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PREFACE

Honorable customers:

Thank you for choosing products from Anviz Global. Our products contain world cutting edge
technologies like Fingerprint/card recognition, Computer Communication, as well as
Microelectronics. With the combination of three technologies: Electronics, Optics, and Computer
Communication; Anviz Global has become the first choice for standalone time & attendance
products for enterprises with its strong functions and veracity. Please read this user manual
carefully to obtain an initial understanding of the functions and basic knowledge of installation,

debugging, maintenance, application, and management to better use this product.

Utilizing the latest biometric technology, this product will bring you a unprecedented reliability,
convenience, and benefits.

I
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Software Operation flowchart

This software includes: System Parameter, Department Management, Employee Maintenance,
Shift Management, Employee Leave, and Statistical Report etc. This software will also show how
to use this system in the correct way. It is not enough to only understand the function of each
module, but to know the relation between them and the system operation flowchart. Thus, you can

get the correct report.

Employee Software operation flowchart is as following.

Set T&A rule statistic rule, company

1. System Parameter !
name and leaving class

-

2. Department management Add, delete and modify departments.

-

Add, delete and modify employee.

3. Employee Maintenance !
import and transfer employee

-

4. Shift Management Set timetable and shift.

()

-

llocate employee shift or temporary

5. Employee Schedule <hift

i

-

Collect records from the device or

6. Record Collection import the backup record file

-

I

7. Exception Management

L

8. Statistic Calculate

Forgot clock in/out Collective late/early.

Track and calculate records report.
Create the T&A report

{

1. When running the software for the first time, please set parameters including company name,
time attendance rule, statistic rule for early, late, and overtime etc. Make sure the system
parameter is complied with the enterprise management requirement .When finishing the
parameters configuration; you do not need to modify the configuration unless the

management rules change.

2. Normally there are many departments in one company and all departments need to be input
manually unlike importing the employee list directly. Department setup should be completed

before employee maintenance.

3.  When running the software for the first time, please put the employee information in Text file

(*. txt) or MS Excel file (*.xlIs) format according to the requested format. For the requested

I
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employee information format, please refer to the chapter [Import employee List] so that all
employee information can be imported to the system at one time. Employees can be added,

deleted, modified and transferred to new department in the future.

4. According to different company work conditions, please edit the timetable (the period from

on-duty time to off-duty time) ahead and then set shifts.

5. After the shift setup, you must allocate the shift to employee. Each employee can only have
one shift each day. Please note the beginning date of the shift. After shift allocation, we can

see the arranged working date and time for employee clearly.

6. Attendance records are stored in the time attendance device. So please download the
records from the device before report calculation. In addition, employee information and
fingerprint templates can be uploaded and downloaded between the device and the software.

Please refer to Chapter 4 for more information.

7. If the employee has to leave for personal reasons, or for business, or maybe forgot to clock in

or out, please deal with it in time in the software to ensure the accuracy of the statistic report.

8. After all the above mentioned operations are finished, you can calculate and get the report.
You can get different statistic reports, such as the report of all employees, the report of some

department employees, and the report of a certain time period.

In the software [Attendance Calculating and Report] interface, please select department
/employee and the beginning /ending date first, then press [Calculate]. The software will
automatically search and check the validity of the records. There may be some invalid records
stored in the device, such as one employee may press his finger twice one time. Normally one of
the records will be regarded as invalid. If there is any error in the software calculation, the

administrator can modify the records manually to ensure the accuracy of the result.

Note: From the above flowchart, we can see that if there is any error in calculation report, the

possible reasons are as following,
® Attendance rules setup is incorrect.
® Employee shift or temporary shift is incorrect.
® Dealing with employee business leave/personal leave/forgot clock in/out is incorrect.

® Attendance records calculating and checking is incorrect.

v
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1. Product Overview

1.1. Product Description

FacePass Pro is a breakthrough innovative product with 5 years effort. Its highly
improved algorithm, powerful hardware platform, and abundant interface port
ensures it provides rapid and accurate recognition, stable and convenient upgrade
process, and perfect system integration performance. The multi-point infrared light
source and dual infrared cameras can achieve fast identification in different
environments. What’s more, the elegant appearance also adds much beauty to this
device.

FacePass Pro attendance system with friendly user GUI interface, voice prompt,
touch screen operation, convenient WEB server management software as well as
7*24 working endurance, is the best partner for enterprise users. Furthermore,
active auxiliary illumination technologies make the systems strongly robust against
light-changing environments, USB import/export, face/Card recognition mode, and
built-in powerful attendance management software; it provides a “Convenient and
Effective” attendance management solution.

The following is structure of FacePass Pro:

LEDs

Trouch Screen

Power Switch
Restart
USB Flash Drive Port

Relay

lofolo]

TCP/IP >0z

. oc0n
Min USB Port 11} <

1.2. Product Features

® Anviz latest face recognition algorithm
Multi-level gray-scale can show better performance contours of the face, and
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1.3.

prominent features point for face recognition. Even if in the strong light it can also
capture and identify the face immediately. Multi-point processing not only multi-point
acquisition facial feature points, but also converts feature point to data directly, to
ensure the face recognition speed and accuracy, which reduces the recognition
false accept rate.

® Advanced infrared light source design

The advanced infrared light source design makes the terminal with superb
adaptability for changing illumination, suitable for different complexion, gender,
facial expression and beard, hair style.

® 24/7 continuously working

Human-harmless non-visible auxiliary light technologies, good performance
regardless of day or night environment.

® Stable performance, low power and energy conservation

High performance, low power ARM processors, sheer standalone operation, keep
stable after long time working, auto-standby mode supported, energy saving, and
environment friendly.

® Easy to use, friendly user interface

TFT touch screen, user friendly GUI and WEB management software, local
operation supported, real-time display, and vivid voice provided.

® Terminal intelligence updates

Automatically synchronizes time, capture face images. Template self-studying is
also built in that makes face template database keep updating along with dynamic
changes of hair style, complexion, and age, and so on. It always stores the most
updated version of user information to make correct recognitions.

Packing List

1. TERMINAL 2. FIXING FRAME

3. CAT. 5 UTP CABLE 4. POWER SUPPLY (12V1A)
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1.4. Terminal Parameters
Item FacePass Pro
Camera Dual-Cameras
Recognition Mode Face, ID+Password, Card
Maximum User 400
Recognition Speed <=1s
Recognition Rate >=99%
Failure Rate <=0.1%
Anger Range Horizontal: £20°, Vertical: £20°
Fitting Height 145-195CM
Recognition Distance 30-80CM

Records Supported

100,000 records

Relay 1 relay supported simple switch signal output
USB Flash Drive Supported
Offline User Profile Edit Supported

Network Support TCP/IP (RJ45 Interface with signal light)
Built-in Web server Supported
Tamper Alarm Supported
RTC Built-in RTC, Network time synchronization (SNTP)
LCD TFT, 2.8 Touch Screen LCD 320%240

Function Key

Up to 10 function keys are supported

Signal Light

Red (Alarm/Failed); Green (Running/Successful)

Prompt

Supported (Voice, LED)

Environment Requirement

lllumination: 0-20000LUX;

Working Temperature

20%~80%

Working Humidity -20~45°C
Dimension 175*110*145mm
Installation Desktop / Wall Mounting
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1.5.

Installation Environment Requirements

The recognition distance of the FacePass Pro is about 30-80cm. So the terminal
mounting or put at proper height is very important. The recommend installation
height is about 57” (110cm). Please refer to the following Figure.

EINAN

ar 67 76.78"
(190cm) (145cm) (196cm)
Flooe
. v
80cm

Installation Heights

Notice: The direct sunlight would cause great impact on the face recognition

performance, so both terminal and user’s face are not allowed to be under direct
sunlight.

The following are scenes for product:
Environment 1: Sunlight shines into the room.

As the picture shows, locations with marked blue ring are not good for terminal

installation. It shall be installed at the places where there is no sunlight
interference.
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Environment 2: The room is surrounded by glass wall.

Window curtain is necessary to shelter from sunlight. The terminal shall be
installed at the place where sunlight is sheltered.

Environment 3: Sunlight shines into the room from the door.

Install the terminal at the place where there is no sunlight interference.

Environment 4: Sunlight shines into the room from the door and there is

glass window on one side.

Do not install the terminal at the side with glass window.
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1.6. How to Use Enterprise Face Access System

Step1. Register Face Template. As the picture shows, stand in front of Terminal,

the best distance between terminal and user is 0.3-0.8 meter (depending on the
height of user).

Step2. Look at the camera and move the face as per the instruction mentioned

above, the system will capture the face image and save them into database
automatically.
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Step3. Stand in front of the device and input your user ID, then look at the camera
the system will make face verification automatically.

Step4. If verification succeeds, green lights and buzzer sounds. “Verification is
successful” will be shown on screen. System will send a command to access
controller and open the door.
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2. Terminal Operation

Power on the FacePass Pro, the terminal will enter “Input Page” and with voice
prompt “Welcome”. Keep 10sec without any operation at “Input Page”, the terminal
will enter “standby Page”. Please touch screen back to “Input Page”.

Admin Verify 11:29

Pls enter

Punching

04/08/2015 Wed

Input Page Standby Page Administrator Verify Page

21. Main Manage Interface

In the “Input Page”, click the bottom of the screen. It will appear two icons.
A

Click - enter to “Administrator Verify” Page, then input the default admin ID
“1”and password’12345”. Then click “OK” to enter “Main Menu” Page.

Menu er Manage User 000000001 ey

1D Name DIFCCD| A
R = Face O
Password >
Card [

V4
Photo 'y

ﬁd Edia
Option
Main Menu Page User Manage Page User Enroll Page

Warning: Guarantee the safety of equipment, please change the default password.

Note: When there are more than 1 administrator, you need to input information by
following the prompts to enter “Main Menu Page”.

2.2. User Management

2.2.1.User Enroll

Please refer to the following steps to enroll the users:
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1.

3.

4.

Power on the device to enter “Input Page”. Click the bottom of the screen.

Click to enter “Admin verification” Page.

Input default ID “1” and password “12345” then press “OK” to enter “Main Menu”
Page.

Admin Uerify 11:29 Admin Uerify 11:29

Pls enter
Enter

User ID or [ ] a [ ]
Punching -
1 2 3 1 2 3
4 5 6 4 5 6

Option

Click “Add” to enter “Enroll User” Page to register a new user.
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User Manage

5. Input “User ID” and “Name”. Then click “Next Step” to enroll.

o,

Enroll user

Name | |
1 2 3
4 5 6

Pre step Next step

6. Option messages you need enroll. You can choose
Face/Password/Card/Photo to enroll.

Verification mode must be equal or greater than one.

User 000000001 i

Face &
Password >
card -—
Photo ey

2.2.1.1. Face Enroll

1. Click “Face” to enroll user face.

10
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Enroll

Please keep eyes in the box

The Demo Interface

Enroll Enroll

Please keep eyes in the box Please keep eyes in the box Please keep eyes in the box

During face image capturing process, please keep your eyes in the blue frame.
Then move eyes above and below till enrolling successfully.

2.2.1.2. Password enroll

Click “Pwd” to enter password enroll Page.

Set your password, then confirm it. Click “OK” to successful enroll.

