Preface

Honorable customers,

Thanks for choosing products of our company. The product with world cutting edge
technologies—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.



Advantage of Card Time Attendance

e Three level-up
1. Management level-up
2. Profit level-up
3. Enterprise image level-up
e Three reductions
1. Employee dispute reduction
2. Work redundancy reduction
3. Environmental pollution reduction
* 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.
¢ Multi-communication in network

For large enterprise, multiple devices can be applied to do attendance

synchronously, which will convenient for large quantity of users and save time.



Software Operation Flowchart
(Important chapter please read carefully)

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

1. System parameter .
name and leaving class.

v

2. Department management

Add, delete and modify departments.

<

W (T

Add, delete and modify employee.

3. Employee maintenance Import and transfer employee.

-

4. Shift management Set timetable and shift.

<5

Allocate employee shift or temporary

5. Employee schedule shift.

<5

Collect records from the unit or import

6. Record collection the backup record file.

<5

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

~

. Exception management

v

8. Statistic report

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

1. When the software is run for the first time, please set parameters including
company name, time attendance rule, statistic rule for early, late and overtime etc. ,

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

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

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

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

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

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

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

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

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

Please note: From the above flowchart, we can see that if there is an error in



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

Employee shift or temporary shift is incorrect.

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

Checking and calculation of transaction records is incorrect.
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Ol CIgl Introduction

The main theme of this chapter is the advantage

of this T&A, as well as function introduction.




1 Product Introduction

1.1 Introduction

The card T&A and access control machine is the standalone card T&A and access
control system newly launched in 2009. With the use of Taiwan RF reader module, the
maximum distance is up to 3-12CM (EM Card). Reliable performance, able to inductive
for all different cards.

This is a wall mounted T&A and access control system with 128*64 blue LCD. This
model can be used stand-alone or connected via TCP/IP. It can control door lock for

access control. The original time attendance records can also be kept in the units.

1.1.1  Product Feature
* USA Ti 300MHz high speed processor;

* User name display and human voice prompt;
* Real-time data transfer and WEB online tracking;
* Optional access controller for separate type secure access control system;

* 6-digit work code, 15 groups, 32 time zones, 30 bell schedulers and 50 short
messages;

» Standard USB/RS485 communication, dry contact output, wiegand26 output,
optional USB pen drive and TCP/IP module;



e Standard RFID module, optional Mifare / HID module;
* [dentification method: ID+PW, Card only;

 User capacity: 20000; Record capacity: 200000;
¢ Size: 126mm (W) x 189mm (H) x 35mm (D);



oGy 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

1
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Keypad introduction:
1. [<1]: Direction (Up)/select key; [>>]: Direction (Down)/select key;
2. [C]: Exit/Cancel key; 3. [M]: Menu key;
4. [OKus]: OK/Power key; 5. [0-9]: Number key;

6. [2]: Bell key;
2.2  Time attendance status
Plug 12V power adaptor to power on machine. While machine startup, there will be

voice prompt “system start”, with sensor, LED indicator and LCD displaying:

Baylan IN
09 : 00
02-16-09 Mon.

In this status, we can start user T&A, status setting, entering management mode
and power off operation.

The followings are detailed introduction for T&A machine operation.

23 User

Employee info management includes user registration, user deletion, group setting

and manager setup and deletion.

(@]



Press [M] to enter system management mode [User] option with [<], [[>] key.

MENU
»User
Setup
System info

Press [OK] button to enter the sub-menu,

User v
» Enroll

Delete

Verify Mode

2.3.1 Userenroll
In [User] menu - [Enroll], press [OK] to enter user registration interface. Input user
ID, i.e. 8101,

s N

Enroll
ID 008101
Esc-ESC Set-OK
Press [OK] to continue,

Enroll

Card

Password
Esc-ESC Set-OK

Card registration:
Press [], [>] key to [Card] option, press [OK] and continue,

Card Enroll

Punch card!

Swipe one ID card one time. The system will get card number and enter save
6



interface,

Card Enroll
008101-C
Ign-ESC Sav-OK

Press [OK] to save card number. Press [C] to exit and enter user registration
interface.

Password registration:

Press [], [>] key to [Password] option, press [OK] to continue,

Pass Enroll

PWDID * ok k%
Esc-ESC Set-OK

Input password with 1-4 digit. Press [OK] to confirm. Input password again. The

system will prompt,

e 2

Pass Enroll

PWDID
Confm

. J

Press [OK] key and enter save interface,

e 2

Pass Enroll
008101-P
Ign-ESC Sav-OK

. J

Press [OK] key to save password. Press [C] key and exit to user registration
interface.

2.3.2  User Deletion

When there are employees leaving or employee info changing, we need to delete
these employees to free more memory space.

In [User] menu, press [<], [>] key to [Use delete] option



e N

User v
Enroll

»Delete
Verify Mode

. J

Press [OK] key to enter user deletion interface,

e N

User Delete

ID 000000

. J

Input employee ID to be deleted. Press [OK] and enter delete confirm interface,

e N

User Delete

008101
No-ESC Yes-OK

. J

Press [OK] to confirm with voice prompts: “Deletion successfully”. Press [C] to
cancel.

Prompt: employee deletion will delete all info of the employee and can’t resume.
Please take caution!

When machine has no such employee ID, the system will prompt,

User Delete

No Enroll!

2.3.3  Verify Mode
Setting verify mode of the employee, there are two modes: SEPT and RF+PW.
In [User] menu, press [<], [>] key to [Verify Mode] option:



s N

User v
Enroll
Delete

» Verify Mode

. J

Press [OK] key to enter the setting interface:

s N

Verify Mode v
»008101 SEPT

Esc-ESC Set-OK

. J

Press [], [>] key to select employee or press [OK] to input user ID:

Verify Mode v Verify Mode
» 008101 SEPT

ID 000001
Esc-ESC Set-OK

After input user ID, press [OK] to enter setting interface.

Verify Mode

008101

Yes-OK

Setting employee’s verify mode through [<1], [>] key, and press [OK] key to confirm

and enter save interface:

Verify Mode

008101 RF+PW
Ign-ESC Sav-OK

Then press [OK] key to save this setting; Press [C] key to cancel this operation.
2.3.4  Group Setup
Group is based on time zones. One group can set max 4 time zones, so max 32

time zones can be set. Normally, system will default group 0 as normal close status



group, group 1 as normal open status group.

In [User] menu, press [<], [>] key to [Group Setup] option,

User v
» Group Setup
Manager Setup
Manager Clear

Press [OK] key to enter group setup interface,

Group Setup v
» 000801 GO0
000802 GO1
Esc-ESC Set-OK
Press [<], [>] key to select group ID or press [OK] to input user ID and group ID
manually.
Group Setup v Group Setup
»008101 GO0
008102 GO0 ID 000001
Esc-ESC Set-OK

After input user ID, press [OK] to enter group interface.

Group Setup

008101 GO}l
Yes-OK

Group number can be input through [<], [>] key or number key. Max group

number is 16. ). Press [OK] key to confirm and enter save interface.

Group Setup

008101 GO03
Ign-ESC Sav-OK

Then press [OK] key to save employee’ group settings with voice prompt ‘Setting
10



successfully’. Press [C] key to cancel this operation as well.

Prompt: functions are different based on different device type.

2.3.5 Manager Setup

To prevent illegal managers, we need to set device manager who should be

identified to enter menu and do operation.

In [User] menu, press [<], [>] key to select [Manager Setup] option:

p

.

User v
Group Setup

» Manager Setup
Manager Clear

N

Press [OK] key to enter [Manager Setup] interface,

p

.

Manager Setup

Esc-ESC Add-OK

J

Press [OK] to start adding manager,

Input the user ID i.e. 8

p

.

Manager Setup

12000000

J

101. Press [OK] key to enter manager setup save interface,

p

.

Manager Setup

008101

No-ESC Yes-OK

N

J

Press [OK] key again to confirm saving. After adding completed, exit to manager

setup interface.

11



Manager Setup
»ID 008101

Esc-ESC Add-OK

You can press [OK] key to continuously add other managers, and press [C] to exit
as well.
After adding manager, it needs the verification of the manager’s fingerprint to enter

Menu. The interface is as following;

Manager?
09 : 002
09-02-16 MON

2.3.6  Manager Clear

Choose [Manager Clear] option in [User] menu.

s N

Menu v
Group Setup
Manager Setup

» Manager Clear

. J

Press [OK] to enter manager clear interface,

s N

Manager Clear

»ID 008101
ID 008102
Esc-ESC CIr-OK

Press [], [>] key to choose the manager ID to be deleted, i.e. 8102:

s N

Manager Clear

ID 008101
»ID 008102
Esc-ESC CIr-OK

Press [OK] key to confirm he manger ID.
12



Manager Clear

1008102

Note: in manager clear interface, you can press [OK] key to input manager ID and
delete it manually.
Press [OK] key to confirm the manager ID to be deleted, and enter manager clear

interface,

Manager Clear

008102
No-ESC Yes-OK

Press [OK] key again and confirm to delete manager 8102. Then exit to manager

clear interface.

Manager Clear
»ID 008101

No-ESC Yes-OK

Press [OK] key to delete manager continuously. Press [C] key to exit manager
clear interface as well.

2.4  Setup

Setup menu mainly includes system setup and log setup.

Enter management menu, press [<], [>] key and shift to [Setup] option.

Menu
User

» Setup
System Info

Press [OK] key to enter [Setup] sub-menu. Press [<], [[>] key to shift menu.
241 Device ID

In [Setup] menu, press [<], [>] key to enter [System] setup option,
13



s N

Setup

» System
Log Setup
Hardware Test?

. J

Press [OK] key to enter system setting sub-menu,

s N

System v
»Dev ID 1000
Time
Language ENG

. J

Prompt: device ID can only be checked in device and not allowed to modify.
242 Time
In [System] setup menu, press [<], [[>] key and shift to [Time] option.

s N

System v
Dev ID 1000
» Time
Language ENG

. J

Press [OK] key to enter time setting interface.

s N

Time MON
2009-02-16 14:58
T

Set-ESC Next-OK

. J

You can press the [OK] key to shift the year, month, day. And adjust the time. After

setting completed, press [C] key and enter system time save interface,

Time THU
2008-11-07 15:30
Save?

No-ESC Yes-OK

Press [OK] key to save system time. Press [C] key to cancel and exit to upper

menu
14



24.3 Language
In [System] setup, press [<], [>] key and shift to [Language] option,

s N

System v
Dev ID 1000
Time

» Language ENG

. J

Press [OK] key to enter language setting interface,

s N

System v
Dev ID 1000
Time

» Language ENG

. J

You can press [<] or [] key to shift the language. There are 12 languages in the
system. Such as: Simplified Chinese, Traditional Chinese, English, French, German,
Spanish, Portuguese, Italian, Bulgarian, Slovak, Hungarian and Slovenian. And then
press [OK] to confirm.

Then you can continue to do other function settings. And press [C] key to enter

setting save interface.

Set
Save?

No-ESC Yes-OK

Press [OK] key to save system setting. Press [C] to cancel and exit to upper menu.

244 Net

Network setting main includes [IP Address], [Subnet Mask], [MAC Address] and
[Gateway IP] settings.

In [System] setup, press [<]], [>] key and shift to [Net] option,

System

» Net
Precision 1
Volume 5




Press [OK] key to enter net parameter interface,

Net v
» P Address

Subnet Mask

MAC Address

Press [], [>] key to do net parameter setting.
[IP Address]: Press [<], [[>] key and shift to [IP address] option,

Net v
» P Address

Subnet Mask

MAC Address

Press [OK] key to enter IP address setting interface,

IP address
1168 .000 .218

Set-ESC Next-OK

Press [], [[>] key or number key to input IP address. Press [OK] key to shift
between the 4 segments. After setting completed, press [C] key to enter IP address

save interface.

IP Address
192 .168 .000 .219
Save?
No-ESC Yes-OK

Press [OK] key to save the modification. Press [C] key to cancel.
[Subnet Mask]: Press [<], [[>] key and shift to [Subnet mask] option.

