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PREFACE

Honorable customers:

Thank you for choosing our product. Our product adopts world leading technologies — Fingerprint
Recognition, Computer Communication and Microelectronics, which is the combination of three
technologies. It is no doubt that Anviz Global, Inc. has already become the first choice for
standalone, time attendance, and access control products for enterprises with its strong function

and accuracy.

Please read the user manual carefully before installation. You will have a general understanding
of our products functions, and will be able to obtain basic knowledge regarding 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 the users will get many benefits from the

product.
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Software Operation flowchart

This software includes: System Parameter, Department Management, Employee Maintenance,
Shift Management, Employee Leave, and Statistic Report, etc. It is not enough to only understand
the function of each module, but to know the relationship between the modules and the system
operation flowchart. Therefore, you can get the correct report.

Employee Software operation flowchart is as follows:

Set T&A rule statistic rule, company name

1. System Parameter :
and leaving class

-

2. Department management Add, delete and modify departments.

Add, delete and modify employee.

3. Employee Maintenance
Import and transfer employee

-

4. Shift Management Set timetable and shift.

G b

-

5. Employee Schedule Allocate employee shift or temporary shift

{

-

Collect records from the device or import]

6. Record Collection the backup record file

-

I

7. Exception Management

L

8. Statistic Calculate Track and calculate records report.
Create the T&A report

Forgot clock infout Collective late/early.

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

management rules change.

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

completed before employee maintenance.

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

(*. txt) or MS Excel file (*.xIs) format according to the requested format. For the requested
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employee information format, please refer to the Chapter [Import employee List] so that all
employee information can be imported to the system at one time. Employees can be added,
deleted, modified, and transferred, to a new department, in the future.

4. According to different company work conditions, please edit the timetable (the period from
on-duty time to off-duty time) ahead and then set shifts.

5. After the shift setup, you must allocate the shift to each employee. Each employee can only
have one shift each day. Please note the beginning date of the shift. After shift allocation, you
can see the arranged working date and time for employee clearly.

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

Please refer to Chapter 4 for more information.

7. There will always be employees that have to leave for business reasons or personal leave or
may have forgotten to clock infout. When the above cases happens, please address right

way in the software to ensure the accuracy of the statistic report.

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

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

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

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

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

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

® Attendance records calculating and checking is incorrect.
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OUFTIgM® Product Introduction

The main theme of this chapter is the
advantage of this T & A, as well as function

introduction.
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1. Product Introduction
1.1. T50 Product introduction
T50 is a standalone time attendance and access control device produced by Anviz
in 2011. With an Anviz optical fingerprint sensor and new fingerprint recognition
algorithm, the T50 can identify all difficult fingerprints with high accuracy. Optional
accessory-buckler can be used for outdoor installation.
1.2. Function
e World’s leading brand; Simplicity-led design;
® Anviz optical fingerprint reader; Scratch-proof, Unbreakable and Durable; Will
accept all kinds of fingerprints;
e Stylish blue LCD; Musical buzzer;
® \Works as a Stand-alone; Standard 1000 fingerprints;
e Standard 50000 records;
e Multiple identification method: fingerprint only, ID + password, ID + fingerprint;
e Standard RS485, Wiegand26 output, dry contact output, optional TCP/IP
network interface;
® Optional Anviz SC021 access controller for separate type secure access
control;
® Optional waterproof cover for outdoor use; Doorbell button for direct connection
with door bell;
o Wall mounted. Combined 2-in-1 function for both time attendance and access

control;
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1.3. Technical Parameter
Items Parameter
Size 137mmx65mmx40mm
Material ABS Plastic
Sensor Optical CMOS
FP Capacity 1000
Record Capacity 50000
Resolution 500DPI
Scan Area 18*22 MM

Communication Method

RS-485,TCP/IP, USB

Identification Method

FP, ID+PSW, ID+FP

Identification Time <l1ls
FRR 0.001%
FAR 0.00001%
Temperature -10C---<60C
Working Current <130mA
Sleeping Current < 20uA
ESD > 15000V

10
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O ETIgd Operation Guide

This chapter is mainly about appearance,
illustration, and relevant system settings such as

how to add and delete users etc.

11
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2.

2.1.

2.2.

2.3.

Operation Guide

Keypad Introduction

Humber key /— CancelPower off
(T 7 /72 )1 3|\ Ce)
(4 /7758 1B N5 0fm ]_._UfSelect
L7 /778 109 %|Yorm]

h, CEMdenn

Default Interface

Connect device to 12v power. Device will make 4 short beeps and enter default
interface as following,

Management Menu

In order to manage data, you need to enter management menu. Press [OK/M] key
to password verification interface,

Input management password (default is 12345). Press [OK/M] key to confirm.
Device will make 4 prompt sounds and enter management menu.

Press [0/—] key to switch between different options in the interface above.

12
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2.3.1. Add User

In management menu, press [0/—] key to select [ADD] option, and press [OK/M]
key to enter “Add user” interface.

Input new user ID (max. 6 digit, i.e. 000001). Press [OK/M] to confirm. Then press
[0/—] to choose FP 1% or 2" or password to register.

2.3.1.1. FPregistration
Select FP1 (or FP2) and press [OK/M] to confirm.

Start FP registration:

Place finger needed to register on scanner window. After a short beep, move finger
away. The LCD interface will show as following,

Place the same finger on scanner window again. After a short beep, move your
finger away. If success, device will sound 4 short beeps. The interface will show
“OK” like this,

If registration fails, device will prompt a long beep and interface will show “Fail” like

13
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this,

If the fingerprint has been registered, device will sound “di-di-” indicating this
fingerprint repeats and interface will show “FAIL” like this,

2.3.1.2. Password registration
Press [0/—] and switch to PW option,

Press [OK/M] to confirm and start password registration,

Input user password through keypad (max. 6 digit). Press [OK/M] to confirm and
device will sound two short beeps which prompts input password again.

After inputting password twice, press [OK/M] to confirm. And device will sound 4
short beeps indicating success.

14
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2.3.2. Delete User

In management menu, press [0/—] and select [DEL.].

Press [OK/M] to enter “Delete user” interface.

Input the user ID needed to be deleted (i.e. 000001). Press [OK/M] to confirm.
Device will sound 4 short beeps indicating the user deletion is successful.

2.3.3. Set Date/time
Press [0/—] to select [TIME] option

Press [OK/M] to enter setting interface.

Input the date with number key. Press [OK/M] to confirm. And then set time as
following,

15
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Input the time with number key. Press [OK/M] to confirm. Device will sound 4 short
beeps, indicating set successfully.

2.3.4. Administration Password Setting
Press [0/—] to select [SET.] option:

Press [OK/M] to enter admin password setting interface,

Input admin password through keypad (6 digits). Press [OK/M] to confirm and
device will sound two short beeps which prompts input password again. After
inputting the same password twice, press [OK/M] to confirm. And device will sound
4 short beeps indicating success.

If the two passwords are different, the device will sound a long beep, indicating the
password modification failed.

16
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2.3.5. Verification

2.3.5.1. Password Verification
In default interface, input user ID through keypad and press [OK/M] to confirm.

Second, input user password, press [OK/M] to confirm.

If device sounds 4 short beeps, prompting verification is successful.

If device sounds a long beep prompting verification failed.

2.3.5.2. Fingerprint Verification

In default interface, place registered finger on scanner window. After a short beep,
move the finger away.

If device sounds 4 short beeps, prompting verification is successful.

If device sounds a long beep prompting verification failed.

17
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2.3.6. Initialization:
Return password to factory defaults

To initialize the device and reset the management password back to the default
password (12345) press the ‘Initialization Button’ until you hear beeps. The
operation will not delete any user data stored in the device.

Initialization Button

2.3.7. Reset: Restarts Device

Press the ‘Reset’ button at the button of the device until the LCD goes out. Now
release the button the device will restart.

Reset Button

L] I

Notice: Resetting will not delete any information or settings stored in the device.

18
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OUFTIIXA System Installation

This chapter mainly discusses the installation
and un-installation of T&A software as well as
the hardware and operation system
requirement.

19
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3. System Installation

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

3.1. Running Environment

Hardware environment:

Pentium 11266 and above; PentiumIII500 and above is recommended;
128 Memory and above; Minimum 100M hardware space;

COM Port;

CD-ROM (CD-ROM needed in installation);

VGA support 800*600 resolution and above;

Operating system:

Microsoft Windows 2000/ XP (recommended);

Microsoft Windows Vista,;

Microsoft Windows 7;

3.2. System Installation

Please insert disc into CD-ROM and the disc will automatically run the Guide
interface. If not, please run Guide interface.exe in the root directory of the disc. The
following window will pop up:

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

20
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|
’\NV'Z World Leader In
Biometric & RFID Technology

3574 English | Spainsh | Argentina Italian | Romanian |
Russian | Portuguese Polish | French |  Hungarian| Croatian |

Please select local dialect:

Please selectthe installation path
DA

Previous Next

Select installation path, default as: “D:\” click “Next month”:

Biometric & RFID Technology

Previous | Installation |

Please confirm the installation list and click “Install”

Prompted

Click “Yes”

21
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The installation will be done after seconds (see the picture below):

NANVIZ2 o
Biometric & RFID Technology

E-dkHSoftwarelAM-LitelAIM Lite IE % WoPhoto bmp

NANVI2

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

[¥ Run Program

Finish

100%

Click [Finish] to close the installation program and an icon [Q)] will be added to the

desktop.

22
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QTN Background Management

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

etc.

23
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4.

4.1.

Background Management

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

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:

Password:

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

System  HR TA Exception Data Help

& 5= i

Record Report Clear Data

2013-09-03151207  Admin Anviz Intelligent Management System Be True & Safe

The main interface includes three parts:
1. System menu: Includes 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: Shows the current time, logged-in administrator and system
information.

24
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4.2.

4.2.1.

System

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

BB Parameter Settings

B Adninistrators

bdninistrator’ s Password Set

Modified Record Log

Managing Log
DataBase Linking

Exit System Crlt

Parameters Settings

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

#) System parameters setting @

| Stal. Rules | Leave class | Field definition

Easic info

Unit Name: | head office

Common Fuls -

A workday count as 480 (4 Minute: shift expands two days
(®) Count as the 1st day
() Court as the 2nd day

L
[ Nat clack incount as late. |50 1] pinute

[ .
[ Mot clock out count as early &0 ﬂ Minute

0 Dvertime Caloulation
Clonduy |9 Bl in caer clockin court as avertins

o
Marmal D ay
[
o duty |50 ] i teter clock-out count a¢ overime f
‘wieekend
leduct the 'On duty % minutes earlier
[ deduct the 'On duty = mi lier* . 0
Festival

[ deduct the 'Oif duty % minutes later'

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 g

Basic parameters || 5t s Leave class | Field delinition

Stat. ltems:

Late Unit Set
Eaily

Business Leave

Leave

Ahsence Miniroum;: |10
Stay away

Overtime

Free Overtime Round-off contral

© Round down
O Round up Round at tatal
() Round off [J &ccumulate by times

Stat. Rule

Urit; | Day >

25
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This page describes the stat. rules of items: normal, late, early, business leave,
leave, absence, stay away, overtime, free overtime.

