Preface
Honorable customers,

Thanks for choosing products of this company. OA3000, 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.



Fingerprint T & A Advantages

* Veracity

Record and reflect employee s’ 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.



Software Operation Flowchart
(Important chapter, please read carefully)

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

1. System parameter .
name and leaving class.

v

2. Department management

Add, delete and modify departments.

-

1 e

Add, delete and modify employee.

3. Employee maintenance
ploy Import and transfer employee.

-

4. Shift management Set timetable and shift.

-

Allocate employee shift or temporary

5. Employee schedule 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 ¢ 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 class. When the setting is completed, it is usually not needed to be modified
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unless the management rules of this company changes.

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

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

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

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

6. Attendance records are stored in the time attendance unit. Please download the
records from the unit before report calculation. In addition, 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 Employee or a
certain Employee from a certain department in a certain time period.

In [ Attendance Calculating and report] , first please select the starting and ending
date of the Employee, click “Calculate” and the system will calculate automatically and
check the validity of the records. (There are some invalid records during the use of the
unit. For instance, if one Employee presses the 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



calculation report for one staff, the possible reasons are as follows:

Employee shift or temporary shift is incorrect.

Exceptions such as Employee away for business/ask for leave/forgetting clock
infout 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.




1 Introduction

1.1  OA3000 Introduction

OA3000 is a genuine breakthrough in biometric identification terminals, which fully
integrate fingerprint identification, RFID, camera, wireless, GPRS, multimedia and
embedded system technology. Utilizing 7 inch industrial TFT true color LCD, Samsung
400MHz Arm9 high speed processor and Windows CE operation system, OA3000
can be used in all applications where fingerprint identification is required especially in
governments and larger-scale enterprises as well as places where high security level is a

must.
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BIOMETRIC IOENTIFICATION TERMINAL

1.2 Feature
* Samsung 7 inch industrial TFT LCD of high brightness;
* Integrated touch screen;
* 10 number key, 7 function key, 6 user defined function key, 4 status key and 1

circular navigation key
» Samsung 400MHz Arm9 high speed processor; BioNano core fingerprint algorithm,
Embedded Wince5.0 operating system



* Optical fingerprint reader; Scratch-proof, unbreakable and durable; Well accept all
kinds of fingerprints

» Multiple identification method: fingerprint, card, fingerprint + card, ID + fingerprint,
ID + password, card + password;

» Customizable voice prompts and time attendance status; Display user picture,
personal and public message; Play multi-media video file. User can select local language
in the menu;

* 13 million pixel camera, speaker, microphone, 1 USB and 1 RJ-45(LAN);

» Support TCP/IP, RS232/485, USB Host, inbuilt GPRS, and inbuilt WIFI, SD card
for data transfer;

* Support ID, Mifare and HID card for extended function

* Optional SC021 or SC822 access controller for separate type secure access
control system.

* Support real-time record download, WEB online tracking function, remote access
through internet, and server identification etc.

1.3 Parameter

Item Description
Sensor Optical sensor
LCD Samsung 7 inch industrial TFT LCD

Identification Method

FP. ID+FP. ID+PW. FP+CARD. CARD. CARD+PW

Identification Time

<1 second

Register Method

Fingerprint, Password, (Max. 10 FP/person), card

Scan Area 22mm*18mm
Resolution 500DPI
Fingerprint Capacity 3000
Record Capacity 50000
FRR 0.001%
FAR 0.00001%

Standard Port

TCP/IP, RS232, USB HOST, inbuilt GPRS, inbuilt Wifi,
SD card, Wiegand

Working Current

<450mA




Sleeping Current <380mA
Sensor >15000V
Power DC 12V

Temperature/Humidity

-10°G60°C/ 20%-80%

Casing Material

ABS industrial plastic

Size

204(w)*252(h)*35(d) mm

Color

Black(Customizable)




OFTo (1@ 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  Structure

OA3000 fingerprint identification terminal:

(=] (ra] (=]
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]

lllustration:
1 Camera 2LCD 3 Speaker
4 Fingerprint sensor 5 Backspace key 6 Swipe Card area
7 Ring key 8 O.K. key 9 Cancel/Power key
10 Down 11 Up 12 Numeric /Letter key
13 Menu key 14 Shortcut key 15 T&A status set key

2.2  Start the device

Plug in the 12V power supply. It starts itself. You can see the main interface as

follows:




MENU

el (0O

2.3 T&A management

In the main interface: Press the number “0” and press [OK] to confirm. And then
enter the management password: “12345”. Press the button [OK] to enter the
management interface.

Instruction:
1. How to enroll finger:
input ID, select finger No,press OK, place finger
3 times, select a FP to save, click 'Enroll FP'.
2. User management:
Add user, Modify user, Search user, Department manage etc.
3. Log Inquiry: You can input condition to search logs.

4. Data M/T: DB backup, restore, staff import and export,
log export
5. System setting:
basic info, device, fingerprint, Att., display setting.
6. Advanced setting:
snapshot, communication, identify mode, access control setting-

You can enroll fingerprint, manage the users, and search the records, set the
parameters and so on in the management interface.

There are some prompts at the button of the interface

[F1-F6]: Enter to sub menu

[OK]: Confirm and go to next options

[t V] Select options

[ESC]: Exit

2.3.1  Enroll Fingerprint



Click the item [Enroll FP]. It displays as follows:

Enter the User ID (For example: 8101). Press the button [OK] to confirm.

If the user ID is not existent, it prompts “Search no such ID. Add it or not?”

[ Enrolt w'|

Search no such 1D. Add it or
not?

If you want to add a new user, please chick the [Yes] on the screen. The [Add User]

window pops up:



Card No. ,7

Dept. name Admin

Sex Group ID

Identify mode < |System default

[No
0-NC

>

FP verify firstly [y | < |No response >
Card verify firstly uNn response u
PIN verify firstly uNo response I;|

\ Save and Next(ON DUTY)

Set the user Information. Click the button [Save and Next]. It will to the [Enroll FP]
interface. And then can enroll the user Fingerprint.

If the User ID is already existent in the system, which is added on terminal or
uploaded through communication software, then user info will be shown. Please select
the FP number to be enrolled, and then press the button [OK] to enroll the fingerprint.

Note: One user can enroll 10 fingerprints.

Please place you finger on the fingerprint scanner when the system prompts “Place

your fingerprint”.

Please place your finger Enroll FP

After it captures one fingerprint template for the finger successfully, it prompts “The 1

time enroll FP successfully. Please remove finger”.



Please place your finger

Remove the finger. And place the same fingerprint on the scanner window again. It
captures the second fingerprint template for the finger.

Remove the finger. And place the same fingerprint on the scanner window again. It
captures the third fingerprint template for the finger.



8001 <[t-mo
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Please select a better fingerprint template for the finger by click the fingerprint image
on touch screen. If you click the first fingerprint image, the system prompts “You select

FP No.1. Please save it.”

. 2nd FP

You select FP No.2. Please save it!

Click the button [Enroll FP], one message box pops up:



Press the button [OK] to save the fingerprint template. And continue to register

another finger.
2.3.2 User Manage
We can add, delete and modify the user in the [User Manage]
Click [User Manage] in the main interface, it displays as follows:

Instruction:
1. Add User: input user ID, or other info if needed.
2. Madify User:
input user ID, click 'OK', medify user data and save.
3. Search user:
search users based on condition, delete/modify user available.
4. Department manage: add, modlfyand delete department.

2.3.2.1 Add User
Click the [Add User], it displays as follows:



Card No.
Password

Dept. name Admin
Sex Group ID

Identify mode < |System default
FP verify firstly < |No response
Card verify firstly uNu response
PIN verify firstly uNu response

[ Save and Next(ON DUTY)

ID: user ID. It can’'t be duplicated and the first digit can’t be 0. The max length is 12
digits.

Card No.: edit is limited. When adding card number, only need to swipe user card on
swipe card area, then card no. will show in the bar.

Password: user password. The max length is 6 digits.

Dept.name: employee’s department name.

Admin: whether this user have administrator privilege.

Sex: male or female

Group ID: Group ID for user.

Identify mode: two modes, user defined mode and system default mode.

System default Based on Advanced setting

Set independently administrator can set for appointed user based on need

FP accesses firstly: terminal response when user identify fingerprint. 4 modes
available: no response, password identify, card identify, access granted (identification
successfully).

Card accesses firstly: terminal response when user identify card. 5 modes available:
no response, password identify, FP identify (1:1), FP + password identify, access granted
(identification successfully).

PIN accesses firstly: terminal response when user identify PIN. 5 modes available:
no response, password identify, card identify, FP identify (1:1), FP + password identify,

access granted (identification successfully)



Click the button [Save and Next] to save.
2.3.2.2 Search User

Click the [Search User], it displays as follows:

Name | Dept. | < [all B

D l
petcie(or ] taion) [search(oun)

D iName  |Dept. ‘CardNo.  |Sex

Set the keyword for searching (Such as: ID, Name, Department...). And then click

the button [Search].

You can shift the page by click the button [].

[Browse the user information]: You can select the user and then click the button [Edit
(ON)]

[Delete user]: Select the user and then click the button [Delete (Off)] to delete.

2.3.2.3 Modify user

Click [Modify user], it displays as follows:

Card No.
Password

Admin

Group ID

Identify mode < |System default
FP verify firstly < INo response

Card verify firstly < |No response >

PIN verify firstly < |N0 response >

\ Save and Next(ON DUTY)

Input the user ID. Click the button [OK], it displays the user’s user information. You



can modify the user information. Click the button [Save and Next] to save the modified
user information.

2.3.2.4  Department management

Add, delete and modify the department.

Click the [Dept. manage], it displays as follows:

Current dept

New dept name

Instruction:

1.New dept. name can't duplicate with
old one.

2.0nly dept without sub-dept. can be
deleted

‘ Add(F5) H Modify(Fﬁ)| |De|ene(0FF)H Save(ON) HCancel(omj

[Add department]: Select the superior department. And then click the button [Add].
Input the new department name. Click the button [Save] to save.

Notice: The department name must be exclusive.

[Modify department]: Select the department. Click the button [Modify]. Input the new
department name. And click the button [Save] to save.

[Delete department]: Select the department. Click the button [Delete]. It prompts
“Are you sure to delete the selected department?” Click the button [Yes] to delete the
department. Or click the button [NO] to cancel.

Notice: Please delete the department’s sub department before delete this
department. You cannot delete a department which has the sub departments.

2.3.3 Log Inquiry

Click the [Log Inquiry], it displays as follows:



L .
Start 2011-12-15 : End 2011-12-15 :
1<|[<]>] search(0UT)|

D 'Name [CheckTime [CheckType

Set the keywords and conditions for the Inquiry. Click the button [Search] to search
records.

You can use the button [ ] to shift the page.

2.3.4 Data maintenance

Data M/T includes attendance log and user info export, user info import, backup
database, restore database etc.

In system management interface, select [Data M/T] item, the interface will show as
follows,

Instruction:
1.Including attendance info export, staff info import, backup DB,
resume DB
2.Attendance info export: admin selects att. time range, export
path,dick "Export’, then info will be exported to the path
selected where KQ file will be created.
3. Staff info export: enable to export staff info in system

to selected path.YG (staff)and .ZW (FP) file named by SN will
be created.

4. Backup DB: if you select FLASH backup mode, there will be
FP3000.DB created in current path.While for U pen drive, there
will be FP3000.DB created in U pen drive.

5.Restore DB: select the database path,then system will resume
from corresponding path.

2.3.4.1 Data import
Data import is to import user info in standard format.

In [Data M/T] interface, select [Data import] item, the interface will show as follows,



Path UDevice FLASH u Import

Instruction:
1. Select the path to import database.
2. Select 'Import’ button.
3. System starts importing to database.

Before importing employee info, please transfer the source file to the file folder
named by Device ID in Flash, SD card or U pen drive. Then rename the employee’s
info file to BAK, i.e.

Employee’s info file: BAK.YG2 Employee’s FP file: BAK.ZW Employee’s
log file: BAK.KQ

While postfix name are the following meaning,

YG2 represents employee, ZW represents FP, KQ represents attendance log.

Select source file path, click [Import] button to start importing data to system
database. After completed, progress bar will be 100%.

2.3.4.2 Data export

Data export includes user info and attendance log export.

In [Data M/T] interface, select [Data export] item, the interface will show as follows,

Data export

Insruction:
Include staff info, Att. info. export.




[User export]: click [User export] item in [Data export], the interface will show as

follows,

Path UDevice FLASH u Export

Progress I

Instruction:
1. Select path to export staff info.
2. Click 'Export’ button.
3. System export finish.

