clock ut Momal ecod— Day o
head afice Il 20101207 BEEE00 Clock In Momaliecord  Dap o
head affice il 0101207 181200 Clock Dut Nomalrecord  Day I
hiead alfice il 201012.08 05800 Clack In Momalecod Day 0
head alfice il 2010-12:08 181200 Clock ut Momalecod Day o
head afice Il 201012:08 BEEE00 Clock In Momaliecord  Dap o
head affice il 201012:08 182400 Clock Dut Nomalrecord  Day I
hiead alfice il 20101210 025600 Clack In Momalecod Day 0
head alfice il 20101210 16 2400 Clock ut Momalecod Day o
head afice Il 20101213 BEEE00 Clock In Momaliecord  Dap o
head affice il 20101213 182800 Clock Dut Nomalrecord  Day I
hiead alfice il 20101214 05600 Clack In Momalecod Day 0
head alfice il 20101214 183200 Clock ut Momalecod— Day o
head afice Il 20101218 BEEE00 Clock In Momaliecord  Dap o
head affice il 20101215 185600 Clock Dut Nomalrecord  Day I
hiead alfice il 20101216 025600 Clack In Momalecod Day 0
head alfice il 20101216 185600 Clock ut Momalecod— Day o
head fice Il 20101201 BHOH00 Clock In Momaliecord  Dap o
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):

Dapairwnd  Employsn Ha Haen Dt T Slate Opmstier | Ecoplon Dmec: Taundntle Check ek et
head olfce. 2108 20101241 025600 Clock In Mormal recond Day 0
head olfice. Lol 2M01201 181200 Clock Dut Kol record Dy 0
head oifice. 8108 2012402 085600 Dlack In Komal racord Day o
Fead olfce @08 2N01242 121200 Clock Ot Mamnal iscend Doy 0

ST I W S

Bcirnal merd [y [
b clben B o ragorl for eurrant grid | Momaliseod Dy n
Pead citen B Clock in ™ ]
Faad cffce 08 Telate salacted [} Clock vt £ 0
head olfice "o Canesl aparation far salectsd Cirlél L] ]
head clfice o Wedify wnd wawe Faauption Carles a ]
h:d:“ ::: Chagge filter ' ol :
:..:.:: am o ! e ]

e all calmas

brad cller B R —— ]
Fead cites i FNOIZI0THM00 Clock Out u
head olfice. £08 2101292085600 Clock In L]
head olfice. nos 21182000 Clock Dut ]
head olfice. 108 201294 085600 Clack In o
head oifice. @08 AN214 123200 Clock 0wt ]
Frmad dlfce 108 ANI2I5 085600 Clock. In ]
b vllen am FANOAZG VHEED0 Clock Ot ]
brad dllen auE NOIZIE SO0 Clock In ]
Fead oites nm FN0126 THSED0 Clock Out ]
head olfice. 102 20101241 030000 Clock In 0
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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 eclumns

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

Create report for current grid

Colunns +
Show &1l columns

The operation is the same as stated above.
Report:

Click [Report] in pic4.6 and the following menu will pop up:

Attendance Report
Daily Report
General Report
Exceptions Report

Create a Report For Current Grid

Pic4.7 Exception menu

[Attendance Report]: Calculate employee’s attendance record;

tuo: SHS A X
Head office attendance record report
200341 To 20000416
TockOu| [ 2030007 171420 | Cioch 0wt |
Clock.In Clock. In
Cloch Ot
Tk In |
Mt  Clock 04t
n [
| Clock Dt | Dotk Ou
_Cinckin_ Clock In
ek I
0006 17.0042__| Cloch 0wt "o
_200S0LOTO7AR1E | Dleckin | Cleckin |
Cleck Dad et 0 |
Clock
Qi Chock I |
p hkin| Clock Ot
 Cleck Dut | Checkin
Clock In o]
Sckiy G In |
| Qockin | Choch. In
Dt
 Clock Dt § Tiock Duf
o In m‘;_l.l\!“
Thoch 0wt T
=0 £
- Clock
0L 070612 | Ok In o
HBUNINT 162 | DockDut | ok in
5| Oockin Coin |
= Clock In

[Daily Report]: Calculate employee’s daily attendance record;
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tToo SHS M X

head office Eﬂﬁl“g daily report

B2 To ANBI2IE

Mame No [o|e|oju[s|w|o[jojo[onejojufs[s[v[e[e[a[x|[z][ala|=|xs]7][a][x[n]n
i o ToT/7/7 T Tefmlol/lelT T 00T/ lele T TT T T T T T T T T T T 71
[chas om VoVsr T 1 Tololololel T Vobofelel T T 1T T T VT T T T T T
(=3 CI0 R NN N A 2 N I I N I Y IO O
Femarkitiomol Lol <Eady -Abiest [HoCdn JNoCOW Fest O BLEButiness Lemw Llosw

Tt ko 217 151818 1

[

[General Report]: Calculate all employee’s attendance items such as

» o« » o«

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

“normal”,

tToo SHS M X

head office atlendance stat. total report

NS0T To2MBI2IE

Ty o W27 152025 1

[
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[Exceptions Report]: Calculate employee’s “out”, “overtime”, business leave/

personal leave” efc;

= s i
72 Preview

fFuo: = EHE M X

head office attendance exceptions report

201012401 To 20101216

Date & Time [ Exceptiontype | Waklong | Femak,

Name No.

head office
Hudy ‘BW 0z ‘201 0-12:0418:00:00 2010-12:05 09:00:00

Free ovetime | 150000 |

Huy [0z Jomodzo7 102300 20101207 135600 | Businessleave | 033300

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

example: Attendance Report
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tur GHS AN X

