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Software Installation Wizard

1)  If your computer”s system is the Windows XP system, then it must be installed
the Microsoft .NET Framework 2.0. The Check.exe, below the Framework
Folder in the Operation and Instal ation Disk, can automatically check the
installation of the Framework.

2) If there is no Microsoft Windows Installer 3.1 version suggested in the
process of the install  Please find the upgrading patch corresponding to the
system in the Folder of “Windows Installer”, install it and try again.

3) Directly delete the RIMS folder after instal ation if it needs to unload the RIMS.

4) The installation folder of the RIMS System is the Folder Setup.exe that below
the RIMS directory in the Installation Disk.
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Chapter One System Functional Properties

The RIMS Access Control & Time Attendance Management System, with the
comprehensive performances such as the User Management, device management,

attendance management access-control management and others, have been being

continuously improved and updated.

System Functional Properties

1

The personnel and device management possess intelligent interaction.

2 The device management possesses asynchronously operational processing
capacities.
3 The access control management possesses the intel igently real-time operating
capacities.
4 The attendance management can assess, suggest and feedback intelligently.
5 The system maintenance possesses the functions of abnormal catch-up,
break-down protection and intel igent backup DB.
The RIMS system contains five sub-systems, which are User Management,
attendance management, access control management, device management

and system maintenance.
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Chapter Two System Requirements

2.1 Hardware Requirements

» CPU: above 1 GHz
» Memory: above 256MB

» Hard disk: The available data space of the hard disk must above 2 GB (require
larger storage space as the increase in the attendance recorded data)

» Communication Port:

A. RS232/485: one COM port (if there is no COM port, it needs USB/COM
converter cable)

B. TCP/IP: the port that connect the Local network and the ether-net one.

C. USB: Support the computer with USB port.

2.2 Operation Environments

Operation system: Windows XP, Windows Vista, Windows Server 2003/2008,
Windows 7. The RIMS software only works under the 32bit Operating System by

Now.

id Attention:

The Microsoft .NET Framework 2.0 needs the support of the Windows XP, Windows
2003 (it is contained in the software installation Disk)
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Chapter Three Software Installation

3.1 Software installation

1. Get the instal ation process in the Folder Setup.exe of the RIMS directory in the
Operation and Instal ation Disk. Click Browse in the popup instal ation wizard,
and select the installation path. It is advised to select the non-system disk
(default C Disc) to instal , whose default installation directory is D:\RIMS. Click
Install and start the installation system.

/]

4

Koo

iﬁ. Access Control and Time Attendance Management System Installati... E

includes four systems: Personel Managerent, Device
Managernent, Attendence Management, Access Contral
Managerment. And it continues improving and updating.

Access Control and Time Attendance Management System
is published without assuming any express or implied
guarantee. Their own use at their own risk\Whether the author or
the author's agent will not assume use of this software's duty or
mistake use ofthis software's duty, which bring about data loss,

Destination folder

Access Control and Time Attendance Management System, It

o

- | [ Browse...

Inztallation progress

[

[ Install ] [ Cancel

3.1-1

2. The installation process automatically inspects the system configuration and
conducts the instal ation.

[ Access Control and Time Attendance Management System Installati... E”E

Extracting Data\SBPCCOMM.DLL
Extracting Data\SB100PC. ooy
Extracting Data

Estracting Check.exe

Extracting RAS exe

Extracting zh-CHTWRAS resources. dll
Estracting en\RAS. resources.dl
Extracting FealandaPl. di
Extracting R4S exe config
Estracting Check.exe. manifest
Extracting AAS. exe manifest
Extracting en

Ewtracting zh-CHT

Extracting dotnetfy. exe

Destination folder

Installation progress

]

Cancel

3.1-2
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3. Inthe process of installation, sometimes the system automatically inspects
Microsoft. NET Framework. If this program has not been installed, the system
will automatically install it. The span time of this installation may be a little longer,

please wait patiently.

4. Installation completed. The desktop and the start menu will set up the “RIMS”
shortcut automatically after the installation.

3.2 Software Primary Service
The users, first register the personnel‘s fingerprints and record the registered number

on the fingerprint attendance machine, and conduct soft-ware operation.

» Double click the RIMS shortcut icon on the desktop. Enter the welcome
interface.

Welcome to Access Control and Time Attendance Management System. Then the systen will
guide you step-by-step guidelines for the initial configuration to operate.

Mo, click "Next."

3.2-1

» According to the TIP, click Next and set the administrator password. Actually,
this step can be skipped. Please set the password if itis necessary, and
re-enter and confirm it.
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Set administrator, password

Step by step:

Mow,

Fleaze zet up an administrator
pazaword, the password used to log
spztem to use, possess all the operating
system permissions.

“r'ou can change the password in
system maintenance.

Admin User | Administrator ~|

Passward !| |

Re-enter i |

oo | e ]

3.2-2

> According to the TIP, Click Next, set up company"s information, including the
short & full for it as well as its LOGO representing its image.

~& Set Company information

Step by step:
Mo,

select the company's LOGO

Please enter your company's name and

Company abbreviation %_F!IMS - ‘
Company full name Eﬂlﬂﬁii‘
e [

Jelcle)

(o ) [ ]

> Click Next to enter

3.2-3

Set the Rule of Attendance that can be established

according to company"“s appraisal system. In the BOX, before the

corresponding item, make the

V' to set the rules of attendance, then click

Next. If click Next directly without settings, the system wil conduct attendance

according to the default attendance rules

-10 -
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S5 Set the rule of attendance

Step by stap:

How,

Please according to your
company’ 5 performance appraisal
system of the specific
circumstances of the attendance
rules setting the right
parameters, can also be used in
future to adjust the relevant
parameters

Attendance Options

Hormsl |Late/Early/Absence | Overtime
One workday as
O

hours
Effective attendance e

records at intervals 5 %) minutes
of not less than

[[] Access control records dealing with attendance
[] Striet attendance

Previous H,

3.2-4

» Click Next to enter Set the Public Holidays that can be added, edited and

deleted. This default the New Year"

s Day, Labor Day and China"s National Day

as public holidays. Click Add for new holidays, click Edit to edit the current
holidays, and click Delete to remove the current one selected.

> Ay "
Step by step: gt & e CcC
Set the company’ = public Holiday Hew Tear |Vf 96|e|
holidays. oy
Start Date
End Date

Prewions ] [ Hext

3.2-5

» Click Next to enter Set Weekend, where you can add, edit and delete
Weekend item. The system has defaulted the Saturday and

>

Sunday and Sunday as weekend break.

-11-
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Setweekend!

tep by step: =7 x

Set up the company’ = public —

rest.deys. Different lnds of | Eiieiid || feckend Rest ||

employees can have different Time

! yeekend’ Monday A M
Tuesday AN N
Wednesday AN M
Thur=sday AN N
Friday AN N
Saturday AN N
Sunday AN N

» Click Next toenter Set Company’s Duty Time, and set up duty time

according to company"s working system.

Set company's duty time

Step by step: + f‘ K
In this step, you can add e Toas T |
company 5 duty time. s =
Att. Type us
‘Duty time’ can be set as the E
default time of attendance to g s
the staff. DEE duty Line
If you need to zet more complex
Shift time, you can Find it in Mast clock-in [~| Must clock-out
the rule settings of
attendance.
» Click Next to enter the Create Company’s Department to setup the

company“s departments according to the departmental composition of the
company.
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tep by step:

Hom,
Please create the departmental
composition of wouwr company.

+4d X

Corporate HY 1 Super dept.

Dept.

Previous Hext

3.2-8

» Click Next to connect to User Management window for the import of

personnel information, or to the Device Management window for operation

setup, such as device link, or directly click Finish to skip to the software main

interface

~¢ Completes

Step by step:

Congratulations!

“fou have completed the basic
configuration of the system,

Mo, you can begin to add the
company's employee information, or
skip this step, to connect the device
and test the configuration.

ou would like to do:

i add users

Connect

3.2-9

-13-
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Chapter Four Instruction of the Software Performance

4.1 User Management

The User Management possesses the functions of Department Management, User
Management, device connection and others.

4.1.1 Department Management

On the main menu, please click User Management — Department Management to

add and edit departments in accordance with the structure of property and
performance of the company. It is advised to arrange the departmental structure of
the company before applying this operation. Before adding a department, click the
above one first, then click Add to import the name of the department, finally click
Save.

Click Add for adding more departments. As to adding the sub-department, click the
department selected, re-click Add and choose it as the super department, then
import the name of the sub-department and click Save. This method is also available
to add multi-level ones.

Corporate HQ Super dept.

Dept.

|9

t Back

4.1-1

EﬂAttentions:
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It is not allowed to delete the department with sub-department or personnel
information. But it is allowed to do so by deleting the sub-department first or
move the personnel information to other departments.

4.1.2 User Management

The User Management aims to import & modify the basic information of the staff,
including his department, enroll ID, user ID, name, gender, password, certificate
number, date of entry, attendance rules and so on.

4.1.2.1 Personnel Registration

Click User Management on the main menu or User Management in next menu to
enter the User Management window, and then click New for the establishment of the

window of Personnel Information

Please prepare the personnel information including their departments, user ID, enroll
ID that in accordance with the number of the attendance machine, name, gender,
time of entry, shift, weekend and others.

First of all, import personnel basic information into the optional card of Basic

Information. Select current department enrolling personnel on the left column,
successively import the enroll ID (1<x<65535), name, user ID such as NO.001, finally
select the option of Default Attendance.

<& User Information g‘ﬁ'@
Basic Info | Extend Info || Fule Options A

"= Coporate HO Dept
Saftwlars
Harduiare EniollID fi z

Name Caiging Huang

User D Hoow1
Gendsr Male ~|

Default At

BT v | [AutoS-Grop % Shift: Fiegular Shift
= 09:00- 12:00
Device Access Ve
o Shift: Ewening Shift
Card Mo, 1300- 1800
- 1500+ 2300

Paszword

4.1-2

Default attendance instruction:

1. Duty Time
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This is only available to the company with simple off-on-duty working time (two
time

points). For example: on-duty time at 9:00, off-duty time at 18:00 then we only need to

set one duty time simply.

2. Shift

This is available to various-duty-time attendance. Its shift is consisted of
non-overlapping duty times. For example: one company’s on-duty time is 9:00-12:00 (set
as Forenoon working time) and 13:00-18:00 (set as Afternoon working time), which can

be combined into one shift for attendance.

3. S-Group

It is available to the attendance of various and unfixed shifts or rotating shifts. The group

is consisted of different shifts. For the group attendance, the system will automatically
select the best shift for attendance statistic according to clock-in records. For example:
one company’s duty time are: morning class (6:00-10:00), forenoon class (10:30-13:30),
afternoon class(14:00-18:00) evening class(19:00-22:00).Then we can combine the
morning class and the forenoon one into Shift 1, forenoon class and afternoon one into
Shift 2, afternoon class and evening one into Shift3. Employees can clock-in by the Shift

1, Shift 2 and shift 3 consisted of them. What we only need to do is to set group for
attendance instead of tedious re-schedule, because the system will automatically collate
the Shift 1 and Shift 2 for attendance statistics according to the actual attendance record.

Second, click Extend Info optional card, import personnel’s entry date, position, date of
birth, ID number, or leave blank space if un-necessary. Then click Rule Options and
select the default weekend and others in optional card.

<& User Information

Basic Info | Edfend Tnf0 || Fuje Options A N

Register Date | 07-02-2010 > Title:

Bithday 2402135 ~ D Na.
Phene
Emal;

Address

4.1-3
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= User Infarmation

QaticIfo] Exiend o] ke Grers | ettt
Dsbendt Weehers [NEID I

All Hude Dl &1 Ride w

4.1-4

After the import, click Save to preserve personnel“s information.

= User Infarmation

| Basme Indo || Extend Info | Pluls Optiort ik A Bl B
= e}

9

4.1-5

Click Add for adding more information on the Personnel Information,

modifying current personnel‘s information, Delete for removing current personnels

registration and attendance record.

s | e §®oesr Twen + 2wk | s |puchem L\_}m R T

£- | owoom
ComoniaFll ) Anaris Song o7
P (e I
TR o
Fruncia Do
Cunerd Date | 06082010 ~

E-dusrass Degt. | 1 Tten(s)

4.1-6
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EﬂAttentions:

While registering Personnel Information, the Enroll ID in the Basic Information
must remain the same with the one in the terminal. Otherwise, that will be
different between the fingerprint & password and Personnel Information,
leading to mistakes or failure on attendance.

4.1.2.2 User Management

After adding the Personnel Information, the User Management window will
automatically add a little information card for the registration personnel. Click Edit on
this card or right-click it, then we can conduct the operation of New, Edit, Delete, Get
Enrol , Upload Username, Get Newly Log, Upload Enroll, Delete Enroll, Demission

and others.

E-business Dept. 1 Rem{s)

4.1-7

1) New

Click New to set new personnel information. Please refer to 4.1.2.1 Personnel

Registration for more details.
2) Edit

Click Edit to re-edit, set the personnel information registered. Then Click Save to
preserve re-edited information.

3) delete

Click Delete to delete the registered information of the current person. (This function
works only under the Demission. It should first make the person to Demission
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User, and then it can delete the person under the Demission condition.)

4) Get Enroll

Click Get Enroll to get the current personnel information of fingerprint data, password
and card number preserved. And preserve this information in the data base. If there
are fingerprint, password and card number of the current personnel on the Fingerprint
terminal, there will display the icon of fingerprint % , password L. and card
number : on the top right corner. One icon displayed demonstrates only one
identification mode that the current personnel has registered, while no icon suggests

no registration on the fingerprint terminal or the Enroll ID is different from the one
preserved on the terminal. The latter situation requires modifying the personnel‘s
Enroll ID and re-obtains registered information.

5) Upload Username

Click the Upload Username to input current personnel®s name on the fingerprint
terminal. This information will be displayed on the screen of the terminal during the

attendance.

6) Get Newly Log
Click Get Newly Log to get newly attendance record on the terminal.

7) Upload Enroll

Click Upload Enroll, and upload the fingerprint data, password, and card number of
the personnel into the fingerprint terminal. PLEASE CONFIRM THAT THERE IS
NO DIFFERENCE BETWEEN CURRENT PERSONNEL’S ENROLL ID ON THE

RIMS AND THE USER ID ON THE TERMINAL. That’sto say Amaris Song’s
enroll id on the RIMS software is 0001, then her user id on the terminal should

be 0001 too.

8) Delete Enroll

Click Delete Enroll to remove all report of the personnel in terminal, including
fingerprint data, attendance records and so on.

9) Demission

Click Demission to remove the person to the Demission User. The information of
the very person stil exists. The information can be viewed under the Demission User

view, and it also allows doing more operation under this view.
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4.1.2.3 Device Connection

Click the Device icon on the menu to connect and operate the devices (refer to the

Device Connection for details) Right click the light blue blank area to get all enroll, get
newly log, and upload enroll and others.

g i Peter o Q‘I] Amaris Song

008
+ E-buineze Dapt.

L) e
Get. 14 Erved
ek Moy Loy

Uplciad M Usemames
Upkoad Al Errcd

4.1-8
1) New
Please refer to 4.1.2.1 Personnel Registration for more details.
2) Getall Enroll

Click Getall Enroll to getall information of fingerprint data, password, and card
number on the fingerprint terminal and preserve this data into the database.

3) Get Newly Log
Get the new and un-col ected attendance records on the device.
4) Upload All Usernames

Click Upload All Usernames to import the names of the personnel information in the

RIMS software into the terminal, which wil be displayed on the screen of terminal.
5) Upload All Enroll

Click Upload All Enroll to input al fingerprint data preserved in the database into the
terminal.
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EﬂAttentions:

1) The weekend break is designed for the fixed weekend for the staff every
week. Manipulate weekend registration while the weekend is unavailable
nor unfixed

2) The personnel information requires the exact entry date because the
attendance begins from the day of entry. If the inputting date is later than
the entry_date,_it will display nothing, while the earlier one displays the
redundant attendance record.

4.1.2.4 View

The appearance form of personnel information can be switched among three views;
they are User Cards, User List and Demission Users according to the user"s
requirements. The User Cards, User List view display the in-service persons"
information. The Demission Users view displays the demission users" information.
The User Card is optional to show & hide attendance report and shifts

Corporste W3 | 2 Toemis)

4.1-9

4.1.2.5 Refresh

The Refresh can reload personnel information.
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4.1.2.6 Batch Edit

The Batch Edit can modify personnel information to a large extent, such as

department, entry date, attendance system, default attendance, default weekend and
others.

First: select the item of personnel on the left column that needs to be modified.

'F Batch'Edit Information’

06

© -2l | Dot [Register Date | Att Rule | Defantt att. Dot <12
¥ User I0  Exrol .. | |
ane E ik L =l Corporate HR
E-business Dept. Hardware Dept.
Software Dept.
Peter on2 2 - E-business Dept.
Amari.. . 001 1 Financial Tept
Miko 003 3
-
| i = 2

4.1-10

Second: select the item that needs modification, such as entry date, and then click

Apply.

P - Tept.

Hame User II  Enrel... Register Date:
. E-business Dept.
Peter ooz 2
Amari. .. 001 il
Milo 003 3
1 b M &

4.1-11

4.1.2.7 Import

The import can add batch personnel information through the self-defined column

Excel file or the following path: first establish one personnel item on the User
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Management window, then export this personnels information, and then add others

information according to the export format. The save format of the Excel file must be
the compatible version of 97-2003, whose postfix is.xls

A
1 Dem

E-busmiss Depl
E-businaszs Dept
E-businezs Dept
Sofwane (epl
Hardware Dapt
Financial Diept.