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

Round down: Abandon the decimal regardless it is. For example, if the minimum
calculation unit is 1 day, if the accumulated time is 1.1 days or 1.9 days, the result of
calculation is 1 day.

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

Round off: If the decimal is equal to or over 0.5, add one unit, or else, abandon it.

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

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

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

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

Leave class:

Click page [Leave class], following shows:

#) System parameters setting @
Basic parameters | Stat. Fiulss [ Leave class | Field defirition
=S I

Append Delete  Modify
Name Colar ~
[ Administration Departr
RED
Sales

Administration Departmenl

Leave Class:

Show Color, | B Ried v

Indicating S ymbol

Add new leave class:

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

Modify 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].

Delete leave class:

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

Field definition:

Click page [Field definition], following shows:

26
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#) System parameters setting E

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

Field Mame : |S=lEREE Input nev field value:

Chinese
English

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

4.2.2. Administrators

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

# Administrator set @

L . ]
- | |52
sppend Delete Modify

Name Administratar; AN

Dept operable: @ Iterns operable: @

W head office
¥ &80
¥ RiD
V¥ Sales
V¥ FiD

! ! The new administrator has & default password: 38588

Append new administrator:

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

Note:

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

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

Modify administrator:

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

Delete administrator:
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4.2.4.

Select the name of administrator which need to be deleted and click [Delete] to
finish deleting according to the prompt.

Administrator’s Password Set

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

n Administrator modify password

Old Pyact “

|
New P | |
Conlfirm Prwd: | |

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

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

Search Restors Cloze
Time Range
Department| i head ofice | Emplayee o, Al v Fomlzoiiz 1 || oonon 2] Te|zowizie o |[2zsass 2
Department Emplopee o | Name Clacking Time Stale Modiy type | Reasons Administralon
3
< | >
RecordConnt 1)

Select department, employee No. and time range, click [Search] and those records

which match the above condition will be displayed.

M Attendance record wodification log

=,
|
Eoarch Basters Clesa
Time Mlange
Deparimerd [ Hosdolfes w0 Siafle Mo 40 ~»  Fom B 31 & G000 To|0M 48 ) 229RS 2
Denament Slafter Ha Hure Dinrhing Tiewe Saste Modivavee  Aeasom Adreraiision
100 0HOL2 18 X000 Cloch. Out ] Fovpetieg clock nvoul A
00 0S0EZ 083000 Check In Add Fergattig clock e Admn
2 i 0 O M) Chock in Add Forgetting clock ot ]
2 ] EOLA2 120000 Cloch. Dt hd  ovpeneng cloch st A
] i O0FET 1300000 Cioch. Dt skl F crpeing clock infout cimin
¥ H V S R0 Gloci In ] Foepeting clock nvod Admn
+ 3
[Lecordomt o
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4.2.6.

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:

ﬂ.&d.linistratur operation log

g:rMch Cloze
Time Range:
Administratar Al - From |BIIE- 314 '~ || 00001 3| To|2009 413w || 235959 &
D Mame M anaging Time Remark. -
[ 2003-4-13 11:5348 Operating sustem parameter settings
21 Admin 2003-4-13 11:53:30 Operating system parameter settings
20 Admin 2003-41311:51.47 Operating system parameter settings
19 Admin 2003-41311:49.33 Operating system parameter settings
18 Admin 2009-4-1311:44:10 Clear the data before * 2009-03-01 "
17 Admin 2003-41311:43.21 Operating business leave/leave
16 Admin 2003-41311:42:38 Operating buzsiness leave/leave
15 Admin 2003-41311:41:53 Operating buzsiness leave/leave
14 Admin 2003-413 11:40.55 Operating buzsiness leave/leave
13 Admin 2003-413 11:36:39 Operating festival/holiday settings
12 Admin 2003-41311:3216 Operating system parameter settings
11 Admin 2003-4-1311:25:10 Operating system parameter settings
10 Admin 2009-41317:24:47 Operating system parameter settings
9 Admin 2003-41311:24:41 Operating system parameter settings
8 Admin 2003413 11:24:21 Lirk the database to
7 Admin 2003-41311:23.08 Operating system parameter settings
B Admin 2003-4-10 18:01:.08 Operating system parameter settings
™
£ >

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 this database again:

Prompt information

1} Databaze connecting failed, Fleaze collocate the datsbaze again
LY

Click [Database linking] in system menu, then following springs.
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4.3.

4.3.1.

B Data Link Properties §|

Provider | Connection | Advanved | All

Specify the following to connect o Access data
1. Select or enter a database name
E:\Test'Backgroup management\At12003. mdb
2. Enter information to log on to the database:

User name: Adnin

[¥] Blank password [ Allow saving passward

Test Connection

[ ok [ cancel |[ Help |

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

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

database.

Exit System

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

Please make sure ... @

? i
‘_./ Are wou sure to exit?

[ ok ) [ cancel |

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

HR Management

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

u Department Manazement Ctrl+D
'& Staffer=s Maintenance Cirlti

Department Management

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

following window:
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o Department Nanagement ﬁl
o B % <D
fapendl e
Departments List Being Selected Diept

Input the new depaitment name

A

‘when adding a new department ,
You can't use any same department
hame:

When deleting a department.
Emplayess of the department will be
mave o 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 ...

?/ Are you sure to delete this department?
S

] Cancel

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

4.3.2. Employees Maintenance

Click [Employees Maintenance] in [HR Management] menu, the following window
appears:
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#) Employee Haintenance

(= & .
ke W2

dppend Delete Modify “oL | Transfer Import

# headotice Search Emplyees &

EmployeeNo. / |Mame  |Department |Posifon  |EmployDale | Telephone [Addiess  [Sex |Language | Commeni | CardMo. |Mbie
s102 head olficz

&8 PED » i e cifice

= >
Employees Infomalion | Ervoll Fingers

Aittendance Set
Enployes Ho. (8108 Name CardNo.

Sex v Language ~ Bithdap | Caleulate Atiendance

Education Y Postion Caleulate Overtime:

Fiest On Holiday

v
~
Telephone Masie Erploy Date | i
ID No. Comment t Marital Status ™

v

Addiess Uses Type | Normal User Group No. |1 v

RecodCount. 2

Employee's adding:

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

Note:

”

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

2. Employee No. is exclusive as well as the first digit cannot be 0!
Employee's modification:

Choose the employee, click [Modify] and input the new information, then click
[Save].

Employee’s deletion:
Choose the employee; click [Delete] and then click [OK] to complete.

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

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

Choose the employee you want to shift the department click [Transfer] and following
window will pop up:
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# Exployes Transfer X

Select the department to iansfer

88 430
4@ R0
A& Sales
48 FiD

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

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

Employes Mo, / |Name  |Department  |Posiion  |Employ Date | Telephore | Addhess
£102]
5108 b Select ALL Ctrlth
Cancal ALl Carldz

Export Data
v Enployee Wa
fw all colunns v Hame
T o Department
v Position
v Enploy Date
¥ Telephone
v hddress
v Sex
v Language

v Conment,

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

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

Click [Export Data] and following window will prompt:

Save As 7%
Save ir 3 Backgronp mansgenent > ¥ @
CTemslan
] paghep
Racent
Dezktop
By Dacunents
C
¥y Conputer
<
3
Ny Netnork
Flices
Flle pame: | ~
Saveasype.  |Text Fila (r tet) ~ Cancel

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

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

4.4, Attendance Management

Click [TA management] in the main menu, following springs:

Holiday List

TimeTable and Shift CtrltE
%S Staffer Scheduling CtrltF

Attendance Record

[ Attendance Caleulating and Report Ctrl+R
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4.4.1. Holiday List
Click [Holiday List] in [TA management] menu. The following appears.

LN WY

Append Delete Hodify

StatDate | 2003 416 v Days |3 (%

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
the Deletion of festivals or holidays.

4.4.2. Timetable and Shift

The relationship between shift and timetables:

Shift setup should be done in two steps: First, setup necessary timetables. Second,
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 [TA management] menu. The following window
appears.
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#) TimeTable and Schedule Naintenance
Timetable Maintenance | Shift Maintenance
CEEY R
Append Delete Modify
Timetable Mame | On Duty Time Of Duty Time -~ Timetable Name | D2
» [ T N A N
morming 04:00 1200 On Duty Time | 28:00
oy =
Begin Clock-n Time | 2700
End Clockn Time | 13:00
Begin Clock-Out Time | 15:00
End Clock-Out Time | 20:00
Late eror alowance | Minutes
Early eror alowancs | ° Minutes
Count As Workday |1
Count &3 WarkTime | 480 Minutes
Must C-ln Must C-Out
v [ Free Time [ 10T Time
Add a new timetable:
Click [Append] and enter the corresponding information:
[Timetable Name] For instance: Day Shift
[On duty Time] (08:00) [Off duty Time] (17:00)
[Begin Clock-in Time] (07:00) [End Clock-in Time] (13:00)
[Begin Clock-out Time] (16:00) [End Clock-out Time] (20:00),
[Late error allowance] (5) [Early error allowance] (5)

[Count as work day] (1)

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

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

Finally click [Save] to confirm.

Note: Every item should be setup in timetables with no blank left.

[Begin Clock-in Time] and [End Clock-in Time] setup the valid time period for
clock-in. Records out of this time range will be treated as invalid ones.

For instance [Begin Clock-in Time] is 07:00 and [End Clock-in Time] is 13:00. If
clock-in record is 07:01 or 12:59, they are valid records but if clock-in record is
06:59, itis invalid. Besides, [Begin Clock-in Time] and [End Clock-in Time] can be
more than one day (meaning [End Clock-in Time] can be before [Begin Clock-in
Time]) but it can’t be longer than 24 hours.

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

[Early error allowance] means how many minutes before [End Clock-in Time] are
treated as “early”; [Count as work day] and [Count as work time XXX minutes] are
used in calculating business leave, leave, absence and overtime.

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

The timetable Modification

Select the timetable name you want to revise, and click [Modify], then input the new
information, clicks [Save] when finished.
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The timetable Deletion
Select the timetable you want to delete, click [Delete], and click [OK] to make sure.

Note: Begin Clock-in Time and End Clock-in Time makes the valid time range for
Clock in. Clock in out of this time range will be treated as invalid records. It is the
same with Clock-out time. Please setup in accordance with practical situations.

Example——Add a timetable:

Complete process for adding four timetables:

Day shift 08:00 - 17:00 Morning shift 04:00 - 12:00
Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

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

Shift Maintenance

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

Timetable Maintenance || Shitt Mantenance |
YL E
Append Delete Modify
Shift Name ~
» Shift Name | day shift Cycles [1 3] Cycle Unit|'Week v
three shift
I
Date Timetable 1 Timetable 2 |TimeTahde 3 |TimeTabDe 4
Sunday
Monday Day
Tuesday Day
‘Wednesday Day
Thursday Day
Friday Day
Saturday Day
v

Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:
normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables
and time range required in this shift in the springing window (see the 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 Timetahle X
Choice a timetable: Choice the date: Ca
Timetable ... | On Duty Ti..| Off Duty Time A Sunday
Qo 000 1700 | v '}"mjy
moming 04:00 12.00 @ erinody
afternoon 12200 20:00 W Thursda
ight 20:00 04:00 )
na Saturday
v
< >
oK | Cancel ‘

Delete the timetable: Select the timetable you want to delete and click [Delete].
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Clear the timetable: Clear all the timetables of the shift.

