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

'Initial user guide

Choose the one that meets wour needs. You can switeh between
them in the software under System =zettingCompany info.

(" Office edition

Applicable to companies in the office enwiromment.
Setting different shifts on a weekly basis in addition
to flexible operations.

Applicable to companies in the factory enwiromment.
Setting different shiftz on a dailyfweelly/monthly
basis, configuring complicated attendance rules, and
generating more customized reports.

Back(B) Hext (H) Cancel (C)

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.

Initial user guide J S
-

Enter wour company name and loge; thewy will shew up on the

report header.

v

Company name Flobleking

Company Logo

Clear |

Back(E) | Hext (H) Cancel ()




Then we need to select device type:

Initial user guide X

Please choose the correct equipment type for different machines

use different communication ports. If wou get it wrong,
communicatlion may fail.

Equipment type
b TROZ0Z2, TROZ0ZC, TROZ04, HG-AQ3, HG-A03C, HG-ADG, HG-AQBC LI
: TEOZ0Z, TROZ0ZC, TROZ04, HG-A03, HG-A03C, HG-AD6, HG—ADRC
i

Back(B) Hext (H) Cancel (C) |

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:
Initial user guide — . &
F-:-r system security, pleasze change the password.

v

Hew password I

. Confirm new passweord I

Back(R) |

Cancel (C) |




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

S T e
g Attend System V 1.1.0.702 - . 4  —

Personnel information  Equipment management [ ES SN ERE VERERTEIAENIE System Management  Help

Module configure I

Personnel informati¢ @

| & Personnel entry

Equipment managemeni @

Terminal management

Time Attendance Man: @

Shift configure

! Shift Rules Configure
Staff Shift

“_ Punch Editing

u Special Time
Registration

Attendance Processing

System Management @l

Data Management
Log off

@ Home ”E Hindows ¥

i201 1-11-16 10:17:10 Operator:sa

First, we need to set system parameter here:

v&éttendSystemVl.LOvJOZ R R R R R EEEEEEEE RN

Personnel information Equipment management Time Attendance Management BEE R NETERTEREL

|
£ Changing Password

Personnel informatit @ P Operating Log Query

| & Personnel entry Privilege setting of system

Data Management

Module configure

. )
Equipment managemeni(X

Log off

Terminal management

Time Attendance Man: @

Shift configure

! Shift Rules Configure
Staff Shift

© Punch Editing

u Special Time
Registration

Attendance Processing

System Management @

Data Management
Log off




We could set company information, and the length of work 1D,

IIII Ho. Setting | Equipment Setl

Company: IGl-:lbl eling

Company Logo:

Lnadingl Clear |

EMATL: I

i~ For Office Enviromment % For Factory Enwironmend

«Save =] | x Exit () |

Company info. 1D Hoo Setting IEquipment Setl

Length of work ID: I Eﬁ

Tip: wou can change the length of the Work ID number
orly before doing perszonmel entry.

Auto Ho. Generating

0=Work ID
1=Card II

¢Save =] | x Exit () |

-

If we tick “work ID” and card 1D”, 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:

WSS PN Equipment management  Time Attendance Management  System Management  Help
Organization setting _J
‘|| @ Personnel entry = |
FPersonnel IREOTMatifi®)
“ | @ Personnel entry '

Equipment managemeni @

Terminal management

Time Attendance Man: @

Shift configure

! Shift Rules Configure
Staff Shift

2 Punch Editing

u Special Time
Registration

Attendance Processing

—
System Management lé)

Data Management
Log off

l@ Home ” m Hindows v I

[2011-11-16 11:04:04 [Operator:sa [

l' Organization setting EEE

w & @ M

LS

Add () Edit (-Z:l Delete (D) Sav.e 12y
E-Glebleking

- 0l=5eles ST i [51obleking =]
02=Fersonnel
i 03=Suppor t Dept. ID; ||:|1

Dept. mame: ISales

Remarl: |

The definition of department 1z flexible,
such as a department for a company, a

clazs or administration for a =school.

We could click “Add” to create new department.

Then enroll user:



W SN GBI Equipment management  Time Attendance Management  System Management Help

Organization setting [
[||¥+ Personnel entry
ersonne. inrormati¢

| & Personnel entry

Equipment managemeni (@

Terminal management

Time Attendance Man: @

Shift configure

% Shift Rules Configure
Staff Shift

< Punch Editing

u Special Time
Registration

Attendance Processing

System Management (4‘9

Data Management
Log off

I’@ Home “E Windows ¥

2011-11-16 11:07:28 iOperator:sa

| Personnel entry EI@

w L A @ A ©€ & 9ol

Add (a) Edit(-:ﬁ) Massive Modify Guide () Dismi;s (L) Qu’ery@) Import (I) Export(D) Frint(F) Help Exit(f)

B Globleking Li . _ '

i O=[Sales] Employee info. s I - - s M Qi cle querYl
02=[Perzant

03=[Suppart

[V Show photo Lttend typ

Dept name: [gi=341es =1

Hork ID W Hame: Frank

Card ID: l— Card Ho: l—

Gender: Im Entry date: Imlz
=~ | - I Tdentity ID :I

Attend type: lm Default shift: [FPmmrey & _I

Team ID: lm_l Weekend ID: lm_l

Eemark: I

¥ 4dd in series ¢ Save (3] | x Cancel @)l

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:

w < O oAy N e & gl

Add (4D Edit(:E:l Mazsive Modify Guide(E) Dismiss(L) GQuery(F) Import(I) Export(@) Print(B) Help Exit ()

