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Preface

Honorable customers,

Thanks for choosing products of our company. The product with world cutting edge
technologies—fingerprint recognition, computer communication, as well as
microelectronics, is considered to be combination of three technologies: electronics,
optics and computer communication. It is no doubt that it has become the first choice of
standalone time & attendance for enterprises with its strong function and veracity.

New generation BioNano fingerprint identification algorithm, which undergoes
researching for 10 years, with Tl 300MHz high speed processor, all self-owned
intellectual property rights, unique function of healing the broken fingerprint lines and
intelligent fingerprint template update, is one of the most efficient and stable fingerprint
algorithm in the world.

Please read this user manual carefully to have an initial understanding of functions

and basic knowledge of installation, debugging, maintenance, application and

management to better use this product.
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Advantage of Fingerprint Time Attendance

¢ Three level-up
1. Management level-up
2. Profit level-up
3. Enterprise image level-up
¢ Three reductions
1. Employee dispute reduction
2. Work redundancy reduction
3. Environmental pollution reduction
¢ Three eliminations
1. Buddy punching elimination
2. Loss and damage elimination

3. Circular cost elimination

Full function
The system can realize different functions such as attendance remark,
calculation and report printing. The remark can be made for reasons such as
business leave, absence, marriage holiday and etc.; the checking and calculation can
be made in accordance with different time periods, departments, individual or
combination due to various reasons for absence; the report generation and printing
function can be realized perfectly.
* Flexible Shift Maintenance
The software supports shift on week basis, rotation shifts etc. Various shifts,
public holidays, individual leave and overtime are available to meet the complicated
needs of every enterprise.
* Standalone
The machine can work without connecting to PC, convenient in operation and no
need to occupy any extra resource.
¢ Multi-communication in network
For large enterprise, multiple devices can be applied to do attendance

synchronously, which will be convenient for large quantity of users and save time.
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Software Operation Flowchart
(Important chapter please read carefully)

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

1. System parameter .
name and leaving class.

v

2. Department management

Add, delete and modify departments.

<

1 e

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

w

. Employee maintenance

<

4. Shift management Set timetable and shift.

<

Allocate employee shift or temporary

5. Employee schedule shift.

<

Collect records from the unit or import

6.R d collecti
ecord coflection the backup record file.

<

Deal with business leave/asking for
leave/forgetting clock in/collective late.

~

. Exception management

v

8. Statistic report

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

1. When the software is run for the first time, please set parameters including
company name, time attendance rule, statistic rule for early, late and overtime etc. ,
leave class. When the setting is completed, it is usually not needed to be modified

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

3. When the software is used for the first time, please make a Text file (*. txt) or MS
Excel file (*.xlIs) for company employee in accordance with certain format. For the
format, please refer to [import employee list] so that all employee can be imported to the
system at one time. Employee can be added, deleted, modified and transferred to new
department during future use.

4. First add the proper timetable (from on-duty time to off-duty time) according to
the company rule and then set shifts.

5. After the shift setting is completed, it will work until shift is allocated to employee.
Each employee can only have one shift. Please note the starting date of the shift. After
the allocation of the shift, the arranged working date and time can be seen clearly for
each employee.

6. Attendance records are stored in the time attendance unit. Please download the
records from the unit before report calculation. In addition, employee information and
fingerprint templates can be uploaded and downloaded between the unit and the
computer. Please refer to “Background management” for detailed information.

7. There is always employee away for business, asking for leave and forgetting
clock happening in a company. Once it occurs, please deal with it in time in the software
to ensure the correctness of the statistic report.

8. After all the above mentioned operation is done; the calculation of report can be
operated. The report can calculate the time attendance status of all employees or a
certain employee from a certain department in a certain time period.

In [Attendance Calculating and report], first please select the starting and ending
date of the employee, click “Calculate” and the system will calculate automatically and
check the validity of the records. (There are some invalid records during the use of the
unit. For instance, if one employee presses the finger twice during a very short time
period, one of the records will be regarded as invalid.) If there is any error in the
software calculation, admin can also modify manually to ensure the correctness of the
result.

Please note: From the above flowchart, we can see that if there is an error in
calculation report for one employee, the possible reasons are as follows:

Employee shift or temporary shift is incorrect.
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Exceptions such as employee away for business/ask for leave/forgetting clock
in/out is incorrect.

Checking and calculation of transaction records is incorrect.

Contact us at: www.nwstm-us.com



1

2

3

Contents

Product INTrodUCHION.........c.viiiiiiii e s 2
1.1 INEFOAUCTION ... e 2
111 Product FEAtUre..........ooviiiiiiii e 2
OPEration GUIAE .....c.cceiiiiiiiiee et e e e e e e e e e s st e e e e e e sennsraeeeaee s 5
b2 B =1/ o= To I [ 10T 0T} o] o IR PPPPPPPN 5
2.2 Time attendance status.............coceeiiiiiiiiiici e 5
2.3 USBrI e 5
231 USErENIOll...ccoeiiee e 6
2.3.2 USErDeletion........ccoocuiiiiiiiiiieie e 8
2.3.3  VErify MOGE.....cooii ittt a e e 9

P N €] (o 10 o 1= (U] o USSP PUPPRRPIN 10
2.3.5  AdMIN SEIUP ..oviiiiie e 12
2.3.6  ManAgEr ClEar.......cocuiiiieiee ettt e e e e e e e e e 13
D 1= (U] o T PP UUUPUPRPPN 14
241 DEVICE ID ..o 14
A N 11 1 YR PPPR 15
2.4.3  LANQUAGE oo oo 16
2.4.4 WOTK COUE SCOPE.....ccoueviiiiieee ettt e ettt e e e e st e e e e e e s e eanraeeeaaeeeanannes 16
245 INBL e e 17
2.4.6 Matching Precision ... 22
247 UNIOCK .ot 22
2.4.8  AULO Off oo 23
249 AutoUpdate........coooiii 24
2410 LOG SEIUD o oi i 25
2411 Re-VErify tIME ..oooiiiieieee et 26
2412 Hardware TeSt ......cceiiiiiiii i 26
2.5 SYSIEM INTO . e a e e 28
2.6  T&ASAtUS SEHING ...cciiiiiiieiiiieee e 29
N A I Y NPV S VS UROPRURPRN 29
2.8 SRUL AOWN ...ttt 31
System INStallation.............oviiiiiiii e 33
3.1 RUNNING ENVIFONMENT ....ooiiiiiiiiiiiiiiiiiieieieeeeeeeeeeeee ettt eeeeeeees 33
I

Contact us at: www.nwstm-us.com



3.2 System INStallation...........c.uuviiiiiiiiee e 33

3.3 Uninstall the SOftWare ...........coeriiiiiiiii e 35
4 Data COMMUNICALION ......veiiiiiiiiieiee ettt e e 37
4.1  T&AMachine Management ...........ccocciviiiieeiiiiiieiiee e e e 37
411 A UNIb.cie e 37
4.1.2  MOdify UNit.....ooieieiieiiee e e 38
4.1.3  Delete UNit.....coceiiiieieeee e 39
414 Right KeY MENU .....cooeiiiiiiiiie 39
4,141 Setthe IP Configuration ..........ccccooieiiiiiiieeii e 39
4.1.4.2  Terminal INformation ...........ccooviiiiiiii e 40
4,143 Open the door via software ...........cccoeeeeeeiiiiiiiiiieee e 40
4144 Message Management........cccociii e 40
4.1.4.5 Disable the Manager .........cccccooiiiiiiiiiiiii e 41
4.1.5  SyNChronize TiME ........uuiiiiii it e e e e e e e 42
4.1.6  Initialize Unit.......cooooiii 42
4.1.7  Terminal Parameter Settings ..........ccciviiiiiiiiiiii e 42
4.1.8 RING SEHINGS ...oeiiieiiiiiiiiiiie e 44
419 Time zone/Group SEttiNgS......ccccuvviiiieiiiiieee e 45
4.1.10  Download NEW rECON..........cuiiiiiiiieiiiiie et 46
4111 Download all RECOId.........cccuiiiiiiiiiiiiie e 46
4112 Clear RECOIM ......ooiiiiiie ittt 47
4.1.13  Backup EMPIOYEe.......ccoooiiiii 47
4.1.14 Resume EMPIOYEE ....ccoeeiiiiiiii 48
4.2  ReCOrd SUPEIVISION ...cccciiiiiiiiiie et e e e e e e e e ree e e e e e e eanens 49
4.2.1  Activate Real-time ..........ccccooiiiiiii 49
4.2.2  Prohibit real-time ...........cccveiiiiii 49
4.3  Employees Management .............uuuuuuuiuiuimiiiiiiiiiiiiieninineenanennaan e 50
431 AddEMPIOYEE ..o 50
4.3.2  Modify EMPIOYEE ........uuviiiiieiieiiieieee ettt 53
4.3.3 Delete EMPIOYEE ...cccoeeeieiieeeeee 53
4.3.4  Transfer Department..........cccoooiiiiiiee i 53
4.3.5  SELPIIVIIEGE ..uvveeiiiii e 54
4.3.6 COPY PrIVIIEGE .cocoeeeeeee e 55
4.3.7  DoWNIoad FP.....oooiiiiiieee e 56
11

Contact us at: www.nwstm-us.com



4.3.8 Upload EMPIOYEE & FP ....cccoiiieiiee et 56

4.3.9  Delete from Unit.........cooiiiiiieiiieee e 57
4.3.10 Employee CheCKING........ccciiiiiuiiiiiiee et e e e 57
4.3.11 Department Management .............ccoe i 57
4.4  Record Management ...........uuuuuiumuiuiiiiiiiii s 58
441 ReCOrd SEArCh.......cccuiiiiii et 59
442 EXPOrt RECOId.....ccooiiieiiieeieeee e 59
45  SyStem SEHINGS .....vviiiiie i 60
451 Basic parameter settings ... 60
452 T&ASIAtUS SELHNG .....vveiiiiiie e 61
4.5.3 Timing Downloading Record.............ccccoeiiiiiiii 62
454 Management PWD Setting .......cc.eeviiiiiiiiiiiiiiee e 62
455 Database linking setting.........coooiiii 63
456 EXtSYStemM ..o 63
4.6 Userinterface configuration..............cccoueiieiiiiiiiiiiiee e 64
4.6.1  Interface SKiN COIOT ........ooiiiiiiiiiiiet e 64
4.6.2 Change the software [anguage...........cccccvvvieiiiiiiiiiiiee e 64
4.6.3 Setquick access button...........c.veeiiiiiiiiii e 64
Background Management...........coeviiiiiiiiiieiiieieiiieieieieeeee e eeeees 66
L Y (=1 1 o PO PUPPPPRN: 67
5.2.1  Parameters SettingS .......ccoooiiiiiiiie i 67
5.2.2  ADMINISIratOrs. .......oviiiiiii e 69
5.2.3 Administrator’s Password Set...........cccccveiiiiiiiiiiic i 70
5.2.4 Modified RECOId LOG ..c..ceoiiiiiiiiie ettt 71
5.25  ManNaQiNg LOg ... uuuuuuuuuuuiii s 71
526 SetDatabase Link ........ccocoiiiiiiiiiiiii e 72
B5.2.7  EXIt SYSIeM..cciii e 73

Lo TRC T  | 21Y/ F= T P= Vo =T 0.4 1= o | S PP PPPPPPPPPPNE 73
5.3.1  Department Management...........ccooooii e 73
5.3.2 Employees Mainte€nance ..........ccccooiiii s 74
5.4  Attendance Management.........c.ooviiiiiiiiiiiiiiiiieieieieieieeeeeee e 77
541 HOIAAy LiSt.......coiiiiiiiiiiieeee s 77
54.2 Timetable and Shift..........ccooiiiiiiii e 78
5.4.3 Employee Scheduling.........cccuiiiiiiiiiiiieee e 84
II1

Contact us at: www.nwstm-us.com



544 Attendance RECOIAS .......cccooiiiiiiiiiiiiii et 86

5.4.5 Attendance Calculating and Report........cccccoeeviviiiieeiiiiciiiiee e 88
5.5 Deal With EXCEPLIONS ....oeviiiiiiiiiiiiiiiiiieieiee ettt ee e e e eeeeeeeeeeee 95
5.5.1  Away 0N BUSINESS/ LEAVE........ccoieeiiiiiiiiiiiee ettt 95
5.5.2  Append RECOIM..... ... e 96
5.5.3  Append Record CollECHVEIY.........cccoiiuiiiiiieee i 97
5.5.4 Dealing with Collectively Late / Leaving ...........ccoocveeeeeeiiiiiieeeeee e 97
5.6 Data MaintenanCe...........cccooiiiiiiiiiii e 98
5.6.1  Import EMpIoyee List.........oi e 98
5.6.2 Import Attendance ReCOrd............coiiiiiiii e 99
5.6.3 Clear Obsolete Data ...........cccceeriiiiiiiiiiiiee e 99
5.6.4 Compress Database..........cccuveiiiiiiiiiiiiiiiee e 100
5.6.5 Backup Database ..........ccccociiiiii e 100
5.6.6  Initialize SYSteM.......cooiiiiiiiiiiiie e 100
5.7 External Program Management...........coouvviiiiiiiieieiiiiiiiiieieieeeieeeeeeeeeeeeeeeeeeeeees 100
5.7.1  External Program Management............cccocoiiiimimimnniniiiiiiiiieenenenes 100
5.7.2 Connect to Time Attendance Machine............ccccocoveiiiniiiiiciiic e 101

B F QA o e 103
6.1 Fingerprint has enrolled but often gets failure in identification. ..................... 103
6.2 No records found though employee have clocked infout. .............cc.ccceennnes 103
6.3 The machine cannot connect with PC. .........c.ccooiiiiiiiiiii e 103
6.4 Clock’s time works fine, but FP scanner is off, employee cannot attendance 103
6.5 We do not use the ID + fingerprint mode to verify. ..........ccccooveiieeiee e, 104
6.6  The unit beeps automatically when no one punches infout. ......................... 104
Y o] 01T o To | PP 106
7.1 WIrNG INSTFUCHION ..ottt eeeeeeeeees 106
7.2 lllustration for pressing fingerprint............coocciiiiiiiiiiiciiee e 112
1V

Contact us at: www.nwstm-us.com



Ol G  Introduction

The main theme of this chapter is the advantage

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

1.1 Introduction

The professional fingerprint T&A and access control system is the newest
fingerprint T&A and proximity card access control system released in 2011. The multiple
identification methods of different combination of fingerprint and card can meet the
needs of different clients.