Net v
IP Address

» Subnet Mask
MAC Address

16



Press [OK] key to enter subnet mask setting interface,

Subnet Mask
P 255 255 .000

Set-ESC Next-OK

Press [<], [>] key or number key to input subnet mask. Press [OK] key to shift
between the 4 segments. After setting completed, press [C] key to enter subnet mask

save interface.

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

Press [OK] key to save the modification. Press [C] key to cancel.
[MAC Address]: Press [<], [[>] key and shift to [MAC address] option.

s N

Net v
IP Address
Subnet Mask

» MAC Address

. J

Press [OK] key to enter MAC address setting interface,

s N

MAC Address
247 188 .066.
084 .215

Set-ESC Next-OK

. J

Press [], [>] key or number key to input MAC address. Press [OK] key to shift

between the 6 segments. After setting completed, press [C] key to enter MAC address

save interface.

17



MAC Address
051 .247 .188 .066.
084 .216 Save?
Set-ESC Next-OK

Press [OK] key to save the modification. Press [C] key to cancel.
[Gateway IP]: Press [, [>] key and shift to [Gateway IP] option.

N

Net v
» Gateway IP

Press [OK] key to enter gateway IP setting interface,

Gateway IP
1168 .000 .001

Set-ESC Next-OK

J

Press [], [>] key or number key to input gateway IP. Press [OK] key to shift
between the 4 segments. After setting completed, press [C] key to enter gateway IP

save interface.

Gateway IP
192 .168 .000 .219
Save?
No-ESC Yes-OK

Press [OK] key to save the modification. Press [C] key to cancel.

245 Volume

Volume 0 is mute, 1 is the min volume. Volume will be higher if the number
increases.

Press [], [>] key and shift to [Volume] option,
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s N

System v

Net
Precision 1
»Volume 5

. J

Press [OK] key to enter volume setting interface,

s N

System v
Net
Precision 1
»Volume

. J

Press [<], [>] key to adjust volume. Press [OK] key to confirm setting, press [C]
key to save the setting.

246 Unlock

Lock delay is the time range since lock open to close after user access granted.

Press [<], [>] key and shift to [Unlock] option,

s N

System v
» Unlock 5
Auto Off 10

. J

Press [OK] key to enter delay time setting interface,

s N

System v
» Unlock
Auto off 10

. J

Press [<], [[>] key or number key to input delay time. Press [OK] key to confirm.
Then press [C] to save the setting.

247 Auto Off

Auto off is the time period from the last operation on device to coming into
dormancy status. Time range is 1-250 seconds. ‘No’ is no dormancy forever.

Press [], [>] key and shift to [Auto off] option.
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p

System
Unlock 5
» Auto Off 10

.

Press [OK] key to enter auto off setting interface,

p

System v
Unlock 5
» Auto OFf

.

J

Press [<], [>] key or number key to input dormancy time. Press [OK] key to

confirm. Then press [C]to s
248 Log Setup

ave the setting.

Log warning number has the highest limit of 5000. When the available records

memory is less than the “Glog Wrn”, system will prompt corresponding operation.

Press [], [>] key and

p

shift to [Log Setup] option.

Setup
System
»Log Setup

.

Press [OK] key to enter sub-menu,

.

p

Log Setup
»Glog Wrn 1000
Re-Verify NO

J

Press [], [>] key and shift to [Glog Wrn] option. Press [OK] key to enter log

warning setting interface.
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Log Setup
»Glog Wrn 3000
Re-Verify NO

Press [<], [>] key or number key to input log warning number. Press [OK] key to
confirm. Then press [C] to save the setting.

249 Re-Verify Time

The Re-verify time is the time interval in which you make continuous records with
the same card (1-250 minutes), and then the device will only save the first record. If
the re-verify value is “NO”,

It means that you every record will be saved in the device.

In [Log Setup] menu, Press [<], [[>] key and shift to [Re-Verify] option.

s N

Log Setup
Glog Wrn 3000
» Re-Verify NO

. J

Press [OK] key to enter re-verify setting interface,

s N

Log Setup
Glog Wrn 3000
» Re-Verify 250,

. J

Press [<], [>] key or number keypad to input time. Press [OK] key to confirm. Then

press [C] to save the setting.

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

2410 Hardware Test

Test the functions of machine keyboard, LCD, voice and data area.

Select [Hardware test] option in [Setup] menu
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e 2

Setup
System
Log Setup
» Hardware Test

. J

Press [OK] to enter setting interface as following:

e 2

Hardware Test v
» Keyboard

LCD

Voice

. J

Press [], [>] key to choose testing option and press [OK] key to start.
Keyboard: press [<]], [>] key to select [Keyboard] option, and press [OK] to enter
keyboard testing interface. Then press any key to start keys testing (i.e. press key 3, if

interface shows current key as 3, it indicates the key 3 works.)

Keyboard
Current key
3

Esc-ESC

LCD: press [<], [>] key to select [LCD] option, and press [OK] to enter LCD testing

interface.

Esc-ESC Next-OK

Voice: press [, [>] key to select [Voice] option, and press [OK] to enter voice

testing interface.

Voice

Section 01-15
Esc-ESC
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Flash: press [<], [>] key to select [Flash] option, and press [OK] to enter flash
testing interface.
Two steps:

1. Erase all data;

2. Check;
Step 1 Step 2
Erase All Data
Continue? Check... 10%
Esc-ESC Yes-OK

After checking completed, the interface will show the checking result,

Flash

Flash OK!
Esc-ESC

After each testing is finished, press [C] key to exit.

2.5 Systeminfo

System info shows the current usage status of device, such as user quantity, card
quantity, records quantity and the firmware version etc.

In management mode, press [<], [>] key and shift to [System Info] option.

MENU
User
Setup
» System Info

Press [OK] key to enter system info interface, and check info of correct operated

device.
System Info v System Info A
» User 1000 » SoftVer 02.20.03
FP Enroll 1000
Glog 5000

User: Registered user number in device
23



Card: registered cards number. Select it and press [OK] key and you can check the
same password enrollment number.

Prompt: display info will be based upon different device configuration.

Firmware version: the firmware version of program which write in EROM or
EPROM (Programmable read only memory). So called firmware is firm program saved
in integrated circuit firmly, responsible for controlling and dealing with integrated circuit.

After checking completed, click [C] to exit.

2.6 T&A status setting

In T&A status, press [<], [>] key to shift attendance status. System default

statuses are ‘IN’, ‘Pass’, ‘OUT".

Baylan ouT Baylan Pass
09 : 00 2 09 : 00 2
09-02-16 Mon 09-02-16 Mon
27 T&A
FP only mode:

In T&A status, swipe user card close to card area. After a beep ‘di-’, system will

prompt as following,

Card verity
ID 008101
Verified !

ID+ Password mode:

In T&A status, input employee ID through number keypad, i.e. 8108.

Pass Verify

ID 8108

Press [OK] key to confirm ID, and input password following prompt,
Input employee password and press [OK] key to confirm. If verification passes,

green LED indicator will be on with voice prompt ‘Access granted’. Else red LED
24



indicator will be on with voice prompt ‘Access denied’.
ID + Card mode:
In T&A status, input employee ID, i.e. 8102

Pass Verify

ID 8102

Press [OK] key to confirm and swipe user card close to card area. After a beep ‘di-’,

system will prompt as following,

Card verity
ID 008101

Verified !

2.8 U pen driver operation guide
Plug U pen drive into USB port.

Interface will enter U pan module operation menu,

»New Rec. Backup
All Rec. Backup
User Backup
User Recovery

Press [<], [>] key to select any item to operate.

2.8.1  New record backup

Download T&A records to U pan drive.

Pres [], [>] key and choose [New record backup] item. Press [OK] key to start

backing up the new records.

New Rec. Backup

Backup... 0%

After back up process bar shows 100%, press [C] key to exit and back to upper
25



menu.

New Rec. Backup

OK! 100%
Esc-ESC

New record file is BAK.KQ located in G:\00000001.

Prompt: G is the disk name on PC of U pen drive. 00000001 is T&A machine serial
number.

2.8.2  All records backup

Download all time attendance records saved in device memory to U pen drive.

Press [<], [>] key and shift to [All Rec. Backup] option,

s N

New Rec. Backup
» All Rec. Backup

User Backup

User Recovery

. J

Press [OK] key to start backing up all time attendance records.

s N

All Rec. Backup

Backup... 0%

. J

After back up process bar shows 100%, press [C] key to exit and back to upper

menu.

All Rec. Backup

OK! 100%
Esc-ESC

All records file is BAK.KQ located in G:\00000001.
Prompt: if you backup new records firstly, recommend to save new record file to
local pc. Else, it will replace with all records file.

2.8.3 User Backup
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Download user records saved in device to U pen drive.
Press [<], [>] key and shift to [User Backup] option,

s N

New Rec. Backup

All Rec. Backup
» User Backup

User Recovery

. J

Press [OK] key to start backing up user info.

s N

User Backup

Backup... 0%

. J

After back up process bar shows 100%, press [C] key to exit and back to upper

menu.

User Backup

OK! 100%
Esc-ESC

User backup file is BAK.YG located in G:\00000001.

User info file is located

2.8.4 User Recovery

Upload the user info saved in U pen drive to time attendance machine.

There are two ways to recover user info.

1, Copy BAK.YG to root directory, and then plug U pen drive into time attendance
machine and start user recovery.

2, Export user info to U pen drive through U flash management software, then
repeat step 1.

Press [], [>] key and shift to [User Recovery] option,
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New Rec. Backup
All Rec. Backup
User Backup

» User Recovery

. J

Press [OK] key to start recovering user info.

s N

User Recovery

Backup... 0%

. J

After recovery process bar shows 100%, press [C] key to exit and back to upper

menu.

User Recovery

OK! 100%
Esc-ESC

2.9 Shut down

In time attendance status, keep pressing [OK] key until interface shows as

following,
Shutdown!
17 : 30 4
02-16-09 Mon

Then device will shut down.

Notice: if external power is connected, you can press [OK] key to power on device.
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OYETICEIR] System Installation

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

hardware and operation system requirement.
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3  System Installation

First we should install background management software on the computer. Please

refer to the following steps:
3.1 Running Environment
Hardware environment:
Pentium 11266 and above; PentiumII[500 and above is recommended
128 Memory and above; Minimum 100M hardware space
COM Port
CD-ROM (CD-ROM needed in installation)
VGA support 800*600 resolution and above
Operating system:
Microsoft Windows 2000/ XP (recommended);
Microsoft Windows Vista;
Microsoft Windows 7;
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:

ard Time and Attendsnce Nanigement System F|

Welcomes in Cad Tne and Atendanes Managemend S ysham
Shg mogram T jreguim vell ralal Cand Trre and
Alirrudaree Massgement Sysirm or o coegrire

s asnongly | omimeseded il yond anct o Winedowei progranms
Rsehose iurwrn this St Progs s

Chck Cancel toquit Sehup and clove any progrems you hae
g Clck st in confrus with e Sshup pogram

WAFINING: The peogram i proteched by copveght L and
wtrmatarad irdes

Uinsutioroed spooducton o dstribution of thes progesm. of ry
it of L ey Pl i irvene Gl ird vl Ceeraaitan
vl bt oA ECARSd 50 U s Exeri wuﬂ-auwhw

Click [Next] to continue installation (see the picture below):
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41 Card Time and Attendance Nansgement System

Destination Location iili
o

Senap vl initall Cand Time and Amendancs Managament Syetem in the folosng foldsr,
To inueslints o dfferert folder click Biowese. and nelect arother lokder.
“'esa cam chese ok in instel Card Tme and Alicrvlance Mlanagement Syatem by chcking

Careed o evk Sehp
Dierptination Folder
C:him Ejomene:

T vt allation wicand

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

[Next] to continue installation (see the picture below):

#l Card Time snd Attendanc
S Instalation li’i

fend it e ey 1 it Cand it and Amendance Managenent Syiem.
ek Hrae et Bustors b Beagin thas instsllasion o he: Back: Bution 10 neanter the irnatallstion
- -

ce Nansgement System

T vt allation wicand

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:

=

Card Tima and Atendance Hanagoaman

g2 _

Copwrng file:
E- AT 0 AP i daod:

Cumerd Fi

IIENEENNENINENEER
AllFiey

Tiera Framaining 0 mntes | secand
ANENEENNNNINEEEEEEEE

e I alfion Weeand?
| | ===
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The installation will be done after seconds (see the picture below):

Cad Trme and Alierciance Managemend Spsiem bas been
ezl wel aled

Clch, the Firssh button b el S st alaton

[ Peun diiver inataation progeam

[ J

If you want to install the driver, you should select the driver installation program and

then click [Finish] to install the driver, the driver installs wizard window will pop-up:

PL-2303 Driver Installer Program x|

‘Welcome to the InstallShield Wizard for PL-2303
USB-to-Serial

The InstallShield wizard will install PL-2303 USB-ta-Serial
on your computer. To continue, click Nest.