11
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User 000000001 -

Set [ ]
Confirm | |

2.2.1.3. Card Enroll

Click “Card” to enter card enroll Page. Swipe card at the card reader area, then

the card will display on the device. Click “OK” to successful enroll.

Re-enroll card i User 000000001 e

Please enroll card Please enroll card

Card Card

[0 | [11866043 |
OK Back OK Back

2.2.1.4. Photo Enroll
Click “Photo” to enter photo enroll Page. Click “Take Photo” to take user’s

photo. You can choose “Cancel” to take photo again.

12
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User 000000001 —

Please prepare

~é

2.2.2.Modify User

1. In the “User Manage” Page, please click user’'s name to “Modify user” Page.

User Manage

User Manage Page
2.Click “Modify” to “Modify user” Page to modify registered user information and

re-registration user face.

Click “Back” to “User Manage” Page.

13
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User ID : 1
Hame: USER1

Delete Modify Back

3. Choose information which one you need to modify. The detail operations
please refer to 2.2.1 User Enroll.

Edit Name

Enroll Rgain Face
Modify Password
Re-enroll card

Enroll Again Photo

Modify user Page

2.2.3.Delete User

In the “User Manage” Page, click the user to be deleted in users list.

Click “Delete” to delete registered user information.

1D Name DIFCICD| A
R ARM
USERZ 1=
USER3 r
f | N
USERS
USER6 »
.......... 3
User ID : 1
Hame: USER1

Delete Modify Back

2.2.4. User Recognition
There are 2 ways to pass recognition:

Face Recognition

14
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1. If enable body induction in the device it will automatically switch to “Face
Recognition Page” when user stands in front of the device.

09:00 04/08/2015

2. According to the device instruction please keep your face in the yellow frame

09 007?7‘08(_2015
f |

3. Face verification succeed.

Uerification successful

UserID: 1
Name: USER1
Time:09:00

ID Recognition

1. There is a button - in the “Face Recognition” Page. Press it to “ID
Recognition” Page.

15
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2. Input User ID and Password in the input box.

Passwd verify  11:29

User ID [ ]
1 2 3
4 5 6

3. Input Enter password then Click “OK” to enter system. Or press “Back” to cancel
verification and back to “Password Verify” Page.

Passwd verify  11:29

Enter
password [ ]
1 2 3
4 5 6
7 8 9

4. If ID and Password verification succeeds, the camera will capture a currentimage

and display on the LCD.

16
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Uerification successful
S

UserID: 1

Name: USER1
Time:09:00

1. The Card Recognition, the device must stay on the “Input page”.

Admin Uerify 11:29

Pls enter

User ID or | |

Card Recognition

Punching
1 2 3
4 5 6
7 8 9

3. If card verification succeeds, the camera will capture a current image and
display on the LCD.

17
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Uerification successful

UserID: 1
Name: USER1
Time:09:00

2.3. Communication Setting

In the FacePass Pro main menu, please press “Comm” to enter “Communication
Setting Page”.

] | &

Network

Main Menu Communication Setting Page

2.3.1.Network Setting

1. Click “Network” option to “Network” Page. Click IP, Sub-Mask, Gateway and
Port to set information.

Ip 192.168.20.113
Sub-mask 255.255.255.0
Gateway 192.168.20.1
Port 30000

18
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2. Click IP, Sub-Mask, Gateway and Port to set information.

B T

[192) . (68 . [020) . (A7)
1 2 3 1 2 3
4 5 6 4 5 6

2.3.2.USB Manage Setting

The USB Manage is for USB Flash Drive import/export data to terminal. Please plug
in USB Flash Drive to the terminal then click “USB Manage” option to enter “USB

Manage Page”.
U-disk Management )

Export TA Records
Export some users
Export all users

Import user template

Export TA Records:
Click “Export TA Records” to export the data.

19
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U-disk Management ) Export Records

Export TR Records

Export some users

Dowvnloading record
557

1 2

After export record successful. You can find a “record.csv’ll in the USB Flash Drive.
Y] ;records. csv
bt Microsoft Excel

Click “Export some users” to export the data. Input the user ID you need to export.
“Add” is used to add user you need export. “Back” can take you to “U-disk
Management” Page.

Export some users:

Export some users Export Records

Export all users:

Click “Export all users” to export the data.

20
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Export Records

disk Management )

Export TR Records

Export some users

Dowvnloading record
557

Import user template :

Click “Import user template” to import the data.

U-disk Management

Export Records

Export TA Records

Export some users

Dowvnloading record
557

24. System Setting

In the FacePass Pro main menu please press “Option” to setting.

V

6‘3

Advanced
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2.4.1.0ption

Click “Option” can setting terminal language, volume, Verify Management, Time Interval, I/O input

and output, shell arm functions for the terminal.

Language

Uolume

Uerify Management

Time Interval 1Min
I/0 Input And Output

Shell Am o

1. Language: Click “Language” can setting terminal language. Choose the
language it will jump to “Option” Page automatic.

English [

Spanish

2. Volume: Click “Volume” can set turn on or turn off “key tone” and “voice”.

“Default” can help you to the default setting. Press “Yes” to continue. “No” to

cancel.
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Default

_' Restore will
lower security,

YES Oor no

| Yes B

3. Verify Management: Click “Verify Management” to set the value of threshold,

update threshold, prevent registered colleagues threshold, body sensibility, second

threshold, second threshold count.
“Default” can restore factory settings. Press “Yes” to continue. “No” to cancel.

Yerify Management Yerify Management
Threshold 5 Threshold

e,

e

Update threshold %0 s Default
xg @ Restore will

8

Prevent registered 5
colleagues threshold lower security,

YES Or no

o
Second threshold 50 Second threshold 50

Second threshold count 3 Second threshold count 3

4. Time Interval: Click “Time Interval” to set the interval time. Value:0-255 Min.

h L

Body Sensibility Leue 16
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Time Interval

Time Interval(6-255)Min

) Hin

1 2 3
4 5 6
7 8 9

5. 1/O Input And Output:

Click “I/O Input And Output” to set the way of switch out and duration of delay.
“Switch out” have 5 ways: Disable, Success, Failed, Bell, Shell.

“Duration of Delay” can set time delay from 1 to 15 second.

“Default” can restore factory settings. Press “Yes” to continue. “No” to cancel.

0k

Switch Out Disable Disable °
Duration of Relay 3s
Success
Failed
Bell
Shell
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Time Delay Setting I/0 Input And Output ==

Duration Of Relay(1-15)s Switch Out Disable

E S Bl Default

@) Restore will
lower security,
1 2 3 /

¥ES or no

4 5 6 R

6. Shell Arm: Click “Shell Arm” to open or close the alarm. It can protect your

device remove from the wall.

Language

Uolume

Uerify Management

Time Interval 1Min
1/0 Input And Output

Shell Am o

2.4.2. Admin

Click “Admin" can set terminal Administrator. The terminal has a default
Administrator’1” and the default password is “12345”. The default Administrator
cannot be deleting in the terminal. You can modify the password and enroll face via

the “Edit” option. The FacePass Pro device can enroll 10 administrators.

Click “Add” to add a new Administrator. The “Name” and “ID” are fixed fields in the

terminal. You can input password and enroll your face.
Click “Edit” option to modify the Administrator password and enroll face.

The details enroll operation step please refer to the —2.2.1 User Enroll chapter.
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ID Name IPDIFCICD| A
V]

2.4.3.Time

Click “Time” option can setting terminal’s time and date:

- ot
Time

Time Zone EAST +08:00
Set date 2051-03-30
Set time 14:31

Display Format  MM-DD-Y¥

o
Con, )
(1%2.168.3.12 |

Time Zone: Time Zone setting. Please select local time zone in the terminal.
Set Date: Set the date.

Set time: Setting the hour for the time. Time format is: hh:mm.
Display Format: Choose the appropriate format of the date.

Act as NTP-SERVER: Active Network Time Protocol Server use to synchronize the
terminal time via network server.

Sync with NTP-SERVER: Input NTP Server IP address.

2.4.4 Advanced

There are “Auto-sleep time setting”, “Timing Ring”, “Touch Screen Calibration”,

LI

“Factory Default”, “System version update” functions in the “Advanced” Page.
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———

Auto-sleep time setting
Timing Ring

Touch Screen Calibration
Factory Default

System version ypdate

2.4.4.1. Auto-sleep time setting

“Auto-sleep time setting” is for automatically turn on/off the terminal on time to save
power. The terminal support 4 groups auto-sleep time. Click time box can set the
begin time and the end time. You can on or off it as your wish.

Auto-sleep time setting .= Sleeping Timel

Sleeping Time Status Began To END

00:00 00:00
00:00-00:00

00:00-00:00
00:00-00:00

3339

2.4.4.2.Timing Ring
Timing Ring: The terminal support 5 groups ring time. Click “Ring Setting” to set
time and ringtone. There are five ringtone types in the terminal. Click “Ring

Count” to set the count. Value: 1-25.

Timing Ring i Timing Ring = Ring Count

Ring Count(1-25)times

Ring Setting Time Ringtone  Status

Ring Count 5 times  (00:60 o time
80:00 o= 1 2 3
o« [, 5 6
00:00 oD
00:00 o™
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2.4.4.3.Touch Screen Calibration

When the touch screen pinpoint deviates from actual position to a certain extent,

screen calibration could be performed “Touch Screen Calibration”. Follow the
instruction shown and click the Red Cross on the screen repeatedly to calibrate the

touch screen.

Screen Cursor Calibration
Point The Center Of Red Cross

Screen Cursor Calibration Screen Cursor Calibration
Point The Center Of Red Cross Point The Center Of Red Cross

Screen Cursor

Touch Point
Invalid. Screen
Calibration
Failed

Screen Cursor Calibration
Point The Center Of Red Cross

2.4.4.4 Factory Default
Click “Factory Default” to initialize the terminal to factory mode. This function
will empty all the setting and user information in the terminal. Please be

carefully to reset the terminal.

The following is “Factory Default’ll Page. Click “Factory default” to delete all

user information. After it the terminal is will restart.
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Factory Default

Restore factory default
will delete all users

Factory default Back

2.4.4.5. System version update
Click “System version update” can update system version through U-disk.

2.4.5.Info

The “Info” option will display terminal information. Such as users information, S/N,
Version, IP, Sub-mask, Gateway, Mac Address.

Capacity Info Product Info

S/N: 4610414003328
Users No. 0/400 Firmware Uer.: 3.5.4
Protocol Uersion: 1.5

.Face Num 0/108 Uboot version: U1.0.7

Pud Nom 0,400 Kernel version: U1.0.12

$ IP: 192.168.20.113

.Face Num /400 Sub-mask: 255.255.255.0
— 0/166000 Gateway: 192.168.20.1

_ Mac Addr: 00-72-11-10-F2-6F

Next Page Back Pre Page Back
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3. Webserver Software Instruction

Please ensure IP address of terminal is in the same LAN as client-end PC before
you run the software.

Please enter the IP address of terminal from IE, for example, the terminal IP is
192.168.0.218, please input Http:// 192.168.0.218 and click Enter, then login
Client-end software by User name and Password.

Note: The default IP of terminal is 192.168.0.218. The default user name is admin
and password is 12345. Pay attention: the name of ‘admin’ can’t change to any
other name.

