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Software Installation Wizard

1)

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

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

Directly delete the folder after installation if it needs to unload the .

The installation folder of the System is the Folder Setup.exe that below the
directory in the Installation Disk.




Chapter One System Functional Properties

The  Access Control & Time Attendance Management System, with the
comprehensive performances such as the User Management, device management,
attendance management access-control management and others, have been being
continuously improved and updated.

System Functional Properties
1) The personnel and device management possess intelligent interaction.

2) The device management possesses asynchronously operational processing
capacities.

3) The access control management possesses the intelligently real-time operating
capacities.

4) The attendance management can assess, suggest and feedback intelligently.

5) The system maintenance possesses the functions of abnormal catch-up,
break-down protection and intelligent backup DB.

The system contains five sub-systems, which are User Management, attendance
management, access control management, device management and system
maintenance.




Chapter Two System Requirements

2.1 Hardware Requirements

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

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

» Communication Port:

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

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

C. USB: Support the computer with USB port.

2.2 Operation Environments

Operation system: Windows XP, Windows Vista, Windows Server 2003/2008,
Windows 7.

Attention:

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




Chapter Three Software Installation

3.1 Software installation

1. Get the installation process in the Folder Setup.exe of the directory in the
Operation and Installation Disk. Click Browse in the popup installation wizard,
and select the installation path. It is advised to select the non-system disk
(default C Disc) to install, whose default installation directory is D:\. Click Install
and start the installation system.
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2. The installation process automatically inspects the system configuration and
conducts the installation.
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3. In the process of installation, sometimes the system automatically inspects
Microsoft. NET Framework. If this program has not been installed, the system
will automatically install it. The span time of this installation may be a little longer,
please wait patiently.

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

3.2 Software Primary Service
The users, first register the personnel’s fingerprints and record the registered number
on the fingerprint attendance machine, and conduct soft-ware operation.

» Double click the shortcut icon on the desktop. Enter the welcome interface.
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3.2-1

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




Set administrator password
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3.2-2

» According to the TIP, Click Next, set up company’s information, including the

short & full for it as well as its LOGO representing its image.
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3.2-3

» Click Next to enter Set the Rule of Attendance that can be established

according to company’s appraisal

system. In the BOX, before the

corresponding item, make the [V] to set the rules of attendance, then click

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

according to the default attendance rules
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Click Next to enter Set the Public Holidays that can be added, edited and
deleted. This default the New Year’s Day, Labor Day and China’s National Day
as public holidays. Click Add for new holidays, click Edit to edit the current
holidays, and click Delete to remove the current one selected.
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3.2-5

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

Sunday and Sunday as weekend break.
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3.2-6

Click Next to enter Set Company’s Duty Time, and set up duty time
according to company’s working system.

Step by step: {, _\j_’j X

Ia t}usJ step, ¥ou, e adi Duty Time 'l::‘

company’ = duty time. T TR
At1. Type ki kL

“Juty time’ can be zet az the _— X

default time of attendanze to S A 2|

tae staff 0ff duy time

If you need to zet more zomplex

saift time, you ean Jind it in Must clock—:n Must clocl—out

tie rule settings of

attendance.

Click Next to enter the Create Company’s Department to set up the
company’s departments according to the departmental composition of the
company.
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Click Next to connect to User Management window for the import of
personnel information, or to the Device Management window for operation
setup, such as device link, or directly click Finish to skip to the software main

interface

~= Compleles

Step by step:

Liongratulahons!

i have competed the hasic
canligarative ol e spste .

Mo, vou can begin o add the
comparny'z cmplayce infarnaticn, or
zkip thiz step, to connect the device
and test the corhiguration.

P oadd ssers

*r'ou would like to do:

1Zonneck

Drevious Linizh

3.2-9

-13 -




Chapter Four Instruction of the Software Performance

4.1 User Management

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

4.1.1 Department Management

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

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

Corporate HY Super dept.

Dlept.

2|9

+ Back

4.1-1

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

4.1.2 User Management

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

4.1.2.1 Personnel Registration

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

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

First of all, import personnel basic information into the optional card of Basic
Information. Select current department enrolling personnel on the left column,
successively import the enroll ID (1=x<65535), name, user ID such as NO.001, finally
select the option of Default Attendance.
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Default attendance instruction:

1. Duty Time
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This is only available to the company with simple off-on-duty working time (two time points).
For example: on-duty time at 9:00, off-duty time at 18:00, then we only need to set one duty

time simply.
2. Shift

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

one shift for attendance.
3. S-Group

It is available to the attendance of various and unfixed shifts or rotating shifts. The group is
consisted of different shifts. For the group attendance, the system will automatically select
the best shift for attendance statistic according to clock-in records. For example: one
company’s duty time are: morning class (6:00-10:00), forenoon class (10:30-13:30),
afternoon class(14:00-18:00) + evening class(19:00-22:00).Then we can combine the
morning class and the forenoon one into Shift 1, forenoon class and afternoon one into Shift
2, afternoon class and evening one into Shift3. Employees can clock-in by the Shift 1, Shift 2
and shift 3 consisted of them. What we only need to do is to set group for attendance instead
of tedious re-schedule, because the system will automatically collate the Shift 1 and Shift 2

for attendance statistics according to the actual attendance record.

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

the default weekend and others in optional card.

e 1ser Informatian

4.1-3
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After the import, click Save to preserve personnel’s information.
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4.1-5

Click Add for adding more information on the Personnel Information, Edit for

modifying current personnel’s information, Delete for removing current personnel’s

registration and attendance record.

|7 drwerwm Lrevio

4.1-6
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1 Attentions:

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

4.1.2.2 User Management

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

4.1-7

1) New

Click New to set new personnel information. Please refer to 4.1.2.1 Personnel
Registration for more details.

2) Edit

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

3) delete

Click Delete to delete the registered information of the current person. (This function
works only under the Demission. It should first make the person to Demission

-18-



User, and then it can delete the person under the Demission condition.)

4) Get Enroll

Click Get Enroll to get the current personnel information of fingerprint data, password
and card number preserved. And preserve this information in the data base. If there
are fingerprint, password and card number of the current personnel on the Fingerprint
terminal, there will display the icon of fingerprint [#2] , password [**] . and card
number [ '] on the top right corner. One icon displayed demonstrates only one
identification mode that the current personnel has registered, while no icon suggests
no registration on the fingerprint terminal or the Enroll ID is different from the one
preserved on the terminal. The latter situation requires modifying the personnel’s
Enroll ID and re-obtains registered information.

5) Upload Username

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

6) Get Newly Log

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

7) Upload Enroll

Click Upload Enroll, and upload the fingerprint data, password, and card number of
the personnel into the fingerprint terminal. (PLEASE CONFIRM THAT THERE IS
NO DIFFERENCE BETWEEN CURRENT PERSONNEL’S ENROLL ID ON THE
AND THE USER ID ON THE TERMINAL. That’s to say Amaris Song’s enroll id on
the software is 0001, then her user id on the terminal should be 0001 too.) .

8) Delete Enroll

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

9) Demission

Click Demission to remove the person to the Demission User. The information of
the very person still exists. The information can be viewed under the Demission User
view, and it also allows doing more operation under this view.

-19 -



4.1.2.3 Device Connection

Click the Device icon on the menu to connect and operate the devices (refer to the
Device Connection for details) Right click the light blue blank area to get all enroll, get
newly log, and upload enroll and others.
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4.1-8
1) New
Please refer to 4.1.2.1 Personnel Registration for more details.
2) Get all Enroll

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

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

Click Upload All Usernames to import the names of the personnel information in the
software into the terminal, which will be displayed on the screen of terminal.

5) Upload All Enroll

Click Upload All Enroll to input all fingerprint data preserved in the database into the
terminal.
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1 Attentions:

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

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

41.24 View

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

Gt Tu.: JC 00 2D [

4.1-9

4.1.2.5 Refresh

The Refresh can reload personnel information.
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4.1.2.6 Batch Edit

The Batch Edit can modify personnel information to a large extent, such as
department, entry date, attendance system, default attendance, default weekend and
others.

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

= Batch Edit Information’ = o]
06
P -2 |Dert. [Register Date | Att Rule | Default att [ Jetfl €1}
[ H [ ik Lo
e i i =) Corporate HY
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Petex.’ ooz 13 .E-busiress Degt.
Amari. .. 001 1 ~Financial Jept.
Wiko 003 5

o1 b Mg

4.1-10

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

=2 Batch Edit Information

G-
P - By lDepiagl:
Hame Uszer ID  Earol .. Regiztar Date:
| E-business Dept.
Pater ooz 2
Anari .. 001 i
Nika 003 3

4.1-11

4.1.2.7 Import

The import can add batch personnel information through the self-defined column
Excel file or the following path: first establish one personnel item on the User
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Management window, then export this personnel’s information, and then add others’
information according to the export format. The save format of the Excel file must be
the compatible version of 97-2003, whose postfix is.xls
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E borzworzCao Edwc s g ool ke ale 1G0E2010
B LT T R Mry ik ] 12t 2 =l Seen Al F ol TR
L

First: select the designed Microsoft Excel file.
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L J

Frervious e
4.1-13

Second: Click Next, and select the matched column and field. (This step is generally
automatic and you don’t need to choose the field yourself, click Next directly.)
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4.1-14

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

There are two colors prompt:

Red: it means that there already exists the info. of the very enroll id in the software.
If you don’t edit the importing data, it would fail to import the info. of that enroll id. For
example: because my software has already had the id (1-8) enroll info. So when |
import another id (1-8), then it shows red as the following.

