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ZKTime Enterprise: Management

Software for Time&Attendance and / or Access Control

0. Introduction

ZKTime Enterprise is a software application for T&A and access control. With this application
you will be able to monitor and manage your employee’s work-time.

1. Setup

1.1. Prerequisites

Depending on the operating system in which you want to install ZKTime Enterprise you
might have to install previously some of the following:

- Windows Vista and Windows 7: You can proceed directly to the installation, it does not
require any previous installation.

- Windows XP and Windows 2000: Installation of Framework. NET 3.5 or higher required.

- Windows Server: Installation of MDAC 2.8 (Microsoft Data Access Components) required.

1.2. Installation

Once we count with the previous requirements we can proceed to install ZKTime Enterprise.
The install guide will lead us throughout the process. The first step will be to select the
installation language; our decision here will define the language that ZKTime Enterprise will
use by default the first time you run it.

The next decision to make is whether you want the installer to connect to the ZKSoftware
Server and download the latest version. This is recommended as long as you are performing
a clean new installation of the program.
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- )
Attendance control ZkTime Enterpirse

Thiz application will inztall £k Time Enterprize on pour computer.

It'z recommended that you cloze all other applications before
continuing with the inztallation. Thiz will allow to update any system
related files without rebooting your system.

[l Check for nes versions

Chick 'Mest' to continue.

é[[ = Back ] [[ = MNext ] [[ ¥ Cloge ]:y

3 )
Attendance control ZkTime Enterpirse

The inztaller aplication will inztall 2k Time Enterprize in the following
folder. Ta install in a different folder, click 'Chooze path' and select
another folder.

| C:%Program Files [x86]%7k Time Enterprize |
[[ Chooze path ]

Chck 'Mest' to continue.

é[[ = Back ] [[ = Mewt ] [[ ¥ Cloze ]:ﬁlli

Finally, select a folder and enter the required serial/ license number to proceed with the
installation.
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fa Y
Attendance control ZkTime Enterpirse

|r order to proceed with the installation you need to provide a valid
zenial nurmber.

“'ou can find thig zenal number in the product case. [F you don't
have it, please, conctact with your distributor,

Fleaze, fill the zernal number.

k_\_[[ & Back ] [[ = Mest ] [[ M Close ]

1.3. Database Engine

After the software installation process is completed; proceed to configure the linkage to the
database. ZKTime Enterprise works with the following servers:

1) Oracle
2) MySQL
3) SQL Server

J Database access configuration

Server type: [SQL Server |
Authertication type: | Trusted connection |
Server address [ |
User name: [I‘ODT ]
Password [~ |
Databaze [Elctime Enterprise ]

paged ZKTzcacl
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When using SQL Server or MySQL you can use any of the following methods of
authentication on the server:

- Trusted Connection: No need for username or password. If you are using MySQL you will
need to edit the server’s settings in order to allow access to anonymous users. If you're using
SQL Server instead, it must be configured to accept trusted connections and must use the
same domain as the server.

- User Authentication: This is the recommended choice if using MySQL.

Once you have configured the database connection you may start working with the
platform.

1.4. First Run
The first time you run ZKTime Enterprise you will find it to be a bit different from the rest. The

first thing that you will find is the following message warning of the need to create an
administrator user.

ZkTime Enterprise x|

There are no administrators created. You need to create one for
the application to work,

It willimmediately be followed by another window where you will be able to introduce
username and password for the administrator.

EcolE Page 5
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® & & & & I ®

{Previous MNext : Save MNew Delete : Close

Users |

User:
o Templates s& “ ]
 hdmiistrs e e —

I Template [T Accessto ZkTime Enterprise [T Accessto Atalaya 2 # Root

Compary: [ > ]

Code: [ '] [;]

& Noprvieges € Canread € Canwite  Can make petitions

Aceessto: [T Al [T Same depatment [~ Same center I Employees on chamge
I” | Employee data [T Employes profile I | Employee calendar I | Employee duty time

Employee hinngs/dismissals Employee teminal infa)

™ Punch management I Make/mollback closure
I” | Madify event I” | Modify date and time I | Add/delete punches.

| Privileges for punch download | Privileges for temminal’s maintenance

g Terminals to communicate with

T Can see master reports I Canses logs ] Privileges for viewing day’s punches
I”| Canseep eporis. [ | Can see time and pa 2

T Weeldyaccuals T Morthly accruals = Weeldy payrall [T Monthly payroll
I”| Accesspunches [T Attendance punches = Dailylog

Teminals’ privileges {¥ Noprvieges ¢ Canread & Canwrite
‘Settings’ privileges: ¥ Noprvieges Canread " Can write

‘Backup’ settings: I Generste backup " Restore backup

As you will be able to see on the above picture, most of its fields are disabled. This is because
they are not needed for the creation of an administrator, later on we will go into further
detail about these other options.

Once you have created an administrator user close this window, a new login window will
pop up. On this one we introduce the user name and password just created.

Login: I |
Passwaord: [ ]

I C A= ¢ 3=
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Once logged in correctly ZKTime Enterprise will ask if you want to create a “company”, by
clicking on "Yes" you will be taken to the Company management window. Otherwise, by
clicking on "No" it will close the application.

ZkTime Enterprise |

,;E There are no companies oreated,
You need to create one for the application to work.,
Would you like to create one?

e

Hereafter you will find the standard ZKTime Enterprise operative.

1.5. Company creation
On the Company management window you will find the following options:

- Code: An alphanumeric value that identifies the company, must be unique for each
company.

- Description: A short text containing the name or a brief definition of the company.

ZKTime Enterprise suggests two configurable fields to organize the employees of your
company. By default these are "Department” and "Center".

- Department label: Here you can state a label for the field "Department”.
- Center label: Here you can state a label for the field "Center".

- Attendance Periods: Here we define the bookkeeping months, by default it matches the
calendar month.

EcolE Page 7
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=100
e & 2 & [ R

Prev. Next | Save Clear Delete | Close

Code  Description Company info | Attendance periods |
Company info
Code: L |
Departmert label: | |
Certerabel: [ |

Once you have finished installing the program, setting the connection to the database,

defining an administrator and creating a company you can start working with the program
normally.

ZKTime Enterprise

On use, the first thing you will find is the ZKTime Enterprise homepage, from which you will
be able to move all over the application.

) Companies & Saft managoment  [X) Teminals ] Communications [ Punchn i feports 60 Settings | Plogion. [l bielp 57 Windows
4 & B B 8 P & ¢ - x|

\wrk  Devices | Caphre Purches Closws = Evt Pl Uses Lamg  Clowe
i e

L

e

VAMANAT YT a1 alVATY
WWw.mycompanyw

The following options are displayed:

- Companies: From here you can manage everything related to companies, create new
companies, remove or edit existing ones or transfer information from one to another.

- Staff: From here you can manage everything related to your employees and their

organization, be able to add, remove or edit employees, calendars or company schedules.

You may also check employee reports, organizational charts or relocate employees on to
other centers or departments.

pages  ZK Tzcael
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- Terminals: From here you can manage our terminals, choose those with whom you want to
communicate or gather information from.

- Communications: From here you will be able to communicate with the terminals, send
them information, retrieve information from them or make backup copies of the data stored
in the terminal.

- Punches: From here you can edit punches or closures.

- Reports: From here you can access different reports offered by ZKTime Enterprise.

- Settings: From here you can manage ZKTime Enterprise settings.

- Help: From here you can contact ZKSoftware support center and obtain general
information regarding the program.

- Windows: It shows all the windows open and allows bringing up the one you wish.

2. Companies

In section 1.5 we explained how to create a company, but did not get into further detail
about what it’s use is. The company is the core of ZKTime Enterprise, each one has its own
tables and works independently.

2.1 Companies data transfer

At some point you may want to send data from one company to another, this can be done
through the “Companies data transfer” tab.

To do this you have the following options:

- Source company: This is the company from which you are going to export the selected
information.

- Destination company: This is the company in which you will import the desired information.
- ‘From date’ and ‘To date’: Here you can set a date interval for the information you want to
transfer in case you do not want to transfer closures or punches.

- Information: Here you will be able to select the information you want to transfer from the
source company to the destination one.

m&c&%‘i Page 9
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Companies data transfer |

Source compary: [DD1 - test

=

Destination compary: [Dm - test

=

From date: 0170172013

= | Todate:

16/02/2013 -

Information

=~ Calendars

3. Terminals

The terminals are one of the key points at any attendance and access control solution. They
are responsible for identifying the employees either through fingerprint recognition, face
recognition or by using a proximity card reader. With these, the employee gets access to
controlled rooms or is enabled to punch.

3.1 Terminal management

F—E@__'.‘-Terminarn1.':r':agen1ent

® & o & [ G X

Prev. : Save New Delete : T Slots Copy.. @ Close :

| 1 Dt | b Buscers | ] Mo access days | @ Time s | G Access groups |
[ Terminal data y
Description:  [CLOCKOO1 |
Model  [ZKFingerprint =]

" Bccessonly (" Attendanceonly ° Aftendance/Access

[ % Ethemet connection " Serial port connection ]
[ @ Punch everts wth workcode  Punch evets wihfunction keys |

| l’mt

Address:  [152.168.1.201

]

(4370

Page 10 Z’(?;:Gﬂ

Sacurity and Time Managameant Solutions




ZKTime Enterprise: User Manual

Upon registering the terminal, the Terminal management tab offers the following options:
- Code: Numeric value which identifies the terminal, it must be unique for each terminal.

- Description: A short text containing the name or a brief definition of the terminal.

- Terminal model: Each terminal is different and has different needs. However, ZKTime

Enterprise has no way to know with which terminal it is working with. This is why you need
to specify the model. We have the following options:

ZK Fingerprint: Any terminal with a black and white screen display or no screen at all
with a fingerprint reader is included in this category.

ZK Card: Any terminal with a black and white screen display or no screen at all and no
fingerprint reader is included within this category.

ZK IClock footprint: Most terminals with a screen color display and fingerprint reader
are included within this category.

ZK IClock card: Any terminal with a screen color display without fingerprint reader is
included within this category.

ZK IFace: Any facial recognition camera-type terminal is included within this
category.

ZK Series C: Some terminals with screen color display and all C Series models such as
the FP85 or FP-C-560C are included within this category.

NOTE: Should you have any doubts regarding your terminal model please contact
your dealer for help. They will be able to assist you.

- Terminal Type: Depending on its functionality, ZKTime Enterprise distinguishes three types
of terminals and will generate two different types of punches: T&A or Access:

Access control terminal: This terminal supports an access configuration, it is
connected to a door which opens, or not, depending on this configuration. All
punches are considered of access.

T&A and Access control terminal: This terminal generates access or T&A punches
depending on the event marked by the employee.

T&A terminal: This terminal is not connected to any door; it does not support any
access configuration and therefore only generates T&A punches.

- Type of communication: ZKTime Enterprise can connect to the terminals through a network
(Ethernet) or by connecting the computer directly through the serial port:

Ethernet Communication: If we choose an Ethernet connection we will have to
introduce the Terminal’s IP address and the port through which it will communicate

Page 11
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I  —— —  — ———— —————————————————————————————————————————————————————
(4370 by default).

