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Preface

Honourable customers,

Thanks for choosing products of this company. T50, with world cutting edge
technologies—fingerprint recognition, computer communication, as well as
microelectronics, is considered to be combination of three technologies: electronics,
optics and computer communication. It is no doubt that it has become the first choice of
standalone time & attendance for enterprises with its strong function and veracity.
Please read this user manual carefully to have an initial understanding of functions and
basic knowledge of installation, debugging, maintenance, application and management
to better use this product.

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

Veracity

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

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

Convenience

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

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

Full Function

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

Flexible Shift Maintenance

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

Standalone

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

Network management

Many units can be connected through network via TCP/IP for easy management in
central software.
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Software operation flowchart

(Important chapter please read carefully)

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

1. System parameter .
name and leaving class.

v

‘ 2. Department management

Add, delete and modify departments.

<5

Add, delete and modify staffer. Import

3. Staffer maintenance
‘ and transfer staffer.

<5

N T

‘ 4. Shift management Set timetable and shift.

<5

‘ 5. Staffer schedule Allocate staffer shift or temporary shift.

<5

Collect records from the unit or import

‘ 6. Record collection the backup record file.

<5

Deal with business leave/asking for

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

v

‘ 8. Statistic report

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

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

company name, time attendance rule, statistic rule for early, late and overtime etc.,
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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 finger twice during a very short time period,
one of the records will be regarded as invalid.) If there is any error in the software
calculation, admin can also modify manually to ensure the correctness of the result

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

Staffer shift or temporary shift is incorrect.

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

Checking and calculation of transaction records is incorrect.
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ST (¢ INntroduction

The main theme of this chapter is the advantage of this
T & A, as well as function introduction.
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1 Product introduction
1.1 T50 Product introduction

T50 is a 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, T50 can identify all difficult fingerprints and has solved the
long-lasting problem in fingerprint recognition field.

- AP R YT
=W aE W WS
7 N s W 5 W oow]

T50 fingerprint reader

World leading brand, Simplicity-led design

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

Stylish blue LCD, Musical buzzer

Stand-alone without being connected with computer, Standard 512 fingerprints.

Standard 30000 records

Multiple identification method: fingerprint only, ID + password, ID + fingerprint

Standard RS485, Wiegand26 output, dry contact output, optional TCP/IP network
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interface

Optional SC021 or SC822 access controller for separate type secure access control
Optional waterproof cover for outdoor use, Door bell button for direct connection with

door bell

Wall mounted. Combined 2-in-1 function for both time attendance and access

control.

1.2 Technical parameter

Items Parameter
Size 137MMx65MMx40MM
Material ABS plastic
Sensor Optical CMOS
FP capacity 512/1000 (optional)
Record capacity 30000
Resolution 500DPI
Scan Area 18*22 MM

Communication method

RS-485,TCP/IP(Optional)

Identification method

FP, ID+PSW, ID+FP

Identification time <1s
FRR 0.001%
FAR 0.00001%
Temperature -10°G-- < 60°C
Working current < 130mA
Sleeping current < 20uA
ESD > 15000V
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o Elocigl 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

Number key CatcelPower off

—

C 1T /772 [ 34 \Che)
[ 4 /7 5 [ B |40 ]_._UISEIECT,
C 7 /778 109 | \orm]

N, CEMlenn

2.2 Default interface

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

T 1116132

IN/ PLACE FINGER

2.3 Management menu
In order to manage data, you need to enter management menu. Firstly press
button to password verification interface,

PW xxxx

Input management password (default is 9999). Press button to confirm.
Device will make 4 prompt sounds “di-di-di-di” and enter menu.
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ADD DEL. TIME SET.

Button to switch between ADD, In the interface above, press.
2.3.1 Add user

In management menu, press button to choose [ADD] option, and press

button to enter “add user” interface.
o 0001

ADD

Input new user ID (max. 4 digit, i.e. 0001). Press to confirm.

Then press to choose FP 1% or 2™ or password to register.

o 0001

ADD
FP 1

2.3.1.1 FP registration
Select FP1 (or FP2) and press to confirm and start FP registration.

» 0001

ADD
FP 1

PLACE FINGER

Place finger needed to register on scanner window. After a short beep “di-”, move

finger away. The interface will show as following,
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» 0001

ADD
FPo1

PLACE FINGER

Place the same finger on scanner window again. After a short beep “di-’, move your

finger away. If success, device will sound 4 short beeps “di-di-di-di-". The interface will
show “OK” like this,

» 0001

ADD

FP 1
OK
If registration fails, device will prompt a long beep “di-----" and interface will show
“Fail” like this,

o 0001
ADD
FP 1

FAIL

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

o 0001

ADD
FP 1
FAIL

2.3.1.2 Password registration

Press and switch to PW option,
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o 0001

ADD
PW

Press to confirm and start password registration,

» 0001

ADD PW
PW

Input user password through keypad (max. 4 digit). Press to confirm and
device will sound two short beeps “di-di-” which prompts input password again. After

inputting password twice, press to confirm. And device will sound 4 short
beeps “di-di-di-di-” indicating success.

o 0001

ADD PW xxxx
PW
OK

2.3.2 Delete user

In management menu, press and select [DEL.]

ADD DEL. TIME SET.

Press OK/M to enter “delete user” interface.
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o 0001

DEL.

Input the user ID needed to be deleted (i.e. 0001). Press to confirm. Device
will sound 4 short beeps “di-di-di-di-” indicating the user deletion is successful.

o 0001

DEL.
OK

2.3.3 Set date/time

Press 9/~ J to select [TIME] option

ADD DEL. TIME SET.

Press to enter setting interface.
11-10-07 221632

Input the date needed to be set. Press to confirm. Then set time as
following,
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T 9916132

Input the date needed to be set. Press to confirm. Device will sound 4 short
beeps “di-di-di-di”, indicating set successfully.

11-11-08

11:37:56

OK

2.3.4 Administration password setting

press 9"~ J to select [SET.J option

ADD DEL. TIME SET.

Press to enter admin password setting interface,

PW

Input admin password through keypad (4 digits). Press to confirm and
device will sound two short beeps di-di-” which prompts input password again. After

inputting password twice, press to confirm. And device will sound 4 short
beeps “di-di-di-di-” indicating success.

10
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PW xxxx
OK

If the two passwords are different, the device will sound a long beep “di--", indicating
the password modification fails.

PW XXxXxx
FAIL

2.3.5 Verification

2.3.5.1 Password verification

In default interface, input user ID through keypad and press to confirm.

11-11-08 D 0001 |E|

IN/

Secondly input user password, press to confirm.
If device sounds 4 short beeps “di-di-di-di-", prompting verification is successful.

11-11-08 D 0001

PW xX X X
IN/ OK

If device sounds a long beep “di--" prompting verification fails.

11
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11-11-08 D 0001

PW xX X X
IN/ FAIL

2.3.5.2 Fingerprint verification
In default interface, place registered finger on scanner window. After a short beep “di”,
move the finger away.

If device sounds 4 short beeps “di-di-di-di-", prompting verification is successful.

11-10-07 0001

IN/ OK

If device sounds a long beep “di--" prompting verification fails.

T 413756

IN/ FAIL

12
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OETEIgRE System installation

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

operation system requirement.

13
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3 System installations

First we should install background management software on the computer. Please
refer to the following steps.
3.1 Running environment
Hardware environment:
Pentium II266 and above; PentiumII500 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:

Welcome to use T&4 System V3.2 Install

Click “Install” to install the software

Click “Exit” to exit the installation guide

Select the language.

14
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Select the target directory to install the program and the default is “C:\Att". Click

“Next” to continue installation (see the picture below :)
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Click “Back” and installation will return to the previous screen and re-select target
directory; Click “Next” and the installation will start as the following picture shows:
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Click “Finish” to close the installation program and an icon :.’. will be added to the
desktop. Double click it and the T&A management system will be started. In addition,
“Time and Attendance System” has been added to “All Programs”. Please see the

picture below:

16
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B Cen% v

The shortcut of “Time and Attendance System” 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.

17
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SUENIGCIEE Communication

The chapter is mainly regaring T50 how to add,
delete and set communication between PC and
terminal.

18
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4 Communications

The communication between software and device should be realized firstly through
connecting PC and devices via com or TCP/IP, secondly adding device terminal in
software. Finally start to communicate data.

4.1 Login the System

Click [Externall on the management menu and choose [Connect To Time and
Attendance Machine] . The default login password is empty; the following window will
pop up:

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

Syztem Logining

Management FwD: ||

ok Lancel

Enter the password and click the button [OK] to login.

= Notice: If you enter the wrong password 3 times, the software will automatically
close.

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

19
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\“3# ‘“Wrong admin password,you have Z chances ko try again,

Flease enter the admin passward again!

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

4.2.1 Terminal Management

T&A Unit Management: Add Unit, Delete Unit, Modify Unit

4.2.1.1 Add Unit

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

& Terminal Management

Teminal Info

’7 Communication Method
to ’—ﬁ " Com COM1 =
Unit 5/M — P ’7
Urit Namg |Frontdosr
o &+ R5485 COM1 -
M Stays |ActualStas v

© Remark:

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

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

Unit Name: You can set it to distinguish devices.

Att.Status: There are three options: Actual Status, on duty and off duty. When we set
it as “Actual Status” the attendance records’ status in the software are as same they
are in the device. If you set it as “ON Duty”, all the records’ status which is from this
device will be “On duty”.

Com: RS232 comm. method. The default is Com1. Please choose the correct com
number in the list.

TCP/IP: Network comm. Method. Input the device IP address. The default is
192.168.0.218.

RS485: RS485 comm. method. The default is Com1. Please choose the correct com
number in the list.

Click the button [OK] to save the information.
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o

There will display an icon for the new added device terminal 'Fetdeel  pyt the
mouse on icon, which will show the detailed info of the device.