R PN P

B (o] D

Name UgerlD  EnolliD CordMo  Aft Fule

Anans Song T

Peter z
Wik 03
Edmontd T
Celward 05
Marry 06

o e s L ks

E

Destrall A% Buly Nosrnal
Defauh A% Rule Nomnal
Dedoul An Fule Momal
st A Fusley Mosmeal
Diafeuh A% Rule Momnal
Defouh A% Fule Homal

4.1-12

First: select the designed Microsoft Excel file.

¥¢ User data import wizard @

Specity the Excel data source

G
Dietoult A Dedault Weekend Gender

H | ] K

Fomale  1RAEZ00
Male 16/08/2010
Female  16/03/2010
Mali TEIEZ0T0
hale 16/08/2010
Female  16/03/2010

r 1
File name: |E “Daocuments and Settings\alpha\DesktophUser Information_201008161 ‘1 “ Browse...
]

4.1-13

Previous Next Cancsl

Fegister Date  Title Bimhdey

2471985
24/02f1905
2470271985
FAEHES
24/02f1905
2470201985

M
D Ha

Second: Click Next, and select the matched column and field. (This step is generally

automatic and you don“t need to choose the field yourself, click Next directly.)

-23-
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B 2 Match ficld

The system will automatically analpzes the first table of the Excel, and the first row set as Header,
Flease select the match fislds, the blus one can not be blank.

Dept Gender | Giender

MName Register Date j‘Heglslel Date:

~|

-]
User I Tile [Title |
Enial ID Birthday [Bithday |
Card No. |Register Date | D No. 1D Na |
Att File [enpue v Phane [Phans. v
Default At E-_Dafau\l At _v\ Email }-Emall K :!
Default ‘weekend :D sfault Weeker :‘ Address 31}d§|rES§ -:I

[[Previows | [ Wew || Cancel
4.1-14

Third: Data Check, check the imported data. If there is something wrong with this data,
double click to edit the very data. Or open the file directly to edit the data and then
re-import it.

There are two colors prompt:

Red: it means that there already exists the info. of the very enroll id in the RIMS
software. If you don"t edit the importing data, it would fail to import the info. of that
enroll id. For example: because my RIMS software has already had the id (1-8) enroll

info. So when | import another id (1-8), then it shows red as the following.

Green: It means that the AttRule, Default AttType or Default Weekend of the enroll id
do not exist in the RIMS database. The software will match it to a default one or make
it nothing. If you don“t need to set a Default AttType to it, so you can leave it null. If
you want to edit it, please right click the very cel and select the item. For example:

the id=8’s Default AttType is HR-Shift, but there’s no HR-Shift on my RIMS software,

so the software make it null, that’s to say there’s no Default AttType for id=8 now.

-24 - Chapter Four Instruction of the Software Performance



CardMurber AttRule DefaultdttTypel/all Default

Drefault &t Fule eeke

Default At Rule ek

Default At Rule Mormal Weeke

Drefault At Rule Mormal wieeke

Drefault Atk Rule Mormal wieeke

Drefault &t Rule Mormal wieeke

Drefault &t Rule Mormal wfeeke

Drafault &t Rule i Mormal feeke

£ | >

4.1-15

After editing the data, there"s no Red Prompt, then click NEXT to import the user info.

FIN DiM CardMumber AttRule DefaultdttTupeiv'al.. Defaultw'e

1|07 17 Default At Fule Evening Weekend F
2|00 10 Default At Rule Evening Weekend F

3 | o1 ikl Detault Atk Rule Mormal wWeekend F

4 | oz 12 Default Att Rule Mormal weekend |

B |03 13 Diefault Att Rule Mormal Weekend

B | o4 14 Detault Atk Rule Mormal Weekend b

7 | ms 15 Default At Rule Marmal Weekend F

g | meE 16 Default Atk Rule Mormal ‘wWeekend

< | >

4.1-16

Fourth: Click Next to import data if there is nothing wrong with the data.
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Frocessed: 8 Succes: 8 Failure: 0

’:ompletion of the data to impart, click the "Cancel” ta retum.

Previous Mext Cancel

4.1-17

Fifth: Click Cancel and reverse back User Management interface after finishing the
data import.

4.1.2.8 Export

Export personnel information from the Excel file for preservation or query
First: Select the Save Path.

Save As @
Savein | @ Desktop vl « W = S g
3 @My Documents
; g My Computer

My Recent gMy Metwork Places
Documents I=)phatolog

— IC)user-phato
|

=

Desktop

@

My Documents

=

=

[l y
o
1%
=]

5

o

Qg Fils name: 0= rfomation, 201008170857 v [Csee )
MyNetwolk | Save sstype | Excel s (“4k) v [ taneel |

Second: click Save to conduct information export that will show a success, then click
OK to open the current export data.
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Access Control and Time Attendance Management System E]

:{‘j The data has been successfully exported, open now?

[ ok |[ Cancel l

4.1-19

4.1.2.9 Query

If there is too much personnel information and you need someone"s information now,

please input his name; enroll ID, user ID to query his information quickly.

~= User Management E”El Dzl

@Y}' |2 ew .@:‘:Dept. T view - ‘:'3 Refresh ‘/ | Bakch Edit |E}Impnrt a
BT P - J [ oin oooo2
= Corporate HO ) i BT &
St | ID HOOOOZ
ot Dept. Carparate HQ

Curtent Date | 07-02-2010 |

Corporate HG | 1 Tkem(s)

4.1-20

As the following:

N User 1D Enroll ID
Name | UserlD  EnvollID =T mellB 2 | o -2,

_ Hardware Dept.

E-buzinesz Dept.

E dward 05 5 Mame Usger ID Enroll 1D
Miko o3 3 E-businezz Depl.
Software Dept.
Peter ooz 2
Edmond 004 4
41-21

Complete spelling query: input the complete spel ing of the user”s name, and then
search for his/her information. Let’s take ““Miko” as an example: input “Miko”, then

..pv

click the query icon, then Miko’s information will come to the result.
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|Mi|<n |p -2

I Mame Usger [D Enrall 1D |
| E-business Dept.

Miko 0o 3

4.1-22

Initial query: input the first letter of the name then search. For example: we want to
search “Edmond™, then we input “E™, all the person those name start with “E” will
come to the result.

£ -

Example: let’s query “Edmond™, input “E” and click the query icon, then it comes

out:- Edmond, Edward.

E L~

REGE User D Enrall 1D
!_Haldware_ Dept.

Edward o5 ]

Software Dept.

Edmond 004 4

4.1-23

Search the whole department: it al ows searching the information of the whole
department. It supports “complete spelling query” and “initial query” with the wildcard.
Please first input the query condition, wildcard “@” stands for querying the whole
department.

As the following:
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@E-business| | Pl =

@H ‘D = Ii Ly

Mame Uszer 1D Enroll 1D

E-buziness Dept.

Mame User 1D Enrall 1D
Hardware Dept.

Armnaris 5. 001 1
Peter oz 2 Edward 0os g
Miko nn3 3

4.1-24

Query user information according to gender: query the female or male information
in the company. We can count the gender ratio of the company easily. We can input

“#m” or “#M” to query the entire male"s information, and “#f” or “#F” for all the female“s
information.

As the following:

b Lot

Marne Uszer D Enroll 1D Mame Uszer D Enrall [0
E-business Dept. E-business Dept.

Amaniz 5. 001 1 Amariz 5., 001 1

Mika 003 3 bika 003 3

Financial Dept. Financial Dept.

Many 1] [ Ma”}, g [

12 o Jeea

M ame User ID Enrall ID
Hardware Dept.

Mane User D Enrall 1D
Hardware Dept.

Edward 005 5 Edward s 5

—=mbeare Mgk _ Software Dept.

Edmond 004 4 Edmond 004 4

itllﬁi.r.'??? D_ept.__ E-business Dept.

Peter o0z 2 Botei oz 2

4.1-25

4.1.2.10 Advanced for selecting person

On the Report window, there"s an “Advanced” option for selecting person. As the following:
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D=l | From 18
: M ame zer D Hame 1
HR User ID i
Enrall I
Foe s |
Momoca 009 m Advanced
BEDk_',' mao T TTE i
4.1-26

Click the user selection to a pull-down menu, and select the “Advance” to pop-up the
Advanced window.

e TEEE
Dept User
Carnbdale depailimend T — ikt Liadey Thlac i ke
PR A el
Capersin Hl Name Ui | EmallD Neme | Us.  EncliD
- Development dept. Hardwara Dopt. Hardwase Dapt.
KA :
C-comimaics et Por 003 3 Ay W 13
Sakea Diegt Peler 000
fllet-sabes Sevvice Del (111}
o Sultware Depl. e
Momoco 008 9
Fraky 002 2 we 0
= Adem 007 e
Vehy O 1
Al mz2 1
i Hn "
Frchyp mn m
Sk mr 7
') 1]
After-sabes Service Depl.
May OB B
Derriz 018 1B
[ »
== teely

4.1-27
Advanced Instruction:
Candidate department is the department list that can be selected.
Selected department is the departments selected from the Candidate departments list.
Candidate Users is the users from the Selected department. They can be selected to the
Selected Users list.
Selected Users is the users selected from the Candidate Users list.
When you select the department from the Candidate department list to the Selected
department list, the users from the Selected department will show on the Candidate Users
list.
If you want to select someone to the Selected Users, let’s say Amy (from Hardware dept.).
You should first select the “Hardware dept” from the Candidate department list to the
Selected department. Then “Amy”” will show on the Candidate Users list. You could select
“Amy” from the Candidate Users list to the Selected Users list then.
Icon instruction:
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# It means Super department of the Selected department.

< It means department selected from the Candidate department list.

@ It means the super department of the very department has been selected. So it’s
the selected department too.

Operation instruction: Search, Double-click, button, drag.

»  Search: please refer to the 4.1.2.9. Each column has its own search scope. For example:
from the Selected department list, you can select the persons whose department is on
the Selected deparement list. As pic 4.1-25, we can search the person that from the
Development dept, Hardware dept, Software dept, HR dept, or After-sales dervice dept.
If you want to select the person whose enroll id is 013, please first search 013 on the
Candidate department list, then it comes out a department “Hardware Dept.””, select it
to the Selected department. Then you could select 013 from the Candidate Users to the
Selected Users.

» Double-click: double-click the item, it would be selected from the left column to the
right column automatically. For example: double-click the ““Hardware dept™ on the
Candidate department list, then it would be selected to the Selected department .

> Button: ©.> <=1 make the selected department or person from one side to the
other side. 5 <11 Select all the department or persons from one side to the other
side.

» Drag: select the Candidate user or Selected User and drag it directly from one side to
the other side.

ap— EEE
Dept User
Carnidale depaatliment Seected depatmert Larnbdae Users Seeched Lsers
2 2 ) B
Capersin Hl b ComoinHO Name Ui | EmallD Neme | Us.  EncliD
Dievelopment dept = o Development dert Hardwara Dapt Hardwase Dept.
KA 1) Houdwaur: D
C-comimaics et i) Soltware Dect Poler 003 3 Ay W 13
Sl Diegt J HR Peer 001 3
filetssbes Service Depd : J ftes-aes Sevvce Dep ; L]
o Sultware Depl. &
Momoco 008 9
Fraky 002 2 Zot we 0
= Adem 007 T =
veky 01T
Al mz 12
0 Hn
By ng 1
Suki mr 17
X
After-sabes Service Depl.
May OB B
Derriz 018 1B
< »
== ety

According the pic above, you could search through “search the whole department”,
“Complete spelling query”, “Initial query” or “Enroll ID”.
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Selected department Candidate department
Arnaris b4 vl @E-commetce Depk 4 vl
= [# Comporate HO | | = Comporate HO 1
o E-commerce Dept, E-commerce Dept,
Candidate Users Selected Users
K X - | |ooe | % - |
M arne (E Enrall 1D Mame Us... Errall 1D
| _EE"E.:S Dept. . After-zales Service Depl.
K.athy 014 14 b arryp 00 B
4.1-30

On the Candidate or Selected department list, it shows only the department no matter you
search the department name or the user name. When you search someon, let’s say Amaris
in the Selected department, it shows her department — E-commerce Dept. More details for
the query function, please refer to the 4.1.2.9.

Click * or clear the query box to turn back.

4.2 Attendance Management
On the main menu, focus the mouse on the icon of Att. Manage icon, where will

display four sub-menus: Append User“s Forgotten Clock-in/out, Leave Registration,
Attendance Rule Management, Report Query and Scheduling.
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s

User Manajement Atk Manage  Device Management Mainkenance

‘b

Clock-in;l"out For Leave AttRule  Report  Scheduling

| Administrator | 17/08/2010 22:50:49 .-

4.2-1

4.2.1 Manual IN/OUT

This item is mainly designed for those staff who had forgotten clock-in/out for the
re-attendance.

Please click Att. Manage —Manual IN/OUT, and enter the Append User"s Forgotten
Clock-in/out window.

<= Append user's forgot Clock-infout

[ Jeflibasve

M ame Uszer|D Erwall 1T At Type Sttend
Date
Dty Time Shift S-Group
Time: =)
Femark |
| ffu! ;3
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#¢ Append user's forgot Clock-infout

P - 2 ] ]
Mame Uszer D Enrall 1D At Type
Hardware Dept.
Date |15-08-2010 hd
Edward 005 5
[ Duty Time Shift [ 5-Group
Shif [Regular Shitt v
Fiemark | i
| of 1 bl ! ; ’

Operating Steps:

1) Select the personnel who needs re-clock-in in this way: click the name of the
personnel and select the little icon l or right-click personnel information

window on the left column to popup the right-click menu; or input the personnel‘s

user ID, name, enroll ID for query and adding.

As the following:

#= Append user’s forgot Clock-infout

0 | SR |
JI! Caorporate HQ 3 | Hardware Dept, 3
Narne User D Enroll ID Al Type ¥ Software Dept. 3
|_ E-business Dept., 3
Cat 17
o = Financial Dept, 3
Diuty Time
Time: | 17:3
Remark | |
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#¢ Append user's forgot Clock-infout

R T NS

MName User 1D Enrall I

Alt. Type |
Date
Civby Tiee, Shift S-Group
Corporate HQ 3 Hardware Dept. 3
Software Dept, 3 | |

E-business Dept. 3

Financial Dept. 3
Remark |
# Append user's forgot Clock-infout
o bl
M ame Uszer D Ernroll 1D At Type TN
E-business Dept.
Date L 18-201
Miko 003 3
Ciuty Time Shift S-Group
Time | e
Remark |
lof1 | bl ! : ; ,

2) Click the icon i Add, and select the corresponding attendance type for
re-clock-in. There"“s the same option type on the terminal: Duty On, Duty Off,
Overtime On, Overtime Off, Go out on and Go Out Off.

Akt T_I,Jpei Attend k' |

Overtinne Wark,

Owvertime Off
Out
In

4.2-7

3) Set the clock-in date and time for the personnel in the item of Date and Time.

-35- Chapter Four Instruction of the Software Performance



<= Append user’s forgot Clock-infout

L -4 | VA
Mame User D Errall 1D 4 At Type [Attend =
Hardware Dept. =
Do 180200 v
Edward oos 5
] Duty Time 1 Shift [ 5-Group
Software Dept.
Time | o007 = F—
Edmond 004 4 B AT | 09:00
E-business Dept. 12:00
o 13:00
Amariz 5. 001 1 il
Peter 002 2 Hmatks L ism
= | & 1:00
| of 1 a 25:00
I —

4) It is also available to re-attend by Duty time, shift and S-Group. If you manual
IN/OUT as 09:00am-12:00pm, then it will conduct two records: clock in at
09:00am and clock out at 12:00pm. And it will match the Duty on and Duty off

type automatically.

~& Append user's forgot Clock-infout

LR
Name | UsalD | EnclllD &
Hardware Dept.
Edward aos g
Software Dept.
Edmond 004 4
| EdisingssDapt ji
Amanis 5. 001 1
w2 e
| |
| of 1 B

V.0 |
Att. Type
Date [1808.2010 v|

[] Duty Time Shift [ 5-Group
Shift [Regular Shit =

FRemark [ |

4.2-9

5) Click Save to preserve the Manual Clock-in settings.

4.2.2 Leave Registration

The leave registration is available to record personnel“s overtime, leave, weekend,

outgoing, business trip and others. Click Att. Manage —For Leave, and enter the
Leave Registration (Ask for Leave/Over/Out/Travel) window.
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~¢ Ask For Leave/Overtime/Out/Travel E =] %
=3 o1 ] / 0
I Name | UsetlD | EnolD ! Alt. Type :_Nulmal Dvertime ",
i E-business Dept. I Date Range
Amaris S... 001 1 Eibtenupled
| Peter 02 2 [Je0e: | 08 1l
Miko o3 3 From | 18032010 | To |180e2m0. |
[ Duty Time [ shitt [ 5-Group
Time Range
| Fom (1732 2 To [1732 2]
! Remark [ ._
i ‘ .
af 1 H

Operating Steps:

1) Select the personnel. Referto  personnel option on the Manual IN/OUT for

detailed operating steps.

2) Click Add to select attendance type in the Att. Type item. There"re 13 kinds of
types now: Normal Overtime, Weekend Overtime, Holiday Overtime, Weekend,
Leave, Sick Leave, Annual Leave, Wedding Leave, Maternity Leaving, Injury

Leave, Funeral Leave, On Business, and Outgoing.

