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1. INTRODUCTION

This manual is to teach you how to install and use the Attendance Management system (UnionAttend).
The system is for attendance management and communication with fingerprint or proximity card device.

It will teach you how to install the software and show you step by step how to input critical data into the
software. Lastly, it will show you some troubleshooting techniques in solving problems for the software.

The system is a multi-lingual interface system. User can choose the interface language in login screen.
The software can be run in Windows 98, Windows 2000, Windows XP and Windows Vista/windows 7.
But, it cannot be used in Linux or Unix platform.

Some hardware basic operations are below, for the hardware setting, please refer to the hardware
manual.

1.1. How to turn on the machine
v' power supply to connect
v turn on the power switch at the bottom

v press the key at the bottom left corner

1 |2 |3 | ESC
4 |5 |6 |MENU
7 |8 |9 | 4

(@ [0 [ok|VY

1.2. How to enroll fingerprint
v' Press “Menu”, there is a “Register” sub-menu, go on with that.
1.3. How to download data with usb

v' Press “Menu”, there is a “set comm” sub-menu, go on with that, then press “U-down”

2. SOFTWARE INSTALLATION AND LOGIN
2.1 Installation

Download the software from our support website.( For environment protection, we don’t provide CD
from Sep,2010. All materials can be downloaded from out website.), for the website address, please ask
the seller.

The installation wizard will start, click “Next” to proceed.
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=% Installing UnionA tiend

Welcome to the UnionAttend
Installation!

This setup pragram will install UnionAttend on vour computer, Click
Cancel if you do not want to install this application. Click Mext to
continue the installation,

WARMING: This prograrm is protected by international copyright
law and treaties,

Unauthaorized reproduction or distribution of this program, or any
partion of it, may result in severe civil and criminal penalties and
will be prosecuted to the maximur extent of the law,

Mext = | [ Cancel J
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Select installation path and then click “Next”.

44 Installing TAS ) =101 x|

Destination folder
Select a destination folder where TAS will be installed. '_‘
i

Setup will install files in the following folder,

If you would like to install TAS into a different folder then click Browse and
select another folder,

Destination folder

CiWProgram FileshTAS Brawse, ..

Space required; 21.57MB
Space available: 14 .18GE

— Ereatelnstall Free

< Back Mext = Cancel |

The system will begin to install the program.

<% Installing UnionAttend

Installing Files
Copying Unionattend files to your computer., 6
i

To interrupt or pause the installation process, click Cancel.

Directory: CiNProgram FilessUnionAttend
File: unionattend.rar

(RNNRNN RN RANN RN RRNRRNN RN RRNN RN RANRRN RN RRNNRRNRAY

et = izancel

Click “Finish” to complete the installation.
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<2 Installing UnionAtend

UnionAttend has been successfully
installed!

Click Finish to complete the installation,

2.2 Login

Run the shortcut “Union Attendance Management System” on the desktop

The default login account is “system”, and the password is blank (no password).

login x|
% Account Isygtem
Password |
Language  [Englsh =i
o OK | X Cancel |
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Click J beside the Language field, can switch to other language, now it can support English,
Spanish and French.

3. INTERFACE PREVIEW

The software is window based. The interface between the software and user is through each window.
After authentication, it will show you the main window. For each item, it will show the child window.
The child window must locate inside the main window.

3.1 Main Window

The main window consists of the title bar, top pulled-down menu, hot menu, the content area and the
status bar. The title bar shows the software name. The top pulled-down menu covers all the items in the
software. The hot menu provides the quickest way for accessing the critical item. Finally, the status bar
shows the status of the system such as the current date and time.

a0 Taswa b I Aterdess Masgeras! (10 Bspart Wrdeas (90

L & 2=

£
Holday fbckmant | Shift Marcgemank  Shit Bk Shift Sd

Cxrsoc: Deomardocd

Top pulled-down menu

Hot menu

\

Status bar

Dricr Beoran Wschizez  Vemond 3 o Ghdreinirintoc) Domte 00 D626 Torm (13006 55

3.2 Child Window

The child window is invoked when you select a menu item. Each child window has its layout. Some are
similar and some are different. Most of child windows have the icon bar located at the top for choosing
different actions.
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B it Information

[~ Show sub-Department Find I
[~ Show Resigned Staff

Marne | Staff Mo, |

Icon Bar

Account: O

@ Staff Shift Schedule

“ Fiadd Wl FiBatch Scheduling *ilelete [HModify | [#]Refresh | [] Close

|C1ick here to select Dept. v| Mi IBegin Date lShift Hame IEnd Date l
[~ Show sub-Department Find I
[T Include resigned staff
Hame | Staff Wo. |
e View Shift Detail |

4. SOFTWARE CONFIGURATION (BASIC PART)
Click the icon “Wizard”

B WS &

Departrment  Staff Dewice | Holiday Holiday Allotrment

@ B S

Shift  Shift Pattern  Shift Allotrnent

Download  Analysis  Attendance Detal Report

m

Wizard

Then, there is below step sequence, just follow that one by one and complete the configuration based
on your company fact/requirement.

9 0f 70



Step 1

Department

Step II ﬁ
Holiday
Step III a
s
Download

4.1 Department Management

Staff

11 ¥
S

Holiday Allotment

Analysis

Shift Management Shift Allotment
Shift Pattern

P
&

Attendance Detail Report

Department management is to maintain the department used in the system. User can add/modify/delete
department here. There should be at least ONE department in the system, as department must be
assigned during the adding of new staff record.

4.1.1 Add New Department

To add a department, click the icon bar “add”.

Department

Input Department Number and Department Name. Click “OK” to save and exit.

New Department Info

Department ]

Dept. e jua

Dept,

Underj

lamelU'BM

I s]

Telephone |

ﬁddress1

Pastal

Fax]

Code1
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New Department will be shown.

i-‘?, Department Management

| Eaaa Eonelete IfModity | ] Close

=- E‘E Department

4.1.2 Adding Subsidiary Department

You can add a sub department under another department. It creates a hierarchy between
departments. For example, Administration section consists of Account Department and
Shipping Department.

Or, you can setup multi-organization. Each organization has its own departments. For
example, you can setup 2 organizations. One is ABC Company Ltd. and the other is DEF
Company Ltd. Each company has its own sales department and account department.

To form the hierarchy, you need to input an upper department during the adding of
department.

Yo el =17 A T [ i Wew Department Info

[=-E2= Department
I‘;‘ 1AJABRC Company Ltd
B2 IETHote] Company Lud.
3; 2AJDEF Cempany L.

Cepartment ]

Dep, Mo JABCOOI

- - ' ceonnt Deparimert
< Jppzr Cept, Jz“.BCNmpany Ltd. LJ
e | =

The new department (Account Department) will be added under ABC Company Ltd.

[r

- Department Management

Etadd Eopelete Emodify f] dose

= h Department
= [1A1AEC Compary Ltd. I
"I [\ DC001 JAccount Depertment
; [1ElHotel Company Ld. I

2z [Z4]DEF Company Ld.

4.1.3 Modify/delete a department
We use mouse to point to the department and click the icon “Modify”. Then, we can change the content.
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QI Department bManagement
| Efadd ElDelete Iimedify | ] Close

partment

To delete a department, we use mouse to point to the department and then click the icon “Delete” to
delete the department.

*add ESDelete I=oModify

Department

[' Close

In the other staff selection screen, you may need to show Subsidiary Department staff. You
need to tick the check box “Show Subsidiary Department” if you want to do so.

No staff will be listed if there is no staff belongs to selected department. Once “Show Sub-Department”
is selected, all staffs in subsidiary department will be listed.

@ Modify Statf Information

G Modify Staff Information
Cadd @i Pion | TBadl T@Delete “BMod

| [01 UM | [011UBM

T

[ Shoo Resiemed Staff | [ Shdy Resigned Staff

r Shgl L_TI| i S v Shogesnbelansctn B i

Hame | Staff Fo. | Hame | otaff Ho._
T Bryan 00000001
e 00000002
i 1o 00000003

4.2 Staff Management

“Staff Management” handles all staff settings, including adding/deleting/ modifying staff information.
User can also handle staff resignation here. One of the attributes in staff management is User ID. It is
the identifier used in fingerprint device or proximity card device.

For example, staff number is “MIS001” and its user ID is 7. It means the fingerprint or card information
in device belong to user id 7 will be match to staff “MIS001”.

To invoke the staff management item, just click the “Staff” in hot menu.
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Swstern Management (2)  Staff Management I Device Mana;

When you see the Staff window, click the icon “Add” to add a staff to the system.

'ﬁf_ﬂmu-:t-:. | [lClu:-se

[T Show sub-Department Find
[ Show Resigned Staff
Hane | Staff Wo. |

In the input screen, you can input the related information for each staff. Some fields are necessary to
input while others are optional.

The fields “Name”, “Staff Number”, “Dept” and “User ID” are necessary for input whenever you add a
staff record. The other fields are optional.

el | F]close
| Bese tnto | Other Info | Remark |

Name | NickName |

Statf Ho. [MIz011 = User ID 11

= (Device Tzer IDN

r | = a\m| @

ID_Card No. |

Gender J ﬂ
Birthdazyr (Grnn-mm-dd)

Marital Statns | ﬂ

Hationality |

Rezidence | LJ

Wage Type [1-Quantity Seale -]

Below fields are important:
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o Name: Input “Tom” for example
o Staff No. system auto generated(don’t change)
o User ID, It must match the one registered on device.

o Dept, Please select appropriate dept for the staff.