Select the path to export employee info. Flash, SD card and U pen drive are optional.
Click [Export] button to start the exporting. There will be two files named by .YG2
(employee info) and by .ZW (FP templates) created in the selected path. I.e. employee
info file BAK.YG2 and employee fingerprint templates file BAK.ZW

Employee info name: BAK+ postfix name (.\YG2)

Employee fingerprint template name: BAK+ postfix name (.ZW)

[Att. log export]: click [Att log export] item in [Data export], the interface will show as

follows,

B |Device FLASH > Export

Progess I

Instruction:
1. Select the date of Att. log needed to export.
2. Select exporting Att. log path.
3. Click 'Export’ button.
4. Export Att. log finish.

Firstly select the exporting path (Flash, SD card, U pen drive are optional), click
[Export] button to start exporting process. There will be attendance log file (.KQ) in the



file folder named by Device ID. i.e.: BAK.KQ.
Attendance log file name: BAK + postfix name (.KQ).
2.3.4.3 Backup Database
Click [Backup DB] item in [Data M/T], the interface will show as follows,

Instruction:
1. Select the path to backup database.
2. Select 'Backup database' button.
3. System starts to backup database.

Select the path to backup database (Flash, SD card and U pen drive are optional).
Then click [Backup DB] button to start the backup process. After completed, there will be
a file named by FP3000.DB created in the path.

2.3.4.4 Restore Database

Click [Restore DB] item in [Data M/T], the interface will show as follows,

UU Disk u Restore Dd

Instruction:
1. Select source path of database needed
to restore.
2. Click 'Restore database' button.

Select the path to restore database (Flash, SD card and U pen drive are optional).
Click [Restore DB] button to start the restoring. After completed, progress bar will be
100%.



2.3.5 System Setting

System setting is to do configuration for all system, including basic info, device,
fingerprint, attendance, display, and snapshot.

Select [System Setting] in [System Setting], the interface will show as follows,

Instruction:
1.Include basic info,device, fingerprint,attendance and display setting.
2.Basic info: SN, company name, fingerprint, staff and log No-

3.Device setting: volume adjusting, autoexecute, exit, calibration etc.
4_Att.setting: log alarm threshold,repeat Att. interval.
5.Display setting: language, skin, date and time format etc.

2.3.5.1 BasicInfo
Basic info mainly includes serial number, company name, fingerprint number,
employee number, attendance log number and firmware version.

Select [Basic Info] in [System Setting], the interface will show as follows,

SN [2011 1118 0000 0000
‘Company name W
PP No sedzlTomi3000
Staff No [Used:2fTotal:3000

Log No Used:13/Total:50000
Firmware Ver. 2.3.10.15-SDK07.02.02

SN: the unique mark of terminal. Modification is limited.
Company name: user company name.
FP No.: enrolled FP number/total FP capacity

Employee No.: enrolled user number/total user capacity



Log No.: existed attendance log/total log capacity

Firmware Ver.: firmware version of the terminal

2.3.5.2 Device Setting

Device Setting includes volume adjustment, Auto execute, exit, and touch screen
calibration functions.

Select [Device Setting] in [System Setting], the interface will show as follows,

Volume

CodePage
Autoexecute

Admin pwd 12345

o e

[09:57:32 = Set
[12-15-2011 Set

Device ID

System Initialization(ON] | Exit(OUT) |
‘uchscreen (hlihmh'un(()d ‘ TEST |

Volume: OA3000 device prompting audio volume, default is 3.

Codepage: the mapping table between language code and Unicode. Frequently
used Codepage are as follows:

Codepage=932 Japanese; Codepage=936 Simplified Chinese GBK;

Codepage=949 Korean; Codepage=950 Traditional Chinese BIG5;

Codepage=437 US/Canada English; Codepage=866 Russian;

Codepage=65001 Unicode UFT-8;

Auto execute: if selecting ‘Yes’, the program will auto run after device startup. If ‘No’,
the program will not run.

Admin PWD: admin password is used to enter administrative menu of device.
Default is 12345.

Run mode: include Common mode and Debug mode, default is Common mode.

Time/Date: time and date for terminal.

Device ID: ID range is 1-255, Device ID cannot identical in one management
software.



Notice: The Device ID use to terminal communication with management software.
When add a terminal in the management software the Device ID is the unique mark.

System Initialization: it will initialize the system to factory setting and cleared all data.
Backup all data is recommended.

Exit: close the running program.

Touch screen Calibration: it is to calibrate the focus of touch screen. Click [Touch
screen Calibration] button, and then in the interface followed, click on the crossed symbol
through cursor. When the symbol moves, repeat the step. After setting completed, the
interface will prompt ‘New calibration setting is finished.” Click [Enter] button to save the
new setting, [ESC] button to exit.

Test: test keypad, screen, voice and fingerprint.

2.3.5.3 FP Setting

Fingerprint Setting includes fingerprint precision setting.

Select [FP Setting] in [System Setting], the interface will show as follows,

Instruction:
1.Precision: basic, good, excellent.

Precision: It has 3 levels (Normal, Well, Excellent), default is Normal. When
precision is higher, it will require better quality fingerprint.

2.3.5.4 Attendance Setting

Attendance setting includes repeat attendance interval and log alarm threshold
setting.

Select [Att. Setting] in [System Setting], the interface will show as follows,



Repeat Att. interval(0-250m) F

Log alarm threshold(0-5000) (1000

o i —

B rte
Instruction:

1.Repeat Att. interval:0-250 mins;

2.Log alarm threshold scope:0-5000;

Repeat attendance interval: the interval time the same user identifies. Default is 0
(not time interval). Setting period is 0-250mins.

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

Log Alarm Threshold: If the rest memory space for the record is less than the
threshold value, the machine will alarm. Setting period is 0-5000.

2.3.5.5 Display Setting

Display setting includes system skin, language, date, time format setting.

Select [Display Setting] in [System Setting], the interface will show as follows,

skin . fireballoon
tonoge <

Date format

Time format

E R
i:
Ejnix

Display content

-
!

Power saving

'

5

n

Waitting time

Skin: main interface skin, 3 selections.
Language: display language types, English and Chinese are optional;
Date format: system date type: ‘dd-mm-yy’, ‘yy-mm-dd’ and ‘mm-dd-yy’;



Time format: system time type: 12 hr and 24 hr.

Display content: it is the display content in the pop-up window when user does

attendance on OA3000: fingerprint’, ‘picture’, ‘snapshot’ are optional.

Fingerprint

Show user’s finger image when placing it for identification

Show user’s corresponding picture stored in terminal. The picture is

Picture named by user ID which is saved in ‘My device\Nandflash\OA3000\
ICON’.
When user identify successfully, camera will take snapshot and
Snapshot

show it in display window.

Power saving: Disable/enable screensaver, close screen.

Waiting time: wait time for start save mode.

2.35.6

Snapshot

Snapshot includes snapshot save mode, path and number setting.

Select [Snapshot] in [Advanced], the interface will show as follows,

Snapshot save mode
Snapshot o pth
L )

Instruction:
1.Snapshot save modes:
No save/succeed and save/fail and save.
2.Snapshot save path: Device Flash, SD card.
3 save No. i 100-500

Snapshot save mode: 3 modes, no save, pass and save, no pass and save. Default

is no save.

No save

System will not save snapshot

Pass and save and save in the path ‘My device\Nandflash\OA3000\SNAP’

When user identify successfully, camera will take snapshot

file folder.

No pass and save

When user identify failed, camera will take snapshot and
save in the path ‘My device\Nandflash\OA3000\SNAP’ file




folder.

Snapshot save path: ‘device Flash’ and ‘SD card’ are optional. Default is ‘device
flash’.
Device Flash | Save to terminal flash
SD card Save to SD card. System will create ICON’, ‘'SNAP’ two file

folders.

Snapshot save number: snapshots capacity is 500 pieces, default is 10

2.3.6 Advanced

Advanced setting includes snapshot, communication, identification method and
access control setting.

Select [Advanced], the interface will show as follows,

Instruction:
1. Include snapshot,comm.,identify mode,access control setting.
2. Snapshot: snapshot save mode, path, save no.
3. Comm. setting: IP address, server IP, gateway, submask etc.
4. Access control setting:
lock delay time, WG mode, fixed facility code etc.
5. Time zone setting includes the time zones already set.
Select time zone to set.

6. Group setting includes time zones number already set.
Select group and time zone number in it.

2.3.6.1 Function Setting
FN setting includes Function Setting. Auto FN.

Select [FN setting], the interface will show as follows,



1. User-defined function status

2. According to ti setting,

23.6.11 FN

Set the attendance status, there are 16 attendance status.
Select [Function Setting] in [FN] show as follow:

FN: [

=
o

lName

IN

ourt
lunch
lunch back
Stat. 3
Stat. 4
Stat. 5
Stat. 6

BV DAWN =D

After setting the attendance status can check the status in the main interface.
2.3.6.1.2 AutoFN

Set time zone for switchover attendance status:

Select [Auto Fn] in [Function Set] show as follow;



Time Zone No. | < [t

Mon Begin/End  [00:00:00
Tue Begin/End  [90:00:00
Wed Begin/End  [00:00:00
Thu Begin/End  [00:00:00
Fri Begin/End |00:00:00
Sat Begin/End  [90:00:00
Sun Begin/End  [00:00:00

L el ] e L [
[ e f R ] ]

\ Set

2.3.6.2 Comm. Config.

Communication configuration mainly includes communication mode, real time
monitor, retrieve IP mode, network interface and IP setting.

Select [Comm. Config.] in [System Setting], the interface will show as follows,

Comm.
Real-time monitor

Retiewe 9 e
Network Interface m

Server IP 192.168.0.7

Device IP 192.168.0.218

Subnet mask 255.255.255.0
Gateway 192.168.0.1
DNS 192.168.0.1

Comm.: includes 3 communication types, Com, RS485, TCPIP

Real-time monitor: to real-time monitor time attendance log on terminal. This
function must be activated before do real-time monitor for log on terminal.

Retrieve IP Mode: two types, static and dynamic. Default is static.

Network Interface: two types: ‘RJ45’ and ‘Wifi'. Default is RJ45

Server IP: the IP address of PC/Server that communicates with terminal

Device IP: terminal IP address

Subnet Mask: corresponding subnet mask of real network which terminal is



connected
Gateway: gateway needed to set when connecting to Internet.
DNS: Domain Name Server
2.3.6.3 Identify Mode
Select [Identify Mode] in [Advanced], the interface will show as follows,

FP verify firstly . [Success
cort vty sty
vty st

‘ users use "system default” identify mode(ON Dll

Instruction:
1. FP verify firstly means identify FP successfully.
2. Card verify firstly means identify card successfully.
3. PIN verify firstly means identify PIN successfully.

FP accesses firstly: terminal response when user identify fingerprint. 4 modes
available: no response, password identify, card identify, access granted (identification
successfully).

Card accesses firstly: terminal response when user identify card. 5 modes available:
no response, password identify, FP identify (1:1), FP + password identify, access granted
(identification successfully).

PIN accesses firstly: terminal response when user identify PIN. 5 modes available:
no response, password identify, card identify, FP identify (1:1), FP + password identify,
access granted (identification successfully).

Prompt: if identify mode is different with ‘Identify mode’, identify mode in [Add user]
is effective.

2.3.6.4  Access Control Setting

Access control includes lock delay time, wiegand mode, and fixed facility code
setting.

Select [Identify Mode] in [Advanced], the interface will show as follows,



Relay control mode(Bell)
e ot
Anti-tamper detection _
Doos s dtection

Fix facility code(0-254)
Lock delay time(0-15s)

Instruction:
1.Relay control: "1-" indicates relay1 in "1-door open”.
2.Wiegand mode: WG 26 mode, Anviz WG, fixed facility code.
3.Fixed facility code period: 0-254.
4.Lock delay time: 0-15s.

Relay control mode (Bell): There are 5 modes:

None Disable the relya

1-Ring, 2-Door Relayl control ring , Relay 2 control door lock
1-Door Relayl control door lock, Relay 2 disable

2- Door Relay 2 control door lock, Relayl disable
Door Both relay 1 and 2 control door lock.

Wiegand mode: two modes, Anviz wiegand and wiegand 26. Default is wiegand 26.

Fix facility code (0-254): if the same finger/card uploaded to two different ID terminal,
the wiegand code output from the two terminal are different. So if facility code is set to be
the same, then the wiegand code output will be the same.

[Tamper Alarm]: Select “Yes” enables tamper alarm, “No” disables tamper alarm

[Door open sensor]: Select “Yes” enables Door open sensor, “No” disables Door
open sensor.

Lock delay time (0-15s): the door connected to lock open time. Delay time period:
1—15s.

2.3.6.5 Time zone setting

Time zone setting includes checking old time zones and set new time zones.

Select [Time zone] in [Advanced], the interface will show as follows,



Time Zone No. | < |

Mon Begin/End  [00:00:00 = [o0:00:00
Tue Begin/End  {00:00:00 = [o0:00:00
Wed Begin/End  {00:00:00 = [o0:00:00
Thu Begin/End  {00:00:00 = [o0:00:00
Fri Begin/End [00:00:00 = [o0:00:00
Sat Begin/End  {00:00:00 = [o0:00:00
Sun Begin/End  {00:00:00 = [o0:00:00

\ Set

1]
=1
=
=1
=
=1
=
=1
=
=1
=
=1
=
=1
=

If you need to check time zones that set previously, please select the time zone
number, and the old time zones will show automatically.

