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1.0 Introduction
AT-Pak PRO is a software for integration to the UC-SOFT or AAC Access Control Software to
provide an automated method to process employee time. The system calculates employees’ total hours,

overtime, absenteeism and tardiness.

2.0 System Requirement
Computer
- 733Mhz Processor, 128 MB RAM, 1 GB Free Hard Drive Space, 2 Serial Communication Ports,
CD-ROM Drive, 800x600 SVGA Display, Keyboard, Mouse or higher configuration

Operating System
- Windows 95, Windows 98, Windows NT 4.0, Windows 2000, Windows ME or Windows XP



3.0 Quick Start
3.1 How to integrate with UC-SOFT or AAC software
1. Under the UC-SOFT or AAC software, Select Note Field from Configuration menu under
Badging.
2. Change the “Note 1” to “Department” and change the “Note 2 to “Shift Group”.
3. Change option to Drop Down List for “Note 1” and “Note 2" and add the corresponding items
for them. The Shift Group items should be matched to AT-Pak Pro Time Attendance Database

Record Name.

Note Field i =100 %]
Mote 1 |Department " TewtBox (% Drop Down List IEngineering j &dd item | Delete iteml
Mote 2 [Shift Group " TewBox & DropDownlist | | | Add item | Delete iteml
Mote 3 |N|:ut|33 Notz Fidl X Delete iteml

Drop Dawe List Iterm |N|:|rmal S hift
Mote 4 |N|:|te 4 Delete item |

Add Cancel
Mote & INu:uteE I AT Delete iteml
Mote B {Hote & &+ TewtBow ( Drop Down List I j &dd itern | Delete iteml
MNote 7 [Nate 7 @ TewtBox " DropDownlist | =] additem | Delete iteml
Mote 8 [Note & @ TewBox " DropDownlist | ~|  additem | Delete iteml
MNote 9 [Mote 9 @ TewtBox ¢ DropDownlist | x| addiem | Delete item|
Mote 10 Mate 10 @ TewtBox " DropDownlist | =l additem | Delete iteml
Mate 11 [Mote 11 (# TewtBox (" DropDownlist | >|  additem | Delete iteml
Mote 12 [Note 12 @ TewtBox " DropDownlist | x| addiem | Delete iteml
Mote 13 fMate 13 @ TewtBox " DropDownlist | =l additem | Delete iteml
Mote 14 [Note 14 (# TewtBox (" DropDownlist | >|  additem | Delete iteml
Mote 16 [Note 15 @ TewtBox " DropDownlist | x| addiem | Delete item
ok LCancel
Fig. 3.1.1



Card Holder ;IEI EI

Staff 1D [EC01

First Name fIris Last Narme f\wfong

Card no. [3388 FIM [
Access Level 1D | Executive ~|  Status | &ctive =l

Deparment |Engineering =]
Shift Group [Narmal Shift =]
Miote 3 |

Mate 4

Mate &

Mate B

Mate 7

Mate &

Mate 9

Mate 10
Mate 11
Mate 12
Mate 13
Mate 14
Mate 15

Cancel |

Fig. 3.1.2

4. Select the correct Department and Shift Group when adding Card Holder for UC-SOFT or
AAC.

3.2 Installing AT-Pak PRO
1. Insert the AT-Pak PRO CD disk into your CD-ROM drive.
2. From the Start button, select Run from the main menu.
3. Type “ D:\SETUP” in the Open text box. (Where “D” is your CD-ROM drive.) Click OK to
continue.
4. An AT-Pak PRO installation screen will appear. Click OK to continue. (Click Exit Setup to

abort the installation).



5. Click the Installation Icon to start the installation or Click the Change Directory button to
change the Directory or Click the Exit Setup to abort the installation.

o A T-Pak Setup

Beain the inztallation by clicking the buttan belaw.

Click thiz button to install AT-Pak. software to the specified destination
directony.

Diirectony:
{E:'&F‘rngram Filesh A T-Pak’ Change Directony

Exit Setup

Fig. 3.2

3.3 Opening AT-Pak PRO
1. From the Start button, select Programs and then select AT-Pak PRO icon.



3.4 Login
Select Login from the Login Menu. Then, the Login dialog box will be displayed.
Password is required to login when the program is executed. Enter the Password and then
click OK (or press Enter button on the Keyboard) to confirm (Click Cancel to abort the
login).

The factory-programmed password is at-pak .