Timetahle

héad ofice
haad ofice

tur GHS AN X

Cleck In Clock Out Late

7:30
]
730

] e e e

Early

OverTlme

1.‘ 01 (0000 |010.1201 15 00.00

10424}6 09.00.00_|2010-12-03 18.00.00

1012{5 www ZJ'IO-Q-CE 18,0000

2010-12-10 09:0000  [2010-12-10 18.00.00

IU‘I}";‘-ﬁ W-WW

2010-12-16 09:0000  [2010-12-16 180000

20101201 csaaw 20101201 1803 %

301 o [2010.12-02 1808 3

010-12-00 08 53 00|

2010-12-06 08:5300 [2010-12-06 18.03:36

mlute-u? ussaw 101207 1803 %

11208 180330

:mamu 085300 [3010-12-10 180336

101213 18055

0101201 131 L]

10 1500 18 1200

01012406 D856 00 [2010-12:06 18 12100

zu\u\z-u DEe600 (20101207 181200 )
001206 065 000101246 16 120 :
N— MRA2MA AN 1NN 1R 34 i
| Pagn 273
Print Report:

Toolbar of report preview is as the following picture:




o = EHES #4 K

+= 1003

Adjust the ratio of preview content;

L= 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 4.6, click [Export] and the displayed data of grid in the current window will
be exported to a file (*.txt or *.xIs). It has the same function as [Export Data] when right
clicking in each grid.

Exceptions dealt with:
In pic4.6, click [Exception] and the following menu will pop up:

Append Record
Late/Early Collectiwvely

Business Leave/Leave

Modified Record Log

Click options one by one in the menu and the following modules will pop up
respectively: [Append record], [Late/Early Collectively], [Business Leave/leave] and
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[Modified Record Log]. If the calculation result is incorrect for some employee, first,

please check whether there is leave or forgetting Clock in or Clock out for this employee.

If there is, please deal with the records through above menu. Please refer to the next

chapter for more details.

4.5 Deal with Exceptions

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

4.51

hway On Business/Leave

hppend Record
hppend Record Colleatively

Cirl+L

Cirl+W

Dealing With Collectively Late/Early

Away on Business/ Leave

When the employee can't punch in/out because of going out on business or asking

for leave, in order to guarantee the exactness of the final statistics, we should make

these settings through this function. Click [Away on Business/ Leave] in [Exception]

menu, the following interface springs:

# Esployce Be away on Business & Asking for Leave

»

&2 W g

Append Delete Wodify Search Report

Time Range

Department % head office
Beginning Time | 201012-17 & || 8:00:00
Employee Ho. EINEMENEMENENENENN
Ending Time 20101217 ~ 173000
Leave Type
Reason
Department Employse No. | Mame Beginning Tirne Ending Tirne

43| |4x

Reasan

Deal with employee away on business / leave:

Click [Append], then select the proper department, employee ID, beginning time,

ending time, leave type, and click save when ready.
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Modification of employee away on business or leave:

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

Deletion of employee away on business or leave

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

452 Append Record

If a employee 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:

o Append record

Department i head office

Employee Mo,

Stale v

Recod Time | 20104217 & gono0 2

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

4.5.3 Append Record Collectively

When part or all of the employees 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:
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# Append record collectively

-~

)

When Employees can not clock—in or
clock-out for some reasons, Tou can
add the massive clock-in or
clock-out record here.

Fou can use the Ctrl key when
selecting many Employees:

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

State: | Clock in v
Record Time: | 20101277 (v || &0 (S

3

Depatments lst Employees st e
Employee .. | Name
&8 450 »
&8 ReD
88 Sales
28 F0
3

Select the department, thus the employees in the department will be listed in the

employee list, select the employees whom you want to add records on to, then select

record’s state and time, then click [OK] to finish.

454

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:

Steps as follows;

#) Dealing with collectively Late/Early X
D Emplopess st Cal
@) Coning Late O Leaving Early
Enployee No__ | Name ~
Ignore clack in recard » iz Judy ]
8103 Wicheal
From| 20101217 v|[ w2 s Lizzy
To wom 5
The modified clock in time:
2001247 v |[7Er0 2
Search Emploees
@bepatment | head office v
© shift Harmal v
-
0%

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

2. Select time range for “Ignore clock in record”;
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3. Select the “The modified clock in time”

4. Search employee through department or shift;

5. Select employee;

6. Click [OK] to confirm.

4.6 Data Maintenance

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

W Inport Emplovee List Chrl+y
Inport Attendance Record Ctrl+l

Clear Obsclete Data
Compress Databaze

BB Bacloup DatsBasze

Initialize System

4.6.1 Import Employee List

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

window:

n Import Employee List &‘

Select a file to import

File: | ‘E]

Failures in importing:

o [ s

Click [ to select the personnel list file for importing.
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Lookin: | £ Backeroup managessnt -

CTemglate
Capngbeg

o

L R i

§d
-

#y Conputer

Ry Betvork
Plu

File game: | 4 Qpen

Filesof hpe.  Text File (o txt) v 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 employee info of “ID, Name, and

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

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

changed.
4.6.2 Import Attendance Record

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

following window:
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# Taport Attendance Record 3

Select a file to import

File D

Failures in importing:

Click [ to select the attendance record file for importing, and click [OK] to start.

4.6.3 Clear Obsolete Data

Click [Clear Obsolete Data] in [Data Maintenance] menu, springs the following

window:

# Clcar The Obsolete Data

Select the end date
Before; |EIIE- 317 M I} :
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.

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).
4.6.4 Compress Database

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

the database
4.6.5 Backup Database

For ensuring the safety of data and recoverability, we advise you to back up the

database regularly. Click [Backup Database] in [Data Maintenance] menu, then select
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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.