< Back Caneel
Click [Next] button, the interface will show as following:
303 Driver Installer Program
License Agreement
Please read the following license agreement carefully
End User License Agreement [MELILA"] &

Do not install or use the software until you have read and accepted all of the license
terms. Pemission to use the software iz conditional upon your agreeing to the license
terms. Installation or use of the software by you will be deemed to be acceptance of the
license terms. Acceptance will bind pou to the license terms in a legally enforceable
contract with Prolific Technology Inc.

* SOFTWARE LICENSE AND LIMITED WARRANTY
This is an agreement hebween pou, the end user, and Pralific Technology Ine. [*Prolific”]
By using this softvware, pou agree to become bound by the terms of this agreement.

R - |

& 1 gceept the tems of the ficense agreement Erint |

| do not accept the terms of the license agreement

Irstaf(Shield

<Back [ HNew> | Concel |
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Choose [l accept the terms of the license agreement] button, Click [Next>] button to

install driver. After installation completed, the following window will show as below:

PL-2303 Driver Installer Program

InstallShield Wizard Complete
i

The InstallShield wizard has successiully installed the PL-2303
USB-to-Serial driver. Please click the Finish button to exit the
wizard,

If you have phugged the PL-2303 device an PC before mnning
this setup, please unplug and ther plug the cable again for
system detection,

<Back |0 Finish Cancel |

Click [Finish] button and exit install interface and an icon [Q)] will be added to the

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

picture below:

& Tiskay
0 ddabe Tllastrater 053

@ rea

R s oegico] O
E‘w: &) WINIA Corperatinn
m o T betedesk

0 Wateork 18

iﬁ!l:rznﬂ Office ] ) Snaglt &

003

o 0 1 Deskjut 1200
W) 5.c Secifientd

o ®

) Cor IBAAT Graghics Saita 12
ﬁ.‘;.u:l % ) i

B Cordiiir

The shortcut of [Card T&A and Access Control System], [Time and Attendance
machine Management] and [U Disk Module Management] are included in [Card T&A

and Access Control System].

3.3 Uninstall the software

Click [Uninstall Card T&A and Access Control System] in the above picture, click
[Next] and the program will be uninstalled automatically.

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

please make sure before operation.
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OETIGEIZY Communication

The chapter is mainly about how to add, delete

and set communication between PC and terminal.
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4  Data Communication

Select [Start] - [All programs] - [Card T&A and Access Control System] - [Time and

Attendance Management], the main interface will show as following (default password

is empty):

F‘. £ ) English
=

Unit Management Record Supervision

Time and Attendance Communication Program V1.63

Enplorees Management

Eecord Management

2ERE Q Q@ b O 0 PAE @ S
Add  Modify Delete | Synchromize Initislize | Termimal  Ring  Time zone/Growp | Downlead  Download  Clear Backup Resume
Vnit  Unit Uit tine it parameter settings settings new record all record record | Emploress Emploress
Terninal Managnent Unit Menagenent
=+ All Groups

Graupl

Group2

Group3

Groupd

Group5

0%

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

password firstly.

System Logining

1 ;|

Ok

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

9
g

Hrong sdnin passwerd, you have 2 chances to try agsim,
Flease snter the adnin password sgain!

Click the button [OK]. And then try to enter the correct password
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4.1  T&A Machine Management
411  Add Unit
Click the button [Add Unit]. Following windows pops up:

Terminal Nanagement E‘
Terminal Infor
Communication Method
No. @ USE
ks |1
’17  TCRAP
Unit Mame:
Device Group | Broup] ¥| | Rs#Es COM1 -
Teh status | Fieal status ~
Ok Lancel

Remark:

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

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

Unit Name: You can set it as you like.

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

T&A Status: There are three options: Actual Status, on duty and off duty. When we
set it as “Actual Status” the attendance records’ status in the software are as same they
are in the device. If you set it as “ON Duty”, all the records’ status which is from this
machine will be “On duty”.

USB: Connect the terminal via USB cable;

TCP/IP: Input the terminal’s IP address. The default IP address is 192.168.0.218.

RS485: The default COM value is COM1;

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

. Please move the cursor to the terminal icon it displays as follows:
( )
Machine Number: 1

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

Connection State: Abnormal

&

The connection state should be normal. So please do communication operation

with machine (i.e. Synchronize time). When connection state is normal, terminal icon
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EH.
will become blue mesees,
4.1.2  Modify Unit
Choose the terminal and then click [Modify Unit], the following window pops up:

Terminal Nanagement

Terminal Info

— Communication Method
HNe. & USE

Uit SN
Unit Mame |Headoffics  TCRAP ’7

Device Gioup | Group] ¥| ¢ Rs4ms COM1 -

Teh satus |Pealstalis <]

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

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

System prompt

\_? Mready have the machine number and the device ID

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

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

box pops up:

Please confirm...

Thiz operauan will deal with the zelected machine:
adoffic

\_./ 1[He:
Bre you sure to continue?

Cunct.

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

414 Right Key Menu

@ | Seleet a11
@ | Reverse Selaction
Set the IF cenfiguration
Terminal infermation
Open the door wia software
Message Hanagement

Dizsbls the nanager

[Select All]: Select all the terminals.
[Reverse Selection]: Select the terminals which are not selected. Cancel the
terminals that be selected.

4141 Setthe IP Configuration
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Click [Set the IP configuration] and open the window:

B Set the terminal’s IP configuration

Set the terminal’s IP configuration
I {P address)

|
[ Default gateway: |
[~ Sub mask: |
r |

oK Cancel

Select the check box and then modify the parameters. Click the button [OK] to save
[2009-03-18 13:26:14]1[Head office] Set the network parameters successfully

4.1.4.2 Terminal Information

Display terminal information as follows:

Terminal information 3
Terminal infarmatior

User number g

Fingerprint number B

Pagsword number L

Card number e

Mew records number B

Total records number all

Firmware wersion c1.73.05

Betrieve Cancel

Click the button [Retrieve] to retrieve the terminal information. Click the button
[Cancel] to close the window.

4.1.4.3 Open the door via software

Open the door via software

If you click the item [Open the door via software], you can see the information in the

main interface as follows:
[2009-03-18 13:35:58]1[Head office] Open the door via software successfully!

And mean while you can hear the sound from the relay.
4144 Message Management
Send the message to the user when he clock in.

Click the item, a window pops up as follows:
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Nessage Nanagement E|

Message Type | iMlkescAbmsint ™| Emplores (D Begin date| 20101217 x| Erd date| 20101217 =]
Message Eonlent‘ Add Message
Message List Read Message

NO! Message Typ Emploree I[ Hame Eegin date End date Message Content

[ o

Delete All Messages | Delete Selected Messages|

There are two kind of message type: Private message and public message

Private message need the employee ID. If you do not input the employee ID, the
system prompts message: Input message not compete!

Click [Add Message] button to add the message.

Click [Read message], you will see the message in the [Message List]. And you
can select one message and click [Delete Selected Messages] to delete the message.

Click [Delete All Messages] to delete all messages on the terminal.

The message displays on the terminal’s LCD as follows:

[Public] v [ID 008108] A
Good morning! Good morning!
Public message Private message

Message length: 27 Chinese letters or 54 English letters.

Notice: You can shift the messages by pressing the button [A], [V].
4.1.4.5 Disable the manager

Delete the device manager.

Choice [Disable the manager] menu, the system will prompt as follow:
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Q) ] 2
<) Are you swre to te disable the menager 7
0¥ i

Click the [Ok] button to delete manager, Click [Cancel] to cancel the delete

operation
[2010-11-22 14:10:00]1[Head Office] Clear the manager succeed.

4.1.5 Synchronize Time
Synchronize the Terminal's time with the computer time. Click the button

[Synchronize time]. Following message box pops up:

Please confirm...

2 Thiz operauin will deal with the zelected machine:
doff

2/ e
hre you sure to continue?

Cunct.

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

Some operation information displays in the main interface as follows:

[2009-03-18 13:49:24]Synchronizing time...
[2009-03-18 13:49:25]1[Head office] Synchronization successful!

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

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

Please confirm...

,  This operatlan #ill deal with the selactad machine:
\_.J 1[Headoffi o
hre you sure to continus?

Cunct.

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

Some operation information displays in the main interface as follows:

[2009-03-18 13:52:59]Initializing...
[2009-03-18 13:53:01]1[Head office] Initialization successful!

4.1.7 Terminal parameter settings

Click the button [Terminal Parameter]. The [Terminal parameter settings] interface
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pops up:

Termianl parameter settings 3]
Sleep time{(-250 minute) 10
Valume|15) B
Date format yy-rom-dd :"
Time format 24 Howr hd
Matching precision Giood hd
Record alam threshold value(0-5000] 1000
Time period between repested clockingll-250 minute] 17
Wworkeode prompt Disable =
Ring functin Disable =
Wisgand mode ‘wiegandZf =
Fived wisgand area code(0-254)
Lack Relay time{015 second) 5

Display Default seting | oc | [Caed

Communication password (0-999999): This parameter is reserved and not
available now.

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

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

Language: You can set the terminal’s language as Simplified Chinese, Traditional
Chinese, English, French, Spanish or Portuguese.

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

Time format: There are two kinds time format: 24 hour and 12 hour.

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

Time period between repeated Clocking (0~250minutes): The maximum value is
250s. And the default value is 5s.

Workcode prompt: The workcode indicates what kind of work that the employee
takes. If you enable this function, the terminal asks for the workcode after one get pass

from the terminal.

FP Verify
ID 008101

Workcode 000000
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Click the button [OK] to confirm.

Realtime monitor function: Realtime monitor function is only for the TCP\IP

communication method.

Ring function: Enable is function before using the Ring time settings.
Wiegand Mode: Wiegand26, wiegand, fixed wiegand area code.

Fixed wiegand area code (0~254): If you upload one employee’s information to two

terminals, the same employee’s wiegand outputs are different in the different terminals.

If the two terminals’ wiegand area codes are same, the same employee’s wiegand

outputs are same in these two terminals.

all.

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

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

Please confirm...

<> Thiz operation will deal with the zelected machine:
ice

\-‘/ 1[Headoffice]

hre you sure to continus?

Cunct.

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

The operation information in the main interface is as follows:

[2009-03-18 15:05:08]Set Advanced Parameter...
[2009-03-18 15:05:10]1[Head office] Parameter setting successfully!

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

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

Click the button [Ring settings]. [Set ring time] window pops up as follows:

Ring time list

Detailed infarmatiar

Fing time: 10000
[ Monday [ Twedsy [ Wednesday [v Thursday

Iv Friday [ Saturday [ Sunday

+add | = Dekete | ok | ganea |

Input the ring time and then click the button [+ Add)] to add the ring time to the
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“Ring time list”.

You can also click the button [-Delete] to delete the ring time from the “Ring time

list”.

Click the button [OK] to save the settings. Following operation information displays

in the main interface:

[2009-03-18 13:57:32]Setting ring time...

[2009-03-18 13:57:33]1[Head office] Set the ring time successfully!

