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Preface

Honorable customers,

Thanks for choosing products of this company. OA200+, 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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OA200+ 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

1 T

Add, delete and modify staffer. Import

3. Staffer maintenance
and transfer staffer.

<

4. Shift management Set timetable and shift.

5. Staffer schedule Allocate staffer shift or temporary shift.

<

Collect records from the unit or import

6. Record collection the backup record file.

<

Deal with business leave/asking for

7. Exception management : . h
P g leave/forgetting clock in/collective late.

v

8. Statistic report

Track, check and calculate records to
generate time attendance report.
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1. When the software is run for the first time, please set parameters including
company name, time attendance rule, statistic rule for early, late and overtime etc. , leave
class. When the setting is completed, it is usually not needed to be modified unless the
management rules of this company changes.

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

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

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

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

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

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

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

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

records will be regarded as invalid.) If there is any error in the software calculation, admin
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can also modify manually to ensure the correctness of the result

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

Staffer shift or temporary shift is incorrect.

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

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

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

1.1  OA200+ Introduction

OA200+ is the multifunctional standalone T&A and access control system newly
launched in 2008. The difference with OA200 is that used the new fingerprint module:
SM2000.

OA200+ is also a wall mounted fingerprint T&A and access control system with
128*64 blue LCD. This model can be used stand-alone or connected via TCP/IP.
OA200+ can control door lock for access control. Fingerprint identification provides high
security level. The original time attendance records can also be kept in the units.

Biometric

| - 3
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Menu

F & 8
9O O

Outf »  Status/Esc OK
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>

>

OA200+ Fingerprint Time & Attendance System

Standalone model, compact design, easy installation and user-friendly interface
Blue 128 x 64 dotted LCD

Philips industrial CMOS chip, reliable performance

Optical sensor, durable and maintenance free

Excellent identification speed: less than 1 second

Several verification modes: fingerprint only, ID Card only, fingerprint + ID card and

password

>

>

Optional EM card reader

Relay for simple access control and Wiegand output to work with standard access

controller

>

>

>

16 customizable checking status for easy payroll software integration
Voice prompt, three-color LED indicator

Communication method: RS232 and TCP/IP

User capacity: 2000

Fingerprint capacity: 1760

Card capacity: 2000

Record capacity: 50000

Size: 190 x 140 x 30 (mm)
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OF-ToI(I@2 Operation Guide

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




2  Operation Guide
2.1 Keypad introduction

£ LED
LCD I S ] indicator
L Speaker
| PR
—
Backspace
{Unselect)
4 - 3
- 00O C
E'y & [ 1
000 o
i | Q9O G
- Fingerprint
“L all [~ Scanner

. Manu
Doy f N (Select)
Card-reading C'.an-::el {Customized

area checking status)

2.2 Default LCD

2022007

12:18
D :

On duty

Press [Menu] to enter management password interface as follows:

2212007

12:18
Admin PWD :

On duty




Enter default password 8888, press [ OK] to confirm and the system will enter menu

management interface as follows:

MENU
Enroll User

Sefup  T&A Option
Info  Door open

Please note: Pressing [In] or [Out] can shift the menus. [In] : Up. [Out]
Down.
2.3 Admin Management

Select [Admin] menu and press [OK] to select [ Enroll User] menu as follows:

MENU

* Admin |Enroll User

Setup T&A Option
Info Door open

Same as above, [In] and [Out] can be used to move up or down.

2.3.1  Enroll User

Select [Enroll User] menu, press [OK] to enter user enrollment interface as
follows:

For instance, enter ID: 118

Enroll User

Enter ID: _

Enter ID and pres [OK] to enter user enrollment interface as follows:



Enroll User

Name:
PWD: _ 00 FP1
Card: 0 0 FP2

Please note: If the name of staffer ID 118 has been uploaded to the unit already in
the software, his name will be displayed instead of his ID as follows:

Enroll User
Name:
PWD: _ O FP1
Card: D O FP2

At this time, either password or fingerprint can be enrolled. Press the finger twice on
the scanner and the voice prompt will come along. The box on the left of FP 1 will turn to
black and highlighted part will move to FP2 to start the enrollment of the second
fingerprint. After the fingerprints are successfully enrolled, press [ OK] to save and enter
enrollment status for the next staffer. Press [ Start/Esc] will exit the menu without saving
the enrolled fingerprints.

2.3.2 T&A Option

Select [ T&A option] and press [ OK] to enter identification method interface. Enter

ID and press [OK] to enter setting interface as follows:

T&A Option
Name:

mFP COFP
HID+PW W ID+PW
HID+FP HID+FP

Please note: Press[ CJland[ Menulto select or unselect. After setting is completed,
press [OK] to confirm.
2.3.3 Door Open

Select [Door open] menu, press [OK] to enter access permission interface as



follows:

Please note: Press[ CJor[ MenuJto allow or prohibit door opening for certain staffer.

Name:

Door open

Allowed

Complete the setting and press [OK] to confirm.
2.3.4 Delete User

Select [ Delete user] menu, press [OK] to enter user deletion interface as follows:

Enter ID and pressl OK ]to enter deletion setting. User deletion or reservation can be

set as follows:

Delete User

Enter 1D:_

Name:

Delete User

Reserved

Name:

Delete User

Delete

Please note: [CJandlMenu]can be used to shift between reservation and deletion.

After the setting is completed, press [OK] to confirm.

2.4  System Setup

Select [Setup] as follows:




MENU

Admin  Admin PWD
Clock Setup
Info  Output

Press [OK] to select from sub-menu as follows:

MENU

Admin [Admin PWD
* Setup Clock Setup
info  Output

2.4.1  Admin password

Select [Admin PWD] , press [OK] to enter admin password interface as follows:

Admin PWD

Old PWD: 8888
New PWD: _

Enter new password, press [ OK] to confirm and exit admin password interface
2.4.2  Clock setting

Select [Clock setup] and press [OK] to enter clock setting interface as follows

Clock Setup

Enter date: D2/02/07
Enter Time: 13:01:19

Set date and time, press [OK] to confirm and exit admin password interface.
2.4.3  Output for access control

Select [ Output] and press [ OK] to enter access control output interface as follows:



Output
Lock Delay 01 Sec

Please note: [In] and [Out] can be used to set time.

Press [OK] to confirm and exit access control output interface.

2.4.4 Communication

Select [Comm] menu and press [OK] to enter communication method interface

as follows:

Comm
Comm. Method: TCP/IP

Please note: There are two communication methods: TCP/IP and RS232. [In] and
[Out] can be used to select.

Press [OK1] to confirm and exit communication method interface.

2.45 Network setting

Select [Network] menu and press [OK] to enter into network setting interface as

follows:

Network

IP: [192]168.000.217
Mask: 255255255000
Gate:  192.168.000.001
Ser.:  192.168.000.118

Please note: [In] and [Out] can be used to select different fields.
Press [OK] to confirm and exit network setting interface.
2.4.6 Volume

Select [ Volume ] menu and press [ OK] to enter volume setting interface as follows:

10



Volume

Volume:
O T T T

Please note: [In] or [Out] can be used to increase or decrease volume.
Press [OK] to confirm and exit volume setting interface.
2.4.7  System Initialization

Select [Init] menu, press [OK] to enter system initialization interface as follows:

System Init
Enter PWD:

Enter password (Admin password) and press [ OK] to confirm the system
initialization.

Please note: The data can’'t be recovered after initialization. Please be cautious!

2.5 System information

Select [Info] menu as follows:

MENU

Admin  User Info
Setup T&A Info

Unit Info

Press [OK] to enter sub-menu.
2.5.1 User Information
Select [User Info]l menu and press [OK] to enter user information interface as

follows:

11



User Info
User Reg- 808

Finger Req: 868
Space: 0% + 18%

User information includes: enrolled user, enrolled fingerprint and used space
information.

2.5.2 Time Attendance Information

Select [T&A info] menu and press [OK] to enter time attendance information

interface as follows:

T&A Info

Records: 11
Space: 0%

Time attendance information includes record and used space information.
2.5.3  Unit Information

Select [Unit info] menu, press [OK] to enter unit information interface as follows:

Unit Info

SN: 163878976
Version: V2.2

Unit information includes: product serial number and firmware version.

Please note: [Start/Esc] or [OK] can be used to exit.
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Chapter 3 System Installation

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

operation system requirement.
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3 System Installation

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

3.1 Operation environment

Hardware requirement:

Pentium 1266 and above; PentiumII500 and above is recommended;

128 Memory and above; Minimum 100M hardware space;

COM (USB Port);

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

VGA support 800*600 resolution and above;

Operation system:

Microsoft Windows 2000(recommended);

Microsoft Windows XP;

3.2  System installation

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

following window will pop up:

Af Tnstallation Wizard

PROFESSIONAL FINGERPRINT PRODUCTS MANUFACTURER

Please select a language.

Ok | LCancel |

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

14



Fingerprint Attendance System

Welcome to Fingerprint Attendance System Setup program. This
program will install Fingerprint Attendance System on your
comnpter.

Itis strongly recammended that pou exit &l windows programs
before runring this Setup Program,

Click Cancel to quit Setup and close ary pragrams you have
nning. Click Mext to continue with the Setup program.

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

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

Cancel

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

Fingerprint Attendance Syste;

Destination Location

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

You can choose nat o install Fingerprint Attendance System by clicking Cancel to exit
Setup.

Destination Folder

Coniatt Browse,

ITHA Installation \Wizard?

<Back Cancel |

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

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

Fingerprint Attendance Syste;

Start Installation

You are now 1eady ta install Fingerprint Attendance System

Click the Mext buttan ta begin the installation o the Eack button to reenter the installation
information,

ITHA Installation \Wizard?

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

Fingerprint Attendance System

Installing o

& 4

Copying file:
CAAMEOTOLL I

i~ Current Fil

i~ &Ml Fil

Time Remaining 0 minutes 0 secands

ise Installation Wizard

|

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

4 Fingerprint Attendance System 3]

Fingerprint Attendance System has been successfully installed.

Click the Finish button to exit this installation.

