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Preface

Honorable customers,

Thanks for choosing products of this company. OA280, with world cutting edge
technologies—fingerprint  recognition, computer communication, as well as
microelectronics, is considered to be combination of three technologies: electronics,
optics and computer communication. It is no doubt that it has become the first choice of
standalone time & attendance for enterprises with its strong function and veracity. Please
read this user manual carefully to have an initial understanding of functions and basic
knowledge of installation, debugging, maintenance, application and management to
better use this product.

Utilizing the state-of-the-art biometric tech, this product will bring unprecedented
reliability, convenience and benefits to the top management of enterprise in HR.
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OA280 Fingerprint T & A Advantages

>  Veracity

Record and reflect staffs’ attendance conditions equally, correctly and promptly.

Checking on work attendance by passwords and cards (paper card, magnetic card,
IC card, etc); It is hard to avoid buddy-punching and cannot reflect the actual attendance
condition. With the help of fingerprint recognition attendance, it is easy to solve all the
problems like buddy punching, card loss or stolen and password forgetting. Thus, HR
dispute is avoided and the justness of time attendance is materialized.
»  Convenience

It is more convenient to use fingerprint standalone units with no card reader or
attendance cards needed, no worrying about cards loss or damage, no need to do
system maintenance, and saving time and money.

Only placing enrolled finger on the sensor surface, system will check users
automatically and record the correct time and checking status.
> Full Function

The system can realize different functions such as attendance remark, calculation
and report printing. The remark can be made for reasons such as business leave,
absence, marriage holiday and etc.; the checking and calculation can be made in
accordance with different time periods, departments, individual or combination due to
various reasons for absence; the report generation and printing function can be realized
perfectly.
> Flexible Shift Maintenance

The software supports shift on week basis, rotation shifts etc. Various shifts, public
holidays, individual leave and overtime are available to meet the complicated needs of
every enterprise.
> Standalone

The machine can work without connecting to PC, convenient in operation and no
need to occupy any extra resource.
> Network management

Many units can be connected through network via TCP/IP for easy management in

central software.
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Software operation flowchart
(Important chapter please read carefully)

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

1. System parameter .
name and leaving class.

v

2. Department management

Add, delete and modify departments.

<5

e e

Add, delete and modify staffer. Import

3. Staffer maintenance
and transfer staffer.

<5

4. Shift management Set timetable and shift.

5. Staffer schedule Allocate staffer shift or temporary shift.

<5

Collect records from the unit or import

6. Record collection the backup record file.

<5

Deal with business leave/asking for

7. Exception management : . ;
P 9 leave/forgetting clock in/collective late.

v

8. Statistic report

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

1. When the software is run for the first time, please set parameters including

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

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

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

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

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

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

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

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

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

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

Staffer shift or temporary shift is incorrect.

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

Checking and calculation of transaction records is incorrect.
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Chapter 1 Introduction

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

1.1  OA280 Introduction

Bio-office series OA280 is the multifunctional standalone T&A and access control
system newly launched in 2008. With the use of optical fingerprint sensor and new
fingerprint recognition algorithm, OA280 can identify all difficult fingerprints and has
solved the long-lasting problem in fingerprint recognition field.

0OA280 is a wall mounted fingerprint T&A and access control system with 128*64
blue LCD. This model can be used stand-alone or connected via TCP/IP. OA280 can
control door lock for access control. Fingerprint identification provides high security level.
The original time attendance records can also be kept in the units.

STATUS

OA280 Fingerprint T&A Attendance

» World leading brand. Korean industrial design. Blue LCD;

»  Optical fingerprint sensor, scratch-proof, unbreakable and durable. Well accept all
kinds of fingerprints;

» DSP digital processor from ADI USA, 32 Bits ARM processor from Philips
Netherlands, super-duo-core. 2007 version improved core module, more secure and
better performance;

> Fingerprint strengthens membrane originally from Taiwan which greatly enhanced
the identification of wet or dry fingers, support 360 degrees identification;

»  Stand-alone without being connected with computer. Standard fingerprint capacity
5000, standard record capacity 150000;
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> Multiple identification method: FP, Card, Card + FP;

»  Support staff name display, 5 customizable attendance status, support multimedia
voice;

» Standard RS232/485 and TCP/IP communication,Wiegand26 and dry contact
output;

» Optional AMJ-601 or AMJ602 access controller for separate type secure access
control system;

>  Support real-time record download and WEB online tracking function;

» Suitable for all kinds of complicated time attendance management, easy-to-use
and user-friendly software;

»  Wall mounted, special tamper proof self lock design, combined 2-in-1 function for
time attendance and access control;
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OF-ToI(I@2 Operation Guide

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




2  Operation guide
2.1 Main interface

. Speaker

In status/ :
Upwards key FP scan window
Out status/ Menu key

Downwards key

_Cancel key
OK key

No.key

Plug in the power supply. The LCD displays as follows:

After loading, it displays as follows:

pe-od-28

12:18:36

-Finger-
(11 In Mot

2.2  Enter Password
Press the button [Menu] . The LCD display as follows:



Input password:

Enter the password (the default password is 8888).Press the button [ OK1to confirm.
If you enter a wrong password, the LCD will display as follows:

Input password:

Incorrect Password!

2.3 User management
User management contains the operations such as add, delete and modify the user
information and the admin password.

If you enter the right password, you will be able enter the menu as follows:

KD
<= =

User

Notice: You can switch the option by press the button [ €] or [»] .
2.3.1 Add/Del User

Press the button [OK] to enter the operation interface as follow0073:



M’Pf User

f

1. Add/Del User
2+ Modify PWD

Choose thel Add/Del User Jand press the buttonl OK Jto enter the operation interface
as follows:

No 000001

& ID: 810
Name: New User
FP: 1. []

0 2. L]

Add new User: Suppose that the ID is 1. Input the ID and press “OK” to confirm. It
will automatically turn to the option “FP1”. The LCD will display as follows:

No 000001 (New)
& Fr: WA T
2.1
Password: ———————
g Card: ——————

Please enroll the fingerprint following the prompt voice.

No 000001 (New)
¢ FP: WAL ]
2. 1]

Password: ————————
g Card: —————




Meanwhile voice will prompt “Press your finger again”. Please press your finger on
sensor again. After identification successful, LED indicator will flash with green light and

voice prompt “Registration successful”.

No 000001 (New)
¢ oFp L (e
2.
Password: ————————
g Card: —————

Press the button [» ] to choose the “FP2” option. Please enroll the fingerprint

following the prompt voice.

No 000001 (New)
(] Vi
Password: ———————
Card;: —————
5 T&A Opt: —1-

Press the button [» ] to choose the “Password” option as follows:

No 000001 (New)
I+ Password: I
Card;:  ————
T&A Opt: -1-

il DoorOpen: Y

Input the password (the maximum password is 99999999) and press the button

[ OK] to confirm. The “Password” option will display as follows:



No 000001 (New)

1+ Password: B Kok
Card: —
T&A Opt: -1-

@,DoorOpen: Y

Press the button [ » ] to choose the option “Card” to add the card number as follows:

No 000001 (New)
T Card: E——
T&A Opt: -1-
DoorOpen: Y
4

Swipe the card and the LCD will display as follows:

No 000001 €G]
1 Card: 13839320

T&A Opt: -1-

DoorOpen: Y

g

Press the button [» ] to choose the “T&A Opt.”, option as follows:

No 000001 (New)
1 T&A Opt: —1-
DoorOpen: Y
3

Press the button [MENU] to enter the time attendance identification method

setting interface as follows:



Card | FP | PassWord

Card & FP

Card & PassWord
FP & PassWord

Card & FP & PassWord

.
2.
3.
4.
5.

Press the button [ <€Jor [» ]to set the identification method .And please press the
button [ok] to confirm after setting.

There are 5 identification methods:

1. Card | FP | Password: Card only, fingerprint only or password only

2. Card & FP: Card and fingerprint

3. Card & Password: Card and password

4 . FP & Password: Fingerprint and password

5. Card & FP & Password: Card, fingerprint and the password.

Press the button [» ] to choose the “Door Open” option. The default is door open

enable. The inter face is as follows:

No 000001 (New)
1 DoorOpen:

4

You can press the button [MENU] to disable or enable the “Door open”.

No 000001 (New)
1 DoorOpen:

Save

4

There are two states:

10



Y: Allow to open the door
N: Prohibit opening the door
Press the button [» ] to choose the “Save” Option. The LCD displays as follows:

No 000001 (New)

Press the button [OK] to save .The LCD will display as follows:

No 000001 (New)

Success
L

Notice: If you want to escape the menu, you can press the button [Esc] to switch
to the “save” interface. And then press the button [Esc] again to escape the menu.
Delete User: For example, we want to delete the user 8101. Enter the [ Add/Del
User] interface. Enter the User ID. Press the button [OK] to confirm. Press the button
[ » ] or [ «] to choose the Opting “Del”. Press the button [OK] . The LCD displays as
follows:

No 000001 (01d)
T
! 1. Yes 2. No

Press the button [1] to confirm .Press the button [2] to cancel.

Edit User: Enter the [Add/Del User] interface. Enter the User ID. Press the button [OK]

11



to confirm. The LCD displays as follows:

No 000001 (01d)
i 1D:
Name: New User
FP: 1. Y
! 2. IV

Modify the parameters according to the real requirement.
Notice: If the user information is uploaded from the background software, it will

display the user’'s Name instead of the “New user” as follows:

2.3.2

Enter the [User] interface. Choose the [Modify PWD] option.

No 000001 (01d)
7 1D 000008101
Name: Emmily
FP: 1.
1 2. ]

Modify the Admin password

User

Modify PWD

Press the button [OK] . The LCD displays as follows:

12



0ld PWD:

New 01d: skkskeksksksksk

Enter the old password firstly.

01d PWD: 8888
New PWD: |

Enter the new password secondly. Press the button [OK] .The LCD displays as
follows:

01d PWD:
New PWD: 9999

1. Yes 2. No

Press the button [1] to confirm the modification. The LCD displays as follows:

0ld PWD:
New PWD:

Success

Press the button [2] to cancel.

13



Press the button [ESC] if you want to escape.

If you enter an incorrect password, it will prompt that it is an invalid password as

follows:

0ld PWD:

New PWD: skksksksksksksk

After displaying the “Invalid” two seconds, it will let you try again.

01d PWD: |

New PWD: skksksksksksksk

2.4  System settings

Choose [System] option as follows:

MERD 7

System

Press the button [OK] to enter the “System” interface.

Notice: You switch the menu by pressing the button [»] or [ «]
2.4.1 Modify the date

Choose the option [Date] .The LCD displays as follows:

14



‘5( System

)
2. Time
! 3. Baud Rate

Press the button [OK] to enter the Date modification interface as follows:

1. Date
(YY-MM-DD)

08-01-01

Enter the date. Press the button [OK] to confirm.

successes as follows:

It will display modification

Success

2.4.2 Modify the Time

Choose the option [Time] .The LCD displays as follows:

5( System

T
3. Baud Rate
I 4. TCP/IP

15



Press the button [OK] . The LCD displays as follows:

2. Time
(HH-MM-SS)

12: 56: 23

Set the time. Press the button [OK] to confirm.
2.4.3 Communication Baud Rate

Choose the option [Baud Rate] .The LCD displays as follows:

‘5( System

I3, Baud Rate
4. TCP/IP
Il 5. Delay

Press the button [OK] .The LCD displays as follows:

Band Rate

SEN | 15200 sy

You switch the menu by pressing the button [»] or [ €] . Press the button [OK]
to confirm.

2.4.4 TCP/IP Settings

Choose the option [TCP/IP] .

16



§( System

g/ TCP/IP
5. Delay
I 6. Sleep

Press the button [OK] . The LCD displays as follows:

TCP/1P

IP: 168. 0. 168
Mask: 255.255.255. 0
Gate: 192.168. 0. 1
H-IP: 192.168. 0.169

Set the IP settings. Press the button [OK] to confirm.
Remark:
IP: The default IP address is 192.168.0.168
Mask: The default value is 255.255.255.0
Gate: The default gateway is 192.168.0.1
H—IP: It is the computer’s IP address. The computer is the one that installs the
0a280’s background software. Its default value is 192.168.0.169.
2.45 Door Open Delay
Choose the option [Delay]

§( System

6. Sleep

JL 7. Volume

Press the button [OK] . The LCD displays as follows:

17



Open Delay

I S

Notice: The maximum delay is 60s. And the default value is 5s.
Enter the delay. Press the button [OK] to confirm.