3.1. Home Page

Face Recognition System

The administrator can set the Option, Network Setting, User Manage, Time
Attendance, Holiday Management and inquire records of attendance, attendance
statistic, etc. Through webserver software, the administrator can also perform
software upgrade, gateway reboot, password change, etc.

3.2. Option

In option page, you can set Access setting, Touch Screen Calibration, Data
Maintenance, Update Software and Reboot Device.
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Face Recognition System

Home page Option Network Settings User Manage Time Holiday Record Report

1/0 Input And Output

itch out W

1, Access Setting

In Access Setting, you can set Duration of Relay. You can set value from 1 to 15
seconds. Default is 3 seconds.

2, Volume

You can on or off the key tone and voice.

3, Shell Arm

You can on or off the shell arm and doorbell.
4, 1/0 Input And Output

You can switch out

5, Touch Screen Calibration

Activated the screen calibration mode

6, Data Maintenance

The face feature templates of the same person created by a different version
system are somehow different; it will put an impact on the actual recognition
performance. Regarding the switch of a different system version, “Data
Maintenance” function is provided. After software upgrade task, we recommend
user to activate “Re-extract Features” manually so that optimized performance is
ensured.

7, Update Software

Start TFTP server and put the software to be upgraded into the TFTP folder. Then
enter the IP address and the name of the software as Picture blow, click “upgrade”.

8, Reboot Device
Reboot the terminal
Tips: All current work will be interrupted when restarting about 1 minute, sure to

restart?
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3.3.

3.4.

Network Setting

Check and change the network, IP address, Subnet Mask, Gateway and DNS
Server.

Face Recognition Systea

Home page Option | Network Settings User Manage Time Holiday Record Report

i Static

192.168.20. 113
255. 255. 255.0
ub-nask

b-mask
MAC Addx

P -

192.168.20. 1

202.96. 134 133
x

)

User Management

Create new user, browse, edit and delete existing user.

Input work code or name then click “Search” can search user’s information.
Select file you want to import then click “import”. (Note: must be .csv)

Click “Modify” you can modify user name, ID and photo.

Click “Delete” you can delete user information.

Face Recognition Systea

Home page Option Network Settings User Manage Time Holiday Record Report
Please input work cord or name
Search New User
select the file(Note:must be .csv) -
(#5... ] —

Current Page: 1  Total Pages: 1 Total records:

Click “Add User”. Input user name and ID then click “Add”. "Empty” can clear your
input information. Then you can add a photo. You can browse in your computer to
pick one.
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Face Rocognition Systea

Home page Option Network Settings User Manage Time Holiday Record Report

3.5. Time Attendance

Set Duty on/off time setting, Late setting, Absent setting |

Tip: Noon break setting: before this time time is morning, or afternoon work

( meaningless if no night work identification ) Evening break setting: before this time
time is afternoon, or night work (meaningless if no night work identification) Date
split setting: before this time clock is OT, or normal work of the day.

Face Recognition Systea

Home page Option Network Settings User Manage | Time | Holiday Record Report

Duty on/off ti

Absent setting

120

OT setting

Date spli

5

his time time is morning, or afte;
af texnoon, or night work (meaning
the day
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Face Recognition System

Home page Option Network Settings. User Manage Time Holiday Record Report

Time & Attendance changed successfully !

3.6. Holiday Management

Set official holiday and extra holiday.

Pitch on the official holiday. Then click “save” to save setting.

Face Recognition System

Home page Option Network Settings User Manage Time Holiday Record Report

Official holiday setting

[ _Add holiday ||

Fortival mas cottine | on vine 1] perniion ]

EEEEER

<]

[ Seve [ cucor |

Click “Add holiday” can add extra holiday. Such as: Labour Day, National Day.

Input the festival day name and choose the date, then save. And also you can
modify or delete it.
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| ] http://192.168.20.113/modifyFestival.asp l

Festival name "

setting
On time [2015-05-11 i
To |2015-05-11 ]

Save | Cancel l

Face Recognition System

Home page Option Network Settings User Manage Time Holiday ification Record Report

Add Festival Successful

Back |

3.7. Identification Record

3.7.1. Maintain Identification Record

Inquire all identification records by time and date. Support conditional inquiry as per
Name, ID and Card No.

Click “Maintain Identification Record”, the following window will appear:

Choose the date you want to delete then input the user name or ID or card number.
Then click “delete” to delete the data.
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(Note: All records before this date will be removed.)

Face Recognition System

Home page Option Network Settings User Manage Time Holiday ’ Record Report

A8 recor A be removed

s before thiz date w -
2015-05-11 .

“-"—_
User 10 _
— ]

3.7.2. Identification Record query
Inquiry the records by date,Name, User ID or Card NO.
Input the information you want to query. Then click “Query”.
“Export Records” can help you to export records to your computer.

(Note: Data range is limited in a month.)

Face Recognition System

Home page Option Network Settings User Manage Time Holday Record Report

Name, User 1D, Carddo. | FromTime  2015-06-11 3 2015-05-11 (3 VS Success + 1 Query, Export Records

F
s
z

tame User ard Number Dept Dat ime Verification Scores tatus Photo

3.8. Attendance Record

3.8.1. Personal Attendence Roport
Inquire the records of attendance by Time, Name or ID No.
Click “Export htm TA Records” and save as .htm file.
Click “Export TA Records” and save as .CSV file.
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Face Recognition System
Home page Option Network Settings User Manage Time. Holiday Record Report
Name or User 1D FromTime  2015-05-11 T 2015-05-11 | Query ( Export hta TA report ] [ Export TA report

Face Recognition System

Home page Option Network Settings User Manage Time Holiday i ion Record At Report

et From  015-05-11 “dTe  2015-05-11 i Query [  Export htm TA report |  Export TA report |

On-Duty AN On-Duty AN Off-Duty PN Off-Duty PN

Lo LT a4 D Date Tine Status Tine Status

1 Andy 8713 Default 2015-05-11 =i HR =i NR

3.8.2. Daily Attendance Report

Inquire the daily attendance records of all employees.
Click “Export htm TA Records” and save as .htm file.
Click “Export TA Records” and save as .CSV file.
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Face Recognition System

Home page Option Network Settings User Manage Time Holiday Record e
Personal Attendance Report
Daily Attendance Report

Dt 2015-05-11

3.8.3. Monthly Attendance Record

Inquire the monthly attendance records of all employees. Support the inquiry of
personal monthly attendance statistic by Name or ID No. then Choose the month.

Click “Export htm TA Records” and save as .htm file.
Click “Export TA Records” and save as .CSV file.

Face Recognition System

Home page Option MNetwork Settings User Manage Time Holiday i ion Record Report.

Name or User 10 Croosemonth 2012 v yp 11 v juores Query [ Export htm TA report ] Export TA report |
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4. Background Management

4.1.

4.2.

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.

Log in System

Double click the icon [@] on the desktop to start the attendance background
management program. The log-in interface will pop up as follows:

. Ay
~ 5
N

Administrator: l v I
Password: l I
QK ] Qancel ]

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

System MR Management Attendunce Exception Data Maintensnce External Melp

2011-08-24 15:56:17 _ Adnin Fingerprint T8A unagenent Systen  Be True & Safe

The main interface includes three parts:
1. System menu: Include the whole function module & information

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

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

System

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

ai Administrators

Administrator’ s Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Ctrl+X

4.2.1.Parameters Settings

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

0 System parameters setting @
| Basic parameters | Stat. Rules | Leave class | Field definition
Basic info
Unit Name: |head office
Common Rule =
[
A workday count as 480 21 pinute shift expands two days

60 [ e, (@ Count as the 1st day
O Count as the 2nd day

[CJNot clock in count as late

@
[[J Not clock out count as early 60 ]| Minute
[re] Overtime Calculation
[onduy |9 ] min ealier clock-in count as overtimz 0
50 @ Normal Day
[ Off duty )] min later clock-out count as overtime

Weekend |0
[[] deduct the 'On duty X minutes earlier' o
Festival
[ deduct the 'Off duty X minutes later'

Basic parameters:

Unit Name: Set your company name, the default is “Head office”. Input your
company name that will be deemed as the head of departments list.

Common Rule:

A working day counts “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.

The minimum time that can be calculated as overtime before on duty time or after
off duty time.

The “X minutes” will be automatically deducted from the total overtime if you select
the item “deduct the on duty X minutes earlier/later”.

“Shift expand two days” is set under real condition.
Stat. Rules:
Click page [Stat. Rules], following shows:
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'o System parameters setting @

Basic parameters 5 Leave class | Field definition
Stat. ltems:
Stat. Rule

Late Unit Set
Early .
Business Leave Unit: | Day M
Leave
Absence Minirmum: | 1-0
Stay away
Overtime
Free Overtime Round-off control

O Round down

O Round up Round at total

® Round off [[] Accumulate by times

[ 0K ] [ Cancel ]

This page describes the stat. rules of items: Normal, Late, Early, Business Leave,
Leave, Absence, Overtime, Free Overtime.

Unit Set: Set the accounting unit and minimum time of stat time.

® 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.

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

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

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], following shows:

0 System parameters setting @

 class | Field definition

Basic parameters | Stat. Rules Le

g 8 &

Append Delete  Modify

Name Color ~

| 3 Administration Departs _ Leave Class: [Administration Department
R&D

Ll Show Color. | Il Red >
Indicating Symbol:
v

Add new leave class:

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

Modify leave class:
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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].

Delete leave class:

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

Field definition:

Click page [Field definition], following shows:

o System parameters setting @
Basic parameters | Stat. Rules | Leave class | Field definition
Field Name : b Input new field value:
Chinese
English
75} Append

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

4.2.2. Administrators

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

0 Administrator set @
4
EJ rx;\ </
Append Delete Modify
Name Administrator; Admin
>
Dept operable: @ Items operable: [z]

[V head office
v %D
v R&D
[V Sales
v PtD

! 5 The new administrator has a default password: 888888,

Append new administrator:

Click [Append]—input the name of new administrator in field of [Administrators],
select corresponding privileges below and click [Save] to finish adding of new
administrator. The default password of new administrator is 12345. 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 “Items 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.
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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.

4.2.3.Administrator’'s Password Set

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

0 Administrator modify password @

0ld P |
New Pwd:

Confirm Pwd:

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

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

Time Range
Depattment| {} head office v | Employee No. | Al v| Fom|201012-1 v || ooom

| To/20101216 v |/ 235359 ¢

Department Employee No. | Name Clocking Time State Modify type | Reasons Administrator

< >
RecordCount. 0

Select Department, Employee No. and Time Range and click [Search] and those
records which match the above condition will be displayed.
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#) Attendance record modification log

-
Sewdh Bestere Close
Deguwtment| § Hoad tice

Deparmert Stafler No
100

1000

<
Lecor Lot 0

Teve Range
Staller No. 43 ~ Fom B 31 ¥ 000N £ Yo 05 &9
Nwe Dheking T Se Madtyhoe  Ressors
209040218 000 Clock Out 284 f
20090402 08 000 Clock In oY) F
' 20000402 08 3000 Clock In Add f
' 20090802 120000 Clock Out Y] F cogpn
i 20090401 190000 Clock Out Add 7
) 20050601 08 00 0 Clock In Ass ]

cngettrg clock o
cogetirg clock ot
cngetng clock Vo

v cock o
g clock nou
cogetty) clock o

¥ DNN

Click [Close] to exit.

