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Preface

Honorable customers,

Thanks for choosing products of this company. T60, 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.



T60-ID Fingerprint T& A Advantages

Veracity

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

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

Convenience

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

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

Full Function

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

Flexible Shift Maintenance

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

Standalone

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

Network management

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

Software Operation Flowchart

(Important chapter please read carefully.)

can be generated.

Software operation flowchart can be described in brief as follows:

B

Set T&A rule, statistic rule, company

System parameter .
name and leaving class.

v

. Department management

Add, delete and modify departments.

<5

. Staffer maintenance

Add, delete and modify staffer. Import
and transfer staffer.

<5

. Shift management

Set timetable and shift.

<5

. Staffer schedule

Allocate staffer shift or temporary shift.

<5

. Record collection

Collect records from the unit or import

the backup record file.

<5

. Exception management

Deal with business leave/asking for
leave/forgetting clock in/collective late.

v

. Statistic report

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

(o I e

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




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

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

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

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

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

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

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

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

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

Staffer shift or temporary shift is incorrect.

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

Checking and calculation of transaction records is incorrect.
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Ol (516 Introduction

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




1 Product Introduction

1.1 T60-ID Product Introduction
T60-ID is a new standalone time attendance and access control system
produced by this company in 2008. With the use of optical fingerprint sensor
and new fingerprint recognition algorithm, T60-ID can identify all difficult
fingerprints and has solved the long-lasting problem in fingerprint
recognition field.

T60-1D

Korean design, White LCD

America technology optical fingerprint reader, scratch-proof, unbreakable
and durable.
Good identification to all kinds of fingerprints

2
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1:1, 1:N identification method, Excellent identification speed: less than 1
second

Fingerprint capacity: 512/1000, Record capacity: 30000

Card capacity: 512/1000

Communication method: RS232 and optional TCP/IP

Bundle with advanced software to meet all kinds of HR requirement

Authorization access controller system(Combine the time attendance
system with the access controller system.



Operation Guide

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

2.1 Keypad Introduction

Ho. Key \ / Merm Key

(. J 2 JC 3 JjCm > Option Key
(4 ] 5 J( 8 JC 1}/

7 ][ 8 ][ 8 JiL» 2

(e Jj__ ¢ JL oK}

/ L DE/Power Key

2.2  System Startup Interface
Plug in the 12v power supply the T60 startup.

Backspare/Cancel Key

I

36%

When the progress bar move to 100%, it displays as follows:

IN
19 : 43 s
08-11-05 TUE

2.3 Menu Management

Press the button to enter the manager verify interface:

w1



Manager?

19 : 47 1
08-11-05 TUE

We have 3 methods to verify the manager: ID + password, Fingerprint only,
Card only (T60 have no manager when it is under the factory default. You

can enter the menu directly by pressing the button )

MENU

» User
Setup
System Info

Press the button to enter the menu [User]

User

» Enroll
Delete
Group Setup

2.3.1  Enroll User

Press the button D S to shift the menu, press the button

to confirm.

User

» Enroll
Delete
Group Setup

Enter the menu [Enroll] to enroll new users.
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Enroll

ID 0001
Esc-ESC  Set-OK

Enter User ID, the User ID should be less than 5 digits ,for

instance:001,press the button to enter user enrollment interface as

follows:

Enroll
Finger 1/2
Password/Card
Esc-ESC  Set-OK

One user can enroll 2 fingerprints, 1 password and 1 ID card.
2.3.1.1  Enroll Fingerprint

Press the button to enroll the first fingerprint:

FP Enroll

Press Finger #1

Place your fingerprint on the scanner window twice according to the T60’s
prompt voice and the prompt text on the display.

FP Enroll

Press Finger #1




FP Enroll

Take off

FP Enroll

Press Finger #2

FP Enroll

Take off

If you enroll the fingerprint successfully, it prompts as follow:

FP Enroll

0006-1
Ign-ESC  Sav-OK

Press the button to save or press the button to

cancel.
2.3.1.2 Enroll Password

Press the button [E@ to shift the menu. Select the “Password”.

Enroll
Finger 1/2
Password/Card

Esc-ESC  Set-OK

Press the button to enter the password enrollment interface:



- - P &

The Brightest Choice of Networking & Communication

Pass Enroll

PWDID 0001
Esc-ESC Set-OK

Input a 4-digits password and then press the button . And input

the same password again.

Pass Enroll

PWDID ]
Confm ek

Press the button oK) to confirm. It prompts:

Pass Enroll

0001-P
Ign-ESC  Sav-OK

Press the button to save or press the button to

cancel.
2.3.1.3 Enroll Card

Press the button (a X v to shift the menu. Select the “Card”.

Enroll
Finger 1/2
Password/Card

Esc-ESC  Set-OK

Press the button to enter the card enrollment interface:



Card Enroll

Punch Card!

Swipe one ID card one time. The T60 prompts:

Card Enroll

0001-C
Ign-ESC  Sav-OK

Press the button to save or press the button to

cancel.
2.3.2 Delete User

Press the button [E@ to shift the menu. Select the “Delete” in

the menu “User”.

User
Enroll

» Delete
Group Setup

Press the button to enter the User deletion interface:

Delete

ID 0001

Enter the user ID which you want to delete and press the button. It

prompts:

10
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Delete

0001
No-ESC Yes-OK

Press the button to save or press the button to
cancel.
Notice: If you delete the user, his fingerprints, ID card and password will
also be deleted.
If there is no user in the T60, it prompts as follows:

Delete

No Enroll!

2.3.3 Group Setup
Different group has different access privilege and access time zone (You
can set the access privilege details and access time zone in the T60’s
background software). We can set the users access privilege by transferring
them to different Groups.

Press the button (a XL ¥ to shift the menu. Select the “Group

Setup” in the menu “User”.

User
Enroll
Delete
» Group Setup

Press the button to enter the Group setup interface:

11



GroupSetup v
» 0001 GO0
0002 G01
Esc-ESC  Set-OK

Press the button @@ to shift the User ID.

Group v
»0031 GO03
0032 GO03

Esc-ESC  Set-OK

Press the button . It prompts:

Group Setup

ID 0031

Notice: You can also input a user ID in the above interface.

Press the button . It prompts:

Group Setup

0031 GO01
Yes-OK

Input the Group number and then press the button . It prompts:

Group Setup

0031 GO01
Ign-ESC  Sav-OK

12
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Press the button (oK ) to save or press the button to
cancel.
2.3.4 Manager Setup
If we set the manger for the T60, we have to verify the manger before one
enter theT60’s menu.

Press the button (a XL ¥ to shift the menu. Select the “Manager

Setup” in the menu “User”.

User v
» Manager Setup
Manager Clear

Press the button to enter the manager setup interface:

Manager Setup

Esc-ESC Add-OK

Press the button . It prompts:

Manager Setup

ID 0000

Enter a user ID and then press the button . It prompts:

13



Manager Setup

0001
NO-ESC Yes-OK

Press the button to confirm.

Manager Setup
»ID 0001

Esc-ESC Add-OK

You can press the button to add another manager. You can also

press the button to escape.
2.3.5 Manager Clear

Press the button D G to shift the menu. Select the “Manager

Clear” in the menu “User”.

User v
Manager Setup
» Manager Clear

Press the button to enter the manager clear interface:

Manager Clear
»ID 0001
ID 0002
Esc-ESC ClIr-OK

You can press the button D S to shift the user ID.

14
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Manager Clear
ID 0001
»ID 0002
Esc-ESC Clr-OK

Press the button . It prompts:

Manager Clear

ID 0002

Notice: You can also input a user ID in the above inter face.

Press the button . It prompts:

Manager Clear

0002
No-ESC Yes-OK

Press the button oK) to delete the user 0002 from the manager list.

Manager Clear
»ID 0001

Esc-ESC ClIr-OK

You can press the button to delete another manager from the

manager list. You can also press the button to escape.
24  Setup

Press the button Ca > to shift the menu. Select the menu



“Setup”.

MENU
User

» Setup
System Info

Press the button oK) to enter the “Setup” menu..

Setup
» System
Log System

241 System
We can set the device number, system time, language, network settings,
fingerprint matching precision, volume, lock delay and so on.

Setup
» System
Log System

24.1.1 Device ID
Enter the menu [System]

System

»DevID 1
Time
Language ENG

16

Notice: You not allowed modifying the Device ID.
24.1.2 Time

Press the button [E@ to shift the menu. Select “Time”.
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System
DevIiD 1
»Time

Language ENG

Press the button to enter the time adjust interface:

Time THU
2008-11-25 14:30
T

Set-ESC Next-OK

You can press the button to shift the year, month, day. And

adjust the time. Press the button , it prompts:

Time THU
2008-11-25 14:30
Save?
No-ESC Yes-OK

Press the button to save or press the button to
cancel.

2.4.1.3 Language

System
DevID 1
Time

»Language ENG

Press the button

17



System
DevID 1
Time

> Language

You can press the button D G A to shift the language. (The

system already has 6 languages: Simplified Chinese, Portuguese, Spanish,
French, English, and Traditional Chinese. And then press the button

to confirm.
Press the button . It prompts:
Set

Save?
No-ESC

Press the button to save or press the button to

cancel.
2.4.1.4 Network Settings

System

» Net
Precision 1
Volume 5

Press the button to enter the network settings interface:

Net v

» P Address
Subnet Mask
MAC Address

Press the button (a2 X~ to adjust the value.

18
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2.4.1.41 IP Address

Net v

» P Address
Subnet Mask
MAC Address

Press the button

IP Address
192 .168 .000 .218

Set-ESC Next-OK

Press the button D S A to adjust the value.

Press the button to shift the 4 parameters.
Press the button . It prompts:

IP Address

192 .168 .000 .219
Save?

No-ESC Yes-OK

Press the button to save or press the button to

cancel.

2.4.1.4.2 Subnet Mask

Net v
IP Address

» Subnet Mask
MAC Address

Press the button



Subnet Mask
255 .255 .255 .000

Set-ESC Next-OK

Press the button (a2 X~ to adjust the value.