Serial communication: In this case we must specify the serial port to which the
terminal is connected. This option is not recommended since its connection type is
obsolete and instable.

There is one last option, mark events using a workcode or function key, however this
option will not be explained further because it's maintained only due to its
compatibility with former versions and should be left as it appears by default.

3.2 Buzzers

Some terminals can be connected to an industrial bell to signal factory employees of their
shifts. From this window you can set the time in which you want it to ring, it will allow you to
define up to 12 events per day.

3.3 No access days

In every company there are days in which the company is to remain closed forbidding any
access to it. For these circumstances there is the "no access days" option. You will define a
range of dates in which none of the registered users can access the terminal, as a result the
terminal will recognize the user and record the attempt as a punch with access denied and
will not open the door.

3.4 Time Slots

The time slots are basic for the access configuration, each one will store a time slot for each
day of the week in which the employee can access the terminal.

Each terminal stores its own time slots and you can set, from the management window,
which slots can be accessed from this button.

¢ & I & [ { & o
Prev.

Mext - Save Mew Delete T. Slots ... = Close

3.5 Access Groups

In order to explain the access groups you need to understand better how does the access
control work: each employee has its own configuration in which it is allowed to have up to
three access time slots, prevailing always the least restrictive one. Therefore, in the event of
an employee trying to access the terminal-controlled room and two of the slots assigned to
him denying him access but the third, at the time allowing it, the employee will be granted
access to the room.

To avoid having to establish three time slots for each employee when they enjoy the same
configuration or circumstances, groups have been created. These groups contain three time
slots which you can later assign to as many employees as you need.

—
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3.6 Copy access settings

If you have several terminals with the same configuration but do not want to enter it twice,
we have a "Copy" tab in the Terminal management window.

Once you have clicked on the "Copy" button a new window pops up which will offer you the
following options:

- Source terminal: the terminal from which you are going to export the access
configuration to copy on to the rest of the terminals.

- Data to copy: Here you can select the settings which you want to copy.

- Available terminals: These are the terminals on which you want to copy the data.

€ Copy time zones and groups ;IEIEI

33141 2

Source terminal
001 - CLOCKDO1
- Data 1o copy =
¥ Time slots i Groups ¥ Noaccess days
[ Byailable terminals | i Terminals for communication
Code  Description | Code Description

E.":‘..-"BE U
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4, Connecting terminals

From this window you can configure the terminals which you want to communicate with.
Since you can have multiple installations in different locations connected to the same
database, this configuration is tied to each PC. However, this does not mean that you can
connect all terminals defined for a company.

, & Terminals for communication =00 x|

Code  Description |
v 001 CLOCKDO1

5. Device status

From this window you can check terminal parameters. See if the terminal is connected or
not, the number of punches stored in it, employees status and firmware version.

SIS
Terminal | Punches | Users | Firmware version
o 001 [Connected] 0 59 Ver. 2.0EU Nov. 08, 2012

rage 14 ZKTzca
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6. Events

Events are another of the key points of ZKTime Enterprise. They work as trackers to follow the
employee’s activity at work: when they are on holidays, their daily working time, when they
are being late or on a special service out of the office. They can be introduced through
punches, associated to a determined day on the calendar or, maybe, even the own system
can enter them for you. Based on the above, events can be divided into two types and a
special case:

- System Events: These events are created within each company. They cannot be
created nor deleted. The program will automatically assign them when the required
conditions are met.

- User Events: These events are created by the user according to the specific needs of
the company and have to be set manually.

-'0000 ' Events: These events are the ones that are generated by the punch of an
employee who does not specify anything but merely identifies himself in the
terminal.

6.1. System Events
When initiating the program for the first time you will meet with 10 events already created
by the system that you won't be able to delete. These are the '0000 ' system events which we
will explain below in more detail:
« Events '0000 ": These events are the ones that are generated by the punch of an
employee who does not specify anything, or enters an invalid event, the punch will
always have this event assigned.

+ System Events:

-'S001' Event: This event is automatically created in an employee’s report
when its first punch of the day is done earlier than the beginning of its shift.

-'S002' Event: This event is automatically created in an employee’s report
when its first punch of the day is done later than the beginning of its shift.

- 'S003' Event: This event is automatically created in an employee’s report
when it works fewer hours than those stipulated in its schedule.

- 'S004' Event: This event is automatically created in an employee’s report
when it fails to attend its jobs on a weekday.

- 'S005' Event: This event is automatically created in an employee’s report
when it works more hours than those stipulated in its schedule.
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-'S006', 'S007', 'S008' and 'S009' Events: These events are automatically
created in an employee’s report when the maximum or minimum time taken
for other events is exceeded or falls short. We will get into further depth later
on when we get to explain workdays.

With the exception of the '0000 ' events, none of the events explained above
can be introduced neither by the ZKTime Enterprise administrator nor by the
employee with a punch. It will be the application that decides when to
generate them based on the employee’s movements, hour and work
schedule.

6.2. Accruals and Reports

We have previously explained that the events can be assigned to a punch or a particular day
of the calendar and we have also discussed about the “reports”. But what can we do with all
these tools? What are the events for? What is a report? To understand all these we must first
explain the concept of accruals.

« Accruals

An Accrual is an accumulator of either amount of time or number of times a particular event
takes/ occurs. Each event can update one or more accruals so that when an event is
generated; either because it is entered by a punch, created by association to a specific day on
the employee’s calendar or automatically by ZKTime Enterprise, it updates the accruals to
which it is assigned.

 Report

The report is the list of events registered for each employee and the accruals updated by
them. It is a daily report organized for every employee. Any further desired calculations will
be based on this information.

6.3. Event management

On this window we will be able to create new events and/or edit details of the System
events.

Page 16 ZKT E‘L'.‘ﬂE
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-0l
Prev. Next : Save New Delete : Accruals @ Close
Code Description Event info
o vk T —
5001 Early entry
5002 Late entry Description: | J
5003 Lack of working hours Event type | |
5004 Unjustified absence @ - - -
5005 Extra hours *  Entry event vV Alows punching ™ Deducts time from duty time
5006 Time excess 1 " Exit event " Opens door [” Bdensible event
007 T!me excess 2  Mixed event [~ Counts as work Ma<dmum days: n
5008 Time excess 3 .
S0 Timeexcess4 " Acoess event ¥ Createslog Alowed times:
Accrual Action
None | Sum time and occurrences B |
[ o fccept ] [Qﬂ Cancel ]

- Code: Numeric value to identify events, it must be unique for each terminal.
- Description: A short text containing the name or a brief definition of the event.

- Event type: We previously explained that events can be selected by the employee
on the moment of its punch. We can distinguish up to four types of events:

Entry events: These can only be selected by way of entry punches. It will
gauge the time from the moment of the entry punch until the departure one.

Mixed events: These are allowed to be selected on both entry and departure
punches. In either case the absence will be calculated upon the employee’s
workday schedule. In the case of an entry punch, it will serve to justify the
time lapse between the theoretical beginning of the employee’s workday
and the real time of the punch. In the case of a departure punch, it will serve
to justify the time lapse between the punch and the time of the next entry or
until its workday schedule ends.

Exit events: These can only be selected upon departure punches. It will serve
to justify the time lapse between the punch and the time of the next entry or
until its workday schedule ends.

Access events: These can be selected upon any punch. They will not calculate
times involved. All punches done selecting an access event will count as an
access punch, with no effect on the times of attendance. Therefore, should
you want to register when an employee has passed through a location
controlled by a terminal, but do not want to register the attendance time,
you will use this type of event.

- Allows punching: This option controls whether a punch may have an event assigned. If left
unmarked, the event will not get uploaded into the terminals which allow event logs. On
terminals with no event logs, if an employee selects an event which is not associated to a
punch, the program will remove this event and automatically assign the ‘0000’ system event.
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- Opens door: This option controls whether or not to activate the relay which opens the door
when the event is punched. For this option to be effective, it will be necessary to upload the
event into the terminal. However, note that not all terminals support this configuration.

- Counts as work: This option controls whether the event will be recognized as work time or
not. If enabled, the invested time will add up to the total work time and to determine the
payroll.

Now it is mandatory to distinguish between ‘work accrual’ and ‘total attendance’
shown in some reports. The work accrual only takes into account the amount of time
involved in all the events which update that specific accrual. The total attendance
time is calculated taking into account all the events which affect, in any way, what it's
considered as worked time; like an event which counts as work or an excess on the
use of the time allotted to an event which will affect negatively on the time
considered as worked for the company. We will return to this in further depth when
we explain workday schedules.

- Creates log: This option can only be enabled for system events. If unchecked the program
will ignore the event when selected and no information on it will be stored in any data base
or report.

- Deducts time from the duty time: This option, when enabled, does not only justify the time
taken on the event, it also deducts time from the duty time of the employee. Holidays are a
good example for the use of this option. When these are taken, they are counted as holidays
and at the same time reduced from the duty time, thus if the employee is the whole day on a
holiday its duty time will mount to 0.

- Extensible event: Some events do not only justify the whole day in which they occur, but
extend for a number of days on which the employee will not be able to punch on the office.
This is very common on certain jobs, such as a sales person or installers, who might need
several days out of the office when travelling on business trips. This option will help you to
handle this eventuality. You will have to create an event and check the extensible event
option. This way the employee will be able to select this event upon its departure punch
when leaving the office and this way the event will extend until its return and entry punch or
otherwise until the maximum number of days allotted to his event are consumed. If the
maximum number of days is set to 0, the program will understand that there is no time limit
and thus it will extend the time of the event until the employee finally returns and does an
entry punch.

- Allowed times: This option controls the number of times in which an employee will be able
to punch a specific event. If this option is set to 0, the program will understand that there is
no limit to the amount of times in which it can be selected.
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7. Workday

A workday defines the employee’s working hours for every day, outlining the beginning and
end of their working day and managing their delays and shifts.

ZKTime Enterprise allows you to create several types of shifts depending upon a number of
circumstances: if the employee has one or several shifts, if these are fixed or variable in the
employee’s calendar or if it works on day or night shifts.

7.1. Workday management

On this window you will be able to manage work schedules. We will explain below all the
options available.

- Workday types: There are three types, namely:

I
P @ > B B iR

: Prev. :  Save New Delete : Close :

Code Description (') Data | G Vararts | <= Payrol | @) Everts | Obligatory time |

0004 81014 \Workday info

0005 Bto 15

Code:
Description:  [Bto 14 & 15t0 18 |

\norkday type
% Day shift I Bdend workday urtil matching punches outside the worday
£ Night shift
¢ Rotating shift

First session

Early entry imit: Late entry limit: Session start: 0800 3
Ey ext i Lot et e Sesson e
First session total time:
Second session

F— —— e
Eary it Late et it Session end:

Second session total time:
Workday limits:
Workday begins: Workday ends: 2359 2

Day shift: We understand for day shift one in which the date of the workday is the
date of the later limit of the shift. The commonly known as ‘office hours’ are day
shifts.

Eod Page 19
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Night shift: We understand for a night shift one in which the date of the workday is
the date of the earliest limit of the shift.

Rotating shift: This is a special case since this type of schedule does not accept any
configuration at all. It just contains up to three day or night shifts which alternate
according to the employee’s punches.

