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Our philosophy: We sell product, but the most valuable thing is our service to you. 
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Part 1: Basic operation of Software(How to set user, upload user name, download time 

records, export time records to excel file), most users just need to read this part. 

 

Part 2: There is a simple example on how to do the time records analysis and get the 

Final Report, You can follow this example and will understand clearly how to use the 

attendance function  of this software system. This is advanced part. 
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1. ENROLL THE STAFF FINGERPRINT  

Assume there is a manufacture company, the name is “BeSeen Control  CO.LTD.”, there is a sale 
department and it has three staffs: Tom,Jack and Jim. 

1.1. Enroll the fingerprint on the machine 

Ask Tom to enroll the fingerprint, the machine will generate a unique ID for Tom(from 1 to start by 
default), The ID is very important, it will be used as relation between the time attendance record and 
the software for further analysis.  Tom(also including the boss) will remember that ID “1 “ stands for 
Tom. 

Then, ask jack to enroll the fingerprint, another unique ID 2 will be allocated to Jack. 

Ask Jim to register his fingerprint, the unique ID 3 will be allocated to Jim. 

One by one, enroll each staff in the company and every one must remember his/her fingerprint ID. 

 

Enter the Software: 

The account is: system 

And there is no password. 

 

Enter the wizard interface: 

 

1.2. Enroll the Staff info on the software 

 Step1: Create Depart firstly. In the menu bar, click “Department” or in the wizard diagram, 
click “Department” 
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 Step2: Click to create a new department, a unique department ID will be assigned 
automatically. Input the dept name and other information, then click “Save”. 

You can create multiple depts. Here to stand for your organization hierarchy. 

 

 Step3: Add staff  

 

Below fields are important: 

o Name: Input “Tom” for example 

o Staff No. system auto generated(don’t change) 
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o User ID, It must match the one registered on device. 

o Dept, Please select appropriate dept for the staff. 

o Last Name(here Last name can be uploaded to fingerprint device, Suggest put the 
actual full name in the field ) 
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2. SETUP TCPIP CONNECTION 

 Step1: Click “Device” 

 

 Take care of below parameters: 

 

o Model, choose “BS13xx” 

o Check the box besides “Network” 

o IP address, keep same with the one on device.(For how to set IP address on device, 
Please check the hardware manual) 

o Port no: 5005(keep the default value) 

o Device No.  Keep 1 as default 

o Don’t forget the network cable to connect the device with computer. 
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 For the IP address setting on device, please refer to the hardware manual. Note: 

 configure from your device: 
o IP address: SET one IP within the same area with your computer 
o subnet mask 255.255.255.0 normally,(Same with your computer) 
o Ddefault gateway: same with your computer gateway address. 

  

 

 

3. THE OPERATIONS WITH DEVICE BY SOFTWARE 

Click “Download” To enter the main diagram 

 

3.1. Download Time Records by TCPIP connection 

In the left pane, Check the device you want to operate. 

 click “download records” to download the new generated records from last time, click 
“Download All Record” to download all record, click “Delete Record” to clean up the records 
on device. 
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 Check the raw record method 1 

o Click menu “Raw Swipe Record” from menu “Attendance Management” 

 

 

o Select the department on the left and begin Data/End Date, the original records for 
each stuff will display, you can also modify the record here. 

 

3.2. Check the raw record reports and export to excel file 

o Click menu “Raw Swipe Record” from menu “Report” 
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o Select dept from left side, then click “Search”, the related records will display.  

.  

 

 

o Click “Preview”, will display below view diagram. 

 

o Click “Excel”, will dump to data to an excel file 
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3.3. Upload User Name  

Click “Set Name”, will upload user name you set to device 

 

3.4. Read/Set Time  

Click “Read Time”, will read the device time to computer, Click “Set time” will sync the 
device time with the same as your computer time. 

 

 

4. GET THE WORKING TIME REPORT( ADVANCE PART) 

There are two levels to get the time detail report. 

Level 1: 
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Many customers (especially small company) just want to get an excel file which have all the raw time 
records (Employee name+time stamp), then they can check and calculate their expected result 
based on the excel file. 

This process is simple, no need to understand the time rule setting of the software. You can refer to 
Chapter 3.2 to complete this. 

 

Level 2: 

This is the process to set time checking rule in the software according to your company attendance 
policy. Including: 

o Holiday setting 

o Holiday allocated to employee.( possibly different employee has different holiday ) 

o Work time shift setting (shift means the on/off duty time each day.  For example, 

the staff should go to work on 8:00AM and go off at 6:00PM, the 9:00AM and 6:00PM 
should be set as a shift, only with the shift, the software can know how to do the 
analysis) 

o Shift pattern(that means how a work time shift repeat  ̧weekly or  monthly .etc.) 

o Shift pattern assigned to employee 

o Then based on the raw time records, software do the analysis and generate final time 
report. 

 

4.1. Holiday setting and Allotment  

Click “Holiday”, you can create all holiday. 

 

For example, you can create a holiday name “Public Holiday” for whole 2012 year 
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Then, you can add multiple specific holiday details under the “Public holiday” 

 

Also you can quickly set up all Sunday/Saturday as holiday by click “Quick Setup”. 
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Holiday Allotment: here at left side, choose department or person, at right side, choose the holiday 
name, then click add or delete to set holiday to different department or employee. 

 

4.2. Shift Management  

Create a shift firstly by click “Shift management” 

 

Here we assume the employee work begin 9:00AM and duty off at 18:00PM from Monday to 
Friday(no working at Saturday and Sunday). 

 Click “New Shift” 

Order no: can be a number to register this shift ID 

Shift no: a simple string to identify this shift 

Name: A simple string to describe this shift 
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 Then under that shift, you can Add shift details. 
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4.3. Shift Pattern 

 

Shift pattern mainly set how the shift repeat with time. For example, here we set it to weekly.  

Firstly, select “Weekly” page, then click “New Pattern” 
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After at the shift part, click “Add” to add the associated shift.  

 

 

4.4. Shift Pattern Allotment 

Here select the department or staff firstly, then click “add” or “Batch Allotment” to assign the shift 
pattern to the employee. 
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4.5. Analysis 

 

Select the department of one stuff, click “Analyze” to do the time records analysis(Please download 
the time records from fingerprint device firstly ) 

 

4.6. Attendance Details Report 

  

Then, select the department or stuff, time range. 

Click “Preview” to view the report, click “Excel” to save a excel file. 

 