Green: It means that the AttRule, Default AttType or Default Weekend of the enroll id
do not exist in the database. The software will match it to a default one or make it
nothing. If you don’t need to set a Default AttType to it, so you can leave it null. If you
want to edit it, please right click the very cell and select the item. For example: the
id=8’s Default AttType is HR-Shift, but there’s no HR-Shift on my software, so the
software make it null, that’s to say there’s no Default AttType for id=8 now.

-24-



CadMumnber AtFule Defaultstt” wpetal. . Default
Defaull &tk Rule Wee&g_

Drefaull &tk Rule wieeke

Defaull &tk Rule Hormal wieeke

Drefaull &tk Rule Hormal wieeke

Defaull &t Rule Hormal weeke

Drefaull &tk Rule Hormal wheeke

Defaull &tk Rule Hormal wieeke

Drefaull &tk Rule Hormal wieeke

< | ¥

4.1-15

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

FIN DN CaudMumbe AllFule D aullalT ppetcle | Delaullv'e
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T 15 Drzlaill Al Rl MHunal “whekerd |
g (016 16 Delault Att Rule Momnal Wwheekend |

L& .
< i | ¥

4.1-16

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

Trocessed: o Succes:. 0 Cailur=: 0

’:Jmpletion o the da:a to import, click the "Canzel” to ietuin,

Trevini Mest Canre

4.1-17

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

data import.

4.1.2.8 Export

Export personnel information from the Excel file for preservation or query

First: Select the Save Path.

Save As ? |E
Serrein, [ Dezkloo - | | S e
i [L_JM‘;' Docarerks
4 Ea :‘ My Compuber
My Hecenl ‘dl\w Mk P ErRS
Dazuments [ Lty
g IDuser pheka
i B
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My Jocumentz
¥y Cungder
V Fike name: I | zer Falrmatioe 2R PN457 ¥ | Save
MuMebwork, | Save as tipe: i Exeal hes |"Hz) b | Cancel

4.1-18

Second: click Save to conduct information export that will show a success, then click

OK to open the current export data.
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Access Control and Time Attendance Management System E‘

\:.;j The data has been successfully exported, open now?

[ ok I|[ Cancel l

4.1-19
41.2.9 Query

If there is too much personnel information and you need someone’s information now,
please input his name; enroll ID, user ID to query his information quickly.

<& Liser Managemend
f@g; - R bew {:nepl. [Tt - f | o BastiEd
% S DN o00c2

= Courale 40 g BT &
o limePuare: | o HOoCoz

Fadiac Crpil Canguvale HE

Conenl Jale C7-02-2010 ~

_orporate H | 1 Ltemis)

4.1-20

As the following:

N UserlD | EnrollID
Name | UserlD  EniolID e e R E |2 - 2,
Hardware Dept.

E-business Dept.

Edhwsard 005 5 Mame Usger ID Enrall ID
Miko ooz 3 E-businezs Dept.
Software Dept.
Peter anz 2
Edmond 004 4
4.1-21

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

click the query o icon, then Miko’s information will come to the result.
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[Miko |2 -2

i M ame User D Enrall 1D
| E-business Dept.

Miko 00z 3

4.1-22

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

Example: let’s query “Edmond”, input “E” and click the query 2= icon, then it comes

out:- Edmond, Edward.

: o2,

Mame Uszer D Enrall 1D

i
| Hardware Dept

Edward o5 5

Software Dept.

Edmond 004 4

4.1-23

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

As the following:
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@E-business| | 2 -2

@H D -

Mame Uszer ID Enroll 1D

E-busziness Dept.

Mame Uzer D Enroll Iy
Hardware Dept.

Amans 5. 001 1
Peter 0oz 2 Edward 0ns 5
Mika 0oz ]

4.1-24

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

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

As the following:

&) RSN

Marme User D Enroll 1D

E-business Dept.

MHarne User D Enrol ID

E-business Dept.

Amaris 5., 001 1

Amarig 5. 001 1
Miko 003 3

Miko 0oz 3

Financial Dept. Financial Dept.

Marry 006 g Mairy 006 &

*M bt ]

I e PXT 1]
Mame User D Enrall ID
Hardware Dept.

Marme Usger D Errall 1D
Hardware Dept.

E dward 005 5 Edward s 5

=2ltnies Dopk __ Software Dept.

Edmond 004 4 Edmond 004 4

ib_".'ii.r.‘.??.s DEDL.. E-business Dept.

Peter a0z 2 Peatar o 2

4.,1-25
4.1.2.10 Advanced for selecting person

On the Report window, there’s an “Advanced” option for selecting person. As the following:
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D=3 | Frl:umf'!s_'
- M ame zer 1D Hare 1
- HR User ID i
Enrall 1D
Zoe oog |
Momoco 009 m Advanced
BEDk_',' ] L 1T

4.1-26
Click the user selection to a pull-down menu, and select the “Advance” to pop-up the
Advanced window.

S
Lsar
Laid RETEITIE S La le i Sekaden Ui
L] a Lol
= L, . 1 i u CrizliC Lare u CricliC
Y laadware Dept. [laidware Diept.
Srdrr s ki A, al ki
Seker e 2
nn
Sofwas Dapl.
= R T 5 amam TS
Seady o 2 | Zoe e 2
Adan (L
Wiz cr
Ay (A K
HR .,
> — {197
EEEDY Ll “u
Sk s g
I e |
N Adter #aler Service Dept. J:]
way s [
rraz [AEd R
4 El | i
Lwer] | ArrH |

Advanced Instruction:

Candidate department is the department list that can be selected.

Selected department is the departments selected from the Candidate departments list.
Candidate Users is the users from the Selected department. They can be selected to the
Selected Users list.

Selected Users is the users selected from the Candidate Users list.

When you select the department from the Candidate department list to the Selected
department list, the users from the Selected department will show on the Candidate Users
list.

If you want to select someone to the Selected Users, let’s say Amy (from Hardware dept.).
You should first select the “Hardware dept” from the Candidate department list to the
Selected department. Then “Amy” will show on the Candidate Users list. You could select

“Amy” from the Candidate Users list to the Selected Users list then.
Icon instruction:
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P It means Super department of the Selected department.

<> It means department selected from the Candidate department list.

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

the selected department too.
Operation instruction:

Search, Double-click, button, drag.

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

Candidate department list, then it comes out a department “Hardware Dept.”, select it
to the Selected department. Then you could select 013 from the Candidate Users to the

Selected Users.

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

> Button: l_'>

<71 make the selected department or person from one side to the

| B 3
other side. .2 <0 Select all the department or persons from one side to the other

side.

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

the other side.

S i a
Sty ] E
| Sohwaas Dop
Ty o 2
Adam [
Wiz ol
A Lz
> | HA
EEEDY Ll “u
Sk s £
e )
Alter #ales Bervice Dept.
vay i K
s s R
4 )

- X
ke, L
Szl
dewe | Ur.  CriellD
Iaidwore Diept
2, AR
" n
5| O S
S w2
{197
b |
Loeerl | ATTM |

According the pic above, you could search through “search the whole department”,

n u

“Complete spelling query”, “Initial query” or “Enroll ID”.
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Selected departmett Candidate departrment

Amaris » - J @E-commerce Dept W - J
. = [# Corporate HQ | [ = Ifl:urpl:nrate HIJ 1
o E-commerce Dept. E-commerce Dept,

Candidate Users Selected Users
K X - | |0oe X - |
Mame ... Enrall ID MName s Enroll ID
___S_E.I.E.:s Dept. After-sales Service Dept.
F-athy o4 14 M arry ooe B
4.1-30

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

Click * or clear the query box to turn back.

4.2 Attendance Management

On the main menu, focus the mouse on the icon of Att. Manage icon, where will
display four sub-menus: Append User’s Forgotten Clock-in/out, Leave Registration,
Attendance Rule Management, Report Query and Scheduling.
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- [2)x]

User Management Atk Manage

Devce Management Mainkerance

Clock-infout  For Leave Atk Hule

‘a

scheduling

R4

Hepart

e

Administrator : 17/08/2010 22:53:49 .«

4.2.1 Manual INOUT

4.2-1

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

re-attendance.

Please click Att. Manage —Manual IN/OUT, and enter the Append User’s Forgotten

Clock-in/out window.

~¢ Append user's forgot Clock-infout

-]

Mame Lacr D Enrall 12

4.4 |J{I_|-:-r'|j| L !

e 2 oc 20|

At Type

Date

Cuty Time Shif: 5-Group
)

Hemark. |
4.2-2
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~¢ Append user's forgot Clock-infout

L. | id %)
MHame Uszer 1D Crarall IC At Type
Haldwa[g_pepl:_ 3
Date [15-08-2010 ¥
Edward 015 5 e — . M
[ Duty Tine Shif [ 5-Group
Shift Fegula Shift w
Fiemark | |
| | | ! E’
4.2-3

Operating Steps:

1) Select the personnel who needs re-clock-in in this way: click the name of the

personnel and select the little icon ?,;-’ or right-click personnel information

window on the left column to popup the right-click menu; or input the personnel’s
user ID, name, enroll ID for query and adding.