Machine Mumber: 1

Machine Mame:Front door
Serial Mumber:1
Communication Method :RS485
Com Part;1

Connection State:kormal

F"Notice: 1. Set IP configuration: IP configuration is only set in RS232 or RS485.
Click right button of mouse on the device icon needed to set IP.

Select All

Reverse Selection

< 8aQ

Align Top
&lign Left
Set the IP configuration via RS232 or RE485

Terminal info

Click | @ 5%tthe IF configuration via RS2 or RS85. | nin | the following window will pop-up.

E Set the terminal's IP configuration

Set the terminal's IP configuration via RS232 or RS485

[ Default gateway:

I~ MAC address

|
|
I Sub mask: |
|
|

I Server IP address:

oK ‘ LCancel |

Tick the option V before setting.

Fill up the parameters based on real network. After completed, click [OK] button

and main interface will show like this:
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[20058-11-26 11:04:21]1[1]5et the IP address successfully!
[2008-11-26 11:04:21]1[1]5et the default gateway successfully!
[2002-11-26 11:04:21]1[1]5et the sub mask successully]
[2002-11-26 11:04:21]1[1]5et the MAC address successfully!
[20058-11-26 11:04:22]1[1]5et the server IP address successfully!

2. Terminal info

Click right button of mouse and choose [Terminal info] from the pop-up list as
following,

E Terminal info

Terminal info
Staffers
Fingerprints 10
Mew records il
Total recards lﬂi
Firrare verzion W
Betrieve | Cancel |

We can check the staffer, FP, records number and firmware version etc.
Click [Retrieve] to get the new information of device. Click [
Cancel] to exit

If fail, system will prompt,

System prompt F‘ZI

\:{_j Retrieve termianl info failed!

While the main interface will show like following,

[2003-12-01 17:07:10]1[1]Failed to read the records amount from the T&A machine

4.2.1.2 Modify Unit
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Choose the terminal (tick o showing ¥ ) and then click [ Modify Unit], the following

window will pop up:

Terminal Management

Terminal Info —
Commurication Method

At Status |.f5«ctual Statug

o : £ Com COMT -
; 1
Urit S/
(« TCF/AP 192.168.0.218
Uit M |Frc-nt doar
it ame J " R5485 COM1 -

ok | LCancel |

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

the button [Cancel] to cancel the modification.

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

System prompt

\‘;/ Already have the machine number and the device ID

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

Choose the T&A unit  (tick o showing ¥ ) and then click the button [ Delete Unit] .

Following message box pops up:

Please confirm...

This operation will deal with the selected machine:
e/
#Are you sure ko conkinue?

Cancel

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

4.2.2 Parameter setting

Choose the T&A unit firstly. And then we modify its parameter settings, which

includes device management password, sleep period, volume etc.
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Management password(0-9999) setting
Sleeping time(0-255) setting
Lock delayiD-107 satting

Farameter Setting
4.2.2.1 Set Management Password
Enter one password in the input box. The management password can be 0-9999.

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

This operation will deal with the selected machine:

2 m

#Are you sure ko conkinue?

Cancel

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

This operation information displays in the main interface as follows:

[2008-11-25 15:3T:14]Setting admin password. ..
[2008-11-25 15:37:15]1 [Front deor]idmin password setting successful!
1

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

4.2.2.2 Set Sleep Period

Enter the time period in the sleeping time input box. The time period can be 0-255. If
you set the sleep period as 0, the unit will never sleep.

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

This operation will deal with the selected machine:

2 m

#Are you sure ko conkinue?

Cancel

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

Some operation information displays in the main interface as follows:

[2003-11-25 15:40:01]5et sleeping time. ..
[2003-11-25 15:40:01]1 [Front door]Zleeping time setting successfull

4.2.2.3 Lock delay
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Lock delay means since access granted, the door opens delay time (range is 0—10s).

Input delay time, click [setting] button to confirm.

Please confirm...

b This operation will deal with the selected machine:
\—'f) 1[Front doar]
Are you sure to continue?

(4 | Zancel

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

Some operation information displays in the main interface as follows:

[[2005-11-25 15:41:1T]Setting Lock delay. ..
[2008-11-25 15:41:18]1 [Front door]lock delay setting successfull

4.2.3 T&A Machine Communication Management

It contains synchronize time, terminal parameter, initialize unit, download record,
backup staffers, resume staffers and so on.

4.2.3.1 Synchronize Time

Synchronize the T50’s time with the computer time. Click the button [ Synchronize

Synchronize
time] "™ . Following message box pops up:
‘f,f This operation will deal with the selected machine:
=/

#Are you sure ko continue?

Cancel

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

Some operation information displays in the main interface as follows:

[2008-11-25 15:44:05]5snchronizring time. ..
[2008-11-25 15:44:05]1 [Front door]Synchronization successfull

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

interface pops up:

25



= Boydornr

The Brightest Choice of Networking & Communication

Terminal Advanced Parameter

X

Access Control
Wiegand mode
Fiver wiegand code [0:255)

Valid door apen time profile

Time Profile 1 00000 = Tinf 00000 ==
Time Profile 2 000:00 = - | 00000 —
Time Profile 3 00000 =+ - | 00000 ==

Cancel |

Display defaul selting | oK

Wiegand Mode: Standard Wiegand and encrypted Wiegand. It is set as standard
Wiegand as default.

Fixed Wiegand code: if upload the same fingerprint to two devices with different ID,
after verification granted, the output Wiegand signal codes are different of the two
devices. If fixing the Wiegand code of the two devices is to be the same, the output
Wiegand codes are the same. Thus the finger can be verified granted on the both
devices.

Valid door open time profile: only in the set time profile, the staffers have privilege to
open door after access granted. Or else, even access granted, the staffer can’'t open
door.

Click the button [OK]

The main interface will show like following:

to save the settings.

.[2008—11—25 15:46:26]5et Advanced Farameter. ..
[2003-11-25 15:46:25]1 [Front door]hdvanced Farameter setting successfull

Click [Display default setting] , it will resume to default setting.

4.2.3.3 Initialize Unit

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

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

This operation will deal with the selected machine:

D)
</
#Are you sure ko conkinue?

p—

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

Some operation information displays in the main interface as follows:
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[2003-11-25 15:48:42]Initializing. ..
_[2008—11—25 15:45:453]1 [Front door]Initialization successfull

4.2.3.4 Download New Records
Download the records from the T50 to the computer.

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

Flease confirm...

\‘,f) This operation will deal with the selected machine:
(] 101]

#Are you sure ko conkinue?

Cancel

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

Please confirm...

9y This operation will deal with the selected machine:
\-'4-/ 1[Front doar]

Are you sure to continue?
CK | Cancel

Some operation information displays in the main interface as follows:

[E008-11-25 17:19:45]1 [Front deor]Reading attendance records. ..
[2005-11-25 17:19: 4811 [Front door]BRead the records completed, Records:1 ,Read successfully:l

4.2.3.5 Download All Records
Download all records from the T50 to the computer.

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

Flease confirm...

\‘,f) This operation will deal with the selected machine:
g 1[1]

#Are you sure ko conkinue?

Cancel

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

Some operation information displays in the main interface as follows:

[2008-11-25 17:22:55]1 [Front deor]Reading attendance records. ..
[2008-11-25 17:22:568]1 [Front door]Read the records completed, Records:4 |, Read successfully:4

4.2.3.6 Clear record

Clear all records from the T50 to the computer.
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Click the button [Clear record] . Following message box pops up:

This operation will deal with the selected machine:

D)
</
#Are you sure ko conkinue?

Cancel

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

Some operation information displays in the main interface as follows:

[2003-11-25 17:25:5T]Clearing time attendance records. ..
[2003-11-25 17:25:5T]1 [Front door]Clear time attendance records successfully

4.2.3.7 Backup Staffers
Download the staffer information and staffers’ fingerprint templates from the T50 to

the computer. You can edit the staffer information in the database Att2003.mdb. The
user information is saved in the table “User Info” of the database. And the fingerprint
templates information is saved in the folder “Template “in the installation directory.

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

This operation will deal with the selected machine:

D)
</
#Are you sure ko conkinue?

Cancel

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

Some operation information displays in the main interface as follows:

[2003-11-25 17:30:19]Backupping staffers. ..
I[EDDB—II—ES 17:30:20]Backup staffer:l[Front door]

= Notice: During backup the staffer info, you can click [Stop] button to end this

operation. The following window will pop-up.

Please confirm...

‘:J Are you sure 1o exit current operation?

\_t
04 | Cancel ‘

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

The operation will show in main interface like following,
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[2003-11-25 17:5T7:21]Exit current operation

After backup staffer info completed, it starts to backup fingerprints.

[2003-11-25 17:30:19]Baclupping staffers. ..

[2003-11-25 17:30:20]Baclup staffer:l[Front door]

[2008-11-75 17:30:20]1 [Front deor]Baclmp staffer information completed, Records:l ,Fead successfully:l
[2005-11-25 17:30:20]1 [Front door]Bacluping fingerprints. ..

After backup fingerprints completed, the whole backup process is finished. The main
interface is following,
[2005-11-25 17:30:19]Baclupping staffers. ..
[2005-11-25 17:30:20]Baclmp staffer:1[Front door]
[2008-11-25 17:30:20]1 [Front deor]Baclkup staffer information completed, Records:l , Read successfully:l

[2008-11-25 1T7:30:20]1 [Front deor]Bacluping fingerprints. ..
[2008-11-25 17:30:22]1 [Front deor]Backup staffers and fingerprints completed!

4.2.3.8 Resume Staffers
Upload the staffer information and staffer’s templates from the computer to the T50.

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

This operation will deal with the selected machine:
101]

#Are you sure ko conkinue?

Cancel

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

Some operation information displays as follows:

[2008-11-25 17:41:53]Get back staffers. .
[2008-11-25 1T7:41:53]Get back staffers:1[Front door]

="Notice: During resuming data, you can click [Stop] button to end this operation.
The main interface window will show as following.
[2005-11-25 17:30:19]Baclupping staffers. ..
[2005-11-25 17:30:20]Baclmp staffer:1[Front door]
[2008-11-25 17:30:20]1 [Front deor]Baclkup staffer information completed, Records:l , Read successfully:l

[2008-11-25 1T7:30:20]1 [Front deor]Bacluping fingerprints. ..
[2008-11-25 17:30:22]1 [Front deor]Backup staffers and fingerprints completed!

