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Chapter One  System Function Instruction

Oriented by user requirements, Al Face Recognition Time
Aftendance Management System is a general-purpose time
attendance management system developed to address the
computer management on time attendance of various factories and
companies.

Al Time Attendance System supports two kinds of attendance ways:
according to work shift or unfixed work shift. It applies fo the company
which just has one work shift or has no order (only need to clock in/out
with daily attendance).lts no need to arrange the work shift for
personnel, convenient operation and supply online service.

This system was characterized by quick and brief analyzing,
processing, querying and collecting. The report forms are various as
original clocks in/out list, exceptional clock in/out list, daily fime
attendance list, monthly time attendance list, access confrol clock
in/out list and daily time attendance symbolic list. Besides, it is useful to
gathering all kinds of data, such as the time attendance, absent time,
overtime working, overdue, leave early, both the time and the degree,
and various leaves (private affair leave, illiness leave, marriage leave
etc.) showing with an infuitional symbolic form.

The permission of Al Time Attendance Management System is set
by persons in charge and operators can define their own passwords,
which effectively prevents ilegal and unauthorized use of the system.
The system has strict data input fault tolerance system to prevent
wrong operation and illegal data input. Backup function of the system
ensures that data will not be lost and the system will restore running
quickly when malfunction occurs.

Al Face Recognition Time Atfttendance Management System
possesses seven major functional modules, namely personnel
information setting, terminal administration, fime attendance
registration, access confrol management, report form printing, system
maintenance and help.
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Chapter Two System Requirements

2.1 Hardware requirements:
1.CPU: 1GMHZz or higher
2.Memory: 128MB or higher
3.Hard disk: 2GB or higher available hard disk space
4.0One communication port (COM port)
(If USB interface is applicable, a USB-COM convertor cable is
required)

2.2 Operating environment
1. Stand-alone terminal operation
Database: MSDE 2000
Operating system: WIN98/2000/ME/XP/NT/2003

2. Network operation
Database: MS SQL SERVER 2000 or higher, enterprise
edition/standard edition
Operating system of workstation: WIN98/2000/ME/XP/NT/
Operating system of server: WINDOW NT/2000/2003 SERVER
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Chapter Three Software Installation and Database
Connection

3.1 Stand-Alone Terminal Edition Installation

1, insert the CD into CD-ROM. Setup package are divided into two
parts: Al Time Aftendance Management System and MSDE
(Microsoft SQL Server Desktop Engine).

2, Open the CD, run Setup.exe and start installation of the system

3. Choose the language and press OK.

Select Setup Language §|

Select the language to uze during the installation:

4. Start installation of guide.
s Setup - A1 E|E|@

welcome to the Al Setup Wizard

This will install A1 an your cormputer

It iz recommended that pou cloge all other applications befare
cortinuing

Click Mezt to continue. or Cancel to exit Setup.

[ Mext > j Cancel

5. Click "Next”, and then choose the processing installation
path
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= Setup - A1

Select Destination Location H
‘wéhere should 21 be installed?

—_.__J Setup will install A1 into the Following Folder.

T continue, click Mext. IF pou would like to select a different folder. click Browse.

| [ EBrowse... ]

At least 52.5 MEB of free dizsk space is required.

[ <Back [ Mewt> | [ Cancel |

6. The default installation path is C:\program files\mis\Al,
then click Next”

it Setup - A1

Ready to Install
Setup iz now ready to begin installing A7 on your computer.

Click. Install to continue with the installation, or click Back if you want ko review or
change any settings.

D estination location:
C:\Program Files\COME T &1

[ <Back  |[__dnstal_ | [ cancel |

7. Click the “Installation” to install, see the feature bellow:
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e Setup - A1

Installing H
Fleaze wait while Setup installz 41 on pour computer.

E=tracting files...
C:%Program Filez"COME T %41 M\FingerOnline exe

(NNNNRRRRNNNRRARNNNARAR )

i Setup - A1 E]@IXI
Completing the Al Setup Wizard

Setup has finizhed installing A1 on pouwr computer. The
application may be launched by selecting the installed icons.

Click Finigh to exit Setup.

8. Click "Finish” to complete, Then it will pop-up a dialog box
automatically like “The application need data base management
system, would you like to install MSDE2"
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2 The application need database management system,would you lke to install MSDE?

\_&

Click "Yes" to install MSDE. See the feature bellow:

Microsoft SQL Server Desktop Engine B T

] Please wait while Windovws configures Microsoft SQL Server
| Desktop Engine

Gathering required information ...

NN Cancel |

% Note:

1. Do not run Al Time Attendance Management System without
installing MSDE or other editions of SQL Server.

2. If any edition of Microsoft SQL Server 2000 has been installed on
user's computer, MSDE is not required to be installed and only Al
Time Aftendance Management Application is required to be
installed.

3. MSDE is the free desktop database provided by Microsoft, which
can be downloaded by user.

(Note: In such situation, you need to amend the setup.ini
configuration files under the setup content. In this file [Options]
SAPWD=sa
SECURITYMODE=SQL
SPAWD means the code of sa accounts affter installation,
SECURITYMODE means authentication mode.
3.2 Network Edition Installation
Since MSDE Database management support network operation,
it can be used as network edition (when the user is not many).For

the network edition user, you need to install Microsoft SQL Server
Standard Edition or Enterprise Edition

1. Firstly to install Microsoft SQL Server,

2. For specific steps please refer to the installation process for Stand

-8-
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—Alone terminal edition.

3.3 Database connection
When initially run Al Time Aftendance Management System,
you need to created Database or connect to the existing
Database, configure the parameters for Database connection.
The following is Database connection steps:

1. It will appear the window of database configure for the first
operation. The system with connect the MSDE server under the
windows validation. After successful connection, it will
Auto-create Database. When failed to connect or the default
Database existed, It will appear that the Database configure
windows should be configured by hand.

2. Database server means the Al system SQL Server. For signal
machine, it is MSDE, for network, it is MSDE or Sql2000 or its other
vision. The system can automatically search and connect with
SQL server. For windows 2000 or higher, if local SQL server can
automatically run, but it will take about 10s (it will display on the
right corner of computer screen that the local SQL server is
running) the user could connect with other SQL serverin the net...

3. There are two modes for Al Time Attendance Program fo
connect with SQL Server, namely Windows authentication and
mixed authentication, the system default authentication mode is
Windows authentication. After connect with MSDE server, the
Database will be Auto-created. When failed to connect or the
default Database existed, It will appear that the Database
configure windows should be configured by hand.

4, Select database. "Create new database”, input the name of the
database and click "Create".

5. After the creation is successful, click "OK" button to access the
login window of Al Time Attendance Management System.

% Note:
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1. If you can not find the specified server: It might be network is
disconnected, firewall blocks 1433 port, or the server has not
been started. If local server is installed for the first time and SQL
Server has not been started, you need to re-startup the

computer.

2. If it cannot connect to the specified server, please check
whether the authentication mode, user name and password
are correct.

3. If the connection to existing database was fail, the database
might be damaged.

4. (Local) means local default instance SQL Server service.

-10-
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Chapter Four Operation Guide: from running software to
printing report

After bought face recognition time afttendance system,
you can register the personnel’s face template or register
ID for each personnel by stand alone mode. Then
operate on software. You can refer to chapter five for
detailed instructions. Please see the flowchart follow:

Tnitial User Guide — Attendance Rule Configure

——» | Holiday Cofigure e | Weekend Configure|
>| Shift Configure iy | Fixed Shift Configure

— |Organization Configure —» | Personnel Entry
S I Terminal Management I —» | Personnel Registration

—» | Database Backup

4.1 Initial user guide
Running software and it will firstly pop-up “Inifial User
Guide”, select the different software edition accordingly.
(Office building edition for simple attendance situation;
factory edition for complicated attendance situation)

-11 -
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al user guide

tD choose the different edition according to the company's need.

© Dffice building Edition

Applicable to companies in office building for its

availability of different work shifts and setting

A weekly duty in circular order besides flexible
operations

* Factory Edit

Applicable to factory for its powerful functions and
availability of scheduling shifts by day/week/month and
flexibility of customized attendance items ,attendance rules
configuration with plentiful reports.

Pricr (P | Mext (M) | Cancel(;)|

Then click “Next” to set company information, including
company name and company logo.

Initial user guide X

tev company's name and Logo, it will show In the report as report
head,

Company name

Company Logo

Load Claar

prioc®) | [[Rext@) || cancel(Q) |

Then click “Next” to choose equipment type.

-12 -
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Initial user guide x|

@' pass ChoOse the COrrect equiprment type you aré usng, dfferent
equipment has different Communication port,if you chosse the
EqQUIDMBNt type wWrong it will résult in faled comenunication

! Equement typd - - |

_Pooe®) | Nextw) | _Carcel(©) |

Then click “Next"” to set work ID length.

Initial user guide g
Geed

Please configure the length of personnel Mo,  after configured it,if
you don't want to input the No,the system will automatically create
it.

) Length of Work ID 4 i‘

Prior (P} | At Cancel(C)

Then click “Next” to setf system passwords.

-13-
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Changing Password [><]

-~ Mote:Make sure that old password is
7 correct when changing password and
i that conformity of new password imput
twice is necessaryl

L=er ID: I

Old passwword: II

Mewe passweord: I

Confirmm passwword: I

v c.:mﬁrrn(gj MK Exitx) |

The system’s default user ID is “sa”, and password for
initial login is blank. Changing password here is
suggested or you can click “System Maintenance” to
change it after you log in. See the steps bellow:

"System maintenance -> Change password”, input a new
password and confirm the new password (password can
be set as 0-2 numbers or letters), as shown in the following
figure. Then click OK to confirm.

Changing Passwornd E|

>~ MHote:Make sure that old passweord is
i correct when changing password and
3 that conformity of new password input
twice is necessary!

Ulzer ID: |

Old passwword: “

Mewy passyweord: |

Confirmn password: |

o Confrmio] € Extoo |

4.2 Attendance Rule Configure
Click the menu “Time Aftendance Management ->
Attendance Rule Configure”, it is used fo set the
computing rules for attendance system setting: working
shift, overdue, early leave, working overtime, absent.

-14 -
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Attendance rule configure E|
Rule for latefleave
Rule for overtirme Howy 10 punches in -- minutes are
Rule for outgoing marny not considered as late.
Urit of account minutes
Attend without sk Howe maty 5 punches in -- minutes are
Other Rule rminutes not considered as early
your record leave.

Are the time of late and leave early Yos -
considered as the attendance tirme?

How mary 29 punches in -- minutes are
minutes considered as absent.
vour record

Howy many: 29 punches in -- minutes are
minutes not considered as absent.

s rormre

Is overtime strict check on attendance?

v Conﬁrm(Qi XK Exit(x) |

And enfer info Attendance Rule Configure window,
setting all the parameter and click “confirm” to save it.

4.3 Shift Configure
It allows setting signing in and out time for the employees,

See the features bellow:
M Shift configure &\

Shift i the original gist for arranging shift, and each shift includes one or more time sections, (that' shift section) you
can configure different shift and shift section according to different situation;the data transaction is strictly upto the Guide
settings of shift arrangingiif no shift, then as default shift)

1:Add shift 2:Add time section F:Configure time section specification
Time sections 08:30-12:00

work type 0101=Day shift - J

30
3=18:30-02:00

¥ Punch in
Punch in time b=:3]

¥ Punch out
Or-cluty tirme 08:30 ¥ Late

W Leave earl
Off-duty time 12:00 ’

¥ Ahsent
Punch out time |_i__ ¥ Outgaing

Save(S)

Add Edit | Delete Add Delete

1. Click the menu “Time Attendance Management ->shift
configure”

-15-
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2. Click "Add" input working shift name, including time
segments amount, remark, see the features bellow:
Addingledit shfit

When wou add new shift, the systerm will automatically create time section to the
shift according to the number of time sections. After saving,you can modify the
time of time sections

shift Mo Auto Mo,
Shift Marne
Murnber of time sections 2 il

Remark ‘

W Save(s) | x Cancel(g)|

Then click "Save” to complete. Then configure fime
section and time section specification for this shift, also,
you can use the "first using guide” to help you configure,
see the features bellow:

M Shift configure @

Sh\ft is the arigingl gist for arranging shift,and each shift incudes one or more time sections. (that' shift section) you
can configure different shift and shift section according to different situation;the data transaction is strictly upto the Guide
settings of shift arranging(if no shift, then as default shift)

1:Add shift 2:Add time section 3:Configure time section specification
Shift ift consists of time section 08:30-12:00
1=| 2:00
2= 7130 "
3-13'30-02:00 Wark type 0101=Day shift - J

M Punch in
Punch in time 05:30

¥ Punch out
Oreduty time 05:30 ¥ Late

¥ Leave earl
Offuity time  [12:00 Y

¥ Absent

Punch out time |1 % Cutgoing

Save(s)

Edit | Delete: Add Delete

4.4 Organization configure

Select the system menu “Personnel Information — >
Organization sefting” to access organization sefting

-16 -
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window. Before using it, you should set company’s
organizational structure, including super department,
department ID, department name, and remarks. See the
features bellow:

™ Organization setting =3
/ =
w» < g M & €& o §
Swe(s)  CancelC) Ext()
FIRS T z
Dept. ID: fauto No.

