
 

When we run the software for the first time, we will be asked to choose the software edition: 

 

 

The office edition support standard weekly shift or no shifts, it’s suitable for office environment. 

And the factory edition support complicated shift. We could make our choice according to our  

actual needs. 

 

The next step, we will be asked to input company information. We could also choose to set this in  

software menu later. 

 



 

Then we need to select device type: 

 

There is only one option, please just select it. All device types are for our native market. 

 

The default password would be empty, we could change it here: 

 

 

 

 

 



 

After all this finished, the main software interface pops out: 

 

 

First, we need to set system parameter here:  

 

 

 

 

 

 



 

We could set company information, and the length of work ID,  

 

If we tick “work ID” and ”card ID”, when we register user, those ID would be generated  

 

automatically. If we want to specify ourselves, please don’t tick this option. 



 

Then we could enroll departments and employees in the software: 

 

 

We could click “Add” to create new department. 

 

Then enroll user: 



 

 

 

Click “Add” to enroll new user, we could also choose default shift and weekend type here. 

 

Attend type: user attend by shift  /  attend without shift 

Default shift: we could set default shift for employee here directly, if employee use special shift, 

we could set it empty and define it later. 

Weekend ID: set the weekend type 

 

For normal shift, we need to set default shift and weekend ID correctly to make the calculation 

right. 



 

And in this demo case, we set attend type as “attend by shift” and weekend type as “2 days”. 

And enroll 5 employees in three different departments in the software: 

 

 

 

Next step, we need to set shift for employee: 

 

Or we could click the link in the left column “Shift configure” 

 

 

 



 

 

 

 

The default shift is as below: 

 

We have three default working time section 

 

The first two are normal working section, and the third one is taken as overtime section. 

 

 

 



 

 

 

Please notice: there is a punch start time in the first section, and a punch end time in the third  

 

section. Only the punch in/out records within this period would be consider valid. And for each  

 

section, we need to punch in and out. The software would take the record closest to the section as  

 

the actual punch in/out time. If we forget to punch, we will be taken as absent from work. 

 

As to these options: , “punch in” “punch out” means we have to make  

 

records both when we go out and come back, otherwise we will be taken as absent. And the other  

 

four is the shift rules which we will discuss later. 

 

We could change the shift according to our actual need: time section, shift amount,…etc. 

 

 

 

 

 



 

Then we need to configure shift rules: 

 

The late/early part is to define whether we would be taken as late for work/early leave/absence. 

 

 

 

 

 

 



 

And the overtime part define how the software would calculate overtime work: 

 

Punch and Register/Punch only: Punch and Register means we have to define the overtime in our 

software first, and then make correct records, then we will be taken as overtime worked. 

For instance, while we set shift, we set the 18:30-02:00 as overtime workaday. 

  

In this case, work during this time would be taken as overtime work., because we have register 

overtime schedule in software already. Without this setting ,even we make punch records, it won’t 

be taken as overtime work.  But if we select “Punch only”, so long as the punch record is beyond 

the scheduled working time, it will be taken as overtime work. 

 



 

By time of shift/ By in and out :  By time of shift means the overtime working time calculation 

would based on the actual shift. For instance, one man starts overtime work from 19:00, and go 

out at 20:00, come back at 21:00,and leave company at 22:00. If we choose by time of shift, the 

overtime is 3 hours. But if we choose by in/out,, it would be 2 hours,  

 

 

Temp out: this is used for some short time out control, we could calculate the time and decide 

whether to deduct it from the total working time. 

 

We could set measurement unit here. 



 

 

We set rules while no shift specified to employees. 

z 



 

 

Sometimes we make useless record, and we could set a repeat record time limit to avoid this. 

 

Then specify shift for employees: 

 
 

 

 

 

 

 

 



 

 

Select the employees or department you want to arrange shift, then set the right time period, 

choose the circle mode, then we could click “display” to show all shifts available, then select the 

shift we need, and select the weekdays we need to work, then click “save” to save configuration. 

 

4 employee use Day Shift , and 1 use no shift in this demo case. 

 

 

When we need to do records calculation, we need to download record first: 

 



 

Input correct IP address and the “search range” is the unit number we specify to separate devices 

from others. 

 

Click “ Next “. 

 

 

 

 

 

 

 

 

 

 



 

We could see the terminal management system as below: 

 

Select “gathering”, and set the right time range, then click “Gathering data” 

 

We will see how many records are downloaded and how many of them are valid. 

 



 

Then we could calculate the records: 

 

 

Select the departments or employees you want to calculate records for, and set the right time 

period, and then click “calculate”, then we will see the reported generated. 

 

In this demo case, I create punch record for Nov 17 18 and 19, it’s Thursday, Friday and Saturday. 

 

And I also create some late record, absence record, overtime records for demonstrating. 

 

 

 

 



 

There are 8 reports in total, and we could switch the table to check all of them: 

Punch record report, every record is listed here: 

 
 

Daily report: 

 

 

Pay period summary 

 

 

 

 

 

 



 

Daily punching list 

 

 

Exceptional card list 

 

Here let’s have a look at this report: 

 

We calculate 3 days record, and the standard shift is 8:30-12:00, 13:30-17:30, and overtime 

schedule for workday is 18:30-02:00. 

 

At 11-17, Tiffany had a normal day, her working period is 08:25-12:30, 13:20-18:00, because we 

choose Punch and Register for weekdays, so it’s calculated as work for 7.5 hours. 

Frank forgot to make punch records in the morning ,so he is taken as absence for the morning shift, 

only the 13:20-18:20 is valid. 

And Chris ask for a sick live for the afternoon, only worked for the moring. 

Rocky works without shift, so his working hours = (12:30-o8:25) + (18:00-13:20) = 8hours and 45 

minutes, so it’s 8.75 hour and here we keep only one decimal fraction, so it’s 8.8 hours. 

 

 



 

If we change the setting as Punch only and calculated by in/out time as below: 

 
The calculation result would be : 

 

All the time not within the schedule the time would be taken as overtime work at weekdays, and 

the overtime work time at 11-19 change from 7.50 hours to 8.80 hours. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

And we could also handle the forgetting to punch issue in  “Punch edit” 

 
 

 

 

We select the employee we want to add punch record for, and set the date, select the punch time, 

 

Then save the change. We do calculation again, we will see: 

 

 



 

And for some public holiday, we could set in the software in advance; 

 
 

 

When the holiday comes, those specified days wouldn’t be taken as absent. 

 

 

 

 

 

 

 

 

 

 



 

If your staff needs complicated shifts, like their shift circles in two weeks, we could set special 

shift in “Fixed shift bundle configure”: 

 