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

attendance transactions.

-] 5
= =

3

1.1.1  Product Feature

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

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

* Professional fingerprint strengthen membrane from Taiwan; Improved
performance to dry or wet fingers; Easy maintenance; 360 degree identification;

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

 Optional ID, Mifare or HID card reader;

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

» Support wiegand input and output; tamper alarm output to connect with alarm

2
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equipment outside and output the alarm card No. to controller by Wiegand26;

* Enable directly drive the electric lock to open the door. Optional SC021 or SC822
access controller for separate type secure access control;

* Real-time data transfer and WEB online tracking;

» Support time zone access control and real-time data monitor, easy-to-use and
user-friendly software;

* Identification method: ID + PW, ID + FP, FP only, Card (Optional);

» Standard fingerprint capacity 2000; Standard record capacity 50000;

¢ Wall mounted; combine 2-in-1 function for time attendance and access control;
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oGP Operation Guide

This chapter is mainly about appearance
illustration and relevant system settings such as how

to add and delete users etc.
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2 Operation Guide
2.1 Keypad Introduction

&
Cu 4 IN outr | OK
| 2 3 Fn

- = = o

1 B =) M
Keypad introduction:
[Co]: Exit/Cancel key/Power key; [ « IN]: Direction (Up)/Select key;
[&]: Bell; [OUT » ]: Direction (Down)/Select key;
[OK]: OK key; [M]: Menu key;
[0-9]: Number key; [FN]: Work Code Function key

2.2 Time attendance status
Plug 12V power adaptor to power on machine. While machine startup, the sensor,
LED indicator and LCD displaying,

IN

09 : 00 2

11-09-26 MON

In this status, we can start user T&A, status setting, entering management mode
and power off operation.

The followings are detailed introduction for T&A machine operation.

2.3 User

Employee info management includes user registration, user deletion; verify mode,
group setting and manager setup and deletion.

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

»User
Setup
USB Flash

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

User v
» Enroll

Delete

Verify Mode

2.3.1 User Enroll
In [User] menu select [Enroll] option and press [OK] to enter user registration

interface. Input user ID, i.e. 8101

e 2

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

Fingerprint registration:
Press [<] IN] or [OUTP>] key to select 1 or 2, 1 is to register the 1% FP, 2 is to

register the 2" FP. Press [OK] to continue,

Enroll FP

Press Finger #1

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

6
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fingerprint.

e 2

Enroll FP

Take Off!

g J

Remove finger, the system will prompt,

e 2

Enroll FP

Press Finger #2

g J

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

system will prompt,

Enroll FP Y
008101-1 g/é
Sav-OK -

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

Password registration:

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

Enroll PWD

PWDID * ok ok %k
Esc-C Set-OK

Input password with 1-6 digits. Press [OK] to confirm and input password again.

The system will prompt,
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e 2

Enroll PWD

PWDID
Confr

g J

Press [OK] and enter save interface,

e 2

Enroll PWD
008101-P
Cancel-C Sav-OK

g J

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

Card registration:

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

Enroll Card

Swipe card!

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

save interface,

Enroll Card
008101-C
Cancel-C Sav-OK

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

2.3.2  User Deletion

When there are employees leaving or information changing, we need to delete
these employees to free more memory space.

In [User] menu, press [<I IN] or [OUT[D>] to select [Use delete] option
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e 2

User v
Enroll

» Delete
Verify Mode

g J

Press [OK] key to enter user deletion interface.

e 2

Delete

ID 000000

g J

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

e 2

Delete

008101
No-C Yes-OK

g J

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

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

Delete

User Empty!

2.3.3  Verify Mode

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

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

User
Enroll
Delete

» VVerify Mode

Press [OK] key to enter the setting interface:

-

g

Verify Mode
» 008101

Esc-C

v
ANY

Set-OK

J

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

Verify Mode
» 008101

Esc-C

v
ANY

Set-OK

ID

Verify Mode

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

Verify Mode

008101
Yes-OK

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

to confirm and enter save interface:

Verify Mode
008101 FP+PW
Cancel-C Sav-OK

Then press [OK] key to save this setting; Press [C] key to cancel this operation.
234

Group is based on time zones. One group can set max 4 time zones, so max 32

Group Setup

time zones can be set. Normally, system will default group 0 as normal close status

10
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group, group 1 as normal open status group.

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

e 2

User v
» Group Setup

Admin Setup

Admin Clear

Press [OK] key to enter group setup interface,

e 2

Group Setup v

» 000801 GO01
000802 GO01
Esc-C Set-OK

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

group ID manually.

Group Setup v Group Setup

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

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

Group Setup

008101 Gl
Yes-OK

Group number can be input through [< IN] or [OUT[>] key or number key. Max

group number is 16. ). Press [OK] key to confirm and enter save interface.

Group Setup

008101 GO03
Cancel-C Sav-OK

Then press [OK] key to save employee’ group settings with voice prompt ‘Setting

11
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successfully’. Press [C] key to cancel this operation as well.

Prompt: functions are different based on different device type.

2.3.5 Admin Setup

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

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

e 2

User v
Group Setup

» Admin Setup
Admin Clear

g J

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

e 2

Admin Setup

Esc-C Add-OK

g J

Press [OK] to start adding manager,

e 2

Admin Setup

12000000

g J

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

e 2

Admin Setup

008101
No-C Yes-OK

g J

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

setup interface.

12
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Admin Setup
»ID 008101

Esc-C Add-OK

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

as well.

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

Menu. The interface is as following;

2.3.6

Manager Clear

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

Press [OK] to enter manager clear interface,

Admin IN
09 : 002

11-09-26 MON

User v
Group Setup
Admin Setup

» Admin Clear

Admin Clear

»ID 008101
ID 008102
Esc-C CIr-OK

J

Press [<I IN] or [OUT[D>] key to choose the manager ID

p

\

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

Press [OK] key to confirm he manger ID.

to be deleted, i.e. 8102:

13
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Admin Clear

In2008102

Note: in manager clear interface, you can press [OK] key to input manager ID and
delete it manually.
Press [OK] key to confirm the manager ID to be deleted, and enter manager clear

interface,

Admin Clear

008102
No-C Yes-OK

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

clear interface.

Admin Clear
»ID 008101
ESC-C CIr-OK

Press [OK] key to delete manager continuously. Press [C] key to exit manager
clear interface as well.

2.4  Setup

[Setup] menu mainly includes [system] setup, [log setup] and [Hardware Test].

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

Menu
User

» Setup
System Info

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

14
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In [Setup] menu, press [<I IN] or [OUTD>] key to enter [System] setup option,

s 2

Setup

» System
Log Setup
Hardware Test

g J

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

s 2

System v
»Dev ID 1
Time
Language ENG

g J

Press "OK". And then enter a new Dev ID(1~99999999). Press "OK" to
confirm. Press " C" to cancel.
Notice: 1. The Device ID is user-definable. Socpe:1~99999999

2 .Device ID of the unit is required in software communication

3. It doesn’t allow duplicate Device ID in one LAN. Otherwise, it will cause
software communication error
242 Time
In [System] setup menu, press [<] IN] or [OUT>] key and shift to [Time] option,

s 2

System v
Dev ID 1
»Time
Language ENG

g J

Press [OK] key to enter time setting interface.

s 2

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

g J

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

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

15
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Time SUN

2011-09-26 14:58
Save?

No-C Yes-OK

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

24.3 Language

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

e 2

System v
Dev ID 1
Time

» Language ENG

g J

Press [OK] key to enter language setting interface,

e 2

System v
Dev ID 1
Time

» Language ENG

g J

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

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

setting save interface.

Setup
Save?

No-C Yes-OK

Press [OK] key to save system setting. Press [C] to cancel and exit to upper menu.
2.4.4 Work Code Scope
Work code is a code for different work. Use for device supply a parameter to label
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an attendance record as which kind of the work. It is easy for count attendance time for
different work. The scope of the work code is: 0-999999. It is an invalid when over this
scope.

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

option,

' a

System
» Workcode Sope
Net
Precision 1

\ J

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

' a

Workcode Scope
Max 999999
Min 0
Set-C Next-OK

J

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

' a

Workcode Scope

Save?
No-C Yes-OK

Press [OK] to confirm and save.
245 Net
Network setting main includes [IP Address], [Subnet Mask], [MAC Address] and

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

System
Workcode Scope
» Net
Precision 1

Press [OK] key to enter net parameter interface,
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Net v

» Mode Server
IP Address
SubnetMask

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

Net v

» Mode Server
IP Address
SubnetMask

Server: Normal net mode
Client: Only communication with the PC which has server IP.
[IP Address]: Press [<] IN] or [OUT[>] key and shift to [IP address] option,

\

Net v
Mode Server

»|P Address
SubnetMask

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

IP address
168 .000 .218

Set-C Next-OK

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

save interface.

IP Address
192 .168 .000 .219
Save?
No-C Yes-OK
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Press [OK] key to save the modification. Press [C] key to cancel.
[Subnet Mask]: Press [<] IN] or [OUT[>] key and shift to [Subnet mask] option.

e 2

Net v
Mode Server
IP Address

» SubnetMask

g J

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

e 2

Subnet Mask
255 .255 .000

Set-C Next-OK

g J

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

mask save interface.

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

Press [OK] key to save the modification. Press [C] key to cancel.
[MAC Address]: Press [<] IN] or [OUTI>] key and shift to [MAC address] option.

e 2

Net v
»MAC Address
GateWay IP
Local port 5010

g J

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

e 2

MAC Address
247 188 .066.
084 .215
Set-C Next-OK
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Press [<] IN] or [OUT[>] key or number key to input MAC address. Press [OK] key
to shift between the 6 segments. After set is completed, press [C] key to enter MAC

address save interface.

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

Press [OK] key to save the modification. Press [C] key to cancel.
[Gateway IP]: Press [<1 IN] or [OUTD>] key and shift to [Gateway IP] option.

Net A
MAC Address

» GateWay IP
Local port 5010

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

Gateway IP
1168 .000 .001

Set-C Next-OK

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

save interface.

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

Press [OK] key to save the modification. Press [C] key to cancel.
Port:
Press [ «IN]. [OUT » ] to select [Port] option:
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Net v
MAC Address
GateWay IP

»Local Port 5010

Press [<] IN] or [OUTD>] key or number key to input port. After set is completed,
press [C] key to enter save interface.
Server IP address
Press [ «IN). [OUT » ] to select [ Server IP] option:

' a

Net v
MAC Address
GateWay IP

»Serve IP

\ J

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

' a

Serve [P
192 .168 .000 .001

Set-C Next-OK

\ J

Press [<] IN] or [OUTD>] key or number key to input server IP. After set is completed,

press [C] key to enter save interface.

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

Press [OK] key to save the modification. Press [C] key to cancel.
Server port
Press [ «IN]. [OUT » ] toselect [Server port] option:

21
Contact us at: www.nwstm-us.com



Net v
»Server Port 5010

Press [<l IN] or [OUTP>] key or number key to input server port. After set is

completed, press [C] key to enter save interface.

Setup

Save?
No-C Yes-OK

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

2.4.6 Matching Precision

There are three fingerprint matching precision levels (0, 1, and 2). 0 is lower
precision (Basic) .1 is standard precision (Good). 2 is high precision (Excellent).

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

s 2

System v
Workcode Scope
Net

» Precision 1

g J

Press [OK] key to enter precision setting interface,

s 2

System v
Workcode Scope
Net

» Precision 1

g J

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

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

‘No’ means no delay and the max delay time is 15 seconds.
Press [<I IN] or [OUTD>] key and shift to [Unlock] option,
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s 2

System v

» Unlock 5
Door Alert No
Auto off 10

g J

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

s 2

System v

» Unlock
Door Alert No
Auto off 10

g J

Press [<] IN] or [OUTD>] key or number key to input delay time. Press [OK] key to
confirm. Then press [C] to save the setting.