As the following:

## Append user’s forgot Clock-infout

o | B . |
!! Corporate HQ - » | Hardware Dept, 3
Nare UserlD | Enrall ID At Type T Sobware Dept, 4
E-business Diept. 3
D ah 17
e L Firancial Dept. 3
Dty Tirne Fre TATO0|
Time | | o
Remark. |
44 B | g

4.2-4
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~¢ Append user's forgot Clock-infout

Lot | ik -

I arme User ID Enrall ID At Tupe
Dae | 17 |
L Shill S-Giuup
Corporate HQ - » Hardware Dept. >
P
Software Dept, 3
|

E-business Dept 3

Financial Dept. 3

Renark

+¢ Append user’s forgot Clock-infout

St ik
M ame Uszer ID Enrall ID At Type
__E-business Depl. —
Dake |
Miko 003 2] )
Lty Time Shift S-Group
Te [1732 2||E
Remark. : i
i | afl B ! : ; '
4.2-6

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

At T_l,-pei Attend w |

] By SHOwertime wark.
Owertime OFff

. Out
Tirme In

4.2-7

3) Set the clock-in date and time for the personnel in the item of Date and Time.
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<¢ Append user's forgol Clock infout

| ik L0
[Mame | UserD | EnceliD X AT | 5
Hardware Dept. —
Date ~ |
| Edware 005 5 e T
] Duty Tirme [] Shit [ 5-Group

_ Software Dept.
Edword 002 4 tine  [or S|[F——ko
E-business Dept. B 1200

Anaizs.. 001
Pater iz

Hemark

=
@
o
=

v
L. Ana vt

| 19:00

0 | ] !

4.2-8

4)1t is also available to re-attend by Duty time, shift and S-Group. If you manual
IN/OUT as 09:00am-12:00pm, then it will conduct two records: clock in at
09:00am and clock out at 12:00pm. And it will match the Duty on and Duty off
type automatically.

~¢ Append user's forgol Clock-infoul

n A
Mare UszerlD Erll 1D # AT e
Haidware Depl. = =
Jae | ¥
b Jward Uz £ = S —
] Dty Tine Shift [1 5-3roup
_ Software Dent. =
o . 1
Edmerd 004 4 Shi Higulal_slufl o :
Moraing[08:00 12 0C) |
E-bussiness Depl. |
Ananzs.. U 1
Poter 002 z Nenaik [ i
. Amm - i
= | & ff
L4 afl bkl !

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

4.2.2 Leave Registration

The leave registration is available to record personnel’s overtime, leave, weekend,
outgoing, business trip and others. Click Att. Manage —For Leave, and enter the
Leave Registration (Ask for Leave/Over/Out/Travel) window.
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< Ask Tor Leave/Overtime/Out/Travel

aE p-3 | e e %]
[Mame | UserlD  Eroll L | | AtTue | MomalOvztine v
|_E-business Dept. { rhstelane
| Amaris & 1 I Lrirkemipto
| Peter 002 2 ey — | R (et |
: ELEE0IC - 05 |
| Miko 003 3 From | | Tc [1808-2010 |
] Dute Tinz 1 shi [ 5-Guoup
Tire Range
| Fom 1722 (3] To 1722 3
Fiemark | |
ul o - ! \i‘; ,

Operating Steps:

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

detailed operating steps.

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

At Tope :Nnrmal Owvertime ¥

4 5ick Leave
Annual Leave
[ By 9Mariage b

4.2-11

3) Set the date and time range for the Leave Registration.
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4)

5)

1)

Select the Date and Time |

Mz e 12 kel I L S—

E buszincz: Dept. DJFHar’jﬂ ."

Amarie 5. 001 |

Peler mz 2 r

M= o 5 From e '|'|:| (12010
|:| Dy Tirne [ Shit S-Group
_Time Barge
Fom 1222 2| Ta ['R3z 3 l
RETTTS

E,pa i ;T lof 1 B k| ! v ';

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

“= Ask For Leave/Overtime/OutfTravel

E sigal | G ; s .
e Lok will Register according to Shift.
Marne Uszer IO Enrall [T Att.
E-business Dept. o4
fmaris 5. 001 1 [ Oirter b |
Peter o0z 2 > =1
17-08-201 |
i .- : From |17:08-20%, ‘ v| 1o [1Bosam0 ¥
] Dy Time i [#] shift ] S-Group
Shift | Regular shift v|
|[] Afternoon(13:00-18:00)
Remark | |
| 4 of 1@ k| ! ; '
4.2-13

Click Save to preserve current leave registration.

'Y Attentions:

Select the Uninterrupted there is only one attendance record even if the span
time excesses 24 hours. Cancel the Uninterrupted, there will be one
attendance record daily.

Time Range The system usually defaults the current time of the system as the
time range. It is necessary to input other time and date range in reality. The

-38-



beginning date cannot be later than the ending date. When Un-interrupted is
selected, and the date range within the same day, the beginning time can not be
later than the ending time. If the time span excesses 24 hours, the beginning
time can be later than the ending time. But the beginning time can be later than
the ending time regardless of 24-hour excess or not if the Un-interrupted is
cancelled.

4.2.3 Attendance Rule Management

The attendance rule management is designed to manage the company and
standardize its attendance rule & regulation system.

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

~¢ Attandance Rula Managament

bl il Oyl Rule Oplivns
bl 7l Olpliuii: ule Dplivns
& Mitandzarce ul
I -clidsy
| s
) Mazaand =
= homnal  aesFaliahienes | Ceeting |
& u Tive el ek e e L
o e maraday 3 B2 veun |
hj Skik Hertue Jtarreree ’
“econcs al iervals of rot i =
S-Group ezzbhar ===
Access conlry iecords dealng wilh atbencerce |
Shiick alte i
|

4.2.3.1 Rule Options

> Add New Attendance Rule

1) Normal settings
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= Attendance Rulc Management

(EIVN|
- ; :
i [ Eula Dptioms
2 o il
T bl
3
- wzeend — e —
2 Herm=l | _g=/Eayizeenze | Iveris|
) T Tz =
5 I
2 Eflecliv stznzance —
reome =t rberoel bk 5
Vlanp I thzr =

Lmrmin =il -erm el ng v Al

Lien=talberd=n-e
4.2-15
¢ Attendance Rule Manapement
Gl |
i Fua Jotizne
B Foida

__J Wezlhzrd

bar el [1 =T ptbernce | Tomtive|

% g e
- | ks

|| O k= as |1__I
:l il 1 derhoe: sb=nmaee
e T - B
SGiw lezs thzh - —

[ o ool sy e with zlen_oniss

| | Szt atardznze

4.2-16
Specification:

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

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

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

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

2) Late/ Early /Absence settings
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=¢ Atendance Rule Managsment

=] Mk
[7] bty ooz e

O inochckbcantaz o= = | ire

(I T PR NRTRET Py IR

4.2-17

Specification:

a)

Clock-in over 10minutes Count as Late This rule can be just taken as a
standard to who is late or not.

Late Exceed 30 Minutes Count as Absent. For example, if it is regulated 9:00
am as clock-in time, the personnel who clock-ins later than 9:30 am can be
recorded as absent.

Clock-out over 10 Minutes Count as Early. For example: the normal
clock-out time is set as 17:00, anybody who leaves before 16:50 can be
regarded as early.

Clock —out over 30 minutes count as absent. For example, if it is regulated
17:00 as the clock-out time, the personnel who clock-outs before 16:30 can be
recorded absent.

If no clock-in, count as late/absent. For example, one personnel who forgets
to clock-in, can be regarded as late and set the lagged time, or as one-day
absent.

If no clock-out, count as early/absent. For example, one personnel who
forgets to clock-out, which can be regarded as early and set the early minutes,
or as one-day absent.

3) Overtime Rule Settings
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4.2-18
Specification:

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

4.2.3.2 Holiday

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

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

= Attendance Rulc Management

G|
S s Iphans
}QF Hulda
----- “wheekand
(T Lty Tme
e S.alldd= 0001
| e
E-dDate
-' S-Grzup

1) Click Add; input the name of holiday and its Starting and Ending date. As
followings:
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= Attendance Rulc Management

2) Click ﬁSave icon to complete the setting.

3) Edit Holiday

& -

£ Hulz Jptonz -z Hahday

sl <=1 i b= vl
fl! -1

— .- i B
| whekamd
B -oiday Yo ea v-l
(0% Dum Tine s
S Sallds 00 =
[=] 54 — -
T-dlate M -]

] 5 e

» Select the name of holiday that needs modification on the column of Holiday’s

Names, then click iEdit.

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

corresponding and

> After cIickingiSave icon, the information of the holiday will be updated

automatically.

4.2.3.3 Weekend Settings

The weekend can be set according to the company’s requirement.
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4.2-21

CI |Ck ,_J FEkFrT

on the left column of Attendance Rule Management, and turn to

the Weekend window. Click iAdd; input the name of the weekend and its

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

as the following:

g 5l 0

Weekend v |

lime Moadas ] &M
Tuesday ] &M
wiediesday ey
Thurad=y Y
[Micay T #M
Saburday | &M
Sunday v

4.2-22
Click iSave after setting.
Modify Weekend settings

» Select the name of the weekend on
Weekend, and click £ Edit

CIPM
M
g
g
[IrM
LIPM
CIPM

the pull-down menu below the

» Modify the name of the weekend within the box Weekend and input the

weekend time before the corresponding weekend time.

> Click ¥ Save to finish.
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W Attentions:
» The Weekend that has been applied to the personnel cannot be deleted.

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

4.2.3.4 Duty Time

This is only suitable to the simple on-off-duty company that needs two simple time points.
For example: on-duty time at 9:00, off-duty time at 18:00. The various on-off-time

companies require setting up several time and shifts. Please refer to 4.2.3.5. Shift for details.

Setting steps of on-duty time following:

Click © s Duty Time on the left column of the Attendance Rule Management;

enter the setting window of Duty Time.

=¢ Atlendance Rule Manngament

i -id e e | zewnawniwe 00|
A OIF zukp cire |ige | zed=tine |
Mgt =k
Muisst bk -our E-TIRT]
Liahs lapo il Hznad
Calelgle
N——— siiietoest s ERR o vl
4.2-23

1) Click iAdd, set the name of the shift within the box of Duty Time, and set Att.
Type and On/off-Duty Time. Such as:
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2) Click Save after finish. The pull-down menu of Duty Time will display Normal
duty time.