4.6.6 Initialize System

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

4.7  External Program Management

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

Exception Data Maintenance

onnect To Time and Attendance Machine

ks

4.7.1  Connect to Communication management software

Click [External]-[Connect to Time Attendance Machine], the system will prompt the
communication interface between the software and the time attendance machine,
control the current machine which connected with the computer, also can collect the
records from the machine, upload and download employee information and fingerprint
templates, or clear the old data on the attendance machine, modify the time on the

machine. More details please reference the[Communication]chapter.
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Penms -

Unit Management | Kecord Supervision

Communication Nanagement Software ¥3.8.4

Add Modify Delete

Unit Unit
Terminal Managment

a @

Synchronize Initialize
unit

Muto npdate
the TAA status

lnit Management

%

esune
Enployees

= All Groups
Group?
Group2
Group3
Group4
Groups

11

Stop HE
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gl Communication

The chapter is mainly about how to add, delete

and set communication between PC and terminal.
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5 Data Communication

Select [Start] - [All programs] - [Fingerprint Time and Attendance System] - [Time
and Attendance machine management], the main interface will show as following
(default password is empty):

=N (/@ () Enclish -P= Communication Fanagement Software ¥3.9.4 - B x
) Unit Minagement | Record Supervizion  Emplowess W Record M U Disk M
mE R O @ ¥ L O O Mul e &
add Modify  Delete Synehronize Initialize Terminal Ring Time zone/Group Dowrload Download Clear Baclop Resume
Unit  Unit Tni t time uni t parameter settings settings new record all record record | Employees Employees
Terminal Managment Vnit Management
=- &l Groups

Groupl

Group?

Group3

Groups

Group5

] 0% I

7
If the time attendance software’s login password is not empty, you should enter the
password firstly.

System Logining

Management PWD l:l

oK Lancel

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

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

System prompt

€ | frong adnin password, you have 2 chances to try agaim,
\_-H Pleaze enter the adnin password again
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Click the button [OK]. And then try to enter the correct password

5.1  T&A Machine Management
5.1.1  Add Unit

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

Terminal Nanagement

Terminal Info

Communication Method
femalio & USB(no driver)
Device D |!

[Check Device 1D from the device menu)
Device Name |1
Device Group | Boue] hd

" LANIClient)
o~

" LaN

" RS485 COM1 >
Thi stahus |Redlstos |

3

Remark:
Terminal No.: This number can be set as you like.
Device ID: Check Device ID from the device menu

Device Name: You can set it as you like.

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

T&A Status: There are three options: Actual Status, on duty and off duty. When we

set it as “Actual Status” the attendance records’ status in the software are as same they

are in the device. If you set it as “ON Duty”, all the records’ status which is from this

machine will be “On duty”.
USB: Connect the terminal via USB cable;

LAN: Input the terminal’s IP address. The default IP address is 192.168.0.218.
LAN (client): Only communication with the PC which has server IP.

RS485: The default COM value is COM1;

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

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

p
Machine Number: 1

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

Connection State: Abnormal
.

~N

J

The connection state should be normal. So please do communication operation

with machine (i.e. Synchronize time). When connection state is normal, terminal icon
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B.H.
will become blue (\ esa).

5.1.2  Modify Unit

Choose the terminal and then click [Modify Unit], the following window pops up:

Terminal Nanagement &‘

Temninal Info

Communication Method
Terminal No.

*+ USB[no driver]
Device D |! o LAN ’7
[Check Device ID from the device menu]

" LAN[Client)
Device Mame ’17
" COM
Device Group m
~ Rs4ss  [CoM =
Tha status ’m‘

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

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

System prompt

‘,:/' Mlready have the machine rumber and the device ID
S

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

box pops up:

Please confirm...

@y Thiz operation will deal with the selected machine:
\_:/ 1[Headoffice]

hre you sure to continus?

T

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

& | Select All

(D | Reverse Selection
Set the IP cenfiguration
Terminal infermation
Open the door wia seftware
Mezsage Hansgement

Dizsbls the manager

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

terminals which are selected.
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5.1.4.1 Set the IP Configuration

Click [Set the IP configuration] and open the window:

[ Set the terminal’s IP configuration =

Set the terminal's I configuration

I P address;

[

[ Default gateway ‘
™ Sub mask [
[~ MAC address: [
[

[

[ Server IP address:
[~ Work mode:

El
ak Cancel

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

5.1.4.2 Terminal Information

Display terminal information as follows:

B Terninal information 3

Terminal informatior

User number g
Fingerprint number 2
Passward number 2
Card number 0
Mew recards number 0
Total records number 8

Firmware version 01.A0H1
Device SN 1234567631 234567

Retiieve Cancel

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

5.1.4.3 Open the door via software

Open the door via software

If you click the item [Open the door via software], you can see the information in the

main interface as follows:

[2009-03-18 13:35:58]1[Head office] Open the door via software successfully!

And meanwhile you can hear the sound from the relay.
5.1.44 Message Management
Send the message to the user when he clock in.

Click the item, a window pops up as follows:
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B Nessage Nanagement

Fiivate messan i IS Begin date] 20101217~ End date 20101217~

£

Message Type

Message Eonlent‘ Add Message
Message List Read Message

MO Message Typ Emploree I[ Hame Eegin date End date Message Content

[ o

Delete All Meszages ‘ Delete Selected Messages‘

There are two kind of message type: Private message and public message

Private message need the employee ID. If you do not input the employee ID, the
system prompts message: Input message not compete!

Click [Add Message] button to add the message.

Click [Read message], you will see the message in the [Message List]. And you
can select one message and click [Delete Selected Messages] to delete the message.

Click [Delete All Messages] to delete all messages on the terminal.

The message displays on the terminal’s LCD as follows:

[Public] v [ID 008108] A
Good morning! Good morning!
Public message Private message

Message length: 27 Chinese letters or 54 English letters.

Notice: You can shift the messages by pressing [«], [>] key.

5.1.4.5 Disable the manager

Clear the device manager.
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Choice [Disable the manager] menu, the system will prompt as follow:

'{/ hre you sure to to disable the manager ?
X

i3 f

Click the [Ok] button to delete manager, Click [Cancel] to cancel the delete

operation.

[2010-11-22 14:10:00]1[Head Office] Clear the manager succeed.

5.1.5  Synchronize Time
Synchronize the terminal’s time with the computer time. Click the button
[Synchronize Time]. Following message box pops up:

Please confirm...

| This operation will deal with the selected machine
¥. l[HeadoEflce]
Are you swre to continue?

i Cancel

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

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

5.1.6 Initialize Unit

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

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

Please confirm...

\ Thiz operation will deal with the zelected machine
y.(l 1[Headoffice]

Are you suwre to contimue?

] cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Some operation information displays in the main interface as follows:
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[2009-03-18 13:52:59]Initializing...
[2009-03-18 13:53:01]1[Head office] Initialization successful!

5.1.7 Terminal Parameter Settings

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

pops up:

Termianl parameter settings E‘
G . 10

Sleep time[0-250 minute]
Date farmat o/ =
Time format 24 Hour hd
Matching precision Goad :"
Fiecord alam thisshold valuei(:5000) 100
Time period between repeated clocking(D-250 minute] 0
Update the fingerprint terplate inteligertly Enable hd
Ring function Disable =
wisgand mode wiegandz6 hs
Fixed wiegand area code(0-254)
Lock Relay timef0-15 sccond) 5
Do sersor alarm delap(0-250) 2 0

Display Default setting ‘ oK ‘ T Eancel

[Sleep time (0~250 minute)]: How long does the terminal turn to the sleep mode if
there is no one operating the terminal.

[Volume (0~5)]: The volume of the prompt sound in the terminal. The default value
is 3.

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

[Time format]: There are two kinds time format: 24 hour and 12 hour.

[Matching precision]: There are three kinds: ‘Normal’, ‘Good’ and ‘Exact’. The
default value is ‘Good’.

[Record alarm threshold value (0-5000)]: If the rest memory space for the record is
less than the threshold value, the machine will alarm.

[Time period between repeated chocking (0~250 minute)]: The maximum value is
250 minutes. And the default value is 30s.

[Update the fingerprint template intelligently]: During fingerprint sensor

identification process, the senor replaces the lowest-quality data with new,
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higher-quality data that it acquired in the matching process. This enables the sensor to

maintain high quality data at all times, saving the user from repeated authentication

attempts. Default status is limited.

[Work code prompt]: The work code indicates what kind of work that the employee

takes. If you enable this function, the terminal asks for the work code after one get pass

from the terminal.

FP Verify
ID 008101

Workcode 000000

Click the button [OK] to confirm.
[Ring function]: Enable is function before using the Ring time settings.
[Wiegand Mode]: Wiegand26, Encrypted wiegand.

[Fixed Wiegand area code (0~254)]: If you upload one fingerprint to two terminals,

the same fingerprint's wiegand outputs are different in the different terminals. If the two

terminals’ wiegand area codes are same, the same fingerprint's wiegand outputs are

same in these two terminals.

all.

[Lock Relay time (0~15 second)]: The door open delay.

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

Please confirm...

D) Tl[us ;
- 1[HeadoE£;
‘JJ Are v

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

The operation information in the main interface is as follows:

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

Click the button [Display Default setting] to see the terminal’s default settings
5.1.8 Ring Settings

Set the ring time. Please enable the Ring function in the parameter settings first of

Click the button [Ring settings]. [Set ring time] window pops up as follows:
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Ring time: list

Set ring time

Detailed information

Ringtime /0000

Jv Monday

Iv Friday

+ add |

Jv Tuseday

[ Saturday

= Delete |

v Wednesday | Thursday

[ Sunday

Ok | LCancel ‘

Input the ring time and then click the button [+ Add)] to add the ring time to the
“Ring time list”.

You can also click the button [-Delete] to delete the ring time from the “Ring time
list”.

Click the button [OK] to save the settings. Following operation information displays

in the main interface:

[2009-03-18 13:57:32]Setting ring time...
[2009-03-18 13:57:33]1[Head office] Set the ring time successfully!

5.1.9 Time zone/Group settings
This function is only for the terminals which have the access control output.

Click the button [Time zone/Group settings]. The [Set time zone/Group] window

pops up:

Set time zone/Group g|
Time zane seftings
Timze zane nurber - Set
Monday begindend time 0:00:00 =+ ’M
Tuesday begin/end time o000 = [ goooo =
Wedhnesday bagin/end time 00000 — | 00000 =
Thursday begin/end time e
Friday begin‘end fine sormn — [ nooon =
Salurday begin/end time e
Surday begindend tme sormn — [ nooon =
Giroup settings
e [ A Set
Time zohe 1 2
Time zone 2 2
Time zone 3 2
Time zone 4 2

[Time zone settings]:
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Select the time zone number. And then you will see the time zone settings.
If you want to modify the time zone, you can just set the parameters again and click

the button [Set] to save.

[2009-03-18 15:06:31]Setting the time zone...
[2009-03-18 15:06:32]1[Head office] Set the time zone successfully!

[Group settings]:

Select the group number and then you can see which time zones are arranged in
this group.

If you want to modify the group settings, you can just change the time zone number

and then click the button [Set] to save.

[2009-03-18 15:06:42]Setting the group...
[2009-03-18 15:06:43]1[Head office] Set the group successfully!

5.1.10 Download new record

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

Please confirm...

@y Thiz operation will deal with the selected machine:
s/ 1leadoffice]
Are you sure to continue?

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

Following information shows on the main interface:

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

Read successfully: 4

5.1.11 Download all Record

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

Please confirm...

@y Thiz operation will deal with the selected machine:
s/ 1leadoffice]
Are you sure to continue?

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

Following information shows on the main interface:
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[2009-03-18 15:13:23]1[Head office] Reading attendance records...
[2009-03-18 15:13:24]1[Head office] Read the records completed, Records: 6
Read successfully: 6

5.1.12 Clear Record

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

Please confirm...

@y Thiz operation will deal with the selected machine:
s/ 1leadoffice]
Are you sure to continue?

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

Following information shows on the main interface:

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

5.1.13 Backup Employee

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

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

Please confirm... @\

D) This operation will deal with the selected machine:
ice

+ you to continue?

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

The operation information displays on the main interface as follows:
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[2009-03-18 15:15:07]Back upping employees...

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

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

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

[2009-03-18 15:15:08]1[Head office] Backup employees and fingerprints

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

bottom corner. Following message box pops up:

Please confirm...

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

5.1.14 Resume Employee

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

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

Please confirm...

@y Thiz operation will deal with the selected machine:
2/ 1Deadoffice]

hre you sure to continus?

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

Some operation information displays as follows:

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

Notice: 1. please make sure that the User ID is existent in the terminal.

