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Preface

Honorable customers,

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

OC100 series traditional RFID technology. All models come with powerful
background time attendance management software which can support all kinds of
complicated shift and generate various reports. It is versatile, convenient and
multi-functional.

Please read this user manual carefully to have an initial understanding of functions
and basic knowledge of installation, debugging, maintenance, application and

management to better use this product.



Advantage of Card Time Attendance

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

3. Circular cost elimination

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

synchronously, which will be convenient for large quantity of users and save time.



Software Operation Flowchart
(Important chapter please read carefully)

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

1. System parameter .
name and leaving class.

v

2. Department management

Add, delete and modify departments.

<

1 e

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

w

. Employee maintenance

<

4. Shift management Set timetable and shift.

<

Allocate employee shift or temporary

5. Employee schedule shift.

<

Collect records from the unit or import

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

<

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

~

. Exception management

v

8. Statistic report

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

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

unless the management rules of this company changes.



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

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

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

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

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

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

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

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

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

Employee shift or temporary shift is incorrect.



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

Checking and calculation of transaction records is incorrect.
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Ol G  Introduction

The main theme of this chapter is the advantage

of this T&A, as well as function introduction.




1 Product Introduction

1.1 Introduction
The OC180 is a professional proximity card Time Attendance system released in
2011. The multiple identification methods of different combination of card and password

can meet the needs of different clients.

1.2 Product Feature

® TI Stellaris® 32-Bit High Speed CPU,Stable and reliable,Unique low power
consumption design;

®  Support 20000 Cards,200000 Records, 16 Customizable T&A Status,6-digit
WorkCode , Short Message ;

®  Support USB Device & Host, TCP/IP;
Support Card,PW,RF+PW;
Rechargable1100mAH battery, Standard EM RFID;



TGP Operation Guide

This chapter is mainly about appearance
illustration and relevant system settings such as how
to add and delete users etc.




2 Operation Guide

21 Introduction
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2.2 Time attendance status
Power on and press power key to start terminal. Prompt by LED light and display
on the LCD:



IN

09 : 00

12-16-10 THU

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

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

23 User

Employee info management includes user registration, user deletion, Verify Mode
and manager setup and deletion.

Press [M] to enter system management mode [User] option with [IN\#=].

[OUT/™*] key.

Menu

» User
Setup
System info

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

User v
»Enroll

Delete

Verify Mode

2.3.1 Userenroll
In [User] menu - [Enroll], Press [OK] to enter user registration interface. Input user
ID, i.e. 8101,

Enroll

ID 008101
Esc-C Set-OK

Press [OK] to continue,



Enroll
Card
Password
Esc-C Set-OK

Card registration:
Press [IN\4=]. [OUT/* ] key to [Card] option. Press [OK] and continue,

Enroll Card

Swipe card!

Swipe one ID card one time. The system will get card number and enter save

interface,

Enroll Card

008101-C
Cancel-C Sav-OK

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

Password registration:

Press [IN\#=]. [OUT/*] key to [Password] option. Press [OK] to continue,

Enroll PWD

PWDID skskskeksksk
Esc-C Set-OK

Input password with 1-6 digit. Press [OK] to confirm. Input password again. The

system will prompt,



e 2

Enroll PWD

PNDID
Confm

. J

Press [OK] key and enter save interface,

e 2

Enroll PWD

008101-P
Cancel-C Sav-OK

. J

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

2.3.2  User Deletion

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

In [User] menu, press [IN\4=]1. [OUT/—#* ] key to [Use delete] option

e 2

User v
Enroll

» Delete
Verify Mode

. J

Press [OK] key to enter user deletion interface,.

e 2

Delete

ID 000000

. J

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



Delete

008101

No-C Yes-OK

Press [OK] to confirm with voice prompts ‘Deletion successfully’. Press [C] to
cancel.

Prompt: employee deletion will delete all info of the employee and can’t resume.
Please take caution!

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

Delete

User Empty!

2.3.3  Verify Mode
Setting verify mode of the employee, there are two modes: SEPT and RF+PW.
In [User] menu, press [IN\4=]1. [OUT/#*] key to [Verify Mode] option:

s N

User v
Enroll
Delete

» Verify Mode

. J

Press [OK] key to enter the setting interface:

s N

Verify Mode
»008101

Esc-C

Press [IN\4—]. [OUT/* ] key to select employee or press [OK] to input user ID:

.

v
ANY

Set-OK

J




Verify Mode v Verify Mode
» 008101 ANY
ID 000001
Esc-C Set-OK

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

Verify Mode

008101

Yes-OK

Setting employee’s verify mode through [IN\4=]. [OUT/-#* ] key, and press [OK]

key to confirm and enter save interface:

Verify Mode

008101 RF+PW
Cancel-C Sav-OK

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

2.3.4 Manager Setup

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

In [User] menu, press [IN\*—]. [OUT/—* ] key to select [Manager Setup] option:

User v
» Admin Setup
Admin Clear

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



s N

Admin Setup

Esc-C Add-OK

. J

Press [OK] to start adding manager,

s N

Admin Setup

12000000

. J

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

s N

Admin Setup

008101
No-C Yes-OK

. J

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

setup interface.

Admin Setup
»ID 008101
Esc-C Add-OK

You can press [OK] key to continuously add other managers, and press [C] to exit
as well.
After adding manager, it needs the verification of the manager’s fingerprint to enter

Menu. The interface is as following;

Admin?

09 : 002

12-16-10 THU




2.3.5 Manager Clear

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

s N

User v
Admin Setup
» Admin Clear

. J

Press [OK] to enter manager clear interface,

s N

Admin Clear

»ID 008101
ID 008102
Esc-C Cir-OK

. J

Press [IN\4=], [OUT/—* ]key to choose the manager ID to be deleted, i.e. 8102:

s N

Manager Clear

ID 008101
»ID 008102
Esc-C CIr-OK

. J

Press [OK] key to confirm he manger ID.

s N

Admin Clear

1008102

. J

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

interface,



Admin Clear

008102
No-C Yes-OK

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

clear interface.

Admin Clear
» D 008101
No-C Yes-OK

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

2.4  Setup

Setup menu mainly includes system setup and log setup.

Enter management menu, press [IN\4=]1. [OUT/#* ] key and shift to [Setup]

option.

Menu
User

» Setup
System Info

Press [OK] key to enter [Setup] sub-menu. Press [IN\4=]1.[OUT/—*] key to shift
menu.

241 Device ID

In [Setup] menu, press [IN\4=]. [OUT/#*] key to enter [System] setup option,

Setup

» System
Log Setup
Hardware Test

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



System v

»Dev ID 1
Time
Language ENG

Prompt: Device ID range is 0-99999999, and default is 1.(Device ID must enter as
same as in the communication software), When the device ID as “Null”, must use the

lasted 8 digit of the serial number for communication with software.

242 Time
In [System] setup menu, press [IN\4=]. [OUT/—#* ] key and shift to [Time] option,

s N

System v
Dev ID 1000
»Time
Language ENG

. J

Press [OK] key to enter time setting interface.

s N

Time THU
12-16-2010 14:58
T
Set-C Next-OK

. J

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

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

Time TUE

12-20-10 15:30
Save?

No-C Yes-OK

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

24.3 Language

In [System] setup, press [IN\4—]. [OUT/—* ] key and shift to [Language] option,



s N

System v

Dev ID 1000
Time
»Language ENG

. J

Press [OK] key to enter language setting interface,

s N

System v
Dev ID 1000
Time

»Language ENG

. J

You can press [IN\#=] or [OUT/#*] key to shift the language. And then press
[OK] to confirm.

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

setting save interface.

Setup
Save?

No-C Yes-OK

Press [OK] key to save system setting. Press [C] to cancel and exit to upper menu.
2.4.4 Workcode Scope
In [System] setup, press [IN\4#=]. [OUT/* ] key and shift to [Workcode Sope]

option,

System
» Workcode Scope
Daylight Saving
Net

Different types of work code, Digital number range 1-999999.
2.45 Daylight Saving

Automatically switch daylight saving time base on week or date



In [System] setup, press [IN\4=]1. [OUT/* ] key and shift to [Daylight Saving]

option,

System
Workcode Scope
» Daylight Saving
Net

Press [OK] key to enter Daylight Saving interface:

Daylight Saving

» Enabled No
Format Week
Start Time

When you enable “Daylight Saving” function you need select format first (week or date).
Then you need set the time point for “Daylight Saving” start time and end time. And

press [C] key enter save interface.

Setup
Save?

NO-C Yes-OK

Press [OK] to Confirm and save .

246 Net

Network setting main includes [IP Address], [Subnet Mask], [MAC Address] and
[Gateway IP] settings.

In [System] setup, press [IN\4=]1, [OUT/—* ] key and shift to [Net] option,



Press [OK] key to ente

System
Workcode Scope
Daylight Saving
» Net

r net parameter interface,

Net

» Mode
IP Address
Subnet Mask

Press [IN\4—]. [OUT/—* ] key to do net parameter setting.

[Mode]: Including the server and the client, the system default for the server
[IP Address]: Press [IN\#—]. [OUT/—* ] key and shift to [IP address] option,

Press [OK] key to ente

p

Net
Mode

»|P Address
Subnet Mask

v

.

N

r IP address setting interface,

p

IP Address
1168 .000 .218

Set-C Next-OK

Press [IN\4—].[OUT/—*] key or number key to input IP address. Press [OK] key

to shift between the 4 segments. After setting completed, press [C] key to enter IP

address save interface.

.

J

IP Address
192 .168 .000 .219
Save?

No-C Yes-OK




Press [OK] key to save the modification. Press [C] key to cancel.
[Subnet Mask]: Press [IN\*—].[OUT/~#*] key and shift to [Subnet mask] option.

Net v
Mode
IP Address

» Subnet Mask

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

Subnet Mask
255 .255 .000

Set-C Next-OK

Press [IN\4=]. [OUT/#*] key or number key to input subnet mask. Press [OK]
key to shift between the 4 segments. After setting completed, press [C] key to enter

subnet mask save interface.