Uniy Holiday Ovwertime
|"Weekend
| [Leave
5ick Leave
Annual Leave
[] By9Mariage b

4.2-11

3) Set the date and time range for the Leave Registration.
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£ -3

Narme

Amariz 5

Uger ID

E-business Dept.

oo1

-

Enrall 1D

Peter
Miko

ooz
ooz

[ Shift [ 5-Group

] Duty Time

Timne Range

From 1232 4| Ta [1732 4| |

Remark | |

9

4.2-12

4) It is also available to register according to Duty Time, Shift and S-Group.

¥e Ask For Leave/Overtime/Out/Travel

@E pele
Mame User |D Enroll [T
Eitiuginigss Dejit.
Amariz 5. 001 1
Peter o0z 2
Miko 003 3

Remark | |

4.2-13

5) Click Save to preserve current leave registration.

EﬂAttentions:

1) Select the Uninterrupted there is only one attendance record even if the span

2)

time excesses 24 hours. Cancel the Uninterrupted, there wil be one

attendance record daily.

Time Range The system usual y defaults the current time of the system as the
time range. ltis necessary to input other time and date range in reality. The

Chapter Four Instruction of the Software Performance
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4.2.3 Attendance Rule Management

beginning date cannot be later than the ending date. When Un-interrupted is
selected, and the date range within the same day, the beginning time can not be
later than the ending time. If the time span excesses 24 hours, the beginning

time can be later than the ending time. But the beginning time can be later than

the ending time regardless of 24-hour excess or notif the Un-interrupted is

cancelled.

The attendance rule management is designed to manage the company and

standardize its attendance rule & regulation system.

Click the Att. Manage —Att. Rule and enter the Attendance Rule Management

window.

¢ Attendance Rule Management

hoc & Options
I Holidy

: Weekend

:\_"!'\,1 Dty Time
| shit

S-Group

e A

s‘ Rule Opti

Attendanc

| | Default At Rule v

One warkday as

Effective attendance
tecords at intervals of not
less than

Access control records dealing with attendance

Shict attendance

L&

Harmal | Late/E ayébsence | Overtme |

=

4.2.3.1 Rule Options

>

Add New Attendance Rule

1) Normal settings

4.2-14
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¢ Attendance Rule Management

9 Bule Optiens I
Attendance rules and the relevant aptians:
T Haliday
B Ty | | Detauit At Rule v/
[ weskend

Nommal | Late/E ary/Absence | Overtime|

(7 Dut Time: —
4 Ore workday as [Bog]

[] st Effective attendance T
— records at intervalsofpat  [5 [&
[] 5Giow Jess than

Arcess control records dealing with attendance

Shict attendance

4.2-15

¥ Attendance Rule Management

Gl |

g? Rule Dptions
T Hliday
s ' B | [Resland Tu. Rule v
Weskend o -

Normal | Late/E arly/Absence | Dvettime |
T} Duty Time
O ou [ One workdap a5 ous
[EE] swit Effecive sttendancs m——l
o records atintervals ofnot |5 :J minutes
[ sGrou Jess than —

[[] Access contral iscards dealing with attendance

[] Shict attendance

4.2-16

Specification:

A: For the setting: one work day defaults 8 hours as work time, which means 8-hours
or more work time is regarded as one work day.

B: For the Setting: the recorded at interval of no less than 5 minutes count as
effective attendance. In 5 minutes after the attendance, itis ineffective for other
attendance of the same person.

C: the record of the access control terminal is connected with the attendance stat.
(it"s available to the access control terminal.)

D: Strict Attendance: the attendance record wil be only these two statuses: Duty on
and Duty off.

2) Late/ Early /Absence settings
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4 Attendance Rule Management

@‘:“ ‘

EIEX

2 F(ul’e’EIpI\r:uns
T Holiday
| Weskend
_\ Duty Time
Shift

S Gioup

g Rulo Options.
Aten

/8 | [Default At Al
Normal | Late/Earp/&bsence | Overtime
[¥] Clock-in over ;-j_ﬂ ]
Late exceed IE

| minutes count as late

2| minutes count as sbsent
Clockoutover |5 % minutes count as sarly
Eallyleave exceed (B0 2| minutes count s sbeent
[ noclockincountas  [lats [0 | mins

[ 1 no clock out. count as | leave &~ g

Specification:

a)

e)

f)

Clock-in over 10minutes Count as Late

standard to who is late or not.

4.2-17

This rule can be justtaken as a

Late Exceed 30 Minutes Count as Absent. For example, if it is regulated 9:00

am as clock-in time, the personnel who clock-ins later than 9:30 am can be

recorded as absent.

Clock-out over 10 Minutes Count as Early. For example: the normal

clock-out time is set as 17:00, anybody who leaves before 16:50 can be

regarded as early.

Clock —out over 30 minutes count as absent. For example, if it is regulated

17:00 as the clock-out time, the personnel who clock-outs before 16:30 can be

recorded absent.

If no clock-in, count as late/absent. For example, one personnel who forgets

to clock-in, can be regarded as late and set the lagged time, or as one-day

absent.

If no clock-out, count as early/absent. For example, one personnel who

forgets to clock-out, which can be regarded as early and set the early minutes,

or as one-day absent.

3) Overtime Rule Settings
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Specification:

4 Attendance Rule Management

(€18

£ Rule Dptions

¥ Holiday

[ Weekend
-

J’) Duty Time
Shif Quetine more thar (30 2] minutes to o effective

| sGioup [ Advance in as avertime Deduct| | breakfast time
[ Estra wark as ovettime  Deduct | suppet time

4.2-18

It is available to set the overtime that which is more than certain minutes to an

effective one.

4.2.3.2 Holiday

Usually, the holiday is nationally official holidays, such as New Year"s Day, Labor Day
and China"s National Day. The holiday can also be flexibly set according to the
company"s requirements.

Click Holiday on the left column of Attendance Rule Management to add/edit holiday

~ Attendance Rule Management

SE -

EEX

2 FRule Options ti5 Holiday
g 4 Usially setto the statutary s
= i A X |
| Weekend
W
i Huliday New Year v
(L) Duty Time :
= Stat Date | 0101 |
Shift
EndDate |11
| SGiroup

1) Click Add; input the name of holiday and its Starting and Ending date. As

followings:
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+¢ Attendance Rule Management

G|

© nceirs | A

=t o {0

7| Weskend

__’_‘ Huliday Mew Year ~|

{1 Duty Time A —

_e Start Date | 0101 =
o EndDate 0101 =|
S-Group

4.2-20
‘ 2) Click iSave icon to complete the setting.

3) Edit Holiday

» Select the name of holiday that needs modification on the column of Holiday’s
| Names, then click I Edit.

> Modify holiday"s name within the Holiday’s Name box  corresponding and
modify its beginning and ending time holiday.

| » After clicking iSave icon, the information of the holiday will be updated
automatically.

4.2.3.3 Weekend Settings

The weekend can be set according to the company"s requirement.
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¢ Attendance Rule Management

i;-f-) Rule Options

TF Holiday

Weekend [weskend Pest v |

1) Dutp Time

| shit e

Monday Ak PM
5 Giroup Tuesday M PM
Wednesday| | AM PM

Thursday A FH

Friday A [P
i Sotudey [/ AM (7] PH
{ Sunday A PM
|
|

1) Click & on the left column of Attendance Rule Management, and turn to
the Weekend window. Click =" Add; input the name of the weekend and its

time that can be differently set according to company“s actual rules and shifts,

as the following:

oy
Weekend |7;|
Tirne:

tonday OIaM [ PM
Tuesday [1aM [ PM
WwWednesday [
Thursday ClaM [ PM
Friday [JaM [ PM
Saturday 1AM [P
Sunday [TaM [ PM

4.2-22
2) Click iSave after setting.
3) Modify Weekend settings

» Select the name of the weekend on the pull-down menu below the
Weekend, and click < Edit

» Modify the name of the weekend within the box Weekend and input the
weekend time before the corresponding weekend time.

> Click ¥ Save to finish.
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EﬂAttentions:

» The Weekend that has been applied to the personnel cannot be deleted.

» ltis not al owed to repeat name and time of the fixed weekend.

4.2.3.4 Duty Time

This is only suitable to the simple on-off-duty company that needs two simple time
points. For example: on-duty time at 9:00, off-duty time at 18:00. The various
on-off-time companies require setting up several time and shifts. Please refer to 4.2.3.5.

Shift for details.

Setting steps of on-duty time following:

C | ICk \Lu_\ Duty Time

enter the setting window of Duty Time.

¢ Attendance Rule Management

Duty Time on the left column of the Attendance Rule Management;

@*;5’ ‘

i;-f-) Rule Options
TF Holiday
{

Weekend

[ oty Time

- | shi

S-Group

o Duty Time .

Set up dutyime for the atendanca:
P A X

Dy Time [Noml ]
A Type Cross-days
O duy time i | Beginat. tims
Off duty time

bust clock-n
ust clack-out
Calc leave ealy
Cale: late

Cale absence

| Endatt time

Auto

Marual

4.2-23

1) Click iAdd, set the name of the shift within the box of Duty Time, and set Att.
Type and On/off-Duty Time. Such as:
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# Attendance Rule Management

1IN
& Rule Dptions Duty Time L.
; @ i
- Set up duty-time for the attendance.
| B Holiday .
| H J 9
| Weekend
Duty Time |Nomnal v
A Type [achalat w| [ Crossdaps
Shift == - :
On duly e | 0g:00 % | Beginatt time | 0700 %
S-Group : 2
0ff duty time | 16:00 2| Endatt time 200 5
Must clock-in Result Time
| | Must clock-out @ Ao
| Cale leave early O Manual
|
| | Cale late )
| - Deduct meal or resttine |0 | minutes
|

2) Click Save after finish. The pul -down menu of Duty Time wil display Normal
duty time.

3) Click Edit to modify and set the optional shifts.
EﬂAttentions:

The attendance type of Actual in, Normal Overtime, Holiday Overtime, and
Weekend Holiday wil be shown as the Must Clock-in or Must clock-out in the stat.

report.
4.2.3.5 Shift

This is available to the company of various on-off-duty-time attendances. The shift
is

consisted of non-overlapping duty time. For example: a company’s on-duty time is
9:00-12:00 and 13:00-18:00, which can be set as Morning Class duty time and Evening
Class one respectively. The morning-class and the evening-class can be combined into
one shift for attendance. The un-regular/rotating shift can be set as shifts and S-groups.

Please refer to 4.2.3.6 S-Group for details.
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<z Attendance Rule Management

(1IN |
@-} Fiule Options ] Shift | N
Differant duty-time anangs in Shifts
| @ Holiday
| I T oY
[ ] weekene
Shift Regular Shift v
iy
L Duty Time
D . Select duty-times far the shift
Shift
=
S-Group =

EﬂAttentions:

» When creating a new Shift including two or three duty time, the End att. Time of the
previous duty time can not be latter than the Begin att. Time of the latter one. For
example: i am creating a new shift now, including two duty time: morning:
08:30-12:00, and afternoon: 14:00-18:00. When i creat these two new duty time, i
should make sure that the End att. Time of the duty time “Morning” cannot be latter
the Begin att. Time of the duty time “Afternoon”. Let’s say when the Begin att. Time of
the ““Afternoon™ is set to 13:00, then the End att. Time of_““Morning” could not latter
than 13:00. We could set it to 12:30, 12:50,0r 12:59 etc.

Diuty Time f.f;"i-orr{i'rjg v_

&t Type TActuaI At vr [ Crozs-days

Dn duty time 0339 | 3, Begin att. time DESD 3

Off duty time [120 2] |Endanime 1250 2|
4.2-26

Duty Time ;Eﬁflemnnﬂ_ 3 :_

Atk Tope ;_.t’-‘-.ctual Al V_; [] Cross-days

O duty time _14[":' | | Begin tt. time I_‘ISDD_C"

O duty time 100 sl Edattme  [2000 3]
4.2-27

»  According to the two duty time and shift above, when someone let’s say Peter clocks
out at 13:10 for lunch, then it will be recorded as Peter’s clock-in time for the duty time
Afternoon, and no clock-out record for the duty time Morning, and it count as
“Forgotten clock-out” for the duty time Morning.
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4.2.3.6 S-Group

This is available to the company with un-regular shifts. The group is consisted of
shifts.

As to the group attendance, the system will automatically select the best shift for
attendance statistics according to the records. For example: a company: morning class
is

6:00-10:00, noon class 10:30-13:30, afternoon class 14:00-18:00 and evening class
19:00-22:00, then we can combine the morning+noon classes into Shift 1 and
noon+afternoon ones into Shift 2 respectively, which can be combined in a group. Then

we only need to set up the S-group for the attendance instead of tedious shifts, the
system will autom

aticalli select Shift 1 or Shift 2 for attendance according to actual
attendance I’eCOI’dS = Attendance Rule Management D‘E|@

0O |

o o)
& Fule Options - 5-Group o

Combination vith difterznt Shits i

¥ Holiday
I TP S
| Weekend
5 Group [Buto5-Group v

:'j.: %) Duty Time:
Select shifts for the Shift-Graup

Shift

d 4.2-28

Attentions:

» S-Group is for the regular attendance. When one company doesn’t have a regular
working time, such as for Monday, Wednesday, Friday in one working time, and
Tuesday, Thursday, and Saturday in another working time, please schedule their
working time in the “Scheduling” window. Please refer to the 4.2.5 Shift Scheduling for
more details.

4.2.4 Attendance Report

The attendance report offers query and print of the personnel attendance.
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Att. Management —Report to enter the Report window, as following.

[ Jpr renliman ) ;

SEal. e Pk Egs Import :;?;' Export ~ % Back

.4{\._ Cuery

To |17-08-2010

4.2-29

4.2.4.1 Clock-in/out Log

Name User D ol B | s ] e
| Hardware.Dept, Paw Clock-In/Out Log | Access Corrol Loa | Leave Recisration | Dk Loa | Daiv A, | Manthl At | S cheduling
Edwad 005 5 P | Typer al = Place: Al -
Software Dept. | Dept. US&?I (o] Mame Enrall 1T Device ID Flace Clock Time At Type Remar
Edmond 004 4
E-business Dept.
Amaris 5. 001 1
Peter ooz 2
Miko JiLe] 3
Financial Dept.
b army 00e [

Select the optional card of Clock-in/out Log for the personnel information (please

refer to personnel option).Input the beginning and ending time then click Query for

one"s detailed clock-in/out attendance records.

Pk prsa 01-0T-2000 »

cuery
Te | 21-08-2010 . 53

Hams Uzar T8 Erral

Nardware Doyl

Bdeard 005 5 - Plact: e Place

e —

- -y
o Pt [ ot W‘I\ Fupoet -%m

B Clock La/Ust Lue [ hecass Contral Lo | Laave Fegisteation | Baily Log | Baily Att. | Sonthly A1, | Scbaduling

Eotinira Nint e 10 Hoae Toll 10 Dwvies 10 Clock Tias 5
™ 3 1 cu 2100 U941
Blacnd 008 i
ik 3 L ace 2100 3017
Rikmeduiita: Hagil aras Soug |1 1 o 2100 10:17
fauri . 001 1 Falar 2 1 2100 1017
Peter 002 2 +
Nike 003 H arin Song 1 1 o 2100 0941
Tatar 1 1 o |21-00 U941
Financial Tapt ! | | !
[ £l 1 ca | I0-00 11:45
Vary 0% T 1 1 T
™ a 1 Flacs 1000 17:43  [c
¥ [E-busiuass Depl. 002 Tetar 2 1 Place|10-00 17:43
10 [E-beviness Dept. 001 aar1s Seng 1 1 16-08 1745 [Cledicin
11 [E-besiness Dept. 01 aaris Sengl 1 1608 1027 | Mtend
12 |Finsseial Dept. 008 Burry L 1 18-08 1T.43  |Cledrin
13 |[Finaneial Dept. 008 Burry L] 1 Z1-08 09.41  |Cleckrin
LR LN Finaneial Dept. 008 & 1 114
15 [Seftware Dept. O Tdnond 4 1 Teny Flace 1808 1T 43  Cleckrin

of | - 4 1 o1 UK 5" 1

Page: 1, Toktal Pagos:1, 15Bmire:

4.2-30

>  Edit the selected record that displays blue, right click or double-click the very

record and edit the attendance type and clock-in time.
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‘= Edit Att. record

EmaliD | | Hame [ |
Date  |EE022010 o] Time [1800 E

At Type @| Rermnark :|

@99

Update Back

4.2-31

If the terminal is with the camera function, it wil display this interface with the Enroll
photo and the immediate photo, as the following:

'+-:;'~' dit Att, record.

Eoroll ID |2 Hame
Date MEos-2010  [s| Time  |17:43 B
At Type  [Clock-in o] Remark

Enrcl phota Immediate phe

Eg 2 9

Update EBack

4.2-32

»  Delete the selected record. Select this record; right click the Py delete below
to delete it. And it"s available to delete several records at one time. It's
unavailable to cancel the records downloaded from the terminal that haven"t
been edited yet.

