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PREFACE

Honorable customers:

Thank you for choosing products from Anviz Global Inc. 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 Inc. is fast becoming the first choice for standalone time &
attendance products for enterprises with its strong functions and veracity. Please read the user
manual carefully before installation. You will have a general understanding of product functions
and basic knowledge of installation, debugging, maintenance, application and management to
better use this product.

Our product adopts the latest fingerprint and RFID recognition technology. It will bring enterprises
the unparalleled reliability and convenience. In which users will get many benefits from using our
products.
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Software Operation Flowchart

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company
name and leaving class.

1. System parameter

v

2. Department management

Add, delete and modify departments.

<

W e e

Add, delete and modify employee.

3. Employee maintenance
ploy Import and transfer employee.

<

4. Shift management Set timetable and shift.

<

Allocate employee shift or temporary

5. Employee schedule Shift

<

Collect records from the unit or import

6. Record collection
I the backup record file.

<

Deal with business leave/asking for

7. Exception management
P g leave/forgetting clock in/collective late.

Vv

8. Statistic report

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

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

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

3. When the software is used for the first time, please make a Text file (*. txt) or MS Excel file
(*.xIs) for company Employee in accordance with certain format. For the format, please

refer to [import Employee list] so that all Employee can be imported to the system at one
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time. Employee can be added, deleted, modified and transferred to new department
during future use.

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

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

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

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

After all the above mentioned operation is done, the calculation of report can be operated.
The report can calculate the time attendance status of all Employees or a certain

Employee from a certain department in a certain time period.

In [Attendance Calculating and report], first please select the starting and ending date of the

Employee, click “Calculate” and the system will calculate automatically and check the validity of

the records. (There are some invalid records during the use of the unit. For instance, if one

Employee presses the finger twice during a very short time period, one of the records will be

regarded as invalid.) If there is any error in the software calculation, admin can also modify

manually to ensure the correctness of the result.

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

staff, the possible reasons are as follows:

Employee shift or temporary shift is incorrect.
Exceptions such as Employee away for business/ask for leave/forgetting clock in/out is
incorrect.

Checking and calculation of transaction records is incorrect.
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Chapterl Introduction

The main theme of this chapter is the feature of this
T&A product, as well as the function introduction.
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1

11

1.2

1.3

Introduction

Fingerprint Terminal Description

The OA1000 fingerprint identification terminal was introduced in 2011 as a new
generation of off-type fingerprint identification terminal system, using American
technology optical fingerprint scanner, fingerprint recognition algorithm with a new,
superior variety of difficult fingerprint can identify, resolve long-standing use of fingerprint
identification in the field limitations issue. Multi-identification methods (Fingerprint, card
and password authentication) can meet different customer needs.

OA1000 standard 3.5-inch Industrial TFT LCD screen, optional touch screen, Samsung
400MHz ARM9 processor performance, making data storage more quickly; WinCE
operating system, a more intuitive interface display; Safety requirements apply to higher
government agencies and enterprises.

OA1000 OA1000 Mercury OA1000 URU

Features

Standard 3.5-inch Industrial TFT LCD screen, optional touch screen;

Samsung 400MHz ARM9 processor performance, WinCE operating system;

Optical fingerprint scanner, wear-resistant, against spoiling long life;

Multi-identification: Fingerprint, Card, ID + fingerprint, ID + Password, Card +

fingerprint and Card + Password,;

® Customers can customize a variety of voice and attendance status, support
employee photo, message and multimedia video;

® Standard 1.3 million pixel camera, get a photo to prevent the alternative
attendance;

® Speak, Microphone, 2 USB Port and RJ-45 port;

® Support TCP/IP, RS232, USB Host and Wiegand communication;

® Connecting with the SC021, SC822 access controller system to achieve split
security;

® Support real-time recording download, online monitoring, remote server access
control or high-end features such attendance;

® Registration capacity: 5000 Fingerprints and 100000 Records;

Technical Parameters

Item Description
Comparison Time <1 sec
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Recognition Mode Fingerprint, Password, Card
The area for the

. . . 22mm*18mm
fingerprint collection
Image Resolution 500DPI
FRR 0.001%
FAR 0.00001%
RS232, USB HOST, TCP/IP, Wiegand
Standard Interface
Output
Dynamic Power <280mA
Static Power <220mA
ESD Protect >15000V
Power DC 12V 2A

Operatin
P J . -10C-60C /20%-80%
Temperature/ Humidity
Material ABS Engineering Plastics
Size 180(W)x137(H) x40(D)mm

Color Black (Customizable)



app:ds:humidity
app:ds:material
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Chapter2 Operation Guide

This section explains terminal appearance, and
operation. (Including how to add and remove users and
how to set system parameters, etc.)
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2 Operation Guide

2.1 Structure

OA1000 fingerprint terminal’s structure:

T

N

q

)m

10

5

(l P Jre J[_Fs D
Fu Fs ) & outT
| | || Snoc I Soer IT.""""(T ,___._-—-—-'"'"u
[(Hen J[ 8 J[(Bue [+~ 4~
[[rers | [ Bmv ] [ Swez ] [ umu-l’—z
]

)m

1. LCD 2. Shortcut key

3. Num /Letter 4, Attendance status
5. Exit/Power 6. Delete key

7. Menu 8. Camera

9. Confirm-Navigate Key 10.  Fingerprint sensor
11. Swipe card area

2.2 Start

First connect with 12V DC, after connected, the device will start automatically, and now
you can enter into the attendance interface. Shown as follows:

B E &

Under main interface, attendance is now operable and you can enter into the system
manage menu as administrator.

2.3 System Management

In the main interface, enter “0” and press [OK] key, the system shows: “Please enter the
password”, enter the default password [12345] and press [OK] to enter the [Main] Menu:
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23.1

In [Main] Menu, press [A], [ Y], [€] and [»]navigate key select [Enroll], [User], [Data],
[Application], [Setting] and [Advanced] options operate the device.

Enroll Fingerprint

In [Main] Menu, select [Enroll] option and press [OK] key to enter [Main<Enroll] interface:

Main e Enroll

Enter use’s ID and press [OK] key.
1. If the user ID not exists, the system will eject the dialog box “Search no such ID. Add it
or not?”:

Search no such ID. Add it or
not?

Press [OK] key, the system will enter into the edit interface for user information:

Main e Enroll

1111

#[Input Esc/Back

Notice: Pressing “#’key will eject the screen keypad, Please press navigate and confirm
key to select letters and press “Shift” key to change case. After edit please press [Menu]
key to save.

Main e Enroll

Then select [Enroll FP] option and press [OK] key to fingerprint register interface.
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2.3.2

2321

2. If the user ID exists, please select fingerprint on the picture which you want to register
(The green point will on the finger which you have choose) and press [OK] key. The
interface shows “Press finger”:

Main e Enroll

Put the fingerprint on the FP sensor to register. (One fingerprint needs to be the
registered fingerprint image- two times. After registering, the system will prompt “Choose
finger”:

Main e Enroll

1111

B

Press [<]or [»] key to select the best fingerprint image, such as the second image, press
[OK] key to save. The system will prompt “Save FP No. 2!”:

Press [OK] key confirm to save.
Notice: One user can register 10 fingerprints, each fingerprint need scan twice on the
sensor.

User Management

User management including add, modify, delete, search operation for user.
In [Main] Menu, press[<]. [»]key to select [User] option and press [OK] key to enter
[MaineUser] interface:

Main e User

Add User

In [Main*User] menu, press [»] key to select [Add] option and press [OK] key to enter
[UsereAdd] interface:
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User e Add

‘o

RO

08-29-2013 21:48:01 Menu/Save Esc/Back

Edit the user information, enter [ID], [Name], [Password] and Swiping the ID card to
register user card. Settings the department for user, administrator limits and the group
number, then press [Menu] key to save user information.

[Enroll FP]: Enter to register user fingerprint;

[Picture]: Take a photo for user;

[Mode]: Enter to [Matching Method] setting interface:

User e Add

System default

08-29-2013 21:48:54

[Identify mode] has [System default] and [Set by user]:
[System Default matching method could set in [Advanced] -
defaulf] [Mode];

[Set by user] | Set identify mode all by yourself;

[FP verify firstly +]: The response of the device when user first time use finger printer

comparison on the device. There are four modes:

1) [FP + No response]: This mode means the machine without response after FP
identified;

2) [FP + Password identify]: This mode means need input password after FP identified;

3) [FP + Card identify]: This mode means need swiping card after FP identified,

4) [FP + Success]: This mode means directly pass after FP identified;

[Card verify firstly +]: The response of the device when user first time use card

comparison one the device. There are five modes:

1) [Card + No response]: This mode means the machine without response after

swiping card;

2) [Card + Password identify]: This mode means need input password after swiping
card;

3) [Card + FP identify (1:1)]: This mode means need press user finger after swiping
card;

4) [Card + FP + PWD identify]: This mode means need press user finger and input
password after swiping card;

5) [Card + Success]: This mode means directly pass after swiping card;

[PIN verify firstly +]: The response of the device when user first time use ID comparison

one the device the response of the device. There are five modes:
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23.2.2

2.3.2.3

1) [PIN + No response]: This mode means the machine without response after input
PIN;

2) [PIN + Password identify]: This mode means need input password after input PIN;

3) [PIN + FP identify (1:1)]: This mode means need press user finger after input PIN;

4) [PIN + FP +PWD identify]: This mode means need press user finger and input
password after input PIN;

5) [PIN + Success]: This mode means directly pass after input PIN;

After setting press [ESC] key to save and return to the previous screen, set the match to

complete.

After editing, press [Menu] key to save the employee data.

Modify User

In [MaineUser] menu, press [»] key to select [Modify] option and press [OK] key to enter
[UsereModify] interface:

Enter the ID and press [OK] key to confirm, the user information display automatically
then could modify the user information. After finished, press [Menu] key to save the
modification for user.

Delete User

In [MaineUser] menu, press [»] key to select [Del] option and press [OK] key to enter
[UsereDel] interface:

User e Del

Input ID and press [OK] key to confirm, the system display the user information:

Then could press [F3] key to delete, the system prompts: “Are you sure to delete the
user whose ID is 57”:
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2324

2.3.3

23.3.1

Press [OK] key to confirm delete, press [ESC] key to cancel.
Search User

In [Main*User] menu, press [»] key to select [Search] option and press [OK] key to enter
[UsereSearch] interface:

User e Search

08-29-2013 21:50:39

Set the user's information, such as: input [ID], select [Dept], and then select [Search]
button and press [OK] key or press [F1] key to query qualified users.

If you check out the multiple pages of records, press [F4] or [F5] key to page up or page
down.

Through [A]. [V¥] key to select user whose ID is “8129”,

08-29-2013 21:51:16

Press “OK” Key will show this user’s information and press “F2” to edit user information
and “F3” to delete user information.

Data

[Data] contains [Record], [Import], [Export], [Backup DB] [Restore DB] and [Update]
options.

In [Main] menu, press [>] key to select [Data] option and press [OK] key to enter
[MaineData] interface:

Main e Data

Record Search

Query the user's attendance records according the setting conditions.

10
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In [Maine*Data] menu to select [Record] option and press [OK] key to enter
[DataeRecord] interface:

Data e Record

Set the search conditions, such as: input [ID], select [Department] and set [Start/End
time], then press [F1] key to search records. The record will shows on the list.

2.3.3.2 Import

Backup the user data into the system.
In [MaineData] menu to select [Import] option and press [OK] key to enter [DataeImport]
interface:

Data e Import
Device FLASH
T I 0%

08-29-2013 21:54:31

Select the source file directory, select [Import] button and press [OK] key to import the
source data into the system database.

Note: Please create a folder and name as a device number. This folder could store in
the device’s flash, SD card or U disk. Please name the file then store in this folder .Then
add an additional name beginning with BAK with a suffix of the file that is fixed. Such as:
Employee Information file: BAK.YG2;  Fingerprint file: BAK.ZW;  Record file:
BAK.KQ

2.3.3.3 Export

[Export] include employee information export and attendance record export.
In [MaineData] menu, press [»] key to select [Export] option and press [OK] key to enter
[DataeExport] interface:

Data e Export

\u‘ ‘@

08-29-2013 21:55:05

2.3.3.3.1 Export User

This operation could backup the employee information and fingerprint information in the
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device’s Flash or U driver or SD card.
In [Data*Export] menu, press [<] [»] key to select [User] option and press [OK] key to
enter [ExporteUser] interface:

Export e User

Device FLASH
— . 0%

08-29-2013 21:55:37

Select the path to export user information (Device Flash/SD Card/U pen driver) select

[Export] button and press [OK] key, the system will prompt “Export the fingerprint or not
?”

Press [OK] key to confirm the user fingerprint information export. After export is
completed, the progress of 100%, the system prompts “Export Successfully”:

The Device FLASH/SD Card/U disk directory will generate the name of the Device
number folder. In the folder have the user information and fingerprints of two files.
® User data file name: BAK + Suffix (YG2);
® Fingerprint file name: BAK + Suffix (ZW);

2.3.3.3.2 Export Record

This operation could store the employee attendance information in the device’s Flash or
U driver or SD card.

In [Data*Export] menu, to select [Record] option and press [OK] key to enter
[ExporteRecord] interface:

Export  Record
Device FLASH
— I, 0%

08-29-2013 21:56:12

Select the path of export attendance information (Device Flash or SD card or U pen
driver), then select [Export] button and press [OK] key, the system will prompt:
“Download all the records?”:
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2.3.3.5

Press [OK] key to confirm download all the record. Press [ESC] key to cancel the
download.
Attendance record export is complete, the system prompts: “Export Att.log finish”.

Press [OK] key to confirm. Then the device’s Flash or SD card or U pen driver directory
will be automatically generated a folder. And this folder name as a device’s number. In
the folder stored the attendance records: BAK.KQ.

The name of attendance record file is: BAK+Suffix (KQ).

Backup DB

Backup the system database.
In [MaineData] menu, press [»] key to select [Backup DB] option and press [OK] key to
enter [Data*Backup DB] interface:

Data e Backup DB

USB Flash Driver
— I (0%

Select path to save the database (Device Flash or SD Card or U disk), then select
[Backup DB] button and press [OK] key to backup the database. After backup the
system will prompt: “Backup DB completed!”.

Press [OK] key to confirm, then the device’s FLASH or SD card or U disk directory will
generate a file named “FP3000.DB”.

Restore DB

First make sure the database file stored in the device’s Flash or SD card or U disk
directory and file name as “FB3000.DB”.