- Sessions: A session is an uninterrupted time slot which defines a workday. ZKTime
Enterprise allows each workday to have one or two sessions upon which all further
calculations will be made. All sessions entail:

Early entry limit: The time after which it is not considered that the employee has
arrived early.

Late entry limit: The time after which the employee’s arrival is considered to have
been late at the start of his shift.

Session start: The time at which the shift starts, all times are calculated upon this,
both delays and early arrivals. For instance, if the session start is set at 09:00 and the
late entry limit at 09:15, when the employee arrives at 09:30 the program will
calculate a delay of 30 minutes, not 15.

Early exit limit: The time after which a departure punch ends the session.

Late exit limit: The time after which a punch is no longer considered to belong to that
session. If it occurs at the end of the first session, being there a second one, it will be
considered that the employee is on its second session. Otherwise any punch will be
considered off duty.

Session end: The time at which the session ends. When an employee is absent, the
event will be calculated up to this time.

Total time: Here you will be able to state the total number of hours which an
employee has to work in each session. The sum of both sessions will result on the
total hours of the workday. This number will not necessarily correspond, or be equal
to the time difference between the start of the first and the second session. For
instance, a workday which goes from 08:00 to 18:00, with 8 working hours, one for
lunch and another for the employees free disposal along the workday.

- Workday limits: These limits will create a time slot in which the program will search for
punches that belong to a workday outside what could be considered as an ordinary
workday. This option will take into account double shifts or peaks in production. These limits
cannot overlap with the session times or involve a time range which exceeds 24 hours. It is
common, for office and commercial shifts, to set the workday beginning at 0:00 and the
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morning, evening and night shifts, it will be convenient to adjust a bit the beginning and end
limits for the workday to the start of the first session and end of the second one.

- Extend workday until matching punches outside the workday: This option allows having
workday schedules longer than 24 hours. If enabled, on days with an odd number of
punches registered, the program will look for the missing punches beyond the session limits
until all the check-in and check-out punches are accounted for.

7.2. Variants

It is quite common for an employee to have different workday schedules along its annual
calendar, for example: split from Monday to Thursday and intensive on Fridays during the
winter and another schedule for the summer months. This is why ZKTime Enterprise offers
the tab of variants involving:

- Code: Numeric value to identify the variants defined for a workday.
- Description: A short text containing the name or a brief definition of the variant.
- Workday: This field specifies the alternative schedules referenced in the variant.

=10l ]
;0;@ B2 iR
i Prev. MNext : Save New  Delete :© Close

Code  Description [ Dot G Vet | Paye | ) Bverts | Obigatory time |

e ™ Aways ook forthe best iting variart

0006 81014 8&15t0 18 Code Description Workday

0o Holidays 1 tholidays £ 0007 - Holidays v &
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ZKTime Enterprise enables you to define up to 9 different variants for a workday, codified
from 1 to 9. These variants can be marked into the calendar establishing one of the shifts for
a specific workday or otherwise, choose the ‘Always look for the best fitting variant’ option.
Upon the selection of this last option, the program will calculate the most fitting shift, among
all the options available, based on the employee’s check-in and check-out punches.

7.3. Payrolls

This concept is very closely related to the ‘Profiles’ one, therefore we will explain them both
later on, in section 9 of this manual.

7.4. Events

=101
e & 2 & [ K

¢ Prev. Next : Save New Delete : Close °

Code Description | Daal e Vaiatsl.@ Payroll B Events Iobigawtlﬂel
0004 81014
Bio 15
0006 810148 15t0 18 Workday breaks: [ =
0007 Halidays
Justify events and odd punches

¥ Justify everts from session start

™ Edend entry events to the end of the session if there is no exit punch
[ Justify events only inside session limits

I Entries or exits with an event do not justify beyond session total time
™ Justify late entries with extensible or calendar events

Maxaimum/minimum time

™ Force minimum time in holidays

Controlled event Event for update Contraol Force Time Real

Maone | MNone | Minimumtime = M |
Event accepted time slots

Day type From To Event

None - None - 55

Every workday schedule has different ways in which to address the events; we will explain
each of them below:

- Workday breaks: See section 8 of this manual.

- Justify late entries with extensible or calendar events: Formerly, on section 6.3 of
this manual, we explained the extensible events and how do they justify the absence
of employees. Events from session start (which will be explained in further detail later
on, on section 8 of this manual) have the same purpose. Anyway, if you enable this
option, these events will not only justify the employee’s absence but also its delays.
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For example, a salesman checks-outs one day selecting an extensible event such as
‘business visit’ and returns next day with a delay of three hours upon the session
start, the program will justify the time lapse passed from the beginning of the session
until its return with the ‘business visit’ event.

- Extend entry events to the end of the session if there is no exit punch: This option is
used for very specific cases in which an employee makes an entry punch but will not
do an exit one until several days later. Barracks are a good example for this use. It is
common for a soldier to check-in on Monday but do not leave until the following
Friday. If this option is enabled and the employee selects an extensible entry event,
the program will justify the entire time lapse between the entry punch to the end of
the workday with this event. Hereinafter, the event marked will justify all of the
employee’s absences following the rules explained before in section 6.3 of this
manual.

- Justify events only inside session limits: When this option is enabled the program
will not take into account any circumstances outside of the session times. This way,
an event will not be able to be taken into account before the session begins.

- Entries or exits with an event do not justify beyond session total time: If enabled,
this option prevents events that count as work to add up more than the total amount
of time of the session in which they are marked.

This makes sense when an employee has a flexible schedule. For example,
the case of an employee which has a flexible entry time of half an hour,
meaning that it can arrive between 08:30 and 09:00 in the morning, and has
to complete a workday of five hours, session ending at 14:00. If the employee
arrives at 08:45, but leaves early punching an event that counts as work, the
program will calculate up to 14:00, 5 hours and 15 minutes of working time.
However, by enabling this option you make the program calculate the
working time up to complete the session of 5 hours, thus closing the event at
13:45 instead of doing it at 14:00.

- Justify events from session start: This option should be enabled in case you want events to
start having effects from the moment of the entry punch instead of the time of the session
beginning. This option is quite useful when you have flexibility on the time to get to work.

In some cases you may want to control when an employee is absent at certain points of the
day, whether or not within the limits of each session. ZKTime Enterprise allows defining up
to two compulsory attendance time slots on this tab. Within these time slots the employee
will have to be either on the office or affected under an event which counts as work.

The obligatory time tab includes the following fields for its configuration:

- User defined incident: Here you can define the event caused when an employee is

absent during the obligatory working time.
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- Set time limits for the first session/ second session:
From: The beginning time for the compulsory attendance time slot.

To: The termination time for the compulsory attendance time slot. Any absence
reported between the time set in the ‘From’ field and this one will be considered as a
breach of the obligatory time.

Copy theoretical values: Clicking on this button sets the session start and end time
values as obligatory time slots.

The values set on the limits of the first and/ or second sessions on this tab should be
comprehended within the time slots of their corresponding sessions. It will make no sense to
establish an obligatory working time out of the employee’s actual session times.

8. Calendars

Throughout this manual we have mentioned the calendars, how do they relate to events, or
how do they influence the employee’s duty time, but we have not stopped to explain it
thoroughly yet. With the Calendars you will be able to establish the working days and public
holidays along with all the events that might occur, such as holidays, sick leaves...

8.1. Personal and public calendars

ZKTime Enterprise distinguishes between public and personal calendars. Public calendars are
generated for all the company, and will serve as template for the personal calendars. In some

cases one sole calendar might be needed, however, in other cases, several could be needed.
For example, a company with working centers in different locations will probably need a
different public calendar allotted to each work center to account for the different public
holidays of each location. This way, each employee will have a public calendar according to
its location and will use it as a template for its own personal template. The personal calendar

@ Workday management o ] 3 |
Code Description [ Data | G variants | €2 Payroil | EF] Events Obiigatory time |
oo I Enable cbiigatory tme usage
0006 Bto14& 151018 Obligatory time info
0007 Holidays User defined incidertt: | =
I Set fime limits for the first session I Set fime limits for the second session |
From ,;J To: Fom: [ Z)Te: [ %)
( l ( Copy theorefical values J
(8 sesin | [oF pocest (2 Cancel |
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will be updated with any changes made to the public calendar; such as out of the office
working days, change on shifts, sick leaves, holidays...

Itis important to understand that personal calendars only register alterations regarding the
public calendar which uses as template. Any changes made in a public calendar will be
automatically updated to all the employees whom have it as a template, unless of course
they have a different configuration in their personal calendars for the days involved in the
modification.

8.2. Day type

Regarding the calendars it is important to have clear the significance of ‘day types’. They
involve a code, a description and there are three different types:

- Workday: In these days, reporting to work is considered a duty for employees. Any
delays and whether they meet or not their work time will be reported. If anyone does
not report to work on these days, the absence will be considered unjustified by
default.

- Holiday: In these days employees should not report to work. In case they do, all the
time spent working will be considered as overtime and no delays or absences will be
reported.

- Optional: These days are a special case. If an employee does an entry punch they
will be considered as a workday, otherwise as a holiday.

The day type option works as a tracker which will enable you to group different days with
similar circumstances. For example, usually all holidays are the same for the company,
therefore we will be able to group all the holidays under the day type holiday, coded ‘0’.

We will be also able to discern between days like Mondays to Thursdays, which have split
shifts, from Fridays which might be intensive workdays, grouping them in two different types
of workdays, coded 1 and 2.

8.3. Calendar Management
This window will let you manage the different calendars of the company. You will be able to

create, edit and delete as much calendars as needed to be. Furthermore, you will be able to
assign the calendars to your employees.

m:. C Page 25
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e & i B @ #® R
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Next | Save New Delete ' Yearlyview Close |

Code Description Calendar info
General Code:

Description: |General |

Morth: [February =] 2011 = Day info
Day type: [D - Festivo - ]
February 2011 o =
Sun Tuse Wed Thu Fi  Sat  Sun Variant:  [None ]
24 (25 [ 26 | 27 | 28 | 29 | 30 Everit:
. |None -
W12 |3[4]5]6 Workday: {“ {
Var. 1 Note: —om =
708 [ w11 [12]13 -
Var. 1
14 (15 [ 16 [ 17 [ 18 |19 | 20
Var. 1 =
|2 |23 |24 |5 | % |27
Var. 1
i} 1 2 o) 4 7 6 & Eﬂg}l ! —— ]
Events | Daytypes: L Festivo [ sabado
E E Variants e [ Laborable 1 []Dominge
i [ Laborable 2

(& Aeplycalendar  |[[§ Mesigncalendar  ||¢F Acoept || Cancel |

When editing a calendar, the first thing you have to know is what you will be able to edit, and
which options will you have for every day. ZKTime Enterprise will allow you to edit up to six
parameters for each day:

- Day type: Every day of the year can be assigned a ‘day type’. You will usually group
under the same ‘day type’ days with similar circumstances. For example, you could
have all holidays assigned the day type coded ‘0’, which is the one ZKTime Enterprise
sets for holidays by default.

- Variant: In Section 7.1 we described the variant option, explaining that it could be
enabled in the calendar to allow a different workday shifts. Every day of the year may
have allotted a time variant, coded from 0 to 9. Should you choose the variant coded
as 0, the program will understand that you are selecting for that day the main shift
and not any variant at all. In case a non-existing variant is chosen in the calendar, the
program will deem that no variant at all has been selected.