% Login

Pasgword: [

ok Cancel

Fig. 3.4

3.5 Setup and Register
1. Select Setup from the Setup Menu. Then, the Setup dialog box will be displayed.
2. Enter the Access Control Database Directory.
3. Enter the Registered Name (Same as the Company Name that shown on the report).
4. Enter the Registered no. which is given by Factory after registration.
5. Click Save button (or press Enter button on the Keyboard) to confirm (Click Cancel

button to abort the change in setup).

Database Directony:

Fegistered Mame:  |vour Compary Name

Fegistered no: |

Save Cancel

Fig. 3.5



3.6 Change Password
1. Select Change Password from the Password Menu. Then, the Change Password dialog
box will be displayed.
2. Enter the Current Password.
3. Enter the New Password twice.
4. Click Update button (or press Enter button on the Keyboard) to confirm (Click Cancel
button to abort the change in setup).

& _hange Fassword

Current Password: [
Mew Password: I xxxxxxx
Mew Password: I xxxxxx 1
Update Cancel
Fig. 3.6
3.7 Setup Area

1. Select Area from the Area Menu. Then, the Area dialog box will be displayed.

2. Double click the required readers on the Available list boxes or use the arrow buttons to
select clock in and clock out readers. The max. of 30 clock in and 30 clock out are allowed
to be selected. Enable Global Selection that will be the same functions of selection of all
readers as both clock in and clock out readers. It is recommended if there are more than 30

clock in and 30 clock out readers are required.



2. Click Save button to confirm (Click Cancel button to abort the change in setup).

ANTPMROZ(Clock OUT FReader) ADTPMRO [Clock IMN Reader)

ANTPMROZ(Clock OUT FReader)

Fig. 3.7



4.0 Creating Databases
4.1 Time Attendance Database
Select Time Attendance Database from Database menu. Then, the Time Attendance

Database dialog box will be displayed.

A Time Attendance Database x|

Fitnd | Start Time: IUEUU Clear all re:::n:nru:lsl Wi Frirt |

Record Hame:

= Hormal Working Hour Setting
Wwieek Day Saturday Sunday
From Tao From Tao From Tao Femark.
Office Hour: {0900 J1so0 fodoo 1300 | |
Late Arrival ||:|9|:||:| IIZIEIIZIIZI I [
Early Departure |1 a0 |1 300 I IEarI_I,ID Ep
i, " orking Hr.: I mif. I it I it ILInu:IerTime
Abzence I.-’-'-.I:usence
Mizzing record ; IMissHec
Lunch Setting: Start 1zo0  End |-| oo Early Out |-| 270 ILunchLate.ﬂ'-.rr
[ week Dapy [ Saturday [ Sunday Late Irn |‘|33E| |Lun|:hEarI_|,lDep
— Ower Time Setting
Fram Ta Fram Ta Fram Ta OT Uit Hate
W OT1 J1s00 Jos59 1300 fos59 fos00  f0s59 g0 min
rorz | ] ] | min |
rorz | ] ] | min |
Previous | Mest | _ Edit | Updatz | Addd | Save | Delete | Cancel | _ Esit Il
Fig. 4.1

4.1.1 Add Time Attendance Record
1. Click the Add button and enter the details of the record to be added.
- Record Name (Maximum 15 characters): Unique description for each record.
- Start Time (hhmm): Start time for records of a day. In general, the start time should be set
2-3 hours ahead of the start of the Office hour.
- Normal Working Hour Setting Frame
= Office Hour (hhmm): It is the office hour of the shift and it is used to be displayed on
the report only.
«  Late Arrival (hhmm): Arrival beyond this preset time will be treated as late arrival. If
this field is blank, then late arrival will be ignored. Late Arrival Remark (Maximum

15 characters) could be displayed on the Time Attendance Report.
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Early Departure (hhmm): Leave earlier than this preset time will be treated as early
departure. If this field is blank, then early department will be ignored. Early
Departure Remark (Maximum 15 characters) could be displayed on the Time
Attendance Report.
Mini Working Hr.: If the actual working hour is less than this preset time limit, Mini
Working Hr. Remark (Maximum 15 characters) will be displayed. If this field is
blank, then Mini Working Hr. checking will be ignored.
Absent Remark (Maximum 15 characters) could be displayed if no record is found
on the day that is not a Holiday.
Missing record Remark (Maximum 15 characters) will be displayed if either the
clock in or the clock out record is missing.