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

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

4.2.3.5 Shift

This is available to the company of various on-off-duty-time attendances. The shift is
consisted of non-overlapping duty time. For example: a company’s on-duty time is
9:00-12:00 and 13:00-18:00, which can be set as Morning Class duty time and Evening Class
one respectively. The morning-class and the evening-class can be combined into one shift for
attendance. The un-regular/rotating shift can be set as shifts and S-groups. Please refer to
4.2.3.6 S-Group for details.
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4.2-25
% Attentions:

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

Dty Timne i.f:-.i-orr';ihg -v—|

Al Tupe !Actual Att. Vj [ Crozs-daps

On duty time DBSD | 3, Begin att. time 0530_?-

O duty time [120 2| |Endattme 1250 2
4.2-26

Dty Time ;_Afternoorl - |

At Tope :_ﬁ?-.c:tual Atk V_f [] Crozs-days

O duty time _1"-1_99 __; _ Beain att. time IJ_EED_:‘J

O cut e few B  tdmie (A0 2
4.2-27

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

This is available to the company with un-regular shifts. The group is consisted of shifts. As to
the group attendance, the system will automatically select the best shift for attendance
statistics according to the records. For example: a company: morning class is 6:00-10:00,
noon class 10:30-13:30, afternoon class 14:00-18:00 and evening class 19:00-22:00, then we
can combine the morning+noon classes into Shift 1 and noon+afternoon ones into Shift 2
respectively, which can be combined in a group. Then we only need to set up the S-group for
the attendance instead of tedious shifts, the system will automatically select Shift 1 or Shift 2

for attendance according to actual attendance records.

<= AMiendance Rulz Management

W Tur e A-Ormup
= Zarrbinaliz vk
T vy =
ALK
| e
N e S-Group Auio.5-Girzup >
Select shifts for the Shitl-Ziouz
Shift
=
=]
4.2-28

Y Attentions:

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

4.2.4 Attendance Report

The attendance report offers query and print of the personnel attendance.

Att. Management —Report to enter the Report window, as following.
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4.2.41 Clock-in/out Log

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

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

one’s detailed clock-in/out attendance records.
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4.2-30

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

record and edit the attendance type and clock-in time.
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+ Edit Att. record |E:@

EmallD | | Name [ |
Date 022010 v| Time (1800 =

Ao [Oockow ] Femak| |

2 9

Update Back

4.2-31

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

"*'3;'" it Att. record”

Eresll ID |7 Hame
Date E0e-2010 v Time (1743 =
Att. Type Ecloch—jn |v: Bemark

Erral photo Immediate pho

_ﬂ 9 9

lpdate Back

4.2-32

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

For Example: (HOW TO DELETE A NEW RECORD?)
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| haven't edited the new logs downloaded from the terminal, as the Pic_4.2-31, |

4.2-33

cannot delete these records. When | edit one record, as the following:

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

one

[~ Edit Att. record

Ereell ID |1 | Hane [nariz Song ]
Date [et-os-zoi0 [w] |Time | 2
Pr—— - -
Att. Type e 4| BRemark | |
L S
Enral photo Immediate pho

- B

lpdate

4.2-34
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Then click to select the edited record, and it can be delete it now! as the following:
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1 |Zafiwera Dapz (004 | 1 Tenp |T1ack-in |
Flaw M4 H
Tenp |Tackmin
I-bosiness Dept. T G
Aneri.. 0. 1 |_Lackman
Frter i i T
Ailko oz 3
"
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17 [Pirancial Jept A " ark-in
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4.2-36

> Show/hide the column wanted, click = Button, select the Show/Hide
Column wanted to be shown or hidden, and click to save it.
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4.2-37

4.2.4.2 Access Control Log

Select Access Control Log, input the date and click Query for all the detailed
clock-in/out information on these days. The detailed and selected record of
clock-in/out information will show its owner's name. If the name is null, it will show
the record without name. It is also available to set the show/hide column. (Please
refer to Show/Hide Column for details)
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4.2.4.3 Leave Registration Log

Click Leave Registration, select the department and personnel item that you want to
query, input the beginning and ending date, then click Query for their leave records.
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It is allowed to delete, edit and append clock-in and register leave and so on for the
leave Registration. Please refer to (Delete, Edit, Manual IN/OUT, leave registration,
show /hide column) for more details.
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4.2.4.4 Daily Log Report

Select Daily Log Report and the personnel item that you want to queried (please
refer to personnel option), set the querying date, and click Query to query personnel’s
daily logs. It will show his detailed daily attendance information after statistics.

From the Daily Log Report, we can have a very clear known about personnel’s
attendance record.

Let's take Edward as an example: all of his logs on 109-08-2010 are in one record.
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b ; 3 ; i |
Nz ROB : Let's take Edward as an example: all his logs on 1:00 18:00: 20
19-08-2010 is in one record.
By this way. we can have a very clear known about 00 10:00: 0
the attendance record.
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4.2-40

4.2.4.5 Daily Attendance Report

Select Daily Attendance Report and the personnel item that you want to queried
(please refer to personnel option), set the querying date, and click Query to query
personnel’s daily attendance. It will show his detailed daily attendance information

after statistics.
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4.2-41

‘W Attentions:

Colors in the Report mean different situations.

I: It means that the record is normal.

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

person.

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

registration, or the Absence.

: It means Saturday.

: It means Sunday.

Specification of Daily Attendance Report:

Actual Attendance (hours): the actual attendance hours is the total time difference of
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clock-in and clock-out. For example, the clock-in/out time of a day is, respectively,
time1:- 9:00, time2:- 12:00, then the actually attendance hours is 3 hours.

Actual attendance days: it can be reckoned as one day if there is actual attendance
minute or second.

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

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

4.2.4.6 Statistical Analysis

Double click the stat. record in the Daily Att. Report. It will pop up a Statistical
Analysis interface, as the following:

11 Augusl 2010 Slalislical Analysis

Accos: control rocords doaling with attcndance
Strict attendance

=
D E -2 1 i
Marnz  Edmond Lcpt.: Sottware Enrall 1LY 4 Uszcr IL: L4
Crafault Atk Ruls Lchault At
Une worliday az B Hour | o i | Marmal
Effective attendance records at intervals of not less than £ : P
{17 02.00-10:00

Cluck-ire wwer T0minmiles Lale
Late croocd BUrninutcs Abscnbooizmm

Clis skl v T el ol dx seily

F el leavr pome IBDnionlbes coonnil qz Al eeenl
IF no clock in, count asLatalminutes

If o clock out. count asleave Carly O minutes

COwartime more than 30 minutes to an effective

Rrin Al e 0700

End att. tirne:23:000
Cross-days
Must clock-in
Must clock-out

Result Time

Calc leave early
Calc late
Lale absence

Advance in as overtime Deduct breakfast time Hudta
wieekend/| loliday work. as overtime Manuial
Eutra worls oz overtime DoductDsupper time Pt eal vovesd T Wnienles

| Flarred T. 09,00, 15,00
| Auzual T MO0 1R NN
Attendance

Clock in

[
2010-02-11 12:00:00 Clock-out
E@2010-02-11 13:00:00 Clock-in
EEZMN-NAE-11 AR 0N AN Cha k-l

4.2-42

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

a.

Check or modify the Att. Rule of the selected record, as following:
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Hame £ among vepr; oormware (=g}

Diefault Atk Rule
One workday as 8 Hour
Effective attendance recards at intervals of nat less t
Access control records dealing with attendance
Strict attendance
Clack-in over 10minutes Late
Late exceed EOminutes Absentesism
Clock-out over 5 minutes count as early
E aily leave exceedBlminutes count as abeent
If i elock in, count aslateOminutes
If no clock out, count ssLeave Early O minutes

Ovwertime more than 30 minutes to an effective
Advance in as overtime Deduct breakfast time
‘wieek end/Holiday work. az overtime

Eutra work, as overtime D eductOzsupper time

4.2-43

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

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

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

Planned T: 09:00: 15:00
Actual T: 09:00: 158:00

Attendance " Append Clock-infout
#E2010-05-19 09:00:00 Cloeck-in :
¥EZ010-05-19 12-00-00  Clockout | Ask For Leave/Owertime/Out Travel

*E2010-08-19 13:00:00 Clock-in
#@Z010-05-19 15:20:00 Clockin
*#@2010-05-19 15:00:00 Cloeck out

4.2-44

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

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

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

It allows right clicking the blank area for a popup menu to Append clock-in/out or ask
for leave/overtime/out/travel. And it allows clicking the icon ©“""'to append click
IN/OUT or leave registration.

b. Check or modify the Att. Shift or the User. (Defaulted Shift & Scheduling)
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4.2-45

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

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

to enter the

4 Attentions: (what causes statistics exception?)

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

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

4.2.4.7 Monthly Attendance Report

Select Monthly Attendance Report, add new personnel item through the import of
name, enroll ID and user ID or click Optional Personnel and right click optional
personnel on user list to add personnel item needs to be queried. Set up the query
date, and click Query for monthly attendance report, click Statistics for monthly
attendance statistics if there is no data. There will be detailed information of the
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monthly attendance after the statistics.

1 Attentions:

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

4.2.4.8 Import attendance record

The import can add batch attendance information through the self-defined column
Excel file or the following path: first establish attendance item on the Raw
Clock-In/Out Log, then export this information, and add other’s information according
to the export format. The save path of the Excel file must be the compatible version of
97-2003, whose postfix is.xls

Sample for Manual Clock-in/out:

A E & D E F G H |
Dem UserlD  MName Errall I  Device ID Place Clack Time At Type Remark
A BLADT  Lily 1 v} Unknown 12030300  Clock-in

A RLADT  Lily § [ Unknown 12081200  Clockout

A FLADT  Lily " [t Unkrown 1203 13:00  Clockdin

A BLADT  Lily 1 v} Unknown 12031800  Clock-cut

B RLB0Z  Kate 2 " Unknown 12030900  Clockdin

B FLBOZ  Kate 2 [t Unknown 12031200  Clock-out

B FLBO2  Kale 2 D Unknown 12031300  Clock-in

B RLB0Z  Kate 2 0 Unknown 12081800  Clockout

4.2-46

First: select the designed Microsoft Excel file.