2.4.8 DoorAlert

Door alert use for check lock was closed after user access. If lock does not close
the device will alarm out. The delay time for door alert is 1-99 sec and “No” means
disable the door alert function.

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

-

N

Ststem v
Unlock 5

» Door Alert No
Auto Off 10

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

Ststem v
Unlock 5

» Door Alert No
Auto Off 10

Press [<] IN] or [OUT[>] key or number key to input door alert. Press [OK] key to
confirm. Then press [C] to save the setting.
248 Auto Off
Auto off is the time period from the last operation on device to coming into
dormancy status. Time range is 1-250 minutes. ‘No’ is no dormancy forever.
23
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Press [<I IN] or [OUT[P>] key and shift to [Auto off] option.

s 2

System v
Unlock 5
Door Alert No

» Auto off 10

g J

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

s 2

System v
Unlock 5
Door Alert No

» Auto off 10

g J

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

2.4.9 Auto Update

Update the fingerprint template intelligently: During fingerprint sensor identification
process, the senor replaces the lowest-quality data with new, higher-quality data that it
acquired in the matching process. This enables the sensor to maintain high quality data
at all times, saving the user from repeated authentication attempts.

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

s 2

System v
» Auto Update No
Image Disp. YES

g J

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

s 2

System v
» Auto Update No
Image Disp. YES

g J

Press [<] IN] or [OUTP>] key to choose ‘Yes’ or ‘No’, and then press [OK] key to

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

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

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

e 2

System v
Auto Update No
» Image Disp Yes

g J

Press [OK] key to enter setting interface:

e 2

System v
Auto Update No
» Image Disp Yes

g J

press [<I IN] or [OUT[>] key to choose ‘Yes’ or ‘No’, and then press [OK] key to

confirm. Then press [C] to save the setting.
2410 Log setup
Log warning number has the highest limit of 5000. When the available records
memory is less than the “Glog Wrn”, system will prompt corresponding operation.
Press [<I IN] or [OUTD>] key and shift to [Log Setup] option.

s 2

Setup
System

»Log Setup
Hardware Test

g J

Press [OK] key to enter sub-menu,

s 2

Log Setup
»Log Alert 1000
Re-Verify NO

g J

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

log warning setting interface.
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Log Setup
» Log Alert 3000
Re-Verify NO

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

2411  Re-Verify time

The Re-verify time is the time interval in which you make continuous records with
the same finger (1-250 minutes), and then the device will only save the first record. If
the re-verify value is “NO”,

It means that you every record saved in the device.

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

e 2

Log Setup
Log Alert 3000
» Re-Verify No

g J

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

e 2

Log Setup
Log Alert 3000
» Re-Verify @

g J

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

Prompt: if the same finger is identified continuously in re-verify time period, only the
first record will be saved in device memory.

2412 Hardware Test

Test the functions of machine keys, LCD, voice, scanner and data area.

Select [Hardware test] option in [Setup] menu:
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e 2

Setup
System
Log Setup
» Hardware Test

g J

Press [OK] to enter setting interface as following:

e 2

Hardware Test v
» Keypad

LCD

Sensor

g J

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

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

Keypsd
Current key
3

Esc-C

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

Esc-C Next-OK

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

enter sensor testing interface.

Sensor
LUM 130
Esc-C Adapt-OK
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Flash: press [<I IN] or [OUT[>] key to select [Flash] option, and press [OK] to enter
flash testing interface.

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

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

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

Flash

Flash OK!
Esc-C

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

2.5 Systeminfo

System info shows the current usage status of device, such as user quantity,
fingerprint quantity, records quantity and the firmware version etc.

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

option,

MENU
» System Info

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

device.
System Info v System Info A
»User 1000 » Serial 12345678
FP 1000 12345678
log 5000 FirmVer 01.98.F2

User: Registered user number in device

FP: registered fingerprints number. Select it and press [OK] key and you can check
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the same password and card enrollment number.

Log: The number of the attendance record stored in the device.

Serial: The unique identifier of the device and cannot be modified.

FirmVer: the firmware version of program which write in EROM or EPROM
(Programmable read only memory). So called firmware is firm program saved in
integrated circuit firmly, responsible for controlling and dealing with integrated circuit.

After checking completed, click [C] to exit.

2.6 T&A status setting

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

IN, BREAK, OUT.

ouT BREAK
09 :00 2 09 :00 2
11-09-26 MON 11-09-26 MON

27 T&A
FP only mode: In T&A status, place registered finger on sensor scanner. After a

beep ‘di-’, system will prompt as following,

Verify FP

Take Off!

Remove your finger. If access granted, green LED indicator will be on with voice

prompt ‘Access granted’. And interface displays as following,

Verify FP

8001 i///;///;
Verified! \\:?//%

If access fails, red LED indicator will be on with voice prompt ‘Access denied’. And

interface displays as following,
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Verify FP

N

Take Offl
Input Again!

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

Verify PWD

ID 008108

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

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

ID+FP mode
In T&A status, input employee ID, i.e. 8102

Verify Pass

ID 008102

Press [OK] key to confirm and place finger on sensor scanner. After a beep ‘di-,

system will prompt as following,

Verify FP

Take Off!

Remove your finger. If access granted, green LED indicator will be on with voice
prompt ‘Access granted’. Else red LED indicator will be on with voice prompt ‘Access
denied’.

Card only mode
30
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Swipe user card, after a beep ‘di-’, system will prompt as following,

Verity Card
ID 008101

Verified!

2.8  Shut down

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

Shutdown!
17 : 30 4
11-09-26 MON

Then device will shut down.

Notice: If external power is connected, you can press [C] key to power on device.
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OYETICIRY System Installation

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

hardware and operation system requirement.
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3  System Installation

First we should install background management software on the computer. Please
refer to the following steps:
3.1 Running Environment
Hardware environment
Pentium [ 266 and above; PentiumIII500 and above is recommended;
128 Memory and above; Minimum 100M hardware space;
COM Port;
CD-ROM (CD-ROM needed in installation);
VGA support 800*600 resolution and above;
Operating system:
Microsoft Windows 2000/ XP (recommended);
Microsoft Windows Vista;
Microsoft Windows 7;
3.2  System Installation
Please insert T&A disc into CD-ROM and the disc will automatically run the
installation program. If not, please run setup.exe in the root directory of the disc. The
following window will pop up:
£ Fingerprint TéA and Access Control System

Welcome to Fingerprint T34 and Access Contol System Setup
program. This progiam will nstall Fingerprint TA4 snd Access
Contral Systemon wour computer.

Itis strangly recommended that you exit all Windows programs
before running this Setup Program.

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

‘WARNING: This program is protected by copyright law and
intenational treaties.

Urauthorized repraduction or distribution of this pragram, or any
portion of it, may result in severe civil and criminal penalties, and
will be: prosecuted to the maximum extent possible under law,

Cancel

Click [Next] to continue installation (see the picture below):
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;?—: Fingerprint T&A and Access Control System

Setup will install Fingerprint T4 and Access Contral Spstem in the Following folder.

Toinstallinto a different foldes, click Browse, and select another foldar

“fou can chooze not ko install Fingerprint Tha and Access Contol Spstem by clicking Cancel
to exit Setup.

Ciatt Erowse..

"Deslmatiun Folder ‘

T Installation Guide

Cancel |

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

“fou are now ready to install Fingerprint T4 and Access Control Spstem

Click the Mext button to begin the installation or the Back button ta reenter the installation
information,

T4 Installation Guide

Cancel |

Click [Back] and installation will return to the previous screen and re-select target
directory; Click [Next] and the installation will start as the following picture shows:

Fingerprint I&A and Access Control System

Installing

- Current Fil

Copying file:
C:AAIAPricomm.exe

&l Fil

Time Remaining 0 minutes 0 seconds

ise Installation 'Wizard?

sk | | [ Canee
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The installation will be done after seconds (see the picture below):

;g__ Fingerprint T8A and Access Control System

Fingerprint T&aA and Access Contol Spstem has been
successhully installed

Click. the: Finish button to exit this installation,

Click [Finish] to close the installation program and an icon Q) will be added to the

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

the picture below:

-

T RS
ggz Snaglt B Ml Finzerprint TAA and Access Comtrol Spstem [ Communication Managenent Software

@ miE
Communi cation
Wanagement Softw

oo IEIEME
FHEF® b

(/) Fingerprint Téh and Access Control System

4% Uminstsll Fingerprint TRA and Access Control System

Macromedia 4
A herobat Distiller 9

The shortcut of [Fingerprint Time and Attendance System], [Time and Attendance
machine Management] and [U Disk Module Management] are included in [Fingerprint
T&A Management System].

3.3 Uninstall the software

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

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

please make sure before operation.
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OEIJEIEE Communication

The chapter is mainly about how to add, delete

and set communication between PC and terminal.
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4  Data Communication

Select [Start] - [All programs] - [Fingerprint Time and Attendance System] - [Time
and Attendance machine management], the main interface will show as following

(default password is empty):

P‘:!/) £ @ () English ML Communication Nanagement Software V3.7 - =X
: Unit Wanagement | Record Superwision  Employees Management  Record Managenent
— P y at . = —
BEE O A @ P O ) D@ e
Add  Modify Delete Synchronize Initialize Terminal Ring Time zonefGroup Download Download Clear *Bes\ma Employees
Unit  Unit  Unit time unit parameter settings settings new record all record record
e pr— Wiuiis [ereerrmet:
= &l Groups
Graupl
Group2
Group3
Groupd
GroupS

| 0%

8

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

password firstly.

System Logining

Management P/ l:l

oK LCancel

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

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

System prompt

92 Wrong admin password, you have 2 chances to try again,
\-ij Fleaze enter the adnin password againl

Click the button [OK]. And then try to enter the correct password
4.1  T&A Machine Management
411  Add Unit
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Click the button [Add Unit]. Following windows pops up:

Terainal Nanagement 3

Terminal nfo

Communication bethod
Temminal Mo,

& LISB[no diiver]
g 1
Device ID LN —

[Check Device 1D from the device menu)

Device Name |1

* LANIClient)
o~

Device Group |Grovel |
- Rs4es  [com -
Toh stotus |Hedlstas =)

ak Cancel

Remark:

Terminal No.: This number can be set as you like.

Device ID: Check Device ID from the device menu

Device Name: You can set it as you like.

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

T&A Status: There are three options: Actual Status, on duty and off duty. When we
set it as “Actual Status” the attendance records’ status in the software are as same they
are in the device. If you set it as “ON Duty”, all the records’ status which is from this
machine will be “On duty”.

USB: Connect the terminal via USB cable;

LAN: Input the terminal’s IP address. The default IP address is 192.168.0.218.

LAN (client): Only communication with the PC which has server IP.

RS485: The default COM value is COM1;

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

. Please move the cursor to the terminal icon it displays as follows:
( N\
Machine Number: 1

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

Connection State: Abnormal
. J

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

with machine (i.e. Synchronize time). When connection state is normal, terminal icon

o™
will become blue (\mestea),
4.1.2  Modify Unit
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Choose the terminal and then click [Modify Unit], the following window pops up:

Terainal Nanagement X
Teminal Info .
Communication Method
Terminal No. & UISB{no diver]
3 1
Device D LN —
[Check Device 1D from the device menu)
" LANI(Client]
Device Hame |!
o~
Device Group | Broue] hd
" R5485 COM1 hd
Ted status | Feal status -
ok LCancel

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

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

System prompt

\_? Already have the machine number and the deviee ID

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

box pops up:

Please confirm...

Thiz operauan will deal with the zelected machine
adoffic

\:/ 1[Ke
Are you zure to continue?

1 Cancel

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

@ | select a1

@ Reverse Selection
Set the IF cenfiguration
Terminal infermation
Open the door wia software
Meszage Hansgement

Dizsbls the nanager

[Select All]: Select all the terminals.

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

4141 Setthe IP Configuration

Click [Set the IP configuration] and open the window:
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B Set the terminal’s IP configuration

Set the terminal's IP configuration
[~ P address

[
[ Default gateway: |
[ Submask: [
r I

ak Cancel

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

4.1.4.2 Terminal Information

Display terminal information as follows:

& Terninal information X
Terminal infarmatior

User number g

Fingerpiint nurmber 5

Pagsword number B

Card number 2

Mew records number 0

Total records number 410

Firmware version c1.73.05

Betrieve Cancel

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

4.1.4.3 Open the door via software

Open the door via software

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

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

And meanwhile you can hear the sound from the relay.
4144 Message Management
Send the message to the user when he clock in.

Click the item, a window pops up as follows:
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[ Nessage Nanagement E|

Filvste messancia (o) Begin date| 20101217 ] End date| 20101217 <]

Message Type

Message Euntent‘ Add Message
Message List Fead Message

NO. Message Typ Emploree I[ Hame EBegin date End date Message Content

‘ 124 | Delete All Messages | Delate Selected Messages|

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

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

Click [Add Message] button to add the message.

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

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

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

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

Message length: 27 Chinese letters or 54 English letters.