2.4.6 Sleep time delay

Choose the option [Sleep] :

‘5( System

T T

7. Volume

L 8. Device number

Press the button [OK] . The LCD displays as follows:

Dormancy time

I S

Notice: the maximum sleep time delay is 57600s.The default value is 60s.When
it is set as 0s, the OA280 does not sleep.

Set the delay. Press the button [OK] to confirm.

2.4.7 Volume

Choose the option [Volume] :

18



7
8. Device number
9. Initialize

Press the button [OK1] . The LCD displays as follows:

Press the button [»] and [ €] to adjust the volume. Press the button [OK] to

confirm.
2.4.8

Set the Device Number

Choose the option [Device number] :

5( System

(IS Device number

9. Initialize

Press the button [OK] . The LCD displays as follows:

Device

19



Notice: The range of the device number is 1—65534
Enter the device number. Press the button [OK] to confirm.
2.4.9 System Initialization

Choose the option [Initialize] :

Press the button [OK] . The LCD displays as follows:

Do you want to
continue?

1. Yes 2. No

Press the button [1] to initialize the unit. The LCD displays as follows:

Warning!
Delete the data.
Continue?

1. Yes 2. No

Press the button [1] to confirm. The LCD displays as follows:

20



Initalizing. ..

The unit will restart automatically after initialization.
Press the button [2] to cancel.

Notice: We suggest you to backup all the data before initializing the unit.
2.5 System Information

Choose the option [System Info] :

i K@

= =
System Info

Press the button [OK] to enter the submenu.
2.5.1 Registered Fingerprints
Choose the option [FP Reg.]

@  INFO

iigl|. [P Reg.
2. User
&L 3. Record

Press the button [OK] to check the details as follows:

21



FP Reg: 0
Space: 2000

Press the button [OK] or [Esc] to go back to the upper menu

2.5.2 User Amount

Choose the option [User] :

@  INFO

T

3 Record
1 4. Communicate

Press the button [OK] . The LCD displays as follows:

User Reg: 0

Space: 5000

2.5.3 Time attendance Record

Choose the option [Record] :

@ INFO

3. Record
4. Communicate
JL 5. Firmware




Press the button [OK] . The LCD displays as follows:

254

Records: 0

Space: 150000

Available Communication Method

Choose the option [ Communicate] :

Press the button [OK] . The LCD displays as follows:

255

®  INFO

(Il Communicate
5. Firmware

4

/] RS232
/] RS485
/] TCP/IP
USB Disk

Firmware Version

Choose the option [Firmware] :
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Press the button [OK] . The LCD displays as follows

0A280 T1. 26

2.6  Records Searching
Choose the option [Record] :

th X O

Record

Click the button [OK] to enter the submenu.
2.6.1 Search the record by the User ID

Choose the option [Search by user] :

(j} Record

(Il |. Scarch by user

2. New Records

4

Press the button [OK] .The LCD displays as follows:
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User ID
I

Enter the User ID. Press the button [OK] to confirm. The LCD displays as follows:

(01d) = (New)

000000001  28/03  08:58
000000001  28/03  18:05
000000001  29/03  09:01
000000001  29/03  17:59

Notice: You can browse the records by pressing the button [»]1 or [«].
2.6.2  Search all the new records

Choose the option [New Records] :

[/}  RECORD

). New Records

Press the button [OK] . The LCD displays as follows:

Records=9
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And then the LCD displays the new records interface as follows:

<=000001 000006
000000001  01/01  08:58
000000003  01/01  08:57
000000011  01/01  08:58
000000022  01/01  08:59
000000035  01/01  08:59
000000046  01/01  08:59

It displays 6 records in one page. You can press the buttonl » Jor [ €] to let it page
up or page down.
Notice: You can press the button [Esc] or [OK] if you want to escape the records
interface...
2.7  Time Attendance Identification Method Introduction
There are several identification methods. So please use the right identification method
when you clock in.
2.7.1 Card|FP | Password
Card only: Just punch the card on the card punching area.
Fingerprint only: Press the fingerprint on the optical sensor reader.
User ID + Password: Enter the User ID firstly.

User ID:

Password: skkskkekekokek

Press the button [OK]secondly. And then enter the password. The LCD displays as

follows:
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User ID: [NGIENN

Password:

Press the button [OK] to confirm. If identify successfully, the LCD displays as

follows:

08101

- Granted -

If you input a wrong password, it displays as follows:

User ID: [NENEEIN
Password:

— Denied -

Please try to input the correct password.

272 Card &FP

Press the fingerprint on the optical sensor firstly and swipe card secondly. Or swipe
the card firstly and press the fingerprint on the optical sensor secondly.

If you press the fingerprint on the optical sensor firstly, the LCD displays as follows:
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Fingerprint: ]
=) Swipe card: []

Swipe your cards. If it is success, the LCD displays as follows:

08101

- Granted -

If it is failed, the LCD displays as follows:

FingerPrint:

]
=) Swipe card:

You can try to swipe the correct card again.

Notice: If you swipe the card firstly, the LCD displays as follows:

Swipe card: ¥4
=) Fingerprint: L]

2.7.3 Card & Password

28



Swipe the card firstly and enter the password secondly. The LCD displays as

follows:

Swipe card: ¥
=) Password: [ ]

Enter the user’s password. The LCD displays as follows:

08101

- Granted -

2.7.4 FP & Password
Press the fingerprint on the optical sensor reader firstly. The LCD displays as

follows:

Fingerprint: V]
=) Password: [ ]

Enter the user’s password. The LCD displays as follows:
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08101

- Granted -

2.7.5 Card & FP & Password

If you swipe the card firstly, the LCD displays as follows:

Swipe card: ]
=) Fingerprint: []

Password:

Press the fingerprint on the optical sensor reader, the LCD displays as follows:

Swipe card:

¥
Fingerprint: ]
]

=) Password:
I
Enter the passwords finally.
08101
- Granted -

Notice: You can also press the fingerprint firstly and swipe the card secondly.
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Chapter 3 System Installation

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

operation system requirement.
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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 Operation environment

Hardware requirement:

Pentium 1266 and above; PentiumII500 and above is recommended

128 Memory and above; Minimum 100M hardware space

COM (USB Port)

CD-ROM (CD-ROM needed in installation)

VGA support 800*600 resolution and above

Operation system:

Microsoft Windows 2000(recommended)

Microsoft Windows XP

3.2 System installation

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

following window will pop up:

A/ Installation ¥izard

Biometric

PROFESSIONAL FINGERPRINT PRODUCTS MANUFACTURER

Please select a language.
Chinese [Simplified] v

Ok l Cancel |

Select the proper language version in the above picture, click “Chinese
(Simplified),”English” or “Chinese (Traditional)” to enter the appropriate installation
program and the following window will pop-up. (Here, we use English for example.)
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gerprint Attendance System x|

‘Welcome to Fingerprint Attendance System Setup program. This
program willinstall Fingerprint Attendance System on your
computer.

Itis strongly recommended that you exit all Windows programs
before running this Setup Program.

Click Cancel ta quit Setup and close any programs you have
running. Click Next to continue with the Setup program.

WARNING: This program is protected by copyright law and
intemational treaties.

Unauthorized reproduction or distribution of this program, or any
portion of it, may result in severe civil and criminal penalties, and
will be prosecuted to the maximum extent possible under law.

Cancel

Click “Next” to continue installation (see the picture below :)

Attendance System x|
Destination Location o
=

Setup will install Fingerprint Attendance System in the following folder.
Toinstallinto a different folder, click Browse, and select another folder.

‘You can choose not to install Fingerprint Attendance System by clicking Cancel to exit
Setup.

Fold

" Destination Folder

CAAtt Browse... ‘

TéA ion Wizard?

< Back Cancel |

Select the target directory to install the program and the default is “C:\Att”. Click

“Next” to continue installation (see the picture below :)

Attendance System x|

Start Installation
=

“You are now ready to install Fingerprint Attendance System .

Click the Next button to begin the installation or the Back button to reenter the installation
information.

TéA ion Wizard?

< Back Cancel
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Click “Back” and installation will return to the previous screen and re-select target
directory; Click “Next” and the installation will start as the following picture shows:

i
Installing 6
&\
Curtent Fi =
Copying file:

CAAMGCWork exve

i i i o o o o e o o o e o
AllFiles

Time Remaining 0 minutes 0 seconds

Wise ion ‘Wizard?

e o

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

gerprint Attendance System i x|

< Back Cancel

Click “Finish” to close the installation program and an icon will be added

to the desktop. Double click it and the T&A management system will be started. In
addition, “Time and Attendance System” has been added to “All Programs”. Please see

the picture below:
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Hetondt Cffc 3 1082028 P Chmme GEO0IAK) 4

2

The shortcut of “Time and Attendance System” is included in “All Programs”

3.3 Uninstall the program

Click “Uninstall Time and Attendance System” in the above picture, click “Next” and
the program will be uninstalled automatically.

Please note: All the files and data will be deleted after uninstalling the program so
please make sure before operation.
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Chapter 4 Communication

The chapter is mainly about how to add, delete and

set communication between PC and terminal.
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4  Communication

Click [External] on the management menu and choose [Connect To Time and
Attendance Machine] . If the Time attendance management software’s login password is

empty, the following window will pop up:

ol ey s 04?80 Fingperprint TEA management software V1.2 _mx

[

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

password firstly.

System Logining

D)

oK Cancel

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

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

\“p ‘Wrong admin password, you have Z chances ko try again,

Please enter the admin password again!

Click the button [OK] . And then try to enter the correct password.
4.1 T&A Machine Management
We can: Add Unit, Delete Unit, modify Unit; modify its parameter settings;
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synchronize time, terminal parameter, initialize unit, download record, backup staffers,
resume staffers and so on.

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

B Terninal Nanagement

Temminal |nfor

Communication Method
He. & Com COM1 =] [115200 ~
s |1

 TCPAP J
Urit Hame |1
At Statys | Actual Status -

oK Cancel

Remark:

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

Unit S/N: Serial number is used to identify every time attendance terminal (this
number is on back label as “Serial No”);

Unit Name: You can set it as you like.

Att. 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 (OA280). If you set it as “ON Duty”, all the records’ status which is from this
OA280 will be “On duty”.

Com: The default is Com1 and the 115200bps.

TCP/IP: Click the button (;h to refresh the option list; you will see all the OA280’s
IP which is in the Network.

Click the button [OK] to save the information. It displays as follows:

i) (1@ 2 e = OA200 Fingperprint T&A mana

ent software V1.2

4.1.2 Modify Unit
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Choose the terminal and then click [Modify Unit] ; the following window will pop up:

Please confirm..>

This operation wil deal with the selected machine:

&, 1[1]
Are you sure ko conkinue?

Cancel

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

the button [Cancel] to cancel the modification.
If the “No” is already exist in the software, following message box pops up:

System prompt

\__‘.:/ Already hawve the machine number and the device ID

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

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

pops up:

Please confirm..>

This operation wil deal with the selected machine:
1

</
Are you sure ko conkinue?

Cancel

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

4.2  Parameter Setting
Choose the T&A unit firstly. And then we modify its parameter settings.

4.2.1 Set Management Password
Enter one password in the input box. The management password can be

0-99999999. Click the button [setting] . Following message box pops up:

Please confirm..>

This operation wil deal with the selected machine:

&, 1[1]
Are you sure ko conkinue?

Cancel

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

Some operation information displays in the main interface as follows:
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04280 Fingperprint TRA management software V1.2

P

seting

] ) oot
i) [ 2 o

- Lrit Management.

Managamerk. pasem
m%a anager .;..:;

Add Modly Delts
wE e e
Terminal Managnent

Record Supsevision Salfers|

setting =L

E|

i
[2008-07-10 151211115 tting wini
[2008-07-10 15;12; 1111 [1Jadi:

S s pasmord corpleied |

Notice: We use this management password to enter the device menu. You can’t

use this password to enter the software.