-60 -



(SE Rifendance data import wizard

ﬁ-ﬁ‘: 1.Chooze data

Specily

[ Beovsa...

Fila mams: |C:ADoemmants and SettingshBaw Cleal—TInlut Los(2010c312_1901).x1=i

iR I Hast I 2o

4.2-47

Second: Click Next, and select the matched column and field. (This step is generally
automatic and you don’t need to choose the field yourself, click Next directly.)

(S Aitendance data import wizard

E’-‘ 2 Mlatch tield
The =ystem will an:onatically ana wies the first table of the Excel, ané the first row set as Haaler
Pleaze zelect tha nalelk fields, the blue one can met be blank

Deat. [Dept ] A, Type

Hane i_}_lamn VI Clock Time ]zi

lfsar TN |vzax 10 ] Tewice M [Lavica 1D [w]

Bresll I0 | Enroll 10 Eamark [F—. [

Placs [Prace

[ Beevioas | [ Beme ][ conea

4.2-48

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

1 E il Urdmows

2 |a Lily RL.A.UI . 1 Unlmow:\

3k Lily itiiNg 1 Unkmows

4 h Lily a0l 1 Unkmow=

oo Tule LDoz 2 Uidawrw.t

BB Eata R E0Z 2 Urlmows

T Eate F_E0Z 2 Unkmow=

=] Eate E_E0Z b4 Urlmuow:
E S
&l 51
H 4|1 ofg | b Pl |92 X

[[Beerions | P Heat [ Concel |
4.2-49

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

[~=Aitendance data 1mport wizard

mport data

Procezzed: & Sucees:d Falured

Conpletion of the date to import, elicl the "Cancel” 4o retwrn

e T—

Fent

4.2-50

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

of data import.

4249 ImportLeave Log

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

whose postfix is.xls

oot | B C DN E_ | F. | G . H
Dept Uzer D Marme Enrall I Begin Date End Date At Twpe  Remark
Corporate 1 [ilys k] 14-03 0900 14-03 1700 Mormal Dyvertime
Corporate F1 il q 1403 13:0014-03 18:00 Mormnal 0 vertime
Corporate 1 [ilys q 14-023130014-03 2300 Mormal Dwvertime
4.2-51

First: select the designed Microsoft Excel

< Leave data import wizard

Speri fy the

é l.Thocse data

File mame: ‘!ldn'.n'.r.'.'ab': EEALAMIALFES ML eve Begiration (20100314 ZHED. wls ||| Bravss .

b | [

4.2-52

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

= Leave data mporiswizard

The spten vit"

User IT
Ere-c11 I

B o Match fisld

antanatically srelyTe

Flease =elert ~he nat=h fields, the Wlue ane =3 oot he RWlerk

bt om0
Fare [l £
Teer TH |'\_r Eri Date [End Tase q
Erecll 10 [] Ferexk [Bensrk ]

= the Tiwzt tahle of the Fvee”, and tha first vew el oas Headar

[Breviviz [ et [ [ ran-al
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Third: Watch Field, check the imported data. If there is something wrong with this
data, click Previous to justify or Cancel to cancel the current import.

¥ Leave data import wizard

Uzernarne FromTime
| | 1 ;l'-l armal Overtime | 2 i 0
2 | z3le IIiI_l, Rl | Mornal Overtime | 2010-03-15 1
3 | sale alpha I2 2 Marnal Ovestime 2010-03-15 0]
4 | zale alpha ;2 2 N_:u_r_n:a_l_g_vatime 20000315 1

#* 5
£ >
I Pievinus | Mest Canrel ]
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Fourth: Click Next to import data if there is nothing wrong with the data.
%]

»¢ Leave data import wizard

Mrocessed: 4 Cucces. 4 Taiur= 0

Cerpletizn of e data be mpor, ol ck e "Canz=""be iebun-]
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Fifth: Click Cancel and reverse back Leave Registration interface after finishing the

data import.

-64-



4.2.4.10 Export and Print of Report

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

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

Print Settings [Z]|E| E]

Select the print items

@oet A
|#] User ID @A () Selected Only
Mame

Enrall ID Autornatically adiust column width
|[¥] Date

Timel Diocument T itle

[ Time2 [T =l
Time3 | |
|[#] Timned

Actual At [Hour)

Narrnal Overtime(Haur)

] wieekend Overtime[Hour]

|[¥] Holiday Overtime({Hour) el

Print Range

‘ Begin Prirt ‘ | Cancel ‘

Page Settings Prirter Settings

4.2-56

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

Access Control and Time Attendance Management System §|

9

‘-—'f'; The data has been successfully exported, open now?

[ OF, H Cancel ]

4.2-57

4.2.5 Shift Scheduling

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

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

: it means that the time isn’t in the choosing time.

i ' : Light blue: it means Duty Time Information.
Reqular Shift : Light yellow: it means Shift Information.
E”‘“ms_Gr”“P :  Light pink: it means S-Group Information.
-""m'i“g | : Light sky blue: it means the default scheduling.

_ : Green: it means the weekend day or the holiday.

White: It doesn’t contain default or manual scheduling, so it won’t

affect the scheduling information when you save the scheduling.

Yellow green: it means that the user deleted the manual scheduling

information. (Click “Save” to affect it.)
4.2.5.1 Query for the scheduling information

Select the personnel item that needs to be queried. (Please refer to personnel option
for details).Input the beginning and ending date, then click Query for the scheduling
record of the first personnel of these selected ones. It displays various modes of

arrangement on the optional column, such as: week show mode, month show mode,
Name shift mode, ID shift mode, display all the attendance information, display
scheduling shift information, as following.
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The chart above is the week show mode, displaying the name of shift; the querying
result is single shift information. It's available to click the button before the listing or
select different options on the pull-down menu to present different show modes.

4.2.5.2 Query for all the scheduling information

Select the personnel item that needs to be queried under the Month show mode.
(Please refer to personnel option for details). Input the beginning and ending date,
then click Query for the personnel scheduling record, as following.

_' Slart Late | z 3 1 5 3 7 8 cl

p L REEREE 20l 0-05-0] “-Hnrnir.e Marming Wara:ng Nernirg Morndng II
2181 2000-08-01  Merming Foiaing | |

3 ommy  2000-05-01 __-Hornir.g:Mming:'ﬂ:r:\:ng:ﬂornir.g‘!

4 =imy :?nln—nﬁ—nl Feglar S50 Ft Regular Shift | | | |

5 Twr 200005 03 T P N L T e e

& |[Tam 200-08-01 ko S-Orsap  Anle S-Crowp | |
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Each row stands for a month, displaying the selected personnel’s scheduling
information in the time respectively. It's unavailable to neither edit nor preserve when
checking all the scheduling information.

4.2.5.3 Edit the scheduling information

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

window, or click the edit mode icon to switch.
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lar Shift ERegular Shift Regular Shift ?Morn‘ing
mﬁuto.s-&'oup :Auto.S—Group EMm’ning

ing| @ Duty Time(T) » |
[ Shift(s) » |
|_ 5-Group(G) » | Auto.5-Group:G001 l
Delete
#i New
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The popup menu is as the picture above. Each time the operation of selecting the
menu only works for the selected cells when double-clicking the edit mode. The
selected shift information at one time can be dragged to set up various cells or click to
set up various sheets when dragging edit mode. Click the blank area out of the sheet
to release the selected shift information.

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

| Start Data Wondap Tuarday  Hednesday  Thursday  Fridey  Satwdey  Sunday

1 Z010-04-26

2 |2010-05-03 x |Worning Mozning Morning (U
3 SMN-S-10 | #Fternonm
4 2010-05-1T | Fezular Shift

» 5 E0I0-05-24

B 2010-05-31
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It's available to click the save button below the status bar " 4 }< to save the
current scheduling result when completing the edit..

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

4.2.5.4 Template Scheduling

Click the button ™ 'below the View, or right-click to select the Template, then enter
template setting interface, as the follow picture:
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Select the corresponding scheduling setting template, which supports dragging to set
various sheets.

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

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

Show mode: Day - Shift Mode Hame - Time inter:3 L Day
huta. S-Group EEvening Shift |FHormal .

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

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

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

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

-69-



4.2.5.5 Import scheduling information

The import can first query the scheduling information from the personnel scheduling
report on the attendance management then export the information. And add others’
information according to the export format. The save format of the Excel file must be
the compatible version of 97-2003, whose postfix is .xls.

A i C i E E
Hame Start Date |1 f2 ] "1 il
11 11 2010-08 Afternoon Morning Sunday Re=st Regular Shift ]
2 2010-08 Afternoon Morning Sunday Rest Regular Shift |
FF 2010-08 Afternoon Morning Sunday Rest Regular Shift ]
4.2-64

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

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

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

First: select the designed Microsoft Excel

= Inoorl Scheculig Dats — A -

Tila rane £V =arsh AT phat Temdet o d S =il ing (PAITE L3_ 4110 %1% Frcvse

4.2-65

Second: [Data Check], check the imported data. If there’s something wrong with this
data, it's available to modify it directly, or add new record in this very step or it won’t
be edited succeed. Click Previous to justify or Cannel to cancel the current import.
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Fourth: click Next to import data if there’s nothing wrong with the data.

