AIM Lite
Software User Manual

(V1.0)

If any updates, we won't notice for that



Preface

Respect of customer, thanks for you taking our product. This manual will
Introduce the AIM-Lite system. It consists of installation, uninstallation,Employee
management, schedule, data collection and reports export and so on.Please read
this manual in details to learn how to fix, debug, maintenance, application and
management which will help you to use the device correctly.

The device was created with the help of the latest biometric technology.It will
bring the reliability and convenience for you about the enterprise management. Both

the administrator and the employee from the company will Benefit from this device.

@ Notice: the device will be updated continuously, so we can not make

sure that
The rules in this manual can match the device you have completely.
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Chapter1 System Installation

This chapter talks about the installation and
uninstallation and hardware requirement for the
AIM-Lite installation.
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1. System Installation

Please installation AIM Lite software in the PC.

1.1 operation environment

Hardware requirement :
Pentium I1 266 and above , PentiumIII500 and above is recommended;
128M memory and above, minimum 100M hard disk space;
COM (USB Port);
CD-ROM(CD-ROM needed in installation);
VGA support 800 * 600 resolution and above;
Operation System:
Microsoft Windows XP/2007 (#E47);
Microsoft Windows Vista;

1.2 system installation
Please insert CD-ROM and the disc will automatically run the Guide interface. If not,

please run Guide interface.exe in the root directory of the disc. The following window
will pop up:

Click [Installation] to continue installation (see the picture below):
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ANVIZ

= | English

Please select local dialect:

Floase salect e instatalon pam
[

Provous Head

Select installation path, defaultas: “D:\” click “Next month” :

Please confirm the installation list and click “Installation”
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ANVI2 ' |

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

ANVI2 ' |

¥ Create & program greup shencuts

¥l Run Program

Fiish |

Click [Finish] to close the installation program and an icon [Q] will be

added to the desktop. And [T&A management software ] will been add to
[All Programs]

1.3 software quick operation guides

1. Should set the parameters in the software such as working days, working time,
count rules when use the software for the first time.

2. Please edit the user data as MS Excel file (*.xIs) format which will help you to
import the user data into the system more easily and we could also add the user data
into system manually. Besides that, if necessary, we could add, delete or modify the
data for the employee and department in the future. The MS Excel format please refer
to [Employee Management]

3. The attendance records were generated by the T&A device. So please back up
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the data from the device into the software before you want to count records in the
software. We could also upload the data and fingerprint from the software onto device.

4. Deal with the attendance exception in the software when attendance exception
occurs such as leave; forget to check to make sure that the records in the software
correctly.

5. After all steps finished, we could count the record in the software. The software
could count records as a report by department and count record for all user by time
range.

6. If the records was not correct, the administrator could modify the records in the
software manually which could make sure the record is correct.

Conclusion: From the description above, we could find that the possible reasons for
wrong record in the software as follows:

1. Attendance rules were set not correctly in the software.

2. Attendance exception such as business trip / leave, forget to check in / check out

3. Calculate the records not correctly when search the attendance records in

software



Chapter2 Software management

This chapter will talk about the function and
operation for the each component of the AIM-Lite

management system.
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2. Software management

AlM-lite simple-attendance software included all sorts of data the attendance
collect, according to the attendance rules set for the employee, operating the summary
and statistics and finally produces all kinds of statements. That can not only maintain
the employees’ data and information but also handle the situation that employee forget

to check-in, leave which is unexpected.