Dept. name: Faod

= |

The defnition of department & fiadble, such
¥ 3 Sepxrtment for 3 company, a css or
administration for a school,

Then click “Save"” to complete.

4.5 Personnel Entry
Click the system menu “Personnel
information->Personnel entry” to access the window of
personnel entry, choose department name, click
“Add" ,configure work ID, Name, Card ID (it's necessary
forinductive card terminal) , gender, certificate number,
aftendance type, and so on. See the features bellow:

-17 -
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Employee info.

v Show photo

Team ID:

Empty text = | ... |

Dept name: [ .

wWork ID Name:

Card ID: Auto Mo,

Gender: O=rmale = Entry date: 2007-12-28 |~
Load Clear

Identity ID : |

attend type: [g=attend by = Default shift:  [Ermpty taxt = | ...

Weekend ID; Empty text w | ..

Remark:

v add in series

& Savels) | X Cancel(g)|

Remark: if the employees’ signing in/out according fo

fixed working shift, it's no need

to arrange the working

shift after selecting the default working shift.

If you want to add picture for employee, click picture
frame or click "Upload”, to choose "Edit picture" For
picture choosing. See the pictures bellow:

Employee info.

Iv Show photo

X

Dept name: |D1=sales

=1

Name: ’m
Entry date: 2007-12-17 |«

Work ID 0001
Edit phioto Auto Mo,
Delete photo
el pha [0=mae -]
Clear
Identity ID |

Attend tyoe! (o= attend by -
Empty text = J

Teamn ID:

Default shift D [Srpty text - J
Weekend ID: [empty text J

Remark:

-18 -
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Employee info.

X

¥ Show photo

Dept name: |Dl=sales ﬂ J
Work ID 0001 Name: teven

Card ID: ,W

Gender: m Entry date: ,ME
Identity ID |
Attend type: ,W Default shift ID ,Wl J
Teamn D [Empty text v .| Weskend Dt [Empty text +] .|

Remark: |

Load Clear

¥ addinseries v Save(d) | X CaﬂCBNQ‘

And click "Save” To complete as following picture;

= Personnel entry [\@@
w <y U A @ A & & Jeul
Addia) Edit(E) Massive Modify Guide(G) Dimission(L) Query(F) Import(l) Export(O) Print(P) Help Exit(x)
= COMET
O={sales] Persornel Mo, | name | vl o, | Quick query

02<[search]

Dept Name wark ID E 5 endance 1] weekend

0001

If you want to add more pictures for employees, doing as
above steps continually.

4.6 Equipment Setting & Communication Test
1. Add or modify equipment
Connect equipment and computer with communication

-19-
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cable. If you have many equipments work in LAN, then
you should Number these equipments, for example:
001,002 and to make sure all the Number should be
different.

Click "Terminal management” To enter info window
“Add or modify equipment"

Add/Meadify equipment

Addfmodify machine

hddfmodify sets up communication between the machine and the zoftware. The
communication setting in the machine should match that below. Tou can check the
machine setting by pressing menm—setup—ol—communication—ok.

Equipment: B IF address: |97 (@3 1. 274
Communi cate: 1=TCF/IF Fort Ho. : 33302
Search range: 1 Paszword: REsgliess

[~ 4dd a machine without cable commection

Cancel IC) |

=

At first using, to choose the equipment IP address, Port
No as well as the Communication Password, Then click
"Next”, and click "OK" To enter intfo next widow:

-20-
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Add/Madify equipment

The machine enline:

It' s the searched machine, please input the machine information, then press
“Hext” to add the new machine to databaze, update the parameter information of
the old machine.

Equipment ID |equipment or |nge equipment| Furpose | Marle | Fosition |Lster re
» Hew equipment 001 Attendance Time infout |Location One Local =

JRecNumZD
4 2

Baclk(B) Hext (H) Cancel [C) |

Click "Next" And "Finish" To complete.

2. Property setting
a. Face recognition time attendance (face
recognition time aftendance and access control
system)
Click "Property "Button, and select “get equipment’s
Time” “set equipment time to computer fime” “get
Equipment status” then click “confim” And change
the time on device to the computer time, and list the
information on device. (You can modify the place of
access control equipment) as following picture:
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Equipment attribute &

ell setting ] Other ]

™ Get eguipment's time
v Set the equiprment time to computer time

v Get eguipmemt status

Close device(C) v Conﬁrm(gl XK Exit(x) |

b. Inductive card terminal: click “Set equipment time
to computer time”, it allows configure the terminal to
"Standalone mode” for register by software, and then
exit this mode when you complete registration. It also
allows configure the place of access confrol terminal.
Click "Property "Button, and select

4.7 Get enrolls data from device.
Modify equipment time and check device
information, you are suggested o read registered
information from database as for backup.
Click “Personnel registration” And enter into personnel
registration window. And click “Check” To search
device, and then click “Get all enroll” Bufton to get
enroll data from device.
4.8 Stuff shift
<Notice: if user has already seftled default shift as fixed
shiff, then you can skip this step>

-22-
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Click “Time attendance manage management—>Stuff
shift”

= Stuff shift CIEX

=8 y
M @ e ¥
Save(s)  CanceliC) Help Exit(X)
[1]15elect personnel [21input date range, click to display shift list “display shift scheduled"

From [poo7-12-01 [~ o |poo71z-31 [- wmode [o=By week ~]| Display

[3]Select work shift or regular shift round and then click in the following tabls to modify shift

2 COMET

2 D1-sales
=2 n2=search
= Shift schecduled by work shift £ shift scheduled by fied shift round
lear shift
001=ttend| Dauble click to
001=Day shi

:'—1

© Input personnel

Choose the stuff who need to be arranged shift, input the
date range, select display mode, and click “display”
button. Select “shift schedule by work shift” or “shift
schedule by fixed shiftf round”, then you can arrange the

shift in table.
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M Stuff shift
M % e §
Save(3)  Cancel(C) Help Exit(X)
[1]select personnel [2]input date range, click ta display shift list "display shift scheduled”
= w5 COMET Ffrom  [2007-11-26 |v To  [2008-01-06 [+  Mode 0=By week | Display
EHTIE~ 01=sdes [3]Select wark shift or regular shift round and then click in the following table to modify shift
v 00003=abd.
w77 00004=john = Shift scheduled by work shift " shift scheduled by fixed shift round
V| 00005 =samz
F lear shift
v| 7 00006=seve | Rnni=Attend with no shift(D000-23:59)
V|7 00007=golde 001=Day shift{08:30-12:00 13:30-17:30 18:30-02:(

|7 o001=stever
22 0z=search

orial My Start date |Monday | Tuesday [lednesde[Thursday| Friday 3aturday | Sunday ~
1 [e007-11-26 1
2 2007-12-03
3 2007-12-10
b4 2007-12-17
5 2007-12-24
& 2007-12-31
< | & |
(It pesonre S S S S O v

Click "Save” To complete.
4.9 Data gathering
After registered face template on device, the user needs
to gather the data from device to check the attendance
records. Before gathering data, you need to check if the
device is on line firstly, and then click button "Gathering”
pop-up window bellow:
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Client System V 1.0.0

9 0 @ w ® o

Equip. Config Gathering Register Watch Sys. Config Help

|l equipments
COML(38400)
* [V 001# [Location ¢

 Collect new data

 Collect all data { including new and collected data)

I~ Carrect time

U-Dick load(U}
Impart file(l)
Query data(D)
Clear data(C)

|~
|»e

Check(s)

2007-12-26 08:54:4¢ Operatorisa [ 2
Press button “Gathering data” to get data from device.
After finishing data gathering, it will show features as
follows:

Cl

nt System V 1

2 ® @ = s w

Equip. Config Gathering Register Watch Sys. Config Help

= vl Al Bquipments
COM1(35400)
[+ 0014 [Lacation ¢

@ Callect new data

¢ Collect al data ( including new and colected data)

Gathering from 001# equipment the infout records ..
wiriting from DO1# equipment the injout records to memory .. ¥ correct time
Gathering from D01 # equipment data successfully

Client System

i Gathering from 0014 equipment data successfully LI
\') Gathering total records 14,include valid attendance record Orepeated or invalid record 14,Error
record:0, it cost 2g, (1)

Clear data(C)

|~
|»e

Check(S)

|2007-12-17 13:40:3 | Operatarisa A

Click "Ok” to complete.
b. Inductive card terminal
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El Client System V 1.0.0

hd D & W= o ©

Equip. Config Gathering Register Watch Sys, Config Help

=-[]sf Al equipments
=-|v| & com1(33400)
[v]+ 003# [Location

& Colect new data

£ Collect al data ( including new and collected data)

I~ correct time

U-Disk load (L)
Impart file (1)
Query data(D)
Clear data(C)

< Il | =

Check(3)

|2007-12-29 10:10:3: [Operator:sa Y

4.10 Time attendance report
Click “Time attendance management—>Time
aftendance processing”, see the features bellow:

COMET A1 Attend System V 1.1.0.679 - [Time Attendance Processing]

1 Personnel infarmation  Equipment management  Time Attendance Management  System maittenance  Help

[ Personnel choice

Start time [2007-1201 [~ End time [2007-12.31 [+ Query(@) | (B)Re(raallExpDrt(Q) an(E)l Hel
Work ID | Name | shift(Hcht shift (He  Attd Sum(Day) | Actusl Attd(Day)  |me workadayie in
Mooor  [steven | [ | | |
*[v]@2 02=search

e Bl 2
¢ Inpuit personnel Leave/over time/business trip ragister < Daly time attendance list . Monthly attendance summary . O

I

[ |2007-12-17 13:43:3¢ Operator:sa [

Input the personnel's name and date which you want to
query. And click “query button”, pop-up the following
windows:
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T Persornel information  Equipment management  Time Attendance Management System maintenance  Help BEE

Personnel choice

Start time [2007-1201 [ = End tine 20071231 [+ query(@) | @retrest | Bporticy| prnte) | i

= COMET
2 D1=sales 00003

%2 02=search 00004 [iohn

| [0000SJsamant |
00006 _Jseven

00007 |aolden|

o 0001 Jsteven|

1n|2a(2p|3a|3p|4a 4p|Sa[Sp| 6a|en| 7| 7p|8a|Bp | 9a[On[10c0p1 1o 1k 1212 Be 314z A

W L]
A »

= 4
Input personnel Dally time attendance fist < Monthly attendance summary . Daity symboic attendance list v

2007-12-17 15:53:1< Operator:sa

You can export or print the attendance report including
punch list, leave/over time/business trip register list, daily
attendance list, monthly attendance list, daily symbolic
aftendance list, daily clock in/out, shift schedule list,
exceptional card list.

If you want fo print attendance report, click “print”
button to enter into print setting window:
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Print configure ._.
Pararmeter setup ]Page setup ]

Print type
s
" Print direct @ & Print preview

 user-defined report forms

Format of report forms
T Standard report forms

° Standard grouping v [
f« Standard report

Others
rMulti-colurmns u] Iv Print master when detail is null

Cancel |

Click "confirm” To enter into preview window:

Monthly altendance summary

DeptMame + ssles DeptD : 01

Attd [Actual] = o e TTETETEVETET Briyate [ Sick | Annual |Weddin Leave

Work ID | Mame | Sum(D | Attd[D in day's leavelH (leave(Ho | leave(Ho | g leave early |Absence
il

in in Bttend
ol | sl | otk weekend) hoidaH) T | wl | Houl Titne)

Late([Time
B 1ate]%]

0001 |steven

Click button F= to print report.
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Chapter Five Detailed Operation Instruction
5.1 System Login

The login window is intended to verify the password and
the level of the operator who is about to login. The
system administrator ID is "Sa" And password is left bank
for initial log in. If no configuration for this, the login
window will not be display.

[ Operation Steps]:

1. After running the software, it'll display Front Page

2. Select the corresponding user, enter the password,
and

Then click the "Ok” to log in.

Log on system @

N

A1l ATTENDANCE SYSTEV

User I0: (AN~  XQ©
Password: l xEXit[X)l

5.2 Time Attendance Management
5.2.1 Time attendance rule configure
It allows the user to set rules for time attendance,
including work shift, late/leave early, overtime,
outgoing and so on.
[Steps]:
1. Click menu "Time Attendance Management "
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—>Attendance rule configure " And you are prompted
with the following figure:

1> Rule for late/leave early

How many minutes punches in are not considered as
Late; how many minutes punches in are not
considered As early; how many minutes punches in are
considered as Absent; how many minufes punches in
are not considered As absent, E.g. within 10 minutes,
you punched in, are not Considered as late, and
exceed 10 minutes, will be considered as late.