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].

4.2.5.Managing Log

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

oAd.-inisttator operation log

By B

Search Close

Administrator | All

1D Name
P Jadun
21 Admin

20 Admin

19 Admin

18 Admin

17 Admin

16 Admin

15 Admin

14 Admin

13 Admin

12 Admin

11 Admin

10 Admin

9 Admin

8 Admin

7 Admin

6 Admin

<

Time Range
From |HE- 314 +

Managing Time

2009-4-1311:53:48
2003-41311:53:30
2009-4-1311:51:47
2009-41311:49:33
2009-4-1311:44:10
2003413 11:43:21
2009-4-1311:42:38
2003-41311:41:53
2009-4-13 11:40:55
2009-41311:36:33
2009-4-1311:32:16
2003-41311:25:10
2008-4-1311:24:47
2008413 11:24:41
2009-4-1311:24:21
2003-41311:23.08
2009-4-1018:01:08

0:00:01 <

Remark

Operating system parameter settings
Operating system parameter settings
Operating system parameter settings

Operating system parameter settings

Clear the data before " 2003-03-01 "

Operating business leave/leave
Operating business leave/leave
DOperating business leave/leave
Operating business leave/leave
Operating festival/holiday settings
Operating system parameter settings
Operating system parameter settings
Operating system parameter settings
Operating system parameter settings
Link the database to

Operating system parameter settings

Operating system parameter settings

To 2003- 413 v | 235353

- [BX]

>

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.

4.2.6.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

'E Datsbase connecting failed, Please collocate the datsbase again
.
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Click [Database linking] in system menu, the following springs.

B Data Link Properties @
Provider |Connection | Advanved | All

Specify the following to connect to Access data:
1. Select or enter a database name:
E:\Test\Backgroup management\Att2003. mdb
2. Enterinformation to log on to the database:
Username:  |Admin

Blank password  [] Allow saving password

Test Connection

[ ok ][ Cancel J[ Help ]

Input the database name or click the =1 button to select the correct database file.

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

4.2.7.Exit System

4.3.

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

Please make sure ... @

\‘.:/ Are you sure to exit?

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

HR Management

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

b Department Management Ctrl+D
e Employees Maintenance Ctrl+G

4.3.1.Department Management

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

Append
Departments List

B
a8 A0
&8 Rt

Input the new department name
88 Sales

88 Pip
A

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

‘When deleting a department,
Employees of the department will be
move to head office automatically!

Being Selected Dept
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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 ...

?/ Are you sure to delete thiz depertaent?
-

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.

4.3.2.Employees Maintenance

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

#) Exployee Naintenance

B headoffice Search Employees &
38 A EmployeeNo. / |Name | Department | Posiion EmployDate | Telephone |Addiess | Sex |Language |Comment |CardNo. |Mobie
88 Sales 8102 head office
28 P10 > 8108 head office

P >
Employees Information | Ervoll Fingers

Attendance Set
Eaployee No. [B108 Name CaidNo

Sex . Language > Bithday [ Calculate Attendance

Education v Speciaty ~ Posiion Calculste Overime

Rest On Holiday

v
Telephone Mobie Employ Date ] v
D No. Comment Martal Status *

v

Address User Type | Normal User GroupNo. |1 v

RecordCount: 2

Employee's adding:

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

Note:

"«

1. The items (“Calculate attendance”, “Calculate overtime”, “Rest on holiday”) below
“Attendance Set” are 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
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[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:

o Employee Transfer @

Select the department to transfer:

B
a8 a0
383 R
88 Sales
88 PtD

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

Right-click on employee list and the following window pops:

Employee No. / |Name | Department | Posiion | Employ Date | Telephone | Address
I

8108 K Select ALl Ctrl+h
Cancel All Ctrl4Z |

Export Data

% all columns v Hame

v Department
v Position

v Employ Date
v Telephone
v Address

v Sex

v Language

All displayed fields in employee info list can be defined through submenu of
“Column”. Meanwhile, the modification will take effect and be saved.

Click [Show all columns] to display all fields in the list.

Click [Export Data] and following window will prompt:
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Save As m@
Save in (3 Backeroup managenent v
=
J D
@
A~
48
o
«
o
e
File pame. Ce=)
Save as hp [Ccancer )

Please select your target directory of your export, file format (txt or xlIs) 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.

4.4, Attendance Management

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

Holiday List

TimeTable and Shift Ctrl+B
¥ Staffer Scheduling Ctrl+P

Attendance Record

lé Attendance Calculating and Report Ctrl+R

4.4.1.Holiday List

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

# Holiday List 3]
V
O
Append Delete Hodify cel
Name Start Date | 2003- 416 v Days 3 (4]
Holiday Name Start Date Days
[ ey Dy 20030501 3

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.

4.4.2.Timetable and Shift

The relationship between shift and timetables:

Shift setup should be done in two steps: First, setup necessary timetables. Second,
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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.

o TimeTable and Schedule Naintenance @
Timetable Maintenance | Shift Maintenance:
) »
ATEYE
Append Delete Modify

Timetable Name | On Duty Time Off Duty Time ~ Timetable Name |Dav
» 17:00

morning 0400 1200 OnDuty Time 0800

aftemoon 12:00 20:00 17:00

right 2000 04:00 Wi

Begin Clock-In Time 07.00

End Clockn Time |13:00
Begin Clock-Out Time 16:00
End Clock-Out Time | 20:00

5

Late eror allowance Minutes

5 Minutes

Early eror allowance
Count As Workday ||
Count As WorkTime | 480 Minutes

Must Cn Must C-Out
v [ Free Time []OT Time

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.

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”,
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[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.

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 note there
should be no blank left.)

Shift Maintenance

Click [Shift Maintenance] and the following window pops up:

Timetable Maintenance || Shit Mamtenance |
EJ ,ﬁ;\. » _;;
Append Delete Modify
Shift Name -~
doychit Shift Name |day shift Cycles |1 3] Cycle Unit| Week v
three shift
|
Date Timetable 1 Timetable 2 ITlmeTable3 ITmeTabled
Sunday
Monday Day

Tuesday Day

Wednesday Day
Thursday Day
Friday Day
Saturday Day

Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:
normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables
and time range required in this shift in the springing window. For instance, select the
timetable — Day shift and select from Monday to Friday and then click [OK], back to
this window and click [Save] to complete. (Please refer to the example for details.).
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# Add Shift Timetable 3]

Choice a timetable: Choice the date: Can

Timetable ... |On Duty Ti... Off Duty Time A Sunday
Qoay [03:00 e Mondey

moming  04:00 1200 ¥ Wednesday

afternoon  12:00 20:00 ¥ Thursda

: v
night 2000 04:00 .
v
< >
o | cancel |

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

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:

o TimeTable and Schedule Naintenance @

Timetable Maintenance || Shift Mamntenance |
TEY
Append Delete Modify
Shift Name A
P day shitt Shift Name | [XERTET Cycles |3 3] Cycle Unit Week v
| I
Date Timetable 1 Timetable 2 |T'meTab‘e3 [TimeTableA -
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday
™ - . v

Step2

Add corresponding working hour timetable in accordance with “Cycle”: first week
(morning shift, from Monday to Friday)

Click [Add] and the following window pops up:
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# Add Shift Timetable X
Choice a timetable: Choice the date: Oan
Timetable ... | On Duty Ti... Off Duty Time A Sunday ‘Wednesday
Day 08:00 17.00 v Monday Thursday
d v Tuesday Fiiday
[§ morning 0400 [1200 V| Wednesday Saturday
aftemoon  12:00 20:00 ! Thursday
ight 20.00 04:00 Y
g Saturday
Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
v Monday
< > Tuesday
OK | Cancel |

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 X
Choice a timetable: Choice the date: Clan
Timetable ... | On Duty Ti... Off Duty Time A aundday %&dndesday
onday ursday
Day - OB:UU 17: 00 Tuesday Friday
moming  04:00 1200 Wednesday Satuday
» 1200 20.00 Thursday
night 20:00 04:00 Fiiday
Saturday
Sunday
v| Monday
v Tuesday
v Wednesday
| Thursda;
v
Satuday
Sunday
v Monday
< IS Tuesday
o« | Concel |

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 3]
Choice a timetable: Choice the date: Oan
Timetable ... | On Duty Ti...| Off Duty Time A Sunday v Wednesday
Day 0800 17:00 Monday V. Thursda
. x y Tuesday v
moming | 04:00 1200 Wednesday Saturday
aftemoon  12:00 20:00 Thursday
> 20:00 04:00 lens -
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
7 v Monday
< 5 v Tuesday
0K | Cancel |

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):
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#) TimeTable and Schedule

aintenance

Timetable Maintenance || Shift Maintenance |
Append Delete Modify
Shift Name A
bl day shit Shift Name |thiee shift Cycles 3 3] Cycle Unit| Week v
[ > I
Date Timetable 1 Timetable 2 |T‘meTable3 IT'meTabled ~
Tuesday morning
Wednesday  [moming
Thursday morning
Fiiday morming
Satuday
Sunday
Monday aftemnoon
Tuesday aftemnoon
'Wednesday aftemnoon
v - - v

X

4.4.3.Employee Scheduling

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

# Enployee Scheduling - BX
(™,
& 8
Select ALl Select None | Arrange Shift
) head office Search Employees &
Employee No. Name Depatment shit -
» [102 head office ]
8108 head office
v
Time Range

Fiom (20101216 v

To 20101216 %  Del. Temporary Add Temporary

W B EE R

Date |Timelable1 |TimeTabIe 3 ITineTahIe 4

|Timetahle 2

1216 Thursday. I

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

[Arrange], the following window appears:

# Staffer shift maintenance 3]

Shift List: Shift Timetable:
Shift Name | Cycle quantity |4 [Date Timetable 1 Timetable 2 Irimeraue 3 |TimeT able 4 I
>
thiee shift 3| |Bumdas
Monday Day
Tuesday Day
‘Wednesday Day
Thursday Day
Friday Day
Saturday Day
v
< >
. The current shift schedule:
ULl Shift name Beginningdate | Ending date
» 2003-04-01 2010-04-01
Beginning| 20090401 v
Ending| 20100430 v
5 Add S8 pel oK Cancel
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Add a new shift:

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

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 ...