Press the button to shift the 4 parameters.
Press the button . It prompts:

Subnet Mask
255 .255 .255 .001
Save?
No-ESC Yes-OK

Press the button to save or press the button to

cancel.
2.4.1.4.3 MAC Address

Net v
IP Address
Subnet Mask

» MAC Address

Press the button

MAC Address

051 .247 .188 .066.
084 .215

Set-ESC Next-OK

Press the button (a2 X~ to adjust the value.

Press the button to shift the 6 parameters.
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Press the button € ||t prompts:

MAC Address

051 .247 .188 .066.
084 .216 Save?

No-ESC Yes-OK

Press the button to save or press the button to

cancel.
24.1.4.4 Gateway

Net v
» Gateway IP
Far-end IP
Far limit No

Press the button

Gateway IP
192 .168 .000 .001

Set-ESC Next-OK

Press the button D S A to adjust the value.

Press the button to shift the 4 parameters.
Press the button . It prompts:

Gateway IP

192 .168 .000 .219
Save?

No-ESC Yes-OK

Press the button to save or press the button to

cancel.



24145 Far-EndIP

Net v
Gateway IP

» Far-end IP
Far limit No

Press the button

Far-end IP
192 .168 .000 .007

Set-ESC Next-OK

Press the button (a2 X~ to adjust the value.

Press the button to shift the 4 parameters.
Press the button . It prompts:

Far-end IP

192 .168 .000 .222
Save?

No-ESC Yes-OK

Press the button to save or press the button to

cancel.
2.4.1.4.6 Far Limit

Net v
Gateway IP
Far-end IP

» Far limit No

Press the button
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Net
Gateway IP
Far-end IP
» Far limit

\4

No

Press the button Ca X v to set “Yes” or “No”.

Press the button
Press the button € It prompts:

Setup

Save?
No-ESC

Yes-OK

Press the button to save or press the button to

cancel.
2415

Matching Precision

There are three fingerprint matching precision level ( 0,1,2).0 is lower
precision ., 1is standard precision. 2 is high precision as follows:

System
Net

» Precision
Volume

1
5

Press the button

System
Net

» Precision
Volume

1

23



Press the button (a2 X~ to adjust the fingerprint matching

precision. Pres the button oK)
Press the button . It prompts:

Setup

Save?
No-ESC Yes-OK

Press the button to save or press the button to
cancel.
2.4.1.6 Volume
There are 6 volume level(0, 1, 2, 3, 4, 5).0means no sound. 5 is the
highest volume level.

System

Net

Precision 1
»\olume 5

Press the button

System

Net

Precision 1
»\olume 5

Press the button D G to adjust the volume value.

Pres the button
Press the button . It prompts:

24
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Setup

Save?
No-ESC Yes-OK

Press the button to save or press the button to
cancel.
2.4.1.7 Lock Delay
The lock delay is 0-25s.

System
» Unlock 5
Auto off 10

Press the button

System
» Unlock 5
Auto off 10

Press the button D Gl A to adjust the parameter value.

Pres the button
Press the button . It prompts:

Setup

Save?
No-ESC Yes-OK

Press the button to save or press the button to

cancel.




2.4.1.8 Auto Ooff

“Auto off” indicates the period for turning to the sleep mode when there is

no operations. The maximum is 255s. It means that the sleep mode
disabled if you set the value as “No”.

System
Unlock 5
» Auto off 10
Press the button
System
Unlock 5
» Auto off 10

Press the button (a X~y to adjust the parameter value.

Pres the button
Press the button . It prompts:

Setup

Save?
No-ESC Yes-OK

is

Press the button to save or press the button to

cancel.
2.4.2 Log Setup

Setup
System
»Log Setup

26
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Press the button

Log Setup
Glog Wrn 88
» Re-Verify NO

2421 Glog Wrn
When the available records memory is less than the “Glog Wrn”, the T60
prompts “records full”.

Log Setup
»Glog Wrn 88
Re-Verify NO

Press the button

Log Setup
»Glog Wrn 88
Re-Verify NO

Press the button D Gl A to adjust the parameter value.

Pres the button
Press the button . It prompts:

Setup

Save?
No-ESC Yes-OK
Press the button to save or press the button to

27




cancel.
2.4.2.2 Re-Verify
The Re-verify period is 1-255s. If you make several records in the Re-verify
period, the T60 will only save the first record. It means that you every record
will be saved in the T60 when the re-verify value as “NO”.

Log Setup
Glog Wrn 88
» Re-Verify NO

Press the button
Log Setup
GlogWrn 88

» Re-Verify 255

Press the button (a X~y to adjust the parameter value.

Pres the button
Press the button . It prompts:

Setup

Save?
No-ESC Yes-OK

Press the button to save or press the button to
cancel.
2.5 System Info
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MENU
User
Setup
» System Info

We can check the U\user amount, fingerprint amount, records amount and

the firmware version in the [System Info] ,as following:

System Info
» User
FP Enroll
Glog

1250
1030
15830

System Info
» SoftVer 01.32.2
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OYELEIRY System installation

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

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

3.1  Running Environment

Hardware environment
Pentium 1266 and above; Pentium 500 and above is recommended
128 Memory and above; Minimum 100M hardware space
COM Port
CD-ROM (CD-ROM needed in installation)
VGA support 800*600 resolution and above
Operating system
Microsoft Windows 2000
Microsoft Windows XP(recommended)
Microsoft Windows Vista

3.2  System Installation

Insert the CD to the PC’'s CDROM. Following window pops up:

AR A TR
ARKRE=ENRNRE

Select the language.
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';Ie((“emﬁ-)t?ﬂ Arendence Spik Seh0 pogan Ty
progaars milinitel Froegart Adendance Sdan onyou
OO

11 i daanghy recormarcied that pou su o Windove progane:
Dafoe parwwn) i 500 Progean

Chck Concel Lo Se0 and choie wacqru youlhre
neeeg Clck Naod b corbore mih e Setip progan

WAFRANG: Thix pregaans & paatacied by coppoht e nd
enyioos agies

Unyushodzed repeodoction o G Redon of #5) 0rogssn. o sy
patan of L.nwead n sesee oAl erd owrel pandez. ad
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Carcnl |

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

A Pingerpist Altesdsnce Sy el = x|
Derstisasion Locaton o
=\
Sebp el Fr L Syetam ¥
Torud ria adiieerd bide, cick Bavun, ard snket ancihe fokle
Y cheooa rel b retal Agurel by chdang Cancel b eet
S60
Destinasbon Foddes

Clas Bpaie. I ‘

TR retbhon WizeeI?

o |

Select the target directory to install the program and the default is “C:\Att”.
Click “Next” to continue installation (see the picture below:)

A rngerprist Altesdance Sywies

Stan nstatatisn o
=N

ou wanov sedstovuie Froesrnd Adendance Suan.
Cick tha N butento bagn fha retallebon o i Beck btontomrde the middzn
Worsyin

TR retbhon WizeeI?

chok [Chiews ]| cwent |

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:
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‘ atating 6

=\
A ‘ Iy
EX |
Cazan i,
LN~ e

R IEELY

~Cuun P

Tows VAo | raades  cess ey

EENENNNENENENNNENENENENEN
2 it fove I

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

A Pngerprist Altesdance

Fingerprint §

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

added to the desktop. Double click it and the T&A management system will
be started. In addition, “Time and Attendance System” has been added to
“All Programs”. Please see the picture below:
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[ ™ Fingerprint Attendance System
» § Time and Attendance Machine management
» &3 Uninstall Fingerprint Attendance System

» | Adobe Photoshop C52.
) Microsoft SQL Server
@ vme » ) Developer Express Inc
a | Microsoft Office 2003

=
g

S

2 PG

£ ) Microsoft Web Publishing

3

I © | SDK 5.1

o [P ) Microsoft Visual Studio 6.0

f: O Ee.. [T PowerQuest PartitionMagic 8.0
H o oo 2 AcoatDstier70

2 () wmmcetecu.. © Adobe Designer 7.0

H 0] xmitano.. 72 Adabe Acrobat 7.0 rofessional

|7 Adobe Hlustrator CS3

@3 € (@ ) 7 TS0 ) UraCompare

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

3.3 Uninstall the software

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

Please note: All the files and data will be deleted after uninstalling the
program so please make sure before operation.
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Ol EI“8 Communication

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




4  Data Communication

Click [External]l on the management menu and choose [Connect To Time and
Attendance Machine] , the following window will pop up :

"= T60 Time and Attendance Machine management V1.30 [Z]@['Z]
v XK 2 8 &
Add Setting Record | Exit
Mach. No. I Mach. Name | Connection I COM /IP I Connecting time
Data on the Time and Attendance Machine Operating items

Staffers Fingerprints Download Records I Setting Parameters I

Pacars Naw Flaceds Downioad Staffers | Uplosd Staffers |

Firmware Ver. | Download Fingerprints | Upload Fingerprints |

Mach. No. I Group and time zone sellingl Ring time contral I

Mach. Time I Auto-Collect Set |

4.1  Add Time and Attendance Machine
Click the button [Add] inthe menu bar, the following window will pop up:

*a Add Time and Attendance Nach. X
Connection informtion
Mach, Ho. |1 Mach. Name
Comn. [N - Com Part
s | Carcel |

Mach. No.: Please check the Device ID in the T60’s device. (This number
is on back label as “Serial No”);

Mach. Name: Assign a name for the T60

Connecting methods: Set communication method between terminal and
PC (USB, TCP\IP, RS485)

IP address: the default IP address of the attendance machine is
192.168.0.218

After entering terminal information, click [OK] to finish and return to main
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window.
4.2  Modify Time and Attendance Machine
Choose the terminal and click [Maodify] , the following window will pop up:

%ix Nodify Time and Attendance Nach. X

Connection information

Mach. Mo Mach. Mame |72t
Comm, hd Com Port

s | By Carcel |

Modify the terminal information and then press the button [OK] .
4.3 Delete Time and Attendance Machine
Choose the terminal and click [Delete], the following window will pop up :

Please make sure ...