19 15:08:07] Get back employees...
[2009-03-19 15:08:07]Get back employees: 1[Head office]
1[Head office] No such ID existed, recovery failed!

2. You can stop recovering the employee by click the button [Stop] on the right
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bottom corner.
5.2 Record Supervision

Get the records from the terminal real-time.

) 8@ @ik D= Communication Nanagement Software ¥3.9.4 - B x
Uit Wanagement  Record Supervision | Enployees W Record I £ Disk t
o] Begin Time 2011-11-09 14:23:59 Checkin Times 0
o End Time 2011-11-09 14:24:00  Check-out Times 0
hetivate | Prohibit
resliine | vecltine ||| Empleyes Funber 0 Other Status Times 0
Real Time Manazement Real-Time Monitoring Records Information
=1+ A1l Groups
Groupt ™~
Group2
Group2 A
Groupd -
GroupS
Mo Name Date/Time Status Descrption  Terminal Mo/ DevicelD | Device name Department Fosition Wk Cade  Identiication Method

] 0%

5.2.1 Activate Real-time

Click the [Activate real-time] button, the status bar shows message: Reading
attendance records...

Now the software is beginning to supervise the terminal, and then collect the
records every 5 seconds. You can review the record information in the [Real-Time

Monitoring Records Information] as follows:

Begin Time 2010-12-17 12:29:24 Checkin Times 0
End Time Checkeut Timss 0
Enplores Funber |0 Other Status Times 0

Eeal-Time Monitoring Eecords Information

When the employee clock in or out, the [Check-in Times] or the [Check-out times]
increases one. And the real time record shows.

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

Position pops up:
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I 8107

Wame: David
Dept: RND
Position: Softvware
Engineer

5.2.2  Prohibit real-time

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

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

Records Information] as follows:

Begin Tine 2010-12-20 15:32:14
End Time 2010-12-20 15:32:53

Check-in Times 0
Check—out Times 0O
Emploree Number 3 Other Status Times 0

Real-Time Monitoring Records Infermation

5.3 Employees Management

Employees’ management interface is as following:

y ()@ () Inelish = Communication Nanagement Software ¥3.9.4 o X
Unit Hanagement  Record Supervision | Enployees Wl Record I t U Disk M +
&) & @ @ Enployee ID =
2 : mployee Name
B:_r' Enpl K é
dd Modify  Delete Transfer Set Copy Dowrload Upload Telete Check
Employee Employes Enmployes | Department priviless FPrivileze Enployees & FF  from Unit el Enployes
Employees Managment Employess communication Employee Checking
=~ &l Groups
GroupT H
Group2
Group3 At
Group4 -
Group5
i Headoffice Employee b | Card No Name Sex Position Bithday Employ Date | Phone Address Unit
< >
| 0% B

5.3.1  Add Employee

Click [Add Employee] button, open [Add/modify employee info] window which

includes 2 pages: Basic info and fingerprint registration as follows:
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= Add/Nodify Employee Info X

Basic Info 1

Mo, ,7
Cadlo |
Name|
Passwod |
s 7l
Dept | head office -
Goprunber 1 ] o @ xl
User type ,W‘

Idertifization Mathad | $ert hd
D Na. Bithday 1. -
Nation ~| Employ Date . =

Positian ~ | Poltical Feature <
Education - Speciaity -
Phone Mobile:

Native Place |

Address |

Save LCancel

[Basic info]: Edit employee’s basic information.

Add/Nodify Eaployee Info =
Basic Info I
o, 001
Card No, | 3336385
Mams L2y
Passward |123
Sey |Male -

Dept. ﬁ head office -

Group number ’ﬁ a ﬁ ﬁ
Usertype [Nomal User =]
dertifcation Method [Sept 7]

N | Bithday
Mation :" Employ Date 4! hd
Pasition ~ | Political Feature hd
Education ’—L‘ Speciality ,—L|
Phane Mobile
Mative Place ‘

Address ‘

Save Cancel

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

You can also add pictures for employee. There are two ways to add pictures:

1st way: Click [ Sl] button, choose employee’s picture stored in PC and open [Edit

picture] window as following,
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= Bdit Picture %

Click the button [View] to choose one photo. And Crop the photo by the [Cut-down]

button and then click the button [Save] to save as follows:
= Add/Nodify Emploree Info 3

Basic Infa } Fingerprint Ficgistration |

Mo, 3108
Cardl Mo, | 3356385
Name |Lizey
Gy |Female =
Dept, | head sifice =
Group number |1 <
Liser type | Normal User - al @ x|

Wiy Mode | Sept =

N
Matior ’m Employ Date: ,W‘
Posiion| | Poltical Feature [Party Member -~
Bwcaon| | spesan| =)
Phone tobile

Naive Placs [Shanghai

Address ||

Save Cancel

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

there is camera equipment installed in your PC.

Click [ﬂ] button, open [Pictures shooting] window as following,
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IskeFie| Geve | Besoes | Cufomn)

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

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

Click the button [ﬂ] to delete the employee photo.

5.3.2 Modify Employee

Modify employee operation is to modify the employee information in the window
[Add/Modify employee Info]

5.3.3 Delete Employee

Delete the employee from the database.

Choose employee from employee info list (you can choose some or all the
employee by using the button [Shift] or [Ctrl] on your computer’s keypad). Click [Delete
Employee] to delete the selected employee.

5.3.4 Transfer Department

Choose the employee and then click the button [Transfer Department]. The window

[Employee Transfer] pops up:
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Elpluree Tansfer E‘

Please select the department:

E E head office
& 25D

ok LCancel

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

[Cancel] to cancel.

5.3.5 Set Privilege

We can only upload the employee to the authorized terminal.

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

Set privilege E]
-0
1[Head Dffice]
[ 25hanghail
= Group2
O 3Bsiing]
O 45henzhen]
O Groupd
O Groupd
O Groups

0K LCancel

Choose the terminal and then click the button [OK] to save.
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You can find the employee’s authorized terminal in the column [Unit] as follows:
Emploree Mo, |CardMo. |Wame | Sex | Postion  Bithday  EmployDate | Phone | Addiess 1tFP 2ndFP | Unit

= L e L ] [

8103 Micheal 201012417 ] ]

2108 Lizay m] m]

Judy's fingerprint is in the unit1.
Micheal's fingerprint is in the unit 1 and unit2.
Lizzy's fingerprint is in the unit2.