Attendance rule configure @

R e
Rule for overtime How 10 punches in -- minutes are
Rule for outgoing mary not considered as late,
Unit of account minutes
Attend without sk How marry 5 punches in -- minutes are
Other Rule minutes not considered as early
your record leave,
Are the time of late and leave early Yes -
considered as the attendance time?
Haw mary 29 punches in -- minutes are
minutes considered as absent,
your recard
How rary 29 punches in -- minutes are
minutes not considered as absent.
,@Is overtime strict check on attendance?
< ¥
o Conﬁrm(Q1 X Exitx) |

2> Rule for overtime
How many minutes the overtime exceed the started
time is valide The condition of workaday: "Record and
Sign on card" Means pouching records on device,
meanwhile make records on "Special time attendance
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registration” For overtime records; if choose "Record
only" it means when you punching on seminal for
overtime records. The time before shift is considered as
overtime automatically; E.g. Working at 08:00 and you
pouched at 7:00, then it mean you worked overtime as
one hour. To configure the calculation condition of
overtime for weekend and overtime in holiday, the
calculation model of overtime in holiday. If you choose
by time of shift, it will compute the overtime by reason
type of shift. If you choose By in and ouf, it will
computing overtime by the two most closed records
from all punch in/out records excepting normal punch
in/out aftendance.

Attendance rule configure @
Rule for latefleave
Rule for overtime How many minutes the overtime exceeds 29
Rule for outgoing the stated time is it valid?
Unit of account
Attend without sk The condition of overtime workaday: Record and sign on -
Other Rule
The fime before shifts is considered as Mo -
overtime automatically:
The time after shifts is considered as Mo -
overtime automaticaly:
the time of extend overtime to cut the eating
The calculation condition of overtime Fecord and sign on -
weekend and overtime in holiday;
The calculation mode of overtime weekend D=8y "the time of sl +
< bt and owvertirme in holiday:
e CDnﬁrm(Q| X Entx) |

3> Rule for outgoing
How many minutes the middle way time of duty
exceeds the started time is it out going? If the middle
way fime of duty exceeds setfing fime, it will be
defined outgoing. How many minutes the middle way
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4>

fime of duty exceeds the started time is it absent from
work?e If the middle way time of duty exceeds setting
fime, it will be defined absent. Is outgoing considered
as fime aftendance: if select yes, outgoing will be
considered as work time. Selecting No, outgoing will

be deducted from work time.
Unit of account

Attend unit/holiday unit/overtime unit/absent unit, you
Day/Hour/Minute/Times
according. Also the user can set attendance rule by
clicking button “advance”; it will directly effect time

can select the wunit as

aftendance processing.

Type setting of attend check @

[ ) i
v % @ M % & 9 o §
Add(a) Edit{E) Delete(D) Export(Q)  Print{P) Help(H) Exit(X)
= Attendance type
Result NO: Result Name: Day shift
0102=Night shift
0180=Attd Sum  Result Unit; Igore(min): Iig
0181=Fact Attd
- Over type Round type:
+ weekend type o _ R : R —
- Leave type .| ResultID | Result unit jlected value(MinURounding way st standard(Miny__ Result ty »
- Business trip type!  »|0101 Hour 0 None 0 Attendance
- Outgoing type 0102 Hour 0 None (1] Attendance
- Absence type 0150 Day 0 None 0 Attendance
0181 Day 0 None 0 Attendance
0201 Hour o None 0 Over type
0202 Hour 0 None 0 Over type
0203 Hour 0 None 0 Over type
0301 Hour 0 None 0 Weekend t
0401 Hour 0 None 0 Leave type
0402 Hour (1] None 0 Leave type
0403 Hour 0 MNone 0 Leave type
_ ez | ) [ [ i
< % | m) >

Click button “add" ,input result No  (ignore this item, if

you select "Auto No.

in fime attendance rule) result

name, result unit, round type and ignore. See the

features bellow:
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Type setting of attend check @

= "'
w & @ M @ € & o
fit{E Save(s)  Cancel(C) F ) Exit(X)
=1 Attendance type
0101=Day shift Result NO: ‘Auto No. Result Name:
0102=Night shift
0180=Attd Sum  Result Unit; 0 = Day - Igore(min): 0
0181=Fact Attd
+ Over type Round type: =
+ Weekend type
+ Leave type | Result1D | Result unit lected value(MinARounding waybst standard(Miny__ Result ty) &
+ Business trip type!  P|0101 Hour 0 None 0 Attendance
+ Outgoing type 0102 Hour 0 None 0 Attendance
+ shsence type 0180 Day 0 None 0 Attendance
0181 Day 0 None 0 Attendance
0201 Hour 0 MNone 1] Over type
0202 Hour 0 None 0 Over type
0203 Hour 0 None 0 Over type
0301 Hour 0 None 0 Weekend t*
0401 Hour 0 None 0 Leave type
0402 Hour 0 None 0 Leave type
0403 Hour 0 MNone 0 Leave type
_ e I [ [
< | & (i ) > B

For result name, the user could name it according to
need, there are the result unit as "Day/ Hour/ Minute/
Times" For selecting.

5> Attend without shift

It will infend to use for attendance without fixed time. It
will compute aftendance of holiday, and less than one
day for employee. The system will automatically
process the attendance result by two closed punching.
And it will ignore the late/leave early, the absent time
is calculated by the balance result of attend time
deducting holidays and weekdays.
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Attendance rule configure @

Rule for latefleave
Rule for overtime How many minute the attendance time up 480
Rule for outgoing to calculate a day
Unit of account

Attend without sl How many minute the attendance time 240
Other Rule exceeds calculate overtime:
How many minute between on duty and off 1440
dute(Minute):
How many attendance time exceed 120
zero(Minute):

Statement: Attend without Shift is not fix time at on duty or off
duty

v Conﬁrm(Q! X Exit(x) I

6> Otherrule
How many minutes more than once punching
considered as the first punching: it will ignore the
repeated punching in the short time; Are evection
considered as the attendance time. If select “Yes”, will
not deduct evection time from afttendance time, or will
deduct evection fime from attendance time.

% Note (For advanced configuration):

1. Cut tfail: You can set round type to cut tail to get
attendance result. It will freat the result according to
“ignore figure”

2. Round: You can set round type to cut fail to get
attendance result. By adding or subtracting a figure
according fo the ignoring figure.

3. Patch: add the round value and then cut tail according

to ignoring figure to freat attendance result.

4. Ignoring figure: to treat the result as “0”, if it isn't up to
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the ignoring figure.
5.2.2 Holiday configure

"Holiday configure " allows user to configure the holiday
like New year, May Day and National Holiday, ect. Also

the user could configure it according to company policy.

[Steps]:
1. Click "Time Aftendance Management—> Holiday
Configure ", click button "Add"” and input Holiday No.
(you can adopt Auto Number Or not). Holiday Short,
Start date and End date and Note. As following features:

w <& @ ™M & o §

Add(a) Help Exit(X)
Holiday NO: ﬁ Holiday short: ’7
Start date: [ﬁz End date: I—E

Note:

Hnliday configuration allows you to set legal holiday{eg.New
year and National day)as per company policy.

2. Click button "Save”
3. Modify the holiday name.
1> Select the holiday hame which you want to modify
at left column, Click button “Edit"”
2> Input the name you want to changed.
3> Click "Save" to complete.
4. Modify the End time or Start time of holiday.
1> elect the holiday name which you want to modify
at left column. And click “Edit”

2> Click button P Tz 1o select end date/start date
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3> Click button "Save” complete.
5.2.3 Weekend configure
“Weekend configure” Allows user to configure weekend
rest day, like one day, one and half day, two days, ect.
Also the user could configure it according to company
policy.
[Steps]:
1. Click "Add (a)" Button, input weekend number and
weekend name, and weekend time segment, and note.
See the features bellow:

= Weekend configure [Z]

» & @ M @ @ §

Séve(g) Cancel(C) Exit(X)
W002=1 day Weekend NO: W Weekend Name: [
WO003=2 days
Mon: am prm
Tues: am pm
Wed pm
Thurs: am prm
Fri: am pm
Sat: am prn
Sun: am pm
Note:

The Common holiday is usually configured as weekend days{eg.one day
rest,one and half days and two days) also you can flexiblely configure it
according to the company policy.

2. Click "Save(S)"to complete.
3. Modify the weekend name.
1> Select the weekend name which you want to modify
at left column. And click button "“Edit”
2> Input the name you want to changed.
3> the modified weekend name will update after
saved.
4. Modify the weekend time
1> Select the weekend name which you want to modify
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at left column. And click button "“Edit”
2> Click the weekend time accordingly, like Sun:
Am/pm
3> Click "Save” to complete.
*Note:

1. The useris allowed to adopt Auto No by default or edit
the weekend No accordingly.

2. the user is not allowed to directly delete the weekend
type, instead, the user could move one from this
weekend type to another type or delete the weekend
time from this weekend type, then delete the
weekend type.

3. if's not allowed the repeat between Weekend Name,
weekend No.

5.2.4 shift Configure

Work shift allows user to set punch in/out fime for
employees. You can set different shift or time segments
according fo different situation of company. And the
system will process the fime attendance records
according to this shift configure. (If no shift, it treats the
aftendance records by default shift).

[Steps]:

1. Click menu "Time Aftendance Management—>Shift
configure”.

2. Click "Add" Button in the column of "1: add shift" And
then input shift No, shiff name, and number of time
sections and Note in the pop-up window.(if you select
Auto No, you should ignore the shift No input)see
features bellow:
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X

When you add new shift,the system will autornatically create time section to the
shift according to the number of time sections. After saving,you can modify the
time of time sections

Shift No Auto No.
Shift Name | ]
Number of time sections 5 j

Rernark ’

& Save(s) | X Cance!(g)‘

Click "Save" to complete.
3. Add/Modify shift

Select the shift which you want to edit in column of
"1:add shift" Then select time segment in column of
"2:add ftime section”, and then select "Work type" And
"Punch in/out”,” on-duty time”, and "off-duty fime”
And "Punch in/out time", "Late", "Leave early", "Absent",
"outgoing". If you want to compute late, leave early,
absent, outgoing, then you should tickle the items

accordingly. As following picture:
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’Shift is the original gist for arranging shift,and each shift includes one or more time sections. (that' shift section) you
can configure different shift and shift section according to different situation;the data transaction is strictly upto the Guide
settings of shift arranging(if no shift,then as default shift)

1:Add shift 2:Add time section 3:Configure time section specification

Shift

Day shift consists of time section 18:30-02:00
S001=Day shift 1=08:30-12:00
S002=thanks 2=13:30-17:30

Waork type 0201 =0vertime workaday jid _I

¥ Punchin
Punch in time e

v Punch out
On-duty time 18:30 I Late

I Leave earl
Offduty tme  [02:00 R

™ Absent
Punch out time  |04:00 I oltgoing

Save(s)

Add | Edit | Delete Add Delete

For adding/deleting fime section in one shift, click "Add" In
column of "2: add fime section" For adding fime section or

click "Delete" In this column to delete a time section. And
then click save.

A1 Attend System

1) Save successfull

And click "OK” to complete.
4. Delete shift

Select the shift which you want to delete, and click button
“Delete”, click "Yes" in Pop-up window to complete.
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A1 Attend System

\_? / Are you sure to delete the records of Shift ID is "S001"?

% Note:

1. The user is allowed to adopt Auto No by default or edit
the shift No accordingly.

2. It is not allow to delete shift when there is some one
included in this shiff. You have to modify the person's shift
or delete his time section first, and then delete this shift.

3. It is not allowed repeat between shift No and shift

Name.

5.2.5 Fixed shift configure
It is allowed to arrange by circle fixed shift for employees.
It infends to arrange shift for employees who have
several shifts in company. The user could firstly arrange
the shift by a certain circle in "Fixed shift configure”, then
arrange the fime section in it.

[steps]:

1. Click menu "Time Attendance Management—>Fixed
shift configure" Refer to following features:
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® Fixed shift configure Q@@
- & @ M1 % @ N

Add(a) Edit(E)  Delete(D) 5 Help Exit(X)

shift cycle No: [F’g—g'l— shift Cycle Name: |aa\/ss—

Mote: |

Shift Cycle Type: Shift Cycle Length Unit: 5

| Serial No. | Monday | Tuesday [Wednesday Thursday | Friday | Saturday | Sunday A
1 5001 1
2 S001 S001 S001
|S001=steven shift(05:00-12 HlE] S001 S001
4 |§001 5001
s 5001 i

£

| I S S N
>

2. Click button Add{&) input shift cycle No. (The user is

allowed to adopt Auto No. by default or edit the shift
No.), shift cycle No. The user could select day, week,
month as unit, and then input the cycle length Unit.

shift cycle No:  [Foo1 Shift Cycle Name: dayss
Note:
Shift Cycle Type: ISR Shift Cycle Length Unit: 5

3. after you edited the fixed shift type, cycle, the fixed
shift type will show on the following column, to click the
time section on left, and arrange shift on right fixed
shift column by clicking mouse or drawing-away for
selecting shift.