- Lunch Setting
Start (hhmm): It is the starting time of the sampling to detect the lunch early out. It is
advised to have this setting 30mins to 60mins ahead of the Lunch time.
End (hhmm): It is the ending time of the sampling to detect the lunch late in. It is
advised to have this setting 30mins to 60mins after the Lunch time
Early Out (hhmm): Leave earlier than this preset time will be treated as Lunch early
departure. If this field is blank, then Lunch early department will be ignored. Lunch
Early Departure Remark (Maximum 15 characters) could be displayed on the Time
Attendance Report.
Late In (hhmm): Arrival beyond this preset time will be treated as Lunch late arrival.
If this field is blank, then Lunch late arrival will be ignored. Lunch Late Arrival
Remark (Maximum 15 characters) could be displayed on the Time Attendance
Report.
Weekday, Saturday and Sunday Option: Tick these options to enable Lunch checking

- Over Time Setting Frame
Maximum of 3 different overtime settings are allowable with different pay rate. Tick
the corresponding check box to activate the Over Time setting that required.
OT Unit (1 to 9999) and OT Rate (0 to 9999.9999): Completion of the basic OT unit
will be counted for one OT. The OT count in the Time Attendance Report is equal to
Number of the OT times OT Rate

2. Click Save to confirm the operation. Click Cancel to abort the operation.
3. Click Exit to exit the Time Attendance Database.

4.1.2 Edit Time Attendance Record
1. Select the record to be edited.
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2. Click the Edit and then modify the details of the record to be edited.
3. Click Update to confirm the operation. Click Cancel to abort the operation.
4. Click Exit to exit the Time Attendance Database.

4.1.3 Delete Time Attendance Record
1. Select the record to be deleted.
2. Click the Delete.
3. Click Exit to exit the Time Attendance Database.

4.1.4 Find Time Attendance Record
1. Enter the Record Name to be found.
2. Click the Find button.

4.1.5 Clear all Time Attendance Setup Record
Click the Clear all records button to clear all records.

4.1.6 Print Time Attendance Record Setup
Click the View/Print button.

4.2 Special Day Database

Select Special Day Database from Database menu. Then, the Special Day Database
dialog box will be displayed.

12



cial Day Database I

Date [yypy/mmdd]: IEEIEIE.I’EH'IE Find Clear all records |
Record Mame: INDrmaI S hift j — Wiew/Print
Start Time: = Hec:n:lnrd name J
— Mormal Working Hour Setting Date:
Fram  Ta fram [y rom.ddd] |
Office Hour : ||:|9|:||:| |-| 200 ko [y dd] I
Late Arrival : ||:|9|:||:| [~ Lunch
E arly Departure I kini. ‘Warking Hr.: I it Wiew/Print |

= ver Time Setting

Fram  Ta OT Uik Hate

Cor1 | [ [ mn [
otz | [ [ mn [
otz | [ [ mn [

Remark ITJ,Iph-:u:nn

Ereviu:uusl Hext | Edit | deatel Add | Save | Delete | Lancel | : Exi :

Fig. 4.2

4.2.1 Add Special Day Record
1. Click the Add and then enter the details of the record to be added.
- Date (yyyy/mm/dd): The day that requires special arrangement.
- Time Attendance Database Frame

«  Record Name : Name of the Time Attendance Record to be selected.

= Start Time : Start time of the Time Attendance Record selected. It is generated
automatically.

- Normal Working Hour Setting Frame

= Office Hour (hhmm): It is the office hour of the special day record and is used to
override the normal office hour setting of the selected Time Attendance Record at the
day selected.

«  Late Arrival (hhmm): It is the late arrival time of the special day record and is used to
override the normal office hour setting of the selected Time Attendance Record at the
day selected. If this field is blank, then late arrival will be ignored.

«  Early Departure (hhmm): It is the early departure time of the special day record and

13



is used to override the normal office hour setting of the selected Time Attendance
Record at the day selected. If this field is blank, then early department will be
ignored.
Mini Working Hr.: If the actual working hour is less than this preset time limit, Mini
Working Hr. Remark (Maximum 15 characters) will be displayed. If this field is
blank, then Mini Working Hr. checking will be ignored.
Lunch Option: Tick these options to enable Lunch checking
- Over Time Setting Frame
It is the over time setting of the special day record and is used to override the over
time setting of the selected Time Attendance Record at the day selected.
- Remark (Maximum 15 characters): Reasons for the changing of the Normal Working
Database and Over time Setting. It will be displayed on the Time Attendance Report.
2. Click Save to confirm the operation. Click Cancel to abort the operation.
3. Click Exit to exit the Special Day Database.