=="Notice: Before resume operation, each staffer should be set terminal authority. If
the staffer doesn’t not added to device terminal, the following message will prompt,
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[2008-11-25 21:17:44]1Get back staffers. ..
[2005-11-25 21:17:44]Get back staffers:1[Front deor]
1[Front door]Ho such ID existed, recovery failed!

4.3 Record supervision

4.3.1 Activate real-time

Real time function enable track the attendance records in unit at any time.

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

interface is as following,

[P008-11-25 21:23:44]hctivating realtime monitor functiom. . .
[2008-11-25 21:23:45]1 [Front door]BRealtime monitor function actiwation sueccessful!

At this time, [Real-time Monitoring Records Information] window will show begin

monitoring time, staffer number and times in different status after access granted.

Beqgin Time 2008-11-2521:25:19 Check-in Times 0
End Time Check-out Times |0
Staff Mumber (17 Cther Skatus Times 0

Feal-Time Maonitaring Recards Information
After activating real time monitor, when a user makes attendance record on unit, the
record will appear directly in the list of the window below. Meanwhile, real-time monitor

records information will show the user number who does attendance records.

e s TS0 Fimg
= et Reccrd Supervsion | Stalfors|
Bogn e 2000-07-15 153027

During real-time monitor process, when each staff passes attendance, there will
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pop-up the staff info at the right-down corner likes following shows,

|06

Marme: Mew Lser
Dept.:head office
Position:

4.3.2 Prohibit real-time

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

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

[2008-11-25 21:26:52]Prohibit realtime monitor. ..
[e005-11-25 21:26:53]1 [Front door]Prohibit realtime monitor successfully!

[ Real-time Monitoring Records Information] will show the end monitoring time

automatically.

Begin Time 2008-11-25 21:27:11 Check-in Times |0
End Tirme 2005-11-25 21:29:11 Check-out Times 0
Skaff Murmber (17 Cther Skakus Times 0

Feal-Time Monitoring Records Information

After real-time monitor prohibited, real-time monitoring records info will still exist. If
reactivate real-time function, the info will be totally cleared, but the attendance records
in the list will not be cleared.

4.4 Staffers management

Staffers management mainly includes these functions: staffer management in
database of local PC. staffer communication management between PC and unit. staffer
info tracking.

Staffer management interface is as following,
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g 4 Ergin
. L <

T50 Fingpe rprint TEA management software V1.0
 Untmanagemert  Record Supervisen

StaffrsManssmart | Racord Mansgment

@ Er ) p

Staff wame
A Dowioad Dolete. Gheck
Staffar 3 > fromune | Terminal )

affers Managmert  Checking

m

o Silenbo o CadMo Nane Sex Fiaton Bihdey EnglopDaie  Fhone

E s Jack Male

6 1461216 Brany Make
13672 ek Male

0

4.4.1 Database staffer management

Database staffer management is mainly for staffer info management in the database
of local PC.

4.4.1.1 Add staffer

Click [Add staffer] button, open [Add/modify staffer info 1 window which includes

3 page info: Basic info. relevant info. fingerprint registration. The interface is as
following:

= AddModify Staffer Info =

o |

Basic 0 | Relevant Info | Fingerpint P

No. I
CardNo.
Name ’7
5 —
oo [Broies =]

al 8l ¥

Terminals not Aubharized Teminals Authoized

T{Fiont door]

b bl

ThA Methad and acoess permission
]
o]
ol

AN

Save Cancel

[Basic info]:

Input staffer info, authorized terminals and access permissions etc. in [Basic info] .

= Notice: Staffer ID is the only one which can’t be repeated and empty.
[ Add picture]:

Two ways: add pictures in local pc or online capture pictures.

1st way: Click (_\ll button, choose staffer’s picture stored in PC and open [Edit
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picture] window as following,

(5?5 |

Hotos | D] o

o

o

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

directory:

Open @[]

Lookin: [ T80 - e mefE-

[CIar-Y

@ [EWuophoto

My Recent
Documents

5

My Computer

by Netwark — File name: [NoPhcto
lages

Files of type: [paEze 9

Windows Bitmap (EMF] ver.3
i 35KB Mem 35KB W

[EINEY

Open
Cancel

10004 120 pirel
16777216 EER, (24 bit)
95 96 dpi

Click [Open] button to open picture:
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Firstly cut the picture. Use the mouse to choose the area needed cut. You can also
use mouse to pull adjusting the area.

S
=3

| |

Then click [Cut down] button. After cutting down, the picture is as following,

If you are not satisfied with it, click [resume] button to restart cutting down picture. If
you want to cancel this operation, please click [close] button and exitto [ Add/modify
staffer info ] window.

After cutting down the picture completed, click [Savel button to save picture and
exitto [Add/modify staffer info 1 window.
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Edit Picture

| =

View | Save

#

Cut Down;

h?,

Restore.

Zoom infout
B f——
Close

Then this staffer’s picture will show at the right-up corner as following,
Add/Madify Staffer Info X

Basic: Info 1 Relevant Inful Fingesprint F\Egislraliun]

No, |33
Card Mo, |45955555
Mame |Fhobe
Sey |FEmale
Headoffice
o 18 - al 8 x

Terminals not Autharized Terminals Authorized
1[Front door]

4

4

'l

bl kL

Terminal privilege
r
i

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

is camera equipment installed in your PC.
click [.2]) button, open [Pictures shooting] window as following,
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~Zoom infout -
T
| 9| #| A
Take Pic. Save Restore | Cut Down Close L

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

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

'!.‘

o & | 9

Restore

TakePic.| S
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Next the way of cutting down picture is the same as 1st way. Please refer to it.
When staffer’s picture exists but you don’t want to set picture for staffer, you can click
(ll] button to clear the staffer picture.
[authorize t to terminal]:
Choose the terminal the staffer belongs to in [ Terminals not authorized] , click
(;>|] (add single) or [;»l] (add all) button and add it to [ Terminals authorized]

list. You can also use [_$=1 s [ <11 button to delete [ Terminals authorized]

as following,
Add/Modify Staffer Info El

Easic Infa 1 Relevant Infn] Fimgerprint Heglstrahnnw

No.
Card Mo, | 33344433
Mame |Lion
Gy |Male -
Headoffice - ‘
oo 18 g Al ol

Terminals not Authorized Teminal: Autharized
2[Eat doorf: 1[Front door]

<

b kL

Terminal priviegs
L
¥

Save Cancel

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

access permission as following,
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AddIModify Staffer Info X

Basic Info IF\e\evanl Info] Fingerprint Hegisllalion]

No.
Card No, 133344433
Mame |Lion
Gey |Male
Headoffice -
o 18 i ol 8 x|

Pl

Teminals not Authorized inals Authorized

2[Exit door]

22

<

b bL

Teminal privilege
[ Access Pemmiszion
¥ Fixed wiegand area code

Save Cancel

="Notice: you must choose the terminal in [terminals authorized Jlist, elsel Terminal

privilege] is limited.
[Relevant info]:
Click [Relevantinfo]l option, input information in these items as following,

= AddiMadify Staffer Info x
Basiolnfo RelevantInfo | Fingerprint Registation |
1o N, [ 123456768 By . =)
Nation [chinese =l Employ Date o =l
Posiion |Saleman = Poltical Feature | -
Education [master =l spesiaiy I S|
Phore |46678912 Mobie |
Native Place |
Address |
Save Cancel

[ Fingerprint registration):

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

If there is prompt ‘Fingerprint sensor reader not connected’ as following,
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, -
= Addrodity Staffer Info b3
Basic Info | Relevant Info ~Fingerpint Regisraton |

FP Enrll condition

r Ernol
r Ernal

Fingerprint senser reader not connected!

Save LCancel

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

fingerprint sensor reader successfully’, you can start to register FP as following,

Basio Info | RelevantInfo  Fingerprint Registration |

FP Enrall condition

m el
m Entol

Connect ta the fingerpiirt sersor reader successfulll

Save Cancel

Choose the first or second finger, and then click [Enroll] button.

Please place your finger’ will prompt as following,
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= Add/modify Staffer Tnfo W

Basic nfo | Relevant nfo Fingerprint Registation |

FP Enroll condition
I

= Enol

Please press your finger...

Save Cancel

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

= R ddiModity Staffer Info X

Basic Infa | Relevant Info FingewlintF\eg\stratmn\

FP Erroll condition
~

r Enial

Enroliment successhul

Save Cancel

Register the second finger in the same way. After success, the interface is like below,
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= Add/Modify Staffer Info =
Basio Info | RelevantInfo  Fingerprint Registration |
FP Enrall condition
I Enrall
- ==

After setting staffer info completed, click [save(S) 1 button to save staff info. If you
need cancel the staffer info added, click [Cancel(C) 1 button.

4.4.1.2 Modify staffer

Modify staffer is to modify the database staffer info in local PC.

Choose the staffer info from staffer info list and click [ Modify staffer Jbutton or double
click this staffer info, open [add/modify staff info ]window to modify. For detail, please

referto 4.4.1.1 [Add staffer] .
4.4.1.3 Delete staffer
Delete staffer is to delete database staffer info in local PC.
Choose staffer from staff info list (you can choose some or one through [Shift] or

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

Hlease contirm...

\.‘p Are you sure ko delete the selected staffer?

Cancel

Click [OK] to confirm and start to delete staffer info. Click [Cancel] to exit.

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

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

to open [ Staffer transfer] window as following,
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Please select the department:

iy e
4 RED

S8 Oversea

$8 Human Resource

s LCancel

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

info. Click [Cancell button to exit.