In [MaineData] menu, press [»] key to select [Restore DB] option and press [OK] key to
enter [Data*Restore DB] interface:

Data  Restore DB
USB'Flash Driver
T 0%

Select the database files (Device Flash or SD Card or U disk), select [Restore DB] button
and press [OK] key to restore database.
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2341

After restore the system will prompt: “Resume DB completed!”:

And then the system prompts:

Press [OK] key to restart the system.
Application
Function Key

On the [F1-F6], [OUT], [IN] 8 function keys representing the meaning set.

For example: [F1] key is defined as [OUT], when the user time attendance and press
[F1] key, left bottom of the screen will appear [OUT] state.

In [Main] menu, press [»] key to select [Application] option and press [OK] key to enter
[MaineApplication] interface:

Main e Application

Select [FN] option and press [OK] key to enter [Application*FN] interface:

Application e FN

tat. 2

Stat. 4
tat. 5
tat. 6

=1 1 ] 1 ]
= o o
o o
e i
w -

[=
5

#[Input Esc/Back

Set the function keys, after that and press [ESC] key to save the settings and return to
the previous menu.

Attendance Status Switchover

First set “Time Zone No.”, attendance status and starting and ending time for switchover.

For example: Time Zone No. as “1”. Form Monday to Friday the “IN” status for
attendance start at 9:00 and end at 12:00. When start at 9:00 on Monday. The
attendance status “IN” will automatic switchover on the main interface.

In [Main. Application] select [Auto Fn] option and press [OK] enter [Application.Fn]
interface:
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2.34.2

2.35

Application e Auto FN

1

Press “F1” key to save the settings.
Print

In [MaineApplication] select [Print] option press [OK] enter [ApplicationePrint] interface:
Application e Print

No

Enable/Disable print function and Baud rate for communication with printer, press “ESC”
to save and exit.

Test

Test keypad, screen and voice for terminal.
In [MaineApplication] select [Test] and press [OK] enter [ApplicationeTest] interface.

Application e Test

Keypad

Through[A]. [Y]key to choice the test option, press [OK] to test.
System Setting

Set the whole system, there are [System Information], [Device Setting], [Fingerprint
setting], [T&A Setting], [Display Settings] and [Time setting].

In [Main] menu, press [>] key to select [Setting] option and press [OK] key to enter
[MaineSetting] interface:
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2.35.2

Basic Info

To view basic information about the system, modify the company name.

In [MaineSetting] menu, press [»] key to select [Basic Info] option and press [OK] key to

enter [SettingeBasic Info] interface:

Setting e Basic Info

Used:0/Total:100000
05.29.80.32-SDK12.03.05 k

08-29-2013 22:01:50 #finput  Esc/Back

[Series Number]: The unique identifier of the machine cannot be modified;

[Company name]: User Name, you can modify automatically saved;

[Fingerprint No]: Displays the number of registered fingerprint and the total number of
fingerprints capacity;

[Staff No]: Displays the registered number of employees and total number of employees

capacity;

[Log]: Displays the number of attendance records and the total number of records can be

stored;
[Firmware Ver]: Record the firmware upgrade information;
We can press [ESC] key to return a higher level interface.

Device

This function can set the system’s [Volume], [Auto execute], [Run mode], [Power
saving], [Waiting time], [Admin PIN Code] and [Codepage] parameters, [System
initialization] and [Exit system].

In [MaineSetting] menu, press [»] key to select [Device] option and press [OK] key to
enter [SettingeDevice] interface:

Setting e Device

08-29-2013 22:02:18

[Volume]: The volume of the machine, the default volume is 5.

[Auto start]: Select “Yes” to start the program automatically with the system running;
select “No” does not start automatically.

[Run Mode]: A normal mode and Debug mode, the default is normal mode.

[Device ID]: Device ID range is 1-255. The default device id is “1” (Device ID use to
communication with software, need input device id when you add a terminal in the
management software.)

[Admin PIN Code]: Password for the administrator to enter management mode, the
default is “12345”.
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[CodePage]: States between text encoding and Unicode mapping table, CodePage used
are:

Codepage = 932 Japanese;

Codepage = 936 Simplified Chinese GBK;

Codepage = 949 Korean;

Codepage = 950 Traditional Chinese BIG5;

Codepage = 437 US / Canadian English;

Codepage = 866 in Russian;

Codepage = 65001 Unicode UFT-8;

[Factory Reset (F1) ]: Bring the system back to factory settings; all data will be fully
cleared. We'd better back up the data before initialization.

[Exit]: Exit the program returns WinCE attendance system interface.

After setting press [ESC] key to exit and automatically save the settings.

Precision

Fingerprint set includes the precision of fingerprint matching set.
In [MaineSetting] menu, to select [Precision] option and press [OK] key to enter
[SettingePrecision] interface:

Setting e Precision

[Precision]: There are three types: [Basic], [Good] and [Excellent], the default for the
[Good]; the higher accuracy of the fingerprint requirement is also higher.

[Intelligent update]: Update the template with low score.

After setting press [ESC] key to save and return to the previous menu.

T&A

In [MaineSetting] menu, press [»] key to select [T&A] option and press [OK] key to enter
[Setting*T&A] interface:

Setting  TRA

#[Input  Esc/Back

[Repeat Att. Interval (0-250m)]: The same user time interval between the two appraisal,
default O (no interval). The setting range is 0-250 minutes;

[Log alarm threshold (0-5000)]: When the remaining space reaches the set attendance
records the threshold, time and attendance alarm users the opportunity to be processed
and the range of 0-5000;
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2.3.6

After setting press [ESC] key to save and return to the previous menu.
Display

Set system [language], [skin], [Date/Time format] and [Display box contents].
In [MaineSetting] menu, press [»] key to select [Display] option and press [OK] key to
enter [SettingeDisplay] interface.

Setting e Display

fireballoon

[Skin]: The main interface shows the skin, there are three kinds of skin to choose.
[Language]: The system shows the type of language

[Date format]: the system date display format, there are three: dd-mm-yy, yy-mm-dd and
mm-dd-yy;

[Time format]: The system time display format, in 24-hour and 12 hour;

[Display content]: Attendance verified by the user, the display shows the contents of the
box, you can set the display fingerprints, photographs, real-time camera photos three
formats:

[Power saving]: Enable/Disable screen saver or close screen.

[Waiting time]: The waiting time for enable the screen saver

Modify the parameter values, is completed by [ESC] key to save and return to the
previous menu.

Time Setting

Time setting is mainly used to set the date and time of the device.
In [MaineSetting] menu, press [»] key to select [Time] option and press [OK] key to enter
[SettingeTime] interface.

Setting e Time

Adjust the time and date, select [Set] button and press the [OK] button to confirm the
settings take effect.

Advanced Setting

Advanced settings include photographs, communications, identification and access
control function set.

In [Main] menu, press [>] key to select [Advanced] option and press [OK] key to enter
[MaineAdvanced] interface:
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Main e Advanced

08-29-2013 22:05:22

2.3.6.1 Snapshot

Set the snapshot modes of system, for example: [Snapshot save mode], [Snhapshot save
path] and [Snapshot save No.].

In [MaineAdvanced] menu, press [»] key to select [Snapshot] option and press [OK] key
to enter [Advancede*Snapshot] interface:

Advanced e Snapshot

Not saved

[Snapshot save mode]: There are three modes:
No save Does not save the photo, the default state;

After user identification passed terminal to take pictures and save the photos.
The photos save path as: “My device\Nandflash\OA1000\SNAP” folder;

Pass and save

User identification failed to take pictures and save the photos. The photos save
path as: “My device\Nandflash\OA1000\SNAP” folder.
[Snapshot save path] in two ways:

Device FLASH | the pictures are saved to the system Flash;

Deny and save

The pictures are saved to the SD card, automatically generated “ICON” and the
“SNAP” folders.

[Snapshot save No.]:The max number of photos are 500 sheets, the default is 100.
After setting press [ESC] key to save and return to the previous menu.

SD Card

2.3.6.2 Comm.

The main include types of communication settings of the communications, real-time
monitoring, access to IP, the network interface typesetting and parameters of the
machine's network settings.

In [MaineAdvanced] menu, press [»] key to select [Comm.] option and press [OK] key to
enter [Advanced*Comm.] interface:
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2.3.6.3

Advanced e Comm.
Net(Server)

192,168.0.7
192.168.1.6

255.255.255.0
192.168.1.1
202.96.128.86

08-29-2013 14:41:11 Esc/Back

[Communication.]: There are four types: Net(Server), Net client, RS485 and
RS232,GPRS.

[Real-time monitor]: This function must be active while real-time collecting data from
terminal and real-time monitor form the terminal;

[Retrieve IP mode]: There are two modes:

Static | User set a fixed IP address for the time attendance devices.

Autom | Net card get the IP address from router automatically, user needn’t set it again;
atic

[Network Interface]: There are two types:

RJ45 | Connect the computer and attendance device with NET cable for communication;

WIFI Connect the device with wireless network for communication;

[Server IP]: To communicate with the attendance of the computer IP address.

[Device IP]: The machine’s IP address.

[Subnet Mask]: According to the actual network environment settings subnet mask.
[Gateway]: Attendance required for connection to the Internet gateway IP.

Set the type of communication system and related parameters, done, press [ESC] key to
save and return to the previous menu.

Note: Attendance set a variety of communications. See Chapter VIl of the
communication connection settings.

Mode

This function sets up user’s identification method.
In [MaineAdvanced] menu, press [»] key to select [Mode] option and press [OK] key to
enter [Advanced*Mode] interface:

Advanced e Mode

Success

08-29-2013 14:45:57 Esc/Back

[FP verify first +]: The response of the device when the user first time use finger printer

comparison on the device.

There are four modes:

1) [FP + No response]: This mode means the machine without response after FP
identified;

2) [FP + Password identify]: This mode means need input password after FP identified;
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3) [FP + Card identify]: This mode means need swiping card after FP identified;
4) [FP + Success]: This mode means need directly pass after FP identified;
[Card verify first +]: The response of the device when the user first time use card
comparison on the device.

There are five modes:

1) [Card + No response]: This mode means the machine without response after

swiping card;

2) [Card + Password identify]: This mode means need input password after swiping
card;

3) [Card + FP identify (1:1)]: This mode means need press user finger after swiping
card;

4) [Card + FP + PWD identify]: This mode means need press user finger and input
password after swiping card;

5) [Card + Success]: This mode means directly pass after swiping card;

[PIN verify first +]: The response of the device when the user first time use ID

comparison on the device.

There are five modes:

1) [PIN + No response]: This mode means the machine without response after input
PIN;

2) [PIN + Password identify]: This mode means need input password after input PIN;

3) [PIN + FP identify (1:1)]: This mode means need press user finger after input PIN;

4) [PIN + FP +PWD identify]: This mode means need press user finger and input
password after input PIN;

5) [PIN + Success]: This mode means directly pass after input PIN;

After setting press [ESC] key to save and return to the previous menu.

Note: If the identification method doesn’t math with the [Add user] in the [way of

comparison] settings, places [Add user] set subject than on the way; If [Add user] than

on the way in the system default, places the subject authentication.

Access

Access key to the lock control setup delay, wiegand mode and fix wiegand setting.
In [Main*Advanced] menu, press [»] key to select [Access] option and press [OK] key to
enter [Advancede Access] interface:

Advanced e Access
1-Ring 2-Door Open

08-29-2013 14:49:04

[Relay control mode]: There are 5 modes.

1-Ring 2-Door open means relay 1 control ring. Relay 2control lock
1- Door open means only relay 1 control lock. Relay 2 disable

2- Door open means only relay 2 control lock. Relay 1 disable
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1 and 2 Door Open means both relay control the lock

None means disable both two relays

[Wiegand format]: There are three modes: Anviz Wiegand, Wiegand 26 mode, and Fix
Facility Code. Default is Wiegand 26.

[Tamper alarm]: Select “Yes” tamper detection settings, select “No” does not detect.
[Door sense switch]: Select “Yes” Magnetic detection settings, select “No” does not
detect.

[Fix facility code (0-254)]: If the same fingerprint ID number uploaded to two different
machines, compared with the output of the Wiegand number after the passage. If these
two machines set to the same area code, then the output of the Wiegand number will be
the same.

[Lock delay time (0-15s)]: finger-attendance, closed after the opening delay time, delay
in the range 0-15 seconds.

After setting finished, press [ESC] key to save and return to the previous menu.

Time Zone

Time settings include view and select to set the time zone period.
In the [MaineAdvanced], press [»] key to select [Time Zone] option and press [OK] key
to enter [AdvancedeTime Zone] interface:

Advanced e Time Zone

None

08-29-2013 22:06:47

Select time zone period number, set the time zone corresponding begin/end time, click
[Set] button ([F1] key) to save the settings, and take the setting effect.

View the settled time zone period, just fill in time code box, enter the number, the period
of time zone will automatically displayed.

Group

Group settings, including the group view settings and select the group and group time
zone setting.

In the [MaineAdvanced], press [»] key to select [Group] option and press [OK] key to
enter [AdvancedesGroup] interface:

Advanced e Group

None

Select the group number, then the time zone of the group corresponding, such as the
group 2 include the timezone is 1, after completion click [Set] button ([F1] key) to make
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the settings take effect.

2.4 Attendance

In the boot screen, press [F1-F6] key to switch to a different attendance status.
Users can accord their own identify mode to attendance.

2.5 lllustration For Pressing Fingerprint
Correct method:

E QR

Place the center of the finger on the center of scanner window.
Wrong method:

Too less valid area Too left Too right Defluxion  Too down

Note:

1. Itis better for each user to register two finger prints in case of one finger can’t work.

2. Place finger flat and make sure the center of the finger is on the center of scanner window and
press a little hard on scanner so it can scan as large finger area as possible to extract enough minutia.
3. Keep the angle and direction of finger the same each time placing on scanner.

4. If your finger has sweat or water, please dry it first and then register the finger.

5. If your finger is too dry, make it a litle wet or touch the forehead to increase the wetness of the
finger, press a little hard on scanner. (the dry finger can cause the finger image not coming out clear
enough.

6. Avoid the callus, peeling, or injury of the finger to ensure the register and identification successful.
7. You can register the thumb first, and then index finger or middle finger to increase the precision.
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Chapter3 System Installation

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

operation system requirement.
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3

3.1

3.2

System Installation

First we should install background management software on the computer. Please refer
to the following steps:

Operation Environment

Hardware requirement:

Pentium II 266 and above; PentiumIII500 and above is recommended
128 Memory and above; Minimum 100M hardware space

COM (USB Port)

CD-ROM (CD-ROM needed in installation)

VGA support 800*600 resolution and above

Operation system:

Microsoft Windows 2000(recommended)

Microsoft Windows XP

System Installation

Please insert T&A disc into CD-ROM and the disc will automatically run the installation
program. If not, please run setup.exe in the root directory of the disc. The following
window will pop up:

234 English Spainsh Argentina Italian Romanian

Russian Portuguese Polish French Hungarian Croatian

Select the language you want to be installed.
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Biometric & RFID Technology

Please select the installation path
DA

Previous Next

Select the installation path. Then click [Next] to continue installation

N\NVI2

World Leader In
Biometric & RFID Technology

Installation Checklist
Installation language —Eng
Imstallation path ~D-

Prewious | Installation

Click [Installation] to start the installation process.