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

Modify a shift:

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

Delete a shift:

Select the shift to be deleted and click [Delete].
Example---Three shifts:

Add “Three shifts” Shift

Note: It is assumed that the shift goes around every week, cycle every three weeks
and employee is on holiday every Saturday and Sunday.

Step 1:

Click [Append], enter “Three shifts” in [Shift Name], set [Cycle] to “3” and [Cycle Unit]
to “Week”. Please see the picture below:

oTineTahle and Schedule Naintenance @

Timetable Maintenance ;'%F' ! é'w'ri'EEFiéF-E?f
Lpp‘pnd Delete Modify 5.
Shift Name N
b (day shit Shift Name Cpcles 3 %] Cycle Unit Week v
| |
Date Timetable 1 Timetable 2 |Tirr-eTabIc 3 |TJmeTah\e 4 ~
Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v f— 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:

# £dd Shift Timctable 3
Choice a timetable: Choice the date; Clan
Timetable ... | On Duty Ti..| Off Dutw Time Sunday “wednesday

Day 00 1700 ¥ Monday Thursday
hichas M | Tuesday Fiiday
¥ Wednesday Satuiday

sftemoon  12:00 2000 ¥ Thursda
ot 20:00 04:00 s
ne Saturday
Sunday
Honday
Tugsday
Wednesday
Thursday
Fiiday
Saturday
Sunday
& Henday
- 3 Tugsday
oK Cancel
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Select the timetable “Morning shift’ to be added and select the time range to apply
to this timetable “from Monday to Friday of the first week” and click [OK] to complete
the setting of the first week.

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

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

¥ Add Shift Timetable X

Chaice a timetable: Choics the date: [CJan

Timetable ... | On Duty Ti...| O Duty Time A aundday \TN;"edr\desday
Y onday ursday
Day 0800 17:00 Tuesday Friday
marning 04:00 1200 ‘Wednesday Saturday
[ aftemoon [1200  [2000 | Thursday
right 20:00 0400 Fiidsy
Saturday
Sunday
v Monday
| Tussday
v wWednesday
| Thursda
v
Saturday
Sunday
- Manday
- Tuesday

| 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|

Chaice a timetable: Choics the date: (WEY]

Timetable ... | On Duty Ti...| Off Duty Time A aun%ay v \#‘edn;sday
Y onday ¥l Thursda
Day 08:00 17:00 Tuesdoy &
morhing 04:00 1200 wednesday
aftemoon  12:00 2000 Thursday
o low o) | Fidey
aturday
Sunday
Monday
Tuesdap
‘wiednesday
Thursday
Friday
Saturday
3 Sunday
- | Maonday
- | Tuesday

Saturday

£ | &

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‘[inel‘ahle and Schedule Naintenance @

Timetable Maintenance ||

'\ ‘_'-'.ia 4
=] == 14
Append Delete Modify
Shift Name: L
P | day shift Shift Name | three shift Cycles |3 ﬂ Cycle Unit Week — +
Date Timetable 1 Timetable 2 |TimeTﬁ:Ie3 |Timerahne4 ~
Tuesday morming

‘Wednesday morning

Thursday moring
Friday morning
Saturday

Sunday

Manday aftemaoon
Tuesday afternaon

‘Wednesday afternoon
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Employee Scheduling

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

# Esployee Scheduling CEx
W, D @
@ & WmQA
Seleet 11 Select Nome | Arramge Shift
B headcific= Search Emplopess &
Emplae= No. Hame Department Shit ~
»[B102 head office.
6108 head oifice
v
Time Range:
Fiom | 20101216 @j @ B2 ) (W) )
e == S
To | 20104216 - Tl Tomporery A0 Moperasy
Dale |T\metable 1 ‘T\meleb\e 2 |T\meTeb\e 3 ‘TimeTab\e 4 ‘
1218 Thursday

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

#) Staffer shift maintenance @
Shift List Shift Timetable:
Shift Name | Cyele quanty | = [Date Timetable 1 Timetable 2 ‘T\meTabIe3 |T|meTame4 ‘
|
thiee shif 3| [Bundey
Monday Day
Tuesday Day
Wednesday | Day
Thursday Day
Fiiday Day
Saturday Day
<
< >
The curtent shift schedule:
Time Riange

Shilt nams Beginning date Ending date
2003-04-01 2010-04-01

Beginning| 20080401 v

Ending 20100430 %

_ Maw | s8pa | oK e
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] in Pic
above 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 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:
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When one or many employee's working time needs to be changed temporarily, you
can arrange a temporary shift. Click [Add Temporary] the following window appears:

Pleasze make sure ...

\_‘:f/' hre you sure to make temporary shift schedule to the selected Employees from 2010-12-01 to 2010-12-167

] cancel

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

Select the timetable ko add Select the dates Can
Timetable... | On-duty time | Off-duty time| A 04-125unday

(3 normal day | 05:00 18:00
night 20:00 05:00
marming 0800 12:00

v

[ ok ] [ Cancsl |

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 [TA management] menu, the following appears:

” Search Eaployee” s Attendance Record \;I@g\
| v re) [
By C 9 =

Search Report Eaport Wodify Log

Time Range
v Fom EIA216 +| [ 00001 % Tol2oi01z16 w| [z3Bsss 4

Departmant‘ i head affice v ‘Empluyae Mo, | &l

Departrment EmployesNo. | Mame Date Time State Location[D | WorkCods

RecordCount: 1]

Inquiry of attendance record:

Select the department, employee, the beginning and ending time that need to
inquire about, then click search, you can get the corresponding attendance record.
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#) Scarch Employee” s Attendance Record &3

Drepartment

he E
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office
head office

I N

Search Report Eaport

Y =

Wodi £y Log

Department| {ff head affice

| Employes Mo [ a1

Employes Na. | Mame

8103 Micheal
8103 Micheal
8103 Micheal
8103 Micheal
8103 Micheal
8103 Micheal
8103 Micheal
8103 Micheal
8103 Micheal
2103 Micheal
8103 Micheal
8103 Micheal
2103 Micheal
8103 Micheal
8103 Micheal
2103 Micheal
8103 Micheal
8103 Micheal
2103 Micheal
8108 Lizzy

8108 Lizzy

2108 Lizzy

8108 Lizzy

8108 Lizzy

Date Time

2010-12-03 08:53:00
2010-12-06 08:53:00
2010-12-06 18:03:36
2010-12-07 08:53:00
201012-07 18:02:36
2010-12-08 08:53:00
2010-12-08 18:03:36
2010-12-09 08:52:.00
2010-12-09 18:03:36
2010-12-10 08:53:00
20101210 18:03:36
2010-12-13 08:53:.00
20101212 18:03:36
2010-12-14 08:52:00
2010-12-14 18:01:35
20101215 08:53:00
20101215 18:05:52
2010-12-16 08:53:00
201011216 17:.69:62
2010-12-01 08:56:00
2010-12-01 18:12:00
2010-12-02 08:56:00
20012-0218:12:00
2010-12-03 08:56:00

Time Range

v From 2010412 1

v| [ oooor 2 To[zmoizie v [2ssass 2

State

Location |0

‘whorkCode

cCoooocoCcoooCcooCcocoCcoooooOoooo

-~

(53

RecordCount:

75

Attendance record report form preview:

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

get the report form automatically.

FPreview

o =S #4k X

Head office attendance record report

2009-04-01 To 2009-04-16

Jake Chen 8001 2009-4-10 17.0434 | Clock Out 2009-4-7 745,16 | Clockn
i BRI GERR 2009-4-13 7:3548__| Clockln 2006-4-717:14:20 | Clock Oul
T T | Chen 2000-4-13 17.27.06__| Clock Out 20094870812 | Clockin
0064374535 | Clockin 2009-4-14 70612 | Clockln 2009-4-87.24.53 | Clockn
AT | Chien 2008-4-14 171625 | Clock Out 2006-4-617:20:068 | Clack Out
T || Chih 2009-4-15 7:46:58 | Clockn 2009-4-9749:52 | Clockln
200543170154 | Clock out 2008-4-15 17,0853 | Clock Out 2009-4-9 7:51:56 Clock In
T | GG 2009-4-16 8:0058 | Clockln 20094980215 | Clockln
2008-4-6 7:38:36 ClockIn Count: 27 2009-4-317:11:24 Clock Out
e 2008-4-10 7:45:19 Clock In
22000099:5717740:1? %fucrk?:t R Kingdin 8103 2005-4-1017.0438 | Glock ot
500947 171420 | Clock Out 2005218772505 EIockiln 2009-4-13 7:3546 | ClockIn
200948 70812 Clockin 2009-4-117:00:59 | Clock Out 2008-4-131727.06 | Clock Out
20094872453 Clockin 2009-4-2 7:45:39 Clockn 2008-4-14 T06:12 | Clackln
3009-4-6 172005 | Clock Out 2009-4-217:0516 | Clock Out J009-4-14 171625 | Clock Ot
20054974952 | Clackin 20094375212 | Glackln 2006-4-157:46:59 | ClockIn
rTTE e T 2005-4-317.01.54 | Clock Out TS |EhG
2008-4-5 80215 Clockin 2008-4-4 7:43:54 Clockn 2008-4-16 50069 | Clockln
2000-4-617:11:24__| Clock 0ut 55005:551773;;52 g‘;;("c')”m Count: 27

220D0D99—-:-110D177:4054:1394 ;;Dcikcl)zt 2006-47 74516___| Clockln FED Wark Sirmih_105
R LR T o 200947 17:14:20 | Clock Out 200941 7:23:05 | Clockln
S000-4-13 172706 Clock Out 2008-4-8 7:08:12 Clock In 2008-4-1 17:00:59 Clock Out
W EYE T TR R 2008-4-6 72463 | Clockln 20094274535 | Clockln
TR RERT e Formrmroy 2000-4-617:20:06 | Clock Out 2008-4-217.0516__| Clock Out
3000-4-15 74550 Clockin 2008-4-9 7:48:52 Clock In 2009-4-37:52:12 Clock In
TR r R Fperroy 2003-4-97.51:66 | Clockn 2000-4-317:01:54__| Clock Out
PNNG-4-9 3N71H Clnrk In TNNG-4-4 7T-473°A4 Clnrk In
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Attendance records exporting

If the user need to lead out the attendance record, 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.