4.2.2 Set Sleep Period
Enter the time period in the sleeping time input box. The time period can be

0-57600. If you set the sleep period as 0, the unit will never sleep.
Click the button [OK] . One message box pops up as follows:

Please confirm..>

This operation wil deal with the selected machine:
11

2
&/
Are you sure ko conkinue?
Cancel

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

Some operation information displays in the main interface as follows:

= OA200 Fingperprint TRA management software V1.2

] ) oot
) @ 1 ekt
— | ritManagenrt | Record superiien gerert Record Mansosnert

) % seting |
)10 setng &
ring | T
sitng | O

Add Modly Delts
wE e e
Terminal Managnent

Managamerk. pasem
m%a anager .;..:;

=

d

[2008-07-10 15121115 tting sini
[2008-01-10 15121171 [1 Jke

[2008-01-10 15:30:58)54t 21a
[2008-07-10 15:30:58)1 [1 150

Sk sneping e conglete

4.2.3 Set Volume




Enter the volume level in the volume input box. The volume lever is 0-15. If it is

set as 0, there is no voice.

Click the button [setting] . One message box pops up as follows:

Please confirm..-

This operation wil deal with the selected machine:
</
Are you sure ko conkinue?

Cancel

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

Some operation information displays in the main interface as follows:

ware V1.2 _ = x

T AN @ e

ng
Ast Modly  Delte Smdvonze  Tesnd  [wae  Downksd | Sshp  Reme
Uk Lok Uk sett e for it recced | chaffers  salfers

T
4.3 T&A Machine Communication Management

It contains synchronize time, terminal parameter, initialize unit, download record,

backup staffers, resume staffers and so on.

4.3.1  Synchronize Time

Synchronize the OA280’s time with the computer time. Click the button [ Synchronize

time] . Following message box pops up:

Please confirm..-

This operation wil deal with the selected machine:
</
Are you sure ko conkinue?

Cancel

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

Some operation information displays in the main interface as follows:
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Terminal Managnent Paramstr Setting

=

d

[2008-07-10 15:12: 115 tting vinin prssword

[2008-07-10 15:90:58)1 [1151auping Line 3o

[2003-07-10 16:29 48)Syuchramizing tivs
[2008-07-10 16:28 431 [1 Symcbroni ration wccostall

Spnchvonzahon complebed

4.3.2 Terminal Advanced Parameter

) (@ 2 Enotsn “[/ 04280 Fingperprint TaA management software V1.2 - mx
— | witManapsect | RecodSupsvikn  SaffecsMansgsment  Record Mansosnint
Management. passrord(0.99599395) % i T =
BEs - : A e R N e s
- Seeping tme(0-67600) 120 setting L
A Modly Delets Svoise  Tend s | Oowiosd | Bahp  Reae
e e U Wokama(0-15) 3 sekting e Parany it record waffes  saffes

vk Managment

Click the button [Terminal Parameter] . The [Terminal Advanced Parameter]

interface pops up:

Fingerprint Verfication Precision(1-5)
Record Alam Thieshold Values(0-65534)

Date Format

Select Key Tone

Menu Operation Privilege
Attendance Operation Privilege
Access Control

Relay Open Doar

‘Wiegand Open Door
‘Wiegand Mode

Standard Wiegand Mode
Lock Relay Time{1-60 Sec] :

Al status auto update

Time Period Between Repeated Checking(0-254)

B Terminal Advanced Parameter [X]

-
—
—
[pmmad <]
Buzzer -

S m—

At statust | =] Update tine1 | 00000 =
At staus2 | | Update ime2 | 0:00:00 -
At status3 | | Update fmea| 0:00:00 =
At statusd | | Update times | 0:00:00 =
At statuss | ] Update tines | 0:00:00 =
At statuss | | Update times | 0:00:00 =
At staus? | =] Update time7 | 0:00:00 =
At statusg | =] Update times | 0:00:00 =

Display defaultseiting | oK | cancel |

Fingerprint Verification Precision: There are 5 levels. The default value is 3.

Record Alarm Threshold Values: If the rest memory space for the record is less than
the threshold value, the OA280 will alarm.

Time period between repeated Checking: The maximum value is 254s. And the

default value is 30s.

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

dd/mmlyy.
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Select Key tone: Buzzer or Speaker. The default is buzzer.
Menu Operation Privilege: No Restriction, forbid entering management, forbid
modifying staffer information
Attendance Operation Privilege: No Restriction, Forbid verification.
Relay Open Door: The relay generate the dry connect signal (COM, NC and NO). It
allows the relay to open the door as default.
Wiegand Open Door: It allows the Wiegand signal to open the door as default.
Wiegand Mode: Standard Wiegand and encrypted Wiegand. It is set as standard
Wiegand as default.
Standard Wiegand Mode: Wiegand26 and Wiegand34. It is set as wiegand26 as
default.
Lock Relay Time: The door open delay. The maximum is 60s. And the default value
is 3s.
Click the button [Display default setting] to see the OA280’s default settings as
followsO03A

Fingerpiint Verfication Precision(1-5) R
Record Alam Thieshold Values(0:65534) oo
Time Period Betwesn Repeated Checking(0-254) o
Date Fomat P |
Select Key Tone [Buzer =]
Menu Operation Privilege [NoRestiction =]
Attendance Operation Priviege [NoResticton =]
Aecess Control

Relay Open Door [aow ]
Wiegand Open Door [aow <]
Wiegand Mode [Standard viegand ]
Standard Wiegand Mode [wegand2s |
Lock Relay Time{1-60 Sec) I

Alt. status auto update

At statust | =] Updatetinet | 00000 =
At staus2 | =] Updatetine2 | 00000 =
At status3 | =] Updstetinea| 00000 =
At statust | =] Updatetined | 00000 =
At sttuss | =l Updateines | 20000 =
At statusé | =] Update tines | 00000 =
At status? | =] Updste tine7 | 00000 |
At statuss | =] Update times| 00000 =

oK Cancel

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

Please confirm:..

This operation wil deal with the selected machine:
) 1[1]
Are you sure ko conkinue?

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

Some operation information displays in the main interface as follows:

i) (9@ 2 ot = OA200 Fingperprint TRA management software V1.2

- Lrit Management. Record Supervisi

SEe-ITIT O Q9 Q D ea

osmert  Record Managsnent

) 120 seting
Syrcteccize  Tensid  Titisize o hp  Resn
setting e Paamen  uw wocced | matfers  salfers

Add Modly Delts
e Ui
vk Managment

Terminal Managnent

[2008-01-10 1714 2115t ddvaneed Far
[2008-07-10 17 142201 [1 Indwanzed Par

o aborredpaamio concits |

4.3.3 Initialize Unit
The machine system will resume to factory settings. All data will be cleaned up.

Attention should be taken for this operation!
Click the button [Initialize Unit] . Following message box pops up:

Please confirm..>

This operation wil deal with the selected machine:
11

2
&/
Are you sure ko conkinue?
Cancel

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

Some operation information displays in the main interface as follows:

iy T —
=r Rocerd Manageert
DR R D] = om @RS
= S e(35760e) steg
R whneo15 il =~ e
[r——

Termingd Msrscrert Porameter Seting

n

[2000-07-15 11:43: 27 Lai tialini

[2005-07-15 11:43:27)1 11 Ini i adiation smecessfal!

s carciond | T E—— 3
Corrae— e
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The OA280 takes about 20s to initialize the system. And it restarts after initialization.

4.3.4 Download Records
Download the records from the OA280 to the computer.

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

Please confirm..>

::/ This operation will deal with the selected maching:
" 11

Are you sure ko conkinue?

Cancel

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

Some operation information displays in the main interface as follows:
=h) 0 g ) Engsh
=

iy Delte
kUt

OAZ80 Fingperprint TEA management saftware V1.2

avoomars |_mocdiaiin safwsrmampensrs socmd

rS——— et

= I

Yoar15) g || T
R

Mo
un
Termunal Managners

15 1141 05TResding
4110518

105 18en
408N

Fiead allerdance records comgieied

4.3.5 Backup Staffers

Download the staffer information and staffers’ fingerprint templates from the OA280
to the computer. You can edit the staffer 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 Staffer] . Following message box pops up:

Please confirm..>

::/ This operation will deal with the selected maching:
2 1[1]

Are you sure ko conkinue?

Cancel

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

Some operation information displays in the main interface as follows:
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) )@ e /= 04200 Fingperprint TA management software ¥1.2 = x

=/ Urk Mansgeaent | Record Superision  Stalfers Managament  Record Mansgsieey
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4.3.6 Resume Staffers

Upload the staffer information and staffer’s templates from the computer to the
OA280.

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

Please confirm..> E

\?‘J This operation will deal with the selected maching:
2 1[1]

Are you sure ko conkinue?

: Cancel

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

Some operation information displays as follows:

) [ @ 2 e ] OAZEIRTPHS V1.2 5%
- AMNER | TMME ARE®  ZPER
ERELR - &8 7
U
e R
sE WE EE BERC-15) BE ma sm we @R AR AR
HWER o THOEE

[(2006-c6-12 114101 AR

(z006-06-12 11:41:00 AR © 1128)

|
R E W T [ | 6% 1 =t i

4.4  Record supervision

4.4.1  Activate real-time
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Real time function enable track the attendance records in unit at any time.

Choose terminals need to be set monitor. Click [Activate real time] button, status
menu will show ‘Activate real time monitor....", after completed, it will show ‘Activate real
time monitor function completed’. Progress bar will finish at 100%.The start time of
real-time monitor records information will be shown as the pc’s current time. The
interface is as following,

Bogn Tine | Z006-07-15 15:28:44
£nd Tene

me | SF Husber |1

After activating real time monitor, when a user makes attendance record on unit, the
record will appear directly in the list of the window below. Meanwhile, real-time monitor
records information will show the user number who does attendance records.

= OA280 Fingper print TiA man

ware V1.2 = x

UrNo.  UniSM  Udnase Dispavect (=
1 1 thee

1 1

lalsl===g

1 1
1 1
1 i

ch

me rociavron conpiood [ T

During real-time monitor process, when each staff passes attendance, there will

pop-up the staff info at the right-down corner likes following shows,
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106

Name:Mew User
Dept.:head office
Position:

4.4.2  Prohibit real-time

Click [ Prohibit real-time] button, status menu will prompt ‘Prohibit real-time
monitor...” After completed, it will show ‘Prohibit real-time monitor completed’. Progress
bar will finish at 100%. The start time of real-time monitor records information will be

shown as the pc’s current time. The interface is as following,

hesd slice

vt e i conglers
After real-time monitor prohibited, real-time monitoring records info will still exist. If

reactivate real-time function, the info will be totally cleared, but the attendance records in
the list will not be cleared.
45 Staffers management

Staffer’'s management mainly includes these functions: staffer management in
database of local PC. staffer communication management between PC and unit. staffer
info tracking.

Staffer management interface is as following,
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451 Add staffer

Click [Add staffer]button, open [Add/modify staffer info Jwindow which includes
3 pages info: Basic info. relevant info. fingerprint registration. The interface is as

following:
& AddrModity Staffer Info
Basic Info I Relevant Infn] Fingerprint R egistration }
Mo |
Card Mo
Mame
Sex hd
Dept ﬂ head office - ﬂ ﬁ ﬂ
Terminal: not Authorized Teminals Authorized
0] -
s
.
L4
Td Method and access pemission
s O
("' ("'
o 7
Save LCancel
Basic info:

Input staff info in [ Basic info] . You can also add pictures for staff. There are two

ways to add pictures:

1st way: Click rly button, choose staffer’s picture stored in PC and open [Edit

picture] window as following,

49



Click

directory:

Click

et Picture

| =

View | Save

F

Cut Down,

I,

Restore

A

[view] button, it will pop-up ‘Open’ window, choose staffer’s picture in its

Look i [ 0228020080703 - eEsBE-

Fit =l [& )

2 (ZhBackup
[ETemplate

My Recent 8] np
Documents

Desktop

@

My Documents

& e

My Newwork il ame. | NoPhoto bme
Places

Files of type: IWmduws Bitmap (*.brmp;".dib;" e

Windows Bitmap [BMP ver 3
T4 35KB Mem 35KB e

Laf L«

Dpen I
Cancel

100 2 120 pixel
TEFF7Z1EEME, (24 bit)
96 % 96 doi

[ Open] button to open picture:
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=}

Yiew

='Edit Picture

EJJ

Save

e

Cut Doun

I)

Bestore

Firstly you need to cut the picture. Use the mouse to choose the area needed cut.

You can also mouse to pull adjusting the area. Then click [Cut down] button. After

cutting down, the picture is as following,

Take Pic.

Camera | Logitech QuickCam Pro 4000 -

Zoom infout

@

Save

e

Cut Down|

R

Close

o

Restore
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If you are not satisfied with it, click [resume] button to restart cutting down picture.

If you want to cancel this operation, please click [close] button and exitto [ Add/modify

staffer info ] window.