29 ¢¢

In the input screen, you can see there are 3 pages. They are “base info”, “other info” and “remark”. In
each page, you can input the related information of each staff. You can click the page title to let the
system showing the page content.

€cCancel | F] Close

EW

staff No. MIS011 i

The page “other info” consist of the less important information of each staff. You are free to choose to
input or not.

Base Info  Other Info | Remark |

Position || ﬂ Title | ﬂ
Join Date ,7 (oo mm-dd ) Paz: Probation ,7 (nnn-run-dd)
Contrart Type | ﬂ Political Batuz | ﬂ
Education | ﬂ Profession |

Crraduate Time Bnnny-mm-dd) Frhool |

Iobile Ho. Telephone |

Address

Addres2

|
|
Addressl |
|
Postal Code |

Local Citizen r Cruarantee

The third page “Remark” allow you to input the remark of the staff and also to see the number of
fingerprint template, the password information and the proximity card number if it has.
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Base Info | Other [nfn  Remark
I

Fingerprint | Adrnin folse

Password | Card |

If the user has enrolled 2 fingerprints in the device, the fingerprint field will display “1,2” which means
that first and second fingerprint has been enrolled. The sequence in here is not the same as the
fingerprint sequence in user’s hand.

The field “Admin” shows you whether the user is supervisor in the fingerprint or proximity card device.
If it is supervisor, you will see “true” or you will see “false”.

The field “password” shows the password in the fingerprint or proximity card device. It will not display
the exact content of the password. Instead, it will show a number of star “*” to represent the password.

Finally, the card field will show the card number in hexidecimal in the device.

When you have input all the necessary information of the staff, you can click the icon button “Save” to
save the staff information into the software database. If you do not click “Save”, the input data will be
lost.

Hsave  Xcancel Close
| @& | BjsInfo | Other Inf
— Mame

To modify a staff’s information, you can use mouse to select the staff and click the icon “Modify”.
After that, edit the same thing in the input screen and save it afterwards.
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v Staff Infonmation
| Chdd ODalete
I|”[|:|2]Sale5 _]
Il“” Show sub-lepartment Find r_

|
™ Show Resigned Staff
| Hame | Staff Wo. |

To delete a staff’s information, you can use mouse to select the staff and click the icon “Delete”. When
you choose to delete a staff, you are asked to confirm your action. Click “confirm” to proceed or
“cancel “ to abort the action.

Please be noted that the process is NOT RECOVERABLE.

Question
Enre delete staff
-._?J/ Telly ? )
ius | |TNERE HiH

Normally, we will set the staff to the “resigned” state rather than deleting the staff directly. The
resigned staff will be not shown in the staff listing, unless user enables “Show Resigned Staff” option.
The resigned staffs will also be excluded in reports unless specified. However, all records of resigned
staff are still preserved in the system.

To set the staff to the “resigned” state, select the staff and click the icon “Modify”.

G Modif:

"Whdd WDelet

Staff Information

.|“[|:|2]Sale5

[T Show sub-Department Find J |

|
[T Show Resigned Staff
Hame | Staff Wo. |

[§Bryen 00000001 4 |
|

Then, tick the check box “resigned”. After that, you are asked to confirm the action.
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Lept | Account Department (=)

3
fock

ID Card No. |
endot Question @l

. P ) Sure Mark Resined 7
Erirthday \.;J/ R Marshalanec by

Marital Btatog

Waticmality |

Fesidence | ﬂ

Wage Type | 1-Quantity Seale -
Eesign |w

Select “Confirm” to confirm staff resignation or “Cancel” to abort the action. When you confirm the
setting of resignation, you can see more fields displayed for input of resignation date, type and reason.

Eesign W Leave Date [7000-03-26 Tve  |Eerml |

e Eﬂeﬁ
TLEAZON Ford

Except the resign date and type, you are free to choose whether to input the reason of resignation.

The resigned staff will not be listed in other selection windows unless the check box “Show Resigned
Staft” is selected.

) Modify Staff Information © Modify
| teaaa @iac Proais || BAU TBDelete BModify

]-[I:IZ]Sales >

aff Infa

Tiation

1 . I —-
[T Show sub-Department Find ]M [T Show sub-Department Find r

W T |I‘~7 Show Resigned Staff
Hame | Staff Ho. [ame TOTaIf No. |
E]Bryan 00000001
|

4.3 Device Management

Device management is to keep record of each device in an environment. You can add/modify/delete a
device in this module. To invoke this module, click the icon “device management”.
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Swstern Management (27 Staff M Device Management (00 Attendance Management (T} Eeport  Window (80

-

whloac Hollda\,r Holiday allotrment | Shift Management  Shift Pattern Shif

Department Sta

To add a new device, press “add”.

tadd | feoModiy ZmDelete G Save S¥feiesh B Close
—[evice

Device Mo. - Device Mame
| = I

Each device has a device number which identifies the device. Select an unique device number and input

the device name. Normally, we will give a meaningful device name for easy remembering.

For USB connection:

% Device Management o ] S|
"'..-'-‘-.u:lu:l iMDdif_l,l o Delete Save Q Refresh [l Cloze
Device
DEvIEE T |1 = |EE "EE T | <news [~ Metwark
M odel A il=ction O ueknoan o ol
—H0M i~ Ethertet
COMPort  [Con JUSB 1 IP Address |192.168.188.224
Fart Mo, |5|:||:|5
Baud rate |1 15200 L!
Password ||:|
Device Na. |Device M ame |Mudel |EEIM Port |Bauu:| rate |IF' Address |F'|:urt M a. |F'asswu:uru:| |direu:tic|
14 1| <resws ARMI LISE 115200 192.168.168.224 5005 0

The model will affect the communication between computer and the device.

Take care of below parameters:

o Device No: it's from the fingerprint device, you should check from the machine,refer to
the hardware manual if you don’t know how to set/get it. (If you have more than one

device managed by the software, please set different device ID)
o Device Name: set a name you like
o Model, choose “ARM9”

o COM Port, Here choose “USB”.
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» Note that if use USB connection, you should install the usb driver in advance so
that computer can recognize the device. When connect device to computer and
turn on the device, windows system will have popup message on finding new
hardware and ask you the driver.

» The USB driver is located “usb driver (arm9)” under the software installation
folder(It's “C:\Program Files\TAS” by default), winxp/win2000/win7 system uses:
“WinXp”; Vista use “WinVista(64)”

* If you have problem on the driver installation, please contact the seller.

After the setting, click “Save”.

For TCPIP(LAN) connection(If you asked the seller to configure the LAN Interface):

Tick the check box “networked” if you decide to communicate with the device by TCP/IP. If the
communication mode is by COM port or USB port, please uncheck the “networked” check box.

“. Deyice Management =101 x|

"'..i'xdd iMDdi.F_u g Uelete Save ,"a"Flefresh [l Cloge

Device
Device Mo, |-| j Device Mame |<new> v Metwark
Maodel Direction & unknown " in " out
~COM —Ethernet
COMPot [Com | =] IP Address [192.166.0.224
Fart Mo. |5|:||j5
Baud rate | j
Password ||:|
Device Ma. IDevice M ame IMcu:Iel ICEIM Part IBaud rate IIF' Addresz IF'u:urt [ IPasswnrd Idirecticl
Lé

For TCP/IP connection, you need to input the IP address, port number and communication
password. The IP address should be equal to the one stored in the device.

The port number also needs to be the same. The default port number is 5005. If you have changed
the one in device, you need to change the item in here for successful communication.

Finally, the communication password should also be the same with that of the device. The default

communication password is 0. If you change the communication password in the device, you also

need to change the item in this input screen. The communication password is to protect the device
from communicating from other unauthorized software.

o Model, choose “ARM9”

o Check the box besides “Network”
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o |IP address, keep same with the one on device.

o Port no: 5005(keep the default value)

o Device No.

o Don’t forget the network cable to connect the device with computer.

o Forthe IP address setting on device, please refer to the hardware manual

For COM / USB connection, uncheck the check box “Networked?”. Then, input the com port
number and the communication baud rate. When you plug the RS232 cable to the computer, the
OS will assign a com port number for the communication. You can check the com port number

from the OS. For Windows XP, right click “my computer” and select “computer management”. Then,
select device management and find “com or Ipt”. Using mouse to click the left “+” sign to see the
available com port for the computer. After knowing the com port, you can input back to the software
for communication by COM port.

Device

Device Mo. ]1 j_j Device Mame  |<E29 [~ Metwaorked?
COR- Ethermet-

IPAddress  [192.168.1 224
Fart

PortMo.  [5005

Baudrate

Pazsword {U

If the device has USB communication, you just uncheck the check box “networked” and input any
com port or baud rate. The software will judge the communication is by COM port or USB port
automatically.

Once you have input correct all fields, click the button “save” to save the device into the software.

@ Device Management

<8 B efresh [| Cloze

Device
Device Mo, |1 j Device Mame  [<E290
Tk Ethernet

The saved new device will be shown in the device list in the lower part of the device window.

Device MNo. | Device Name | Port | Baudrate | IP Address | Port Na. | Pazsword |
1 TA10000 192 168.1.224 5005

*
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4.4 Device Communication
4.4.1 Overview of Device communication

Device communication is a list of items for communication with the fingerprint or proximity card
device.
To invoke it, click the icon “Download”.