4. then the shift will automatically show in the grid.

5. click “save to" to complete fixed shift configure.

6 « modify the fixed shift name, type, cycle and shift.
1>, Select the Fixed shift which you want to modify,
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then click “Edit".
2>, Edit some item accordingly and click “Save” to
complete.
7. Delete the fixed shift
1>, Select the Fixed shift which you want to modify,
then click “Delete”.
2>, Click the button Yes in the pop-up window to
confirm.
8. clear the Fixed shift
1>, Select the form included the fixed shift which you
want to clear.
2>, Double click “clear fixed shift” to clear fixed shift in
right table.
3>, Click “Save" to complete.
* Note:
1. The useris allowed to adopt Auto No by default or edit
the shift No accordingly.
2. It is not allowed repeat between Fixed shiff No. And
name.
5.2.6 Stuff shift (for factory)
it is intended to use for the employees who work by a
certain shift in certain time.
[Steps]:
Click menu: “Time aftendance management—>Stuff
shift”.
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m Stuff shift [S[=E
M & e N

Save(g3) Cancel(Q) Help Exit(X)

[1]Select personnel [2]input date range, click ta display shift list "display shift scheduled”
[E % comer ||| From [2007-10-20 [~ To  [2007-12-02 [~ Mode 0=By week ~ Display ‘
& [VIS2 01=sales [315elect work shift or regular shift round and then click in the following table to modify shift
& shift scheduled by work shift  shift scheduled by fixed shift round ‘

lear

shift
ROO1=Attend with no shlft(nn 00-23:59)

|Serial No. | Start date | Monday | Tuesday [fednesdeThursday| Friday [saturday | Sunday ~
31 2007-10-29
2 [2007-11-05
2007-11-12
4 2007-11-19
S 2007-11-26
el e S ) S S [ S ) S v

1. Select the employee, for whom you want arrange shift.
There are two types for selecting employee, one is “input
personnel”, and another is “tree shape”. And the type
“input personnel” is by default.

Click * &=l to enter into employee select window.
Selecting employee as following picture:

Choice ite

Selected item Choice personnel Selected personnel
0001=steven

0002=tina
0003=rmichael

E 8
E B

»

k]
4

=
i
=
ry

I™ Single choi Confirm(Q) | Cancel(C)

Click “Confirm”, the personnel information will show in
“Select personnel” column.
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Stuff shift (=03

(2]

Save(s) Cancell®)  Help %
[1]5slect personnel | [2Jinput date range, cick to display shift st "cisplay shift scheciuied”

Wokd  =]||LFom [1783-08-24 [v To [2007-12-02 [v  Mode |0=By week ~| Display
[31select work shift or regular shift round and then click in the following table to modiify shift
[ooc2, 84|
T @ shift scheduled by work shift  Shift scheduled by fixed shift round
lear shift

|RO01=Attend with no shift(00:00-23:59)
30

(e

Serial No. | Start date | Monday | Tuesday |fednesdz Thursday| Friday [3aturday | Sunday
> 1783-08-25

1783-09-01
1783-09-08
1783-09-15
1783-09-22
1783-09-29
1783-10-06
1783-10-13
1783-10-20
a 1783-10-27
1 1783-11-03

S T I I I I S [ — — v

MECEERCEARE

You also can select personnel by the “tree type”, as
following features:

Swe(s) Cancell)  Hep Bt
~[1]select personnel ~[2)input date range, click to display shift list "display shift scheduled"

From 1783-08-24 [v To  [2007-12-02 v Mode |0=By week ~| Display

= [v&s COMET
V|32 01=sales ‘ [21select work shift or regular shift round and then click in the following table to modify shift
@ shift scheduled by work shift " shift scheduled by fixed shift round |

lear shift
ROD1=Attend with no shift(00:00-23:59)
ght shift(1: 30

Serial No.| Start date | Monday 5aturday | Sunday &
E% 1783-08-25 | | | =
2
3
X4
S
|[C]e
7
B
| HE
|10
—ﬂ 11
e e e v

2. Input data range and select “display”, the shift schedule
will show in the following table. Refer to following features:
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= Stuff shift (=13

M & @ Ny

save(s) Cancel©)  Hep  Eit(O)
[1]select personnel ~[2]Input date range, click to display shift list "display shift scheduled”

From  [2007-11-01 [v To  [2008-0131 [~ Mode 1=By montr v Display
' [3]Select work shift or regular shift round and then cick in the following table to madify shift
" shift schediled by fixed shift round

= [vIZ2 COMET
@ (V122 O1=sales

| @ shift scheduled by work shift

[lear shift

ROD1=Attend with no shift(00:00-23:59)
=right shift(18:30-22:3

ay shift(08:00-12:00 .7:30)

[[serialNo. [Startdate] 1 [ 2 [3 [ 4[5 [ 6|7 [ 8|9 [10]11]12[13]14
e 2007-11-0

= 2007-12-0

X[z 2008-01-0 ]

[T

Il 2

" Input personnel

1. Arrange shift in the schedule table. Two types for shift
arrange is allowed. One is “shift scheduled by work shift”
and the other is “shift schedule by fixed shift round”, the
first type is by default, see the features bellow:

= Stuff shift (=13

M & e §

Swe() Cancel©  Hebp  Exit()
[1]select personnel [2)Input date range, click to display shift list “display shift scheduled™

From 2007-11-19 [~ To  [2008-01-06 [v  Mode Display

=-[v]3Z COMET
# [V32 O1=sales [3]5elect work shift or regular shift round and then click in the following table to modify shift
" shift scheduled by fixed shift round

| @ shift scheduled by work shift

Friday [3aturday | Sunday ~

Monday | Tuesday fednesdz Thursday

v

E e e T — | — E— | —— —

And the user is allowed to take “shift schedule by fixed
shift round” to arrange stuff shift. Select the "fixed shift”
and click button "“fixed shift sefting”. As following picture:
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= Stuff shift (=03

‘!

Save(S) Cancel(C)
[1]select personnel

= V|32 COMET
#-[v|@2 D1=sales

" Input personnel

«

Help

Exit(X)
[ [2Jinput date range, click to display shift list “display shift scheduled"

From  [2007-11-19 [~ To  [2008-01-06 [~ Mode 0=By week v Display

E [31select work shift or regular shift round and then click in the following table to modify shift

" shift scheduled by work shift * shift scheduled by fixed shift round
Empty template Fom  [P0071124 [=

To 2008-01-06 | v
Fixed shift setting

;;Séftal No.| Start date Munday' Tuesday Iedl:wesdaThursday Féidév 3aturday | Sunday -~
2007-11-19

2007-11-26 |S002
2007-12-03 |S001

2007-12-10 |S001
2007-12-17

ola[&[w[N[=

2007-12-24 | sooz |
> E >007-12-31 (5002 [s002

| ) [ S Y [ [ — ]

Click “save"” to complete stuff shiftf arrange.
5.2.7. Editing attendance.
It allows the employees who forgot to punch in /oute
The user can easily insert the fransaction manually.

[Steps]:

Click menu "Time attendance management—>Editing
attendance”. See the feature below:
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= Fditing Attendance Time

== 5
w & W A Q a «©w N
Add(a) =it te(D)  Query(E)  Expo Help Exit(X)
‘Work ID I Name Enmll No. I)ck infout daLemrd tlms]nff duty syrrhulpment J:)peratcu‘ Operational date [ Remark le slgn‘

Insert an employee punch

Click button "add”, select the employee who needs
to edit time attendance. Input the start time and end
time range. And select the “senior” and “sign card by
shift”, then select shift and shift fime. And then edit the
reason. See features below:

information of signing in @

Select personnel
Start date: 2007-11-24 |~ End date: 2007-11-24 |~

=-[]&2 COMET
#-[_|®2 01=sales v Sign card by shift
shift: -
Shift time: VI 18:30
22:30

Reason for sign J

" Input personnel ¥ Senior

¥ Continune Add I Reserve the screen information after saving  Save(s) | X Cancel(C)

Click "saves” to complete. If continuing to add, you
should select "Continue add”, the menu will not
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disappear after first adding, if you don't select
“Confinue add”, then the menu will disappear after you
click” save”. See features below:

= Editing Attendance Time =3
=Y ~ &
w» & B O A € 4 o i
Add{a) Edit(E) Delete(D) Query(E) Export{Q)  Print(R) Help Exit(X)

Work ID | Name |Enrall No. hck infout daecord timeoff duty syrrDperator| Operatlonal date | Remark |of signjjuipmen A
Qooo1 steven 00001  2007-11-24  12:00 OnjOff duty sa 5:23:04 Sign o1 000
0002 tina 00002 [2007-11-24 | 12:00 |On/Off duty|sa 2007-11-24 15:23:04 Sign of000
0003 michael 00003 |2007-11-24 | 12:00 |OnjOff duty|sa |2007-11-24 15:23:04) Sign ojooo

| e e i [ | p) | | ) | S s
< >

If the start date and end date is not the same day, it
means to edit specified time attendance every day
within date range.
2. Edit an employee punch
For saved signing card records, select it and click “edit”
to modify signing card date and then click “save”.(also
you can double click to edit)
3. Delete employee punch
For saved sign card records, select one or more, then
click “delete”.
Note:
1. the system will delete repeated employee ' s punch
automatically for the same person sign card at same
fime.
2. if insert employee’s punch for two teams once, it will
display by two pieces of records.
5.2.8 Special time attendance registration
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“Special time afttendance registration” allows user to set
special fime attendance such as over time, leave,
weekend, business frip and outgoing.

[Steps]:
Click “Time attendance management —>Special time
attendance registration”

= Special Time Attendance Registration =13
fos=] = &
w 4L @ A & 4O o ¥
Add(a) Query(E) Help Exit(X)

Dept Name | Waork ID | Name | Start date \Start time| End date | End time | Remark [Dperato] Operational date
>

1. Add special time attendance registration

click "Add” to open “Manual attendance record”
window select employee, desired date range,
aftendance modes including overtime, weekend, leave,
business frip, and out going. Then click “save” fo
complete. And if you select “Enroll by shift”, it will show all
the shift fime sections, then select time section
accordingly, if don't select “Enroll by shift” then you
should input the time sectfion accordingly. See features
bellow:
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Manual attendance record @

Select personnel
Start date: 2007-11-24 > End time: 2007-11-24 ~
= [v|®2 COMET
#-[v|@2 D1=sales @ Overtime " Weekend Leave " Business trin " Outgaoing

Reslt type:  |0201=Overtime workade « | ...| W Enroll by shift
shift: S001=night shift >

Shift time: jiean-2230 ]

Remark: |

¢ Input personnel

¥ Continue to adc I~ Reserve the screen informatic o Save(s) | X Cancel(C)

Click “Save” to complete. if continuing add, you should
select "Confinue add”, the menu will not disappear after
first adding , or if you don't select “Continue add” ,then
the menu will disappear after you click” save”. See
features below:

= Special Time Attendance Registration Q@@
w 4 < @ N

Reona | [ [/ | | | &

If the start date and end date is not the same day, it
means to compute the special time aftendance every
day within datfe range.

2. Edit special time attendance registration
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For saved signing card records, select it and click “edit” to
modify signing card date and then click “save”.(also you
can double click to edit)

3. Delete special time attendance registration
Select one or more records which you want to delete,
and click "delete”
5.2.9. Time aftendance processing
it allows the user to query and print the shit situation and
attendance records
[steps]:
1. Click “Time attendance management—>time
aftendance processing”

A1 Attend Syrtem ¥ 1,1.0.679 - [Time Attendance Procesing]
1 Personnel information  Equipment mariagement - Time Attendance Management - System maintenance  Help NS
Personnel choice

Start time [2007-12-17 [ v End time [2008-01-28[¥  Query(Q) ‘ (E)Retreat‘ ‘ | _He
= [vI%2 COMET = =

- lvi2: e el

Filter 0101=Day.|0102=Nig ' 0180=Attl | 0181=Actl | 0201=Ove | 0202=0Ov¢ | 0203=0Ove__| 0301=Wel

< >

€ Input personnel

Punchlist_< Leavefover time/business trip register - Daily time attendance list »

2007-11-26 21:41:5( Operatorisa

Select the personnel who you want to query. Input the
start fime and end time, then click "query” and the
system will show the processing. See the features below:
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X]

Attendance processing

Processing embloy 00006 Processing 2007-12-15
SEVERN Date range BORMIEAE-17 ~

Press "ESC" to exit attendance processing X CanceliC)

The processing result will display in the following sheet in
different form such as punch list, daily time aftendance
list, monthly fime aftendance list, leave/over time
/business trip register list, daily clock in/out list, shift
schedule list (factory) exceptional card list. See feature
as below:

&1 Attend Syrtem ¥ 1,1,0.679 - [Time Attendance Procesing]

| Personnel nformation  EqUipment management  Time Attendance Management  System mantenance  Help _ 8 x
Fersannel choice
Start time (2007 1201~ End time [p007-12.31 [~ queni@) | RRetreat | Bxportiy| printiey | g
= [mlaz COMET work 1D [Enroll No. | Name ek injout dalecord timeof signuipment [off duty syrr{Dperator]  Operational date:
- [2]32 D1=sales »
%2 02=search m

- Resiume [ e e
< >

-
IV EEETRAE] Leavefover time/business trip register_< Daly time attendance list__Manthly attendance summary O

2007-12-36 14:12:4¢ Operatarisa

The user is allowed to "Export” and “Print” attendance
report. If you gather new data or there are new leave
and over fime attendance records within range of date
or the attendance rule is modified, you have fo
“Retreat” the attendance records to update the
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aftendance report data.