5.3.6  Copy Privilege

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

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

B Copy Function and Privilege

Copied Emploree 1D

Input the one employee’s ID. And then you can click the button [&I] to browse the
employee’s privilege in the [Set privilege] as follows:

Set privilege &l
-0
[ 1[Head Office]
2[5hanghail
= Group2
O 3Bsiing]
4[Shenzhen]
O Groupd
O Groupd
O Groups

LCancel

Click the button [Cancel] to exit the [Set privilege]. And then click the button [OK] to
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confirm or click the button [Cancel] to cancel.

Please confira. ..

\_‘,t/ Are you sure to copy the selected emploree’ s privilege?

Canet

System prompt

\_? The Selected emploree’ s privileges are successfully copied!

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

button [Download FP]. Following message box pops up:

Please confirm...

v This upEra(an will deal with the selected machine:
adoffic

\_.H 1[He:
Are you sure to continue?

T

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

The operation nformation shows on the main interface as follows:

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

5.3.8 Upload Employee & FP

Upload the employee information and fingerprints to the terminal.

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

Please confirm...

v This upEra(an will deal with the selected machine:
adoffic

\_.H 1[He:
Are you sure to continue?

T

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

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

5.3.9 Delete from Unit

Delete the employees from the terminal via the software.

Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the

button [Delete from Unit]. Following message box pops up:

Please confirm...

&

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

The operation information shows on the main interface as follows:

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

5.3.10 Employee Checking
Search the employee information.

p

Check
Enploree

Enplores Checking

Search the employee information by the employee ID, Employee Name and
Terminal. Click [Check Employee] button to check the employee’s information.

5.3.11 Department Management

Move the cursor to the department list and then click the right button of your mouse.

The menu pops up as follows:

Add dept
Modify dept

Delete dept

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

Please Input Department Name:

oK. Cancel

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

[Modify dept.]

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

oK. Cancel

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

[Delete dept.]

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

Please confirm... E‘

\_‘,:/' Are you zure to delete the selected department?

Cancel

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

Remark: Right button menu:

Select ALl

Cancel Seletion

N

Transfer Departnent
Copy Privilage

2| Add Enplorse

% Modify Enploree

G Delete Emploree

5.4 Record Management
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H' £ [English s Communication Nanagement Software ¥3.9.4

r—
Unit Wanagement  Record Supervision  Employees M. Record M t | U Disk M +
P egin Date EM= 2011-11-08 - @) | Export Fornat Text fileG tet) - Empleyes Ho. Length B
_ é') Export Field Fo.:Date/Tine:Terminal No. :Sta - Spacs symbol Tsb -
[EEnd aute |BRS 2011-10-08 - Search Tine farmat yyyy-wn-4d hhimniss -|Space symbol Length |l g
Record Search Export Record
= All Groups
Group!
Group2
Group3
Groupd
Groups
Ho Name Date/Time Status Stalus Description | TerminalMo Device ID | DeviceName  Depl Posiion Work Code | Identificatior
<
] 0%
5.4.1 Record Search
M Besin Date Fri 12/17/200 - @)
B Fnd date Fri 12/17/2010 -] Search
record
Record Search
Set the Begin Date and End Date as follows:
4 Tlecember 2010 »
SMTHTEFS
123 4
5678 91011
12 13 14 15 16[IT]18
19 20 21 22 23 24 25
2B 2T 28 29 30 31
Taday
Click the button [Search record] to search the record.
Mo, Mame Date/Time Status Statuz Description  Unit Mo. Unit S/M
p 379 Peter 342042003 10: 2810 &M | In 1 300
386 Jack 342042009 10:28:31 AM | In 1 300
387 May 342072009 10:28:34 &M | In 1 300

54.2 Export Record

Set the export format, export file and time format.
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Export Format Text file(r. txt) ~|Enplores Ho. Length &
Export Field Fo.:Date/Time:Unit No.:Status - Space symbol .
Time format ¥¥yymn—dd hhinm: sz ~ Space mymbol Length 1 E’ggé

Export Eeeord

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

Text file (k. txt)
C3Y file (k. czv)

Excel filel(#. xls)

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

[Hame
[¥]Date/Time
[¥]Unit Ho.
[unit name
[#]5tatus
[5tatus Hame
DDepartment
[Fosition

Time format: 4 optional formats

yyyy—mm—dd hhimm:=ss
¥¥yym—d hhimm:ss
yy—mm-dd hhimm: ==
yyyymmddhhmm ==

Employee No. length: Set employee No. length, the default is 6 digits.

Space symbol: Space symbol to separate fields

Space symbol length: Space symbol bit

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

choose save file directory, input file name, click [Save] button. The system prompts as

follow:

System prompt

2 Records have been exported to * E:'Test\Repor t\KQ-Eep. tzt *

&

Click the button [OK] to confirm.
5.5 U disk management program

U disk management program use for load the data from USB flash disk to

database.
Read the attendance record from USB flash driver, must make sure all data store

under Anviz-C folder in the USB flash driver first,

The shows as following :
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~ ‘A A @ () Enelish Communication Eanagement Software ¥3.9.4

Unit Wanagement  Record Supervision  Enployees Wl Record I

W R @

47 Find U Dizk | Read Records Eestore Employee Backup Employee
from U Dizk from U Dizk to If Disk
U Disk Management

t I Disk M, t

=) All Groups
Group! i
Group2
Group?

Group4
GroupS

[2011-17-09 14:23:0611[110pen the door via software successfulyl

Read data from the U flash disk: First click [Find U Disk] to fine the path of the

USB flash disk, click [Read data from the U disk] the system will auto read the data from
U disk and export to local database.

Restore Employee from U Disk: click [Restore Employee from U Disk] button,
the system will export the employee information data to local database and fingerprint
template to root index “Template” folder.