2.1 System login

N
Double click the shortcutg, open the window for login to the software

ANVE Time Attendance System
AIM LITE

There is no admin when the first time you login. Choose the corresponding
language, then click the button “login”. And the following interface will shows up

Anviz TAA Nunngement Systenm

AnVE= o A O A 5 X | 2

(1:20.
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the admin’s number and password. Then choose the corresponding language

Tips: If the admin has been set in the device, you need to enter

and click login. Admin setup please refers to Section 2.3

2.2 Main Interface

After you login the software, the interface is the main interface

Anviz TéA Nanagement System 1 - x
Welcome to Al Lite Version 1.1.0.0 2012-03-29 11:20:48

ALY/ — (n) & @) N b5 X ol

AIM LITE Home Employee Time Clock Abnormal Report Setting Mo Device

I 1:c

- s

2.
A )
Ergu‘yee > T\mgwk » Abi‘}na\ » Report
3. 4. S
Copyright (c) 2012 Anviz All Rights Reserved I Online Help I lcne:uarnewersmnl Ao » o
Menu bar
Shortcut buttons

Online help: click it to connect to our company’s website and support interface

P o b~

Check for new version: detect the newest version of software and online upgrade
supplied

5.  Status display: shows the employee enrolls in the device and the total number had
been checked in.

@ PS: Only in the main interface you can use the “real-time monitoring” function

which the manager of software can know the situation about employees’ attendance
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and whether the door is open.
Way to do: Open the software and connect it to the device for monitoring. When the
user has been verified, the following windows will show up.
ID: 8107
Matme: David
Dept: RMD

Fostion: Software
Enginesr

2.3 Employee Management

Click the “employee management” in the menu bar to enter the management
interface.

Anviz TéA Nanagement System - X

Welcome to AIM Lite Version 1.1.0.0 2012-03-29 11:44:41

NANVI2 w / (€] - X &8
V2.3?A1\TE Home Employee Time Clock Abnormal Report W.3.2\m Device

f Dept Info N s Y f Add/Modify Employee IH%N
Head office =/ {ID or Name Search
= Head office - - - D 8001
ame & -
Seles ; i T
e st
8002 Jim Head office Password |1
CardNo. °
Dept | Sales 7]
Gender  |Male I-]
Type | Employee 7]
Photo

Add

| Take

Add Delete Import Export || Moveto || Delete | Delete from Terminal ||Upload to . Save Enroll FP ‘

Copyright () 2012 Anviz All Rights Reserved Online Help Check for new version A2 po

2.3.1 Department Information

You can add or delete the department or edit the department

1. add/delete department: click “add”/"delete” button

2. edit department: choose the certain department and click it to edit the name of
department
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?ﬁ'"" PS: The employee will be back to Head Office when department been

deleted.

2.3.2 Add/Delete Employee Information

You can edit or modify employees’ basic information and set the administrative

privileges, enroll fingerprint for employee.

1.
(1)

)

@)

Add employee information

ID: the id of employee is unique and can’t be repeated and the first number can’t be
setas 0.

Department: set the department which employee belongs to and the default is
corporation

Type: set the corresponding administrative privilege or admin: user can only do
daily attendance; admin can enroll the management interface of software and

operates it.

?:E"‘ PS: after you set the admin and the login the software again, you need to

enter the ID and password to verify.

(4)

®)

Photo: you can add employees’ photo from local computer(best format recommend
is 140*186),you can also add it from camera.

Enroll: when the device works, click the low right corner “enroll”, choose the regular
fingerprint and alternative fingerprint. Save the fingerprint after you enrolled, when
v shows, it success

After edit please click [Save] to save

‘?-‘&"‘ PS: You can also organize the information about employee and

department and sort it into excel file(*.xls), click [export] button to do it

2.

Modify Employee’s Information

Firstly you need to choose the employee you want to modify, then modify it and
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click [save].

h PS: when you modify the employee, the number has existed; new

number should be added to new employee and that can’t be the same to which

has existed.

Anviz T&A Nanagement System - x

Welcome to AIM Lite Version 1100 2012-03-29 11:44:41

AnNvI2 () & (€] AN 3 X e

.
AIM LITE Home Employee Time Clock Abnormal Report Setling 2 No Device
Dept Info - f Add/Modify Employee Info \
| Head office 1 ID or Name Search
= Head office 8001
o o o—" &
RAD so01 [I2=1 d office MName Lizy
Password 1
CardNo. ©
Dept | Saies
Cender | Male
Type | Employee [
Photo
Add
Take

Add Delete Import Export || Moveto || Delete DeletefmmTErmmai |Upload to 3 Enroll FP