Variant forces shift: This option is only available when we have a variant
selected. If this option is enabled, the program will assign the selected variant
for the day regardless of the selected ‘Always look for the best fitting variant’
option in the employee's shift. If this option is not enabled, the program will
consider the variant as the expected shift and will take into account instead
the selection of the ‘Always look for the best fitting variant’ option.

- Event: ZKTime Enterprise allows you to assign an event to one or more days, this
way, if an employee does not report to work on a specific day, the program will
justify the absence with it.

—
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Workday: There might be some cases in which you might don’t want the
program, when an event occurs in the calendar, to justify the event upon the

regular shift. This option allows you to define an alternative workday
schedule for these occasions.

- Note: Here you will be able to make brief notes on particular days in case you need
to.

When editing a calendar you will have two options, to edit the whole year with the

‘automatic calendar generation’, or otherwise edit several days selecting them and following
the example below.

editing area

unselect the selected
ays

Apply changes to the
editing area of days
selected

days selected for
editing
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8.4. Automatic Calendar Generation

To generate calendars can be a tiresome and monotonous job, ZKTime Enterprise eases the

process by enabling the possibility to automatically generate a calendar. With this option
you will be able to define the patterns which the program will used to create the calendar

every year, simplifying th

e entire process.

[ Take as reference for assigning day types i
" The first @ Thisdate:  [07/0172013 =
i Day types Holidays J
Quan. | Day type | Variant ' Force Holiday dates Day type |
5 1-vforking day 1 [ None =| Force variant = g5 || | None |+ Mone = |
1 3-Saturday +| None «| Force variant |+ g5 |
1 4-Sunday +| None «| Force variant [+ _gp |
Vanants J
Fepen T e Vorart Forcs varier =
Mene ~ | None - Nons =| Force vanant v-:ﬂ
Events
:‘_ MNone |=| Mone =| None = All days v_t',LI

The calendar will be generated following the pattern set on this window. You will create a
sequence which will repeat all along the year, assigning the configuration fixed for each day.

The program will take as a reference whatever you have chosen at the ‘take as reference for

assigning day types’, so that the beginning of the sequence must match the selected day. By
default, ZKTime Enterprise will suggest a week period which will start on the first Monday of

the year, with five workdays, one day marked with the code ‘3’, which stands for a Saturday

and another day marked with the code ‘4’, which stands for Sunday. It's important to note
that if the year does not begin with the reference day selected, the sequence will also
reproduce backwards until the beginning of the year.
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consecutive days of it

Take as reference for assigning day types

kind to be introduced @ Thefirst [Monday ) © Thsdate: (07072073 =
By types Holidays
[Quan, oy type Ty doe | Dy tree
The type of day — 1-Wlorking day prée variant |~ 25 || | None +| Nene =ic
selected 1 3-Saturday orce variant |« [dp
1 4-Sum | Force variant || [ga ]

assigned tir@

r
If the employee's basz‘m

have the option to consider or
not:

Allways look for the best fitting
variant

Vsriznte

— Holidays: Here you will be able to determine the holidays you wish, however,
ZKTime Enterprise only works with fixed holidays, not with those, like the Easter
holidays, which varies its dates and need to be calculated every year.

— Variants: It is common that at some periods of the year, shifts might change, for
example during the summer some companies apply a different workday schedule
from that of the rest of the year. With this option we will be able to establish a shift
variant, with the usual variant configuration options, which will always apply in a
fixed range of dates.

— Events: Some events which affect all the company can be foreseen, such as summer
shut down, reform closures, closed season... This option will enable us to create a
calendar including this type of events; specifying if it will affect to all the days, or just
to workdays within the defined range.

8.5. Apply and assign calendar

Once you have created all the public calendars, you will be able to assign them to your
employees. We explained before the difference between a public and a personal calendar,
keep it in mind because it is relevant for the following options:

Assign calendar: When assigning a public calendar to an employee you will be changing the
template it uses for its personal one. All changes made by the employee on his calendar will

remain unchanged.

Apply calendar: When applying a public calendar to an employee you will be deleting all
changes made on the personal calendar and bringing up a new template.

ZKTzcaelU
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9, Profiles

Employee profiles encompass a range of configurations that can be assigned to each
employee. You will be able to define as much general and particular profiles as you wish or
need, and assign them to your employees.

. Employee profile management o ] 54

e & > B 2 i
© Prewv.  Next

! Save New Delete @ Close |

Code Description | |
Code

Description:  |General |

M Roundings | B5) Asosverts | R Absence | @ Accuslbalance | Jf Break
Day e o To Ao p o™ | Eneyieat
Nane - Naone - g

9.1. Roundings

It could be the case that you are not interested on the exact moment of the punch, for
example: All punches made between 08:45 and 09:05 should be rounded up or down to
09:00, which is the session start time. This way, all times associated to a punch made
between quarter to nine and five past nine will be calculated as if the punch was made at

09:00.

Each rounding has the following options:

- Day type: Here you will decide to which type of day you want the rounding to apply.
- From: Earliest time limit for rounding.
- To: Latest time limit for rounding.

- Rounding up to: Time to which the rounding will be made within the time frame defined
previously.

- Entry/Exit: Defines whether the punches to be rounded are the ones of entry or exit.
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9.2. Automatic Events.

In some cases it could be possible that at certain hours all punches would be considered
along with an event, because the terminal in use lacks a keypad and does not allow to
choose an event or because by default, at certain times, everyone punches for the same
specific reason. For example, we can set that all exit punches between 13:00 and 14:00
should be considered as a lunch event. At any rate, if an employee punches an event in the
space of time defined for an automatic event, the former will have preference over the latter.

The options allowed are:
- Day type: Here you will decide to which type of day you want the automatic event
to apply.

- From: Earliest time limit for the automatic event.

- To: Latest time limit for the automatic event.

- Event: The event that we want to assign
- Entry/Exit: Defines whether the punches that will generate the automatic event are
the ones of entry or exit.

9.3. Absence

By default, Enterprise ZKTime will associate the ‘S004’ system event, unjustified absence, to
every workday in which an employee has not registered any punches or extensible or
calendar events. Could be that you do not want this to happen. For example, if a group of
employees can have their overtime rewarded with days off. In order to control this we can
decide for the program to mark the absence as one of the events of your own creation.

9.4. Accrual balance

On this tab you will be able to set limits on the accruals: being these limits on the total
amount of time, the number of times or both. The options that we can define are:

- Accrual: The one you want to edit.

- Times allowed: Fixes the maximum number of times that you will allow that accrual
to be updated within a specified period of time. If you do not want to control the
number of times it's updated, leave it in blank.

- Amount of time: Fixes the maximum amount of time that you will allow for an
accrual to accumulate within a specified period of time. If you do not want to control

the total amount of time accumulated, leave it in blank.

- Time: Fixes the period of time in which you will control the accrual balance (weekly,
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monthly or annually). Once the period comes to an end, the balance resumes to the
initial value.

9.5. Breaks

These are automatic entry and exit punches set for breaks that you will always want to
deduct from the workday schedule. For instance, if your company has a kitchen inside the
premises there might be employees who would not hit an exit punch at lunchtime. By using
this option, you will program a break which will make the program automatically assume
that the employee has, for example, left for lunch at 13:00 and returned at 14:00. However, if
an employee is reported to have an exit punch but has not returned by the time of the break
beginning, it will not have any effect.

The options we have are:

- Day type: Fixes the type of day to which to apply the event.
-Break: To define the break you want to apply. You can find the editor through the
Settings tab-> Breaks (follow picture below)

(2 Companies  § Staff managemnent | %|Terminaks || Communications | Punches G5 Reports Ihkﬂmgs (ePuging  [lHelp (=) Windows
B 4 8P B B P 4 - 9. % |9 cew
© S Werk Devices ' Cope Punches Closwe ' Evend Payroll * Users Lang  Clese | W Ubicacidn
| Coromy 1] v Gy B s b SOemmeol
:!] Aceruals
TR B
B Punch menagement
|$8 Daytypes
'ra Payroll »
a Backup "
| EdtractorSenvicetasks  »
m Mail client settings

9.5.1 Break management

On this window you will be able to edit up to two pauses for each break that later will be
assigned to the profiles. You will find the following options to edit each pause:

- From: The break beginning time. If the break is applied, exit punches will match the
time set here.

- To: The time of the break end. If the break is applied, entry punches will match the
time set here.

- Event: The event applied to the exit punch created by the break.

While having the possibility to edit two different pauses, you can perfectly just edit the
first one and leave the second one blank.
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Code Description
Code: [ |
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First break info
From: 000D | Ta: 000D |
Evert: |D00O - Work |
Second break info
S T B
Evert: [lone ]
| & Accept J_;[‘/‘qﬂ Cancel J
9.6. Payroll

We have mentioned it before, when we explained workdays and said that they were closely
related with profiles. This one is a special option, as it’s related to both profiles and workdays
and depends upon the configuration of both of them. Broadly a payroll is a way of dividing
the work time into different cost concepts such as: standard hours, extra hours, night
hours...

We will begin by explaining all the options offered on the profiles and workday tabs. Later
we will move on to explain in further detail how do payrolls work. For now it will be enough
to know that you will be able to define different payrolls which will divide the worked hours
into different cost concepts. The first thing you will find in this tab is the option to choose
between the following two payroll assignation methods:

- Employee and day type: By choosing this option payrolls will be assigned always to
each employee upon their personal settings and personal calendar.

- Workday and day type: By choosing this option payrolls will be assigned always to
each employee upon their actual working hours and personal calendar.

Should you choose the ‘workday and day type’ option the choices you can see on the

Dy type | Payroll | |

MNone MNone _an |
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picture below will be disabled, as it won't have any effect and, from now on, the
payroll assignation will be based on what was defined upon the employee’s workday
schedule.

Nevertheless, both work in the same way. You will find two options:

- Payroll: Represents the payroll line that we want to follow.

- Day type: Fixes the type of day to which the payroll will be applied.

Once clarified how to assign payroll lines, we will move on to explain how payrolls work.

9.6.1 Payroll Items

Payroll items are hour organization units. You can edit the settings on the payroll
management menu.

:; Payroll management —iof=
e & i B B iR
Prev. Next : Save New  Delete * ltems : Close
Code Description _ Line info
0001 standar Code: :] Description: [
o002 extra
% Caleulate payroll based on total hours  © Caleulate payroll based o time slots
r Apply roundings
From To ltem Prize type Price
00:00 2353 Nane ~ Manual -0 |

[ J[@ o ]

The following options are available:

- Minimum time: Here you will be able to set the minimum time slot that must be
reached for an item to be taken into account. For example, if we create the payroll
item ‘extra hour’ and fix a minimum time slot of 30 minutes for it, in case an
employee at the end of the day adds up to 29 minutes, or less, on this item that time
will be cast-off and the program will calculate 0 minutes for that item. Nonetheless, if
you do not want to establish a minimum time slot you just have to leave the option
unchecked.

- Roundings: Depending on how you want to calculate the amount of time involved
on a payroll item you will have different options.

- Calculate payroll based on total hours: In this case the program will
calculate the real time involved on the corresponding payroll item.