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

4.1.4.5 Disable the manager

Clear the device manager.

Choice [Disable the manager] menu, the system will prompt as follow:
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\',:/ hre you swre to te disable the menager 7

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

operation.

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

4.1.5 Synchronize Time
Synchronize the terminal's time with the computer time. Click the button

[Synchronize Time]. Following message box pops up:

Please confirm...

<P Thiz operauin will deal with the zelected machine
doffi

2/ ke
Are you sure to continue?

1 Cancel

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

Some operation information displays in the main interface as follows:

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

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

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

Please confirm...

y This openmn #ill deal with the selectad machine
\.# 1[Headoffic
Are you sure to continus?

1 Cancel

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

Some operation information displays in the main interface as follows:

[2009-03-18 13:52:59]Initializing...
[2009-03-18 13:53:01]1[Head office] Initialization successful!

4.1.7 Terminal Parameter Settings

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

Termianl parameter settings K
Slegp fime(0-250 minuie) 0
Welume(0-5) 3
Date farmat yy-mm-dd :"
Time farmat 24 Hour hd
Matching precision Good hd
Recard alam threshold value(0-5000) 1000
Time period betwsen repeated clocking(0-250 minute] |2
Update the fingerprint template inteligently Enable I
“whorkcnds prompt Disatle he
Ring function Disable :"
‘Wiegand mode ‘wisgand25 :"
Fired wisgand area code{0-254)
Lock Relay time[0-15 second]

Drizplay D efault setting |

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

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

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

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

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

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

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

[Update the fingerprint template intelligently]: During fingerprint sensor
identification process, the senor replaces the lowest-quality data with new,
higher-quality data that it acquired in the matching process. This enables the sensor to
maintain high quality data at all times, saving the user from repeated authentication
attempts. Default status is limited.

[Work code prompt]: The work code indicates what kind of work that the employee
takes. If you enable this function, the terminal asks for the work code after one get pass

from the terminal.
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FP Verify
ID 008101

Workcode 000000

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

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

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

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

same in these two terminals.

all.

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

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

Please confirm...

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

The operation information in the main interface is as follows:

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

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

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

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

B Set ring time

Detailed informatiars

Ring time: 10000

[¥ Monday

Iv Friday

+ add |

¥ Tuseday

[ Saturday

= Delete |

[v ‘Wednesday [ Thuisday

[ Sunday

ok | concel |

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

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

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

in the main interface:

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

4.1.9 Time zone/Group settings
This function is only for the terminals which have the access control output.
Click the button [Time zone/Group settings]. The [Set time zone/Group] window

pops up:

B set time zone/Group El
Time zone settings
Timze zone number - Set
Monday begin/end time 00000 = | 00000 =
Tuesday begin/end time: ’W ’Wﬂ%
Wednesday begin/and time 00000 = | 00000 =
Thursday begin/end time 0:00:00 = ’Wﬂ%
Rty lbes ol [oom0 — [ oooon =
Saturday begindend time ’W ’Wﬂ%
Sunday bagin/end time 00000 = | 00000 =
Group setings
Group number hd Set
Time zone 1 ’—L‘
Time zone 2 ’—L‘
Time zone 3 ’—L‘
Time zone & ’—L‘
Exit

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

the button [Set] to save.

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

[Group settings]:

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

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

and then click the button [Set] to save.

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

4110 Download new record

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

Please confirm...

@ Thiz opsvation will desl with the selectsd machine
2/ 1Deadoffice]
Are you sure to continue?

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

Following information shows on the main interface:

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

4.1.11 Download all Record

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

Please confirm...

@ Thiz opsvation will desl with the selectsd machine
2/ 1Deadoffice]
Are you sure to continue?

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

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

Read successfully: 6

4.1.12 Clear Record

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

Please confirm..

9 is speration will deal with the zelacted machine
\.J/ 1[}{ adoffice]

¢ you sure to continue?

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

Following information shows on the main interface:

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

4.1.13 Backup Employee

Download the employee information and employee’s fingerprint templates from the

machine to the computer. You can edit the employee information in the database

Att2003.mdb. The user information is saved in the table “User Info” of the database.

And the fingerprint templates information is saved in the folder “Template” in the

installation directory.

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

Please confirm.. 3]
9 is speration will deal with the zelacted machine
\.J/ 1[}{ adoffice]

¢ you sure to continue?

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

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

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

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

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

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

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

bottom corner. Following message box pops up:

Please confirm...

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

4.1.14 Resume Employee

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

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

Please confirm...

@ Thiz opsvation will desl with the selectsd machine
s/ ilHeadotgice]

Are you sure to continus?

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

Some operation information displays as follows:

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

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

19 15:08:07] Get back employees...
[2009-03-19 15:08:07]Get back employees: 1[Head office]

1[Head office] No such ID existed, recovery failed!

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

Get the records from the terminal real-time.

~) @ ) Eaish P Communication Nanagement Software ¥3.T - = x
Unit Wemsgement | Record Supervision | Enployees Managenent  Kecord Management
l<] Begin Time Check—in Times 0
_]0 End Time Check—out Times 0
hetivate | Frohibit
B .1 ng Enployee Humber Other Status Times 0
Eeal Tine Menagement Real-Tine Mloni toring Records Infornation
= Al Groups
Group]
Group2
Groupd
Groupd
Group5
No. Name Date/Time Stalus Descrption | Terminal No DeviceID  Device name Department Position “Work Code  Identiication Method
% =
HEIEE. on ¥ | g ©

4.2.1 Activate Real-time

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

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

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

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

Position pops up:

10 &107

Name: David

Dept: RND
Position: Software
Engineer

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

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

Records Information]

4.3 Employees Management

Employees’ management interface is as following:

o 0 @ () Enclish < Communication Nanagement Software ¥3.7 - 2 Xx
Unit Management  Becord Supervision | Enployees Mansgement | Becord Management
% B B B®R T o
E;P' - Employee Hame &J
hdd Modify — Delete Transfer Sat 7 Download fplo Delete Check
Enployee Enployee Employes | Depariment privilege FPrivilege FP Enployees & FP fron Unit ezmpzell Enployee
Enployees Managnent Enployees communication Enployee Checking
= 8ll Groups
Group
Group2
Groupd
Groupd
GroupS
# head affice Employes b | Card No. Name Sex Fostion Bithday Employ Date | Phone Addhess Unit
< >
% =
TR I 0 L]

4.3.1 Add Employee

Click [Add Employee] button, open [Add/modify employee info] window which
includes 2 pages: Basic info and fingerprint registration as follows:
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[ Add/Nodify Exployee Info 3

Basic Info I

= [
e [
Nee|
Pasword |
Sex ’ﬁ
Dert ) head office -
Ermprt: - | = ﬂ ﬂ
User type ’W‘

Idertification Mathod | Sept -

1D No. Bithcay I =l
Mation hd Employ Date
Position ~| Political Feature <
Educalon | =] Speciality El
Phore| Mobile

Hative Placs |

Address ‘

Save Cancel

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

Add/Nodify Employee Info 3
Basic Info |
o, 001
Card No, | 5336585
Marns |Liz2y
Password |123
Sy [Male -
Dept i} head office =

Gowrumber [T =] a g ﬂ
Userype [Nomel User =]
Idertification Method [0t ]

oo Bithday
Natian :" Employ Diate ¢ =
Fosition Political Feature hd
) -
Phane Maobile

MNative Place |

Address |

4

Save Cancel

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

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

1st way: Click [3'] button, choose employee’s picture stored in PC and open [Edit

picture] window as following,

51
Contact us at: www.nwstm-us.com



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

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

Basi Ifo | Fingerprint Fegistation |

o 108
Card W, | 3356385
Name |Lizzy
Gex |[Femals
Dept, | B head difice
Group number |1
User type | Nomal User ol 8 x|
Weiify Mode | 58Pt

EHIERIE]

LK)

o T g T
Nation |Chinese [=| Emplay Date 720119 ~]
Fosition ~| Political Featurs |Parly Member hd
e Y
Phane Mobile

Mative Place [Shanghai

Address |

Save LCaneel

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

there is camera equipment installed in your PC.

Click [!l] button, open [Pictures shooting] window as following,
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Choose camera equipment, and click the button [Take Pic] to take a photo.

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

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

4.3.2 Modify Employee

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

4.3.3 Delete Employee

Delete the employee from the database.

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

4.3.4  Transfer Department

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

[Employee Transfer] pops up:
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B Eaploree Tanster [K)

Please select the department:

= head office
&8 4D
&8 R
S

&8 PsD

oK Cancel

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

[Cancel] to cancel.

4.3.5 Set Privilege

We can only upload the employee to the authorized terminal.

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

Set privilege 3
=0
1iHead Office]
[ 2fshanghail
= [ Group2
[ 3Bsiinal
[ 4lsherzher]
[ Group3
[ Groupd
O Grougs

ok Cancel

Choose the terminal and then click the button [OK] to save.
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You can find the employee’s authorized terminal in the column [Unit] as follows:

Emplaree Mo, CardNo.  Mame Sex Position Bithday  Employ Date  Phone Address 1stFP 2ndFP Unit
» EEZ R 00 U O S S N

a102 Micheal O

e10e Lizzy [m]

4.3.6 Copy Privilege

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

Copy the privilege from employee A to the employee B. And then the employee B’s

privilege will be as same as the employee A.

Choose the employees from employee info list (you can choose some or all the

employees by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the

button [Copy Privilege]. The [Copy Function and Privilege] window pops up:

Copy Function and Privilege

Copied Emploree D

Input the one employee’s ID. And then you can click the button [@] to browse the

employee’s privilege in the [Set privilege] as follows:

Set privilege
-0d
O 1[Hsad Dffice)
AShanghail
= O Group?
O 3Esiingl
4[Shenzhen]
O Group3
O Groupd
O Groups

W

x

Cancel

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

Please confira...

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

Cunc

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

System proapt

) The Selected emplores’ s privilezes are successfully copied!

9
4

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

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

Please confirm...

. This openmn will deal with the zelacted machine
\_.J 1[Headoffic
Are you sure to continue?

1 Cancel

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

The operation nformation shows on the main interface as follows:

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

4.3.8 Upload Employee & FP

Upload the employee information and fingerprints to the terminal.

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

Please confirm...

v This operauan will deal with the zelected machine
adoffic

\_‘/ 1[Ke
Are you zure to continue?

1 Cancel

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

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

4.3.9 Delete from Unit

Delete the employees from the terminal via the software.

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

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

Please confirm...

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

The operation information shows on the main interface as follows:

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

4.3.10 Employee Checking

Search the employee information.

Enplores

®

Emplor
Check
Emplaree
Enplores Checking

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

4.3.11 Department Management

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

The menu pops up as follows:

Add dept
Modify dept

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

Please Input Departmant MName:

oK Cancel

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

[Modify dept.]

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

oK Cancel

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

[Delete dept.]

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

Blease confira... gl

\_',:J w0 gem mmo 4o Adlcin S cileetod Ao

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Remark: Right button menu:

Select All

Cancel Seletion

) @

Transfer Depariment
Copy Frivilege

% Add Enploree

% Modify Enploree

& | Delete Emploree

4.4 Record Management
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~) @ ) Eaish P Communication Nanagement Software ¥3.T - = x
Unit Management  Record Supervision  Employees Management | Record Management
P Begin Date EEA= 2011-08-02 « =) Export Format Text file(k. txt) ~ Employee No. Length &
- - & Bxport Field No.:Date/Tine:Terninal No.:Sta - Space mmbol|Tb -
nd date | BRI 20110502 - Feeh | e fornat vyvy-mn-dd bhion: s ~ Space symbol Length 1 Eiest)
Record Search Export Record
= &l Groups
Groupl
Group2
Groupd
Groupd
Groups
No. Name Date/Time Status Status Description  Terminal Mo Device 1D Device Name Dept Position Work Code  Identification Method
ERE a5 T | 0%
441 Record Search
[ Bezin Date Fri 12/17/2010 -~ =)
[ End date Fri 12/17/2010 - Search
record
Becord Saarch
Set the Begin Date and End Date as follows:
4 Dlecember 2010 3
SMIWTES
1z 3 4
56 76 81011
12 13 14 15 16[I7]18
19 20 21 22 23 24 25
26 27 28 29 30 31
Today
Click the button [Search record] to search the record.
Mo. Mame Date/Time Status Status Dezcription  Unit Mo, Unit 5/
¥ 373 Peter 342072003 10:2810 AM | In 1 300
386 Jack 342072009 10:28:31 AM | In 1 300
a7 May 342072009 10:26:34 &M | In 1 300
4.4.2 Export Record
Set the export format, export file and time format.
Export Format Tewt file (k. tmt) ~ Emploree No. Length B
Expert Field No.:Date/Time;Unit Ho. Status = Space symbol . -
Tine fornat vyyy-nm-dd hhimn:ss ~| Space symbol Length |1 Bport

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

Text file [k, txt]
CEV file (k. esw)
Excel file (. xls)

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

[ Hame

[#] DatefTime
[¥]Unit Ho.
[unit name
[#] 5tatus
[Jstatus Hame
[ Depar tment
[JFesition

Time format: 4 optional formats

¥¥¥ym—d hhimm:ss
wy-mm—dd hhimm:==
ddhh

Employee No. length: Set employee No. length, the default is 6 digits.
Space symbol: Space symbol to separate fields
Space symbol length: Space symbol bit

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

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

follow:

System prompt E|

:?(u Records have been exported to * E:\TestiReport\HQ-Rep txt *

Click the button [OK] to confirm.
4.5 System settings

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

) Basic Parameter Setting
g\;ﬂ T&h state Setting

L@ Timing Downloading Record
? Hanagement PF setting
|]/|?; Database linking setting

(& Exit systes

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

[ Basic Parameter Setting X)
Rasic Parameler

Com Part Cammunication delay time(1-5] Seconds

1]

Network Communication delay tine(1-20) Seconds
[~ Communicalion Failed, automatically exit current aperation
[~ InRealine Monitoring, vaice prompts "Department Name'"

[ Clear the data after downloading

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

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

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

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

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

Click the button [OK] to save the setting.