4.4.1.5 Copy privilege

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

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

Copied staff 1D

During inputting staffer ID who are copied, if you want to check his/her privilege

status, click [privilege setting status] [&l] window to check as following,
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Function and Privilege setting E]

Terminal privilege

r
=

Terminals Authorized

LCancel

After confirming, click [Cancel]to close window and click [OK])in [Copy Function
and Privilege] .

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

Please’confirm...

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

Cancel

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

After copying completed, system will prompt as following,

System prompt

\:.:) The Selected staff's privileges are successfully copied!

4.4.2 Staffer management---communication management

4.4.2.1 Download FP

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

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

::/ This operation will deal with the selected machine:
(] 101]

#Are you sure ko conkinue?

Cancel

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

Downloading process is as following,

) [P e e TS0 Fingge print THA management softwaro V1.0

acomd Marages

—————

Cant o Heme. Sew Fasten Bisbely EngopDale  Fhane Aekdess
Somen Mdn  Sdmnan sz

3

&
ooor3}
El

THEIE B Male
THE2 Cak Make

ooowré

1 I— | 92

After downloading completed, status menu will prompt ‘Download fingerprint
completed’ as following,

[20058-11-26 11:09:23 Dovwnload fingerprint: 1[1]
[2008-11-26 11:09:24]1[1]Download fingerprint completely!

4.4.2.2 Upload staffer & FP

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

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

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

::,) This operation wil deal with the selected machine:
2 1[1]

#Are you sure ko continue?

§ Cancel

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

to exit.
Uploading process is as following,

= @ Egen TS50 Fingpe print TRA 1t saft 1
4 n | affers Management | Record Mansgement
= [ ] & st &

-3 i S £

Add Downlosd Liplosd Delete Chech

Staffer 2 Rakfers & FP | From Ure Teemingl EX

= —

B rea o Stallei Now b Name See Pastiny Buthday Erghy O hurn 2uFF
1 il Simn Wi |Saemen s 2 @
& 5 ok Mo u] o
& MG Biendy Mae o o

7 1HEZN2 Clark. Maie a =]

< 5
o

Jodate stall eloimalin o C

After uploading completed, the status menu prompts ‘Upload staff and fingerprint

completed’ as following,

[2002-11-26 11:10:35 ] Upload staffers and  fingerprints: 1[1]
[2002-11-26 111037 11[1 Upload staffer and fingerprint completed

4.4.2.3 Delete staffer from unit

‘Delete staffer from unit’ is meaning delete staffer info from unit through software.
Choose staffer info need be deleted in staffer info list (you can choose some or one
through [Shift] or [Ctrl] key), click [delete staffer from unit]and system will prompt

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

Position Bithday Employ Date | Phone: Address

3
c

H!!H!HHH!H!!HH!!HDH%
00000000 000oooooooon

The main interface shows like following,

[200E2-11-26 11:15:27 JDelete the staffer from the device...
[200E5-11-26 11:15:27 JDelete the staffer from the deviece:1[1]
[2002-11-26 11:16:228]1[1]Delete the staffer from the device completely

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

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

Staff ID =
Staff Mame
Check
Terminal 1 Staff
Staff Checking

Click [Check staff] button, the results are corresponding staff info.
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HEZNZ Ok Mk

If you don’t input any staffer info, the results are all the staff info.

4.4 .4 Department management

&% RiD
. . &% HR
Click right button of mouse upon department . Pop-up the menu,
Add dept
modify dept
Delete dept

4.4.4.1 Add department
Choose Add dept in the menu, which will pop-up the following window,

Input Department Name

Please Input Department M ame:

Input department name. Click [OK] button to save. Click [Cancel] to exit.
4.4.4.2 Modify department
Choose Edit dept in the menu, which will pop-up the following window,
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Input Department Name E|

Flease Input Department Mame:

ok | LCancel |

Input department name. Click [OK] button to save. Click [Cancel] to exit.

4.4.4.3 Delete department
Choose Delete dept in the menu, which will pop-up the following window,

Please confirm...

\:.:) Are you sure to delete the selected departrnent?

oK | Cancel ‘

Input department name. Click [OK] button to save. Click [Cancel] to exit.

4.5 Record management

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

iy || @ 8 Ergl=h - %  T50 Fingperprint TRA management software V1.0
" itV R

[egh b T2z -

o popace .|| seweh | -

et o wod 112872008 || Seach Tires fermat. py-meivdd i men:se - Space symoi Lenghs 1
Reord Serch Esport Rec

.

m
o Hare Dste/Tme Sius  SisheDescagion Unibe Ut SM LniName Dot Poston

0% ™

Firstly set the date. Click the box after [Begin date] and [End date] , there will

pop-up calendar info as following,
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™ eeqgin Date ] |z p
4 February 2&8 »
SM TW T F S
1 2
34 5 6 7 8 9
b 10 11 12 12 14 15 16
17 18 19 20 21 22 23

24 23 26 27 28 29

Eﬂ End date

Mo Mam St

Today
Then click ¢ February 2008 4 , choose the month or year needed to be set.

Decermber 2007
January 2002

[ eegin Date

4
[ End date

April 2008
May 2002

t 1011 12 13 14 13 16
17 18 19 20 21 22 23

24 25 26 27 28 29

Today 3

4.5.2 Export record
Export record is to backup the data stored in the database of PC to other space, so
that if the current database is abnormal, it can be used to resume data.

Export Format | Text fils*. bet) - GStaffer Mo, Length ©
Expart Field No.;Date/Time;Unit Mo, ;Status - Space symbal -
Tirne format yyyy-rm-dd hhimmiss ~ Space symbal Length 1 E;fco.:dt
Export Record

Firstly set the items in export record such as export format:

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

C3 file(*, cow)
Excel Filel™, xls)

Export field: users can choose important fields or all to export.
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WMo,
: Marne
Dake)Time
Uit Mo,

[ Junit name
Skatus

|:| Skatus Mame
|:| Department
|:| Position

Time format: 4 formats optional

Staffer No. length: set staffer No. length, the default is 6 digits.

Space symbol: space
Space symbol length:

-mm-dd hhimm:ss

wyyy-m-d hhim:ss
wy-rmm-dd hhemm:ss
wywwrnmddhhmmss

symbol to separate fields

space symbol bit

After setting completed, click [ Export record ]button, open ‘Save as’ window, choose

save file directory, input

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

file name as following,

Save As Rx
Savein: I T50 - ¥ B
5 (Lo
[ Template
My Recent
Document ts
=
=
Desktop
My Documents
My Computer
My Netwark  Fie name: I - Save
Places ‘ J \_I
Save as ype: Test fle () ~ Cancel

System prompt

\?/ Records have been exported to " Dil0aZ8020080709 record] bxt

Click [OK] button to confirm finishing export records.

4.6 Other settings

Click — button, pop-up the following menu,
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| Basic Parameter Setting

=Y
8 TaAstate Setting

A i .

(1) Timing Downloading Record
[P i
“|f Management PW setting !
|||”1 Database linking setting |

£
[ Exit system
e~ ”

4.6.1 Basic parameter setting

Click [Basic parameter setting] item, pop-up [Basic parameter setting] window
as following,

Basic Parameter

Com Port Communication delay time(1-5) Seconds
Metwork Communication delay time(1-20] Seconds
Iv Communication Failed, automatically exit current operation

I In Realtime Monitoring, woice prompts "Department Name'

Com port comm... Delay time (1-5) sec. default 2s
Network comm... Delay time (1-20) sec.: default time out is 5s
*Communication failed, automatically exit current operation:

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

:.3) Basic Parameters setting successfull

4.6.2 T&A status setting
Click [T&A state setting] item, pop-up [T&A status setting] window as following,
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=/ T&ER Status setting =
Status value  Symbol Status Descriprion
0l In
10 out
22 Overtime In
I 33 Ovetime Out
14 1
55 5
B 3
77 7
88 8
33 3

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

Clicks the state needed modified, input status description, then click [Enter] or
continue clicking other status to set.

4.6.3 Timing downloading record

Click [Timing downloading record] item, pop-up [Timing downloading record]
window as following:

Diowinloading Time: |

Time: 0000 = add | Detete Time |
oK Cancel

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

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

="Notice: the input box does not allow input by hand.

Click [OK1]button to confirm running timing downloading record function and system
will prompt:

\‘.zj Timing downloading setting complete!

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

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

\_?/' Enter timing downloading time!

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

window as following,

= Modify' management password

Ol Posd: [

Mew Pd: |

Comfirm Prd: |

oK LCancel

Old password: default password is empty. If user has modified password, please

input this password which is used to log on system. If it's wrong, system will prompt,

System prompt

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

Click [OK] and input old password again.
New Pwd: the password user wants to set
Confirm Pwd: input new password again to confirm. If confirm Pwd is different from

new one, system will prompt:

System prompt

\‘5) Confirmation Failed, please enter the new password again!

Click [OK] button to input confirm password again.
After modifying completed, click [OK] button to save new password and system will

prompt:

System prompt

\‘5) Admin password modification successFul!
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Click [Cancel] button to exit.
4.6.5 Database linking setting
Click [Database linking setting] item, pop-up [Data link properties] window as

following,

S Data [link Properties X
Provider Connestion | Advanced | A |

Speciy the following to connect ta Access data:

1. Select or enter a database name:

2. Enter information ta log on to the database:

User ame: |dnin

[V Blank password [ Allow saving password

Test Connaction
oK Cancel | Help ‘

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

linking database directory.

Select Access Database 72X
Lockin: [ T50 =l cf B+

5 (S
1= Termplate

My Recent [31) st2003
Documents

Deskiop

by Documents

My Computer
o

My Network — File name:
Places

Je12003] | Open
Files of ype: Microsoft Access Databases [*mdb] ~ Cancel

Choose database name, click [Open] button to confirm database linking and exit to
[Data link properties] interface. If database had set ID and password, input ID and
password in [2 Enter information to log on to the database] . After completed, click
[ Test connection] to test the connection correctness of the database and system

prompts,

.
v Test connection succeeded.
e
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Click [OK] buttonto [Data link properties] interface. Click [OK] button and
system prompts,

System prompt

\.‘p Database connecting successful, please restart the software!