Fingerprint

Click “Finish” to close the installation program and an icon |"%+= " will be added to
the desktop. Double click it and the T&A management system will be started. In addition,

“Time and Attendance System” has been added to “All Programs”. Please see the picture

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

3.3

Windows XP Profess

¥ st vpaate
B Mindons Catalog

b Hindons Update

@ semsmTmUE

2 zHw
-l
0 mEO
© ERAED
£ Eie
) maai sw
@ =mitanw

| % Fingarprint Attendance Syster
¥ Tine and Attendance Machine nanagenent
»§§ Uninstall Finerprint Atiendance Systen
» @) Borland Delphi T
) Sorlund Dalphi 5
) Adobe Photoshop 052

o 4 0 o
) Microsoft feb Publishing
@ Microzoft Speech SDK 5.1
@) Wicrozoft Vizual Studio 5.0
0 PoverQuest Partitiocflagic 8.0
A< herobst Distiller 7.0

Adobe Desianer 7.0

_ ) Adobe Acrobat 7.0 Profezsional nent = herobat Br § 04200 user

Uninstall the program

Click “Uninstall Time and Attendance System” in the above picture, click “Next” and

the program will be uninstalled automatically.

Please note: All the files and data will be deleted after uninstalling the program so

please make sure before operation.

17



Chapter 4 Communication

The chapter is mainly about how to add, delete

and set communication between PC and terminal.
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4  Communication
Click [External] on the management menu and choose [Connect To Time and
Attendance Machine] . If the Time attendance management software’s login password is

empty, the following window will pop up:

g 0 English

Usit Management | Racerd Suparvision Staffers  Eevord Mansgsmant

" @ E Masagemant passvord (0-96696698)
=" - Lock dalay & )

Add  Wodify Dalate
it it

0% ™

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

Syztem Loginihg

Sk Management PO

or LCancel

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

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

System prompt

i? Wrong admin password,you have 2 chances to try again,
\Q) Pleass enter the admin password again!
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Click the button [OK] . And then try to enter the correct password.
4.1 Terminal Management

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

4.1.1  Add Unit

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

= Terminal Management x|

Terminal b

N |1— Communication Metho
o
* Com ICDM‘I YI
Urit 5/ |22?DD2BB1
I o TcRaP | 1]
Unit Mame
At Status IActuaI status 'I

0K | LCancel |

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

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

Unit Name: You can set it as you like.

Att. Status: There are three options: Actual Status, on duty and off duty. When we
set it as “Actual Status” the attendance records’ status in the software are as same they
are in the device (OA200+). If you set it as “ON Duty”, all the records’ status which is from
this OA200+ will be “On duty”.

Com: The default is Com1 and the 115200bps.

TCP/IP: Click the button []1 to refresh the option list, you will see all the

OA200+'s IP which is in the Network.

Click the button [OK] to save the information. It displays as follows:
4.1.2 Modify Unit
Choose the terminal and then click [Modify Unit] ; the following window will pop up:

Terminal Management ﬂ

Termninal Info

Communication ketho
No. |1
T ~ Com IEDM1 Vl

- ciee [ <]
Unit Mame |1— _I
At Stats JActualstats <]

Ok | LCancel I
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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 prompk ﬂ

?fj Already have the machine number and the device 10
-

Click the button [OK] to set the Unit information again.
4.1.3 Delete Unit
Choose the T&A unit and then click the button [Delete Unit] . Following message

box pops up:
x|

This operation will deal with the selected machine:
' 1[1]
Are you sure bo conkinue?

Ok I Cancel |

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

4.2 Parameter Setting

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

4.2.1 Set Management Password

Enter one password in the input box. The management password can be
0-99999999. Click the button [setting] . Following message box pops up:

Please confirm... x|

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

Are you sure bo conkinue?

Ok I Cancel |

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

Some operation information displays in the main interface as follows:

[2008-12-10 17:43:03]5etting admin password. ..
[2008-12-10 17:48:03]11[1]Admin password setting successfull

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

21



this password to enter the software.

4.2.2 Set Sleep Period

Enter the time period in the sleeping time input box. The time period can be 0-57600.
If you set the sleep period as 0, the unit will never sleep.

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

Please confirm... x|
This operation will deal with the selected machine:
[1]

t 1
Are you sure bo conkinue?

Ok I Cancel |

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

Some operation information displays in the main interface as follows:

[2008-12-10 17:48:40]Setting Lock delay. ..
[2008-12-10 17:48:40]11[1]Lock delay setting successful!

4.2.3 SetVolume
Enter the volume level in the volume input box. The volume lever is 0-15. If it is set
as 0, there is no voice.

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

x

This operation will deal with the selected machine:
' 1[1]
Are you sure bo conkinue?

Ok I 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=12=10 17:49:13]Setting default privilege. .

[2008-12-10 17:49:1411[1]Default privilege setting successfull

4.3 T&A Machine Communication Management

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

4.3.1 Synchronize Time

Synchronize the OA200+'s time with the computer time. Click the button

[ Synchronize time] . Following message box pops up:
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x

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

Ok I Cancel |

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

[2008-12-10 17:50:49]5Synechronizing time. ..
[2008-12-10 17:50:57]1[1]5vnechronization successful!l

4.3.2 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:

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

Are you sure bo conkinue?

Ok I Cancel |

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

Some operation information displays in the main interface as follows:

[2008-12-10 17:53:32]Initializing. ..
[2008-12-10 17:53:33]1[1]Initialization successful!

The OA200+ takes about 20s to initialize the system. And it restarts after
initialization.

4.3.3 Download Records

Download the records from the OA200+ to the computer.

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

This operation will deal with the selected machine:

\?/ 1[1]

Are you sure to continue?

Caniel |

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

[2008-07-15 11:41:05]Reading attendance records, ..
[2008-07-15 11:41 '05]Read attendarnce records:1[1]
[2008-07-15 11:41:06]1[1]Read the records completed, Records:T ,Kead successfully:T

4.3.4 Backup Staffers

Download the staffer information and staffers’ fingerprint templates from the OA200+
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:

\?/ 1[1]

Are you sure to continue?

Caniel |

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

Some operation information displays in the main interface as follows:

[2008-07-15 15:23:56]Backupping staffers, ..
[2008-07-15 15:23:56)Backup staffer:1[1]
[2008-07-15 15:23:56]1 [1])Backup staffer information completed, Records:l ,Read successfully:l
[2008-07-15 15:23:56]1[1]Backuping fingerprints. ..
[2008-07-15 15:23:56]1[1]Backup staffers and fingerprints completed!
435 Resume Staffers
Upload the staffer information and staffer’s templates from the computer to the
OA200+.

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

This operation will deal with the selected machine:

\?/ 1[1]

Are you sure to continue?

Caniel |

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

Some operation information displays as follows:
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[2008-07-15 15:30:32]Resume staffers-::
[2008-07-15 15:30:32]Resume staffers: 1[1]
[2008-07-15 15:30:32]Backup staffer completed!

4.4  Record supervision

4.4.1 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,

0] Begin Time 2008-07-15 15:26:44 Check-in Times 0
End Time Check-out Times 0
Activate | Prohibit .
realtime | reakime || Staff Mumber 1 Other Status Times 0
Feeal Time Management Real-Time Monitoring Records 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.

Mo Mame Date/Time Status Desciption  Unit Mo, Unit 5/M Unit name Department Pasition
7 MNew User 2008-071515:30:33  In 1 1 1 head office
B New User 2008-071515:30:52  In 1 1 1 head office
3 New User In 1 1 1 head office
New User In 1 1 1 head office
»i7 Mew Lser 2008-07-1515:30:57  In 1 1 1 head office

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

ID:E

Marme:Mew Ll ser
Dept:head office
Position:

4.4.2  Prohibit Real-time
Click [ Prohibit real-time] button, status menu will prompt ‘Prohibit real-time

monitor...” After completed, it will show ‘Prohibit real-time monitor completed’. Progress
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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,

o ] ' Begin Time 2008-07-15 15:30:27 Checksin Times 7

° End Time 2008-07-15 15:32:37 Check-ouk Times 0
Activate ,

realkime | realtime Staff Mumber 3 Other Status Times 0

Real Time Managemenkt Real-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.

4.5 Staffers Management

Staffer's management mainly includes these functions: staffer management in

database of local PC. staffer communication management between PC and unit. staffer
info tracking.

Staffer management interface is as following,

= A English ingperprim ma - x
) Bl 0AZ00 Fingporprint TAA 2
# it Ramsguaant  Harord Srpervizian | Staffers || BacordiNmegiaest
) - P
i { e
0P i L | 5% &~
i Dolead  Wlead Delets Chack
Staffer T Staffers 4P fros Tt Stat
Staffers Nunagment Staffers comusication tase
B
i
= B headolics StafferNo. © CadMo Mame Sex Pusibon Bathday Empicy Dale  Phane. Ackdess. 14FF 2ndFR
& D 2001 13967580 Michale Femde  Sohwareled 19340301 20051025 a a
i Solex {3002 1396TSETAM Judy Femde  Sues 13000101 20081214 a a

< »
Actwate reallme monior funchion [aled

45.1 Add Staffer

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

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

=" Addimodity Staffer Info ®

Basic Infa 1 Relevart Inlo} Fingerprint Heg\stration}

o, |
Card Mo,
Marme
Sex hd
Dept, | head office ﬂ ﬂ ﬁ

Terminals not Autharized Terminals Autharized

i

4

bl Ll

Thh Method and access permission
ol L
L L
2 o

Save LCancel

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

ways to add pictures:

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

picture] window as following,

= Edit Picture (3]

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

directory:
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[Open

TX
Lock e |1 oaB000807 - ~®BE =&
Deadup
rengae
WyFecert ) R
Dnmeres
Deocp
My Documends
e 100120 el
s TSGR, 24 b
i
Mytimuck  Fio ioProns b -
po e | £l
Fiolipe  [Windoun Bimep o "] - Cocel |
Widows Binap ] v 3
i FKE Hom 35K8 K

Click [Open] button to open picture:

= Editpicrure

=2 1=

Wiew Save

)

Bestore

#

Cut Down

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

You can also mouse to pull adjusting the area. Then click [Cut down] button. After
cutting down, the picture is as following,
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Camera |Logitech QuickCam Pro 4000 -

=

Save

#

Cut Down|

Take Pic.