452 T&A Status setting

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

B T&A Status setting X
\Y———
&Y Please sortitin ascending order
Status value  Symbol Status Descriprion

» I n
10 Out
22 2
33 3
44 4
55 5
EE E
7T 7
a8 g
93 k]
1010 10
mn 11
1212 12
1313 13
1414 14
1515 15

Upload ta the selected terminal ‘

Click the state which is going to be modified. Input the status description.

[Upload to the selected terminal]: Upload the T&A status from the selected
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terminal.
4.5.3 Timing Downloading Record
Click the [Timing Downloading Record]. The [Timing Downloading Record] window

pops up:

Timing Downloading Record

[~ i Tiring Dowrioading Hecord

Downloading Time: |

Time: |0E00 == Add Delete Time

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

Please use the button [~=7] to set a time. And then click the button [Add] to add the
time to the [Downloading Time].

Click the button [OK] to save the setting.

454 Management PWD Setting

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

pops up:

[ Nodify management password 3]

0ld P ‘

Mews Py ‘

Cornfirm Pwd: ‘

oK Cancel

[Old password]: Default password is empty.
If user has modified password, please input this password which is used to log on

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

System prompt

\_',:) The old password iz incorrect,please enter the password again!

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

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

System prompt

\_‘,:J Confirmation failed, please enter the new password again!
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Click [OK] button to input confirm password again.

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

System prompt

\_',:J Ik ermmendl meliHereian omearenEal

45,5 Database linking setting
Click the [Database linking setting]. The [Data Link Properties] window pops up:

B} Data Link Properties @

Provider \Cunnectlun | Advanced | All

Specify the following to connect to Access data:
1 Belectar enter a database name:

[E: ' Test\0AI000% AL thA+ 2003 mdb|

2. Enterinformation to log on to the database:
Username:  [Adnin |

Blank password  [] Allow saving password

Test Conneclion

[ QK l[ Cancel ][ Help ]

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

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

Nicrosoft Data Link 3]

9
\__/ Test cormection succeeded.

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

button and system prompts,

System prompt

\_',p efieiborn aemmoeiing oraeesil e Fomest o o

4.5.6 Exit system
Click [Exit system]. It prompts:
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Please confirm... E‘

\?’i Ave you sure to exit?
Caneel

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

4.6 User interface configuration
4.6.1 Interface skin color

Shift the skin color by press the button [“1® ] The style is Windows XP system

style.
4.6.2 Change the software language
Choose the language in the option [/<ines V]
4.6.3 Set quick access button

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

prompts:
=) .ta.- 4 English d L] Time and Attendance Communication Program ¥1.63 - B ¥
Uns b Banagement Eeeord Super 1Ty Eaplerves Bumagmment Eetord Nanagoment
& Bk
nE s QO @ @ » O 0o @ 4
Add Wedify Delets Tym Tim Downland Dewnla: x Clewr Baclp | -
Unit Uit Wair dT:s &-d to Quick Aecoss Too Jhu ; nge saw racord  all recerd  recer d Eapliresz  Eaploress
Tersinal Bansguent Wnat Mansgesent

Click the item [Add to Quick Access Toolbar]. And then you can see the quick

access button on the toolbar as follows:

) 1@ O et -a R Tize and Attendance Comaunication Progras V1. 83 = x
— RN — e AR Bt Bacerd Nanagesat

o | Hack

\ %

L ™ 2 @
= }5 LJ z O l 3 & 3
Al Medidy Sy | Langusge Bine  Tint anfOrom | Dowslond  Derslosd  Cloar Bucheuy T
Vet Wadr  Wait o | Syechresize ties Banrings zattings Baw ras ord a1l raserd  res erd | Eaplorass  Baplirass
Tarminal Manspuent A Wit Hansgenent

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

It prompts:

[0 Enelash -|k= Time and Attendance Comsunication Program ¥1.63 - B %
. — ~D3 . ick hecass Toclbar
Unit Basagement | Eacord Sop eprvrers v d Hangemrat
e = ; \ %
HEs QO @ 9 b O O L@ s
Add Wedify Delete | Synedwonize Tnitislize | Terminal  Ring  Tims venafOrowp | Dowslosd  Dowdosd  Clewr | Bedey  Remme
Unit  Uait  Beit tine it parsater  4ttings sattings v 74t srd Ll racerd recerd | Bplorwss  Emploress
Terninad Banaguent Vit Wanagemsnt

Click the item “Remove from the Quick Access Toolbar”.
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(4TI GIG Background Management

The main theme of this chapter is how to collect
attendance records from different terminals with
management software and generate different reports. The
background software can manage employee information,
set rules of attendance etc.
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5 Background Management

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

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

Adriristrator v

Passworct | |

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

# Fingerprint T&A and Access Control Nanagement System ¥d.5. 1

System IR Wanagement Attendance Exception Data Maintenance External Help

i

Employess Timetable: Schedule

¥
g » > ]

Flecord Report Clear Data

2011-09-27 09:42:18  Admin Fingerprint T8A menagement system Be True & Safe

The main interface includes three parts:

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

2. Shortcut button: Shortcut button of common function module, array in working
order, easy to work on

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

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

Bp ddninistrators

Administrater’s Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Ctrl+
5.2.1 Parameters Settings

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

o Sy¥=stem parameters setting @

Stat. Rules | Leave class | Field definition

Bazic info

Uit Mame: | head office

Commaon Rule

[ ]
& workday count as 430 la Mirute shift expands bwo days
[
Mot clock in count as late |0 i Miriute @ Count as the 15t day
I . () Count as the 2nd day
[T Mot clack out count as early B0 4] Minute

Owertime Calculation

0

[
] on duty d la min earlier clock-in count as overtim=

Mormal Dray
] Off duty B0 Ila mir later clock-out count as overtime: 0
“Weekend
[ deduct the 'On duty X minutes earlier
Festival
[ deduct the 'Off duty ¥ minutes later
[ Ok ] [ LCancel

Pic5.1

Basic parameters:

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

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

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

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

“Shift expand two days” is set under real condition.
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Overtime Calculation: Different multiples for calculate overtime.
Stat. Rules:
Click page [Stat. Rules] in pic5.1, following shows:

0 System parameters setting El
Basic paramelers || Stat. Aules || Leave class | Field definition
Stat, Items:
Stat. Rule

Late Linit Set
Early .
Business Leave Uric | Bay A
Leave
Ehsence Mirimure |10
Stay away
Dvertime:
Free Overtime Round-off contral

O Round down

O Round up Fiound at total

(®) Round off [ Accumulate by times

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

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

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

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

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

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

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

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

Leave class:

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

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

a8 @

Append Delste  Modify

Name Calor

Administration Departm

Leave Class:
Show Calor:
Indicating Symbol l:l

Sales

Add new leave class:

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

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

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

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

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

#) System parameters setting

Basic parameters | Stat. Fules | Leave class | Fisld definition |

Field Mame : |metlnEeE

Input e fisld value

Chinese

English l—‘

This page add the corresponding value for [Nation], [Specialty], [Position]
[Education] in menu [Employee maintenance].

5.2.2 Administrators

Click [System]-[Administrators], following window shows:
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# Administrator set @

i
| (o]

Append Delete Modify

Name Administator: | AN

4 £:dmin Dept operable: @ Items operable: @

¥ head office
¥ axD
¥ RiD
¥ Sales
¥ PiD

! ! The new administrator has a default password: 388883

Append new administrator:

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

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

Note:

1. Before you using the administrator mode, you need to set the privileges for every
administrator with which the administrator can modify the operation items after he log in
the software; there are all the items in the “ltems operable” list in above picture, such as
“Employee maintenance, Shifts settings, Calculating and Report”; we can set different
privileges for different administrators so as to divide and manage the task systematically.

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

Modify administrator:

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

Delete administrator:

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

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

u Administrator modify password El
Old Prd: || |
Meww Prd: | |
Conlfirrn Prwd: | |

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

enter again in [Confirm Pwd] and click [OK] to finish.
5.2.4 Modified Record Log
Click menu [System]--[Modified Record Log], following springs:

# Attendance record modification log (=19

-

Search Restors CI

Titme Fiangs

Department ) head ofice | Emploee No. 41

v From|201042- 1

v oot 2| To 2004215

v|[z35958 13

Depariment

Emplopez No. | Name Clocking Tire

State

Hodiylype | Reasans

Adrinistratar

3

EecordCount

o

Select department, employee No. and time range and click [Search] and those

records which match the above condition will be displayed.

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

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

this record and clicking [Restore].
Click [Close] to exit.
5.25

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

Managing Log
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a Administrator

iy

Search Cloze

Administrator | All

[1o] Narne
b ]Adein
21 Admin

20 Adrin

18 Admin

18 Adrmin

17 Admin

16 Adrmin

15 Adrin

14 Adrmin

13 Adrin

12 Adrin

11 Adrin

10 Adrin

3 Admin

8 Admin

¥ Adrin

6 Admin

<

operation log

Time Range

w From | EEIE- 3-14

Managing Time

2003-4-1311:53:48
2008-4-1311:53:30
2008-4-1311:51:47
2009-4-1311:49:33
2008-4-1311:44:10
2009-4-1311:43:.21
2008-4-1311:42:38
2009-4-1317:41:53
2008-4-1311:40:55
2009-4-1311:36:39
2008-4-1311:3216
2009-4-1311:25:10
2008-4-1311:24:47
2009-4-1311:24:41
2008-4-13 11:24:21
2008-4-1311:23:08
2008-4-10 18:01.08

v

00001 5| To|2009- 413 v ||235353

Remark ~
Operating system parameter settings
Operating system parameter seltings
Operating system parameter settings
Operating system parameter seltings
Clear the data before " 2003-03-01
Operating business leavedeave
Operating business leave/leave
Operating business leave/leave
Operating business leave/leave
Operating festival/holiday settings
Operating system parameter settings
Operating system parameter settings
Operating system parameter settings
Operating system parameter settings
Link the database to

Operating system parameter settings

Operating system parameter seltings
v

»

This log records all the operations of every administrator. Select [Administrator]

and the time range then click [Search] to see what operations have been done by this

administrator within the selected time range, which makes it possible that the

multi-administrators can use the software at the same time.
5.2.6 Set Database Link

This system adopts the database interface of Microsoft ADO. The acquiescence

database is Access2000.The defaulted is att2003.mdb under the main setup directory.

You can set up the database linking again according to the actual conditions.

When the following mistake appears, you should link database again:

Prompt information

(] Databaze connecting failed, Please collocate the database again
e

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

Pravider |Cnnnectinn |Advanved Al

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

2. Enter infarmation to log on to the database:

[E: \Test Backer oup menagement'Att2003.mdb  |[]

Username:  [Admin

[¥] Blank password  [] Allow gaving password

Test Connection

[ ok ][ cancel [

Help

J

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

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

database.

5.2.7 Exit System

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

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

Please make sure ... @

2 it
\__/ Are you sure to exit?

| [ cancel

5.3 HR Management

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

B Department Management Ctrl4D
&) Enployess Maintenance CirldG

5.3.1  Department Management

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

following window:
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‘”Depar‘tnent Hanagement El
Append

Departments List Being Selected Dept

Input the new department name
& Sales

A

Wihen adding a new department ,
You can't use any same department
name.

Wihen deleting a department,
Employees of the department vl be
move to head office automatically!

Add a new department:

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

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

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

Department modification:

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

Delete the department:

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

Please make sure ...

'-:J Fr mm e (5 CHle i frmrrinen)
=

=] Cancel

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

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

5.3.2 Employees Maintenance

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

74
Contact us at: www.nwstm-us.com



) Eaployes Baintenance

[ * -
B g&E W M
Gapend Delate Bedily Transler [apeet
B resdatics Search Emglorees &
ﬁﬁf{; EmployeeMo.  (Meme  (Depoment  Posbon  EmplyDote | Tekeghone  Addess  Sen |Lenguspe | Comment | Cosd Mo, | Mobie
A Soes 10z e oifice
4 P » 0 ead e

<
Employess Informabon  Ereol Fingan

mendarce Set

Eaplayer No. 0100 [ Cand N
Sex A Languisge - Dithdsy [ - [¥] Cabeuiate Aitendarce
Education ¥ Spociky L Pasition = [¥] Calcuate Dvestime
Telephirs Mk Errpkey Dot | 8 | GinmonHsse
0 Ko [ Mokl Slabus |
Ackdess Uses Type | Nommal Uises | Groug Mo, |1 v
RecoeCourd. 2

Employee's adding:

Choose the department that the employees belong to, clicks [Append], and input
employee’s information, then click [Save] to complete.