For Example: (HOW TO DELETE A NEW RECORD?)
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Pk | pros 0102010 > -|
ik, Chary s Proe [ Import Fupet = % Bk
Hume User T8 Enral TR 21~0RI0I0 X g k b
Mardeare Bepl.
Bheard O 5
Beftuars Nant aar Clock Tiaw AL Trpe B4
1 2100 (941 [Cleckoin
Blaond 004 ‘
L w2100 1007
E-business Dept. o 1 e S1-00 10°17
daari 001 1 o 1 u 2100 10:17
Peter 012 2 T
Wikn oy 3 5 [Ebesinese Degl. 001 Mo i Seng 1 L oo 200 (AL |
6 [E-betiness Depl. 002 elar s 1 <n (2100 (341
cial Tapt ! i l
T B besiness Dept. 001 oz iz Som 51 1 o (L0000 1141
£ i | h
U [Elusiness Depl. 00 Wik a # o [0-00 17:43  |Cheeki
¥ |E-lusimnss Deph. 002 Teter 2 1 Temp Place|10-00 1743 Cluehe
10 [E-vusinass Dept. 001 daaris Song 1 1 Temp Flace Lg-U8 17.43
11 [E-business Dept. 001 dawris Seng |1 1 Temp Flace Lg-08 1427
12 Finwneial Dept. 003 Barry L] 1 Tesp Flace |16-08 1T .43
13 Finwneial Dept. 003 Barry & 1 Temy Flace |21-08 08.41
LR LN Finaneial Dept. 008 rry & 1 Tengy T 3
15 Seftwars Depr. 004 Tdnond 4 1 Teny Flace 1808 1T 43  Cleckrin
3] x|
ol b oM o 4 1 ol [+ M % |
Fage: 1, Total Paggee:1, 158mm

4.2-33

| haven“t edited the new logs downloaded from the terminal, as the Pic_4.2-31, |
cannot delete these records. When | edit one record, as the following:

| edit one of Amaris Song"s record, such as the Time, change 10:17 to 10:30, and
click update. Then the background color of the very record turns from white to this

one

 Edit Att. record

Erroll ID

Date

Att. Type

Enral phota

|21-08-2010  [se| | Time
|21-08-2010 ||

[CLedicin [5e] Remark | ]

Immediate pho

Tpdate Back

4.2-34
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To R UL T el T T T gt
Eaw ClockIn/Out Log ;Access‘Cén{roi‘ Loz | Leave Registration | Daily Log| Daily Att. | Monthly Att. | Scheduling
= Typer al - Place: Temp Place T
Dlept. User ID Hame Erroll ID Dewvice ID Flace Clock Time Att. Type
| |Seftvara Dept. 004 |Ednend PR ' Temp Place|18-08 17:43  |Clock—in
2 |E-business Dept. 001 .Amarls Song;l 1 .Temp Place:lﬂ—US 11:46 .Clock—lr\
3 E-business Dept. 001 El\marls Songil 1 .Temp PlaceilE—US 14:27 .Attend
4 E-business Dept. 001 :Amaris Song:l 1 .Temp Place:lS—US 17:43 .Cloch—ir\
| Elpat Dept— 004 a ; b;w 1 i-r 5 Pl | 1-08 09-41 ;r-1 1
B E-business Dept. 001 jl\maris Songjl 1 .Temp Place;21—08 10:30 .Clock—ir\
T E-business Uept TUT — ! T MTeng PIEeE TE-UE T 49— TToekim
& E-business Dept. 002 |Peter 2 1 ETemp Place 21-08 09:41 Clock-in
[ SRR J | s 1 T Pl 21208 4047 [M1aclin

4.2-35

Then click to select the edited record, and it can be delete it now! as the following:

D=2 Fron [01-07-2010 o i~ ; =
L = A Query Print (3 Import [ Export = Qﬁb Back
To |21-08-2010 2] . = 3 Sl
Hane Vser I Enwol | J
llavivere diept: Raw Clock-Tn/Out Log |Access Control Log| Leave Registration | Daily Log | Daily Att. | Monthly Att | Scheduling|
Edward 005 5 1 Type: Al v Place: Temp Place i
Sottvae g, Dept User 10 Hame Enroll 0  Dewice ID  Place Clock Time  Att. Type  Rd
1 Software Dept. (004 Ednond 4 1 Tenp Place [18-0B 17:43  [Clock-in
Ednond 004 4 | | | :
2 E-business Dept. (001 |Anaris Seng 1 11 Tenp Flace 18-08 11:48  Cleck-in
E-business Dept. 3 |E-business Dept. (001 lameris Song|t 1 Temp Place |16-08 14:27  |Attend
Amari... 001 1 4 B-business Dept. (001 meris Song|1 1 Tenp Placs [1B-0B 17:43  [Clock-in
Peter 002 2 — 1 i i
o i : P eptlooL ; s npPlesel2i-08 091 Cloah I
o »
Financial Dept. 3
T _E-hnsin DNept OO0 (Fater 1 Temp F1 18=08 17 4. Clock=in
. ; - : ; : | i~
Warry 008 3 : T T T T T
8 E-business Dapt. 002 Peter z 1 Tenp Flace [21-08 09:41  Cleck-in
9 I-business Dept (002 Pater H 11 Tenp Place [21-08 10:17  Clock-in
10 |E-bmsiness Dept. |003 Wi 3 11 Tenp Flace [71-08 08:41  Clock-in
11 E-business Dept. |003 IMites 3 I Tenp Flace [21-08 10017 Clock—in
12 [Financial Dept. 006 Marry G 1 Tenp Place [16-08 17:43  Clock-in
13 [Financisl Dept. 008 Mearry 8 11 Tenp Place|21-08 09:41  Clockin
14 Fimancisl Dept. |00 Marry ] 1 Tenp Flace [21-08 10:17  (Clock-in
3 | I [
of 1 i 1 of L &= 4 %
Page:1, Tatal Pages:1, 14Items

4.2-36

»  Show/hide the column wanted, click =] Button, select the Show/Hide

Column wanted to be shown or hidden, and click to save it.
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O -l ren [01-07-2010
1 T 21-0s-2010

| Hame User ID  Enrol

Hardware Dept.

Edward oS Lt Type: All

Seftware Dept.

[ -
t\j 5 ./\ Query

%’J Prink ,T—“r Irmport IG‘@ Expork ~ % Back

ock-In/Out Loz | hecess Control Log | Leave Registration | Daily Loz | Daily Att. | Monthly Att. | Scheduling|

~ Place: Temp Place

e T e

" Enrell 1D

Devics T At Type  Be

Edmond 004 1
E-business Dept.

[&] ifser T
mari... 001 1 Heme
Feter 002 2 =
iko 003 3

Financial Dept.

Warry 00 g

Renark

Select AL

= Show I Hide columns

R

Select Invert

-08 17:43 Clock-in

08 1148 |Clock-in
|18-08 14:27  |Attend
[5-08 17438 [Clockin
lz1-08 0941 |Clockein
21-08 10:30  |Clock-in
508 1743 [Clockoin

[c1ockmin

Clockin

Clock-in

-08 10:17
|18-08 1T:43  |Clock-in
- c.b 2108 09°41  |Clack-in
Apole Bk ;ZI-DB 1017 :[Ilnclru\

|l

Im B3|

lof1 i 1

Page:1, Total Pages:1, 14Items

4.2.4.2 Access Control Log

Select Access Control Log, input the date and click Query for all the detailed
clock-in/out information on these days. The detailed and selected record of

clock-in/out information will show its owner"s name.

If the name is null, it will show

the record without name. Itis also available to set the show/hide column. (Please

refer to Show/Hide Column for details)
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R]

P2l Fron |01-07-2010 e i~ 7 = :
: = -.&Query 3l wPr\nt F e Export ~ % Bacl
|21-ga- T 2 x|
Hame Vser I0  Errol Te |21-08-2010 (o] - S
Hardware Dept. Raw Clock-In/0ut Log| Access Contrsl Loz |Leave Begistration| Daily Loz Daily Att, |Menthly Att. | Scheduling
Edward ons 5 - Place: Temp Place i
R i User 10 Hame Eoroll D Device I Flace Clock Time  Att. Typs
P 1
Edmond 004 4 |
2 E-business Dept. 001 Anaris Song|1 Tenp Flac ittend
E-business Dept. 3 E-business Dept. 001 Anaris Song|1 1 Temp Place |18-08 17:43:23 Clockin
Anario.. 001 1 4 B-business Dept. |00Z Peter H 1 Temp Place |18-08 17:43:33 Clock-in
Fater D02 2 T T T 3
Wike et 3 5 Software Tept. 004 Edmond 4 1 Tenp PLace|18-08 17:43:38 Clodcin
i i & TFinancial Dept. 005 Marry & It Tenp Flace |18-08 17:43:40 Clock-in
Financial Dept. ! ! ! ! |
T E-business Dept. 001 Anaris Song|1 It Tenp Flace |21-08 08:41:30 Clock-in
Warry D05 6 T i I ;
& E-business Dept. 002 Peter H It Tenp Flace |21-08 08:41:34 Clock-in
9 E-business Dept. 003 iko 3 Tenp Flace |21-08 08:41:38 Clock-in
10 |Finaneisl Dept. |006 Warry 5 i Temp Placa [21-08 03:41:43 Clock-in
11 E-business Dapt. 002 Fater 2 1 Tenp Flacs |21-08 10:17:13 Clock-in
12 [E-business Dapt. |003 iko 3 I Tenp Flace |21-08 10:17:16 Clock-in
13 Financial Dept. 008 Warry g 1 |Tenp Flace |2L-08 10:17:22 Cleckein
%1 I
of 1 = i 4 |1 oft | b B q8
Page:l, Total Pages:1, 131tems

4.2.4.3 Leave Registration Log

Click Leave Registration, select the department and personnel item that you want to
query, input the beginning and ending date, then click Query for their leave records.

O -2 From [0t-07-2010 [] ~ 7 = ===
! . (A Query Skat Print (x Import b Export - % Back
To  |21-03-2010 [ = o0 (5 Sl

Hame U=zer I0  Enral

_Mardsare;Bept: Raw Clock-In/Dut Loz | Access Contrel Lo | Leave Registration |Daily Log | Daily Att. | Menthly Att. | Schedu

Edward 005 3 = | Type: Al -
Sobinsredingd Dept User T Name Erwoll I0  Bagin Date  End Date ALt Type

1 Hardware Dept. 005 |Eawara 5 21-08 17:32  [21-08 17:32 |Wornal Overtime
Banond 004 4 ! ! !

2 SoFtware Dept (004 |Ednond 4 21-08 17:32  [21-08 17:32 |Fornal Overtime
_ E-business Jept. 3 E-business Dept. |001 |Amaric Song|t 21-08 17:32  [21-08 17:32 [Formal Dvertime
Anari, .. 001 1 4 E-business Dept. |00Z |Pater 2 21-08 17:32  |21-08 1732 Fornal Overtime
Peter 002 2 - ! . L -
e, sad : 5 E-business Dept. 003 Wik 3 21-08 17:32  [21-08 1732 Wernal Overtime

4.2-39

It is allowed to delete, edit and append clock-in and register leave and so on for the
leave Registration. Please refer to (Delete, Edit, Manual IN/OUT, leave registration,
show /hide column) for more details.
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4.2.4.4 Daily Log Report

Select Daily Log Report and the personnel item that you want to queried (please

refer to personnel option), set the querying date, and click Query to query personnel‘s
daily logs. It will show his detailed daily attendance information after statistics.

From the Daily Log Report, we can have a very clear known about

attendance record.

Let"s take Edward as an example: all of his logs on 109-08-2010 are in one record.

personnels

P
Hame User 10 Enrol
Hardware Dept.

Edward 005 5
Software Dept.

Edmond 004 4

E-business Dept.

Amari... 001 1
Fater 0oz z
Miko 003 3

Financial Dept.

Warry 006 &

Daily Log

| Baw Clock-InfGut Log

From |01-07-2010 [»]

ey, Query

To |21-08-2010 (2]

%ﬂ' Print

—
e Export = < D Back

| Aceess Control Log | Leave Registration| Daily Log [Daily Att. | Monthly Att. | Scheduling|

Let's take Edward as an example:
19-08-2010 is in one record.

By this way. we can have a very clear known about

the attendance record.

=
[ [ Dept User ID Hame Erroll IO Date 1 z 3 1
| [Hardware Dept.  |005 Edvard 5 |01-08-2010 |09:00:00 | 18:00:00
2 Mardware Dept. 005 Edvard 5 02-08-201009:00:00 12:00:00 | 13:00:00 16:00:00
3 Mardware Dept. 005 Edvard 5 17-06-2010 |09:00:00 12:00:00 13:00:00 16:00:00
4 Mardware Dept. 005 Bdvard |5 |19-08-2010 |09:00:00 12:00:00 |13:00:00  18:00:00
% Hardware Dopl  |005 [Eanacd |5 [20-08-2010 0. 0000 12,0000 T
6 |Software Depl |00 [Ednond 4 |o1-08-2010 |09 00-00 18:00:00
L CT T [ET— 4 Ino-na_sntnlna-an-nn 12 anoan 1200000 16-00 a0 |

all his logs on

T

13 [E-business Dept. |00 -
14 E-business Dept. 001 |Amaris Songt
15 |E-business Dapt. (001 Anaris Song|!
16 |E-business Dept. 001 |amaris Songlt
17 |E-business Dapt. [001 |Amariz Songlt
18 |E-business Dapt. [002 Peter 2

fi'slr3 Faotox L3

|02-08-2010 |09:00.00 12:00:00 13:00.00 15.00.00
(17-05-2010 |09:00:00 |12:00:00 |13:00;00 15:00:00

13-05-201011:48:00 14:27:24 17:43:23
|19-08-2010/09:00:00 | 12:00:00 |13:00:00 |18:00:00
20-05-2010 |09:00:00 12:00:00

01-05-2010 |09:00:00 15:00:00

nona=eninlngon-anlie.onan 13 anoan e oo oo |

0o 18:00: 00

0o 18:00: 00

4.2-40

4.2.4.5 Daily Attendance Report

Select Daily Attendance Report and the personnel item that you want to queried

(please refer to personnel option), set the querying date, and click Query to query

personnel“s daily attendance. It wil show his detailed daily attendance information

after statistics.
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Py
Hame Vser I Enrol...
Hardware Dept.
Edvard 005 s
Software Dept.
Edmond 004 4

E-business Dept.

Amari. .
Fater
Nike

001 1
002 z
003 3
Financial Dept.

Wary 008 &

Fage:1, Total Pages:4, 126ltems

of 1 5

e Ll ° ~;‘\Query g "‘ Stat, { Print ‘ED':L Export = {}D Back.
To |21-08-z010 2] R = Gl
[ Raw CloclcIn/Dut Log | Aecess Control Log | Leave Remistration | Taily Log Daily Att [Memtily Ate. | Scheduling
[ Rrounding 0.1 -~ L Type Al -
[ Tlept. User ID Fame Enroll ID Tlate Flanmed T1 Aeotual TL Flanmed TZ Actua]i“,%
I Hardwars Dept. 005 Ednard 5 01-08  09:00 0900 12:00 |
2 [Hardware Dept. 005 Edrard |5 |oz-08 0g:00 0900 12:00 12:00 |
3 .Hardware Dlept .IJEIS .Edward .5 .EIS-IJE | |
4 .Hardware Dept. .IJEIS .Edwsrd .5 .DQ-DE
5 Hardware Dept .IJEIS .Edward .5 .DS*DE
& Harduare Dept. 005 [Zanra |5 06-08
T [Hardware Dept. 005 Idrard |5 o7-08
& Hardwars Dept. 005 Edrard 5 08-08
9 [Hardware Dept. 005 Ednard 5 09-08
puj .Hardware Dept .IJEIS .Edward 5 IID-DE
11 .Hardware Tlept .IJEIS .Edward .5 ;ll*DE
12 [Hardvare Dept, 005 [ganera |5 1208
13 [Hardware Dept. 005 [Edvard |5 13-08
14 [Hardware Dept, 005 |Edvard |5 14-08
15 Hardware Dept. 005 Edvard |5 115-08
16 .Hardware Dept .IJEIS .Edward .5 IIB-DE
1T Hardware Dept .IJEIS Edward .5 IIT-DE 09:00 .EIQ oo 12:00 .12 0o
b 18 Mardoare Nant 008 CEEE = l1acnn I — |
ey | [z
1 of4 | b bl

EEAttentions:

4.2-41

Colors in the Report mean different situations.

I It means that the record is normal.

|: It means Late Arrival, and it counts the Late Arrival frequency of the

person.

: It means that there"s no attendance record, append clock-in nor leave

registration, or the Absence.

: It means Saturday.

! It means Sunday.

Specification of Daily Attendance Report:

Actual Attendance (hours): the actual attendance hours is the total time difference of
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clock-in and clock-out. For example, the clock-in/out time of a day is, respectively,

time1:- 9:00, time2:- 12:00, then the actual y attendance hours is 3 hours.

Actual attendance days: it can be reckoned as one day if there is actual attendance

minute or second.

Late Clock-in (times): It can be regarded as one time if there is late clock-in on the

very day.

Early Clock-out (times): It can be taken as one time if there is early clock-out on the

very day.