%)

Restore

~Zoomin/out -
Jé ———

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

After cutting down the picture completed, click [Savel button to save picture and
exit to [Add/modify staffer info 1 window. Then this staffer’s picture will show at the

right-up corner as following,

= AddiModify Staffer nfo =
Basic Info | Relevant o | Fingerprint Fegistration |
No. |11
Card No.
Mame | Siman
- = af
Dept. &% Human Resource w gI !I ll
Terminals not Authorized Terminals Authorized
1]
-
=3
-
<4
[ Tt& Method and access permissior
& Card/FP/Password € Card+P
' Cad+FPassword € FP+Fassword
" Card+FP+Passward ¥ ‘ccess Permission
Save LCancel

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

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

[l

Take Pic.

Camera

=| 9

Save RBestore

Cut Down|

~Zoom in/out

e e

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,

Take Pic.

Camera |Logitech QuickCam Pro 4000 -

\"

A

=| 9

Save RBestore

#

Cut Down|

Next the way of cutting down picture is the same as 1st way. Please refer to it.
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When staffer’s picture exists but you don’t want to set picture for staffer, you can

click [l‘_]] button to clear the staffer picture.

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

Sub-company 1).

= Addimodity Statfer Info W

Basic Info 1 Relevant Inlo} Fingerprint Heg\stratlon}

W, 17

CadHo
Name [Simen
Sex

Dept, &8 Human Resource = JI\ ﬂ

Teminals not Authorized Terminals Authorized
]

4

El Ll

T4 Method and access permissian
(O
L
[

70

Save LCancel

Choose the terminal the staffer belongs to in [Terminals not authorized] , click
(;>|) (add single) or (> (add all) button and add it to [ Terminals authorized]
list. You can also use [Ll] or (ﬁl] button to delete [ Terminals authorized] as

following,
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= Addimodity Statfer Info W

Basic Info 1 Relevant Inlo} Fingerprint Heg\stratlon}

Mo, ,”7
Cadbe |
Name [Smon
Sex
Dept, [ B8 Human Resouee +|

4

Teminals not Authorized Terminals Authorized
]

El Ll

T&A Method and access permissian
- o
C C
2] 7

Save LCancel

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

System prompt

\‘5/ The staffer ID can not be empty, please input the 1D

Click [OK] button to input staff info again.

After authorizing terminal info, the next step is to set staffer T&A method and access
permission. OA200+ has 5 identification methods. When adding staffer information in
software, the default status is card/FP/password, T&A method and access permission
allowable.

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

access permission as following,
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= AddModiry Statfer Info 1

Basic Info IHe\evanl \nfc} Fingerprint Heg\stratlon]

No.
Card Mo,
Mame | Simen
e |Male d \ |
Human Resource = s‘ i I
o 8 g ol sl x

1

Terminals nat Authorized Terminals Authorized
22k 1l

El Ll

T4A Method and access permission

(c (o
o o)
L8 [~

Save LCancel

Prompt: you must choose the terminal in [terminals authorized] list, else [T&A

method and access permission] is limited.

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

following,

= Addmodiry Statfer [nfo ]

Basic Info  Relevant Info IF\ngelpml Heg\stration]

1D No, |123455783 Bithdday L. =l
Matian [chinese =l Empovpae [ =l
Pusiion |Saleman | Poltical Feature | =
Education |masler j Speciality H ﬂ
Phane 45678912 Matile |
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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2

E

= AddiModity Staffer nfo

Basic Info | Relevant Info  Fingerprint Registiation |

FF Enioll conditiorn

™ First Fingerprint Enroll
I Second Fingsrprint Erroll

Fingerprint sensor 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,

= Additoify Staffer Info =

Basic Info | Relevant Info Fingerprint Registration |

FP Enroll conditior

™ First Fingerprint

[T Second Fingerprint Enall

Connect to the fingerprint sensor reader successfulll

HE

Save Cancel I

Click [Enroll] button, ‘Please press your finger’ will prompt as following,
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= AddiModify Staffer Info = \

Basic Info | RelevantInfo  Fingerprint Registration |

FP Enroll condition

™ First Fingerprint

™ Second Fingerprint Enroll I

PFlease press your finger...

H B

Save LCancel

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

interface will show below,

= KddiModity Stafrer Info :X
¥

Basic Info | Relevant Info  Fingerprint Registration |

FF Ervoll condition

[ First Fingesprint Bl "

™ Second Fingerprint Enrall

Enrollment successfull

Save Lancel I

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

below,
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= Addimodity Statfer Info W

Basic Info | Retevant Info Fingerprint Registration }

FF Enroll conditior

i Enrall

P g

Erralment successful
P = =
=

Save LCancel

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

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

4.5.2 Modify staffer

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

Choose the staffer info from staffer info list and click [Modify staffer] button or
double click this staffer info, open [add/modify staff info 1 window to modify. For detail,
please refer to 4.5.1 [Add staffer] .

453 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,

Please confirm... PH}

\‘.:‘) Are vou sure ko delete the selected staffer?

Cancel |

4.5.4  Transfer department
When staffers are transferred, there is necessary to transfer them between different
departments. Transfer department enable realize this function.

Choose staffer info who need to transfer department in staffer info list (you can
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choose some or one through [Shift] or [Ctrl] key), click [transfer department] to

open [ Staffer transfer] window as following,

i fice:
&8 R0
&% Overzea
&8 Human Resource

Ok LCancel

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

info. Click [Cancell button to exit.

45,5 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,

= Copy Function and Privilege g

Copied staff [D @

Lancel |

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

confirm info:

37



Please confirm...

\‘.:‘) Are vou sure ko copy the selected staff's privilege?

Cancel |

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

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

System prompt

\gj The Selected staff's privileges are successfully copied!

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

status, click [privilege setting status] window to check as following,

Fu.nction and Privilege setting @
T84 Method and access permission
& Card/FP/Password " Card+FP
" Card+Password " FP+Password
" Card+FP+Password [~ Access Permission

Terminals Authorized

LCancel

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

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

4.5.6 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
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some or one through [Shift] or [Ctrl] key), click [download FP] and system will

prompt if the operation will continue or not, as following,

Please confirm...

This operation will deal with the selected machine:

Q@ o

Are you sure to continue?

Caniel |

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

[Cancel] to exit.

Downloading process is as following,

~ Uit Managemant: fecoed Supervesicn Seaffers Management frecord Management.
2 R B oMW
B 4 | 4 st e
i ok, ey | ke o | ot o fane
Saffer Stafter | Depatment  Pridiege L Safters 6FP  from Uni Ternial Sealf
o™
o
= reoaome Setie  Cadte | Nowe T Posion Gihdy  EmpoyDoe  Fhre b e
& RiD ul Simen Male. Sdeman L 2 =]
& Overies .5 Jack Male [a} a
Al o Resan 5 1HEIZE Brandy Mo o a
7 1362312 Clark Moo o a
[ —r 5
[TeTeTEe—E— [

After downloading completed, status menu will prompt ‘Download fingerprint

completed’ as following,
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=W resacne Sietio | Cafo e Ser  Poumm Gy | Enpoyboe  Phme sk T marr
& FeD n Simen Maie Saeman 45678912 2 =]
o g dock e o o
A b esaus | 5 O Bk Mae o o
7 1362912 Clark. Male. =] o

| — |

457 Upload Staffer & FP

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

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

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

This operation will deal with the selected machine:

\?/ 1[1]

Are you sure to continue?

Caniel |

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

Uploading process is as following,
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After uploading completed, the status menu prompts ‘Upload staff and fingerprint

completed’ as following,

) e oo e 0280 Fingperpriot Tk management software V1.2 - x
Mot Racerdsipwion | St Mansoaees | Racrd managmmare
P o
T L
s ook
om Ut | Temnal 2t
St Dwct
Pomn G CrekDee Poe  Adie T
sdeman 45emen2 = =
o =}
=] =]
o o
{1 — 0|13} [2]
% 1B

4.5.8 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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04200 Fingperprint TEA management

Srae e,
"
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Ot

from [unit 1 as following.

4.5.9

Check Staff

Cordtla

261216
262312

saftware V1.2

= —
i O S 2

o i v
P Saffers&FF  fram Uk Termrinal Era
R e
.

e

=

[ —r 2 5
[FroTeerT————

After deletion successfully, the terminal device ID the staff belong to will be deleted

1FP P
5 B
o o
o o
o o

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,

) [P @ S e 04200 Fingperprint Tk management saftware V1.2 - x
— Uit Msnagement: Record Superviion = Record Management

2 g o)

- A e

] [ chect
Staffer BPFF  from Lk Temral Stalf

s Manmert 2 b
[ I—
o
B tesiones Siabehis - Cuibo N S Poaen Bibdy  EnclyDas  Phore Ao THFE ndFE
3 pio

il 1[F] = = 2
[Eor—————— S

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

staff info.
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4.6 Record Management

4.6.1 Search Record

Search record is to search the downloaded attendance records in the time range.
Firstly set the date. Click the box after [Begin date] and [End date] , there will

pop-up calendar info as following,

4 + R 2008
A—-—Z-=ZMMHx*
123 4 5
5 7 8 9101112
13 14[15]16 17 18 19

20 21 22 23 24 25 26
27 28 29 30 31

Today

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

according with the date range will show in the list below as following,
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@ e e 0A200 Fingperprint Tih ianagenvent software V1.2

4.6.2 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.

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

Excel File(®, xls)

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

Mame

Drake Time
Unit Ma,

|:| Unit narne
Skatus

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

W | [,

Time format: 4 formats optional

mirm-dd hh:rnniiss
wiyy-m-d hbmm:ss
wie-rnm-dd hherannss
wiwwwrmnddhhmmss

Staffer No. length: set staffer No. length, the default is 6 digits.
Space symbol: space symbol to separate fields

Space symbol length: space symbol bit
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After setting completed, click [Export record] button, open ‘Save as’ window,

choose save file directory, input file name as following,

Save As fwdfr)
Saven: |3 028020080703 R == = 8
- () Backup
: I Template
My Recent
Documents
Deskiop
My Documents
My Computer
My Network — File name: recordl - Save
jlevak  Flen | o [ ]
Saveastipe | Teut e [“tut) | Cancel

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

System prompt

\?/I Records have been exported to " 0:\0a2802005070% record] . bxt "

Click [OK] button to confirm finishing export records.