After cutting down the picture completed, click [Savel button to save picture and

exit to [Add/modify staffer info 1 window. Then this staffer’s picture will show at the

right-up corner as following,

& AddiModify Staffer Info

Basic o | Relevant Info | Fingerpint Registiaion |

S L
Codba|
Neme [Smen
se [l =
Dept, |88 Human Resouce |

.

Teminals not Authorized
1l

EE LE

TtA Method and acoess pemission
&
(o
(o)

TN

of 8l

Teminals Authorized

Save Cancel

there is camera equipment installed in your PC.
Click [ﬂ] button, open [Pictures shooting] window as following,

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

Ela| 9| #

TakePic.| Save Restore | Cut Down

Choose camera equipment, the buttons in menu will be activated since the image
shows. Adjust the image then click [take pictures] button. The picture will show below.

Then please use mouse to choose the cut down area as following,

Camera | Logitech QuickCam Pro 4000 o

o | & |

TekePic.| Save

#

é\% | Zoomin/out
CutDown|  Close L

!)

Restore
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Next the way of cutting down picture is the same as 1st way. Please refer to it.

When staffer’s picture exists but you don’t want to set picture for staffer, you can
click [ll] button to clear the staffer picture.

After setting staffer’s picture completed, the next step is to authorize the staff to
attendance terminal. (For example, the head office has two sub-companies 1, 2, if the
staffer belongs to sub-company 1, so he should be authorized to the terminal named

Sub-company 1).

-
=" AddiModify Stafferinfo m

Basc Info | Relevant Infa | Fingerprint Registiation |

we
Cadiel
Name [Smen
Sex
Dept, [ 88 Human Fesouce |

Teminals not Authorized Teminals Authorized
m

-
-5
<
3=

T4 Method and acoess permission
(o}
(ol
(o

90

Save Cancel
Choose the terminal the staffer belongs to in [Terminals not authorized] , click

(;>|) (add single) or (;»ll (add all) button and add itto [ Terminals authorized]
list. You can also use [Ll] and [ 11 button to delete [ Terminals authorized]
as following,
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= AddiModify Staffer Info W
Basc Info | Relevant Infa | Fingerprint Registiation |
Mo, |17
Card No. £
!
Name |Siman '
Sex < f )
Dept. 88 Human Fiesource =] ol @ =
e\
Teminals not Authorized Teminals Authorized
U]
>
o)
&
<<
Té Method and acoess permission
(o} ol
(ol ol
(2] 7
Save Caricel

If there is no input ID and authorize terminals, there will be system prompt:

System prompt

\?/ The staffer ID can nok be empty, please input the 101

Click [OK] button to input staff info again.

After authorizing terminal info, the next step is to set staffer T&A method and access

permission. OA280 has 5 identification methods. When adding staffer info in software,
the default status is card / FP / password T&A method and access permission allowable.

Firstly choose the terminal in [terminals authorized] list then set T&A method and

access permission as following,

= AddiModify Staffer Info x

Basic Irfo | Relevant Info | Fingerprint Registiation |

Mo,
CardNo.
Mame |5imon
ey |Male - o \ ]
Humen Resouce = T
o = o al ¥

Teminals not Authorized Terminals Authorized
kel U

=
=
=
|

TtA Method and access permission
ol
C
C

A0

Save Cancel
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Prompt: you must choose the terminal in [terminals authorized] list, else [T&A
method and access permission] is limited.

Relevant info: click [Relevant info] option, input information in these items as
following,

-

= AddModify Staffer Info =
Basionfo RelevantInfo | Fingerpiint Rogistiation |
D o, |123456789 Bithlay |11 =l
Nation [chinese =l Employpae L =
Position [Saleman ~| Poitical Feature | ~
Education [master | Specially || |
Phone [45678312 Mabile |
Native Place |
Address |
Save Cancel

Fingerprint registration: click [Fingerprint registration] option and connect FP
sensor reader to register FP.

If there is prompt ‘Fingerprint sensor reader not connected’ as following,

= RddModify Statfer Info =
Basic Infa | PelevantInfo Fingerprint Registraton |
FP Enroll condition
r Eral
r Ervol
Fingerprint sensor reader not connected!
Save Cancel

Please firstly connect sensor to PC, when the prompt info becomes to ‘Connect to

fingerprint sensor reader successfully’, you can start to register FP as following,
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= AddiModity Staffer Info x
Basic Info | Relevart Info  Fingerprint Registiation |

FP Enrall condition

I First Fingerprint
I™ Second Fingerpiint Envol

Connect to the fingerprint sensor reader successhully!

Save Cancel

Click [Enroll] button, ‘Please press your finger’ will pro

mpt as following,

= RddIModify Staffer [nfo =
i

@l

Basio Ino | Relevant Info Fingerpint Registraton |

FP Erall condition

T First Fingerprint

1

I™ Second Fingerprint Ernol

Please press you finger

Save Cancel

Then press your finger on the sensor scanner glass to register FP. After success, the
interface will show below,
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= AddiModiry Starter Info =

Basic Infa | Relevant Info FingewlintF\eg\stratmn\

FP Erroll condition

o el
r Eniol

Enraliment successhll

Save Cancel

Register the second finger in the same way. After success, the interface is like

below,

= AddiModify Staffer Info x

Basic Info | Relevant Info _Fingerprint Registiaton |

FP Etrall conditir
i
7

Save Cancel

After setting staffer info completed, click [save(S) 1 button to save staff info. If you

need cancel the staffer info added, click [Cancel(C) 1 button.

4.5.2  Modify staffer

Modify staffer is to modify the database staffer info in local PC.
Choose the staffer info from staffer info list and click [Modify staffer] button or double
click this staffer info, open [add/modify staff info ] window to modify. For detail, please
referto 4.5.1 [Add staffer] .

453 Delete staffer

Delete staffer is to delete database staffer info in local PC.
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Choose staffer from staff info list (you can choose some or one through [ Shift] or

[Ctrl] key), click [Delete staffer] and the following window pop-up,

Hlease contirm...

::’/ Are you sure o delete the selected staffer®

Cancel

4.5.4  Transfer department
When staffers are transferred, there is necessary to transfer them between different

departments. Transfer department enable realize this function.
Choose staffer info who need to transfer department in staffer info list (you can
choose some or one through [Shift] or [Ctrl] key), click [transfer department] to

open [ Staffer transfer] window as following,

= Slaifer lansier m

Please select the department:

&8 RiD
&8 Overcea
&% Human Resource

oK LCancel

Choose the department which staffer transfer to, click [OK] button to save transfer

info. Click [Cancel] button to exit.

455 Copy privilege

Copy privilege is to copy staffers’ T&A method and access permission.

Choose staffer info who need to set T&A method and access permission in staffer
info list (you can choose some or one through [Shift] or [Ctrl] key), click [Copy

privilege] to open [ Copy privilege] window as following,
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= Copy Function'and Privilege

Copied staff ID @

3 Cancel

Input the staffer ID who will be copied and click [OK (O) 1, system will pop-up
confirm info:

Please confirm...

\?‘) Are you sure ko copy the selected staff's privilege?

Cancel

Click [OK (O) 1 button and it will start coping privilege. Click [Cancel] button to

exit. After copying completed, system will prompt as following,

System prompt

\?/ The Selected staff's privileges are successfully copied!

Click [OK] button to save this operation.
During inputting staffer ID who are copied, if you want to check his/her privilege
status, click [privilege setting status] window to check as following,

=Function and Privilege setting @

T84 Method and access permission

& Card/FP/Password ¢ Card+FP
" Card+Password " FP+Password
" Card+FP+Password [~ Access Permission

Teminals Authorized

LCancel

Prompt: when [privilege setting status] window opens, all functions in [copy

privilege] window are limited. Only firstly click [exit(C) 1 button and close [privilege
setting status] window, you can do other operations.
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456 Download FP

Download FP is to download staffers’ FP stored in attendance terminal to PC which
will not download staffer info. Please make sure staffer info has existed before
downloading FP.

Choose staffer info who need to download FP in staffer info list (you can choose
some or one through [Shift] or [Ctrl] key), click [download FP] and system will
prompt if the operation will continue or not, as following,

Please confirm:..

::/ This operation will deal with the selected maching:
" 11

Are you sure ko conkinue?

Cancel

Click [OK] button and start download the staffers’ FP info from terminal. Click

[Cancel] to exit.

Downloading process is as following,

OAZB0 petprin management software V1.2 - = x
Staffers Masgement
- alf 0 G
=) -
Oowrlosd  Upked  Delete Ched
L alfers &FP  from Ut Termins St
Staters commurication Sta checi
]
B headoice Swiechio  Calo  Name Sec Poatin Gimy | EmphyDae  From e TP adre
88 o n Samen see seren2 2
& 0 .5 dack e [= I =]
8 Human w5 NG Buandy e o o
? ez Clak 0O o
1 — 3 >
Dourioes naeipi e

After downloading completed, status menu will prompt ‘Download fingerprint

completed’ as following,
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457 Upload staffer & FP

Upload staffer & FP is to upload staffer info stored in PC to terminal.

Note: the function of ‘upload staffer & FP’ is the same as ‘resume staffer’ which both
store staffer info to terminal. The difference is upload staffer & FP enable user choose
staffers who need to be uploaded but ‘resume staffer’ is to upload all the staffers stored in
database to terminals.

Choose staffer info who need to upload FP in staffer info list (you can choose some
or one through [Shift] or [Ctrl] key), click [download FP] and system will prompt
if the operation will continue or not, as following,

Please confirm:..

This operation wil deal with the selected machine:

:-? 1[1]

Are you sure ko conkinue?

Cancel

Click [OK] button to upload staffers’ info and FP from PC . Click [Cancell

button to exit.

Uploading process is as following,
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After uploading

) [P S BE 0A200 Fingperprint TEA management softwars V1.2 Smx
7k Monsgenert_ Record uperveion | ttes Managsrark | Rscord Managenent
2 —~ = L st &
2 & A e s
= ¢ i Suftvane &
frolf Tusim  Coy | ovrtond (ORI oiie ek
St Siuter | Dpminent Prodoge | PP | SflessFR| rome | Temna it
Soers Mo toerscommuniatn o Checng
EL
) beadoice Sidlerto, © Color Mo Sec Postim Gubde  EnmplyCoe  Fhere e T
1 Sion Wi [Saemun sz 2 2
4 .5 Jack. Mae o a
& A MG Bundy Mole o o
.7 AEL2F Clsk Mate o a
< 5]
Updse 0%

completed’ as following,

4.5.8

- [ e = OAZ00 Fingperprint TaA management software V1.2 — ==
" UntMunagemet  Record Superskn | Staffors Maagorert | Record Maragemert
2 " —~ - 2o &)
X A f v
e = T By @ v &
i ocr, Ddete | Trfer  Copy | Dowosd  Uphed  Dekte Check
Staifer Safer | Ceparmert Privege | PP Salles@Fp framtex | Temned Salf
Stafers Managrent 2offers communtice Sl Chedking
EL
1
“ B beodolice SN . CwdMo  Mame S Pasiin, Buhdey  EnplopDaie  Fone e Tare 2
& A Bt Sincn Mie  Saeman asE72 2 @
h Oveies it Jack e o o
Human Resest g THEE By e o o
7 [E PR M o o
] [Fiz] (2]
Frvgepint conglred 0

Delete staffer from unit

completed, the status menu prompts ‘Upload staff and fingerprint

‘Delete staffer from unit’ is meaning delete staffer info from unit through software.

Choose staffer info need be deleted in staffer info list (you can choose some or one

through [Shift] or [Ctrl] key), click [delete staffer from unit]and system will prompt

as following,
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After deletion successfully, the terminal device ID the staff belong to will be deleted
from [unit ] as following,
4.5.9 Check Staff

Input the info of the staffer like ID, name, unit location which are no necessary to fill

up. Click [Check staff] button and correct staffer info will show in the list,

i) (] @ S e 'L OA280 Fingperprint TiA management software V1.2 ~mx
= Und Managann: Record SUparBon Sakfers Management | RECORD MANMGINRTY
2 ™ omy o
.
- L st &~
ol " ! Coriosd _upbed  ete Creck
Salfer - 2 2 ree Uit Tenmnal Staff
Safers Manaart \ st i
=]
m
Swietie L Cudlla  Nawe S Fawn By ErceOse Flow ke T i
[ —1 Y 5]
[T ————— . [esam

If you don’t input any staffer info, click [Check staff] button, the results are all the
staff info.
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4.6 Record management

4.6.1 Search record

Search record is to search the downloaded attendance records in the time range.