\?# Are you sure to make temporary shift schedule to the selected Employees from 2010-12-01 to 2010-12-167

Click [OK] and the temporary scheduling can be operated. Then click [Add] and the
following window will pop up:

¥) Add a temporary timetable

Select the timetable to add Select the dates Can
Timetable... | On-duty time | Off-duty tme] & 04-12Sunday

»
night 20:00 05:00
morning 08:00 12:00

v

[ ox ] [ concet ]

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;

4.4.4 Attendance Records

Click [Attendance Records] in [Attendance] menu, the following appears:
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#) Search Employee’ s Attendance Record

= 2 e,
< 9 =
Search Report Export Modify Log
Time Range

Department Employee No. Name Date Time State

Depatment | {} head office v | Employee No. | All ¥ Fom[E@1216 ¥

Location ID

0:0001

To| 20101216

‘WorkCode

v

- BIX)

235959

v

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.

o Search Employee’ s Attendance Record

v 00001 T

Location ID

‘WorkCode

To| 20101216

R e R - o N R N o N N N o e N N =)

v

235959

3

-

By C Y =B

& _0] =

Search Report Export Modify Log

Time Range

Department| {f head office + |Employee No. | All ¥ Fom 201012 1
Department Employee No.  Name Date Time State

3 8103 Micheal 20101203 08:53.00
head office 8103 Micheal 2010-12-06 08:53:00
head office 8103 Micheal 201012:06 18:03:36
head office 8103 Micheal 2010-12-07 08:53:00
head office 8103 Micheal 20101207 18:03:36
head office 8103 Micheal 2010-12-08 08:53:.00
head office 8103 Micheal 2010-12:08 18:03:36
head office 8103 Micheal 2010-12-03 08:53:00
head office 8103 Micheal 2010-12:0318:03:36
head office 8103 Micheal 2010-12-10 08:53:00
head office 8103 Micheal 20101210 18:03:36
head office 8103 Micheal 2010-12-13 08:53:00
head office 8103 Micheal 201012-1318:03:36
head office 8103 Micheal 2010-12-14 08:53.00
head office 8103 Micheal 20101214 18:01:35
head office 8103 Micheal 20101215 08:53:00
head office 8103 Micheal 2010-12-1518:0552
head office 8103 Micheal 2010-12-16 08:53.00
head office 8103 Micheal 20101216 17:59.52
head office 8108 Lizzy 2010-12-01 08:56:00
head office 8108 Lizzy 20101201 18:12.00
head office 8108 Lizzy 2010-12-02 08:56:00
head office 8108 Lizzy 2010-12-0218:12:00
head office 8108 Lizzy 2010-12-03 08:56:00

RecordCount: 75

Attendance record report form preview:

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

get the report form automatically.
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7 Preview

tox: & AR X

Head office attendance record report

2009-04-01 To 2009-04-16

i Jake Chen 8001 2009-4-1017:04:34__| Clock Out 2009-4-77:45:16___| Clockn
2000-4.1723.05 | Clockin 2000-4-137:35:46__| ClockIn 2009-4-717:14:20__| Clock Out
200041170059 | Clock Ot 2009-4-1317:27:06__| Clock Out 2009-4-87.08:12___| Clockin
20094274535 | Clockin 2009-4-147:0612__| ClockIn 2009-4-87:24:53 | Clockin

200942170516 | Clock out 2009-4-14 17:16:25__| Clock Out 2009-4-817:20.05__| Clock Out
20084375212 T 2009-4-157:46:58__| ClockIn 2009-4-97:49:52___| Clockin
200043170154 | Clockout 2009-4-1517:08:53__| Clock Out 2009-4-9751:56___| Clockin
20004474354 Clockin 2009-4-16 8:00:59__| ClockIn 2009-4-98:02:15 | Clockin
2009-4-6 7:38:36 ClockIn Count: 27 2009-4-917:11:24 Clock Out
o= 2009-4-107:4519__| ClockIn
2009-4-617:08:42__| Clock Out
20004774516 | Clockin R6D) King Jinfi7 8103 2009-4-1017.04:34__| Clock Out
WEETEVE 2008-4-1 7:23:05 Clockin 2009-4-137:35:46__| Clockln
2009-4-717:14:20__| Clock Out =
2009-4-117:00:59__| Clock Out 2000413172706 | Clock out

2009-4-87:08:12 ClockIn

2009-4-87.2453 | Clockin 2000V, 2i7:6 SORRINCloc T 2009-4-147:06:12__| Clockn
3-8 17.20; 2009-4-217:05:16 | Clock Out 2009-4-1417:16:25__| Clock Out
2009-4-817:20.05__| Clock Out —
-4-97.49. 2008-4-37:52:12 | Clockin 2009-4-157:4659 | Clockn
2009-4-97:4952 | Clockin —
2009-4-97:51:56 | Clockin 200926 317:01: 548 Clockioul 2009-4-1517:08:53 | Clock Out
-4-98.02; 2009-4-47:43:54 | Clockin 2009-4-16 8:0059__| ClockIn
2009-4-98:0215 | Clockn 0094573595 olackin
2009-4-917:11:24__| Clock Out — Count: 27
TRl ool 2009-4-617:08:42__| Clock Out
i e 0Tt ABRIC oot 2009-4-7 7:45:16___| Clockin P&D Mark Simth 8105
S RlTCEe 2009-4-717:14:20 | Clock Out 2009-4-17:23:05__| Clockin
ST el CeR O 2009-4-87:08:12 | Clockin 2009-4-117:00559__| Clock Out
T T 2009-4-87:2453 | Clockin 2009-4-27:45:35___| Clockin
2000414 17' 6'25 Clock Oul 2009-4-817:20:05 | Clock Out 2009-4-217:05:116 | Clock Out
ool ICeKin 2009-4-97:49:52 | Clockin 20094375212 | Clockin
2006415170657 T Clock oot 2009-4-97:51:56__| Clockin 2009-4-317:01:54__| Clock Out
N ek 20N9-4- NI 1A Clark In I0NA-4-4 74354 Clnrk In

Attendance records exporting

If the user needs 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.

4.4.5.Attendance Calculating and Report
Inquiry of report form:

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

# Attendance Calculating and Report

s ®
L) =
Calculate Report Export Exception
Time Range

Depalmlm headoffice | Employee Al v|  Fom|0012 1 | [ 00001 2] To[amo1216 v [23sass @
Attendance Exceplions | Shift Exceptions | Other Exceptions | Calculated Items |

Department | Employee No. Name Date Time State Operation | Exception Desc...|  Timetable Check WorkCode | A
»

v

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
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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.;

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

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

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

Working hours in the report="Actual” -"Late”-"Early”-"Out”
Exceptions of attendance records dealt with:

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

#) Attendance Calculating and Report - BX
By O 9 =
Celculate Report Export Exception
Time Range
Department| § headoffice | Employee| Al v|  Fom[20012 1 | [ 00001 3] To[amo1216 v [23sese &
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated Items
Department | _Employee No. Name Date Time State Operation | Exception Desc...| _ Timetable Check  |WoikCode | &
p [head oifice G108 Nomalrecord  Day i
head offce 8108 20101201 181200 Clock Out Nomalrecord  Day 0
headoffice 8108 201012.020856:00 Clock In Nomalrecord  Day 0
headoffice 8108 20101202181200 Clock Out Nomalrecord  Day 0
headofice 8108 20101203 0856:00 Clock In Nomalrecord Dy 0
headoffice 8108 20101203 181200 Clock Out Nomalrecord  Day 0
headoffice 8108 20101206 0856:00 Clock In Nomalrecord  Day 0
headofice 8108 20101206 181200 Clock Out Nomalrecord Dy 0
headoffice 8108 20101207 08:56:00 Clock In Nomalrecord  Day 0
headofice 8108 20101207 181200 Clock Out Nomaltecord  Day 0
headofice 8108 20101208 0856:00 Clock In Noimaltecord Day 0
headoffice 8108 20101208 181200 Clock Out Nomalrecord  Day 0
headoffice 8108 201012.090856:00 Clock In Nomalrecord  Day 0
headoffice 8108 20101209 18:24:00 Clock Out Nomalrecord  Day 0
headofice 8108 20101210 08:56:00 Clock In Nomalrecord  Day 0
headoffice 8108 20101210 18:24:00 Clock Out Nomalrecord  Day 0
headoffice 8108 20101213 085600 Clock In Nomalrecord  Day 0
headofice 8108 20101213 182800 Clock Out Nomaltecord Dy 0
headoffice 8108 20101214 0856:00 Clock I Nomalrecord  Day 0
headofice 8108 2010214183200 Clock Out Nomalrecod  Day 0
headofice 8108 2010-1215.08:56:00 Clock In Nomaltecord Dy 0
headoffice 8108 20101215 185600 Clock Out Nomalrecord  Day 0
headofice 8108 20101216 0856:00 ClockIn Nomalrecord  Day 0
headoffice 8108 20101216 1856:00 Clock Out Nomalrecord  Day 0
headofice 8102 20101201 030000 Clock In Nomalrecord  Day 0
v

R ” o«

We will see such mistakes as “state mistake”, “invalid record”, “repeated record”, etc.
are described. (If we revise to write down, click the right key and springs the

Department Emplopee No. Name Date Time State Operation Exception Desc. Timetable Check ‘WorkCode
head office 8108 20101201 08:56:00 Clock In Normal record Day 0
head office 8108 20101201 181200 Clock Out Normal record Day 0
head office 8108 20101202 08:56:00 Clock In Normal record Day 0
head office 8108 2010120218:1200 Clock Out Normal record Day 0
head office 8108 Ex } Normal record Day
head office 8108 Create report for current grid Nomaliscod Bl 02
head office 8108 Clock in 3y

head office 8108
head office 8108
head office 8108
head office 8108
head office 8108
head office 8108

Del
elected CtrltZ
Ctrlss

Change filter »
Coluans »

cococoocooococoocooocooocooo

Show all coluans

head office 8108

head office 8108 20101210 18:24:00 Clock Out
head office 8108 2010121308:56:00 Clock In
head office 8108 2010-121318:28:00 Clock Out
head office 8108 20101214 08:56:00 Clock In
head office 8108 20101214 18:3200 Clock Out
head office 8108 2010-121508:56:00 Clock In
head office 8108 2010-121518:56:00 Clock Out
head office 8108 20101216 08:56:00 Clock In
head office 8108 20101216 18:56:00 Clock Out
head office 8102 2010-12:01 03.00:00 Clock In

following menu):
The definition of each option as follows:

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

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

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

[Delete selected]: Mark the record as manual deleting, deleting when save it;
[Cancel operation for selected]: Cancel revision to this record;

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

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

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

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

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 current grid

Filtering Record 4
Columns »
Show all columns

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

Export Data

Create report for current grid

Columns 4
Show all columns

The operation is the same as stated above.
Report:
Click [Report] and the following menu will pop up:

Attendance Report
Daily Report
General Report
Exceptions Report

Create a Report For Current Grid

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

Head office attendance record report
20090401 To 20030416
AGMIIATON )y o Chen 8001 2009-04-1017:04:34 Clock Out 2003-04-07 17:14:20 Clock Out
20030401 072305 | ClockIn 2003041307.3546__| ClockIn 2003040807.0812__| ClockIn
20030401 17.0053__| Clock O 2009041317:27:06__| Clock Out 20030408 07:2453__| Clockn
2030402074535 | Clockin 20030414 07061 Clock In 2003040817:2005 | Clock 0wt
2005040217.0516 | Clock Ot 2030414171625 | Clock 0wt 2003040307:4352__| Clockin
20030403075212__| Clockln 2030415074659 | ClockIn 2003040307515 | ClockIn
2003040317.0154__| Clock 0t 2090415170853 | Clock Out 2030403080215 | Clockn
20030404 074354 __| Clockin 2030416080059 | ClockIn 2003040917124 | Clock Ot
2003040607.383 | ClockIn Count 27 2003041007.4519__| ClockIn
20030406 17.0842__| Clock O = =n o 2003041017.0434__| Clock 0wt
20030407 07.451 ClockIn F os0i0 0735 Codin 2003041307.3546__| Clockin
20030407 17:1420 | Clock Out 0050607175055 Tk D 2003041317.27:06__| Clock 0wt
20030408 07.08.1 ClockIn 00506020745% | Gk 20030414 07.0612__| ClockIn
20030408 07:2453__| ClockIn 05080317051 T B 2030414171625 __| Clock 0wt
| 2090408172005 | Clock Out 2090403075212 | ClockIn ﬁz::‘l’; ;g ;":ﬂ'"
2003.04: Mfz x:: | L9040 170154 | Clock Out 20050416.06,0059 ClockI:
= 2003-04-04 07:4354 Clock In —
2030403080215 | Clockn e R T Count: 27
2005 04051731124 B [Clock OUA 20030406170842__| Clock 0wt PeD Mark Simth_ 8105
20080710 074519 S M Cock- 20090407 07:4516__| ClockIn 20090401 07:2305__| ClockIn
200804101204 Il clock Ol 20030407 171420 __| Clock Out 20030401 17.0053__| Clock 0wt
2030413073548 | Olock In 2030408070812 | ClockIn 2003040207:4535 | Clockn
2005 04 1317:22. 06 BRI ook Ot 20030408 07:2453__| ClockIn 2030402170516 __| Clock Ot
2005 04:14 07:06 1288 [ 0hoo I 2009040817:2005__| Clock 0wt 2030403075212 | Clockln
2003 04141715 25 MBI Clock Ol 2003040307:4352__| ClockIn 20030403 17.0154__| Clock Ot
2003:04:15 07:%6:53 M | R ClocK I 2003040307515 | ClockIn 20030404 074354 | Clockin
2008 041517:06.59 B | Clock Ot 20030403080215__| ClockIn 20030405 07.383 | ClockIn

ti: sE& A X
head office Employee daily report

20101201 To 20101216
[Name. No. JorJo2osos]osos[or[osJos[ro[m[r2[3]ne[is[s[r7re[us[]ar [2[n[au]zs[as]z][s]a]0]n
lhead office
oy e T/T/7/0 T T/Tel 0 0 T T T/0 077/ L T T T T T T T T T T T TTT
[Michea! lﬂ'_mlllll-l I 2 72 2 2 N 2 2 2 2 N N A I
iz (G N2 72 2 N 2 2 A7 R 2 A 2 N N A

Remark/Normal >late <Early -Absent [NoCin JNoC-Out ‘Rest +Overtime BLBusinessleave Lleave

2101217151319 1

[General Report]: Calculate all employee’s attendance items such as “normal”,
“actual”, “late”, “early”, “absent”, “overtime” etc;
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to: & # X

head office attendance stat. total report

20101201 To 20101216

[Nome E.T"IDWIWIMILMIEWI OT [ FieeOT | Out | BL | Leave | NAn | N/Ow | WTime | AtRate
No | Day | Day | Day | Minue | Minte | How | How | Mite | Day | Doy | Times | Times | How | %
lhead office
e T ol g I I I [ I I I I [ s s
[Miches foos T ol w1 | | | I I I I I [ s
08

=

TablingAdmin 0101217152025 1

[Exceptions Report]: Calculate employee’s “out”, “overtime”, business leave/

personal leave” etc;

72 Preview

tox SE& # X

head office attendance exceptions report

20101201 To 20101216

[Name No. | Date & Time [ Excepiontype | Worklong | Remark

lhead office

judy [e102 Jo0101204 180000 20101205030000 | Freeoveime | 150000 |

[udy [e102 Jo0101207 102300 201012071356:00 | Businessleave | 033300 [t

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

example: Attendance Report
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7 Preview

head office exceptions of shifts report

Eaployee
0.

Depn:tlen Fame

Date Timetable On Duty

head office [Judy 8102 Day 2010-12-01 09:.00
head office_|Judy 810 Day -12-02 09!
tﬁ office | Judy 610 Day
head office _|Judy 10 Day
head office  [Judy 810 Day
head office _|Judy Day
head ofice _|Judy Day
|Judy Day
Judy Day
[Judy Day
Day

[udy
head office [Judy

head office _[Micheal
head office  [Micheal

head office Micheal

office_|Micheal

office |Micheal 810z
hea Lizzy E{
heas 81

head office _|Lizzy 810

ti: SEHE MK X

0ff Duty Clock In Clock Out Late Early OverTime
2010-12-01 17:30 [2010-12-01 09:00:00 _[2010-12-01 18:00:0C
-02 2010-12-02 09:00:00 _[2010-12-02 18:00:0C
-03 -0309:00.00 [2010-12-03 18:00:0C
12010-12-06 2010-12-06 09:00:00 |2010-12-06 18:00:0C

2010-12-07 17:30 I2EI1IJ»12-U7 08:00:00 |2EI1IJ»12-U7 18:00:00

2010-12-13 17:30 2010-12-13 09:
2010-12-14 17:30 ]27]10-12-1409'00!20 2010-12-14 18:00:00
2010-12-1517:30 2010-12-15 09:00:00 |2010-12-15 18:00:00
-12- i 2010-12-16 09:00:00 _[2010-12-16 18:00:00
2010-12-01 08:53:00 |2010-12-01 18:03:36
[2010-12-02 08:53:00 [2010-12-02 18:03:36

-06 08
-07 08!
e
-09 08!
-10 08:53:00 (201
-13 08:53:00 _[201
-14 08:53.00 (2011
-15 08:53:00 _[201
-16 08:53.00 (2011
-01 08:56:00 (201
02085500 |01
-03 08:56:00 [2011
-06 08:56:00 _[201
-07 08:56:f 2010-12-07 1
.08 06:56:00_|2010-12-08 1
Pn1n.17.na 17-3n n1n.1%.0a na-sR-nN_1HN1N.12.09 18-

I i i i - Py

T

Print Report:

Toolbar of report preview is as the following picture:
o =EHES #& X

T 100 Adjust the ratio of preview content;

4

& Open the existing report file;

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

= 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”.

é Print Report;
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4.5.

X

Data Export:

Click [Export] and the displayed data of grid in the current window will be exported
to afile (*.txt or *.xlIs). It has the same function as [Export Data] when right clicking in
each grid.

Close Preview

Exceptions dealt with:

Click [Exception] and the following menu will pop up:

Append Record
Late/Early 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.

Deal with Exceptions

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

Away On Business/Leave Ctrl+L

Append Record Ctrl#
Append Record Collectively
Dealing With Collectively Late/Early

4.5.1.Away on Business/ Leave

When the employee can't punch in/out because of going out on business or asking

for leave, in order to guarantee the exactness of the final statistics, we should make
these settings through this function. Click [Away on Business/ Leave] in [Exception]
menu, the following interface springs:

oElployee Be away on Business & Asking for Leave

) > - 3
Y LEER
Append Delete Modify Search Report

Department & head office Time Range
Beginning Time | 20101217 v | 80000 <
Emploee No. | XN
Ending Time 20101217 v 173000 <
Leave Type
Reason
Depaitment | Employes No. | Name Begining Tine Ending Tine Loave Tye | Reason
>
N >

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.
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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].

4.5.2.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:

o Append record

Depatment | B head office

Employee No.
State

Record Time | 20101217 v || &00:00

P

v
v
v

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

4.5.3.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:

oAppend record collectively S]
Departments lst: Employees list Clan 'z
Employee ... Name ~ L]
48 AtD » When Employees can not clock-in or
48 R0 clock-out for some reasons, You can
88 Sales add the massive clock-in or
28 PD clock-out record here.

You can use the Ctrl key when
selecting many Employees;

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

State: | Clock in v

Recod Time: | 20101217 | 80000 3

v

0%

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

4.5.4.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:
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#) Dealing with collectively Late/Early 3]
Dealialy Employees list CJan
® Coming Late O Leaving Eatly
Employes No. | Name ~
Ignore clock in record P Ty ]
8103 Micheal
From| 20101217 v|[somo0 2 8108 Lizzy
To 100000 %

The modified clock in time
20101217 v || 7:50:00 s

Search Employees
@Depatiment | head office v

O shift Normal 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 “The modified clock in time”

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

6. Click [OK] to confirm.

4.6. Data Maintenance

Click [Data Maintenance] on the main menu, following springs:
W Inport Employee List Ctrl+Y
Import Attendance Record Ctrl+Il

Clear Obsolete Data
Compress Database

B Bacloup DataBase

Initialize System

4.6.1.Import Employee List

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

#) Import Employee List 3]

Select a file to import

File: E]

Failures in importing:

(o ] [ ooe ]

Click [ to select the personnel list file for importing.
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Open E]E]
Lookjn (0 Backeroup sunagenent v 2 @
~
J D pncde
......
=/
g
Wy Conputer
3
,,,,,, -
of ype: Cancel

Select the right file which can be in *.txt or MS Excel (*.xIs) formats, then click
[open]to get back to above window, click [OK] to start!

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

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’t be changed.

4.6.2.Import Attendance Record

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

o Import Attendance Record @
Select a file to import
File D

Failures in importing:

[ ] [ gose ]

Click [ to select the attendance record file for importing, and click [OK] to start.

4.6.3.Clear Obsolete Data

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

#) Clear The Obsolete Data

Select the end date

Before: | HIE- 317 v

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.

65



NANVI2
Inteligent. Securiy User Manual

Note: you can only clear the data of one month ago.

4.6.4.Compress Database

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

4.6.5.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.

4.6.6.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.

4.7. Device Management

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

nece Device Management [B,C953

Connect To Time Attendance Device l

4.7.1.Connect to Communication Management Software

Click [Device Management]-[Connect to Time Attendance Machine], the system will
prompt the communication interface between the software and the time attendance
machine, control the current machine which connected with the computer, also can
collect the records from the machine, upload and download employee information
and fingerprint templates, or clear the old data on the attendance machine, modify
the time on the machine. More details please reference the [Communication]
chapter.
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@H,:wm P

Communication Nanagement Softvare V4.0.2
Unit Buaagenent | Becord Swpervision

Iaployees Nusagment  Becord Nusagment U Disk Rusagnent

28 Q 9, v OO @ &
M Modify Dulete Spchremize | Tasisl  Ring  Tise rooefGrow | Dowslosd  Delesd | Backy  Rerwe
Wit Gt bt tise praete wtting  settisg er record ol vecord | Baployees Dopleyees
Temizal Ruagreat Yait Rusageneat
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5. Data Communication

Select [Start] - [All programs] - [Intelligent Management System] - [Communication
Management Software], the main interface will show as following (default password

is empty):

[] @ ) Engish B - Communication M Soft [E=YEN =

=\ \ ‘ Englis = n g V4.04
Device Management Record Supervision E it Record N U Disk Mar
Add  Modify Delete Synchronize Device Download  Download Backup Resume
Device Device Device time parameter new record  all record Employees Employees
Devices Managment Device Management

[=- All Groups

Groupl

Group2

Group3

Groupd

GroupS

0% r

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

System Logining

Management P\WD: I:'

oK Cancel

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

) ¥ronc adnin password you have 2 hances to ey aguin
&/ Flease enter (% ot e

Click the button [OK]. And then try to enter the correct password.