I L - ’ ]
# Import Scneduling Data S—— m

i — — W —

Froecssed: 21 SucecsrZ3 Failurel

Complazion «f the fala to impert, click the "Cancel” to ratuen,

; Erevious !! Hezt | Cancel
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Fifth: click Cancel and reverse back to the user management interface after the finish
of data import.

IQ Attention:

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

The device management possesses performance of data connection and download
and others.

¢ Access Control and Time Attendance Management System EI|§|

| -
~ A i \
| - - 4 e ‘
y L sy
u 1 EREW ||
User Management Atk Manage Device Management Maintenance

Connect  Download

Administrator | 217082010 03:16:58

4.3-1

4.3.1 Device Connection

4.3.1.1 Device Added

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

1) RS232/RS485 Communication

.....

left column to popup Connect to the Device window.

Select RS232/RS485 communication, the settings of Device ID and date remain the
same with the ones on the terminal, select the COM Port. Then click Search, as the
following.
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It will display Successful Connect Prompt Box, corresponding to the data searched.
Click OK and there will be the icon of Add Device on the left of the window, as the

following.
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Davizel 1

El

4.3-2

EmIx)

Lrally cpeatan of the ded e

Szt dzwh Log
Zollect the mowl _og o the Zovize
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4.3-3

Click Add Device for more devices.

2) TCPI/IP Communication

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

left column to popup Connect to Device window.

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

Connect to the device

Communication @
Device 1D &
IP Address
Fart Ma. 5005 =

o

= ﬁ
..\

Search Back

4.3-4

3) USB Communication

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

left column to popup Connect to the Device window.

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

e Cev ez Corral | avven Cork ||
3
| 4 2ovice T, X4 1 Connect 10 the device

B TereFies %) [ |
1:=manra b [T

Dediza L |1 £

| horval [Adenved|[ el | Tagti-hedue | dnoven | dessege

4.3-5
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4.3.1.2 Edit Device Property

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

4.3.1.3 Delete Device

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

4.3.1.4 Refresh Device

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

4.3.1.5 Device Property - Normal

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

P
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1) Get Newly Log
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Get the new and un-collected attendance records on the device.

2) GetAll Log

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

3) Empty All Log

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

Get all enroll on the device, including fingerprints, password, inductive card and
others.

5) Empty All Enroll

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

6) Upload All Enroll

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

Delete the administrator’s privilege of device through software.

8) Synchronous Time Device

Synchronize device time with the one on the computer.

9) Close device

Close device through software.
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4.3.1.6 Device Property- Advanced
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4.3-8
1) Empty Device Data

Empty all enroll and clock-IN/OUT records and attendance report simultaneously.
(Attentions: this operation cannot resume)

2) Adjust Device’s Screen Brightness

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

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

Click Get to get the current text of the device’s screen and import the words onto the
device by clicking Set.
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If | set the message1: Institute training on the job. And message2: Pure attitude,
pure power. And upload them to the device, and then they will be rolling on the
screen of the color screen terminal dynamically. It can be set to someone, such as
Amaris Song, or everyone. As the following:

Edit and select the message,

iR —and then click "Uplead to

Zevice Comtrel [ Be s Cual

n

device
Nzzzaze sztzizgs e
e &
B
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6 | | Irarpons |2000-08-03 15:05 [+ Jnlinited

T Teeronw [2000-0825 1545 [ae] Wlimitel

0 v |2000-0523 15,95 [ne]| Wl imited
WM T Tamin on mm ran (0 i 1o
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Welcome 2009 08 18 TUL

08:08 au

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

4) Reboot the Device

Click Reboot the Device to restart current connected device.
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4.3.1.7 Device Property- Bell
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Click Get to obtain the Bell Ring Times and Time established on the device. Click Set
to upload the newly edited bell onto the device after the settings of Bell Ring Time
and times. The color screen terminal can set at most 10 groups of bell.

4.3.1.8 Device Log- Scheduler

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

Let's take an example:

(3 Tere <5f LG Zahaddlsr |
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4.3.1.9 Device Property- Monitoring

(&) Device Management - RIS

B8 BRE

Mewrime Crnte 1 | feesss Lonaral|

| Bormel | Advanced | Ferl | oz Scheduler Reraterang iﬂessaza|

#1 (laFl &) Uperanon orplete

4.3-13

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

4.3.1.10 Access Control Operation

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

1) Access Control
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4.3-14
Click Open and conduct remote control to open the door through the software.
Click Keep-open and set to keep the door open normally.

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

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

Click Cancel Alarm to cancel the current alarm and restore the open
status of automatic control mode.

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

The Settings of the Access Control Device
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~¢ Device Management
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4.3-15
Click Get to obtain current property settings of the access control.

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

Set the door keeping alarming for 0-3600 second(s). If it excesses the this time,
there will be alarm. If we set the alarm time as 0, there won’t be alarm even if it
excesses Open Door Time.

Set the door keep alarming for 0-255 second(s) when the door is regaled to
Open. If the door is forced to open, there will be alarm. If the alarm time is set as
0 and the door is forced to open, there won’t be alarm.

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

3) Pass-time Setting
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Every access control device can be set 32 pass-times that can be added and
deleted according to actual requirements.

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

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

Goup Time Settings
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Every access control device can be set 32 group time, each of which contains
10 pass-times. The time group can be added, edited and deleted according to
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actual situations.
2. Click Get from device to obtain information of time group to the current device.

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

5) Pass-set settings

1.  The pass-set setting contains seven days a week. Each can select
time groups to collocate and combine according to users’
requirements.
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2. Click Get from Device to obtain pass-set information of current
device.

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

6) Unlock-group

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

First, click Access Control — Settings — Enabled the unlock-group. (As the pic_4.3-18)
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4.3-19

Then click Access Control -

User Access Control, then set the user access control.

e Dev‘ir.e Management

all the persons are defaulted to

(€T3 B il i group 0 before setting the group. ||
| D Cr ”ﬂ Aceoss Lortol It allows ta Sﬁﬂing the persons to
_________ 1-9 groups. |
select the persons need to
be set to the unlock=group -
o
L ¥ it ANk pazs-2RE o
7
Cevicckl Hzrne: | SF[”)f’ Frralin [RECE T
I e zhid zethn
Wald Jcte
| walid Dt /
Moce: Moed bz sz wdid scthngzlect o bnabled. \
e
Upczc Ic davee .
4.4 | E_oFl b H !
| Hama | Seringz || Pazstie | Ginopeime | Pazsaet| D alockar m| zer zecess control
#2 (Temg Mocz) | Opercter Zomplote

Attentions: the Apply pass set is defaulted as “Allow”. Set the persons to 1-9 group
according to the requirements. It is defaulted to group O without setting, and the
persons in group 0 cannot be set to the unlock-group. Let's say, we can set Peter to

4.3-

20

group 1, Miko to group 2 and Edmond to group 3.

Third, click Access Control —

Unlock-group, and define the unlock-groups.
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== Device Management
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4.3-21
Here are the instructions of the four unlock-groups above:

Unlock-group 0O: it means that only when both of the two persons: one of the people
from group1 and one of the people from group2 authenticate from the Access Control
Terminal, can the door be opened.

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

Unlock-group 2: it means that only when both of the two persons: one of the people
from group2 and one of the people from group3 authenticate from the Access Control
Terminal, can the door be opened.

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

If there’s a unlock-group4: 123, then it means only when both of these three persons:
one of the people from group1, one from group2 and one from group3 authenticate
from the Access Control Terminal, can the door be opened.

7) User Access Control

This can be set various pass-sets and valid date for different users
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4.3-22

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

8) Anti-Passback

Anti-passback is a function for Access Control Terminal that prevents the tailgating. In
some conditions, the security system demands the personnel authenticate legally
from the outside door to come inside, and authenticate legally from the inside door to
go outside. The authentication record must be one inside record and one outside
record. When anti-passback is used, people must first authenticate from the
designated “In” reader, then from a designated “Out” reader, and tried to read out of
an area, an anti-passback violation would occur.
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4.3-23

Disabled: the anti-passback is ineffective.

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

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

4.3.2 Device and Data Download

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

~¢ Access Control and lime Attendance Management 5ystem

Maintanance

O,

Cormeck m&‘__ e

o]

T
3 | i Y ;E_,.‘j‘r;
I~ 3 ECECECR

Lear Manags Atk Manzge Darvica

=Y
qffl'\ Drarvicattl (3 | ok
- task AllLog

@ Irpart Log st AllEnrcl

Endn’lnlstrator | 2f8{z0.0 12:04:51 AM : I.‘ i

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

1) Get Newly Log
Obtain the newly report on the fingerprint attendance machine.

2) GetallLog

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

3) Get All Enroll

Get all fingerprints and password data on the fingerprint attendance machine and
preserve them into the data base.

4.3.2.1 U-Disk/ SD Card Data Import

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

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

= B
e Maintenance [
Import
Diata Impot: Please select n e, | TRT AGL T
| _\‘
Imrnedizte pho:o'. ]
- Y
Image Inparl Fleass zrlect he faldes names aknbn-ng N\
Enrol phato BrowezelUl]...
>

Enrol Image mport:Hiease select e tolder names uzer-ohata \\) 3 r =

— ~
o

<

Clisk free spaces 13,38 G

4.3-25

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

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

4.4 System Maintenance

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

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

## Access Control and Time Attendance Management System E|E|E]

e,

; : ‘ o "2".'7';' e ‘“\
’ - s <

= Mainkenan
User Management Atk Manage  Device Management Maintenanc

- h 4
Backup DB Restore DB

Administrator | 24/08/2010 23:12;18

4.4-1

4.4.1 Backup DB

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

A. Backup database (Access version)

Click the submenu of Maintenance-Backup DB, select the save path of data, and
click Save to popup the dialog box of Successful Save. Click OK, then there will
be formation of backup file in the corresponding path. For example the file likes
* 20100824.rdb’.