Firstly set the date. Click the box after [Begin date] and [End date] , there will
pop-up calendar info as following,

4 + A zo08 3

H—Z=MA &

1 2 3 45

6 7 8 91011 12

13 14[15]16 17 18 19

20021 22 23 24 25 X%
27 28 29 30 3
Today

Choose the date for checking records, click [ Search record] button, all the records

according with the date range will show in the list below as following,
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i) [P @ 2 e -P= OA200 Fingparprint TaA management software V1.2 ==
" UntManagement  Record Superviion  Safiers Managerert. | Record Marusgenert
 Format Teat Fle{*.tx2) -l

= ~
Doegvei= BHI= 200735 - =5
é-d tedd o, Diate/Time Lk No.;Status. | il ‘)
Mieees BU=mmras - | st e et
Record Sesrch Export Record
il
R 5 [ : o
3 Tk, AETI51EMT | in a 1 hesdoce |

Dgats he staler iom the deviece conghisd

46.2 Exporf record
Export record is to backup the data stored in the database of PC to other space, so
that if the current database is abnormal, it can be used to resume data.
Firstly set the items in export record such as export format:
Export format: 3 formats optional: text file (.txt), CSV file (.csv), Excel files (.xls).

W File(*. csv)
Exccel file(™ xls)

Export field: users can choose important fields or all to export.

¥ Mo,

[ Iname
Dake|Time
Urit: Mo,

|:| Unit narme
Skatus

[ 5katus Mame
|:| Department
|:| Paosition

Time format: 4 formats optional

T 'd d h h HIin

wywye-m-d hhirmess
wy-rmm-dd hh:mmiss
wyywyrnmddhhmnss

Staffer No. length: set staffer 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,
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choose save file directory, input file name as following,

Save As oS
Savein |7 0228020080709 ~| cf B~
=) Backup
)3- [ Template
My Riecent
Documents
Desklop

-

My Documerts

%‘l

My Computer
by Network il name: Jrecorat ~| Save
Places

Saveastpe | Testfile (Ltt) | Cancel

Click [Save (S) 1 button, then system will prompt as following,

System' prompt

\‘5') Records have been exported to " DiipaZE020080709 record] bxt

Click [OK] button to confirm finishing export records.
4.7  Other settings

Click :v button, pop-up the following menu,

"’“\i Basic Parameter Setting
\;’, T&:A state Setting

L& Timing Downloading Record
? Management PW setting
|’|/i”l Database linking setting

2
." —  Exit system
(Sl

4.7.1 Basic parameter setting
Click [Basic parameter setting] item, pop-up [Basic parameter setting] window
as following,
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= Basic Parameter Setting &‘
Basic Parameter

Com Port Communication delay time[1-5] Seconds 2

MNetwork Communication delay ime[1-20) Seconds g

IP Port 5010

[v Communication Failed, automatically exit curent operation

[ In Realtime Monitoring, voice prompts "Department Mame'!

Cancel

Com port comm. ... delay time (1-5) sec.: The default delay time is 2 sec.
Network comm. ... delay time (1-20) sec.: The default delay time is 5 sec.

IP Port: The default port is 5010. You can modify it based on the real situation.
Communication failed, automatically exit current operation:

In real-time monitoring, voice prompts ‘Department name’:

:.3) Biasic Parameters setting successfull

4.7.2 T&A status setting
Click [T&A state setting] item, pop-up [T&A status setting] window as following,

= TER Status sething =
Status value  Symbol Status Descipiion
01 In
1o ou
22 Oveitime In
T 33 Overtime Dut
44 4
55
56 5
77 7
88 3
99 9

1010 10
1mn 1
1212 12
1313 13
1414 14
1515 15

Click the state needed modified, input status description, then click [Enter] or
continue clicking other status to set.
4.7.3 Timing downloading record

Click [Timing downloading record] item, pop-up [Timing downloading record]

window as following:
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= Timing Downloading Record w

Downloading Time: ‘

Time: |00:00 = Add | Delete Time |
oK LCancel

Firstly tick Run timing downloading record item, then set timing downloading
function. Or else, this function is limited.

Click [jlbutton to adjust time, and [add] button to add the set times to [ Timing
downloading record] input box.

Note: the input box does not allow input by hand.

Click [OKJbutton to confirm running timing downloading record function and system

will prompt:

System prompt

\‘.:) Timing downloading setting complete!

Click [Cancel] button to cancel the timing downloading settings.

If no set time, click [OK] button, system will prompt:

System prompt

\‘,f/ Enter timing dewnloading timel

Click [OK] button and set the timing downloading time again.
4.7.4 Management PW setting
Click [Management PW setting] item, open [Modify management password]

window as following,

= Modify management password

Old Pwadt: |

New Prd: |

Comfirrn Prod: |

oK Lancel

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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System

\?/ The old password is incorrect, please enter the password again!

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

\?/ Confirmation Failed,please enter the new password again!

Click [OK] button to input confirm password again.

After modifying completed, click [OK] button to save new password and system

will prompt:

System prompt

\?/ Admin password modification successfull

Click [Cancel]l button to exit.

Database linking setting

Click [Database linking setting] item, pop-up [Data link properties]

following,

%! \Data Link Properties =

Provider Comnection | Advanced | &l |

Specity the following to connect to Access data

1. Select or enter a database name:

2. Enter infarmation to lag on to the database:

User name: [fdmin

¥ Blank password [ Allow saving password

Test Connection
0K Caneel ‘ Help |

window as
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Click [ -l button beside [1. Select or enter a database name: ] to choose the

linking database directory.

Select Access Database |

Look in [ na2e020080708 -~ oF B~

|)Backup

(=iTemplate
MyFecent || atr200z.mdb
Documents

@

Desktop

by Documents

My Computer

My Metwork  File name: e pen
Places
Files of type: [ Microsoft Access Databases [*mdb) | Cancel

Choose database name, click [Open] button to confirm database linking and exit

to [Data link properties] interface. If database had set ID and password, input ID 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,

Microsoft Data’ink

.
\_]:) Test connection succeeded.

Click [OK] buttonto [Data link properties] interface. Click [OK] button and

system prompts,

System prompt

\?/ Database connecting successful, please restart the software!

Click [OK] button to exit.
4.7.5  Exit system

Click [Exit system] item, pop-up confirm info,

Please confirm...

\?/ Are you sure ko exit?
Cancel
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Click [OK] button to exit management software system. Click [Cancel] button to
cancel this operation.

4.8 Software Interface Setting

48.1 Interface skin color

2@ L . .
Choose [ '97 button in title menu which enable change software interface
color. The style is Windows XP system style as following,

e

Blank Silver

4.8.2 English/Chinese interface converting

Choose | Chinese button in titlte menu which enable convert between

English and Chinese interface. The following is Chinese interface:

print THA manageans il software V1.2 o= x

i o i@ [engon . 04200 Fi
-
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@ gFTelf:1gs! Background Management

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

rules of attendance etc.
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5 Background management

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

5.1 Loginsystem

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

System Logining...

,' 2 )8 4

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

1 erprint TAA management system
System HR Management Attendance Exception Access Control Data Maintenance External Help

e

Append Rec.  Leave

2005-01-21 17:33:f| Anviz k Fingerprint T8A management system K Service On-Line
The main interface includes three parts:

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

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

"a Parameter Settings

t} Administrators
Administrator's Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Chri4+X

5.2.1 Parameters Settings

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

[
bk

ystem parameters settingk i 5]

tat. Hulesl Leave classl Field definilionl

~Basic info

Unit Name: |head office

[~ Common Rule

480 =

A workday count as Minute [~Shift expands two day:

& Count as the 1st day
" Count as the 2nd day

I~ Mot clock in count as late 60 21 Minute

™ Not clock out count as eary |50 :It Minute:

I™ off duty I60 3" minutes later clock-out count as overtime

& 0K Cancel

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:
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;:‘1 System parameters setting 5]

Basic paramete Leave class l Field definition l

Stat. Items:

i

Late ~Unit Set

Early I——_I
Business Leave Unit. | Day =
Leave

Absence Minimur: |1

Stay away

Overtime
Free Overtime r~Round-off control

' Round down
" Round up v Round at total

" Round off I Accumulate by times

& 0K Cancel

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

leave, absence, overtime, free overtime.

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

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

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

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

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

(Note: 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 [Leave class] , following shows:
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L‘:‘: System parameters setting R _1'

Basic | Stat. Rules } eld definition |

’ v
Append  Delete  Modify  Save  Cancel

Name | Color

: | Leave Class: [7
ShowColor: [Aaua  ¥]

/ 0K Qancel I

Add new leave class:

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

Revise leave class:

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

Delete leave class:

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

Field definition:

Y

Basic parameters | Stat. Flulesl Leave class

Field Name : :l' Input new field value:

Append |
Delete |

/ 0K Qancel I

This page add the corresponding value for [Nation] . [ Specialty] . [Position] .

[Education] in menu [Staffer maintenance] .
5.2.2 Administrators
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Click [System] - [Administrators] , following window shows:

ﬂ
& 2 v O

Append Delete Modify Gave Cencel

Adming strator: [M1E
Items operable : ﬂ ﬂ

[ Adnin. settings/operatings log
[ Systen parameters set

[ Clear the old data
B Initialize the system

!} The new adninistrator has a default password: 88886

Append new administrator:

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

of [Administrator] , select corresponding privileges below and click [Savel 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: When many administrators operate the software, it is necessary to set the
access right for each administrator. That is to say: when an administrator log in, the
functions he can operate are limited. )

Modify administrator:

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

Delete administrator:

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

5.2.3  Administrator’s password set

Click menu [System] -- [ Administrator’s password set] , following springs:

fi3 Administrator modify password x|
Old Pt |
Mew Pud: I
Confirrn Pys: I
o OK E; Lancel
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Input the original password in [Old Pwd], enter the new password in [New Pwd],

and enter new password again in [Confirm Pwd] and click [OK] to finish.

5.2.4  Modified record log

Click menu [System] -- [Modified record log] , following springs:

ioix
Timeg Range————————— | =
Depatiment | = head offce | e e | | @ gg
Swfelfal =] | [T°/2005 130 N EEER Calculate | Report Expot | Exception
Attendance Exceptions  Shift Exceptions | Other Exceptions | Calculated ltems |
No [Date [ Timetable [OnDuty [ Dif Duty [ Clock In

Department | Name: | Staffer
>_

|

2l

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

which match the above condition will be displayed as follows:

i
Time Rang
Department| 2 hesd afice - melm m @ ;(é &
Shaffer No. A1 ~ To[2e 130 ¥ [zasams = Search Restore Close
Department | Staffer Mo, |Mame | Clocking Time | State: | Modify type | Reasons | Administrator |~
180001 2005-01-24 03:00:00 Clock Dut Add Fargetting clack in‘out iz
il 180001 2005-01-24 10:00:00 Clock Qut Add Fargetting clack infout  Arwiz
Il 120001 2005-01-24 11:00:00 Clock Dut Add Fargetting clack infout  Anviz
I 180001 2005:01-24 12:00:00 Clock Dut Add Fargetting clack in‘out  Anviz
180002 2005-01-24 12:00:00 Clock Dut Add Fargetting clack in‘out  Anviz
il 180003 2005-01-24 12:00:00 Clock Qut Add Fargetting clack infout  Arwiz
Il 130004 2005-01-24 12:00:00 Clock Dut Add Fargetting clack infout  Anviz | |
I 180005 2005:01-24 12:00:00 Clock Dut Add Fargetting clack in‘out  Anviz
180008 2005-01-24 12:00:00 Clack Qut Add Forgetting clock infout  Anviz
il 180007 2005-01-24 12:00:00 Clock Qut Add Fargetting clack infout  Arwiz
Il 130008 2005-01-24 12:00:00 Clock Dut Add Fargetting clack infout  Anviz
I 180003 2005:01-24 12:00:00 Clock Dut Add Fargetting clack in‘out  Anviz
Il 180010 2005-01-24 12:00:00 Clock Qut Add Fargetting clack infout  Arwiz
il 180001 2005-01-24 13:00:00 Overtimeln  Add Fargetting clack infout  Arwiz
Il 180002 2005-01-24 13:00:00 Clock Dut Add Fargetting clack infout  Anviz
I 180003 2005-01-24 13:00:00 Clock Dut Add Fargetting clack in‘out  Anviz
il 180004 2005-01-24 13:00:00 Clock Qut Add Fargetting clack infout  Arwiz
Il 180005 2005-01-24 13:00:00 Clock Dut Add Fargetting clack infout iz
Il 130008 2005-01-24 13:00:00 Clock Dut Add Fargetting clack infout  Anviz
I 180007 2005-01-24 13:00:00 Clock Dut Add Fargetting clack in‘out  Anviz
il 180008 2005-01-24 13:00:00 Clock Qut Add Fargetting clack infout  Arwiz
Il 120003 2005-01-24 13:00:00 Clock Dut Add Fargetting clack infout  Anviz
< | _I_I
RecordCount: 43 [ 4