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

Press [OK] key to save the modification. Press [C] key to cancel.
[MAC Address]: Press [IN\+—]. [OUT/—* ]key and shift to [MAC address] option.

Net v
» MAC Address
Gateway IP
Server IP

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



MAC Address
247 .188 .066.
084 .215
Set-C Next-OK

Press [IN\4=].[OUT/* ] key or number key to input MAC address. Press [OK]
key to shift between the 6 segments. After setting completed, press [C] key to enter

MAC address save interface.

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

Press [OK] key to save the modification. Press [C] key to cancel.
[Gateway IP]: Press [IN\#—]. [OUT/—* ] key and shift to [Gateway IP] option.

s N

Net v
MAC Address

» Gateway IP
Server IP

. J

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

s N

Gateway IP
1168 .000 .001

Set-C Next-OK

. J

Press [IN\4=]1.[OUT/~* ] key or number key to input gateway IP. Press [OK] key

to shift between the 4 segments. After setting completed, press [C] key to enter gateway

IP save interface.



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

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

247 Auto Off

Auto off is the time period from the last operation on device to coming into
dormancy status. Time range is 1-250 seconds. ‘No’ is no dormancy for ever.

Press [IN\#=]. [OUT/* ] key and shift to [Auto off] option.

System v
» Auto off No

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

System v
» Auto off No

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

24.8 LogAlert

Log warning number has the highest limit of 5000. When the available records
memory is less than the “Glog Wrn”, system will prompt corresponding operation.

Press [IN\#=]. [OUT/—* ] key and shift to [Log Setup] option.

Setup
System
»Log Setup

Press [OK] key to enter sub-menu,



Log Setup
»Log Alert 100
Re-Verify NO

Press [IN\#=]. [OUT/~* ] key and shift to [Glog Wrn] option. Press [OK] key to

enter log warning setting interface.

Log Setup
»Log Alert 100
Re-Verify NO

Press [IN\—]. [OUT/—* ] key or number key to input log warning number. Press
[OK] key to confirm. Then press [C] to save the setting.

249 Re-Verify time

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

It means that you every record saved in the device.

In [Log Setup] menu, press[ IN\4—]1.LOUT/* ] key and shift to [Re-Verify] option,

s N

Log Setup
Log Alert 100
» Re-Verify NO

. J

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

s N

Log Setup
Log Alert 100
» Re-Verify NO

. J

Press [IN\*—]. [OUT/—* ] key or number keypad to input time. Press [OK] key to

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




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

2410 Hardware Test

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

Select [Hardware test] option in [Setup] menu

e 2

Setup
System
Log Setup
» Hardware Test

. J

Press [OK] to enter setting interface as following:

e 2

Hardware Test v
» Keyboard

LCD

Flash

. J

Press [IN\*].[ OUT/* Jkey to choose testing option and press [OK] key to start.
Keyboard: press [IN\4=]. [OUT/#*] key to select [Keyboard] option, and press

[OK] to enter keyboard testing interface. Then press any key to start keys testing (i.e.

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

Keyboard
Current key
3

Esc-C

LCD: press [IN\#=]. [OUT/*] key to select [LCD] option, and press [OK] to

enter LCD testing interface.

Esc-C Next-OK

Flash: press [IN\#=]. [OUT/#*] key to select [Flash] option, and press [OK] to



enter flash testing interface.

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

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

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

Flash

Flash OK!
Esc-C

After each testing is finished, press [C] key to exit.

2,5 USB Flash

Put U flash driver into terminal USB port and press [M] to management menu.
Select [USB Flash] Press [OK] enter sub menu.

2.5.1 New Log Backup

Download the new records into U flash driver.

Press [<] IN] or [OUTD>] key to select [New Log Backup] option, press [OK] key to
download the new attendance record.

USB Flash v

»New Log Backup
All Log Backup
User Backup

After back successful, Press [C] key exit to upper menu.

The new record file stores in the BAK.KQ file which under G:\00000001 directory.

[G]: he driver letter of the USB flash driver; [00000001]: is the terminal device ID.

2.5.2 All Log Backup:

Download all the records into U flash driver. All attendance files store in the
BAK.KQ file which under G:\00000001 directory.



Prompt:: Please copy the backup record files to another direction of the local PC,

Otherwise running [All Log Backup] will instead backup files.

2.5.3 User Backup:

Download user information and fingerprint template to USB flash driver, the backup
file store in BAK.YG and BAK.ZW file under G:\00000001 directory.

254 User Reco!

Recover the user information back to the terminal from USB flash driver.

There are two methods for recover the data:
1. Copy BAK.YG and BAK.ZW files to root direction of the USB flash driver,
and put USB flash driver into terminal USB port to recover the records;
2. Through USB flash driver management software export employee
information to root direction of the USB flash driver, will generate
BAK.YG and BAK.ZW two files, then put USB flash driver into terminal
USB port to recover the records

Press [<I IN] or [OUT>] key to select [User Recol!] option, press [OK] key to recover

the user records.

USB Flash v
» User Reco!

After recover, Press [C] key exit and back to upper menu.

2.6 Systeminfo

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

In management mode, press [IN\4=1, [OUT/=*] key and shift to [System Info]

option,



Menu
» System Info

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

device.
System Info \4 System Info A
»User 1000 » Serial
Card 1000 FirmVer
log 5000

User: Registered user number in device

Card : Registered card number. Select it and press [OK] key and you can check the
same password enrollment number.

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

After checking completed, click [C] to exit.

2.7 T&A status setting

In T&A status, press [IN\4=], [OUT/#* 1 key to shift attendance status. System
default statuses are IN, BREAK, OUT.

ouT BREAK
09:00 2 09:00
12-20-10 MON 12-20-10 MON

2.8 Shut Down
In time attendance status, keep pressing [OK] key until interface shows as

following,



Shutdown!

17 : 30 4

12-20-10 MON

Then device will shut down.

Notice: If external power is connected, you can press [OK] key to power on device.



OYETICIRY System Installation

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

hardware and operation system requirement.



3  System Installation

First we should install background management software on the computer. Please
refer to the following steps:
3.1 Running Environment
Hardware environment
Pentium [[ 266 and above; PentiumIlI500 and above is recommended;
128 Memory and above; Minimum 100M hardware space;
COM Port;
CD-ROM (CD-ROM needed in installation);
VGA support 800*600 resolution and above;
Operating system:
Microsoft Windows 2000/ XP (recommended);
Microsoft Windows Vista;
Microsoft Windows 7;
3.2  System Installation
Please insert T&A disc into CD-ROM and the disc will automatically run the
installation program. If not, please run setup.exe in the root directory of the disc. The
following window will pop up:

#2 Intelligent Nanagement

Weloome to Inteligent Managemert Setup program. This
program will install Inteligent Management on your computer

Itis strongly recommenided that you exit all Windows programs
before unning this Setup Progiam

Click, Cancelta quit Setup and clase any programs yau have
rurming. Click Nest ta cartinue with the Setup program.

WARNING: This progiam is protected by copyright law and
intemational treaties,

B Unauthorized reproduction o distribution of this program, or any
8 portion of it, may result in severe civil and criminal penalties, and
will be prosectbed to the maxinum extert possble under low,

Cancel

Click [Next] to continue installation (see the picture below):



7L Intelligent Nanagement

Tointtsl inks & Sferent fokdes. chck Biowse. and telect srdother lokder.

Destingtion Fokder

C\de [

Thh Installation Guids

shock [[Howe ] _ Conodl

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

7L Intelligent Nanagement

T britallation: Giude

shock [[Howe ] _ Conodl

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

Intelligent Nanagement

=L

t -2 &
gt asgeg

A Fies.
Time Flsaining 0 sises 0 seconds
ENENNEEENEEEENENENEEEEEER
[ise Inatallation \Wizard?

| gy | [ Concd

The installation will be done after seconds (see the picture below):



7L Intelligent Nanagement

Intrligent Management has benn successhily nataled

Chek: the Firsths bullin b el iz st allaton:

{"Eivili:"['l

Double click it and the T&A management system will be started. In addition,

[Intelligent Management System] has been added to [All Programs]. Please see the

picture below:
FBOEE P

M Intellis gement [P Communication Management Seftware
FEEFE) b iobe

g) BabEEEs

{¢) Intelligent Management

Microsoft Office B Uninstall Intelligent Ma
[ PacT ahal

The shortcut of [Intelligent Management] and [Communication Management
Software] are included in [Intelligent Management].

3.3 Uninstall the software

Click [Uninstall Intelligent Management] in the above picture, click [Next] and the
program will be uninstalled automatically.

Please note: All the files and data will be deleted after uninstalling the program so
please make sure before operation.



OEINEIZE Communication

The chapter is mainly about how to add, delete

and set communication between PC and terminal.




4  Data Communication

Select [Start] - [All programs] - [Intelligent Management] , the main interface will
show as following (default password is empty):

~) [O]@ ) orinese P EATHES ¥3.9.7 —

I [ I

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

System Logining

IManagement P4/ l:l

oK LCancel

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

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




System prompt

9| Wrong adnin password yeu have 2 chances Lo try again,
8/ Please enter the admin password again!

Click the button [OK]. And then try to enter the correct password
4.1  T&A Machine Management

411 Add Unit

Click the button [Add Unit]. Following windows pops up:

Terminal Nanagement &‘
Teminal Info
. | Co Method
Teminal No. g = USB(n diiver
i
Device ID ® L0 —
[Check Device ID fom the devics menu)
£ LAN(Client)
Device Mams |!
£ COM
Device Group | B1oup! =l
C R34S COM1 -
T status | Fedl status -
oK. Cancel

Remark:

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

Prompt: Device ID range is 1-99999999, and default is 1. (Device ID must enter as
same as in the communication software), When the device ID as “Null” in the terminal,
must use the lasted 8 digit of the serial number for communication with software.