\._.‘:/} Are you sure to delete this terminal?

Cancel |

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

4.4  Connect

Choose the time attendance terminal and then click the button [Connect],
the following window will pop up:

"ls Hanaging Permission

Flease input the Managing password:

W 0K | B Cancal

Input the management password. The default management password is
9999. Click the button [OK] . If you connect the T60 to the PC successfully,
T60 terminal information will display on the item “Data on the Time and
Attendance Machine” as follows:
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Data on the Time and Attendance Machine:

Staffers |7 Fingerpints|?
Recards |! Mew Frecards |1

[v2.2003

Fiimuare Yer.

Mach Na. |1

Mach, Time |08-12-03 13:46:44

If we input wrong password, it prompts:

Prompt information rz|

\:.:/ Wrong password!

Click the button [OK] . And then try again with the correct password.
4,5 Download Records
Click [Download Records] in [Operating Items] and it prompts:

Please make sure ...

" Download All Records

LCancel

If select [ Download New Records], new records will be downloaded. Click
[OK] to download the records. And there are loading information displays
as follow:

[9:30:58]Downloading attendance record...

[9:30:58]The attendance record downloading completed, the total record:12 succeed record:12 .

4.6 Download Staffer Information
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Click [ Download Fingerprints] in [ Operating Items] and following window
pops up:

Please make sure ...

\_‘.:/ Are you sure to download the Staffer's data From the Time and Attendance machine?

Cancel |

Click the button [OK] to download the staffer information. And there are
loading information displays as follow:

[9:32:27]Downloading the Staffer data...
[9:32:28]The Staffer's data downloading completed, the total record:8 succeed record:8 .

4.7 Download Staffer’s Fingerprints
Click [ Download Fingerprints] in [ Operating Items] and following window

pops up:

"= Download the Staffer’s fingerprints §|
Dept. List Staffer List
(= T Staffer No. Mame Dept 15t finger nd finger
Qi Tion
2
3
4
5
B
7
8
' 0K ‘ [ Cancel ‘ [~ al
RecerdCourt 5 [ 3 |

You can use the key [Ctrl] or [Shift] on your PC’s keypad to select the
staffers. And then click the button [OK] . It prompts:

Please make sure ...

\_‘{/ Are vou sure ko download the Staffer's fingerprink to computer?

Cancel
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Click the button [OK] to confirm or click the button [Can el] to cancel.
After downloading, it prompts:

Prompt information

‘:) Download the Staffer's fingerprints completed!

\__C

Click the button [OK] . And we can see the fingerprint templates in the
folder “Template”.

4.8 Group and Time Zone Setting

Click [Group and time zone setting] button, the following window will
pop-up.

"= Group and time zone setting E||E\E|
Gioup setting

Goup NO | ERNENE

Time zone 1 | j Time zane 2 ‘ j
Time zone 3 | j Time zane 4 ‘ ﬂ

Retrieve Set
Tirne zone setting

Time zane NO 1 =]

Morday begin/end tme | 00000 == | 00000 ==
Tuesday beginfend time 0:00:00 == | Q:00:00 ==
Wednesday hegin/end time 00000 == | 0:00:00 ==
Thursday begin/erd time | 0000 == | Q0000 ==
Friday begin/end time 00000 == | 0:0000 =
S aturday begin/end tme | IGO0 == | Q0000 ==
Sunday begin/end time 00000 == | 0:0000 =

Retrieve Set
oK

[ Group setting]
Choose group number, click [Retrieve] button to get the time zone setting
info.
If it's necessary to modify the time zone, please choose other time zone
number and click [Set] . The confirm window will pop-up.

Please make sure ...

\:.;j Are you sure to save the group settings?

k. | Zancel ‘
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Click [OK] to save the setting; click [Cancell to exit. After this save
operation, the confirm window will pop-up,

Prompt information E|

\_‘.:) Group setting successful!

Click [OK1] to confirm the group setting completed.
[ Time zone setting]
Choose time zone number, click [Retrieve] button to get the time zone
setting info.
If it's necessary to modify the time zone, please modify the begin/end time
period from Monday to Friday based on real condition. Click [Set] button
and the confirm window will pop-up.

Please make sure ...

\_‘.:j. Are you sure to save the time zone settings?

814 | Cancel ‘

Click [OK] to save the setting; click [Cancell to exit. After this save
operation, the confirm window will pop-up,

Prompt information E|

\:.:/ Time zone setting successful!

Click [OK] to confirm the group setting completed.
4.9 Parameters Settings
Click the operating item [ Setting parameters]. Following window pops up:
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i= Set the parameters E|

Mansgemsnt

Initialize S pstem | Time spnchronization | Clear Records ‘ Delete Staffers |

TCPAP parameter seiting via COM
[~ IP Address

[ Defaul Gateway [
[ Subnet Mask. [
|
[

[7 Mac Address
[~ Server IP Address

Apply

terns of Time and Attendance Machine parameter settings

I dmin Password(1:3333)

[ How long change to sleeping status(0-255.0never sleeping] £ Mirute
™ Language
[ Realtime data sending

[ Anviz Wiegand

[~ Fixed Wisgand Mumber = Apply

4.9.1 Initialize the T60
Initialize the T60. The unit is reset to the factory default.
Click the button [lInitialize system] . It prompts:

Please make sure ...

“ Initialize the Time and Attendance Machine will delete all data, and return back to leave Factory status

Are vou sure to initialize the machine?

Cancel

Click the button [OK] . It prompts:

Prompt information rz|

A )

‘:) initialize completed!

Click the button [OK]
4.9.2  Time synchronization
Click the button [ Time synchronization] . It prompts:

Please make sure ...

e 1 This operation will synchronize unit time with your computer!

Are you sure?

Cancel
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Click the button [OK] . It prompts:

Prompt information E

2 , . .
\:/ The Time and Attendance Machine date setting succeeds!

\__?/ The Time and Attendance Machine time setting succeeds!

Click the button [OK] to confirm.
4.9.3 Clear Records
Click the button [Clear Records] . It prompts:

Please make sure ...

\:{‘/ Are you sure to delete the attendance record From the machine?

Cancel |

Click the button [OK] to confirm or click the button [ Cancel] to cancel.
After deleting, it prompts:

Prompt information rS__(l

2)
\:/ Clear the records completed!

Click the button [OK] to confirm.
49.4 Delete Staffers
Click the button [Delete Staffers] . It prompts:
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1= Delete the appoinied staffer @

Dept. List Stafter List
= Bl Staffer No Name Dept
b1 Lion
2
k]
4
5
]
7
]
[~ Delete the appointed stffer on the computer o 0K ‘ By Cancel ‘ Al
RecardCount 3 \ 0% |

You can use [Ctrl] or [Shift] on your PC’s keypad to select several
staffers. And you can also select [All] to select all the staffers. Click the
button [OK] . It prompts as follows:

Please make sure ...

\:.f‘j Are you sure to delete the selected Staffers and their datas?

Cancel |

Click the button [OK] to confirm or click the button [ Cancel] to cancel.
After deleting, it prompts:

Prompt information

\__‘.:/ Deleted the Staffers completed!

Click the button [OK] to confirm.

= Notice : If you select the [Delete the appointed staffer on the
computer] , the data in the PC’s database will also be deleted.

49.5 SetT60’s TCP/IP Parameters via COM

You have to check the item’s check box before adjusting the parameter.
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TCP/IP parameter setting via COM
[ IP Address |

[~ Default Gateway |
[~ Subnet Mask |
|
|

™ Mac Address
I~ Server IP Address

Apply
IP Address: The T60’s IP address.

Default Gateway: The parameter value is as same as the management

PC’s default gateway.

Subnet Mask: The parameter value is as same as the management PC’s

mask

MAC Address: Advanced administrator has power for this choice (factory

defaulted is ok)
Server IP: Enter the management PC’s IP address
Click the button [Apply] . It prompts:

Prompt information

! TCR{IP parameter settig completed!
LY

4.9.6 Items of the T60’s Parameter Settings.

You have to check the item’s check box before adjusting the parameter.

Items e bachine parameter zettings

i |
[~ How long change to sleeping status(0-255,0:never sleeping] S Minute
[~ Language

[~ Realtime data sending
[™ Anviz Wiegand

[™ Fixed Wiegand Mumber v Apply

M The management password (0001~9999)

The maximum of the management password is 9999. Click the button

[Apply] after adjusting the parameters, it prompts:
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Prompt information

\:{j The administrakor password setting succeeds!

Click the button [OK] to confirm.

M How long change to sleeping status. (0-255, 0 means the sleeping
status is disabled.)

Click the button [Apply] . It prompts:

Prompt information

\:{j How long change to sleeping skatus setting succeed!

Click the button [OK] to confirm.

M Language

The T60 have several languages(Spanish, French, Portuguese, English,
Simplified Chinese, and Traditional Chinese). Click the button [Apply] . It
prompts:

Prompt information

\:.:/ Language and realtime data sending setting succeeds!

Click the button [OK] to confirm.
M Real-time data sending
Real-time monitor for T60

M Encrypted Wiegand

If the T60 connects to the AMJ601 or SC021 access controller, please
select this item. Otherwise, please do not select the “Encrypted Wiegand”.