- Calculate payroll based on time slots: In this case the program will round the
time involved on the corresponding payroll item according to the following:
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0 Round down: It will discard the time already passed between the
time defined in the ‘time’ field and the one established for the
payroll item.

0 Round up: This will add up the remaining amount of time
between the time defined for the payroll item and the one
defined on the ‘time’ field until the difference is ‘0". Therefore, if
for example you set to do the rounding up every 30 minutes and
an employee has 45 minutes worked under that payroll item, the
program will automatically add the remaining 15 minutes until it
reaches 60 minutes.

0 Round according to value: In this case, if the remaining amount of
time between the time defined for the payroll item and the one
stated on the ‘time’ field is different to ‘0’, it will be rounded down
if the remaining value is higher than the value set on the ‘value’
field and round it up if it is lower.

9.6.2 Payroll lines

Payroll lines collect one or more payroll items which will divide the workday time into
different payroll items. You can find the settings on the payroll management window, to
which you will have access from the main menu.

[} Companies & Stalf management [T Terminals ] Communications ] Punches [ EjReports |i=b Settmgs | &Plugine  [EllHelp (5 Windows
B G @9 B B B @ @, R &
| St Work Devices ' Caphuwe Punches Closwre - Evert  Poyroll © Users Lang Close ‘|9 D
¢ Compary. (001 ) iy Creste company | B et bl Lo Gl prmrert, )
B Accruais
)]-'- 7% VY R Breaks -
. " L WA W | B Punch management
= i £ Paytype
(& Payroll P @ Payoll
B Backup s B Payrolltems
Bitractor Serdicetasks  »
B Mail chient settings

The following options will help you define each payroll line:
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- Calculation method: There are two ways to calculate a payroll, based on total hours
or time slots. The former is based on the amount of hours worked, for example the
first 8 hours could be standard, over that and until 10 they might be considered extra
hours and over 10 hours of work, double extra hours. On the latter, the payroll will
depend on the time slot where those hours where worked. For example, from 8 am
to 5 pm the hours could be considered standard, from 5 pm to 7 pm, extra hours and
anything beyond that, double extra hours.

- Apply rounding: If this option is enabled, the rounding set for each payroll item will
be applied, otherwise it will not.

- Iltem: The last option is a list with 5 columns which will help you to set each payroll
item and how it will work.

From\ To: These two fields set the earliest and latest limits of each item; upon

hours or a time slot.

the calculation method the values involved will represent a total amount of

Item: This field will enunciate the payroll item that you want to associate with

a specific time slot or amount of hours.

Price type: Here you can set the price you are valuing each hour. You will be
able to choose amongst 5 types for each employee, a percentage of those or

introduce a price manually.

Price: The content of this field will change upon the selection you made on
the previous one, ‘price type'. If you chose to introduce the price manually,
you will have to introduce the price per hour. However, if you chose to use
percentages, you will have to introduce the percentage value of the hourly

cost.
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The program will let us establish as many payroll items as we might need within the same
payroll line with two limitations regardless of the calculation method. Firstly, you only have
from 00:00 to 23:59 and secondly, there cannot be any empty time spaces, you will have to
account for the full day.

Nevertheless, the program will make sure that you fulfill these constraints. If you have just
one payroll cost item defined, you will be forced to set the ‘From’ field on 0:00 and the ‘To’
one at 23:59. If the payroll has several items and you delete one of them, the program will

extend the beginning of the next item until the beginning time of the one deleted.

9.6.3 Payroll compensation

There is an option on the payroll tab, within the profile management window, which we
have avoided so far: Define payroll compensation.

[ Payroll azzignment mode ]
| {* Employee and day type ™ Workday and day type |

Once explained how to set up different payroll lines for different day types, with their
corresponding items, we can continue to explain what payroll compensations are.

#£= Payroll compensation =3l x|
Payroll compensation |
Compensate
" None {+ Daily " Weekly " Morthly  Yeary
Duty time should be

= Total time: E] {¥ Employee’s duty time

Payroll items counted as duty time

Payroll item
None ~| =]
Compensation table
Compensate item time with Time from item Minimum time
Naone =| 00:00:00 A
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Payrolls as explained so far run daily. This might fall short some times, because if an
employee works overtime one day but along the whole week does not comply fully with its
duty time, you may not want time assigned to the payroll item that accounts for the
overtime.

For this purpose ZKTime Enterprise includes the payroll compensation option. This option
works mainly around two ideas: standard hours, which have to achieve a minimum value and
extra hours, which are accounted for once the standard hours have achieved that minimum
level.

To set the payroll compensation we have the following options:

- Compensate: Sets the period of time over which you want to apply the
compensation, daily, weekly, monthly or yearly. If you do not want to set payroll
compensation select the option ‘never’.

- Duty time should be: In order to set payroll compensation it will be required to
introduce a minimum number of standard hours to comply with. In case it's not
reached, it applies the compensation. You have two options to define what the duty
time should be, introduce manually the total time in hours, regardless of the shift, or
choose employee’s duty time, where ZKTime Enterprise will establish the minimum
requirement based on the employee’s workday and calendar.

- Payroll items counted as duty time: What we consider standard hours does not
necessarily have to imply a single payroll item. For example we may have defined
two different types: Normal hours and night hours, which have to add 40 hours
per week before considering any type of overtime. You can add as many
different types as you wish or need.

- Compensation table: Here you will decide how to compensate payrolls.

0 Compensate item time with: Sets the item which will receive the
offset time.

0 Time from item: Sets the item from which the time will be withdrawn
until its value matches the established standard hours.

0 Minimum time: Sets the minimum amount of time that must remain
on the field ‘time from item’ after the compensation. If this minimum
time is not reached that time will be discarded from the item
involved.
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10. Staff

Everything that we have explained up to here will be applied to the employees, whom in last
instance are the core point of the program.

=101
e % £ Y & & @B B R
i Prev. Next.

Search @ Save New Delete : Log Nmmi(]useé
[ Data |[ Profie | ) Calendar | & Dutytime | &3 Status | @ Device info | [ Remarks |

Employee data
Code: Cd: [ ] [ Creslewser |
Name: [Oscar ]
Last name: [Colins ]
Doc.Number:[ | Datecfbith: [15/02:2012 =
Address: [ ] Zip code: [ ]
S e

e ] Calonene |

E-Mail: [

Calendar: 00000 - General * | Profile: [DDDDD - General

Woray: ™ s right s

Rael [ Rae2 [ JRaed [ JRaes [ JAwes [ |

[[‘_,_ : [01 - departmentd v | Center: [01 - center01 | ]

[Eldnyee'ndlage: [Nnne ']Q ]
m

10.1 data

The information on each employee will contain personal details which we are not going to
explain. However, there are some details which will affect the configuration of how the
program will run and therefore we will get into some detail:

- Calendar: Sets the public calendar upon which the employee will configure its own
personal calendar.

- Workday: Sets the basic shift of an employee. Note that this basic workday might
have up to 9 variants.

- Profile: Sets the public profile upon which the employee will obtain its personal
settings.

- Department / Center: These fields enable to group employees based upon their
position in the company.

- Employee in charge: Sets a hierarchical responsible for an employee.
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10.2 Profile

In Section 9 we explained the meaning of all profile settings, therefore we will not stop here
for further explanations. However we would like to remind you that the public profile
settings will, by default, be automatically applied, although they can be edited, created
and/or deleted from here. Any configuration not in use will be grayed, whilst the ones in use
will appear with the usual black color font.

|4 =t=ff manzge nent

@ e F & &4 & B OB o:® ) )
© Fer.  msb Searh | Save e Deske | Lo Moks - Jose applied settings
Code hems [3 2t L3 Fe | 7] caberdhr | £ Dveire | & s | o Dovoeido | E Gerass |
ou” Ccarains @ 3 | ’ [ Fc0ess 0Zg3 | |ﬂ horess | & Crlyanca:: imesk
!. Raurcirc: E FUIm E¥ETS :i Mser o | ’ Sornia cdaee | l settings not
Totpe T To Sl SrpeEcit / applied
1-rlockingday 1 (= (4 150 Sl - E=twedne = Enlry = E
Feoking day 2 =l ECH 1700 Lot ak. < ER = 5=

10.3 Calendar

Here you will be able to see the personal calendar of an employee which, by default, is a
template of the public calendar assigned to that employee but updated with the changes
done.

All existing options in this window are the same that we face in the calendar management
window which we have already explained in section 8, so we will not go into further details.

10.4 Duty time

The Duty time is an estimation of the hours that an employee should work based on its
calendar. It's important to note that the information shown in this window is just for
informational purposes and might not be completely reliable as in, for example, cases where
there are optional days on the calendar, or rotating work shifts or variants which make it
impossible to calculate this information until all punches are collected.

10.5 Status

Here you set when an employee joins or leaves the company. By default it will always give
the date in which its profile was created as the date in which it joined the company. However
you can edit this. An employee can even join and leave the company several times, as it
might occur with seasonal workers.
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10.6 Terminal

In this window you will be able to edit information which will later be uploaded into the
terminal:

- Alias: The name that will be uploaded into the terminal and displayed upon
the employee’s punches, it can have a length of up to 8 characters.

- Password: The password which the employee may use to identify itself on
the terminal.

- Privileges: Defines the level of user privileges held by an employee within
the terminal.

- Delete template: In case there is a fingerprint template stored in the
database, you can choose to remove a template and the next time you send
data to the terminal it will be also be removed from it.

- Fingerprint Management: This point will be explained apart in the following
section.

10.6.1 Fingerprint Management
This option will allow you to collect users fingerprints through a USB fingerprint reader.

ZKTime Enterprise has a storage capacity of up to 10 fingerprint templates for each user,
which later you will be able to send to each terminal.

Fingerprint [ Fingerprint management
~ | [Biokey 10 |

|
|ssscisicuiogmitten] | Dclcte ingerprint |

Recorded fingerprints

\SA Y

The recorded fingerprint tab will mark in red the fingerprints of those fingers already stored
in the database.
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10.7 Importing employees

This option allows us to import employees in our system from a file generated manually or
through a third party application.

10.7.1 File Format

The file format must be CSV styled. CSV file format (Comma Separated Values ) stores tabular
data, any number of records (hnumbers and text) in plain text form, separating the
information by line breaks of some kind and the fields by a literal comma (in locales where
the comma is used as a decimal separator, semicolon, TAB, or other characters are used
instead). Fields with embedded commas, line breaks or quotes must be quoted (enclosed
within double-quote characters).

10.7.2 Column titles

In order to assure a successful data import is essential that the column titles match the
following. Please note that the program will only recognize these titles which are currently in
Spanish, in brackets their meaning:

- Codigo (Code): This is the code that the employee will have in the system. It must
be unique.

- Nombre (Name), Apellidos (Last Name), Direccion (Address), Poblacion (City), CP
(Zip), Provincia (State), Telefono (Phone), Movil (Mobile), NIF (ID), Mail (Email),
FechaNacimiento (BirthDate), Foto (Photo): These are the personal details of the
employee.

- Tarjeta (Card): Card number used by the employee (if available or assigned) in the
company.

- Alias (Alias): The name which will be displayed when the employee punches on the
terminals.