4.2.2 Edit Special Day Record
1. Select the record to be edited.
2. Click the Edit and then modify the details of the record to be edited.
3. Click Update to confirm the operation. Click Cancel to abort the operation.
4. Click Exit to exit the Special Day Database.

4.2.3 Delete Special Day Record
1. Select the record to be deleted.
2. Click the Delete.
3. Click Exit to exit the Special Day Database.

4.2.4 Find Record
1. Enter the Day to be found.

2. Click the Find button.

4.2.5 Clear all Special Day Setup Record
Click the Clear all records button to clear all records.

4.2.6 Print Special Day Record Setup
Click the View/Print button.
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4.3 Amendment Database
Select Amendment Database from Database menu. Then, the Amendment Database

dialog box will be displayed.

;' Amendment Databaze ﬂ
Staff No. IEEIEH j Staff Hame: IWDng,Iris ~E0m j
Active Date [yypy/mm/dd): Igﬂugﬁﬁ for |5 day(s] Clear all records |

& Order by Staff Staff Mo.= IEEIEH Active Date <= Ignug;n?mz Search I
£ Order by Active Date _|: Update Date <= I Search I

—Amendment —¥Yiew/Print
Staff Mo,
[v¥ Onleave o I
|\ —— % Paid " MoPad Active Date:
I~ Hour Leave: hour - — Frarm [y dd)

[~ Late armival time amendment: I I

k o/ dd
[T Early departure time amendment: o by mml )

[~ Revize Mini Working Hr.: | mhin. View/Print [order by Date]

[T lgnore absence Wiew/Print [order by Staff]

[ IM time amendment: I [T Lunch OUT time amendment: | Update Date:

f rrndd
[~ OUT time amendment: [™ Lunch IM time amendment; I_ fom [y mm¢dd]

[~ lgnore late arival [ lgnore Lunch Early OUT T ——
[T lgnore early departure [ lgnore Lunch Late (M I

j Add lkem | Diel ltem | WiewPritt [arder by Lpdate D ate]
Erevious et Edit [ pdate Sd Save Delete LCancel E it

Fig. 4.3.1
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& A mendment Databage x|

Staff Ho.

Active Date [yypy/mm/dd): Igﬂugﬁﬁ for |5 day(s] Clear all records |
& Order by Staff Staff Mo.= IEEIEH —|: Active Date <= |2|:||:|3;|:|3;|:|2 {OESTSH

£ Order by Active Date

B | sStaff Name: [y sng5is - E001 =l

Update Date <= I Search I

Active_Date
20030717
20030710
20030709
20030702
20030707

Staff On_Leave |Remark lpdate_Date

E0OT Annual Leave 20030702
Annual Leave 200320702
Annual Leave 200320702
Annual Leave 200320702

Annual Leave 20030702

Edit | Delete | Select | Cancel

Fig. 4.3.2

4.3.1 Add Amendment Record
1. Click the Add and then enter the details of the record to be added.

Staft No.: The record of the Staff no. that to be modified.
Staff Name: The record of the Staff Name that to be modified.
Active Date (yyyy/mm/dd): The day that requires amendment. Type in the start date and
the no. of consecutive days applies.
Amendment Frame
«  On leave: Tick this optional box if the staff is on leave at the specified date.
«  Hour Leave: Tick this item if Hour leave is applied
«  Paid: Select this option if this is Paid Leave.

16



No Paid: Select this option if this is No Paid Leave.
Late arrival amendment: Tick this optional box and enter the revised late arrival
time setting (hhmm).
Early departure amendment: Tick this optional box and enter the revised early
departure time setting (hhmm).
Revise Mini Working Hr.: Tick this optional box and enter the revised Mini
Working Hr. setting (hhmm).
Ignore absence: Tick this optional box will ignore absence of the staff at the
specified date
IN time amendment: Tick this optional box and enter the revised IN time (hhmm).
OUT time amendment: Tick this optional box and enter the revised OUT time
(hhmm).
Lunch OUT time amendment: Tick this optional box and enter the revised Lunch
OUT time (hhmm).
Lunch IN time amendment: Tick this optional box and enter the revised Lunch IN
time (hhmm).
Ignore late arrival: Tick this optional box will ignore late arrival of the staff at the
specified date
Ignore early departure: Tick this optional box will ignore early departure of the
staff at the specified date
Ignore Lunch early OUT: Tick this optional box will ignore Lunch Early Out of
the staff at the specified date
Ignore Lunch late IN: Tick this optional box will ignore Lunch Late In of the staff
at the specified date
Remark (Maximum 40 characters): Reasons for amendment. It will be displayed
on the Time Attendance Report.
Add Item Button: Type in Remark and click the Add Item to build up the
drop down list.
Del Item Button: Select the unused Remark and click Del Item to remove it
from the drop down list.
2. Click Save to confirm the operation. Click Cancel to abort the operation.
3. Click Exit to exit the Amendment Database.