M Fixed Wiegand Number

The same fingerprint generates different wiegand number in different T60s
if we don’t enable the “Fixed Wiegand Number”. If we enable the “ Fixed
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wiegand Number” , the same fingerprint will generate same wiegand
number in different T60. Click the button [Apply] . It prompts:

Prompt information

-.T/ Fixed wiegand Mumber setting successful!
-

Click the button [OK] to confirm.
410 Upload Staffers
Click the button [Upload Staffs] in [ Operating Items]. Following window

pops up:

“'= Upload the Staffers

1 users doot-open profibited | All no e viegand nurbes |

Dot Lit S llusers door-cpen dlowed |l fieed wiegand number | |

= Bl Stafer Name Dept Manager | Access Fied Wisgand Number
3 Lon

2

2.3 2 & 5 8 4N

CRIE Ty

o 0K [ Cancel [~ Al

RecordCount 3 [ [

[ All users door-open prohibited ]:
None have the access permission. [ Access] displays as [ #];
[ All users door-open allowed ):
All users have access permission. [Access] displaysas [ «I;
[ All not fixed wiegand number]:
All the fingerprints don’t enable the “Fixed Wiegand Number”. [Fixed
Wiegand Number] displays as [ [];
[ All fixed wiegand number]:
All the fingerprints enable the “Fixed Wiegand Number”. [Fixed Wiegand
Number] displays as [ ¥'];
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[ Enable Admin]:
Select a staffer. And then click the button [Enable Admin] . The staffer
becomes the T60’s manager.
Uploading the staffer information from the PC to the T60.
You canuse [Ctrl] or [Shift] on your PC’s keypad to select several
staffers. And you can also select [All] to select all the staffers. Click the
button [OK] . It prompts as follows:

Please make sure ...

‘{) Are you sure to upload the Staffer's data to the Time and Attendance Machine?

Ny
Ok | Cancel |

Click the button [OK] to start uploading. After uploading, it prompts:

Prompt information g|

":J Upload the Staffer completed!

\_‘

Click the button [OK] to confirm.
4.11 Upload the Fingerprints
Click[Upload Fingerprints] in[ Operating Items]and the window prompts:

"= Upload the Staffer’s fingerprints E‘
Dept. List Staffer List
Staffier No. Name Dept st finger 2nd finger
b1 Lior 2
2 v
3 v
4 v v
5 v
B v
7 v
8 v
s | By Cencel | Y
RecordCount 8 ‘ [ik:4
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You can use [Ctrl] or [Shift] on your PC’s keypad to select several
staffers. And you can also select [All] to select all the staffers. Click the
button [OK] . It prompts as follows:

Please make sure ...

‘:) Are vou sure to upload the Staffer's fingerprints to Time and Attendance Machine?

p
a4 | Cancel |

Click the button [OK] to start uploading. After uploading, it prompts:

Prompt information

‘i) Upload the Staffer's fingerprints cormpleted!

\__‘

Click the button [OK] to confirm.
4.12 Ring Time Control
Click [Ring time control] in [Operating Items] and the window prompts:

"= Ring time control &‘

Ring time: list:
Detailed infarmatiars

Ringtme ~|0300

v Monday v Tuesday v wednesday v Thursday
Iv Friday [ Saturday [ Sunday
@ Add | = Del ‘ oK ‘ LCancel |

Input the ring time and select the ring day for the week. And then click the
button “Add” to add the ring time to the “Ring time list” as follows:
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"= Ring time control El

Ring time list
Detailed information

Ringtime ~ [0300

0g.00

[ Monday [ Tussday [V Wednesday W Thursday
[ Fiiday [~ Saturday [~ Sunday
& Add ‘ = Del ‘ oK ‘ Carcel ‘

You can also delete the ring time from the ring list by clicking the button
“Del!ll

Blease make sure ...

\:.\?/ Bre you sure to delete the =zelected ring time?

0K | Lancel |

Click the button [OK] to confirm or click the button [ Cancel] to cancel.
After setting the ring time, please check the button [OK] to confirm. It
prompts:

Pleaze make sure ...

\:_’/ Are you sure to sawe the added ring time?

s | LCancel |

Click the button [OK] to confirm or click the button [ Cancel] to cancel.
If setting successfully, it prompts:

Frompt information

\_‘.:/ Ring time control setting successful!

ok

Click the button [OK] to confirm.
4,13  Setting (Regarding the real-time monitor)
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Click the button [Setting] in the software’s toolbar. The [Setting]
window pops up:

s Setting le
Realtime Comm. Parameter Setting
I iisten sendl port? COM3 -

[~ Listen TCP/IP port

¢ Ok | Eancel |

M Listen serial port (Please select the right comm. port number)
M Listen TCP\IP port
Click the button [OK] to confirm or click the button [ Cancel] to cancel.

Prompt information El

9
Completed!
\_“J/

Click the [OK] to confirm.

4.14  Timing Record Downloading

Click the operating item [ Auto-Collect Set] . The [Record timing
collection] window pops up:

"= Record timing collection E|
The Conditior
Gl
Mach. No. | ﬂ Fasswordl Add

= Delete

B g T | 3 Cloar

o000 Add Time
Mach. No. Callecting Time

ol



Mach. No.: The T60’s serial number.

Password: The T60’s management password.

Select the time in the item [ [ #w0 = ]  Click the button [Add Time]
to add the time to the item “Collecting Time”. And you can continuously add
5 time point.

Click the button[ ~ *#2# ] to add the time points to the Auto-collect list.

T'= Record timing collection El

The Condition

Mach. bo. |1 [ — & add

= Delete

¥ Clear

Collecting Time |03 D012 00,1500, 180020100
ogon = Add Time

Mach. No. Collecting Time
» 09:00:12:00.15:00;18:00:20:00

[Delete] : Select the time points which you want to delete. And then click
the buton [ -w== ] . It prompts:

Please make sure ...

\;:/ Are you sure ko delete the setting record selected?

Click the button [OK] to confirm or click the button [ Cancel] to cancel.
[ Clear]: Delete all the time points. Click the button [ xz ]. It prompts:

Please make sure ...

\:‘:/ Are you sure to delete all setting record?

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

4.15 Records Supervision

Click the button [Record] in the software’s toolbar. The [Record
Supervision] window pops up

*\. Records Supervision [E3]

display records i the Iatest D E| s

Department | Staffer No. | Name Date Ti
3 Lo 008112632215
6 2008112692208 1

g 2008-11-26 9.22:04 1
7 2008-11-26 3:22:01 1

You can monitor the real-time records in the window. And you can adjust
the available monitoring time from 1 to 120 minutes.

= Notice : 1. You must set “listen serial port” and enable the real-time
feature in the system settings. Otherwise the [Record Supervision] will not
run.

4.16  Disconnect Connection

Click the button [Disconnect] to disconnect the connection.

4,17  Exit the System

Click the button [Exit] or click the button [*] .It prompts as follows:

Please make sure ... E|

? it?
‘““\Ij Are you sure bo exik?

Cancel |

Click the button [OK ] to exit the T60 management program.
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OUETIGEIRM Background Management

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

[$]
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5 Background Management

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

5.1 Login System

Fingerprint §
Attendance;

Double click the icon '==r: on the desktop to start the attendance

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

follows:

Fingerprint T&A System V3.2 P ?]l
Administrator.

Password: I

0K E; Cancel

The default administrator's name is “Admin” and password is empty. Log in
system and the following interface will be displayed:
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{3 Fingerprint TRA management system
System HR Management Attendance Exception DataMaintenance External

)

Timetable

Clear Data
|

€

Append Rec. Leave

Compress DB

2008-12-18 21:47:50 | Admin m it TRA management system lﬂ_e True &Safe 4

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:

Eé Parameter Settings

t Administrators
Administrator's Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Cirl+x

5.2.1 Parameters Settings
Click [Parameters Settings] in system menu. The following window will
prompt:
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:;;x System parameters setting ZI

Basic parameters | Stat. Hules' Leave classl Field defimtion'

Basic infor

Urit Name: IHead Office

Caomnman Rule

480 |

A workday count as Minute  —Shift expands two days————
* Count as the 13t day
™ Mot clock in count a3 late IEU E it
e " Count as the 2nd day

I™ Mot clock out count as eary |60 [ tinute

I~ offduty |50 |§ minutes later clock-out count as avertime

\/ 0K E; Cancel

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:

58



- - P &

The Brightest Choice of Networking & Communication

jui; System parameters setting x|

EBasic parameters  Stat. Fules I Leave classl Field defimliunl

Stat. |tems:

o [Stat Rule

Late r~Lnit Set

Early n I—_I
Business Leave Uni; | Day =
Leave

Absence Mirirnim: |1

Stay away
Civertime
Free Overtime i Round-off control

' Round down

i Round up [¥ Round at tatal

" Round off ™ iccumulate by times

\/ OK Eb LCancel

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

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

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

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

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

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

= 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:
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Basic paramalersl Stat. Fules  Leave class | Field defimtion'

8 ® & v 0

Append  Delete  Modify  Save  Cancel

Narme | Calor

4 Leave Class:
Shaw Calor: |[4aua j'

\/ 0K E; Cancel

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, click [ Save] to finish.
Delete leave class:

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

Field definition:

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

:;;x System parameters setting ZI
Basic paramalersl Stat. Hules' Leave class  Field definition I
Field Name : ILamguage j' Input new field valug:
15 Append
3@ Delete
\/ 0K E; Cancel

This page add the corresponding value for [Nation] . [ Specialty] .
[Position] . [Education) in menu [ Staffer maintenance] .
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5.2.2  Administrators
Click [System] - [ Administrators] , following window shows:

x
85 ® F v O

Append Delete Modify Save Cancel

Adninistrator: IAd'"in

Ttems operable ﬂ _‘J

Admin. zetlings/operatings log
System parameters set
Diepartments management
Staffer maintaince

Shifts settings

Shift scheduling

Fiecord Demand/todified FRecord log
Calculating and Feport
Festival and holidays st
Busingss leave/leave
Appand clock-indout

M aszive late/early

Import the Staffer list

Import records

Clear the old data

Initialize the system

I ! The new administrator has a default password: 338388,

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: When many administrators operate the software, it is necessary to
set the access right for each administrator. That is to say: when an
administrator log in, the functions he can operate are limited. )

Modify administrator:

Select the name of administrator, click [Modify] , input new name of
administrator and corresponding rights in [ Administrator] and click [ Save]l
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
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Click menu [ System]-- [ Administrator’s Password Set], following springs:
5I

0ld Prd: I

Mew Prud: I

Confirmn Prd: I

fQK | Eancell

Input the original password in [Old Pwd], enter the new password inl 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:

}a1 Attendance record modification log =] 3]
TineRange |
Depatment 2 S - e | T @5 "é i
- =