Step III ;
% &

Download Analysis Attendance Detail Report

The download window will be shown after invoking.

#% Attendance Management System - [Data Communication]

&Data Setup  Time zone Management  Import  Door Lock

w B &

Departrnent  Staff Device | Holiday Holiday allotrnent

@ B &

shift  Shift Pattern  Shift Allotment

Dowrload — Analysis f-\ttendaneDetail Report

Set Time | Fead Mame | Set Mame | U Digk /S0 Card Import | Clear Admin | Set Admin | Download Argument
-] Select Device

Diownload Record Download &l Record Delete Record

Downlaad Template Upload Template Delete template Cloze

Clear Screen

In the left side, you can see a tree list of devices that you input in Device Management. Each item has a
square box in left hand side. Click the square box means you want to communicate with the device.

The root of the tree is a tip showing “Select Device”. Check it means you want to select all devices.
Uncheck it means all devices will be unchecked.

In this window, you can select multi-devices for communication.
In this window, you can see the top menu has been changed to that belonging to data communication.

%% Attendance Management System - [Data Communication]

@ Data Setup  Time zone Management  Impo Dooar Lack.

B TS e D e B & B o)

Departrnent  Staff Device | Holiday Holiday allotrnent | Shift  Shift Fattern  Shift Alotrment | Dowrload  Analysis  Attendance Detal Report

I Set Time Fiead Mame Set Mame U Digk /S0 Card Import | Clear Admin | Set Admin | [Download Argument
-] Select Device
Download Record Download All Recard Delete Record
Download Template Upload Template Delete template Close
Clear Screen

In the middle part, you can see a list of items in a toolbar for reading and setting time, reading and
setting name, USB import, clearing and setting admin.
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#% Attendance Management System - [Data Communication]

&Data Setup  Time zone Management  Import  Door Lock

%S W @ e B %

Diowiiload  Analysis AttendaneDetail Report

H Set Time | Fead Mame | Set Mame | U Digk /S0 Card Import | Clear Admin | Set Admin | Download Argument
-] Select Device
Download ecord | Dowrlosd A Becoud Delete B
Downlaad Template Upload Template Delete template Cloze
Clear Screen

The common button is located in right middle part. They are used much more frequently by user. They
are mainly for download/upload/delete transaction data and download/upload/delete fingerprint or
password or card template

%% Attendance Management System - [Data Communication]

&Data Setup  Time zone Management  Import  Door Lack

B %S

Departrnent  Staff Device

o &

Holiday Holiday allotrnent

@ B o

Shift  Shift Pattern Shift Allotrment

Download  Analysis  Attendance Detail Report

Set Time

Fead Mame

Set Mame

-] Select Device

U Digk /S0 Card Import |

Clear &dmin

| Set &dmin

ownload Record

Download All Recard

e —
Delete Record

[Download Template

Upload Template

Delete template

| [Download Argument

Cloze

Clear Screen

4.4.2 Download time in/out records

To download transaction data, just click the button “Download Record”. Transaction data means the in
out records punched by user. This “Download record” is by marker. That is, when you download the
data from the device, you cannot download again using this button. The marker has already been moved
to the end.

If your computer has done reinstallation and you want to download back the previous record, you can
choose “Download all record”. This button is to download all the records in the device flash memory.
Unless you do the action of delete record, you can always click the “download all record” to get back
the previous data.

4.4.3 Delete records

Be careful in clicking the “delete record” as the deleted records are UNRECOVERABLE. When you
click the button, the system will ask your confirmation before deleting.
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4.4.4 Templates

We may have more than one device in a network. In such case, we used to download fingerprint
template or password or card information from one device to the computer and upload back to the other
devices. The button “download template” will download all fingerprint template to the software
database. Besides, if the user has enrolled proximity card or password, they will also be downloaded
into the software. But, you can see the card number but you cannot see the exact content of password.
The system will show star (*) to represent the content of the password.

The button “delete template” will delete the fingeprint template, card and password in the device. But, it
only delete those user ID found in the software. It will not affect those fingerprint by the other user ID.

4.4.5 Toolbar Button Operation
We then come to the buttons in the toolbar.

#% Attendance Management System - [Data Communication]

&Data Setup  Time zone Management  Import  Door Lock

B o w B @ B

(3= =1 ) Y =1 lysis Attendance Detal Repart

i Set Time | Fead Mame | Set Mame | U Digk /S0 Card Import | Clear Admin | S Admin | Download Argument
- ] Select Device
Tomnioad Necord Lownload All Record Delete Hecord
Downlaad Template Upload Template Delete template Cloze

Clear Screen

In this toolbar, we use the button to do less frequent job. The first two buttons are “Read Time” and
“Set Time”. “Read Time” is to read the clock time of the device selected. “Set time” is to set the time of
selected device. When you download data from device, the system will set the device time
automatically for the first time of download in entry to the window.

“Read Name” is to read the user name from the device. When you install the device the first time, it will
not have name. It only has user ID. So, you need to do the “set name” once for a device.

The button “clear admin” is used to clear any supervisor in the device. When the supervisor in the
device has left, user may not get into the menu again. They can use this button to clear any supervisor in
the device so that they can access the device menu again.

Finally, the button “set admin” will do the opposite of “clear admin”. It will get the input of user ID and
change this user id from normal user to supervisor.

zer D Start ‘ Cancel

Just input the user ID that you want to raise it to supervisor and click button “start”.
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4.4.6 Import Data from USB pen drive(Recommended if no LAN interface)

This is to import the in out transaction through the USB disk. Some customers do not use TCP/IP nor
COM port to do the communication due the difficulty in cabling. They will then choose the use of USB
disk.

Take “USB stick” with file downloaded from device, the file is a text file and file name is GLG_001.TXT
or AGL_001.TXT by default.

The record format is like:

No Mchn EnNo Name Mode IOMd DateTime

00001 1 00000001 33 0 2010/11/10 23:00:22
00002 1 00000001 33 0 2010/11/10 23:00:24
00003 1 00000002 33 0 2010/11/10 23:00:25

In the data communication window, click “U Disk/SD Card Import”

Read Time | Set Time | Read Mame | Set Mame i Clear Admin | Set Admin | [rownload Argurnent |

B D Select Device

1-f?ngt3l-1 (T58] [com] Download Recaord Download Al Record Delete Fecord

[ 24inger-2 [T58] [com]

Download Template Upload Template Delete template Cloge
Clear Screen

Click “Get One File” to open the file, choose date format “yyyy-mm-dd”, then, click “Load”
USB Import T x|

Get One File Get All File |

(agl_007 t=ttoagl_999.tf)

File ||
Date Format = pewyramdd £+ ppyy-mm-dd £ ppemm-dd
= mim-dd-uy i dd-rorm-uy

Load
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4.4.7 Top Menu Operation
At last, we come to the rarely used top menu. Normally, user seldom use it but it is very useful.

&= Attendance Management System - [Data Communication]

The top menu is in format of pulled-down menu. When you click the item, a pop-up menu will be
displayed such as the “1. Download online”.

In Data Item, you can see only one item pop-up menu. It is “Download online”. It is to monitor all
selected device and download the in out transaction immediately when user punch its finger. When you
select this item, it will ask you the time interval in seconds. It is the time between each monitoring. The
default interval is one second.

. . | N
Interval [second) v Display Start ‘ Cancel ‘

The check box “display” is an option for choosing whether to show the connection message in the
message area. The default is to display. When you confirm the interval, you can click the button “start”
to download data in online mode.

== Artendnncs Management Syifem - [Data Communic atioa]

™ oy L R " Pt ;
ML | gk LJ;__: m ) E« o “f" vt
Depar-ment Statt | Devioe Downcad | Holiday Holiday Alotme-t | Shitk Manzgement  Shitt Pztzera Shitt Sdwedae | Analv: Attendance Dezzil Ferort
Rrod Treem 1 ErtTre | S Wams £t rlams | ISR mapert 1 Mlr Admin ot Admin |
1 O &elert D i
B0 TAI0000 RUZI03] kgl o Brre ‘ e y ‘ e N ‘

@ Tast Cevica

oy -

e (1) Mioweend Fota
L 1] - Loerival Lida
A

Dievice [1]-Dowrlcad C ot
(AT

Desinn (1) Mewrend Tota
done
Dewien (1] Fiowrend Fota

LDevie 1] - Dovriead Lda
o

Dievice [1]-Dowrlcad C st
oy

Desien (1] Fiowrend Fota
done

The system will check all selected device by the input time interval in seconds.
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Device [1] - Download D ata
daone

Device [1] - Download D ata
daone

vice [1] - Download Data

done

Device [1] - Download Data
Device [1] - Download D ata

T—eas

id: 11 2009-08-27 120100 [fp] [in] namefdely)
done

Device [1] - Download Data
done

When any user punches its fingerprint, the data will be collected immediately. Should you want to stop
the download online, you can click the icon “stop” to stop the process.

D

The next menu item is “setup”. It is a pop-up menu for setting the device.
LS GOl | e e s L.

= Attendance Management Svstem - [Data Communi

o

(] Department  Staff | Device Download | Holiday

S

Read Time | Set Time | HeadName1 Set Mame

The first item is “delete all enroll data”. It is to delete all enroll data in the device no matter whether the
user ID is found in the software. It is different from “delete template™. “delete template” will only delete
template of those users that is found in the software. So, this item is suitable for clearing device.