4.3.2 Quick Search Amendment Record

1. Select “Order by Staff” or “Order by Active Date”.
2. Type in the criteria for the Staff No., Active Date or Update Date.

17



3. Click the Search Button for Active Date or click the Search Button for the Update Date.

4.3.3 Edit Amendment Record
1. Select the record to be edited.
2. Click the Edit and then modify the details of the record to be edited.
3. Click Update to confirm the operation. Click Cancel to abort the operation.
4. Click Exit to exit the Amendment Database.

4.3.4 Delete Amendment Record
1. Select the record to be deleted.
2. Click the Delete.
3. Click Exit to exit the Amendment Database.

4.3.5 Clear all Special Day Setup Record
Click the Clear all records button to clear all records.

4.3.6 Print Amendment Record Setup
Click the View/Print button.
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5.0 Generating Report
Select Report from Report menu. Then, the Report dialog box will be displayed.

& Repoit x|
From (yyyy/mm/dd)) [zo03/07/02  To lywye/mmidd)  [Zo03/07/02
Default Time Attendance Database Mame: INnrmaI S hiift j
— Report —Selected by
= Altendance ™ Attendance with Lunch Setting = Mame: Search: |
= Late Arrival = Lunch Early Departure A—j%[‘ﬂ:édsau:lﬂ%ﬁ o4 ﬂ
A veung,Philip - 00083
= Early Departure © Lunch Late Arival Ay Eric - 00175
Char, .-i'-.m__l,l - 00251
€ Oyer Time Chan, Felix -- 00183 hd
" Card niov; Cearch:
= | absence. p =1 |1 o000 - chuiKavintry

LI |

00002 -- Fung k.aren

_History Files |3t 00003 -~ Kesehi Lale
1RO TS T iy rpt 00004 - Chan Mabel
% From Current O daily_leave.rpt 00005 -- Laroche, Lucie
dailylu.rpt 0006 - Chan,kawai Chun

£~ From Baoth Current & Archive © Note field: INEITEEH

(" SavedFile  |1.mdb =] [SDMIN

L L L

ak. | Cancel

Fig. 5.1

5.1 Attendance Report
1. Input the report period that required.
2. Select the name of the Time Attendance Database setting that required.
3. Click the Attendance from the report frame.
4. Select the required history files from the History Files frame.
- From Current Only: The report will be retrieved from the current used database file only.
- From Archive Only: The report will be retrieved from the archived database files only.
- From Both Current and Archive: The report will be retrieved from both the current and
archived database files.
- Saved File: The report will be retrieved from the saved export database file that is
created from the past report generation.
5. Select the records to be printed according to the staff’s name, the staff’s card no. or
Note field from the Selected by frame.
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- Name: Click Name and then select the record of the staff’s name to be printed by
using mouse. You may hold the Shift key and select the start and finish selection
for consecutive selection or hold the Ctrl key for non-consecutive selection.

- Card no.: Click Card no. and then select the record of the staft’s card no. to be
printed by using mouse. You may hold the Shift key and select the start and
finished selection for consecutive selection or hold the Ctrl key for
non-consecutive selection.

- Note field:

a) Click the Note field and select the note field (NOTE1 to NOTE25)
that the records to be printed. (NOTEI] is assigned as the
Department.)

b) Select the required item from the list.

6. Click OK button for generating report or use Cancel button to exit. If you have
selected From Archive Only or From Both Current & Archive in History Files
frame, then Archive Files Select dialog box will be displayed. Select the drive and
directory, then double click on the required archive file(s). Click OK button for
generating report or use Cancel button to exit the Archive Files Select dialog box.

Archive Files Belect

—Awailable —Selected
St ARAZOD05M . mdb c:wprogram filezhuc-zofthARA 20030601 mdb
£ program files ARA2003060 .mdb c:wprogram fileshuc-zoftht BA 20030701 mdb

i RAZONA0701. mdb

oK Cancel

Fig. 5.1

5.2 Late Arrival Report
1. Input the report period that required.
2. Select the name of the Time Attendance Database setting that required.