4.2.4.6 Statistical Analysis

Double click the stat. record in the Daily Att. Report. It will pop up a Statistical

Analysis interface, as the following:

&

11 August 2010 Statistical Analysis X

2 ()

et s s, W

Mame  Edmond

Drefault Atk Rule

Strict attendance

| Planned T: 09:00: 18:00

| Actual T: 09:00: 18:00
Altendance
“@2010-08-11 09:00:00
“E2070-08-11 12:00:00
H@2010-08-11 13:00:00
“E20710-08-11 18:00:00

Dept.: Software Enrall 1D

Orne workeday as 8 Hour
Effective attendance records at intervals of not less than £
Access control records dealing with attendance

Clock-in over 10minutes Late

Late exceed Elminutes Sbsentesizsm
Clack-out cver 5 minutes count as early

Early leave excesedE0minutes count as absent
If hio clock in, count asLateOminutes

If no clock out, count asleave Early O minutes

Owertime more than 20 minutes to an effective
Adwvance in as overtime DeductO breakfast time
weekend/Holiday waork as overtime

Ewxtra work as overtime Deductlsupper time

Clack-in
Clock-out
Clock-in
Clock-out

4 UserID: o4

Drafault At

= || Momal

1) o%o0-18:00

.éeé.i.n att. Ii‘me:ﬁ‘?:“D-D Z

End att. time:23:00
Cross-days
Must clock-in Calc late

Calc leave sarly

MMust clock-out Calc absence
Fiezult Time

Ao

P arual

Deduct meal or rest time:0 minutes

4.2-42

Statistical Analysis for the Daily Att. Can realize the following functions:

a. Check or modify the Att. Rule of the selected record, as following:
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Name camonad uvept: Dormware cenl

Default At Rule
One workday az 8 Hour
Effective attendance records at intervals of not less t
Accesz control records dealing with attendance
Strict attendance
Clock-in over 10minutes Late
Late excesd Blminutes Absentesizm
Clock-out over 5 minutes count as early
Early leave exceedblminutes count as absent
If ho ehock. in, count aslatelminutes
If o clock. out, count asLeave Early 0 minutes

Ovwertime more than 30 minutes to an effective
Advance in as overtime Deduct breakfast time
Weekend/Holiday work as avertime

Estra wark as avertime Deductlzupper time

4.2-43

The picture above displays the Default Att Rule. It takes effect when it is selected.
When it needs to modify the setting or modify other attendance rule, click icon = to
enter the Attendance Rule Management window. Attention: Once you modify the

attendance rule, it would re-statistics the attendance data during the very duty time.

check or modify the Attendance records and Leave Registration for the very day. (As
the following)

Planned T: 09:00: 13:00
Aetual T: 09:00: 15:00

Attendance ' 2 Append Clock-infout
#@2010-08-19 09:00:00 Clock-in .
¥EP010-0G-19 12°00-00  Clockout | Ask For Leave/Owertime/Out Travel

#@2010-08-19 13:00:00 Clock-in
#EZ010-058-19 15:20:00  Clock-in
#@2010-05-19 15:00:00 Clock-out

4.2-44

As the pic_4.2-43 above, it could query the attendance rule and att. Shift for the user
on the very day.

It can also check the planned time and actual time and other detail information of the
users.

It allows double clicking to edit the record. It al ows right clicking to add or delete the
record and append the record.

It allows right clicking the blank area for a popup menu to Append clock-in/out or ask

for leave/overtime/out/travel. And it al ows clicking the icon =:#"to append click
IN/OUT or leave registration.

b. Check or modify the Att. Shift or the User. (Defaulted Shift & Scheduling)
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Right click the selected
duty time to a popup

Default.-’-‘-._tt. 1 oI

= | Marrnal
(2 03004 a:nn\& =Jouty Time M »
'S
[ Shiftis) 3
L T 5-Groupla) b
Begin att. time: 0700
End att. time:23:00 A Mew
Crozz-daps Calz leave early
bduzt clock-in Calz late
b uzt clock-out Calz abzence
Fezult Time
At
b aral

D educt meal ar regt time: 0 minutes

4.2-45

It allows checking the attendance rule of the very user. Right click the selected duty
time to a popup menu. It al ows to modify the attendance rule of the very day. if you

want to modify the attendance rule of the users, please click the icon | & to enter the
attendance rule management window, and do the operation.

mttentions: (what causes statistics exception?)

1) Lack of clock-in/out record.
2) The clock-in/out time is not during the begin att. Time and end att. Time.
3) The clock-in/out are not corresponding.

4) The Late Arrival or Leave early time exceeds the setting time.

4.2.4.7 Monthly Attendance Report

Select Monthly Attendance Report, add new personnel item through the import of
name, enroll ID and user ID or click Optional Personnel and right click optional
personnel on user list to add personnel item needs to be queried. Set up the query
date, and click Query for monthly attendance report, click Statistics for monthly

attendance statistics if there is no data. There will be detailed information of the
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monthly attendance after the statistics.

mttentions:

On Monthly Attendance Report, the colors must be in accordance with the ones in
the daily attendance report, please refer to Attention in daily attendance for details.

4.2.4.8 Import attendance record

The import can add batch attendance information through the self-defined column
Excel file or the following path: first establish attendance item on the Raw

Clock-In/Out Log, then export this information, and add other"s information according
to the export format. The save path of the Excel file must be the compatible version of
97-2003, whose postfix is.xls

Sample for Manual Clock-in/out:

A B c D E F 5 H I
Dept UserID Name Enrcll ID  Device ID Flace Clock Time Att Type Remark
A RLAOT  Lily 1 0 Unknown 12-0309:00  Clock-n
A RLAOT  Lily 1 0 Unknown 12-0312:00  Clock-out
A RLAOT  Lily 1 0 Unknown 12-0313:00  Clock-in
A RLAOT  Lily 1 0 Unknown 12-0318:00  Clock-out
B RLBO2  Kate 2 0 Unknown 12-0309:00  Clock-in
B RLBO2  Kate 2 0 Unknown 12-0312:00  Clock-out
B RLBO2  Kate 2 0 Unknown 12-0313:00  Clock-n
B ALBOZ2  Kate 2 0 Unknown 12-0318:00  Clock-out

4.2-46

First: select the designed Microsoft Excel file.
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.::" ﬂifendancei.;ta lmporl .wiza.rd-

* 1.Choose data

Specify the

File name: iC.\Documents and SettingshRaw Cloclk-InDut Log(ZUlUUElZ_lSUl).xlsl [ Browse

4.2-47

Second: Click Next, and select the matched column and field. (This step is generally
automatic and you don“t need to choose the field yourself, click Next directly.)

' Atfendance data import wizard

The system will autematically analyzes the first table of the Excel, and the Eirst row set as Header
Flease select the match fields, the blue one can not be bl

Dept | mept [l Att. Type  |EESEVSTONN -

Hame [ Wame >l Clock Tine |Clack Tine [v]
User TD [User 10 I Tevice Th  [Deviea 10 v
Enroll 1D Remark ;_1%._.._3,:1_(_ :@
Flace
[ Erevious ] l Hext I[ Cancel

4.2-48

Third: Data Check, check the imported data. If there is something wrong with this data,
click Previous to justify or Cancel to cancel the current import. (if there“s red or green
color cel s in the importing data, please modify the red data. It would fail to import the
file when there"s red data.)
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II.*;" Attendance dataimport wizard

Username AttType

2k Lily RLAOL 1 Tnlmown

3 A Lily ELAOL it Tnlmown

4 |k Lily RLAOL 1 nkmown

5B Kate ERLEOZ 2 Unkmnown

E B Kate RLEOZ 2 Tnlmown

7B Kate ELEOZ 2 Tnlmown

8 B Kate ELEOZ 2 Unkmown
X | | |
% m J [2]
H 4 |1 ofg | b b |4 K |

[ Brevious | [ Hext | [ Camcel |

Fourth: Click Next to import data if there is nothing wrong with the data.

L‘:" Attendance data importwizard

import data

Processed: 8 Suceces:d Failured

Completion of the data to import, elick the “Cancel” to retwrn

Frevious

Hext

4.2-50

Fifth: Click Cancel and reverse back Raw Clock-In/Out Log interface after the finish

of data import.

4.2.4.9 Import Leave Log

The import can add batch attendance information through the self-defined column
Excel file or the following path: first establish a leave item on the Leave Registration,
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then export this information, and add other“s information according to the export
format. The save path of the Excel file must be the compatible version of 97-2003,
whose postfix is.xls

fil B | (B | D | E F G H
Diept Uzer 1D Hame Erroll I BegnDate End Date Akt Type  Remark
Corporate F1 lily 1 14-03 03:0014-03 17:0 Hormal Overtime
Corporate F1 lily q 14-03 13:0014-03 18:00 Normal Overtime
Corporate F1 lily ] 14-03 13:0014-03 23:00 Mormal Owvertime

4.2-51

First: select the designed Microsoft Excel

[ Leave data import wizard

ﬁ-? 1.Choosze data

Specify the

File mame aninistrator. REALANI-ALPHA\Leave Registration@0100314_2355). xls | Bronse. ..

4.2-52

Second: Click Next, and select the matched column and words.

= Leave data import wizard

" 2Match field

The system will sutomatically analyzes the first table of the Excel, and the first row set as Header
Flease select the match fields, the blue ome can mot be blank

N e
Hame ;Name Begin Date VB gm Date
User ID Vs [v] Ead Dste  End Date U

Enrell ID Enroll m [_[ Remark Remerk [3

[ Erevions | [ Mext ][ Canca |

4.2-53
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Third: Watch Field, check the imported data. If there is something wrong with this

data,

click Previous to justify or Cancel to cancel the current import.

ave data import wizard

Uszername

AttTvpe FromTime

1 1 rnal Owertime | 20 50
1 1 Nomnal Overtime | 2010-03151
3 |sale alpha 2 2 1 -Nmmal Overtime 2010-03-15 0f
4 |Sale alpha 2 2 MNomal Owvertime 201003151
* 5 |

[ Previous l

[ HMext J [ Cancel

4.2-54

Fourth: Click Next to import data if there is nothing wrong with

~¢ Leave data import wizard

import data

Processed: 4 Succes: 4 Failure: 01

the data.
X

Completion of the data to import, click the "Cancel”" to retum)]

Brevious

4.2-55

Fifth: Click Cancel and reverse back Leave Registration interface after finishing the

data import.
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4.2.4.10 Export and Print of Report

1) Click Print to enter related settings. Select the print item or import the titles into
the input box of the box, for example name of the company. Click Page
Settings and Printer Settings for the settings of page and printer. Click Begin
Print to popup printing preview window that can be closed for re-settings, or

click Printer directly for printing.

Attentions: The printer only print the contains of the current displaying page.

Print Settings

Select the prink iterms .
e Print R ange
|[#] Dept. A
=] User 1D @A () Selected Only
Mame

Enroll ID Automatically adivst calumn width
|[#] Date

Tirmel Drocument Title

=] Time2 | T =
Time3 | |
|[#] Tirned

|[¥] Actual Atk [Hour

Marmnal Overtirme(Hour)

[¥] ‘wWeekend Overtime{Hour)

|[#] Haliday Owertime({Hour) ~|

‘ Begin Prirt | ‘ Cancel ‘

Page Settings Prirter Settings

4.2-56

2) Click Export to popup the dialog box of save and select the save path, then click Save.
Then there wil be a Prompt Box suggesting to open it or not if it is a successsful save. If
you want to check the exported report, please click OK otherwise Cancel.

Access Control and Time Attendance Management System g|

\“?/ The data has been successfully exported, open now?

[ Ok ][ Cancel ]

4.2-57

4.2.5 Shift Scheduling

Shift Scheduling provides the function of setting particular working time for particular
employees, and the function of querying and printing.
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Pressing menu Att Manage - > Scheduling ' or entering into Report and choose

Scheduling. Following is the description of the chart in different color,

: it means that the time isn"t in the choosing time.

Uorsing ! _ Light blue: it means Duty Time Information.
Regular Shift| ) jght yellow: it means Shift Information.
:ﬁ.utn. S-Group l

Light pink: it means S-Group Information.
flasnys I Light sky blue: it means the default scheduling.
_ Green: it means the weekend day or the holiday.

White: It doesn“t contain default or manual scheduling, so it won“t

affect the scheduling information when you save the scheduling.

Yel ow green: it means that the user deleted the manual scheduling

information. (Click “Save” to affect it.)

4.2.5.1 Query for the scheduling information

Select the personnel item that needs to be queried. (Please refer to personnel option

for details).Input the beginning and ending date, then click Query for the scheduling

record of the first personnel of these selected ones. It displays various modes of
arrangement on the optional column, such as: week show mode, month show mode,
Name shift mode, ID shift mode, display all the attendance information, display
scheduling shift information, as following.
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= | [T Show mode:  Week - (@) Shift Mode Name « | Z Edit Mode Multi-edit ~ | <L Type Single Shi -
[iStary Datar | Memiday, o Wadnezday: | Thirsday Friday Saturday: | Sanday,
2010-04-28

2010-05-03 _ Morning Horning Worning Merning

2010-05-10 Afternaon hfternaon Afternoon Afternoon Afternaon

1
2

3

4 [2010-05-17 | Regular Shift Regular Shift Eegular Shift|Regular Shift |Regular Shift
5 [2010-05-24 |isto S-Gromp |Auto S-Group |huts, S-Greup |Maite.S-Gronp |Auto S-Group
g

2010-05-31 Morning

4.2-58

The chart above is the week show mode, displaying the name of shift; the querying
result is single shift information. It"s available to click the button before the listing or
select different options on the pull-down menu to present different show modes.

4.2.5.2 Query for all the scheduling information

Select the personnel item that needs to be queried under the Month show mode.
(Please refer to personnel option for details). Input the beginning and ending date,

then click Query for the personnel scheduling record, as following.

Start Date 1 2 3 4 5 5 ) 8 <
y o1 | 5010-05-01 _—-Morning'Morning'Marmng Norning Morzine [
2 2010-08-01  Worning Morning
3 sy E010-05-01 __-Morning:Morning:ernlng Nornins SRR il
4 sunny 2010-06-01 Regular Shift Regular Shift [ [
5 Tom 2010-05-01 __-MurnlngEMurnlngéMnrnlng Murmng;;\nlu S~ Groupih
& Tom 2010-06-01 Auto S-Group #mte. S-Group 1l

4.2-59

Each row stands for a month, displaying the selected personnel“s scheduling
information in the time respectively. It"s unavailable to neither edit nor preserve when

checking all the scheduling information.

4.2.5.3 Edit the scheduling information

» Edit the selected record. The background-color of the selected scheduling information
turns to deep blue. (Right-click or) Double-click the very record to edit it. There"re two
edit types, one is modifying one cell at one time, and the other one is dragging to edit
various cells. It"s available to select the pul -down menu via the edit icon at the top of the
window, or click the edit mode icon to switch.

-67 - Chapter Four Instruction of the Software Performance



Lar Shift ERegular Shift Regular Shift ;Horning
w:\uto.s—(}roup (Auto, 5-Group :Hurning

ing| (0 DutyTime(T) »
|E shifis) 8 |
|_ 5-Group(G) 4 | Auto.5-Group:GO0L ||
7 Delete
#i  New |
4.2-60

The popup menuis as the picture above. Each time the operation of selecting the

menu only works for the selected cells when double-clicking the edit mode. The
selected shift information at one time can be dragged to set up various cells or click to
set up various sheets when dragging edit mode. Click the blank area out of the sheet
to release the selected shift information.

» Delete the scheduling of selected date. Select the cel and double-click or right-click to
select delete on the popup menu. Select the corresponding edit mode to single-delete or

multi-delete.
| Start Date  Monday Tuesday  Wednesday  Thursday  Fridey  Satwdsy  Sundey

T | S SRS S !
2 |2010-05-03 —Mnrning Morning [Morning  Morning  Merning
3 [P0I0-05-10 Afternoon
4 2010-05-17  |Repular Shift

b 5 EMO0S24 hute S-Group
| i

|2010-05-31  Morning Morning  Morming

4.2-61

It's available to click the save button below the status bar 5 & x[ ] to save the
current scheduling result when completing the edit..

Attention: save operation is to save the scheduling setting-up in a selected time of the
selected personnel on the left.

4.2.5.4 Template Scheduling

Click the button <= 'below the View, or right-click to select the Template, then enter
template setting interface, as the follow picture:
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% Scheduling Shift y— - L] X
Q& - 1@

{179 Duty Time

rning: EQ01L (09:00-12:00)
| shift ternoon: EO0Z (13:00-18:00)
— ening: E003 (19:00-23:00)
E S-Group rmal :E004 (09:00-18:00)
gular Shift:S001 (E001:E002)
ening Shi ;5002 (E002:E003)

Show mode: Weelo - Shift Mode Hame -

Monday  Tuesday Wednesday  Thursday Friday

Morning  |Evening Shift Aute S-Group |Auto S-Group Auto.S-Group 000K

4.2-62

Select the corresponding scheduling setting template, which supports dragging to set
various sheets.

<- Week template: set up the scheduling in pattern of the week in a selected time.
<> Month template: set up the scheduling in pattern of the month in a selected time.

< Day template: set up the scheduling by taking time interval as template in a selected time.
Such as the following picture.

Show mode: Day - Shift Mode Hame - Time inter:3 2| Day
BAuto, S-Group | Evening Shift | Hormal | | .

It means that it counts from the first day in a selected time, noon class for the first day,
and evening class for the second day, day off for the third day; repeat the noon class
of the first day for the fourth day, etc.

If the existing shift information cannot meet your request, it‘s available to click the

icon™ on the menu bar to set up new shift information. (Please refer to Attendance
Rule setting for details)

Click the icon & after completing the template. It makes the template set up to the
corresponding time and cell, and set up the scheduling of the personnel selected from
the personnel option on the left of the scheduling report according to the template.
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4.2.5.,5 Import scheduling information

The import can first query the scheduling information from the personnel scheduling

report on the attendance management then export the information. And add others"
information according to the export format. The save format of the Excel file must be
the compatible version of 97-2003, whose postfix is .xls.