5.1. T&A Machine Management

5.1.1.Add Unit
Click the button [Add Unit]. Following windows pops up:
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Terminal Nanagement @
Device Type
DR Tl - acial Verify FacePass v
Terminal Info

Communication Parameter
Terminal No. [1—
Device ID '1— IP address ﬁ
[Check Device ID from the device menu) Comm PWD [—'

Device Name [1— [7
CommPot 133302
Device Group m

T8A status | Feal status v

oK | Cancel |

Facial Verify FacePass Pro

Device Type: There are two device types one is Fingerprint/Card Verify, the other is
Facial Verify FacePass Pro. Please pick a device type and select.

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

Device ID: Device ID is the uniquely identification for management software. Please
set it differently.

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”.

IP address: The FacePass Pro terminal’s IP address.

Comm PWD: It is the FacePass Pro terminal’'s management password.(Default
is :12345)

Comm Port: The FacePass Pro terminal’s TCP/IP communication port. Please
check the port number in the terminal.

Notice: Create FacePass Pro terminal must input correct IP address, terminal
management password and Communication port.

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

G]. |

(m=xm), Please move the cursor to the terminal icon it displays as follows:

e N

Terminal Number: 1

Device Name: 2

Device ID: 2

Communication Method: USB

Connection State: Abnormal
o J/

The connection state should be normal. So please do communication operation with
machine (i.e. Synchronize time). When connection state is normal, terminal icon will

H
become blue (‘).
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5.1.2.Modify Unit

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

= Terminal Nanagement @

Device Type
DR Tl F acial Verify FacePass v
Terminal Info —
Communication Parameter
Teminal No. |!
DeviceID | IP address l—
[Check Device ID from the device menu) . li
Device Name |! ,7
Comm Port 33302
Device Group [G'OUN—ZI
T8A status WZ'
0K | Cancel |

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

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

System prompt

3/ Already have the machine number and the device ID

Click the button [OK] to set the Unit information again.

5.1.3.Delete Unit

Choose the T&A unit and then click the button [Delete Unit]. Following message box
pops up:

Please confira...

9 This operation will deal with the selected machine:
\./ 1 [Headoffi ce]
Are you sure to continue?

Cancel

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

5.1.4.Right Key Menu

[

Select terminal icon m=EE right click and perform the menu:

& Select All
@ Reverse Selection

Device information

[Select All]: Select all the terminals.

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

Click “Device information”, display device information as follows:

Device Information

User Number li]

Password Number

New records Number l .

Total records Number |2

Firmware Version I2. 28

Davice SN [05801 00013400002
Retrieve Cancel

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

5.1.5.Synchronize Time

Synchronize the terminal’s time with the computer time. Click the button
[Synchronize Time]. Following message box pops up:

Please confira...

eration will deal with the selected machine:

continue?

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!

5.1.6. Terminal Parameter Settings

Click the button [Terminal Parameter]. The [Terminal parameter settings] interface
pops up:
The “Initialize unit” and “Clear record” function suit for the FacePass terminal.
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. |: Device Parameter Settings &
Matching Precision :]'
Record Alarm Threshold Value(0-5000) Sleep time(0-250 minute)
Time Period between Repeated Clocking(0-250 minute) Volume(0-5)
Intelligently Update FP Template :]' Date format :l'
Workcode Prompt = Time format =l
Ring Function :]'
‘Wiegand Mode :]'
Fixed Wiegand Area Code(0-254)
Lock Relay Time(0-15 second)
Door Contact Alarm Delay(0-250)

FacePass device without above functions.

Initialize Device | Clear Device | |

[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 confira...

€ ) This operation will deal with the selected machine:
\./ 1[Headoffice]
Are you s

ontinue?

)] | BCencel

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!

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

Please confirm...

@) This operation will deal with the selected machine:
\3) 1 [Headoffice]

Are you sure to continue?

7] Cenca

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] Initialization successful!

5.1.7.Download New Record

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

Please confira...

@) This operation will deal with the selected machine:
\./ 1[Headoffice]
Are you s

ure to continue?

] cenca

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

5.1.8.Download All Record

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

Please confira...

@) This operation will deal with the selected machine:
&/ iDesdoffice]
Are you sure to continue?

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

Following information shows on the main interface:

[2009-03-18 15:13:23]1[Head office] Reading attendance records...

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

5.1.9.Backup Employees

Download the employee information and employee’s fingerprint templates from the
machine to the computer. You can edit the employee information in the database
Att2003.mdb. The user information is saved in the table “User Info” of the database.
And the fingerprint templates information is saved in the folder “Template” in the
installation directory.

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

Please confirm...

ion will deal with the selected machine:

This operat
& ) iltesdotiic
Are you zur

i
e]
e to continue?

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

The operation information displays on the main interface as follows:

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

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

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

completed!

Notice: You can stop back upping the employee by click the button on the right
bottom corner. Following message box pops up:
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5.1.10.

5.2.

Please confira...

D) ion will deal with the selected machine

This operat
&/ LlHeadoffice]
Are you s

ure to continue?

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

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 confira...

@) This operation will deal with the selected machine:
\./ 1 [Headoffice]
Are you sure to continue?

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 device.

[2009-03-19 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.

Record Supervision

Get the records from the terminal real-time.
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~ [ @ © Enarish s Communication Nanagement Software ¥3.9.4 = x
J Unit Management | Record Supervision | Employees M Record M U Disk #
o Begin Tine 2011-11-09 14:23:59  Check-in Tines 0
‘]0 End Tine 2011-11-09 14:24:00  Check-out Tines O
Tediine Enployee Nusber 0 Other Status Tines 0
Real Time Real-Time Mo
= Al Groups ]
Groupl H‘
Group2

Group3 i)
Groupd N
Group5

No. Name Date/Time Status Descrption  Terminal No' Device ID Device name Department Position Work Code  Identification Method

5.2.1.Activate Real-time

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

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

Begin Time 2010-12-17 12:29:24 Check-in Times O
End Time Check-out Times 0

Emploree Number O Other Status Times O

Real-Time Monitoring Records Information

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

And the following window which includes the employee ID, Name, Department and
Position pops up:

ID: 8107

Name: David

Dept: RND
Posttion: Software
Engineer

5.2.2.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:
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Begin Time 2010-12-20 15:32:14 Check-in Times 0
End Time 2010-12-20 15:32:53 Check-out Times 0

Emploree Number 3 Other Status Times O

Real-Time Monitoring Records Information

5.3. Employees Management

Employees’ management interface is as following:

@ ) Bk P Communication Nanagement Software Vd.0.2
~) L4 S
Uit Managen Kecord 5 x Vanagoment | Record Wanacenent U Disk Managen
e - - Enpleyes I P
3 o By BT
Add Dormlosd V) edete , Chack
Eegloyee Teplate ¥ £rom Uit Tersinal Enpleyee
Iagloyess Nunagn Tapley
AN Groups
Group! (=]
Grous2
Grousd m
Groupd
Greugh
B ean Enployeeh - CardNo Nome Sex Posion Bihdsy  ErployDute  Phene Addess Unt PPl FP2 Passwer Face

Fload attendance records conpleted

5.3.1.Add Employee

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

[ Add/Nodify Employee Info @

Basic Info |

Dept. | &) head office v
Groogs - | J ﬂ ﬂ
Userype [NomalUser ]

Identification Method | Sept -

D No. Bitthday 11
Nation ~| EmployDate I =
Postion Poitical Feature
Educaton|  +] speciaiy] =]
Phone [ Mobile
Native Place |
Address |

<
<l

<

Save Cancel

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

1D No. Bithday I
Naion| =] EmployDatelli201 0526 ~]
Position Political Feature
Education - Speciality
Phone Mobile

[ Add/Modify Employee Info E]

No. 8001
Cord No. | 3336385
Neme Lz
Password |123
sex M ]
Dept. | head office
G - | ‘] 3] l]
Usertgpe [NomalUser ]

Identification Method | Sept

CRIRRIERIEN K]

CRIK

<
<

<

Native Place |

Address |

Save Cancel

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

administrator's name will show as red color

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

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

picture] window as following,

=]
on

=

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:

B Add/Nodify Employee Info 3]
Basicnfo |
No. [E101
CadNo. |25
Name [[227
Passward |12
Sex M3k =
oest |8 =
= al 8 %
Usertype [Nomal User -
Identification Method |©
oNo. | Bithday IL_ =~
Nation | =] EmployDate I =~
Posiion | =] PoiicaiFeatue [PatyMenber  ~|
Education [ = Speciay| =
Phone [ Motie |
Native Place [
Addess [
Save Cancel

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

there is camera equipment installed in your PC.
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Click [3'] button, open [Pictures shooting] window as following,
Bricwces shootine &

NN vs3 2 0 vea Tece K3

™

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 [l‘.l] to delete the employee photo.

5.3.2.Modify Employee

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

5.3.3.Delete Employee
Delete the employee from the database.

Choose employee 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
[Delete Employee] to delete the selected employee.

5.3.4.Transfer Department

Choose the employee and then click the button [Transfer Department]. The window
[Employee Transfer] pops up:

Elploxee Tansfer E]

Please select the department:

= head office

48 a0
48 RtD

RBED
88 PiD

oK Cancel

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

78



NANVI2
Inteligent. Securiy User Manual

5.3.5.Set Privilege

We can only upload the employee to the authorized terminal.

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

- O

1[Head Office]

[ 2(Shanghail
=[O Group2

[ 3(Beiing]

[ 4(Shenzhen]
[ Group3
[ Groupd
O GroupS

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:

Emploree No. CardNo.  Name Sex Position Bithday  Employ Date Phone Address 1stFP 2ndFP  Unit
> CITZ3 SN "X Y I [ [ !
8103 Micheal 20101217 [m] [m]

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

5.3.6.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 ID &I

| Cancel

Input the one employee’s ID. And then you can click the button [@J] to browse the
employee’s privilege in the [Set privilege] as follows:
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-0
[ 1Head Office)
2[Shanghai]

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 confirm... @

\'{/ Are you sure to copy the selected emploree’ s privilege?

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

System prompt @

\?/ The Selected emploree’ s privileges are successfully copied!

5.3.7.Download Template
Download user template (face or fingerprint) from the terminal to the software.

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

Please confirm... ]
‘ \ This operation will deal with the selected machine:
Y 2(2)
Are you sure to continue?
OK | Cancel |

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

The operation nformation shows on the main interface as follows:

[2013-10-21 17:10:28]Download Template...
[2013-10-21 17:10:28]Download Template2[2]
[2013-10-21 17:10:30]2[2] Template Download Successed!
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5.3.8.Upload User Template
Upload the employee information and face or fingerprint template to the terminal.

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

Please confira...

@) This operation will deal with the selected machine:
8/ lDesdoffice]
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 15:10:18]Upload User and User Template...
[2009-03-19 15:10:18]Upload User and user Template: 1[Head office]
[2009-03-19 15:10:19]1[Head office] Upload user and template completed

5.3.9.Delete from Unit

Delete the employees from the terminal via the software.

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

Please confirm...

@) This operation will deal with the selected machine:
&/ 1lHeadofice]
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 device: 1[Head office]

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

5.3.10. Checking Employee

Search the employee information.