4.7  Other Settings

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

' Basic Parameter Setting

o
P

T&:A state Setting

@

|©'. Timing Downloading Record
i ; Management PW setting

|/rﬂ Database linking setting

-
e

Exit system
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4.7.1 Basic Parameter Setting
Click [Basic parameter setting] item, pop-up [Basic parameter setting] window

as following:

[ "l
Basic Parameter Setting

X

Blazic Parameter
Iv Communication Failed, automatically exit current operation
I InRealtime Manitoring, voice prompts "'Departrment Mama"

I Delete the records after downloading

LCancel

Choose the parameters; click the button [OK] to save the setting. And pop-up the

system prompts:

System prompt

\?/ Basic Parameters setting successful!

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

Status value  Symbol Status Deseriprion
ol In
10 Out
22 Overtime In
I 33 Overtime Out
44 4
55 5
EE E
77 7
a8 g
99 9
1010 10
mn 1
1212 12
1313 13
1414 14
1615 15

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

window as following:

("4 "Iiming Downloading Record 1

[ Run Timing Downloading Recard

Daownlaading Tirme: |

Time 10000~ Add Delete Time

ok | Cancel |

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

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

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

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

will prompt:

System prompt

\:{/ Timing downloading setting complete!

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

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

Sy=stemn prompt

\_‘.:/ Enter timing downloading time!

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

window as following,
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( Modify management password ]

0ld Pwd: |

Mew Piad: |

Cornfirm Pud: |

Ok | Lancel |

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

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

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

\‘.:_) Confirmation Failed,please enter the new password again!

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

will prompt:

System prompt

\?/ Admin password modification successful!

Click [Cancel]l button to exit.
4.7.5 Database Linking Setting
Click [Database linking setting] item, pop-up [Data link properties] window as
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following,

B0 Data Link Properties E

Provider Connection | Advanced | &I |

Specify the following to connect to Access data:

1. Select or enter a database name;

2. Enter information to log an to the database:

User name: [dmin

Iw Blank password [ Allow saving password

Test Connection

oK Cocel | Heb |

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

Select Access Database 2%

Lookin: [ 5 0a28020080703 =l cF BE-
| Backup

[ Template

My Recent ALt2003.mdb
Documents

@

Desklop

-
My Documents
My Computer

My Network  File name: =l Open
Places
Fles ofyper | Microsolt Acoess Databases [*mob) =l Cancel

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

and system prompts,

Microsoft Data Link

-
\_]:) Test connection succeeded,
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Click [OK] buttonto [Data link properties] interface. Click [OK] button and
system prompts,

System prompt

\gj Database connecting successful,please restart the software!

Click [OK] button to exit.
4.7.6  Exit System

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

Please confirm...

\gj Are you sure to exit?

Cancel |

Click [OK] button to exit management software system. Click [Cancel] button to
cancel this operation.

4.8 Software Interface Setting

4.8.1 Interface Skin Color

[ (&) L . .
Choose [ ],4 button in title menu which enable change software interface
color. The style is Windows XP system style as following,

Black Silver
4.8.2 English/Chinese Interface Converting

Chinese

Choose button in title menu which enable convert between

English and Chinese interface. The following is Chinese interface:
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e data to displar
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O gF-Tol(cIgsM Background Management

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

rules of attendance etc.
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5 Background management

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

5.1 Loginsystem

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

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

and the following interface will be displayed:

{} Fingerprint T&A management system EEX
Systen HR Management Attendance Exception Data Maintenance External

i A

Clear Data

Compress DB

e B

Append Rec. Leave

BeTrue&Safe |

| 2008-12-13 15:24:C/ Adnin [Fingerprint T8A management system

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:

ﬁf& Parameter Settings

% Administratoers

Administrater’ = FPassword Set

Modified Becord Log
Managing Log

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

System parameters setting 3

{ Basic parameters | Stat Rules | Leave class | Fiskd definition |
Basic info

Unit Name: ‘head offics

Common Rule

48012 Minute | Shift expands two days

A workday count as
@ Court as the Tst day

I~ Matclock incountaslate |50 2] pinu
"M Count as the 2nd day

I~ Mot clock out count as sary 50 =] pinute

GRE]
I aftduty (50 %] inutes later clockenut ot s owerims

' Ok Cancel

Pic5.1 Parameters Settings

Basic parameters:

Set your company name, the default is “Head office”

Input your company name that will be deemed as the head of departments list.

A working day count as how many minutes is the base for time attendance
calculation which will be the transition standard to calculate the late to work/early to leave
/free overtime items, minute is the good transition standard of hours and working day.

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

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

Stat. Rules:

Click page [Stat. Rules] in Pic5.1, following shows:

ji} System parameters setting 3
Basic paramsters | Stal. FUISS ] Leave class | Fiskd definiion |
Stat. Items:
Stat. Rule

Late Unit Set
Early : -
Business Leave uri:|Day
Leave
Abssnce Minimum: |1
Say away
Olvertime:
Free Dvertime Round-off contral

" Round down

C Roundup W Round at total

* Round off ™ Accumulate by times

" 0K Cancel

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

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

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

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

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

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

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

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

Leave class:

Click [Leave class] in Pic5.1, following shows:
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fit System parameters setting X

o8

Append  Delete  Modify

Mame Colar

» Leave Clsss:
Show Calor. |5 8aus hd

o 0K Cancel

Add new leave class:

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

Revise leave class:

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

Delete leave class:

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

[OK]1 to finish.
Field definition:

Click [Field definition] in Pic5.1, following shows:

fit System parameters setting @

Basic parameters | Stat Fules | Leave clsss Fiskd definiion |

Field Mame ; ieHEREEE Input news figld value:

Chinese |

75 Append
38 Delete

o 0K Cancel

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

[Education] in menu [Staffer maintenance] .
5.2.2  Administrators

Click [System] - [Administrators] , following window shows:
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R} Administrator set 3

&
Append Delste Modify
Hame Adniniztrator: [A0in
 EEE—
- Ttems operable ﬂ ﬁ

! ! The new administrator has a default password: 388383,

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.

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

Modify administrator:

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

Delete administrator:

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

5.2.3 Administrator’s Password Set

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

jiz Administrator modify password @

0ld Prud: |

New Prud: |

Confirm Prud: |

W 0K ‘ [y Cancel |
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Input the original password in [Old Pwd], enter the new password in [New Pwd],

and enter again in [Confirm Pwd] and click [OK] to finish.
5.2.4 Modified Record Log

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

Attendance recori ation log

- B

Time Range
Depaitment | 2 Headoffics = From 20080501 | [oooom = @ E ﬂ
Stafter No. |41 hd jc) 20081213 :" 25358 = Search FRestore Close
Deparlment Staffer No. Name Clocking Time Stete Modily ype | Reasans Adriristrctor
3
. 2
RecordCount o

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

which match the above condition will be displayed as follows:

fu} Attendance record modification log

of]

Tims Rangs

Depariment| 2% Hesd offics = From| 20081213 | [o000m = @3 E ﬂ
Stafer o TN - | | Te[201213 ~l[m®5 S| seacn | pense | gow

Departmert Staffer Mo Hame Clocking Time State Modiy type_| Reasons Adirisretc =

» [Head afice BT Michelle 20081213 154601 Tlock In Add Forgol check /ot Adiin
Head oifics 8102 e 20081213 154643 Clock In add Forgot check in/out dktin
Head office 8103 Ly 20081213 154645 Clock In add Forgot check infout Adkrin
Head alfice B0+ David 20081213 15:46:48 Closk In Add Forgot cheek in/out Ackmin
Head oifics 8105 Maggic 13154702 Clock In add Forgat check in/out Adkin
Head office 8106 Clak 13154705 Clock In dd Forgot check infout Adkin
Head alfice 8108 Peter 13154708 Closk In Add Forgot cheek in/out Ackmin
Head office 8109 Mary 13154709 ClockIn add Forgot check infout Ackin
Head office 8110 ing 13154712 Clock In dd Forgot check in/out Aekin
Head olfice 811 Mask 13154714 Closk In Add Forgot check in/out Adkmin
Head office 811z James 13154716 ClockIn add Forgot check infout Ackin
Head office 8113 Sky 13154717 Clock In dd Forgot check in/out Aekin
Head oifics 8114 Cheny 131847.20 Clock In add Forgot check in/out Adktin
Head office 8115 Judy 2008121315473 ClockIn add Forgot check infout Ackin
Head alfice 8116 May 20081213 15.47.25 Closk In add Forgot check in/out Adhmin
Head oifics il Emiy 131847.27 Clock In add Forgot check in/out Adkin
Head office 8118 Hellen 13154732 ClockIn add Forgot check infout Ackin
Head alfice 8119 Jenny 1315.47.35 Clock In add Forgot cheek in/out Ackmin
Head oifics 8120 Mishes! 1315:47:40 Clock In Add Forgot check in/out Adkin
Head office 8101 Michell 13154641 CockOut Add Forgot check infout Adkrin
Head alfice g0z Az 13 15:46:43 Cock 0w Add Forgot cheek in/out Ackmin
Head oifics 8103 Lamy 13154545 CockOw  Add Forgot check in/out Adkin
Head office s104 David 13154648 CockOut Add Forgot check infout Adkin
Head alfice 8105 Maggic 20081213 15.47.02 Cock 0w Add Forgot check in/out Adhmin

4 |

RecordCount: 40

Note: Modified record log shows all the time attendance record modifications; If

there’s record that has been revised incorrectly before, it can be recovered by selecting

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

fit Administrator operation log

To 20081213 «||238358 -4

Time Range:
Achinistiator [A1 | | b B3 < [omom = @3 “’*
Seach | Close

0 Hame Managing Time Remark
P Admin 200612413 16:21:01 ‘Add administratorSuperser
3 Admin 20081213 15:32.31 Link the database toE:\Test\0AZB0MH2003. mdb
2 Admin 2008-12-13 15:28:23 Operating system parameter sattings
1 Admin 20081213 15:25:34 Operating system parameter settings

-
< | »

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

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

5.2.6  Set Database Link

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

When the following mistake appears, you should link database again:
Prompt information P§|

! E Database connecting failed, Please collocate the database again
L]

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

B Data Link Properties
Provider Connection W.Advancad] Al ]

Specify the following to connect to Access data

1. Select or enter a database name

‘ngmsf‘-.‘-‘-hlii mdb J

2. Enter information to log on to the database:

User name: |-'~‘.dmin

[¥ Blank password [ Allow saving password

I

Test Connection
0K | Cancel ‘ Help |

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

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

database.)
5.2.7  Exit System

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

Please make sure ... f‘5__<|

b

OK | Cancel |

92 :
.;/ Are you sure to exit?