Click [OK] button to exit.
4.6.6 Exit system

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

Please confirm...

:.f/ Are you sure o exity
Cancel

Click [OK] button to exit management software system. Click [Cancel]l button to

cancel this operation.
4.7 Software Interface Setting
4.7.1 Interface skin color

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

T . T30 Fingperprint TiA management saftware V1.0

Black Silver

4.7.2 English/Chinese interface converting

Choose | Chinese button in titte menu which enable convert between

English and Chinese interface. The following is Chinese interface:
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4.7.3 Quick Access button setting
Add more functions to the titled language toolbar in order to quick access .i.e.

Synchronize time.
Click right button on [ Synchronize time] , pop-up the following window,

add to Quick Access Toolbar
Click [Add to quick access toolbar] and it will display in titled language toolbar.

H. £ 4 Chinese -1£9

When you need to delete the quick access button, click on the button, pop-up the

menu. Click it and the quick access button will disappear.

Remove From Quick Access Toolbar
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OETCI@S 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.

@

i Tine and
‘Attendance

Double click the icon i 3wt on the desktop to start the attendance background

5.1 Log in system

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

System Logining...

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

ParPingerpa int TAN sasaginsat cretes

Syites W Sospeaot Attedaecs Toogiise Aot Cadrsd  Batx Saintonecs Brtomal Mdp

| BXG-Ce-51 57 225| Aewin A Tangurpeist TA messgrams wpsiee A Zurvive Gk

The main interface includes three parts:
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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 settings

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

ﬁ:‘é Parameter Settings

t Administrators
Administrator's Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Chrl4x

5.2.1 Parameters Setting

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

fai1 System parameters setting

!

E X

| Stat Rules | Leave clase | Field definkion |

Basicinfo

Urit Name: [he=d olfic=

Common Rue

2 workday court as 480 3 Mirute | Shilt expands two days

% Courk az the 13t day
I™ Not cleck n count as late IGO = Mi
b Courk az the 2nd day

|
[~ Notelock cotcownt a2 ety (50 2] Mirte

[ olf duty IEO __.J: minutes laler chck-oul counl as ovelline

Sk | By Cencel |

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
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day.

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

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

Stat. Rules:

Click page [Stat. Rules] , following shows:

x|

4

Basic paramelers | Stk Fiules | Leave class | Field defintion |

Sta. ltems:
Stat. Rule
Late Unit Set

Early = l
Business Leave Unt | Day ht
Lesve

Absence Minimum I"’—'
Stay away
Dvertime

Free Ovetime FRound-off conlrol

& Round down
" Round up ¥ Round at totzl
" Round off [T Accumulate by times

' 0K I ﬁcancell

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

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

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

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

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

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

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

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

Click [Leave class] , following shows:

j1 System parameters setting x|

B R & v g
Append  Delele  Modify  Save Lancel

Nama | Cobee |
» Leave Class |
Show Coler | Aque =
VoK | By Cancal |

Add new leave class:

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

Revise leave class:

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

Delete leave class:

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

[OK]1 to finish.
Field definition:
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f3 System parameters setting x|

Basic parameters | Stat Aukes | Leava dlass (T

Field Name - I :l' Irut rav fiskd vakue:

15 Aprend

Bpewe |

ok | By canesl |

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

5.2.2 Administrator management

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

feiy Administrator set x|

Y @

pppend Delete Modify Save Cancel

i strator: [
[Y irvei -
Ttems operable: _ﬂ _‘J

[# hdmin. =zettings/operatings log
Syziem parameters set
Departments management

Staffer maintaince

Shifis settings

Shift scheduling

Record Demand/Modified Record log
Caleulating and Report

Festival and holidays set
Fusiness leave/Leave

Append clock—ind eut

Massive late/sarly

Import the Staffer list

Import records

[ Clear the old data

W Initiglize the system

! ! The new administrater has a defanlt password: 55555

Append new administrator:

Click [ Append] —input the name of new administrator within input field of
[Administrator] , 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.
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(Note: When many administrators operate the software, it is necessary to set the
access right for each administrator. That is to say: when an administrator log in, the
functions he can operate are limited. )

Modify administrator:

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

Delete administrator:

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

Revise administrator password:

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

feiz Administrator modify password x|

0ld Pwd: Il

Mew Pwd: I

Confirm Pwd: I

q/QK | Qancell

Input the original password in [Old Pwd1, enter the new password in [New Pwd],
and enter again in [Confirm Pwd] and click [OK] to finish.

5.2.3 Modified record log

Click menu [System] -- [Modified record log] , following springs:
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fiy Attendance Calculating and Report

- o] x|

TmeRange——— |

Department |22 head office | Fom[2005 124 ]| oono1 = @ %
B " =
Staffer | Al = TUIZUUE- 1-30 j 23938 = LCalculate Report Export

&

Exception

Attendance Exceptions  Shift Exceptions | Other Exceptlonsl Calculated Itemsl

| Clock In

Department | Name | Staffer Mo, | Date | Timetable | On Duty | Off Duty
3

|

Ji|

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

which match the above condition will be displayed as follows:

fei Attendance record modification log

=101 x|

- TimeRange
Department| B head office j' Ea m IWZ‘ @3 g ﬁ
Staffer Ma, | A1l ‘I To I 2005- 130 jv 235353 j‘ Seaich Restare Cloze
Depattment | Staffer Mo, |Mame | State | Madify type | Reasons [ =]
1 n
120001 2005-01-24 09:00:00 Clack Out Fargetting clack infout
: 180001 2005-01-24 10:00:00 Clack Out Add Fargetting clock infout  Anwiz
180001 2005-01-24 11:00:00 Clock Out Add Forgetting clock infout  Anviz
I 180001 2005-01-24 12:00:00 Clock Out Add Forgetting clock infout  Anviz
I 180002 2005-01-24 12:00:00 Clack Out Add Fargetting clock infout  Anwiz
I 180003 2005-01-24 12:00:00 Clock Out Add Fargetting clock infout  Anviz
I 180004 2005-01-24 12-00:00 Clock Out Add Forgetting clock infout  Anviz | |
I 180005 2005-01-24 12-:00:00 Clack Out Add Forgetting clack infout  Anviz
: 180006 2005-01-24 12:00:00 Clack Out Add Fargetting clock infout  Anwiz
180007 2005-01-24 12:00.00 Clock Out Add Forgetting clock infout  Anviz
I 180008 2005-01-24 12:00:00 Clock Out Add Forgetting clock infout  Anviz
I 180003 2005-01-24 12:00:00 Clack Out Add Fargetting clock infout  Anviz
: 180010 2005-01-24 12:00:00 Clack Out Add Fargetting clock infout  Anwiz
180001 2005-01-24 130000 Overtime In Add Forgetting clock infout  Anviz
] 180002 2005-01-24 13:00:00 Clock Out Add Forgetting clock infout  Anviz
I 180002 2005-01-24 12:00:00 Clack Out Add Fargetting clock infout  Anviz
I 180004 2005-01-24 13:00:00 Clack Out Add Fargetting clock infout  Anwiz
I 180005 2005-01-24 13:00:00 Clock Out Add Forgetting clock infout  Anviz
I 180006 2005-01-24 13:00:00 Clock Out Add Forgetting clock infout  Anviz
: 180007 2005-01-24 13:00:00 Clack Out Add Fargetting clock infout  Anwiz
180008 2005-01-24 13:00:00 Clock Out Add Fargetting clock infout  Anviz
: 180003 2005-01-24 13:00:00 Clock Out Add Forgetting clock infout  Anviz
-
J | o
|RecordCount: |43 ‘ ¥

Note: Modified record log shows all the time attendance record modifications; if
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there’s record that has been revised incorrectly before, it can be recovered by selecting
this record and clicking [ Restore]
Click [Close] to exit

5.2.4 Managing Log

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

{1 Administrator operation log =131 x|

Time Rang;

Bdmiristator [&1 S e @3 ﬂ
Search Close

To[z005 124 =][235358 =

D | Name | Managing Time | Fiemark. =
» Az 2005-01-24 22:50:52 Operating system parameter settings
| 8 Anwiz 2005-01-24 22:44:47 Operating business leave/leave
I 7 Anwiz 2005-01-24 22:41:49 Operating business leave/leave
] B Anviz 2005-01-24 22:36:26 Operating business leave/leave
: 8 Anviz 2005-01-24 22.27:11 Operating buzsiness leavedleave
| 4 Anviz 2005-01-24 22:17.06 DOperating festival/holiday settings

4| |_’|_/!

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

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

5.2.5 Database Link

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

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

Prompt information

! E Database connecting failed, Please collocate the database again
L]
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Click [Database linking] in system menu, the following springs.
B Data Link Properties g|
Provider (Connection ]Advanced] Al ]

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

[yarams}Att200.mdb J

2. Enter information to log on to the database:

User name: |.—'ldmin

[V Blank password [~ Allow saving password

X

Test Connection
QK | Cancel | Help |

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

(Note: you can click [Test connection] to test the connection correctness of the

database.)
5.2.6 Exit System

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

Plaase make sure ... (9

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

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

fh Department Management  Ctrl+D
W Staffers Maintenance Ctrl+G

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

[ilDepar tment Nanagement

x|

5 8 B v O

Append  Delete  Modify  Save

Cancel

Departments List
= head offics
SR = clopment

Being Selected Dept
|Devel0pment

Input the new department name

a4

‘when adding a new department s
“r'ou can't use any same department
hame,

‘when deleting a department »
Staffers of the department will be
move 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 [Savel .

Delete the department

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

Please make sure ...

\_‘{4/ Are you suﬁto delete this department?