Copyright (c) 2012 Anviz All Rights Reserved. Online Help Check for new version A2 »o

2.3.3 Search Information

You can find information for all employees by checking department, number and

name.
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x

Anviz T&A Nanagement System
Welcome to AIM Lite Version 1.1.0.0 2012-03-29 11:44:41

ANVI2 () / (©] A F X &4
AIM LITE Home Empl(\e’Z . 3‘25:30# Abnormal Report Setling No Device

Dept Info Add/Modify Employee Info
ead office [=]l1D or Name Search
= Head office D 8001
Sales ID Name Dept a

FaD 8001 [IE=2] Head office Name -2
8002 Jim Head office Pasawoi 1
CardNo. ©
Dept Sales -
Gender | Male i
Type Employee -

Photo

Add

Take

Add Delete port || Export || Moveto || Delete || Delete from Terminal .W Save Enroll FP

Copyright (¢} 2012 Anviz All Rights Reserved. Online Help Check for new version A2 »o

[Import]: Import personnel information including the number, name,
department and other information with Excel file (.xIs) .

A4 E | c
1D Name Dept
8001 Lizzy Head office
8002 Jim Head office

[RGB s I I S N R S

[Export]: Export pe personnel information with Excel file (xIs);
[ Transfer]: Transfer the selected person to other departments;
[Delete]: Delete personnel information in the local database

[ Delete from unit]: Delete personnel information from unit

[Upload): Upload the selected personnel information to unit

use the function [Delete from unit] and [Upload].

Tips: After connect software with device successful you are able to

2.4 Unit management

Click Unit management on the menu to enter the Unit management interface:
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X

Anviz T4A Nanagement System

Welcome to AIM Lite Version 1.1.0.0

ANVIZ2 F A N by BE]

2
Home

. =
Abnormal 1/2 Connected

AIM LITE Employee Time Clock Report ng
Terminal List . . .
1/2: The existing two devices, T
. . . —
= . including a connection succeeds S

Terminal Communication

Delete All Records Initialize the Terminal

Terminal Information IP Configuration

Downlead New Records Download All Recards Backup Employee and Fingerprint | | Restore Employee and Fingerprint

U Disk Management

[~ Refresh Backup Employee to U Disk

Read Records from U Disk Restore Employee from U Disk

U Disk |

Progress

Copyright (c) 2012 Anviz All Rights Reserved. Online Help Check for new version

2.4.1 Unit list

Used to manage multiple units in the Unit list, we can clearly see that the existing unit
and the connection status of software and unit .the blue connection
is successfully, the red connection is not successful.
1. Add Unit
Click the button [Add Unit]. Following windows pops up:

Terminal management

Terminal information
Communication method

Terminal Mo

Terminal Mame

®use
Terminal 1D 1 () LAN(Server mode)
3 () LAN(Client mode)

Cancel

Terminal information:

* Terminal No.: This number can be set as you like.
e Device ID: Check Device ID from the device menu, Set the range 1-254,

default 1
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\?‘ﬁ""‘ Tip: Device ID must be the same with the device menu showing.

* Terminal name: You can set it as you like

Set the communication method:

USB: Connect the terminal via USB cable;

LAN (server): Input the terminal’s IP address. The default IP address is
192.168.0.218;

>&“ Tip: Net model of the terminal must be selected the server mode.

LAN (client): Net model of the terminal must be selected the client mode,
the defaults port is 5010, and set IP address is the IP address of the local computer.
Click the button [OK] to save the information, Click the button [cancel] to delete the

information

After all the setting, please click Iﬂi to test and synchronization time. When

connection state is normal, terminal icon will become blue (E"l-::«i).

2. Modify Unit

Choose the terminal and click ‘v’ in ‘0O’, then click [Modify Unit], modify
pop-up interface and click the button [OK] to save the information

3. Delete Unit

Choose the terminal and click ‘v’ in ‘0O, then click [Delete Unit].

2.4.2 Set the communication

In the interface, we can see the basic information of the terminal
interface, the relevant parameters, and we can information

exchange between the software and terminal.