NNVI2

der in
Biometric & RFID Technology

Installation language --Eng

Installation Checklist

Installation path --D:%

Program is being installed on your computer ...

Installation

When the installation process finish, the following window will appear:
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3.3

NANVI2

[¥] Create a desktop shortcut
[V Create a program group shortcuts

[¥| Run Pragram

Finish

Click [Finish] to close the installation program. In addition, [Fingerprint Attendance

Management System] has been added to [All Programs]. Please see the picture below:

e

Fﬁ Intelligzent management system F QJ Intelligzent management system F

H Communication system

Uninstall The Program

To uninstall the program, delete all installation files in the path you defined above.
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Chapter4 Communication

The chapter is mainly about how to add, delete and

set communication between PC and terminal.
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Click [Start] — [All Programs] — [Fingerprint Attendance Management System] — [Time
and Attendance Machine Management] to start the attendance background

management program, the following window appears:

4.1
411

= ﬂ. | English

add Modi fyr  Delate
Unit  Unit Uit
Terminal Managment

Communication Nanagement Software ¥3.9.6

) Initialize unit

Terni;

Unit Managsment | Record Supervisien  Employess M Record W U Disk M
g Ri i 7 Download 4

@ @ @ () Symebromize time | Q) O OE sehE L] Boowad mew 2298 | G By Enployess
! — ) Time zonefGroup settings | | J1Dewnload all recor d

minal
parameter ‘o Auto update the TéA status | L Clear recor 4

Unit Managemsnt

% Rezune Enployees

= &l Groups
o

Group2 i

Group3 m

Groupd
Group5

I 0% [

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

System Logining

Management P/ l:l

ak LCancel

Enter the password and click the button [OK] to login.
If you enter the wrong password 3 times, the software will automatically close.
When you enter a wrong password, a message box pops up as follows:

System prompt

D) Hreng adnin passvord you have 2 chances o try azain,
#/  'Plesse emter the adnin pessword again!

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

T&A Machine Management
Add Unit
Click the button [Add Unit]. Following windows pops up:
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4.1.2

|: Devices Management [&J

Device Type
Device Tupe |Fingerprinl.-’Card Werify ﬂ

Device Info

Communication Mode
Terminal Mo, |!

" USB[no driver)

.
peveet | & L&N 19216816
[Check Device (D from the device menu)
(™ LAN(Cliert]
Device Mame ’17
" COM
Device Group ’m
" RS485 COw1 -
T Status ’W‘

Device Type: There are two device types one is Fingerprint/Card Verify, the other is
Facial Verify FacePass. Please accord to the actual device type to 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”.

USB: Connect the terminal via USB cable;

LAN: Input the terminal’s IP address. The default IP address is 192.168.0.218.
LAN(Client): Only communication with the PC/Server which has server IP.

COM: Connect with COM port.

RS485: Connect with RS485 need select com port number in the system.

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

(™). Please move the cursor to the terminal icon it displays as follows:

Machine Number: 1

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

If the connection is failed, you can make the connection with the T&A machine (such as
click the synchronize button), to connect the T&A machine to the PC. When the
connection is successful, you will see the terminal icon change to the blue color.

Modify Unit

Choose the terminal and then click [Modify Unit], the following window pops up:
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|~ Devices Management Iéj
Device Tupe
Device Type |Fmgarprint.f‘Eard Werify j
Device Infor —
’17 Communication Mode:
Ve ¢ USBina diiver)
peviaip [ & LAN 19276816
[Check Device D from the device menu]
" LAM(Client]
Device Mame |1
" COM
Device Group | Group! :"
" R5485 COm1 -
Tas Statys |Feal Status hd
0K LCancel

4.1.3

4.1.4

4141

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

\_'{_/ Set the metwork parameters successfully. Please restart the T8A machine!

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

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

Please confirm...

\ Thiz eperation will deal with the zelected machine
2
5/ s Dfficl
Ar

e you sure to continue?

Cancel

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

Right Key Menu

Select terminal icon

& selectal

,right click and perform the menu:

() Reverse Selection

Setting Device Number
Setting Network Parameter
Device information

Open the door via software
Message Management
Photo management

Clear the manager

GPRS

[Select all]: Select all the terminals.
[Reverse Selection]: Select the terminals which are not selected. Cancel the terminals
which are selected.

Set Device Number

Device Number use to identification different terminal. Also can set in the terminal’s
hardware menu [Setting]-[Device],
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4.1.4.3

[ setting ==
Machine No, [1-39333339]
oK Cancel

Device ID range is 1-99999999, set successful show as follow:

[2011-12-07 10:23:11]1[1] Successfully set the machine number

Set the IP Configuration

Click [Setting Network Parameter].
e

[F4 Set the terminal’s IP configuration

Set the teminal’s |P corfiguration

I~ iF addiess

[~ Default gateway,
I~ Submask

[~ MAC addiess

I~ Server IP address
I~ Work mode:

I Comm Port

[ezmmzmen
[rezieanz:
[Get ]
oo

] Ok Cancel
Select the check box and then modify the parameters. Click the button [OK] to save.

[2009-06-17 15:43:51]1[Head Office] Set the network parameters successfully

Device Information

Display device information as follows:

| Device Information Iﬁ
Device Informatior
User Number
Fingerprint Number 0
Password Mumber 0
Card Number 0
New records Humber 0
Tatal records Number 0
Firmware VYersion 05.23.80
Device SN 9¢18215498: <725
Eetrieve Cancel

Click the button [Retrieve] to retrieve the terminal information. Click the button [Cancel]
to close the window.
If failed to retrieve the terminal information, it prompts:

System prompt

‘{J Failed to retieve the terminal information!

Open The Door Via Software

If you click the item [Open the door via software], you can see the information in the main
interface as follows:

[2009-06-17 16:05:37]1[Head Office] Open the door via software successfully!

And meanwhile you can hear the sound from the relay.
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Message Management

Send the message to the user when he clocks in.
Click the item, a window pops up as follows:

Nessage Nanagement X
Message Type M Mnsieri Staff ID Begin date| 2003 617 | End dete| 2003 617 =]
Message Eonlentl Add Message
Message List Read Message

MO Message Typ Staff 1D Hame Eegin date End date Message Content

\ 0% |  DeleteAliMessages | Defete Selected Messages|

There are two kinds of message type: Private message and Public message
Private messages need the employee ID. If you do not input the employee ID, the
following message box pops up:

System prompt Pg\

:,:J Input message mot complete!

Click [Add Message] to add a new message;

Click [Read message], you will see the message in the [Message List];

You can select one message and click [Delete Selected Messages] to delete the
message. One window pops up as follows:

Please confirm...

‘:J' Are you sure to delste selected messaze?

-/
N Cancel

Click [OK] to confirm deletion. Click [Cancel] to cancel the deletion.
Click [Delete All Messages] if you want to delete all the messages. One window pops up
as follows:

Please confirm...

:—:J hre you sure to delete all messa ges?

= Cancel

Click [OK] to confirm deletion. Click [Cancel] to cancel the deletion.
If you click [OK], it prompts:

System prompt

:—:J Delete message suecessful

Lo DK 3

Click [OK] to confirm.
The length limit of one message is 27 Chinese words or 54 English letters .If there are
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several messages, you can read them by pressing the Navigate Key.

4.1.45 Photo Management

Click the item [Photo Management], the following window pops up:

[=4 User Photo Management [ %]

| Neo. Employee No Name Time. Saved Retrieve Photo Information l

Retrieve Selected Photo I

Delete All Photos |

Delete Selected Photos |

| 0% |

Click [Retrieve Photo Information], you will get a list of photos. Choose the photo you
want to download, then click [Retrieve Selected Photo].

4] @ #4 Enginn

agement Softuare VADS.

Click [OK] button to complete the operation or [Cancel] button to cancel the operation.
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[ User Photo Management

No. Employee No Name Time Saved Retrieve Photo Information
00 20130916 17:06:37

11
Please confirm... =

x|
I
|

Retrieve Selected Photo

41 -~
5 51 \e\ Are you sure to retrieve the selected photo?
I - Delete All Photos |

oK Cancel

Delete Selected Photos |

The following window will pop up when the operation is successful.

[#4 User Photo Management L=

No. & EmployeeNo Name Time Saved Retiieve Photo Information |
0o 2013-09-16 17:06:37
11 2013-09-16 17:09:48 Retrieve Selected Photo |
21 2013-031617:11:18
31 2013-0916 17:12:51
41 2013-09-16 17:16:43
> 51 T

System Prompt Delete All Photos |

o Delete Selected Photos |
‘e'\ Retrieve the photo successfully!

oK

Choose the photo you want to delete, and click [Delete Selected Photos].

2

[ User Photo Management

No Employes No Name Tene Saved Retiieve Fhoto Information |
00 20130316 17.06.37 ]
1 20130316 170248 Rekiave Selecled Photo |
» 21 2013031617.11:18 “
31 20130816 17:1251 ™
41 20130816 17.16.43 “
51 20130816 17:2758 9
e Delate Al Photos |
Please confirm... L
e Delete Selected Photos |

e Are you sure to delete the selected photo?

/f{‘X\

Click [OK] button to complete the operation or [Cancel] button to cancel the operation.

35



NNViZ User Manual

Intelligent . Security

3

Retneve Photo Infomation I

No Erglopee No Name T Seved
00 20130316 17.0637 )
1 20130916 17,0948 Retieve Selocted Photo |
» 31 2013091617125
@ 20130816 171649 4
51 20130916 172758 -]
61 20130316 1722807 o
Deokto All Photos |
Deiote Selected Probos |
System Prompt

e Delete the photo successfully!

Click [Delete All Photos] to delete all pictures. Click [OK] button to complete the
operation or [Cancel] button to cancel the operation.

b User Photo Management 2

No - Emgloyes No Name Time Saved Retiave Pholo Irfomation |
00 20130916 17.06:37 “

L] 20130316 170348 & Retneve Solected Photo |
» 31 2130316171251
41 20130816 171649 “
51 20130816 17.27.58 ]
61 2130316172807 8]

Deleto Al Photos |

Delete Selected Photos |

X4

Please confirm...

o Are you sureto delete all photos?

The following window will pops up when the operation is successful.
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|4 User Photo Management

No Emplkyee No Name Time Saved

Retneve Photo Infoumabon

Retieve Selectod Photo

Delete Al Photos

System Prompt

Delete Sedected Photos

0 Delete the photo successfully!

oK

4.1.5 Synchronize Time

Synchronize the Terminal’s time with the computer time. Click the button [Synchronize

time].

o 1@ ) Engiish ~ l# .  Communication Management Software V4.0.4

Device Management | Record Supervision  Employees Management  Record Management

mEsQ|9® ) B @
Add Modify  Delete Synchronize Device Download Download Backup
time

Device Device Device
Devices Managment Device Management

Following message box pops up:

Please confirm...

This operation will deal with the selected machine
\_./ 1[Head Dffice]
Are you sure to continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Some operation information displays in the main interface as follows:

[2009-06-17 16:15:12]Synchronizing time...

[2009-06-17 16:15:13]1[Head Office]Synchronization successful!

4.1.6 Initialize Unit

%

Resume

parameter | newrecord allrecord | Employees Employees

U Disk Management

The device will resume to factory settings. All data will be cleaned up. Attention should

be taken for this operation!

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

Please confirm...

¢y This operation will desl with the selected machine
\_./ 1[Head Dffice]

hre you sure ta continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Some operation information displays in the main interface as follows:
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[2009-06-17 16:18:10]Initializing...
[2009-06-17 16:18:12]1[Head Office]lnitialization successful!

Device Parameter Settings

Click the button [Device Parameter]. The [Device parameter settings] interface pops up:

[ Device Parameter Settings [
Matching Precision fiood =l Management Password|0-999959)
R shald Value((1-5000) 1000 leep time{0-250 mirute) 50
Ti en Repeated Clockingl0-250 mirute] |0 5
Inteligertly Update FP Template Disable = /ey hd
Workcods Prompt Disable ~ 24 Hou -
ety St eE—
\wiegand Made d —
Fived Wisgand Area Code(0-254) o [
Lock Relap Time{0-15 secand] o
T

Default Veriication Mode on the Device EI ‘

[

[

Facef, device without abowe functions.
Inifales Devize | Clear Device | Displey Defauk setting | o | [Carel |

Management password (0-999999): The management password for the terminal. (Suit
for: C2, C2C, C3, OA1000 and OA3000 device)
Sleep time (0~250minutes): How long does the terminal turn to the sleep mode if there
is no one operating the terminal.
Volume (0~5): The volume of the prompt sound in the terminal. The default value is 3.
Date format: There are three kinds date format: yy-mm-dd, mm/dd/yy, and dd/mm/yy.
Time format: There are two kinds time format: 24 hour and 12 hour.
Matching precision: There are three kinds: ‘Normal’, ‘Good’ and ‘Exact’. The default
value is ‘Good'’.
Record Alarm Threshold Values: If the rest memory space for the record is less than
the threshold value, the machine will alarm.
Time period between repeated checking (0~250minutes): The maximum value is 250
minutes. And the default value is 30s.
Intelligently Update FP Template: Enable/Disable the function of FP template update.
Workcode Prompt: Enable/Disable the prompt of workcode during verification.
Relay Settings: There are 5 modes.

® Ring 2-Door open means relay 1 control ring. Relay 2control lock

® Door open means only relay 1 control lock. Relay 2 disable

® Door open means only relay 2 control lock. Relay 1 disable

® Door Open means both relay control the lock

® None means disable both two relays
Wiegand Mode: Wiegand26, Encryption wiegand.
Fixed wiegand area code (0~254): If you upload one fingerprint to two terminals, the
same fingerprint’s wiegand outputs are different in the different terminals. If the two
terminals’ wiegand area codes are same, the same fingerprint’'s wiegand outputs are
same in these two terminals.
Lock Relay time (0~15seconds): The door open delay.
Door Contact Alarm Delay(0-250): The alarm delay.
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4.1.8

Default Verification Mode on the Device: The default mode of verification from device.
The following are the modes:

FF

FP+Pw
FP+F+Card
1D+t
1D+FP

1D +Fud+FP
Card
Card+F'w
Card+FP

0 o o i o i R

ok, | Cancel |

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

Please confirm...