Clear &ll Enrall Data
done

The second item in the menu is “bell”. It is to set the time of the bell to sound.
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Set Bell Bell Count 1

Enahle Hour Minute

[ | | Read

r | | -
wiite

r | |

[ | | Exit

r | |

r | |

r | |

r | |

r | |

r | |

r I I

In the setting of bell time, you can input the hour and minute for the bell of the device to sound. When
you start to input the hour, the “enable” check box will be checked automatically.

SetBell Eell Count [
Enable Hour kAinute
v |0z |20 o
v 1= [20
v 13 =0 wirite
i~ |18 ] E it
= | |
= | |
L | |
= | |
L | |
= | |

When you finish the input,you can press the button “write” to set the time to the device. Also, you can
click the button “read” to read back the current bell time of the device.

Device [1]- Connect tepip [192.168.1.224]  [5005]
succeeded

FRead Bell
on 08:30
on 12:30
on 13:30
on 18:00
off 00:00
off 00:00
off 00:00
off 00:00
off 00:00
off 00:00
off 00:00
off 00:00
done

27 of 70



4.5 Holiday Management

Holiday is to identify the date for public holiday. In public holiday, staff need not be on duty.
To invoke the holiday management, just click the icon “Holiday Management”.
Device Management Attendance Man

" & Q

wiload | Holiday  Holiday Alotrme

4.5.1 Add Holiday
To add a holiday calendar per year, click the button “Add Holiday”.

j Tiadd Hlliday rineletelﬂoliday [ZModi £y Holiday “-Qui.

L4

..........................

Tear l]‘[-:-lida}' Catezory Name I i Holiday §

| PiAdd Detail FiDalet

Begin Date iEnd Date
N -

Input “Year” and “Category Name”. Click “OK” to proceed.
Edit Holiday Category

Tear WEE

Category Hame iEDD‘B sales calendar]

W UK | X Cancel |

After the input of holiday calendar, you can add detail date for the public holiday.
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Fiadd Holiday  *+iDelete Holiday  reiModify Holiday 8- Quick Setup F] e
Year |PU.h].‘i.l3 Holidayr Hame J . . ]

WDEIHE Detal
~{Eiegin Date __—tPT Date

|Hal
Ld

&

Then, you will see an input window for the date range and the holiday name.

Edit Holiday Detail X

Begin Date  |20108F 1H13H |

End Date |z00aF12 A 198 =]

Holiday Hame |I31-|ri stmas

T ] X canca |

Input the “Begin Date”, “End Date” and “Holiday Name”. Click “OK” to confirm. New holiday will be
added. Repeat the adding till public holidays have been added.

Tisdd Detal  *+iDelete Detal  rEjModify Detai
Elegin Date |End Date |Holiday Name |

[»

When you find some error in adding, you are free to choose to modify or delete the public holiday.

Tiadd Det@ Detal  ESModify DED

BeginDate  |End Di———|Holidayllome—— |

[»

There is a quick setup that you can set up all Sunday as public holidays. So, you do not need to set them
one by one. To do so, click the button “Quick setup”.
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@ Public H

j FEiAdd Holidsy *3Delete Holiday [SModify Holiday “-Quick Sef

ip | [|Clc-se

Tear i]‘[olida}' Category Hame I

Holiday |

! TiAdd Datail *+iDelete Detail [ojModify Detail

Eezin Date

iEnd Date

!Holi day Hame

You will see an input window with several check boxes.

Cick Holidaor Sething

Yaar
—Holiday
v
u

[too7 2]

Ivem
A1 Surday
£11 Saturday

lternate Weelend

Fir=t weak off

o T

Second weelk off

x Cancel

]|

Check the check box “all Sunday” to assign all Sundays as public holiday.

Besides, you can select “Customize” to define a customized day off.

Cick Holidayr Sething

|2I:II:IT g

~Holiday Ttem-
W 411 Sunday
[T 411 Saturday

Tear

v Lustomized

" K

x Cancel

]|

Click “Alternate Weekend” for alternate long week and short week.
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Tear 2007 4]

—Holiday Item—
W+ 111 Sunday
[T All Saturday

[¥ Customized

W RLTermate Neekerd v’ 0K
{* Firct week off
(" Zacond weel off x Cancel

Click “OK” to proceed. The system will generate a new holiday category with selected day in whole
year.

B Public

Fihdd Holiday *iDelete Holiday [SiModify Holiday “SQuick Setup | []Close

Tear 1Holida}' Category Hame _tj Holiday ]
2007 2007 Fublic Holiday =
Yo e FTiAdd Detail *iDelete Detail roModify Det

Begin Date jEnd Date lHolida_v Hame

2007/01/14  2007/01/14 Sunday

| |zooT/01/21 zooT/on/en Sunday

| |e007/01/28  2007/01/25 Sunday

| |2007/02/04  2007/02/04 Sunday

| |2007/02/11 2007/02/11 Sunday

2007/02/168  2007/02/18 Sunday

[ |2007/02/25  2007/02/25 Sunday

| |zo0T/03/04  2007/03/04 Sunday

2007/03/11 20070311 Sunday

| |eo07/03/18 2007/03/18 Sunday

[ |e007/03/25  |2007/03/25 Sunday

| |2007/04/01 20070401 Sunday

| |z007/04/08  2007/04/08 Sunday

2007/04/15  2007/04/15 Sunday

— [Lzo07/04/22  z007/04/22 Sunday

4 | o | |e007/04/28  2007/04/29 Sunday

4.5.2 Holiday Allotment
After defining Public Holidays, the holiday must be allotted to staff before they are taking effect.
To invoke the “Holiday Allotment”, click the icon “Holiday Allotment”.
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ad | Holiday \Holiday alotrgnt | Shift Mana
\_/

In the holiday allotment window, you can allot holiday calendar to one department or a list of
departments. Single Allotment is to allot holiday calendar to the highlighted department. Batch
Allotment is for multi departments.

‘"‘; Hobdayr Allotment

J ?ESingle Allatment ?EBatch #lotment

E]:Ielete Mlotmant | [||:lnse

h [531 A Holiday Category Hame I
i G

""" 1’—“5 [03]5hipping |—
b [411.T.

For single allotment, highlight the department and click “Single Allotment”.

— Holidaw Allotment

Bl Clos=

| Fisinale alotment SBatch sllotment = iDelete slotment |

== Hnliday ATlntment

| Hulidey Gt y Howine

Bz [1D0Mote] Company Lid.
~T= MZATDEF Cunpoy L. M

Tlept

ITalidaor

For batch allotment, just click the button “batch allotment” and a multi-selection window will be seen.
Tick any departments that you want to allot and select the appropriate holiday. Click button “ok™ after
the input.
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Batch Setting Up Crganization Holidas

:_ii--i'—f'ﬂ Department

=[] Iz [017UEM
: h [02]5ales
[v|E2s [03]1Shippin
fo v Fo [D41T.T.

of OF

x Cancel

The Holiday will be allotted to selected departments.

=2z Holiday Allotment ]

Fed s

FL g

= o = ‘f.laar 1]:[011&&}’ C&tE%Dr}’ .Hame
= [053]5hipping L

[041L. T.

Continue the above process till all allotment has been done.

4.6 Shift Management

Shift refers to the preset in and out time in a date. For example, you can input the in and out time
as 09:00 and 18:00 correspondingly in a day. Or, you can input 09:00 and 13:00 for a shift to
represent half day in Saturday.

It consists of header and detail (time zones). You need to input both the header and detail to finish
the setup of shift management.

To invoke the shift management module, click the icon “Shift Management”.

&

Pattern Shift Schedule | &Analysis Atte

totmeat | Shift Managerment  Shi

4.6.1 Add a Shift
Click the top button “New Shift” to add a new header.
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Shift Ha. |shift Wame |Total Time [Default Shift |Remark

—aLs L MIUML LY oLl o T 1A avas

Crder Mo, [

Shaft Mo, |
Hame |
I Default Shaft
Eemark 0K
1 3 Cancel

—
=
]

-9

|
l

You will see an edit window for input of Shift header. The first field is order number. It is to control the
arrangement of the shift. Input “Shift No.” and provide a “Name” for the new shift. If it is the default
shift, click the check box “default shift”. If a staff does not have any shift arrangement, the system will
get the default shift automatically. Lastly, input any remark that you may want the system to keep.
Finally, click “OK” to save the shift header.

To add a detail information (time zone) for a shift, select the new shift and then click “Add Detail”.
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( Shift F*iNew Shift *iDelets Shift

rModify Shift | Shift Type | [ Close

A1l Shift=

Shift Ho. Shift Hame
—

g

|Total Time [Default Shift [Remark

!Shift Detail gbpemepererry SiDelete Detail S Madify Datail

[ PeriodiIn T i Timeiﬂut Swipe!CalculateiCalculate Dut-Early;DverTime!Absent
< |
Add Shift Detail
!
1 Shift Name [£001 Period ]
] Earliest In In Time Allow Late_In
R (hh:mm) (hhamm) 100;15 {minuta)
] (Default = -5 min) ¥ MNeed Swipe ¥ Count Late_Arrival
I Early In = Owvertime {after = late in)
ot
Allow Early_out Ot Time Latest Cut
00:15 {minnte) (hh:mm) {hh:mm)
W Count Early_Cut v Need Swipe (Default = +5 min)
(before = early out) I~ Late Out = Cvertime
F Arpument
I OT Shaft Work Time 00:00
Mid Time Break Time
(Intellizgent Report) Actual Work_Time

o OK
K Cancel

Then, you will see a popup edit window. In this window, you need to input the in time and out time.