Terminal Communication
Terminal Information IP Configuration Delete All Records Initialize the Terminal

Download New Records Download All Records Backup Employee and Fingerprint | | Restare Employee and Fingerprint

Click [ Terminal information] , Pop-up the following interface:
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Terminal information
Terminal information
Employees

Fingerprints

Passwords

ol o] o m

Cards

New Records | ¥

#ll Records |0

Serial Number | 0000000000000000

Firmware Version 03239

Retrieve Cancel

Click [Set the IP configuration] , Pop-up the following interface:

Set the terminal’s IP configuration

IP configuration

IP Address! 192.162.0.62

Default gateway 192.168.0.1

Sub mask 2552552550

MAC address 00-22-CB-01-02-03

Server IP address 19216807

Work mode Client mode =
Setting Cancel

Firstclick ‘v’ in ‘007, then set parameters. Click the button [OK] to save.

* [P address: Set the IP address of the terminal and the IP address must be
stationary,

* Gateway IP: Local LAN gateway address,

¢ Subnet mask: Local LAN subnet mask,

* MAC address: Physical address of network card, global uniqueness, don’t
change it arbitrary,

* sever |P address: Set the IP address of the computer, it is for LAN (client)

* net mode: LAN (server) and LAN (client)

[Clear all record ]: Clear all record in the terminal; please download all
attendance records from terminal to your computer before the operation.

[ Initialize the device): The device will resume to factory settings. All data will be
cleaned up. Attention should be taken for this operation!

[ Download new record]: Read the new recent collection attendance records from
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terminal to your computer.
[ Download all record): Download all attendance records from terminal to your

computer.

[ Backup Employee &FP]: Backup all the personal information from terminal to
your computer. [Resume Employee &FP): Copy all the personal information from the

database in your computer to terminal.

2.4.3 U disk management

U disk management program use for load the data from USB flash disk to
database.
Firstly download the records, employee information and fingerprint from terminal to

U disk.

Anviz T4A Nanagement System =

Welcome to AIM Lite Version 1.1.0.0 2012-03-29 12:07:42
(Y © 1 X )

(y) fa ! = -

Home Employee Time Clock Abnormal

Report Setting 1/1 Connected

ANVI2

AIM LITE

Terminal List
Add Terminal

i

Terminal Communication
Terminal Information

Downlead New Records

Progress

Copyright (c) 2012 Anviz All Rights Reserved.

IP Configuration

Download All Recards

Read Records from U Disk

QOnline Help

Delete All Records

Backup Employee and Fingerprint

Restore Employee from U Disk

Check for new version

Modify Terminal

Delete Terminal

Initialize the Terminal

Restore Employee and Fingerprint

Backup Employee to U Disk

Click [Flash] ,then select U disk.
[Read data from the U flash disk]: The system will auto read the data from U

disk and export to local database, the name of the file is :

bak.kq

[Restore Employee from U Disk]: The system will export the employee

information data to local database and fingerprint template to root index “Template”

folder. Prompt: If the local database has had this record already, the system will prompt
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“record repeated”. the name of the file is: bak.yg2

[Backup Employee to U Disk]: The existing employee information and
fingerprint template backup to U disk. Save the file path is: K:\bak.yg2 .K:\bak.zw
and K: \ is the letter name of U disk.

2.5 Exception
Click [Exception] to interface of the exception:

Retroactive Record
Employee Leave
Haoliday Setting

1. add record
If someone of employee didn’t check in or check out for special reason. You can

use the function “append record” to handle this situation.