Note: 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
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this record and clicking [Restore]
Click [Close] to exit.
5.2.5 Managing Log
Click menu [System] -- [Managing log] , following springs:

[ Administrator operation log 1ol x|
Time Rlang

Administrator [Al | from [EE225 ][ 0ocor = @ ﬂ
Search | Close

To |2005- 124 > |235359 j

D | Name. | Managing Time | Remark -l
»] iz 2005-01-24 22.5052 Dperating system parameter settings
] 8 Az 20050124 22.44:47 Operating business leave/leave
I 7 Arviz 2005-01-24 22.41:43 Operating business leave/leare
] 6 Anviz 2005-01-24 22:36:26 Operating busines leave/leave
5 Anviz 2005-01-24 22.27:11 Operating business leave/leave
] 4 Aniz 20050124 2217:06 Operating festival/holiday settings

4 I_'d

This log records all the operations of every administrator. Select [ Administrator]

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

5.2.6  Set Database Link

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

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

Prompt information

! Database connecting faled, Please collocate the database again
LY

Click [Database linking] in system menu, the following springs.
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B3 Data Link Properties El
Provider Connection | Advanced | &1 |

Specify the following to connect to Access data,

1. Select or enter & database name:

[igramsf Att200 mas J

2. Enter information to log on to the database:

User name: [ Admin

I Blank password [~ Allow saving password

ks

Test Conmection
oK Concel | Heb |

Input the database name or click the -] button to select the correct database file. .
(Note: you can click [Test connection] to test the connection correctness of the
database.)

5.2.7  Exit System

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

Please make sure ... E|

\‘.f/ Are you sure to exit?

Click ok to exit management software and return to Windows system.

5.3 HR management

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

.rh Department Management  Ctrl+D
i Staffers Maintenance Chrl+G

5.3.1 Department management
Click [Department Management] inthe [HR Management] menu, springs the

following window:

81



fuiDepartment Nanagement

Ll Y @

Append  Delete  Modiy  Seve  Concel

Departments List Being Selected Dept

(B head office |Davalnpmanl

[WE O clopment;

Input the nevs department name:
4
La

\when adding a new department #
*You can't use any same department
name.

\wéhen deleting = departmert »
Staffers of the department wil be
move to head offics automaticaly®

Add a new department

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

Department modification

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

Delete the department

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

Please make sure ...

9

\,JJ‘ Are you suﬁto delete this department?

(Note: repetition of department name is not allowed,; if there are staffers existing in

the deleted department, those staffers will be automatically transferred to department of
head office.)

5.3.2 Staffer maintenance

Click [Staffer Maintenancelin [HR Management] menu, the following window
appears:
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ki? Staffer Maintenance:

Search Staffers = 38 fisf &=
[& 2ppend Delete  Madify Trarsfer  Impart
(= EANEIEEE | StfferNo. | Name Department | Position Employ Date Telophone | Address B
[ Engineer 1008 Drion Enginesr 20050218 1
D) Head Office 1020 Hujun Engineer 20050301 1
[ Development 1008 Huwei Engineer 20041229 1
[ Seles 1010 Hupu Head Office 20041229 1
1003 Liy Head Office 20041229 1
1004 [ Head Dffice 20041223 1
1009 Nuw Head Dffice 20050225 1
1012 Suncu Head Office 20041229 1
104 Wanch Development 20041223 1
g Hisagi Development 20050226 1
1019 Hissan Development 20050301 =
1m Rush Development 20041223 1
106 Yanhu Development 20050226 1
1002 Youwen Development 20041229 [
= B - ;lJ
Stalfers Information | Envoll Fingers |
Attendance Set
Staffer No. |1001 Neme [cherin 0 cerd |
Sy |Female - Nationaity | | Bithday b ~| | ¥ Caloulate Attendance
Education 2 Speciaty | =l Postion | =l | cacuiete Dvesine
iz~
Telephone Wobie | Employ Data I, = o R @it
Naive Placs | Foity | =
Address [
RecordCount: |18

Append staff

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

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

Staff's modification

Choose the staff, click [Modify] and input the new information, then click [ Savel.

(Note: Staffer ID is the exclusive identity of staffer, which can only be added or
deleted, but not revised!)

Staff’s deletion

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

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

Import staffers:

Click [Import] , staffer importation window springs for importing staffers.

Staff’s department shifting

Choose the staff you want to shift the department, click [Transfer] and following
window will pop up:

f.;; Staffer Transfer x|

Select the department to transfer:
]

| [ Engineer
[ Head Office
[ Development
[ sales

0K | [ Cancel |

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

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

] Staffer... / |Name | Department | Position | Employ Date: | Telephone | Addres:
1004 Denis International
Denis International WM””

1008 Denis Intemational Export Data

1007 Denis Intemational v Staffer Mo,

1008 Denis International Show all columns v Mame

1009 Denis International v Department

101 Denis International v Position

1010 Denis International v Employ Date

102 Denis International v Telephone

103 Denis Intemational v Address

104 Denis International v Sex

105 Denis International v Nationality

106 Denis Intemational v Native Place

107 Denis International

108 Denis International

All displayed fields in staff info list can be defined through submenu of “Column”.

Meanwhile, the modification will take effect and be saved.

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

Click [Export Data] and following window will prompt:



open 21|
Look in: |@ Desktop :J & @ ek Er

|IMy Documents
" My Computer
i My Network Places

]
Fie name:  [staff info Open I

Fies of type:  [Text File (*td) =l ﬂ.‘

Please select your target directory of your export, file format (txt or xIs) and the file

4

name. Click [Savel to confirm the operation.
Notice: Exported Excel file can be used as backup information and can be imported again.
5.4  Attendance management
Click [Attendance] in the main menu, following springs:

Holiday List

TimeTable and Shift Ctrl+B
7 Staffer Scheduling CtrltP

Attendance Record
Z] Attendance Calculating and Report CtrltR

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

feiy Holiday List x|

8 & v 0

Append  Delete  Modify  Save  Cancel

Name IChinese Hew Teal Stait Date | 2005- 2 § v[ Days |9 Ev

Haliday Mame | Start Date | Daps

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

85



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

Deletion of festivals or holidays

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

5.4.2 Timetable and Shift

The relationship between shift and timetables:

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

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

Timetable maintenance:

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

{<} TimeTable and Schedule Naintenance 3]
Timetable Maintenance. | Shit Maintenance |
58
Append  Delete  Modify
Timetable Name | OnDutyTime | Off Duty Time 4| Timetable Name |Da Shit
30y shit 06.00 17.00
Morming Shit 04:00 12:00 On Duty Time /0800
Noan Shit 1200 2000 [ —
Night Shit 2000 0400 QDT

Begin Clockn Time 0700
End Clockn Time |13:00
Begin Clock-Dut Time |16:00
End Clock-Out Time |20:00
Late eror alowance |2 Minutes
Ealy error alowance |12 Minutes
= Count As Workday |1

Count As WorkTime 1480 Minutes

“ | LH M MustCln ¥ MustCOut

Picture 5.1 Timetable Maintenance
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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 J(5)[ early error allowance J(5)[ Count
as work day] (1) [Count as work time XXX minutes ] (480). Check [Must C-In] and

[Must C-out] , Finally click [ Save] to confirm.

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

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

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

The timetable Modification

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

The timetable Deletion

Select the timetable you want to delete, click [Delete] , and click [OK] to make
sure.

(Please note: Begin Clock-in Time and End Clock-in Time makes the valid time
range for Clock in. Clock in out of this time range will be treated as invalid records. It is

the same with Clock-out time. Please setup in accordance with practical situations.)
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Example——Add a timetable:
Complete process for adding four timetables:
Day shift 08:00 - 17:00 Morning shift 04:00 - 12:00
Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00
(Other information can be setup according to practical situations. Please refer to
Picture 5.1. Please note there should be no blank left.)
Shift Maintenance:

Click [Shift Maintenance] in Picture 5.1 and the following window pops up:

{} TimeTable and Schedule Naintenance X
Timetable Maintenance ~ Shift Maintenance |
Save  Cancel
Shift Name 4|
» Nmmat‘amt Shift Name |Nomal Shift Cycles L Cycle Unit Week =
Thiee Shits
$pdd | —Delete |  Xiea |
Date Timetable 1 |T\melable 2 |TimeTabIe 3 |hmeTame 4 |
Sunday
Monday Day Shit
Tuesday Day Shift
‘Wednesday  {Day Shift
Thursday Day Shift
Friday Day Shift
— [Saturday
U L’J

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 Picture B below) For
instance, select the timetable — Day shift and select from Monday to Friday and then click

[ OK1, back to this window and click [Save] to complete. (Please refer to the example
for details.)
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{1 Add Shift Timetable

Choice a timetable: Choice the date: I~ &l

Timetable Name | On Duty Time £ r?Aunc'!iay
G v Monday
»li 2 Wardey

Morning Shift 04:00 V| Wednesday
|Noon Shift 12:00 2[ | Thursda

Night Shift 20:00 04 C4
. ! _| Saturday
=
kel ] 15/
v 0K | Qancel |
Picture B Add a timetable
Modify a shift:

Select the shift to be modified and clickl Modify 1, and enter new information inl Shift
Name] etc. click [Save] to complete.

Delete a shift:

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

Example——Three shifts:

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

Step 1:

Clickl Append ], enter “Three shifts” in [Shift Name], setl Cycle }to “3” and [Cycle
Unit] to “week”. Please see the picture below:

Timetable Maintenance ~ Shift Maintenance |
58
Append  Delete  Modiy
Shift Name 4
5 ShitName [Thiee Shits s [T 2| et [Week =]
| we | x|
Date Timetable 1 |T|melable 2 |TimeTabIe 3 |TimeTahIe 4 |
Sunday
Monday
Tuesday
‘Wednesday
Thursday
Fiiday
Saturday
TR

Step2
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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:

jiz Add Shift Timetable @

Choice a timetable: Choice the date: = al
Timetable Name | On Duty Time: DI_I _| Sunday Tuesday
Day Shllt 03 UD v Monday ‘Wednesday
¥ Tuesday ] Thursday
» ! v Wednesday Friday
Noon Shlfl 12 DD 4 Thursday [} Saturday
|Night Shift 20:00 04 V| Fiida
g Sunday
| Monday
Tuesday
| Wednesday
Thursday
_| Friday
Saturday
Sunday
_.J _| Monday
“ o < | >
/ 0K | Qancel |

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 (noon shift, from Monday to Friday)

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

{3 Add Shift Timetable @

Choice a timetable: Choice the date: = Al
Timetable Name | On Duty Time u]] ;I _| Sunday Tuesday
|Day Shif 0800 1 i Monday Wednesday
_| Tuesday Thursday
Momlng Shlft 04 00 Wednesday Friday
3 l Thursday Saturday
Nnght Shift 20 00 Friday
| Saturday
_| Sunday
V| Monday
¥ Tuesday
v| Wednesday
v! Thursday
v GEET—
_| Saturday
Sunday
LI | Monday
K w1 >
/ 0K | Qancel |

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):
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fw; Add Shift Timetable @

Choice a timetable: Choice the date: I~ al

Timetable Name | On Duty Time 01~ ] aun?jay 4 wejdayd

i - 3 | Monday vl Wednesday
Day Shm - ey 1f | Tuesday | Thursdar
Morning Shift 04:00 1z ‘Wednesday v

Noon Shift 12:00 2C Thursday Saturday
IETETI T | |

» T T |04 o

_| Sunday

_| Monday

| Tuesday

| 'Wednesday
Thursday
Friday

| Saturday

| Sunday

= v Monday

4 » < J >
v K I B9 Cancel I

Click [ok] to complete the working hour setting for the third week.
After the completion of above steps, please don’t forget to click [Savel and the