4.1.9

Time zone/Group settings

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

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

pops up:

[Time zone settings]:

Set time zone/Group

Time zone settings
Timze: zone number
Monday begin/end time
Tuesday beginfend time
Wednesday begin/end time
Thursday begin/end time
Friday begin/end time
Saturday begindend time

Sunday begin/end time:

Group settings
Group number
Time zone 1
Time zone 2
Time zone 3

Time zone 4

0.00:00 ==
0.0000 —
0.00:00 ==
0.0000 —
0.00:00 ==
0.0000 —
0:00:00 ==

IRANEREREES.

o

0000 =+

ol o

0000 =+

o

0000 =+

ol o

R

0000 ==

Exit

i

]

Select the time zone number. And then you will see the time zone settings.

If you want to modify the time zone, you can just set the parameters again and click

the button [Set] to save.

[2009-03-18 15:06:31]Setting the time zone...
[2009-03-18 15:06:32]1[Head office] Set the time zone successfully!

[Group settings]:

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

this group.
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If you want to modify the group settings, you can just change the time zone number

and then click the button [Set] to save.

[2009-03-18 15:06:42]Setting the group...
[2009-03-18 15:06:43]1[Head office] Set the group successfully!

4110 Download new record

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

Please confirm..

9 iz speration will deal with the selacted machine:
\-‘/ 1[}{ adoffice]

¢ you sure to continue?

Cunct.

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

Following information shows on the main interface:

[2009-03-18 15:12:11]1[Head office] Reading attendance records...
[2009-03-18 15:12:12]1[Head office] Read the records completed, Records: 4,

Read successfully: 4

4.1.11 Download all record

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

Please confirm..

9 iz speration will deal with the selacted machine:
\-‘/ 1[}{ adoffice]

¢ you sure to continue?

Cunct.

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

Following information shows on the main interface:

[2009-03-18 15:13:23]1[Head office] Reading attendance records...
[2009-03-18 15:13:24]1[Head office] Read the records completed, Records: 6,
Read successfully: 6

4.1.12 Clear record

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

. Thiz operation %ill deal with the zelected machine:
doffice]

2/ 1D
hre you sure to continue?

Cunct.

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

Following information shows on the main interface:

[2009-03-18 15:14:15]Clearing time attendance records...
[2009-03-18 15:14:16]1[Head office] Clear time attendance records successfully

4.1.13 Backup Employees

Download the employee information from the machine to the computer. You can
edit the employee information in the database Att2003.mdb. The user information is
saved in the table “UserInfo” of the database.

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

Please confirm...

,  This operatlan #ill deal with the selactad machine:
\_.J 1[Headoffi o
hre you sure to continus?

Cunct.

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

The operation information displays on the main interface as follows:

[2009-03-18 15:15:07]Back upping employees...
[2009-03-18 15:15:07]Backup employee: 1[Head office]
[2009-03-18 15:15:08]1[Head office] Backup employees completed!

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

bottom corner. Following message box pops up:

Please confirm...

v Thiz operauan will deal with the zelected machine:
adoffic

\_.J/ 1[He
hre you sure to continue?

Cunct.

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

4.1.14 Resume employees
Upload the employee information and employee’s templates from the computer to

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

Please confirm...

)y Thiz opsration will deal with the selected machine:
5/ 1Deadotfice]
™

¢ you sure to continue?

Cunct.

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

Some operation information displays as follows:

[2009-03-18 15:16:37]Get back employees...
[2009-03-18 15:16:37]Get back employees: 1[Head office]
[2009-03-18 15:16:38]1[Head office] Get back employees completed

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

19 15:08:07] Get back employees...
[2009-03-19 15:08:07]Get back employees: 1[Head office]

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

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

Get the records from the terminal real-time.
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[ @ ) Eavizn B o oo e b (ST B O e L (i) _ = ox

=

h Unit Nanagement Recerd Supervisien | Emplorees Management Eecord Management
@ Begin Time Check—in Times 0
JO End Time Check—out Times O
Activate | Prohibit
celtime | rodliine || Enploree Humber Other Status Times 0
Resl Tine Menagement Real-Tine Womi toring Reords Information
= &l Groups
Group? .
Group2 |
Graup3 1[Headoffics]
Groupd
Group5
Na, Name Date/Time Status Descrption | Urit No. Unit 5/M Unit name Department Pasition ‘Wark Code | Identification Method

| 0%

4.21 Activate real-time

Click the [Activate real-time] button, the status bar shows message: “Reading
attendance records...”. Now the software is beginning to supervise the terminal, and
then collect the records every 5 seconds.

You can review the record information in the [Real-Time Monitoring Records

Information] as follows:

sment Record Supervision Staffers Management Record Manager

Begin Time 2009-03-18 15:23:52 Check-in Times 0
End Time: Check-out Times |0
Staff Number |3 Other Status Times 0

Real-Time Monitoring Records Information
When the employee clock in or out, the [Check-in Times] or the [Check-out times]
increases one.
And the following window which includes the Employee ID, Name, Department and

Position pops up:

10 &107

Name: David

Dept: RND
Position: Software
Engineer

4.2.2  Prohibit real-time
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Click the button [Prohibit real-time] to stop the real-time monitoring. You can see

the begin time and end time of the real-time monitoring in the [Real-Time Monitoring

Records Information] as follows:

Fegin Time 2010-12-20 15:32:14 Cheelein Times 0
End Time 2010-12-20 15:32:53  Check-out Times 0

Enplores Hunber 3 Dther Status Times 0

EKeal-Time Monitoring Records Imformation

4.3 Employees Management

Employee management interface is as following:

'y 3] @ ) Enelisn - Time and Attendance Communication Program ¥i.63 = x
h Unit Management  Record Supervizion | Emplorees Management | Eecord Wanagement
: B B B . P
ﬁ.ﬁ Emploree Name éj
Add Wedify  Dalsts Tranzfar Sat Copy Dewnload Upload Dalete Check
Empleree Emploree Enploree | Depaviment privilege Friwilege P Enplorees & FF from Unit Termiznal Enploree
Enplorees Mansgnent Erplorees commund cation Enplores Checking
= Al Groups
Groupl
Giroup2
Giroup3 1[Headaffice]
Groupd
Giroup5
{ head office Emplores N | Card Mo Name Sex Posiion Bithday Employ Date  Phone Address 1stFP 2
< >
Fiead aftendance recards completed ] 0% &

4.3.1 Add employee

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

includes 2 pages: Basic info as follows:
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B Add/Nodify Emploree Info

Basic Infa |

Ne.

Card Ne.

Name
Sex hd
Dept i head office =
n =

Group number |1 <

User e [Nomal Ussr =]

1D No.

Nation -
Postion -
Education | =]

Proe |

Employ Dale |- &
Political Feature: hd
Speciality :"

Mobile

Native Place |

Address ‘

Save Lancel

[Basic info]:

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

Add/Nodify Emploree Info

Basic Info |

Mo, ,mi
Card Na, W
Mol
Dept W
=

Group number |1 <

Userype [Nomal Ussr =]

D N, |3003001584m1021234

Wation |Chinese v

Postion x
Education -

Phone Mokl | 13615689563

X

o of x|

Bitthday | 1984-01-02 -

Employ Date |7 2009-08-28 -
PoliicalFeatue|
Speciality ,—L‘

Nalive Place |Shanghai

Address |

Save LCancel

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

There are two ways to add pictures:

1st way: Click [3'] button, choose employee’s picture stored in PC and open [Edit

picture] window as following,
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(s
H |
is
i*
3=

|

Click the button [view] to choose one photo.

e ———
4..‘.. "74_’ R

A

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

button and then click the button [Save] to save as follows:

50



Add/Nodify Emploree Info

Basic Info I Fingerprint Registration |

Cadhio 3635
DED[ ,W

Group number |1

User e [Nomal Ussr =]
VeryMode [Sert =]

10 Mo [P00I0T 36401021 230

Ll

CHIERIENIED

o 8 x|

Bithday |1 1384 1- 2

Nation ,m Employ Date ,W‘
Pasition ,—4| Political Feature ,W‘
Bdeaton| | Gpean] 0 )
ilons Mabile
Native Place |5hanghan
Aderess |
Save Cancel

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

there is camera equipment installed in your PC.

Click [ﬂ] button, open [Pictures shooting] window as following,

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

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

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

4.3.2

Modify employee

Modify employee operation is to modify the employee information in the window

[Add/Modify Employee Info]

4.3.3

Delete employee



Delete the employee from the database.

Choose employee from employee info list (you can choose some or all the
employee by using the button [Shift] or [Ctr]] on your computer’s keypad). Click [Delete
Employee] to delete the selected employee.

4.3.4  Transfer department

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

Elplnzee Tansfer El

Please select the department:

= E head office

&8 a0
&8 R0

BEE
53 FiD

oK LCancel

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

[Cancel] to cancel.

4.3.5 Set privilege

We can only upload the employees to the authorized terminal.

Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the
button [Set privilege]. The [Set privilege] window pops up:
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Set privilege K
-0
1iHead Office]
[ 25 hanghail
= [ Group2
[ 3Bsiinal
[ 4ishercher]
[ Groupd
[ Groupd
O Groups

oK Cancel

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

You can find the employee’s authorized terminal in the column [Unit] as follows:
Emplaree Mo. CardNo.  Name Sex Pasition Birthday  Employ Date | Phone Address TstFP 2nd FP Unit

8103 Micheal 20101217 a a

108 Lizzy ] ]

Judy's fingerprint is in the unit1.
Micheal's fingerprintis in the unit 1 and unit2.
Lizzy's fingerprint is in the unit2.

4.3.6 Copy Privilege

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

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

Copy Function and Privilege

Copied Emploree D @

Cancel

Input the one employees’ ID. And then you can click the button [@] to browse the

employee’s privilege in the [Set privilege] as follows:
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Set privilege X
=0
O 1[Head Dffice]
Ashanghail
= O roup?
[ 3Eeinal
4Shenzhen]
[ firoup3
0O firoupd
0O Giroups

Cancel

Click the button [Cancel] to exit the [Set privilege]. And then click the button [OK] to
confirm or click the button [Cancel] to cancel.

Please confira. ..

\_?(j Are you sure to copy the selected emploree’ s privilege?

Cunea

System prompt

\_? ) The Selected emploree’ s privileges are successfully copied!

4.3.7 Upload employee
Upload employee is to transfer employee info register in local pc to machine.

Select employee info need to upload in employee info list and click [Upload
employee] icon with the confirm window as following pop-up:

Please confirm...

Thiz operation will deal with the zelected machine:

\__f/ 1[Headoffice]
hre you sure to continue?

Cunct.

Click [OK] to confirm or [Cancel] to stop the operation.

During uploading, status window shows 'Upload employee’ and after progress bar
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shows 100%, the uploading is finished. Status window will prompt ‘uploading employee

completed’. The main interface will be as following:

[2009-03-19 15:10:18]Upload employees...
[2009-03-19 15:10:18]Upload employees: 1[Head office]
[2009-03-19 15:10:19]1[Head office]Upload employee completed.

Note: [Upload employee] function is like [Resume employee], which are both to
transfer employee info stored in pc to machine. The difference is that [Upload employee]
enables to select appointed employee to machine based upon user’s need while
[Resume employee] is to transfer all employee info to machine.

4.3.8 Delete from Unit

Delete the employees’ information from the terminal via the software.

Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the

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

Please confirm...

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

The operation information shows on the main interface as follows:

[2009-03-19 15:11:21]Delete the employee from the device...
[2009-03-19 15:11:21]Delete the employee from the deviece:1[Head office]
[2009-03-19 15:11:22]1[Head office]Delete the employee from the device

4.3.9 Employee Checking

Search the employee information.