¢y This operation will desl with the selected machine
s/ 1lead Dfficel
Are you sure to continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation information in the main interface is as follows:

[2009-06-17 16:18:56]Set Advanced Parameter...
[2009-06-17 16:18:58]1[Head Office]Parameter setting Successful!

Click the button [Display default setting] to see the terminal’s default settings
Ring Settings

Set the ring time. Please enable the Ring function in the parameter settings first of all.
Click the button [Ring settings]. [Set ring time] window pops up as follows:

Ring time list

Detailed information

Ringtime /0000

v Monday v Tuseday v Wednesday v Thursday

[ Friday [~ Saturday [~ Sunday

# add | = Dekle | ok | conea |

Input the ring time and then click the button [+ Add)] to add the ring time to the “Ring time
list”.

You can also click the button [-Delete] to delete the ring time from the “Ring time list”.
One message box pops up as follows:

Please confira...

\2) Are you sure to delete the selscted ring time?

Y Cancel

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

Click the button [OK] to save the settings. Following operation information displays in the
main interface:
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4.1.9

4.1.10

[2009-06-17 16:21:01]Setting ring time...
[2009-06-17 16:21:03]1[Head Office]Set the ring time successfully!
Time Zone/Group Settings

This function is only for the terminals which have the access control output.
Click the button [Time zone/Group settings]. The [Set time zone/Group] window pops up:

Set time zonefGroup @‘

Time zone settings
Timze zane number
Monday begin/end time
Tuesday beginfend time
‘Wednesday beqin/end time
Thursday begin/end time
Friday begin/end time
Saturday begindend time

Sunday begin/end time

00000 ==
0:00:00 =
00000 ==
0:00:00 =
0:00:00 ==
00000 ==
0:00:00 ==

7
@

oo ==
oo -
0000 ==
oo -
oo ==
000~
ooeon =

fElE e

Group settings

o
@

Group number
Time zone 1
Time zone 2

Time zone 3

NNANMEGEREEE.

Time zone 4

i

Exit

[Time zone settings]:

Select the time zone number. And then you will see the timezone settings.

If you want to modify the timezone, you can just set the parameters again and click the
button [Set] to save.

[2009-06-17 16:22:16]Setting the time zone...
[2009-06-17 16:22:17]1[Head Office]Set the time zone successfully!

[Group settings]:

Select the group number and then you can see which time zones are arranged in this
group.

If you want to modify the group settings, you can just change the timezone number and
then click the button [Set] to save.

[2009-06-17 16:22:27]Setting the group...
[2009-06-17 16:22:29]1[Head Office]Set the group successfully!
Download New Record

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

Please confirm...

¢y This operation will desl with the selected machine
&/ iDad 0EE

e you sure t

Cancel

Tt inue?

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Following information shows on the main interface:
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4.1.11

4.1.12

4.1.13

[2009-06-17 16:27:00]1[Head Office]Reading attendance records...

[2009-06-17 16:27:01]1[Head Office]Read the records completed, Records: 10, Read
successfully:10

[2009-06-17 16:27:03]1[Head Office]Clear time attendance records successfully

Download All Record

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

Please confirm...

<9 This operation %ill deal with the selected machine

: ead OFEL
“d} 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:

[2009-06-17 16:29:26]1[Head Office]Reading attendance records...

[2009-06-17 16:29:27]1[Head Office]Read the records completed, Records:38, Read
successfully:38

[2009-06-17 16:29:29]1[Head Office]Clear time attendance records successfully

Clear Record

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

Please confirm...

¢y This operation will desl with the selected machine
8/ 1lfead Dffice]
e you sure to continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Following information shows on the main interface:

[2009-06-17 16:30:07]Clearing time attendance records...
[2009-06-17 16:30:09]1[Head Office]Clear time attendance records successfully

Backup Employee

Download the employee information and employees’ 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 Employee]. Following message box pops up:

Please confirm...

¢y This operation will desl with the selected machine
8/ 1lfead Dffice]
e you sure to continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation information displays on the main interface as follows:
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4.1.14

4.2

[2009-06-17 16:30:34]Backupping staffers...

[2009-06-17 16:30:35]Backup staffer:1[Head Office]

[2009-06-17 16:30:36]1[Head Office]Backup staffer information completed, Records:5 ,Read
successfully:5

[2009-06-17 16:30:36]1[Head Office]Backuping fingerprints...

[2009-06-17 16:30:37]1[Head Office]Backup staffers and fingerprints completed!

Note: You can stop the backup process for the employee by clicking the button on the
right bottom corner. Following message box pops up:

Please confirm...

¢y This operation will desl with the selected machine
8/ 1lfead Dffice]
Are you sure to continue?

Cancel

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 confirm...

¢y This operation will desl with the selected machine
8/ 1lfead Dffice]
e you sure to continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Some operation information displays as follows:

[2009-06-17 16:31:48]Get back staffers...
[2009-06-17 16:31:48]Get back staffers:1[Head Office]
[2009-06-17 16:31:53]1[Head Office]Get back staffers completed

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

[2009-06-17 16:32:48]Get back staffers...
[2009-06-17 16:32:50]Get back staffers: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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o) | @ © Engish -Ns Communication Management Software V4.0.4 =8 %
— Device Record Supervisi Record U Disk
e Start Time Check-in Times 0
°
End Time Check-out Times 0
Activate
realtime Employee Number Other Status Times 0
Real Time Management Real-Time Monitoring Records Information
B-AlGowps |
Group!
Group2
Group3
Groupd
GroupS
No Name Date/Time Stalus Desciption TemminalNo Device D Devicsname  Depariment Postion Work Code 1d

« il »

Synchionization completed

4.2.1 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 2009-08-1T 1B:33:36 Checl—in Times 18

End Time Check-out Times 0
Staff Number T Other Status Times D

Real-Time Monitoring Records Information

When the employee clock in or out, the value of Check-in Times or the Check-out times
increases one. And the real time record shows as follows:

4.2.2

No. MName Date/Time Status Descrption  Unit No. Unit S/N Unit name Department Paosition

10 ark Xia 20090617 165239 In 1 1 Head Otfice Hardware Hardware Enginesr

10 ark Xia 2009-0617 16:5240  In 1 1 Head Otfice Hardware Hardweare Enginesr

8102 Eric Qiu 20030617 165242 In 1 1 Head Office Structure Shucture Engineer

2 Brand Zhao 20090617 16:5244  In 1 1 Head Office Software Software Enginesr

8104 James 20090617 16:5246  In 1 1 Head Office Hardware Hardveare Associate Engineer

8105 Flyfire 20030617 16:5247  In 1 1 Head Office Stucture Shucture Associate Engineer

8104 James 20030617 16:5243  In 1 1 Head Office Hardware Hardware Associate Engineer

2103 Michelle 20090617 165251 In 1 1 Head Office Software Software Associate Engineer

210 Mark Kia 20090617 165255 In 1 1 Head Office Hardware Hardware Engineer

a102 Eric Qv 20090617 1E:5256  In 1 1 Head Office Structure Shucture Engineer

8103 Michelle 20090617 165302 In 1 1 Head Otfice Software Software Associate Engineer

8104 James 20090617 165303 In 1 1 Head Otfice Hardware Hardware Associate Engineer

8108 Flyfire: 20090617 165308 In 1 1 Head Otfice Structure Shucture Associste Enginesr

a0 Mark Xia 20090617 16:5307  In 1 1 Head Office Hardware Hardware Engineer

1 King.Jin 20090617 16:5309  In 1 1 Head Office RiD RED Manager

2 Brand Zhao 20030617 165310 In 1 1 Head Office Software Software Engineer

8104 James 20030617 16:5312  In 1 1 Head Office Hardware Hardware Associate Engineer
iRIMR Flufitm ANGRATIRRRTL In 1 1 Head Mifice Shuehie Ghrich ne &osneicte Frnineer

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

Position pops up:

ID: &107

PMame: David

Dept. RD
Position: Software
Enginger

Prohibit Real-time

Click the button [Prohibit real-time] to stop the real-time monitoring. You can see the
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4.3

4.3.1

begin time and end time of the real-time monitoring in the [Real-Time Monitoring

Records Information] as follows:

Begin Time 2009-08-1T7 16:33:38 Checlein Times 18
End Time 2009-06-1T 16:34:55 Check-out Times 0
Staff Number T Other Status Times 0

Real-Time Monitoring Records Information

Employees Management

Employee management interface is as following:

=) [ﬂ. ) English -Ns Communication Management Software V4.0.4 =8 %
2 Device Record Supervisi I Record U Disk
&\ it ™3 Download Template Employee ID @)
% et privilege T Upload UserTemplate | Employee Name
Add odif - Check
Employee Employee Copy Privilege |5 Delete from Unit Device Employee
loyees Mana Employees communication Employee Checking
= All Groups
Group! |
Group2
Group3 e
Group4
Group5
& Headofice Employee b & Card No. Name Gender  Fosiion Bithday EmployDate  Phone Address
<[ 1 - »
S st | —————— et

Add Employee

Click [Add employee] button, open [Add/modify employee info] window which includes 2

pages: Basic info and fingerprint registration as follows:

[ Add/Modify Employee Info Exm

Basic Info |

ol
cadNo ]
Neme|
e
Gender| |
Dept. | Headoffice

e

User Type [NomalUser—— ~]
[ 4l o x|

Veification Mode |6

RRIRNIRNIR

oNo.| Bithdy [ & |
Nation | =] Employate I E|
Postion [ ] Polical Featurs | |
Education | =l speciaiy| =l
Phone | Mobile
Native Place |
Address |

Save Cancel

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

employees
Notice: The No. is exclusive as well as the first digit cannot be 0!
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There are two ways to add pictures:
1st way: Click [_J] button, choose employee’s picture stored in PC and open [Edit
picture] window as following,

Edit Pi

| o & &
o || bt | 5

B

3

Click the button [view] to choose one photo.

Edit the photo by the [Cut-down] function and then click the button [Save] to save as

Add/Nodify Staffer Info 3
Basic Info 1 Uthellnfo} F\ngernmnlﬁeg\stlation]
o BT3B
Card Mo,
Mame |Maggic
e [Female =
Dept. | B -
Group number 1 hd
User type |Momal User h j ﬂ ﬂ
Ident. Mode
Ident, Mode System default hd
FF access firstly
Card access firstly
FIN access firsty
Save LCancel

2nd way: You can install camera to take pictures and edit then save. Make sure there is
camera equipment installed in your PC.
Click [_QJ] button, open [Pictures shooting] window as following,

45



NANVI2

elhgeie: Securty User Manual

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 [ll] to delete the employee photo.

[Fingerprint registration]: Use the external USB fingerprint reader: OA99+ to enroll
the fingerprint.

The sentence “Connect to the fingerprint sensor reader successfully!” means that the
OA99+ is connected successfully.

Place the fingerprint on the terminal’s fingerprint scanner window and then click the
button [enroll] to enroll the fingerprint.

B Add/Nodify Staffer Info X
Basic Info | Other Info Fin;alplintﬂe;islratiﬂn}
FP Eroll conditions
r Erroll
r Enrall
Caonnectto the fingerprint sensaor reader successfully!
Save LCancel
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Add/Nodify Staffer Info 3
Basic Info | Other Info Fingerprint Registration ]
~FP Envoll conditiors
{74 Enroll
5 Enroll

4.3.2

4.3.3

4.3.4

Enroliment successfull

Save LCancel

Click the button [OK] to save or click the button [Cancel] to cancel.
Modify Employee

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

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] and
the following window pop-up,

Please confirm. .. X

\f_p Are you sure to delete the selected staffer?

C_ 8 Cancel

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

Transfer Department

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

Flease select the department:
] E Headoffice
- 3@ a0
&8 FiD
8 General Affairs Dep
= 4B [
48 Software
&% Hardware
& Structure
8 Test
=-3& PsD
&% Quality
& Product
88 S0

(1 Dbl
Ok Lancel

Select the department and then click the button [OK] to confirm or click the button
[Cancel] to cancel.
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4.3.5

4.3.6

Set Privilege

We can only upload the employees to the authorized terminal.

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

-omer |

1[Head Office]
O 2[5hanghail
=0 Group2
O 3[8eiing]
O 45henzhen]
O Group3
O Group4
O Groups

oK LCancel

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:

Staffer No CadMo. Mame Sex Position * Bithday Employ Date  Phone  Address 1stFP 2ndFP | Unit

3 Clak o
o 2 0 e ! ez
1

Clark's fingerprint is in the unit 1
Vi print is in the unit1 and unit2

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:

B Copy Function and Privilege

Copied staft ID

Input the one employee’s ID, and you can click the button [@] to browse the employee’s
privilege in the [Set privilege] as follows:
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4.3.7

4.3.8

B Set privileze

£

O 1[Head Oifice]
2[Shanghai]
=0 Group2
O 3[8eiing]
4[Shenzhen]
O Group3
O Group4
O Groups

LCancel

Then press [Cancel] to come back the interface, and click the button [OK] and the
following window pop-up:

Please confirm...

:‘TJ Are you sure to copy the selected staff' s privilege?

| cancel

Click the button [OK] to copy the privilege. After copy completed the following window
pop-up:

System prompt

:{J The Selected staff s privileges are successfully copied!

Download FP

Download the 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 FP]. Following message box pops up:

Please confirm...

¢y This operation will desl with the selected machine
\_./ 1[Head Dffice]
Are you sure to continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation nformation shows on the main interface as follows:

[2009-06-17 17:28:33]Download fingerprint ...
[2009-06-17 17:28:33]Download fingerprint:1[Head Office]
[2009-06-17 17:28:44]1[Head Office]Download fingerprint completely!

Upload Employee & FP

Upload the employee information and fingerprints to the terminal.
Choose the employees from employee info list (you can choose some or all the
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employees by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the
button [Upload Employee & FP]. Following message box pops up:

Please confirm...

¢y This operation will desl with the selected machine
8/ 1lfead Dffice]
Are you sure to continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation information shows on the main interface as follows:

[2009-06-17 17:29:11]Upload staffers and fingerprints ...
[2009-06-17 17:29:11]Upload staffers and fingerprints:1[Head Office]
[2009-06-17 17:29:18]1[Head Office]Upload staffer and fingerprint completed

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...

¢y This operation will desl with the selected machine
8/ 1lfead Dffice]
Are you sure to continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation information shows on the main interface as follows:

[2009-06-17 17:30:47]Delete the staffer from the device...
[2009-06-17 17:30:47]Delete the staffer from the deviece:1[Head Office]
[2009-06-17 17:30:51]1[Head Office]Delete the staffer from the device completely

Employee Checking

Search the employee information.