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

}i} TimeTable and Schedule Naintenance X

Timetable Maintenance ~Shift Maintenance |
Ll v @
Append  Delete  Modify

Shift Name |

, M it Name | Thiee Shits ooes B 2l o [Wesk <
L
Date Timetable 1 |Timelabde 2 [nmeTaue 3 |TimeTable 4 | ~
Sunday
Monday Morning Shift
Tuesday Morning Shit

‘Wednesday  |Momning Shift

Thursday Morning Shit
Friday Moming Shit
Saturday

Sunday

T I

5.4.3  Staffer Scheduling

Click [ staffer scheduling] in [attendance ] menu. The following window appears:

91



1o
Search Staffers =y + @
dppend  Delete  Modly  Save  Carcel Tianster_[mpott
[ERorve oifce] Staffer.. /[ Name | Department | Pasition | Eraploy Date | Telephone | Address
Frome office
home office
home office
heme affice
heme office
heme sffice
home office
heme affice
heme affice
heme office
a | 5
Staffers Infomalion | Ervol Fingers |
Stafer No, [180001 Name | 1o Card [ e
s [ =l Matonei | =l Bithday [T 2005 121 7] | ¥ Calulate Attendance
ez | =l Spesialy | =] Position | |7 caloutats Ovsrtine
005 124 |7
Telephane | Matil | Employ Date 1 G @y
Htive Place | Polity =l
Address |
Recordfount: (10 [ A
Picture 5.3 Staff scheduling

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

Arrange, the following window appears:

i
Shift List & Shift Timetable :
ShiftName | Cycle.. [Uni | [Date Timetable 1 Tmetable 2 |nmeratzlaa |T|maTahI54 |
] 1
Break tour shift 3 ety
Monday Normal
Tuesday Normal
Wednesday | Nomal
Thursday Notmal
Friday Normal
Saturday
“ »
) The curient shift schedule :
M= |Beginning date | Ending date
]
Begining 2005 11 7]
Ending [2006- 1- 1 =
= Lel Of Cancel
Add Del oK Cancel

Add a new shift

Select the corresponding shifts, for instance: The commencement date and deadline
of this shift of “normal class ", click Add button, clicks ok on the pop up dialog box to
finish the adding of new shifts.

Please note:

If the cycle unit of scheduling is “week” and the amount of cycle is more than 2, the

starting date should setup as “Sunday”.

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

day of a month”.

Deletion of the shifts

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

Arrange a temporary shift

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

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

g
:{/ Are you sure to make temporary shift schedule to the selected Staffers from 2004-02-17 to 2005-06-172
|

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

juiy Add a temporary timetable B x|

Select the timetable to add Select the dates I~ Al
Timetable name | On-duty time | Off-duty t S gg} ; gricla_\:j
Mo hit  log00 1700 | 18 Saturday
i 7 [] 0619 Sunday
(V] 06-20 Monday
(] 06-21 Tuesday
v 0B-22 Wednesda

06-24 Friday
06-25 Saturday
06-26 Sunday
06-27 Monday
0f
0f
0f

CRIK]E

d

L

B-28 Tuesday

B-29 Wednesday [\\3
6-30 Thursday

0ood

| —| i
v K I [ Cancel |

Click [OK] and the timetables will be saved. Click [Save] and the temporary
scheduling will be saved.
[Delete] :Delete the selected timetable;
[ Clear] :Delete all the timetables in the current time range;
[ Cancel] :Delete the existing temporary scheduling in the selected time range;
5.4.4  Attendance Records

Click [Attendance Records] in [Attendance]l menu, the following appears:
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[ Search Staffer's Attendance Record

TimeFange |
Depatment | 2 head office = Fom| 2005 12¢ ][ ooom = @3 ,,,,, %
- [—|
Statfer Mo, |21 =] | Tel2oos 130 235358 =5 | Seach | Report Expot | Morify Log

Department | Staffer No | Name | Date Time [ State [Locatonid |
»_

RecordCourt: o 7

Inquiry of attendance record

Select the department, staff, the beginning and ending time that need to inquire
about, then click search, you can get the corresponding attendance record.

Attendance record report form preview

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

5.45 Attendance Calculating and Report

If 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 statistical report forms

Inquiry of report form:

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

appears:
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[si1 Attendance Calculating and Report

Time Range |

Department | B head officz | Fom|2005 124 7| [ woom =)

=10ix]|

B &

Select the beginning, the ending date and the department and staffs that need to be

- X =l
Shaffer | A1 - Tof2005 130 ] [235%5 = Calculate | Report Esport | Exception
Attendance Exceptions  Shift Exceptions | Other Exceptions | Calculated ltems |

| Staffer No. [Date [ Timetable [OnDuty [ D1 Duty [ Clock In

Department | Name:

00000000 |

]

calculated. Click “calculate” and the following window appears.

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

respectively:

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

records;

[ Shift Exceptions] Display Staff's attendance result in the scheduled time period;

il
_ Time Rang: -
Department | 2 head offce ey T @ % gg
Shaffer | A1 - Tof2005 130 ] [235559 Calculate | Report Esport | Exception
Attendance Exceptions  Shift Exceptions | Other Exceptions | Calculated ltems |
Depattment | Name: | Staffer No [Date [ Timetable [On Duty [ 0 Duty [ Clock In |

180008 20060125 Nomal 20060125 0300 2005-01-25 16:0

I 180008 20060128 Nomal 20060126 0300 2005-01-26 16:0(

I 180008 20060127 Nomal 20060127 0800 200501-27 16:0(

I 180008 20060128 Nomal 200601280800 200501-28 16:0(

il 180007 00650124 Nomal 20060124 0300 20050124 16:0(

- 180007 200501-25  Nomal 200501-25 0800 2005-01-25 1E:0(
180007 20060128 Nomal 20060126 0300 2005-01-26 16:0(

I 180007 20060127 Nomal 20060127 0800 200501-27 16:0(

I 180007 20060128 Nomal 200601280800 200501-28 16:0(

I 180008 00650124 Nomal 20060124 0300 20050124 16:0(

I 180008 20060125 Homal 20060125 0800 200501-25 16:0(

I 180008 200650126 Nomal 20060126 0300 200501-26 16:0(

I 180008 20060127 Nomal 20060127 0800 200501-27 16:0(

I 180008 200650128 Nomal 200601280800 20050128 16:0(

I 180003 20060128 Nomal 20060124 0300 20050124 16:0(

I 180003 20060125 Homal 20060125 0800 200501-25 16:0(

I 180003 200650126 Nomal 20060126 0300 200501-26 16:0(

I 180003 20060127 Nomal 20060127 0800 200501-27 16:0(

I 180003 200650128 Nomal 200601280800 20050128 16:0(

I 180010 20060128 Nomal 20060124 0300 20050124 16:0(

I 180010 20060125 Homal 20060125 0800 200501-25 16:0(

I 180010 20050126 Momal 20050126 0300 2005-01-26 16:0(

I 180010 20050127 Momal 20050127 0300 200501-27 16:0(

o 180010 20050128 Momal 20050128 0300 200501-28 16:0( &

L ;lJ_I




[ Other Exceptions] Display Staff's leave, out and overtime etc.;

[ Calculated Items] Display all Staff’s calculated items such as “normal”, “actual”,

” o«

“late”,

» o«

early”,

” o«

absent”, “overtime” etc.

Please note: When dealing with “Out” calculation, there should be “Out back” and

only “Out” and “Out back” in one shift can be calculated.

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

Exceptions of attendance records dealt with:

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

4

|1 Attendance Calculating and Report =]}
Time Fiang
Department | 2 hezd ofice | Py | e = @ % gg
- = .
Statfer [ &1 - Tolzus 10 x| [z35859 = Caleulate | Repart Expant Exception
Attendance Exceptions | it Excsptions | Diher Exceptions | Calculated ltems |
Departrent | Stafter No. | Name | Date Tirne: | State: | Dperation | Exception Desc... | Timetable =
I 180001 20050124 03:00:00 Clock In Noimalecord Nomal
I 180001 2005.01-24 03:00:00 Clock Dy Dvettimeln Wiong state
180001 2005.01-24 10:00:00 Clock Du  OvettmeDut  Wiong state
I 180001 A Overime Dut  Wiong state
Il 180002 = Delete Irwalid recerd
I 180003 Qockin wvalid record
I 180004 D Del Clock out walid recard
180005 Cancel operation for selected  Ctrl+2 Crertime in rwalid record
180008 Modify and save Exception ~ Cirl+5 Overtime out  Jnvalid iecaid
180007 out alid recard
= Change fit y
180008 e ke out back el record
= Columns »
I 180009 o o eohmns Delete Ivvalid record
i 180010 2 Delete Irwalid recerd

| o

We will see such mistakes as “state mistake

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

menu):

“

”

,” invalid record”,

» o«

| Date Time | State | Operation | Exception Desc...
2005-01-24 08:00:00 Clock In Nomal record
200501-24 03.00:00 Clock Ou  Ovettime In Witong state
2005.01-24 10:00:00 Clock Ou

Export Data
Create repart for current arid

Del
Cancel operation fir selected  Ctrl+Z
Crks

Delete selected

Modify and save Exception

Change filter... 2
Columns »
show 2ll colunns

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

Overtime Out

Tveitime 1

Overtime Out

wrong state
[U/rong state
wrong state

Delete Invalid record
Clack in nvalid record
Clock out nvalid record
Drvertime in nvalid record
Orvertime out nvalid record
out nvalid record

out back

nvalid record
Invalid record
Invalid record

repeated record”, etc.




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] ;

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

Right Click in [Shift Exceptions] , [Other Exceptions] , [Calculated Items]
the following shortcut menu will pop up:

Export Data

Create report for current grid

Columns 4
Show all columns

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

:| Qalculate[ Beport

Erport Exception

Attendance Report

General Report

e | Operat  Exceptions Report

kIn Create a Report For Current Grid

tk Ou OvertinieTn Tong state
Picture D

[ Attendance Report] :Calculate staff's attendance record,;

[ Daily Report] :Calculate staff's daily attendance record;
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[ General Report]:Calculate all staff's attendance items such as “normal”, “actual”,
“late”, “early”, “absent”, “overtime” etc;

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

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

See reports respectively:

o = H S # X

—3

head office attandence record report

2006-01-24 To 2005-01-30

180001 count: 4 |
2005-01-24 08.0000_| Glockin
2005-01-24 09:00:00_| Clock Ou
2005-01-24 16:00:00_| Clock Ou
2005-01-24 11.00.00_| Clock Ou
2005-01-24 12:00:00_| Clock Ou
2005-01-24 13:0000_| Overtime

180008
2005-01-24 12:00:00 | Clock Ou
2005-01-2413:00:00 | Clock Ou
2005-01-24 15:00:00 | Clock Ou
2005-01-24 16:00:00 | Clock Ou

2005-01-24 15:00:00_| Clock Ou Cowiiz 4
2005-01-24 16:00:00_| Clock Ou P
Count: 8 2005-01-24 12:00:00_] Clock Ou
e e
2005-01-24 12.00:00 | Clock Ou — EE3Em
2005-01-24 13.00:00 | Clack Ou Ciiis &
2005-01-24 16:00:00 | Glock Ou TEAmE
2005:01-2416:00:00MllCIackiu 2005-01-24 12:00:00_| Clock Ou
Count: 4 2008-01-24 13:00:00 | Clock Ou
CHI 501 51150550 Cleon o
2005-01-24 1200:00 | Clack Ou — EESEn T
2005-01-24 13:00:00 | Clock Ou Eauiiz 4 EI
T 1S [ ¥y

Denis International attandence stat. total report
200802011 To 2005-03-10
N Staffer | Duty | Actual | Absent| Late | Eary | OT |FreeOT | Out | BL [ Leave | NAn | Mot | WTime [ AtRate
M® No. [ Day | Day | Day | Minute | Minute | Hour | Winute | Hour | Day | Heur | Times | Times | Hour | %
D
Vouwen 1002 24 24] 0%
kush 1011 28 28] 0%
Waneh [1014 28 1), 27 15 77| a%
Vanhu_ [1016 10 W 10 0%
Xiaoai__ 1018 10 10) 0%
Kiasan 1019 10 10 0%
Subtotal: 6 110 A 109 15| 77 1%
Total: 6 110 1| 109 15 7 1%
74 <[]
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Denis International attandence exceptions report

2005-02-01 To 2005-03-10

Date & Time \Excemmn type\ Work long | Remark

Name No.