2. Export attendance report
Click button "Export” select the save path and click
“Save” then click "OK"” to complete.

3. Print attendance report
Click “Print” to configure print. And click “confirm” to
preview the attendance report. And click icon 2! to
print.

4. Report form

Al Attend System V 1.1,0,678 - [Time Attendance Processing] EEX
] Personnel information  Equipment management  Time Attendance Management  System maintenance  Help 5
 Persornel chaice Po s Poossiai]s

Start time |2007-12-11 || End time |2008-01-21 1= Query(Q) I (R)Retreat |EXDDY((Q)‘ Print(P) |

=-[¥]a COMET Work ID_|Envoll No. | Name ek infout daecord timélof signfuipment {off duty sym|operatolOperational date
(V|22 D1=sales >

_-———-——-—
< >

= ]
1 Tt EeaTizl Punch st < Leave/aver timefbusiness trp register - Daly time attendance list I

2007-11-26 22:38:0¢ Operatorisa

Leave/over time /business frip register
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Al Attend tem V 1.1.0,678 - [Time Attendance Processing]
] Personnel information - Equipment management  Time Attendance Management — System maintenance e
Personnel choice : =

Start time [2007-12-19 [~ End time [2008-01-21[>  Query(Q) | (&)Retveat]sxpm(g)( Print(e) | ke
Dent Name| Work ID | Name | Start date [Start time| End date | End time | Remark Dperata| Operational date

Help

= [v|=2 COMET
- [v]®2 01=sales

<) >
" Input personnel X Punch Bt X [eavelon T

r fime/blsiness g registerl -+ Daly time attendance list

Daily fime attendance list

Al Attend System V 1.1.0,678 - [Time Attendance Processing]
" Personnel information  Equipment management  Time Attendance Management  System maintenance

REOR e Start time [p007-12-19] = End time 20080121~ query(@) | ®Retreat | Bport(@)| pint) |

= Ve =
= LT Work ID [endance d{ Shift | shift(Hcit shift (Hitd Sum(Dzual Attd(Djne inweekenth A

- [V132 D1=sales
. | looo3 X ay o 1.00

Help

< I

© Input personnel || punchist_ Leavefover time/busness trp regiter - Dl fie atteridance It 5

12007-11-26 22:46:5¢ Operator:sa

Monthly time aftendance list
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"~ Personnel information  Equipment management  Time Attendance Management  System maintenance  Help
Start time [2007-1215] > End time 20080121~ queny(@) | (®Retreat | Bxport(@)| prnte) | e

“Personnel choice

" Input personnel

E Name | shift(H ual Attd(Dme in in hoiday(sffai A |
[steven 0.00 |
ltina 0.00
imichael 0.00
[paul 0.00

. Leavejover time/business trp register - Daly time attendance lit - Honthiy stfendance sumary

12007-11-26 22:48:1: Operatorisa

Daily symbolic attendance list

| A1 Attend System ¥ 1.1.0.678 - [Time Attenda Processing]

1 Personnel infarmation  Equipment Time Attendance System maintenance  Help
~Personnel choi
ersonnelcoce start time 20071219~ end time 0080121~ Queny(@) | ®Retreat | Exort(o)| printe) | ke
= [v|Z2 COMET Work No | Name [1a|1p[2a[2p|3a/ap 7 8p|9a|op Lociodi i ai2diariadiagiae A
- [V]22 O1=sales | looo1[steven| s s |
| 0002 |tina g g
0003 michae| S S
oo [ s g

" Input personnel

_Daly time atterdance st Monthly ttendance summary - Daly symbolc attendance st 10}

2007-11-26 22:50:1: Operator:sa

Daily clock in/out list
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Al Attend System V 1.1.0,678 - [Time Attendance Processing]
] Personnel information  Equipment management  Time Attendance Management  System maintenance  Help R
Persormel ch
i Start time [2007-12-15 ]~ End time 20080121~ Quen(@) | @Rstrest | Bxport(@)| pinte) | e
COMET Dept Name| Work ID | Name Record date 1
# (V%2 O1=sales )
£ Ihput personcel " Monthiy attendance summary < Daly symbolc attendence st Daly cock infout st~ ol
I
2007-11-26 22:51:3¢ Operatorisa

Shift schedule list (factory)
Stuff shift

M @ e

Swe®) Cncel©)  Heb  Bxt(X)

[1]5elect personnel ~[2]input date range, click to display shift list "cisplay shift scheculed”
COMET From  [2007-11-01 [~ To  [e00801-31 [+ Mode [1=By montr ~ | Display | ‘
@2 01=s3les ~[31select work shift or regular shift round and then click in the following table to modify shift—————
 shift scheduled by work shift " shift scheduled by fixed shift round |
Tear shift

001=Attend with no shift(00:00-23:59)
001=night shift(18:30-22:30

Serial No. [Start date] 1 | 2 [ 3 [ 4 g9 [10[11][12][13]14
1 2007-11-0 | |
Iz 2007-12-0)
13 |2008-01-0)
~ ST I SN ) O O O O O~
Input personnel T )1—

[
Exceptional card list
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A1 Attend System V 1.1.0.678 - [Time Attendance Processing] [NEE
-8 %

] Personnel information  Equipment management  Time Attendance Management  System mantenance  Help
Personnel choice

Start time [2007-12-19] = End time 20050121~ que(©) | (Retreat | Export(@)| print®) | e

lame _[Record dateiecord time signing onzcord resullrder Ithrd issuing dafjuipmen A

0003 |michael [2008-01-18| 08:00 |Sign on thiNot settl |2008-01-18 |000

0003 |michael |2008-01-16] 12:00 [Sign on thiNot sett]

0003 |michael [2008-01-18] 13:30 |ggn on thiot sett]
el

0003 ric 2008-01-18| 17:30 |Sign on thiNat settl

= V%2 COMET [Dept Name | Work 1D |
- [v|2 O1=sales

=

|2008-01-18 000
2008-01-18 000
2008-01-18 000

0003 michael |2008-01-19] 02:00 |Sign on th{Not sett| |2008-01-19 [0o0
| [sales 0003 |michael [2008-01-13] 12:00 [Sign on thiNot sett |2008-01-19 |000

sales 0003 michael  |2008-01-19| 13:30 |Sign on t 2008-01-19 |000

2
3
4
1
2
3
4 [2008-01-19 [o00
i,
2
1
2
1
2
1

e
e
e
e
e
e
(Not settle
e
e
e
e
e
e
e

sdles 0003 |michael _|2008-01-19] 17:30 _|Sign on thiNot sett
b 004 paul ]2DD7-12-19 18:30 |Sign on th{Not settl |2007-12-19 000
sales 004 [paui l@n?- 12-19] 22:30 [Sign on thiot sett 2007-12-19 {000
[sales 004 [paui 2007-12-21] 18:30_[Sign on thiNot sett] 2007-12-21 |000
\salas 004 paul |2EIEI7- 12-21| 22:30 |Sign on thi{Not settl 2007-12-21 |000
sdes 004 [paui -12-22] 18:30_|5ign on thiNot sett 2007-12-22 {000
| [sdles 004 [paui -12:22] 22:30_|Sign on thiNot sett 2007-12-22 {000

[sales’ 004 paul |Sign on thinot settle |2007-12-23 [o00
| lsales 004 paul 22:30_|Sign on thiNot settle[2  [2007-12-23 |000)
sales 004 paul |2007-12-24[ 18:30_|Sign on thiNot settle[t  [2007-12-24 {000

' | | |
2|

1

¥ -3=No Prc | 0=?TD? ¥ 3=Leave ¢ 6=Outgoi
V| -2=Not se|_| 1=Normal | 4=Overtin¥ 7=Abnom
Vvi-1=ForgetVl 2=Late ¥ S=Absenc

Filter

€ Input personnel Daly symbolic attendance list < Daly clock infout list < Shift schedule list - Exceptional card list «

5.3. Personnel information
5.3.1 Organization setting
“Organization setting” allows user to set the company’s
department, including department ID, department
name, and remark.
[steps]:

1. Click "Personal information—>Organization setting”.
You are suggested to edit the department, including
department ID, department name, and remark.

2. Choose one department, and click "Add” to and
employee for one department and choose super
department accordingly. Select company name, if no
super department. And input the department ID (auto
ID is by default), deparfment name and remark. See
the features below:
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= Organization setting

Addia) Edit(E) Delete(D) “ovelo)  Cancelic) Export(0)  Help(H)  Exit()
= COMET
01=sales Super dept.
Dept. ID:
Dept. name: H“‘S—
Rernark:

The definition of department is flexible, such
as a department for a company, a class or
adrninistration for a schoal.

3. click “Save” to complete.

M Organization setting E\@
- & W M @ & @ §

Add(s) Edit(E)  Dele )] Save(S) Cancel(C) Bport(C) HelpH) Exit(X)
= COMET
01=sales Superdept.  [comET -]

02=manager office

Dept. ID: lAuto No.
Dept. name: !Tech office

Rernark:

The definition of department is flexible, such
as a department for a company, a class or
administration for a school.

4. Change company department

1>Choose the department which you want fo changed
2> Press the left-key of mouse to the department name

which will be defined the senior department.
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= COMET
Ol1l=sales
03=Tech office
02=manager office
D4=testing office

05=R and D office

3> Release the mouse, see the following feature:
A1 Attend System

4> Click “Yes" to complete, or click “No” to cancel.

5. Modify department ID and department name
Choose the department which you want to modify, and
click “Edit”
1>Click “save” and the department person will update
accordingly.
* Note:
1. When the department Id is auto ID by defaulted, the
user is not allowed to delete the department ID.
2. When the department has its sub-department or there
are some employees in this department, the user is not
allowed to delete the department, you could move

the employee to another department first, and then
delete this department.
5.3.2 Personnel entry

It allows the user to modify employee’s basic information,
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including department, work ID, name, and enroll number,

card ID (Inductive card terminal), gender, and entry

date; Input or modify personnel and attend property.

including, default shift ID , team ID , fixed weekend ID;

query and export for personnel information.” team D"

allows the user to query and registration, usually, put the

employee who has the same attend type and
aftendance time in to one team.

When operating attendance registration (like shift, edit

allowed to select personnel according to team ID and

query condition. And allow user to enroll by the way of

importing personnel information (appendix 1)

[Steps]:

1. click * Personnel information—>personnel entry” and
the window of “personnel entry” shows up. You should
input the personnel basic information, like Department
name, team ID, shiff, and fixed weekend.

2. Before enroll personnel, it is needed to prepare the
basic information well. including department, work ID,
Enroll Number, ID number, name, gender, enroll date,
fixed shift, fixed weekend, team ID, and so on. You can
input or not the identify ID according to need.

3. Select the department which belongs to the person
who you want to add. And click “add”

4. Input information data.
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Employee info. X

Mphﬂ Dept name: l01=sa[es :_I_]

Work ID l— Name: I—
Card ID: W

Gender: [o=male ] Entry date:  [007-11-28 |~
Identity ID : I
Attend type: [0=attend by v | Defauit shift ID [Empty text v | _|
Teamn ID: ’m _] wWeekend ID: ,m _l

Remark: |

Load | Clear l

W addinseries o Save(®) | X cancei(c)|

b. Inductive card terminal.

Employee info. X

v Show photo

Dept name: |57 =szles ]
Work ID Name: |

Card ID: IAuto No.

Gender: [U=male = I Entry date: I2007.11.23 -
Identity ID : I
Attend type: [0=attend by v | Defauit shift ID [Empty text v | _]
Team ID: lEI‘nDt‘I text v ILI Weekend ID: IEmpty text v 14‘

Rernark: |

Load ] Clear |

W addinseies o Save® | X cancel(g)]

5. Select the employee’s picture. Double click the picture
frame or click “load” to choose the picture.
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Employee info.

v Show photo .
e ~ Deptname: [n1-cyies lJ_J

Work ID W Name: W
Card ID: W

Gender: m Entry date: ’m‘z
Identity ID : |

Attend type: ,m Default shift ID 'm _]
TeamID:  [Empty text v | .|  WeekendIDi [Emptytext +| ...