Prompt: Device ID is the unique mark, for software to recognition by PC. So please
do not reduplicate Device ID in the LAN application.

Device Name: You can set it as you like.

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

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

USB: Connect the terminal via USB cable;

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

RS485: The default COM value is COM1;

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



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

Machine Name: Head office
Serial Number: 500
Communication Method: USB
Connection State: Abnormal

&

The connection state should be normal. So please do communication operation
with machine (i.e. Synchronize time). When connection state is normal, terminal icon
will become blue Em'::«r.

4.1.2  Modify Unit

Choose the terminal and then click [Modify Unit], the following window pops up:

= Terminal Nanagement &‘

Tarmninal |for

i | Col Method
Teminal No. ; & USBlno diver)
Device 1D o LaN

[Check Devies 1D from the device meru)
¢ LAN[Cliznt]
Device Mams |!

Device Graup |G2el <]
CoRs4gs  [comi =
Th st |Fealstas 7]

oK LCancel
Modify the information and then click the button [OK] to save the modification. Click

O COM

the button [Cancel] to cancel the modification.

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

System prompt

y Already have the machine number and the deviee ID
A

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

box pops up:



confirm. ..

Thiz operation will deal with the selected machine

\_‘.3/ 1[Headoffi ce]
Are you sure to continue?

7| Canca

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

@ Select A1
@  Reverss Selection
Set the machine munber
Set the TF configuration
Terminal infermation
Open the deor via seftware
Message Management

Disable the manager

Kl4.1.4
[Select All]: Select all the terminals.
[Reverse Selection]: Select the terminals which are not selected. Cancel the
terminals that be selected.
4.1.4.1 Set the machine number

Select [Set the machine number] option enter to setup interface:

Set up

Machine Mo |1 [1-933593339]

Cancel ‘

Device ID range is 1-99999999, set successful show as follow:
[2011-12-07 10:23:11]1[1]Successfully set the machine number

4.1.4.2 Setthe IP Configuration

Click [Set the IP configuration] and open the window:

Bl Set the terminal's IP configuration =

Set the terminal's IP configuration

[~ P addiess!

[~ Default gateway:
[ Submask:
[ MAC address:

[ Server IP address:
[~ Wiork mode:

0K Cancel




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

4.1.4.3 Terminal Information

Display terminal information as follows:

Terminal information Kl
Terminal infarmation
User number
Password number 1
Card rumber u

New records number o
Total records nurmber o

Fitmware version 01.48.61
Device SH (0000000000000000

BRetrieve Cancel

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

4144 Message Management

Send the message to the user when he clock in.

Click the item, a window pops up as follows:



[ Nessage Nanagement E|

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

Message Type

Message Euntent‘ Add Message
Message List Fead Message

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

‘ 124 | Delete All Messages | Delate Selected Messages|

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

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

Click [Add Message] button to add the message.

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

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

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

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

Message length: 27 Chinese letters or 54 English letters.
Notice: You can shift the messages by pressing the button [A], [V].
4.1.4.5 Disable the manager

Delete the device manager.



Choice [Disable the manager] menu, the system will prompt as follow:

\',:/ hre you swre to te disable the menager 7

Click the [OK] button to delete manager, Click [Cancel] to cancel the delete operation
[2010-11-22 14:10:00]1[Head Office] Clear the manager succeed.

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

[Synchronize time]. Following message box pops up:

Please confirm...

<P Thiz operauin will deal with the zelected machine
doffi

2/ ke
Are you sure to continue?

1 Cancel

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

Some operation information displays in the main interface as follows:

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

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

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

Please confirm...

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

1 Cancel

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

Some operation information displays in the main interface as follows:

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

4.1.7 Terminal parameter settings



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

pops up:

& Tesmianl parasster settings ®

Shorp broedf) 250 sarnin] e
Vokme(0.5) 15
Dutnfonat [nisgtoy =]
T sk 24 Hout &
Maiching precition [Genxt =
Foamcard sl thrmshokd v sbas{ 5000 0
T s between 1npasted clockrgll 50 meute] |

[ |
[ — Enable =
Wiegard e [Whegomszt =]
Foor warsord] vy cxabell} 54|
Lock: el timel[-15 second) 15
D00 senaor alaem delapd) 25012 [o

[

Display et g | [T

Sleep time (0~250minutes): How long dose the terminal turn to the sleep mode if

there is no one operating the terminal.

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

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

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

Record Alarm Threshold Values: If the rest memory space for the record is less
than the threshold value, the machine will alarm.

Time period between repeated Clocking (0~250minutes): The maximum value is
250s. And the default value is 5s.

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

from the terminal.

Card Verify
ID 008101

Workcode 000000

Click the button [OK] to confirm.

Realtime monitor function: Realtime monitor function is only for the TCP\IP



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

Please confirm... 5]

v This operauan will deal with the zelected machine
adoffic

\‘JJ 1[He
Are you sure to continue?

1 Cancel

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

The operation information in the main interface is as follows:

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

Click the button [Display default setting] to see the terminal’s default settings
4.1.8 Download new record

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

Please confirm...

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

1 Cancel

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

Following information shows on the main interface:

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

Read successfully: 4

4.1.9 Download all record

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

Please confirm...

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

1 Cancel

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

Following information shows on the main interface:



[2009-03-18 15:13:23]1[Head office] Reading attendance records...
[2009-03-18 15:13:24]1[Head office] Read the records completed, Records: 6,
Read successfully: 6

4.1.10 Clear record

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

Please confirm...

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

Are you sure to continus?

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

Following information shows on the main interface:

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

4.1.11  Backup Employees

Download the employee information from the machine to the computer. You can
edit the employee information in the database Att2003.mdb. The user information is
saved in the table “UserInfo” of the database.

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

Please confirm...

<@ Thiz ation w:
\‘/ 1[Headoffice]

e
Are you sure to continus?

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

The operation information displays on the main interface as follows:

[2009-03-18 15:15:07]Back upping employees...
[2009-03-18 15:15:07]Backup employee: 1[Head office]
[2009-03-18 15:15:08]1[Head office] Backup employees completed!

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

bottom corner. Following message box pops up:



Please confirm...

@ Thiz opsvation will desl with the selectsd machine
2/ 1Deadoffice]
A

¢ you sure to continue?

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

4.1.12 Resume employees

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

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

Please confirm...

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

Some operation information displays as follows:

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

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

19 15:08:07] Get back employees...
[2009-03-19 15:08:07]Get back employees: 1[Head office]
1[Head office] No such ID existed, recovery failed!

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

Get the records from the terminal real-time.



~) ] @ £ Enctish <s Communication Nanagement Software ¥3.9.7 = x
Unit Wanagement | Record Supervision | Employees Mamagement  Record Memagement U Disk Mansgement
a Bagin Tine Checlein Tines 0
JE.) Bnd Tine Cheelout Tines 0
hetivate | Frohibit
v i ime || Empleyes Hunber Other Status Times 0
Eeal Time Managsment Real-Tine Moni toring Records Information
=) All Groups
Groupl
Group2
Group3
Groupd
GroupG
Mo, Mame Date/Time Status Desorption  Terminal Mo Device |l Device name Department Position Wwork Code  Identification Mg
< >
| 0%

4.21 Activate real-time

Click the [Activate real-time] button, the status bar shows message: “Reading
attendance records...”. Now the software is beginning to supervise the terminal, and
then collect the records every 5 seconds.

You can review the record information in the [Real-Time Monitoring Records

Information] as follows:

sment Record Supervision Staffers Management Record Manager

Begin Time 2009-03-18 15:23:52 Check-in Times 0
End Time Check-out Times |0
StafF Mumber 3 Other Status Times |0

Reeal-Time Maonitoring Records Infarmation
When the employee clock in or out, the [Check-in Times] or the [Check-out times]
increases one.

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

Position pops up:




10 &107

Name: David

Dept: RND
Position: Software
Engineer

4.2.2 Prohibit real-time

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

the begin time and end time of the real-time monitoring in the [Real-Time Monitoring
Records Information] as follows:

Begin Time 2010-12-20 15:32:14 Check-in Times 0
End Time 2010-12-20 15:32:53|  Check-out Times 0
Enplores Humber 3 Other Status Times 0

Eeal-Time Monitering Records Information

4.3 Employees Management

Employee management interface is as following:

) 2@ ¢ English - Communication Nanagement Software ¥3.9.7 = X
Unit Menagement  Record Superwision | Employees Management | Record Menagement U Disk Hanagement
& s S £
= = Enployee Name
Add Modify  Delats Transfer Set Copy Upload Delete Check
Employee Employee Employee | Department priwilege Friwilege Employees & FF from lnit Terminal Employes
Enployees Managment Enployees conmunication Enployes Checking
= Al Groups
Groupl
Group2
Group3
Groupd
Group5
i was Employes b | Card Mo, Mame Sex Pasition Birthday Employ Dats  Phone Address u
< | >
| 0z i

4.3.1 Add employee
Click [Add employee] button, open [Add/modify employee info] window which



includes 2 pages: Basic info as follows:
[ Add/Nodify Emplores Info x

Basic Info 1

el

Card No. ,7

Neme|

sl =l

Dept |8 head office -

Group number ,ﬁ
g TP

ID Ma. Birthday [ :"
Mation j' Employ Date :"
Paosition ~ | Poltical Feature hd
Education = Gpecialiy hd
Phone: ,7 Mobile

Native Place |

Address |

Save Cancel

[Basic info]:
Input employee info in [Basic info]. You can also add pictures for employees.

Add/Modify Emplores Info [

Basic Info I

No [101
Cord o, |75527559
e
3
Dept ) head office =
Group number ,ﬁ
e P

0 e, | 300300138401 021234 Bithelsy |7 13840102~

Wation |Chinese *|  Emplop Date | 2009-08-26 -
Pasition | Political Feature s

Education - S |
Phere Mokl |13615683563
Mative Place |Shanghai
Address |

Save LCancel

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

There are two ways to add pictures:

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



oo s

(il
i
is
i 4
%

|

Click the button [view] to choose one photo.