A i 5 I E F
Hame Start Date |1 "2 5 "1 i
11 11 2010-05 Afternoon Morning Sunday Kest Regular Shaft ]
2 2010-08 Afternoon Morning Sunday Kezst Regular Shift ]
FF 2010-05 Afternoon Morning Sunday Rest Regular Shift ]
4.2-64

The imported data and shift information can be automatical y identified the name or
ID num.

If the name or ID num is personal one, the imported scheduling information is the
corresponding personal one.

If the name of ID num is departmental, then the imported scheduling information is
the departmental personnel ones.

First: select the designed Microsoft Excel

4 Import Scheduling Data S ]

Specify the Excel data scurce

File nane € \UsershalphatDesktophScheduling (20100513_1811) x1s Browse

Erewious Hext Cancel

4.2-65

Second: [Data Check], check the imported data. If there"s something wrong with this
data, it"s available to modify it directly, or add new record in this very step or it won"t
be edited succeed. Click Previous to justify or Cannel to cancel the current import.
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. . T S S A —— - S Y
= Import Scheduling Data — u
e i — — —
b Morning
22 2010-05 Afternoon Morning Sunday Rest Regular Shi
* 3
] n »
H 4|1 of2 [ b M |4 X |
[ e ] [ Bext | [ T

Fourth: click Next to import data if there"s nothing wrong with the data.

4.2-66

S —

- -
. | S - T —
4 Import Scheduling Data
i i Jrag—

—

Failurel

Processed: 24 Succes:E3

Completion of the data to import, click the “Cancel” to retwrn

| Breviews | |

4.2-67

Fifth: click Cancel and reverse back to the user management interface after the finish

of data import.

Mttention:

Exported data after modification needs to be copied to a new file and saved as the
version of Excel 97-2003, and then the file can be imported successfully.
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4.3 Device Management

The device management possesses performance of data connection and download

and others.

¢ Access Control and Time Attendance Management System E“E|

~ 'l
N FEHHEE )

User Management Atk Manage Device Management Maintenance

Connect  Download

Administrator | 210872010 03:16:58

4.3-1

4.3.1 Device Connection

4.3.1.1 Device Added

Connect the device to the computer (select the suitable communications:
RS232/RS485, TCP/IP or USB) If there are several networking-apply devices, these
devices must be set to different numbers to avoid repeating, for example: 001,002

1) RS232/RS485 Communication

Click Device Management on the menu —Connect— click (& or Add Device on the
left column to popup Connect to the Device window.
Select RS232/RS485 communication, the settings of Device ID and date remain the

same with the ones on the terminal, select the COM Port. Then click Search, as the

following.
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Add Device

Belongs TempPlace 9 [ ]
Commurication RS232/RS486 v

Device (D >

COMPat  [comt ~
Baudiate | 38800 v

1 =

Search Back

Normal | Advanced | Bell | Log Scheduler | Moritaring | Message|

4.3-2

It wil display Successful Connect Prompt Box, corresponding to the data searched.
Click OK and there wil be the icon of Add Device on the left of the window, as the

following.

< Device Management

GO SRz

E@ Device Contiol | Access Control |
Add Device

(1

Devicail

| Deviceh2

Daily operation of the device

Gt Newly Log

Collect the newly Log of the device,

Giet &l Log Empty &l Log —

Collect all the Log of the device.

‘wihen the storag
il

Get Al Enrall Empty A1l Enall

et all Ervol(Fingerprint, Passwa

Upload &ll Ereoll

Upload all Enroll of the: software t

Cancel Priviege

| Nomal | Advanced | Bell | Log Scheduler | Monitaring |

#2 [Temp Place) | Operation Complete

Click Add Device for more devices.

2) TCP/IP Communication

4.3-3

Click Device Management on the menu —Connect — click @ or Add Device on the

left column to popup Connect to Device window.

Select TCP/IP communication, the Device ID, IP Address and Password must remain
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the same with the ones on the terminal. No communication password defaults as 0.

3) USB Communication

Belongs Temp Place » D
Communication| TCRAP ~
Devics D
IP Address 192.168.1.224
Part Ma. 5005 5=
Pazeword 0 G
'\-_*1“‘ %
Search Back
4.3-4

Click Device Management on the menu —Connect— click

left column to popup Connect to the Device window.

@; or Add Device on the

Select USB communication, the Device ID must remain the same with the ones on
the terminal. Device ID defaults as 1.

- - Device Management

Go &

P

Add Device

Device Control | Access Control|

¥ D¢ Connect to the device

Belongs

Device 1D 1

TempPlace %] [ - |

=Y

Search

Narmal | Advanced | Bel | Log Scheduler | Monitoring | Message|

4.3-5
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4.3.1.2 Edit Device Property

Select the device connected, such as Device #1, and click Edit on the menu or
right-click Device #1— connect to option, and there will be a corresponding window of
device property. Then you can set the device"s communication, device ID, IP address
and others.

4.3.1.3 Delete Device

Click Delete on the menu or right click the connected device — delete. That wil
delete current selected devices. You need to re-add device if you want to re-connect
this device.

4.3.1.4 Refresh Device

Click Refresh on the menu or right click the selected device —refresh. That wil
refresh the current device.

4.3.1.5 Device Property - Normal

Device Property —Normal, Advanced or right click the connected device— Operate
in this way, you can read or delete the data on the terminal.

Daily operation of the device

Get Feuly Log
Collect the mewly Log of the device.

Devicsi [a)  pefresh
5 Connections

X Delete

@ Tunoff

Get M1 Leg  Enpty All Log
Collect all the Log of the dewice

When the storage of the device is being ful
Enpty ALl Log after you had co

Enroll Enpty All Enroll
Enrell Fingerprint, Pass

Gt All Enroll
Gek Newly Log

Sync Time

IA11 Enroll
a1l Envoll of the softh

Cancel Privilege

Ernpty All Lo

] Brivilegs ~
EmplyDevice DAt oIl managers of the device, .
u ran manage the device without m
Upload all Enroll

i‘}'“"'“l |Advanced | Bell | Log Scheduler | Monitoring | Message |

#1 (Temp Place) | Operation Complete

4.3-6

1) Get Newly Log
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Get the new and un-col ected attendance records on the device.

2) Get All Log

Get all data on the terminal, including the downloaded and uncollected one.

3) Empty All Log

Empty the attendance data after collection if there is too much data on the device.
4) Get All Enroll

Getal enrol on the device, including fingerprints, password, inductive card and
others.

5) Empty All Enroll

Empty all enroll on the device for re-enrolling al information.

6) Upload All Enroll

Upload al enroll data on the software onto the device, such as name, fingerprint data.
7) Cancel Privilege

Delete the administrators privilege of device through RIMS software.

8) Synchronous Time Device

Synchronize device time with the one on the computer.

9) Close device

Close device through software.
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4.3.1.6 Device Property- Advanced

= Device Management

ECE

2

Add
Devics

(,L‘a

Dewice#l

Tevice Control |Access Control

Advanced property settings

Enpty Device Data
$ill clear all the data(Enrell and Log) in the device. Warning: Carmot restors!

sice’s sereen brightness to30  Apply

Set the TaktisE/the devica srivrain) Get: iGer ‘w

Reboot the device

"|Bell | Log Scheduler | Moni toring | Message |

#1 {Temp Placs) | Operation Complete

4.3-7

00 Ba®2

Set message for the color screen

Device#l

@

Device Control |Access Contrel |

Terminal

Message settings

Gt from devica  Upload te device
Target Begin Date FFEATE Content

1 [ |Everyone |[z010-08-21 15:11 [ﬂ‘:Unlmnedl

2 [ [Bveryone ||2010-08-21 15:11 [v] [Inlinited |

4 [ [Bveryone |[z010-08-21 1511 |v] [Unlinited

4 O |Eweryone ‘52010—05—21 15:41 ‘_v_.\‘:Unlxmted.‘.

5 [ [Bveryone ||z010-08-21 15:10 [v] [Inlinited |

6 [ [Everyone | [2010-08-21 15.11 [v'] [Unlimited|

7 [ [Everyone |[2010-08-21 15:11 |s] [Unlinited||
& [ |Everyone ||2010-08-21 15:11 [+ |Unlimited |

ER e | P o e T R ]

| Hormal | Advanced | Bell || Log Scheduler | Monitori

el

#1 {Temp Place) | Operation Complete

1) Empty Device Data

Empty al enroll and clock-IN/OUT records and attendance report simultaneously.

4.3-8

(Attentions: this operation cannot resume)

2)  Adjust Device’s Screen Brightness

Draw the scrollbar and set up the brightness value of the screen, click Apply to apply

the brightness value to the device.

3) Set the Text or Message of the Device’s Screen

Click Get to get the current text of the device"s screen and import the words onto the

device by clicking Set.

-77 - Chapter Four Instruction of the Software Performance



If 1set the message1: Institute training on the job. And message2: Pure
attitude,

pure power. And upload them to the device, and then they wil be rol ing on the screen
of the color screen terminal dynamically. It can be set to someone, such as Amaris
Song, or everyone. As the following:

" 2 Edit and select the message,
= and then click "Upload to

fu-h\ Dewvice Control |Access Control
£ & "
D) device
Add Message settings
Dewice
Get from device | Upload to device

e o B

= 1 Eweryone || 2010-08-23 15:18 [+ | Unlimited |Institute training on the job. [~
Device#l i

z Everyone |[2010-08-23 15:18 |v| Unlimited Fure attitude, pure power.

3 [ |Bveryone ||2010-08-23 15:18 | [Unlinited||
4 I:l Everyone | 2010-08-23 15:18 |w| Unlimited
s I:l Everyone || 2010-08-23 15:18 s Unlimited
6 [ [Everyone |[2010-08-23 1518 [s [UnLimited
T I:l Everyone | 2010-08-23 15:18 |+ Unlimited
8 I:l Everyone || 2010-08-23 15:18 w | [Unlimited

T i Yy | pep——

Normal | Advanced | Bell | Log Scheduler | Message |Monitoring

#1 {Temp Place) | Operation Complete

Welcome 2009-08-18

08:08 au

Institute training on the job. Pure attitude, pure power.

4) Reboot the Device

Click Reboot the Device to restart current connected device.
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4.3.1.7 Device Property- Bell

¢ Dovice Managemont

O6 BuBE
(3-:‘1 Dewce Contiod | Azcass Control
Add Device Boll Soitings Gt on vet the bel ssttigs of the device
—.
HGH BelfingTmes 3 =
Deced] [ kel Tene | |000000 3
[ Bl Tem 2 mmo &
[ ecATime3  |00:0000 2
[l BedTmed  |OR0GO0 &
Oeeloms |[0000 3
] B Timn6  [000000 (3
[l BdTme7 |0OORD 2
[ bl Temd  |000000 3
Homnad | Adverced| Bel | Log S<hidulsl | Montong
#1 (Temp Flarce)

4.3-11

Click Get to obtain the Bel Ring Times and Time established on the device. Click Set
to upload the newly edited bell onto the device after the settings of Bel Ring Time and

times. The color screen terminal can set at most 10 groups of bel .

4.3.1.8 Device Log- Scheduler

Select Enabled LOG Scheduler then set the timing, and then click Apply to get it work,
or Sync Time when get log.

Let"s take an example:

“Device Management:

0O BRS® 2

4_,—._»1\ Device Control |Access Control |
=
Add Log Scheduler| Igplv!
Dewice ~ -
(® Enabled LOG Schedulel O Twrn off LOG Scheduler@
(r“t.) . Wl

Select dewices

[J# (enp Flace)

[Bvery day ||

Dewice#l at [ [10:00]

O ez

(20 [] Syme Time

| Hormal | Advanced | Eell | Log Schaduler |Message | Momitoring

#1 {Temp Place) | Operation Complete

4.3-12

- /9 - Chapter Four Instruction of the Software Performance



4.3.1.9 Device Property- Monitoring

&) Device Management -

QO FLB2

Device Control |Access Contral |

Device#l

| Wornal | Advanced | Bell | Log Scheduler | Womitoring |Message |

Show user picturs

Automatic monitoring afte

#1 (lieft £) Operation Complete

4.3-13

Click Real-time Monitoring. If select the Show User Picture in the options item, then in
the process of monitoring, the screen wil show the user"s picture in real-time. If select
the Automatic Monitoring after Running the Program, he system will upload

attendance data in real-time in the process of monitoring.

4.3.1.10 Access Control Operation

If the device supports the access control property, the contents of the access control
operation options can be edited. Otherwise, it cannot.

1) Access Control
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¢ Device Management

@
S e

Diewice Contral £ Aowess Caniral |

Add Device Normal operation of the device
X Open  KeepOpen  KespLlose
’()E;N-, p p-Op p

Cancel Alam

Cancel curent alam.

Thicugh scftware ta open the docr or keep the deor Open/Clase ferma
Deviee] When the doot isin a fised stale, dlick  futomatic Mode s 1offastore the @

(A4t the same time to restore the doar in autematic mode.]

Komal | Setings | Passtime | Grouptime | Pass-set | Unlock-gioup | User aceess cantrel

Show §latus
Yiew the cutient s@;@he daor.

#1 (Temp Place)

4.3-14

1. Click Open and conduct remote control to open the door through the software.

2. Click Keep-open and set to keep the door open normally.

3. Click Keep-Close and set to keep the door closed normally. It is
in-effective to open by card stamping but effective when restoring to

Automatic Mode.

4. When the door is in a fixed state, click Automatic Control to restore the
open status. Set the state of the door to Automatic Control Mode.

5. Click Cancel Alarm to cancel the current alarm and restore the open

status of automatic control mode.

6. Click Show Status to see the controlling mode of the current door.

2) The Settings of the Access Control Device
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~ Device Management [g@
ff"‘t,\ Device Control | Access Contral |
( = 1
dd Device The settings of the Access Control device
= Open door delay (0-25515 F B veiyMode [FPorPud orCe v |
b (& — — ——
i ‘ Open door avertime alam (0-3600) 5 |0 5| User valid seltings | Disabled |
Device#l = =7 — _.._‘
llegal open doar delay (0-255) 5 wiegand type | 26B1t w |
Unlack-group ' Enabled jv |

| Signal input alarm
|

Threat Alarm | Disabled >

Ariispassback [Disable ~
= =
‘ Threat alarm action Iﬂ:en and Alarm
|
Get from device Upload to device

4

| Momal | Settings | Page-time | Group-time | Pass-set Unlock-group User access control

#1 (Temp Place) | Operation Complete

4.3-15

1. Click Get to obtain current property settings of the access control.

2. Set the door keep open for 0-255 second(s). If it excesses this time, the door
automatically restore close status.

3. Set the door keeping alarming for 0-3600 second(s). If it excesses the this time,
there will be alarm. If we set the alarm time as 0, there won"t be alarm even if it
excesses Open Door Time.

4. Setthe door keep alarming for 0-255 second(s) when the door is regaled to
Open. If the door is forced to open, there wil be alarm. If the alarm time is set as
0 and the door is forced to open, there won"t be alarm.

5. The Signal input alarm, Threat Alarm, Threat Alarm Action can also be set
according to actual situations.

3) Pass-time Setting
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1. Every access control device can be set 32 pass-times that can be added and

~ Device Management

0 BREB2

9=

| Dievice Contial | Aosss Control
&
Add Device
=,
Devicett] Pass-time: Ao v

Begin time: 0000
End time: 353

Get hom device Upload to device

[ Momal || Settings || Pass-time !| Group-ime || Pass-set | Unlack-graup || User access control|
| [ It ] i

#1 (Temp Place] | Operation Complete:

4.3-16

deleted according to actual requirements.

2. Click Get from the Device to obtain information of pass-time to the current

device

3. Click Upload to Device to upload the current time settings to access control

device.

4) Goup Time Settings

1. Every access control device can be set 32 group time, each of which contains

¢ Device Management

06 882

[Ei=]ES]

| Device Contral | Access Contral |
&
Add Devics . 5

=
Devicehl Brouptimne: [l ~

Select the passiime to include

] Allow(00:00-2353)

Get from device Upload to device

| Momal | Settings | Passtime | Goupetime. | Pass-set | Unlock-gioup | User access contral

+#1 (Temp Place) | Operation Complete

4.3-17

10 pass-times. The time group can be added, edited and deleted according to
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actual situations.
2. Click Get from device to obtain information of time group to the current device.

3. Click Upload to device to upload current new-added time group to the access
control device.

5) Pass-set settings

1. The pass-set setting contains seven days a week. Each can select
time groups to collocate and combine according to users"
requirements.