Attendance Calculating and Report

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

#) Attendance Calculating and Report

C @ B

Calculate Report Bxport Exception
Time Range

Depallmentﬂheadumce v Employes| Al d From | 201012- 1 ooom 2 To 201216 (v | (238959 2

Aftendance Exceptions | Shift Exceptions | Other Exceptions | Calculated Items

Depatment__|_Emplopes Ho. Name Date Time State Operation | Exception Desc Timetable Cheok WokCode |~

»

~

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

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

[Attendance Exceptions]: Display the dealt result of the original attendance records;

[Shift Exceptions]: Display Employee’s attendance result in the scheduled time
period;

[Other Exceptions]: Display Employee’s leave, out and overtime etc.;

[Calculated Items]: Display all Employee’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:
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#3 Attendance Calculating and Report \Z|@@

Y =
_Ql ==
Caleulate Report Export Exception
Time Range
Depatment| B head oifice ~|  Employee &l ~|  Rem|[ei0121 || moemt 2] Tolzmoi2i v 2359m 2
Attendance Excepiions | hift Exceptions | Other Exceptions | Calculated ltems
Depattment | Employee No. Name Dale Time Stale Operation | Exceplion Desc Timetable Check WorkCode |~

y ihead aifice g Z10-1 201 G85600 Clock in Hamairecaid | Dizy i
head oifice 108 Z010-12-07 1812.00 Clock Dut Momalrecord  Day 0
head office 108 2010-12:02 08:56:00  Clock In Momelrecard  Day 0
head office 9108 20101202 181200 Clock Dut Nomalrecard  Day 0
head office 108 20101203 0856:00 Clock In Momalrecard  Day 0
head office 108 20101203 181200 Clock Dut Momalrecard  Day o
head office 108 2010-12-06 8:56:00  Clock In Momalrecoid  Day 0
head office 108 2010-1 205 18:12.00  Clock Dut Momelrecard  Day 0
head office 9108 20101207 08:56:00  Clock In Nomalrecard  Day 0
head office 108 20101207 181200 Clock Dut Momalrecard  Day 0
head office 108 201012408 08:56:00  Clock In Momalrecard  Day o
head office 108 0101208181200 Clock Dut Momalrecoid  Day 0
head office 108 2010-12:03 08:56:00  Clock In Momelrecard  Day 0
head office 9108 2010-12:0918:24:00  Clock Dut Nomalrecard  Day 0
head office 108 20101210 0856:00 Clock In Momalrecard  Day 0
head office 108 20101 21018:24:00  Clock Dut Momalrecard  Day o
head office 108 20101213 0856:00 Clock In Momalrecoid  Day 0
head office 108 2010-121318:268:00  Clock Dut Momelrecard  Day 0
head office 9108 20101214 08:56:00 Clock In Nomalrecard  Day 0
head office 108 20101214 18:32.00  Clock Dut Momalrecard  Day 0
head office 108 20101215 08:56:00  Clock In Momalrecard  Day o
head office 108 20101215 18:56:00  Clock Dut Momalrecoid  Day 0
head office 108 2010-1 216 08:56:00  Clock In Momelrecard  Day 0
head office 9108 20101216 18:56:00  Clock Dut Nomalrecard  Day 0
head office 102 2010-12:01 0300:00 Clock In Momalrecard  Day 0

v

LT

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):

Department | Emploee No. Name Date Time State Operstion | Exception Desc..|  Timetable Check  |workCode
head office 2108 20101201 02:56:00 Clock In Nomal record Day a
head affice 5108 20109201 181200 Clock Out Nomalecod Dy 0
head affice 5108 2010120208500 Clock In Nomalecod Dy 0
head affice 5108 Day 0
head office 2108 Day a
head affice 5108 Creste report for current gri Nomalecod Dy 0
head affice 5108 Clock in a4 0
head oifice 8108 Dalete selectad el CLock aut 2 0
headolfice 108 Cancel operation for selected CirltE a 0
head affice 5108 Modify and save Exception  Cirlss 2 0
head affice 5108 . 0

Change filter s
head oifice: 5108 P o out back a4 0
head affice 5108 Shew a1 calmns Womalizeod | Day 0
head office 2108 Normal record Day a
head affice 5108 2010921018 2400 Clock Out Nomalecod Dy 0
head affice 5108 2010121308560 Clock In Nomalecod Dy 0
head affice 5108 20101213 18:28:00 Clock Out Nomaliecord  Day 0
head office 2108 20101214 02:56:00 Clock In Normal record Day a
head affice 5108 20109214 183200 Clock Out Nomalecod Dy 0
head affice 5108 20101218 08:56:00 Clock In Nomalecod Dy 0
head affice 5108 201012715 18/56:00 Clock Out Nomalecod Dy 0
head affice 5108 201012716 08:56:00 Clock In Nomaliecord  Day 0
head office 2108 20101216 12:56:00 Clock Qut Normal record Day a
head affice 8102 20109201 0$00:00 Clock In Nomalecod  Day 0

The definition of each option as follows:

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

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

Create veport for current grid

Filtering Record »
Colunns ’
Show 41l columns

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

Export Data

Create report for current grid

Colunns +
Show 41l columns

The operation is the same as stated above.
Report:

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

Attendanze Report
Daily Report
Gamersl Report
Exceptions Beport

Create a Eeport For Current Grid

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

7 Preview

Fux S EHS A X

Head office attendance record report
20030440 To 20080416

FEEE e Chen 001 20030410 17.04:34__| Clack Qut 20030407 17.1420__| Clack Dt

20030411 07 23:05 Clock In 2009-04-13 07: 35.46 Clock In 2009-04-08 07:08:12 Clack In
2003-04-01 17.00:59 Clock Out 20090413 17:27:06 Clock Out 2003-04-08 07:24:53 Clack In
200904402 074535 Clock In 2009-04.14 07.06:12 Clack In 2009-04.08 17:20:05 Clock Out
2003-04-02 17.05:16 Clock Out 20090414 17:16:25 Clock Out 2003-04-09 07:49.52 Clack In
2009-04-03 07.52:12 Clock In 20090415 07:46.59 Clack In 2009-04.08 07.51.56 Clock In
20030403 17.01:54 Clock Out 20030415 17:08:53 Clock Out 2009-04-09 03:02:15 Clack In
2009-04-04 074354 Clock In 20090416 020059 Clack In 20090408 17:11:24 Clock Qut
2003-04-06 073836 Clock In Court 27 2009-04-10 07:45:19 Clock In
2009-04-06 17.08:42 Clock Out T odn 80 2003-04-10 17:04:34 Clock Out
2009-04-07 07:4516 Clock In 2009.04-01 07.23.05 Clock In 2009-04.13 07:35:46 Clock In
2003-04-07 17:14:20 Clock Oul 0090407 17.0059 T 20090413 17:27:06 Clack Out
2009-04-08 07.08:12 Clock In 20090402 07 45:35 ClockIn 20090414 07:06:12 Clock In
2003-04-08 07 2453 Clack In O T ETE T 20030414 17:16:25 Clack Out

2003040817.2005 | Clock Dut R 20090475 07,4659 | Clockin
20050408 074352 | Cockln AT 5 T Dt 20030415 17.0853__| Clock Dt
2030403075156 | Cockln PPN L e 20030416 030053 | ClockIn
20030403 050215__| Coockln S DRGSR Count 27

2005040341711 24 M Aok D 20090406 17.08:42__| Clock Dut PiD Mark Simth_6105
2090410074519 | Clockln 20030407 07.4516__ | ClockIn 20090401 07.2305__| ClockIn
2005041011704, 1M [ Cho ki 20090407 17.1420 | Clock Dut 20090401 17.0058 | Clock Out
2009041307.3545 | Clockln 200390408 07.0812__| ClockIn 20030402 07.4535__| ClockIn
2005043131727 06 M [ Ch ki 2009.040807.2453__| ClockIn 2009.040217.05:16__| Clock Dut
200504:1A107 06 1 M M CocKIn 20090406 17:2005__| Clock Dut 0030403075212 | Clockin
2005 04113716 25 [N Giock!Out 2009.040907.4352__| ClockIn 2009.040317.0154__| Clock Out
200504:15 0746 SV M CocKIn 2009.040907:5156__| ClockIn 20030404 07.4350 | Clockin
2005.04,15117 08 531Gk kDl 2030409080215 | ClockIn 2003.040607.3836 | Clockln

Page 1/1

[Daily Report]: Calculate employee’s daily attendance record;
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to: WS A X

head office Employee daily report

01201 To 2010127
Name. Wo. ot [0z 03 [0 [ o5 [ o6 [o7 [ e [o9 [10] 11 [12 [13 [1 15 [ 16 17 18 [1a [0 ]2 [22 [ 22 2[5 27 [ |29 0] 3
oy 2 P P I N 2 . A I O A
SN TN P P N I 0 N A A A A
= I P I I N N N A A N A I O

Femark/Nomal >Late <Eofy -Absent [NoGin [NoC-Out Rest +Overime BLEBusiness Leave Llseve

Tablng Addnin 20104217 151318

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

to: WS A X

head office attendance stat. total report

20001201 Te 20101216

B [ Laws | it | 0w | wime | aae

[Hame E.-'vh| Duly | Aol | Absert | Loie | Ea | OT | Fiee0T | Dut |
Mo | Da | Day | Day | Mindo | Mrwin | How | How | Minds | Dap | Day | Tewes | Twws | How | %
lhead offi
ke [z 12 12] 18] ElE=
[Michea [ero3 B 1 ElEE
ez [mnie 12 12] % 100
Sublolal: 3 3 g 5] E R
Tolal: 3 ElE 1 18] B
Tetigadnin AM0I217 15225 1

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

personal leave” etc;
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7 Breview

o S EHE @ X

head office attendance exceptions report

201012401 To 20101218

Name No_

Date & Time

Excoptiontype | Worklorg |

Remark

head office

Judy [0z Jemo120418.00.00

2010-12-06 09:00:00

udy ;e Jemorzo7 102300

2010-12-07 13:56:00

[ Freeovetine | 150000 |
\

| Business leave

033300 _|uir

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

o Preview

4= 100z

=EE AN

X

head office exceptions of shifts report

DE“:‘““ Fame E'“;:y“ Date |Timetable On Duty
head office_|dudy 2010-12:01_ |Day [2010-12-01 0900
head office_|Judy &0 2010-12-02_|Day Z010-12-02 (500
head office_|Judy 10z 2010-12:03_|Day [2010-12-03 08:00
head office__|Judy &0 2010-12-06_|Day Z010-12-06 (500
head office | Judy G102 20101207 |Day 20101207 0900
head office_|Judy 20101208 |Day Z010-12-08 0900
head office Judy 8102 [2010-12-09 | Day 2010-12-09 09:00
head office_|Judy &0 2010-12-10_|Day Z010-12-10 0500
head office Judy 8102 [2010-12-13 | Day 2010-12-13 09:00
head office Judy 8102 2010-12-14 | Day 2010-12-14 09:00
head office_|Judy G102 20101275 _|Day 20101215 0900
head office Judy 8102 [2010-12-16 | Day 2010-12-16 09:00
Tiead office | Micheal &103 2010-12-01_|Day Z010-12-01 0500
head office Micheal 8103 [2010-12-02 | Day 2010-12-02 09:00
Tead office | Micheal &103 2010-12-05_|Day Z010-12-03 (500
head office | Micheal B103 20101205 |Day Z01012:06 09.00
head office Micheal 8103 2010-12-07  |Day 2010-12-07 09:00
head office | Micheal B103 2010-12-08_|Day Z010-12-08 (900
head office Micheal 8103 [2010-12-09 | Day 2010-12-09 09:00
Tiead office | Micheal &103 2010-12-10_|Day Z010-12-10 0500
head office | Micheal B103 20101213 _|Day 20101213 0900
head office Micheal 8103 2010-12-14 | Day 2010-12-14 09:00
head office | Micheal B103 20101275 _|Day 20101215 0900
head office Micheal 8103 [2010-12-16 | Day 2010-12-16 09:00
head office_|Lizzy &108 2010-12-01_|Day Z010-12-01 0500
head office Lizzy 8108 [2010-12-02 | Day 2010-12-02 09:00
head ofice | Lizzy Bi08 2010-12-03_|Day Z010-12-03 (500