S
4..‘.. "74_’ Rl

A

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

button and then click the button [Save] to save as follows:



Add/Nodify Emploree Info 3]

Basi Ifo | Fingerprint Fegistation |

o 108
Card W, | 3356385
Name |Lizzy
Gex |[Femals
Dept, | B head difice
Group number |1
User type | Mormal User e} ﬂ ﬁ
ey Mode: | 5ept

4

CHIERIENIED

o TR gy [0 17 5]
Nation |Chinese [=| Emplay Date 720119 ~]
Position ,—;| Politic:al Feature ,W‘
e I
Phane Mobile

Mative Place [Shanghai

LN EREE

4

Address |

Save LCaneel

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

there is camera equipment installed in your PC.

Click [!l] button, open [Pictures shooting] window as following,

Choose camera equipment, and click the button [take Pic] to take a photo.
Edit the photo by [Cut-down] function and then click the button [Save] to save.
Click the button [ﬁl] to delete the employee photo.

4.3.2 Modify employee
Modify employee operation is to modify the employee information in the window

[Add/Modify Employee Info]



4.3.3 Delete employee

Delete the employee from the database.
Choose employee from employee info list (you can choose some or all the

employee by using the button [Shift] or [Ctr]] on your computer’s keypad). Click [Delete

Employee] to delete the selected employee.

4.3.4  Transfer department
Choose the employees and then click the button [Transfer department]. The

window [Employee Transfer] pops up:

Emploree Tansfer [K)
Please select the department:
= Eﬂ head office
A8 LD
2% RiD
¥ Sales
&8 PsD
oK Cancel

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

[Cancel] to cancel.

4.3.5 Set privilege
We can only upload the employees to the authorized terminal.

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

button [Set privilege]. The [Set privilege] window pops up:



Set privilege

=0 ]
1[Head Office]
O 2[shanghai]
= Group2
O 3[Esiing]
O 4[shenzhen]
O Groupz
O Groupd
O Group5

ok Cancel
Choose the terminal and then click the button [OK] to save.

You can find the employee’s authorized terminal in the column [Unit] as follows:

Emplaree Mo, CardNo.  Mame Sex Position Bithday  Employ Date  Phone Address 1stFP 2ndFP Unit
» N T N ==
102 Micheal 2001217 ] ]
e10e Lizzy [m] O
Judy's fingerprint is in the unit1.
Micheal's fingerprintis in the unit 1 and unit2.
Lizzy's fingerprint is in the unit2.
4.3.6 Copy Privilege

Copy the privilege from employee A to the employee B. And then the employee B’s
privilege will be as same as the employee A.

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

Copy Function and Privilege

Copied Emploree D

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



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

£

Set privilege
O 1[Hsad Dffice)
AShanghail

= O Group?
O 3Esiingl
4[Shenzhen]
O Group3
O Groupd
O Groups

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

confirm or click the button [Cancel] to cancel.

Please confira... El

:,:J Are you sure to copy the selected emploree’ s privilege?

Cunc

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

System proapt

The Selected emploree’ s privileges are successfully copied!

9
)

4.3.7 Upload employee
Upload employee is to transfer employee info register in local pc to machine.
Select employee info need to upload in employee info list and click [Upload

employee] icon with the confirm window as following pop-up:

Please confirm...

Thiz operation will deal with the selected machine

\__./ 1[HeadoEficel
Are you sure o continue?

7| Canca




Click [OK] to confirm or [Cancel] to stop the operation.
During uploading, status window shows 'Upload employee’ and after progress bar
shows 100%, the uploading is finished. Status window will prompt ‘uploading employee

completed’. The main interface will be as following:

[2009-03-19 15:10:18]Upload employees...
[2009-03-19 15:10:18]Upload employees: 1[Head office]
[2009-03-19 15:10:19]1[Head office]Upload employee completed.

Note: [Upload employee] function is like [Resume employee], which are both to
transfer employee info stored in pc to machine. The difference is that [Upload employee]
enables to select appointed employee to machine based upon user’'s need while
[Resume employee] is to transfer all employee info to machine.

4.3.8 Delete from Unit

Delete the employees’ information from the terminal via the software.

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

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

Please confirm...

@ Thiz opsvation will desl with the selectsd machine
s/ ilHeadotgice]
Are you sure to continue?

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

The operation information shows on the main interface as follows:

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

4.3.9 Employee Checking

Search the employee information.

Enplores ID =

Emplores Hane
. Check
Terminal Erplovee

Enplores Checking

Search the employee information by the employee ID, Employee Name and



Terminal. Click [Check Employee] button to check the employee’s information.
4.3.10 Department Management
Move the cursor to the department list and then click the right button of your mouse.

The menu pops up as follows:

Add dept
Modify dept

Delete dept

[Add dept]
Click [Add dept]. The [Input Department Name] window pops up:
Input Department Hame @|
Please Input Department MName:
[
aK Cancel

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

[Modify dept]

Choose the department which is going to be modified. Click [Modify dept]. The

[Input Department Name] window pops up:

oK Cancel

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

[Delete dept]

Choose the department which is going to be deleted. Click the right button of your

mouse and then click the [Delete dept]. Following message box pops up:

Blease confira...

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

Right button menu:



Select ALl

Cancel Seletion
Transfer Department
Copy Privilege

#dd Enplores

Modi £y Emploree

Delete Emplores

4.4 Record Management

L ) Englizh W= Communication Nanagement Software ¥3.9.7 - = X
Unit Menagement  Record Superwision  Employees Management | Record Management | U Disk Hanagement
= = Text file(®. txt - L]
Begin Date EEES 2011-12-07 p Expert Format Text file . txt) Employee Ho. Length
Diport Field No.:Date/Time:Terninal No. Sta - Space symbol Tab B
Efi= 2011-12-07 ~ | Search Export
[ End date S Time format ¥yyy-mn—dd hhimmi sz ~ Space symbol Length 1 arord
Record Search Export Record
= Al Groups
Groupl
Group2
Group3
Groupd
GroupG
No. Narme Date/Time Status Status Description | Teminal No| Device D Device Name Dept Posttion ‘Work Code |

I [E3 i

441 Record Search

ezin Date Fri 12/17/2010 - p

nd date Fri 12/17/2010 - Search
record

Record Search

Set the Begin Date and End Date as follows:

4 Dlecember 2010 3
SMTITWTTFS

Click the button [Search record] to search the record.




Mo, Mame Date/Time Status Status Dezcription  Unit Mo, Unit 5/

¥ 373 Peter 342072003 10:2810 AM | In 1 200
386 Jack 32072009 10:28:31 AM | In 1 200
7 May 372072009 10:28:34 AM | In 1 200

4.4.2 Export Record

Set the export format, export file and time format.

Export Format Text file (¥, tut) ~| Enploree No. Length |&
Expert Field No.:Date/Time;Unit Ho. Status = Space zymbol |, -

E t

Time format ¥yyy—mm-dd Khimm: ss v Epace symbel Length 1 peaihe]

Export Record

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

3
CEV file (k. esw)
Excel file (. xls)

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

.
[ Ham

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

Time format: 4 optional formats

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

Employee No. length: set employee No. length, the default is 6 digits.

Space symbol: space symbol to separate fields

Space symbol length: space symbol bit

After setting completed, click [Export record] button, open [Save as] window,
choose save file directory, input file name, click [Save] button. The system prompts as

follow:

System prompt

:,:/ Records have been exported to * E:\TestiReport\HQ-Rep txt *

Click the button [OK] to confirm.
4.5 U flash driver management software

U flash driver management software mainly manages the transactions from the U

flash driver.



Reader data from U flash drive, must keep the file store in the G:\00000001folder in
the U flash driver. [G] is the Driver letter of the U flash driver . And [00000001] is the
device ID.

Software interface show as follow:

= |
— xmmms  mmem  ARSE  uRSE  vase
I I -]
Swtum | MoEE JUEER BEAR
et Wiir AREE EREME
 EEE

= FrAsH
5

ET 11
)

(@ () chinese P= FEAEHEH v3.0.7 —

| 0z

Read the data from the U flash driver: First select driver letter for U flash driver,
click [Read the data from the U flash driver] the system will read the attendance records
and import them to local Att2003.mdb database.

Prompt: The database must include employee information before you read the
attendance record from the U flash driver.

Read the user info from the U flash driver: click [Read the user info from the U
flash driver] the user info will import to local Att2003.mdb database and user fingerprint
template will store in the Template folder which under software installed path.

Prompt: If the user info have already existed in the local database the system will
prompt “Record repeated”

Back user info to U flash driver: backup user info and fingerprint template to U




flash driver.
4.6 System settings

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

| Basic Parameter Setting
=3
.\/ Thk state Setting

B Timing Downlosding Record

(=]
‘U’ Nanagement P¥ setting

]‘l"l"l Database linking setting

(& Exit systes

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

Basic Parameter Setting X
Biasic Parameter

Com Part Cammunication delay time(1-5] Seconds 3

Metwork Communication delay time{1-20] Secands 5

[ Commurnication Failed, automatically exit current operation

™ InRealtime Monitoring, voice prompts “Department Name'!

[ Clear the data after downloading

Ok | Cancel |

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

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

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

I In real-time monitoring, voice prompts ‘Department name’: During real-time
monitor, if employee is access granted, the software will voice prompt employee
department and name.

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

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

46.2 T&A state setting

Click the [T&A state Setting]. The [T&A state Setting] window pops up:



= T&A Status setting &‘
Status value | Symbol Status Descriprion
» i
10 Out
22 2
332 3
44 4
55 )
B & B
77 7
ae a
99 9
1010 10
mmn 1
1212 12
1213 13
1414 14
1515 15
Retrieve from the selected terminal ‘ Upload to the selected terminal |

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

[Retrieve from the selected terminal]: Download the T&A status from the selected
terminal;

[Upload to the selected terminal]: Upload the T&A status from the selected
terminal.