Skaff 1D =
Skaff Mame

Check

Terminal Sraff

Staff Checking

Search the employee information by the Employee 1D, Employee Name and Terminal.
Click [Check employee] button and then the employee info shows in the list.

Department Management

Move the cursor to the department list and then click the right button of your mouse. The

menu pops up as follows:

50



NAnNvI2

inteligent. Securiy User Manual
Elﬂ Headoffice Employes
Add Dept
Maedify Dept
Delete Dept

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

Input Department Name

Please Input Department Name:

oK Cancel

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

[Modify dept]: Choose the department which is going to be modified. Click [Modify
dept]. The [Input Department Name] window pops up:

oK Cancel

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

[Delete dept]: Choose the department which is going to be deleted. Click the right
button of your mouse and then click the [Delete dept]. Following message box pops up:

Please confirm...

\'{J Are you sure to delete the selected depariment?

i cancel

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

& Select w11

@ Cancel Zeletion

@ | Transfer Department
Copy Frivilege

Add Staffer

W Modify Staffer

S Delete Staffer
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4.4.2

Record Management

« I

) [1 )| @ @) Engish s Communication Management Software V4.0.4 =8
Device Record Supervision ol 1 Record U Disk M
F Text file(*.txt) - 5 0
[®] Begin Date /57 2013/8/30 -~ }m) ERES Y Toxt floC'.bd) Epployesbictenith
Export Field No.Date/Time;Device No.;Statu ~ Space Character , h
% .1| search
[ End Date BT 2013/8/30 Recory | Time Format yyyy-mm-dd hhimm:ss ~fpece charecree Ity 1
Record Search Export Record
= All Groups
Group1
Group2
Group3 m
Groupd
GroupS
No Name Date/Time Staus  StatusDescripon DeviceNo. DevicelD  DeviceName  Dept Posiion

Synchranization completed T

Record Search

[ Begin Date Yed B/T/2009 - p

EEnd date Yed 6/17/2009 - | Search

record
Record Search

Set the Begin Date and End Date as follows:

1 March 2009 »
SMTWTF S

12 34546 7
8 9101112 13 14
15 16 17 18 19
22 23 24 25 Z6 Z7 28
29 30 31

Today

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

No. Name Date/Time Status Status Description | Unit No. Urit 5/ Unit Name Dept |
1 King Jin 2003-6-17 16:33 56 | In 1 1 Head Office R&D i
1 King Jir 2009-6-17 16:52.09 | In 1 1 Head Office. R&D i
2 Brand Zhao 2009617 16:33: 48 | In 1 1 Head Office Software H
2 Brand Zhao 2009617 16:34:02 | In 1 1 Head Office Software H
2 Brand Zhao 2003-6-17 16:52 44 | In 1 1 Head Office Software H
2 Brand Zhao 2009-6-17 16:5310 | In 1 1 Head Office. Software i
» 810 Mark ia 2009-6-17 16:26:36 | In 1 1 Head Office Hardwrare t
2101 Mark Xia 2009617 16:26:47 | In 1 1 Head Office Hardware: t
8101 Mark Ria 2003-6-17 16:28:03 | In 1 1 Head Office Hardware b
a101 Mark xia 2009-6-17 16:28:24 | In 1 1 Head Office. Hardurare b
101 Mark Kia 2009-6-17 16:28:26 | In 1 1 Head Office Hardurare b
2101 Mark Xia 2009617 16:28:27 | In 1 1 Head Office Hardware: t
8101 Mark Ria 2003-6-17 16:28:29 | In 1 1 Head Office Hardware t
a101 Mark xia 2009-6-17 16:28:31 | In 1 1 Head Office. Hardurare b
10 Mark Kia 2009-6-17 16:28:32 | In 1 1 Head Office. Hardurare t

Export Record

Set the export format, export file and time format.

Expart Format  Text File(* bxt) - staffer Mo, Length & @
Export Field Mo, ;Date/Time;Unit ho.; Status - Space symbol |, -
Time Format yyyw-mm-dd hhmm:ss = Space symbal Length |1 E:;Té
Export Record

Export format: 3 formats optional: text file (.txt), CSV file (.csv), Excel files (.xIs).
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Text file ¥ txt)
C3V file (. csv)
Exeel file (k xls)

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

[ Hame
[#]DatefTime
[“]Unit He.
[JUnit name
[¥]5tatus
[]5tatus Hame
[ Department
[JFesition

Time format: 4 optional formats

wyr—mm—dd hhimm:sc

y¥y¥y—m—d hhomm:ss

yy-mm—dd hhimm:ss
FERY

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 as following,

240 PIx
REFED: [ Report v emeiE
e,
s
=
AR
=)
AR
HAE
e
FLESE
TS @ [ra-Bep. txt -l )
BEAB @ [Tost £ils 6 w0 ~ M

Click [Save] button. The system prompts as follow:

System prompt

\_'{/' Records have been exported to © E:\Test'Report\EQ-Rep. txt *

Click the button [OK] to confirm.

4.5 U Disk Management Program

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

To read the attendance record from USB flash driver, you must make sure all data store
under G:\00000001 folder in the USB flash driver first.

The shows as following :
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4.6

4.6.1

Communication Management Software V4.0.4

v
Device Record Supervisi Record U Disk

U Disk - ﬁj ,ﬁ\ @
$ Find U Disk | Read Records Restore Employee  Backup Employee
fromUDisk from U Disk to U Disk
U Disk Management

- All Groups )
Groupt -
Group2
up3

Grot

Groupd
Group5

(20120830 10:03 11J1[1)
12013:08-30 10:03 35Sy
[2013-08-30 10:03: 3911
(20130830 10:03 4111

Synchranization completed —————ee e [l

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

Restore Employee from U Disk: click [Restore Employee from U Disk] button, the
system will export the employee information data to local database and fingerprint
template to root index “Template” folder.

Backup Employee to U Disk: The database of the existing employee information and
fingerprint template, backup to U plate.

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

System Settings

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

| Basic Parameter Setting

v T&h state Setting

]T“ Timing Downloading Becord
=] .

|| Wemagement PE setting

]“’1 Database linking setting

‘2 Exit system
v

Basic Parameter Settings

Click the [Basic Parameter Setting]. The [Basic Parameter Setting] pops up:
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4.6.3

Basic Parameter Setting 3
Basic Paramster

Com Port Communication delay time(1-5] Seconds

1]

Metwork Commurication delay time(1-20] Secands
[ Communication Failed, automatically exit current operation
[ InRealtime Monitoring, voice prompts ' Department Name"

[~ Clear the data after downloading

oK | Cancel ‘

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

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

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.

T&A Status Setting

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

= TkA Status setting &l

A Plisse sort it in ascending order
Status vahie Symbol Status Descrpiion
> I n
10 ut
22 2
33 3
44 4
55 5
66 6
77 7
BE 8
BE] 3
1010 10
11 11
1212 12
1313 13
1414 14
1515 15
Upload ta 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.

Timing Downloading Record

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

Timing Downloading Record

I Fiun Tining Downlasding frecord

B el e |

Time: 0000~ Add Delete Time
0K Cancel

Enable this function by choosing the [Run Timing Download Record]. You can set 5 time
point.
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4.6.5

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.

Management PWD Setting

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

B Nodify management password

Old Pred ‘

Newi Puid: ‘

Confir P \
[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 X

\_',:/' Ty el peemna g framrest, slernn cxior e pesmed ol

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

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

System prompt

\_',T/' Adnin password modiFication successful!

Database Linking Setting

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

B} Data Link Properties @

Provider | Connection | Advanced | All

Specify the following to connectio Access data:
1. Select or enter a database name

[E:\Te=t\0A3000%ALEL AL 2003, mdb)

2. Enter information to log on to the database:
Username:  [Adnin ]

Blank password  [] Allow saving passward

Test Connection

[ Ok ][ Cancel ][ Help ]

Click [=]] button beside [1. Select or enter a database name:] to choose the linking
database directory. And then choose database name, click [Open] button to confirm
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4.6.6

4.7
4.7.1

4.7.2

4.7.3

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 ﬁ‘

',f/' Test connection succeeded.
o

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

System prompt

9

c‘) Database connecting successful, please restart the softwars!

Exit System

Click [Exit system]. It prompts:

Please confira...  [K)

) = to axit?
) e e to o

7] Cancal

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

User Interface Configuration

Interface Skin Color

Shift the skin color by press the button [©/®©].The style is Windows XP system style.
Change The Software Language

Choose the language in the option [ chrese w.

Set Quick Access Button

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

) [©]@ ) Engish -5 Communication Management Software V4.0.4 SRECELX )
> Device Management | Record Supervision  Employees Management  Record Management U Disk Management
an Ring settings -
l__ﬂ 7 e g oo B B memien) | | G s
. &) Time zone/Group settings
Add  Modify Delete | Synchronize | Device T —— S
1 ployees
Device Device Device time parameter < Auto update the TaiA statws | L -
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:

) £2 @ ) English - ﬁ Communication Management Software V4.0.4 SRACE X
Device Management | Recof Customize Quick Access Toolbar {t  Record Management U Disk Management
~ |[ | Blue )
EJ @ @ @ | ] Download new record | @ Backup Employees
. v | Black Bttings
Wif  liEdiy 2ok | SHEr Bt il oo, R
. 3 ployees
Bt Dotk Bz imes| (]| Silver  status | LV ®
Devices Managment v | Language e Management

Move the cursor to the quick access button. And then click the mouse’s right button. It
prompts:
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=

Modify Delete
Device

Add

Device Device

Devices Managment

[ @ o) english

Device Management

= | B [

U Disk Management

Remove from Quick Access Toolbar

Ft Software V4.04
J

Record SUPervision Record

Synchronize
time.

Emplayes:

L Ring settings

] Download new record | @ Backup Employees

&) Time zone/Group settings

Device
paramater <& Auto update the T8A status |}l Download all record ‘% Resume Employees

Device Management

Click the item “Remove from the Quick Access Toolbar”.
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Chapter5 Background Management

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

5 Background Management

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

Log In System

Double click the icon Q) on the desktop to start the attendance background

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

Administrator: | Admin ‘

Password: | ‘

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

#) Fingerprint TéA and Access Control System ¥4.2.0 f\@@
System MR Management Attendance Exception Data Maintenance External Help
A momiwmvz(u
Staffers Timetable Schedule

'

oM [ :
e > = 4

Report Clear Data

2009-09-23 11:18:38 Admin Fingerprint T&A and Access Control System 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:

BB Parancter Settings

B Adninistrators

Administrator’s Fassword Set

Modified Record Log
Managing Log

DatsBase Linking

Exit System Ctrl+s
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5.2.1 Parameters Settings

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

” System parameters setting @

! Banic parameters | Siat. Rules | Leave class | Field defintion
Basic info
Urit Hame: | Head oifice
Cormman Fule
shift expands two days
(&) Count as the 1st day
) Count as the 2nd day

L
& wotkday count a5 22 # Minute

[
Nt clock incount sstate |80 ]t
Owertime Calculation

Marmal Day 0
0

p
[ Nat clock cut count as eaty |50 C] Minute
Haliday

r a 1)
Dottty |80 B8] minutes later clack-out count as averine Festival

Basic parameters:

® Set your company name, the default is “Head office”

® Input your company name that will be deemed as the head of departments list.

® A working day count as how many minutes is the base for time attendance
calculation which will be the transition standard to calculate the late to work/early to
leave /free overtime items, minute is the good transition standard of hours and
working day.

® ‘“Late for work as how many minutes” can be set when no clock-in on duty,
“early to leave as how many minutes” when no clock out for off duty. Free
overtime work can also be calculated on the base that how many minutes working
after off duty time.

® “Shift expand two days” is set under real condition.

Stat. Rules:

Click page [Stat. Rules] , following shows:

¥} System parameters setting EJ
Basic parameters imsgt Rules | Leave class | Field defirition
Stat. Items:
Stat. Rule
Unit Set

Unit:| Day 5

Business Leave
Leave
Absence Minirmurm:
Stay away

Overtime

Free Overtime Round-off control

1

) Round down
O Round up Fround at tatal
(& Round off [ Accumulate by times

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

absence, overtime, free overtime.

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

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

® Round down: Abandon the number after the minimum unit one 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 number after the minimum unit is. For
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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 number after the minimum unit is equal to or over 0.5, add one
unit, or else, abandon it.

® Notice: the setting of stat. Rules above will directly affect the statistical result

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

Leave class:

Click page [Leave class], following shows:

‘o System parameters setting ﬁ‘

Basic parameters | Stat. Rules [; Leave £lass || Field defintion
8 &
Append Delete  Modify

Mame Calor ~
[ dmiistration D epartr
R&D

Administration Department

Leave Class:

Sales Show Color; [l Red v
Indicating Symbol:
“

Add new leave class:

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

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

Delete leave class:

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

Field definition:

Click page [Field definition], following shows:

¥} System parameters setting &\

Basic parameters | Stat. Rulss | Leave class| Field defintion

Figld Mare : |imebeRElE Input new field walue:

Chinese
Englih

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

Administrators

Click [System]-[Administrators], following window shows:
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# Administrator set

@ R | 2= é?
e |
Append Delate Modify

Adrinishator AN

Dept operable: [y (3] Nems operable: w3

¥ Head office

! ! The new administrator has & default password: S06568

Append new administrator:

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

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

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.

Note:

1. Before you using the administrator mode, you need to set the privileges for every
administrator with which the administrator can modify the operation items after he log in
the software; there are all the items in the “ltems operable” list in above picture, such as
“Staffer maintenance, Shifts settings, Calculating and Report”; we can set different
privileges for different administrators so as to divide and manage the task systematically.
2. After you add a new department, you must modify the privileges of the “Department
operable” for the administrators (select the new department in the “Department
operable” list and save), who will have the privileges to modify the new department, and
then you may do other operations.