=
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Tt S EE MR X

Off Duty Clock In Clock Out Late Early OverTime

2010-12-01 17:30 2010-12-01 09:00:00  {2010-12-01 16:00:00
2010-12-02 17:30 2010-12-02 09:00:00  |2010-12-02 15:00:00
2010-12-03 17:30 2010-12-03 09:00:00 _ {2010-12-03 16:00:00
2010-12-06 17:30 2010-12-06 09:00:00  [2010-12-06 16:00:00
2010-12-07 17:30 2010-12-07 08:00:00  |2010-12-07 18:00:00

2010-12-08 17:30 2010-12-08 09:00:00  |2010-12-08 18:00:00
2010-12-09 17:30 2010-12-09 09:00:00 _ {2010-12-09 16:00:00
2010-12-10 17:30 2010-12-1009:00:00  |2010-12-10 15:00:00
2010-12-13 17:30 2010-12-1309:00:00  |2010-12-13 18:00:00
2010-12-14 17:30 2010-12-14 09:00:00  [2010-12-14 16:00:00
2010-12-16 17:30 2010-12-1509:00:00  |2010-12-15 18:00:00
2010-12-16 17:30 2010-12-16 09:00:00 _ [2010-12-16 16:00:00
2010-12-01 17:30 2010-12-01 08:53:00  |2010-12-01 15:03:36
2010-12-02 17:30 2010-12-02 08:53:00 _ [2010-12-02 16:03:36
2010-12-03 17:30 2010-12-03 08:53:00
2010-12-06 17:30 2010-12-06 08:63:00  |2010-12-06 18:03.36

2010-12-07 17:30 2010-12-07 08:53:00  [2010-12-07 16:03:36
2010-12-08 17:30 2010-12-05 08:53:00  |2010-12-08 15:03:36
2010-12-09 17:30 2010-12-09 08:53:00  [2010-12-09 16:03:36
2010-12-10 17:30 2010-12-1008:53:00  |2010-12-10 15:03:36
2010-12-13 17:30 2010-12-1308:63:00  |2010-12-13 18:.03.36
2010-12-14 17:30 2010-12-14 08:53:00  [2010-12-14 16:01:35
2010-12-16 17:30 2010-12-15 08:63:00  |2010-12-15 18:06:52
2010-12-16 17:30 2010-12-16 08:53:00 _ [2010-12-16 17:59:52
2010-12-01 17:30 2010-12-01 08:56:00  |2010-12-01 15:12:00
2010-12-02 17:30 2010-12-02 08:56:00  |2010-12-02 18:12:00
2010-12-03 17:30 2010-12-03 08:56:00  [2010-12-03 16:12:00
2010-12-06 17:30 2010-12-06 08:56:00  |2010-12-06 18:12:00
2010-12-07 17:30 2010-12-07 08:56:00  [2010-12-07 16:12:00
2010-12-08 17:30 2010-12-05 08:56:00  |2010-12-08 15:12:00
PATn-17-09 1770 2N1N-12-M0 (A -AR-O0__|2010-17-00 172410

Page 2/3

Print Report:

Toolbar of report preview is as the following picture:

o =EES 4 X

= 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.

i 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 afile (*.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:

Append Record
Late/Early Collectively

Business Leave/Leave

Modified Record Log

Click options one by one in the menu and the following modules will pop up
respectively: [Append record], [Late/Early Collectively], [Business Leave/leave] and
[Modified Record Log]. If the calculation result is incorrect for some employee, first,
please check whether there is leave or forgetting Clock in or Clock out for this
employee. If there is, please deal with the records through above menu. Please
refer to the next chapter for more details.
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4.5.

45.1.

4.5.2.

Deal with Exceptions

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

Away On Business/Leave Ctrltl

Append Record CtrlHH
Append Record Collectiwely
Dealing With Collectively Late/Early

Away on Business/ Leave

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

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

QElployee Be away on Business & Asking for Leave ‘Zl@gl
] - o,
BRLE )N g

Append Delate Modify Search Report

Time Range

Beginning Time 20101217~ || gon0o

Biemerian {fi head office

Empioyee No. EIRIRNNNNENE

Leave Type

Ending Tme 20101217 ~ (173000 3

Reason

Department Employee Mo. | Name Eeginning Time Ending Time Leave Type Feason
r

4 >

Deal with employee away on business / leave:

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

Modification of employee away on business or leave:

Select the appointed employee whom you want to make this modification to, and
click [Maodify]. Then you can modify the relative information; click [Save] when ready.

Deletion of employee away on business or leave

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

Append Record

If a employee didn’t punch in because of special reason, you can use this function to
append the forgetting attendance record. Click [Append Record] in [Exception]
menu, the following window Springs:
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4.5.3.

4.5.4.

# Append record

Department i head office 3

Employee No. W

State |EEENNGEEN

Record Tme | 20101217 | o000 3

ppend

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

Append Record Collectively

When part or all of the employees in a department did not punch in/out because of
some reasons, please you can use this function to add punching in/out collectively,
click [Exception]--[Append Record Collectively], following springs:

# #ppend record collectively [
Departments list Employees fist Can A
Employee ...  Mame -~ L)
3 When Employsss can not clock—in or

clock-out for some reasons, Tou can
add the massive clock-in or
clock-out record here.

You can use the Ctrl key when
selecting many Employees;

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

State: | Clock in -

Fecord Time: | 20101217 v || w0000 3

v  [xJ Com)

0%

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

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 3
ezl Ernployees it T
(2 Coming Late () Leaving Early
Emplopee Mo, MName ~
Ianare clock in record » [E102 Judy ]
103 Micheal
Fram 20101247 P 108 Lizzy
To nooon 8

The modified clock in time

20101217 A || 75000

4r

Search Emplovess
@ Depatiment | head offics v

O Shit Homal v
v

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

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

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

6. Click [OK] to confirm.

4.6. Data Maintenance

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

B Inport Employee List Crl+y
Inport Attendance Reord Ctrl+l

Clear Obsalete Data
Compress Datsbase
[ Baclup DataBase

Initialize System

4.6.1. Import Employee List

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

# Tmport Employee List

Select afile to impart

File: D

Failures in imparting:

Click LJ to select the personnel list file for importing.

o PR
=
,J e
-
By Docunents
o]
<
File pame: | 3
Files of type Text File (x txt) v r—

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

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

This format of file only can import the employee info of “ID, Name, and department”;
The format of data must follow: Employee ID + Tab + Name + Tab + Department;
The information each employee takes one line, no blank line between one another.

This format of file can import the employee info includes: “Employee No., Name,
Department, position, Employ Date, Telephone, Address, Sex, Language,
Comment”; put those items on the head line and input the items by order, the order
can not be changed.
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4.6.2. Import Attendance Record
Click [Import Attendance Record] in [Data Maintenance] menu, Springs the following
window:

# Taport Attendance Record

Select afile to impart

File D

Failures in importing:

[ o ] [ Olase |

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

4.6.3. Clear Obsolete Data

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

#) Clear The Obsolete Data

Select the end date

Before; |EIIE- 317 3

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.

4.6.4. Compress Database

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

4.6.5. Backup Database

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

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

4.6.6. Initialize System

Click [Initialize System] in [Data Maintenance] to initialize the system. (Note: After
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4.7.

4.7.1.

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

Connect To Time Attendance Device |

Connect to Time Attendance Machine

Click [Device Management]-[Connect to Time Attendance Machine], the system will
prompt the communication interface between the software and the time attendance
machine. More details please reference the "Communication” chapter.

[5]@ € Enetish
=

Unit Mamagement | Record Supervision

2eE 5 O

Add  Modify Telete  Synchromize
Unit  Vnit  Unit time

Communication Nanagement Software V3.9.4 o X

Enployzes Menagenent  Keeord Managenent U Disk Wanagement
o O . ~
® » O By & 2
Initislize | Terminal  Ring uto update Backup Resune
. paraneter settings the THA status Enployees Enmployees

Townload  Download  Clear
new record a1l record recor.
Terninal Managnent

= #ll Groups
Groupl -
roup2 B
u

n

0%
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OUETIEIRY Communication

The chapter is mainly about how to add, delete
and set communication between PC and

terminal.

53



NANVI2

Intelligent . Security

User Manual

S.

5.1.

5.1.1.

Data Communication

Double click the icon [L?‘] on the desktop to start the communication software, the
main interface will show as following (default password is empty):

) [O]@ O maia = (Y i PO T S T U = x
Unit Menagenent. R Record M o Di sk WL +
= o % @& 0
= = @ D8 L v % A
P (e dde || Gadvetee  Teidbe | Tonrfedl g it e Momiloedl  Nimilesdl e R Rz
Ynit  Unit Uit e e Srmolier  poldmorm e I s | mon soeerdl ol sopaedl momed | plepoon Bplemicn
Terminal Managment Unit Manazement

= 4l Groups

Groupl [ ]

Group2 =

Group3 m

Groupd

Groups

| 0% =

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

System Logining

Management /D I:l

oK. Lancel

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

© ) Mrong sdmin passvord you have 2 chances 4o try agsin,
\_-JJ Please enter the admin password again!

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

Add Unit

Click the button [Add Unit]. Following windows pops up:
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5.1.2.

|: Devices Management [&J

Device Type
Device Type | Fingerpiirt/Card Yerify |

Device Info

Communication Mode:
Teminal Ne. ||

" USE(na driver]
; i
Device D [ & LN 19216816
[Check Device 1D from the device menu]

" LAN(Client)
Device Name |1

Device Group ,m
" R5485 COM1 -
T Status ’m

oK LCancel

 COM

Device Type: There are two device types: one is Fingerprint/Card Verify, the other is
Facial Verify FacePass. Please select the actual device type you are looking for..

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:
4 N
Machine Number: 1

Machine Name: Head office
Serial Number: 500
Communication Method: USB

Connection State: Abnormal
g J

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

H
become blue (wema),

Modify Unit

Choose the terminal and then click [Modify Unit], the following window pops up:
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5
|= Devices Management @
Device Type
Device Type |Fmgerprint.r‘Ca|d Verify ﬂ
Device Info
’_‘7 Communication Mode
Terrinal No.  USB{no diiver)
5 il
Devicel [l @ LN 192.168.16
[Check Device D from the device menu)
" LAN(Client]
Device Name |1
" COM
Device Group | Group! hd
" R5485 COM1 -
Toa Statys |Fedl Status hd
oK LCancel

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” already exists in the software, the following message box pops
up:

System prompt

\‘{j Mready have the machine nunber and the dewice ID

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

5.1.3. Delete Unit

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

Please confirm...

P T}[\is operation w
H 1 [Hea
\"/ Are you s

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

5.1.4. Right Key Menu

Select terminal icon ,right click and perform the menu:

| g Select All

@ 7 Reverse Selection
Setting Device Number
Setting Network Parameter
Device information
Open the door via software
Message Management
Clear the manager
Download logs

Checking logs
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[Select All]: Select all the terminals.