Remark: [

Load Clear

Jv Add in series

)| X Cancel(C)

6. Click save to complete.

7+ Repeat the step3,step 4,step 5 and step 6 to add another
personnel.

8. Exit after you finished.

9. Modify the employee name, enroll Number, work ID.
1>, Select the employee who you want to modify. And

click "edit”
2> . Modify the work ID and card ID and name
accordingly.
3>. Click "save” to complete.
% Note:

1. Since each employee has many attendance records in
system, the employee is allowed to delete himself in
the demission window after he register himself as
demission.

2. After “personnel entry”, you should send the personnel
date to device. it dllows to download the personnel
data to device one by one or download all once.

3. The system can set work ID and enroll Number As system
Auto created or not. If created by system, the Auto No.
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will be the most minimum Number which is not used. It
allows deleting the Auto terms in aftendance rule if
Auto No. is selected when employees add.

4. In time attendance processing, if there is no daily shift
for the employee, the system will take the defaulted
shift as daily shift. Generally, the employees will take
one shift for working shift; they can select the defaulted
shift or arranging shift when the working fime changed.
Or you could arrange the shift and don’'t choose the
defaulted shift.

5. The team ID is used for choosing a personnel, which is
much smaller than a departiment. Some time, the
employees whose working time is similar will be defined
as a team. It’'s easy for choosing a personnel by feam ID.
It has nothing to do with department. the employees in
different ID allow to create a team..

6. Fixed weekend allows employees to set weekend time
for each week. The employee can choose the
weekend time, if the weekend time is not fixed, you can
edit time attendance, and not need to choose the
weekend time.

7. You can import the personnel data as Excel or export
the personnel data as Excel form for spare using in the
future.

8. The employee photo is allowed to modified only when

employees add or edit.

9. Press "Personnel entry”, input the correct entry dates,
the system will compute attendance records from the
entry date. If earlier than enfry date, it will have no
aftendance result, if later than entry date, it will display
additional attendance records.
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5.3.3 Demission register
It allows one or more employee demission, query or to
delete the employee data.
[Steps]:

1. Select the employee who you want to make him
demission, (you can drag the mouse to select more)
and then click button “demission” pop-up window
below:

A1 Attend System

.\_? H Do you want to make record of employee tina, michael,paul, for dimission?

Yes No I

2. Click yes to register demission for selected employee.

% Note:

For demission register, you should gather the data firstly

to save the data for not missing.
5.4 Equipment management

It allows user to manage device, including equipment

configure, gathering, register, system configure. Watch.
5.4.1 Equipment configure

Equipment configure allows user fo search device, and

get parameter information of device, and initialize the

equipment and modify the equipment time.
[steps]:

1. Click “equipment configure” pop-up “add/modify
(M)" window.

2. Connect equipment with computer, (you should
number each equipment if there are many
equipments, and the number is different with each
other)
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3. Select the equipment type(the default equipment
type is face recognition terminal), communication
mode (TCP/IP), IP address, Port No(default 33302),
terminal password(default 8), and input the search
range of terminals, (each terminal is assigned a
unique number in a network). see the example
below: “1--1"

Add/Modify equipment

Addfmodify machine

Add/modify zetz up communication between the machine and the software. The
communication setting in the machine should match that below. Ton can check the
machine setting by pressing menu-setup—ol—communi cation—ol.

Equipment: - IP address: (197 183 15 144
Communicate: 1=TCEF/IF Fort Hao. : 33302
Search range: 1 Paszword: RAE i et i

[ Add a machine without cable conmection

Cancel [C)

3. Click “Next" to complete.

4. If initially use the equipment, you should initialize the
equipment to clear up the previous data existed in
device. Click the button “Clear all” to initiclize the
equipment.

5. Adjust the computer time, set equipment time to
computer fime ,click button "“Property”, showing up
"Equipment aftribute” window. You can set the
equipment aftribute, including fime, equipment status,
and bell sefting. Select “Set equipment fime to
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computer”, “"Get equipment status”, and click "“Bell
setting” fo set bell time. And then click “confim” to
save the configuration.
5.4.2 Personnel register.
“Personnel register” allows the user to upload one or all
personnel information to device.
[Steps]:
1. Click the “register” button in menu of equipment
management. Shows up the following window:

Client System V 1.0.0 (=11
5 ’,
v O |~ “ wé
Equip. Config Gathering Register Sys. Config Help
5V ﬂ equipments In-service Personnel | personnel dimissed | 4 Query(®)
Bl 33“3;‘135‘;?0) ton ¢ | ept Namel Work 1D | Neme | EnrollNo. | Gender_[iefault shif[shift namefEntry date A
ocation ¢l pfsales 0001 [steven [00001  [Male 2007-11-2]
sales 0002 tina 00002 Male 2007-11-2f
sales (0003 michael 00003 Male 2007-11-2f
sales__|o04 lpaul 00004 |Male [2007-11-

QG T — — | S—— | S_— S _— ] =

cormesponding fingerprintfpassword/card for the current person | I~ Operate all employees

5 Enroll No. | Backup 1D [Jurisdiiction| Get all enrall(a)

B Get one enroll(R)
Delete(D)

=G e

* Note:

Get all enroll: get all face template and passwords
and upload to database.
Get one enrolls: Get one face template or password
and then upload to data base.
Upload: Write the face template and name which you
select into the device.
Delete: Delete the face template data in device, and
reserve the face template data in data base.

2. Get all enrolls (The user should register all employees

on terminal firstly)
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1>, Search on line equipment, and select it.

2>, Click button “Collect employees” to save the
registered face template data in terminal to
data base

y Total successful operation on 001# equipment:S, failed : 0

And click "OK", the employee’s face template data
will display above window.

3. Get enroll data, select the employee who you want to
get his face template data, and then click " get one
enroll” the enroll data will be save to data base.

4. Upload the employee information and face template
data to device.

(Note: it allows to upload the face template data

from one to another device)

1> Search the equipment on line. And select the
equipment which you want to operate.

2> Select the employee who you want to operate
(you can click button “Operate all employees” o
register all employees in data base)

3> Click button “Upload”, it will delete the face
femplate and passwords in device and then
upload the new face template and passwords
from data base. Show the icon bellow:
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Client System @

3 Total successful operation on 001# equipment:s, failed : 3
\-\.) employees who failed to be operated due to other factors are:
gary=00008;steven=00001;tian=00002;

4> Click "OK" to complete.
5. Delete face template /passwords in device”

1> Search the equipment on line. And select the
equipment which you want to operate.

2> Select the employee who you want to operate
(you can click button “Operate all employees” to
delete all employees in data base)

3> Click button “Delete” show up following icon:

Client System @

i Total successful operation on 001# equipment:0, failed @ 1
\) employees who failed to be operated due to other factors are: gary=00008;

4> click "OK"” to complete.
% Note:

1. If adopt “ Get all enroll” to register the employees, if
will delete the face template/passwords in data
base firstly, and then download the face
template/passwords into database.

2. If adopt “ Upload” way to register the employees, it
will delete the face template/passwords firstly and
then upload the face template/passwords in
database.

3. when register the employees, the enroll number must
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be the same with that of Al software, otherwise, the
face template will not match the employee.
5.4.3 Date gathering
It allows gathering the fime attendance records from a
specified device and specified employee within a
certain period. As well as importing the file with a
specified time section.
[Steps]:
1. Click “Gathering” in “EqQuipment management” show
up window bellow:
2. Select equipment which need to be collected date.

Client System V 1.0.0 ExX
2 (&) 8 & s (2}
Equip. Config Gathering Register Watch Sys, Config Help

ENT 5% All equipments
=1-v]s& COM1(38400)
Vv 001# [Location |~ Collect all data (

@ Collect new data

including new and collected data)

™ Correct time

U-Disk load(U)
Import file(I)
Query data(D)

Clear data(C)

Check(S)

2007-12-08 11:27:1¢ Operator:sa

3. Select "Collect new data” and click “Gathering data”

to collect new data from device.

4. Select “ Collect all data” to gather all data from device
(including the new data and collected data.)it allows
to set date of gathering data according to “Filter files
according to date”
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Client System

i Gathering from 001# equipment data successfully
\q) Gathering total records 0,include valid attendance record 0,repeated or invalid record 0,Error
record:0, it cost 1s.

5. Click “OK" to complete
e Download the time attendance records from USB-disk.
For collecting fime attendance records by USB-disk, you
should plug the USB disk intfto computer USB port, and
then open software to download the time aftendance
records, see steps bellow:
1>, click button “U-disk download” show the window
bellow:
Open @

Look in: I@Data L‘ - e BB~

g/‘

My Recent
Documents

T
L

&

Desktop
My Documents
My Computer
« |
My Network File name: | L] Open I
Places
Files of type: |".lxt LI Cancel

2>, Click ALG_001, and click "Open”
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Open @

Look jn: [ < KINGSTON (H:) < e ®@ckEr
5 DSTEVHE
2 [£) aGL_o01
My Recent
Documents

@

Desktop

k y

My Documents

&

My Computer

My Network File name: | L] Open I
Places
Files of type: |",txl ..'_I Cancel E

7

NOTE: AGL 00lis a created file when downloaded the all
Time attendance records with USB.
3> import USB Data, see the features bellow:

] Client System V 1.0.0 ————————————
(©) i ¢ e ] (2

Equip. Config Gathering Register Watch Sys. Config Help

= ¥/ All equipments
= [vIS® COM1(38400)
[VIv 001# [Location C

& Collect new data

" Collect all data ( including new and collected data)

writing clock infout recard into temporary table...
Wiiting the temporary data to database...
Import from file HAAGL_001.TXT data successfully

befieiche it v Attt e
Client System [X] UnDisk loadl(y)

) operation s over. _ mportew |
Clear data(C)

I~ Correct time

[a
v

Check(S)

2007-12-08 15:16:2¢ Operatorisa 2

6. ‘“Import files” allows importing the attendance records
which has been gathered in system. To click “import
files” button, show up the feature bellow: and input the
passwords and choose the importing files.
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Open @
Look in: [_) Data L] & ck Efv
:: |EFData135071208115110.cm:
My Recent
Documents
==
Desktop
My Documents
58
My Computer
g :
My Network. File name: [AGL_DD1 LJ Open |
Places
Files of type: ["Acm .L.' Cancel

Choose the file and click “Open” to import the file.

i ) Gathering frorm 003+# equiprent data successfully

Gathering total records 0,include valid attendance record O,repeated or invalid record 0,Error
record:0,it cost Ss.

% Note:

1. When data gathering, the system may give notice
that there are invalid gathering data. Then that means
these datais already existed or the format is wrong.
(You can query the error records according fo
notice.).Forimproving gathering efficiency, you should
set the scope of data gathering.

2. When the system is damaged, you can restore the
time aftendance records. Find the Data directory
under the installation path. You can see all the data
which is collected before. Then choose the file and
import it after input the employees.

3. When importing files, only need to import the files
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within specified time section, don't import the repeat
data files.

4. You can repeatedly collect data, the system will
automatically Judge the repeated data..

5. When gathering data, selecting item" correct time”

to correct terminal time as per the computer clock..
5.4.5. System configure

It allows choosing the equipment type and other

configuration.

Click "Sys.Config" button. Select the equipment type

and then click "Apply” to complete.

Client System V 1.0.0 D@
2 (©) (a A2 R (2]

Equip. Config Gathering Register Watch Sys. Config Help

Attendance equipment  Other configuration |

™ Auto run terminal management when starting PC

Save(s)

2007-12-08 16:29:3: Operatorisa

You can decide whether to run this system when starting
computer By Selecting item “Auto run terminal
management when starting PC”
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Client System V 1.0.0 EEX]
2 (©) a \a k23 «d
Equip. Config Gathering Register watch Sys. Config) Help

Attendance equipment Other configuration |

I~ Auto run terminal management when starting PC

Save(s)

5.5 Access control management
5.6 system management
5.6.1. System setting
It allows to set company name, logo, equipment type..
[steps]:
1. Click “System management—>System sefting” shows
up the window bellow:
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i Y
J System Setting - ﬁ

I ID Ho. Setting | Equipment Setl

Company: IFIES

Company Loga:

Lnadingl Clear |

EMATL: I

{" For 0ffice Enwiromment {* For Factory Enwironmend

¢Sa1:re =] | x Exit () |
—

The company name and logo will display as the head of
the attendance report..

2>decide if the Work ID or Card ID need automatically
generated by the
computer
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’
1 System Setting pe u

Company info. ;1D Ho. Setting EIEq_uipment Setl

Length of worlk ID: I 4ﬁ

Tip: wou can change the length of the Work ID rumber
ordy before doing personmel entry.