Administrator’s Password Set

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

D Administrator modify password El

0 Puact |
New Piud:
Conlfirm Puwd:

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

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

#) Attendance record modification log M (=13

Bomwdh Pestewe Hless
Time Riange
Depatment ) Headoffice | Stafferbo. Al v FomEE- 31 | ooem 5] Tolmos 43 v|[zssm 2
Depatment Stalfer No. Name Clocking Time State Mody ype | Fieasons Administiator
vl
& t
RecordCount 1)

Select department, staffer ID and time range and click [Search] and those records which

match the above condition will be displayed as follows:

M Attendance record modification log

E ]
L
Foarch Beaters Clese
Time Rlange
Deputmerd ff] Hoadolfee 1w Sulerla 20 » Fon B ¥ & 0000 To| 28 43 i||pfa% 3
Denarent Sl Ko K Flocking. Eovm Sashe Modivioe  Ressern Aebreretinsion
o ACROE02 18300 Chock. Ot ] Fovgete chock evind v
nm 0080802 083000 Chetk I = Foupetting cioek: infont dmin
z ¥ - O X0 Clock in ) Foagetting chock indiont Admin
2 b H0E0802 130000 Cloch. Ot A Fongettrg cloek. ot Advin
2 3 0060801 130000 Chack, Ot A Fonpetting clock infond Admin
¥ ] ] e B0 Chok i (7] Foagettng chock ivioud A
] E
[Lecor & omt 0

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

record and clicking[Restore]
Click [Close] to exit.

Managing Log

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

64



NANVI2
elhgeie: Securty User Manual

5.2.6

527

o Administrator operation log ‘Z‘@El

=
A
Search Close
Time Range
Administrator | 41 v  Fom EE- 314 v || ooom 2| To|zo08- 493 o | 2zEass 2
D Name Managing Time Remark »~
[ Admin 2009413 11:53:48 DOperating spstem parameter setings
21 Admin 2009-4-1311:53:30 Operating system parameter sattings
20 Admin 2009-4-1311:51:47 Operating system parameter settings
18 Admin 2009-4-1311:43:33 Operating system parameter settings
18 Admin 2009-4-1317:44:10 Clear the data before " 2009-0301 *
17 Admin 2003-4-1311:43:21 Operating business leave/leave
16 Admin 2009-4-1311:42:38 Operating busingss leave/leave
15 Admin 2009-4-1311:41:53 Operating business leave/leave
14 Admin 2009-4-1311:40:55 Operating busingss leave/leave
13 Admin 2009-4-12311:36:29 Olperating festival/holiday settings
12 Admin 2009413 11:3216 DOperating spstem parameter setings
11 Admin 2009-4-1211:25:10 Operating system parameter settings
10 Admin 2009-4-1311:24:47 Operating system parameter settings
9 Admin 20094-1311:24:41 Operating system parameter settings
8 Admin 2009-4-1311:24:21 Link the database to
7 Admin 2009-4-1311:23:08 Operating system parameter settings
B Admin 2003-4-1018:01:06 Olperating system parameter settings
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.

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

I'E Database connecting failed, Flease collocate the database again
.

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

B3 Data Link Properties &|

Provider | Connection | Advanved | Al

Specifythe following to connectto Access data
1. Selector enter a database name:
E:\TestiBackgroup nanagement\AL{Z003. mdb  |[_]
2. Enter information to log on to the database:
User name: Adnin

[ Blark password [ allow saving password

Test Connection

[ ok ][ Cancel ][ Help |

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

Exit System

Click [Exit System] in System menu. The following menu springs.
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5.3

53.1

Please make sure ... @

? i
-/ Are you sure to exit?

Cancel

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

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

& Department Management Ctrl+D
) Staffers Maintenance  Ctrl4G

Department Management

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

) Department Nanagement &\
- e =

Departments List Being Selected Dept
iR Head office

Input the new department name

i)

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

name.

When deleting a department,
Staffers of the department will be
mave to head office automatically!

Add a new department

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

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

Department modification

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

Delete the department

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

Please make sure ...

?‘/ i o ) G AR08 Crmtret)
.

Notice: Repetition of department name is not allowed; if there are staffers existing in the
deleted department, those staffers will be automatically transferred to department of
head office.
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5.3.2

Staffer Maintenance

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

#) Staffer Naintenance \;|@E|

% -
EYYEREE
I ) = [
Append Delste Modify Transfer Inport
i Headoffice Search Stalfers &
% z::g Statfer Ma. MName Department Card Ma, Sex Position Employ Date
a1m David Headoffice
atnz Allen Headoffice
2103 Dark. Headoffice
g104 twfillen Headaffice
a10s Hally Headoffice
8106 FRiing Headoffice:
8108 Jim Headaffice
atng Ketter Headoffice
8110 Lily Headoffice:
a1 Hose Headaffice
< 3
Staffers Information | Enroll Fingers
Attend: Set
Staffer ¥a | B107 CardNo Marme | G0l endance Sel
Sex - — o Bithday (W] w Calculate Attendance:
Education v Specialy > Positian = Caleulate Dvertime
Teleph Mobil Employ Date | T
elephone abile W EER [#] Rest On Holiday
1D No. Comment Marital Status »
Address User Type | Homal User ~ | Group Mo, |0 v
RecardCount: | 11
{ 1 .
Staff's adding:

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

Note:

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

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

Staff's modification: Choose the staff, click [Modify] and input the new information, then
click [Save].

Staff's deletion: Choose the staff; click [Delete] and then click [OK] to complete.

Please be cautious when delete the staff since all this staffer’s time attendance records,
shift arrangement will be deleted at the same time.

Import staffers: Click [Import], staffer importation window springs for importing staffers.
Staff’'s department shifting: Choose the staff you want to shift the department click
[Transfer] and following window will pop up:

67



NANVI2

Intelligent . Security

User Manual

# Staffer Transfer [

Select the department ta transfer:

# Head office
&8 Adminitrator Department

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

Export Staff:
Right-click on staff list and the following window pops:
Staffer Mo, Mame Department Pozition Employ Date
e e Eb
a0z David Cancel AlL 1T 2006-04-16
8103 King Jin 2005-05-30
104 Clark. Fuan Export Data 2006-03-15
8108 Matk Simth ld v Staffer Wo -06-20
Show all columns v Hame
v Dlepartment
v Bozitien
v Employ Date
w Telephone
v Address
v Sex
4 v Language
ingers v Comment

All displayed fields in staff 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:

Saveln | () Backerow managenent v ¥ 0@
(CTmplate
L) (Goeie
Racent
=
Deskiop
iy Dosunent
3
5o
Hy Computer
3
ty Hatrork
File arne: | v Save
Saveastype:  [Tewt File 0k tet) v [_cancel

Please select your target directory of your export, file format (txt or xIs) and the file name.
Click [Save] to confirm the operation.
Notice: Exported Excel file can be used as backup information and can be imported

again.

5.4 Attendance Management

Click [Attendance] in the main menu, following springs:
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54.1

5.4.2

Holiday List

TimeTable and Shift Ctr1+E
% Staffer Scheduling Ctrl+F

Attendance Record
[ Attendence Caleulating and Report  Cirl+R

Holiday List

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

EJ : ]

Append Delete Wodify

Name | (IT0ET] StatDate 2009 416 v Days[3 &

Holiday Mame Start Date Days

2003-05-01

Add festivals or holidays:

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

Modification of festivals or holidays:

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

Deletion of festivals or holidays:

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

Timetable And Shift

The relationship between shift and timetables:

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

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

Timetable maintenance:

Click [Timetable and Shift] in [Attendance] menu. The following window appears.
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# TimeTable and Schedule Naintenance

Timetable Maintenance | Shift Maintenance

- g % =

Append Delete Modify

Tinetable Name | On Dty Time | 01f Duly Time -~ Tietable Name. |02
» [ [ I (R

morming 0400 1200 On Duty Tive | 9500

sftemnnn 1200 ) =

right 20:00 0400 Qif Doty Time

Begin ClockIn Time
End ClockIn Time | 1300
Begin Clack-Out Time | 16:00

End Clock-Out Time | 20:00

Late enor allowance % M
Early error o lowance 3 Minutes
Count &z Workday |1

Count As WorkTime | 480 Minutes

Must Cn Must C-Out
v [1Fiee 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 Timeland[End Clock-in Time]setup the valid time period for clock-in.
Records out of this time range will be treated as invalid ones. For instance [Begin
Clock-in Time] is 07:00 and [End Clock-in Time] is 13:00. If clock-in record is 07:01 or
12:59, they are valid records but if clock-in record is 06:59, it is invalid. Besides, [Begin
Clock-in Time] and [End Clock-in Time] can be more than one day (meaning [End
Clock-in Time] can be before [Begin Clock-in Time]) but it can’t be longer than 24 hours.
[Late error allowance]means how many minutes after[On duty]are treated as “late”,[Early
error allowance]means how many minutes before[End Clock-in Time]are treated as
“early”; [Count as work day]and[Count as work time XXX minutes]are used in calculating
business leave, leave, absence and overtime.

Checking [Must C-In] and [Must C-out] or not will affect the result of calculation. If [Must
C-In] is checked and the timetable is included of Staff 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.
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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 and Schedule Naintenance @

Timetable Maintenance | Shit Mantenance |

TYLE
Append Delete Modify
Shift Name ~
4 dayshit | Shift Name | day shift Cycles |1 3] Cycle Unit | Week v
three shift
|
Date Timetable 1 Timetable 2 |Tm’|eTable 3 leeTabIe 4
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 (see the Pic below) For instance, select the
timetable — Day shift and select from Monday to Friday and then click [OK], back to this

window and click [Save] to complete. (Please refer to the example for details.)

# Add Shift Timetable K

Cheice a timetable: Cheice the date: mE

Tirnetable ... | On Duty Ti...| O Duty Time # Sunday
» N =T (A . ¥5§§;§

moining 04:00 1200 v Wedne?day

aftemoon 1200 20,00 | Thursda

it 2000 04.00 L2
g Saturday
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 a staffer has several shifts during one period,
he need to finish all the shifts if it is not arranged the shifts automatically otherwise he will
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be regarded as absence; if you select the [Arrange the shift automatically], just finishing
one shift of the period is reared as normal attendance.

Modify a shift:

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

Delete a shift:

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

Example——Three shifts:

Add “Three shifts” Shift (Please note: It is assumed that the shift goes around every
week, cycle every three weeks and staff 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:

# TimeTable and 3]
Timetable Maintenance |-
: ﬁ -
Aﬂu‘nﬂ Delete HModify 5.
Shift Name A
b day shift Shift Name Cycles | 3 3] Cycle Unit Week
| |
Date Timetable 1 Timetable 2 |TimeTabIe 3 |TimeTEb\e 4 -~
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v v
Step2

Add corresponding working hour timetable in accordance with “Cycle”: first week
(morning shift, from Monday to Friday)
Click [Add] and the following window pops up:

# 4dd Shift Timetable K
Choice a timetable Choice the date: i
Timetable ... | On Duty Ti..| Off Duty Time Sunday Wiednesday
Day ne00 1700 | Monday Thursday

o v Tuesday Friday
W Wednesday Saturday
altemoon  12.00 20000 ¥ Thursda
iaht 2000 04:00 b
nd Saturday
Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
v Monday
3 3 Tuesday
aK | 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)
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543

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

#) Add Shift Timetable &
Choice a timetable Cheice the date: i
Timetable ... | On Duty Ti... Off Duty Time 4 Sunday Wednesday

y Monday Thursday
Dav 0500 1700 Tuesday Friday
moring __ U4:00 1200 Wednesday Saturday
Y oferronn Thursdsy
night 2000 0400 Friday
Salurday
Sunday
v Monday
) Tuesday

W Wednesday

| Thursda
VT E—

Saturday
Sunday

3 Monday
4 Tuesday

123
v

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 E|

Choice a timetable: Choice the date: O

Timetable ... | On Duty Ti..| OFf Duty Time A Sunday v Wednesday

Day 06:00 17.00 ’;"fgfda;’y ¥ huda

moining 04.00 1200 ‘wednesday Saturday
afternoon 12:00 20:00 Thursday

Jrigte ___[2000 _Joxoo | oA

Sunday

Monday

Tuesday

Wwednesday

Thursday

Friday

Saturday

Sunday

| | Monday

— ¥ Tuesday

3
v

ok | 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):

a'[i-el’ahle and Schedule Naintenance E]

Timetable Maintenance | Shit Mantenance |
@ R ‘:L::j' ™
Append Delete Modify
Shift Name a
b day shit Shift Name | three shift Cycles |3 3] Cyele Uit Week v/
:
|
Date Timetable 1 Timetable 2 |TirneTab\e 3 |TimeTabbe 4 ~
Tuesday morming
Wednesday  |morning
Thursday morning
Friday morming
Saturday
Sunday
Monday aftermoon
Tuesday aftemoon
wWednesday altemaoon
v = v

Staffer Scheduling

Click [Staffer Scheduling] in [Attendance] menu. The following window appears:
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# Staffer Scheduling |Z|@|E'\
& & WA

Select ALl Select Home | Arrange Shift

m Lam Loong Phato House | Search Stalfers I:l @
Staffer Mo, MName Department Shift ~
;31
10 Tan Soan Teik Operation
1 Leow Chee Siang  Head Office day shift
12 SuHea Lee Head Dffice
2 Ching Head Dffice day shift
4 Andy Ho Head Dffice
5 Sellamah &/P Appadt Head Office day shift
< ? v

Time Range

From 2003041~ & 5 (a ] .
8 b B0 & B )

. [ 4
To 20090430 %]  Del. Temporary Add Temperary

Date Timetable 1 Timetable 2 |T\meTabIe E ‘TlmeTable 4 | ~

04-01 Wednesday

04-02 Thursday
04-03 Friday
04-04 Saturday
04-05 Sunday
04-06 Monday
04-07 Tuesday

4 N0 fecded oo

v

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

n Staffer shift maintenance @
Shift List Shift Timetable:
Shit Mame | Cycle quantity & [Date Timetable 1 Timetable 2 |TmeTab|e3 |T\meTabIe4 |
)
three shift 3 Sunday
Monday Day
Tuesday Day

\Wednesday  |Day

Thursday Day
Friday Day
Saturday Day
v
£ b

The curent shift schedule:
Time Aange

EBeginning | 2005-04-01 v
Ending| 2010-04-30 &

e | 8Boa | o | gene |
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 staff's working time needs to be changed temporarily, you can
arrange a temporary shift. Click add [temporary] the following window appears:

Shift name Beginning date Ending date

2005-04-01 2010-04-01
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54.4

\?(J MAre you sure to make temporary shift schedule to the selected Staffers from 2009-03-01 to 2003-04-037

Cancel

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

# Add 2 temporacy timetable (%]
Select the timetable to add Select the dates Clal

Timetable... | Or-duty time | Off-duty time| 04-12Sunday

000 [1&00
night 20:00 05:00
marning 08:00 1200

b4
[ o ] [ Concel ]

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;

Attendance Records

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

¥) Scarch Staffer” s Attendance Record ‘._ |@
- y 0 =

PO 8 =

Search Report Export Modify Log

Time Rangs

v Fom EOE 41 v | 00001 2| To[20m- 476 ~| [z3sem 2

Departrent Staffer Na. Mame Date Time State Lacation D ~
»