=8
FPerzormel Ho. I Hame I Erroll Ho. I Huick queryl
Department Identity ID htend .
(A Fersonnel Tiffany (00004 | W
Sales o001 Frank |00001 Male
Sales 000z Lily |0000Z2 Femal
U [Sales 00003 Chriz 00003 Femal
Support 0000 Rocky (00005 Male

m

ment management Wl CVEREERER RERER TS System Management  Help

Holiday configure

Modul £i
] . | Weekend configure : |
Personnel informatit @ Shift configure
| | @ Personnel entry Fixed Shift Bundle Configure ¥ . '
. Shift Rules Configure
Equipment managemeni @
. Staff Shift
Terminal management L& Punch Edi
-« Punch Editing
Time Attendance Mani(®) .| Special Time Registration

Shiktyconfrgma Attendance Processing
% Shift Rules Configure

Staff Shift
< Punch Editing

u Special Time
Registration

Attendance Processing

System Management @

Data Management
Log off

I@ Home ” E Hindows ¥ |

[2011-11-16 11:19:06 |Operator:sa [ I

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.

ﬁ!

1\ shift consists of ome or more shift sections.

Tou can configure different shifts and shift sections

baszed on your needs. Employee punches shall follow the shift setting and its rules.

Guide |

1:Add shift

’—Shi ft————

Add | Edit | Delete|

Z:hdd Shift Sections

Add | Delete |

J:Configure time section specification

—05:30-12:00

Work type

[0101=Day shift

= |2

Punch start time

Time In

Time COut

Funch end time

05:30

03:30

12:00

149

¥ Punch in
|+ Punch aut
v Late

[+ Leave early
[+ kbsent

|7 temp out

Sawve (3] |

ﬁ

A shift consists of ome or more shift sections.

bazed on wour needs.

Employee punches shall follow the shift setting and its rules.

Tou can configure different shifts and shift sections

Gmide |

1:Add shift

’—Shi ft
=Dlay shift

Add | Edit | Delete

2:4dd Shift Sections

[Shift Sections

Delete

#dd

G:Configure time section specification

—13:30-17:30

York type

|0101=Day shift

= |2

Funch start time

Time In

Time Out

Funch end time

1330

1730

139

[¥ Punch in
[¥ Punch out
¥ Late

[# Leave sarly
¥ Absent

|7 temp out

Save (5] |




% | shift configure @
& shift consists of one or more shift sections. You can configure different shifts and shift sections
based on your needs. Employee punches shall follow the shift setting and its rules. P
ide
1:4dd shift 2:4dd Shift Sections F:Configure time =zection specification

Shi £t Shift Sections 18:30-02: 00
S001=Day shift :

Work type |0201:Uvertime worladay ﬂ

V¥ Punch i
Punch start time |__'__ meR A

¥ Punch out

Time In 15:30 [ Late

[ Leave earl
Time Out 0z:00 ¥

[ Absent
Punch end time 0400

I_ temp out

Sawe (3]

add | Edit | Delete

Ahdd Delete

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.

W Fumch in
¥ Punch cut
¥ Late

W Leswe sarly
¥ Abszant

W temp wat

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:

Personnel information Equipment management M S EEELER UELERETNE System Management  Help

Holiday configure

Modul £i
St e Weekend configure

Personnel informati (é) Shift conﬁgure
‘ | § Personnel entry Fixed Shift Bundle Configure
—~ ™ shift Rules Configure
Equipment managemeni (g)
; Staff Shift
Terminal management ’ B
.. Punch Editing
Time Attendance Man:(%) .| Special Time Registration

Shift configure

% Shift Rules Configure
Staff Shift

< Punch Editing

Attendance Processing

u Special Time
Registration

Attendance Processing

System Management (g;‘

Data Management
Log off

l@ Home “ E Hindows ¥ I

[2011-11-16 11:35:56 [Operator:sa [

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

The number of minutes after the shift startl 10
time after which punches are considered
Unit of account late:

Attend without sl The rumber of minutes before the shift st-:-pl 5
iOther Rules time before which punches are considered
early:
Iz the time of late arrivwal and early IYES LI

departure considered to be time worked?

The rumber of minutes after the shift startl 29
time after which punches are considered
abzent:

The number of minutes before the shift stopl b
time before which punchesz are considered
absant:

Is overtime strict check on attendance?

& DE@) | xExit(}g|




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

o Latefearly

vertime The number of mimmtes worked after which | 29
Temp out overtime begins to accumilate:
Unit of account

Attend without b The conditions for weeltday overtime |P1.1.nch and Register ﬂ
“-Other Rules calculation:
Employes punches before the shift are |Ho ﬂ

considered owertime automatically:

Employee punches after the shift are |H.:. ﬂ
consldered overtime automatically:

If wes, the meal time to be subtracted | 0

from the overtime worked totals:

The conditions for weekend and holiday |P1.1.nch and register ﬂ
overtime caleulation:

The caleulating mode for weekend and ||:|:]35.- “the time of Eﬂ

P m } holiday owertime?
W UKD | XK Exitig) |
——

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.