Enploree ID )

Enmplores Hane
Cheek

Terninal Tiee

Emplores Checking

Search the employee information by the employee ID, Employee Name and
Terminal. Click [Check Employee] button to check the employee’s information.
4.3.10 Department Management

Move the cursor to the department list and then click the right button of your mouse.
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The menu pops up as follows:

Add dept
Modify dept
Delete dept

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

B Input Depactment Hame

Please Input D epartment Manme:;

K Cancel

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

[Modify dept]

Choose the department which is going to be modified. Click [Modify dept]. The
[Input Department Name] window pops up:

K Cancel

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

[Delete dept]
Choose the department which is going to be deleted. Click the right button of your

mouse and then click the [Delete dept]. Following message box pops up:

Please confira...

\_‘,? Are you sare to delsts the selected department?

= e
Click the button [OK] to confirm or click the button [Cancel] to cancel.
Remark:

Right button menu:

Select ALL

Cancel Seletion

CR-Es

Transfer Department
Copy Frivilege

% Add Enplorse

% Modify Emploree

% Delete Enploree

4.4 Record Management
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[V @ ) Emaim -Ps Time and Attendance Communication Program ¥1.63

Export Record

~
Unit Management Record Supervision Enploress Management Record Management
M%) Begin Date Fri 12/17/010 - )  Bxport Format Text file(x txt) | Emploree Ho. Length &
- éj Export Ficld Mo :Date/Time:lnit Ho :Status - Space symbol |,
B Ead duse Fri 1272010 <[] Search e e dd B e - Space symbel Length 1 ]
Record Search Export Record
Groupl
Giroup2
Group3
Group4
Giroup5
Mo, Name Date/Time Statuz Status Description  Unit Mo, Unit S/M Urit Mame Dept Pasition “Work Code  |dentificatic
<
\ 0%
441 Record Search
[ Begin Date Fri 12/17/2010 -~ p
[ Bnd date Fri 12/17/20010  ~ | Search
record
Record Search
Set the Begin Date and End Date as follows:
4 December 2010 »
S MTWTTF S
Today
Click the button [Search record] to search the record.
M Narne Date/Time Status Status Description  Unit Mo Unit S/
b 379 Peter 342042003 10: 2810 AM | In 1 300
386 Jack 342042009 10:28:31 AM | In 1 300
387 May 342072009 10:28:34 &M | In 1 300
4.4.2 Export Record
Set the export format, export file and time format.
Export Format (Text file(¥. txt) - Emploree Ho. Length B
Expert Field HNo.:Date/Time;Unit Fo.:Status = Space symbol .
Tine format v3yy-na-dd hhimn:ss ~| Space symbol Length |1 Bpert



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

Toxt file (k. txt]
CEV file (% esv)
Excel filel#. x1ls)

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

[ |Hame
[#]Date/Time
[W]Unit Ho.
[Junit name
[¥]Status
[]Status Hame
[]Department
[JFesition

Time format: 4 optional formats

¥¥yym—d hhimm:ss
wy—mm—dd hhimm:==
Ith

¥V

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

Space symbol: space symbol to separate fields

Space symbol length: space symbol bit

After setting completed, click [Export record] button, open [Save as] window,
choose save file directory, input file name, click [Save] button. The system prompts as

follow:
System prompt E|

:—:j Records have been exported to * E:iTestiReport\H-Rep txt *

Click the button [OK] to confirm.
4.5 System settings

Click the icon = on the top left corner, the menu pops up as follows:
-

u' Basic Parameter Setting
\? T&h state Setting
L@ Timing Downloading Becord
'\l? Nanagement PT setting
|f|<1 Database linking setting

2 .
[ Exit system
e

451 Basic parameter settings
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Click the [Basic Parameter Setting]. The [Basic Parameter Setting] pops up:

Basic Parameter
Com Port Communication delay time(1-5] Seconds 3
Metwork Communication delay time(1-20] Secands 5
[~ Communication Failed, automatically exit curent operation
™ InRealtime Monitoring, voice prompts “Department Name'!
[ Clear the data after downloading
oK | Cancel |

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

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

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

LI In real-time monitoring, voice prompts ‘Department name’: During real-time
monitor, if employee is access granted, the software will voice prompt employee
department and name.

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

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

452 T&A state setting

Click the [T&A state Setting]. The [T&A state Setting] window pops up:

T&A Status setting E‘
Status value | Spmbol Status Descriprion
» I i
10 Clut
22 z
33 3
44 4
55 )
B & B
77 7
=1 a
99 9
1010 10
mn Ll
1212 12
1312 13
1414 14
1515 15
Retrieve from the selected terminal ‘ Upload to the selected terminal |

Click the state which is going to be modified. Input the status description.

[Retrieve from the selected terminal]: Download the T&A status from the selected
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terminal;

[Upload to the selected terminal]: Upload the T&A status from the selected
terminal.

4.5.3 Timing Downloading Record

Click the [Timing Downloading Record]. The [Timing Downloading Record] window

pops up:

B Tining Downloading Record

Downloading Time: |

Time: 0000 = Add Delete Time
oK LCancel

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

time point.

Please use the button [~=7] to set a time. And then click the button [Add] to add the
time to the [Downloading Time].

Click the button [OK] to save the setting.

454 Management PWD Setting

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

pops up:

B Nodify management password

Old Py ‘

MNew Puad, ‘

Comnfirm Piwd: ‘

oK Cancel

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

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

System prompt

"?') The old password iz 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:
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System proapt

Click [OK] button to input confirm password again.

After modifying completed, click [OK] button to save new password and it prompts:

System proapt

\_‘,:) Adnin password modification successfull

45,5 Database linking setting
Click the [Database linking setting]. The [Data Link Properties] window pops up:

B Data Link Properties @

Provider \Cunnectiun | Advanced | All

Specify the fallowing to connect to Access data
1. Select or enter a database name:
-\ Tex tL0AS000%ALE AL £2003_ndb —J

2. Enter information to log on to the database:
Username:  [Adnin |

Blank password  [] Allow saving password

Test Connection

( 0K ][ Cancel ][ Help ]

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

to test the connection correctness of the database and system prompts,

Eicrosoft Data Link 5

9
\__/ Test commection succeeded.

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

button and system prompts,



System prompt

\:,:/' Tofelioos ammesting Saeessil flleros meeierd @a sofiere]

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

Please confira...  [X|

Are you sure to exit?
™| canca

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

2
.

4.6 User interface configuration

4.6.1 Interface skin color

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

4.6.2 Change the software language

Choose the language in the option [/ "= .

4.6.3 Set quick access button

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

prompt s:
-!-l.r 4 Englash M E; Time and Attendance Communication Program V1,83 - R
)
i Unit Banagemant Becwrd Suprvasion Eaplos st Bumagement Razes d Dunagument
= ) ° :
= B Q £ 4 %
ad l dify Dl Tine LI
l"ml [ ‘.’ it b 1“, [t .| Wmick dee l o , g Exploreas

|u..n.rnr

Click the item “Add to Quick Access Toolbar And then you can see the quick

access button on the toolbar as follows:

) @ i ronl - | Time and Attendance Communication Program V1.63 — =T
- s .
= [T o D Bt Eacerd Hunaguesat
o | Mlack ~
nEs Q- e 9 0 D@ A
Al Budify Dalabs | Syocheomiva |LY) Langusge ng  Tiss vans/leong Dowslusd  Dowslowd r! s | Basep  Rewmms
Unkt  Upit  Weit hing V] Srachrenise ting [N At ne sattings saw racerd L racerd  racerd
Tarmisal Banapsent — - it Banagesant

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

It prompts:

”~

[0 " Enelasl -Gl s Tine ud Attendance Communication Program V1. 683 =
‘D{ Bomovs from Quick heears Toslbar |
Uni b Bunagemant Eacwrd G qm—mﬂﬂmﬂ-‘—‘mm A Bunagumant

Eggu-l"?)'@w”dﬁm;ﬁl

9

A8l Wedify Delats | Synebesmivs Tnidialize | Termina 1 Ning  Tine vens/Crvy | Dwslisd  Delted  Claw Favuma
it Ui it tin = parMaLer  Eeltings atting saw recerd WL racerd  recerd Eusl
Termisal Bunagmant it Banagesant

Click the item “Remove from the Quick Access Toolbar”.
4.7 U disk management program.

U disk management program mainly manages the transactions from the U disk.
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(Note: OC500 doesn’t involve fingerprint operation).

The interface is as follows:

*= 0 Disk Nanagement V1.9

{ R the datafiom the Tl dwsk] Modiy the data in the U disk | Export data from the databass |

| s
J Start

Read the records fram the U disk.

FRiead the employes infomation from the U disk.

[~ Replace the existing employee information

Read the fingerprint templates from the U disk

| st

[~ Replace the existing fingerprint templates

0%

4.7.1  Read the data from the U disk

Click [;l] button after [Read the records from the U disk]. And then select the file:
BAK.KQ from the U disk.

Click the button [Start] to download the data from the U disk to the software’s
database.

The operation information shows on window as follows:

[13:05:42] Reading the T&A records...

The employee ID isn't existent:0 2008-02-11 18:35:42
Records:13 ;Success:12

[13:05:43] Finished!

Click [;l] button after [Read the employee information from the U disk]. And then
select the file: BAK.YG from the U disk.

Click the button [Start] to download the data from the U disk to the software’s
database.

The operation information shows on window as follows:
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[13:17:14] Reading the employee information...
Employee Information:8 ;Success:8
[13:17:14] Finished!

Click [;l] button after [Read the employee information from the U disk]. And then
select the file: BAK.ZW from the U disk.

Click the button [Start] to download the data from the U disk to the software’s
database.

The operation information shows on window as follows:

[13:32:48] Reading the fingerprint templates...
Fingerprint templates:8 ;Success:8
[13:32:48] Finished!

4.7.2 Modify the data in the U disk

* U Disk Nanagement V1.9 TEX
Read the data from the U disk M k] Export data from the database I
Choose the emplopee infarmation file.
Analyse ‘ Select all | Select none ‘ Update the selected employees’ names |

Number User ID Mame Card Mumber  Privilege | Mame in the database

0%

Click the button [ -] to choose the employee information file: BAK.YG from the U
disk. Click the button [Analyse].

Select the employees and then click the button [Update the selected employees’
name] to copy the employees’ information from the software database Att2003.mdb.

And you can analyse the file: BAK.YG again to check the employees’ information.
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* 17 Disk Nanagement ¥1.9

Read the data fiom the U disk #poit data from the dalabase]

Choose the employes information file.

IH_\D;UJI!J‘\\RA.K_YI‘, J Analyse ‘ Select all Select none ‘ Update the selected employees’ names |
| Number User D Name Card Mumber  Privileae  Mame in the database
13 1 1 0 1 Clark

2 10 0 1 Peter

3 100 0 1 May Li

4 1000 0 1 Judy

5 1001 ] 1 Maggic

6 1002 0 1 Larry

| 1003 0 1 Cherry

8 1004 o 1 James

E 1005 0 1 Michelle

10 1006 0 1 Lizzy

n 1007 0 1 Marks

12 1008 0 1 Hally

13 1003 0 1 Wholes

0%

The operation information shows on window as follows:

[13:45:52] Updating the employee name...
Copy file:H:\00000001\BAK.YG to file:H:\00000001\BAK.YG.bk1
[13:45:52] Finished!

4.7.3 Export data from the database

*= 0 Disk Nanagement ¥1.9

|

" Fomatl (*YG] (¢ FomatZ [*¥G2] " Format2 [*YG3]

Read the data from the U disk | Modify the data in the U disk

Enter the device's serial number

Search Select all Se\ectnune‘ Export the selected records ta the file |
| Number User ID Mame Card Number  Privilege
L3 1 1 o 1

2 10 0 1
3 100 0 1
4 1000 0 1
5 1001 0 1
6 1002 0 1
7 1003 0 1
2 1004 0 1
9 1005 0 1
10 1008 0 1
n 1007 0 1
12 1008 0 1
13 1003 0 1

0%

Click the button [Search] to search the employees. Select the employees and then

click the button “Export the selected records to the file” to copy the employee
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information and the fingerprint template from the software database Att2003.mdb to the
file: BAK.YG and BAK.ZW in the U disk.

The operation information shows on window as follows:

[13:58:32] Exporting...