Emploree ID

&L
Emploree Name

Check

Terminal Emploree

Emploree Checking

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

5.3.11. Department Management

Move the cursor to the department list and then click the right button of your mouse.
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The menu pops up as follows:

[ @ Headoffice Employee h
&& HR
b5 3 RGD
Add Dept
Modify Dept
Delete Dept

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

=Input Department Name

Please Input Department Name:

[

0K 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:

= Input Department Name

Please Input Department Name:

[Structure]

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:

Please confirm...

\?/ Are you sure to delete the selected department?

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

Remark: Right button menu:

Select All

Cancel Seletion

»n @ ¢

Transfer Department
=) Copy Privilege
Add Emploree

|

Modify Emploree

v By

% Delete Emploree

82



N\NVIZ

Intelligent. Security

User Manual

5.4. Record Management

~) J’A 3| @ ) English Communication Nanagement Software ¥3.9.4
Unit Wanagement

[ Begin Date BHA= 2011-11-09 - ©

Employees Record M U Disk

Record Supervision

Export Format Text file(*. txt) ~ Employee No. Length 6

Export Field No.:Date/Time:Terminal No.:Sta ~ Space symbol [Tab
= 2011-11-08 ~
[ End dute | BN Sereh | fine format yyy-ea-dd Khimmiss - Space symbol Length 1
Record Search Export Record
= &ll Groups —‘
Groupl H
Group2 =
Group3 i}
Group4 N
Group5
No. Name Date/Time Status Status Description ~ Terminal No Device ID Device Name Dept Position ‘Work Code  Identificatior

0% )
5.4.1.Record Search
@2 Begin Date Fri 12/17/2010 - !f\)
[ End date Fri 12/17/2010  ~ | Search
record
Record Search
Set the Begin Date and End Date as follows:
4 December 2010 4
SMTH®TFS
12 3 4
56 7T 8 91011
12 13 14 15 16 [17]18
19 20 21 22 23 24 25
26 27 28 29 30 31
Today
Click the button [Search record] to search the record.
No. Name Date/Time Status Status Description  Unit No. Unit S/N
» 379 Peter 3/20/2003 10:28:10 &M | In 1 300
386 Jack 3/20/2009 10:28:31 AM | In 1 300
387 May 372072003 10:28:34 M | In 1 300

5.4.2 Export Record

Set the export format, export file and time format.

Export Format Text file(k txt) ~ Emploree No. Length 6

Export Field No.:Date/Time;Unit No.;Status ~ Space symbol .
Time format Yyyy-mm-dd hhimm:ss ~ Space symbol Length 1

Export Record

Export format: 3 formats optional: text file (.txt), CSV file (.csv), Excel files (.xls).
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5.5.

Text file (k. txt)
CSY file (. csv)
Excel file (k. xls)

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

[]Name
[V]Date/Time
[V]Unit No.
[[JUnit name
[V]Status
[[JStatus Name
[[]Department
[[JPosition

Time format: 4 optional formats

yyyy-m—d hh:mm:ss
yy-mm—dd hh:mm:ss
yyyymmddhhmmss

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:

\?/ Records have been exported to “ E:\Test\Report\KQ-Rep. txt “

Click the button [OK] to confirm.

U Disk Management Program

U disk management program use for load the data from USB flash disk to database.

Read the attendance record from USB flash driver, must make sure all data store
under root directory in the USB flash driver first.

The shows as following:
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| \P'—i) - @ - ) English v w 5 Communication Management Software V4.0.4 @E‘ﬂ_hj

Device Management  Record Supervision  Employees Management = Record Management | U Disk Management

U Disk J\ v ﬂ

S Find U Disk | Read Records
from U Disk

U Disk Management

= &ll Groups
Groupl H
Group2

GIOUD3 2[2]
Groupd
Group5
The employee ID in this record is not existent! 5 2013-10-17 03:56:58 -

The employee ID in this record is not existent! 5 2013-10-17 03:57:48
The employee ID in this record is not existent! 5 2013-10-17 03:58:00
The employee ID in this record is not existent! 5 2013-10-17 03:58:07
The employee ID in this record is not existent! 5 2013-10-17 03:58:15
The employee |D in this record is not existent! 5 2013-10-17 03:58:28
The employee |D in this record is not existent! 5 2013-10-17 09:58:34
The employee ID in this record is not existent! 5 2013-10-17 09:58:37
The employee ID in this record is not existent! 5 2013-10-17 09:58:47
The employee |D in this record is not existent! 5 2013-10-17 09:58:53
The employee |D in this record is not existent! 5 2013-10-17 09:58:55
The employee |D in this record is not existent! 5 2013-10-17 03:58:58
The employee |D in this record is not existent! 5 2013-10-17 09:59:02
The employee |D in this record is not existent! 6 2013-10-17 10:00:54
The employee |D in this record is not existent! 6 2013-10-17 10:01:02
The employee |D in this record is not existent! 6 2013-10-17 10:01:08
The employee ID in this record is not existent! 6 2013-10-17 10:01:12
[2013-10-22 03:37:05]Records number:30 ; Success:9

m

< »

Delete the employee from the deviece completed | i i e | izt

Read Records from the U flash disk: First click [Find U Disk] to fine the path of the
USB flash disk, click [Read Records from the U disk] the system will auto read the
data from U disk and export to local database.

Notice: If the local database has had this record already, the system will prompt
“record repeated”.

5.6. System Settings

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

’,’ Basic Parameter Setting
O T&A state Setting
L& Timing Downloading Record
\l}) Nanagement P¥ setting
ll//ﬂ Datebaze linkiag settiag
f

(© Exit system

5.6.1.Basic Parameter Settings
Click the [Basic Parameter Setting]. The [Basic Parameter Setting] pops up:
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[: Basic Parameter Setting

XD

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.

Basic Parameter

Com Port Communication delay time{1-10) Seconds |1 0

Network Communication delay time(1-20) Seconds |2U

IP Port 5010
FacePass NTP-SERVER IP W

[~ Communication Failed, Automatically E xit Current Operation
™ In Realtime Monitoring, Voice prompts "Department Name'"

[~ Clear the data after downloading

Cancel

IP Port: Communication port;

FacePass NTP-Server IP: IP address of the device;

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

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

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

Click the button [OK] to save the setting.

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

T&A Status setting @
) o
. Please sort it in ascending order.
Status value  Symbol Status Descriprion

» I In
10 Out
22 2
33 3
44 4
55 5
66 3
77 7
88 8
93 9
1010 10
mn n
1212 12
1313 13
1414 14
1515 15

Upload to the selected terminal ‘

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

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

terminal.
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5.6.3.Timing Downloading Record

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

Timing Downloading Record

Downloading Time: I

Time: |0000 == Add Delete Time

oK Cancel

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.

5.6.4.Management PW Setting

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

Nodify management password

0ld Pwd

New Pwd:

Comfirm Pywd:

[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

\',f/ The old password is incorrec

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

\'{/ 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

\',:J Ko Taly axwoe d|madi £ cat anizaccass Eall

5.6.5.Database Linking Setting
Click the [Database linking setting]. The [Data Link Properties] window pops up:
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B Data Link Properties @
Provider | Connection | Advanced | All
Specify the following to connect to Access data:
1. Select or enter a database name:
[E: \Test\0A3000\At t\At 2003, mdb ()]

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

Blankpassword  [] Allow saving password

Test Connection

[_ok ][ cancel ][ Hep ]

Click [;l] 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 @

‘, .
\,H Test connection succeeded.

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

System prompt @

\‘,zj Database connecting successful, please restart the software!

5.6.6.Exit System
Click [Exit system]. It is the prompts:

Please confirm... @

‘.:) Are you sure to exit?
S

Cancel

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

5.7. User Interface Configuration

5.7.1.Interface Skin Color

Shift the skin color by press the button [©@ ©]. Follow the Windows XP system
style.
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5.7.2.Change the Software Language

i

-
L4l
French H!

Hungarian r
[ Italian a8

Choose the language in the option f — d ].

Engllsh

g
! Argentina
Chinese

Croatian

5.7.3.Set Quick Access Button

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

X (2] ‘ £ English < ! i Communication Management Software V4.0.4 . @M
PQJ E——
Device Management | Record Supervision  Employees Management  Record Management U Disk Management
. @ B . ‘ Add to Quick Access Toolbar n @
[ —a —r
Modify Delete Synchromze Device Download Download Backup Resume
Devnce Device Device time parameter | newrecord all record Employees Employees
Devices Managment Device Management

Click the item [Add to Quick Access Toolbar]. And then you can see the quick
access button on the toolbar as follows:

\ ()] ‘ £ English { Q ‘Communlcmon Management Software V4.0.4 E@g
Device Management | Record Supe Customize Quick Access Toolbar kord Management U Disk Management
v | Blue
228 A . @ &
Add  Modify Delete Synchronize V| sitver Backup Resume
Device Device Device time Employees Employees
Devices Managment v | Language
=- All Groups v | Synchronize time
BT N~ |

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

It prompts:
@ O Engish - | () 1= Communication # Softuiare 4,04 B ==
H Remove from Quick Access Toolbar
Device Management | Record Sup Management U Disk Management

m2s 0 @ O 9 ® &

Modify Delete Synchronize Device Download Download Backup Resume
Devnce Device Device time parameter | newrecord all record Employees Employees
Devices Managment Device Management

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

6.1. Fingerprint has enrolled but often gets failure in

identification.

Reason

Solution

1. The fingerprint was not captured
properly.

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

2. Direct sun light or too bright light.

Avoid direct sun light or other bright light.

3. Too dry finger.

Touch the forehead to increase oily level of
the finger.

4. Too wet finger with oil or
cosmetics.

Clean fingers with towel.

5. Low fingerprint quality with callus
or peeling.

Enroll other fingers with better quality.

6. Wrong way in placing fingers
when punching in/out.

Please refer to illustration of pressing finger.

7. Latent fingerprint on the surface
of sensor.

Clean sensor surface (Adhesive tapes
recommended).

8. Not enough finger pressure.

Place the finger evenly on the sensor with
moderate pressure.

9. Influence by fingerprint image
change.

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

10. Fingerprint not enrolled yet.

Place enrolled finger.

6.2. The machine cannot connect with PC.

Reason

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.

No.).

3. Not able to connect COM (wrong COM

Please enter the right COM No.

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

Refer to the manual for connecting Time
Attendance terminal.
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6.3. No records found though employee has clocked
in/out.

Reason Solution

1. Unit power break for a long time (time

turn to zero as default). Synchronize the time.

1. Add records manually.

2. Minority employee fingerprint false 2. Adjust fingerprint matching precision.

accepted. 3. Change another finger and enroll

again.

6.4. FP Scanner off

Clock’s time works fine, but FP scanner is off, employee cannot attendance

Reason Solution

1. Unit in dormancy status. Press any key to activate.

Restart the machine or change the

2. Fingerprint scanner abnormal. fingerprint module.

6.5. We do not use the ID + fingerprint mode to verify.

Reason Solution
1. Wrong ID entered. Enter the right ID.
2. This user has no right to use 1:1 Set 1:1 identification method for this
identification method. user.

6.6. The unit beeps automatically when no one
punches in/out.

Reason Solution
1. Direct sun light or too bright light. Avoid direct sun light or other bright light.
2. Latent fingerprint on the surface of Clean sensor surface (Adhesive tapes
sensor. recommended).

Note: If 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)!
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