Department|{ff Headoffice | Staffer No. o

RecordCount: 0

Inquiry of attendance record
Select the department, staff, the beginning and ending time that need to inquire about,
then click search, you can get the corresponding attendance record.
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# Scarch Staffer’s Attendance Record

B &

Search Report Export Hedify Log

Y =

Department ‘ i Head office

Department

Adrinitrator Departrment
Adrminitrator Department
Adrinitrator Department
Adrinitrator Department
Adrminitrator Department
Adrminitrator Department
Adminitrator Department
Adminitrator Department
Adminitrator Department
Admiritrator Department
Admiritrator Department
Admiritrator Department
Adrinitrator Departrment
Adrminitrator Department
Adrminitrator Department
Adrinitrator Department
Adrminitrator Department
Adrinitrator Department
Adminirator Department
Adminitrator Department
Adminitrator Department
Admiritrator Department

Time Range

v| [ooom 5| Tol2009 45 v [23masa 2

v Stafferbo. Al v

Staffer Mo, MName Date Time

)& Ent 8001 Jake Chen 2009-04-01 07:23.05
anm Jake Cher 200304 170053
anm Jake Chen 20N3414-012 D7-46 35
&N Jake Chen 2N304-02 170516
001 Jake Chen 20030403 075212
001 Jake Chen 200304013 17-01:54
001 Jake Chen 2003-04-04 D7-43.54
200 Jake Chen 20090406 07-38:36
00 Jake Chen 2003-04-06 17-08:42
00 Jake Chen 20090407 07-45.16
a0 Jake Chen 2009-04-07 17:14:20
a0 Jake Chen 2009-04-08 07:08:12
a0 Jake Chen 2009-04-08 07:24:53
anm Jake Cher 2003414013 17-2015
anm Jake Chen N304 D7-45.57
001 Jake Chen 20030409 D7-51.56
001 Jake Chen 20030409 00215
001 Jake Chen 20030409 17:11:24
001 Jake Chen 20030410 074519
00 Jake Chen 20030410 17-04:34
00 Jake Chen 200940413 07-35.46
a0 Jake Chen 2009-04-1317:27.06
a0 Jake Chen 2009-04-14 07:06:12

State
Clock In
Clack Out
Clock In
Clock Out
Clock In
Clock Qut
Clock In
Clock In
Clock Out
Clack In
Clock Out
Clock In
Clock In
Clack Out
Clock In
Clock In
Clock In
Clock Qut
Clock In
Clock Out
Clack In
Clock Out
Clock In

Location ID -

13

FecordCount

135

Attendance record report form preview
Click [Report] when the window displays the attendance inquiry records, you can get the
report form automatically.

o Preview

I= 100%

Page 141

SHE MK X
Head office attendance record report
2009-04-01 To 2008-04-16
T Jake Chen 8001 2009410 17.04.34 | Clock Out 200647 745,16 ClorkIn
— e 2009413 73546 __| Clockn 200947 171420 | Clock Out
200941170058 | Clock ot 2009413 17:27.06__| Clock Out 200949 7:08:12 ClotkIn
TR Shshhn 2000414 70612 | Glockln 200848 7.24 53 Clock In
TR e 2009414 17:16:26__| Clock Out 200848 17:20.05 | Clock Out
0004375212 Clockin 2000415 74659 | Clockln 2005 49 7:45.52 ClorkIn
T | Chas 2009415 17.0853__| Cluck Out 2006-4-8 7.61.56 Clock In
20004474754 Slockin 3000416 8:00:59 | Clockln 200649 5:02.15 ClockIn
200045 7 35:35 S Count 27 200948171124 | Clock Out
2009-4-107:4519 | Clotkln
zzununggisgjauﬁséz Cc‘?;rk?:t R&D King Jin __ &103 2005-3-10 170832 | Clock Out
200927 17:14.20 | Clock ot 2009 44117:23 SHHC lochin 2003-4137:3546 | Clockln
50004070812 ClockIn 2009-4-117:00:59 | Clock Out 2009-4-13 17.27:06__ | Clock Out
20084872453 Clockin 2009-4-2 7:45:35 ClockIn 3000-4-14 70612 | ClockIn
200946172008 | Clock out 20094 2417z05+6 M [[ I0ckiOu 2009-4-14 17:16:35__| Clock Out
YR Forr 200943 752,12 ClackIn S000.475 74668 | otk in
3000-4-0 75155 Clockin 20094911701 513 [[C InckiOu 2009-4-15 17.08:53__| Clock Out
20094980215 Clockln 200841213554 CI0ckin 2009416 8:00:50 | Clock In
2008-3-917:11:24__| Clock Out ;;[?::’;:f[?;fz (:C‘L”Eikc‘):t Count: 27
;DDDD;TDD;E?Q Cc"n”cikézt 20084774516 | Clockn FED Mark Sirmin 8105
200947 171420 | Clock Out 200641 7.23.05 Glock In
;[Ff;:j;ff;ﬁnﬁa CC‘L”ETC')”U( 2009-4-8 7:08:12 ClackIn 200941 17:00:59 | Clackout
200948 724 53 Clock In 200842 74535 Clock In
Izuunuiﬁﬂffrufﬁwiﬁ giik[')”m 200848 17:2006 | Clock Out 200842 17.05:16__| Clock out
TR T o 200940 749,52 ClockIn 20054375212 ClorkIn
eeir e oo on 2008-4-8 75166 Clock In 200843 17.0154__| Clock Out
ANNA-4-9 AN 15 Clnek In INNG-4-4 74354 Clnek In

Attendance records exporting
If the user need to lead out the attendance record, you will only need to click export, you
can lead out the data inquired. (File format: txt, xIs)
Click [Modify Log] and the log-modifying window will be called for reviewing the
modification log of time and attendance records.

545

Inquiry of report form:
Click [Attendance Calculating and Report] in [Attendance] menu, the following window
appears:

Attendance Calculating And Report
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# Attendance Calculating and Report |;\@@

i G 9 =
\f 5] =
Calewlate Report Export Exception
Time Range
Departent @ Head office Staffer| Al - From [EIIE- 41+ [0l s To|2009- 418~ | |226359 5
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated Items
Department Mame: Staffer Mo. Date Timetable On Dty Off Duty Clock In Clock, Out

L3
£ ¥

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

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

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

[Calculated Items]Display all Staff’'s calculated items such as “normal”, “actual”, “late”,
“early”, “absent”, “overtime” etc.

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

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

Exceptions of attendance records dealt with:

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

0 Attendance Calculating and Report |;|@E|

B Y =
<9 =
Caleulate Report Export Exception
Time Range:

Department ﬂ Head office Staffer| Al - From | 2003 4- 1+ oot % To 2009 416 & | |226359 %

Attendance Exceptions | §hift Exceptions | Other Exceptions | Calculated Items

Department Stafter Mo, Mame Date Time State Operation Exception De... . Timetable Check. ~

P Adminitrator De 8001 Jake Chen  2003-04-01 072305 Clock In Nomal record Mormal
Admiritrator De 8007 Jake Chen  2009-04-071 17:00:59 Clock Out Marmal recard  Mormal
Adrmiritrator De 8001 Jake Chen  2003-04-02 07:45:35 Clock In Nomal record  Mormal
Admiritrator De 8007 Jake Chen 20090402 17.05:18 Clock Out Marmal recard  Mormal
Adriritrator De 8001 Jake Chen  2009-04-0307:52:12 Clock In Normal recard  Mormal
Adrmiritrator De 8001 JakeChen  2003-04-0217.01:54 Clock Out MNomal record  Momal
Adriritrator De 8001 Jake Chen  2009-04-04 07:43:54 Clock In Delete Invalid record
Adrmiritrator De 8001 Jake Chen  2003-04-06 07.38:26 Clock In MNomal record  Momal
Admiritrator De 8007 Jake Chen  2003-04-06 17:.08:42 Clock Out Marmal recard  Mormal
Adrmiritrator De 8001 Jake Chen 20030407 074516 Clock In Nomal record Momal
Admiritrator De 8007 Jake Chen 20090407 17:14:20 Clock Out Marmal recard  Mormal
Admiritrator De 8001 Jake Chen  2003-04-08 07.08:12 Clock In Nomal record  Mormal
Admiritrator De 8007 Jake Chen 20090408 07:24:53 Clock In Delete Invalid recard
Adriritrator De 8001 Jake Chen  2009-04-0817:20:05 Clock Out Normal recard  Mormal
Admiritrator De 8007 Jake Chen 20090409 07:4%:52 Clock In Marmalrecard  Mormal
Adriritrator De 8001 Jake Chen  2009-04-09 07:51:56 Clock In Delete Invalid record
Adrmiritrator De 8001 Jake Chen  2003-04-0908:0215 Clock In Delete Invalid record
Adrminitrator De 8001 Jake Chen  2003-04-0917:11:24 Clock Out Momalrecord Mol
Adrmiritrator De 8001 Jake Chen 20030410 074513 Clock In Nomal record Momal
Admiritrator De 8007 Jaks Chen  2003-04-1017:04:34 Clock Out Marmal recard  Mormal
Adrmiritrator De 8001 Jake Chen 20030413 07:35:46 Clock In Nomal record Momal
Admiritrator De 8007 Jake Chen  2009-04-1317:27:08 Clock Out Marmal recard  Mormal
Adrmiritrator De 8001 Jake Chen  2003-04-14 07:06:12 Clock In Nomal record  Momal

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

menu):

a0m Jake Chen 20030403 07:52:12 Clock In Nomal record  Mormal
8001 Jake Chen  2003-04-03 17.01:54 Clack Out Marmal recard  Normal
boot U4 elete nvalid record

8001 Ja  Bxpert Data Normal racerd  Normal

2001 Ja  Creste report for cwrent grid Momnalrecord | Narmal
Clock in haliecord. | Nomal

oo 187 Dalete salactad el Clock out pellcoicl Normal
&1 Ja el speration for selected Corldl Overtime in eliCESC Harmal
gsg} j: Modify and savs Excaption CorltS | Oyertime out ‘J:IZD;’; .
2001 Ja  Chanze filter... o Ot nalrecard  Naormal
20m Ja Columns » Ou back lid record

001 13 Show a1l colunns Jelete Invalid resard

8001 JakELNeN  ZUUSUNUS T T LIGCR UG Marmalrecard  Normal
20m Jake Chen  2009-04-10 07:45:19 Clack In MNomal record Normal
aom Jake Chen  200504-1017:04:34 Clack Out Normal recard  Normal

anm laba Chan  9NNENAT2 N7 9RAR Flarl In Merrnsl rammr A M sl

The definition of each option as follows:

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

[Create report for current grid]: Generate report based on the data in the current
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 zrid

Filtering Record v
Colunns 3
Show all columns

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

Export Data

Create report for cuwrrent grid

Columns 4
Show all columns

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

httendance Report

Daily BReport

General Report

Enceptions Report

Create a Report For Current Grid
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[Attendance Report]: Calculate staff’'s attendance record;

o Preview

o EE&E # X

2009-04-01 To 2003-04-16

e e 2003.041017.0434 | Clock Out 20030407 17:14:20 | Clock Out
20090001 072305 Clock In 20030413 07.35:96 Clock In 20090408 07:08:12 Clack In
20090401 170059 | Clock Ot 20030413 17.27.06 | Clack Out 20090408 07:2453 Clock In
20090402 045,35 Clock In 20030414 07.06:12 Clock In 20090408 17:2005 | Clack Out
Z00904-0217.0516__| Clock Dut 20030414 171625 | Clack Out 2009-04-03 07:4352 Clock In
2009-04-03 075212 Clock In 20030415 07.46.59 Clock In 20090405 07:51:56 Clack In
20090403 17.01:54__| Clock Dt 20030415 170853 | Clack Out 2009-04-03 08:02:15 Clock In
2009-04-04 074354 Clock In 20030416 08 0059 Clock In 20090403 17:11:24__| Clock Out
20090005 07.36: 35 Clock In Count: 27 20030410 07:45:19 Clack In
20090405 170842 | Clack Out o il 60 20030410 17:04:34__| Clock Out
2009007 074516 Clock In NSO T07 2305 EEaR 20030413 07:35:45 Clack In
20090507 171420 | Clock Out ST et 2009041317:27.06__| Clock Out
2009.04-08 07.08:12 Clock In TS TOh 20030414 07:06:12 Clack In
2009-04-08 07.24.53 Clock In AT 0 20030414 17:16:25 | Clock Out
0090408172005 | Clock Dul TR Tk 20030415 07:46:59 Clock In
2009-04-03 074952 Clock In T 0 20030415 17:0853 | Clock Out

2009040307515 | Cloek n T T 20090416 060053 | Clack In
20030403 050215__| _Clock n e 7 ok Count: 27
2005030917112 B [ ClocxIOut 20090406 170842 | Clock 0t A0 Mark Sirth 8105
2005:04:10.07.45 1 S WChock In 20030407 07.4516__| ClockIn 20030401 07:2305__| Clockln
2005041 0i17:0+' 3/ M ICock(Du 20090407 171820 | Clock Dt 20030401 170055 __| Clock Dt
20050431307 35 45 WChock In 2003.040807.0812__| ClockIn 20030402 07:46:35__| Clockln
DOG0IS172005 1 Clock Dut 0090408 07,2453 | Chackln 2090402170616 | Clock Out
200804514107 0612 B (W Clockn 2009040817.2005 | Cock Dt 20030403 07:52:12__| ClocklIn
2090414171625} Clock Dul 2003040907.4352__| Chackln 20090403 17:00:54 | Clok Out
2008:04315,07; 6 55 I (W Clockn 2030409075156 | ChockIn 20030404 07:4354__| ClocklIn
2005.04:15117.08.5 S {Cbe< O 0030403080215 | ClockIn 20030408 07:3836 | ClockIn

Page 1/1

[Daily Report]: Calculate staff's daily attendance record;

Head

staffer

eport

2000401 To 20080416

Fome oo [ @ o [ @@ o [@ @ [0 [ [ ][ 5] v w]w]a]z [2]a] =] 5]= 7[5 =] =]
[Adminitrator Departm

watnfort [/ [/ [T T [/T/[/T/T/ T T [/I/T/[-TTTT T TTTTTTTTTT
=10
pasomfrs [/ ]/ ] [ [+T/0/T/0/] [ TA0/[+T-T T T T T T T T T T T T T T
[RAD
(SN IS PN 2 N N A R 2 N 22 N N I
(S I A A N N A A A 7 2 2 N A A A A I
|Sales
(EETC) TR U P NN N A I A I A N A A A O
Femerk/Mormeal »Late «Eorly -Absent [NoCdn JNoC-Out Fest +Overime BLEBusinessLeove Lisave