4.6.3 Timing Downloading Record

Click the [Timing Downloading Record]. The [Timing Downloading Record] window
pops up:

Timing Downloading Record

[~ i Tiring Dowrioading Hecord

Downloading Time: |

Time: |0E00 == Add Delete Time

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

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

Click the button [OK] to save the setting.
4.6.4 Management PWD Setting

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



B Nodify management password

0ld P ‘

Mews Py ‘

Cornfirm Pwd: ‘

oK Cancel

Old password: default password is empty. If user has modified password, please

input this password which is used to log on system. If it's wrong, system will prompt,

System prompt

\_?J The old password iz incorrect,please enter the password again!

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

new one, system will prompt:

System prompt

\_?(j Confirmation Failed, please enter the new password again!

Click [OK] button to input confirm password again.
After modifying completed, click [OK] button to save new password and it prompts:

System prompt FZI

\:_:) Ik ermmendl meliHereian omearenEal

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



B} Data Link Properties @

Provider \Cunnectlun | Advanced | All

Specify the following to connect to Access data:
1. Belect ar ent B

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

Blank password  [] Allow saving password

Test Conneclion

[ QK l[ Cancel ][ Help ]

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

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

Nicrosoft Data Link 3]

9
\__/ Test cormection succeeded.

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

button and system prompts,

System prompt

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

4.6.6 Exit system
Click [Exit system]. It prompts:

Please confirm... E‘

\_?(i Ave you sure to exit?
"] caneel

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

4.7  User interface configuration

4.7.1 Interface skin color



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

4.7.2 Change the software language

Choose the language in the option [/ "= P

4.7.3 Set quick access button

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

prompt s:

Pj L) . £ English - )= Communication Nanagement Software
- Unit Management Record Superwision Employees Management Eecord Management

— — — = ~ N W )

i) i B0 e 1}
add  Modify Delete Synehroni Tnitiali Terminal Ein Time zome fGroup Town
Tnit  Unit  Unit time R 14d to Guick Access Toolbar F settings new T
Terminal Managment Unit Management

Click the item “Add to Quick Access Toolbar”. And then you can see the quick

access button on the toolbar as follows:

=) J‘ 4|.‘ ) Englizh -9 ﬁ Communication Nanagement Software
BL
Uniit Managenent | Record Supa ol [}S ent  Record Manegement
o SR V| Black
aE s s T 2 C
RN b et el Bt i A [ V]| Languase Ring  Time zone/Group Dow:
Unit  Unit  lmit time B < chuoni e Cine attings settings new 1

Terminal Managment Tnit Wanagement

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

It prompts:

| FO@ () Enlish ~ @l = i i zement Software
J - Remove from Quick Aecess Teolbar |

Unit Management Record SupervreTem ERPLoVEss weeard N t
— " : - 4
als 0
hdd Modify Delete Synmechronize Initialize Terminal Ring Time zone/Group Down
Tmit  Unit Ui time it parameter settings settings new T
Terminal Wanagment Unit Management

Click the item “Remove from the Quick Access Toolbar”.



(4TI GIG Background Management

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



5 Background Management

Management software can collect attendance records from different terminals, calculate
according to shift setting and finally generate different reports. The background
software can manage employee information, set rules of attendance etc.

5.1 Login System

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

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

Airistator. | TN

Passworck| |

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

) Anviz Fingeeprint ThA and Aceess Control Banagessnl System ¥4.4.5
Sraves MR Wuagesant Attesdecs Brcaptia Bute Miistinancs Brtarsd Hilp

AL VAV —

fe

Empiyens Tanndoble: !

SOU0T-22 1125007 Admin Fingerprint THA managensnl sysies Be Trus & Sale

The main interface includes three parts:




1. System menu: Include the whole function module & information
2. Shortcut button: Shortcut button of common function module, array in working order,
easy to work on
3. Status column: Show the current time, logged-in administrator and system
information.

5.2 System
Click [System] on the main menu, following springs:

E Farameter Settings

Bp ddninistrators

Administrater’s Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Ctrl+
5.2.1  Parameters Settings

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

#) System parameters setting @

: patameters | Stat. Rules | Leave class | Field definition

Basic info
Uit Mame: | ead offics
Common Rule
[
A workday count as 450 1% Minute shift expands twa days
(@) Count as the 1st day
) Count as the 2nd day

I
Mot clack incount as lete |80 1] pinute

1
[ Mot clack out count as early |57 2] Minute

P Owertime Calculation
Conduy |2 # min earlier clock-in count ag overtimz

0
Normal Day
Clotrauty |59 11 i lter clackout sount as overtims )
“weekend
[] deduct the 'On duty = minutes earlier’ 0
Festival
[ deduct the '0ff duty = minutes later'

Pic5.1
Basic parameters:
Set your company name, the default is “Head office”
Input your company name that will be deemed as the head of departments list.
A working day count as how many minutes is the base for time attendance calculation
which will be the transition standard to calculate the late to work/early to leave /free
overtime items, minute is the good transition standard of hours and working day.
“Late for work as how many minutes” can be set when no clock-in on duty, “early to

leave as how many minutes” when no clock out for off duty. Free overtime work can



also be calculated on the base that how many minutes working after off duty time.
“Shift expand two days” is set under real condition.

Stat. Rules:

Click page [Stat. Rules] in pic5.1, following shows:

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

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

O Round down

O Round up Fiound at total

(®) Round off [ Accumulate by times

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

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

Round at total: Add up the total time and then round according to corresponding unit.
Round down: Abandon the decimal regardless it is. For example, if the minimum
calculation unit is 1 day, if the accumulated time is 1.1 days or 1.9 days, the result of
calculation is 1 day.

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

Round off: If the decimal is equal to or over 0.5, add one unit, or else, abandon it.
Notice: the setting of stat. Rules above will directly affect the statistical result

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

Leave class:

Click page [Leave class] in pic5.1, following shows:



0 System parameters setting El

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

a8 @

Append Delste  Modify

Name Calor

~
TR oo e Adminisiation Depatmen!
Sales Show Color:

Indicating Symbol l:l

Add new leave class:

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

Revise leave class:

Select the name of leave class which one need to be revised, click [Modify], input new
name of leave class and color, and click [Save] to finish.

Delete leave class:

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

Field definition:

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

#) System parameters setting ﬁ?|

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

Field Name : v Input new field valus
Chinese
Englich
Append

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

Click [System]-[Administrators], following window shows:



# Administrator set @

i
| (o]

Append Delete Modify

Name Administator: | AN

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

¥ head office
¥ axD
¥ RiD
¥ Sales
¥ PiD

! ! The new administrator has a default password: 388883

Append new administrator:

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

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

Note:

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

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

Modify administrator:

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

Delete administrator:

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

according to the prompt.



5.2.3 Administrator’s Password Set

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

u Administrator modify password &l

Old Prwd: ||

|
Meww Prd: | |
Conlfirrn Prwd: | |

Input the original password in [Old Pwd], enter the new password in [New Pwd], enter
again in [Confirm Pwd] and click [OK] to finish.

5.2.4 Modified Record Log

Click menu [System]--[Modified Record Log], following springs:

# Attendance record modification log (=19
Search Restore Cloze
i FEaze

Department ) head ofice | Emploee No. 41 v Fom|201042- 1 v 00001 3| To 20104216 w|[235959 %

Department Emplopez No. | Name Clocking Tire Stale Hodiylype | Reasans Adminitrator
3

EecordCount o

Select department, employee No. and time range and click [Search] and those records
which match the above condition will be displayed.

Notice: Modified record log shows all the time attendance record modifications; If
there’s record that has been revised incorrectly before, it can be recovered by selecting
this record and clicking [Restore].

Click [Close] to exit.

5.2.5 Managing Log

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



a Administrator operation log

ﬁu:Mch Cloze
Time Range
Administrator | All hd From |BNIE- 314 || Q0001 (% | To 2009 413w | 235353 (3
(ln] Mame Managing Time Remark -
P Tadwin 2009413 11:53: 45 DOperating system parameter ssifings
21 Admin 2009-4-1311:53:30 Operating system parameter seltings
20 Admin 2009-4-1311:51:47 Operating system parameter settings
19 Admin 2009-4-1311:49:33 Operating system parameter seltings
18 Adrmin 2003-4-1311:44:10 Clear the data before " 2003-03-01
17 Admin 2009-4-1311:43:21 Operating business leavedeave
16 Admin 2009-4-1311:42.38 Operating business leave/leave
15 Admin 2009-4-1311:41:53 Operating business leave/leave
14 Admin 2009-4-1311: 4055 Operating business leave/leave
13 Admin 2009-4-1311:36:39 Operating festival/holiday settings
12 Admin 2009-4-1311:3216 Operating system parameter settings
11 Admin 2009-4-1311:25:10 Operating system parameter settings
10 Admin 2009-4-1311:24:47 Operating system parameter settings
9 Admin 2009-4-1311:24:41 Operating system parameter settings
8 Admin 2009-4-1311:24:21 Link the database to
7 Admin 2009-4-1311:23:.08 Operating system parameter settings
& Admin 2009-4-1018:01:08 Operating system parameter seltings
v
< >

This log records all the operations of every administrator. Select [Administrator] and the
time range then click [Search] to see what operations have been done by this
administrator within the selected time range, which makes it possible that the
multi-administrators can use the software at the same time.

5.2.6 Set Database Link

This system adopts the database interface of Microsoft ADO. The acquiescence
database is Access2000.The defaulted is att2003.mdb under the main setup directory.
You can set up the database linking again according to the actual conditions.

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

Prompt information

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

Click [Database linking] in system menu, the following springs.