Need Swipe

The in time and out time can be chosen for swiping or not. If the check box “need swipe” is not checked, it means that staff
does not need to punch. The system will assign the time for the staff automatically and disregard any swipe time. For

example, if the in time is 08:00, the system will assign the in time to the attendance record.
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Earliest In

For in time, you need to input also the earliest in time as a limit. The system will start to count the in time from the earliest in
time onwards. Time before this time will be ignored. For example, the time is set to be 07:00. That means for staff swiping
card on/after 07:00, the swipe records will be considered as a valid clock in record. If staff swipe at 6:59 or before, the
system will ignore those records, and they will be taking into account during attendance analysis. However, those times will
also be seen in raw swipe record.

Latest Out

The possible latest clock out time. The idea is same as the “Earliest In”, but this is for clock out time.
Similarly, the system will ignore the time after latest out time.

(For “Earliest In” and “Latest Out” to take effect, a analysis parameter must be set, refer to Section
14.1 for details)

Count Late Arrival

This check box is to select whether to count late arrival. If you choose not to count late arrival, you will
not get any figure about the late in time. For example, the preset in time is 09:00. If the actual in time is
09:17, the system will show the actual time as usual but the late in column will be blank.

Count Early Out

This check box is to select whether to count early out. If you choose not to check this, the system will
not calculate the early out time. You will see the column blank in attendance report.
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Allow Late In

A buffering time zone for late arrival. In this example, the setting is 00:15, which means 15 minutes
buffering time is provided. For staff arriving at 09:15 or before, the system will not count the staff as
late arrival. However, if staff arrives at 09:16, then the staff is late, and the late time will be 16 minutes,
instead of 1 minute.

Allow Early Out

A buffering time zone for early off. The concept is same as “Allow Late In”.

Early In = Overtime

Count the work time before “In Time” as overtime. The default cut off time is “in time” less one minute.
But, you can choose to change the cut off time. For example, you can change the cutoff time to 08:29. If
the staff arrives at 08:10, the overtime calculated is 20 minutes instead of 50 minutes.

(Defanlt = -5 min) v Teed Swipe [ Co

W Early In = Cvertime {after

nut

Late Out = Overtime

Count the work time after “Out Time” as overtime.

OT Shift

It defines whether the shift is an Overtime Shift. If it is overtime shift, the working time will be counted
in the overtime column.

Mid Time

Mid Time is the middle time between in and out for finding the lunch time automatically in the
attendance intelligent report. The report will find out the lunch out and in time by looking for the time
near the mid time, left and right. The default mid time is the middle time between in and out. You can
change it to the time that you want.

Work Time

Work time is the calculated working time by the difference of out and in time. Some customers need to
less the work time from the lunch time. Then, you can input the break time to have the actual work time.
The actual work time is the calculated work time less the break time. Attendance report will show the
actual work time rather than the calculated work time.
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4.6.2 Shift Pattern Management

After setting the “Shifts”, user has to define the shift pattern. Shift pattern describes work hour in each
day on a yearly/monthly/weekly base.

Add Weekly-based Shift Pattern

Go to “Attendance Management” and then “Shift Pattern Management”.

Device Management (D) | Attendance Management (T) Report !
E Public Halidaxr (F)
g Holiday Allotment (H) |

Fingerprint Downla : Edule
Shift Management (2

=

ataff Whift Bchedule ([

Select “Weekly” and then click “New Pattern”.

@ Edit Shift Pattern

;'"EHEW Fattern rEDelete Fattern Mndif}' Fattern | [|Cl-:use

Tearly | Hu:-nthl}'i
Shift Hame

| Customize i

| Shift |

Ld

|| FiAdd FiDelate rEjEdit

Input “Name” for new shift pattern.

Edit Fhift

Type|fcaldy

| Hame IS tandard
1
gy |

o UK I X Cancel |

Select the new shift pattern and then click “Add”.

© Edit $hift Pattern

‘fearl}'i Monthly Weeldy Custnmizei

e Ia

2
P (Tl
o

R

4
' ‘ Tiadd| Fidelete rE[Edit
|

Order Iniﬂtart Date!Shift Hame

[




Select “Begin Date”.

Edit Zhift Detadl

Shift H-:-.l 1

e — |
LEgin Date| hl

M are

Edit 3hift Detadl

Shift Hn.i 1
Bezin Dateifﬂnnda}' "’l

Shift Hame | | |
Find | _g_f]
lShift H-:-'Shift Hame
—feee S
B
Click “OK” to proceed.

Edit #hift Detad

Shift HD.I 1
Bezin Date%Mnnda}' *

Shift Hame

Shift will be assigned to selected day.
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Shift |

Findd FiDelete rEEdit

Order No|Start Date [Shift Hame

¥

Repeat Above Step until all work days have been assigned with a shift.

(Notes: If shift in next work day is same as the one in previous day, no shift assignment is required,
as the system will automatically use the shift in previous for days without shift assignment.)

In the following example, the shift pattern will be:

Mon — Fri: Shift 0900-1800

Sat: Shift 0900-1300

Sun: Ignored as it is set to be public holiday (Refer to Section 7 for details)

Shi £t

Fihdd  FiDelete [E]Edit

Order Ho|Start Date |Shift Hame
_1 WeeledayMON  0900-1800

Click “Close” to exit.

4.6.3 Staff Shift Schedule

After setting shift pattern, user has to assign the shift pattern to staffs. For staffs without any
assigned shift, no attendance records will be shown in attendance reports.

4.6.3.1 Add New Schedule

i u,l

& c3

Holiday Holiday Allotment Shift Management Shift Allotment
Shift Pattern

Click “Batch Scheduling”.

© Shift Assignment

| A3 New [FiBatch Scheduling

rEDelete Modif}' Refresh | [lClose

|| [Begin Date [Shift Name |End s

I Show sub-Department Find =

[T Include resigned staff

Click here to zelect Dept.

Hame | Btaff Ho. |
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Click “Select staft™.

Il Eaich Scheduling

Select | fasiei Shury
] Select Staff] i#% Cancel Staff | Fe
-H'm\':_ Begin Date
|z007/07/03 |
Hame | Staff Wo. |
| End Date

[¥ Wo Ending Date

Click “Click here to select Dept.”, and then select the target department.

= -f2e [011UEM
E—“ﬂ [02]5ales
E—“ﬂ [03]5hipping

Cancel

Acount: O

Put a tick in the box for all target staff. Or, right-click on the blank area, click “Select All” on the popup
menu to select all listed staffs. Click “OK” to proceed.
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Select Stadf

| [o1]uBm ] ﬁ|
[ : 0K

[V Show sub-Departmen Find I J_
[~ Show Resigned Staff

x Cancel
=ifeme —Sewtt—i
M€ Bryan 00000001
€Eric 00000002
€Iy 00000003
Unselect ALl
P Inverse Sebctu:ml

Select shift pattern in “Assign Shift”, and then set the “Begin Date” and “End Date”. The system default
setting is no end date.

M E:tch Scheduling

Select | =i STt
B Select Staff ¢ Cancal Staff

: Bezin Date
Flndl

|2007/07/03 |

Fame | Staff W |
End Uat
€ bBryen 00000001 Ij Ee
Cric 00000002 v e 2 Shats
€ Iy 00000003

o 0K |
T C 1
[ Coumt: 3 _Xcwca |

Un-tick the “No Ending Date” if there is a specify end date for the assigned shift pattern. Click “OK” to
proceed.
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heduling
Select ] | Assign Shift
Select Staff g Cancel Staff |Standard =l
) Eezin Date
Flnd]
|z007/07 /03 |
Hame | Staff Wo. |
' End Date
€ Bryan Q0000001 = .
€ Eric 00000002 i Eadinaleis
£ I 00000003 |2007/10/31 |
o 0K
IR x Cancel
Count: 3

The selected shift pattern will then be assigned to the staffs in the specified period. Click “Cancel” to
close the Batch Scheduling Window.

s ] | hssign Shift
Select Staff 4@ Cancel Staff |Standard x|
: 1 Eegin Date
Find
|z007 #0703 =]
Hame | Staff Ho. |
" - End Date
€ Bryan 00000001 i .
fé Eric onnnonnz Ho Ending Date
€ Ivy 00000003 [z007710/31 =]

o OE
T Cancel
= [Xcwri]

4.6.3.2 Modify/Delete A Shift Schedule
Go to “Attendance Management” and then “Staff Shift Schedule”.
Click on “Click here to select Dept.” and then select the department.
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-ﬁick here to select Dept. bd

Begin Date |Shift Name |End Date
||

I
flnﬂl

=2 [011UBM
iay [02]5ales
=, [03]Shipping
e [04]IT.

= |3

[ Acount: @ View Shift Detail I

Click on “Click here to select Dept.” and then select the department.

Select particular staff, corresponding shift schedule will be shown. Select the shift schedule which
required being deleted/modified.

] TiAdd Hew PiBatch Scheduling *iDelete [ElModify | []Refresh |

| [021541es

=] 4]
[ Show sub-Department Find ’

[T Include resizned staff

Click “Delete”’”"Modify” to delete/modify a shift schedules.