Tt Fr—— ]

[General Report]:Calculate all staff's attendance items such as “normal”, “actual”, “late”,
“early”, “absent”, “overtime” etc;
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tox WS A X

Head office attendance stat. fotal report
20080401 To 20090416

'\nw\mu\mm[m|[w] OT [ FreeOT | 04 | BL | Leawe | Win | WDwt | wTine | AitRam |
[

|'“"" Staltes No.J Doy | Oay | Weute | Mevie | Hox | tew | Vewss | Doy | Oa | Tawes | Tenes | Wow | %

|Adminitratar Dep-m

ke Civen 9001 RE T 1 s ez
PaD

[Mat Simin [5105 EE I 1 =
R&D

o o T wf ol T T T T [ T T T T T o =
lkrgn o103 2 | 1 =
[Sales

[Ciak Fuan [510¢ R 1 B
Tatok 5 o 5| s
Tabhng Adimin 203416171857 1

[Exceptions Report]: Calculate staff’s “out”, “overtime”, business leave/personal leave”
etc;

to: WS # X

Head office aftendance exceplions report

20030401 To 2050416

e Wo ] Toe T N |
R&D 1
D ‘ 8102 |NU'3-UI-\E 182937 2008-04-16 22:20.41 | Free overfime | 040014 |

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

example: Attendance Report
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to: WS AN X

Head office exceptions of attendance record report

Fxcentio
Deparins Staffer| o Date Time | State |Operatien B [Timatab) o oo
Descript| le
[drminirator [B00T Jake Chen [005.0431 072306 [ClackIn Normal
Degartm
Aderirator [B00T Jake Chon [Z008.04 07 170058 [Clock Ot Normal
Degatm
adminratar [B001 Jake Chen [J0050F2 07458 [Clackn Normal
egantn
|Admindrstor 9001 Jaks Chen 20050402 1705.16 [Clack O Nomal
Dega
Jake Chen [008.04 G307 52 12 [Clack In Normal
Jake Chen 20050403 170754 [Clack O Normal
‘H} Jake Chen [2008.04-04 074354 [Clack In [Delete
agin
adminaratar [B001 Jake Chen [20050006 073836 [ClackIn Normal
Deganrm
|Admindrstor 8001 Jaks Chen 20050406 170842 [Clack O Nomal
Jake Chen 200504 07 0745 16 [Clack In Novmal
Jake Chen [005.0407 171420 [Clock O Normal
m‘»l Jake Chen |2005-04-0807.08.12 |Clack In Normal
m e
Jake Chen [J05040B 072653 |ClackIn _|Delete walc recard
Jake Ghen [2008-04-08 172005 |Clock Ot I
record
Jake Chen 200504 08074352 [Clack In Nomal —[Nommal

[Jake Chen [2005 0409075156 |Clack In__|Delete,

Jake Chen [2008-04-09 0802 15 |Clack In_|Delete

[Jake Chen [2005-04-09 17:11:24 |Clack Ou Normal

Print Report:
Toolbar of report preview is as the following picture:

Fwo: EEHE b X

T 100% Adjust the ratio of preview content;

= Open the existing report file;

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

Il Save report to file;

Select the directory to save the report to, enter the file name and click [Save] to
complete the backup of the report for future check or copying to another computer for
printing; extension file name is “*.frp”.

& Print Report;

x Close Preview

Data Export:

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

Exceptions dealt with:

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

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 staff, first, please check whether there
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5.5

5.5.1

55.2

is leave or forgetting Clock in or Clock out for this staff. 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:

hway On Business/Leave CtrltL

hppend Record Crrl+H
hppend Record Collectively
Dealing With Collectively Late/Early

Away On Business/ Leave

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

# Staffer Be away on Business & Asking for Leave (=113
9 - o
nRe¥E )R g

Append Delete Modify Search Report
Time Rangs

Depaitment | B Head offce
Beginning Time| 2009- 416 v || &00:00

Statfer Mo, LA =

Ending Time| 2009- 416 > ][17:30:00
Leave Type

Reason

Department Staffer No. Mame Beginning Time Ending Time Leave Type Reason
»

< >

Deal with staff away on business / leave:

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

Modification of staff away on business or leave:

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

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

Append Record

If a staffer didn’t punch in because of special reason, you can use this function to append
the attendance record. Click [Append Record] in [Exception] menu, the following window
Springs:
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# Append record

Department i Head office 5

Staifer No. &
State | EEENINGGGGNN

Record Time | 2009 418 v || sooon %

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

When part or all of the staffers 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:

#) Append record collectively X
Departments list: Staffers list: Ol ":
fiiff == office Staffer Mo | Name A £
& Adminitrator Depar| When Staffers can not clock-in or
A3 RED clock-out for some reasons, You can
S add the massive clock-in or
g P;I;S clock-out record here.
Tou can use the Ctrl key when
selecting many Stafferss
The added record can be found in
the record modification log.
State: | Clock in -
Recod Time: | 2003 416 ~|| sooon 3
¢ » v
0%

Select the department, thus the staffers in the department will be listed in the staffer list,
select the staffers whom you want to add records on to, then select punching in or out
and the time, click[OK]to finish.

Dealing With Collectively Late / Leaving

When collectively coming late / leaving early takes place for some allowable reasons,
you can use this function. Click [Dealing with Collectively Late / Leaving] in [Exception] -
menu. The following springs:

#) Dealing with collectively Late/Early gl
Deslwih Staffers fist Oai
(%) Coming Late O Leaving Early
Staffer No. Hame -
Ignore clock in record » 2000 Jake Chen
a2 David
Fiom| 2008 416 v|| sooo0 2 103 Kingdin
= 8104 Clark Ruan
[ 1000 E 815 Mask Sinth
The modified clock in time:
2008 416 v | | 75000 v
Search Staffers
@ Depaitment | ) Head office v
O Shift Day ~
~
0%

Steps as follows;

1. Click “Dealing with Collectively Late/Early”;
2. Select time range for “ignore clock in record”;
3. Select the “modified clock in time”

4. Search staff through department or shift;
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5. Select staff;
6. Click [OK] to confirm.

5.6 Data Maintenance

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

B Import Staffer List Cirl+t
Import Attendance Record CtrltI

Clesr Obsslets Data
Compress Database

E Baclup DataBase

Initialize Systen

5.6.1 Import Staffer List

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

# Taport Staffer List 3
Select 5 fie o import
Fie L]

Failures in importing

open X
Lookjn £3 Backgroup managenent v 3 )
S
- pngtap
Recent
@
nnnnnnn
¥y Documents
.jg
By Gompater
.
. 3
My Betwork
Flacer
File game v Open
Files of fype: [T e e~ [ cancel

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

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

This format of file only can import the staffer info of “ID, Name, and department”;

The format of data must follow: Staffer ID + Tab + Name + Tab + Department;

The information each staffer takes one line, no blank line between one another.

The definition of MS Excel (*.xIs) data format as follows:

This format of file can import the staffer info includes: “Staffer No., Name, Department,
position, Employ Date, Telephone, Address, Sex, Language, Comment”; put those items
on the head line and input the items by order, the order can not be changed.

5.6.2 Import Attendance Record

Click [Import Attendance Record] in [Data Maintenance] menu, Springs the following
window:
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5.6.3

5.6.4

5.6.5

5.6.6

5.7

#) Taport Attendance Record 3

Select a file to import

File: [j

Failures in imparting:

[ o ] [ o= |

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

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

# Clear The Obsolete Data

Select the end date
Before: | EIE- 317 ¥ Ij 5 :
Clear Cloge

After your system is used for a long time, you will get a large number of obsolete data in
the database. It ties up the hard disk space and influences your system operation speed.
At this moment you can use this function to clear these useless data.

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

Compress Database

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

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.

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. )

External Program Management

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

External Progran Management

Connect To Time and Attendance Machine
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5.7.1 External Program Management

We can append external program into time attendance program for convenient
operation. Click [External]-[External Program Management], following springs:

#) External program management E\

>
(E L (BE
ppend Delste Medify

Pragram Mame:
Eecutable File ]
Extemal program list:

Pragram Name Executshle File
3

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

External Frogram Management

Connect To Time and Attendance Machine

Calenlator

5.7.2 Connect to Time Attendance Machine

Click [External]-[Connect to Time Attendance Machine] springs the communication
interface between the software and the machine which can control the current machine
connected with the computer, it can collect the records from the machine, upload and
download staffer info & clear the old data & modify the time on the machine. Find details
on clause ” communication” chapter.
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6.1

6.2

6.3

6.4

FAQ

My fingerprint has been enrolled but often failed in
identification.

Reason

Solution

I

. 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

. Too dry finger

Touch the forehead to increase oily level of the finger.

Clean fingers with towel

3
4. Too wet finger with oil or cosmetics
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.

T&A system can't be connected 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

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

Please enter the right COM No.

4. Not able to connect Net (wrong setting)

Please refer to TCP/IP Set. Connecting Time
Attendance terminal

No records found even though staff have clocked in/out

Reason

Solution

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

Please refer to the manual for time synchronization

2.Minority staff fingerprint false accepted

1. Please refer to the manual. You can add the
records manually.

2. Please refer to the manual. You can adjust the
fingerprint matching precision.

3. Enroll another fingerprint. And then try again.

The user cannot identify

Reason

Solution

1. In the sleeping mode

Press any key one the keypad
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2. The device is communicating or
communication interruption

1.Disconnect the connection
2.Resolve the wire interruption

3. Fingerprint sensor control board abnormal

Restart the machine.

Staffer can’t pass although used the User ID+FP mode

Reason

Solution

1. Enter wrong User ID

Enter the correct User ID

2. This user do not have the 1:1 identification
privilege

Set the 1:1 identification privilege

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 sensor

Clean sensor surface (adhesive tapes
recommended)

Notice: If you have any other problems, please kindly email us the log files in zip or rar
(The log files are in the folder “Log” in the installation directory of the software)!
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Chapter 7 Appendix

The main theme of this chapter is the additional
information of this T&A including access control and

cable connection.
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7 Appendix

7.1

7.2

Communication And Power Interface

WI0 = |l @ || +12V

Wi 2 2 GND

GNhp || P1 P2 )| [ raa

D/S1 = = R4B

D/S2 = = GND

D/M = o R2R

GND = L= 1| RaT

com2] ||| = Wif| = Ucom

NO2 = = NO1

Ne2 [ P3 P4 | NC1

GND - il GND

P/B- = = || Woo

P/B+ ||| = = || Wo1

D/B @ @
PIN | Function Description PIN Function Description
WIO Wiegand Wiegand DO Input +12V Power DC12v
Wit Input Wiegand D1Input GND | (Red/Black) GND
GND GND GND R4A RS485(A+)
D/S1 Exit Button Trfgger Relay2 R4B Data RS485(B-)
D/S2 S Trigger Relay1 GND_|ommunication GND
D/M Candor | Trigger input R2R RS232R
GND GND GND R2T RS232T
P3 P4
PIN | Function Descriptioh PIN Function Description
CoM2 COM2 COM1 coMm1
NO2 Relay2 NO2 NO1 Relay1 NO1
NC2 NC2 NC1 NC1
GND GND GND GND GND
P/B- | Door | with BELL- W00 Vgi?:ad Wiegand DO Output
P+ |5 [PV | BELL+sV) WOT Wiegand D1 Output
D/B \iithout | Trigger Output

1. Connecting E-Lock

Access Wiring Diagram
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Pl
Door Open Sensor
|EXDO |||| = +12V ¢
®a (oo = GND
GND @ 485A Power Off to Unlock
EXITO - 4858
EXIT1 o GND
SEN - 232R
Diode
COM2 «= COM1 K
: NO2 = INO1_| Lock +
Exit Button NG i N
GND @ GND
BELL- |[|| = WGDO Lock -
1BELL+ o WGD1
+5V  [BPWR =
@ ‘P3 P4
Passive Bell
A
2. Connecting E-Lock with External Power
" Power On to Unlock
@@ @
m @
@ @
EXITO : : Diode
i = Access Control
12v IGNdPUSHI NOkB Power Supply
@ = (oM | Diode
@ @ NO1_|
NC2 @ = |INC1 ;
m -] (N)
| = = |[weoo
@ = |[WGD1
tBPWR m kel | | Power Off to Unlock
@ IS
Active Bell
3. Dual-Relays Application
@D @
Door Open Sensor
BXD0 | |f| = @ WV
®a ool = [l = |[ono
GND ||| = @ |I"485A
LEXITO | [ = @ |4858 |
EXTH||f| = = |GND
[SEN @ @ 23R Voltage relay| AG Rower
7oND ]l = @ M 2327 | 110~240V
EJ_I +12v| |GND
. comz]||| = = ll[comt
Exit Button o2 1l = @ |iNo1
' NC2 @ @ NC1
+GND m = GND
BELL- ||f| = = ||WGDO
geLir |l = = |[weorl Alarm/Bell
PR | (|| = N || —
Diode @ &
Power Off to Unlock

4. Connecting Wiegand Output to External Controller
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w & GND
mlcno =~
LRO0 )| = E e U[12v Data 0 (2] a
BXD1 GND L Ol mljwo =
m m ata 4
*“GEWND & % P—ﬂﬁg g Bwi
EXIT1 @ @ GND BicnD ™
fsen |fif = [l = |[232R] Sl m|w 8
GND @ || @ 2327 > !
W
S| m|eno “8
comz ([ = U = Lrcom O mjwe 5
ncc)zz @ = |INO1 S| B|wi ~
'_(.‘,ND @ @ GND ® W|GnD ™ 3
BELL- ||[| = @ |[WGDO Ol mjwo 3
BELL+ @ m WGD1 Qlm o«
BPWR = ML= w1
P3 P4

Access Controller

5. Wiegand Card Reader Connection

N
I/
L
o -
A
s
N
<

=
+
-
N

B8 B8B8BEEBEB
&
©

=

B
Wiegand Card Reader | BELL+|

?

E )

6. RS-485 Interface

RS-485A
RS-4858B

=

7. RS-232 Interface
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GND
RS-232 RXD
RS-232 TXD
Pl (P2
oo ||| = Bl = WEaav
po1 |[|| = = |[GND
ronp |fll = ||fl = |[aesa’
e |[|| = @ |[agse
B |f|| = @ |GND
sen ||| = = | 23R4
a0 L= il = fli3re
com2] ([ = W[ = Wcom
No2 ||| = =[N0t
Ne ||| = = [N
GND | |f| = = |/GND
BELL- |[|| = = |[WGDo
BELL+|[|| = = |[weDi
oo ||| = (L= g1
P P4
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