+¢ Device Management

GE - ELs2

=N Device Cantiol| Access Contal |
Q[
Add Device l::’“ o sem"?:,;,- 5
cf"r,m‘a i
Devicatl Passset [amow ]
Sunday
Monday
Tuesday
Wednesday
Thursday [= |
Friday o
Gethomdevice  Upload to device b
| Homl | Settings | Passtime | Group-ime | Pagsest | Unlock-group | Ussr acesss control

#1 (Temp Place)

4.3-18

2. Click Get from Device to obtain pass-set information of current
device.

3. Click Upload to Device to upload the new-added pass-set to the
access control device.

6) Unlock-group

It can be set that the door can be opened only when both of the different persons get
through the authentication. The setting is as the following:

First, click Access Control — Settings — Enabled the unlock-group. (As the pic_4.3-18)
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= Device Management

CE FOB L

CBX

Devlce Eunllull Access Control |

Q

Add Device The settings of the Access Control device
7 Open door delay (0-255) 5 5 = Verity Mode FP or Pwd or Cz s
Covi —
’ Open door overtime alam (0-3600) 5 |0 5 User valid seftings Disabled v
Device#il
el open dosr delay (0-255] 5 ‘wisgand tpe
Signal input alarm D\sahlfé b Unlack-group Enabled ~
- Disabled
Threat Alarm | Disabled v | Antipasshack ErahlEs
Threat alarm action | Open and Alarm v| j/ﬁ'\\
N - \
Get from device Upload to device \

ernrmali Setlings | Pass-time | Group-time | 7F’ass—sel’:| Urlack-group | User access contral |

#1 (Temp Place) | Operation Complete

Then click Access Control

~ Device Management
@b ey

4.3-19

- User Access Control, then set the user access control.

all the persons are defaulted to '

r =
G 1§55 Qs e | group 0 before setting the group. |
| Device Contro | Access Contal | It allows to setting the persons to
&n | [T 1-9 groups.
A select the persons need to
dd Deviee be set to the unlock-group
ggr"i‘) '! P o Apply pass-set:
Devicetl Narme User ID! Enrall ID User-group
J User valid setti
Walid Date:
Irvealid Date /’/
4

Note: Need the User valid settingg.eett

Upload ta device

| Nomal I Settings | Passime | Group-time | Pass-set | Unlock-group|

User access control

#1 {Temp Place) | Operation Complete

4.3-20

Attentions: the Apply pass set is defaulted as “Al ow”. Set the persons to 1-9 group
according to the requirements. Itis defaulted to group O without setting, and the

persons in group 0 cannot be set to the unlock-group. Let"s say, we can set Peter to
group 1, Miko to group 2 and Edmond to group 3.

Third, click Access Control —

Unlock-group, and define the unlock-groups.
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¢ Device Management

Settings
up
C,FFP (.:' Unlack-group 0 ?12 3_ Unlock-group 1 1-13 2
& qow2@ 3] N
Demicatl Unlock-graup 2 | ,,_| Unlock-group 3 | =

Unlock-group 4 [0 | Unlnck-group 5§ EU 4 !
Unlack-graup & |0 & I Urnlock-group 7 U < J
Unlock-group 8 |0 i I Unlock-group 9 1U ] ]

Get from device Upload to device

| Mormal | Settings || Pass-time || Group-time | Pass-seli Unlack-graup iUser access control

#1(Temp Place) | Operation Complete

4.3-21

Here are the instructions of the four unlock-groups above:

Unlock-group 0: it means that only when both of the two persons: one of the people
from group1 and one of the people from group2 authenticate from the Access Control

Terminal, can the door be opened.

Unlock-group 1: it means that only when both of the two persons: one of the people
from group1 and one of the people from group3 authenticate from the Access Control
Terminal, can the door be opened.

Unlock-group 2: it means that only when both of the two persons: one of the people
from group2 and one of the people from group3 authenticate from the Access Control

Terminal, can the door be opened.

Unlock-group 3: it means that only when two persons from group2 authenticate from
the Access Control Terminal can the door be opened.

If theres a unlock-group4: 123, then it means only when both of these three persons:
one of the people from group1, one from group2 and one from group3 authenticate

from the Access Control Terminal, can the door be opened.
7) User Access Control

This can be set various pass-sets and valid date for different users
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~¢ Device Management

@ Device Cantrol | Access Contral |
& T —

Add Device

g’&:ﬂ’) L —P".J Apply pass-set | Allows ~|
A | —_—
DEMWDEM Name | UserlD | EmallD | Usergoup [0 ¥

User walid settings

InvaidDate [$1122099 | /
31122099 ] |

Mote: Need the 'User valid settings' set to Enabled, |

|
e, __
Uplaad to device

‘ Detail

[ | [

| Momal | Settings | Pass-time | Group-time | Pass-set || Un\uck—gruupi

#1 (Temp Place) | Operation Complete

4.3-22

Click Upload to device to set valid time for different users. Al the valid time of the
registered users are available without setting. But with the user"s access-control
settings, it is only available to the users whose information has been set during the
regulated time.

8) Anti-Passback

Anti-passback is a function for Access Control Terminal that prevents the tailgating. In
some conditions, the security system demands the personnel authenticate legally
from the outside door to come inside, and authenticate legal y from the inside door to
go outside. The authentication record must be one inside record and one outside
record. When anti-passback is used, people must first authenticate from the
designated “In” reader, then from a designated “Out” reader, and tried to read out of

an area, an anti-passback violation would occur.
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Instructions:

1)
2)

3)

¢ Device Management g@@
RO I BRE8F

Device Contrgl | Access Contal |

Add Device ,ﬂ’l{s‘etumg of the Access Control device

A

Cl‘(i\) Open door delay (0-255) S 5 2| VeiyMode [FR o Pudon Ce v

- AN [FRor Pid or Co g

@ Dpen door bwerine alam (0-2600)5 [0 2| Uservaidsetings | Disabled |

Devicet e —_——
llegal opeh door delay (0255)5 |0 2] Wiegand pe (i

|
Sign gt larm [Dhabled v Unlockaroup [Erabled v

passhack | Disable I
Disable
Enable0ut)
~—|Enablelin

Thieat ffam [ Disabled |

e
Threat dlam action Open and Alam

Get frgin device

[ omal] Setings [Fasetim | Groupis | Fasesst| Urindogroup | Uses acosss corto]

#1 (Temp Place) | Operation Complete

4.3-23

Disabled: the anti-passback is ineffective.

Enable (OUT): it makes the ZD2F20 Access Control Reader as the
“In” Reader, and the record in the ZD2F20 is the “IN” one. The
authentication record in the Sensor is the “OUT” one.

Enable (IN): it makes the ZD2F20 Access Control Reader as the
“OUT” Reader, and the record in the ZD2F20 is the “OUT” one. The
authentication record in the Sensor is the “IN” one.

4.3.2 Device and Data Download

Click Download—Device#1 to popup next menu, as followings:

~¢ Access Control and Time Atiendance Management System E] @

_ =) -_‘;ﬁlﬁ‘: - ,.._\
T i ¥S

User Manage Akt Manage Device Maintenance
S,
Connect | Dowr ™
‘ KEQ:!" Device# 1 vl _ Gebhbalyitog
E . | et all Log
1 S, |
@_ dpsteLog . @et Al Enroll

| Administrator | Z{&[2010 12:04:51 &M .: I,,_

4.3-24
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Please refer to the : Get Newly Log, Get All Log, Get Al Enrol for more details of the
submenue.

1) Get Newly Log

Obtain the newly report on the fingerprint attendance machine.

2) Getall Log

Obtain al attendance data on the fingerprint attendance machine, including the
downloaded and un-collected data.

3) Get All Enroll

Get al fingerprints and password data on the fingerprint attendance machine and

preserve them into the data base.

4.3.2.1 U-Disk / SD Card Data Import

Download the attendance data with the U-disk. First, download the data from the
fingerprint attendance Terminal to the U-Disk, connect the U-Disk to the USB port of
the computer, then steps following:

Click Download — U-Disk/SD Card to popup the dialogue box Download data from
U-disk/SD card,

ANE - Gl
@ | v A (=5 - .
Import DatE ™ —\ Maintenance |
Import |
Diata Impork: Please select I L THTAGL " TXT
™
Immediate pholuf | BrowselL]...
- T
- -
Image Impork Flease select the folder names photo-log Y
QA
Eniolphate | ] | | Browsell]...

\ F; 3
Eriol Image Impart:Fleasze select the folder names user-phato \) i1 r

v
v
B

Cdisk free space; 13.38 G

4.3-25

It al ows importing data, immediate photo and Enroll photo from the u-disk / SD card.
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The Immediate photo data importing is optional according to different models. Select

the path (stay blank if unnecessary), and then click the icon® .

4.4 System Maintenance

The data maintenance arms to maintain the data base of the system routinely, which
includes backup DB, restore DB.

On the main menu, move mouse to the icon Maintenance, popup three sub-menus
that are Backup DB and Restore DB.

#¢ Access Control and Time Attendance Management System E“EIE]

; : | o "2".'7';' ; \
3 iummmEn P |

|
wWi Anny Maintenan
User Management Atk Manage  Device Management Mainkenanc

o b 4
Backup DB Restore DB

Administrator | 24f08/2010 23:12:15

4.4-1

4.4.1 Backup DB

Backup DB means the backup the database of the RIMS, including the personnel
information and attendance records.

A.  Backup database (Access version)

Click the submenu of Maintenance-Backup DB, select the save path of data, and
click Save to popup the dialog box of Successful Save. Click OK, then there will

be formation of backup file in the corresponding path. For example the file likes
,RIMS_20100824.rdb".

B. Backup database (SQL Server version)

It makes difference between the connection to the local server and the remote

-90 - Chapter Four Instruction of the Software Performance



server.

Backup to the Local Server: the same operating steps with the Access version
backup.

Backup to a Remote Server:

Access Control and Time Attendance Management System |£|

-
ng) Connected ko & remoke server, Are wou sure ko backup ¥

4.4-2

a. It prompts that whether backup to a remote server or not. It requires the read and
write permissions to the shared folder on the Remote PC or it would be fail to
backup the database. (It is suggested that using the SQL Manager to backup the
database on the remote server while backup to the Remote Server.)

It pop ups the following window when it“s the first time to backup the database. It
requires inputting the backup path (required to read and write permissions) on the
remote PC.

- Set backup path - 2]

Backup path [required to read and wiite permizzions]
[D:ASONG

Save Path

[ Apply l [ Cancel

4.4-3

Click “Apply” to backup the database. When there"s no read and write
permissions to the input path, it fails to backup.

EﬂAttentions:

» When it's the first time to input the data and operate other settings, it is
recommended to backup the database at once. Itis recommended to
backup the database before modifying the data to avoid data loss.

» Once the administrator makes some mistake or wrong operating steps, it
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allows restoring to the relevant database.

» The defaulted name to the file is “‘RIMS_+current date.rdb”. The
administrator can decide his own backup path and file name.

4.4.2 Restore DB

The Restore DB subjects to restore the database, including all the personnel
information and attendance reports.

A. Restore database (Access Version)

Click the Restore DB on the sub-menu of Maintenance, open the path of the

database preservation, and select the restore DB that needs revert, and click Open to
popup the dialog box of Successful Restore Database, then click OK. It needs restart
the RIMS software to make the restored valid.

Access Control and Time Attendance Management System

i Successful ko restore the database C\Documents and Settings\alpha\DesktopiDatabase_20101123.rdb
System will be automatically restarted ko make the restored valid.

4.4-4

B. Restore database (SQL Server Version)

It would popup the following window when clicking “Restore DB” if the current
database of your RIMS software is the SQL Server version.

# Restore Database

(%) Restore By backup log
Type Content Fezult Time Result User ]
[ Lo DASOMGANSONG201011230..  23/711/201001:11:86 0 -1:Administr...;
LOo4 SONG201011231730.bak 23M11/201017:3544 0 :Administr... |
|
|
|
|
|
|
|
’ ok ] ’ Cancel
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It allows restoring by backup log or other database file. (It only supports the backup
log when backup to the Remoter Server.)

4.4.3 Detailed settings for Maintenance

Click Maintenance icon to enter the system maintenance window.

#¢ Access Control and Time Attendance Management System E“E

|Maintenan
User Management Atk Manage Device Management [Maintenance T

w L 4
Backup DB Restore DB

Administrator | 24/08(2010 23112118

4.4-6

The main setting options: Normal, Company Info., Administrator, Data Maintenance,
Image Management, Data Migration.

4.4.3.1 Normal:

User Management: Setthe appearance form of user management and user
information, including Show User Cards and Show User List. The User Cards is
designed to show & hide the attendance records and the shift, as wel as a page to
show the quantity of the card.

Image Management: it fixs the size of the user picture. The size is recommended not
bigger than 10kb for the fast displaying. It allows selecting fil ing or replacing the image

when importing. “Filling images when importing™, let’s take an example : 001 Amaris

Song’s information in the user information of the RIMS is without any picture, but

there’s a picture for the num 001 inthe importing data, then the RIMS will fil the
picture from the importing data to Amaris Song in the RIMS database automatically.

Or there’s a picture for Amaris Song 001 in the RIMS, but there’s no picture for the

num 001 inthe SD Card, then itwil copy one tothe SD Card for the num 001
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automatically.

Data Maintenance: It allows setting to delete the data before a few months, it"s
defaulted to 3 months. Let’s take an example, if I set the “Allow to remove the data — 3
month™, and it is 2010-08-25 now, then it al ows removing the data before
2010-05-25.

~¢ Maintenance E]
&
gz of the program

Compary Infa,

i User Management
@ Ldministrator @ Show User Cards O Show User List

= User Cards
@ Data Maintenance @ Show it Resords ) Show User Shitt

() Image Managemer Ouantty per page Auto

Image Management
Max size of user picture KB Filing images when importing

[[] Card image replace software image [ Software image replace Card image

Data Maintenancs
Allow to remove the data 3 % Month

Default setting
) ) &)

4.4-7
Default Setting: default the setting of the RIMS software. When click the “Default setting”
button, the setting ot the RIMS will restore to the default status including the following
prompt window.

4.4-8

4.43.2 Company’s Information

You can change the LOGO and name of the company.
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~& Maintenance

<N

g Momal

[E Camparny Info.

@ Administratar

%; Data Maintenance

O Image Manageme

al -
i Drata Migration

[l
E%

Company abbreviation |F|ealand

Compary full name |F|ealand

LOGO

=
OGO

4.4.3.3 Administrator

4.4-9

Set the administrator”s password. If there is previous password, you can conduct the
re-setting after input the original password and the new one then re-enter the new

one.

If there is no previous one, you just need to input and confirm the new one then click

Apply, which make administrator settings a success.

~¢ Maintenance

G

@ Normal
l@ Company Info.

"U” D ata Migration

|~

Q Data Maintenance

0 Image Manageme

Administrator

atv adm

Qriginal Pazsword

New Password | ‘

Re-enter | ‘

User &uthority Settings

|

4.4-10
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“User Authority Settings”, set the privilege for using the RIMS.

@ |_

@ Mormal
Company Info.
@ Administrator

@ D ata Maintenance
Re-enter

0 Image Manageme

i'u')’ [iata Migration

Set up an admini

Original Paggword

Mew Password

User Authority Settings

#¢ User Authority Settings

(1N

dministrator

Aigzing Authority | Role Settings|

L - er‘ Pagsword |

Mame

/"

i
[
=
[_cen
———

UserlD | EnllID Assign roles Hew Rc

[] General Operator 1

;u‘ 4 |E|:| laf o B !

4.4-11

Different people, different privileges to operate the RIMS software. For example: Amaris
Song is from the E-commerce Dept, we are going to set her a privilege to query the
attendance report of the E-commerce dept from the RIMS software.

Assmg AJ&E.{} Role S ettings |

Fale Report query

Asgzign resources

General 0 Eerator 1

User Management

[ Department b anagement

Attendance Stat.

[#] Repart

[] Ask for leave

[] Append Clock-in/out

[] Attendance Rule

[] Device Management

[ Errall Managsment
Collect Data

[] Access Control

[] User &utharity

[ Swstem Maintenance

4.4-12
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Azzing Authority | Ralz Settings |

L - B J Pasawaord F Fie-erter i'_'_'_' ! ‘ Apply
Mame User 1D Enrall ID ‘ Azsign rolez MHew Rale Aszzign departments
_ E-commerce Dept. [] General Operatar 1 = [#] Comparate HI

Amaris o 1 Aeport query &[] Development dept.
~[JHR
; E-commerce Dept,
- [ 5ales Dept.
- [[] After-zales Service Dept,

Set the password for
Amaris to enter the
RIMS software.

O G | 3

4.4-13
So, when we are in the name of Amaris to enter the RIMS software, we can only check the
data of Amaris’s, even entering the User Management window, we can find that there’s
Amaris’s information only.
SQL Server version: it allows different people, those have privilege to enter the SQL,
connect the SQL Server on their own Computer. And different people, different privilege to
operate the RIMS.

4.4.3.4 Data Maintenance

© Maintenance
S|
% Normal
’g Company Info.
e i Compact Database ‘ D ata Migration | Data Source Administrator |
@ Administrator
_— : Eé Backup Databasze
@1 e ! Regularly backup the database ta prevent data loss.

O Image Manageme [EE Restore Database
= Fiestore the database, the backup file must be valid.

Compact Database
Tao cary out regular maintenance on the database to ensure data integrity.

9]

Initizlize Database
Once the database is initialized, there are all data will be empty.

] Remove historical data
Remaove a period of time's histarical data.

|/\
|

4.4-14
A. Compact Database:

1. Backup the database; please refer to (4.4.1. Backup DB for details).
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2. Restore DB, please refer to

4.4.2. Restore DB for details

3. Maintenance subjects to conduct regular maintenance for the data base for

assuring the integrity of the data.

4. Initialize the data base. Be cautious to this operation because the initialization

will empty al the current data.

5. Remove historical data. Remove a period of time's historical data.

6. It defaults that it can only remove the data 3months ago. If you want to change
this time, please return to “Normal” to set it.

Remove historical data

Delete Access control records
Delete attendance recard
[ Delete leave ecards
(®) Delete the data before
Delete the data before

) Delete the data Within

W
5:2’&’5&56?6'—5\

Compact Datahase I.If)ata P\;'I.igration | Data Source Administrator

Backup Databaze
Fegularly backup the database ta prevent data loss.

Restore Database
Restore the database, the backup file must be walid

y Compact Databage
Tao carmy out regular maintenance on the database to en:

Initizlize Database
Once the database is initialized, there are all data will be

Remove historical data
Femaove a period of time's histarical data.