Click ok to exit management software and return to Windows system.
5.3 HR management
Click [HR Management] on the main menu, Following springs:

n‘h Department Management CirltD
& Staffers Maintenance Ctrlti

5.3.1 Department management

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

following window:
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fuit Department Nanagement @

Append

Departments List Eeing Selected Dept

£ e office]
[ Sale
D Ao

Input the rew department name

A

‘when adding a new department
“You can't use any same department
name.

‘when deleting a department,
Staffers of the department vill 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 ...

\_‘.;j Are you su[%to 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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fui} Staffer Naintenance |Z\@@\

Search Staffers psi) a8 fifl &
(B teperd Delte  Mediy Transter  lmpont
(& Head office Statter o, | Name Diepatment Pashion Telephone | Emplay Date | Sex ez a|
[ ssle vEIT Michelle  Hesd office F
[ Rt 102 Alics Head offica F
f102 Lamy Head ftice M
B108 David Hesd offics M
3108 Magaic Head office F
B106 Clerk Hesd ot M
8107 Simon Hesd office M
f108 Peter Hesd oftice M
8108 Many Hesd offics F »
110 King Head ftice M
a1 Mask Hesd offics M
a1z James: Head office M
o113 Sky Hesd sftice M
11 Chers Hesd offics F hd
4 »
Staffers Information ] Envoll Fingers |
Attsndancs Set
Staffen No.[6101 Hame [Micheli 10 o | erieneese
Sex|F =~ o] =] Bithday [t x| | ¥ Caleulate Attendance
Edusation | | Spacialy| | Posiion | El (|| Calcuiate Owettive
i -
Telephone | Mebie Employ Date | El o Ro@altty
o Martal Status | =l
Aetdess |
R ecordCount 0

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:

kit Staffer Transfer E]

Select the depatment to transfer:

s o |

Lancel ‘

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

Export Staff:

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

Staffer No.

a1
8102
8103
a104
8105
2108
g7
3103
2103
8110
511

8112
2112

Mame Department Poszition Telephone Employ D ate
ichelle Head office
e o I

Export Data

Lary

[ avid

Magic Show all columns
Clark. Head office
Siman Head office
Peter Head office
b army Head office
King Head office
Mask Head office
James Head office
Slu Haad nffira

4 v Staffer Ho.
v Hame
v Department
v Pozition
v Employ Date
v Telephone
v hddress
v Sex
v Langnage

v Comment

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

pit Import Staffer List E]

Select a file to impart

Fils: | L]

Failures in imparting:

¢ Ok | Llose |

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

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

5.4  Attendance Management

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

TimeTable and Shift Cirl+E
BFl Staffer Scheduling Ctrl+F

Attendance Record
:l Attendance Caleulating and Beport CirltR

5.4.1 Holidays List

Click [Holiday List] in attendance menu. The following appears.
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feiy Holiday List 3

& o8

Append  Delete  Modify

MName I Start Date |2008-1213 :" Days 1 j:
Holiday Mame Start Date 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 [Save] when ready.

Deletion of festivals or holidays

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

5.4.2 Timetable and Shift

The relationship between shift and timetables:

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

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

to get a general picture of the relationship between timetable and shift. The details of shift
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setup will be found in the next two sections.
Timetable maintenance:

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

feit TimeTable and Schedule Naintenance @\

Timetable Maintenance I Shift Mamlenance}

5
fppend  Delete  Modify
Timetable Mame | On Duty Time Off Duty Timee = | Timetable Name  |Caw Shift
[§ Day Shit 03.00
i 0300
Morning Shift 04:00 1200 On Duty Time
Noon Shift 1200 2000 e BOO
Night Shift 000 0400 BB

Begin Clockn Time 0800
End Clockn Time |03:05
Begin Clock-Out Time 17.55
Erd Clack-Out Time |20:00
Late errer lawance |50 Minutes
Ealy eror alowance |50 Minutes
e Count s Workday !

Caunt As WorkTime |80 Minutes

“ | B M MustCln ¥ MustC-Out

Pic5.2 Timetable Maintenance

Add a new timetable

Click [Append] and enter the corresponding information: [ Timetable Name] For
instance: Day Shift [On duty Time] (08:00) [Off duty Time] (17:00) [Begin Clock-in
Time]) (07:00) [End Clock-in Time] (13:00) [Begin Clock-out Time] (16:00) [End
Clock-out Time]( 20:00) [ Late error allowance J(5)[ early error allowance J(5)[ Count
as work day] (1) [Count as work time XXX minutes ] (480). Check [Must C-In] and

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

(Please note: Every item should be setup in timetables with no blank left. [Begin
Clock-in Time] and [End Clock-in Time] setup the valid time period for clock-in.
Records out of this time range will be treated as invalid ones. For instance [Begin
Clock-in 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 TimeJand [End Clock-in Time] can be more than one day (meaning [End
Clock-in Time] can be before [Begin Clock-in Time] ) but it can’t be longer than 24
hours.

[Late error allowance] means how many minutes after [On duty] are treated as
“late”, [Early error allowance] means how many minutes before [End Clock-in Time]

are treated as “early”; [Count as work day] and [ Count as work time XXX minutes]
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are used in calculating business leave, leave, absence and overtime.

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

The timetable Modification

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

The timetable Deletion

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

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

Example——Add a timetable:

Complete process for adding four timetables:

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

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

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

Shift Maintenance:

Click [Shift Maintenance] in Pic5.2 and the following window pops up:
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fui} TimeTable and Schedule Naintenance X

lantenance ]
Append  Delete  Modify
Shift Name =
I3 Homal S hift Shift M |Nomal Shit Cyeles |1 = Cycle Uit [Week =
Three Shifts
Date Timetable 1 Timetable 2 |T|meTabIe 3 |T|meTabIe 4 |
Sunday
Monday Day Shift
Tuesday Day Shift
Wednesday Day Shift
Thursday Day Shift
Friday Day Shift
| Saturday
KU _>H
Add a shit:

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

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

juiz Add Shift Timetable @
Chaice a timetable: Choice the date: [~ &l
Timetable Mame | On Duty Time ) = Sunday
Yy S hiff 09-00 F: ! Monday
» U 3 ondey
tdarming 5hift 04:00 1z W Wednesday
Noon Shift 12:00 aC | Thursda
" N v
Night Shift 20:00 04 Saturday
K f
o OK | Cancel |

Pic5.3 Add a timetable
Modify a shift:
Select the shift to be modified and click [Modify] , and enter new information in
[ Shift Name] etc. click [ Save] to complete.
Delete a shift:
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Select the shift to be deleted and click [Delete] .

Example——Three shifts:

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

week, cycle every three weeks and staff is on holiday every Saturday and Sunday.)

Step 1:

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

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

Step2

fui} TimeTable and Schedule Naintenance

X
Timetable Maintenance  Shift Maintenance 1
v @
Save  Cancel
Shift Name d
. ”‘a"“ Shift Name |Three Shilts oyetes |3 2 Cycle Ui [Week =
i Shifts
add | =Deete | X ea |
Date Timetable 1 ‘Tlmelab\e 2 |T|meTabIe 3 |T|meTabIe 4 | ~
Sunday i
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
| [Sundsy
K — &

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:

juiz Add Shift Timetable @

Choice a timetable:
Timetable MName
Dray Shift

(3 Marming Shift
Noon Shift
Night Shift

On Dty Tirne: ar =
09:00 1%
12:00 aC
20:00 04

4 ol
v |

Choice the date:

= Al

Sunday

w| Monday

¥ Tuesday

v wednesday

| Thursda

v
Saturday
Sunday
Monday
Tueszday
“Wednesday
Thursday
Friday
Saturday
Sunday
Monday

~

Cancel |

Tuesday
Wednesday
Thursday
Friday
Saturday

Select the timetable “Morning shift” to be added and select the time range to apply to
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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):

fut Add Shift Timetable f's_<'|

Choice a timetable: Choice the date: = Al
Timetable Name | OnDuty Time |01 4 | Sunday Tuesday
Diay Shift 0900 1c Monday Wednesday

Tuesd Thursd
Moring Shit 0400 1z iedneaday Py

oo (2 Thursday Saturday
20:00 0 Fiiday
Saturday

Sunday
| Monday
w| Tuesday
w| wWednesday
| Thursdar
v
Saturday
Sunday
- Monday

4 » < »
W OK | s Cancel |

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):

fut Add Shift Timetable f'5__<'|

Choice a timetable: Choice the date: = Al

Timetable Mame | On Duty Time Dlﬂ Sunday v Tuesday

Diay Shift 0900 1c Monday v wiednesday

. . - Tuesday | Thursda

tdarming 5hift 04:00 1z Wedresday v

MNoaon Shift 1200 2C Thulsday Saturday
T Fiday

ghtishil E Saturday

Sunday

Monday

Tueszday

“Wednesday

Thursday

Friday

Saturday

Sunday
- w| Monday

4 » < »
W OK | s Cancel |

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

setup of “three shifts” will be done (see the picture below):
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feit TimeTable and Schedule Naintenance 3]

Timetable Maintenance  Shift Maintenance 1
5
Append  Delete  Modify
Shift Name d
. ”‘a"“ Shift Name |Three Shilts oyetes |3 2 Cycle Ui [Week =
hiee Shifts
| | |
Date Timetable 1 ‘Tlmelab\e 2 |T|meTabIe 3 |T|meTabIe 4 | ~
Sunday i =
Monday Moming Shift
Tuesday Moming Shift
Wednesday Moming Shift
Thursday Moming Shift
Friday toming Shift
Saturday
| [Sundsy
. bl = e *

5.4.3 Staffer Scheduling

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

Search Staffers ¥ P’ 7]
I [& Select &l Select Nane Anange Shift
= Head office Department Staffer N Name Shift

[ 5ale b |

[ ReD

Time Range

From W =N £
To [20089293 ] Del Temporay  Add Temporary
Date Timetable 1 Timetable 2 |T|meT able 3 |T\meTabIe 4
1213 BHi%

Pic5.4 Staff scheduling
Choose the department or several personnel that need to arrange shifts, click

Arrange, the following window appears:
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fit Staffer shift maintenance @

Shift List Shilt Timetable:
Shift Name | Cycle... |Uni «| [Date Timetable 1 Timetable 2 |TimaTabIe3 ‘TimeTah\afi ‘
Qhiomaishit | 1] |
Thies: Shifts 3 Sy
Monday Day Shift
Tuesday Day Shilt

‘Wednesday  [Day Shift

Thursday | Dey Shit
ity Day Shif
| [Saturday
I _'H
} T et sl
(S Shilt name Beginingdate | Ending date

3

Beginning 2008-12-01 -
Ending 2003-12-01 -
e | pa | ——

Add a new shift
Select the corresponding shifts, for instance: The commencement date and deadline

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

Please note:

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

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

Deletion of the shifts

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

Arrange a temporary shift

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

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

Please make sure ...