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

5.1.4.1. Set Device Number

Device Number use to identification different terminal. Select [Setting Device
Number] and open [Set up] interface:

Machine Ma. il [1-99999999)

ak. | Caticel |

Modify device ID and click [OK] to save, you can check the device ID in the setting
menu of the terminal.

5.1.4.2. Setthe Network Parameter

Click [Setting Network Parameter] and open the window:

X

Set the terminal’®s IP configuration

Set

inal's IP configuration

: |
[~ Default gateway: |
[~ Sub mask: |
[~ MAC address: |
|
|
|

[~ Server IP addiess:
[~ wWork mode:

[~ |

[~ Comm Port

Ok LCancel

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

[2011-08-25 10:10:36]1[1]Set the network parameters successfully;

5.1.4.3. Device Information

Display terminal information as follows:

Device Information §|
Device Information
User Mumber 103
Fingerprint Mumber |-I 070
Pazsword Number |-I
Card Mumnber |5
Mew records Humber |112
Total records Mumber |388
Firrware Wergion |02' 3181
Besies 51 |‘ID1DIJEIDD‘I 30530011
Betrieve | LCancel |

Click the button [Retrieve] to retrieve the terminal information. Click the button
[Cancel] to close the window.
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5.1.4.4. 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:

[2011-08-25 13:35:58]1[Head office]Open the door via software successfully!

And meanwhile you can hear the sound from the relay.
5.1.45. Message Management
Send the message to the user when he clock in.

Click the item, a window pops up as follows:

Nessage Nanagement x
Message Tope | RBEINRRtE ™ | Emploree 1D Begin date) 20101217 =] End date 2010127 =]
iecemr Bt £idd Message
Messsge List Read Message

MO, Message Tvp Emplores I Mame Begin date End date tessage Content

\ 0% |  DekteliMessages | Delete Selected Messages|

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

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

Click [Add Message] button to add the message.

Click [Read message], you will see the message in the [Message List]. And you can
select one message and click [Delete Selected Messages] to delete the message.
One window pops up as follows:

Please confirm...

',?# dre you sure to delete selected message?
N

| Cancel

Click [OK] to confirm deletion. Click [Cancel] to cancel the deletion.

Click [Delete All Messages] to delete all messages on the terminal. One window
pops up as follows:

Please confirm. ..

2 7
2 hre you mure to delete all messa ges

) Cancel

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

Message length: 16 Chinese letters or 48 English letters.

Notice: You can shift the messages by pressing [<], [] key.
5.1.4.6. Disable the Manager

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

\_',f(; Ave you suwre to to dissble the manazer 7

Click the [OK] button to delete manager, Click [Cancel] to cancel the delete
operation.

[2011-08-25 14:10:00]1[Head Office] Clear the manager succeed.

5.1.4.7. Download Logs

Click [Download logs] the main interface will show as follow:

[2011-09-06 14:57:10]1[1]Download logs successfully. Records:1, success: 1

5.1.4.8. Checking Logs

Browse administration operations in period of time.

Begi dae| 0110314 7| gy gue[anigTe v

dd Message
Flead Message

NO. . Message Typ Emplopee Il Name Begndate  End date Message Conlent

0% Delete Al Messages | Delete Selected Messages

5.1.5. Synchronize Time

Synchronize the terminal’s time with the computer time. Click the button
[Synchronize Time].
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- Device Management Record Supervision Employees Management Record Management U Disk Management
nEEQ|® OO B &

Add Meodify  Delete Synchronize Device Download  Download Backup Resume
Device Device Device time parameter new record  all record Employees  Employees

Devices Managment Device Management

Following message box pops up:

Please confirm...

@ This operation will deal with the selected machine:
s/ lleadoffice]

Are you sure to continue?

Cunca

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

Some operation information displays in the main interface as follows:

[2011-08-25 13:49:24]Synchronizing time...
[2011-08-25 13:49:25]1[Head office]Synchronization successful!

5.1.6. 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 zone/Group @‘

Time zone settings

Timze zome number A - Set
Manday begin/end tine oooon = | oonoo =
et besfrdl e 00000 = | 00000 =
e ot L [wonon = [oonoo =
ety el I
Fiday besin/end time [wonon = [(ooooo =
Seay sl i [ono0 = [ooooo =
Sy gl [Tonoo = [oooo0 =
Group seftings

Group rumber - Set
Time zore 1 E|

Time z0ns 2 I

Time 200 3 [ =

Time zane 4 |

Ext

[Time zone settings]:

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

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

[2009-03-18 15:06:31]Setting the time zone...
[2009-03-18 15:06:32]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 time zone number
and then click the button [Set] to save.
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[2009-03-18 15:06:42]Setting the group...
[2009-03-18 15:06:43]1[Head office] Set the group successfully!
5.1.7. Device Parameter Settings
Click the button [Device Parameter].
e |ﬁ|. ) English s Communication Nanagement Software ¥4.0.4 - =m X
- Device Management | Resord Supervision  Employess Management  Record £ U Disk M 3
2EEsE Q| 9|l O < 0 & @& &
Add  Modify Delete | Symchrenize Device Ring  Time comefGrowp  Auto update Download  Download EBackup Resume
Device Device Device time parameter | settings settings the T#A status | mew record all record | Employees Employees
Davices Managnent Device Nanagement
=I- All Groups | Davice parameter
Groupl | ]
Group2 O i
Group3 11
Graupd
GraupS
The [Terminal parameter settings] interface pops up:
|: Device Parameter Settings &
Matching Precision :I' Management Password(0-999939)
Record Alaim Thieshold Value(0:5000) 1000 Sleep time(0-250 minute) 10
Time Period between Repeated Clocking(0-250 minute) 17 Volurne(0-5) 5
Inteligently Update FP Template Enable S Date format yy-mm-dd >
‘Workcode Prompt k- Time format 24 Hour ¥
Ring Function j'
Wiegand Mode Wiegand26 :i'
Fived Wisgand Area Code{0-254) o
Lock Relay Time(0-15 second) S
Door Contact Alaim Delay(0-250) 123
- . 129
Default Verification Mode on the Device Company name I
Time calibration [+ B0): 0 ;‘ Company Address |
Company Tax I
FacePass device without sbove functions.
Initialize Device | Clear Device ‘ Display Default setting | oK |

[Matching precision]: There are three kinds: ‘Normal’, ‘Good’ and ‘Exact’. The
default value is ‘Good’.

[Record alarm threshold value (0-5000)]: If the rest memory space for the record is
less than the threshold value, the machine will alarm.

[Time period between repeated chocking (0~250 minute)]: 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.
[Ring function]: Enable/Disable the ring function before using the Ring time settings.

[Wiegand Mode]: Wiegand26, Anviz Wiegand (Encrypted wiegand.) and Fixed
Wiegand area code.

[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.
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5.1.7.1.

5.1.7.2.

[Lock Relay time (0~15 second)]: The door open delay.
[Door sensor alarm delay (0-250)]: The Door sensor alarm delay time range setting.

[Default identification method on the device]: Set identification method for the device.
Such as: Fingerprint , Fingerprint+Password, Fingerprint+Password+Card
ID+Password, ID+ Fingerprint, ID+Password+Fingerprint, Card, Card+Password,
Card+Fingerprint etc.

[Time calibration(x60)]: Adjust the accuracy of time on device when you found the
time on device is abnormal. Time unit: Second.

[Management password(0-999999)]: Set the management password for the device.

[Sleep time (0~250 minute)]: How long does the terminal turn to the sleep mode if
there is no one operating on 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, dd/mm/yy.
[Time format]: There are two kinds time format: 24 hour and 12 hour.

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

Please confirm. .

[ ign Ll deal with the selectsd machine:
b 1}{ dff
\‘J/ wre to eontinue?

e

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

The operation information in the main interface is as follows:

[2011-08-25 15:05:08]Set Advanced Parameter...
[2011-08-25 15:05:10]1[Head office]Parameter setting successfully!

Click the button [Display Default setting] to see the terminal’s default settings.

Initialize Device

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

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

Please confirm. .

[ ign Ll deal with the selectsd machine:
b 1}{ dff
\‘J/ wre to eontinue?

Cunea

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

Some operation information displays in the main interface as follows:

[2011-08-25 13:52:59]Initializing...
[2011-08-25 13:53:01]1[Head office]Initialization successful!

Clear Record

Click the button [Device Parameter] ->[Clear Device]. Following message box pops
up:
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5.1.8.

5.1.9.

Please

confirm. ..

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

Following information shows on the main interface:

[2011-08-25 15:14:16]1[Head office]Clear time attendance records successfully

Ring Settings

Set the ring time. Please enable the Ring function in the parameter settings first of

all.

Click the button [Ring settings].

-\ ﬂ' 0| English Bis
—

Device Management | Record Supervision

2Es O @9

Add Modify Delete
Device Device Dewice

Device
parameter

Synehroni ze
time

Devices Managment

Communication Hanagement Software V4.0.4

Employess Management  Record Management

ng Tine zone/Group
settings settings

Download
the T8A status

U Disk Management

0 | 8 &

Download

new record  all record

Baclap Resune
Enplogess Employecs

=I- &l Groups
Groupl
Group2
Group3
Groupd
Group5

hute update
Device Management
Ring settings i

[Set ring time] window pops up as follows:
Set ring time E‘
Ring time: list
Detailed informatior
Ring time 00:a0
v Monday v Tuseday v ‘wednesday v Thursday
v Friday [ Saturday [ Sunday
+ add | = Dot | ok | caneel |

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”.

Click the button [OK] to save the settings. Following operation information displays

in the main interface:

[2011-08-25 13:57:32]Setting ring time...
[2011-08-25 13:57:33]1[Head office]Set the ring time successfully!

Auto Update the T&A Status

Automatic switchover status for attendance device.
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Click [Auto update the T&A status] button,

) £ @ () English M Communication Nanagement Software V4.0.4 _
Device Management Record Supervision Employees M t Record M t U Disk Wanagement
mEs O @ L O (v |0 @ &
#dd  Modify Delete  Synchromize Device Ring  Time zome/Group | Auto update Download  Download Backup Fesume
Device Devier Device time parameter  settings settings the T8k status || new record all record | Employees Employees
Devices Managment Device Management

Enter [ T&A Status auto updating settings] interface.
TA Status auto updating settings E|

GetSM Fetrieve

TiA Status auta updaling settings

.

b

Tha status
Monday begin/end time 00:00:00 == 000000 ==
Tuesday begindend time 000000 =2 |0000:00 ==
‘wednesdap begindend time 000000 =2 |0000:00 ==
Thursday begin/end time 000000 == |0000:00 =25
Friday begin/end time OO0 == 000000 ==
S aturday begindend time O0O0OD =2 00000 ==
Sunday begin/end fime 00:00:00 = [ooooon =

Exit

First set the SN (serial number) of the T&A status, Serial number range is 1-16.

For example: The serial number set as: 1 and set the T&A status as “IN” means
check in for work. Then set the time range for “IN” status, click “Exit” button to save
and exit the interface.