3. Click the Late Arrival from the report frame.
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4. Select the required history files from the History Files frame.

- From Current Only: The report will be retrieved from the current used database file only.

- From Archive Only: The report will be retrieved from the archived database files only.

- From Both Current and Archive: The report will be retrieved from both the current and
archived database files.

- Saved File: The report will be retrieved from the saved export database file that is
created from the past report generation.

5. Select the records to be printed according to the staff’s name, the staft’s card no. or
Note field from the Selected by frame.

- Name: Click Name and then select the record of the staff’s name to be printed by
using mouse. You may hold the Shift key and select the start and finished selection
for consecutive selection or hold the Ctrl key for non-consecutive selection.

- Card no.: Click Card no. and then select the record of the staft’s card no. to be
printed by using mouse. You may hold the Shift key and select the start and
finished selection for consecutive selection or hold the Ctrl key for
non-consecutive selection.

- Note field:

a) Click the Note field and select the note field (NOTE1 to NOTE25)
that the records to be printed. (NOTEI] is assigned as the
Department.)

b) Select the required item from the list.

6. Click OK button for generating report or use Cancel button to exit. If you have selected
From Archive Only or From Both Current & Archive in History Files frame, then
Archive Files Select dialog box will be displayed. Select the drive and directory, then
double click on the required archive file(s). Click OK button for generating report or
use Cancel button to exit the Archive Files Select dialog box.

5.3 Early Departure Report

1. Input the report period that required.

2. Select the name of the Time Attendance Database setting that required.

3. Click the Early Departure from the report frame.

4. Select the required history files from the History Files frame.
- From Current Only: The report will be retrieved from the current used database file only.
- From Archive Only: The report will be retrieved from the archived database files only.
- From Both Current and Archive: The report will be retrieved from both the current and

archived database files.
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- Saved File: The report will be retrieved from the saved export database file that is
created from the past report generation.

Select the records to be printed according to the staff’s name, the staff’s card no. or

Note field from the Selected by frame.

- Name: Click Name and then select the record of the staff’s name to be printed by
using mouse. You may hold the Shift key and select the start and finished selection
for consecutive selection or hold the Ctrl key for non-consecutive selection.

- Card no.: Click Card no. and then select the record of the staff’s card no. to be
printed by using mouse. You may hold the Shift key and select the start and
finished selection for consecutive selection or hold the Ctrl key for
non-consecutive selection.

- Note field:

a) Click the Note field and select the note field (NOTE1 to NOTE25)
that the records to be printed. (NOTEI] is assigned as the
Department.)
b) Select the required item from the list.
Click OK button for generating report or use Cancel button to exit. If you have selected
From Archive Only or From Both Current & Archive in History Files frame, then
Archive Files Select dialog box will be displayed. Select the drive and directory, then
double click on the required archive file(s). Click OK button for generating report or
use Cancel button to exit the Archive Files Select dialog box.

5.4 Over Time Report

p—

Eali el

Input the report period that required.
Select the name of the Time Attendance Database setting that required.
Click the Over Time from the report frame.
Select the required history files from the History Files frame.
- From Current Only: The report will be retrieved from the current used database file only.
- From Archive Only: The report will be retrieved from the archived database files only.
- From Both Current and Archive: The report will be retrieved from both the current and
archived database files.
- Saved File: The report will be retrieved from the saved export database file that is
created from the past report generation.
Select the records to be printed according to the staff’s name, the staft’s card no. or
Note field from the Selected by frame.
- Name: Click Name and then select the record of the staff’s name to be printed by
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using mouse. You may hold the Shift key and select the start and finished selection
for consecutive selection or hold the Ctrl key for non-consecutive selection.
Card no.: Click Card no. and then select the record of the staff’s card no. to be
printed by using mouse. You may hold the Shift key and select the start and
finished selection for consecutive selection or hold the Ctrl key for
non-consecutive selection.
Note field:
a) Click the Note field and select the note field (NOTE1 to NOTE25)
that the records to be printed. (NOTEI] is assigned as the
Department.)

b) Select the required item from the list.

Click OK button for generating report or use Cancel button to exit. If you have selected

From Archive Only or From Both Current & Archive in History Files frame, then

Archive Files Select dialog box will be displayed. Select the drive and directory, then

double click on the required archive file(s). Click OK button for generating report or

use Cancel button to exit the Archive Files Select dialog box.