Bezin Date |Shift Hame
NENT e = »

IEnd Date I
e A T )

!’ﬂ.)" [L1al -'-...-
Ao

Hame
= o
£x3

| Staff Ho. |

fuiniminlnln okl

| [021541es

vi ﬁ! Begin Date lShift Hame IEnd Date I
[ Show sub-Department Find

[T Include resizned staff

Hame

| Staff Ho. |
 Bryan 00000001

4.7 Attendance Analysis

4.7.1 Analysis Configuration

Go to “Attendance Management” and then “Attendance Analysis”.
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ipe Eecord]
Device Management (D0 | Attendance Management (Td  Repart (B

L Fublic Holiday (E)
\% g; Holidayr Allotment (H)

ngerprint Download : a M
Shift Management )

Cloze Shift Patten Management ()

egin Date[2007-07-01 Staff Shift Schedule ()
Temp Shift Management (T)

| 4

# Show Ignored Record: :
Cvertime Management (20

Abzence Management (43

Swipe Time

Mamuwal Adjustment (hi)
Eaw &wipe Record (B)

Attendance Analvsis

P Analyze W Stog |J5.nal}'5i5 Parameter | [| Cloze
; Begin Date |2007/07/01 ~]
| B Select Staff §# Cancel Staff
Fnd Date |2007/07/04 -]

Find

Hame | Staff Ho. |

~Parameter Info-

1. Hot swipe at InfOut controll

2. Worlk time minimal unit 1s 1

2. Abzent time minimal unit is

In/Out Attendance Rule: The default setting is “Ignore In/Out”. This one should not be changed.
Work Time Unit (min): Minimum step unit of work time.

Absent Time Unit (min): Minimum step unit of absent time.

Treat invalid Swipes as Absence: If either clock-in or clock-out record is missing, the system will treat
it as absence.

Match I/0 record according to Shift def.: Once this option is enabled, system will search for valid
attendance records according to the “Earliest In”” and “Latest Out” settings (Refer to Section 8.1.5 for
details)

Click “Save” to save and exit.
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Configure Parameter

“InfCut Attendanee Rule

Cohkhow @ o how

v Match In Cut record according to Shift definition

I Invalid Swipe as Absence

Work Time Minimum Unit 1 :] {min)  {truncate) (work_time, early_in, late_out)
Absent_Time Mintmom_Umt — [q _:] {min)  (fall up) {late_in,early_out)
Overtime Mintmom Unit 1 :] {min)  {truncate) {overtime)

W Actnal Work Time = Work Time - Late_in Time
W Actnal Work Time = Work Time - Early out Time

Save

_Baswe |
Fl Exit

4.7.2 Do Analysis

Go to “Attendance Management” and then “Attendance Analysis”.

ipe Eecord]
Device Menagement (07 | Attendance Management (T)  Report &)

L Fublic Holiday (E)
% Q—- Holidayr Allotment (H)
ngerprint Download : 2
Shift Management )

Cloze Shift Patten Management ()

egin Date[2007-07-01 Staff Shift Schedule ()
Temp Shift Management (T)

&

# Show Ignored Record:

||I4|

Cvertime Management (20
Abzence Management (43

Swipe Time

Mamuwal Adjustment (hi)
Eaw &wipe Record (B)

Click “By Dept.” and then select departments for analysis.
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7:}. A Hend anea A nalies

I B hnalyre 0 Stop ﬁ.nal}'sis Fara
By Dept.|| By Staf|

AN ———
Ef'.ﬁ [02]Sales
Ef'.ﬁ [03]15hipping

Or, click “By Staff” and then “Select Staff”.

ﬂ" Aftendamce Analyes

|I P hnalyre 0 Stop ﬁmal}'sis Faran

By Dept.| By Staff |

) Select Staff| §# Cancel Staff

Find |

Hame | Staff Ho. |

Specify the “Begin Date” and “End Date”, and then click “Analyze” to start the analysis.

‘5:} Attendance &naly

—msﬂ_'rre—l. Stap ﬁ.malysis Farameter | [' Cloze
HQ"--—"B'y'JtaffI

— Begin Date [2007/06/01 |
ERC2N (01 11En
[v]E [02]5ales End Date |2007/06/30 ~]
h [03]5hipping

—Farameter Info

Wait until the progress bar reach 100%.
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|iw’:‘..,. Ml Stop ﬂ.. .'.‘-.r!.

Close

By Dlept.
e IBY Staffi Begin Date iZUUTfUSfUI '!

- [w]E2e [011UEM

B [02]5ales End Date ]2007;‘05,!30 |

Iz [03]5hipping

EE-E [04]I.T. ~Farameter Info

1. Hot swipe at InfOut controllers.

2, Work time minimal unit is 1 min.

2, Absent time minimal unit iz 1 min

3. Late time deducted from actual work time.

4. Out-Early time deducted from actual work time.
5. Hot calenlating wrong swipe records.

B. Find swipe time range from Shift definition.

T. Daily worl time is: 480 min

338

Staff: Bryan i;{ttendance analysis in progress, please wait. ..

Click “Close” to exit.

| | = dnalyze W Stop

By Dept,
v Dept. | By Staff | Begin Date [2007/08/01

[VIZe [02]5ales End Date |2007/08/30
h [03]15hipping

h [04]1I.T. Paramster Info

4.8 Generate Reports

4.8.1 Raw Swipe Record Report
Show all swipe record for selected staffs.

Go to “Report” and then “Raw Swipe Record”.

Attendance Management (T | Report (B} Window (W Help )
Department Info

g & Staff Information ()

ad Shift Setting Shi:

Lo W pE RECULL LR

Shift Sebednle (T

Click “Select Dept.” or “Select Staff” to select department or staff.
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| ?{ESearch &Preview Print
Select Tept| |Select Stafd

=l m Uepartment
= [v|E2= [011UEM
- [w] ey [02]5ales
z‘—;—.g [03]5hipping
-[v]| B2 [D41L.T.

Specify the “Begin Time” and “End Time” and then click “Search”.

| E &Preview Print Exl:u:urt | [lClnse

| SETECT TR |Select Staff] Grder  [By Dept. =
:h Dapartment - -
oY=, [017UEN Begin Time |2007/07/01 =]
-] iz, [02]Sales End Time  |2007/07/04 =]
h [03]5hipping o ——
h [04]]:-1- =T ™

[¥ Show Manmal Entries

Raw swipe records will be listed.

5 Leport
! ?i5earch ﬁl’review Print Expor'. i [l Close
Select Dept. lSelect Staff! Tt m I Show swipe record seconds

= I oo d
= Z%‘Z]i:i[gi"]';; Begin T:me |2007/07/01 o[ Ml chin A

¥ Show only once for repeated swipes

E‘é EDZ%S&les End Time IZDDTEDT’;D{l :3' ¥ Use Delimiter for same staff
E‘é 03]5hippi
TRINE Delimiter | - ™ Show InfOut

o[V By [041I.T.
¥ Show Matnal Entries

o P Y S VP POV S
Sales 00000001 Bryan 2007-07-01 (SUR)
2007-07-02 MOK)
2007-07-03 (TUE)
B B B 2007-07-04 (FED)  09:00 18:20
Shipping  0000O00Z  Twy 2007-07-01 (SUR)
2007-07-02 (MOK)
2007-07-03 (TUE)
B B B 2007-07-04 (HED)
I.T. 00000002 Erie 2007-07-01 (SUR)
. o 2007 07 02 (MOR)
2007-07-03 (TVE)  19:56 19:36 21:54
2007-07-04 (HED)

Click “Preview” to preview print layout; click “Print” to print the report; click “Export” to export the
report to excel file.
(Notes: To export the report to excel file, Microsoft Excel must be installed on the computer)

et e
|| ?{_ESearch Ei?rewew rin f;Expnrf |

4.8.2 Attendance Detail Report
Go to “Report” and then “Attendance Detail Report”.
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Attendance Management (T) | Eeport @l Window (W Help (H)
Department Info (F)

& 2 Staff Information (F)
ad Shift Zetting Shi:

Eaw Swipe Record (B
shift Schedule (T)

n:- ]
Click “Select Dept.” or “Select Staff” to select department or staff.

A tend ance Summany Bep

@ Attendance Detail Report

By Dept. By Staff I
| Select Staff ##° Cancel Staff
iFind

[ Hane Tistase Bie. ||

Specify the “Begin Date” and “End Date”.

El Frewiew

Eezin Dateimﬂ:ﬂfﬂl _T_j

= e |

%Print] Excel J [l Cloze

End Date |2007/07/04 ]

Click “Preview” to preview print layout; click “Print” to print the report; click “Excel” to export the
report to excel file.
(Notes: To export the report to excel file, Microsoft Excel must be installed on the computer)

I =] 3
ElPrevie l%l"rintl Excel 1 [| Cloze

5. SOFTWARE OPERATION (ADVANCED PART)
5.1 Temp Shift Management

Instead of assigning shift to staff by shift pattern, user can assign the shift directly to staff on
particular dates, which is called “Temp Shift”. Temp Shift has highest priority in the system.
Once temp shift is assigned on particular date, it will override all Holiday or Shift Schedule
settings.