\_:.:/ Are you zure to make temporary shift schedule fo the zelected Staffers from Z00S-12-13 to 2008-12-137

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

the following window will pop up:
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jit Add a temporary timetable @

Select the timetable to add Select the dates Al
Timetable name | On-duty time 1213 BERS
[ D2y Shitt - ;gqg%gﬂ
Marning Shift 04:00 1200 v 1216 EE—
Maon Shift 1200 20:00 w1217 ERR=
Night Shit 2000 0400 21218 E* .
12:20 EEEA

4 »

o 0K | Eip Cancel |

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

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

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

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

Time Range

Department = e[ @ET2T ] oo =
sateno Al =] Telowiza ~[mses

[} Search Staffer’s Attendance Record B =63

Search Report Export Modify Log
Department Stalfer Mo, Mame
»

Date Time State Location I

RecordCount: 0

Inquiry of attendance record

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

about, then click [search] , you can get the corresponding attendance record.
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earch Staffer’ s Attendance Record

Time Range
Department |22 Head office = | otz =] [oooon = @ %
Staffer Mo, |l 7] Telwmzz fmsas | g Beport Evport | ModiyLog
Departmsnt | Staifer Mo Narme Dt Time et Losation D
3 a101 Michelle 20081207 030000 Clock In
Hesdaffice 3101 Michelle 200812401 18.03.00 Clock Out
Head office ;01 Michelle 2008-12-02 08:58:43 Clock In
Hesdaffice 3101 Michelle 200812.0213.03.00 Clock Dut
Head office ;o1 Michelle 2008-12-03 08:59:43 Clock In
Head office ;o1 Michelle 2008-12-03 18:59:43 Clack Out
Hesdoffice 3101 Michelle 20081204 095743 Clock In
Head office ;01 Michelle 2008-12-04 18:57:43 Clock Out
Hesdaffice 3101 Michelle 20081205 095743 Clock In
Head office ;01 Michelle 2008-12-0618:57:43 Clock Out
Hesdaffice 3101 Michelle 2008120 095743 Clock In
Head office 01 Michelle 2008-12-08 18:57:43 Clock Out
Head office /o1 Michelle 2008-12-09 08:57:43 Clock In
Hesdoffice 3101 Michelle 200812091957.43 Clock Dut
Head office ;01 Michelle 20081210 08:57:43 Clock In
Hesdoffice 3101 Michelle 2008121015743 Clock Out
Head office ;01 Michelle 2008-12-11 08:57:43 Clock In
Hesdaffice 3101 Michelle 20081211 195743 Clock Dut
Head office ;o1 Michelle 2008-12-12 08:57:43 Clock In
Head office ;o1 Michelle 20081212 18:57:43 Clack Out
Hesdoffice 3101 Michelle 2008123154641 Clock In 1
Head office ;01 Michelle 20081213 15:48:42 Clock Out
Hesdoffice 3102 Az 20081201 095743 Clock In
Head office 8oz Alice 2008-12-01 18:57:43 Clock Out J
FecordCaunt i

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

get the report form automatically.

o Preview

tuox: =S K2 X
head office attendance record report N
2008-12-01 To 20081227
) 20081212 5743 Cioek In 200812098 56:36 ClackIn
Hleadofics LI &l 20061212 185743 Tlock Dut 2051209181336 Clock Dut
20081201 3000 Tiock In 20061213 15,4644 Clogk In 200812108 56:36 Clack In
20081201 18:0300 Tlock Oat 20081213 15,4559 Clock Dut 200B-12-10 161336 Clock Dut
200512402 85643 Clock In Count: 22 20081211 856:36 Clock In
200812.0218:02:00 Clock Out 2008-1211 161336 Clock Out
20081203 65343 Clock In Head office Laiy 8103 20081212 8 56:38 Clock In
20081202 18:55.43 Clock Out 2008121211336 Clock Out
20081204 65743 Tlock In 206,12 IS 57:43) Eiocidin 20081213 154712 Clock In
200812-08 18:57:43 Clock Out B2 016541 ClackiOuy 2008121315:4%43 Clock Out
20081205 85743 Tlock In ;ﬁ;ﬁgé;‘f} EiﬁkU‘:t Court 22
20081206 18.57:43 Clock Dul s St :
Sl PR Ehckln 20081203 18:57.43 Dk owe | | oedefee hsls Fis
2;0”;;3;0&;1; :;_:; E:‘“";:knl:' 2008-12-04 B57 43 Tiook In 200812401 85836 Clock In
P 2 T9IE e 20081204 185743 Clock Out 20091201 18:13:36 Clock Dut
RN T 20081206 5743 Tiook In 200512402 85636 Clock In
SRR e 200812105 185743 Clock Out 20081202 18:13:36 Clock Dut
TPy T 200812406 18,5743 Clock Dut 20051203 85636 Clock In
e T 200612107 18,5743 Clock Out 20051203 16:13.36 Clock Dul
PRy o 2008-12-08 85743 Tiook In 200512404 £ 5636 Clock In
TR T 200812108 18.57.43 Clock Out 20091204 16:13.36 Clock Dul
T = 2008120 B5743 Tiock In 200512405 85636 ClockIn
e T g °i D"I 20081208 185743 Clock Out 20081205 161336 Clock Out
tEl 2008-12-10 85743 Tiock In 20051206 85636 ClockIn -
Fount 22 20081210 185743 Clock Out 2008-12-08 181338 Clack Dut j‘
1 >nnm 1711 0EAn fw ~one 1778 0.EB5E ¥
Page 1/4 [« i

Click [Export] button to export the record.
5.4.5 Attendance Calculating and Report

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

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

modification log of time and attendance records.
Attendance statistical report forms
Inquiry of report form:

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

appears:

ki3 Attendance Calculating and Report

Time Range

»

‘ |

Department = From |EIE1213  ~|[ooonor = @ % gg_
Staffer | 4l - To[zos1220 v [2359m8 = Caleulate | Report Export | Exception
Attendance Exceptions  Shift Exceptions } Dther Exceptions | Caloulated ltems |
Deparment | Mame Staffer No Date Timetable On Duty 0 Duy

Clock In

Pic5.5 Attendance Calculating and report

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

calculated and then click calculate the following window appears:
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ki3 Attendance Calculating and Report

Time Range =

Depatment |2 Head office || fom|a0eizor < [onmn = @ % gg
Staffer | A - Tofamog1227  «|[23sass = Caleulate | Report Export | Exception

Atiendance Excoplions  Shit Exceptions | Diher Excoptions | Calculated tems |
Deparment | Mame Staffer No Date Timetable On Duty 0 Duy Clockln =

[Jresdoiice LTS=™ 8101 20081215 DayShit 20081215 03,00 20081215 18.00
Headoffice  Michelle 8101 20081216 DayShift 2008-12-16 09:00 20081216 18:00
Headoffice  Michelle B101 20081217 DapShitt 20081217 09:00 20081217 18:00
Headolfice  Michelle L] 20081218 DapShit 20081218 09.00 200612161600
Hesdolfice  Michelle L] 0064249 DapShit 20081219 09.00 20081219 1600
Hesdolfice  Michelle L] 0061222 DapShit 2008-12-22 09:00 20061222 1600
Hesdoffice  Michelle g101 0064223 DayShit 2008-12-23 03,00 20061223 18.00
Hesdoffice  Michelle g101 0084224 DayShit 2008-12-24 03,00 20061224 18.00
Hesdoffice  Michelle 8101 20081225 DayShit 2008-12-25 09.00 20061225 18.00
Headoffice  Michelle 8101 20081226 DayShit 2008-12-26 03,00 20081226 18.00
Headoffice  Alice 8102 20081215 DayShit 20081215 03,00 2008-12-1518.00
Headoffice  Alice 8102 20081216 DayShit 2008-12-16 03,00 20081216 18.00
Headoffice  Alice 8102 20081217 DayShit 20081217 09,00 20081217 18.00
Headoffice  Alice 8102 20081218 DayShift 20081218 09:00 20081218 18:00
Headoffice  Alice o102 20081219 DapShitt 20081219 09.00 20081219 18:00
Headoffice  Alice o102 20081222 DapShit 2008-12:22 09.00 20081222 18:00
Hesdolfice  Alice Bi0z 0064223 DapShint 2008-12-23 09,00 20061223 1800
Hesdolfice  Alice Bi0z 0061224 DapShit 2008-12-24 09.00 20061224 1600
Headolfice  Alice Bi0z M061225  DapShit 2008-12-25 09,00 20061225 1600
Hesdoffice  Alice gi02 0064226 DayShit 2008-12-26 03.00 20061226 18.00
Hesdoffice  Lamy 8103 20084215 DayShit 20081215 09,00 20061215 18.00
Headoffice  Lamy 8103 20081216 DayShit 20081216 03,00 20081216 18.00

4] | ;I_‘

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.;