Save the employee information to:H:\00000001\bak.yg
Save the fingerprint templates to:H:\00000001\bak.zw
[13:58:32] Finished!

Tips: The filename extension of the employees’ information has two kinds: *.YG or
*.YG2 or *.YG3, please based on the actual situation.

66



(o ETO1E] 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 employee 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 employee information, set rules of attendance etc.

5.1 Login System

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

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

Administrator: |Adm\n v |

Pazsword: | |

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

# Baylan Card TéA and Access Control Nanagement System ¥4.4.5

System MR Menagement Attendsnce Exception Data Maintensnce External Help

Baylan

g &

Ermployess Timetable Scheduls

2011-04-11 14:03:57  Admin Fingerprint THA management system Ee Trus & Safs
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The main interface includes three parts:

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

2. Shortcut button: Shortcut button of common function module, array in working

order, easy to work on

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

information.
5.2 System

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

E Farameter Settings

B Adninistrators

Administrator’ s Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Ctrl+y

5.2.1 Parameters Settings

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

0 System parameters setting @

Stat Rules | Leave class | Field definition

Basic info

Unit Name: |head office

Comman Rule .
o werkcloy count as |90 1 it shift expands to days

p
] Mot clack in count as late 60 [ Minwte @ Count 2s the 13t day

q ( Count a5 the 2nd day
[T Mot clock out count as sarly 60 (4] Minute

0 Overtime Caloulation
Clonduy |0 B rin carlier clockin count as avartins

o
MNomal Day
[
Catfduy |50 Sl i later clock-out count as overtime: 0
Wieekend
[ deduct the T duty % minutes earlisr ]
Festival

[ deduct the "0 duty % minutes later*

Pic5.1

Basic parameters:

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

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

A working day count as how many minutes is the base for time attendance

calculation which will be the transition standard to calculate the late to work/early to

leave /free overtime items, minute is the good transition standard of hours and working

day.

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

leave as how many minutes” when no clock out for off duty. Free overtime work can
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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:

0 System parameters setting E‘

{ Leave class | Field definition

Basic parameters | 5t

Stat. ltems:
Stat. Rule

Late Unit Set
Early

Business Leave

Leave

Absence Miniirnurn:
Gtay away

Overtime:

Fiee Dvertime Round-off control

O Round down
) Round up Round at total
® Round off [ Accumulate by times

Unit| Day b

10

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

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

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

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

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

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

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

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

Leave class:

Click page [Leave class] in pic5.1, following shows:
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o System parameters setting &

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

8 &
#ppend Delete  Modify
Mare Color ~
Administration Depait] | Leave Clags: [4dministration Departmen!
Seks Show Colar:
Indicating Symbol l:l
X

Add new leave class:

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

Revise leave class:

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

Delete leave class:

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

Field definition:

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

#) System parameters setting r‘S?

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

Field Mame

Input new field walue:

Chinese
English

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

Click [System]-[Administrators], following window shows:
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¥ Administrator set E\

[ : ]
| A

dppend Delete Wodify

Name Admiristratar: Amin

| Admin Dept operable: @ Itemns operable: Q]

¥ head office
[ 48D
[ R&D
¥ Sales
[ P&D

! E The new administrator has a default password: 538538,

Append new administrator:

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

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

Note:

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

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

Modify administrator:

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

Delete administrator:

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

5.2.3 Administrator’s Password Set
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Click menu [System]--[Administrator’s Password Set], following springs:

‘o Administrator modify password gl
Old Pwd: “ |
New Pwd: | |
Corfirrn Pwd: | |

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

5.2.4 Modified Record Log

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

#) Attendance record modification log (=15}
Search Restore Close

Time Flange

Depattment ff head office v | Employee No. | Al v Fom20102- 1 v |[ 00001 3| To|20104216 v (235353 2

Department Employes Mo. | Name Clocking Time Stale Modiy lype | Reasons Administrator
»

RecordCount 0

Select department, employee No. and time range and click [Search] and those
records which match the above condition will be displayed.

Notice: Modified record log shows all the time attendance record modifications; If
there’s record that has been revised incorrectly before, it can be recovered by selecting
this record and clicking [Restore].

Click [Close] to exit.

5.2.5 Managing Log

Click menu [System]--[Managing Log], following springs:
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o Administrator operation log

0y 5

Search Cloze

Administrator | All

D Mamne
3 I—
21 Admin

20 Adrin

19 Admin

18 Adrin

17 Admin

16 Adrin

15 Admin

14 Adrin

13 Admin

12 Adrin

11 Admin

10 Admin

9 Adrnin

& Admin

7 Adriin

B Admin

<

Time Range

w From |EIE- 314 |+

M anaging Time

2003-4-1311:53:48
2003-4-13 11:63:30
2003-4-13 11:51:47
2003-4-1311:45:33
2003-4-1311:44:10
2003-4-1311:43:21
2003-4-13 11:42:38
2009-4-1311:41:53
2003-4-13 11:40:55
2009-4-1311:36:39
2003-4-13 11:32:18
2003-4-1311:25:10
2003-4-13 11:24:47
2003413 11:24:41
2003-4-1311:24:21
2003413 11:23:08
2003-4-10 18:01:08

00001 | To|200%- 413 v | 235353 &
Remark -~
Operaling system parameter settings

Operaling system parameter settings

Operating system parameter settings

Operaling system parameter settings

Clear the data before " 2003-03-07 *

Operating business leave/leave

Operating business leavelleave

Operating business leave/leave

Operating business leave/leave

Operating festival/haliday settings

Operating system parameter settings

Operaling system parameter settings

Operaling system parameter settings

Operaling system parameter settings

Link the database to

Operaling system parameter settings

Operating system parameter settings
w

*

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

5.2.6

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.

Set Database Link

This system adopts the database interface of Microsoft ADO. The acquiescence

database is Access2000.The defaulted is att2003.mdb under the main setup directory.

You can set up the database linking again according to the actual conditions.

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

Brompt information

L Database connecting failed, Please collocate the datsbaze again
I

Click [Database linking] in system menu, the following springs.
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B Data Link Properties &‘

Prnwder\Cnnnectmn\Ad\tanved Al

Specify the following to connect to Access data:
1. Selector enter a database name:
[E:\Test Backeroup managementihtt2003. ndb  |[i2]

2. Enterinformation to log on to the database
Username:  [idmin |

[4] Blank password  [] Allow saving password

Test Connection

[ ok ][ cancel |[ Help |

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

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

5.2.7 Exit System

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

Please make sure ... E]

? 17
\___/ hre you sure to exit?

) [ cancel

Click [OK] to exit management software and return to Windows system.
5.3 HR Management

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

W Department Management Ctrl+D
@ Employees Maintenance Ctrl+G

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

following window:
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‘» Department Nanagement &

EX OB o 'Y

<

hppend

Departments List Eeing Selected Dept

Input the new department name
&B Sales

)

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

‘when deleting a department,
Emplayess of the department will be
move ta head office automatically!

Add a new department:

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

Note: when you want to do some other operations to the new department, you need
to set the privilege of modifying the new department for the administrator in the

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

Department modification:

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

Delete the department:

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

Please make sure ...

?‘J 50 e 50 0 £l G0 Arprest )
\

|| cancel

Notice: repetition of department name is not allowed; if there are employees

existing in the deleted department, those employees will be automatically transferred to
department of head office.

5.3.2 Employees Maintenance

Click [Employees Maintenance] in [HR Management] menu, the following window
appears:
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) Eaployes Basntenancs
= y ™
=" = e B
fgpend Delete Holify Transbar fapert
B resdomce Seach Englopees -}
a;fn Emplyee Mo, © Heme | Depasment | Posiion Employ Diate  Teleghone  Addest Sew | Lengusge  Comment | CordMo. | Micbie
A 5o 102 head ifice
& o » (1] e dlfxce
< »
Emoksyees Inbomaton | Ercd Firgsis
Eaplayae Ho. G100 [ Cad N
Sex M Langusge - Bithday | - [#] Caeulate Athendarce
Educalion ¥ Specishy b Postion ¥ | Elcauon Dvtes
(=] -
Tslphors Mutee Ermolay Uate [FlReu 0nH
oM Comment Mkl Slabus ¥
Adden Uses Type | Nomal User | Growp Mo, |1 o
Hecomourd. 2

Employee's adding:

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

Note: 1. The items of “Calculate attendance”, “Calculate overtime”, “Rest on
holiday” below “Attendance Set” is correlated with report, please set it correctly. If the
checkbox of “Calculate Attendance” of this employee is not checked, there will be no
statistical result for this employee in the report. If checkbox “Calculate Overtime” is not
checked, the statistical result of overtime of this employee 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 employee; if
the checkbox of “Rest On Holiday” is checked, thus for those holidays, even there are
shifts on those days for the employee, those shifts will be invalid. And if there are time
attendance records of this employee, those records will be deemed as free overtime.

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

Employee's modification:

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

Employee’s deletion:

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

Please be cautious when delete the employee since all this employee’s time
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attendance records, shift arrangement will be deleted at the same time.
Import employees:
Click [Import], employee importation window springs for importing employees.

Employee’s department shifting:

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

following window will pop up:

# Exployee Transfer 3

Select the department to transter:

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

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

Employes Mo, Mame Department Position Employ Date | Telephone | Address

2108 H Select All Cirlti
Cancel 11 Cirl+Z
Export Data
v Enployee No

fiu o1l colunns  Fams
T o Department
v Position
v Enploy Tate
+ Telaphens
v Address
v Sex
v Language

¥ Comment,

All displayed fields in employee info list can be defined through submenu of

“Column”. Meanwhile, the modification will take effect and be saved.
Click [Show all columns] to display all fields in the list.

Click [Export Data] and following window will prompt:
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Savn s [7I%|

£
i
g
J,’
By Compitar
Flacez
File pami - o |
ave aS MR (Tast Fil ] - [l |

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

name. Click [Save] to confirm the operation.

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

again.
54  Attendance Management
Click [Attendance] in the main menu, following springs:

Holiday List

TimeTable and Shift CtrltE
¥ Staffer Scheduling Ctrl+P

Attendance Record
j_é Attendance Caleulating and Report Ctrlth

5.4.1 Holiday List

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

3
= Ve

Append  Delete Modify

Name [T Statt Date | 2003 416 v Days (3 (2]

Holiday Mame Start Date Days

2003-05.01

Add festivals or holidays:

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

when ready.

Modification of festivals or holidays:

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

Deletion of festivals or holidays:

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

5.4.2 Timetable and Shift

The relationship between shift and timetables:

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

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

Timetable maintenance:

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

# TineTable and Schedule Naintenance 3]
Timetable Maintenance | Shift Maintenance
=
LYY
Append Delete Modify rel
Timetsbis Name | On Duy Tims | O Duty Tine -~ it
30,  Josoo o0
g 1400 1200 On Dty Time | 100
afternoon 1200 2000 . 17:00
right 2000 0400 i Dy Vi R

Beain Clack-n Time
End Clock-In Time: 1300
Begin Clock-Out Time | 16:00
End Clack-Out Time | 2000
Late eror allowance Minutes
Early emor allowance Minutes
Count dis Workday !
Count A WorkTime | 490 Minutes

Must Cn Must C-Out
b [ Free Time 10T Time

Pic5.2
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Add a new timetable:
Click [Append] and enter the corresponding information:

[Timetable Name] For instance: Day Shift

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

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

[Count as work day] (1)

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

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

Finally click [Save] to confirm.

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

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

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

The timetable Modification

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

The timetable Deletion

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

(Please note: Begin Clock-in Time and End Clock-in Time makes the valid time

range for Clock in. Clock in out of this time range will be treated as invalid records. It is
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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
Noon shift 12:00 - 20:00

(Other information can be setup according to practical situations. Please refer to

Pic5.2. Please note there should be no blank left.)