7| shift configure @
b shift consists of one or more shift sections. You can econfigure different shifts and shift sections
'based on wour needs. Employee punches shall follew the shift setting and its rules. Emid
ide
1:hdd =shift Z:hdd Shift Sections G:Configure time section specification
Shift Shift Sections 15:30-02:00
S001=Day shift 1=08:30-12:00

Z=13:30-17:30

Work type |UEDI=Dvertime workaday ﬂ

¥ Punch in
Punch start time |__!__

¥ Punch out

Time In 18:30 [ Late
L 1
Time Out 0z:00 [ Leave early

[ Absent

Punch end time 04 :00 . .
emp ou

Save [S)

Add| Edit | Delete| Add | Delete |

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 :

f-lUnit of account
Lo Attend without st
i.Other Rules

4 [ [ I

How many
during a
out 7

How many
during a

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,

mimutes when out of one’ s job position
shift section iz counted “temporarily

minutes when out of one’ s job position
shift section iz counted absent?

Iz "temporarily out” counted as time worled?

temporarily out” means an employee iz out of his job
p-:-siti-:-n temporarily, lile a brealt fhen “temporarily out”

time is counted as time worked,

time worked totals; otherwize, =elect “no.

it will be caleculated inte

W K@) | xExitﬂijl

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.

Late/early
i Owertime Attend unit:
i Temp out I LI
M\ nit of account
Attend without st : ca
' ther Fules Holiday unit: |1=]'[our
| . .
Owertime unit: |1:]'[|:|1.1r
Abszent Unit: |1:]-[.;.ur
Advanced (2]
4 I [ »
W OE(@) | X Exitir) |

| ———aa e ———

We could set measurement unit here.




o~ Latefearly
i Dwertime

How many minutes is required to be I 480
counted as a “worlday”?

After a “workday, © how many minutes is I 40
required that overtime begins ta
accumulate?

| The maximum time between an employee’ s I 1440

punch in and punch out:

The maximum work time through midnight I 120
o:00) :

| Hote: “Attend without shift® iz desizned for thoze who come
| and go not on the fixed shift.

@

We set rules while no shift specified to employees.

o Latefearly

;----Dvertime The number of minutes in which the first I 5
o Temp out of repeated punches 15 considered walid?

~lmit of account

E---ﬁ;ttend vithout sl Is business trip counted into time worked IH':' LI
i Other Bules totals?

Round time I 1

The first option filters repeated punches in a short time.

The finger sensor i1z wery sensitive. Sometimes an employes
may get his finger werified a couple times when he remowes
hisz finger from the sensor a little slow. This option sets
the number of minutes in which only the first punch is
considered walid.

W 0E@D) | xExit@)|




Shift Rules

Latefearly

The mumber of minutes in which the first I g
of repeated punches 1z considered walid?

Tnit of account
Attend without sl

- Iz business trip counted into time worled
Other Eules totala? P IH-:- LI
Found time I 1

The first option filters repeated punches in a short time.

The finger senszor 1z wery sensitive. Sometimes an emplowee
may get his finger werified a couple times when he remowes
hiz finger from the senszor a little slow. This option sets
the number of minutes in which only the first punch is
consldered walid.

L F—T—

¢ 5@ | X it |

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

Then specify shift for employees:

o - Micros 2 nd e I LE >

D AW | Personnel information Equipment management | e LI L Tl System Management _Help BARERENIE
A Holiday configure =, A

Weekend configure -

Personnel informati((®) Shift configure

| @Persomel entry Fixed Shift Bundle Configure

% Shift Rules Configure

Module configure

Equipment managemeni(A)

Terminal management

Time Attendance Mani(%) 1| Special Time Registration
Shift configure Attendance Processing

%! Shift Rules Configure
Staff Shift

., Punch Editing

|| Special Time
Registration

Attendance Processing

TN TR TR RN |

System Wanagement (3)

Data Management
Log off

+ 0.1KB/S T 0.1KB/S
BrJoE: s

Wy 128




M & o

Sav‘e (2)  Cancel [C) Help Exit (X)
—[113elect Employees— | [2]5elect date range, click display to show shifts scheduled and to be scheduled —————
S [HJ5 GLobleking From |2011—11—14 x To 2011-11-20 [+ Maode |u:3y weel vl Merilew |
- e —
e El—Sales —[3]hpply shifts to employees or apply the fixed shift bundle to employee

00001=Franlk
00002=Lily i Apply shifts to employees " hpply the fixed shift bundle to employees |
~ o D0003=Chris Tear =hift
#s 02=FPersonnel 01=Attend with no shift (00:00-23:59)

= 00004=Ti £far
B[ | %2 03=Support

|rial Nl Start date | Monday |Tuesday ||’ed.nesdaj|Thursday| Friday |Saturday| Sunday |
11 |z011-11-14 [soo1  [soor  [sooi  [soot  [S0o1

L F——

3 Home ||$ Windows '|

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:

&) Attend System V 1.1.0.702
LSRR ER S Time Attendance Management  System Management  Help

r B Terminal management .
Module configu

E S
Personnel informati((})

| f Personnel entry

| Equipment managemeni @

Terminal management

Time Attendance Man: @

Shift configure
"Shift Rules Configure
Staff Shift
Z_ Punch Editing

u Special Time
Registration

Attendance Processing

System Management @

Data Management
Log off

l Home ”E findows ¥

|2011-11-16 13:32:1¢/Operator:sa




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

Add/Modify equipment
-

Addfmodify machine

hddfmodi fv sets up communication between the machine and the software. The
communication setting in the machine should mateh that below. You can checlt the
machine setting by pressing menu-setup—ol—communi cation—olk

Equipment |TRO20Z, TROZ02C, ~ | IF address: 192 188, 1.243
Communicate: | 1=TCE/IF J
Search range: | 1

[ Add a machine without cable conmection

Cancel ()

Click “ Next “.
Add/Modify equipment
-

The machine online:

It' = the searched machine, please input the machine information, then press
"Wext™ to add the new machine to database update the parameter information of
the old machine.

Equipment I |equipment or |nge equipment Purpoze Marl Position |ster r¢
[ 3 Bezisztered ag(00l Attendance Time infout |Location One |Local =

_|Rectum:0

Bacl(R) Fext (H) Cancel ()




We could see the terminal management system as below:
- L= ()

$ @ 4 ®» v

&) Client System V 1.0.0

Equip. Config Gathering Eegizter Sy=s. Config Help
E"" q-'!a #11 machines ]
E ﬂ 197 183, 1. 743 EImI-II “#dd” can add a new machine.

W 001#(Port:33302]
v o AdModitr ) |

“Property” including(getting the machine

time, status, and modifying them. ]
Property (1) |

administrator, Cancel adminiC) |

“device upgrading” upgrading firmware for
device

% “Cancel admin” can disable all
administrators, then use the machine without

device upgrading |

4 m 2

Check (8] |

[2011-11-18 13:34:57 Operator:sa | P

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

& Client System V 1.0.0 = 2
2 d & o w
| Equip. Config Gathering Register Sys. Config Help

- [ i 411 machines
& 192 168.1. 243
[« 001# (Port: 33302;

% Collect data

¥ Date from: |:2011—11—11r IL_|2”“‘11‘19 I=

Gathering from 001# equipment the infout records ... -
Writing from 001# equipment the infout records to memory ...
Gathering from 001# equipment data successfully

writing cleck infeut recerd inte temporary table. ..

Hriting the temporary data to database. .. |
Gathering total records B4, ineclude walid attendance record
| 26, repeated or inwalid record 38, Error record:0, it cost 4=

Gathering data (@) I

U-Disk load () |

[ Client System M |

Import file(I)

@ Gathering from 001# equipment data successfully Query data @ |
&' Gathering total records 64,include valid attendance record
26,repeated or invalid record 38,Error record:0,it cost 4s.

4

[2011-11-16 13:31:01 Operator:sa | y

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



Then we could calculate the records:

&) Attend System V 1.1.0.702 = l.-.

|| Personnel information Equipment management BIUERACHLERERUELERERERE System Management  Help

=T = Holiday configure
o e conii e
| o Weekend configure
Personnel informati((2) Shift configure
! | @i Personnel entry Fixed Shift Bundle Configure
% Shift Rules Configure
Equipment managemeni @
; Staff Shift
Terminal management " o
% Punch Editing
Time Attendance Man:(%) | Special Time Registration

Shift configure Attendance Processing

% Shift Rules Configure
Staff Shift
< Punch Editing

u Special Time
Registration

Attendance Processing

System Management @

Data Management
Log off

2 Home “E Hindows ¥

[2011-11-16 13:38:1(/Operator:sa [

[ Attend System V 1.1.0.702 - [Attendance Processing] [E=SEod "1
[ Personnel E Time. System Help. [HEE
~Fersormel chei
Start DI = End tine [OU008 [= guery®@ [Fatestate®)] Boort 00| By | werpt) | mocew |
E-[v|%2 Globleking eurrent shi Funch in/
2 01=Sales ard recofime I card reftendanc|record fheed Rel leave ford lrd sbs » || 2011-11-17 08:25
%2 02=Fersomnel M550 |0s:30] [ 1200 | [ [ | | s o
(V]2 o3=5upport ~ | |2011-11-17 18:00 —
g 5 Delete
Special attendsnce registrati Resul
e R SR e s
Add Edit Result
Delete Caleulate
e =
Hork ID ance de Shift d me Out'me Tnne Out shift (Mo shift 1td Sum (Daual Attd(DTransfer Shift(Hour)he workadajrertine in weekend (Howrhe &
JE=H 1117 [Day shift 16:00 750 . M
8523 ~11-18[Day shift 15:00 750
8523 ~11-18[Day shift
00001 ~11-] lay shift 1820 4. 00
00001 - ay shift 15:00 4. 00 E
00001 - lay shift
00002 - lay shift 18:20 7.50
00002 ~11-] lay shift 18:00|19 EIEIIEZ'DD 7.50 3. 00
00002 11! lay shift 18:00 7.50 'ml
00003 11— lay shift 3.50
00003 11~ lay shift 18:00 7.50
00003 —11-18|Day shift
4568 11— ttend with no shift 15:00 5. 80
4560 1116 |kitend with no shift .00
[ ~11-19]Attend with no shift
JRECN\I’“ 15 66.80 0.00 3.00 7.50 N~
i 5
= -
Filter [ 0101=Day shift [ 0fg0=Attd Sun [ 0184=Transfer Shift [ 0202=Overtine in weekend
[/ 0102=Night shift [ D18L=Actual Attd [ 0201=0ver time workaday [ 0203=Dver time in holiday
B i | D

[y — Rav punches Special attendsmee registration Daily report .| Fay period sumnary Taily report by symbol Daily punches list Shift schedule list
Exesptional card List

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, | create punch record for Nov 17 18 and 19, it’s Thursday, Friday and Saturday.