& Data Link Properties §|

Pravider |Cnnnectinn |Advanved Al

Specify the following to connectto Access data:
1. Select or enter a database name
|E: \Test Backer oup managementiAtt2003.mdb  |[o]

2. Enter infarmation to log on to the database:
Username:  [Admin |

[¥] Blank password  [] Allow gaving password

Test Connection

[ ok ][ cancel ][ Help |

Input the database name or click the =] button to select the correct database file.
Notice: You can click [Test connection] to test the connection correctness of the
database.

5.2.7 Exit System

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

Please make sure ... @

2 it
\__/ Are you sure to exit?

| [ cancel

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

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

B Department Management Ctrl4D
&) Enployess Maintenance CirldG

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

window:



‘0 Department Nanagement El

@ g R N Y

Append

Being Selected Dept

Input the new department name

A

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

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

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

Note: when you want to do some other operations to the new department, you need
to set the privilege of modifying the new department for the administrator in the
[administrator set] first (choose the new department you just added in the “Department
operable”).

Department modification:

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

Delete the department:

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

Please make sure ...

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

=] Cancel

Notice: repetition of department name is not allowed; if there are employees existing in
the deleted department, those employees will be automatically transferred to
department of head office.

5.3.2 Employees Maintenance

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

appears:



) Eaployes Baintenance

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

- »
Employess Informabon  Ereol Fingan

mendarce Set

Baplayes No. @100 Marer Cand Noa
S o Language - Bithdsy [ w [7] Caeuate Atrendarce
Education L Speciay i Postion ~ [¥] Caoulate Dvesime
(w] -
Telephcre Mot Erpley Date 5] et O oy
0 o Comment Masial Slabus o
e Uses Typer | Nowma User v | Growphe, |1 v
RecoedCourd 2
1 H .
Employee's adding:

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

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

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

Employee's modification:

Choose the employee, click [Modify] and input the new information, then click [Save].
Employee’s deletion:

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

Please be cautious when delete the employee since all this employee’s time attendance



records, shift arrangement will be deleted at the same time.

Import employees:

Click [Import], employee importation window springs for importing employees.
Employee’s department shifting:

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

window will pop up:

# Eaployee Transfer 3

Select the department to transfer:

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

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

Tw 411 colunns v Hame
T W Department
« Position
v Egploy Date
 Telaephons
v Address
v Sex
¥ Lenguage

 Conment

All displayed fields in employee info list can be defined through submenu of “Column”.
Meanwhile, the modification will take effect and be saved.
Click [Show all columns] to display all fields in the list.

Click [Export Data] and following window will prompt:



S b L Buckgr ooy micngumant - s
Tl
I S
Hacant
]
Dasktep
#y Sccmant:
Wy Compiter
Hy Natesrk
Flusas
Fie g - Ewve
Saveasnpe  [Tart File inte) - Cancel

Please select your target directory of your export, file format (txt or xIs) and the file
name. Click [Save] to confirm the operation.

Notice: Exported Excel file can be used as backup information and can be imported
again.

54 Attendance Management

Click [Attendance] in the main menu, following springs:

Holiday List

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

Attendance Record
i Attendance Caleulating and Report CtrltR

5.4.1 Holiday List
Click [Holiday List] in [Attendance] menu. The following appears.

#) Holiday List @

'

A B )
-’ 5 ()
Append Delete Modify

StartDate | 2003- 416 v Days (3 [

Name |[EES

Holiday Name Stait Date: Days

2003-05-01

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

Modification of festivals or holidays:



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

Deletion of festivals or holidays:

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

5.4.2 Timetable and Shift

The relationship between shift and timetables:

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

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

Timetable maintenance:

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



0 Timelable and Schedule Naintenance El
Timetabls Maintenance | Shift Maintenance

EEY

hppend Delete Modify

Tinetable Name | On Duty Time | 0f Duly Time -~ Timeteble Neme. |0
» [ [T R
morring 0400 1200 On Dty Time | 0800
aftemoan 1200 2000 o
night 20:00 04:00 Off Duty Tine:

Begin Clock-In Time o700

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

End Clock-Out Time  |20:00

5

Late error allowance Minutes

5

Early error allowance Minutes

Count &a Warkday |1

Count &3 WorkTime | 180 Hinutes
Must Cln Must C-Out
hd [ Fiee Time [JOT Time

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

[Timetable Name] For instance: Day Shift

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

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

[Count as work day] (1)

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

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

Finally click [Save] to confirm.

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

[Late error allowance] means how many minutes after [On duty] are treated as “late”,

[Early error allowance] means how many minutes before [End Clock-in Time] are



treated as “early”; [Count as work day] and [Count as work time XXX minutes] are used
in calculating business leave, leave, absence and overtime.

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

The timetable Modification

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

The timetable Deletion

Select the timetable you want to delete, click [Delete], and click [OK] to make sure.
(Please note: Begin Clock-in Time and End Clock-in Time makes the valid time range
for Clock in. Clock in out of this time range will be treated as invalid records. It is the
same with Clock-out time. Please setup in accordance with practical situations.)
Example——Add a timetable:

Complete process for adding four timetables:

Day shift 08:00 - 17:00 Morning shift 04:00 - 12:00

Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

(Other information can be setup according to practical situations. Please refer to Pic5.2.
Please note there should be no blank left.)

Shift Maintenance

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



o TimeTable and Schedule HMaintenance E]

Timetable Maintenanc

ST
Append Delete Modify

Shift Name ~
E Shift Name | day shift Cycles |1 3] Cycle Unit |'Week  +
three shift
|
Date Timetable 1 Timetable 2 |TimeTabla <) ITI‘neTabIe 4
Sunday
Monday Day
Tuesday Day
Wednesday Day
Thursday Day
Friday Day
Saturday Day
v

Add a shift:

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

shift [Cycle] (1), [Cycle Unit] (week),

and click [Add], select the timetables and time

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

select the timetable — Day shift and select from Monday to Friday and then click [OK],

back to this window and click [Save] to complete. (Please refer to the example for

details.).
# £dd Shift Timctable X
Choice a timetable: Choice the date: (L]
Timetable ... | On Duly Ti... Off Duty Time Sunday
- 200 1 v Monday
moming  04:00 1200 ] Wadnasday
afternoon 12:00 20:00 vl Thursday
d
night 20,00 0400 i
b
< | 3
o | Cancel |
Pic5.3

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

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



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

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

Delete a shift:

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

Example---Three shifts:

Add “Three shifts” Shift (Please note: It is assumed that the shift goes around every
week, cycle every three weeks and employee is on holiday every Saturday and
Sunday.)

Step 1:

Click [Append], enter “Three shifts” in [Shift Name], set [Cycle] to “3” and [Cycle Unit] to

“Week”. Please see the picture below:

oIi-eTahle and Schedule Naintenance @

| Timetable Maintenance
: . Y-—IEEY
Append Delete Modify
Shift Name &
¥ day shift Shift Name Cycles 3 3| Cycle Unit \Week v
| ) |
Dale Timetable: 1 Timetable 2 [TimeT able 3 |T;'meTab\e 4 -
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v — v

Step2
Add corresponding working hour timetable in accordance with “Cycle”: first week

(morning shift, from Monday to Friday)



¥ Add Shift Timetable

Chaice a timetable:

Timetable .
Dy

afternaon
right

On Duty Ti...| Off Duty Time #

0200

1200
20:00

17:00

v

20:00
04:00

Click [Add] and the following window pops up:

Chaice the date:

3
CJan

Surday

v Monday

v Tuesday

| Wednesday
| Thursdar

o

Wednesday
Thursday
Friday
Saturday

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

Carcel |

Select the timetable “Morning shift” to be added and select the time range to apply to
this timetable “from Monday to Friday of the first week” and click [OK] to complete the
setting of the first week.

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

Click [Add], make corresponding operation in the springing window (see the result
below):

#) Add Shift Timetable

Chaice a timetable:

Timetable ... | On Duty Ti...| Off Duty Time #
Day 0g:00 1700
morning 04:00 1200
night 20:00 04:00
<
ok

Chaice the date:

&
Clan

Sunday
Maonday
Tuesday
‘wiadnesday
Thursday
Friday
Saturday
Sunday

v Monday

¥ Tuesday

v wednesday

| Thursda

v
Saturday
Sunday
Monday
Tuesday

‘wWednesday
Thursday
Friday
Saturday

Cancel |

Click [OK] to complete the working hour setting for the second week.
The third week (night shift, from Monday to Friday)

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

below):



#) Add Shift Timetable

Choice a timetable:

Timetable ... | On Duty Ti...| OFf Duty Time &
Dray 0&:00 1700
moring 04:00 1200
afternoon  12:00 20:00
» T T TR

|
v

Choice the date:

X
Clan

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

¥ Monday

v Tuesday

| Wwiednesday
| Thursda
v

Saturday

LCancel

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

After the completion of above steps, please don’t forget to click [Save] and the setup of

“three shifts” will be done (see the picture below):

n TimeTable and Schedule Naintenance @

Append Delete
Shift Name:
b day shift

| Timetable Maintenanc

Modi £y
~
Shift Name | thiee shitt Cycles 3 3 Cycle Unit Week v
J
Date Timetable 1 Timetable 2 |T:‘meTabie 3 |TimeTable 4 -
Tuesday mnolning
‘Wednesday | morning
Thusday marhing
Friday moining
Saturday
Sunday
Monday aftemaon
Tuesday aftemoon
‘Wednesday aftemoon
™| = - v
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Employee Scheduling

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



# Eaployee Scheduling

@ & WmQ

Select All Select Home Arrange Shift

Fiom | 20101216 s
To | 20101216 v

Employes No Mame Department Shit
» [0z head affice
B108 head office
Time Range

RR- N B

Del. Tenporary Add Temporary

3

[E3

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

the following window appears:

#) staffer shift maintenance @

Shift List:
Shift Mame  Cycle quantity =

» ETET ]

three shift 3

< |

Time Range

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

Add S8 pl

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

Shift Timetable:
Date Timetable 1 Timetable 2 ‘TimeTahIE 3 ‘TmeTahle 4 ‘
Sunday
Monday Day
Tuesday Dap
Wednesday Day
Thursday Day
Friday Day
Saturday Dap
The curent shift schedule:
Beginning date Ending date

2010-04-01

0K Lancel

Add a new shift:

Select the corresponding shifts, for instance: The commencement date and deadline of

Pic5.5




this shift of “normal class ", click [Add] button and then click [OK] in Pic5.5 to finish the
adding of new shifts.