Shift Maintenance

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

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

ﬂTinel’ahle and Schedule Naintenance E]

=

Shift Name:

» EETET

thiee shift

A

} 3
& |

ol L
Append Delete Modify

Timetable Maintenance ShitMalnLenancs‘

Shift Mame |day shift Cycles _1 ﬂ Cycle Unit 'Week  +
|

Date Timetable 1 Timetable 2 |ngTame 3 ‘Tine'lah\e 4
Sunday

Monday Day

Tuesday Day

Wednesday Day

Thursday Day

Friday Day

Saturday Day

Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:

normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables and

time range required in this shift in the springing window (see the Pic5.3 below) For

instance, select the timetable — Day shift and select from Monday to Friday and then

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

example for details.).
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#) 4dd Shift Timetable X

Choice a timtable: Choics the date: Clan
Timetable ... | On Duty Ti...| Off Dty Time . Sunday
» =TI T R (I e 'T"°”dda"
moming 0400 12,00 v Wedneaday
afternoon 12:00 20:00 v Thursday
ight 20:00 04.00 )
= Satunday
v
< >
o« | Cancel
Pic5.3

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

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

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

Modify a shift:

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

Delete a shift:

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

Example---Three shifts:

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

week, cycle every three weeks and employee 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:
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o TimeTable and Schedule Naintenance @

| Timetable Maintenance |
Append Delete Modify
| Shift Name ~
¥ day shit Shift Name | TSR0 Cycles [3 2] Cycle Unit'Week v
:
| ‘- |
Date Timetable 1 Timetable 2 [TimeTab\s 3 |TimeTabIe 4 ~
Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v - i~

Step2

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

Click [Add] and the following window pops up:

¥ 4dd Shift Timetable b_(\

Choice a timetable:
Timetable ... | OnDuty Ti...| Off Duty Time #
Day 08:00 17:00
,
afternoon 1200 20:00
hight 2000 04:00
v
L | 3
o |

Chaice the date:

Can

Sunday
v Monday

| Tuesday

| Wednesday
| Thursds,

v

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

Wednesday
Thursday
Friday
Saturday

LCancel

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

to this timetable “from Monday to Friday of the first week” and click [OK] to complete the

setting of the first week.

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

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

below):
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# Add Shift Timetable X

Choice a timetable Choice the date: Clan
Timetable .. | On Duly Ti..| Off Duty Time # Sunday ‘wednesday
1 Monday Thursday
Day e i Tuesday Fiiday
moning  04.00 1200 Wednesday Saturday
[ aternoon 1200|2000 | Thursday
right 2000 0400 Friday
Saturday
Sunday
| Monday
v Tussday

v ‘Wednesday

+ Thursda
~ EEE—

Saturday
Sunday

3 Monday
— Tuesday

|~
v

o | 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):

# 4dd Shift Timetable X

Choice a fimetatle; Cheice the date: [CJan

Timetable ... | On Duty Ti...| Off Duty Time Sunday v Wednesday

Dy 80 1700 '%"f;':daab’y ¥ st
fmorning 04.00 1200 ‘wiednesday Saturday
afternoon 12:00 20:00 Thursday

» T I L Fidey

aturday

Sunday

Monday

Tuesday

wednesday

Thursday

Friday

Saturdap

Sunday

¥ Monday

- v Tuesday

|~
~

o | Concel |

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

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

| Timetable Maintenance |

Append Delete Modify

Shift Name o
P day shit Shift Name | three shift Cycles (3 2| Cycle Unit| Week v
: -
Date Timetable 1 Timetable 2 |TimeTabie 3 |TimeTab!e 4 ~
Tuesday morming

wednesday morning

Thursday marning
Friday morming
Saturday

Sunday

Monday aftemaon
Tuesday aftemaon

wednesday afternoon

5.4.3 Employee Scheduling

Click [Employee Scheduling] in [Attendance] menu. The following window appears:

# Eaployee Scheduling

@ & WA

Select ALl Select Nome = frrange Shift

i head olfice Seaich Employess Y

Emploes No. Name Depanment Shitt
»[A102 head office
2108 head office

Time Frange
From 20104216 v @ % = 7)) [ 2)
& ) &R

To[2M01216 % Dl Tenperary Add Temperary

>

3

Date ‘Timetab\e 1 ‘Timetab\e 2 TimeTable 3 |T\meTab\e 4 |
1216 Thursday
Pic5.4

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

[Arrange], the following window appears:
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#) Staffer shift maintenance 3

Shift List Shift Timetable
Shift Name | Cycle quantty |~ | [Date Timetable 1 Timetable 2 |TmeTab\e3 |TimeTab\54 |
1
thres shift 3 Pk
Maonday Day
Tussday Day

Wednesday  |Day

Thursday Day
Friday Day
Saturday Day
v
< >
The curent shift schedule:
Time Range Shift name Beginning date Ending date
[ day shift 2005-04-01 2010-04-01

Beginning | 2005-04-01 A
Ending 20100430 |+

1) Add 3 Dl oK Cancel
Pic5.5

Add a new shift:

Select the corresponding shifts, for instance: The commencement date and
deadline of this shift of “normal class ", click [Add] button and then click [OK] in Pic5.5 to
finish the adding of new shifts.

Please note:

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

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

Deletion of the shifts:

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

Arrange a Temporary Shift:

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

can arrange a temporary shift. Click [Add Temporary] the following window appears:

Please make sure ...

\_‘{J Are yom sure to make temporary shift schedule to the selected Employees from 2010-12-01 to 2010-12-167
Cancel
Click [OK] and the temporary scheduling can be operated. Then click [Add] and the

following window will pop up:
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# Add a temporacy timetable [X]

Select the timetable to add Select the dates e
On-duty time | Off-duty time A 04-125umday
wormal day 1E=:|:||]
night 2000 0500
moming 0300 12:00
™
[ o ] [ Cencsl ]

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

[Delete]: Delete the selected timetable;

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

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

5.4.4 Attendance Records

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

#) Scarch Eaployec” s Attendance Recoxd

TN
L) -
Search Beport Export Hodify Log
Time Range
Departnent [ hesdofice v |Employectio 4l v Fon|@@ze ) [oo0m 3] To[anoizie v [zeses 2
Depatment |Employee Mo, Mame Date Time Stale Localion D | workCode
RecordCount: a

Inquiry of attendance record:
Select the department, employee, the beginning and ending time that need to

inquire about, then click search, you can get the corresponding attendance record.
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#) Search Esployes’ s Attendance Record X]
By O 9 =
A~ | =
Sesrch Report Export Modify Log
Time Range
Departent {f hoadofice || Emmplyee o a1 Y| Fom[zi0121 v| [000m 2] Ta[0i01216 v [23mE 2
Department Employes No. Mame Date Time State Lacation 1D “wiorkCode A
8103 Micheal 2010-12-03 08:53.00 1}

head office 8103 Micheal 2010-12-08 08:53:00 o

head office 8103 Micheal 20M0-12-06 16:03:36 1}

head office 8103 Micheal 20M0-12-07 08:53.00 1}

head office 8103 Micheal 2010-12-07 18:03:35 o

head office 8103 Micheal 2010-12-08 08:53.00 1}

head office 2103 Micheal 20101208 18:03.36 o

head office 8103 Micheal 2010-12-09 08:53.00 0

head office 8103 Micheal 2010-12-03 18:03:36 1}

head office 8103 Micheal 20101210 08:53:.00 o

head office 8103 Micheal 2001210 18:03:36 1}

head office 2103 Micheal 20101213 02:63.00 o

head office 8103 Micheal 2010-1213 180336 o

head office 8103 Micheal 2010-12-14 08:53.00 1}

head office 2103 Micheal 20101214 18:0:35 o

head office 8103 Micheal 20101215 08:53.00 0

head office 8103 Micheal 2001215 18:05.52 1} -

head office 8103 Micheal 2010-12-16 08:53:.00 o

head office 8103 Micheal 2010-12-16 17:59.52 1}

head office 2108 Lizzy 201012 02:56:00 o

head office 8108 Lizzy 201201 181200 1]

head office 8108 Lizay 2010-12-02 08:56:00 1}

head office 8108 Lizzy 20M10-12-02 181200 1]

head office 8108 Lizzy 2010-12-03 08:56:00 0 ol
FecordCaunt: 75

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

get the report form automatically.

- i
72 Preview

iz =S e X

Head office attendance record report

2008-04-01 To 2008-04-16

E Jake Chen 2007 2009-4-1017:0434 | Clock Out 2008-4-7 74516 Clockn
5000-4-1 72305 Closkin 2008-4-13 73548 | Clockin 2009-4-7 17:14:20 | Clock Out
200041170050 | Clockout 2009-4-1317:27.06__ | Clock Out 2009-4-8 7.08:12 ClockIn
0084374535 Closkin 2009-4-14 70612 | Clockin 2009-4-87.24:53 ClockIn
200042170516 | Clockout 2009-4-1417:16:25 | Clock Out 2009-4-017:20:05 | Clock Out
0084375213 Closkim 2009-4-15746:59 | Clockin 2009-4-9 7.49:52 ClockIn
200043170164 | Clockout 2009-4-1517:08:53 | Clock Out 2009-4-9 7.51:56 ClockIn
0004474354 Clockin 2009-4-16800:59 | Clockin 2009-4-9 B.0215 ClockIn
2009-4-F 7:30:36 Clack In Count: 27 2009-4-917:11:24 Clock Dut

200941074519 | Clockin
éut,uugg_i_i?i?ﬁ; %T;:k?:t e A 2009-4-1017.04.38 | Clock Out
2009-4-7 171420 | Clack Out 2iDoncliicidly [tk 2009-4-137:35:48 | Glockln
2009-4-87.08.12 Clockin 2008-4-117.00:59 | Clock Out 2000-4-1317.27.068 | Clock Out
2009-4-87.24.53 Clackin 2008-4-2 7:45:39 Clock In 2000-4-14 70612 | Clockln
2009-4-817:2005 | Clock Out 2009-4-21705:16 | Clock Out 2000-4-14 1716:25 | Clock Out
2009-4-97.4952 Clockin 2008-4-3 7:52.12 Clock In 2000-4-15 746:60 | Clockln
2009-4-97.51.56 Clockin 2009-4-31701:54 | Clock Out 2000-4-1617:08:653 | Clock Out
2009-4-980215 Clackin 2008-4-4 7:43.54 Clock in 2000-4-16 2:00:60 | Clockln
2009-4-91711.24 | GlockOut 225?5?99.1-55177'3083_352 Cﬁ:'ciko‘zl Count: 27

fuuuugiﬂuuﬁﬁ_zi Cc‘luiikc'ﬂt 200647 74518 | Clockin F&D Mark Simth_ 8105
TR 2000-47 1714:20__| Clock Out 2000-4-1 7.23.05 ClockIn
T e [T 2000-4-8 7:08.12 ClockIn 2000-4-1 17.00:69 | Clock Out
R R T 2000-4-8 7:24.53 Clock In 2000-4-2 7.45.35 ClockIn
R 2000-4-8 1720:06 | Clock Out 200042 17.05:16__| Clock Out
e [T 2000-4-0 7:4052 Clock In 2000-4-3 7:52:12 ClockIn
e i 2000-4-0 7:51.66 Clock In 2000-43 17.01:54 | Clock Out
- : Snaaaaizis | Clockin | [ onnase7anae | Ginckin |
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Attendance records exporting

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

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

5.4.5 Attendance Calculating and Report

Inquiry of report form:

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

# ttendance Caloulating and Report 9=
'y =
> 9 -
Elodlote Dot Hmorl Tmmtiom
Time Rangs
Depatment ) headoffice | Employes| 4l v  Fom[2010421 | [ oonol ] To[amipiz16 v [235353 %

Atendancs Exceptions | Shift Exceptions | Other Exceptions | Calculated ltems
Departent | Emplopze No, Name: Date Time State

Operation | Ewception Desc...|  Timetable Check WarkCode |4
»

Pic5.6
Select the beginning, the ending date and the department and employee that need
to be calculated and then click [Calculate].
There are four Tabs of information after search and calculation which can be
viewed respectively:

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

[Shift Exceptions]: Display Employee’s attendance result in the scheduled time
period;

[Other Exceptions]: Display Employee’s leave, out and overtime etc.;
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[Calculated Items]: Display all Employee’s calculated items such as “normal’,

“actual”, “late”, “early”, “absent”, “overtime” etc.