5.1.10. Download new Record

Click the button [Download new record].

i ) ﬂ.' Y Englizh - Communication Management Software V4.0.4 - =
Device Management | Record Superwizion  Employees M +  Record M t U Dick Management
BEs 0 @ v v < (03 ® &
Add  Modify Delete || Synchromize Device Ring  Time zene/Group  Auto update Dowrdoad | Download Baclrup Resune
Dévice Dewice Dewice time parameter settings settings the Té# ztatus | mew record | all record | Employees Enployees

Devices Wanagment Device Management

Following message box pops up:

Please confirm...

This operation %ill deal with the selected machine:
doffice]

2/ lea
Are you sure to continme?

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

Following information shows on the main interface:

[2011-08-25 15:12:11]1[Head office]Reading attendance records...

[2011-08-25 15:12:12]1[Head office]Read the records completed,Records:4, Read
successfully:4

5.1.11. Download all Record

Click the button [Download all record].
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) f0 @ () English M B Communication Nanagement Software ¥4.0.4 -

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

! :\_ =0 L N 'Y x

W = Q ¥ » O < A

Add  Modify Delete | Synchronize Device Ring  Time zome/Group  Auto update Dowrload | Download Back; Resume
1 1 all record

P
Dewice Dewice Dewies time parameter  settings settings the THA status | mew resord Enplopess  Enployees
Tlewi res Managment Tlewi v Managen ent

Following message records pops up:

Please confirm...

@ This operation will deal with the selected machine:
/) 1lHeadoffice]
Are you swre to contimue?

Cunea

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

Following information shows on the main interface:

[2011-08-25 15:13:23]1[Head office]Reading attendance records...

[2011-08-25 15:13:24]1[Head office]Read the records completed,Records:6, Read
successfully:6

5.1.12. Backup Employees

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

Click the button [Backup Employees].

=\ ﬂ. ) [Enzlish s Communication Nanagement Software ¥4.0.4 = =

Device Management Eecord Superviszion Employees M 3 Record M i U Dizk Management

w ey O @ »p W & TN (B &
Add Modify Delete Synchronize Device Ring Time cone/Group Auto npdate Download Download Baclkup Rezume

Device Tewice Dewica time parameter settings settings the Téh status | new record all record || Employees | Employses

Devices Managment Dewice Management

Following message box pops up:

Please confirm...

@ This operation will deal with the selected machine:
2/ 1lHeadoffice]

Are you sure to continue?

e

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

The operation information displays on the main interface as follows:

[2011-08-25 15:15:07]Back upping employees...
[2011-08-25 15:15:07]Backup employee:1[Head office]

[2011-08-25 15:15:08]1[Head office]Backup employee information completed,
Records:1, Read successfully:1

[2011-08-25 15:15:08]1[Head office]Backuping fingerprints...
[2011-08-25 15:15:08]1[Head office]Backup employees and fingerprints completed!

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

@ This operation will deal with the selected machine:
&/ leadoifice]
Are you swre to contimue?

e

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

5.1.13. Resume Employees

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

Click the button [Resume Employees].

) F‘.-‘ % English s Communication Nanagement Software ¥4.0.4 - B

Device Management | Record Supervisien  Employees N £ Record W + U Disk Management

BEE QO @ L, © < O MmN @l&s

Add  Modify Delete || Synchremize Device Ring  Time zene(Grouwp  Auto update Dowrlead  Dewnload Backup Resuns
Device Device Device time parameter settings settings the Téh status | new record all record | Enployees | Employees

Devices Managment Device Managemend

Following message box pops up:

Please confirm...

@) This operation will deal with the selected machine:
s/ lleadoffice]
Ar

e you sure to continue?

Cunca

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

Some operation information displays as follows:

[2011-08-25 15:16:37]Get back employees...
[2011-08-25 15:16:37]Get back employees:1[Head office]

Notice:

1. Please make sure that the User ID is existent in the terminal.

19 15:08:07]Get back employees...
[2011-08-25 15:08:07]Get back employees:1[Head office]
1[Head office] No such ID existed, recovery failed!

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

5.2. Record Supervision

Get the records from the terminal real-time.
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T) |3 @ € Eetish - Comaunication Nanagement Software ¥3.9.4 - = x
Uit Management Eecord Supervision | Employees t Record U Disk
Begin Time Check—in Times 0
End Time Checkout Times 0
¢ Enployes Humber Other Status Times |0
e ime e Real-Time Monitoring Records Information
=1 Al Groups
Group? r |
Group2 :
Group3 nm
Groupd
Groups
No. Name Date/Time Status Desciption | Teminal No| Device D Device name Department Posiion Wark Code _ Idenification beth
< >
0% I

5.2.1. Activate Real-time

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

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

Begin Time 2010-12-17 12:28:24 Check—in Times 0
End Time Checkout Timez U
Enploree Funber 0 Other Status Times 0

Real-Time Wonitoring Records Imformation

When the employee clock in or out, the value of [Check-in Times] or the [Check-out
times] increases one.

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

ID: 8107

Name: David

Dept: RND
Posttion: Software
Engineer

5.2.2. Prohibit Real-time

Click the button [Prohibit real-time] to stop the real-time monitoring. You can see the
begin time and end time of the real-time monitoring in the [Real-Time Monitoring
Records Information] as follows:

Begin Time 2010-12-20 15:32:14 Check—in Times 0
End Time 2010-12-20 15:32:53  Check-out Times 0
Enploree Funber 3 Other Status Times 0

Real-Time Wonitoring Records Imformation
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5.3.

5.3.1.

Employees Management

Employees’ management interface is as following:

T/) £ @@ () English ~P= Communication Nanagement Software ¥3.9.4 - B x
lnit Management  Record Supervision | Employees t | Record U Disk
y P9 Dowrdozd FF Enployee ID =
B:_-r' B Uplead Employees & FF || Enployes Hame éJ
hdd Modify — Delete ‘ransfer Set Copy Check
Emp%yaa Enployes Enployes | Depariment privilsge Privilegs || MDelete from Unit Termizal Enployee
Enployees Managnent Enployees conmunication Enployee Checking
=) &l Groups
Group? |
Group? [
Group3 1
Groupd
Groups
# 243 Erplayes b~ Card No. Name Sex Pasitior Birthday Employ Date | Phane Address Unit
» 5001
200
< >
[E W

Add Employee

Click [Add Employee] button, open [Add/modify employee info] window as follow:

[ Add/Modify Employee Info 3]

Basic Infa |

wo |
CardNo.

Hame

uuuuuuu

Identication Method |6

1D Naw '7
N
Position | Folitical Feature

Edwain| =]
Phone |

al 8 x|

Bithdap 1.
Employ Date £~

4]

Specially
Mobik

|

Native Place |

Address |

Save Cancel

Notice: The No. is exclusive as well as the first digit cannot be 0! And the
administrator’s name will show as red color

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

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

picture] window as following,
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Cu Do

Click the button [View] to choose one photo. And Crop the photo by the [Cut-down]
button and then click the button [Save] to save as follows:

= Add/Nodify Employee Info

B al 8| x|
User type [Nomal User =
derifcaionMetod |6
oNe | ginhay I =l
Hation [ =] EnployDate|C] =l
Posion [ =] PolicalFeatue [Part Menber <]
Education = speciy| =l
Phone [ Mobie
Nalive Place |
Addess |
St | Cocd |

2nd way: You can install camera to take pictures and edit then save. Make sure
there is camera equipment installed in your PC.

Click [2]] button, open [Pictures shooting] window as following,

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

[Fingerprint registration]: Use the external USB fingerprint reader: OA99+ to enroll
the fingerprint.
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5.3.2.

5.3.3.

The sentence “Connect to the fingerprint sensor reader successfully!” means that

the OA99+ is connected successfully.

B Add/Nodify Staffer Info X

BasicInfo | Other Info~ Fingerpiint Registration ]

FP Enrall candition

- Envall
- Envoll

Connectto the fingerprint sensor reader successfully!

Save Cancel

Place the fingerprint on the terminal’s fingerprint scanner window and then click the

button [enroll] to enroll the fingerprint.

[ Add/Nodify Staffer Info 3

Basic Info | OtherInfo ~ Fingerprint Registration |

FP Enroll condition

| 74 r Enroll
= o Enroll

Enroliment successfull

e

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]

:!) 3] @ ) Enelish s

Communication Hanagement Software ¥V4.0.4

Device Management  Record Supervisien | Employees M t | Record M t U Disk Management

:)j %‘ ( o~ = & @ Enployee IO

g:' & & '\% Employes Hame
Add Wodify | Delete Transfer Set Copy Dowrdoad Upload Delete .

Enpleyes | Employes | Employee | Department privilege Frivilege | Template UsarTemplate frem Unit Deviea

Enpleyees Managment Enployees communicatien

Employee Checking

Delete Employee

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

P'j (=] .‘ Y English -~y Communication Nanagement Software V4.0.4 - = X
- Device Manazement  Record Supervision | Emplopess M t | Record M t U Disk Management
e & T W Py By & o0 &
r 8) - = Enployes Hame
Add Modi £y Delete Transfer Set Copy Download Upload Delete . Check
Employee Enploges Employes | Department privilege Frivilege | Template lUserTemplate from Unit Device Employee
Employees Managment Employees communication Employee Checking
= &l Groups
Groupl | j ~ J
Group2 O i B
Group3 10 2]
Groupd
Group5
ﬂ Headoffice Emp\oyeer\ Card Mo, Name Gender Fosition  Bithday  Employ Date | Phone | Address Device FP|
>wwmmmmm~mm

Click [Delete Employee] to delete the selected employee.

P'j £2@ ) English s Communication Management Software ¥4.0.4 - = X
- Device Management  Record Supervision | Empleyees M Record I t U Disk Management
| ~ \J. & @ @ Employes ID p
&Q (‘% & 8) o Enployee Hane
add Modi £y Transfer Set Copy Dowrdoad lTpload Delete . Check
Enployee Employee \ Emplopec || Depesiment privilege Privileze || Template UserTemplate Erom Uit Device il
Erpleyees Managnent Enployess communication Enployes Checking

5.3.4. Transfer Department

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

Please select the department:

= ﬁ head office

A& a0

ﬁi H&D
ﬁi P&D

oK LCancel

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

5.3.5. Set Privilege

We can only upload the employee to the authorized terminal.

Choose the employee from employee info list (you can choose some or all the
employee by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the
button [Set privilege]. The [Set privilege] window pops up:
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5.3.6.

-0
1[Head Office]
O z(Shanghai]
=[O Group2
O 3(Bsiing]
[ 4[5henzhen]
O Group
O Groupd
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:

Emploree No. CardNo. | Mame Sex  Posiion | Bithday | Emplop Date Phone | Addiess TstFP | 2ndFP | Unit

8103 Micheal 201012417 m] O
8108 Lizay ] O

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

" Cancel

Input the one employee’s ID. And then you can click the button [@] to browse the
employee’s privilege in the [Set privilege] as follows:
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5.3.7.

5.3.8.

Set privilege [
-0
O 1[Head Office]
2[Shangha]
=[O Group2
O 3(Bsiing]
4[Shenzhen]
O Group
O Groupd
O Groups

LCancel

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

Please confirm ..

System prompt

\'{/ The Selectsd emplores’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...