5.1.1 Add Temp Shift
Go to “Attendance Management” and then “Temp Shift Management”.
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Dievice Management T | Attendance Mansgement (T)  Eeport (B

el Public Holidax (F
% g Holidaxy Allotment (H) ]
Fingerprint Townlo 3 Ednl e
Shaft Management &)

Shift Pattern Management ()

Staff Shift Schedule (F)
lemp Shitt Management (1)

S

|| Pihdd Few 3PiBatch Scheduling ¥iDelets HfModify
TIick here o select Hept., ¥ M petis DatEiEDDT_DB_Dl
5 i
| Date [2007-08-01

=i gned Dat|Shift ]

h [DS]Shl rRing
ofag [O4]T.T.

Select staff and then click “Add New”.

Tihdd Hew [L*iBatch Scheduling

i LUe [oales : _.J J

]w Show sub—llepartment Find l
T—” Show Re51g;ned Staff

| Staff He.

[QW

Select “Shift Name”, and then click 4 to confirm.
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.' [emmna 5}

Shift Ha.me] [01]0900-1500 -
Begin Dlate iFind J M
iC‘L'J-l 1T 1E‘L'£4 1T -
End Ilatel

0900-1800
oT

jud|

Specify the “Begin Date” and “End Date”, and then click “OK” to save.

Hezin llate ]EDDT—DB—DE i
End Date [2007-05-08 |
‘\/ 0K | x Cancel |

The assigned Temp Shift will be displayed.
]-FDE]SEJ.EE :_jﬂ Begin Date|2007-08-01 :j: P

[ Show sub-Department Find | : End Date 12007—08—05 _v.j. f* Jle
[T Show Resigned Staff

Assigned Dat|Shift No. [Shift Name

| Staff Ho. | b

5.2 Absence Management

“Absence Management” handles all absence records of staffs. The records might be annual leave, sick
leave, etc. User can also add special records such as “Meeting with customer”, “Business trip”, etc.

5.2.1 Define Absence Reason

Go to “Attendance Management” and then “Absence Management”.
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Dievice Management (00 | Attendance Management IILI  Report (B}

el Public Holidax (F)
% g Holiday Allotmesnt (H) ]
Fingarprint Downle : Edul e
Shaft Management &) L

Shift Pattern Management (E)

Staff Shift Bchedule (F
Temp Shift Management (1)

Creertime Management (0)

AU Pl gLl ()

Click “Absence Reason”.

H + fadd New ZF:Batch Registration r'EDelete Hodif Abzence Reazon Jbsence Type I! R
|Click here to select Dept. =l nﬁ” Bezin Date m 4 Dats [2007/07/03

[T Show sub-Department Find!

Begin Timeiﬂff Tty Reason;End Time ;Need

[T Show Resigned Staff

 Hame | Staff Ho. |

! heoount: 0

Click “New” to add new absence reason. Input all the absence reasons and then click “Save”.

Qff Dty Eeazon i
Hame | Ai
|li Ferzonal Leave ?_ Hew

|| Antmal Leawve
|| Sick Leawve
Ho Faid Leawe

ﬁTr awel

Click “Close” to exit.
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Hame _.:J
| |Fersonal Leave i Hew
uﬁm.nual Leave
Sick Leawve = Jelete
Ho Faid Leawe
Tr avel : Modi fy
imtock Inspection —_—
Q/ Save
i [| Close
- | —

5.2.2 Add Single Absence/Leave Record
Go to “Attendance Management” and then “Absence Management”.

Click on “Click here to select Dept.” and then select the department.

Add Hew X _Batch Reglstratmn pois tlelete .Mﬂdlf}’

JLJ.1|:J=': here to select lept. __‘_"-_ ﬂ Begin Date [2007T,
| Find| ¢l Begin Time|0ff I

(N [ ]S 2] cc

Ef'.ﬁ [03]5hipping
T2, [04]I.T.

Select staff and then click “Add New”.

ﬁ Abeence Management

Bat-:h Regiztration _

r Show sub—lepartment Find]

™ Show Besigned Staff

Hame Staff Ho.

(| & cooresm—Er

Select “Off Duty Reason”, and then specify the “Begin Date”, “Begin Time”, “End Date” and “End
Time”.
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Begin Date[03  July , 20C =]

Begin Time 1':"32':":'

End Date[03  July , 20C~|

End Time [15.00 W O

Llockin hequired |+

x Cancel

Clocl—out Required "

If staff is absence for half-day or a couple hours, user has to specify whether the staff still need to swipe
card or not. If no swiping card are required, the system regard the “Begin Time” and “End Time” as
clock-in time and clock out time accordingly.

Clock-in Required: Staff has to swipe card during on duty.

Clock-out Required: Staff has to swipe card during off duty.

Add Absence

‘erzsonal Leave

0ff Duty Reason

Begin Date[03  July , 20C |

Begin Time 1'3‘32':":'

End Date[03  TJuly , 20C~|

End Tims [15.00 W K

Llock—in Hequired |+
x Cancel

Clock-out Required W

Utt [uty t}'pe; ]|

Days 10

Include OT [T

Specify the number of “Days” that the leave/absence taken. User can input “0.17, “0.5” or “1”, etc.
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‘erzonal Leave

Begin Date 103

Begin Time 1U'E|ZEII:I

Tuly , 200v|

End Date[03  July , 20C~|
End Tins[15.00 o 0K

Clock—in Required W

Clock—out Bequired W

x Cancel

Off Dty t}’pei

Day= 10

IncTude OL [

3

Click “OK” to save. The new absence record will be shown.

Begin Date [2007/07/01 >| End Date [z007/07/03 -]
Jjeg-1n I'ime iUtt JELF}' ﬂeasonj]ﬂnd Time jl'leed LlocFlniNeed Lloec

=

5.2.3 Batch Absence/Leave Record Registration

Go to “Attendance Management” and then “Absence Management”.

Click “Batch Registration”.

TiAdd Hew

| = tilelete  [EjModify
IClick here to select [ept. - J Bezin Date |2007/

[T Show sub-Department Find]
.r Show Rezizned Staff

Begin Time|Of£ D

Hame | Staff Wo. |

Click “Select staft™.
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Il Eatch Absnce B

Select |

(rfﬁﬂelect Staff E Eemowe User

SR
LT |

Hame | Staff Ho. |

Click “Click here to select Dept.”, and then select the target department.
Select Sttt x|

Cliclk here to select Dept. :JEI'
Find| v %

=-F=. [01]UEM
2. [02]5ales
b h [03]5hipping

&

Cancel

Acount: O

Put a tick in the box for all target staff. Or, right-click on the blank area, click “Select All” on the popup
menu to select all listed staffs. Click “OK” to proceed.

Select Staff

[ o1 Jve :]ﬂ,

' ' 0K
[V Show sub-Departmen Find I -J_
_I‘ Show Resigned Staff x bt
M€ Bryan 00000001
M€ Eric 00000002
G Iy 00000003
Unselect AL
Acount: 3 Inverse Sebcmnl
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After selecting staffs, input all necessary information. (Refer to Step 11.2.4 to 11.2.7 for details)

B Batch Absence Registration

Select I

%Stlect Staff gl{«nove User Absence Reason IT""’*I LI

Find | Begin Date[02 July , 200
Name Staff No. Begin Time IEFQ:UO

€ Brysn 00000001 End Date[02  July , 200~]
€ Eric 00000002

€ Iy 00000003 End Time [18:00

Clock-in Required |V
Clock-out Required v

O£ Duty Type | ~|
Days Il
Include OT [
Count: 3 Vv K X Cancel

Click “OK” to save and then click “Cancel” to exit.

5.3 Manual Adjustment

If staff does not have either clock-in or clock-out record, the system will not able to generate an
accurate attendance report. User must add the record manually.
5.3.1 Add Swipe Record

Before adding swipe record, “Adjustment Reason” has to be defined first. Go to “Staff Information”
and then “Basic Information”.

% Department Management (L)

Department s ht Downlo:
Staff Manazgerment (3

Select “Manual Adjustment Reason”
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Bazic Information

IDepartment Type :_!

Dty &

Contract Type

Education T Add

Title

Paolitical Party

Device Model = Delete
Modify
o Save

F] close

Click “Add” to add new reason and then click “Save”. Click “Close” to exit.

Bazic Information i
lManuaI Adjustrnent Reasan :_1
shual Adjustrnent Reasol
: T add
Rorgot to bring card
M|Aorgat to swipe card
ard darnaged i Delete
Modify

F] close

|

Go to “Attendance Management” and then “Manual Adjustment”.
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Device Management (D) | Attendance Management (T) Report (B)
E Public Halidaxr (F)

e Holiday Allatment (H) !
Fingerprint Downle : Edule
Shift Management (2
Shaft Pattern Management (F)

afaff Bhift Schedule F)
Temp Shift Management (T)

Chvertime Management (2
Abzence Management (L)

Mannal Adjnstment (k43

Rowe-Siripo-Reosrd- B

Click on “Click here to select Dept.” and then select the department.

."ﬁd

?'E.l'kdd Hew ?EBatch Fegiztration fEIlelete

jL,J.lr_'L': here to select Hept. jﬂ . En b
| Find Bl
— | @ [¥ Show
= 2 T
- To T L2
: z‘—h [03]8hipping !

T, [0411.T.

Select staff and then click “Add New”.