- Privilegios (Privileges): Employee’s user privileges on the terminal

- Activo (Status): This field specifies whether the employee is currently working in the
company or has left.

- IdPerfil (Profile), IdCalendario (Calendar), IdHorario (Workday), IdResponsable
(Employee in charge), IdUbicacion (Location), IdCentro (Center): These fields
correspond to the ID of the different profiles, workdays, centers ... assigned to the
employee.
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- Coste 1, 2, 3, 4, 5 (Payroll): These are the different payrolls assigned to an employee.

NOTE: The program is not sensitive to uppercase/ lowercase. This means that you can write
the column title in the CSV file as ‘code’ or ‘CODFE’, the program will read it either way as
Code.

10.7.3 Column order

There is no obligation to keep a specific column order. The system will upload them
automatically from the database either way.

10.7.4 Required columns

The minimum required columns for the employee data import task to work are CODIGO
(Code) and NOMBRE (Name). The rest of the columns are not mandatory since during this
process a pop up window will appear to autocomplete the required fields to keep the
integrity of the database. This means that you will be able to import a database which only
contains the CODIGO (code) and NOMBRE (name) columns.

10.7.5 Duplicated data

The program will not let you introduce duplicated information for the CODIGO (code) and
TARJETA (card) columns. If the program detects information that might be duplicated it will
launch a pop up window example below), to show you a list of fields that must be modified
in order to continue.

You can see below an example of a correctly generated database which will be properly
imported into the system, provided that the CODIGO (code) and TARJETA (card) values do
not already exist:

Example of a database correctly imported

Codigo; TARJETA, nombre, apellidos, Direccion

00 001, 060; Robert; Longbow; Old St

00 003, 070, Woodrow, Wilson, Wigmore St
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10.7.6 Employee Import Process

Once you have the database on the required file format and the employee data you will be
able to upload all the information into the system. Inside the staff management tab you will
find the ‘import employees from CSV’ option, you can click on it to begin with.

B QB P2 . e.x

@ Enpoyeesiog e Gt Poyrol - Users Lng  Close
Company: (00138 chart 3k Credle
% Employee profiles

& nportenpiyess fom Cs

% Relocate employees

(& Import employees from CSV =10 x|
[ Default Assignation
Select a default department: [EI'I - department(1 - ]
Select a default center: [{!I'I - center(1 - ]
Select a default workday: 0001 - test - |
Select a default calendar: [ﬂDDi}D - General - ]
Select a default profile: [ﬂDDi}D - General - ]
Default action
¥ Automatically overwnite existing employees
" Automatically discard new employees with existing code in database
™ Mgk for a new code in case of new employee exists in database

mm/

The window below will pop up. In it you will be able to choose default values for some fields
required for keeping the integrity and functionality of the database. These will be used in
case the column does not exist in the database or contains invalid information.

Once selected the default values, you will have to choose the file where you previously
created the database. By clicking on the import button a folder selection window will appear.
Once selected the relevant file the system will automatically proceed with the task of
uploading the data into the system. A final window will appear informing of the results of the
process.
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Las siguientes tarjetas estan duplicadas Por favor, verfigue que las siguientes
en el fichero de corfiguracidn. Por taretas no existen en el sistema.

favor, seleccione otras tajetas para poden
realizar la importacion.

0000000012

11. Reports

The information collected on ZKTime Enterprise will usually display on a format from
which you will not always be able to obtain the required information.

Reports are the tools which will allow you to see and work with, all the information gathered,
in a user friendly display. There are different types:

1.1 Master reports.

1.2 Punch reports.

13 Payroll and time report

1.4 Report of punch modifications
1.5 Punches of the day

11.1 Master reports

This type of reports will display basic non processed information. Some of its handy
applications will be to obtain a relation of your employees filtered by a determined
department, center or the different payrolls registered in the system.

Master reports are divided in its turn into 8 subcategories:

11.1.1 Employee report.
11.1.2 Employee notes report
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11.1.3 Standard hour reports
11.1.4 Workday report

11.1.5 Calendar report

11.1.6 Event reports

11.1.7 Calendar events report
11.1.8 Payroll report

11.1.1 Employee report

This report will display a relation of the employees stored in the system.
They can be filtered by department, center, code, by creating a range of employees or
through a combination of all the former.

Beyond the basic employee information: Code, Name and Last name; you will be able to
create up to 8 further columns with any of the personal data from the employees.

[

Save

S

.

HE =T

Delete @ \View

*  Prev.
Report type:

Next *

New

[Empmyee report

Title:

[Employee report ]

From employee:
To employes:
Departamenta
Employee status;

A

[Nene:

]

(]

11.1.2 Employee notes report

This report will show you the notes associated to the employees. As above, you will be able to
choose the information to be displayed.

&
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Reporttype:  [Employes notes report =
Title: |Employes notes report ]
From employee: (Al ~] [l
Toemployee:  [flon= ™
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Sacurity and Time Managameant Solutions




ZKTime Enterprise: User Manual

11.1.3 Standard hours report

This report will display an estimation of the hours which an employee should work, based on
its workday schedule and its calendar. Again, you will be able to choose the information to

show up.

e & Ik D 22 K

L Prev Next © MNew Save Delete @ View @ Close °

Report type:  [Standard hours report =]
Tile: [Standard hours report ]
From employee: Al =™
Toemployee:  [Hone =)
Dspatamerto T —
Yeor o ony cmplyee v o slcion

11.1.4 Workday report

This report displays a relation of the existing workday schedules. As in previous reports, you
will be able to choose the information to show up.

¢ & B I S %

© Prev. Mext - New Save Delete © View @ Close ©
Report type: [‘.’\Iorkdavy report [ ‘]

Title: IWnrkday report l

From workday: (Il ~|
To workday: [None -

11.1.5 Calendar report

This report displays a relation of the existing calendars. In this one you will be able to sort the
calendars by year, type and over a range.
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e &

+ Prev. Next *

B @ OB o:F R
New Sawe Deele ' View ' Close °

Report type: [Calerdar report

Title:
From calendar:
To calendar:

Year:

[Ca\endar report ]
] =]
[None ~]

11.1.6 Event reports

This report will display the events stored in the system. You will be able to sort them over a

range.

@ @

: B @ oL R

® Prev. MNext | New Save Delete | View '@ Close °

Reporttype:  [Event report =)
Title: [Event report ]
From evert [ )
To event: [Nene =]

11.1.7 Calendar events report

This report will display a relation of the existing calendar events.
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¢ & & [ = 2 K

© Prev. MNext | New Save Delete © View @ Close °

Reporttype:  [Calendar events report =]
Title: [Calendar events report |
From employes: (Al ™)
Toandoyes:  [Toe &™)
Ubicacién: [an | Centro: [an =]
Event: (a =] Orderby:  [Code ~]
From date: [o110/2013 v| Todate:  [31/1072013 =]

;';.‘.. i

11.1.8 Payroll report

This report will display a relation of the existing payrolls stored in the system.

¢ & i3 D e iR

© Prev. MNext © Mew Save Delete | \View @ Close °

Report type: [F’aymﬂ report v]
Title: [F'aymﬂ report ]
From payroll: [AH ‘]
To payroll: [None - ]

11.2 Punch reports

This type of reports will display different information involving the punches. In them, you will
be able to find from accrual reports to staff absenteeism.

It is further divided into 4 sub-categories:

e General log with punches report.
e Absenteeism report

e Access punches report

e Access report
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11.2.1 General log with punches report
This report will display the relevant information broken down by day, within the selected dates
and for the picked employees of all the accruals which have registered punches.

As you will be able to appreciate from the picture below, there are several options which will
allow you to sort out and arrange the information in order to obtain a friendlier display.

€ & @k B @ 2 R

© Prev. MNext | MNew Save Delete @ View @ Close °

Repottype:  [Genersl log with punches report |
Title: |General log with punches report |
Fom e, =)
et None =) (il
Event: [ \~| Onderby:  [Employee’s code |
Ubicacién: (a | Centro: [a =
' (01102013 x| Todate:  [31/10/2013 |

11.2.2 Absenteeism report

This report will display a relation of days stating the employees’ situation for each of those
days.

On the picture below you will be able to see a standard display, the one shown by default
when you choose this type of report.

wes ) Stalt (&) Terrmunals  §E) B Punches & Reports  £dSettings | Plugins  [B]Help 5 Windows.
& @ B 8B 4 - @, #
% Devices  Captuwe Punches Clonure © Event Payroll © Users lang  Cloae ©

= | i Create compaey | . | Changeuser | | & Change passunrd |

NEE#MES S:%:

Issue date: 171072013

lssue time: 16:41°43
Week Monday  Tuesday  Weonesd. Thursday  Fridy  Soturday  Sunday

¥ 000000001 - ALBERTO MAYO

i ‘Week 40 30 of Seplember - 08 of Odobes Present Present Present Present Holiday Haliday
Week 41 07 of Oclober - 13 of Oclaber Present Prosent Presant Present Prosent Holiday Haoliday
‘Week 42: 14 of Oclober - 20 of Oclober Fresent Present Present Unjusified L L
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¢ ® i F O B ip iR

Prev. MNext @ Mew  Save Delete ' View & Close °

Reporttyps:  [Absentesism report =]
Title: |Absentesism report |
Fom e (3 T
Toemployes:  [Hone =) (i
Ubicacisn: (2 =] Centro: [ =]
Froih date: (0170203 v| Todae:  [31102073 =)

Orly employees with at least one absence

11.2.3 Access punches report

This report will display a list with all the punches made by the employees during the range of
days previously selected. It will show you the terminal involved and if the punch was denied
or not.

On the following picture you will be able to see an example of a report customized for all
employees, from Feb. 1, 2012 to Feb. 29, 2012; from 00:00 hours to 23:59 hours; for all
departments, centers, terminals end events.

S &
. |.§ Changeuser | | & Changepsssword |
Issue date: 17/10/2013
Issue time: 17:13:36
Date. Time Event Terminal BT i
} 000000001 ALBERTO MAYO
01/10/2013 08:37:33 0000 - Work 005 - Main door No
01/10/2013 16:03:14 0000 - Work 005 - Main door No
02/10/2013 08:31:09 0000 - Work 005 - Main door No
02/10/2013 15:33:43 0000 - Work 005 - Main door No
03/10/2013 08:35:55 0000 - Work 005 - Main door No
03/10/2013 16:06:04 0000 - Work 005 - Main door No
04/10/2013 08:37:19 0000 - Work 005 - Main door No
04/10/2013 15:30:52 0000 - Work 005 - Main door No
07/10/2013 08:34:09 0000 - Work 005 - Main door No
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Prev.  Mext © New Save Delete : View - Close °

Reporttype:  |Access punches report =]
Title: [J\ccess punches report ]
From employee:  [Al =™
To employee: [Noﬂe '] Q
From date: [o1102012 |=| Todate:  [31/10/2013 =]
Fomtme: (0000 3 Totme: (2259 2
Ubicacén: (A1 <) Conto:  [a B
Tt [an ~| Bt [A -]

11.2.4 Access report

This report will display the amount of punches made on the different terminals as well as the
allowed and denied accesses. You will be able to sort out the information by employees, dates,
departments, centers and possibly breakdown all that information by employee or terminal

The picture below shows a report with all the options selected.