Staffer Mol <] | To[mziziz r[zms Seach | Restore Clase

| Deparment | Staffer No. | Name: | Clacking Time | State | Modify ype | Reasons | Administratar
3l

J | i
RecordCount: o [ Y

Select department, staffer ID and time range and click [ Search] and those
records which match the above condition will be displayed as follows:
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[t Attendance record modification log _ ol x|
_ Time Rang
Department| 2 head office j‘ me|zuusr 124 x|[oooor = @5 ‘gE- ﬁ
Staffer No JA1 - TE'|2E'”5' 130 =|[z3%a55 = Search Restore Close
Department ing Ti State Modify lype | Reasans | Adrinistrator |~
In
2005-01-24 09.00:00 Clack Out Add Forgetting clock in/out
I 180001 2005-01-24 10.00:00 Clack Out Add Forgetting clock infout  Anviz
I 180001 2005-01-24 11.00:00 Clack Out Add Forgetting clock infout  Anviz
I 180001 2005-01-24 12:00:00 Clack Out Add Forgetting clock infout  Anviz
I 180002 2005-01-24 12:00:00 Clack Out Add Forgetting clock infout  Anviz
I 180003 2005-01-24 12:00:00 Clack Out Add Forgetting clock infout  Anviz
I 180004 2005-01-24 12.00:00 Clack Dut Add Forgetting clock infout  Anviz
I 180005 2005-01-24 12.00:00 Clack Dut Add Forgetting clock infout  Anviz =
I 180006 2005-01-24 12.00:00 Clack Dut Add Forgetting clock infout  Anviz
I 180007 2005-01-24 12.00:00 Clack Dut Add Forgetting clock infout  Anviz
I 180008 2005-01-24 12.00:00 Clack Dut Add Forgetting clock infout  Anviz
I 180009 2005-01-24 12.00:00 Clack Dut Add Forgetting clock infout  Anviz
I 180010 2005-01-24 12.00:00 Clack Dut Add Forgetting clock infout  Anviz
I 180001 2005-01-24 13.00:00 OvertimeIn~ Add Forgetting clock infout  Anviz
I 180002 2005-01-24 13.00:00 Clack Dut Add Forgetting clock infout  Anviz
I 180003 2005-01-24 13.00:00 Clack Dut Add Forgetting clock infout  Anviz
I 180004 2005-01-24 13.00:00 Clack Out Add Forgetting clock infout  Anviz
I 180005 2005-01-24 13.00:00 Clack Out Add Forgetting clock infout  Anviz
I 180008 2005-01-24 13.00:00 Clack Out Add Forgetting clock infout  Anviz
I 180007 2005-01-24 13.00:00 Clack Out Add Forgetting clock infout  Anviz
I 180008 2005-01-24 13.00:00 Clack Out Add Forgetting clock infout  Anviz
I 180003 2005-01-24 13.00:00 Clock Out Add Forgetting clock infout  Anviz
4 | s
RecardCount: [43 [ g

= 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.

525

Managing Log

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

This log records all the operations of every administrator. Select

juit Administrator operation log =10l

Time Flang
Adriristrator [41 | | fom 20031112 = [oomoor = @ ﬁ
To 20081218 r|[2zEa5 = Search Close
ID | Name | Managing Time | Remark B
> 3 Admin 2008-12-18 21:62:27 Add administratorichelle
|| 2 Admin 2008-12-18 21:52.02 Operating system parameter settings
I 1 Admin 2008-12-18 21:48.37 Operating system parameter seltings

1 |2
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[ 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:

1I

! E Database connecting failed, Please collocate the database again
.

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

Provider Connection IAdvancEdl Al I

Specify the following to connect to Access data;

2. Enter information ta log an to the database:

User name: IAdmin

Eazzword: I

¥ Blank password [ Allow saving password

Test Connection |
0K I Cancel I Help I

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

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

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

\_?/I Are you sure to exit?

Cancel I

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

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

n‘h Department Management  Cirl+D
@ Staffers Maintenance Ctrl+G

5.3.1 Department Management

Click [Department Management]
springs the following window:

in the [HR Management] menu,

E._ﬂ Department Management

x|
vz )

Append [Delete  Modify  Save  Cance!

Being Selected Dept
JHead Oifice

Ihput the new department name

B\

‘When adding a new department ,

You can't use any same department
namnme.

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

Add a new department

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

Department modification

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

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

x

\?/.' Are you sure to delete this department?

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:

_ipix|
Search Staffers Iﬁ ' @ W =
Append  Delete  Modify Save  Lancel Transter  [mport
|2 Head Office [ Staffer Na, /| Name | Department | Position | Telephore | Employ Date | Sex | Address |c
[ Sales Department
L) RD
[ a0
4] | |
Stafters Infarmation | Ervroll Fingers: |
Attendance Set———————
Staffer Mo, I NamEI 1D Mo, I
Sekl j Languagel j Birthday IFEZDDS-W 218 j % Caloulats Attendance
Eddusaion | = Specisiy | = Pasiion | 15| | i Gt
i 720081218 >
Telephone I Muhllel Employ Date I J [ Rest On Holiday
Comnment I Marital Status I
Addlessl
|RecordCount [0 4

Append staffer

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

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

Staff's modification

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

[Save] .

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

Staff’s deletion

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

Please be cautious when delete the staff since all this staffer’s time
attendance 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:
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jui} Staffer Transfer

Select the department to iansfer:

s oe |

LCancel |

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

Export Staff:
Right-click on staff list and the following window pops:
Staffer No. | Mame | Department | Position | Telephone / |Employ Date | Sex | Address
8008 Jack 4D F.D. 2008-12-18
ELE] James kD Saler 2008- 12 18
N I —
it RIS 20081218
g o iafro
- 8012 Ak Shnu\ al\ columns v Mame 20081218
| |am3 5 v o parme—————— o s et 2008-12-18
a4 4D + Position 2008-12-18
| ams Sales Department  Employ Date 2008-12-18
| foo Michelle RO Softws , Telephone B3 2006-10-24 Female irhang
a004 King R&D Softws » Address 03 20081218 M ale #inzhuang
|so07 Ernimnily R&D W Sex B3 2006-12-12 Female
L] 4 aggic Sales Department  Saler Language HY 2007-05-18 Female #inzhuang
L] Judy Sales Department  Saler | w Comment B9 2005-12-18 Female Hinzhuang
* |z005 Clark. R0 Gale Marager | U21-54833499 20041223 Minharg

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:
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open 21|
Look jrc | 23 60 Tl e @ E-
[Z] staffer info.txt

File name:  [staffer info.tat Open I
Files of type: ITExI File [ txt] j Cancel |

4

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

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

5.4  Attendance Management

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

Holiday List
TimeTable and Shift Ctrl+B
Staffer Scheduling ctrl+p

Attendance Record
:| Attendance Calculating and Report  Cirl4R

5.4.1 Holiday List

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

g & 5 v 0

Append  Delete  Modifp  Save  Cancel

Namel Start Date | 20081218 j' Days 1 |3

Haliday Name | Start Date | Days
»

Add festivals or holidays

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

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

Deletion of festivals or holidays

Select the festivals or holidays you want to delete, 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]lin [Attendancel menu. The following window
appears.
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[xi TimeTable and Schedule Maintenance x|
{Tirnatable ﬁal’ﬁ’leﬁéﬁﬁe"l Shift Maintenance |

H 8 7 v @

sppend  Delete  Modify  Sove Cancel

Timetable Mame l—
On Duty Time J——
Off Duty Time: |——
Begin Clock-In Time l———
End Clackn Time | —'—
Begin Clock-Out Time | ——
End Clock-Out Time | ——
Late errar allowance l— MinLtes
Eaily ermor allowance l— Minutes
Count As Workday l—
Count As WorkTime Minutes

I MustCln ¥ Must C-Out

Timetable Nams | On Duty Time | O Duty Time

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] and [ End Clock-in Time ] setup the valid time period
for clock-in. Records out of this time range will be treated as invalid ones.
For instancel Begin Clock-in Time Jis 07:00 andl End Clock-in Time Jis 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]
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can be before [Begin Clock-in Time] ) but it can’t be longer than 24 hours.
[Late error allowance] means how many minutes after [On duty] are
treated as “late”, [ Early error allowance ] means how many minutes before

[End Clock-in Time] are treated as “early”; [Count as work day] and

[ Count as work time XXX minutes] are used in calculating business leave,
leave, absence and overtime.

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

The timetable Modification

Select the timetable name you want to revise, and click [Modify] , then
input the new information, click [Savel 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:
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jei; TimeTable and Schedule Maintenance x|
Timetable Maintenance  Shift Maintenance |

o8 & v @ ‘

#ppend  Delete  Modify  Ssve  Cancel

Shift Mame:
4 Shift Name Cycles 1 3‘ Cycle Unit IDay j'

+ addl | = Dekie | K Desr |

Date Timetable 1 Timetable 2 |T\meTable 3 |T\meTable 4 |
Dayl

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

details.)
X
Choice a timetabls: Chaice the date: A
Timetable Name  |On Duty Time  |0f =] ] Sunday
» Mordy
Moming 0400 12 ‘Wedrnesday
Hoon 1200 20 Thursda
Might 2000 04 e
1 LI_I
W Ok I By Cancel I
Pic5.3 Add a timetable
Modify a shift:

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

xq
Timetable Maintsnance  Shift Maintenance |
v @ ‘
Append  Delete  Modify  Save  Cancel
Shift Narme:
:" Shift Name |02 Oes || 2 Cycle Uit [#zek 7]
£ add | | =Deke | % Cear |

Date Timetable 1 Timetable 2 |T\meTahIe 3 |T\meTahIe 4 |

Sunday

Monday Mormal

Tuesday Mormal

Wednesday Mormal

Thursday Mormal

Friday Mormal

S aturday

Step2

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

Click [Add] and the following window pops up:
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fuit Add Shift Timetable x|
Chaice a timetable: Choice the date: I~ al
[ Timetable Mame | On Duy Time | DF_I [ Sunday [ Tuesday
Nurmal 09 ] Ll Wednesday
[ Thursday
! H o
Noun 12 UU [] Saturday
Might 20:00 04
-
4 r |
o 0K | [sp Cancel I

Select the timetable “Morning shift” to be added and select the time range
to apply to this timetable "from Monday to Friday of the first week” and click

[Ok] to complete the setting of the first week.