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

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

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

Exceptions of attendance records dealt with:

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

# Attendance Calenlating and Report \@@I

(€]
8]
Caleulate Report Export Exception
Time Range
Department| ] head office v|  Fom|amoi2 1 | [ coom 3| Tolat0i216 | (238359 4
Attendance Exceptions | Shif Exceptians | Other Exceptions | Calculated liems
Department | Emplayes No. Dtz Time State Operation | Exception Desc...|  Timetable Check WarkCade

¥ iFead affice BTG 07 08,5600 Clock In Homalrecaid  Day [
head office 2108 201012-M 181200 Clock Out Mormal record Day o
head office 8108 201012-02 08:56:00 Clack In Homalesod  Day i
head affics 108 2001202181200 Clack Ot Nomalresard  Day [
head office 8108 20101203 08:56:00 Clack In Nomnalrecaid  Day i
head office 2108 20012-03 181200 Clock Out Mormal record Day o
head office 8108 2010-12-06 08:56:00 Clack In Homalesod  Day i
head affice 108 20101206 181200 Clack Ot Nomalrecard  Day il
head office 2108 2010-12-07 02:56:00 Clock In Mormal record Day o
head office 8108 20101207 181200  Clock Ot Homalesod  Day i
head affics 108 20101208 08:56:00 Clock In Nomalresard  Day [
head affice 108 2010120811200 Clack Ot Nomalrecard  Day i
head office 2108 2010-12-08 08:56:00 Clock In Mormal record Day o
head office 8108 201012:0818:24:00  Clock Ot Homalesod  Day i
head affics 108 20101210 08:56:00 Clock In Homalresad  Day il
head office 2108 20101210 18:24:00 Clock Out Mormal record Day o
head office 2108 20101213 08:56:00 Clock In Mormal record Day o
head office 8108 2010121318:2800  Clack Ot Nomalresod  Day i
head affice 108 20101214 08:56:00 Clock In Nomalrecard  Day i
head office 2108 20101214 18:32200 Clock Out Mormal record Day o
head office 8108 20101215 085600 Clack In Homalesod  Day i
head affics 108 20101215 18:56:00 Clack Ot Nomalresard  Day [
head office 8108 20101216 08:56:00 Clack In Nomnalrecaid  Day i
head office 2108 2001216 18:56:00 Clock Out Mormal record Day o
head office 8102 2010-12:01 03:0000  Clack In Homalesod  Day i

A

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):
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Deparizent Emuhoyee Ha Name Dl Time Stale Upesation Check. WokLode
Fead citice Lale ) AN & SE00 Clock In o
Fead civce mm AN0I2M 1H 200 Clock Dut o
Fead citce Lale ) AN 0ESE00 Clock In o
Fead citce mm AN IE T2 Clock Dut o

» T T I o S O
head clfice nm Expert Data o
Fead cifcs B Erests report for swrrest grid n
head elfice Lyl o
head elfice Ll o
Pead aifice N 0
head oifice: Ll 0
Pead aifice nes 0
head oifice: Ll 0
Pead aifice ne 0
head oifice Laled - 0
Pead aifice ne AN0121018 2400 Clock Dut 0
head oifice Laled 201213085600 Clock In 0
Pead aifice ne AN0I291182800 Clock Dut 0
head oifice: nm n 14085600 Clock In 0
Fead office no 20m 83200 Clock Out 0
head oifice: nm n 005600 Clockn 0
Fead office no 20m 05600 Clock Out 0
head oifice: nm n 005600 Clockin 0
Fead office no 201216185600 Clock Dut 0
head oifice: ne 20001201 030000 Clock Iy 0

The definition of each option as follows:

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

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

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

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

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

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

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

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

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

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

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

Export Data

Create report for current grid

Filtering Record L
Columns L4
Show all eolumns
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[Other Exceptions], [Calculated Items] the following shortcut menu will pop up:

Export Data

Create report for current grid

Colunnz 4
Show 2ll columns

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

Attendance Report
Daily Report
General Report
Exceptions Report

Create a Report For Current Grid

Pic5.7 Exception menu
[Attendance Report]: Calculate employee’s attendance record;

toos = HE # X

Head office attendance record report

20080841 T 20190416

20030413 07 35 46
20030413 17:27.06 Clock Out

_00eu!
TN
I04IS0TES_| Dockin

MO8 162
[ SO 0745 | Clockin
20050415 1708 53 Clock Dut
2009.04.16 020053 In
e Coure I7
Clock In
o Ot |
Clock In
Clock In
Cleck. In
Clock. In.
_Geckin |

[Daily Report]: Calculate employee’s daily attendance record;



tTu: =Wl & A X

head office Employee daily reporl
W0I201 T FIZI6

Ho [m]eefe@[mfe]e]o[e]elu]ne]a]u]ele]v[e[u]a]a]a2]s]=[s][=]r]a]a]x]x

= B e e

FomerkciHomel siste <Eey -Abjent [NoCdn JNoC-Ow Fest «Dveame BLBusiesslosve Licew

Tablegfedon MBI IR191S

s

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

» o«

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

tTu: =Wl & A X

head office attendance stai. tolal repord

NN To MBI

Ttk MDI217 152025

s

[Exceptions Report]: Calculate employee’s “out’, “overtime”, business leave/

personal leave” etc;
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72 Preview

head office altendance exceptions report

201012 Ta 20101216

Name No. | Dale & Time [ Excepliontype | worklong | Remark
head office

Judy [0z [101204780000 2010205090000 | Freeovetime | 150000 |

Judy |10z [omoiz07 102300 am01207 136600 | Busressleave | 033300 i

| Page 141

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

T &S AN X

Departaen
T

[101205 0900

01910 3 00_

G125 0900
04316 09 00

_[10-1201 (900
010-12:05 (300
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T &S AN X

Late Early |DverTise

R T NPT T T
20101206 1730 [2010-12.06 09:00.00

SN0A207 1730

206 18033 |
101207 16 03 % _
1208 1B03E |
101208 15105 % _

TN 5.0 17 61

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

oz = EH S 4 X

= 100% Adjust the ratio of preview content;

"}

L= Open the existing report file;

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

E Save report to file;

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

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

*

Close Preview

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

Exceptions dealt with:

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

Append Record

Late/Early Collactively

Business Leave/Leave

Modified Record Log

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

Append Record Ctrl+t
Append Record Collectively
Dealing With Collectively Late/Early

5.5.1  Away on Business/ Leave

When the employee 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:

97



u Employee Be away on Business & Asking for Leave

L% = ) B e

Append Dotete Modify G Bemart
Time R
Department ﬁ head office LT

Begining Tme 21101217 v | @000 &
Ending Time 20101217 v |17 2

Reason| \

Department Employee Mo, | Name Beginning Time: Ending Time Leave Type Reason
3

Deal with employee away on business / leave:

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

Modification of employee away on business or leave:

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

Deletion of employee away on business or leave

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

55.2 Append Record

If a employee 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:

# Append record

Department | B} hear offce )

Emplayes No. [ ~]

Select the relative items and click [Append] when ready.
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5.5.3 Append Record Collectively
When part or all of the employees in a department did not punch in/out because of
some reasons, please you can use this function to add punching in/out collectively, click

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

o Append record collectively &l
Departments list: Employees list: A 'E
iR e ad office Emplayes . | Mame -~ [
4 ALD » When Employees can not clock—in or
48 R0 clock-out for some reasons, You can
B Soles add the nassive clock-in or

clock-out record here.

&8 PiD

You can use the Ctrl key when
selecting many Employees;

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

State: | Clack in -

Record Time: | 20101217 v | 80000 %

v

123

Select the department, thus the employees in the department will be listed in the
employee list, select the employees whom you want to add records on to, then select
record’s state and time, then click [OK] to finish.

5.5.4 Dealing with Collectively Late / Leaving

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

[Exception] menu. The following springs:

# Dealing with collectively Late/Early X
el Employess list Clan
(®) Coming Late (O Leaving Early
Employes No. | Name: ~
Ignare clack in recard » o102 T
8103 Micheal
From| 20101217 v/ a0 3 T Lizzy
T 100000 %

The modified clack in time

20101217 s || 75000 £

Search Employees
@ fepatmant [ head ofiics v

) Shit Marmal v
v

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

2. Select time range for “ignore clock in record”;
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3. Select the “modified clock in time”

4. Search employee through department or shift;

5. Select employee;
6. Click [OK] to confirm.

5.6

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

5.6.1

Data Maintenance

Import Employee List

W Inport Employee List Cirl+t
Inport Attendance Record Cirl4I

Clear Obsolete Data
Compress Database

B Bacloup DatsBase

Initislize System

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

window:

Click [ to select the personnel list file for importing.

o Import Employee List

Select a file to import

File: ‘

Failures in imparting:

[ o ] [ Close

J

JTenglate
= Cipngher

File game:

Flusol hpe.  (Temt Pide (0 dm1)

Select the right file which can be in *.txt or MS Excel (*.xIs) formats, then click

[open]to get back to above window, click [OK] to start!

The definition of (*.txt) data format as follows:
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This format of file only can import the employee info of “ID, Name, and
department”;

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

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

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

5.6.2 Import Attendance Record

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

following window:

5

o Import Attendance Record

Select a file to import

File D

Failures in importing:

Click [-) to select the attendance record file for importing, and click [OK] to start.
5.6.3 Clear Obsolete Data
Click [Clear Obsolete Data] in [Data Maintenance] menu, springs the following

window:

0 Clear The Obsolete Data

Select the end date:
Before: |BIIE- 317 N :
Clear Close

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

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

one month ago).
101



5.6.4 Compress Database

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

5.6.5 Backup Database

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

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

5.6.6 Initialize System

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

5.7 External Program Management

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

External Frogram Management

Connect To Time and Attendance Machine

5.7.1  External Program Management
We can append external program into time attendance program for convenient

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

0 External program management El

T

Apperd Delete HModify

Program Name:
Execulable Fil [
External program list:

Program Name Executable File
L3

Firstly, we can click [Append] to add a new menu. For example, we need
“calculator” when we are operating, input “Calculator” into the input field of [Program

name], and then input “C:\WINDOWS\system32\cacls.exe” into the input field of
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Executable file or browse [ to find the calculator program, click [Save] to finish at last.
We will see [Calculator] when you open [External program management] over again:

External Frogram Management

Connect To Time and Attendance Machine

Caleulator

5.7.2 Connect to Time Attendance Machine

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

detail on clause {Time and attendance management & communication) .
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Frequently asked questions and answers
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6 FQA

6.1

The machine can't be connected with PC.

Reason

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or
cable hardware problem

Plug the cable firmly or change
another cable

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

Please enter the right COM No.

4. Not able to connect TCP/IP
(wrong setting)

Refer to the manual for connecting
Time Attendance terminal

6.2

No records found though emplo

yee have clocked in/out.

Reason

Solution

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

Synchronize the time

2. Attendance records is not new

Download the latest record.

6.3

We don’t use the ID + card mod

e to get verified.

Reason

Solution

1. Wrong ID entered

Enter the right ID

2. This user has no right to use
1:1 identification method

Set 1:1 identification method for this
user.

Please note: Should you have any other problems, please kindly email us the log

files in zip or rar (The log files are in Log directory in the installation directory of the

software)!



O ETCIgll Appendix

The main theme of this chapter is the additional
information of this T&A including access control cable

connection.
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7

Appendix

71 Interface lllustration

1 L
BUT 12V NO GND
OO0Ooao
o000
COM  NC
(I |
B+: Door bell input B-: Door bell output
485+: RS485 input 485-: RS485 output
WGO0: Wiegand Signal DO WG1: Wiegand Signal D1
BUT: Button 12V: 12V power supply input

COM: Dry contact signal public connector GND: public ground
NO: Dry contact signal connector (normal open)

NC: Dry contact signal connector (normal close)
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