Please note:

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

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

Deletion of the shifts:

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

Arrange a Temporary Shift:

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

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

Please make sure ...

?J Are you sure to make temporary shift schedule to the zelected Employees from 2010-12-01 to 2010-12-187
s

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

following window will pop up:

# Add a temporary timetable X]

Select the limetable to add Select the dates Clan
Timetable... | Or-duty time | Qff-duty time # 04-125unday
» [EGET
niight 20:00 05:00
marming 08:00 1200
~
[ o ] [ Cancal ]

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

[Delete]: Delete the selected timetable;

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

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

5.4.4 Attendance Records



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

# Scarch Employee’s Attendance Reco

W 8 B

s e 4
Search Report Export Modify Log
Time Range

Depatment | headoffics | Emplayee No. 41 v 26 v| [owm 3] tefaorzis v [zmeess 3
Depariment Emplayee Mo, Hame Date Time Stale Loeation I WorkCode
RecordCount: 0

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

about, then click search, you can get the corresponding attendance record.

#) Search Employee s Attendance Rec

B C Y =B
N ﬂ =
Search Eeport Export Wedify Log
Time Range
Depattment || headoffice | Employes No. 4l ~] From 2010121~ | | 00001 3| To|20101216 v | 238383 3
Department Emploves Mo, | Mame Date Time State Location 1D ‘WorkCode ~
8103 Micheal 2010-12-03 08:53:00 1}
head office 2102 Micheal 2010-12-06 02:53:00 0
head office 6103 Micheal 201041206 18:03:36 0
head office 8103 Micheal 20101207 08:53:00 1}
head office 8103 Micheal 2010-12-07 18:0336 1}
head office 8103 Micheal 2010-12-08 08:53:00 1}
head office 2102 Micheal 20101202 18:02:36 0
head office 6103 Micheal 201041209 08:52:00 0
head office 8103 Micheal 201012-0918:03:36 1}
head office 2103 Micheal 20101210 08:53:00 1}
head office 8103 Micheal 201012-1018:03:36 1}
head office 2102 Micheal 20101212 02:53:.00 0
head office 8103 Micheal 20101213 18:03:36 1}
head office 8103 Micheal 2010-12-14 08:53:00 1}
head office 2103 Micheal 20101214 18:01:35 1}
head office 8103 Micheal 2010-12-15 08:53:00 1}
head office 2102 Micheal 20101215 18:05:52 0 -
head office 8103 Micheal 2010-12-16 08:53:.00 1}
head office 8103 Micheal 201012-16 17:55:52 1}
head office 2102 Lizzy 20101201 02:56:00 0
head office 8108 Lizzy 2010-12-01 18:12.00 0
head office 8108 Lizzy 2010-12-02 08:56:00 1}
head office 8108 Lizzy 2010-12-02 181200 1]
head office 8108 Lizzy 2010-12-03 08:56:00 0 b
FiecordCount 75

Attendance record report form preview:



Click [Report] when the window displays the attendance inquiry records, you can get

the report form automatically.

- I
72 Preview

fuox & S ke X

Head office attendance record report

2009-04-01 To 2009-04-18

Jake Chen 8001 2009-4-1017.04.34 | Clock Out 200-4-7 7:45.16 Clockin
2008-4.172305 | Closkin 200341373546 | ClockIn 2009-4-71714:20 | Clack Out
00941 170089 | Clock out 2009-4-1317:27.06 | Clock Out 2005-4-6 7:08.12 ClockIn
20084274535 | Clockin 200941470612 | ClockIn 2005-4-6 7:24.53 Clockin
00942170516 | Clockout 2009-4-1417:16:25 | Clock Out 2009-4-61720:05 | Clack Out
20084375212 | Closkin 2003415 7:46:59 | Clockn 2005-4-9 7:49.53 Clockin
00943170154 | Clockout 2009-4-1517.08:53 | Clock Out 2005-4-9 7:51 56 ClockIn
20084474354 | Clockin 2003-4-168:00.59 | ClockIn 2003-4-9 8:0215 Clockin
2009-4-5 7-38:36 ClockIn Count: 27 2009-4-917:11:24 Clock Out

200041074518 | Clockin
ZQUUUUQQ_“4_671;;;U53_:|452 CC“UUC:K?? el King.Jin 2103 2005-4-1017.0434 | Clock Out
2009-4-7 171420 | Clock Out 2009 2lof 250y Stk 2009-4-13735:48 | Clockin
2009-4-8 7.08.12 Clockin 2008-4-117.00.59 | Clock Out 2008-4-1317:27.08 | Clock Oul
2009-4-8 7.24.53 Clockin 2008-4-2 7:45.35 ClockIn 2000-4-14 70612 | Clockin
2009-4-6 1720.05 | Clock Out AWt otilafh [ Clockbul 2008-4-1417:18.25 | Clock Out
2009-4-9 74952 Clockin 2008-4-3 75212 ClockIn 2000-4-15 746:59 | Clockin
2009-4-9 7.51.56 Clockin 2008-4-317.01.54 | Clock Out 2008-4-1517:08:63 | Clock Oul
2009-4-9 80215 Clockin 2008-4-4 7:43.54 ClockIn 2000-4-16 800:69 | Clockin
2009-4-017.11.24 | Clock Out ;UUUU;:;L?;E é:l'uc'cikc';:n Count 27
22[]00099_1-1100177.?4..1394 ;‘UU;K(‘JL 2009-4-7 74518 | Clockin P&D Matk Sirth 8105
e T e o 2009-4-7 171420 | Glack Out 200941 7:23.05 ClockIn
e e 2009-4-87:0812 | Clockin 2009-4-117.00:59 | Clack Out
e e e 2005-4-87:2453 | Clockin 2009-4-2 7:45.35 Clockin
T T 2009-4-617.:20:05 | Glack Out 2009-4-2170516 | Clack Out
e e 2009-4-9 74352 | Clockin 2009-4-3 715212 Clockin
e it 200948 7:51.56 | Clockin 2000-4-317.01:54 | Clack Out
g FNG-4-8 #0716 | Clckin | NG44 7a7AE | Clorkin_

Attendance records exporting

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

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

5.4.5 Attendance Calculating and Report

Inquiry of report form:

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

appears:



#) Attendance Caleulating and Report [ (=[]

Caleulat RplEptE e
Time Range

Depatiment | headofiice v | Emploges &l v From 201012 1 % | | ooootr 2 To| 20104216+ | |235953 %
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated Items

Department | Emplopee No. Marme Date Time State Operation | Exception Desc. Timetable Check wWorkCode | A
» E

v
Pic5.6

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

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

[Attendance Exceptions]: Display the dealt result of the original attendance records;
[Shift Exceptions]: Display Employee’s attendance result in the scheduled time period;
[Other Exceptions]: Display Employee’s leave, out and overtime etc.;

» o«

[Calculated ltems]: Display all Employee’s calculated items such as “normal”, “actual”,

” o« "« » oo«

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

Please note: When dealing with “Out” calculation, there should be “Out back” and only
“Out” and “Out back” in one shift can be calculated.

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

Exceptions of attendance records dealt with:

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



# rttendance Calculating and Report

vl v @
O g E
Caleulate Report Export Exeeption
Tirne: Rangs

Department ) head office  w|  Employes|al v Fom|2oioiz 1 w| | oooo | To|aipizie v [23sas3 3

Altendance Exceptions | Shit Exceptions | Other Exceptions | Calculated hems

Depatmert | Employes No Name Date Time State Operstion | Exception Desc..| _ Timetable Check | WorkCode

»iheadoifes G108 S 207 085600 Clock In Nomalrecord  Day [
head office 8108 2010201181200 Clock Out Normal record Day a
headolfice 6108 20104202 035600 Clock In Nomeliecord  Day o
headoffice 6103 20104202 181200 Clock Out Nomaltecord  Day o
headolfice @108 2010120305600 Clock In Nomalrecord  Day 0
head office 8108 2010-12-0318:12:00 Clock Out Normal record Day a
headolfice (108 20104206 035600 Clock In Nomeliecord  Day o
headolfice @108 20101206 181200 Clock Out Nomalrecord  Day 0
head office 8108 201012-07 08:56:00 Clock In Normal record Day a
headolfice 6108 20104207 181200 Clock Dut Nomeliecord  Day o
headoffice 6103 20104208 08:56:00  Clock In Nomaltecord  Day o
headolfice @108 2001208181200 Clock Out Nomalrecord  Day 0
head office 8108 2010-12-09 08:56:00 Clock In Normal record Day a
headolfice (108 20104209 18:2400 Clock Dut Nomeliecord  Day o
headolfice @108 2001210085600 Clock In Nomalrecord  Day 0
head office 8108 2010-121018:24:00 Clock Out Normal record Day a
headolfice 6108 20104243 035600 Clock In Nomeliecord  Day o
headoffice 6103 20104243 18:2800 Clock Out Nomaltecord  Day o
headolfice @108 2001214 085600 Clock In Nomalrecord  Day 0
head office 8108 2010-121418:32:00 Clock Out Normal record Day a
headolfice (108 20104245 035600 Clock In Nomeliecord  Day o
headolfice @108 20109215 185600 Clock Out Nomalrecord  Day 0
head office 8108 20101216 08:56:00 Clock In Normal record Day a
headolfice 6108 20104246 18:56:00 Clock Dut Nomeliecord  Day o
headoffice @102 20104201 0300:00 Clock In Nomaltecord  Day o

~
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We will see such mistakes as “state

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

following menu):

Depariment Emghoyee Mo
Fead elten ()
Pead elten Hm
Fead elten Hm
Pead elten Hm

Y}
head clfice Lyl
head elfice B8
head clfice Lale ]
head elfice B8
head oifice ne
head oifice Ll
head oifice e
head oifice Ll
head oifice ne
head oifice Laled
head oifice ne
head oifice Laled
head oifice ne
head oifice: nm
head office nom
head oifice: nm
head office nom
head oifice nm
head office no
head oifice: noe

mistake”, “invalid record”, “repeated record”, etc.