Anviz TéA Nanagement System =%
Welcome to AlM Lite Version 1.1.0.0 2012-03-29 12:11:42
A 7 ~ 3 T
NANVI2 A & (0] \ 5 b4 i[]
1||v| LITE Home Empm?e Time Clock Abnormal RepnB Setting 1M Connected
[oept | Head ofiice -] [Empiovee (a1 -] [eonomaiType |RetroactiveRecord |+ |
lsmus On dute - | Time 2012-03-20  [7]/0300:00 s) [ ada | 6
D e Dept 5 Date/Time Status
Copyright () 2012 Anviz All Rights Resenved Online Help Check for new version Az PO

Firstly, you should choose department and personnel, and choose the “append recor
in the “abnormal state”, then set the state check in or check out, finally make sure the
time of the record you want to append. Click the button “add”, you can append a new
attendance record. This function can not only append the attendance for one person,
but also can be operated for the employee of whole company or the whole department.

2. Employee leave
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If employee can’t check in or check out normally because of leaving or business trip,

you need to set here to make sure the accuracy of statistical result.

Anviz T&A Nanagement System - x
Welcome to AIM Lite Version 1.1.0.0 2012-03-28 12:10:13
2 '@ g 3
ANVI2 (}) /9 , h5) BE
AIM LITE Home Employee Time Clock Abnormal Report Sefting 1/1 Connected

Dept | Head office = Employes | Al = Abnormal Type | Employee Leave =

Starfing Time |2012-0320 [ [08:00:00 3 Leave Type Business leave -

Ending Time {2012-03-29 7| 17.0000 2 Reason Add

[»} Name Starting Time Ending Time Leave Type Reason

Copyright (c) 2012 Anviz All Rights Reserved. QOnline Help Check for new version a2 »o

Firstly, choose the department and employee which you want, then choose the
Employee leave in the abnormal type. Determine the start/end time and type of the

asking for leaving.

Business leave
Leave

Sick leave
Family leave
Matrimonial leave
Maternity leave
Other

. Please operate the setting according to the actual situation, note the reason of
asking for leaving.
Click the button “add”, then you can append a new record.

2 Holiday Setup



AlIM-Lite Software User Manual

Anviz T&A Nanagement System - x
Welcome to AIM Lite Version 1.1.0.0 2012-03-28 12:11:06
2 '@ g =
ANVI2 (p) a , = BE
AIM LITE Home Employee Time Clock Abnormal Report Sefting 1/1 Connected
Dept | He Employea | All Abnormal Type | Holiday Seting =
Holiday Name Starting Date 20120329 [7) Days |1 Add
Holiday Name Starting Date Days
Copyright (c) 2012 Anviz All Rights Reserved. QOnline Help Check for new version a2 »o

Choose holiday in the abnormal type, the default setting is for the whole employee.
Set the name, starting date and period for the holiday, then click “add” button. You can

also click “delete” button to delete the extra setting.
2.6 T&A Management

We often check and count the attendance situation and print the report to make it
convenient for the company to know the attendance of employee.
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Welcome to AIM Lite Version 1.1.0.0 2012-03-29 12:26:09
2 /&
ANVI2 (3) ( F
AIM LITE Home Employee Time Clock Abnormal Report Sefting 1/1 Connected
Statistical Reports - - -
(O One Week () TwoWeek (@) Day
Dept |HE | Employee | Al =] TimeRange [2012-01-20 5| - [2012-03-29 5]
D Name Dept Date/Time Status -
2003 28] HE 2012-02-27 09:1213 N B
{ Daily Report
General Report
Exportto XLS File
Export to .CSV File
Clear Obsolete Data
Ending Date [2012-02-27 ]| V| Att Record V| Leave Record Delete |
Copyright (c) 2012 Anviz All Rights Reserved. QOnline Help Check for new version F = »o
1. T&A Management

Choose the department and employee you want to count, and set the start/end

date then click the “stat.” button. When the progress bar moves to 100%, you can see
the daily report and general report.