If setting time zones, select time zone number firstly, i.e.: 1, then set the time zone
period, click [Set] to save after setting completed.

2.3.6.6  Group Setting

Group Setting includes groups that already set checking, and new group setting.

Select [Group Setting] in [Advanced], the interface will show as follows,

ll
-

ll
-

il I

Select group number, and then select time zone number needed to set. i.e.: set
group 2 including time zone 1. Click [Set] to save the setting.

2.4 Identification

In the main interface, press F1-F6 button and attendance status button to set. After

completed, you can do attendance.



If user identify successfully, the main interface will show as follows,

MENU




OUFETIEIECE System Installation

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

operation system requirement.




3 System Installation

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

3.1 Operation environment

Hardware requirement:

Pentium [[ 266 and above; PentiumIII500 and above is recommended

128 Memory and above; Minimum 100M hardware space

COM (USB Port)

CD-ROM (CD-ROM needed in installation)

VGA support 800*600 resolution and above

Operation system:

Microsoft Windows 2000(recommended)

Microsoft Windows XP

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:

43 Fingerprint T&A and Access Control System

Welcome to Fingerprint T4 and Access Control System Setup
program. This pragram will install Fingerprint ThA and Access
Contral System on your computer.

It strongly recommended thal you exit all Windows programs
befare tuning this Setup Program

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

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

Unautharized reproduction ar distibution of this pragram, 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):



.';— Fingerprint T&A and Access Control System

Setup wil install Fingerprint T84 and Access Contral System in the following folder.

Toinstallinto a different folder, click Browse, and select another folder.

“You can choose not o install Fingerprint T84 and Access Contral System by clicking Cancel
to exit Setup.

" Destination Folder

Contt Browse. .. ‘

T4 Installation Guide

< 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:)

.';— Fingerprint T&A and Access Control System

You are how ready ta install Fingerprint Té4 and Access Control Spstem
Click the Mext button to begin the installation or the Back button to reenter the installation
information.

T4 Installation Guide

< Back

Cancel |

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:



Fingerprint T&A and Access Control System

Installing

i~ Current Fil

Copying file:
CAAOATO000_U.exe

i~ &Ml Fil

Time Remaining 0 minutes 1 secand

ise Installation Wizard

<Back | ﬂex;\;_l {Cancel 1|
L

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

Fingerprint T84 and Access Control System has been
successfully installed.

Click the Finish buttan o exit this installation.

T e

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

desktop. Double click it and the T&A and Access Control system will be started. In
addition, [Fingerprint T&A and Access Control system] has been added to [All Programs].

Please see the picture below:

PR

[IS%2 2007

g} BarmiEEs

|5 Commumi cation Management Softwars
[/) Fingerprint Tk and Access Control System

i Fingerprint TéA and hece
[ SharePaint 3
[ el ) 3
FHABRF®) » ) adobe .

[ Microsoft DfEice v

5 Uninstall Fingerprint Ték and Ace

3.3 Uninstall the program
Click [Uninstall Fingerprint T&A and Access Control 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.



Chapter 4 Communication

The chapter is mainly about how to add, delete

and set communication between PC and terminal.




4  Communication

The communication between software and device should be connected successful.
Click [Start] — [All Programs] — [Fingerprint T&A and Access Control system] —
[Communication Management Software] to start the attendance background

management program, and open the communication program:

) e 8i -/ )+  Communication Nanagement Softwarc ¥3.9.86 - = x
Unit Mansgement | Record Supervision  Employees M Eecord W t U Disk M +
p Ri ttd Download d .
@ @ @ () Symebronize tine @ Lo, ATU R L] Dovalosd aev record | gyp, oy Taplovees
i = \Time zone/Group sattings | | PDewnload &1l recerd
Add Modi £ Delet, i i i T, al s
ot Ut vt il et paranater o kuto mpdate the TAA status | [ Clear record - BaT0 Hilneos
Terminel Managnent Unit Mensgement
= Al Groups
Groupl
Group2 B
Group3 11
Groupd
Grouph
! 0% &

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

System Logining

Management P/ l:l

aK Lancel

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

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



System prompt

@} rong adnin passwerd, you have 2 chances Lo try again,
\_'JJ Please enter the admin password sgain!

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

4.1.1  Add Unit

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

Terminal Nanagement &l
Termninal |nfor 5
. ’37 Communication Method
feii=lct % USBlno diiver)
5 2
Device D  LEN ,7
[Check Device 10 from the device menu)
" LAN[Client)
Device Mame 12
 COM
Device Group | Graup! :l'
" R5485 COM1 -
Teb statys | Aeal status hd
0K Cancel

Remark:

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

Device ID: Check Device ID from the device menu

Device Name: You can set it as you like.

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

T&A Status: There are three options: Actual Status, on duty and off duty. When we

set it as “Actual Status” the attendance records’ status in the software are as same they

are in the device. If you set it as “ON Duty”, all the records’ status which is from this

machine will be “On duty”.

USB: Connect the terminal via USB cable;
LAN: Input the terminal’s IP address. The default IP address is 192.168.0.218.
LAN(Client): Set server’s IP in the terminal, and only communication with that Server

or PC.

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

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

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



Machine Number: 1

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

Connection State: Abnormal

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

4.1.2 Modify Unit

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

Terminal Nanagement &l

Teminal Info

g Comrnunication Method
Terminal No.

=" USB[na driver)
: 2
Device ID  LAM ’7
[Check Device 1D from the device menu)

" LAN[Client]
Device Name ’27
" COM
Device Group ’m
~ Reass  [cown =
ThA, status ’W‘

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

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

System prompt

\:‘"/ Mready have the machine number and the dewice 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 opera(wn %ill deal with the selected machine
\_./ 1[Head Dffic
Are you sure m continue?

Cancel




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

@ | Select a1l
@ | Reverse Selection
Set the machine nunber
Set the IF configuration
Terminal information
Open the door via seftware
Meszage Management

User photo management

Disable the manager

[Select all]: Select all the terminals.
[Reverse Selection]: Select the terminals which are not selected. Cancel the
terminals which are selected.
4.1.4.1 Setthe machine number
Device ID use to identification different terminal. Also can set in the terminal’s
hardware menu [Setting]-[Device],
Set up X

Machine Mo. |1 [1-39393339)

0K Cancel |

4.1.4.2 Setthe IP Configuration
Set the IP configuration.

Set the terminal’s IP configuration

Set the terminal's IP configuration

I F addiess:

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

[ Senver IP address:
I~ Work mods:

E
ok Lancel

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

[2011-12-15 15:48:59]1[1]Set the network parameters successfully

4.1.4.2 Terminal Information

Display terminal information as follows:



Terminal information §|

Termninal infarmatior

5
User number

Fingerprint nurmber 4
Passwaord number 5
Card rurmber 1
Mew records number 1
Total records number 13

Fimnware version 2310
Device SH 2011111500000000
Betrieve | Lancel |

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

System prompt

4.1.4.3 Open the door via software

Open the door via software

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

[2011-12-15 15:50:48]1[1]Open the door via software successfully!

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

Send the message to the user when he clock in.

Click the item, a window pops up as follows:



B Neszage Nanagement X
Message Type vale messand Stait D] Begin date 2003 617 <] Erd date|2008- 17
Message Eonlent‘ Add Message
[tizssema (L Fead Message
NO. Message Typ Staff 1D Mame Begin date End date Message Content
‘ [1:4 ‘ Delete Al Messages | Delete Selected Messages‘

There are two kinds of message type: Private message and public message
Private message need the employee ID. If you do not input the employee ID,

following message box pops up:
System prompt g|

\_?J Input meszage not completel

Click [Add Message] to add a new message;
Click [Read message], you will see the message in the [Message List];
You can select one message and click [Delete Selected Messages] to delete the

message. One window pops up as follows:

Please confirm. ..

y Ave you sure to delete selected message?

g
Cancel

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

Click [Delete All Messages] if you want to delete all the messages. One window

pops up as follows:



Blease confirm...

\_',:J Are you swre to delete all messages?

i Cancel

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

If you click [OK], it prompts:

System prompt

\_? )  Delete meszage successful

Click [OK] to confirm.

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

4.1.5 Synchronize Time

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

[Synchronize time]. Following message box pops up:

Pleaze confirm...

92 This operation will deal with the selected machine:
[1]

g 3
dre you surs to continue?

i

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

[2011-12-15 16:05:38]Synchronizing time...
[2011-12-15 16:05:38]1[1]Synchronization successful!

4.1.6 Initialize Unit

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

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

Please confirm...

,  This opera(wn will desl #ith the selected machine
\_./ 1[Head Dfficel

Are you swe to continue?

) Cancel

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



Some operation information displays in the main interface as follows:

[2011-12-15 16:05:38]Initializing...
[2011-12-15 16:05:38]1[1]Initialization successful!

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

pops up:

Termianl parameter settings X

Maragement password(-033939] 1234
Sleep time{1-250 mints] 10
Volume[-5) 2
Dale fomat mm./ddpy 2
Tirne: farmat 24 Hour :"
Matching precision Goad [=|
Riecord slaim thieshold value(0-5000) 1000
Time period between 1epeated clocking(D-260 minute) |0
Fielay seltings 1-fing 2Lack =
iz iz Wiegand -
Fixed wiegand area code(0-254)
Lock Relay time{0-15 sscond]
Default identification method on the device

Display Default setling

Management password (0-999999): The management password for the terminal.

Sleep time (0~250minutes): How long dose the terminal turn to the sleep mode if
there is no one operating the terminal.

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

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

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

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

Time period between repeated checking (0~250minutes): The maximum value is



250 minutes. And the default value is 30s.

Relay Settings

There are 5 modes.

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

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

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

Door Open means bhoth relay control the lock

None means disable both two relays

Wiegand Mode: Wiegand26, Anviz wiegand.

Fixed wiegand area code (0~254): If you upload one fingerprint to two terminals, the
same fingerprint's wiegand outputs are different in the different terminals. If the two
terminals’ wiegand area codes are same, the same fingerprint's wiegand outputs are
same in these two terminals.

Lock Relay time (0O~15seconds): The door open delay.

FP access firstly: it means the T&A machine’s response when the user use the
fingerprints identification method first time, you can set 4 methods: no response;
password identification; card identification; pass directly; the default method is pass
directly.

Card access firstly: it means the T&A machine’s response when the user uses the
card identification method first time, you can set 5 methods: no response; password
identification; fingerprint identification (1:1); fingerprint + password identification; pass
directly; the default method is passing directly.

PIN access firstly: it means the T&A machine’s response when the user use the user
ID identification method first time, you can set 5 methods: no response; password
identification; fingerprint identification (1:1); fingerprint + password identification; pass
directly; the default method is pass directly.

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

Please confirm...

@ This operation will desl with the selected machine
st/ 1lHead Dffice]

fre you sure te continue?

) Cancel

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



The operation information in the main interface is as follows:

[2011-12-15 16:05:38]Set Advanced Parameter...
[2011-12-15 16:05:38]1[1]Parameter setting Successful!

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

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

all.
Click the button [Ring settings]. [Set ring time] window pops up as follows:
m Detailed infarmatiorn
Ringtime 0000
v tonday v Tuseday v Wednesday v Thursday
Iv Friday [ Saturday [ Sunday
+ add | = Dete | ok | gemcel |
Input the ring time and then click the button [+ Add)] to add the ring time to the “Ring
time list”.

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

Please confirm. ..

:,TJ' Are you sure to delete the selected ring time?

N Cancel

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

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

[2011-12-15 16:05:38]Setting ring time...
[2011-12-15 16:05:38]1[1]Set the ring time successfully!

4.1.9 Time zone/Group settings

This function is only for the terminals which have the access control output.



Click the button [Time zone/Group settings]. The [Set time zone/Group] window

POps up:
Bl Set time zone/Group ]

Time zone settings
Timze zone nurmber - Set
Monday begindend time 0:00:00 = ’Wﬂ%
Tuesday begin/end time 00000+ | o000 =1
‘Wednesday begin/end time 0:00:00 =+ ’DDTD%
Thursday begin/end time nooo0 = [ oooon =
Fiiday begin/end time sonon — [ nooon =
Salurday begin/end time e I
Sunday begin/end time 00000 & | ooooo =1
Group settings
Group number = Set
iz [ =
fmaemea [ =
frmagmea [ =
Tz [ =

e |

[Time zone settings]:
Select the time zone number. And then you will see the timezone settings.
If you want to modify the timezone, you can just set the parameters again and click

the button [Set] to save.

[2011-12-15 16:05:38]Setting the time zone...
[2011-12-15 16:05:38]1[1Set the time zone successfully!

[Group settings]:

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

If you want to modify the group settings, you can just change the timezone number

and then click the button [Set] to save.