And | 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:

infout

2011-11-18

00001 Frank  [2011-11-17 | 1230 |face |0DL Time s 13:30.54
00001 [oooot Frank  [2011-11-17 | 13:20 |face |0OL Time infout|sa 2011-11-16 13.30.54
00001 [oooot Frank  [2010-11-17 | 16.20 |face |0DL Time infout|sa Z011-11-16 13.30 54
00001 [oooot Frank  [2011-11-18 | 0825 |face |ODL Tine infout|ss Z011-11-16 13.30.5¢
00001 [oooot Frank  [2011-11-18 | 13.20 |face |ODL Tine infout|sa Z011-11-16 13.30.54
00001 [oooot Frank  [2011-11-18 | 18.00 |face |0OL Tine infout |z 2011-11-16 13.30.54
ooz [ononz Lily  [2001-11-17 | 0825 |face |0DL Time infout |sa Z011-11-1 1330 54
0000z [ooooz Lily  [2000-11-17 | 12.30 |face |OOL Time infout|sa P011-11-15 13.30.5¢
0000z [ooonz Lily  [2000-11-17 | 13.20 |face |OOL Tine infout|ss Z011-11-16 13.30.5¢
0000z [ooooz Lily  [2001-11-17 | 1820 |face |01 Tine infout |z Z011-11-16 13.30.54
ooz [ononz Lily  [2011-11-18 | 0825 |face |0DL Time infout |sa Z011-11-1 1330 54
0000z [ooooz Lily  [2010-11-18 | 12.30 |face |ODL Time infout|sa P011-11-15 13.30.5¢
0000z [ooonz Lily  [2011-11-18 | 13.20 |face |ODL Time indout|sa Z011-11-16 13.30.5¢
0000z [ooooz Lily  [2011-11-18 | 18.00 |face |01 Tine infout|sa Z011-11-16 13.30.54
ooz [ononz Lily  [2011-11-18 | 1900 |face |0OL Time infout |sa Z011-11-1 1330 54
0000z [ooooz Lily  [2011-11-18 | 22.00 |face |ODL Time infout|sa Z011-11-16 13.30.5¢
0000z [ooonz Lily  [2010-11-19 | 08.25 |face |ODL Time indout|sa Z011-11-16 13.30.5¢
0000z [ooooz Lily  [2011-11-18 | 12.30 |face |OOL Tine infout|sa Z011-11-16 13.30.54
0000z [ooooz Lily  [2011-11-18 | 1320 |face |0OL Tine infout|ss 2011-11-16 13.30.54
ooonz___[ononz Tily  [2011-11-18 | 1&.00 |face |0OL Tine infout |sa ZO11-11-1A 1330 54
0000300003 Chris _ [2000-11-17 | 0825 |face |ODL Tine infout|sa P011-11-15 13.30.5¢
0000300003 Chriz _ [2000-11-17 | 12.30 |face |ODL Tine infout|sa Z011-11-16 13.30.54
00003 00003 Chriz  [2011-11-18 | 08.25 |face |ODL Tine infout |z Z011-11-16 13.30.54
00003 [ooona Chriz  [2011-11-18 | 1730 |face |0DL Time infout |sa Z011-11-1 1330 54
0000300003 Chris _ [2010-11-18 | 13.20 |face |ODL Time infout|sa P011-11-15 13.30.5¢
0000300003 Chriz_ [2010-11-18 | 18.00 |face |ODL Tine infout|ss Z011-11-16 13.30.5¢
4568 00005 Rocky  [2011-11-17 | 08.25 |Mamual/000 Time in___ |sa Z011-11-16 14.01.59
4568 00005 Rocky  [2001-11-17 | 1730 |Marmsl|000 Time ot |sa 2011-11-1F 140159
4568 00005 Rocky  [2000-11-17 | 13.20 |Manusl[000 Time in__|sa P011-11-15 14.02.27
4568 00005 Rocky  [2000-11-17 | 18.00 |Mamusl[000 Time out |sa Z011-11-16 14.02.27
4568 00005 Rocky  |2011-11-18 | 09.00 |Manual[000 Time in___ |sa Z011-11-16 14.04. 4%
4568 00005 Rocky  [2011-11-18 | 1800 |Manusl/000 Time out s 2011-11-16 14.04.44
8523 00004 Tiffeny [2000-11-17 | 05.25 |Mamual[000 Time in___ |sa Z011-11-15 14.00.56
8523 00004 Tiffany [2000-11-17 | 1230 |Manusl[000 Time out s Z011-11-15 14.00.56
RecHun: 40

Daily report:

Work ID | Name |tendance ds Shift ime Irhe Ouime Injne Out/me Injne Out| shift (He shift ([ td Sum (Dafual Attd(DTransfer Shift (Hour)|e workadagrertime
8523 Tiffanj2011-11-17|Day shift 05:25]|12:30|13:20]15: 00 T.50 1.00 1.00
8523 Tiffanj2011-11-18|Day shift 05:25|12:30|13:20]15:00 T.50 1.00 1.00
8523 Tiffan]2011-11-19(Day =hift 0.00 0.00

P [D00DO1 Frank [2011-11-17|Day shift 12:30(13:20(18: 20 4.00 1.00 0.50
00001 Frank |2011-11-18|Day shift 05 :25 13:20(15:00 4. 00 1.00 0.50
00001 Frank |2011-11-19|Day shift 0.00 0.00
nooo0z Lily [2011-11-1T(Day shift 05:25]|12:30(13:20)15: 20 7.50 1.00 1.00
0oooz Lily [2011-11-18|Day shift 05:25|12:30|13:20|18:00(19:00|22:00|7. 50 1.00 1.00 3.00
0000z Lily |2011-11-19|Day shift 05:25]|12:30|13:20]15: 00 0.00 0.00 T.50
00003 Chris |2011-11-1T|Day shift 05:25|12:30 3.50 1.00 0.50
00003 Chris [2011-11-18(Day shift 05:25]12:30(13:20)15: 00 7.50 1.00 1.00
00003 Chris [2011-11-19(Day shift 0.00 0.00
4565 Rocky [2011-11-1T|Attend with no shift 05:25]|12:30|13:20]15: 00 5. 80 1.00 1.10
4565 Rocky [2011-11-18|Attend with no shift 09:00|15:00 9.00 1.00 1.10
4568 Rocky [2011-11-19(Attend with no shift 0.00 0.00
Pay period summary
Start time2011-11-1T |+  End time [2011-11-19 |~ Query @) |Caleulate (E)| Export Q)| Print (P) | Help (H) Exit (X)

Worlk ID Hame Day shift (Hour) |[fight shift (Hour)| td Sum(Dajual Attd(Dfer Shift(ime workaday (ne in weelencie in holi
8523 Tiffany 15.00 Z.00 2,00
00001 Frank 5. 00 Z2.00 1.00
00002 Lily 15,00 Z.00 2. 00 3.00 T.50
00acs Chriz 11.00 Z.00 1.50
4565 Roclg 17. 80 Z.00 2. 20




Daily punching list

Department | Worle ID Hame |lecord date 1 Z 3 5 =]
» 8523 Tiffany |2011-11-1T|05:25 | 1Z:30 | 15:20 | 15:00

Ferzonmel [5523 Tiffany |2011-11-15| 05:25 | 12:30 [ 153:20 | 15:00

Sales o001 Frank |2011-11-17|12:30|13:20 [ 158:20

Sales o001 Frank |2011-11-15|05:2%|13:20 (15:00

Jales oaooz Lily 2001-11-17T| 05:25 | 12:30 | 12:20 | 18:20

Sales ooooz Lily 2011-11-18| 08:25 | 12:30 [ 13:20 | 18:00 | 19:00 | 22:00

Sales ooooz Lily 2011-11-19| 08:25 | 12:30 [ 12:20 | 18:00

Salas oooos Chriz |20011-11-1T|08:25 | 12:30

Sales oooos Chris |20011-11-18| 05:25 | 12:30 [ 153:20 | 15:00

Support 4565 Rocly  |20011-11-17T| 05:25 | 12:30 [ 153:20 | 15:00

Support 4565 Rocly  |2011-11-15|09:00 | 15:00

Exceptional card list

Department | Work ID Hame Record datefiecord timisigning onfcord resul|rder I)-d i1ssuing dsquipment I
b o001 Franlk 2011-11-17 05:30  |Manually iForget to|l 2011-11-17 |000
Sales Qo001 Franl 2011-11-18 12:00  [Manually iFargzet to |2 2011-11-18 (000
Sales o002 Lily 2011-11-19 05:25 |face sbnormal |1 2011-11-19 (001
Sales oaoog Lily 2011-11-19 12:30  |face tbnormal |2 2011-11-19 (001
Sales ooooz Lily 2011-11-1%9 13:20  |face Abnormal |3 2011-11-19 [001
Sales ooooz Lily 2011-11-19 18:00 | face Abrormal (4 2011-11-19 [001
Sales 0a00s Chris 2011-11-17 13:30  [Manually yHot settldd 2011-11-17 (000
Sales 0ao03 Chris 2011-11-17 17:30  [Manually yHot settldd 2011-11-17 |000
Here let’s have a look at this report:
Work ID | Name |tendance ds Shift ime Irhe Ouime Injne Out/me Injne Out| shift (He shift ([ td Sum (Dafual Attd(DTransfer Shift (Hour)|e workadagrertime
8523 Tiffar2011-11-17 |Day_shi £t 05:2512:30(13: 201800 7.50 1.00 1.00
8523 Tiffar{2011-11-18|Day_shi £t 05:2512:30(13.2018.00 7.50 1.00 1.00
8523 Tiffar2011-11-19|Day_shi £t 0.00 0.00
P[00O0L  |Frank |2011-11-17|Day shift 12:30[13.20(18.20 4.00 1.00 0.50
00001 |Frank [2011-11-18|Day_shift 0525 13:20(18: 00 4.00 1.00 0.50
00001 [Frank [2011-11-18|Day shift 0.00 0.00
00002 [Lily [2011-11-17|Day shift 0% 2512 30|13.20 1820 750 1.00 1.00
00002 [Lily [2011-11-18|Day shift 05:2512:30|13:20 1800 19:00 |22 00|7. 50 1.00 1.00 3.00
00002 |Lily [2011-11-18|Day shift 05:2512:30(13.20|18.00 0.00 0.00 7.50
00003 [Chris [2011-11-17|Day shift 05251230 3.50 1.00 0.50
00003 [Chris [2011-11-18|Day shift 0525 1230|1320 1600 750 1.00 1.00
00003 [Chris [2011-11-19|Day shift 0.00 0.00
4565 Rocky |2011-11-17 |Attend with no shift 05:2512:30(13.20|18.00 880 1.00 110
4565 Rocky |2011-11-15|Attend with no shift 09:0018:00 3.00 1.00 1,10
4565 Rocky |[2011-11-19|Attend with no shift 0.00 0.00