Auto Ho. Generating

[ 0=Herk ID
1=Card ID

“Save@) | x Exit () |

3>, It allows to set the equipment type, the different
equipment needs different soffware to match. You
should setf the correct equipment type accordingly.
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,
J| System Setting ﬁ
-

Equipment type: ICEEuEIEIS LI

“Save@:l | x Exit(X) |

5.6.2 Change passwords
It allows changing present passwords, and the old
passwords will be invalid.
[Steps]:
1. Click * System maintenance—>Change passwords”
show up the window bellow:

-77 -



Al Time Attendance Management System

% Changing Password 8]
- Mote: Be sure the validity of old
&, code and the changed code should be
s entered consistent twice.

User ID:

Old password:

l =

I
Mew password: I

]

Validate password

Confirm(o) | Exit(x) |

2. Input the old passwords, please ensure it correct, if you
input the wrong pass words it will show up the note
bellow:

WIN_ Attend System X

! 5 The entered code is wrong, please re-enter.

OK

3. Input the new passwords.

4. Input the new passwords again, ensure the passwords
which you Input twice is the same. If not the same, it
will show up the note bellow:

WIN_ Attend System X

! 5 The entered code is wrong, please re-enter.

OK
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5. After you input the correct passwords then click
ok " to complete.

*Note:
1. The administrator name can't not be modified after

you confimed once. So the administrator should
modify his name in fime when at the first log on.
System..

2. The administrator should remember his passwords well.
And don't tell others your passwords so as to avoid an
unnecessary loss.

3. Only the administrator can modify his passwords.

5.6.3 Operating log query
It allows querying the important operating log and
operating result. For example, you can check logs like
the system log on, and data base backup, the system
initial operates.

[Steps]:
1. Click “System maintenance —>Operating log query”

show up the features bellow:

Query condition @

Operator(=) Operational date(>=)
|2007-12-09 |~
Operation type(=) Operational result(=)
I = | I = |
Configure(s) | Query({Q) | Exit(x) ]

2 . Input the operator name, operational date,
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operational type, if you don't choose the operation
type and operational result, the system will
automatically operate all operation type and all

operational result.

Operation type(=)

l ]

N
1=Log on system 3 Operational result(=)
10=Data backup [0=Fai |
11=Data restore E
13=Clearing up data 0=Fail
14=System initialization 1=Success
2=Change password 2=Start
25=Modify Equiprnent Dz ¥ 3=End

You can click “"Advance” button to input the query

term. See the features bellow:

Query configuratio

Field harne Dpetation symboljogic syrnbe ority grad
p|Cperator =

B3

COperational date =

Operation type

Operational result

P

jJ Juery gmup(g)..| CDnﬁrrn(Q)| Cancel(X) |

3 .+ And then click "Query” show up the result bellow:
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M Query for operaional log.
d \

QlerviE)  Esport0)  PrrRR)  Help Exit()

Remark -~

Equiprent NO.:001(~)
Equipment NO.:00L;equip

2007-12-17 13:15:505uccess |53
2007-12-17 12:43:205uccess |53

CRewms >

% Note :

1. Click “+" to add a query condition, and click  “+"  to
decrease a query condition.

2. The PIR is the PIR adopted for Boolean calculation
under this condition. The larger the PIR, the higher the
Boolean calculation is.

5.6.4 Privilege setting of system (factory)
It allows adding administrator and set administrator’s
passwords and privilege.
[Steps]:

1. you are suggested to allocate the administers and his

passwords as following form:

No. | Working stuff Privilege Remark
: Computer Managing system(sa
Manager account)
Atftendance Dgﬂy oPergh'o‘n .no’r
2 including initialize
Manager
system
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Department

3 Que rivilege
Manager P 9

4 Account Query time
Person attendance results

According tfo the priviege form, the system
administrator will add the operator and his privilege. The
initial passwords may be empty, the operator could
change it.

2. Click "System maintenance” —>Privilege setting of
system, see the following features:

= Privilege setting of system =1E3
w & @ M & o §
Add(a) Help Exit(X)

User info

User ID: Note:
Password:

Personnel information

Equipment management

System maintenance

Time Attendance Management

< | >

3. Add operator, click " Add” button, and input the
passwords and user ID,( you are suggested o tfake the
passwords as empty)and select the privieges and
click “Save” to complete.

4. Edit privilege, click “ Edit” button, select the privilege
which you want to use, and delete the privilege which
you don’'t want to use.
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*Note:

1. when you add the operator, you may not set the
passwords, and leave it empty. And it can be
changed by operator when the operator log in.
otherwise, It will be confused.

2. It is better to distribute the account to each operator
according to working privilege. if the system only has
one operator as administrator, then it may not add the
operator.

3. For the operator name, try to make it meaningful.

4. When add new operator, his privilege will be defaulted
as previous operator. And the administrator could add
or delete the operator’s priviege according to need.

5. Each operator should remember his passwords well, it
will be no way to get it once you forget it. especially the
passwords of sa for administrator..

6. The defaulted administrator is sa, it is not allowed to
delete, who has the super privilege.

7. If the operator dismissed ,it is not suggested to delete
him, once he is deleted ,all the previous operating log
will not match accordingly. You can log on with this
operator, and change his passwords to make it invalid,
and you can delete the previous operatfing log. If
needed.

5.6.5 Operator management (office building)
It allows adding operator, set initial passwords of
operator. “sa” is system administrator, you can set
another operator account from “sa”. It has all privileges
which other operator don't have, including Operator
management, operating log query, Data maintenance,
and system setting.
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[Steps]:
1. Click “System maintenance->Operator management”
show up the window bellow:

= Operator Management @

& ot & i
Add(a) cle Help Exit(X)
User info.

User 1D: I

Password: I

2. Click " Add ", input user ID, passwords, and click
“Save” to complete
5.6.6. Data maintenance
It allows maintaining the system Date base including
backup data; data restore data clear up, and clear Log
and others. Click "System maintenance—>Data
maintenance” please close the other window before
open data maintenance window.
1. Data backup.
It allows to back up data base, including all kinds of from.
(personnel data form, punch list, fime attendance report)
and all kinds of system configure, including time
attendance rule configure, weekend configure, terminal
management, Team ID configure)
[Steps]
1>, Click “System maintenance—>Data maintenance”
the default menu is "Backup”, see the features bellow:
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Data maintenance @

;| Restore I Clear up ] Clear Log | System Reset | Other |

History backup:

[] Operational date | Save dadabase | Operational result

&

BackupiB)

2>, Click " Backup "button, show up feature bellow:

verify code [Z]

L "Data Backup" is the advanced
» operation, which may cause data lost ,
é therefore please input your passwiord
for verifiying your privilege

User ID: I‘

Password: "

& Confirm (Q_i X Cancel(C )|

3>. Input passwords ,and show up the following feature:
The default file name is DBOC110628_+ present date;
it allows modifying the present name
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Backup database! @
Savein: | BackUp

=] « £k B3
. [BoBoC110679_071211123451.2ip

My Recent
Documents

@

Desktop

2

My Documents

My Computer

My Network. File name: i] 0 31959 - l Save
Places .
Save as lype: I - Cancel

N

4>, Click “Save”, show up information:

A1 Attend System

% ) Backup data to C:\Program Files\COMET\A1\BackUp\DBOC110679_071211123451.zip OK.

5>, Click " OK", you will see the feature bellow:

Data maintenance

Backup ]Restore | Clear up | Clear Log | System Reset | Other |

History backup:

Operational date Save dadabase | Operz
2007-12-11 12 34 C:\Program Files\COMET\A1\BackUp\DBUC110615uccess

[ |
(R [l R
Backup(B)
*Note:

-86 -



Al Time Attendance Management System

1. You should backup the data base in time after input
data input and system configure. Or if you modified the
data somewhere, you also need to backup the data
base.

2. If the user want to restore the previous database, he

can choose the related database to restore.

3. The default save path is Backup directory under
installation directory. The default name is DBOC110628_+
present date, the user can modify the save path and file
name.

4 . If's necessary to backup the database on the

computer with SQL.

2. Datarestore
It allows to restore data base, including all kinds of from.
(personnel information list, punch list, fime attendance
report) and all kinds of system configure, including fime
aftendance rule configure, weekend configure,
terminal management, Team ID configure)

[Steps]:

1> Click “Restore” in data maintenance menu, See the
feature bellow:
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Backup Clear up | Clear Log I System Reset I Other ]

Data file: I __]
[ Operational date I Save dadabase | Operational 1
|P|2007-12-11 12:37:34 |C:\Program Files\COMET\ &1 BackUpDBO|Success

{8 L%

Restore(R)

2>, You can select the database according to the record
display in the featured table. Also you can click button

for choosing.
3>, Click " restore” show up the feature bellow:

verify code @
R "Data Restore" is the advanced
/N operation, which may cause data lost ,
’ therefore please input your password
for wverifiving your priviege

User ID: l a

Password: l
& Confirm (Qi X Cancel(C )I

4>, Input passwords ,and show up information that required
the backup data base first. See feature bellow:

A1 Attend System

D) Current database will be lost by the operation but system will auto- back up . Are you sure to
\’/ restore data C:\Program Files\COMET'A1'\BackUp\DBOC110679_071211123451.zip to current
database?
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5>, Click "Yes" to backup the data base first. The default file

name is DATA_+ presents datfe; you are allowed to modify
the present name.

Backup database!

Save in: |L§ BackUp j

[Eoeoc110679_071211123451.2ip

My Recent
Docurments

T

Desktop

s

My Documents

fy Computer

p

My Network  File name: [bEocT
Flaces

0673 071211133655

Save |
Cancel

Lef L}

Save ag lype: |

6>, After database backup, the system will automatically

restore the data base, and show up the future
bellow ,after finished.

A1 Attend System

() Backup data to C:\Program Files\COMET\A1\BackUp\DBOC110679_071211133655.zip OK.
e )  Succeed torestore the database file C:\Program

Files\COMET\A1\BackUpiDBOC110679_071211123451.zip to current database, and system will
aubo-quit.

7>Click "ok” the system wiill auto-quit.
% Note:
1. The default save path is “Backup” directory under
installation  directory. The default name s

DBOC110628_+ present date, the user can modify the
save path and file name.
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2. You have to restore the date base on the computer
with SQL, other wise, it may lose the data.
3. Data clear up
It allows clearing some data records and some logs to
release the data base file.
[Steps]:
1>, Click " clear up” show up the window bellow:

Data maintenance §|

Backup ] Restore | l Clear Log ] Systermn Reset ] Crther ]

clear data before 2007-11-01 2007-11-01 hd

Clear up

2>, Choose the date, when you clear the data. If you
want to clear the data before 2007-01-01, you should
input the data of 2007-01-01
4. Clearlog
It allows to clear operation log in system to improve the
system operating efficiency.

[Steps]:
1>, Click * clear log” in data maintenance menu. See
the feature bellow:
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Data maintenance X
Barckup ] Restore ] Clear up Systern Reset ] Other ]
clear Logs caused by frequent operations to
improve efficiency of database operation.
Clear Logiic)

2>, Click button “clear log” show up the feature bellow:

verify code §|

I~ "Clear up database log” is the

7 advanced operation, which rmay cause
data lost , therefore please input your
password for verifiving your privilege

IIser 10 |

Passwiord: ||

V4 Cunﬁrmigi X Car‘u:elligl|

3>, Input passwords and click “confirm” button, show the
window bellow:,
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21X

Backup database!
Savein: |L'f) BackUp j

D

My Recent
Documents

& cf E-

=
L
Desktop

=7

My Documents

by Computer

DE1CT1067_071211224624] j Save
~] Cancel

by Metwork, File hame:
Places

Save as ype:

4> Select the save path, click “Save” show up the

window bellow:

A1 Attend System
Backup data to C\Program Files\COMETYALYBackUpDB1C110679_071211224624.2ip OK,

! y  succeed to clear data log!

Click "OK"” to complete.

5. System reset
It allows clear all data of system to set system as initial

status, meanwhile backup the all previous data in data

base.

[Steps]:
1>, Click “ system reset” in data maintenance menu. See

the feature bellow:
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x|

Data maintenance
Backup ] Restore ] Clear up ] Clear Log  System Reset l Other ]

System Reset will clear out all the data in
system and system will be recovered and
backup original database automatically.

2>, Click " System reset” button, show up password verify
window:

verify code E|
"Clear up database log” is the
advanced operation, which rmay cause
data lost |, therefore please input your
password for werifiving your priviege

Llser 10 |

Password: ||

W Confirmio I X Cancel(C) |

3>, Input passwords and click "Confirm” button, show the
window bellow:

A1 Attend System

This operation will lead to data lost, but system will auto-backup it, are you sure to initialize the

\‘T’/ system?

4>, Click " Yes" show up data backup window follow:
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Backup database!