[2011-12-15 16:05:38]Setting the group...
[2011-12-15 16:05:38]1[1Set the group successfully!

4.1.10

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

Download new record



Please confirm...

,  This opera(wn will desl #ith the selected machine
\_.‘/ 1[Head Dfficel

Are you swe to continue?

b Cancel

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

Following information shows on the main interface:

[2011-12-15 16:18:21]1[1]Reading attendance records...
[2011-12-15 16:18:22]1[1]Read the records completed,Records:3
successfully:3

4.1.11 Download all record

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

Please confirm...

,  This opera(wn will desl #ith the selected machine
\_.‘/ 1[Head Dfficel

Are you swe to continue?

) Cancel

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

Following information shows on the main interface:

[2011-12-15 16:18:43]1[1]Reading attendance records...
[2011-12-15 16:18:43]1[1]Read the records completed,Records:20
successfully:20

4.1.12 Clear record

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

Please confirm...

This opera(wn will desl #ith the selected machine
\_.‘/ 1[Head Dfficel
Are you suwre to continue?

b Cancel

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

Following information shows on the main interface:

[2011-12-15 16:19:02]Clearing time attendance records...
[2011-12-15 16:19:03]1[1]Clear time attendance records successfully

,Read

,Read



4.1.13 Backup Employee

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

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

Please confirm...

@ This operation will desl with the selected machine
s/ 1[esd DfFice]

fre you sure te continue?

o Cancel

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

The operation information displays on the main interface as follows:

[2011-12-15 16:19:18]Backuping staffers...

[2011-12-15 16:19:18]Backup staffer:1[1]

[2011-12-15 16:19:18]1[1] Backup staffer information completed,
Records:5 ,Read successfully:5

[2011-12-15 16:19:18]1[1] Backuping fingerprints...

[2011-12-15 16:19:18]1[1] Backup staffers and fingerprints completed!

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

bottom corner. Following message box pops up:

Please confirm... El

@ This operation will desl with the selected machine
s/ 1[esd DfFice]

fre you sure te continue?

o Cancel

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

4.1.14 Resume employees

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

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



Please confirm...

@ This operation will desl with the selected machine
s/ 1[esd DfFice]

fre you sure te continue?

Y Cancel

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

[2011-12-15 16:19:18]Get back staffers...
[2011-12-15 16:19:18]Get back staffers:1[Head Office]
[2011-12-15 16:19:18]1[1]Get back staffers completed

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

[2011-12-15 16:19:18]Get back staffers...
[2011-12-15 16:19:18]Get back staffers:1[Head office]

1[1]No such ID existed, recovery failed!

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

4.2  Record Supervision

Get the records from the terminal real-time.



) [))@ ) Eactizh

Communication Hanagement Software ¥3.9.6

Unit Managenent | Record Supervizion | Enployees Mansgsment

Record Mansgement U Disk Mansgenent
@ Begin Tine Checlein Tines 0
_O‘I End Tine Checlout Times 0

B | bbb ||| Boofopen B Other Status Tines 0
Real Time Management Real-Time Monitoring Records Information

= AlGroups

o
Growp2 i
Group3 1
Groupt
Grouss

Ne Name Date/Tine

Status Desciption | Terminal No Device ID Device name Department Pasition “ork Code | Identification Method

4.2.1 Activate real-time

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

attendance records...”. Now the software is beginning to supervise the terminal, and
then collect the records every 5 seconds.

You can review the record information in the [Real-Time Monitoring Records
Information] as follows:

Begin Time (2009-06-1T 16:33:36 Checl—in Times 13

End Time Checkount Times 0

Staff Humber T Other Status Times O

Real-Time Monitoring Records Information

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




o Narne: Date/Time Status Descrption | Urit Mo, Unit 5/M Unit name: Department Pasition

a0 Mark >a 20030617 16:5239  |In 1 1 Head Office Hardwiare Hardware Engineer

a0t Mark >a 20030617 16:52:40 | In 1 1 Head Office Hardwiare Hardware Engineer

a0z Eric: Qiu 20030617 16:52:42  |In 1 1 Head Office Shucture Structure Engineer

2 Brand Zhao 20030617 16:52:44  |In 1 1 Head Office Software Software Engineer

104 James 20090617 165246 |In 1 1 Head Office Hardware Hardware Associate Engineer

a105 Flyfire 20090617 165247 |In 1 1 Head Office Shiucture Structure Associate Engineer

104 James 20090617 165249 |In 1 1 Head Office Hardware Hardware Associate Engineer

9103 Michele 20090617 165251 In 1 1 Head Office Software Software Aszaciate Engineer

g1 Mark ia 20090617 165255 |n 1 1 Head Office Hardware Hardware Enginesr

g102 Eric: Biu 20030617 165256 | In 1 1 Head Office Shucture Structure Enginesr

g103 Michele 20090617 16:53.02  In 1 1 Head Office Software Softreare Assaciate Engineer

104 James 20030617 16:5303  |In 1 1 Head Office Hardwiare Hardware Associats Engineer

8105 Flyfire 20030617 16:5308  |In 1 1 Head Office Shucture Stucture Associate Engineer

a0t Mark Xia 20030617 16:5307  |In 1 1 Head Office Hardware Hardware Engineer

1 King Jin 20030617 16:5309 | In 1 1 Head Office RED RAD Manager

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

104 James 20090617 165312 In 1 1 Head Office Hardware Hardware Associate Engineer
MRITR Flifre IMNANRIT TRRIL (In 1 1 Head Nffice Shuchue Shriichire Aasneiate Froineer

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

Position pops up:

4.2.2

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

Prohibit real-time

Begin Time 2009-06-17 16:33:36
End Time 2009-06-17 16:34:55

ID: &107

Mame: David
Dept. RND
Posttion: Software
Enginesr

Staff Humber T

4.3 Employees management

Other Status Times O

Real-Time Monitoring Records Information

Employee management interface is as following:

Checkount Times 0

Cheel—in Times 18
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h Uit Management

- = x
Record Supervision | Employees Record U Disk t
D ™3 Download FE Employes ID @)
ﬁ; 7 pload Employees & FF | Employee Hame é
o
Add Modify Delete Transfer Set C B Check
Employse Enployes Employse | Depariment privilsge FPrivilege || ERDelste from Unit Terminal Enployes
Enployees Managnent Enployses communication Enployee Checking
= &l Groups
Groupl
Group2
Group3 1]
Groupd
Grouph
# aaw Employes b 2 | Card Na, Hame Sex Pasition Bitthday Employ Date  Phane Address Unit

4.3.1 Add employee

Click [Add employee] button, open [Add/Modify Employee Info] window which
includes 2 pages: Basic info as follows:



Add/Modify Eaploree Info 3

Basic Info I

wol

Card No. ’7

Neme|

sl =

Dept, |0 head office -

Group number ’ﬁ
e I

0 N Bithday .
e = EmployDate [ -
Pasition ~| Political Feature 2

Education ’—L‘ Speciality ,—L‘
Phane Mabile

Mative Place ‘

Address |

Save LCancel

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

= Add/Nodify Emploree Info X

Basic Info 1

Mo, [B107
Card Mo, | 5527589
e
e
Dept, | (B head office -
Group number ’ﬁ
g s ST

D Mo, | 300200198401 021 234 Bithday |17 1384-01-02 -
Nation |Chiness v Employ Date | ¥ 2009-08-26 -
Pasition | Puolitical Feature &

Education - Specidiy -
Phone Mobile | 13615689563

MNative Place ‘Ehangha\

Address |

Save Cancel

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

There are two ways to add pictures:

1st way: Click [5'] button, choose employee’s picture stored in PC and open [Edit
picture] window as following,



B Edit Picture ()

AR AN

Soe | Bemse | o]  Quse

=]

ven

Click the button [view] to choose one photo.

. -
| @] o]+

2

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

1%

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

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



o2 Shosting
Coners [ETIENICTR oS |

Choose camera equipment, and click the button [take Pic] to take a photo.

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

Click the button [ﬁ]] to delete the employee photo.

4.3.2 Modify employee

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

4.3.3 Delete employee

Delete the employee from the database.

Choose employee from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctr]] on your computer’s keypad). Click [Delete
employee] and the following window pop-up,

Please confirm. ..

\?/' Are you sure to delete the selected staffer?

Gancel

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

4.3.4 Transfer department

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



Flease select the department;

= ) Headoffice

- &8 D
88 FiD
8% General &ftairs Dep

=8 3i50]
88 Software
88 Hardware
88 Stuctue
88 Test

- &% PyD
8% Qualty
88 Product

&8 s

L1
oK LCancel

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

[Cancel] to cancel.

4.3.5 Set privilege

We can only upload the employees to the authorized terminal.

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



Set privilege 3
=0
TiHezd Dffice]
[ 2[Shanghail
=01 Group2
[ 3Bsiing]
[ #iShenzhen]
[ Group3
O Groupd
O Groups

oK LCancel

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

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

Staffer No. CardNo. Mame Sew Positior © Bithday Employ Date  Phone  Addiess 1stFP 2nd FP | Uit

3 Clak
> EXSN I 0 O Y N P =
1 Peter

Clark’s fingerprint is in the unit 1
Vivi's fingerprint is in the unit1 and unit2
Peters fingarprint is in the unit 1

4.3.6  Copy Privilege

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

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



Copy Function and Privilege

Copied staff ID

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

Set privilegs X
-0
0 1[Hed Office]
2[Shanghal
=0 Group2
O 3fesiing]
4[Shenzhen]
[ Group3
0 Groupd
0O Groups

LCancel

Then press [Cancel] to come back the interface, and click the button [OK] and the

following window pop-up:

Blease confira...

\:\,’) Are you sure to copy the selected staff s privilege?

i Cancel
Click the button [OK] to copy the privilege. After copy completed the following

window pop-up:

System prompt

\?.) The Selacted staff = privileges are successfully copied!

4.3.7 Download FP



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

Please confirm...

@ This operation will desl with the selected machine
s/ 1[esd DfFice]

fre you sure te continue?

o Cancel

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

[2011-12-15 16:27:16]Download fingerprint ...
[2011-12-15 16:27:16]Download fingerprint:1[1]
[2011-12-15 16:27:18]1[1]Download fingerprint completely!

4.3.8 Upload employee & FP

Upload the employee information and fingerprints to the terminal.

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

Please confirm...

@ This operation will desl with the selected machine
s/ 1[esd DfFice]

fre you sure te continue?

o Cancel

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

[2011-12-15 16:27:44]Upload employees and fingerprints ...
[2011-12-15 16:27:44]Upload employees and  fingerprints:1[1]
[2011-12-15 16:27:45]1[1]Upload employee and fingerprint completed

439 Delete from Unit
Delete the employees from the terminal via the software.
Choose the employees from employee info list (you can choose some or all the



employees by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the

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

Please confirm... El

@ This operation will desl with the selected machine
s/ 1[esd DfFice]

fre you sure te continue?

Y Cancel

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

The operation information shows on the main interface as follows:

[2011-12-15 16:29:05]Delete the employee from the device...
[2011-12-15 16:29:05]Delete the employee from the deviece:1[1]
[2011-12-15 16:29:05]1[1]Delete the employee from the device completely

4.3.10 Employee Checking
Search the employee information.

Staff ID

=)
Staff Mame: ¢

Check
Terminal e

Staff Checking

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

4.3.11 Department management

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

The menu pops up as follows:

Modi £y dept

Add dept
Delete dept

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

Input Department Name

Please Input D epatment Name:

oK LCancel

Input the department name. Click the button [OK] to confirm or click the button
[Cancel] to cancel.
[Modify dept]: Choose the department which is going to be modified. Click [Modify



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

Input Department Name

Please Input D epatment Name:

oK LCancel

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

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

Blease confirm...

\-?/I Are you sure 4o delete the selected department?