@, This operation will desl with the selected machine:
\_.(I 1 [Heado£fice]
Are you sure to continue?

e

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

The operation information shows on the main interface as follows:

[2011-08-25 16:18:44]Download fingerprint...
[2011-08-25 16:18:44]Download fingerprint:1[Head office]

Upload User Template

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

Please confirm...

@) This operation will deal with the selected machine:
2/ lHeadoffice
\ Are you sure

i
to contimue?

e

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

The operation information shows on the main interface as follows:

[2011-08-25 15:10:18]Upload employees and fingerprints...
[2011-08-25 15:10:18]Upload employees and fingerprints: 1[Head office]
[2011-08-25 15:10:19]1[Head office]Upload employee and fingerprint completed

5.3.9. Delete from Unit

Delete the employees from the terminal via the software.

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

Please confirm...

@ This operation will deal with the selected machine:
/) 1lHeadoffice]
Are you swre to contimue?

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

The operation information shows on the main interface as follows:

[2011-08-25 15:11:21]Delete the employee from the device...
[2011-08-25 15:11:21]Delete the employee from the deviece:1[Head office]
[2011-08-25 15:11:22]1[Head office]Delete the employee from the device completely

5.3.10. Employee Checking

Search the employee information.

Emplores ID (=
Emploree Hame é_)

. Checlk
Terminal Emploree

Emploree Checking

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

5.3.11. Department Management

Move the cursor to the department list and then click the right button of your mouse.
The menu pops up as follows:
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Elﬂ Headoffice Employes b
Add Dept
Modify Dept
Delete Dept
Add Dept:

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

Input Department Name

Please Input Department M ame:

oK Lancel

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

Modify Dept:

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

Input Department Name

Flease Input Department Mame:

Ok LCancel

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...

\"t’/ Are wou sure to delete the zelected department?

0K Cancel |

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

Select #11

Cancel Seletion

®) @

Transfer Department
Copy Frivilege
hdd Emploree

Modify Emploree

W

‘@ Delete Emplores
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I = [ @ ) Entish e (T T e Gl e S L g | - = x
Unit Menagement Record Supervizion  Enmployees M Record N U Dizk M
= T = Export Format Text file(x txt) - Employes Nao. Length 6
IR =7 oo 10! &) E:PD,( Field Ho. DatefTime Terminal Fo.;Sta - = S Sy,,,:d Tab -
[Bznd dete | BRI= 20001001 -f] Search | i dh e ~|Space symbel Length |1 Gt
Record Search Export Record
= &ll Groups
Graup?
Group2
Group3
Groupd
Groups
Mo, Name Date/Time Status Status Description  Teminal Mo Device 1D Device Name Dept Paosition ‘Work Code  Ide
< >
0% )
54.1. Record Search
B3 Eegin Date Fri 12/17/2010 - i)
EEnd date Fri 12/17/2010 - Search
record
Record Search
Set the Begin Date and End Date as follows:
4 December 2010 3
S MTHKTFS
1 2 3 4
5B T B 91011
12 13 14 15 16[17]15
19 20 21 22 23 74 25
26 27 26 29 30 31
Today
Click the button [Search record] to search the record.
Mo, M arne Date/Time Status Statuz Dezcription | Unit Mo, Unit S/M
p 379 Peter 320/2009 10:23:70 A0 | In 1 300
396 Jack 320/2009 10:23:31 &M | In 1 300
387 [LE] 37202009 10:28:34 Ak In 1 300
5.4.2. Export Record
Set the export format, export file and time format.
Export Format Text file (k. txt) ~| Emploree No. Length |6
Export Field Wo. :Date/Time;Unit Ho.:Status - Space symbol . -
Time format ¥¥¥pmm—dd hhimm:ss ~|3pace symbol Length |1 E’:Eg:;

Export Record

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

xt e ¥, txt)
CEV file (¥, csw)
Excel filel# xls)
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Export field: Choose the fields which are useful for you.

[]Hame
[#]Date/Time
[¥]Unit Ho.
[JUnit name
[¥]Status
[J5tatus Hame
[JDepartment
[JPosition

Time format: 4 optional formats

yyyy—mm—dd hh:mm: ==
yyyy-m—d hhomm:=ss
yy—mm—dd hh:omm:=s
yyyymmddhhmmzs

Employee No. length: Set employee No. length, the default is 6 digits.
Space symbol: Space symbol to separate fields
Space symbol length: Space symbol bit

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

System prompt

‘,:/ Records have been exported to “ E:\Test\Report‘EQ-Rep. txt
S

Click the button [OK] to confirm.

5.5. U Disk Management Program

U disk management program mainly manages the data from U disk to database.

To read the attendance record, you must make sure all data store under Anviz-C
folder in the U disk.

The screen shows as following :

Communication Nanagement Software V3. 0.4 - = X

=\ ﬂ'- \ English B

Unit Management

Record Supervisien

Empleyees Management

Record Management

U Disk Management

T Disk

I Find U Disk
L from U Disk

Y

from U Disk

U Disk Menagement

=

Read Records Restors Employse Backup Employee

to U Disk

=1 &l Groups
Groupl
Group?
Group3
Groupd
Group
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5.6.

5.6.1.

Read Records from the U disk : First click [Refresh] to select the U disk icon , click
[Read Records from the U disk], the system will auto read the data from U disk and
export to local database”Att2003.mdb” “Checkinout” table .

Restore Employee from U Disk: click [Restore Employee from U Disk] button, the
system will export the employee information data to local database "Att2003.mdb”
“Userinfo” table, fingerprint template to root index “Template” folder.

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

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

System Settings

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

| Basic Parameter Setting
\f Ta&A state Setting
N .
) Timing Downloading Record
() .
‘U‘ Nanagzement PT setting
-]'I"< Datsbase linking setting

= Exit system
o

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

Basic Parameter Setting 3
Basic Parameter
Com Part Communication delay time(1-5) Seconds =
Metwark Communisation delay time{1-20) Secands 10
IF Fort 0]
[ Communisation Failed, sutomaticsll ssit cumert spstation
[ 11 Rl Maritoring, weice prompts "Depsrtment Mams"
[ Claar ths data after dowrlasding

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.
IP Port: Communication port.

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

(1 In Realtime Monitoring, voice prompts “Department name”: During real-time
monitor, if employee is access allowed, the software will voice prompt employee
department and name.

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

Click the button [OK] to save the setting.
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5.6.2. T&A Status Setting

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

B T4 Status setting
Uplaad to the selected terminal |

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

[Upload to the selected terminal]: Upload the T&A status from the selected terminal.
5.6.3. Timing Downloading Record

Click the [Timing Downloading Record]. The [Timing Downloading Record] window

pops up:

= Timing Downloading Record
I~ Aun Timing Downloading Record
Downloading Time: ‘
Tz ’WM Delete Time
oK Cancel

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

time point.

Please use the button [*] to set a time. And then click the button [Add] to add the

time to the [Downloading Time].

Click the button [OK] to save the setting.
5.6.4. Management PW Setting

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

=lndify management password

QOld Py |

Mew Piud: |

Comfirm Prd: |

3 LCancel

[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,
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5.6.5.

System prompt

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

L) icati 1
\_‘4/ Adnin password medification successfull

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 connect to Access data:
1. Gelector enter a database name:

[E: \TestWOASOO0 A\ At +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
database linking and exit to [Data link properties] interface. If the database has set
[User name] and [password] already, we must input [User hame] 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:

Hicrosoft Data Link §|

\:.p Test commection succeeded.

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

\_“:/ Database conmecting successful, please restart the software!

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

Please confirm... E‘

\_?r/ hre you sure to exit?

Cancel

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

5.7. User Interface Configuration

5.7.1. Interface Skin Color

Shift the skin color by press the button [©@ ©].The style is Windows XP system
style.

5.7.2. Change the Software Language

Choose the language in the option [ cnnese -W).

5.7.3. Set Quick Access Button

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

P___!) £ @@ 1) English s Communication Nanagement Software
E Tnit Management Record Superwision Enployees Management. Record Management

EE = 1 ,?L~ Py L@ 0 O\

Add  Modify Delete | Synchromize Initialize | Termim al Ring huto update Tow:

Unit Uit Unit time

p
the Téh statns Tiew
Terninal Mansgnent f

I% Add to Quick Access Toolbar Vnit Menagement

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

o [0/ @ O mraia DB Communication Nanagement Software ¥
\J Bl
Vait Wanagement | Fecord 5 Y BT es hemgement, Pewesd [ememmat

R — — | V] Black .

oEE Qo @ B <L

hdd  Modify Delete Symehr oni V| Lenguage erminal Ring Bute npdate Down
it

Unit  Unit U time i Parameter sattings the THA status | new r
Terminal Managment Unit Management

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

e Ly 0’ ) English TR Communication NManagement Software ¥
_) | Bemove from fuick Access Teolber
lnit M Recard L% " d M t
ERE QO @ 9 p _
: (Y u >4 s |
0 (oS Ndlgin || Cmdneisn  Twtfdling || omimel Ring B et eg]
Unit  lnit  Unit ti parameter settingz  the THA =tatus | new re
Terficdl o Unit Management
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Click the item “Remove from the Quick Access Toolbar”.
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QTN FAQ

Frequently asked questions and answers
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6. FAQ
6.1. Fingerprint has enrolled but often gets failure in
identification.
Reason Solution
1. The fingerprint was not Enroll the finger again. Please refer to illustration
captured properly. of pressing finger.

2. Direct sun light or too bright

light Avoid direct sun light or other bright light.

Touch the forehead to increase oily level of the

3. Too dry finger. finger.

4. Too wet finger with oil or

. Clean fingers with towel.
cosmetics.

5. Low fingerprint quality with

; Enroll other fingers with better quality.
callus or peeling.

6. Wrong way in placing fingers

when punching infout. Please refer to illustration of pressing finger.

7. Latent fingerprint on the Clean sensor surface (Adhesive tapes
surface of sensor. recommended).

Place the finger evenly on the sensor with

8. Not enough finger pressure. moderate pressure.

9. Influence by fingerprint Enroll fingerprint again. Please refer to
image change. illustration of pressing finger.

10. Fingerprint not enrolled yet. | Place enrolled finger.

6.2. The machine cannot connect with PC.
Reason Solution
1. Communication method not set Select the correct communication
correctly. method.
2. Cable not plugged firmly or cable Plug the cable firmly or change another
hardware problem. cable.

3. Not able to connect COM (wrong

COM No.). Please enter the right COM No.

4. Not able to connect TCP/IP (wrong Refer to the manual for connecting Time
setting). Attendance terminal.
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6.3.

6.4.

6.5.

6.6.

No records found even though employee has

clocked in/out.

Reason

Solution

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

Synchronize the time.

2. Minority employee fingerprint
false accepted.

1. Add records manually.
2. Adjust fingerprint matching precision.
3. Change another finger and enroll again.

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

Reason

Solution

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

2.Fingerprint scanner abnormal.

Restart the machine or change the fingerprint
module.

We do not use the ID + fingerprint mode to

verify.

Reason

Solution

1. Wrong ID entered.

Enter the right ID.

2. This user has no right to use 1:1
identification method.

Set 1:1 identification method for this user.

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).

Note: If you have any other problems,

please kindly email us the log files in zip or

rar (The log files are in Log directory in the installation directory of the software)!
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