Issue date: 1711072013
Issue time: 17:38:28
Date Terminal Granted Denied Total

} 000000001 ALBERTO MAYO
01/10/2013 <Tu= Day punches
005 - Main door
02/10/2013 <We=  Day punches
005 - Main door
03/10/2013 <Th= Day punches
005 - Main door
04/10/2013 <Fr> Day punches
005 - Main door
07/10/2013 <Mo=  Day punches
005 - Main door
08/10/2013 <Tu= Day punches
005 - Main door
09/10/2013 <We>  Day punches
005 - Main door

RO R R RN RN NN NN NN NN
c o o o o o o o o o o o o o
[N ST ST C T G S T I T AV T SR ST I B
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® & & [ £ R

Prev.  MNext ° MNew Save Delete | View ° Close °

Reporttype:  [Access report x|
Title: [Access report |
From employes: |2l =™
Toemployes:  [Hone =™
From date: [01/10/2013 ~| Todate:  [3110/2013 ~|
Ubicacidn: [l v | Centro: |1 =
Breakdown: [Breakdown ~| Groupby: [Employes ~|

View totals

11.3 Payroll and time report

This type of reports will display processed information related to workday schedules and
payrolls. Within this type of reports there are 4 sub-categories:

1.3.1 Events and payroll with punches report
1.3.2 Accruals report

1.3.3 Expected workday and real workday report
1.3.4 Accrual balance overflow record

11.3.1 Events and payroll with punches report

This report main utility is to display workday schedules and payrolls broken down in a friendly
and useful way.

Though its name presumes both payrolls and workday schedules, it does not have to be this
way inevitably. You will be able to obtain a report containing only payroll or workday
schedules.

This might be the single most useful report. The most customizable, where you will be able to
choose the columns to show and even define your own formulas. Furthermore, you will be
able to define conditions for that information that, even complying with the already set filters,
you do not want to display. For example, we have a configuration to show employees 4 to 16,
but only want to see those who surpassed their lunchtime.

The picture below gives an example of the options available. We will explain one by one.
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¢ & & 2 [ :p2 K

© Prev. Next | New Save Delste ° View & Close ©

Select report: [Everms and payroll with punches report - ]
Title: [E\rerrts and payroll with punches report ]
From employee: [AII '-] @
To employee: [None - ] D
Depatment:  [Al ~ | Certer: [ =)
Group by [Daily ~ | View punches: [Rounded punches -
From date: [01110/2013 ~ | To date: [31/102013 |
Fage per employee [T] View weekly total
[”] Show valuation for payralls [7] View monthly total S B TN
Show non-working days without punches | View employze total L Select conition ]

Report it A=

In order to do a basic filter of employees you can choose the range of employees you wish to
display. This is possible from the menu options ‘From employee’ and ‘To employee’. Likewise,
you will be able to sort out the information by department and center. To continue
customizing your report, you should choose the lapse of time from which you want the
information on the report. This can be done from the ‘From date’ and ‘To date’ options.

On the workday and payroll reports you will be able to choose how the information will be
broken down. There are several options, daily, weekly and monthly. Depending on the type of
break down chosen, you will have the possibility to calculate total amounts for workday
schedules and payrolls, weekly and monthly. Moreover, you will have the chance to display
the total amounts of every column fir every employee related to the lapse of time selected.

11.3.1.1 Column choice

Workdays and payroll reports offer the possibility to choose what information you want
displayed on each column. For it, you will have to click on ‘customizable columns’. The picture
below shows the resulting pop up window.

olumn choice

Order  Name Type Value
1 Difference Formula ab

o[ [k (@]
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New column

1 Difference Formula ab

To add a new column, click on the ‘new column’icon, as shown on the above picture.

Immediately, the window shown on the picture below will pop up.

Column type
Total attendance

Name
Attendance total

| Attendance total |

To add a column, choose the desired type of column from the drop-down menu, which

contains all possible columns of this type. Select the column, give it a name and click on
accept.

To add a new formula, choose the type of formula and then <<New formula>> and press
accept or double click. This will display the window below.
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'-,lﬁ_Fon'nula definition

Column i Column
Column type Duty time
(@ Toistondance ___[+) | |Atendarce o

To use a formula just add the columns that you wish to use the formula on from the left hand
side to the right hand side selection menu.

On the picture above you can see that the field containing the formula is green. This means
that it is correct. If the field looks red, as in the picture below, would mean that it is incorrect
and thus it will have to be corrected.

You can include formulas inside other formulas, increasing the possibilities and capabilities of
the system, besides decreasing at the same time the complexity of the interpretation required.

Edit column

To edit columns which have already been added click on the ‘edit’ icon as shown on the picture
below or otherwise double click upon the column you wish to edit.
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In case you desire to edit a formula, a window as the one below will show up.

11.3.1.2 Data filter through conditional operators.
In addition to the basic data filter, the workday and payroll report will allow you to do a further
filter of the previous results though the definition of a conditioning rule.

To include this condition you will have to click on “Define condition”. On section 11.3.1, you
can find the picture which shows the window from which you can select this option.

To add a condition you will have to proceed as with the formulas. Pick the desired columns
from the left hand side menu and add them on to the right hand side menu.

On this case, the operator values vary in relation to regular formulas, as this are conditional
operators.

The accepted operator values are:

e AND:&

e OR|

e NOT:j

o Different: =
e Equal:==

e Greater than: >=
e Lessthan:<=

Time should be expressed on minutes and prices on Euros.

Once written down, you should choose which employees you want to be displayed: the ones
who fulfill the condition for all reports, the ones who comply with it on at least one report or
the ones who comply only on the total amounts.

The picture below shows an example of a condition defined to display just the employees
who have above 10 minutes of overtime in all break downs.
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ias |
54 - Unjustified absence &

11.3.2 Accruals report
This type of report displays a list with the accruals associated to an employee, which will also
show the amount of time and number of times registered on each accrual.

The picture below shows an example of this type of reports.

S F

From: Robert Deacon To: None
From day: 011072013 To day: 31/10/2013
Company: 3 - Sample DDBB
Department: All Issue date: 18/10/2013
Center: All Issue time: 16:24.27
» 000000020 - Robert Deacon
» From: 011072013 - To: 31/1072013
00-Work 92:00 0 51-Early entry. 0057 o
S2-Late entry 00:00 0

53 - Lack of working hours 2029 [

S4-Unjustified absence 16:00 (] 55 - Extra hours 0829 (]

You have the option to choose which accruals you wish to display as well as the common
options already explained for former reports.

11.3.3 Expected workday and real workday report

This report will display a relation of the calendars and workday schedules that an employee
should comply with, and the real work time fulfilled.

11.3.4 Accrual balance overflow record

This type of report displays a relation of the employees who have surpassed the allowed
limits of their accruals.
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Upon the filter options on this report, we would like to highlight the possibility that you have
to show this relation in 3 different periods of time, weekly, monthly or annually. Depending
on the type of period chosen you will be able to decide the starting and ending week, month
or year. You can see an example of this on the picture below.

¢ & @ [ [ :p R

© Prev. MNext : New Save Delete | View © Close ©

Select report; [ADCTLB] balance overflow report - ]
Title: [Accmal balance overflow report ]
From employee: [l ~] [l
To employee: [None = [:J
D t [ v | Center: (A >
Period: [infekly =]
Weel from: [week 1: 31 of December- 0.. |+ Tos [\Wlesk 53: 30 of December - vj
R 5 == =
it 2013 v ‘Show only acouals excsss.

11.4 Report of punch modifications

This report will display a breakdown of all the modified punches within a specified period of
time. Added punches will show up in blue and edited punches will show up in grey, the
previous punch, and in yellow the modified punch.

As long as a punch has been edited or added it will specify the user who modified it.

11.5 Punches of the day

This report will display the desired punches for a specific day. On this report you will be able
to choose what type of information to display, being able to filter the information by
employees who are working at the office, out of the office, absent or arrived late to work.

On the picture below you can see an example of this type of report.

Viewi/Report configuration
Center [an =| © Outatthetims Employess without special cicumstances
Department (e =] © Inatthetime: Employees with justfied absence
Order by: Code =| O Absent employees Absert employess
Evert [ =] @ Al employses
Workday: [aai | ©) Late amivals
Dee:
Ignore dismissed employees m M
Code Mame First Late Abs  Second Late Abs  \Workdsy/Event  Status  Lastpunch I
000000001 Albert May 0932 | D0h 32min. i | x 0001-Officeshit  Out
000000020  Robert Deacon 09.01 00h Oimin. 1513 00h 13min. 0001-Office shift | In
Total peaple working: 2

| |
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12. Backups

Backup copies create files which contain application data to download or save in a safe
storage system for later use in case the information collected in the system is lost.

To do a backup copy, click on the settings tab of the main menu. Now, on the drop-down
menu, click on ‘backup’ and choose one of the following options:

- Manual Backup.
- Automatic Backup

- Restore Backup

& staffmansgement (L) § Pnches ByReports [60 Settngs |LeiPugns [@)Heb (5 Windows

it

%

Events

achup * | EM  Restoce badap
Extractor Service tasks > |8 Manual backup
Mai dent settings % Automatc badap

D ®aNaNEE <k

Manual Backup 12.1

If you choose this option the window below will pop up. It will give you the option to pick a
path to carry on a full or partial backup.

f&4 Manual backup ;IEIEI

[ Manual backup settings

|
Path [ ]CJ‘

¥ Generate manual backup " Generate partial backup

s | (PaGmemotmonn | (3_Gese_]

12.1.1 Full backup

The manual backup makes a complete copy of the database, including all system users and
all existing companies.
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12.1.2 Partial Backup

Should you choose a partial backup, the preferences button will be enabled. By clicking on it,
a new window will appear which will ask you to choose if you wish or not to activate the
autocomplete option. This option ensures the referential integrity of the databases
uploaded.

Auto complete |

Do you wish to activate auto complete? Auto complete ensures
referential integrity.
(If vou don't know what this means or have doubts press yes
button)

s ] m

The notion of referential integrity refers to the assurance that each record will always be
related to other valid records from the database. Meaning that these will always be accurate,
without repetitions, lost information or relationsill linked. For example if you wish to save a
backup of the employees table with the autocomplete option activated, together with the
employees tables the departments, center and workday tables will also be included in the
selection since they contain information which depend on the employees table. This way we
assure that the information will be properly restored into the system in case necessary.

§&4 Partial backup selection =10 =]

Comparry: [E'D'I - test - ]

Tables Tables Company
Access punches
Attendance punches

Calenda
Cerﬁer ® E]
Yy

Closure
Department
Employees
Events

Logs

Petitions

Payraoll

Profiles

Report templates E
System

Terminals E]
Visitors

Workdays
e,
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To add a table into to the selection of tables for the backup, simply pick the company from
which you wish to do the backup, choose the tables and click on the Add button. Your
choice will pass on to the right side showing its name and the company to which it belongs.
Should you want to add all tables just click on the Add all button.

However, if you want to delete a table you can follow the same procedure as the above
explained but with the ‘Delete’ and ‘Delete all’ buttons. This time, keeping the referential
integrity, when deleting the employees table, will not delete the same tables which were
added to the selection in first place, only the profiles one. This is not due to a malfunction of
the program, although the employees table depends upon other tables, these other tables
might not depend on it. If you want to delete those you will have to do it manually.