Dale e Slale Opexation Enceptaon D
ANBI200 (B SE0 Clock In ol record
ANBI200 1HIZH Clock Dut Hormal recoed
AN OB EA Clock In ol record
AT 1HIZH Clock Dot Hormal record

| [Fiomal record
Expert Dats | e
Grasts ragert far ewrrest grid Wi

Eloek in

Dolats salactad Dal Clock sut
Cyncal operation for malactad Cirl4T rartine in
fodi by sl save Encaplion Cules Ogertinn wal

Chaggs Siltar ¥

Eo;‘:“ VL Dug bask
= Homlreceed
2AMB121018 2400 Clock Out Hormal recoed
2101213085600 Clock In Homad recosd
ANDI211B 2800 Clock Out Mol recond
2101214085600 Clock In Hormal record
2AMG1214 102200 Clock Out Mol recond
2101215085600 Clock In Homad record
2AMG1215185600 Clock Out Mol recond
21216085600 Clock In Hormal record
2MG1216 105600 Clock Out Mol recond
20001200 030000 Clock In Homad record

The definition of each option as follows:

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

format;

[Create report for current grid]: Generate

attendance record list for preview and print;

Dy
(20
D
D

3

Dy
Day

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

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

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

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

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

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

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

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

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

Export Data

Create report for cwrrent grid

Filtering Record L
Columns 4
Show 21l columns

[Other Exceptions], [Calculated ltems] the following shortcut menu will pop up:

Export Data

Create report for curremt zrid

Columns L4
Show all columns

The operation is the same as stated above.

Report:

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

Exceptions Report

Create a Report For Cwrrent Grid
Pic5.7 Exception menu

[Attendance Report]: Calculate employee’s attendance record;
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[Daily Report]: Calculate employee’s daily attendance record;
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[General Report]: Calculate all employee’s attendance items such as “normal”, “actual”,
“late”, “early”, “absent”, “overtime” etc;
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[Exceptions Report]: Calculate employee’s “out”, “overtime”, business leave/ personal

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

example: Attendance Report



T SHS AN X

Departaen
t

Timetable

Date

Eaployee
Ho.

On Duty

head office
head ofice
held ofice.

Michesl
Micheal L

[Fus 3 101201 101201 B
head ofice | Jud B0z 0101202 |Dar 20101202 03.00
head ofice 1 Judy 8 [ 2mEmn |
head ofice | Jud: 0101206 03.00
head office dy N2 |Day (20101207 (.00
head ofice |Jud EATSEE
head ofice | Ju zJiLH
e %
head sffice [Jud Gif-1214  |Da
head ofce  [Judy zutu-lms M m:zlwauu
head office | Jud 010-13-16 0900
head ofice [Miches! zuiu- Cay [2010-12:01 (9100
head ofice [Michasl  [6103 O10-1340 _[Da: H010-13:0% |
head office 2\]50—12'03 O 010-12-03 0000
head ofiice zu:c»mr
head ofice {11200 l:n
head ofice  |Micheal aumma Day
e e e %

miUv'IN'I

UIJ
Lizy

Ul’l

101200 I:u
BT |Day

010-12-03 (00

T SHS AN X

orr Duty

] 8 sl

20101

208 1730
ETTT
730

i

]

E]

Clock In

mmlzmm 0000 |2010-12-02 18:00 00

Clock Out

Late

Early

OverTime

1 (3 010-12-01 1

zmmzm 18.0338

2010-12-05 16 D‘SS

2010-12-01 18 12 00

2010-12-02 181200

X010-12-03 18 1200

2010-12-06 18:1200

0 1681200
2010-12.08 181200
oo T 1 207 1A 94 11
Page 273
Print Report:

Toolbar of report preview is as the following picture:
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= 100 Adjust the ratio of preview content;

T

= Open the existing report file;

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

E Save report to file;

Select the directory to save the report to, enter the file name and click [Save] to
complete the backup of the report for future check or copying to another computer for

printing; extension file name is “*.frp”.
% Print Report;

x

Close Preview

Data Export:
In picture 5.6, click [Export] and the displayed data of grid in the current window will be
exported to a file (*.txt or *.xIs). It has the same function as [Export Data] when right
clicking in each grid.
Exceptions dealt with:
In pic5.6, click [Exception] and the following menu will pop up:

Append Record

Late/Barly Collectively

Business Leave/Leave

Modified Record Log

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

5.5 Deal with Exceptions

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



fway On Buziness/Leave Ctrl+l

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

5.5.1 Away on Business/ Leave

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

following interface springs:
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Deal with employee away on business / leave:

Click [Append], then select the proper department, employee ID, beginning time, ending
time, leave type, and click save when ready.

Modification of employee away on business or leave:

Select the appointed employee whom you want to make this modification to, and click
[Modify]. Then you can modify the relative information; click [Save] when ready.
Deletion of employee away on business or leave

Select the appointed employee and the relative information you want to make this
deletion, and click [Delete].

5.5.2 Append Record

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



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

the following window Springs:

n Append record

Bremeritivan i head ffice -

Employee Mo.

(el Clock in

Record Time | 20101217 | @000 3

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

5.5.3 Append Record Collectively

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

[Exception]--[Append Record Collectively], following springs:
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2 Employee ... | Name -~ L)
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the record modification log.
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v
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Select the department, thus the employees in the department will be listed in the
employee list, select the employees whom you want to add records on to, then select
record’s state and time, then click [OK] to finish.
5.5.4 Dealing with Collectively Late / Leaving
When collectively coming late / leaving early takes place for some allowable reasons,
you can use this function. Click [Dealing with Collectively Late / Leaving] in [Exception]

menu. The following springs:



# Dealing with collectively Latef/Early K

el Employess list Clai
(&) Coming Late O Leaving Early
Employee No. Name ~
Ignere clack in record » 102 gy ]
103 icheal
Fram 20101217 ~v|| 8o 2 o0e Lizzy
Ta om0l &
The modified clock. in time:
20101217 || TEoO0 £
Search Employess
@Depatiment | head affice -
O Shift Mamal v
v
0%

Steps as follows;

1. Click “Dealing with Collectively Late/Early”;

2. Select time range for “ignore clock in record”;
3. Select the “modified clock in time”

4. Search employee through department or shift;
5. Select employee;

6. Click [OK] to confirm.

5.6 Data Maintenance

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

W Inport Employee List CLrl+T
Import Attendance Record Ctrl4l

Clear Obselete Data
Conpress Databaze

B Baclop DateBase

Initializs Systam

5.6.1 Import Employee List

Click [Import Employee List] in [Data Maintenance] menu. Pop up the following window:
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Select the right file which can be in *.txt or MS Excel (*.xls) formats, then click [open]to
get back to above window, click [OK] to start!

The definition of (*.txt) data format as follows:

This format of file only can import the employee info of “ID, Name, and department”;
The format of data must follow: Employee ID + Tab + Name + Tab + Department;

The information each employee takes one line, no blank line between one another.
This format of file can import the employee info includes: “Employee No., Name,
Department, position, Employ Date, Telephone, Address, Sex, Language, Comment”;
put those items on the head line and input the items by order, the order can not be
changed.

5.6.2 Import Attendance Record

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

window:



# Import Attendance Record 3

Select afile to import

File D

Failures in importing:

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

Click [Clear Obsolete Data] in [Data Maintenance] menu, springs the following window:

# Clcar The Obsolete Data

Select the end date
Before: |EIIE- v ﬂ ﬂ :
Clear Cloge

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

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

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

5.6.4 Compress Database

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

5.6.5 Backup Database

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

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

5.6.6 Initialize System



Click [Initialize System] in [Data Maintenance] to initialize the system. (Note: After the
system is initialized, all information will be lost; the system will get back to the state
when just installed. Please make sure that you want to initialize the system. )
5.7 External Program Management
Click [External] on the main menu, following springs:
External Frogran Managanent
Comnect To Time and Attendance Machine
5.7.1  External Program Management
We can append external program into time attendance program for convenient

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

# External program management X

v ]
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Apperd Delete Modify

Rl
Executable File: [

External program list

Program Mame Executable File
»

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

External Program Management

Connect To Time and Atiendance Machine

Caleulator

5.7.2 Connect to Time Attendance Machine

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

detail on clause (Time and attendance management & communication) .
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6.1 No records found though employee have clocked in/out.

Reason

Solution

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

Synchronize the time

2. The
downloaded.

record hasn’t been

Please download the record from
the device.

3. The capacity has been fully
occupied.

Please clear the records in time.

6.2

Reason

The machine cannot connect with PC.

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or cable
hardware problem

Plug the cable firmly or change
another cable

3. Not able to connect COM (wrong
COM No.)

Please enter the right COM No.

4. Not able to connect TCP/IP
(wrong setting)

Refer to the manual for connecting
Time Attendance terminal

6.3

Clock’s time works fine, but employee cannot attendance

Reason

Solution

1. Unit in dormancy status

Press any key to activate.

2. The device is on communication
or the route has been interfered.

1. Please exit the system by clicking
[Exit system] to quit abnormally, the
device resume collecting card every
1 minute.

2. Eliminate the interference of the
route.

3. The capacity has been fully
occupied.

Please clear the records in time.

Please note: Should you have any other problems, please kindly email us the log
files in zip or rar (The log files are in Log directory in the installation directory of the

software)!