Prompt: If the local database has had this record aleady, the system will prompt
record repeated” .

“

Backup Employee to U Disk: The database of the existing employee
information and fingerprint template, backup to U plate
5.6 System settings

Click the icon [ =/] on the top left corner, the menu pops up as follows:
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0

2 J' Basic Parameter Setting
\/ ThA state Setting
L@ Timing Downloading Record
=) .

|{ Wemesement PV setting
'II"|'1 Database linking setting

2 -
[T Exit system
e

5.6.1 Basic parameter settings

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

[ Basic Parameter Setting 3

Basic Parameter

Com Port Communication delay time{1-5] Seconds

|

Metwork, Communication delay time(1-20) Seconds
™ Communication Failed, automatically exit current operation
™ In Realime Monitaring, woice prompts "Department Name"

[ Clear the data after downloading

oK | LCancel ‘

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

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

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

I In Real-time Monitoring, voice prompts “Department name”: During real-time
monitor, if employee is access granted, the software will voice prompt employee
department and name.

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

Click the button [OK] to save the setting.

5.6.2 T&A Status setting

Click the [T&A Status setting] option, and the [T&A status setting] window pops up:
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T&A Status setting 3

ﬁ Please sort it in ascending order.
Status value | Symbol Status Descriprion
» I i
10 Out
22 2
33 3
44 4
55 5
E 6 B
77 7
a8 g
93 k]
1010 10
L] 11
1212 12
1313 13
1414 14
1515 15
Upload to the selected terminal |

Click the state which is going to be modified. Input the status description.
[Upload to the selected terminal]: Upload the T&A status from the selected
terminal.
5.6.3 Timing Downloading Record
Click the [Timing Downloading Record]. The [Timing Downloading Record] window

pops up:

Timing Downloading Record

I~ Fun Timing Dowrioadng Fecard

Downloading Time: |

Time: |0000 - Add Delete Time
K Cancel

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

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

Click the button [OK] to save the setting.

5.6.4 Management PWD Setting

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

pops up:
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B Modify management password

Old Pt |

Mew Py, |

Comfirm Prud: |

ok Cancel

[Old password]: Default password is empty.

If user has modified password, please input this password which is used to log on

system. If it's wrong, system will prompt,

System prompt

\_',:J The old password is incorrect, please enter the password again!

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

If confirm Pwd is different from new one, system will prompt:

System prompt

Click [OK] button to input confirm password again.

After modifying completed, click [OK] button to save new password and it prompts:

System prompt

\_‘,:) Adnin password modi fication succeszfull

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

121



B Data Link Properties &

Pravider \Cnnnectinn | Advanced | All

Specify the following to connectto Access data:
1. Select or enter a database name

[E:iTest\0ASD00 At t \A++ 2003 mdb|

2. Enter infarmation to log on to the database:
Username:  [admin |

Blank pasaword  [] Allow saving password

Test Connection

[ Ok H Cancel ][ Help ]

Click [_|] button beside [1. Select or enter a database name:] to choose the
linking database directory. And then choose database name, click [Open] button to
confirm database linking and exit to [Data link properties] interface. If the database has
set [User name] and [password] already, we must input [User name] and [password] in
[2. Enter information to log on to the database]. After completed, click [Test connection]

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

Nicrosoft Data Link =

2
\-f/ Test connection succeeded.

Click [OK] button and it goes back to [Data link properties] interface. Click [OK]

button and system prompts,

System prompt

\_‘,:) Datshase comnecting successful, pleass restart the zoftwars]

5.6.6 Exit system
Click [Exit system]. It prompts:

Please confirm. .. E‘

\_',:/' Are you sure to exit?

Cunat

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

5.7  User interface configuration
5.7.1 Interface skin color

Shift the skin color by press the button [[“/® 1] The style is Windows XP system
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style.
5.7.2  Change the software language
Choose the language in the option [ s U]
5.7.3  Set quick access button

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

[ Enelash -Pe Time and Attendance Communication Program V1.63 _=ox
="

) Uit Wunagement | Eeesrd Supsrvision  Esplorses Busagement  Koserd Danagement

<

nEs Q2 0k 9 0388,

Adi Wadify Dale Smeby: Tims nanairom hm‘ ad  Dowslosd  Clear Baskonp Rasums

Unie i \h:\ Lt &-N to Quick Aecoss Too ».lbll i“ setting: w racerd  all recerd recerd Eaplorest Eaplarsst

Terminal Manapuent Wnat lm((k‘ﬂl

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

f':l. £ English - g Time and Attendance Communication Program V1.63 - o x
-,
= Eoserd Nanngrmant

G @ |5 @ |0 D@

Uit Banagement

Tins tonsfOrey | Dealesd - Borsled - Clow Fuskoap

Terminal Nansguent it lmqnm

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

[ Enelash M| CINE Tiac unl Attendance Communication Progras ¥1.63 - =%
= L& Bemove frem Quick Aecors Toelbar
Unit Banagement Eeeard ERFIErET Teerd Danagement
o= e E] ’-E) o V 9 DR @ ¢
Add Wadify hl i,-ndl Terminal Tim ) Cr sy ﬂnll ad Downland Clawr Bl Rovums
Unie i \ PAT e tt Ange w racerd  all recerd  recerd Eaplorest Eaplaress
Terminal llntﬂtm \J\ lll\tlnﬂ\t

Click the item “Remove from the Quick Access Toolbar”.
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I ETOCIG FAQ

Frequently asked questions and answers
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6 FQA
6.1  Fingerprint has enrolled but often gets failure in identification.
Reason Solution
1. The fingerprint was not | Enroll the finger again. Please refer

captured properly

to illustration of pressing finger.

2. Direct sun light or too bright
light

Avoid direct sun light or other bright
light

3. Too dry finger

Too wet finger with oil
cosmetics

or

1, Touch the forehead to increase
oily level of the finger.

2, Clean fingers with towel

4. Low fingerprint quality with | Enroll other fingers with better
callus or peeling quality
5. Wrong way in placing fingers | Please refer to illustration of

when punching in/out

pressing finger.