Note: 1. The items of “Calculate attendance”, “Calculate overtime”, “Rest on
holiday” below “Attendance Set” is correlated with report, please set it correctly. If the
checkbox of “Calculate Attendance” of this employee is not checked, there will be no
statistical result for this employee in the report. If checkbox “Calculate Overtime” is not
checked, the statistical result of overtime of this employee will be 0, unless he had
[Temporary Shifts] which defines as overtime working; If the checkbox of “Rest On
Holiday” is not checked, holidays will make no effect on the shifts for this employee; if
the checkbox of “Rest On Holiday” is checked, thus for those holidays, even there are
shifts on those days for the employee, those shifts will be invalid. And if there are time
attendance records of this employee, those records will be deemed as free overtime.

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

Employee's modification:

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

Employee’s deletion:

Choose the employee; click [Delete] and then click [OK] to complete.

Please be cautious when delete the employee since all this employee’s time
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attendance records, shift arrangement will be deleted at the same time.
Import employees:
Click [Import], employee importation window springs for importing employees.

Employee’s department shifting:

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

following window will pop up:

# Eaployee Transfer 3

Select the department to transfer:

&& ALD
&8 RD
&8 Sales
&8 P

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

Export Employee:
Right-click on employee list and the following window pops:
Employee No. MName Department Position Employ Date  Telephone | Address
8108 b Select A1l Ctrl+h
Cancel a1l Ctrl+Z

Export Data

w a1l columns w Hame

W Department
« Position

v Egploy Date
 Telaephons
v Address

v Sex

¥ Lenguage

 Conment

All displayed fields in employee info list can be defined through submenu of

“Column”. Meanwhile, the modification will take effect and be saved.
Click [Show all columns] to display all fields in the list.

Click [Export Data] and following window will prompt:
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s el

T S 5 T w——— -
e
W e
Socat
(2
Bkt
oy Semants
My Computer
By Bateark
Flacaz
Fite o - G
Savmaatme  |Test File i txe] - Cancel

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

name. Click [Save] to confirm the operation.
Notice: Exported Excel file can be used as backup information and can be imported

again.
54 Attendance Management
Click [Attendance] in the main menu, following springs:

Holiday List

TimeTable and Shift Ctrl+E
¥ Staffer Scheduling Ctr1+P

Attendance Record
Cirl+R

& Attendance Caleulating and Report

5.4.1 Holiday List

Click [Holiday List] in [Attendance] menu. The following appears.
#) Holiday List g‘

5
b )
5 . 4
Append Delete Modify
StartDate | 2003- 416 v Days (3 [

Name |[ElES
Holiday Name Start Date Daye
2003-05-01

Add festivals or holidays:
Click [Append] then input the festival or holiday name and the rules. Click [Save]

when ready.
Modification of festivals or holidays:
Select the festivals or holidays you want to revise, then click [Modify] and input the
7
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new information. Click [Save] when ready.

Deletion of festivals or holidays:

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

5.4.2 Timetable and Shift

The relationship between shift and timetables:

Shift setup should be done in two steps: First, setup necessary timetables. Second,
setup shifts. One or more timetables can be included in one shift.

Timetable is the time period between On-duty and Off-duty required in the
company rule. For instance, the company rule requires the working hours be
08:00-12:00 and 13:00-17:00; so 08:00-12:00 and 13:00-17:00 are two timetables. If
such a shift needs to be setup, these two timetables should be setup first. Here, we use
time table “morning” to indicate “08:00-12:00” and time table “afternoon” to indicate
“13:00-17:00”; so two timetables have been setup. (Please refer to the following chapter
for details of how to add time tables) and then we can add a shift such as “Normal shift”
in which “shift cycle” and “cycle unit” will be setup. Then we should add two timetables -
“morning” and “afternoon” so that a shift setup is completed. Brief introduction is
mentioned here for you to get a general picture of the relationship between timetable
and shift. The details of shift setup will be found in the next two sections.

Timetable maintenance:

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

0 Timelable and Schedule Naintenance El

Timetabls Maintenance | Shift Maintenance

LY R

hppend Delete Modify

Tinetable Name | On Duty Time | 0f Duly Time -~ Timeteble Neme. |0
» [ [T R

morring 0400 1200 On Dty Time | 0800

aftemoan 1200 2000 o

night 20:00 04:00 Off Duty Tine:

Begin Clock-In Time o700

Erd Clockn Time | 1300
Begin Clock-Out Time | 15:00

End Clock-Out Time  |20:00

5

Late error allowance Minutes

5 Minutes

Early error allowance
Count & Workday |!
Count &3 WorkTime | 180 Hinutes

Must Cn Must C-Out
s [ Fiee Time [JOT Time

Pic5.2
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Add a new timetable:
Click [Append] and enter the corresponding information:

[Timetable Name] For instance: Day Shift

[On duty Time] (08:00) [Off duty Time] (17:00)

[Begin Clock-in Time] (07:00) [End Clock-in Time] (13:00)
[Begin Clock-out Time] (16:00) [End Clock-out Time] (20:00),
[Late error allowance] (5) [Early error allowance] (5)

[Count as work day] (1)

[Count as work time XXX minutes] (480).

Tick [Must C-In] and [Must C-out],

Finally click [Save] to confirm.

(Please note: Every item should be setup in timetables with no blank left.[Begin
Clock-in Time]Jand[End Clock-in Time]setup the valid time period for clock-in. Records
out of this time range will be treated as invalid ones. For instance [Begin Clock-in Time]
is 07:00 and [End Clock-in Time] is 13:00. If clock-in record is 07:01 or 12:59, they are
valid records but if clock-in record is 06:59, it is invalid. Besides, [Begin Clock-in Time]
and [End Clock-in Time] can be more than one day (meaning [End Clock-in Time] can
be before [Begin Clock-in Time]) but it can’t be longer than 24 hours.

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

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

The timetable Modification

Select the timetable name you want to revise, and click [Modify], then input the new
information, clicks [Save] when finished.

The timetable Deletion

Select the timetable you want to delete, click [Delete], and click [OK] to make sure.

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

Example——Add a timetable:

Complete process for adding four timetables:

Day shift 08:00 - 17:00 Morning shift 04:00 - 12:00
Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

(Other information can be setup according to practical situations. Please refer to

Pic5.2. Please note there should be no blank left.)

Shift Maintenance

Click [Shift Maintenance] in Pic5.2 and the following window pops up:

Timetable Maintenance Sh

rYYy

1y
Append Delete Modify

a TimeTable and Schedule NMaintenance @

Wednesday Day
Thursday Day
Friday Day
Saturday Day

Shift Name A
E Shift Name | day shift Cycles |1 i] Cycle Unit |'Week  +
three shift
|
Date Timetable 1 Timetable 2 |TimeTahia =l ITmTQbIe 4
Sunday
Monday Day
Tuesday Day

Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:

normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables and

time range required in this shift in the springing window (see the Pic5.3 below) For

instance, select the timetable — Day shift and select from Monday to Friday and then

click [OK], back to this window and click [Save] to complete. (Please refer to the

example for details.).
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#) Add Shift Timetable X

Chaice a timetable: Choics the date: [CJan
Timetable ... | On Duly Ti... Off Duty Time Sunday

Qre, JoooJi7oo (AR
moming  04:00 12:00 ] Wadnasday
afternoon 12:00 20:00 vl Thursday

ht 20.00 04:00 O
o Sattidsy

o | Cancel |

Pic5.3

Delete the timetable: Select the timetable you want to delete and click [Delete].

Clear the timetable: Clear all the timetables of the shift.

Arrange the shift automatically: when an employee has several shifts during one
period, he need to finish all the shifts if it is not arranged the shifts automatically
otherwise he will be regarded as absence; if you select the [Arrange the shift
automatically], just finishing one shift of the period is reared as normal attendance.

Modify a shift:

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

Delete a shift:

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

Example---Three shifts:

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

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

Step 1:

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

| Timetable Maintenance
) & )
Append Delete Modify
Shift Name &
¥ day shit Shift Name Cocles |3 %) CycleUnit|'week v
_ -
| |
Date Timetable 1 Timetable 2 |TimeTabIe 3 |TimeTah\e 4 ~
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v — v

Step2

Add corresponding working hour timetable in accordance with “Cycle”: first week

(morning shift, from Monday to Friday)

Click [Add] and the following window pops up:

¥ Add Shift Timetable

Chaice a timetable:
Timetable ... | On Duty Ti..| Off Dutp Time #
Day 0800 17:00
,
afternoon 12:00 20:00
right 20:00 04:00
v
£ | &
ok |

Chaice the date:

3
CJan

Surday

v Monday

v Tuesday

| Wednesday
| Thursdar

o

Saturday
Sunday
Monday
Tuesday
‘wednesday
Thursday
Friday
Saturday
Sunday
Monday
Tuesday

Wednesday
Thursday
Friday
Saturday

Carcel |

Select the timetable “Morning shift” to be added and select the time range to apply

to this timetable “from Monday to Friday of the first week” and click [OK] to complete the

setting of the first week.

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

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

below):
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#) Add Shift Timetable

Timetable
Day
morning

d sfternaon

Chaice a timetable:

On Duty Ti...| Off Duty Time &
0g:00 1700
04:00 1200

Chaice the date:

CJan

Sunday
Maonday
Tuesday
‘wiadnesday
Thursday

‘wWednesday
Thursday
Friday
Saturday

night 20:00 04:00 Fiiday
S aturday
Sunday
v Monday
¥ Tuesday
v wednesday
¥l Thursday
v

Saturday
Sunday

2 Monday
b4 Tuesday

123
»

o | Cancel |

Click [OK] to complete the working hour setting for the second week.
The third week (night shift, from Monday to Friday)
Click [Add]; make corresponding operation in the springing window (see the result

below):

# Add Shift Timetable X

Choice a timetable:

Dray
moring
afternoon

|~

Timetable ...

On Duty Ti... | OF Duty Time #
08:00 170
04:00 1200
1200 20:00

+ R T (I

Choice the date:

Jan

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Surdap
Monday
Tuesdap
‘Wednesday
Thursday
Friday
Saturday
Sunday

¥ Monday

v Tuesday

| Wwiednesday
| Thursds,

v
Saturday

LCancel

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

After the completion of above steps, please don't forget to click [Save] and the
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0 TimeTable and Schedule Naintenance @

| Timetable Maintenanc it}
Append Delete Modify
Shift Name: A
L doy shit Shift Name |three shit Coee[3 3] CweUnt(wWeek @
‘ |
J
Date Timetable 1 Timetable 2 |T:‘meTabie 3 |TimeTable 4
Tuesday mnolning
‘Wednesday | morning
Thusday marhing
Friday moining
Saturday
Sunday
Monday aftemoon
Tuesday aftemoon
‘Wednesday aftemoon
b -

5.4.3 Employee Scheduling

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

#) Eaployee Scheduling [ (=063

@ & WmQ

Select All Select Home Arrange Shift

B head office Search Employees Y

Employes No Mame Department Shit
» 5702 head affice
B108 head office

Time Range
Fiom 20104216+ @ & B o) (W a))
R S,
To|2W01216 | Dol Temperary Add Temperary

3

[E3

Date ‘T\melable 1 ‘T\melable 2 TimeT able 3 ‘TimeTab\e 4 ‘
1216 Thursday
Pic5.4

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

[Arrange], the following window appears:
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‘ﬂ Staffer shift maintenance @

Shift List: Shift Timetable:
Shift Name | Cycle quanty || [Date Timetable 1 Timetable 2 ‘TimeTahIeE ‘TmeTahle-ﬁ ‘
1
thres shift 3 Sy
Monday Day
Tuesday Day
ednesday  |Day
Thursday Day
Friday Day
Saturday Day
v
< >
The current shift schedule
Time Range

Shift name: Beginning date Ending date
|3 day shift 2003-04-01 2010-04-01

Beginning | 2005-04-01 v
Ending | 2010-04-30 w

Add 88 bl ok Cancel
Pic5.5

Add a new shift:

Select the corresponding shifts, for instance: The commencement date and
deadline of this shift of “normal class ", click [Add] button and then click [OK] in Pic5.5 to
finish the adding of new shifts.

Please note:

If the cycle unit of scheduling is “week” and the amount of cycle is more than 2, the
starting date should setup as “Sunday”.

If the cycle unit of scheduling is “month” and the amount of cycle is more than 2,
the starting date should setup as “1st day of a month”.

Deletion of the shifts:

Select the shifts in the shifts form which you want to delete, click Delete button, and
click ok on the pop up dialog box to finish the deletion.

Arrange a Temporary Shift:

When one or many employee's working time needs to be changed temporarily, you

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

Please make sure ...