] Cancel

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

Select a1l
Cancel Zeletion

Transfer Department

SN X<

Copy Frivilege
hdd Staffer
Modi fyr Staffer

A x

Tlelete Staffer

4.4 Record management



r_“) £3/@ () Engliszh NE Communication Nanagement Software V3.9.6 - = x
h Uit Management Record Supervision  Employees Record U Disk t
. Teat file(k, tut) - [}
S bepin Tate B 2011-12-03 - @ | Export Format Test file(k tc Enployee No. Length
é Buport Field No.:DatefTime;Terminal ¥o ;Sta - Space symbol Tab -
EE 2011-12-03 + | Search Export
T Ead date EHGS Search || fornat |vrvy-o-dd Hhinaiss ~|Spaca ambol Length |1 arord
Record Sesrch Export Resord
= Al Groups
Group!
Group2
Group3 1]
Groupd
Group5
i Name Date/Time Status Status Description  Terminal Mo/ Devics D Device Name Dapt Pasition ‘work Code  Ident
<

441 Record Search

. (=
[ Begin Date %ed 6/17/2009 - # )

[ Fnd date | Wed 6/17/2008 - || Search

record

Record Search

Set the Begin Date and End Date as follows:

1 March 2009 3
SMTWTF 3

56 7
215 14
15 1 19(z0]21
22 73 24 25 26 27 28
29 30 31

12 3 4
& 91011
516 17 18

Today

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



No. Mams Date/Time Status Status Description  Unit No. Urit 5/M LUnit Mamg Dept |
1 King.Jin 2009617 16:3368 | In 1 1 Head Office RtD t
1 KingJin 2003-6-17 16:5309 | In 1 1 Head Office R&D ]
2 Brand Zhao 2003-6-17 16:32:48 | In 1 1 Head Office Saftware H
2 Brand Zhao 2009-6-17 16:3402 | In 1 1 Head Office Saftware H
2 Brand Zhao 2009617 TB:52: 44 | In 1 1 Head Office Software H
2 Brand Zhao 2003617 16:5310 | In 1 1 Head Office Software H
» 8101 Mark xia 2003-6-17 16:26:36 | In 1 1 Head Office Hardware t
210 Mark Kia 2009-6-17 16:26:47 | In 1 1 Head Office Hardware t
2101 Mark ia 2009617 16:28:09 | In 1 1 Head Office Hardware t
aim Mark Xia 2003-6-17 16:26:24 | In 1 1 Head Office Hardware t
a1m Mark xia 2003617 16:28:26 | In 1 1 Head Office Hardware t
210 Mark Kia 2009617 16:28:27 | In 1 1 Head Office Hardware t
2101 tark ia 2009617 16:28:29 | In 1 1 Head Office Hardware t
aim Mark Xia 2003617 16:26:31 | In 1 1 Head Office Hardware t
a1m Mark xia 2003617 16:28:33 | In 1 1 Head Office Hardware t
4.4.2 Export Record
Set the export format, export file and time format.
Export Farmat Text file(*.bxt) ~  Staffer No. Length 6 b j-:
Export Figld Mo.;DatefTime; Unit Mo, Status - Space symbol |, °
E: t
Time Farmat. yyyy-mm-dd hhimmiss - Spacs symbol Length 1 retord

Export Record

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

Text fi
CS¥ file (k. esw)
Excel filel#. x1s)

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

[ Ho
[ ¥ame
[#]Date/Tine
[#]Unit He.
[Jvnit name
[#]5tatus
[Jstatus Hame
DDepartment
[JFosition

Time format: 4 optional formats

yra—mm—dd hbhimm: =5

¥¥yym—d hhimm:ss

wy—mm-dd hhimm:=s
4dhh

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

Space symbol: space symbol to separate fields

Space symbol length: space symbol bit

After setting completed, click [Export record] button, open ‘Save as’ window, choose
save file directory, input file name as following,



) 2K
BEED: [Drepert v @R

Bl e
) Staffars, ixt

o sl
o B ® -

IHEE [ka-Rep. txt Eal 87 5)
RERE D Text file (+ txt) - i

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

Systen prompt

\?/' Records have been exported to * E:\Test\Report\EQ-Rep. txt "

Click the button [OK] to confirm.
5.5 U disk management program

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

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

Software interface show as follow:



@ ) Engtizn - Communication Nanagement Software ¥3.9.d o= x

=
Unit Wansgement  Bacord Supsrvision  Enploysss M Record M 1 Disk M

R g @

J9Find U Disk | Eead Records Restore Employee Backup Employes
fron U Disk from U Disk to U Disk

U Di sk Menagenent

=1 &l Groups
Growp |
Group2 .

Group3 ]
Group4 -
Group5

(20111109 14:23 DBJ1[1]0pen the: door via software successfull!
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Read data from the U flash disk: First click [Find U Disk] to fine the path of the
USB flash disk, click [Read data from the U disk] the system will auto read the data from
U disk and export to local database.

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

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

Prompt: If the local database has had this record already, the system will prompt

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

5.6  System settings

Click the icon [=] on the top left corner, the menu pops up as follows:
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| Basic Parameter Setting
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\? T&A state Setting

']?‘-‘ Timing Downloading Becord
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‘U’ Banagement P¥ setting

]ﬁ’-! Database linking setting
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5.6.1 Basic parameter settings
Click the [Basic Parameter Setting]. The [Basic Parameter Setting] pops up:

B Basic Parameter Setting X

Blasic Parameter

Com Port Communication delay time(1-5) Seconds

]

Metwork Communication delay time(1-20) Secands
[~ Communication Failed, automatically exit cunent operation
[ InRealime Monitoring, vaice prompts "Department Name'*

[~ Clear the data after downloading

ok | LCancel ‘

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

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

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

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

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

Click the button [OK] to save the setting.

5.6.2 T&A Status setting

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



TeA Status setting K

A Please sortitin ascending order
Status value | Symbol Status Descriprion
» In
10 Out
22 2
33 3
44 4
55 5
56 B
77 7
B 8
EE 3
1010 10
R 11
1212 12
1313 13
1414 14
1515 15
Upload to the selected terminal \

Click the state which is going to be modified. Input the status description.
[Upload to the selected terminal]: Upload the T&A status from the selected terminal.
5.6.3 Timing Downloading Record

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

Timing Downloading Record

I~ Run Timing Downioading Recard

Downloading Time: ‘

Tine: | 0000 = Add Delete Time
oK Cancel

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

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

Click the button [OK] to save the setting.

5.6.4 Management PWD Setting

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



B Nodify management password

0ld Puwd |

Mew Pud: |

Cornfirm P |

oK Cancel

[Old password]: Default password is empty.

If user has modified password, please input this password which is used to log on

system. If it's wrong, system will prompt,

System prompt

\_?(i e @A poesmard A Ansmros fileoe oo (e peesnmd ol

Click [OK] and input old password again.

[New Pwd]: the password user wants to set.

[Confirm Pwd]: Input new password again to confirm.

If confirm Pwd is different from new one, system will prompt:

System prompt

\-?fi BantEemeien Blof o i o mo proanesd A

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

System prompt

\_‘_:/i Adnin passrord medification successfull

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



B} Data Link Properties @

Provider \Cunneclluﬂ | Advanced | All

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

[E:\Test40A3000 At £\ AL+2003. mdb

2. Enter information to |og on to the datahase:
Username:  [Adnin |

Blank password ] Allow saving password

Test Connection

[ Ok H Cancel ][ Help ]

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

Nicrosoft Data Link X

9
‘T/ Test conmection succesded.

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

System prompt

\_‘,:) Databass connecting successful, plesze restart the software!

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

Please confira...  [K)

2) 7
\_,/ Are you zure to exit?
Cunca

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

5.7  User interface configuration



5.7.1 Interface skin color

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

5.7.2 Change the software language

Choose the language in the option [ <"nes V.

5.7.3  Set quick access button

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

prompts:
) C0@ () English MG Communication Management Software
Tnit Management Record Supervision Employees Management Record Management
— — — _ P \ 5 .
CL3) ( D \- {
BER Q @ 9 b O L
Add  MWodify Delete Synchrond Tritiali Terminal Rin Time zone/Group Down
Uit Umit  Unit time I% Add to Guick hecess Toolbar Is settings new r
Terninal Managnent Unit Wanagement

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

) C0 @ ) English -8 ﬂ Communication Nanagement Software
~ Bl
Unit Management | Record Supe |V | Blue [}s et Record Management
» | Black

vy i O

5 = =
Add  Modify Delete Symehronize V| Language Ring Time zome/Gronp Towr
Unit  Unit  Unit time V| Synchromize time fettings settings new 1

[ — S —— Unit Management

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

It prompts:

) C0@ () English |Gl s i i gement Software
J = Remove from Quick Access Toolbar

Unit Management Record SuperersTom EMPLGVEEE Keeord W t
S 7 - |
ale (
Add Modify Delete Synchronize Initialize Terminal Eing Time zone/Group Down
Unit Unait Unit time unit parameter settings settings TEew t
Terminal Managment Unit Management

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



Chapter5 Background Management

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

rules of attendance etc.




5 Background management

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

5.1 Login system

Double click the icon @ on the desktop to start the attendance background

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

Administiator: v
Paswot ]

The default administrator's name is “Admin” and password is empty. Log in system

and the following interface will be displayed:

# Fingerprint T&A and Access Control System V4.5.1 [;\@HX\

System MR Management Attendance Exception Data Maintenance External Help

gt

Employess Timetable Schedule

¥

-

PRI

2011-12-15 14:40:17  Admin Fingerprint T8A and Access Control System Be True & Safe




The main interface includes three parts:

1. System menu: Include the whole function module& information

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

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

5.2  System

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

B Adninistrators

Administrator’ s Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Ctrl+d
5.2.1 Parameters Settings
Click [Parameters Settings] in system menu. The following window will prompt:

o System parameters setting @

. Basic parameters |

Stat. Rules | Leave class | Field definition
Basic info

Unit Hame: |Head office

Common Rule

shift expands bwo daps
(%) Count as the 15t day
) Count as the 2nd day

[
A workday count as 480 Lﬂ Minute

L
[Nt clock in court as late |50 pinute
Overtime Calculation

0

p Normal D

] Mot chack,out count as eatly |57 1) it maltey
Haliday |7

I 0
[ oft duty |50 1] minutes later clock-out count as ovetime FEstival

Pic5.1 Parameters Settings
Basic parameters:
Set your company name, the default is “Head office”
Input your company name that will be deemed as the head of departments list.
A working day count as how many minutes is the base for time attendance
calculation which will be the transition standard to calculate the late to work/early to leave
[free overtime items, minute is the good transition standard of hours and working day.

“Late for work as how many minutes” can be set when no clock-in on duty, “early to



leave as how many minutes” when no clock out for off duty. Free overtime work can also
be calculated on the base that how many minutes working after off duty time.

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

Stat. Rules:

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

¥} System parameters setting E|

Biasic parameters [{ 5tat. Aules | Leave class | Field defirition

Stat. Items:

Stat. Rule
Late: Unit Set
Eay
Business Leave
Leave
Absence Mirirnurm
Stay away
Overtime:
Free Overtime Round-off control

O Found down
(O Round up Round at tatal
(% Round off [ &ccumulate by times

Unit: | Day A

1

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

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

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

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

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

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

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

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

Leave class:

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



» System parameters setting &

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

8 & @

Append  Delete  Modify

Name Calar -~
Administiation Departd

Leave Class:
Show Colar:
Indicating Symbol l:l

Sales

Add new leave class:

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

Revise leave class:
Select the name of leave class which one need to be revised, click [Modify], input

new name of leave class and color, and click [Save] to finish.
Delete leave class:

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

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

#) System parameters setting [57

Basic parameters || Stat. Rules | Leave class | Field defintion \—

Field Mame Input new field walue:

Chinese
English

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

5.2.2  Administrators



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

# Administrator set 3

)
|

ippend Delete Hodify

Name Adriristator: AN

| ~dmin Dept operable: @ Items operable: @

¥ Head office

! E The new administrator has a default password: 888538

Append new administrator:

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

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

Note:

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

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

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:

oAd.l:i.nistra‘tDr modify password

Old Pyud: “

|
New Pwd: ‘ ‘
Confim Pwd: ‘ ‘

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

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

aAttendance record modification log ‘._|®
Gearch Restore Close
Time Range
Department] ) Headoffice v Staifer No [l v| FomEEE 31 v | oooor 5| To[a0ns 43 v 23mEmy 4
Department Staffer Mo. Mame Clacking Time State Modify type  Reasons Administrataor
v
< | >
RecordCount a

Select department, staffer ID and time range and click [Search] and those records
which match the above condition will be displayed as follows:



0 Attendance record medification log

i IO

Fearch Basters Clesn

Time Mg
Deparimend | [f] Hosdolies = Siafie o * Fom B ¥1 | 000 S To|JH4-d | 23RS D
Depanment Slale Hi Hiare Dy Tiwe Engh Moy os | Rissser Adrrabisha
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Notice: Modified record log shows all the time attendance record modifications; If
there’s record that has been revised incorrectly before, it can be recovered by selecting
this record and clicking[Restore]

Click [Close] to exit.