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

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

fuit Add Shift Timetable x|
Chaice a timetable: Choice the date: I~ al
Timetable Name | OnDuty Time | DF;I [l Sunday [ Tuesday
[ Monday [J'wednesday
Mormal 05:00
= [ Tuesday [ Thursday
Morning 04.00 [ 'Wednesday [] Friday
> mm B A Sy
Might 20.00 [ Friday
< [ Saturday
[] Sunday
[V Maonday

Tuesday
‘wednesday
Thureda

] Saturday
[ Sunday

] Monday

T — _>|;I K i
\/QK | E;Eam:el I

Click [ok] to complete the working hour setting for the second week.

The third week (night shift, from Monday to Friday)

Click [Add] , make corresponding operation in the springing window(see
the result below):
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jeiz Add Shift Timetable x|
Choice a timetable: Chaice the date: ™ an
Timetable Mame | OnDuty Time | 0f 4| Sunday Tuesday
Mormal 0300 I [ Monday ‘wednesday
= B [ Tuesday Thursda
|| Moarning 04:00 12 [ Wednesday
| |Moon 12.00 20 [ Thursday 1 Saturday
T | [ o
ﬂ el = [] Saturday
[ Sunday
[ Monday
[] Tuesday
[ Wednesday
[ Thursday
[ Friday
[] Saturday
[ Sunday
- [¥] Monday
4 r q | | _>|
' Ok | [ Cancel I

Click [ok] to complete the working hour setting for the third week.
After the completion of above steps, please don't forget to click [Savel
and the setup of “three shifts” will be done(see the picture below):

juit TimeTable and Schedule Maintenance x|
Timetable Maintenance  Shift Maintenance |
8 v @ ‘
Append  Delete  Modify  Save  Cancel
Shift Name B
- Day Shift Name | The= shifte Cks [P = Cocke Ui [Week 7]
£ add | | =Deke | % Cear |
Date Tirmetable 1 |Timetahle B |T\meTahIe E |T\meTahIe 4 | B
Monday Morning J
Tuesday Morning
Wednesday Morning
Thursday Morning
Friday Morning
S aturday
Sunday
= Monday Moon
N T =
5.4.3 Staffer Scheduling

Click [Staffer Scheduling] in [attendance] menu. The following window
appears:
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Jut Staffer Scheduling 1ol
Search Slaffers
Select Al Select None Anange Shift
= Teadtifics Department [ Staffer No, [E=E En B
+-[1 Sales Department y
DR Sales Department 8002 Mangic Day
[ A0 Sales Department 8003 Judy Day
R&D 8004 King Day i
R&D 8005 Clark. Day
Head ffice 8008 Devid Day
FkD Ba07 Emmily Day
45D 8008 Jack Day
45D 8003 James Day -
~Time Rang
Fiom [ 1/ 52003 = e e o 5 . _ 5
To | 1/ 9/2009 [ Del Temporary  &dd Temporary Save. Lancel Add Delete [lean
Date Timetable 1 |Tmetab\e 2 |T|meTab\e 3 |T|meTab\e 4 |

01-05 Monday

0108 Tuesday
01-07 Wadnesday

0108 Thursday
01-03 Fridap

Pic5.4 Staff scheduling

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

ﬂ

Shift List Shift Timetable,
ShitName | Cycle .. [Uni 2| [Date Timetabls 1 Timetable 2 |Tmerah|aa |TimeTahIed |
» FE I T
Thise shifts 3 Sy

Monday Mormal

Tuesday Homal

Wwednesday  [Momal

Thursday Moimal
Friday Mormal
Saturday

Y _>I_I

The curent shift schedule:

[ Time Range

Beginning | 20081222 =
Ending | 20081225

7 Add 38 De| o OK Caneel

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.

Shift name: | Beginning date

7



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 ... =

‘?{j‘ Are vou sure ko make temporary shift schedule to the selected Staffers from 20058-11-18 ko 2008-11-187

Cancel |

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

jei; Add a temporary timetable x|
Select the timetable to add Select the dates I al
[ Timetable name | Or-duty ime | Off-ch = | 7105 Monda
Nermal 0500 1800

e et —— [] 01-07 Wednesday
£ 0108 Thursday
1200 20:00 [ 0109 Friday
20:00 04:00

-

4 | 3
oK I R Cancel I

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
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range;

5.4.4  Attendance Records
Click [ Attendance Records] in [Attendance]l menu, the following

[} Search Staffer's Attendance Record - ol x|
TimeFange—— |
Depaitment = Fom|[BEE1218 7| [000n0l = @ = %
Stalfer No. |41 - To[zmizz x| [zssa5s = Search Report Ewpot | Modify Log
Depattment | Staffer Ho. [ Name | Date Time: | State |LocationiD | =
» I
FiecordCount: ] [ Z

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

record.
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TmeRange |
Department| 2 Head Office 5| From|[BEE1278 7| [o0onoT = @3 %
Stalfer No. |41 - To[zomioz1 x| [assass = Search Report Ewport | Modify Log
Depattment | Staffer Ho. [ Name | Date Time: | State |LocationiD | =
5001 Michelle 2008-12-18 08.27.36 Clock In 1
5001 Michelle 2006-12-1818.28.22 Clock Out 1
Michslls |
| [ReD 4001 Michelle 2006-12-18 22:29.41 1
|| Sales Department 8002 Maggic 20081218 08:27:39 Clock In 1
Sales Department 8002 Maggic 20081218 18:28:28 Clack Ot 1
|| Sdles Department 8003 Judy 20081218 08.27.43 Clock In 1
| | Sdles Department 8003 Judy 2008-12-18 18:2854 Out 1
| |RsD 8004 King 20061218 08:27.48 Clock In 1
| |RsD 8004 King 2006-12-1818:29.01 Out 1
| |ReD 4005 Clark, 20061216 08:27.54 Clock In 1
| |ReD 8005 Clark. 20081218 18:29.04 Out 1
HeadOffice 8008 Devid 20081218 08:27.57 Clock In 1 b
| |HeadDffice 8008 Devid 20081218 18.23.07 Out 1
| R0 8007 Emmiy 2008-12-18 08:28.01 Clock In 1
| |RsD 8007 Emmiy 2006-12-1818:23.10 Out 1
| |atD 8008 Jack 2006-12-16 08:28.04 Clock In 1
| &0 8008 Jack 2006-12-16 18:29:13 Out 1
45D 8009 James 20081218 08:28.07 Clock In 1
| latD 5003 James 20081218 18:23.16 Out 1
| R0 800 Helen 20081218 09.2810 Clock In 1
| R0 00 Helen 2008-12-18 22.23.18 Out 1
| | Sdles Department 8011 2006-12-18 09.28:16 Clock In 1
| | 5ales Deparment 8011 2006-12-16 18:29:22 Out 1
| e 801z 2006-12-18 09:28:19 Clock In 1 E
RecordCount [26 [ v

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

i/
ti: =EHE AN X
Head Office attendance record report
20081218 To 20081221
Count: 2
RSD Michelle |00 ‘ o |
20081218 8:27.36 Clock In ] James 009
e I T
T RERLEERET 0081218182316 | Out
Count: 2
Count: 4
Sales FitD Helen 8010
Department kzze G2
2008121862738 | Clockln ;;'U'ﬁ:z?sg;zz;;fg I E'Du“kl'"
2001218182828 | Clock Oul =
Count: 2
Count: 2
Sales
Sales 8011
Btz Judy 8003 Department
2003121882743 | Clockln 22;00;3223;3325;252 I C'”;"l'“
0081218182850 | Ot =
Count: 2
Count: 2
R8D king aos | |0 oz
2003121882748 | Clockln 22;00;3223;3325;54 I C'”;"l'“ Bl
0081218182801 | Out - :
Count: 2 5
Count: 2 E
Page 1A | [5] >

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 )
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Clickl Modify Log Jand 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:

1ol

Time Fiangs -

Department | 22 Head Office | Fom[EIE 1218 7] [ooonm = @
~ = X
Staffer | Al - To|2008.12-21 235353 =511 Cacuate Expott | Exception

Atendance Exceptions  Shift Exceptions | Other Exceptions | Caleulated ltems |

Depaitment | Name | Stafer Mo |Date | Timstable |OnDuty | Off Duty | Clock In
+ I

Beport

o 2]

Pic5.6 Attendance Calculating and Report
Select the beginning, the ending date and the department and staff that
need to be calculated and then click [calculate] , the following window
appears:
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TieRange | -
Department | 2 Head Office ki Fom@E 120 x| [onosm = @ Ag
Stafer| &1 o] | Tolawer21e =lfzsess | cicgae | Aot Evpart | Exceplion
Attendance Exceptions  Shift Exceptions | Dther Exceptions | Caloulated ltems |
Depament | Name | Staifer No, [Date [ Timetable [On Duy [ o Duy [ClockIn =]
) o014 20081218 Nomal 20081218 09:00 20081218 76:00
| |HeadDfice  Devid 8006 20081217 Nomal 20081217 09:00 20081217 18:00
| |HeadDiiice  Devid B006 0064248 Nomal 20081218 09:00 20061216 16:00 20061218
| |RaD Michelle ] 20064247 Nomal 20081217 09:00 2006127 16:00
| |Re0 Michelle ] 20061218 Marning 20081218 04:00 200612181200
| |Reo King B004 20064247 Nomal 20081217 03:00 20081217 18.00
| |Reo King B004 20064218 Nomal 20081218 03:00 20081218 16.00 20061218
| |meo Clark 8005 20081217 Nomal 20081217 03.00 20081217 18:00
| |me0 Clark 8005 20081218 Nomal 20081218 03.00 20081218 18:00 20081218
| |Re0 Emmily 8007 20081217 Nomal 20081217 03.00 20081217 1800
| |Re0 Emmily 8007 20081218 Nomal 20081218 03.00 20081218 18:00 20081218
| |me0 Helen 8010 20081217 Nomal 20081217 09:00 20081217 18:00
WG Helen e010 20081218 Nomal 20081218 09:00 20081218 18:00
| |5ales Depattment Maggic go0z 20064217 Nomal 20081217 0%:00 20061217 16:00
|| 5ales Depanment Maggic B002 0064248 Nomal 20081218 09:00 20061216 16:00 20061218
|| 5ales Depanment Judy G003 20064247 Nomal 20081217 09:00 2006127 16:00
| |5ales Depattment Judy 8003 20064218 Nomal 20081218 03:00 20081218 16.00 20061218
| |5dles Department ] 20064247 Nomal 20081217 03:00 20081217 18.00
| |5dles Department ] 20081218 Nomal 20081218 03.00 20081218 18:00
| |5dles Department 8013 20081217 Nomal 20081217 03.00 20081217 1800
| |5dles Department 8013 20081218 Nomal 20081218 03.00 20081218 18:00
I 8015 20081217 Nomal 20081217 03.00 20081217 1800
0- 8015 20081218 Nomal 20081218 03.00 200812181800 =
4] | 3