6. Latent fingerprint the

surface of sensor

on

Clean sensor surface ( adhesive
tapes recommended)

7. Not enough finger pressure

Place the finger evenly on the
sensor with moderate pressure

8. Influence by fingerprint image
change

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

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. The record hasn’t been

downloaded.

Please download the record from
the device.

3. The capacity has been fully
occupied.

Please clear the records in time.

6.3

The machine cannot connect wi

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

4. Not able to connect TCP/IP | Refer to the manual for connecting
(wrong setting) Time Attendance terminal

Please enter the right COM No

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

Reason Solution

1. Unit in dormancy status Press any key to activate.

1. Please exit the system by clicking
[ Exit system] .If quit abnormally,
the device will resume collecting
fingerprint every 1 minute.

2. Eliminate the interference of the
route.

2. The device is on
communication or the route has
been interfered.

3. The capacity has been fully

) Please clear the records in time.
occupied.

6.5 We do not use the ID + fingerprint mode to verified.

Reason Solution

1. Wrong ID entered Enter the right ID

2. This user has no right to use | Set 1:1 identification method for this
1:1 identification method user.

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

Reason Solution
1. Direct sun light or too bright | Avoid direct sun light or other bright
light light
2. Latent fingerprint on the | Clean sensor surface ( adhesive
surface of sensor tapes recommended)

Please note: Should you have any other problems, please kindly email us the log
files in zip or rar (The log files are in Log directory in the installation directory of the

software)!
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Ol CIgM Appendix

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

cable connection and way of pressing finger.
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7

Appendix

7.1 Interface lllustration
+12v [ B WGin1 i b R P
GND | ] WGin0 W ———
com2|d] | mi GND SRIPRER
NC2 [T @ [l WGout1 12v L= Hot
The relay2 status setting as same as relayl
No2 [T @ % WGoutQ x Y 9 4
GND (] B )
comt | |@ o GND
NC1 | S i RS485B
No1 (LT} |g =i RS485A T
GND |} ™ !
BE1 | |@ J
g2 | S =g
GND | |@ @
OPEN || [® ]
DOOR| LT |@ TCP/IP P
Lok O[S o : 7
P1
Function | PIN Description
1 DC12V
Power
2 GND
3 comz
Relay2 4 NC2/DC12V
5 NO2/DG12V
GND 6 GND P2
aelavi 7 COoM1 Function | PIN Description
ay 8 NC1/DC12V
5 NOUDCIZY “Tega{]d 1 Wiegand DATA 0 Input
GND 10 GND npu 2 Wiegand DATA 1 Input
P Trigger Input GND 3 GND
Door Bell 2 Trigger Input Wiegand 4 |Wiegand DATAO Output
GND 13 GND Output 5 |wiegand DATA1 Output
Exit Button 14 Trigger Input 6 GND
Door Sensor | 15 Trigger Input RS485 7 R5485(B-)
Lock Status | 16 Trigger Input 8 RS485(A+)
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Access Control Reader & Power Supply

| 12113 | 14 | 15

Paort P1
PIM 2 T | ] | 9 6 3 | 4 | H] 10| 11
Power

Function Relay1 Raliy2 Exit gmrn Lock
Suply y GND GNO | Door Bell | GND giion| 0P | Sias

Connedior | 12y |’5ND COMI (NC1NOLSND|COM2 [MC2 (NO2)GMD| BEL | BE2Z |GND DPENIDOOR LOCK

+ L~
Connect with
é 1o s gl
Alarm/Bell Bell
| -
Power On to Unlock ‘ .
% Door Open Sensor
+
Mark |12V [GNOPUSH| MO [GMNDO MC The 2 work
| | IG [1 | h [:1 | COM as-th:h;alusﬂ'le
+ alarm need
COM v = additional power.
m
&~ 1,
Relay 2 status

Power Off to Unlock §| 12v =

Relay 1 status

Relay1 use for direct lock control, relay2
only for schedule bell.

Relay 2 status

Please make sure
COM = five alamm work power.

The relay 2 work
12V E as this status will
provide DC12V to

alarm.
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Access Control Reader & Switch Power Supply

Port | P1
PIN - 2 7 | 8 | 9 [ 3 | 4 | 5 |10 11 | 12113 | 14 15 16
. Power Exit | Boor | ong
Function [ Relzyl  |GND Felay2 GND | Door Bedl |GND| gt | Gpen | 0%
Connectr | 2y kND COM].lNC]lNU] IGMD) COMElNCZlNDZ IGMD BEllBEZ GMND| OPENIDOOR | LOCK

+ [~ ] |

Connect with
lock status signal
Alarmi/Bell
Door Bell
¢ 1
Diode

é Off to Unlock

+
=
Diode
- Ya
Doo Open Sensor

+ Power On to Unlock

[wark] [ 12v [ oo | Tre retey 2 wor
comﬂ as this status the
o v alarm need
% 1V = additional power.
Switch Power Supply Relay 2 status
Please make sure
COM = fhe alarm work power.
D The 2 wark
as this status will
Relay 1 status 12w provide DCA2V to
alarm.
Relay1 use for direct lock control, relay2 | Relay 2 status

only for schedule bell.
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Access Control Reader & Controller

Function | Power Supply | Wisgand Input

Switch Power Supply

[ Lt i
L | Iy |

Q"‘“*"IHZ‘&" GHDI D1 | DO |GND| D1 Do
o |
»r—
Wiegand Card Reader
GND| D1 | DO | Mark
L s
SETHRRCTE S TR e
i
|
{'.t %
o :?E- ST P -

Access Controller
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7.2 lllustration for pressing fingerprint

Correct method:

E0R

Place the center of the finger on the center of scanner window.

Wrong method:

E dER A

Too less valid area Too left Too right Defluxion  Too down

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

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

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

4. If your finger has sweat or water, please make it dry first and then register .

5. If your finger is too dry, make it a little wet or touch the forehead to increase
oily of the finger, press a little hard on scanner. (the dry finger can cause the finger
image not clear .

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

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

increase the precision.
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