OK | Cancel |

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

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

5.3.2 Staffer maintenance

Click [Staffer Maintenancelin [HR Management] menu, the following window
appears:
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i} Staffer Maintenance ‘l|@g‘
Search Staffers 38 il &
[3 Append  Delere  Modiy Iiansier  Import
a StafferNo. | Name Depattment | Position Employ Date Telephone | Address B
[ Engineer 1008 Dvian Engineer 20050218 1
[ Head Difice 1020 Hujun Engineer 2005-03-01 1
[1 Development 1006 Huwei Engineer 20041229 1
O Sales 1010 Hupu Head Dffice 20041223 |
1003 Liy Head Office 20041229 1
1004 Hisu Head Office 20041229 1
1003 Huw Head Office 20050225 1
1012 Suncu Head Office 20041229 1
1014 Wanch Development 20041229 1
8 Xiaog Development 20050226 1
1013 Xizsan Development 2005-03-01 [
1m Xush Development 20041229 1
1018 Yanhu Development 20050226 1
1002 Youwen Development 20041229 [
JTo T _ L’J

Staffers Information ] Enoll Fingers |

Attendance Set
Sraffer Mo, | 1901 Hame | cheniun 0 Cad | endance Set

Sy [Fomale =l Nationaity | =] Bithclay . =] | P Calculste Attzndancs
Edbeaon | = Specaly| I Postn| | Calulte Duetime

{7 12/29/2004
e | Moile Employ Date % T Ry
Native Flace | Py | |
Address |

RecordCount: |18

Append staff

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

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

Staff's modification

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

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

Staff’s deletion

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

juiy Staffer Transfer x|

Select the department to transfer:

[3 Engineer
[ Head Dffice
[ Development
[ Sales

/ 0K | Qancel I

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

Right-click on staff list and the following window pops:
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| Staffer... /| Name. |Depatment _ [Posiion  |EmplyDate  |Telphone  |Addies
11004 Deniz Intemational
Deniz Intemabonal ! ””
{1006 Denis Irtemational Export Data
11007 Deniis Intemational v Staffer No.
1008 Deniz |rtemational Show al columns v Blame
11003 Deniz Intematonal v Department
3101 Deniz Intematonal v Bosition
11010 Denis Irtemnational v Employ Date
3102 Denis Irtemational v Teleghone
1103 Denis Intemational v Address
1104 Deniz Intemational v Sex
1105 Deniz Intematonal v Nationality
1106 Denis Irtemational v Natlve Place
:‘ 107 Denis Inenational
1108 Denis Irtemational

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:

TN 1%}
Loocn: | (B} Dwdons B s
LM Occaints
W My erpuner
My Tomtw ook Sazey
Lttt <o o

Herare ImF reie g O I

Fleecitimm | Tec Bz i = Cascal

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 Lisk
TimeTable and Shift Chrl+E
Staffer Scheduling Ckrl+P

Attendance Record
:l Attendance Calculating and Report Chrl+R
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5.4.1 Festivals and holidays setting

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

E;: Holiday List il
—

Append  Delete  Madify  Save  Cancel

Name IEhinese New Yeal Start Date |2005- 2-5 v[ Deps |9 ﬂv

| Daps

Add festivals or holidays

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

Modification of festivals or holidays

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

Deletion of festivals or holidays

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

perform Deletion of festivals or holidays.
5.4.2 Shift management

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 “13:00-17:007;

so two timetables have been setup. (Please refer to the following chapter for details of
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how to add time tables) and then we can add a shift such as “Normal shift” in which
“shift cycle” and “cycle unit” will be setup. Then we should add two timetables -
“morning” and “afternoon” so that a shift setup is completed. Brief introduction is
mentioned here for you to get a general picture of the relationship between timetable
and shift. The details of shift setup will be found in the next two sections.

Timetable maintenance:

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

Timetable: aintenance | Shitt Maintenance |

s &8 5 v @

Lppend  Delete  Modify Save  [Carcel

Timetabls Hame W

On Duty Time lDSUD—

OfDute Time 1800

Begin Clock-In Time IUE3'U—

End Clock-In Time |U93U—

EBegin Clock-Out Time: |1755—

End Clock-Out Time |1330—
Late error allowance lan— Minutes
Early eror allowance ID— Minutes

Count &z Workday |1—

Count As WorkTime |480 Minutes

W MustCln [V Must C-Out

Pict 5.1 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] ,
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Finally click [ Save] to confirm.

(Please note: Every item should be setup in timetables with no blank left. [Begin
Clock-in Time] and [End Clock-in Time] setup the valid time period for clock-in.
Records out of this time range will be treated as invalid ones. For instance [Begin
Clock-in Time] is 07:00 and [End Clock-in Time] is 13:00, If clock-in record is 07:01
or 12:59, they are valid records but if clock-in record is 06:59, it is invalid. Besides,

[Begin Clock-in Time]l and [End Clock-in Time]l can be more than one day
(meaning [End Clock-in Time] can be before [Begin Clock-in Time] ) but it can't
be longer than 24 hours.

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

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

The timetable Modification

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

The timetable Deletion

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

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

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
Pic5.1. Please note there should be no blank left.)
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5.4.3 Shift Maintenance:

Click [Shift Maintenance] in Pic5.1 and the following window pop up:

jit TimeTable and Schedule Maintenance

X

Timetable Maintenance  Shift Maintenance I

5 8 o v @ ‘

Lppend  Delete  Modify Save  [Carcel

Shift Mame
» T Shift Name |E2 Cycles 1 3‘ Cycle Unit |*eek j'
% add | [ =Deme | [ ¥ |
Date Timetable: 1 |Timetable 2 |TimeTabIe 3 |T\mETahIe 4 |
Sunday
Monday MHomal
Tuesday Marmal

Wednesday Marmal

Thursday Marnal
Friday MHomal
Saturday

Add a shift:

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

then click [OK] , back to this window and click [Savel to complete. (Please refer
to the example for details.)

juiy Add Shift Timetable x|
Choice a timetable: Choice the date: [~ al
Timetable Mame | On Duty Time | OFF D1 Ellumfljay
(v Monoay
(3 omal 03:00 18:00| Tuesday
‘Wednesday
Thursda
1 Saturday
| i
J 0K | LCancel |

Pic5.2 Add a timetable
Modify a shift:
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Select the shift to be modified and clickl Modify 1, and enter new information in[ Shift

Name] etc, click [Save] to complete.

Delete a shift:

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

Example——Three shifts:

Add “Three shifts” Shift (Please note: It is assumed that the shift goes around every

week, cycle every three weeks and staffs are on holiday every Saturday and Sunday.)

Step 1:

Clickl Append ], enter “Three shifts” in [ Shift Name], setl Cyclelto “3” and [Cycle

Unit] to “week”. Please see the picture below:

jit TimeTable and Schedule Maintenance

Timetable Maintenance  Shift Maintenance I

X

8 \f

@

Lppend  Delete  Modify Save  [Carcel

Shit Mame B
- Eatly Shit Name |0 S | Cyele Lt [ ek ]
% add | [ =Deme | [ ¥ |
Date Timetable: 1 |Timetable 2 |TimeTabIe 3 |T\mETahIe 4 |
Sunday
Monday MHomal
Tuesday Marmal
Wednesday Marmal
Thursday Marnal
Friday MHomal
Saturday
=
I —

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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feiz Add Shift Timetable x|

Choice a timetable: Chaice the date: [~ al

Timetable Mame | On Duty Time |Df;| Sunday L] Tuesday
Nomal 05.00 18 Manday L ednesday
H a0 18 uesday [ Thursday

_ ‘Wednesday [ Friday
toan 5 hift 08:30 17
Might Shift 07:.00 22

Thursda [ Saturday

Saturday
Sunday
Manday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
Manday

< OO0O0O0O00000MEEEEC

] | Llll
 OK | By Caricel |

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):
feiz Add Shift Timetable x|
Choice a timetable: Chaice the date: [ &l
Timetable Mame | On Duty Time |Df;| L] Sunday [ Tuesday
[ Monday [ Wednesday
Momal 0900 18
= L] Tuesday [ Thursday
I Busy 03.00 18 [ ‘wednesday [ Friday
taming Shift 03:30 22 [ Thursday [ Saturday
» ST CE T | (-
D I ik (] Saturday
Might Shift 07:.00 22 [ Sunday
[v] Monday
Tuesday
‘Wednesday
hiursda
[ Saturday
] Sunday
- [ tonday
1 | » 1 | |
0K | Lancel |

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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feiz Add Shift Timetable

Choice a timetable:

Chaice the date:

|On Duty Time | 0F =]
03.00 18
03.00 18
0930 =2
0830 17

Timetable M ame

Mamal
D Busy
| | Marming Shift
| |Maan Shift

E Migl ift

4 I r
sk |

Sunday
ronday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
Manday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
Manday

RKOOOOOO0O000000000

-

LCancel |

[ Saturday

i

Click [ok] tocomplete 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):

Timetable Maintenance  Shift Maintenance I

8 v @ ‘
Lppend. Delste Modify Save  Cancel
Shit Mame B
_Ezfs'j Shift Name [ Cocles [ 21 Cycle Uni [Week =1
BEES
BEXN + Add =peete | X Cex |
Date Timetable: 1 Timetable: 2 |TimeTabIe 3 |T\mETahIe 4 | ﬂ
Sunday
Monday Moming Shift
Tuesday Moarning Shift
Wednesday Moarning Shift
Thursday Morning S hift
Friday Moming Shift
Saturday
= Sunday
T o I il

Arrange staff’ shift

Click [staffer scheduling] in[attendance]menu. The following window appears:
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Js3 Staffer Scheduling =] 3]
Search Staffers rd
Selectal  Select None Anange Shift
= Headaice | Staffer Mo | Shit -
T FeD | L — P L —
O HR RiD 10 Emmily
Headoffice 100
Headoffice 1000
Headoffice 1001
Headoffice 1002
Headoffice 1003
Headoffice 1004
Headoffice 1005 =
[~ Time Range
From [2008- 32 > =8 = 1y % o _ x
OECERE Dl Temporary  Add Temporary Save  Cancel Add Defete Clear
Date Timetatle 1 Timetable 2

|TmeTable 3 |TmeTable 4 |

0302 28—

Pic5.3 Staff scheduling

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

Arrange, the following window appears:

[uiiStaffer shift maintenance

Shift List 2

Shift Timetable &

Shift Mame: | Cycle ... |Uni +|
4
Braak tour shift 3

;I—I_>ld

Date Timetable 1 Timetable 2 |T|msT able 3 |T|msT able 4 |
Sunday

Monday Normal

Tuesday MNaormal

WWednesday Mormal

Thursday MNormal
Friday Normal
Saturday

Time Range

Beginning |2005- 1- 1 j'
Ending |2005- 1-1 =]

=) hdd 88 pel.

| Begitiring date:
01-01

Vo< | By geres |

x|

Add a new shift

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

of this shift of “normal class ", click Add button, click ok on the pop up dialog box to
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finish the adding of new shifts.