There are four Tabs of information after search and calculation which can
be viewed respectively:
[ Attendance Exceptions 1 :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:
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i} Attendance Calculating and Report -0l x|

TmeRange | -

Department | 22 Head Office | From|20081201 > [oooom = @
N N I M E TR e | X = | | Coloioe

Feport Evpott | Exceplion
Attendance Exceptions | Shift Exceptions | Other Exceptions | Caleulated ltems |

Department | Staffer No. |Mame | Date Time: | State | Dperation | Exception Description | Timetable | -
¥ iFLD B Wichelle  2008-12-08 06 0000 Clock In . Delete irwvaid record

RtD! 8001 Michelle  2008-13-18 08.27-35 Ciock In  Delete Invald record
| |meo 8001 Michelle  2008-12-1818:28:22 Clock Dl Delele Invalid record
| |me0 8001 Michelle 20081218 18.28:27 OutBack Ovetimeln  Wiong slale
| |Re0 8001 Michelle  2008-12-18 22.25:41 Dvartime Dul Wiong state
| |5dles Department 8002 Maggic  2008-12-1808.27:39 Clock In Normal record Momal
| |5dles Department 8002 Maggic  2008-12-181%:28:28  Clock Out Normal record Momal
| |salesDepatent @003 Judy 2008123082743 Clock In Namal record Hamal
| |SdesDepatment B003  Judy 20081218 18:2854 Out Clock Out Wirong state Namal
| |RaD 6004 King 20081208 0300:00 Clockln  Delete Invaid record
| |Re0 6004 King 20081218 08:27:48  Clock In Marmal record Mamal
| |Reo 8004 King 2008218182301 Dut Clock DU Wiong state Momal
| |Reo 8005 Clak 2008208030000 Clockln  Delete Invad record
| |meo 8005 Clatk 2008128082754 Clock In Normal record Momal
| |me0 8005 Clate  2008-121818:23.04  Dut Clock DU Wiong state Momal
| |HeadDfice  BODS Devid  2008-1218082757 ClockIn Normal record Momal
| |HeadDfice  BODS Devid 2008218182307 Out Clock DUt Wiong state Momal
WG 8007 Emmly 20081208 0300:00 Clockln  Delele Invaid record
WG 8007 Emmily  20081271808:28:01 Clock In Namal record Hamal
| |RaD 6007 Emmiy 2008218182310 Out Clock Out Wirong state Mamal
| |4 B008 Jack 2008218082804 Clockln Mamal record Mamal
| |#eD B008  Jack 2008218182313 Out Clock W Wiong state Mamal
s 009 James  Z008-12-180828:07 ClockIn Mormal record Momal

B

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):

Departrient | Statfer Mo, |[Mame | Date Time | State | Dperation | Exception Description | Timetable
RED 2001 Michelle 20021208 0:00:00 Clock In - Delate Irvealid record
R&D a0 Michelle 20081218 08:27.36 Clockln  Delete Irvvalid record
R&D 2001 Michelle 20081218 18:28:22 Clock Out  Delete Irvalid record
S Eport oata Dvetime In : —
_|R&D Create report for current grid 022284 Overtime Out  ‘Wrong state
Sales 29728 Clool | Normnal record Mormal
Sales Luzn Lt Marmal recard Mormal
= Delete selected Del Clock out
Sales X . Marmal recard Mormal
zal Cancel operation for selected Cirl+Z Qvertime in Clock Dut W = N "
_|oaes Modify and save Exception Ctrl+5 Qyertime out 0ck H fonais=e orma
RED out Delete Irvealid record
B [=12] Change filter... » 0;; back Marmal recard Mormal
R&D Columns L4 waen Clock Out Wrong state Mormal
Aep | Show all columns B09.00.00 Clockln  Delete Iwalid record
RED 2005 Clark 20021218 02:2754  Clock In Homal record Mormal
R&D a00s Clark. 20081218 18:25:04  Out Clock Out Wrong state Mormal
Head Office 8006 Devid 20081218 08:2757  Clock In Normnal record Mormal
Head Office 8008 Dewvid 2008-121818:23:07  Out Clack Out Wrong state Mormal

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

83



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 current: grid

Filtering Recard 3
Columns »
Show all calurmns

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

Export Data
Create repart For current grid

Columns 2
Show all columns

The operation is the same as stated above.
Report:
Click [Report] in pic5.6 and the following menu will pop up:
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=10.x]

Lefleiz Attendance Report
Daily Report
. (eneral Report
| On Duty Exceptions Report Inck In :I
2008-12-18 051 Create a Report For Current Grid
2008-12-17 09.00 OG- T2- 17 1o 00

Pic5.7
[ Attendance Report] :Calculate staff’'s attendance record;

SE=E]
i S @S #A X
Head Office attendance record report
20081201 To 20081218
RitD Michele: 8001 A4D Jack, 2008
2008-12.08 03,00:00 CiockIn 0081218082604 | Clockln
20081218 08.27:3 Clock In 200B121816:2813 | Out
20081218 18 28:22 Clock Out Count 2
20081218 18.23.27 Oul Back
20081218 22 23:41 A0 James 2009
Eourt 5 2008218082807 | Clockn
Sales . 0081218182516 | Out
Bepmment Maggic 8002 =
08121808273 | Chockln
0081218182828 | Clock Out ALD Helen 5010
Fount 2 20081208 030000 | Closkln
Sales 2008218032610 | Clockn
Jud 8002
Department - 2008218222318 | out
0081218082743 | Clackln Count: 3
W0E12181825 | 0w
(it 2 Department il
ao - - 200B1218032616 | ClockIn
0061218162922 | Ot
20081208080000 | Clockn Count: 2 7‘
2081218082748 | Clockn ii
— P — - — =
ags 171 | <1

[ Daily Report] :Calculate staff’s daily attendance record;
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e =loixi
ror G HE B X
Head Office staffer daily report H
w201 To w1218
e v R R EEEE EEEEEE EEEE
o v s
- s i
e
e
Head Office
pes e [TTTTITTTTIITIIT LI IL T I
R&D
b - .
[King (B004 7
- s .
eomir o ]
e o .
e e T
o b LTI P T T T
-
5
Remark/Nomal >laie <Eaily -Absart [Mo(Crn [NoC-O Fest «Cwerime BLBusiness Leave Llsave EI
e i [ & »

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

“actual’, “late

o FHS A X

early

, “absent”, “overtime” etc;

=ioix

Head Office atendance stat. total report

20081201 Ta 20081218

Duty_| aches | buset

[ Loe | Ess | T [ Fn07 | Out | 6L | Lewns | fin | W0w | winm | s

statte |
N
Mo |“ow | Day | Dup | Wente | Vo | or | How | vess | Doy | Dw | Tws | Tows | How | %
ALD
sk oow 2 1 of s
mes oo 2 1 of s
oorz 2 i o S
ooia 2 2 o
ad Office
il 18005 | Sox|
i)
(. o E o { o
o o | o oy
sk s L o ey
iy oo L o oy
. oo E o

Sales Depament

i

[Paeiiz |

i

el

[ Exceptions Report ] :Calculate staff's “out”’, “overtime”,
leave/personal leave” efc;
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|72 Preview

Fuox: S EHE M X

=loix|

Head Office attendance eptions report
20081201 To 200812-18

Name No. | Date & Time [ Exception e | Worklong | Remaik
R2D
Michelle ‘EDDT ‘ZDDE—IZ—IE 182927 2008-121822:2341 ‘ Free overtime 04:00:14 ‘

[Paget/l |

]

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

-lai
Fu: EHE @K X
Head Office exceptions of attendance record report
Department | %7 | Name | Dete Time | State | Operatian DEE"E‘;:DE&'"DD“" Tmetab
RaD 8001 |Michell |2008-12-08 ClockIn |Delste Imvelid recard
e 09.00:00
RE&D 8001 ichell |2008-12-18 ClockIn [Delete Invalid record
e 08:27.36
R&D 8001 Michell [2008-12-1& Clock Delete Invalid record
e 182822 Out
RaD 8001 |Michell |2008-12-18 OutBack |Dvertime In |Wrong state
e 182927
RE&D 8001 Michell |2008-12-18 Overtime  |\wrong state
e 222341 Out
Sales 8002 Maggic [2008-12-18 Clock In Normalrecord — [Normal
D 08:27:389
Sales 8002 |Maogic|2008-12-18 Clock Narmal record [ Normal
D 18:28:28 Out
Sales 8003 |Judy |2008-12-18 ClockIn Normal record  [Normal
o} 08:27:43
Sales 8003 Judy  |200B-12-18 Out Clock Qut  |\wrong state Mormal
Department 18:26:54
R&D 8004 King 2008-12-08 ClockIn [Delete Invalic record
09:00:00
RaD 8004  |King |2008-12-18 ClockIn Normal record  [Normal
08:27:48
RE&D 8004 King 2008-12-18 Out Clock Out  |\Wrong state Mormal
18:29:01
R&D 8005 Clark  [2008-12-0& ClockIn Delete Invalid record A
09:00:00 B
RaD 8005 |Clark |2008-12-18 Clock In Naormal record  [Normal
Page1/2 | [ |

Print Report:

Toolbar of report preview is as the following picture:

i = EH S Mr X

4= 1003

Adjust the ratio of preview content;
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- Open the existing report file;

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

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”.