\_‘,:J Are you sure to make temporary shift schedule to the zelected Employees from 2010-12-01 to 2010-12-187

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

following window will pop up:
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# Add a temporary timetable X]

Select the limetable to add Select the dates Can
Timetable... | On-duty time | Off-duty time| A 04-125unday
3 o
night 20:00 0500
moming 0600 1200
e
[ o ] [ Cancal ]

Click [OK] and the timetables will be saved. Click [Save] and the temporary
scheduling will be saved.

[Delete]: Delete the selected timetable;

[Clear]: Delete all the timetables in the current time range;

[Cancel]: Delete the existing temporary scheduling in the selected time range;

5.4.4 Attendance Records

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

# Scarch Employee’ s Attendance Record

TN
> e =
Search Report Export Modify Log
Time Range
Deparmen | head cfice v Enployee No. 41 v FonEEzi6 v| [oom 2] To[moizie | [zzmem 2
Deparment  EmplyecNo.  Mame Dale Time State Location D | workiCode
RecordCount: 0

Inquiry of attendance record:
Select the department, employee, the beginning and ending time that need to

inquire about, then click search, you can get the corresponding attendance record.
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#) Search Employee’ s Attendance Rec 3]

Py & & =B
v (o =
Search Eeport Export Wedify Log
Time Range
Depatment | § headoffics v |Enplopee No. a1 ¥ Fomzmoiz 1 v [ 00001 3] Te[a0i216 | [235388 3
Department Emploves Mo, | Mame Date Time State Location 1D ‘WorkCode ~
8103 Micheal 2010-12-03 08:53:00 1}
head office 2102 Micheal 2010-12-06 02:53:00 0
head office 6103 Micheal 201041206 18:03:36 0
head office 8103 Micheal 20101207 08:53:00 1}
head office 8103 Micheal 2010-12-07 18:0336 1}
head office 8103 Micheal 2010-12-08 08:53:00 1}
head office 2102 Micheal 20101202 18:02:36 0
head office 6103 Micheal 201041209 08:52:00 0
head office 8103 Micheal 201012-0918:03:36 1}
head office 2103 Micheal 20101210 08:53:00 1}
head office 8103 Micheal 201012-1018:03:36 1}
head office 2102 Micheal 20101212 02:53:.00 0
head office 8103 Micheal 20101213 18:03:36 1}
head office 8103 Micheal 2010-12-14 08:53:00 1}
head office 2103 Micheal 20101214 18:01:35 1}
head office 8103 Micheal 2010-12-15 08:53:00 1}
head office 2102 Micheal 20101215 18:05:52 0 b
head office 8103 Micheal 2010-12-16 08:53:.00 1}
head office 8103 Micheal 201012-16 17:55:52 1}
head office 2102 Lizzy 20101201 02:56:00 0
head office 8108 Lizzy 2010-12-01 18:12.00 0
head office 8108 Lizzy 2010-12-02 08:56:00 1}
head office 8108 Lizzy 2010-12-02 181200 1]
head office 8108 Lizzy 2010-12-03 08:56:00 0 b
FiecordCount 75

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

get the report form automatically.

- I
72 Preview

T =S AR X
Head office attendance record report
2008-04-01 To 2008-04-18
B Jake Ghen 8001 2009-4-1017:04.34__| Clock Oul 200947 7:4516 | Clockn
20004173305 | Clockln 2009-4-137:3548 | Clockln 2009-4-717:14:20 | Clock Out
200941170058 | Clock Ot 2009-4-1317:2706__| Clock Out 20094870812 | Clockln
0094374535 | Clockln 2009-4-14706.12__| Clockln 2009-487:2453 | Clockln
200942170516 | Closk ot 2009-4-1417:16.25 | Clock Oul 2009-4-817:20:05 | Clock Out
00946375312 | Clockln 2009-4-157:46:59 | Clockln 2009-497:4952 | Clockln
00943170158 | Closk ot 2009-4-1517:08.59__| Clock Oul 2009-4-97:5156 | Clockln
0004474356 | Clockln 2009-4-168:00.59 | Clockln 20094960215 | Clockln
2009-4-6 7:39:36 ClockIn Count: 27 2009-4-917:11:24 Clock Out
200041074618 | Clockin
ZQUUUUQQ_“4_671;;;U53_:|452 CC“UUC:K?? el King.Jin 2103 2005-4-1017.0434 | Clock Out
2009-4-717.1420 | Glosk Out 00541 72905 | Clockn 2008-4-13 735:45 | ClockIn
2009-4-8 7.08.12 AT it O[S 2009413 17:27.06__| Clock Out
J009-4-8 7.24.63 Clakn ] st 200941470612 | Clockln
2009-4-817.2005 | Glosk Out 200842170918 | Clock Qut 2008-4-1417:16:25 | Clock Out
2009-4-9 7 49.62 Claskin et i ] BlgiRln 2009415746588 | ClockIn
2009-4-9 7.51.56 AT it ot S 2009415 17:08:53 | Clock Out
J009-4-9 G02.15 Cigekn AT iy stk 2009416 80088 | ClockIn
2009-4-917:11:24 | Gloek Out ;UUUU;:;L?;E é:l'uc'cikc';:n Count, 27
22[]0[]099_;4_-1100177.254..1394 ;‘UU;K(‘JL 2009-4-7 74516 | Clockin PED Mark Sirth 8105
e T e o 2009-4-717:14.20 | Clock Out 2009-417:2305 | Clockin
e e 2009-4-87:0812 | Clockin 2009-4-117.00:59 | Clock Out
e e e 2009-4-87:2453 | Clockin 2009-427:4535 | Clockln
T T 2009-4817:20:05 | Glock Out 2009-4-217.05:16 | Clock Out
e e 2009-4-974952 | Clockin 2009-437:5212__| Clockln
e it 20094075166 | Clockin 200043 17.01:54 | Clock Out
- g FNG-4-8 #0716 | Clckin | NNA-as7azAs | Cinckin
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Attendance records exporting

If need to lead out the attendance record, only need to click export, you can lead
out the data inquired. (File format: *.txt, *.xls)

Click [Modify Log] and the log-modifying window will be called for reviewing the
modification log of time and attendance records.

5.4.5 Attendance Calculating and Report

Inquiry of report form:

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

window appears:

# Attendance Caleulating and Report [ (=[]
S o
- 5] =
Calewlate Report Export Exception
Time Range
Depatiment | headofiice v | Emploges &l v|  Fom|mipiz 1 w| | moom & Tolmidzie v 23595 &
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated Items
Depanment | Emplopes No. Mame Date Time State Operation | Evceplion Desc...|  Timetable Check WokCode |
»
v
Pic5.6

Select the beginning, the ending date and the department and employee that need
to be calculated and then click [Calculate].

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

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

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

[Other Exceptions]: Display Employee’s leaved, out and overtime etc.
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[Calculated Items]: Display all Employee’s calculated items such as “normal’,

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

Please note: When dealing with “Out” calculation, there should be “Out back” and

only “Out” and “Out back” in one shift can be calculated.

Working hours in the report="Actual” -’Late”-"Early”-"Out”

Exceptions of attendance records dealt with:

Open the attendance exceptions option card to deal with the records:

#) Attendance Calculating and Report I=1]

o =
5 =
Caleulate Report Export Exeeptien
Tirne: Rangs
Departmert| i headoffice v | Employes| 4l v Fom|20012 1 »| | cooor & To|2m01216 v | 235353 2
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated Items
Depatment | Employee No. Name Date Time State Operation | Exception Desc....  Timetable Check \wWokCode |

» thead office 03 20101201 08:56:00 Clock In Narmal record Dy 0
head office 108 2010-1201 18:12:00 Clack Out Nomalrecord  Dap a
head office &108 201041202 08:56:00  Clock In Nomal record Day [i}
head office 108 2010412-0218:12:00 Clock Out Narmal record Day 0
head office e 20101203 08:56:00 Clock In Narmal record Day 0
head office: g108 2010-120318:12:00  Clock Out Nomalrecord  Dayp 0
head office &108 201041 2-06 08:56:00 Clock In Nomal record Day [i}
head office e 20101206 18:12:00 Clock Out Narmal record Day 0
head office &108 2010:1207 08:56:00 Clack In Nomalrecord  Day 0
head office &108 20104207 18:12:00  Clock Out Nomal record Day [i}
head office 108 2010412-08 08:56:00 Clock In Narmal record Day 0
head office e 2010-12:0818:12:00 Clock Out Narmal record Day 0
head office: g108 2010-1209 08:56:00 Clack In Nomalrecord  Dayp 0
head office &108 20101203 18:24:00 Clock Out Nomal record Day [i}
head office e 2010-12-1008:56:00 Clock In Narmal record Day 0
head office &108 2010-121012:24:00 Clock Out Nomalrecord  Day 0
head office &108 20101213 08:56:00 Clock In Nomal record Day [i}
head office 108 20104121318:28:00 Clock Out Narmal record Day 0
head office e 20101214 08:56:00 Clock In Narmal record Day 0
head office: g108 2010:12-1418:32.00  Clock Out Nomalrecord  Dayp 0
head office &108 20101215 08:56:00 Clock In Nomal record Day [i}
head office e 2010-12-1518:56:00 Clock Out Narmal record Day 0
head office &108 20101216 08:56:00 Clack In Nomalrecord  Day 0
head office &108 201041216 18:56:00 Clock Out Nomal record Day [i}
head office #102 201041201 03:00:00 Clock In Narmal record Day 0

v

We will see such mistakes as “state mistake”, “invalid record”, “repeated record”,

etc. are described. (If we will revise to write down, click the right key and springs the

following menu):
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Depariment Empioyen Mo Name Dale Time Slale Opevaton Encepton Deic Vet alde Chech. Wk Lode

Pead aiten B0 ANBI200 (B SE0 Clock In Homaleeod [ 1
Pead clticn Ll 1200 %1200 Clock Dut Homaleeoed L1 o
Pead elten Ll 2 Clock In Homal ecord iy o
Fead citiee nm ANDIZL THIZ0 Clock Dut Homalmeod Do ]
0 T e Y s E—

Pead elfien [ Expert Tata T .
Fad elfien BI08 Grests rapert for swrrest grid

o

o
head clfice Lale ] o
head elfice B8 o
head oifice ne 0
head oifice Ll 0
head oifice e 0
head oifice Ll 0
head oifice ne 0
Paad alfice Ll (]
head oifice ne 0
Paad alfice Ll (]
head oifice ne 0
Fead office oy (]
head office "o ]
Fead office oy (]
head office "o ]
Fead office oy (]
head office "o ]
Fead office oz (]

The definition of each option as follows:

[Export Data]: Export the data in the current attendance record list to a file in txt or
xls format;

[Create report for current grid]: Generate report based on the data in the current
attendance record list for preview and print;

[Change state]: Change the selected attendance record to a new state. Manually
deal with the attendance record according to the practical situation;

[Delete selected]: Mark the record as manual deleting, deleting when save it;

[Cancel operation for selected]: Cancel revision to this record;

[Deal with and save]: You can save the records that have been treated. If you want
to see the changed records, you can click [modified record log] in system menu;

[Filter the record]: If there are too many records, you can filter them, and keep
down the corresponding record you want;

[Columns]: Define the fields displayed. Meanwhile, the modification will take effect
and be saved;

[Show all columns]: Display all fields in [Columns];

Please note: We can manually modify the record as stated above to assure the
veracity of the report according to the practical situation. If there is disoperation, the
records can be recovered through [Modified Record Log] in [System].

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

Export Data

Create report for cwrrent grid

Filtering Record L
Columns 4
Show 21l columns
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[Other Exceptions], [Calculated Items] the following shortcut menu will pop up:

Export Data

Create report for curremt zrid

Columns
Show all columns

The operation is the same as stated above.
Report:

Click [Report] in pic5.6 and the following menu will pop up:

Attendance Report
Daily Report
General Report

Exceptions Report

Create a Report For Cwrrent Grid

Pic5.7 Exception menu

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

tuos: = HE #H X

Head office attendance record report

08411 T 20 0816

s o705 | Ciock O |

IR TE

M4 TR TS

200904-15 07 45:59
__BEAIRIRRS 1C

SONEHMAE DR 54

BT

OO 7 4352
20090409 07515

2 A
034131727 06
20030414 070612

20090418 080059

20050415 1708 53

[Daily Report]: Calculate employee’s daily attendance record;
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tTu: =Wl & A X

head office Employee daily report
01200 To 201216

LR EOEEEONEEOEEEODEBEBEBEBEEEEBE

= e PP

Fomerkciomel slale <Eety -Ablernt [MoCHn JNaC-Ou Hest «ueame BLEuseesslosve Lisewe

Tablrgidedon MO9S
z

[General Report]: Calculate all employee’s attendance items such as “normal”,

» oo« ” o«

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

tTu: =Wl & A X

head office attendance stat. tolal repord

ANGAHN To MBI

Unpio [ “Duy | Acusl [ Aluers | Lote | Ewb | OT | FronO7 | Ou | EL | Losw | WAn | 80w | Winw | &fdn
- Fo | oe | Ow | v | steue | e Vay | Tww | Tiows | Hoa | %

TabdrgAden MDI21T 152025
z

[Exceptions Report]: Calculate employee’s “out”, “overtime”, business leave/
personal leave” efc;
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7 Preview

head office attendance exceptions report

2001201 To 20101216

Name Mo.