We calculate 3 days record, and the standard shift is 8:30-12:00,
schedule for workday is 18:30-02:00.

13:30-17:30, and overtime

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 = (12:30-08:25) + (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:

Latefearly

Owertime
-Temp out
Init of acc
-Attend without sl

Other Eules

T

ount

The number of minutes worked after which

overtime begins to accumulate:

The conditions for weelkday overtime
caleulation:

Employea punches before the shift are
considered overtime automatically:

Employee punches after the shift are
considered overtime automatically:

If wyes, the meal time to be subtracted
from the overtime worked totals:

The conditions for weekend and holiday
overtime calculation:

The caleculating mode for weeltend and
holiday owertime?

|Pu.nch ondy ﬂ
[Ho (=
[Ha =

The calculation result would be :

& OE(D) | xExitﬂiJ|

Worl ID | Hame |Lendance df ime Irhe Ouilme Injne Out/me Injne Out| shift (Hd. shift 0.td Sum(Dajual Attd(DTransfer Shift(Hour)he workadagertime in we
8523 Tiffan]2011-11-17[Day shift 05 25[12:30|13:20(13:00 750 1.00 1.00 1.00

8523 Tiffan|2011-11-18|Day shift 05.25]12:30]13: 20(18:00 7.50 1.00 1.00 1.00

8523 Tiffan]2011-11-19|Day shift 0.00 0.00

00001 Frank |2011-11-17|Day shift 12:30]13:20|18:20 4.00 1.00 0.50 0.80

00001 Frank |2011-11-13|Day shift 05:25 13:20[15:00 4.00 1.00 0.50 0.50

00001 Frank |2011-11-19|Day shift 0.00 0.00

Qoo0z Lily |2011-11-1T[Day shift 05 . 25[12:30|13. 20(18:20 7.50 1.00 1.00 1.30

00002 Lily |2011-11-13|Day shift 05 25|12:30|13:20(18:00|19:00 |22:00|7. 50 1.00 1.00 4. 00

0000z Lily |2011-11-19[Day shift 05 2512:30(13: 20(18:00 0.00 0.00 5. 60

00003 Chriz |2011-11-17[Day shift 05251230 3 50 1.00 0.50 0.50

00003 Chriz |2011-11-18|Day shift 05 2512:30(13: 20(18:00 7.50 1.00 1.00 1.00

00003 Chris |2011-11-19|Day shift 0.00 0.00

4568 Rocly |2011-11-17[Attend with no shift 05 2512:30|13:20(15:00 5. 50 1.00 1.10

4583 Rocly |2011-11-15[Attend with no shift 09:00[15:00 49.00 1.00 1.10

4563 Rocky |2011-11-19|At4end with no shift 0.00 0.00

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

[ Attend System V 11,0702 - [Attendance Prod

1] Personnel information
Perzonnel choice

Equipment management

Start tind2011-1l1-
0;

current shiFH

Holiday configure
Weekend configure
Shift configure
Fixed Shift Bundle Configul
' shift Rules Configure

EEGER
v

Globleking
2 01=Sdles

V|22 03=Support

<

Staff Shi
95 Punch Editing

L Special Time Registration

Special attendancy

Attendance Processing

re

ime Attendance Management FNECUENELEREL TN

uery @) ‘Ealc\lla(s@]‘ Export (@) | Print B) ‘

Help () | Exit () ‘

“Punch edit”

2011-11-17 08:25
2011-11-17 12:30

- 20
2011-11-17 18:00

ord 1drd abs o
v

3

Result
Z011-11-17 08:30 ~ 2011-11-17 12:00 Day shife
Z011-11-17 12:00 ~ 2011-11-17 12:30 Overtine workaday
2011-11-17 13:30 ~ 2011-11-1T 17:30 Day shift
2011-11-17 17:30 ~ 2011-11-1T 18:00 Overtine workadsy

Change shift

Caleulate

anee df Shift he Out/me Inne Outshift (i shife 0.1d Swn@ajual Avtd @[Transfer Shift Howrd)ie workadasrertine in weekend (Howhe ~
1117 [Day shift 1800 7.50 [
g 2y Shift 1600 7.50 1.00
~11-18[Day shift
1117 |Day shift 1620 [N [
—11-16[Day shift 1600 [N 050 =
—11-18|Day shift
1117 |Day shift 1620 =D T30
~11-16|Day shift 1600 19:00 |72 00[7_50 4 00
~11-18|Day shift 1600 D
1117 |Day shift 550 050
~11-16|Day shift 1600 2= 100
~11-18|Day shift
1117 At tend with no shift 16:00 680
~11-16[Attend with no shift 500
~11-18[Attend with no shift
.60 000 1010 &0 o~