Preview

= X
fFuo: =S @ X
Employee Daily T&A Report
Emplopes 1D 8001 Mame:  Lizzy Dept:  Sales 20120328 to 2012.03-29
Timetalel Timetable2 Lat Eap | Ovettine | Ab Working Except
Date imetable Imetable. ate arly vertimne sence Time weephon
In_ [ Out In_ [ Out Minute | Mirute | Minute Hour Hour Type | Time
20120329 | 1329 | [ |
Daily T8A Total:
Tt Days] ) Lat fimes| D [ Eotyleave fimes [0 [ Business Leave hows [0 |
Absent daysl 1 Late huurs‘ 0 ‘ Early leave hours ‘ o | Leave hours ‘.U ‘
-
Page 1/2 K| |
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Preview - =X
o wEHES A X
Employee T&A General Report
2012-03-23 to 2012-03-23
" Business .
Emploges 1D Name ‘ Duty | Actual | Ahsent Late | Eaily |Dverllme eave Leave |Work Time
\ Day | Day | Day | Times | Times | Hour \ Hour \ Hour \ Hour
Sales
8001 | Ly | 1] [ 1] [ [ I I I
w0z [ m | 1] | 1] | | \ \ \
-
Paga 171 0| 1)

Click the button [export to excel] and preserve the attendance record to local
computer. The file format is excel which including four tables: Employee T&A Report,
Employee Daily T&A Report, Employee T&A General Report, Employee Business
Leaving Report

Employee T&A Report:

(FIN™| = S6.xls FEESET] - Microsoft Excel = B &
ol | EA TEAR A% #8 S8 6E c@ =@ =
o = - R . SaiEh - E -

B % o oA ) [AEL bl A Aﬁ Lﬁ
La- B @ e - 3R G- Htﬁ;ﬂ'*ﬁ .
tiz s BIU-E- e Banmnt - | [EEd | @ s SR
=0 o =i wE u B T R
n23 - £ >
A B C D E F G H J K N
1 2012-03-29 to 2012-03-29 Employee T&A Report ]

BB Department ‘mployee Il Name Clocking Time
3 Sales 8001 Lizzy 2012-03-29 13:29:24
4 Sales 8001 Lizzy 2012-03-29 13:29:42
5 Sales 8002 Jim 2012-03-29 13:29:31
6 Sales 8002 Jim 2012-03-29 13:29:40
-

8
9

10
11 =
12
13
14
15
16
17
18
19
20
2 L
22

2] -
W 4 » W| T4h Report /Daily Tbll Report . General Repoxt  Acking For Leave Rell d [ I [
s | |[Eom 100% (=) 'y} (+)

Employee T&A Daily Report:
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S6.xls [FFEEER - Microsoft Excel o B =
TEAE 4% #E S8 6 c@ =@ =
- B - gaEAT X -
10 - A i B =t SN ? ﬁ
@y, EEEEEEL PR @ a -
He & A ¥ m DETEES- | D g RS SRR
W@ 5%
=i . HE -~ #2 T o
£ v
c D E F G A |
metablel  Timetable2 Early Absent
3 Sales 8001 Lizzy 20120329 Thu 13:29:24 0 0 0.00
4 Sales 8002 Jim 20120329 Thu. 13:29:31 0 0 0.00
5
6
7
8
9
10
1 =
12
13
4
15
16
7
18
19
20
2 L]
22
2] —-
W 4 v W[ T&h Report | Daily Téh Report /Ceneral Report . Asking For Leave Re[|d [ i _ » i
P | |[Eom s o0& |

Employee T&A General Report:

Md9-o-|s S6.xs [FEEER] - Microsoft Bxcel R
ECR c@oFm
s - BEEMES- 3emA- -

@\ oy, , BEESEEL- SNEE- G- %M ﬂﬁ

= [ R

<0 o0 >
oL}

B - == S []

F G A J K=

Over Time Business Leave _Leave
8001 Lizzy

4 |Sales 8002 Jim 100 0.00 0 0 0.00 0.00

23] [ -

14 4 b »I| T&h Repert Daily Téh Repozt | General Report Asking For Leave Rel|4 [ i | »[]
+,

L [Eo@ wsc—0——@

Employee Business Leaving Report:
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W I~ S6xis [EHER] - Microsoft Excel - B 2
POl 7 | B mERE ot a@o@ R
=R ‘ o s - BiEeES- gemA- B
LBl a- | =@ @, BeEEes FEe- @ mgﬁ ‘ﬂﬁ
e, mru- & A- > | SammEt - | Elw - @r Tl SR
B = s wEER ) mE s = S5 ==