B. Backup database (SQL Server version)

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

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

Backup to a Remote Server:

Access Control and Time Attendance Management System '..'n'.'_:

"l\i) Connected to a remaote server, Are you sure ko backup 7

[ Yes ] [ K] ]

4.4-2

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

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

B sef backup path

Backup path [required to read and wiite permizzions)

-] [X]

Save Path

I Apply ] ’ Cancel

4.4-3
Click “Apply” to backup the database. When there’s no read and write

permissions to the input path, it fails to backup.

4 Attentions:

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

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

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

4.4.2 Restore DB

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

A. Restore database (Access Version)

Click the Restore DB on the sub-menu of Maintenance, open the path of the
database preservation, and select the restore DB that needs revert, and click Open to
popup the dialog box of Successful Restore Database, then click OK. It needs restart
the software to make the restored valid.

Access Control and Time Attendance Management System

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

4.4-4
B. Restore database (SQL Server Version)

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

< Restore Database

(%) Restore By backup log
: Tupe Content Result Time Result User !
[ LDoo4 DASOMGASONG201011230.. 23411/201001:11:56 0 -Tuisdministr.... |
LOo4 SONG201011231735.bak 23A1/201017:35:44 0 A:adrministr... |
|
|
|
|
|
|
|

’ ak ] ’ Cancel
4.4-5
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It allows restoring by backup log or other database file. (It only supports the backup
log when backup to the Remoter Server.)

4.4.3 Detailed settings for Maintenance

Click Maintenance icon to enter the system maintenance window.

mE

Click this icon

¢ Access Control and Time Attendance Management System

User Management Atk Manage Device Management

\

MainkenanceT]

a\ 7
ot

|Mai tenar

. 4

Backup DE  Restore DB

ey

Administrator | 24/08/2010 23112118

4.4-6

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

4.4.3.1 Normal:

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

Image Management: it fixs the size of the user picture. The size is recommended not
bigger than 10kb for the fast displaying. It allows selecting filling or replacing the image
when importing. “Filling images when importing”, let’s take an example : 001 Amaris
Song’s information in the user information of the is without any picture, but there’s a
picture for the num 001 in the importing data, then the will fill the picture from the
importing data to Amaris Song in the database automatically. Or there’s a picture for
Amaris Song 001 in the , but there’s no picture for the num 001 in the SD Card, then it
will copy one to the SD Card for the num 001 automatically.
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Data Maintenance: It allows setting to delete the data before a few months, it's
defaulted to 3 months. Let’s take an example, if | set the “Allow to remove the data —
3 month”, and it is 2010-08-25 now, then it allows removing the data before
2010-05-25.

¢ Maintenance = cE

|§ PG

_ e Manzgene &
@ FUbE bt (& Shos User Lards O Soow _sor List
) Usm Cans
B T Hnnonued & Show it Records 3 S _ver Sl
0 Imane Menacere Guartit, 261 20 EFy

Image Mznacerert

Max ziz2 ot uszrpeluie AU =] Fillng images weeninoliyg

[ Cadirrag= ‘sddaze soltaare mage T Gofware irags -edlaze Cord inzoe

Zaabantenznce

Allow, o ierov= ths Jake T

A ity

| |

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

4.4-8

44.3.2 Company’s Information

You can change the LOGO and name of the company.
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4.4.3.3 Administrator

4.4-9

Set the administrator’s password. If there is previous password, you can conduct the

re-setting after input the orig
one.

inal password and the new one then re-enter the new

If there is no previous one, you just need to input and confirm the new one then click
Apply, which make administrator settings a success.

¢ Maintenance

S|

@ Hurmnal
'ﬁ Lrnpaan |

R}

b,

@ Liata Wartenance

0 I'nage Manacerrs

U5 vata sgraten

Aminisirator
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Zancel fppy
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4.4-10
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“User Authority Settings”, set the privilege for using the .

8O

@ Marmal Administrator
@ Compary Infa.
@ Adrministrator

Q [ ata Maintenance
O Image Manageme:

i]u‘)’ Drata Migration [ Ean

Y
W —
User Authority Settings

¥ User Authority Settings

(€N

Azzing Authority | Fiale Settings |

P - &r"‘ Pazzword | |

Name User D Envall ID Assign roles Mew Rc

[] General Operatar 1

Original Password

Re-enter

[
Mew Password
-

/‘

([

I 5

4.4-11
Different people, different privileges to operate the software. For example: Amaris Song is
from the E-commerce Dept, we are going to set her a privilege to query the attendance
report of the E-commerce dept from the software.

Fale Feport query Azzigh resources
General Dserator‘l [] User b anagement [] System Maintenance
[] Department Management

[¥] Attendance Stat.

[¥] Report

[] Ak for leave

[1 Append Clack-indaut
[] Atendance Rule

[] Device Management

[ User Authority

4.4-12
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Assing Authority |-H0|e Settings |

User 1D

E-commerce Dept.

Marme

Amaris om

P - 2 IPassword il'_'_' Fe-enter i:'_' |‘ Apply
Errall 1D /‘ Aszsign roles Mew Rale Azzign departments

[] General Operatar 1

= [¥] Carporate HO
&[] Development dept.
-~ [HR
E-commerce Dept.
[ 5ales Dept.
- [] Asfter-zales Service Dept,

Report query

Set the password for
Amaris to enter the
RIMS software.

fofl 3

- g

4.4-13

So, when we are in the name of Amaris to enter the software, we can only check the data

of Amaris’s, even entering the User Management window, we can find that there’s Amaris’s

information only.

SQL Server version: it allows different people, those have privilege to enter the SQL,
connect the SQL Server on their own Computer. And different people, different privilege to

operate the .

4.4.3.4 Data Maintenance

= Maintenance

<IN

@ Homa

@ Conpzny Info.
@ Adriniztrztor
&_j [1ata Mainteraric

o Image Managerrel

lJala Haintenance

e
= Th

Compact Databese | Cata M aration | Jala Cowrce Adwiristratol|
= Backup Databzze
Fiegulaily Lackup he Jalabase o preser | dala s,
@ i Mestoe Databese
Fiestore tie database, the backup file must Ee valid.
%:.. Comnpact D atabase
Tocany outrecula maintenance on the database 1o ensure data irtecrity
[ Initialize [ atabzze
Y Orncethe database is ritislizad, there are all data wil ke empty.
) Remove aistorical data
Femave a paricd cof tine's histonca deta.

A. Compact Database:

1.

4.4-14

Backup the database; please refer to (4.4.1. Backup DB for details).
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2. Restore DB, please referto (4.4.2. Restore DB for details) .

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

assuring the integrity

of the data.

4. Initialize the data base. Be cautious to this operation because the initialization
will empty all the current data.

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

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

Remnove historical data

Delete Access contol records
Delete atendarce recard
[] Delete leave recards

(%) Delete the data befora
Drelete the data before [_24-08-2010 bl

) Uedete the data Within

B. Data Migration:

i~ Maintenance

Conpad Daldbaze | Data Wicration | Data Source Admnisirater |

Eackup D'atazase
Regulzrly backup the datasase to pravent data lozs.

aa

Fiestare Datadase
Hestare the datasase, he backud hiz rrust be vald.

Compact [ atabase
| o cany out rzgular mantenance on the database toen:

il

Initialize Datanase
Unce be database = inhaized, there are al data aillbe

Henave hiztcncal data
[S40a-2010 I (240020 Renove a perioc of time's qistarical data.

€| &

D& |

@ Marmal
@ Company Info.

@ Adrninistratar

@ Data Maintenance

0 Image Manageme:

f F Data Bigratiom
Support data migratic

EnpactDaEabase; Data Migration | Data Source Admlnlstrator

Eg‘_Jﬁi | [1ata Migration with brand integlati0n|
% Migrate data into this system

" |E0mpatible data migration |
| Iigrate the Attendance data which compatible to thiz spstem

4.4-16

® Data Migration with brand integration

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

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

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

month in Shanghai. We can integrate all of Peter’s atendance record to Guangzhou’s atteandance
system.

; s |
| 83 Momal
1 ’_|
S Company Infa.
| @ Migialur Jplur
| @ Adnnialor | Userlnfo | Fiecord Info | Depoy nfo | Ol
| MisiationLlons the source database

| :;;}1 Drala b ainenanc o
il Migration Lepaitrents WWE mlgrate da'a frDm

|
| ] |
Q) mese anageme 9] Miaration Shifts \ [

Source Database TSQL Server | ‘

| Syztem Datatase

D aabazgtile _. ) Brawse...
| Fleaze grier or biowsze to connect bo 531 Server database
i ;
s ) @) ‘the current database | | Cancel Al
4.4-17

Migration Options:

Migration Optionz

| User Infa || Recard Info | Deplu:u_l,llnfo_i Others |

Drata Callizion :i_-||-:-|.d-ate Collision Date v

4.4-18
We can set the default setting here to dealing with the data collision.

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

Ignore Collision Date: when coming accross the data collision during migration, it will

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

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

and leave records.

‘s Maintenance =3

E
&

. a ormal
'@ Comaary Info.
| u Admriziator
|

f_g:;J Latz Mantenance

|| Clear ap lhe database of FIMS before datebase magratior

Inelire saff drnisdnn

®Lat [3 3] Moy

O Al

| O Imace Managemeé Tl spzcial allerar Gefleare,ove work]

|| Imaon atiencance Log

Datsbasefile | 1

| Pleass selact Access fil

4.4-19
a. It allows migrating the data including the demission staff, leave records and attendance
log.

b. It allows migrating the leave and attendance record in the last 3(1,2,3,or...)months.