Please note:

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

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

5.4.4 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 ... x|

\:{J Are wou sure to make temporary shift schedule bo the selected Staffers from 2008-09-02 to 2008-02-027

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

the following window will pop up:

{4} Add a temporary timetable — x|

Sakst the timesable 10 add Sekact the dates &

| Taneteble name | Ondutvtms | Offduwt  |LJ g}: ; r:x;ﬂ
oimal Shil 210 1051685, 2y

Qcnasioor (7o) SR

[l 05-20 Manday

[l 05-21 Tuescey

Il 0522 W echwesdy,

vl

vl 0574 Frcey

|1 0525 Sahwday

526 Sunday

7 Moncay

29 edrmidy [¢

| | i
s o | B Cancel |

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

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

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

T T T T ~loix
[
Diaparimgnd | 1 hoed T8 I | penlms v 3| omm = g J % |
Sumba [ 7] Telms v [ G | g | fee | el
[ ] 14 b N T Ties e Lty
3
Fmcoacionrd = T

Inquiry of attendance record

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

Attendance record report form preview

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

Attendance records exporting

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

Click [Modify Log] and the log-modifying window will be called for reviewing the

modification log of time and attendance records.
5.4.5 Attendance statistical report forms

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

appears:
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J.ix Attendance Calc

a and Report —(o] x|

Time: Range -

—_—
Depaitment | 2 head offce 7| From|2005- 124 ~|[ ooom = @
E |

Steffer Al ~|| Telamos 130 235353 =1 | Coculte | Repot Espott | Exception

Attendance Exseptions  Shit Exceplions | Other Exceptions | Calculsted tems |

Depaiment | Name | Staffer No. |Date | Timetble | On Duty | 0ff Duty | Clock In
»

‘ i

Select the beginning, the ending date, the department and staff that need to be
calculated, and then click calculate, the following window appears:

ttendance Cal a and Report =10l x|
Time: Range
Depaitment | 2 head offce I=| Fiom|2005- 126 ]| sooon = @ gg
Steffer Al =] | o5 a0 =1[73595 S| cgaae | Besen Espott | Exception
Attendance Exseptions  Shit Exceplions | Other Exceptions | Calculsted tems |
Department | Name | Staffer No. |Date | Timetable | On Duty | O Doty | Clock In -l
160006 2005025 Homal 20050125 03:00  2005-01-25 1.0
il 160008 2005025 Nomal 20050126 0300 20050126 16.0C
i 180006 20050127 Nomal 20050127 0300 2005-01-27 16:0L
Il 160006 2005028 Nomal 20050128 0300 20050128 16.0C
180007 2005024 Nomal 0050124 0300 2005-01-24 16:00
v J— 180007 20050125 Nomal 2005-01-2608:00  2005-01-25 16:00
160007 2005025 Nomal 20050126 0300 20050126 16.0C
i 160007 20050127 Nomal 20050127 0300 2005-01-27 16:0L
I 160007 2005028 Nomal 20050128 0300 20050128 16.0
i 180008 2005024 Nomal 0050124 0300 2005-01-24 16:00
Il 160008 2005025 Homal 20050125 0300 20050125 16:0L
il 160008 2005025 Nomal 20050126 0300 20050126 16.0C
i 160008 2005027 Homal 20050127 0300 20050127 16:0L
I 160008 2005028 Nomal 20050128 0300 20050128 16.0
i 180008 2005024 Nomal 0050124 0300 2005-01-24 16:00
Il 160009 2005025 Nomal 20050125 0300 20050125 16.0
il 160009 2005025 Nomal 20050126 0300 2005-01-26 16.0C
Il 160009 2005027 Homal 20050127 0300 20050127 16:0L —
I 160009 20050128 Nomal 200501-28 0300 20050128 16.0
i 180010 2005024 Nomal 0050124 0300 2005-01-24 16:00
Il 160010 2005025 Nomal 20050125 0300 20050125 16.0
180010 005026 Nomal 200501-26 0800 20050126 16:0
Il 160010 2005027 Homal 20050127 0300 20050127 16:0L
| 160010 2005028 Nomal 20050128 0300 20050128 16.0C
. | Ll_l

There are four Tabs of information after search and calculation which can be viewed
respectively:
[ Attendance Exceptions] :Display the dealt result of the original attendance
records;
[ Shift Exceptions] Display Staff's attendance result in the scheduled time period;
[ Other Exceptions] Display Staff's leave, out and overtime etc.;

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

1t teas ~AE1x|
Tre dege — :
PR e A e s = Wi ‘ 5| -@ i
s[5 0 | S S | BT o (el e ) et

S | oot | Ot et | Cutabend b

Daeowe  (Bewis Mo . Jowwen. Cowes ox Toexh o)
1) oy Famdnood  Loaed
13000

g 2en
g 65

0800

[
1 _ Qukin Vet
™ [ te okt
rems Gl gexne i a3 CHE  Dwrer SRS
1emn A M e MO O Ol
= = oF
1o it ¥ oqees
ppama Cpane *
e Do of vobamn Feaad

Cl
|

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):

Ot T

|Stacm iy | sl i
AENHEXLX Coch Ir tordwmod
AENMELE Lok [n Thmirz i "o ke
AFENHUNX b [T W 1
[ Y L
Loa R oy o il :_:ﬂm =TT

EETII O
e e 3 [85 )

Sy peacn o mkiced oE GoaEe
Mot wdsr e S Oy s

e e . .

<ol
T lmrt

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

[Change state] :Change the selected attendance record to a new state. Manually
deal with the attendance record according to the practical situation;
[ Delete selected] : mark the record as manual deleting, deleting when save it;

[ Cancel operation for selected] :Cancel revision to this record;
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[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
Creake report for current grid

Filtering Record 3
Columns »
Show all columns

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

Export Daka
Create repark far current grid

Columns 4
Show all columns

The operation is the same as stated above.
Report:

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

LCalzulate = : = =
—  Attendance Report
Draily Report
- General Repark
| Or Dty

Exceptions Repart
Create a Report For Current Grid

Pic5.4
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[ Attendance Report] :Calculate staff's attendance record;
[ Daily Report] :Calculate staff's daily attendance record;

[ General Report] :Calculate all staff’s attendance items such as “normal”, “actual”,
“late”, “early”, “absent”, “overtime” etc;
[Exceptions Report] :Calculate staff's “out”, “overtime”, business leave/personal
leave” etc;
[ Create a Report For Current Grid ] :Print preview of the current displayed grid.
See reports respectively:

i
T =& # X

—ﬂ

head office attandence record report

2005-01-24 To 2006-01-30

180001 | Count: 4
2005-01-24 08:00:00 Clock In
2005-01-24 09:00:00 Clock Ou
2005-01-24 10:00:00 Clock Ou
2005-01-24 11:00:00 | Clock Qu
2005-01-24 12:00:00 | Clock Qu
2005-01-24 13:00:00 Owertime

180008
2005-01-24 12:00:00 | Clock Ou
2005-01-24 13:00:00 | Clock Qu
2005-01-24 16:00:00 Clock Qu
2005-01-24 16:00:00 Clock Ou

J005-01-24 15:00:00 | Glock Ou Count: 4
2005-01-26 16:00.00_| Clock Ou 180009
Count: 8 2005-01-2412:00.00 | Clock Ou

2005-01-24 13.00:00 | Clock Ou

180002
2005-01-24 15:00:00 | Clock Qu

2005-01-2412:00:00 | Clock Qu

2005-01-24 12.00.00_| Clock 0w Count: 3

2005-01-24 15:00:00_| Clock Ou Ta0010

2005:0/572416:00:0 0l [Clockiou 2006-01-24 12200:00 | Clogk OU
Count: 4 2005-01-24 130000 Clock Ou

2005-01-24 15.00:00 | Clock Qu
2005-01-24 16:00:00 | Clock Ou
count: 4

180003
2005-01-24 12:00:00 |C\DEkOu
2005-01-24 13:00:00 | Clock Qu

"1 I [T

IS

o FRS N X
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Denls Intermdtiondl attandence SXLepllons E&

Other Report:

=lolx]
Tz S #Ar2 X

|
head office exceptions of attendance record report e
Departaen| Staffer : , |Exception|
No. Hame Date Time State |Operation [Descripti|Timetable
on