5.2.5 Managing Log

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



‘oAr].linistratnr operation log ‘Z‘@El

B
=
Gearch Close
Time Range:
Administrator | Al v From |EEOE- 314 » | 00001 5 To |2009- 413+ | 235353 &
1D MName Managing Time Remark ~
P Jadmin 2009413 11:52:48 Operating system parameter seftings
21 Admin 2009-41311:5%30 Operating system parameter settings
20 Admin 2003-4-1311:51:47 Operating system parameter settings
19 Admin 2009-41311:4%:33 Operating system parameter settings
18 Admin 2009-4-1311:44:10 Clear the data before " 2009-03-01 "
17 Admin 2009-4-13 11:43:21 Operating business leave/leave
16 Admin 2009-41311:42:38 Operating business leavesleave
15 Admin 2003-4-1311:41:53 Operating business leave/leave
14 Admin 2009-4-1311:40:55 Operating business leave/leave
12 Admin 2009-4-1311:36:39 Operating festival/holiday settings
12 Admin 2009-41311:3216 Operating system parameter settings
11 Admin 2009-4-1311:25:10 Operating system parameter settings:
10 Admin 2003-4-1311:24:47 Operating system parameter settings
9 Admin 2009-41311:24:41 Operating system parameter settings
8 Admin 2003-4-1311:24:21 Link the database to
7 Admin 2009-4-1311:23:08 Dperating system parameter settings
€ Admin 2009-4-1018:01:08 Operating system parameter settings
v
< >

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

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:

Brompt information

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



E} Data Link Properties r‘s_q

Frovider \Cnnnecnnn \Advanved All

Specify the following to connectto Access data:
1. Selector enter a database name:
[E:\Test Backeroup managementihtez0ld nde [0

3. Enterinformation to log on to the database

Username:  [admin |

[ Blank password  [] Allow saving password

Test Connection

[ ok [ Cancel ][ Help |

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

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

5.2.7  Exit System

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

Please make sure ... @

2 it?
\___/ hre you sure to exit?

| [ cancel

Click ok to exit management software and return to Windows system.
5.3 HR Management

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

W Depariment Management Ctrl4D
) Staffers Maintenance  CtrltG

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

following window:



9 Departaent Nanagement X

@ &ﬁ 0 SO a))

=
Append

Departments List

Being Selected Dept
il Head office

Input the new department name

Y

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

When deleting 5 department,
Staffers of the department will be
maove ta head office automatically!

Add a new department

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

Note: when you want to do some other operations to the new department, you need

to set the privilege of modifying the new department for the administrator in the

[administrator set] first (choose the new department you just added in the “Department
operable”).

Department modification

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

Delete the department

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

Please make sure ...

?‘j {0 e 50 0 £l GG Arprteest )
\.

3 Cancel

Notice: repetition of department name is not allowed; if there are staffers existing in

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

5.3.2 Staffer Maintenance

Click [Staffer Maintenance] in [HR Management] menu, the following window
appears:
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Append Delste Modify Transfer Inport
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ato David Headoffice
2102 Allen Headoffice
a103 Daik Headoffice
aind Willen Headoffice
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RecordCount: | 11

Staff's adding:

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

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

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

Staff's modification:

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

Staff's deletion:



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

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

Import staffers:

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

Staff’'s department shifting:

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

window will pop up:

9 Staffer Transfer X
Select the department to transter.
i Head office
2% Adminitrator Department
i
&8 Sales
&% Pi0

Select the new department and click [OK] to complete.
Export Staff:
Right-click on staff list and the following window pops:

Staffer No MName Department Pozition Employ Date
> T Select 411 Cirlth 2006-04-03
a0z Diavid Cancel ALl Chrl4T 2006-04-16
103 King Jin 2005-05-30
104 Clark Fuan Export Data 2006-0315
a105 Mark Simih v Staffer No. 0520
Show all columns v Hane
v Department
v Fosition
v Employ Date
v Telephone
v Address
v Sex
< v Language
ingers v Comment

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

Meanwhile, the modification will take effect and be saved.



Click [Show all columns] to display all fields in the list.
Click [Export Data] and following window will prompt:

Save As B
Saveln | L Backerowp mamagenent v @@ em
T
e
Recent
Deskiop
=7
tly Dovmants
g
y Computer
iy Hetoork
Flle name: || v Fove |
Soveastpa [Tt File 040 v o)

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

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

5.4  Attendance Management

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

Holiday List

TimeTable and Shift CtrltE
4 Staffer Scheduling Ctrl+P

Attendance Eecord
[ Attendance Caleulating and Report Cirl+R

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

]
& &
= . L
Append Delete Modify

Name StatDale | 2009 416w Daps (3 [&]
Holiday Marme Start Date Days
[ rey 0y n0s0501

Add festivals or holidays



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

Modification of festivals or holidays

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

Deletion of festivals or holidays

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

5.4.2 Timetable and Shift

The relationship between shift and timetables:

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

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

Timetable maintenance:

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

o RaeE

Append Delete Modify
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Pic5.2 Timetable Maintenance
Add a new timetable
Click [Append] and enter the corresponding information:
[Timetable Name]For instance: Day Shift

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

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

[Count as work day](1)

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

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

Finally click [Save] to confirm.

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

[Late error allowance]lmeans how many minutes after[On dutylare treated as



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

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

The timetable Modification

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

The timetable Deletion

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

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

Example——Add a timetable:

Complete process for adding four timetables:

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

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

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

Shift Maintenance

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



o TimeTable and Schedule Naintenance @

Timetable Maintenance || Shift Maintenance |
$
|| 2 ))
5 N = W
Append Delete Modify
Shift Name: -~
L Shift Name | day shift Cycles [T 3] CocloUrit [ Week [
three shift
Date Timetable 1 Timetable 2 |Timeraue 3 lTineTable 4
Sunday
Monday Day
Tuesday Day
‘Wednesday Day
Thursday Day
Friday Day
Saturday Day
v
Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:
normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables and
time range required in this shift in the springing window (see the Pic5.3 below) For
instance, select the timetable — Day shift and select from Monday to Friday and then click

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

5]

Clan

details.)
¥ 4dd Shift Timetable

Choice a timetable: Choice the date

Timetable ... | On Duty Ti...| Off Duty Time 4 Sunday
" 2110 = ¥ Monday

(3 D . 17.00  Tomstoy
moming 0400 1200 ] Wednesday
aftermoon 1200 2000 v Thursday
ight 20:00 04.00 ]
e Satuday

L
4 [
o | Cancel |

Delete the timetable:

Pic5.3 Add a timetable

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



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

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

Modify a shift:

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

Delete a shift:

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

Example——Three shifts:

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

Step 1:

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

to “week”. Please see the picture below:

0 TimeTable and Schedule Naintenance E]

Timetable Maintenance

) 3
h A
i =]
Append Delete Modify

Shift Name 2’
¥ day shit Shift Name: ] Cycles |3 3 Cycle Unit ‘wWeek  w

{ |

Date Timetable 1 Timetable 2 |TimeTab|v 3 |TimeT able 4 A

Sunday
Monday
Tuesday

‘Wednesday
Thursday
Friday
Saturday
Sunday
Monday

Step2

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



(morning shift, from Monday to Friday)
Click [Add] and the following window pops up:

# Add Shift Timetable 3]

Chaice a timetable:
Timetable .. | On Duty Ti..| O Duty Time
Day 08:00 17:.00

3

afternaan
night

1200
2000

2000
04:00

Chaice the date:

[Jan

Sunday
v Monday
| Tuesday
| Wednesday
| Thursds,
”
Saturday

‘wednesday
Thursday
Friday
Saturday

Sunday
Manday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday

3 Monday
Tuesday

Cancel |

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

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

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

# idd Shift Timetable

Choice a timetabls:
Timetable On Duty Ti.. Off Duty Time #
Day 0g:00 1700
moming 04:00 1200

T E—

Chaice the date:

X
(WL

Sunday
Monday
Tuesday
‘wednesday
Thursday

Wwednesday
Thursday
Friday
Saturday

20,00 0400 Friday
Saturday
Sunday

| Monday

| Tuesday

v ‘Wednesday

| Thursda

)

Saturday

Sunday
3 Monday

Tuesday

Concel |

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

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



#) Add Shift Timetable X

Cheice a timetable; Choice the date: Cla
Timetable ... | On Duty Ti...| Off Duty Time Sunday v Wednesday
Day 0800 1700 Manday v Thursdan

Tuesday v
morning 04:00 1200 ‘wednesday Saturday
afternoon 12:00 20:00 Thursday

» TR i

aturday
Sunday
Monday
Tuesday
‘wiednesday
Thursdap
Friday
Saturday
Sunday
| hMonday
| Tuesday

[~
v

oK | LCancel ‘

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

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

a‘[ilerahle and Schedule Naintenance E]

| Timetable Mainlenance:
2R
Append Delete MNodify v
Shift Name o
P{day shitt Shit Hame |three stilt Cycles (3 3| Cycle Unit | week  w
> |
Date Timetable 1 Timetable 2 |TimeTah\e 3 |TimerJle 4 ~
Tuesday morning
Wednesday  |moming
Thursday morning
Friday morning
Saturday
Sunday
Monday afternoon
Tuesday afternoan
Wednesday aftermoon
| b= >

5.4.3  Staffer Scheduling
Click [Staffer Scheduling] in [attendance] menu. The following window appears:



taffer Scheduling

Selent #ll Selest Home | Arrange h:
# Lam Loona Photo House| Search Staffers I -}
Staffer No. Department Shift o
b4l
10 Operation
Akl Leow Chee Siang Head Office day shift B
12 SuHeales Head Offica
2 Ching Head Office day shift
4 Andy Ho Head Office
5 Sellamah &/P Appad. Head Office day shift
4 It 4
Time Range
Fiom 20090401 v & L//g ) (A )
= Y B R Y
To | 2009-04-20 - Del. Temporary Add Temporary
Date Timetabls 1 Timetable 2 TimeT able 3 |T\meTahIe 1 ‘ ~
04-01 Wednesday
04-02 Thursday
04-03 Friday
04-04 Saturday
04-05 Sunday
04-08 tonday
04-07 Tuesday
40 e b

Pic5.4 Staff scheduling
Choose the department or several personnel that need to arrange shifts, click
[Arrange], the following window appears:

Staffer shift maintenance

Shift List Shift Timetable
Shift Mame | Cycle quantty |2 [Date Timetable 1 Timetable 2 |T|mETah\33 |TmeTamea ‘
1 oy sht B
thres shift 3 fuliad
Monday Day
Tuesday Day
‘Wednesday Day
Thursday Day
Friday Day
Saturday Day
)
< | =
. The curent shift schedule
UEB (S Shit name
Begiming 20030401+
Ending 201430 v
Add S pel oK LCarcel

Pic5.5 Add a new shift
Add a new shift

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



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

Please note:

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

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

Deletion of the shifts

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

Arrange a Temporary Shift

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

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

Please make sure ...

\-?4/ Are wou sure to make temporary shift =zchedule to the szelected Staffers from 2009-03-01 to Z009-04-097

Cancel

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

following window will pop up:

# Add a temporacy timetable ]

Select the timetable to add Select the dates Clan
Timetable... | On-duty time | Df-duty time| A 04-123unday
[3 normal day | 09:00
night 2000 05:00
morning 0=:00 1200
v
[ ok ] (=

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

[Delete]: Delete the selected timetable;

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

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



5.4.4 Attendance Records

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

#) Scacch Staffer’ s Attendance Record

h x (]
By & B
Gearch Eeport Export Modify Log
Time Range
Departnent| {f Hesdoffce v Stafertio |4l v FonlEE 41 v 0000 2] To[ows 16 v | [zasess 2
D cpartment StafferMo.  Name Date Time State Location D ~
» I—
v
FiecordCount: 0
Inquiry of attendance record

Select the department, staff, the beginning and ending time that need to

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



Search Staffer’s Attendance Record
ot (]
o]

Search Eeport Export Modify Log

Time Range
| From|EIIE- 41~ | [ moom )

|StafferNo. | Mame: | Date Time | State | Location ID

Department | [ff Headoffice v Staffer o,

To[2m08 416 v | [238953 5

> |

£ trator D epartment
Adminitrator D epartment Jake Chen 2003-04-01 17-00:53 Clock Out

[

Adminitrator D epartment Jake Chen 2003-04-02 17-05.16 Clock Out

Adminitrator D epartment Jske Chen 2003-04-03 17:01:54 Clack Out
Adminitrator D epartment Jake Chen 2003-04-06 17:03:42 Clock Dut

Adminitrator D epartment Jake Chen 2003-04-07 17:14:20 Clock Out

Adminitrator Department 8001 Jake Chen 2003-04-08 17:20:05 Clack Out

Adminitrator D epartment 8001 Jake Chen 20030403 17:11:24 Clock Dut

Adminitrator D epartment 8001 Jake Chen 2003-04-10 17:04:34 Clock Out

Adminitrator D epartment 8001 Jake Chen 20030413 17:27.06 Clock Out

FiecordCount: | 135 |

Attendance record report form preview

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




- :
7= Preview
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Head office attendance record report

2008-04-01 To 2008-04-16

F Jake Ghen 8001 2008-4-1017.04:34 | Clock Out 2008-4-7 74516 ClockIn
3000-4-1 72305 ook 2009-4-13 73546 | Clogkin 2009-4-7 171420 | Clock Out
200041 170058 | Clock Outl 2009-4-1317:27:06 | Clock Out 2009-4-5 7.08:12 ClockIn
S0004.27.4535 ook 2009-4-14 70612 | Cloekin 2009-4-5 7.24:53 ClockIn
200042 170518 | Clock Oul 2009-4-1417.16:25 | Clock Out 2009-4-817:2005 | Clock Out
0004375012 ook 2009-4-15 746:59 | Cloekin 2009-4-9 7.49:52 ClockIn
200043170154 | Clock Oul 2009-4-1517.08:53 | Clock Out 2009-4-9 7.51:56 ClockIn
S00044 74354 ook 2009-4-16 8.00:59 | Clockin 2009-4-9 8.02:15 ClockIn
20009-4-6 73036 Clock In Count: 27 2009-4-917:11:24 Clock Dut