5.5 User Report

1.

2.
3.
4

Input the report period that required.

Select the name of the Time Attendance Database setting that required.

Click the User from the report frame and select the required user report.

Select the required history files from the History Files frame.

From Current Only: The report will be retrieved from the current used database file only.
From Archive Only: The report will be retrieved from the archived database files only.

From Both Current and Archive: The report will be retrieved from both the current and
archived database files.

Saved File: The report will be retrieved from the saved export database file that is

created from the past report generation.

Select the records to be printed according to the staft’s name, the staff’s card no. or
Note field from the Selected by frame.

Name: Click Name and then select the record of the staff’s name to be printed by
using mouse. You may hold the Shift key and select the start and finished selection
for consecutive selection or hold the Ctrl key for non-consecutive selection.

Card no.: Click Card no. and then select the record of the staff’s card no. to be
printed by using mouse. You may hold the Shift key and select the start and

finished selection for consecutive selection or hold the Ctrl key for
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non-consecutive selection.
- Note field:
¢) Click the Note field and select the note field (NOTE1 to NOTE25)
that the records to be printed. (NOTEI] is assigned as the
Department.)
d) Select the required item from the list.
Click OK button for generating report or use Cancel button to exit. If you have
selected From Archive Only or From Both Current & Archive in History Files
frame, then Archive Files Select dialog box will be displayed. Select the drive and
directory, then double click on the required archive file(s). Click OK button for

generating report or use Cancel button to exit the Archive Files Select dialog box.
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6.0 Viewing Report

Attendance Report

e

Attendance Report

Date printed: 2000/9/27

Your Company Name

Department: Sales
Staff name: Chan John
Card no.: 41635 Staffno.: 2001
Period from 19992/ 1 to 1999/2/10
Wotk Late Eatly oT

Date Day Office Hour IN OUT Howrs Arr. Dep. OTL OT2 0OT3 Count  Remark
199972 1 Mon 09:00 1300 0851 1407 516 Typhoon3
199972/ 2 Tue 0900 1300 0900 18246 9:26 0:26
1999721 3 Wed 0%:00 1800 0857 1805 9:08 005
199972/ 4 Thu 0%:00 1800 O0F54 19:31 10:37 1:31 1.0000
199972/ 5 Fri 09:00 1500 09203 1846 943 0:03 0:46 Late.
19992/ & Sat 09:00 13:00 HeEE wEks Ahzence.
199972/ 7 Sun HhEE kR
19992/ 8 Mon 09:00 18:00 0%06 1318 912 0:0a 0:18 Late.
19992/ 9 Tue 09:00 1500 0200 1815 915 0:15
1999/2/10 Wed 03:00 1800 03:.05 1843 943 005 0:48 Late.

Total: 7220 0:14 000 409 0:00 0:00 1.0000

Late arrival count: 3 Early departure count: [ Ahsence count:

i

4] res » ] | Q| S|E3] ] cose|

30af 30 Total:30

100%

Fig. 6.1
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Late Arrival Report

Your Company Name

Late Arrival Report
Date printed:  2000/%/27

Period from 199972/ 1 to 1999/2/10 Missing
Total Late Totallate Clock IN
__ Cardno.: Staffname: Department: Staff no.: Time: Count; Count:
1 41634 Wong Iris Sales 3002 0:33 5 1
2 41435 Chan John Sales =001 0:14 3 1

S
< »

|4| 4 | 1ot b | pl] cance||3| §|ﬂ|@|%| 106f30  Total30  100%

Fig. 6.2
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Early Department report

[ Esuly Departure

i

Your Company Name

Early Departure Report
Date printed:  2000/%/27
Period from 199972/ 1 to 1999/2/10 Missing
Total Early Total Early Clock OUT
_ Cardno.;: Staff name: Department: Staffno,;  Time; Count: Count;
1 41438 Wong Iris Sales 3002 0:01 1 1
2 41635 Chan John Sales 3001 0:00 il 1

|1|4| 1af1

o] o] Q| S| 0] cose|  3ofa0 Toraan 100

Fig. 6.3
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Over Time Report

Over Time Report

Y our Company Name

Date: 2000/9/27
Period from  199%/2/ 1 to 1999/2/10
Card no.: Staff name: Department: Staff no.: Total Over Time Count:
1 416346 Wong Inis Sales s002 4.0000
2 41637 Lee Kevin Sales 3003 4.0000
3 41635 Chan John Sales =001 1.0000

|1|4| 1af1

Q] S]] e

30 of 30

Tatal:30 100%

Fig. 6.4
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Daily Attendance Report