» o«

[ Calculated Items] Display all Staff’s calculated items such as “normal”, “actual”,
“late”, “early”, “absent”, “overtime” etc.
Please note: When dealing with “Out” calculation, there should be “Out back” and
only “Out” and “Out back” in one shift can be calculated.
Working hours in the report="Actual’-"Late”-"Early”-"Out”
Exceptions of attendance records dealt with:

Open the attendance exceptions option page to deal with the records:
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iz Attendance Calculating and Report

Time Range =
Depatment |2 Head office || fom|a0eizor < [onmn = @ % gg
sl = | Tolmmiez =[3%58 = e | Aeet Ewport | Exceplion
Atiendance Exceplions | Shit Exceptions | Dther Excoptions | Calculated tems |
Depatment | Staffer Mo, Name Dtz Time State Operation Evceplion Desc... | Timstable -
¥ [Fcai oifice B Hichelle Gi0E-12 071 0900 00 Clock In Himal fecard | Day Shil ! ﬂ
Head affice &101 Michelie 200812071 16:0300 Clack ut Hormal iecard | Day Shit
Head office a101 Hicheli 200812:02 08:58:42 Clock In Hormal recerd | Day Stit
Head office 8101 Hichelie 200812:02 16:03:00 Clock Out Normal tecard | Day Skt
Head office 8101 Michelie 200812:03 085343 Clock In Nomial iecard Dy Shit
Head office 8101 Michelie 200812:03 185343 Clock Out Nomial iecard Dy Shit
Head office 8101 Michelle 200812-04 085743 Clock In Nomal iecord Dy Shif
Head office 8101 Michelle 200812-04 185743 Clack Out Nomal iecord Dy Shif
Head office 8101 Michelie 200812:05 085743 Clack In Nomal iecord | Day Shi
Head office 8101 Michelle 20081205 185743 Clack ut Homal iecard | Day Sk
Head office 8101 Michelle 20081208 085743 Clack In Hormal iecard | Day Shift
Head office 8101 Michelle 20081208 185743 Clack Qut Hormal iecard | Day St
Head office 8101 Michelle 20081209 0857 43 Clack In Hormal iecard | Day St
Head affice &101 Michele 20081209 165743 Clack Out Hormal iecard | Day St
Head office a101 Hicheli 20091210 08:57:42 Clock In Hormal recerd | Day Stit
Head office a101 Hichelie 20091210 18:57:42 Clock Out Hormal tecerd | Day Skt
Head office 8101 Michelie 20081211 085743 Clock In Nomial iecard Dy Shit
Head office 8101 Michelie 20081211 185743 Clock Out Nomial iecard Dy Shit
Head office 8101 Michelie 20081212 085743 Clock In Nomal iecord Dy Shif
Head office 8101 Michelle 20081212 185743 Clack Out Nomal iecord Dy Shif
Head office 8101 Michelie 20081213 154641 ClockIn  [Delefs Invvali record
Head office 8101 Michelle 20081213 15:48 42 Clock Out Delete Invalid record
Head office 8102 Alice 20081201 085743 Clack In Homal iecard | Day Skt -

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):

Depaitment | Staffer Mo. | Mame Date Time State Operation | Exception Description | Timetable

13 Head office Invalid record
Head office  #101 Export Data ste  Invalid record
Head office 8102 Create report for current grid Maormal record Day Shift
Head office 8102 3 Clock in Diap Shift
Head office 8102 Delete selected Del Clock out Diay Shift
Headolfice 8102 | 0o operation for selected Ctrl#Z | Dvertime in Day Shikt
Headolfice 8102 | py3i gy and save Exception Cl4S | Overtime out Day Shit
Head office 8102 Out Drap Shift
Headoffice §102 | Chenmge filter... " ot back Day Shift
Head cffice 8102 Colunnz 4 P — Dap Shift
Head cffice 8102 Show all columns Mormal recard Dap Shift
Head office 8102 Alice 2008-12-0518:57:43  Clock Out Marmal record Dray Shift
Head oifice 8102 Alice 2008-12-08 08:.57.43  Clock In Mormal record Dray Shift

The definition of each option as follows:

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

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

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

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

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

Create report for current grid

Filtering Record 4
Columns 4
Show all columns

And right click in [Other Exceptions], [Calculated Items] the following shortcut
menu will pop up:

Export Data

Create report for current grid

Columns 4
Show all columns

The operation is the same as stated above.
Report:
Click [Report] in pic5.5 and the following menu will pop up:

A

LCalculate Rennit F st F xr-entinn
~ Attendance Report
Daily Report
atly &b General Report Ou
] Exceptions Report
] Create a RBeport For Current Grid
n n n n
Pic5.6

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

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

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

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

leave” etc;

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

See reports respectively:

& Preview

[-]
head office attendance record report N
2008124071 To 2008-12-27
20091212 08:57.43 Clock In 20061209 08:56:38 Clock In
Head office Michelle Gt 20081212 185743 Clock Dt 200812-08 181338 Clock Dut
0812 D3I AR 20091213 15:45:44 Clock In 20081210 08:56:38 Clock In
20081201 18:03:00 Clock Out 20081213 15:48:59 Clock Out 200812-1018:13:368 Clock Out
20081202 08.55.43 Cockln Count 22 20091211 08:56:38 Clock In
20081202 18:03:00 Clock Out 20081211 18:13:368 Clock Out
20081203 085543 R Head offics Lany 8103 20061212 08:56:36 Clock In
20081203 18:59 43 Clock Out 200972101 085743 Clockin 20081212 181338 Clock Out
20091204 08:57.43 Clock In E e o 20061213 154712 Clack In
20081204 185743 Thock Out e = 20031213 15,4943 Clock Dut
20091205 08:57.43 Clock In P EOTEE o Count: 22
2001206185743 Clock Out 20091203 08:57.43 Clock In ) )
20081208 055743 Clock In 20051203 185743 o Head office Maggic 6105
2D0E12DE 185743 Dlock Out 20081204 08:57.43 Clock In 20061201 08:56:36 Clock In
20081203 D%57:43 Elocklin 20081204 185743 Clock Out 20081200 181336 Clock Out
2001209185743 Dlock Out 20081205 057.43 Clock In 20061 202 0556:36 Clock In
0081210 D6 57 4 Eiocklln 20081205 18.57.43 Clock Out 20081202 181336 Clock Out
2D0E12101857:43 Dlock Out 20081206 165743 Clock Dt 20061 200 0556:36 Tlock In
2006, 2311085743 Flock In 20031207 18.57.43 Clock Dut 20081208 18:13:38 Clock Dul
20051211 185743 Dlack Out 2008208 08.57.43 Clock In 20061204 08.56:36 Tlock In
2006, 2312 085743 Flock In 20091208 18:57.43 Clock Dut 20091204 181338 Clock Dut
201212125743 Clack Out 20081208 08.57.43 Clock In 20061 205 08.56:36 Tlock In
2006, 2131516 41 Hlock n 20091209 18:57.43 Clock Dut 2001205 181338 Clock Dut -]
2005121318 40:42 Clack Out 20081210 0857 43 Tlock In 20081208 0856:35 Tlock In :
Count: 22 2008121018:52:43 Clock Out 200812:0818:13:36 Clock Out ﬁ
Paga 1/ [« I-|
& Previey LExR

tu: = HE # X

Page 1/2

20081201 To 20081227

Name o [o1[oz[us]0a]os[ws]o7[os [os[ww] 11 1213 141516 [17] 18] 19] 20 [21 [z &3] 4 [ 25 ] s [ s [ s [ 0] 0
Head office

Michel s || /] AL
Jlice G- el
Lary EI I A A
David L el
Manic s0s ||/ AR
ol sos |||/ AR
Simon L AL
Pater sios |||/ AL
Marty o0s | |/] el
king EALI I WA el
Mask o ||| el
James sz |||/ AR
Y AN R RAN ARARanay

o
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7o Previ

tu: s EHS A X
[<]
head office atendance stat. total report
20081201 To 200812:27 —
oo Staffer | Duby | Actual | Absent | Late | Ealy | OT [ FeeOT | Out | BL | Leave | N/n | N/Du | Wiime | AtRsie
No.  ["Day | Day | Day | Minute | Minwte | How | How | Mirute | Dap | Dap | Times | Times | How | =%
Head office
pichele 101 w1 oo 100
Jpice 102 w1 oo 100
Lary 100 10l 9 1 2l
David 104 w oo a0l 100
Maggic 105 o g a0l 100
ot 106 w oo a0l 100
simon 107 w oo a0l 100
peter 108 w oo a0l 100
any 109 w oo a0l 100
ing 110 w oo a0l 100
sk 111 w oo a0l 100
fiames 112 w oo 80| 100
sky o113 w oo 80| 100 j
Page 172 [ 30

o Preview

Ttz 2 S

head office attendance excepfions report

2008-12-01 To 2008-12-27

Name No. [ Date & Time [ Exception type | work lang | Remark
Head office

Michelle G101 2008208085743 200641208185743 | Free oveitme | 10:00:00
Michells S101 |200812080857:43 2008122181336 | Fres ovetme | 03:15:00
Michelle G101 |2008121008:57:43 2008120918:1336 | Free overtme | 03:15:00
Michelle G101 2008121 085743 2008120918:1336 | Free overime | 031500
Michells S101 |200812120857:43 2081208181336 | Fres ovetime | 031500
ltlice G102 |2008120808:57:43 2008120918:1336 | Free overtme | 031500
ltlice G0z 2008209085743 20064120916:1336 | Free overime | 031500
ltice 5102 |200812100857:43 2081208181336 | Fres ovetime | 03:15:00
lasice 5102 |200812110857:43 20081208181336 | Free ovetme | 031500
ltlice G0z |200841212005743 20064120816:1336 | Free overime | 031500
Laty 5103 |200812071857:43 2081208181336 | Fres ovetme | 03:15:00

Page 1/5 [«]

-

Create a Report for Current Grid (for example: Attendance Exceptions):