[ Date Tine

[ Exceptiontype | Worklong |

Remark

head office

Liudy [er02

‘ZUIU-T 2-0418:00:00 2010-12-05 09:00:00

ludy [e102

‘2[I1EI—1 207 10:23:00 2001207 13:66:00

[ Frecovetime [ 150000 |
\

| Business leave | 033300 uir

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

example: Attendance Report

T &S AN X

of

zeeplions

f shifts

repor

Departmen

Eaployers

Name Wo.

Date

Timetable on Duty

201201

|y | E ]
Da;

20101206 03.00_
1207 (200

PO012050300
A010-12-10 G300

| I

01216

ZNIZ01_
010-

20101215 09.00_
101316 (9 00

_ {1201 (900
010-13:00 (300

head ofice
head

head ofice
hoad ofice

Miches!
M

20101203

L
1012070y

- 1700

piches!
Micha

_|A01210_[Oa

_J2010-1209 0300
010-12-10 (3 00

Miches
Micho

| 2010121309.00

10-1201

B EaLSEr S

01201 0300
101300 (00 _

Iw«d office

1.
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T WS MK X

Off Duty Clock In Clock Dut Late Early |OverTiame

201 1730 (01201 000000101201 180000
20101202 09:00 00

20101203 (80000 [2

7

0121317 30 10- LELULLUSE
[2010-12-14 17: 10-12-14 180000
01215 170 _JAN0-1215 190000
010-121 2010-12.16 18:00.00

| EIEREN e
20101202 1802 3%

10 0
20101208 08:5300 01

10-12.02 18:1200
20101203 18 1200

| [2010-1206 18:1200_
8,12 00 *
81200 2
101304 fR &R 0 206 1R 24 1N
Page 273
Print Report:

Toolbar of report preview is as the following picture:

o 2 HE #4 X

= 100 Adjust the ratio of preview content;

T

= Open the existing report file;

Find the report file (*.frp) to be opened, select it and click [Open] to see the report.

E Save report to file;

Select the directory to save the report to, enter the file name and click [Save] to
complete the backup of the report for future check or copying to another computer for
printing; extension file name is “*.frp”.

% Print Report;

x

Close Preview

Data Export:
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In picture 5.6, click [Export] and the displayed data of grid in the current window will
be exported to a file (*.txt or *.xlIs). It has the same function as [Export Data] when right
clicking in each grid.

Exceptions dealt with:

In pic5.6, click [Exception] and the following menu will pop up:

Append Rezord

Late/Early Collectively

Business Leave/Leave

Modified Record Loz

Click options one by one in the menu and the following modules will pop up
respectively: [Append record], [Late/Early Collectively], [Business Leave/leave] and
[Modified Record Log]. If the calculation result is incorrect for some employee, first,
please check whether there is leave or forgetting Clock in or Clock out for this employee.
If there is, please deal with the records through above menu. Please refer to the next
chapter for more details.

5.5 Deal with Exceptions

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

fway On Buziness/Leave Ctrl+l

Append Record Ctrl+y
Append Record Collectively
Dealing With Collectively Late/Early

5.5.1  Away on Business/ Leave

When the employee can't punch in/out because of going out on business or asking
for leave, in order to guarantee the exactness of the final statistics, we should make
these settings through this function. Click [Away on Business/ Leave] in [Exception]

menu, the following interface springs:
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o Employec Be away on Business & Asking for Leave

S &) Mg

Append Delate Modify Search Report

Deparment | ) head ffice 7| [ TimeRange

Beginning Tme| 20101217 v || a0ao0 &
Ending Time | 2010:1217 V1R300 T

Reasan| |

Department Employes Mo. | Mame Beginning Time Ending Time Leave Type
r

Feason

Deal with employee away on business / leave:

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

ending time, leave type, and click save when ready.

Modification of employee away on business or leave:

Select the appointed employee whom you want to make this modification to, and

click [Modify]. Then you can modify the relative information; click [Save] when ready.

Deletion of employee away on business or leave

Select the appointed employee and the relative information you want to make this

deletion, and click [Delete].
5.5.2 Append Record

If an employee didn’t punch in because of special reason, you can use this function

to append the forgetting attendance record. Click [Append Record] in [Exception] menu,

the following window Springs:

n Append record

Depatment | head office 3

Employee Mo. ‘

Recod Time | 20101247 | goooo 3

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

Contact us at: www.nwstm-us.com

96



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

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

o Append record collectively &‘
Departments list Employees list Clan 'j
Employee ... | Name -~ L)

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

Tou can use the Ctrl key when
selecting many Employeess

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

State: | Clock in v

Fecord Time: | 20101217 ~ || s0oon 3

v

0%

Select the department, thus the employees in the department will be listed in the
employee list, select the employees whom you want to add records on to, then select
record’s state and time, then click [OK] to finish.

5.5.4 Dealing with Collectively Late / Leaving

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

[Exception] menu. The following springs:

#) Dealing with collectively Late/Early K
el Employess list Clai
® Caning Late O Leaving Ealy
EmployeeNo. | Name ~
Ignore clock in record » [Fim2 iy ]
103 Miche
Foml2mo1217 [ B0 3 a0 Lizzy
To wonm

The modified clock. in time:

2mo1217 A || FEO0 £

Search Employess
@ibepartment | [ head office -

O Shift Mamal v
v

0%

Steps as follows;
1. Click “Dealing with Collectively Late/Early”;
2. Select time range for “Ignore clock in record”;
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3. Select the “The modified clock in time”

4. Search employee through department or shift;

5. Select employee;
6. Click [OK] to confirm.

5.6

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

5.6.1

Data Maintenance

W Inport Employee List

Ctrl+y

Import Attendance Record Ctrl4l

Clear Obselete Data
Conpress Databaze

B Baclop DateBase

Initializs Systam

Import Employee List

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

window:

#) Import Employee List

Select afile to import

File: |

Failures in importing

Click [-J to select the personnel list file for importing.

[P ) N ———

) Tenglate
= Lipnier

File game:

Flusol ppe. [ Tert Pile i tme)

& m

Zen_ |
[Cowen ]

Select the right file which can be in *.txt or MS Excel (*.xIs) formats, then click

[open] to get back to above window, click [OK] to start!

The definition of (*.txt) data format as follows:
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This format of file only can import the employee info of “ID, Name, and
department”;

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

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

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

5.6.2 Import Attendance Record

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

following window:

# Import Attendance Record 3

Select afile to import

File D

Failures in importing:

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

window:

# Clcar The Obsolete Data

Select the end date
e 8 M| R
Clear Cloge

After your system is used for a long time, you will get a large number of obsolete

data in the database. It ties up the hard disk space and influences your system
operation speed. At this moment you can use this function to clear these useless data.

Select the ending date for your data clearing. And click [clear] to complete this
operation, after the clearance, the system will prompt asking you to compress the
database as following shows; select [OK] to finish. (Note: you can only clear the data of
one month ago).

99
Contact us at: www.nwstm-us.com



5.6.4 Compress Database

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

5.6.5 Backup Database

For ensuring the safety of data and recoverability, we advise you to back up the
database regularly. Click [Backup Database] in [Data Maintenance] menu, then select
the route to back up the database. Click [Save] when ready.

Back up the database manually: Copy the Att2003.mdb from the installation
directory to the route you want to back up the database, so if the system collapses, you
just copy Att2003.mdb to installation directory over again after re-installation.

5.6.6 Initialize System

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

5.7 External Program Management

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

External Frogram Management

Connect To Time and Attendance Machine

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

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

# External program management X

v ]
L

Apperd Delete Modify

PFrogram Name:
Executable File: [J
External program list

Program Mame Executable File
»

Firstly, we can click [Append] to add a new menu. For example, we need
“calculator” when we are operating, input “Calculator” into the input field of [Program
name], and then input “C:\WINDOWS\system32\cacls.exe” into the input field of
Executable file or browse [-J to find the calculator program, click [Save] to finish at last.
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We will see [Calculator] when you open [External program management] over again:

External Program Management

Connect To Time and Atiendance Machine

Caleulator

5.7.2 Connect to Time Attendance Machine

Click [External]-[Connect to Time Attendance Machine] springs the communication
interface between the software and the machine which can control the current machine
connected with the computer, it can collect the records from the machine, upload and
download employee info & clear the old data & modify the time on the machine. Find

detail on clause {Time and attendance management & communication) .
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(O ETOGIC FAQ

Frequently asked questions and answers
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6

6.1

FQA

Fingerprint has enrolled but often gets failure in identification.

Reason

Solution

1. The fingerprint was not captured
properly

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

2. Direct sun light or too bright light

Avoid direct sun light or other bright
light

3. Too dry finger, too wet finger with
oil or cosmetics

1. Touch the forehead to increase
oily level of the finger.
2. Clean fingers with towel

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

punching in/out

pressing finger.

6. Latent fingerprint on the surface of
sensor

Clean sensor surface (Adhesive
tapes recommended)

7. Not enough finger pressure

Place the finger evenly on the
sensor with moderate pressure

8. Influence by fingerprint image
change

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

6.2

No records found though employee have clocked in/out.

Reason

Solution

1. Unit power break for a long time
(time turn to zero as default)

Synchronize the time

2. The hasn't been

downloaded.

record

Please download the record from
the device.

3. The capacity has been fully
occupied.

Please clear the records in time.

6.3

Reason

The machine cannot connect with PC.

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or cable
hardware problem

Plug the cable firmly or change
another cable

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

Please enter the right COM No.

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

Refer to the manual for connecting
Time Attendance terminal

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

Solution

1. Unit in dormancy status

Press any key to activate.

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

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

2. Eliminate the interference of the
route.

3. The capacity has been fully
occupied.

Please clear the records in time.

6.5 We do not use the ID + fingerprin

t mode to verify.

Reason

Solution

1. Wrong ID entered

Enter the right ID

2. This user has no right to use 1:1
identification method

Set 1:1 identification method for this
user.

6.6

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

Reason

Solution

1. Direct sun light or too bright light

Avoid direct sun light or other bright
light

2. Latent fingerprint on the surface of
sensor

Clean sensor surface (Adhesive

tapes recommended)

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

software)!
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files in zip or rar (The log files are in Log directory in the installation directory of the
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OYETICIFM Appendix

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

connection and way of pressing finger.
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7 Appendix
7.1 Wiring Instruction

/?f-’—ﬁ-\

] CoM

P3 Relay 7 MC

a MO

= 8 coMm
12v |= P3 Relay 7 DCizv
I 2 Doy
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P1

Function PIN ngf Description
1 Green Wiegand DATAQ Output
Wiegand
Output 2 White Wiegand DATA1 QOutput
3 Black GND
4 Yellow Wiegand DATAO Input
"'“:ir‘?gfi"d 5 | Purple Wiegand DATA 1 Input
6 Black GND
P2
Function Wire Eg%‘? Description
1 Yellow RS 485 (A+)
Data Wire 2 Purple RS 485 (B+)
3 Black GND
4 Orange
5 Green
6 Blue
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P3

Function PIN 83%? Description
Door Sensor 1 Purple Trigger Input
Exit Button 2 Yellow Trigger Input
Door Bell 3 White Trigger Input
4 White Trigger Input
GND 5 Black GND
6 Green COM
Relay 7 Orange NC /DC12V
8 Blue NO/DC12Vv
P4
Function PIN Cable Description
Color
1 Red DC 12V
Power
2 Black GND
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Access Control Reader & Power Supply

Port P4 P3
PIN 4 3 2
Py L _ Exit |Door
— Function| Power Supply || Output Controller GND| Door Bell Button
Connecior] +12V| GNDf| NO | NC | COM|GMND | BE1| BE2|OPEN|DOCR
Relay State --
Door Bell
L
.—‘
Power on o Unlock Door Sen:
.
| Mark | +12v| GND [PusH| No [GND | Ne |
e
-.'--'I -.
Access Control Power Supply Power on to Lock
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Access Control Reader & Switch Power Supply

Port P4 P3
o
PIN 4 3 2
127 = -
— |- Eunction | Power Supply | Output Controller | GND |  Door Bell E;“m“ Daor
[Cormectorfl +12%| GND || NO MC | COM|GND | BE1| BEZ2 | OPEN|DOCR
Relay State +
Diode Door Bell
B
Power on to Unlock
Diode
—i<—p Y
== Door Sensor
e ————
+ B
Power on to Lock

e -

Switch Power Supply
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Access Control Reader & Controller

Corredior | +12Y | GND| GMD| D1 | DD | GND| D1 D[]'J

Wiegand Card Reader

Rama EEas Enam
T
g7

)
L
HE

Ch iy B |
TREPTT] S T AT E 13
B T [ e

¥

Switch Power Supply Access Controller
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7.2 lllustration for pressing fingerprint
Correct method:

E0R

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

Wrong method:

E dER A

Too less valid area Too left Too right Defluxion  Too down

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

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

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

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

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

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

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

increase the precision.
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