@ Last |3 2] Month

O Al

Import special attendancelleave, over work)

[l tmport-attandance-Log

=

4.4-20
c. After migrating the data, please set the atteance rule according to the record, then it
allows processing data in the software.
d. It takes time for the data migration. It allows doing other process at the same time.
Please re-run the software when finishing the migration to enable the new database.
C. Data Source Administrator:
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4.4-21
Set the database of the to the Access database or the SOL Server one.
It’s defaulted to the Access datase here. If you need to affect the SQL Server database,
Pplease set the Data Source Administrator to the SQL Server first.

Step 1: Select “SQL Server”, then click “OK” on the popup window.

=~ Maintenance

g Marmal B Data Source Adminiztrat
Corrpany Info.
’ | Compact Dalabase | Catz Migration| Cate Scurce Administator
@ Adrrinustratar
- Access Control and Time Attendance Management System
@ [ata Maintenance O Aezom £ ¥s
-
o | naye Mar ageine ) S0L Serve \:!.) Daploy 3L Server databass connection infarmation
‘es Ho
< Iii | BB

4.4-22

Step 2: then enter the Sql Server configuration window, as the following:
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Please step by step operation;
Thiz operation suit for most of typical user . Please install SOL databasze first.
Step by step through the operation button

Test Connection Apply

4.4-23

Guider Mode |Homal Mode

Fleasze =step by =tep operation:

Thi=z woperation suit for most of typical user . Fleaze install SHL databass
first.

Step by =tep through the operation butten

Serwver name ECOMMERCE-U1A\SQLEXFEESS Authentication:Windews dnthentication
Database Wame: RIMS_Attendance

[ FPrewious ] [_ Hext }

[ Test | | Caneal | | mly |

4.4-24
Guider Mode: it is available for almost all users. Click “Next” to check whethere there’s any
SQL Server on the current computer. It connects the attendance dabase on the local server by the
Windows Authentication method. If there’s no SQL server on the current computer, it will create a
_Attendance database automatically. After finishing the Guider Mode operation, click “Apply” to
affect it. Then It allows configure the SQL database now.
Normal Mode:
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‘t Sql server configuration

Create Database

| Guider ﬂgd_ej Momal Mode |

Select or enter a databaze name

Save my password

Test Connection Cancel Apply

Searching for SOL server,, .

[T |

4.4-25

a. It allows clicking the pull-down menu to select the Server name or you could input the

name of the Server directly. (it’s recommended to select the Server on the pull-down menu.)

Select the SQL Server you.(if you select the Server name from the pull-down menu, it

shows the Server names from the whole LAN. It takes about 15 seconds to search all the

server names.)

5% Sql server conﬁgumtiun'—

= o S

Guider Mode | Fomal Made

Log on to the server
Server name [ECOMNERCE-UL 'S [:J
A DEVHH-11L '
Authentication ITEVHI-13 |
N TEVSOFT-1[1 YSALEYFRE
U=zex
“ ) =T
Paszword SALES-1
SALES-1UZ
W2E3-¥-51
W2ESR2-V-MO33
WZEBR2-V-%3U3
WAREHOUSE-11
@ Select or enter a database name -
") Create Database
o ors
4.4-26

b. Select the database name from the pull-down menu or input the database name directly. As

the following:
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% Sql server configuration EE———— . v |
LG-u_ider Moﬂ Homal Mode

Log on to the server

Server name ECOMMERCE-11 \SQLEXFRESS

BAuthentication ['ﬂindows Authentication

Sawve my paszword

@ Select or enter a datsbase name

=)
master
| Create Databaze tempdh k
¥

model
Test
_Attendance
4.4-27
If it’s the first use of the SQL Server database, please create a database, as the following:
o -

% Sql server configuratian

[ Cuider Mede| Fomel Mods

Log cn zo the zerver

ROMMRRCR-T11 4 50T RYPRRSS

Serwer name

Avthenticstion |Wi:\dws Authenticazion

Suve ny pussword

(1 8elart ar en-er a daiahaze name

@ Lreate Uatabase

Create Dztabaze

@ Craeats ¢ nuw databaza
ALMS_pttendance| Lancal

Uatabaze Nime

) Atzach & databaze fils

4.4-28

You could create the database in the following two ways:
< Create a new attendance database. Please input the database name and then click

“Create” to create the database.
Attentions: the dabase name cannot start with the Arabic numerals. The name cannot

contains any of the special characters except the underline “ . It is recommended to start with “”.
< Create the database through the MDF database file in the system. Browser to get the

MDF file path, as the following, then click “Create” to create a database.
< Create the storage path of the database
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If it’s connecting to the local server, the database is in the “database” folder under the
installation directory.

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

Create Databaze

(") Create a new datahase

Databaze Hame KINS_WEW

@ Attach a database file

B SOL Server'M3SOL. 1%MSSOLADat=\EIMS_FEY. mdf] Cooaie

4.4-29

After creating the new databse, you could select the database you just created in the pull-down

menu. Click “ok” to configure the new databse. As the following:

)

EINMS HEW
RIS Te=t

amaris_rims0l k
S bhttarndanca [|_
I

4.4-30

Access Control and Time Attendance Management System [g|

\!_) Data source settingDperation SuccessfulSoftware will restart to to make the database take effect

4.4-31

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

software.

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

< Maintenance

(¢ISN
@ Mormal

Delete Image

Delete Image

@ Administrator
() Delete image before 25-08-2010 v

’@ Data Maintenance

O Image Manageme

() Dielete span time's image |28'03'2D‘ID M | 2 |28'03'2D‘ID M |

) Delete allimage which comesponding DIN - Epeall 1D [

Apply

|~
v

4.4-32

Image Management: it allows removing the attendance image in the spanning time
optionally. And it also allows removing the attendance image corresponding to the
enroll id.
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Chapter Five Operation of the SQL version

1. Installation and configuration of SQL database.

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

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

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

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

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

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

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

E. Ifit's the connection exception:

—

lUnhandled exception has ocowrred in yowr application. If

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

External component has theown an exception.

| Continue | I Guit ]

There’s a conflict between the software and one another software.
Close the software first, then click and run the Check.exe under the
installation directory, and rerun the again.

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

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

cannot start”.

It's because you haven't installed the .NET Framework completely,
which leads to the initialization failure.

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

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

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

= Duty Time Juty Time

L

= Duty Time

= Setup duty-time for the attendanse; = Setup duty-time for the attetdance '@'

Set up duty-tire for the attendance

Duty Time I@ Doty Time I@ Diuty Time m
B Type @ At Type W At Type @
R [0 Onduy time 0%:00 On duty time 16:00
O duty time IE Off duty time 16:00 O duty time 2359

Mugt clock-in Must clock-in Muzt clock-in
Muzt clock-out Must clock-out tust clock-out

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

. Shift . Shaft . Shift

Different duty-time arange in Shifts: Difterent duty-time arrange in Shifts Different duty-time arrange in Shil
N W <N I W N HE N, e < N
Shift tarning zhift Shift Aftermoon zhift S ikt Evening zhift
Select duty-times for the shift Select dutp-times For the shift Select duty-times for the shift
[] workingTime[09:00-12:00) ] workingTime(03:00-18:00) El WorkingT irme(L3: 00-18:00]
Marning time[07:1 ]| |:| M orning tirme[01:00-09:00) [] Marming t|n'!e[D1:DEI-EIS:EID]
[ Aftemoon time(09:00-15:00) Afternnoan time{ 05 00-1E:00] [] Afternacn time(03:00-16:00)

] Ewvering tire[15:00-23:59) [[] Ewening tirme{16:00-23:59] Evening time{16:00-23:53]

Ij S-Group

Step 3: turn to window, click to add a working group:

“ S—Group

Combination with different Shiftz into a

G AN I N

S-Group |wnrking graup

Select zhiftz for the Shift-Group

arning shift
Aftemaon shift
E vening shift
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2
Step 4: www«User Management window, click to add the new user info. Suppose

there is user info in the software already. Then click [ =0 16 the popup window.

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

%= Batch Edit Information

—

D | Dept. | Renister Date :_lA'ltFEuIe Drefault At ._Defaultwleekend _

ettt b | | g | 5-Group v
_Haldware Dept. S —

e e 2 i Morring shift

, ks RS [1:00 - 09:00
| Software Dept. Bihift: Aftermoon shift

09:00 - 16:00

Franky ooz 2

Adam 007 7 Ehift: Evening shift

e R

|1 sz bl

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

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

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

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

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

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

Enter the “Maintenance” window, click & s then input the

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

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

as blank.

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

Enter the “Maintenance” window, click &20Mare=ae: — than  click
.§&ﬁ Ecmcvc'\istor.ic?lcj?.ta’ C“Ck “OK” |n the prompt W|ndOW

Attention: all the data (including the attendance record and the
user info) in the will be empty.
7. Why can’t | install the Framework?
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You’re not the system administrator of the windows;

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

8. Why the Device fails to connect with PC?
Check if the data cable of the machine is correct;
Check if the power line is working and start up the machine;
Check if the communication mode and parameter are correct;
If using the USB communication, check out whether the USB driver is set up or not;

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

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

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

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

Device Management - Normal > Synchronous Time Device (Synchronize device
time and the current computer time.)

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

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

12. Why there’s no data in the report?
Check if the data has been acquired;
Check if the personnel information is written;

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

Check if the personnel’s date of entry is correct;
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Check whether the default shift is correct or not;
Check if the machine time, report query time is correct;

Check if the data statistics has been done.

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

Right-click the column of the report - display/hidden columns - select the
wanted/unwanted ones - save.

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

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

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

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

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

Device management - Normal - Cancel Administrative Authority; Re-enroll the
administrator.

17. Is there any electronic document for help?
Right-click the blank area of the software - Help - Online User Manual

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

Fingerprint enroll, backup enroll, administrator enroll, cancel administrative
enrollment.
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