Wanch [1014__ [2005-02-01 0(x09:28 2005-02-01 11:34:50 | Freeoveime |  03:25:30]

Wanch 1014 |2005-02-01 1210532 2005-02-01 16:43113 | Freeovetime | 04:37:41]

Other Report:

BHE =10l
Tt SEHS AR X

€ . 5|
head office exceptions of attendance record report
Departmen| Staffer . . |EBxception| -

N Fo. Name Date Time State |Operation [Descripti|Timetable
on

160001 2005-01-24 08:00:00 Clock In Mormal record [Normal

180001 2005-01-24 03:00:00  [Clock Ou_ [Overtime In Wrang state

160001 2005-01-24 10:00:00  |Clack Ou  [Overtime Out  |Wrong state

160001 2005-01-24 11:00:00 Clock Ou_ [Overtime In Wrong state

180001 2005-01-24 12:00:00 Clock Ou  [Owertirme Out  [Wrong state

180001 2005-01-24 13:00:00  |Overtime  |[Overtime In Wrang state

160001 2005-01-24 15:00:00  |Clack Ou  [Overtime Out  |Wrong state

160001 2005-01-24 16:00:00 Clock Ou Mormal record [Normal

180002 2005-01-24 12200:00  [Clack Ou_ [Overtime In [Wrang state

160002 2005-01-24 13:00:00  |Clack Ou [Overtime Out  |Wrong state

180002 2005-01-24 15:00:00  |Clock Ou  |Delete Invalid record

160002 2005-01-24 16:00:00 Clock Ou Mormal record [Normal

180003 2005-01-24 1200:00  [Clock Ou_ [Overtime In WWrang state

180003 2005-01-24 13:00:00  |Clack Ou  [Overtime Out  |Wrong state

160003 2005-01-24 15:00:00 Clock Ou_ [Delete Invalid record

160003 2005-01-24 16:00:00 Clock Ou Mormal record [Norrmal

180004 2005-01-24 12200:00  |Clock Ou_ [Overtime In Wrang state

160004 2005-01-24 13:00:00  |Clack Ou  [Overtime Out  |Wrong state

160004 2005-01-24 15:00:00 Clock Ou_ [Delete Inyalid record

180004 2005-01-24 16:00:00  [Clock Ou Normal recard |Narmal

160005 2005-01-24 12200:00  |Clock Qu  [Overtime In WWrang state =

160005 2005-01-24 13:00:00 Clock Ou  [Owertime Out  [Wrong state 2

160005 2005-01-24 15:00:00 Clock Ou  [Delete Invalid record j
Tk [ [+] i)

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

Fim: = EHE dh k? X

= 1003

Adjust the ratio of preview content;

v

Open the existing report file;

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

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

printing; extension file name is “*.frp”.

=

Print Report;

x

Close Preview

Data Export:

In picture D on page 62, click [Export] and the displayed data of grid in the current
window will be exported to a file (*.txt or *.xIs). It has the same function as [Export
Data] when right clicking in each grid.

Exceptions dealt with:

In picture D on page 62, 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]l, [Business Leave/leave]
and [Modified Record Log] .If the calculation result is incorrect for some staff, first,
please check whether there is leave or forgetting Clock in or Clock out for this staff. If
there is, please deal with the records through above menu. Please refer to the next
chapter for more details.

5.5 Deal with exceptions

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

Away On Business/Leave Ctrl+L
Append Record Ctrl+y

Append Record Collectiwvely
Dealing With Collectively Late/Early

5.5.1 Away on Business/ Leave
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When the staff can't punch in/fout 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:

[iistaffer Be away on Business & Asking for Leave (=[]
FH 8 F v @

fppend  Delete  Modfy  Sove  Concel

Time Rang

Beginning Time| 2005+ 1-24 ~|| sooo0 =
Ending Time| 2005 124 >|[173000 =]

Departmer | B hesd office |
Staffer No.

Leave Type ]'

Resson |

Depattment | StafferMo. | Name | Beginning Time: | Ending Time |Leave Type | Freason
» I

< | |

Deal with staff away on business / leave:

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

Modification of staff away on business or leave:

Select the appointed staffer whom you want to make this modification to, and click

[ modify] . Then you can modify the relative information, click [savel when ready.

Deletion of staff away on business or leave

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

5.5.2 Append Record

If a staffer 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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feis Append record x|

Department Ié head office

Staffer No, | 190001
State | ~

Record Time | 2005- 124 x|[ s00o0 =

Lel L

¢$ppend | Qlose |

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

5.5.3 Append Record collectively

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

[Exception] -- [Punching in/out collectively] , following springs:
feis Append record collectively @
Departments list: Staffers list:

I an
e a
L8 head office Staffer No. | Name :_1 L
> When Staffers can not clock-in or
clock-out for some reasons, You can
add the massive clock-in or
clock-out record here.

You can use the Ctrl key when
selecting many Staffers;

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

State: |C|°°k in ﬂ

Record Time: 20051018 __'_l | gooo0 =

zl / 0K I Qancel |

[=]
o

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

5.5.4 Dealing with collectively late / early

When collectively coming late / leaving early takes place for some allowable reasons,
you can use this function. Click [append record collectively] in exception menu. The

following springs:
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{3 Dealing with collectively Late/Early

Deal with

( & Coming Late £ Leaving Eally |
Staffer No.

Clgnoedlockinesod |

From| 2005 1-24 ~| | sooo0 =
Tol 2005 12¢ -] [oomn =

The moriiied clock in fim
’7 2005- 1-24 ~| | zs000 =

Search Staffers

& Department  |head office -
St Nomal a

[Name

-]

o 0K By Cancel

0%

Steps as follows;
1. Click “Dealing with Collectively Late/Early”;
2. Select time range for “ignore clock in record”;
3. Select the “modified clock in time”
4. Search staff through department or shift;
5. Select staff;
6. Click [OK] to confirm.
5.6  Data maintenance

Click [data maintenance] on the main menu, following springs:

<E; Import Staffer List

Import Attendance Record

Clear Obsolete Data
Compress Database
@ Backup DataBase

Initialize System

5.6.1 Import Staffer List

Ctrl+Y
Ctrl+I

Click [import staffer list] in [data maintenance]l menu. Pop up the following

window:
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jiz Import Attendance Record

Select a file to import

File ||

Failures in importing:

Ok ] B Close |

Click = to select the personnel list file for importing.

open 2ix|

Look in: |@ Desktop j & @ ¥ Ea-

My Documents
" My Computer
i My Network Places

[ otaf info.b]

Fie name:  [staff info Open I
Fies of type:  [Text File (*td) | Cancel |
4

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 staffer info of “ID, Name and Department”;

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

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

See following:

[ staff list.txt - Notepad ~=1of x|
File Edit Format View Help
1000 Mar R&D =]
1001 Jack Sales

The definition of MS Excel (*.xls) data format as follows:
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This format of file can import the staffer info includes: ”ID, Name, Department, card,
position, employ date, telephone, address, sex, nation, birthday, native place, ID card,
mobile, education, SIN, specialty”; put those items on the head line and input the items

by order, the order cannot be changed.

S Microsoft Excel - Book1 i

@) e Edt Vew Imet Fomat Iook Date Wndow Hep Adope DR

1EEHR(9-© E TimesNewRomsn  + 12 v| B I U
P |
v XV A Sex

A [ B [ ¢ [ p [ ® [ F [ e [ ® g
(1] Name Department Card Position Employ date Telephone Address [Sex |
[2|  1001Mary  R&D 10007923565 Technician
[ 3] 10027ack  Sales 10007989566 Manager
4
| 5 |
| 6|
7]
|8
9]
| 10 |
11
12 |
| 13 |
|14
|15 |
16 |
|17 | I
| 18
%ﬁv\smeu Shests /Sheets, 1 — | tllJ
Edit 7

5.6.2 Import Attendance Records
Click [import attendancerecord] in [data maintenancel menu, Springs the

following window:

{1 Import Attendance Record @

Select a file to import
File || __]

Failures in importing:

v Ok | Qluse |

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

Click [clear obsolete data] in [data maintenance] menu, springs the following

window:
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ju3 Clear The Obsolete Data

Select the end date
| R
Before: |20 9-18 X —
Clear Cloge

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

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

5.6.4 Compress Database

Click [compress databaselin[data maintenance]l menu to compress and repair
the database

5.6.5 Backup Database

For ensuring the safety of data and recoverability, we advise you to back up the
database regularly. Click [backup databaselin [data maintenance Imenu, then select
the route to backup the database. Click [save] when ready.

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

5.6.6 Initialize System

Click [Initialize system] in [data maintenance] to initialize the system. (Note:
After the system is initialized, all information will be lost; the system will get back to the
state when just installed. Please make sure that you want to initialize the system. )

5.7 External program management

Click External on the main menu, following springs:

External Program Management

Connect To Time and Attendance Machine

5.7.1 External program Management
We can append external program into time attendance program for convenient
operation, for example, we need “calculator” when we are operating, we can click

[External] -- [External program management] , following springs:
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{g‘; External program management @

Append Delete  Modify

Program Name: ll

Executable File: I _I
External program list:

| Program Name Executable File
»

Click [Append] , Input “calculator” into the input field of [Program name] , input
“c:\winnt\System32\calc.exe ” into the input field of Executable file or browse - to find
the calculator program, click [ Save] to finish.

You will see [ Calculator program] when you open [ External program management]
over again.

5.7.2  Connect To Time and Attendance Machine

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

machine. Find detail on clause {Time and attendance management & communication) .
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FAQ

Frequently asked questions and answers
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6

FAQ
6.1 My fingerprint has been enrolled but often failure in identification.
Reason Solution
1. The fingerprint was not | Enroll the finger again. Please refer

captured properly

to illustration of pressing finger.

2. Direct sun light or too bright
light

Avoid direct sun light or other bright
light

3. Too dry finger

Touch the forehead to increase oily
level of the finger.

4. Too wet finger with oil or
cosmetics

Clean fingers with towel

5. Low fingerprint quality with | Enroll other fingers with better
callus or peeling quality
6. Wrong way in placing fingers | Please refer to illustration of

when punching in/out

pressing finger.

7. Latent fingerprint on the

surface of sensor

Clean sensor surface ( adhesive
tapes recommended)

8. Not enough finger pressure

Place the finger evenly on the
sensor with moderate pressure

9. Influence by fingerprint image
change

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

10. Fingerprint not enrolled yet

Place enrolled finger.

6.2

T&A system can't be connected

with PC

Reason

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or
cable hardware problem

Plug the cable firmly or change
another cable

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

Please enter the right COM No

6.3

4. Not able to connect Net (wrong Please . refer _to TCP/IP ~ Set.
. Connecting Time Attendance
setting) .
terminal
No records found though staff have clocked in/out
Reason Solution

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

Please refer to the manual for time
synchronization

2.Minority staff fingerprint false
accepted

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

2. Please refer to the manual. You

can adjust the fingerprint matching
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precision.
3. Enroll another fingerprint. And
then try again.

6.4  The user can not identify

Reason Solution

1. In the sleeping mode Press any key one the keypad

2. The device is communicating | 1.Disconnect the connection
or communication interruption 2.Resolve the wire interruption
3 . Fingerprint sensor control
board abnormal

1. Restart the OA280

6.5 The staffer can’t pass although he has already used the User ID+FP mode

Reason Solution

1. Enter wrong User ID Enter the correct User ID

2. This user do not have the 1:1

identification privilege Set the 1:1 identification privilege

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

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

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

The main theme of this chapter is the additional
information of this T & A including access control cable
connection and way of pressing finger.
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7

Appendix

7.1

+12V
GND
COM
NC
WG-DO
WG-D1

Communication and Power

iy (O
fant oy

;

q

RS232 TCP/IP DC12v

PLPIPIRIRA

+12v GND COM NC WG-DOWG-D1

12V Input

Ground

Dry contact signal public connector
Dry contact signal (normal close)
Wiegand signal DO terminal
Wiegand signal D1 terminal

Electrical Source connection diagram:

OO0 |010|0

+12V. GND

Power port

Wiegand output connection diagram:
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OOOOOp

+12V. GND &OM NC W(yZ()WG—Dl

Wiegnd output port

Relay output connection diagram:

OO0 I00]0

+12Vv. GND COM NC WG-DO WG-D1

Relay output port

7.2 lllustration of pressing finger

Correct pressing finger method:

E 0

Wrong pressing finger method:

Ed bR B

Gentle Right Incline Down

1. Please register and punch by thumb or index finger if possible
2. Press any key to activate the sleeping unit
3. Please stand in a line and don’t punch with finger not registered.

4. Please avoid direct sunlight, water, collision and use in extreme environment.
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