0101=Day shi £t
0102=Night =hift

«

Filter

i

Eav punches

" Input personnal
iy Fxceptional card Iis

Spesial attendance registration

0180=Attd Sun
0181=Actual Attd

0189=Tr ansfer Shift
0201=0vertine workadey

Daily sttendance report < Fay period sumary

Daily report by symbol

0202=Overtime in weekend
0203=0vertime in holidsy

»

Daily punches list Shift schedule list

Home

2011-11-16 16:33:46 Dperator:sa

SRR ¥

Edit punch

p—
Select personnel
= Start date: 2011-11-17 - .
= |m a2 Globleking i End date:
‘m 01=Salez
v ™ 00001=Frank
- -
a4 00002=Lily Shift: S001=Day shift +
. 00003=Chris
:ﬁ' 02=Perzonnel Shift time: W 05:30 13:30 18:30
'; 03=Support 12:00 17:30 0200
Reazon:
~
Input perszenmel ¥ hdvanced
v Continue to add [ Reserve the zcreen info after zawe JSEIVE (s) ‘ x Cancel @j‘

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:

Work ID | Hame [Lendance ds Shift ime Irhe Oufme Injne Cut/me Injne Dut| shift (He shift 0td Sum (Dwfusl attd (OTransfer Shift (Hour)|ie workadwjrertime in weeke

[ JEEE=] Tiffan)2011-11-1T|Day shift 03:25]12:30(13:20(15:00 7.50 1.00 1.00 1.00

8523 Tiffar)2011-11-15 Day shift 03:25]12:30(153:20(15:00 750 1.00 1.00 1.00

8523 Tiffar)?011-11-19 | Day shift 0.00 0. 00

aooo Franle [Z011-11-17|Day shi ft 08:30)12:30[15:20|18:20 T 50 1.00 1.00 1.30

00001 Frank |2011-11-18|Day shift 08:25 13:20)18:00 4. 00 1.00 0.50 0.50

00001 Frank |2011-11-19|Day shift 0.00 0. 00

0000z Lily |2011-11-17|Day shift 05:25)12:30[13:20(18:20 7.50 1.00 1.00 1.30

0000z Lily |2011-11-15|Day shift 03:25]12:30(13:20(15:00 |19:00|22:00(7. 50 1.00 1.00 4.00

0000z Lily |2011-11-19Day shift 03:25]12:30(153:20(15:00 0.00 0. 00 5 &0

00003 Chris |2011-11-1T |Day shift 03:25]12:30 3.50 1.00 050 0.50

o003 Chris [Z011-11-15|Day shift 08:25|12:30[153: 20|18 :00 T 50 1.00 1.00 1.00

Q0003 Chris |2011-11-19|Day shift 0.00 0.00

4565 Rocly |2011-11-1T|Attend with no shift 05:25)12:30[13:20(15:00 5. &0 1.00 1.10

4565 Rocly |2011-11-15|Attend with no shift 03:00)15:00 9. 00 1.00 1.10

4565 Rocky |2011-11-19|Attend with no shift 0.00 0. 00

oot iE maan A A Tnan @ on



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

B Attend System V 11,0702 - [Pu L

|11 Personnel information  Equipment management Attendance Manag System Management Help BEE
= . Holiday configure
- <‘¥ il }:!\ Q Weekend configure
Add(R) Edit(E) Delete (@) GQuery@) Export Shift configure
| Work ID | Weme [Enroll Ho.|ck in/out dfiecord tim Fixed Shift Bundle Configure tion Date Remark | of puf
%/ Shift Rules Configure
Staff Shift
<4 Punch Editing
L Special Time Registration
Attendance Processing
| |Reckum:0
[ [2011-11-16 15:38:13 pe [ S -=ER ¥
1

5 & SOl N
R R CRCON .

7 | Holiday configure

w & @ M § @ N

Add(a)  Edit(E) Delete(l) Save(3) Cancel(@)  Help Exit ()

HOO1=Christmas
Holiday HO: HOO1 Holiday abbrev!Chyictmas

Start date: |12—2~'-1 [v End date: 12-31 -

Hote:

Holiday configure allows wou to set legal holidays (= 2
new vear, Chrisztmas, national day etc.) as per company
policies. policy.

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”:

| Fixed Shift Bundle Configure = e >
[ e | . —
Add (4] Edit(E) Delete(D)  Save(Z)  Cancel (D) Help Exit ()

FOOl=one week

Shift cyele Ho: I— Shift Cycle Hame: I—
FOO3=two month i Fooz ¥ 15 days

Fote: |

Shift Cyele T}’pe:lu = Day vl Shift Cyele Length Unitl 15

Serial Ho.| 1 Z 5] 4 5 B T 8 9 10
1 5001 [S001)5001 3001 [S001 5001|5001 [S001 5001 i
2 5001 (50015001 |3001 [S001

Clear shift 4

m
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