=

Save report to file;

Print Report;

x

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 *.xls). 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:

Append Record
LateEarly Collectively
Business LeaveLeave

Modified Record Log

Click options one by one in the menu and the following modules will pop up
respectively: [ Append record] , [Late/Early Collectively] , [ Business
Leave/leave]l 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:
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Away On Business/Leave Cirl+L

Append Record Ctrl+w
Append Record Collectively
Dealing With Collectively Late Early

5.5.1 Away on Business/ Leave

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

|2} Staffer Be away on Business & Asking for Leave 1ol x|
v @

Append  Delete  Modify  Save Cancel

|2 Head Oifice =] [[Timefanae

Beginning Time| 20081218 =] [0z00n00 ==
Ending Time| 20081218 =|[17:3000 =

Department

Staffer Mo, | 8001 Michelle -
Leave Type lﬁ

Reason I

Department | Staffer No. | Hame | Beginning Time | Ending Time |Leave Type  |Reason
3

< | |

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]l 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
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function to append the forgetting attendance record. Click [ Append
Record] in [Exception] menu, the following window Springs:

x|
Department [ = Head Office =
Staffer Mo, I8001 Michelle j

Record Time |2D'33"|2"IS ﬂIUSZUUZDD =

& Append | Close |

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, clickl Exception J--[l Append Record Collectively ],following

springs:
E;: Append record collectively 1'
Departments list: Staffers list: I~ &l 'E
|2 Head Office Staffer No. | Name | = =
[ Sales Department LBDm Michelle Yhen Staffers can not clock—-in or
«-[) R&D 004 King clock-out for some reasons, You can
| add the massive clock-in or
[ A | |8005 Clark clock-out record here.
Il ano? Ermmily
amo Helen Tou can usze the Ctrl key when
— selecting many Staffers;
The added record can be found in
the record modification log.
| State: |EECETAG———— -
Fecord Tine: 120081208 ~|[0%:00:00 =
;I o/QK I E;Qancal |
| |

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
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Collectively Late / Leaving] in [Exception] - menu. The following springs:

juii Dealing with collectively Late/Early x|
Deal with Staffers list i
+ Coming Late " Leaving Eaily
Staffer No. | Name | =
rlanore clock inecord—————————————— #8001 Michele ‘
8002 Magaic
From| 20081218 | fomonon = BEE Judy
8004 King
12 = = |
Tol 20081218 | [imoon = " enos Clark
008 Devid
1~ The madified clock in time : 8007 Emmily
20081216 =| [ozsoo = | | [8008 Jack
I = =1 [ooos James
~Search Staffer ! 8010 Helen
: ) ani
o ] B L
Depaimert  [Head Office = e
013
 Shit i} B =
: 2 [ |am4 =
Ok Esp Cancel
‘ 0 |

Steps as follows;

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

2. Select time range for “ignore clock in record”;
3. Select the “modified clock in time”
4. Search staff through department or shift;

5. Select staff;

6. Click [OK] to confirm.

5.6 Data Maintenance

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

<& Impart Staffer List Chel+
Impart Attendance Recard  Chrl+I

Clear Obsolete Data
Compress Database
Backup DataBase

Initialize Svskem

56.1

Import Staffer List

Click [Import Staffer List ]
following window:

in [Data Maintenance]l menu. Pop up the
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jei; Import Staffer List

~Select a fils to import

File: |

Failures in imparting:

K|

s ok | By Close |

o

Click =4 to select the personnel list file for importing.

open 21 x|
Lookjn:llf)SU j & E cf EE-
Ej staffer info.bxt
File name: Islaffar info. bt Open I
Files of type: | Text File [".txt] | Cancel |
A

Select the right file which can be in *.txt or MS Excel ( *.xlIs) 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
department”;

the staffer info of “ID, Name, and

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.
See following:

[P staff list.txt - Notepad =lolx|
File Edit Format View Help
1000 Mar R&D = |
1001 Jack sales
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The definition of MS Excel (*.xls) data format as follows:

This format of file can import the staffer info includes: ”"ID, Name,
Department, card, position, employ date, telephone, address, sex, nation,
birthday, native place, ID card, mobile, education, SIN, specialty”; put those
items on the head line and input the items by order, the order can not be

Il
F)Me th e fwel Fgral Toos Qe Dnde oen Acmeoe .8 x
FIEETE S SRRSOl |
]
A 3 ] =

WS wloy d v drese |Ser
2 100

3 100

4

G

K.IJ

i

1z

13

14

13

16

17 a
12

L Oy oy ) 141 | i
o

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

the following window:

jui; Import Attendance Record x|
Select a file to import
’7 File Il _I
Failures in importing:
=

R
A 2

V' Ok I Ep Close |

Click =4 to select the attendance record file for importing, and clickl ok] to

start.
5.6.3 Clear Obsolete Data
Click [Clear Obsolete Data] in [Data Maintenance]l menu, springs the

following window:
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|1 Clear The Obsolete Data x|

elect the end date
7
Before: |ZME-11-18 - ‘ Cﬁ

Claze

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]l menu to compress
and repair the database

5.6.5 Backup Database

For ensuring the safety of data and recoverability, we advise you to back
up the database regularly. Click [ Backup 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 [Externall on the main menu, following springs:

External Program Management

Connect To Time and Atkendance Machine
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5.7.1  External Program Management
We can append external program into time attendance program for
convenient operation, for example, we need “calculator” when we are
operating, we can click [External] -- [External Program Management] ,
following springs:

x]

e v @

Append Delete  fodify Save  Cancel

Programm Marme: |Calculat0r

Executable File: It SeANDOW S system3z2hcacls. exe _I

External program list:

Program Mame | Executable File

|

Clickl Append], Input “Calculator ” into the input field of [Program name],
input “C:\WINDOWS\system32\cacls.exe” into the input field of Executable
file or browse -l to find the calculator program, click [ Save] to finish.

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

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 detail on clause (Time and
attendance management & communication) .
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6

FQA
6.1 My fingerprint has been enrolled but often gets failure in identification.
Reason Solution
. . Enroll the finger again. Please
1. The fingerprint was not refer to illustration of pressing
captured properly fi
inger.
2. Direct sun light or too | Avoid direct sun light or other
bright light bright light
3. Too drv finger Touch the forehead to increase
' yTing oily level of the finger.
4. Tao wet finger with ol or Clean fingers with towel
cosmetics
5. Low fingerprint quality | Enroll other fingers with better
with callus or peeling quality
6. Wrong way in placing | Please refer to illustration of
fingers when punching in/out | pressing finger.
7L f. . h Clean sensor surface
. Latent fingerprint on the | adhesive tapes
surface of sensor
recommended)
8. Not enough finger | Place the finger evenly on the
pressure sensor with moderate pressure
9. Influence by fingerprint Enroll fln_gerprm_t again. Plea_lse
; refer to illustration of pressing
image change fi
inger.
10. Fingerprint not enrolled Place enrolled finger.
yet
6.2 T&A system can't be connected with PC.
Reason Solution
1. Communication method | Select the correct
not set correctly communication method
2. Cable not plugged firmly | Plug the cable firmly or change
or cable hardware problem another cable
3. Not able to connect COM .
(wrong COM No) Please enter the right COM No
4. Not able to connect Refer to th_e manual  for
. connecting Time Attendance
TCP/IP (wrong setting) .
terminal
6.3  No records found though staff have clocked in/out.
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Reason Solution

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

1. Add records manually

2. Adjust fingerprint matching
precision

3. Change another finger and
enroll again.

2. Minority staff fingerprint
false accepted

6.4 The clock’s time works fine, but the FP scanner is off, staffer can’t check on

work attendance.

Reason Solution

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

2. Fingerprint  scanner | Restart unit or change the
abnormal fingerprint module

6.5 Wedon't use the ID + fingerprint to get verified.

Reason Solution
1. Wrong ID entered Enter the right ID

2. This user has no right to | Set 1:1 identification method
use 1:1 identification method | for this user.

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

Reason Solution
1. Direct sun light or too | Avoid direct sun light or other
bright light bright light
5 Latent f int th Clean sensor surface
. Latent fingerprint on the | - adhesive tapes
surface of sensor

recommended)

Please note : Should you have any other problems, please kindly email us
the log files in zip or rar (The log files are in Log directory in the installation
directory of the software)!
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Appendix

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

GND| s | 'S 485+

12v | 9] | © 1485-

COM| S| | © |GND

NC | 9] | S |WGO

NO | 9| | O | WG1

GND | & 1S

AL+ | S| S

AL- S S|

BUT | O

GND | O |

oND (2 s

T

B- | 9] [N
GND: Ground 485+: RS485+
12V: 12V input 485-: RS485-
COM: Dry contact signal public connector GND: Ground

NC: Dry contact signal connector (normal close) WGO: Wiegand Signal

DO
NO: Dry contact signal connector (normal open) WG1: Wiegand Signal
D1
GND: Ground

AL+: Anti-demolition alarm+
AL-: Anti-demolition alarm-

BUT: Exit button
GND: Ground

B+: Bell+
B-: Bell-

100



- - P &

The Brightest Choice of Networking & Communication

7.2 lllustration for pressing fingerprint
Correct method (Place the center of the finger on the center of scanner window):

E 0

Wrong method:

Jr . J o

X X

Too less valid area left-of-center right-of center Defluxion Too down

1. Please register the thumb or index finger if possible.
2. Place the center of the finger on the center of scanner window

3. Touch the forehead to increase oily level of the finger, if the fingerprint is too dry.
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