160001 2005-01-24 08:00:00 Clock In Norrmal record |Mormal

160001 2005-01-24 09:00:00 Clock Ou_|Overtime In Wrong state

160001 2005-01-24 10:00:00 Clock Ou_|Overtime Out  [Wrong state

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

160001 2005-01-24 12:00:00 Clock Ou_|Overtime Out [WWrong state

160001 2005-01-24 13:00:00 Owertime_ |Overtime In Wrong state

180001 2005-01-24 15:00:00 Clock Ou  |Overtime Out  [Wrong state

180001 2005-01-24 16:00:00  |Clock Ou Mormal record |Mormal

180002 2005-01-24 12:00:00 Clock Ou  |Overtime In WWrong state

180002 2005-01-24 13:00:00 Clock Ou  |Overtime Out  [Wrong state

180002 2005-01-24 15:00:00  |Clock Ou_ |Delete Inwalid record

180002 2005-01-24 16:00:00  |Clock Ou Mormal record |Mormal

180003 2005-01-24 12:00:00 Clock Ou  |Overtime In WWrong state

180003 2005-01-24 13:00:00 Clock Ou  |Overtime Out  [WWrong state

180003 2005-01-24 15:00:00  |Clock Ou_ |Delste Inwalid record

180003 2005-01-24 16:00:00  |Clock Ou Norrmal record |Mormal

180004 2005-01-24 12:00:00 Clock Ou  |Overtime In WWrong state

180004 2005-01-24 13:00:00 Clock Ou  |Overtime Out  [WWrong state

180004 2005-01-24 15:00:00 |Clock Ou_ |Delste Inwalid record

180004 2005-01-24 16:00:00 |Clock Ou Norrmal record |Mormal

180005 2005-01-24 12:00:00 Clock Ou_|Overtime In WWrong state

180005 2005-01-24 13:00:00 Clock Ou__|Overtime Qut  [Wrong state

180005 2005-01-24 15:00:00  |Clock Ou  |Delete Inwalid recard
Rl | [« i

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

i = EHE ¢k X

= 100%

Adjust the ratio of preview content;

'}

Open the existing report file;

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

85



= Boydornr

The Brightest Choice of Networking & Communication

Select the directory to save the report to, enter the file name and click [Save] to

Save report to file;

complete the backup of the report for future check or copying to another computer for

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

=

Print Report;

Close Preview

Data Export:

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

Exceptions dealt with:

In pic5.4, click [Exception] and the following menu will pop up:

Append Record
Late/Early Collectively

Business Leave/Leave

Modified Record Log

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

5.5 Deal with exceptions

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

Away On Business/Leave CtrltL

Append Record Ctrl+y
Append Record Collectiwvely
Dealing With Collectively Late/Early
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5.5.1 Away on business/ask for 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] in [exception]
menu, the following interface springs:

JS=1E|

G
fppend Delete  Modly  Seve  Concel

j Time Range:

Beginning Time| 2006 124 [~]| &ooo0 =
Ending Tine 2005 120 =] [17:3000 =

Depaitment | 2 head offce

Staffer No. TENER]

|Name | Beginning Time | Ending Time |Leave Type | Reason

< | 2l

Deal with staff away on business / leave:

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

Modification of staff away on business or leave:

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

[ modify] . Then you can modify the relative information, click [savel when ready.
Deletion of staff away on business or leave

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

5.5.2 Deal with forgetting punching in/out

If a staffer didn’t punch in because of special reason, you can use this function to
append the forgetting attendance record. Click [append record] in [exception]

menu, the following window Springs:
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jeicy Append record x|

Bepsiet |5 head office

Staffer Mo |1SDDD‘I
State. (A - |

Recard Time |2DU5' 1-24 jl 80000 =

" Append I Close I

Lef Lo

Select the relative items and click [append] when ready.
5.5.3 Punching in/out collectively

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

[Exception] -- [Punching in/out collectively] , following springs:

b dppend record collectively g‘

Dacartreants e Stafters B rm !
= PR | [Statelo [Hame | <] —\
» WVhen Staffurz car aot cleck=in o
clock-out tor sors reascrs, You can
233 the razsive closk in or
clogk=eet raeusd bwrw.

Yoo can uzs the Ctel key vhan
seleesirg aany Stattera;

Ths added rucosd cen e fod in
thar reccrd aoditication log.

Cram D n >
Fmcoe Toe 2H51012 w2 =
2
~ S | B e |

0%

Select the department, thus the staffers in the department will be listed in the staffer
list, select the staffers whom you want to add records on to, then select punching in or

out and the time, click [ok] to finish.
5.5.4 Deal with coming late / leaving early collectively

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

The following springs:
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E;- Dealing with collectively Late/Early 1'
e Staffers lst A
{* Coming Late (" Leaving Early
Staffer No. | Name | 4]
—lgnore clock in recard » |180001 |
— | []re0002
From| 2005 1-24 | sonon = || 120003
180004
3R — -0 = .
Tof2005- 1-24 N == 10005
180006
r—The modified clock in tim: : 180007
2005- 124 »| [ 75000 = | | |180008 |
! =] — | [ |1s0009
—Search Staffer |_[180010
" Shift INormaI 'l J
\/DK | Qancel |
| B |

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 Chrl+y
Import Atkendance Record  Chrl+I

Clear Ohsolete Data
Compress Database
Backup DataBase

Initialize System

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

window:
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juit Iport Staffer List x|

—Select a file to import
Fie: | o

Failures in impaorting:

| =

" o

o Ok | Ep Close |
Click = to select the personnel list file for importing.
2%
EHIEE L | At = =®mekE-
Backup
Lag
Template
Templatel
zE@: | [ 17w |
IR (1) IText File 0k txt) =1 it
v

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

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

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

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

Each staffer information takes one line, no blank line between one another.

See following:

90



= Boydornr

The Brightest Choice of Networking & Communication

P staff list.txt - Notepad
File Edit Format View Help

=0l

1000 Mar R&D
1001 Jack sales

=

|

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 cannot be changed.

HEE
S)Se £t Yew juet Pprat Ioob Qe Dnde Deb Accetoe r.®x
J")v”t"u»:_uv D B 10 o - -_4.;..&.!
et |
* X J & Sex
2 TsA S b - Y4 S0 HR ) B [ N R ]
B Naye Dapartzent Paploy date Telephone Address lC:r
2 1001 Mary 7a0
3 1002 Jack Sales
4
)
&
g
9
10
i
1z
13,
14
143
16
17 1
L
|- - -
W NN e (e e | 111 | "
[

5.7.1 Attendance records importing

Click [import attendance record]

following window:

in [data maintenance]l menu, Springs the
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juit Import Attendance Record x|
—Select a file taimport

File | o

Failures in importing;

" o

W Ok | ERp Close |

Click | to select the attendance record file for importing, and click [ok] to start.
5.7.2 Clear the obsolete data

Click [clear obsolete datal in [data maintenancel menu, springs the following

window:

[t Clear The Obsolete Data x|

elect the end date

Before: ImlU'ZB 'I m ﬁ

Clear Close

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

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

of one month ago)
5.7.3 Compress and repair database
Click [compress databaselinldata maintenance] menu to compress and repair

the database
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5.7.4 Back up the 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.

5.7.5 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. )

5.8 External program management

Click External on the main menu, following springs:

External Program Management

Connect To Time and Atkendance Machine

5.8.1 External program

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

[External] -- [External program management] , following springs:

x
g & &8 v O

Append  Delete  Modify  Save Cancel

Program Mame: Il

Executable File: I _l

Exteral program list:

Program tame | Executable File

] ______________________________|
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Clickl Append], Input “T50 Manage " into the input field of [Program name]l, input
“C:\Att\ManageT50.exe” into the input field of Executable file or browse 2| to find the
calculator program, click [ Save] to finish.

You will see [ T50 Manage] when you open [ External program management] over

again.
5.8.2 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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FAQ

Frequently asked questions and answers
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6 FQA

6.1 My fingerprint has been enrolled but | often 1get failure in identification?

Reason

Solution

1. The fingerprint was not captured

properly

Enroll the finger again. Please refer

to illustration of pressing finger.

2. Direct sun light or too bright light

Avoid direct sun light or other bright
light

3. Too dry finger

Touch the forehead to increase oily

level of the finger.

4. Too wet finger with oil or

cosmetics

Clean fingers with towel

5. Low fingerprint quality with callus

or peeling

Enroll other fingers with better quality

6. Wrong way in placing fingers

when punching in/out

Please refer to illustration of pressing
finger.

7. Latent fingerprint on the surface

of sensor

Clean sensor surface ( adhesive

tapes recommended)

8. Not enough finger pressure

Place the finger evenly on the sensor
with moderate pressure

9. Influence by fingerprint image

change

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

10. Fingerprint not enrolled yet

Place enrolled finger.

6.2 T&A system can't be connected with

PC?

Reason

Solution

1. Communication method not set

correctly

Select the correct communication

method

2. Cable not plugged firmly or

cable hardware problem

Plug the cable firmly or change

another cable

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

Please enter the right COM No

4. Not able to connect COM (wrong

Refer to the manual for connecting
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setting) Time Attendance terminal

6.3 Why no records found though staff have clocked in/out?

Reason Solution

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

1. Add records manually

o i . 2. Adjust fingerprint matching
2. Minority staff fingerprint false o
precision
accepted ]
3. Change another finger and enroll

again.

6.4 Why staff can’t clock infout when the light of the fingerprint scanner is off and

clock time is working fine?

Reason Solution

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

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

6.5 Why can't ID + fingerprint get verified?

Reason Solution

1. Wrong ID entered Enter the right ID

2. This user has no right to use 1:1 | Please refer to 2.4.2 to activate this

identification method option.

6.6 Why does the unit beep automatically when no one punches in/out?

Reason Solution

Avoid direct sun light or other bright

1. Direct sun light or too bright light |
light

2. Latent fingerprint on the surface | Clean sensor surface ( adhesive

of sensor tapes 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 Appendixes

7.1 Interface illustration

Button :  Exit Button
.
Button NC: Dry contact signal connector (normal close)
NC NO: Dry contact signal connector (normal open)
NO COM: Dry contact signal common connector
COM RS485B: RS485-
RS485B )
RS485A RS485A: RS485+
TX TX : RS232 Send
RX RX :  RS232 Receive
WG1 WG1 :  Wiegand Signal D1
WGO WGO :  Wiegand Signal DO
GND GND : Ground
DC12V - o
— ]

DC12V: 12V Power input

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 _.4";

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

1. Please register the thumb or index finger if possible.

2.Place finger flatly and the center of the finger is on the center of scanner window
and press a little hard on scanner so it can scan as large finger area as possible to
extract enough minutia.

3. Keep the angle and direction of finger the same each time placing on scanner.

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