G2z~ % S
A B E D E F I G "

End Time Description

[23] [
W 4 » ¥| Daily Téh Report  General Report | Asking For Leave Report o/ #2 []4 [ i ] »[]
| [EB|m @ 100% (=) {J ()

B |

[Export to .CSV file] : The exported file’s format is .csv

2. Clear Obsolete Data
When the system runs for a period, the database keeps a lot of obsolete data which

wastes the space of hard disk and influences the running speed of system. You can use

this function to delete those useless data

Clear Obsolete Data
Ending Date | 2012-0227  [5] | Att Record | Leave Record Delete

Set the ending time node and click the “delete” button to delete the attendance or

leaving record

2.7 Parameter Setting
All the statistics report is according to the parameter setting please make sure the

settings is the same to the company management.
First, entering the parameter setting interface
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Anviz TéA Nanagement System . <
Welcome to AIM Lite Version 1.1.0.0 2012-03-29 12:18:21
A ’G g
ANVI2 @ s ) 5 , ]
AIM LITE Home Employee Time Clock Abnormal Report Setting 1M Cennected
Working Day
| Mon V| Tue. | Wed. V| Thu, | Fri. Sat Sun.
Waorking Time
Ondutyt  —— Off duty!  —— Working Time 0
Onduty2 —— Off duty2  —— Working Time 0
Stat Rule
Winutes calculated as per day 480
Minutes after On duty calculated as late 5
Minutes before Off duty calculated as early 5
/| Minutes calculated as late if no clock-in 60
V| Minutes calculated as leave early if no clock-out 60
V| Minutes after Off duty calculated as overtime 30
v Minutes before On duty calculated as overtime 30
/| Working time in day off calculated as overtime
Save
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1. Work day setup
Setting the normal work day

2. Work tine setup
Setting work time range, It is can set 2 segment work times for one day. Such as 8:
00-12: 00, Afternoon 14: 00-18: 0O.

3. Attendance rules

[How many minutes a workday to be calculated]: A valid workday is the time
range from time period 1 (On duty) to time period 2 (Off duty), and the default value
for a valid workday is 480 minutes (8 hours). Please note the calculation is by
minute.

[Minutes after on duty time is calculated as late]: Calculation is by minute. This
option will be effective after the valid work time set. For example: If on duty time in
the timetable is 09:00, and an extra 5 minutes is set as allowable late time, then
clock in time after 09:05 will be calculated as coming late; Time of coming late is
calculated base on 09:00, so if one clocks in at 09:08, then the coming late time will

be calculated as 8 minutes.

[Minutes before off duty time calculated as leaving early]: Calculation is by
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minute. This option will be effective after valid work time set. For example: If off duty
time in the timetable is 17:00, and an extra 5 minutes is set as allowable leaving
early time, then any clock out time before 16:55 will be calculated as leaving early.
Leaving early time is calculated base on 17:00, so if one clocks out at 16:52, then

the leaving early time will be calculated as 8 minutes.

[Handle no clock in when on duty]: If the check box “minutes calculated as
coming late if no clock in” is selected, calculation for “no clock in” will be regarded as
coming late minutes. If the check box is not selected, calculation for “no clock in” will

be regarded as absent from work.

[Handle no clock out when off duty]: If the check box “minutes calculated as
leaving early if no clock out” is selected, calculation for “no clock out” will be
regarded as leaving early minutes. If the check box is not selected, calculation for

“no clock out” will be regarded as absent from work.

[Minutes after off duty time calculated as overtime work]: Calculation is by
minute. This option will be effective after valid work time set. For example: If it is set
be 60 minutes and on duty time is set be 17:00, then clock out records after 18:00
will be regarded as overtime work. If the clock out time is 18:20, then overtime work

will be calculated as 80 minutes.

[Work time in rest day calculated as overtime]: If this option is selected, then

work time in rest day will be regarded as overtime.

Please click [Save] to save