Save jn: |l’f}BackUp ﬂ cf B~
2 [Boe1c110579 071211224824

My Recent
D ocuments

7
©;
Desktop

=

iy Documents

tdy Computer

fdy Metwork, File name: JB1CT10679 0712 2 j Save I
Flaces
Save as lype: | j Cancel

5>, Click " Save” button to backup and restore data base.
After finished, show up the features bellow:

A1 Attend System

E Backup data to C:\Program FileshCOMET YA 1\BackUp\DBOC110679_071213152439.zip OK,
L]

Succeed to system initialization, and systerm will auto-guit.

% Note :

1. The system initialization will clear all system data ,so, it's
important to backup the database.

2. When backup data base, the default save path is
Backup directory under installation directory. The
default name is DBOC110628_+ present date, the user
can modify the save path and file name.

6. Other
It allows setting the day’s interval for auto-data base
back-up and day’s interval for database log cleared
automatically.
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[Steps]:
1>, Click “"Other” in data maintenance menu. See the
feature bellow:

Data maintenance 3
Backup ] Restore ] Clear up ] Clear Log ] Systemn Reset
Day interval for Auto-database back-up ’730:'
Day interval for database Log cleared autornatically ’730:'
Backup Path | J

Mote:It's required to Auto-back up

database and clear Logs only on PC

Apply(A)

2> . Select the day in item of “day interval for
auto-database. Back-up” and “days interval fro
database log cleared automatically. And click button
"apply” to save setting.
Click "OK" to complete.
5.6.7 Log off
When many users use time attendance system in one
computer, there wil be different users name and
different privilege, to avoid closing the software and
then re-running it by click desktop shortcut or by clicking
the system exe file from start menu. You can click “Log
off” in “System maintenance” menu. The system will log
off the present window, and appear a new log in
window. Input the user name and passwords to log in.
5.7. help
5.7.1. help
The online help is designed to infroduce basic
information, software functions and operation
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instructions. The user can press “F1" or click “Help” on
the system menu to get online help
5.7.2. About
It allows the user to check application edition, path of
application, path of Database, MDAC edition so as fo
maintain the system. The steps: Click “Help—> About".
5.7.3 Start windows prompt message
If you select the “Start windows prompt message”, the
prompt message will display when the cursor is put on
somewhere. See the example bellow:

Shift configure

aoeyoh¥t & the ongnal gt for amanging shift,and euch sheft Includes one or more time sections, (that” shift section) you
Can configuee Afferant it s theft section aC0ordng 10 Aferent SLAton the dats Barsaction & strictly Lpto the G
sottegs of shft arangrQ(f ro shift, then s deflt shit) an

1:2dd sheft 2:40d trme section 3CorAgure tmp sction secfcaten
Confgue sterdance ype rchdng sherd.
St Tene sections 08:30-12:00 s Jeave busnens bo.oulgong. sbeent iy
Work type
P ¥ Puchin
Punchintime 05230
¥ Punch out
Onduty e 05:30 ¥ Late
- W Loae o
OHauy tme {12200 arly
& pbmant
Punchouttme | 0
Sa(3)
add | Ede | Deleto] ad | Oehete |

But it will not display this message if you don't select it.
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Chapter Six FAQs

1. Question: If | want to update A1 software, how can | do it?
Answer:
1. Put the application“AlUpdateP_x_x_x_x.exe" under

2\
3\

6\

directory where the Al software s
installed(you can see it in “about” menu.)
Exit the A1 application.
Run“AlUpdateP_x_x_x_x.exe" like
AlUpdateP_1_0_7_125;
Click “install” button.
Click “ start updating”, it wills display feature bellow,
after finished:
Updating CM_AMS.exe>>>successful!
updating EQU\CM0.dII>>> successful !
updating al1>>> successful !
updating AlHelp.chm>>> successful!
updating database>>> successful!
updating successful !
Click *“close" button to complete, then run Al
software.

*Note:

1. Before updating Al software, please ensure that the Al
soffware can be logged on(connect with database).If
you never log on the Al application or not connect
with database correctly, after installed it, you have to
configure the data base before updating Al software.

2. If note that the application updating failed, please

check if you don’t log off Al software, and don't close
the “About”.

3.You only can update the Al software from lower edition
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4\

5\

to higher edition.

After updating Al software, it may lead to only update
CM_AMS.exe, but not update database, so the system
will note that the application doesn't accord with
database edition, so please update it once again.
Updating A1 more than once will not affect the system
data.

updating data will not loss any data.

2. Question: If | want to use network edition for A1, How can |
install it?
Answer:

1. Installing SalServer industry. The “windows2000sever”is

suggested. Please refer to chapter two.

2. Install A1 application in controlling computer , you

don’t need to install MSDE. After installed, If you run it
at first time, it will display the database configure
window. Input the SqglServer name, connect account
password, chose newly-creafing database Al, tfest
connection and then log in. please refer to chapter
two for database connection.

Install AT application at work station. You don't need to
install MSDE. After installed, If you run it af first time, it will
display the database configure window. Input the
SqlServer name, connect created database, choose
database as Al, test connection and log in.

Y Note:

]\
2\

It's only need one database created in network.

If the users doesn't exceed 5 persons, then the MSDE
which has been installed on win2000 system or higher
should be also used for Network edition. If it exceeds 5
persons, the SQL Server standard and industry edition is
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3\
4\

suggested.
Make sure the LAN is well connected.
Database has to be created on SQL server.

5. The defaulted port for SQL Serveris 1433, make sure to

open this port from firewall.

6. If take defaulted example for installing SQL server, the

SQL server name could replaced by its IP address.

7. If the SQL server name and operation system SQL server

name are same, you are suggested to add NetBeui
portal at work station or take IP address for SqlServer
name for connecting.
Question: | failed in the installation of MSDE, and one
window popped up in the process of installation: “The
instance name specified is invalid” please tell me how
to solve this problem?

Answer:

1. Open “add or remove programs” in the control panel

to uninstall the Microsoft SQL Server desktop engine.

2. Reinstall A1 software and MSDE, and you must restart

you computer after the installation.

*Note:
Please note the following issues when installing MSDE:

]\

Software requirements & System requirements:

MSDE 2000 requires the installation of Microsoft Internet
Explore 5.0 or higher. The minimum installation is
enough, and the Internet Explorer needs not to be the
default Brower.

Besides windows 98 and windows Millennium Edition,
the file and printer sharing function should be enabled
so as to run Desktop Engine Setup.exe. To verify this
sefting ,please do the following:
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In “control panel”, double click “network connection”.
click(*Advanced "—"Advance sefting” or) “Property”
in the operation tab “adapter and binding” confirm
that you have select “file and printer sharing for
Microsoft Network.”

3. If any of the following security policies are set as
“disable installation”, the installation of MSDE2000
Release A will fail:
1> local security policy of Windows XP, “Device:

installation of unsigned driver.”
2>Local security policy of Windows 2000, “Device:

installation of unsigned non-driver.”
If you have set “Disable installation™ you will have to
change the sefting to “Default communication” before
installation MSDE 2000 Release A. If necessary, you may
restore the previous policy after the installation, “Disable
installation” is not the default setting of these security
policies, and please do the following:
1>In "Control Panel”, double click "Administration Tool”
2> Double click “Local security policy” and open “local
policy”.
3> Select “security”,
4> Ensure the following options are set to “default
communication” before installing MSDE2000 Release A:
In window NT and window 2003: “device: installation
operation of unsigned driver”. In windows 2000:
“installation operation of unsigned Non-driver.”

4. Question: Could you explain what the usage is for CM.ini
under the installation directory? Could you explain
more on it?

Answer: Miniis Al system configuring file. You can
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modify it in note book; usually you are no need to modify
it. Please see the definition bellow:
[Database]
Server name = AlServer
# meaning: AlServeris Sql Server example name.
Login mode =sg|
# meaning: sqgl expresses that the verify mode of Sqgl
Serveris mixed mode. Win expresses that the verify
mode of Sql Server is windows mode.
Database name = fingeral
# meaning: Fingeral is the present database name.
[System]
LogTimes =1
# meaning: 0 expresses that you are need to configure
the database when initially log in.
I expresses that the database configuration is
already.
[Aftend]
ProcNumPerTime= 50
# meaning: It expresses the amount of employees for
each lof treafing in time attendance processing. It can
optimize the processing speed by setting this figure.
[Report]
Rep601202=X:\Exe\120201 .rls
# Meaning: it expresses the customized report form file.
5.Question: how can | query the time attend days? How to
operate?
Answer :
1. Click “advance” in time attendance rule configure. See
the feature bellow:
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Type setting of attend check

w 4 @B M & @

~

X

w N

Add(f) Edit(E) Delste(D) Export(0) Printi(P) Help(H) Exit(X)
= attendance
0101=Day shift Result NO: 0101 Result Mame: Day shift
0102=right shift
0180=Attd Sum Result Unit; Igore(min: 0
O1d1=~Actual Ath
#- Overtime Round type: b
- Cornrnon holiday
+- Leave Ignored value  |Rounding waylst standard(Mind  Result type efault Flag ~
- Business trip 41} Mong 1) Attendance v
- Outgoing a Mone [x] Attendance v
- absence i one o Attendance v
o Mone o Attendance v
a Mone o Crvertirne 0
o one o Crertime v
o Mone o Cwertime i
a Mone 0 Common holiday v
o one o Leave v
o Mone o Leave £
a Mone o Leave
. ' ' | | L
< 2 = >

2. Set the result unit to days.

3. After saving this configuration, then process the time
aftendance, the system will display the fime

aftendance result with “day”

% Note:

unit.

Al system allows the following result unit: day, hour,
minute, times. After modify the result unit, you have to
retreat the time attendance for updating the result.
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Appendix 1: Import stuff data.

It allows importing stuff data in EXCEL into system. If the
imported stuff data is existed in system, it will fail to
import.

[Steps]:

1. There must be a excel file with stuff data, Which
should be an exported file when you operated the
data maintenance previously.

2. Click "import” button in personnel entry button. See

the feature bellow:

Import staff data

Select file

Please select the EXCEL file you want import and make sure that  the file you
select has valid Work 10, Regist MNo., Mame , Card ko, Besides, the guide will
automatically take out the repeated dept and persennel, and if the selected
dept is ermpty, the new one will be added autormatically, Users is suggested to
import the file with walid dept name.

File: J

Click button *=-:I", Choose the stuff data file.

Click "next” to verify the data. If the data order is
accorded between file and system, show up the
feature below:

Cancel{C) |

-103 -



Al Time Attendance Management System

Lookin: [ Data -] = E-

My Recent
Documents

([

o
T
9
z
g

a

My Network  File name [ -] Open
Places

Files of ype: |=.cm - Cancel

If the data order in excel file does not accord with
system, shows up the feature bellow:

Import staff data

Select the corresponding field

Please select the field name corresponding the file vou want import, and the
guide will import these data in corresponding database

Dept ID: - Married: -
Dept name: Dept Mame = Identity ID: hd
work ID: work ID - Default shift: -

Employes name: - Weekend ID: -
Regist Mao.: - Tear ID: -

Gender: Gender - Entry date: Entry date -
Rermark: Rernark -

| Cancel{C) |

3. After choose the word, click “next” show up the verify
window:
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Import staff data

Data checkout

Examining the validity and length of field of imported file, please wait...

Examining the file:

walid number of personnel: 24

Invalid rnurmber of personnel: o

List of
irvvalicl
personnel:

ID=Mamea)

Prior{P) | et () | Cantel(g)|

4. After verified, click “Next" It will display all the stuff
data is saved, see the feature bellow:

Import staff data

Display file

Systern have exarnined the data's format and repeat autormatically. The regist
Mo, wil be add a "0" based on the user's setted length. If information displays
correctly ,please press "next”, or "previous" to previous step to have a change.

Dept ID Dept Mame| Work 1D Marne | Enroll Mo. | Card Mo, Sex Marri

> sales 1 1 o001 00001 Male Single

sales 10 10 oo010 00010 Male Single

sales 11 11 00011 00011 Male Single

sales 12 12 00012 00012 Male Single

sales 13 13 o013 00013 Male Single

sales 14 14 00014 00014 Male Single

sales 15 15 00015 00015 Male Single

sales 16 16 00016 00016 Male Single

sales 17 17 00017 00017 Male Single

sales 18 18 ooo1s 0o01s Male Single
IReEmmE e e e e

< >
Pricr (P | Cancel(C) |

5. After confirmed, click “Next”, shows up the tfreating
result, see the features bellow:
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Import staff data
Import data

Systerm will immport the content of stable into the database autornatically.

Importing the file:
Walid nurnber of personnel: 2=

Inwalid nurber of persannel: 1

ENeEsERD ]

6. Click “next” to complete.

Import staff data

Finished

Syetemn has imported all the selected file into database.

_proriey | EEehter g _cancelicy |

% Note:

1. you are needed to reopen the data exported when
operated in data maintenance. And save it in excel
again. Or make the excel form in open status, and

them import.

2. “import stuff data” that means add un-existed stuff
data to database. If the database has the same stuff
record in excel file, then the record will be invalid

record
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