80



o Preview

oz = H &S Ak X
head office exceptions of attendance record report
Depatrlmen S}Sger Name Date Tirma State Oper:atm [I)E;(g;félﬁgn T\mzlabl
Head G101 ichell (2008-12-01 ClockIn MNarmal record Day
office e 09:00:00 Shift
Head am Michell |2008-12-01 Clock Mormal recaord Day
office e 18:03.00 Qut Shift
Head am Michell |2008-12-02 ClockIn Mormal record Day
aoffice e 08:66:43 Shift
Head G101 Michell |2008-12-02 Clock MNarmal record Day
office -] 18:03.00 Out Shift
Head a1m bichell |2008-12-03 ClockIn MNaormal record Day
office e 05:53:.43 Shift
Head 810 Michell |2008-12-03 Clock Mormal record Day
aoffice e 18:59:43 Out Shift
Head a1 Michell |2008-12-04 ClockIn Marmal record Day
office -] 08:57:43 Shift
Head a1m tichell |2008-12-04 Clock MNaormal record Day
office e 185743 Qut Shift
Head 810 Michell |2008-12-05 Clock In Mormal record Day
aoffice e 08:57:43 Shift
Head a1 Michell |2008-12-05 Clock Marmal record Day
aoffice 3 18:57:43 Out Shift
Head G101 bichell |2008-12-06 Clock In |Overtir [WWrong state
office e 08:57:43 eln
Head am Michell |2008-12-08 Clock Owertim  |\Wrong state
office e 16:57.43 Qut e Qut
Head am Michell |2008-12-09 ClockIn [Owertim |‘Wrong state
aoffice 3 08:57:43 eln
Head G101 Wichell |2008-12-09 Clock  |Owertirm [WWrong state :
office e 18:57:43 Out e Out =
Hrar A1M Mirhell [2NNA-17-10 Clark In 1Owerim Wrnnn state

Page 1/15 ]

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

iz = EH S d¢hh? X

4= 100%

Adjust the ratio of preview content;

v

Open the existing report file;

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

Save report to file;

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

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

=

Print Report;

X

Close Preview
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Data Export:
In pic5.5, 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 pic5.5, click [Exception] and the following menu will pop up:

Append Record
Late/Early Collectively

Business Leave/Leave
Modified Record Log

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

5.5 Deal with exceptions

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

fway On Buziness/Leave Ctrl+L

Append Eecord Cirl+i
Append Record Collectively
Dealing With Collectively Late/Early

5.5.1 Away on Business/ Leave
When the staff can't punch in/out because of going out on business or asking for
leave, in order to guarantee the exactness of the final statistics, we should make these

settings through this function. Click [away on business/leave] in [exception] menu,

the following interface springs:
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hiy Staffer Be away on Business & Asking for Leave

L
#ppend  Delete  Modify
Depatment | 2 Head office = | |l R
o Beginning Time | 20081213 ~||oson00 =
Staffer No. [, chelle
Ending Time | 20081213 ~|[173000 =
ez | =
Reason|
Department Staffer No Name Beginning Time Ending Time Leave Type | Reason
»

|

Deal with staff away on business / leave:
Click [append] , then select the proper department, staffer ID, beginning time,
ending time, leave type, and click save when ready.
Modification of staff away on business or leave:
Select the appointed staffer whom you want to make this modification to, and click
[ modify] . Then you can modify the relative information, click [savel when ready.

Deletion of staff away on business or leave
Select the appointed staff and the relative information you want to make this deletion,

and click [delete] .

5.5.2  Append Record
If a staffer didn’t punch in because of special reason, you can use this function to

append the forgetting attendance record. Click [append record] in [exception]

menu, the following window Springs:

L;‘- Append record @

Department |5 Head office

[
=l

Staffer No, |B101  Michelle

S ok in

Record Time |2DDB"I 213 j |UB:DD:DD =

¢ Append | Qlose |
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Select the relative items and click [append] when ready.

5.5.3 Append Record collectively

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

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

jt Append record collectively @

Departments list: Staffers list = 3

Eq Head ofice] Staffer Mo, | Mame -] L]
0 sS4l 3 When Staffers can not clock=in or
1 R&D clock-out for some reasons, You can

add the massive clock-in or
clock-out record here.

Tou can use the Ctrl key when
selecting many Staffers;

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

Stae: [Cockin =]
Record Time: | 20081213 x| |oeono0 =

z‘ J Ok LCancel

123

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

5.5.4 Dealing with collectively late / early

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

LL‘- Dealing with collectively Late/Early E]

Deal with Staffers st A
& Coming Late " Leaving Early
Staffer No. Name =
lgnore clack in record 4 |81 o Michells ‘
a1n2 Alice
From) 20081213 | Jopono0 = 03 Lany
— a104 Dravid
7ol I e Magic
8106 Clark.
The modified clock in time a107 Siman
|20081213  ~| [orsnoo = o108 Peter
103 M army
Search Staffers gno King
P ; a1 task
(¢ Department  |Head off -
Depatment [Hesd ofice = a1z James
e shit Normal Shilt - B3 Sk
a114 Cheny j
/ Ok E;Qancsl
0%
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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:

Q@ Import Staffer List Ctrl+Y
Import Attendance Record Cirl+I

Clear Obsolete Data
Compress Databaze
Baclup Datafiase

Initialize System
5.6.1 Import Staffer List

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

window:
Select afle ta ingort
File | [l
Failures in imparting
Lok | Bp Close |

Click J to select the personnel list file for importing.

izt FX
EHEE O | O an - =

() Backup

[C)CheckData

CiLeg

() 8ysData

() TempLate

TS W: | BETS)
IHEE M [Tert File twt) | i

Select the right file which can be in *.txt or MS Excel ( *.xIs) formats, then click
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[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’s information takes one line, no blank line between one another.

See following:
P staff list-txt - iB3E \:HE|E|
THE ®EEO BRo HFEW FHo
8101 Michelle R&D
8102 Emmily Sales

The definition of MS Excel (*.xIs) 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.

staff List.xls
HE] ZE ABY WAD BXQ IAD BEQ WO WG Adke -8 x
PN G BE s Flo-co 8 e Biv A v
Al - & Staffer No.
T A 1 B T 4 D T E T F G H =
1 | Staffer No. Name Department | Position | Telephone | Employ Date Sex. Address [Co
2 (8101 Michelle  |Head office F
3 8102 Alice Head office F
4 (8103 [Lamry Head office M
5 [B104 |David Head office M
& 8105 Maggic Head office F
78106 Clark Head office M
& 8107 |Simon Head office M
9 (8108 Peter Head office M
10 8109 Marry Head office F
11,8110 King Head office M
12 (8111 |Mask Head office M
138112 James __|Head office
14 3 Sky Head office d
15 4 Cherry Head office F
16 5 Judy Head office
a7 I [ Haad nffirs c b
i« 0 N \atafs 1iat, < >
]

5.6.2 Import Attendance Records

Click [import attendancerecord] in [datamaintenance]l menu, Springs the

following window:
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{w; Import Attendance Record @

Select a file to import

Fie | o

Failures in importing:

Ok | _Qlose |

Click o to select the attendance record file for importing, and click [ok] to start.
5.6.3 Clear Obsolete Data
Click [clear obsolete data] in [data maintenance] menu, springs the following

window:

fi} Clear The Obsolete Data

Telect the end date
Before: |HIE-11-13 - Ij B:
Clear Cloze

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

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

5.6.4 Compress Database

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

5.6.5 Backup Database

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

Back up the database manually: Copy the Att2003.mdb from the installation

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

5.6.6 Initialize System

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

5.7  External program management

Click External on the main menu, following springs:

External Program Management

Conmect To Time and Attendance Machine

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

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

;r-;- External program management &l

v @

Save  LCancel

Program Mame; |Ea\cu\alm

Executable File |I: WAIND OWShsystern32hcale exe J

Extenal program list:

Program Mame Executable File
»

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

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

5.7.2  Connect To Time and Attendance Machine

Click [ External ] -- [ Connect to time attendance machine ] springs the
communication interface between the software and the machine which can control the
current machine connected with the computer, it can collect the records from the

machine, upload and download staffer info & clear the old data & modify the time on the
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machine. Find detail on clause {Time and attendance management & communication) .
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Frequently ask questions and answers.

FAQ
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6

FAQ

6.1 My fingerprint has been enrolled but often failure in identification

Reason

Solution

1. The fingerprint was not

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 communication

method

correct

2. Cable not plugged firmly or
cable hardware problem

Plug the cable firmly or change another
cable

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

Please enter the right COM No

4. Not able to connect Net (wrong
setting)

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

6.3  No records found though staff have clocked in/out

91



Reason

Solution

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

Please refer to the manual for time
synchronization

2.Minority staff fingerprint false

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

accepted adju_st_ the fingerprint  matching
precision.
3. Enroll another fingerprint. And then try
again.
6.4  The user can not identify

Reason

Solution

1. In the sleeping mode

Press any key one the keypad

2. The device is communicating
or communication interruption

1.Disconnect the connection
2.Resolve the wire interruption

3 . Fingerprint sensor control
board abnormal

Restart the machine.

6.5 The staffer can’t pass althoug

h he has already used the User ID+FP mode

Reason

Solution

1. Enter wrong User ID

Enter the correct User ID

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

Set the 1:1 identification privilege

6.6

The unit beeps automatically when no one punches in/out

Reason

Solution

1. Direct sun light or too bright
light

Avoid direct sun light or other bright light

2. Latent fingerprint the

surface of sensor

on

Clean sensor surface (adhesive tapes
recommended)

Notice: If you have any other problems, please kindly email us the log files in zip or

rar (The log files are in the folder “Log” in the installation directory of the software)!
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Chapter 7 Appendix

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

Appendix
7.1 Interface illustration

e
i

RS232 TCP/IP DC12V Power
Communication Communication Interface
Interface Interface

Vin+: 12V Power in

/ AN GND: Ground
( \ WO0: Wiegand Signal DO

Vint  [5]

GND [ W1: Wiegand Signal D1

WO o] 485A: RS485 Positive

W1 O .

485A O 485B: RS485 Negative

485B || NC: Dry contact signal connector (normal
ggM 1O | close)

NO % COM: Dry contact signal public connector

\ ) NO: Dry contact signal connector (normal
open)

7.2 lllustration of pressing finger
Correct pressing finger method:

EIX

Wrong pressing finger method:

| (_»_- -l

2.9

Gentle Right Incline Down

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

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

95