NOTE: WHEN CHOOSING THE TABLE ‘SYSTEM' IN A COMPANY, you will be specifying to the
program that you want to back up the data related to that company thus being able to
restore it WITHOUT THE NEED to create it again. (For further information check section
12.1.5)

12.1.3 Generate backup

To begin the backup process click the Generate button. The time taken will depend on the
size of the database and the computer.

12.1.4 Automatic Backup

From the automatic backup management window, on the picture below, you will be able to
control the backup copies which you wish to be run automatically.

ol x|
Backup Type Bachkup generation options
MName: [ ]
Path: | | ()
i* Complste backup
¢~ Partial backup [ Selectiables |
Bachkup automation options

Daily 7 Weekhy = Morthby

On starting application ¢ On closing application

(=
'O
¥ WMonday T Tuesday | Wednes. [T | Thursday
I Fiday [T Sstuday [T Sunday

f+| Fistofithe monthh € End of the month ) 16h

| £ New [[ = Delete | | &2 Accept || <2 Cancel |
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On this management window you will find the following options::

- Backup generation options: From this group of options we will only stop to explain the
‘Name' field, which will be used to identify the backup copy, it must be unique. We have
already explained the rest of the options previously on section 12.1, so we will continue.

- Backup automation options: Here you will be able to choose the regularity with which you
want the program to run automatic backups.

- New: By clicking on this button all fields will be erased and the window will get prepared for
the introduction of a new automatic backup.

- Delete: This button deletes from the list the automatic backup selected.
12.1.5 Restore Backup

Upon the selection of this option, the program will ask you if you want to maintain the
referential integrity (see section 12.1.2). Once you make your choice you will be on the
window below.

Fi Restore backup options

File: [E:\UsersEmilic“Desktop prueba bak | | SelectFile |
Backup file info
Date: martes, 25 de enero de 2013 Mumber of companies: 1
Backup restore options
[ T Complete = Partial ]
[ Company to restore: [Ernesa -1 - ] l

" Restore in orginal company
* Restore in compary [DEI1 v]

Tables in file Tables Source Destination
Access punches
Attendance punches
Calendars

Center

Closure
Department
Employees

Ewvents

Report templates
Syrstem
Terminals
Visitors

workdays

23 iV
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Once you have selected the backup file which you want to restore, several options will be
activated, or not, depending on the type of backup made. You will have two possible
options:

- Complete restoration: If the backup chosen was a complete backup copy of the
system, this option will be enabled at the same time as the rest of the options are
disabled, leaving only the Restore button enabled. When doing a complete
restoration you will be replacing the whole information stored in the system and the
companies created. This is why it is highly recommended to use this option only if
you really know what you are doing.

- Partial Restoration: By selecting this, the following options will be available:

Company to restore: Here you will find all the companies stored in the
backup copy.

Restore in original company: This option will only be enabled if the backup
contains the system tables related to the company involved. In the given case
that the code of the company which we are trying to restore already exists in
the system, a window will pop up to inform of the existence of that code and
will subsequently offer the possibility to override it or otherwise to introduce
a new company code.

Restore in company: Here you will find a list of all existing companies in the
system, in order to choose among them on which will you restore the data.

Whether you choose to restore the data in the original company or ‘in company’ ... all you are
doing is deciding the company on which you want to restore the data. In order to select
what data you wish to restore select the relevant tables from the list and add them to the
selection list.

If we want to override an existing company in the system with the information contained in
the company in the backup you must choose the "restore in company ..." and make sure to
put into the selection the system tables (see image below).
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13 Punches

Punches are the core element of any Time and Attendance control system; with them the
employees will tag whether they arriving and/ or leaving together with any possible event
which might occur throughout their workday, such as lunchtime or any justified delays.

On the main menu you will find the Punches tab, with it you will be able to perform the
following options:
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E]Cmmlm:l:aﬁl:ns Punches Eﬂﬂplm; =3 Settings [ Plugins

Punch manteinance

Attendance photos

Punch closure
Rellback closure
Odd or unclosed punches correction

Punches bulk correction

Petitiocn management

hEa 88 g s

Payroll management

13.1 Punch management

It is not uncommon to start experiencing troubles over time related to punches and
attendance control; some employees will forget to punch, others will do it twice by mistake
or will get the event wrong. In order to solve these and let ZkTime Enterprise do proper
calculations you can use the following option:

[ ~ Punch selectior

Employee: (000000020 - Robert Deacon =) [ Fromdate:  [011072013 v Todate:  [18/10:2013 ]
Show days with odd number of punches Show days without special circumstances Show days without punches Show days with unprocessed punches

(PPriot ) (L2 Refesh ] [ Delcteall |

~ Velvedate | Entry (Exit [Entry Bt [Entry Bt Workday

() 03102013 <Th> | 18:15:55 [18:23:10 _ _ _ | 0007 - Office shift

(Bl 041102013 <Fr> | 085545 | 095056 [10:17:14 [14:35:47 | 15:35:06 | 19:56:19 | 0001 - Office shift

@) 05102013 <S> | _ _ _ Unprocessed

@) oe10/2013 <5u> _ _ | _ _ Unprocessed

(&l 07102013 <M. | 08:52:51 |09:54:09 |10:21:59 |14:24:38 | 15:44:43 |18:27:15 | 0001 - Office shift

() 0ar10/2013 <Tu> | 08:44:08 |03:18:05 09:30:09 |09:32.05 |10:03:33 |10:39:05 | 0001 - Office shift =
L] 10:42:05 [14:4229 16:01:20 [18:35:18 _ _

(Bl oono2013 <w_ | 08:43:20 [10:2837 [11:02:13 |18:46:04 _ | 0001 - Office shif =

| 10/10/2013 <Th> | 03:00:00 |09:57:51 |10:25:38 |18:53:25 _ _ 0001 - Office shift ElE
@) 11102013 <Fr> | 09:0217 [1007:17 | 10:43:00 |20:05:13 _ _ | 0001 - Office shift = |
@D 121102013 <S> | _ _ _ Unprocessed

(@D 13102013 <Su> _ _ | | | Unprocessed

(D) 141102013 <M. |03:44:52 |14:15:05 |15:27:44 | 13:00:00 _ _ 0001 - Office shift

([ 151102013 <Tu> |02:0243 [10:2557 | 105622 [1426:10 | 15:40:29 [18:49:13 | 0001 - Office shift

@) 16102013 v [09:0649 [10:2339 10:54:33 | 15:09:31 16:17:21 [18:17:07 0001 - Office shift

@D 17102013 <Th> | 03:16:08 |10:28:04 [11:0030 | 141646 [15:38:35 [18:2437 0001 - Office shift

[E) 18102013 <Fr> | 09:01:40 10:43.39 111627 14:09:55 15:13:53 Missing sxit | 0001 - Office shift

Upon the punch management window the first thing you will be able to see are the punches
selection options, which will allow you to filter the punches which will hereafter be available
for editing.
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The options available are:
- Employee: The employee whose punches you will edit.

- From/ To: The space of time which you want to edit. Note that this filter will be applied over
the value-date not the real date, meaning it is possible that on a night shift an exit punch
over midnight could be included even though the value ‘To’ is set on the day before to the
punch.

- Show days with odd number of punches: If enabled, the involved employee’s punches and
the dates, within the space of time chosen, which have registered an uneven number of
punches will be shown. This is an anomaly which must be fixed, as every day must have an
even number of punches, consistent with the entries and exits of the employee.

- Show days without special circumstances: If enabled, the involved employee’s punches and
the dates, within the space of time chosen, which have registered an even number of
punches, being all correctly made, will be shown.

- Show days without punches: If enabled, dates without registered punches will be shown,
allowing you to add them in case necessary.

- Show days without processed punches: If enabled, this option will show you each day with
registered punches that were not processed. Being the most common reasons, punches out
the time limits or made once the employee has stopped working for the company.

Now that we have explained the relevant filters to define the punches you wish to display we
will continue explaining the punches table and how can you edit your employee’s punches.

13.1.1 Punch tables.

This column states the value date to which This column represents the
the punches on a line are assigned. It does workday schedule associated
not necessarily need to meet the real date to the value date

of the punct}es.

<Th> | 18:15:55 18:23:10 DUIT="Rice shift
> | 08:5b:45 09:50.56 10:17:14 14:36:47 15:35:06 19:56:19 0001 - Office shift

Unprocessed

(N

Unprocessed
0001 - Office shift
0001 - Office shift

A4

05/10/2013 <w/_. | 08:48:20

4

= smsman

0001 - Office shift

As you can see on the above picture, punches will appear as a data table with its lines and columns.
Being each line a value-date, capable of containing up to six punches with a last column that states a
workday schedule. Otherwise, a ‘not processed’ text will appear, informing that no value was assigned
to that date.
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In the case for a date an employee has punched more than six times, a new line will be
created without any defined value in the column date-value, this way you will know it
belongs to the previous line. It will work this way with as much lines as they are needed.

On the above picture we can also see a superimposed window. This will show up whenever
you keep the mouse cursor on top of any of the punches field. It will display relevant details
on the punch: its real date, time of the punch, terminal in which it was done, if it was
processed and the description of the event assigned to the punch.

13.2 Edit Punch
How to create, delete or edit punches.

Now that you should have an approximate idea of what does the information displayed on
the window mean. We will proceed to explain how to edit it.

There are three actions that you might want to do: delete a punch, create a punch or delete
an existing one.

By clicking on the mouse right button over a punch field, a shortcut menu will appear. This
shortcut menu is shown on the picture below with a brief explanation of the options it offers.

Lelete punch

Jhis option deletes the punch. If you open the shortcut
menu on a blank filed it will appear disabled.
=== This option adds a punch to the value date of the field

Viove to previous day

on which the shortcut menu is opened
\&w{h‘-‘“ﬂhese two options allow you to move the first punch
Export to Excel of the value date to the day before or the last one of
W the value date to the day after. This limitation exists
- because otherwise it might happen that the first
somé terminals have a punch of the day might appear to be done before the
camera which makes a photo last punch of the previous day.

upon the employee punch. If
it does, you will be able to
see the photo made

When editing or creating a punch you will be able to decide the date, time and event linked to it, as
shown in the picture below.

Edit punch

Employes:  [000000020

Date: 102013 ~ | Time: 19:53:25

Evert: [0000 - wark

(2 pocest | [ Clse |
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By accepting, the changes made to the punch will pass on to the table. If otherwise you click
on close, all changes will be cast-off.

It's important to note that the punches modified or transferred from one day to another will
remain orange-colored advising that changes await to be saved. This will not happen until
you click on the accept button on the bottom right corner of the window.

Edit the workday schedule assigned to a date.

Finally you have the option to edit the workday schedule assigned on a day. This is done on
the Time/Event column.

\Workday
0001 - Office shift O_If you click on this arrow, a drop down menu
will show you all the workday schedules for

this employee.

You can see on the picture above a list with all possible workday schedules for an employee.
You will be able to choose the most convenient one. If you have been adding punches on a
day which didn’t had any before and leave the time/event blank, ZKTime — Enterprise will
decide which workday Schedule should be assigned based on its configuration, the same
way it would work after receiving punches directly on from the terminal.
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