B. Data Migration:

‘* Maintenance

a Marmal £ F Data Bigration
L Support data i

@ Campany Infa.

@ Adrministrator

:___tﬂj_pac;[iatéiﬁasé | Data Migration i Data 5 aurce Admiristrator |

E _5\ [ ata Maintenance

0 Image Manageme: 2l
|

|E0mpatible data migration |

4.4-16

® Data Migration with brand integration

:!':? | D ata Migration with brand integration
e Migrate data inta thiz spzterm

Migrate the Attendance data which compatible to this system

Data Migration: Migrate data from another RIMS software to the current RIMS software. It
supports data migration between two Access databases, two SQL Server databases, and it also
supports data migration between the Access database and the SQL Server. The Access database
file is postfixed by “.mdb” or “.rdb”. If it’s the SQL database, it must be on the Server, and it
cannot be the backup file even though the backup file is on the Server. For the backup file on the
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RIMS

Server, you could first add the backup file data to the Microsoft SQL Server on the Local or
Remote Server. Then migrate it to the RIMS software.

Integrate uncrossing user info. : it allows integrate user data from different branches to one
RIMS software database. For example: there are three attendance system databases, Guangzhou
HQ, Shanghai Branch and Beijng Branch. We could integrate all the data into the Attendance
System of Guangzhou. But all the people should be with different Enroll 1D. The subordinate
relationship of the people remains the same.

Integrate crossing user info. : it allows integrating one person’s info from different
attendance system to the RIMS software database. (Attentions: the Enroll 1D of this person
should be the same in different_attendance system.) For example: Peter’s Enroll ID in
Guangzhou’s attendance system is 005, so his enroll id in Shanghai’s attendance system must be
005 too. Let’ssay Peter works in the Guangzhou office in the first half of the month, and the
second half of the month in Shanghai. We can integrate all of Peter’s atendance record to
Guangzhou’s atteandance system.

3|
Iw Maormal I I Data Rigra
| Migrate data int:
@ Company Info.
. Iigration Options
| w Addminigtratar UserInfo | Record Info | Deploy Infa || Other

Misraticn Lissia the source database
tigration Departments we Inlgrate data frﬂm

Migration Shifts \

Sypstem Database |

=1 02 Maintenancy
:‘E:’)

O Image Manageme:|

Source Database émSEServer w;‘

Please prier or browse to connect to SOL Server database
le . ‘the current database | ey

Migration Options:

I igration Optionz

| Uzer Info | Record Info | Deploy Infa | Dthers |

Data Colision | Update Collision Date v

4.4-18
We can set the default setting here to dealing with the data collision.
Update Collision Date: when coming accross the data collision during migration, it will
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RIMS

update the data in the system. For example: Amaris (Enroll ID is 001) in the current
system(System A), there’s Peter (Enroll ID is also 001) in the Souce database(System B). When
migrating data from System B to System A, Peter’s infoformation will cover Amaris’s in the
System A directly. But the attendance records of Amairs still exist in the System A. But the old
attendance records of Amaris’s will belongs to Peter.

Ignore Collision Date: when coming accross the data collision during migration, it will
ignore the collision data. As the example above, if select the “Ignore Collision Date”, it will not
migrate Peter’s information to the current system(System A).
® Compatible Data Migration

It supports migrating the Access database from other kind of attendance software to the
RIMS software, including the following information: department, user information, attendance
records, and leave records.

‘~ Maintenance

@ = |

: 6 Normal
@ Company Info.
| @ Administrator

| )é?:sj Data Maintenance|

Clear up the database of RIMS before datebaze migration

Include staff demission
@ Last [3 2] Manth

| O Image Managems!| Import special attendance(leave,over work]
O al
[ Import attendance Log
D atabase file |

Pleaze select Access file

4.4-19
a. Itallows migrating the data including the demission staff, leave records and attendance
log.
b. It allows migrating the leave and attendance record in the last 3(1,2,3,0r...)months.

® Last [ 5| Month

O Al

Import zpecial attendance(leave aver work)

L] lrnport-attandanceLog
AR

=

4.4-20
c. After migrating the data, please set the atteance rule according to the record, then it
allows processing data in the RIMS software.
d. It takes time for the data migration. It allows doing other process at the same time.
Please re-run the RIMS software when finishing the migration to enable the new
database.
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C. Data Source Administrator:
~ Maintenance
S |

g MNormal

@ Company Info.
— - | Compact Database | Data Migration H Data Source Administrator
@ Adrniniztator

@ [ata Maintenance @ acoess
O Image Manageme O S0L Server
) S &)

4.4-21
Set the database of the RIMS to the Access database or the SOL Server one.
It’s defaulted to the Access datase here. If you need to affect the SQL Server database,
please set the Data Source Administrator to the SQL Server first.
Step 1: Select “SQL Server”, then click “OK” on the popup window.

Go.

Data Source Administr

LI

g Normal
@ Company Infa.

— g | Compact Database | Data Migration | Data Source Administrator
@ Adrmiristrator

[iatabaze manageme:

@ Bosing € Bicess Access Control and Time Aitendance Management System
ata Maintenance,

e
. ) Deploy 5GL Server database connection information

o Image Manageme| (&) S0L Server

4.4-22
Step 2: then enter the Sqgl Server configuration window, as the following:
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Please step by step operation:
Thiz operation suit for ozt of twpical user . Please install SOL databasze first.
Step by step through the operation button

Test Connection Apply

4.4-23

Gui der Mode |Homal Mode

Pleaze step by step operation:

Thiz operation suit for most of typical user . Fleaze install SHL databass
first.
Step by =step through the operation butten

Serwver nameECOMMERCE-U1“SQLEXFEESS futhentication:Windeows dnthentication
Databaze Hame:RIMS Attendance

[ FPrewious ] L Hext :I

[ Test | | Coaneal | | mly |

4.4-24
Guider Mode: it is available for almost all users. Click “Next” to check whethere there’s any
SQL Server on the current computer. It connects the attendance dabase on the local server by the
Windows Authentication method. If there’s no SQL server on the current computer, it will create a
RIMS_Attendance database automatically. After finishing the Guider Mode operation, click
“Apply” to affect it. Then It allows configure the SQL database now.
Normal Mode:
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= Sql server configuration

Sawe my passwornd

Select or enter a database name

Create Database

Test Connection Cancel Apply

Searching for SQL server ... [IIIIII ]

4.4-25
a. It allows clicking the pull-down menu to select the Server name or you could input the
name of the Server directly. (it’s recommended to select the Server on the pull-down menu.)
Select the SQL Server you.(if you select the Server name from the pull-down menu, it
shows the Server names from the whole LAN. It takes about 15 seconds to search all the
server names.)

% Sql server configuration | EEEE——— E=nee x|
Guider Mode | Fomal Mode

Log on to the server
Server mame ECOMMERCE-U1 \oOLENFRESS iii
S TEVHY-T1
puthentication TEVHE=13 I
NEYSOFT-101 Y SHTEYPEE
=0T
SALES-11
SALES-12
W2E3-¥-51
WZ2ESRZ-V-MOSS
WZESRZ-V-Y3U3
WAREHOUSE-111
@ Select or enter a databaze name -
{7) Create Database

b. Select the database name from the pull-down menu or input the database name directly. As
the following:
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%- Sql server configuration (|

Lng_er Hodﬁl Homal Meode |

Log on to the serwar

Server name ECOMMERCE-U14SQLEXFRESS -

Authentication ['ﬁ‘indows buthentication hd

Save my password

@ Select or enter a database name L:J

mazter
| Create Database tenpdh
maodal

Test S —

FIM=_Attendance ¥
|
4.4-27
If it’s the first use of the SQL Server database, please create a database, as the following:
- Sgl server configuration = ',
I Guider Mode ﬁﬁ_’ﬂ:i_l
R (RS
Server name ECOMMERCE-11%SHLEXFRESS -
futhentication lwindnws #nthentication b

Save my password

() Select or enter a database name -

@ Create Datshasze

Create Dlatahasze

@ Create a nex database

Database Hame EINS_Attendancd Comeel |
(7 Attach a datahase file
Create |

4.4-28
You could create the database in the following two ways:
< Create a new attendance database. Please input the database name and then click
“Create” to create the database.

Attentions: the dabase name cannot start with the Arabic numerals. The name cannot
contains any of the special characters except the underline “_”. It is recommended to start with
“RIMS”.

< Create the database through the MDF database file in the system. Browser to get the
MDF file path, as the following, then click “Create” to create a database.
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< Create the storage path of the database

If it’s connecting to the local server, the database is in the “database” folder under the RIMS
installation directory.

If it’s connecting to the remote server, the database is in the Microsoft SQL
Server\MSSQL.1\MSSQL\Data folder under the SQL server installation directory.

Create Database

|| Create a mew database

Databaze Hame EIMS_HEYW Cancel

@ Attach a databaze file

Browse, .. SOL Serwer'MSSOL. 14MSSOLADat2A\EIMS_HEW. mdf] Create

4.4-29
After creating the new databse, you could select the database you just created in the
pull-down menu. Click “ok” to configure the new databse. As the following:

RTINS

master
tempdb
maodal

~ msdb

] amaris_rims01

S Attendance
[ 1
5 _Test
4.4-30

Access Control and Time Attendance Management System E|

Attendance

\l) Data source settingOperation SuccessfulSoftware will restart to ko make the database take effect

4.4-31

After confugring the new database, the RIMS software will restart to affect the database to
the RIMS software.

Attentions: the SQL version supports the version above SQL2005 only.
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4.4.3.5 Image Management (Optional)

#¢ Maintenance

G

% Marmal . Delete Tmage
- Company Info.

@ Administrator

Delete Image

(&) Delete image befare

28-08-2m0 ¥

‘@; Data Maintenance

() Delete span time's image | 28-08-2010

| - [28-08-2m0 |

O Image M

3
(572

4.4-32

() Delete allimage which coresponding DIN - Enrall ID -‘i- |

Image Management: it al ows removing the attendance image in the spanning time
optional y. And it also al ows removing the attendance image corresponding to the

enroll id.
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Chapter Five Operation of the SQL version

1. Instal ation and configuration of SQL database.

Open the SQL2005express under the SQLexpress directory in the CD. (it allows
downloading other version but above 2005.)

You could use the SQL Server database after the installation. Please refer to the
database source administrator for the details of the SQL Server connection.
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Chapter Six QA

1. It cannot connect the device to the computer, what can | do?

A. Check if the serial port cable is damage or not. If it"s damage,
please change another serial port cable.

B. Check whether the COM port of the computer has normal
communication or not. If the communication is abnormal, please
change to another PC communication way.

C. Check the Device ID and Port no. of the RIMS software are the
same with the ones in the device.

D. If the communication way is USB communication, please check if
the USB driver has been installed.

E. Ifit's the connection exception:

—

Unhandled exception has ccouwrred in your application. If

wou click Contirnme, the application will 1znore this
error and attempt to continue, If you click Quit, the
application will clase immediately.

External component has thrown an exception

[ Continne | [ guit ]
There"s a conflict between the RIMS software and one another
software. Close the RIMS software first, then click and run the

Check.exe under the RIMS installation directory, and rerun the RIMS

again.

F. Ifit"s none of the problems above, please check the communication
chip of the device. If there"s any exception, please change another
communication chip.

2. When running the RIMS, it prompts the dialog box “The

application cannot start”.

It"s because you haven“tinstalled the .NET Framework completely,
which leads to the initialization failure.

3. How to set the working shift and affect it to the staff in the
RIMS software?

let"s suppose Company A has three working shift, and people take one of them
every day. RIMS set the shift to the staff automatically according to their attendance
record.
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@ Duty Time . . .
Step1: go to the window, click to add three working shift, as the
following:

Morning time: 01:00-09:00 Afternoon time: 09:00 — 16:00 Evening time: 16:00 — 23:59

Duty Time Duty Time Duty Time

~
i~ il 5 % o ¢
Setup duty-time for the attendancs; —  Set up duti-time far the attendance 'o Set up dutyirne for the attendarics:

I o Y A P L X o 0| : &2
Ciuty Time Moring time  Duty Time Afternoon time 1y, Time Evening time

Atk Type Actual Akt Atk Twpe Actual bt At Type Actual At

On duty time 00 O duty time 05:00 On duty time 16:00

[ dutty tirme: 05:00 OIff duty tire 16:00 [ duty time 2359

Must clock-in Must clack-in Pust clock-in
Must clock-out Pust clock-out Pust clock-out

L

Step 2: turn to the |:| 2l window, click to add three working shift, as the following:

i Shi £t Shift ! E Shift
Different duby-tme amrarge rShifts: Drifferemt duty-time: arange in Shifks: Ditferent duty-time arrange: in Shif

N e N i W o N Pde A O]

S hift Marning zhift S hift Afternoon shift Shift Ewening shift
Select duty-times for the shift Select duty-times for the zhift Select duty-times for the shift

[] ‘wWorkingTime(05:00-18:00] [] working T ire{09:00-18:00) O WDrBingTime[DS:UD-1 8:00)

Moming timef01:00-09:00) [] Moming time(01:00-03: DD] [ Maoming time(01:00-03:00)

[] Afternoon time[03:00-16:00) Afternoon time| | [[] Afternaon time(09:00-16: DD]

[] Evening time(16:00-23:59] [] Evening time[16:00-23: 59] 7| Evvering time(1E: )

| 56
Step 3: turn to D e window, click to add a working group:

- S5-Group

Corbination with ditferent Shifts into & 1

e e N

S-Group |wnrking qroup

Select zhifts for the Shift-Group

Maming shift
Afternaan shift
Evening shift
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2
Step 4: wr User Management window, click to add the new user info. Suppose

there is user info in the software already. Then click to the popup window.

Right click to choose the persons on the left column, then click “Default Att” to select
“S-Group” and working group, then click “Apply” to affect the setting.

‘> Batch Edit Information

o

G|
Dy | Dept. | HegisferDate :__.-’-‘«-ttF!ule Diefault At ._Defaultw-eekend |
fbians LasolllgSbuatles) Default At : | 5-Giraup 7
Hardware Dept. R =
Peter an3 3
Amy 013 LA = {100 - 0300
| Software Dept. Eihift: Afternoan shift
500 - 16:00
Franky anz 2
Adam 007 7 Ehift: Evening shift
EE = |
|1 ser oL

4. What is the data downloaded by the USB flash driver?

A. GLG_001.TXT: is the new attendance record.

B. AGL_001.TXT: is all the attendance record.

C. SLG_001.TXT: is the super administrator operation record.

D. AFP_001.TXT and AFP_001.DAT: are the files when you download
all the enroll info.

5. How to reset the administrator password of the RIMS software.

Enter the “Maintenance” window, click |& 4= then input the

“original password”, “New password” and “Re-enter password”.

If there"s no any password before, then leave the “original password”

as blank.

6. How to empty all the data on the RIMS software?

Enter the “Maintenance” window, click ) paavarenzns . than  click
wy eneensoidas - click “OK” in the prompt window.

Attention: all the data (including the attendance record and the

user info) in the RIMS will be empty.
7. Why can’t I install the Framework?
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You‘re not the system administrator of the windows;

The instal ation has been estimated threatening and been stopped you should
close the anti-virus software first, restart the computer when the installation is
finished

8. Why the Device fails to connect with PC?

Check if the data cable of the machine is correct;

Check if the power line is working and start up the machine;

Check if the communication mode and parameter are correct;

If using the USB communication, check out whether the USB driver is set up or not;

If none of the above reasons, please open and run the Check.exe under the Rims
installation directory.

9. How to install the driver for the USB communication device?
(The installation is no need for serial interface, TCP/IP devices)

The prompt box will display Successful Connect after the connection, insert CD and
click Next step.

10. The time of the machine is not correct, what should | do?

Device Management - Normal - Synchronous Time Device (Synchronize device

time and the current computer time.)

11. How to display the username on the screen of the machine?
(Follow this method to copy fingerprint data when there’re 2 or
more machines.)

Get the Device connected; User Management - choose the Device ID (Device);
right-click the chosen user - Get all Enroll > Upload Enrol - Upload Username.

12. Why there’s no data in the report?

Check if the data has been acquired;

Check if the personnel information is written;

Check whether the Enroll ID is in accordance with the number of the attendance
machine or not;

Check if the personnel‘s date of entry is correct;
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Check whether the default shift is correct or not;
Check if the machine time, report query time is correct;
Check if the data statistics has been done.

13. There are too many columns in the report, what should I do to
delete some of them?

Right-click the column of the report - display/hidden columns - select the

wanted/unwanted ones - save.

14. What can | set in the Attendance Rule Setting?

Attendance management > Attendance Rule: Late/Early/Absence rules, Duty time,
Shift, Weekend, Holiday, Overtime Rules.

15. What can | do with the data after reinstalling operating
system?

System Maintenance - Restore DB; re-input the personnel name, enroll ID (which
will display in the screen of the machine when punching the card) and other
information, acquire al the data again, then process the data.

16. The device cannot be entered when the administrator is
changed, what should I do?

Device management - Normal - Cancel Administrative Authority; Re-enrol the

administrator.

17. Is there any electronic document for help?

Right-click the blank area of the software - Help - Online User Manual

18. What  operations should be handed over when the
administrator’s resigning?

Fingerprint enrol , backup enrol, administrator enroll, cancel administrative

enrollment.

Please refer to the website: http:// www.intellitech.com.pk for more information.

Or you could contact us:

E-Mail: info@intellitech.com.pk
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