2009-4-107:4519 | Clockin
2210523?7177_40581? %T;:kc:,:" RED R U8 2005-4-1017.0434__| Glock Out
2009-4-7 1714:20 | Clack Out 2000-4-1 7.23:05} ClackIn 2009-4-137:3546 | Clockln
2009-4-8 70812 Clockin 200%-4-117.00:59 [ Clock Out 2000-4-1317.27.06 | Clock Out
2008-4-8 72453 Clockin 2008-4-2 7.45:35 ClockIn 2009414 7:0612 | Clockin
2009-4-81720.05 | Clock Out 200%-4-217.05:16 [ Clock Out 2000-4-14 17.16:25 | Clock Out
2009-4-9 74952 Clockin 2008-4-3 7:52:12 ClockIn 2009415 7:4669 | Clockin
2008-4-9 751 56 Clockin 200%-4-317.01:54 [ Clock Out 2000-4-1517.08:63 | Clock Out
2008-4-98.0215 Clockin 2008-4-4 7.43:54 Clockin 2009-4-16 8:0069 | Clockin
2009-4-971711:24 | Clack Out Zzuuuugg_:lﬁffusé_afz CC\LUcin;Ilt Count: 27
2201?_::10017?_40?394 ;Lﬁkgln 2008-4-7 74516 | Clockin FaD Mark Simth 8105
o0as1373545 | clockn 2009-4-7 17.14:20 | Clock Out 2009-4-1 7.23.05 ClockIn
005413172708 TCiock ol 2009-4-8 7:08:12 Clockn 2009-4-117:00:59 | Clock Out
onaia7o512 1 clockm 2009-4-8 7:24:53 Clockn 2009-4-2 7.45:35 ClockIn
005414771635 ook ol 2009-4-817.20:05 | Clock Out 2009-4-217:0516 | Clock Out
o0a157 3655 | clockn 2009-4-9 7.49.52 Clockn 2009-4-3 7.52:12 ClockIn
SeT e 0627 ook oul 2009-4-9 75156 Clockn 2009-4-317:01:64__ | Clock Out
TNN3-4-9 307 1A Clnrek In FNN9-4-4 7T-43A4 Clnrk In

Fage 141

Attendance records exporting

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

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

5.4.5 Attendance Calculating and Report

Inquiry of report form:

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

window appears:



# Attendance Calculating and Report 1 (=1E3]
; s |e
A ] =
Caloulate Beport Enport Exception

Time Range

Staffer| Al v From |EIE- 4- 1 & o000l % To 2003 416 » | (235353 %
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated Items

Department| ] Head office

Depatment| MName | StafferNo | Date | Timetable On Duty OF Duty
»

Clack In Clack Out

Pic5.6 Attendance Calculating and Report
Select the beginning, the ending date and the department and staff that needs to be
calculated and then click [Calculate].

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

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

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

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

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



QAttemlance Calculating and Report

BX]

(] @
o _O] ==
Caleulate Report Export Exception
Time Range
Department ﬂ Head office s Staffer| Al - From | 2003 4- 1+ [ To| 2009- 416  » | 236353 (4
Attendance Exceptions | Shift Exceptions | Other Exceptions | Caloulated Iters
Department Staffer Na. Mame Date Time State Operation Exception De. Timetable Check -~
» &dminitrator De 8001 Jake Chen  2003-04-01 07:23:05 Clock In Nomal record — Mormal
Admiritrator De 8001 Jake Chen  2003-04-01 17:00:59 Clock Out Mermalrecard  Normal
Admiritrator De 8001 Jake Chen 20030402 07:45:35 Clock In Narmal recard  Mormal
Adminitrator De 2001 Jake Chen  200304-0217.05:16 Clock Out Momal record  Mormal
Adminitrator De 8001 Jake Chen  2003-04-03 07:52:12 Clock In Mommalrecord  Nomal
Adminitrator De 8001 Jake Chen  200304-0317:01:54 Clock Out Momal record  Mormal
Admiritrator De 5001 Jake Chen  2003-04-04 07:43:.54 Clock In Delete Irvalid recard
Adminitrator De 8001 Jake Chen  2003-04-06 07:38:36 Clock In Nomal record  Mormal
Admiritrator De 8001 Jake Chen  2009-04-06 17:08:42 Clock Out Mermalrecard  Normal
Admiritrator De 8001 Jake Chen  2003-04-07 07:45:16 Clock In Narmal recard  Mormal
Adminitrator De 2001 Jake Chen 20090407 17:14:20 Clock Out Momal record  Mormal
Admiritrator De 8001 Jake Chen 20030408 07:08:12 Clock In Narmal recard  Mormal
Adminitrator De 2001 Jake Chen  2003-04-02 07:24.53 Clock In Delete Irealid record
Admiritrator De 8001 Jake Chen  2003-04-08 17:20:05 Clock Out Mormalrecard  Normal
Adminitrator De 8001 Jake Chen  200304-09 07:43.52 Clock In Momal record  Mormal
Admiritrator De 8001 Jake Chen  2003-04-09 07:51:56 Clock In Delete Irvalid recard
Adminitrator De 8001 Jake Chen  2003-04-09 08:02:15 Clock In Delete Irvealid record
Admiritrator De 8001 Jake Chen  2003-04-0917:11:24 Clock Out Mermalrecard  Normal
Admiritrator De 8001 Jake Chen  2003-04-10 07:45:13 Clock In Narmal recard  Mormal
Adminitrator De 2001 Jake Chen  200904-1017:04:34 Clock Out Momal record  Mormal
Adminitrator De 8001 Jake Chen  2003-04-13 07:35:46 Clock In Mommalrecord  Nomal
Adminitrator De 8001 Jake Chen 20030413 17:27:06 Clock Out MNomal record Mormal
Adrmiritrator De 8001 Jake Chen  2003-04-14 07:06:12 Clock In Mormalrecard  Normal
v

We will see such mistakes as “state mistake “,” invalid record”, “repeated record”, etc.

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

menu):

Jake Chen 20090403 07:62:12 Clack In Nommalrecord | MNomnal

Jake Chen 20030403 17:01:54 Clock Dut MNomalrecord  Normal

Jo| Depert Dats Normalrecord. Nomal

la Create report for curremt grid Norralrecord Nomal
Clock in nalrecord  Mormal

Ja holete selected Tel Clock out palregard 1 Nomal

18 Cancel speration for selected CtrltZ wertine in  J0ecard . Nomal

Ja lid record

Modify and save Exception Cirlts Dvertime out

Ja) it nalrecord  Momal

Ja  Change filter » . nalrecord  Mormal
Dut back .

Ja  Columns » lid record

Ja|  Show all columns Delete Irvvalid record

JaKE CREn Z0UFUET TIITIZY CIOCK U0 Momalrecard  Normal

Jake Chen  2009-04-10 07-45:19 Clack In MNammalrecord  Mormal

Jake Chen 20090410 17:04:34 Clack Dut Nemmalrecord | MNomnal

liboFhan  NAMAA7 N7-26 48 Flock 1n Rlrermal emecerd Bl

The definition of each option as follows:

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

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

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



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

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

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

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

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

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

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

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

Export Data

Create report for cwrrent grid

Filtering Record L
Columns 4
Show all columns

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

Export Data

Create report for current grid

Colunns L4
Show all colunns

The operation is the same as stated above.

Report:

Click [Report] in pic5.6 and the following menu will pop up:
Attendance Report
Daily Report
eneral Keport

Exceptions Report
Create a Report For Cuwrrent Grid

Pic5.7 Exception menu

[Attendance Report]: Calculate staff's attendance record;
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t: &S A X

Head office atendance record report

2003:04-01 To 2003-04-16

RAMIES " Jake Chen 8001 20030410 17:0434 | Clock Out 20090407 171420 | Clock Dut
20030401 072305 | Clockln 2090413073546 | Clockn 0030408 07.0812 | Clackln
20090401 170053 | Clock Out 2009041317205 | Clock Out 20030408 07.2453 | ClockIn
20030402 074535 | Clockln 2090414 07.0612__ | Clockn 20030408 17.2005 | Dlock Ot
20090402 1705716 | ook Ot 20090414171625__| Clock Out 0050403074352 | ClockIn
20030403 075212__| Clock n 2090415 07:4653__ | Clock n 2009040307516 | ClockIn
20090403 1701564 __| ook Ot 20030415 17.0853 | Clock Out 0050403080215 __| ClockIn
20030404 074350__| Clock n 2090416 (60053 | Clock n 20090403 17:1124__| Olock Ot
20030406 07:38:36__ | Clookln Court 27 2005041007451 __| ClockIn
20090406 17:08:42__| Chock Out = b oo 20090410 17.0434 | Clock Ot
20030407 074516 | Clockln TR EE A03041307.3546 | Clackln
20090407 17:14:20 | Chock Out TR e 009041317.27.06 | Clock Ot
20030408 070812 | Clockln IR L 030414 07.0612__| Clackln
20050408 07.2453__|_Clack In e 20050414 17.1625__| Clock Out
20030408 17.20:05__| Clock Dt AR TET T e 20090415 07.4653__| ClockIn
20050409 074552 __|_Clock In e 20090415 17.0653__| Clock Out
2003040 075156__| Clock n TP Er e B 20090416 030053 | ClockIn
20030409 060215 __ | Clock n St R | Ok Count 27
2008 040001 7:1:2{ M REIockiO 20090406 17.0842__| Clock Out PLD Mark Smh_8105
2005.04,1007:45 1 S W Ciockiin 20030407 07.45:18__| ClockIn 20090401 07.2305__| Clockln
20080471041 7:04:3 { M REockiOu 20090407 171420 | Clock Out 20090401 17.0059 | Clock Ohut
2005.04: 5107, 35 5B M Ciockiin 20030403 07.08.12__| ClockIn 09040207455 | Clockln
200504313117 27:0E M| RElock DLt 20030408 072453 | Dlock In 20030402 17.05:18__| Clock Out
200504 4(07.05.1 22 M Ciock n 20030408 17:2005__| Closk Ot 0090403075212 | Clockln
2005 044171525 B [MGiockiOut 20030409 07:4552__| Dlockln 20090403 17.01:54__| Dlock Out
200504:15/07:45 53 M M Ciock n 20030409 07:5186__| Clockln 0090404074354 | Clockln
20050415117 0% 5 Felock 0L 20030409 08.0215__| DlocklIn 2009040507.3835__| Clockln
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20090401 To 20030416

(ST G 3 G 3 A 2 K K K K A KA K BEEEED
[Adminitrator Departm

sacwaloon  [/JJ/] T Tv[ [/ T T T [/T/7/0-T T T T T T T T T T TTT T
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Fomark iNormal »Late <Esry ~Absenl [MoCn JMoC-Out Flest ~Ovetime BLBusiness Leave LLesve

Tabirgdrin BB 1

[General Report]:Calculate all staff's attendance items such as “normal”, “actual’,

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



tuor S HES A X

Head office atiendance sial. iotal report
24 To 20030415

[Towe [acusl [awert [ Lo | Esty | OF [ FreeOl | 0w | BL | Lesws | Nin | NiDut | Wiie | s
"""" Sttt e [ | Ow | De | Ve | Winee | Ho | Hew | Menae | Doy | Gy | Tewes | Tewms | Hex | %
dminitrator Deparm

Tatirgadnin 2003416 171857 1

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

to: WS # X

Head office aftendance exceplions report

20030401 To 2050416

e Wo | Dot Tme [ Eocepiontps | Wakba | Remat |
lReD |

S R T e——

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



o FHS AR X
Head office exceptions of attendance record report
Exceptio
Departme|Staffer| ... Date Time | State |Operation n o |Timetsb| ooy
nt Ho Descrint|  le
[Admintrstor [B001 [1ake Chen [2003-04-01 07:23:05 [Clockn Formal  [Homal
Deganm rzcond
|Aderindrator [B001 [Jake Chen [2009.04.01 170053 [Clock Out Mormal Mormal
Dsgartm record
| Admindrator [B001 [Jake Chen [2009-04-02 07-45735 |Clock In Mormal Mormal
D record
[Adminrator [S001 [Jake Chen [2003.0402 17.05.16 [Clock Ot Hormal —[Momal
Departm record
[Admintrator [B001 [1ake Chen [Z0050-03 0722 12 [Clack In Normal —[Mormal
Deganin scord
Adminirstor [B001 [1ake Chen [2005-04-03 170154 [Clock Ot Hormal [Hormal
Deganm rzcond
| Aderindrator [B001 [Fake Chen [2009.04.04 07.43.54 [Clock In Delete Irrvalid record
Dagarm
| Admindrator [B001 [Jake Chen [2009-04-06 07-38 36 |Clock In Mormal Mormal
Depar record
[Adminrator [S001 [Jake Chen [2003.04-06 17.00.12 [Clock Ot Hormal —[Momal
leparim record
|Adminitrator [B001 [1ake Chen [Z005-04-07 0745 16 [Clack In Normal —[Mormal
Deganin ecord
Adminirstor [B001 [1ake Chen [2005-04-07 17:1420 [Clock Ot Hormal [Hormal
Deganm rzcond
didror [T [k G [JBOL 08078 12 [k Hormal —[Wormal
sgartm
|Admintrator [S001 [Jake Chen 20030408 072453 [Clock In _[Delets rvalid record
Departr
[Adminrator [S001 [Jake Chen [2003.04-00 17.20.05 [Clock Ot Wormal — [Momal
Departm record
|Adminirator [B001 [1ake Chen [Z005-04-00 074052 [Clack in Normal —[Mormal
Deganin ecord
(Adminaraiar [B001 |Jake Chen |F0030+-08 075155 [Clock I |Deleta Imvald recard
Deganm
vt [T (ke Chon [BOLOTOREE 15 [Clok kv rvald recard
agartm
[Ademindrator [BO01 |Jake Chen |zuuanu13 17:1124 |Clack Out Normal Normal
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Print Report:
Toolbar of report preview is as the following picture:

oz = EH S & X

= 100 Adjust the ratio of preview content;

T

L=~ Open the existing report file;

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

E Save report to file;

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

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

*

Close Preview



Data Export:

In picture 5.6, click [Export] and the displayed data of grid in the current window will
be exported to a file (*.txt or *.xIs). It has the same function as [Export Data] when right
clicking in each grid.