Fiadd Hew iHatch Registration fEIlelete

;' 1 = - ...
[TOZToaTes _‘Tj ﬂ| Berir
[ Show sub-Tepartment Fincd ¥ She

[ Show Resizned Staff

Sign

Staff Ho. | : !_

Hame
£ CZC LT |

Specify “Adjustment Date”, “Adjustment Time” and select “Adjustment Reason”. Click “OK” to add
new record.
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Add manual swipe record

fdjustment Date Adjustment Beason

|2007/07/04 v]  [card damaged |

Adjustment Tide

[ne-00 |Fm ou | O I|
[ 1

18:00 Fn © out | |

l | & = d xCaIu:el

Il |ﬁ‘In i Out |

I |FIn f'I:Iut|

5.4 Check Raw Swipe Record

Go to “Attendance Management” and then “Raw Swipe Record”

Dievice Management (LY | Attendance Management (T)  Eeport (B)

=l Public Holidazr (B

%i =  Holiday Alotment (H) !
Fingerprint Downla : Bdul ¢
Bhift Management (2) EEEry

Shift Pattern Management (P

Stadf Slaft Schedule (E)
Temp Shift Management (T

Ciyertime Management {000
Abzence Management (43

1x

T U U T T L

Click on “Click here to select Dept.” and then select the department.

Bezid Date;

i ¥ Show Igr

Swipe Tim

Select target staff and the then specify “Begin Date” and “End Date”. All swipe records in the specified
time period will be listed.
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|I [EModi £y *iDelete | [$]Refresh | ] Close |

—
[ 41T 7. | M” Begin Date|20pT/07/01 =] End Date [z007/07/04 -]
I” Show sub-Department Find!
IT Show Resigned Staff Swipe Ti

Nﬂﬁlw :
i 2007-07-

|
| W Show Ignored Records

& 156 )
5 21:54:354 Unlmown

oo

i Aoount: 1

5.5 Check System Log

System log is to check the login and logout status. Besides, it allows you to set the system company
name. And, you can select the default interface language in this window.

== Sydvin Lug

EEX
Al ]Login log ] Logout log | Trvdic _Dgin] Module Cpa'aton] Other info ]
Dete |oso525 =] o [z0050904 =] Acount [<8= 7] iy
Tz Tase Avoul [ Tape [Lug nsage ”
4

T 20 5 i I
|| 00e-0e T CHICE SYSTEM  Svstern Admindstator Login: suceeded|

st
Clea renord natil 2i09-08-25 ] Cleay Recced
-
—
Device

v FpS0u | TAI0DDDD v x629ufnuz2100 v w6390 v ¥B49u v T2O Save Sefting

B “ —

When you have input of the company name, remember to click the button “Save Company” to save the
name. Then, the company name will be shown in all reports of the system.

Similarly, when you have selected the interface language, you need to click the button “Save Setting” to
save the selection.

6. OTHER SYSTEM OPERATION

System Tool
System tool is mainly for doing housekeeping job of the system.
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):' System Tool B

Database Processing Eecord Processing  Import Staff Info

Database Location

Database Backup Location
|J SprojectlUnionAttendbintbackuph

Staff Photo Storage Directory

Language Maintenance Ay

Cenerate Lang {cn)

Operator Status

6.1 Path Setting

It is for setting the location of different items such as database location, backup location and photo
location. Photo location is to put the file of image for each staff. Backup location is the path for storing
backup data. Database location is the path for storing the access database (imsds.mdb) and the
corresponding system database (system.mdw).

6.2 Database Backup

It is to backup the whole database into other area. Then, you may copy the backup to other removable
media for off-site backup.

# System Tool CEX
I _Bg_c_:oryl _P_r\j_pp_xja}g Imporxt Staff Info
Configure Databaze Location
Configure Databaze Backup Location
Staff Thoto Storage Divectory

Langnage Maintenance T

Crenerate Lang (on)
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Database Backup Configuration

Target File JJ:RpmjectRUnian-‘«ttendkhin‘thackupkimsdh_EDElQDQDﬁi.mdb J

F] Ezit

The default backup file name will be displayed. If you accept the name, you just click the button “Start”
or you can change it. The default path is the backup location stored in the system. Once you finish the
backup process, you can copy the backup file to other removable media for off-site backup.

To restore the database, you do not need the system interface. You just copy the imsdb yyyymmdd.mdb
back to the database directory and rename to imsdb.mdb. Please be reminded that the authentication
database “system.mdw” must be present in the same directory as that of imsdb.mdb. Otherwise, you
cannot access to the database.

6.3 Rebuild Database Index

Database use index to search records so that you can get a list of records quickly. Without index, the
searching will take more time. Rebuild database index is to reorganize the index structure so that the
speed of searching will be increased.

A= System Tool

t8 Eecord Processing  Import Staff Info
Configure Databaze Location
Configure Databaze Backop Location
Staff Photo Storage Directory

Backup Database
Eebuild Database Index

Compact Database

Exit

6.4 Compact Database

Database operation will cause the fragmentation in the blocks of the database. Block is the basic
component of database. Compact database will do the de-fragmentation of these blocks which will
increase the speed of performance of operation.
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A&~ System Tool
Diata P Fecond Processing  Import 3taft Info
Configure Database Location

Confizure Database Backnp Location
Staff Photo Storage Directory

Backup Database
Febuild Database Index

Compact Database

Exit

6.5 Remove Antique Record

Day by day, the records in the system will be accumulated and the database size will be very large. This
item can be used to remove the old records so that the database size will be cut down.

4~ System Tool

Import Btaff Info
Eemove Antigue ol
Export Attendance Eecord
Clear Duplicated Fecord

Database Processing BEC6Ho0y

Database Backup Location
|.T dprojectiUnion A ttend binbackuph

—taff Phots Stevara Diractarr

When you invoke the item, a window will be displayed for asking the “Due Date”.
(Notes: the “Due Date” CANNOT be the date within the nearest 120 days.)

Eemove Antigue Atendance Eecond I

Thiz function will clear all attendance.
records before the specified Tue Date  Attention!
Attention! This process 15 un—recoverable.

ue Date |EERE-07-27  v|

Clear Records | [| Clase I

Click the button “Clear Record” to remove all attendance record before the “Due Date”.
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Eemove Antigue Attendance Fecond

Thi=z function will eclear all attendance.
records before the specified Iue Date. . Attention!
Attention! Thiz process is un—recoverable.

Due Date |EEE-07T-27 = |

Clear Records I [| Claose

Click “Yes” to confirm the removal.

Information

L3 Pleaze make sure that all veers have logout the system and confirm that you would like to clear ALL the following data:
\}J) & } Swipe Record
B | Manual Swipe Record
C } Off Duty Recond
D} OT Record

E | Attendance Analysis Result
The deleted dats awe TH-RECOYERABLEHN

Click “Close” to exit.

Eemove Antigue Attendance

Thiz function will clear all attendance.
records before the specified Due Date . Attention!
Attention! This process is un—recoverable.

Due Date [2007-01-27  v|

Clear Records I

6.6 Export Attendance Record

This item is to export the raw swipe record out to text file or database file. This is for other system to
get the data and do processing. For example, you may have a payroll system which can import the raw
swipe record from text file. Then, you can use this item to do the job.

66 of 70



):‘ System Tool
Databam Procesming SEETalE E® Import Btaff Info
Eemove Antigue Eecornd |
Export & tend lecord
Clear Duplicated Eecornd

Database Locat}

: Database Backup Location
|J dprojectUnionAttend bintbackuph

r=taff Photo Storage Directory

Export Attendance Records

I ~Records within following time period
= Start
Begin Date |2009-09-04  ~|
M ctop
End Date  [2009-09-04 = | —_—
C1
Export File Format ..M

(# Text File (" Database File

You are asked to select all records or input a data range for output. And, you need to choose the target is
text file or database file. Once you confirm the input, you can click the button “Start” to start the
process.

Then you need to choose the output path and filename for storing the data.
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FATFH D | e ACHERRE (C2 - - msE

6.7 Import Staff

-] (03 Docwments and Settings
i |5 Program Files
FHRAREIN |5 temp
f‘[‘-’ } [y WINDOWS
E out bt
FLTH
FAT=IH
FATEE
HRE RS
BE M [ =l
TEIBAT):  [Text Files (* oot x|

ETF ()
HIiH

This item is for importing staff information from an excel file. Many customers have a legacy system or
an excel sheet to keep the staff information. They then can use this item to import the staff information

instead of retyping them one by one.
: ):’ Swystem Tool
N Datsbaze Processing  Fecord Processing B

Wl ~Database Location

Ioro Bc 4 n1on & ttend \d biest’

Database Backup Location
]J SprojectUnion Attend tbintbackuph

rotaff Photo Storage Directory

CEX|
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A= Import Staff (Excel)

File Hame |

L

| Template
Field deptneo, deptname, staffno, staffname, sex, title, 1 d, birthdate, joindate
Remarl first row = caption green color = optional

In the input window, you can see the format of the excel file by clicking the button “Template”. After you
prepare the excel file, you can input the path and file name in the file name box and click the button
“Import” to proceed.

7. TROUBLE-SHOOTING
7.1 Cannot see new department after adding the department.

Click the “update” button in the Department List.

Find | (2]
h [02]54les
h [03]15hipping
wBmg [04]1.T.

After clicking the button, new department will be shown.
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Find j.
= - INET
I=. [02]5ales

== [03]8hipping

h [04]1.T.
e [US]New department

7.2 Cannot execute download module

If you click the download icon with error message of “class not registered”, the device API may be
disconnected from windows. You can register back the API. If your program is installed in \program
files\unionattend, you will see 3 directories in the path. They are api, apinew, apinu3100. Just go the
three directories and execute the batch file reg.bat to restore the registration of APL

--- The End ---
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