Your Company Name

Attendance Report

Period from 1909721 1 to 1999722710 Date printed: 20002727

Depariment: Sales

Work  Late Early aT

Diate Day  Staffno. Staff name Card no. IN OUT Hows Ar. Dep. OT1 0OT2 OT3 Count  Remark

1999727 1 Ion 5001 Chan John 41635 0251 1407 AT Typhoong

1999721 1 Ilon 5002 Wiong Iris 41636 0334 1759 Q25 Typhoonz

1909721 1 Mon 003 Lee Kevin 41637 02:45 1805 Q:20 TyphoonE

1999727277 " Twe “3001 77 7° Chanlolm =~ 77T A3 T A0 T IERE T CRRE T T T 1

19097212 Tue 3002 Wong Iris 41636 09:01 1218 Q17 00t 0:18 Late.

19092/2  Tuwe 5003 Lee Kevin 4637 03dr 1837 940 037

199002/3 7 Wed SO017 ChanJohn TN 41635 D857 1805 o4 7T o5~ T

19997213 Wed 5002 Wong Iris 41636 0903 1212 a09 003 0:12 Late.

19097213 Wed 3003 Lee Kevin 41637 03:45 2022 1137 222 2.0000

199072747 " "Tha 5001~ Chanlobn 7T TN 41635 T DES4 T 1R30 103 T a3~ T togop” "~ """t

19997214 Thu 5002 Worng Iris 41636 Wk Ahsence.

1000727 4 Thu 5003 Lee Kewvin 41637 02:46  12:.09 023 009

19007057 "Fd " TEO001 7T ChanTolm =TT T T TN 41835 77T DA03 T 1E4E T R4 TODS T fdg ™"~ Tate. 77777777

1999725 P S002 Wang Lris 46% 0345 1837 92 037

1999025 Fri 5003 Lee Kevin 41637 0345 1827 942 0:27

19900206 Sat  sool ChanJohn TN F o T Abeence.

1099721 & Sat 5002 Wong Iris 41636 09:20 1758 238 020 458 40000 Late.

1909721 & Sat 5003 Lee Kevin 41637 W Sick Leave

1990727777 " San TEO01 777 Chanlolw =~~~ 777N L

19097217 Sun 3002 Wong Iris 41636 HHAE Ak

10997217 Sun 5003 Lee Kewvin 41637 bk hkokk

19992/8 " hion SOO1 ChanJohn 77T 41635 D906 1®1% 912 006 o Late. T

1009727 8 Mon 5002 Wong Iris 41636 02:47 1206 o:19 008

1909721 8 Ilon 3003 Lee Kevin 41637 02:47 12128 Q31 0:18 -
< »
|4| 4 | R D Q| EEIE Closel Wef30  Toral30 100

Fig. 6.5
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6.1 Viewer Tools

L

Scroll bar 3-View Zoom Tool Print

{4 1 of 1 b M Eancell Ql %lﬂ gl Ell:usel 40 of 40 Totak40 — 100%
ig. 6.5
Next Page Cancel
Export report
Previous Page Last Page
First Page

Scroll bar

The scroll bar can be used to browse the entire length of a page. Click on the arrows to
browse slowly or on the bar itself to move up or down a screen at a time.

First Page

Use this button to view the first page of the report

Previous Page

Use this button to view the page before the one currently displayed.

Next Page

Use this button to view the page after the one currently displayed.

Last Page

Use this button to view the last page of the report.

Cancel

Use this button to view the last page of the report.

3-View Zoom Tool

Use this button to move between three different views. One view shows the page at
100%, another view fits the entire page in the viewing window, and the last view fits the
page in the window from side to side.

Print

Use this button to print the report.
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6.2 Exporting the report
AT-Pak PRO allows the export of report information to a number of various file types. Click
either of the two buttons shown to bring up the Export dialog box.

Farmat: Destination:

[ - | D fi- -
k., I Cancel |

Fig. 6.6

- Format
Select the type of file you want to export to from the drop-down list. A number of data,
word processing, and spreadsheet formats are available. Some selections may request
additional information before exporting the data.

- Destination
In most cased you will probably want to export the data to a file on your own computer.
If so, select Disk File from the Destination drop-down list, and you will be prompted to

navigate to the directory you want the file put in.
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