Exceptions dealt with:

In pic5.6, click [Exception] and the following menu will pop up:

sppend Reeord

Late/Early Collactively

Business Leave/Leave

Modi fied Record Log

Click options one by one in the menu and the following modules will pop up
respectively: [Append record], [Late/Early Collectively], [Business Leave/leave] and
[Modified Record Log]. If the calculation result is incorrect for some staff, first, please
check whether there 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/Leawve Ctrl+L

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

5.5.1 Away on Business/ Leave

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:



#) Staffer Be away on Business & Asking for Leave |ZHE|E|

il 1 =
L] | -
IR ¥ ) Mg
ippend Delate Hodify Gredh Tt
Bt ) Head office v UEE(FREgE
Eeginning Time | 2003 418 | s0n00 2
Stafer o
Ending Tme | 2008 416 ~|[173000 3
beetpe ¥
Heasonl |
Department Staffier No. Name Beginning Time Ending Time Leave Type Reason
»
S | >

Deal with staff away on business / leave:

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

Modification of staff away on business or leave:

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

Deletion of staff away on business or leave

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

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:

u Append record

Department | 1 Head oifics v

Staffer No. |

Record Tme | 2009 416~ o000 3]

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]--[Append Record Collectively], following springs:

‘aAppend record collectively Wl
Departments list: Staffers list e 'j
i Staffer No. | Mame ~ L
A& Admininator Depar| ) When Staffers can not clock-in or
&8 RiD clock-out for some reasons, You can
&8 Sales add the massive clock-in or
lock-out record here.
& P c
You can use the Ctrl key when
selecting many Staffers:
The added record can be found in
the record modification log.
Record Time: | 2009- 416 v || eonoo 2
< » v
0%

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

5.5.4 Dealing with Collectively Late / Leaving

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

menu. The following springs:

o Dealing with collectively Late/Early El

LN Staffers ist Dan

@ Coming Late O Leaving Eary

Staffer No Name A
lancre clock in record » [E001 Jake Chen
) : 8102 David
From| 2009 416 v|[ 80000 3 103 KingJin
= 8104 Clark Ruan
To 100 8105 Mask Simih

The modified clock in time

2009- 416 ~ || 7:50:00 v

) Head office v

Day v
) v

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:

W Inport Staffer List Cirl+t
Import Attendance Record Ctrl+I

Clear Obsolete Data
Compress Database

B Backup DataBase

Initialize System

5.6.1 Import Staffer List

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

¥ Import Staffer List @

Select a file to import
File: | |D

Failures in importing:

[ o ] [ s ]

Click [ to select the personnel list file for importing.

2o %

Loak jn () Backeroup managenent v 02 E
(CTemplate
Dpngbep

Recent

:

My Computer
3

Flaces
File name: | v
Files of ype: | Text File (. txt) v




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

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

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

5.6.2 Import Attendance Record

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

window:

¥ Import Attendance Record 3

Select a file to import

File D

Failures in importing

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:

#) Clear The Obsolete Data

Select the end date:
Before: |EIIE- 317 M :
LClear Close

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



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

5.6.4 Compress Database

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

5.6.5 Backup Database

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

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

5.6.6 Initialize System

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

5.7  External Program Management

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

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



”Exteznal Program management El

o®eE

Apperd Delete Modify

Program Name:
Executable File: E
External program list:

Program Name Executable File
3

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

External Frogram Management

Connect Te Time and Attendance Machine

Caleulator

5.7.2  Connect to Time Attendance Machine

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

on clause {Time and attendance management & communication) .



FAQ

Frequently asked questions and answers.




6

FAQ

6.1

My fingerprint has been enrolled but often failed in identification.

Reason

Solution

1. The fingerprint was not
captured properly

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

2. Direct sun light or too bright
light

Avoid direct sun light or other bright
light

3. Too dry finger

Touch the forehead to increase oily
level of the finger.

4. Too wet finger with oil or
cosmetics

Clean fingers with towel

5. Low fingerprint quality with
callus or peeling

Enroll other fingers with better
quality

6. Wrong way in placing fingers
when punching infout

Please refer to illustration of
pressing finger.

7. Latent fingerprint on the
surface of sensor

Clean sensor surface (adhesive
tapes recommended)

8. Not enough finger pressure

Place the finger evenly on the
sensor with moderate pressure

9. Influence by fingerprint image
change

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

10. Fingerprint not enrolled yet

Place enrolled finger.

6.2

T&A system can't be connected

with PC

Reason

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or
cable hardware problem

Plug the cable firmly or change
another cable

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

Please enter the right COM No.

4. Not able to connect Net (wrong
setting)

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

6.3

No records found though employee have clocked in/out

Reason

Solution

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

Please refer to the manual for time
synchronization

2.Minority employee fingerprint
false accepted

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




can adjust the fingerprint matching
precision.

3. Enroll another fingerprint. And
then try again.

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 machine.

6.5 Employee can't pass although used the User ID+FP mode

Reason Solution

1. Enter wrong User ID Enter the correct User ID

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

Set the 1:1 identification privilege

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)!



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.




7  Appendix
7.1 Communication and Power Interface
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Interface:
[USB]: +5V, D-, D+, GND POWER: Power interface

[COM]: (7 interfaces)

1. Wiegand output: W_DO0, W_D1, GND 2.485: A+, B-

3. RS232: TXD, RXD

[CT1]: (7 interfaces)

1. Power input: +12V, GND 2. Relay: NC1, NO1, COM1

3. Doorbell (Connection passive doorbell, there are pressure drop + 5V on the

negative): BELL+, BELL

[CT2]: (7 interfaces)
1. Doorbell (Connection active doorbell): BELL+, BELL-

2. Alarm: ALARM, GND 3. Relay: NC2, NO2, COM2
[IN]: (7 interfaces)
1. Wiegand input: DO, D1, GND 2. Open button: EXIT, GND

3. Magnetic Input: SEN, GND



7.2  Set communication method

Run the T&A program in the OA3000. Enter the background of the OA3000 T&A
system.

Comm.
Real-time monitor
Retiew 17 e
Nowork tetoco < [0 ] |

Server IP [192.16807
Device TP [lo2 1680218
Subnet mask [55.255.255.0
Gateway [19216800
DNS [l 16801

And then please set the OA3000’s IP settings in the menu [Advanced]-[Comm.
Config.].

For instance: There is one T&A machine and one PC.

1. Use the static IP address in wired network.

The settings in the OA3000 [Advanced] - [Comm. Config.] is set as follows: :

Comm. TCP/IP

Real-time monitor limit

Retrieve IP mode Static

Network interface RJ45

Server IP 192.168.0.7  (Notice: The server IP must be as same as the
connected PC’s IP address.)

Device IP 192.168.0.218 (Notice: It is the OA3000’s IP address.)

Subnet Mask 255.255.255.0 (ltis as same as the connected PC)

Gateway 192.168.0.1 (ltis as same as the connected PC.)

PC'’s IP settings:
IP address 192.168.0.7
Subnet Mask 255.255.255.0



Gateway 192.168.0.1

2. Obtain the IP address automatically in wired network.
The settings in the OA3000 [Advanced] ->[Comm. Config.] is set as follows: :
Comm. TCP/IP

Real-time monitor limit

Retrieve IP mode Automatic

Network interface RJ45

Server IP 192.168.0.7  (Notice: The server IP must be as same as the

connected PC’s IP address.)

IP address (T
Subnet Mask (AT

Gateway [T

PC’s IP settings:

IP address 192.168.0.7
Subnet Mask 255.255.255.0
Gateway 192.168.0.1

When you obtain the IP automatically in wired network, you can not see the Device’s

IP in the OA3000’s T&A program background. You should exit the OA3000 T&A program
and see the auto-assigned IP address in the Windows CE OS. Double click the icon

== on the bottom right corner, following window pops up:

€589001 gﬂﬂ €S89001 oK| x|
IF Infarmation | IP46 Information I IP Information  IPv6 Information l
1~ Internet Protocal (TCP/IP) Internet Protocal Version 6(TCP/IPv6)
Address Type:  Static Propesty. Ay
Default Gateway Not Available
IP Address: 192.168.0.218 Global Not Available
X Site Local Not Available
CHEALEES SR Link Local 1680:222cafl1e00:1%5
Btod Not Available
Default Gateway:  192.168.0.1 Auto Tunnel Not Available
Auto Tunnel2 Not Available

Auto Tunnel3 fe80:5efe:192.168.0.218%2

i} |

I+

Renew




3. Use static IP address in the wireless network
The settings in the OA3000 [Advanced] ->[Comm. Config.] is set as follows: :
Comm. TCP/IP

Real-time monitor limit

Retrieve IP mode Static

Network interface WIFI

Server IP 192.168.0.7  (Notice: The server IP must be as same as

the connected PC'’s IP address.)

Device IP 192.168.0.218 (Notice: It is the OA3000’s IP address.)
Subnet Mask 255.255.255.0 (It is as same as the connected PC)
Gateway 192.168.0.1  (ltis as same as the connected PC.)

PC’s IP settings:

IP address 192.168.0.7
Subnet Mask 255.255.255.0
Gateway 192.168.0.1

4. Obtain the IP address automatically in wireless network
The settings in the OA3000 [Advanced] =[Comm. Config.] is set as follows:
Comm. TCP/IP

Real-time monitor limit

Retrieve IP mode Automatic

Network interface WIFI

Server IP 192.168.0.7  (Notice: The server IP must be as same as the

connected PC’s IP address.)
IP address (N
Subnet Mask (AT

Gateway HARRRRRTIIL

PC'’s IP settings:
IP address 192.168.0.7



Subnet Mask
Gateway

255.255.255.0
192.168.0.1

When you obtain the IP automatically in wired network, you can not see the Device’s
IP in the OA3000’s T&A program background. You should exit the OA3000 T&A program

and see the auto-assigned IP address in the Windows CE OS. Click the icon ; on
the bottom right corner, following window pops up:

1P | Wireless I
i~ Internet Protocal (TCP/IP)

Address Type: Static.

IP Address, 192.168.11.12

Subnet Mask 166.265.255.0

Default Gatewsay:

192.168.11.1

Renew |

Click the item “Wireless information” and choose a wireless access point. And then

click the button “Connect” to make connection.

VNUWLCS1
P 1PV6 jon | wieless |

o x|

~ Internet Protocal Version 6(TCP/IPVG) —————————————

Property Value

Default Gateway Not Available

Global Not Available

Slte Local Not Available

Link Local 1280::212:7bff fed5:bedb %6

6tod Not Available

Auto Tunnel Not Available

Auto Tunnel2 Not Available

Auto Tunnel3 fe80::5efe:192.168.0.218%2

4 X

VNUWLC51

IP Information | IPY6 Information  Wireless information I

Select a network and press connect or right-click for more
options. To add a new network, double-click 'Add New'.

o x|

[\ Acd New
§ 0016014BCE2C{preferred)

Status: Connected to 0016014BCE2C
Signal Strength: Good
[J Notify me when new wireless network s are Available

Connect Advanved.. | ViewLog...

Notice:

1. If you want to obtain the IP address automatically, the OA3000 must be connected
to a wireless network switch which supports the DHCP.



