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Preface

Honorable customers,

Thanks for choosing products of our company. The product with world cutting edge
technologies—fingerprint/card recognition, computer communication, as well as
microelectronics, is considered to be combination of three technologies: electronics,
optics and computer communication. It is no doubt that it has become the first choice of
standalone time & attendance for enterprises with its strong function and veracity. Please
read this user manual carefully to have an initial understanding of functions and basic
knowledge of installation, debugging, maintenance, application and management to
better use this product.

Utilizing the state-of-the-art biometric tech, this product will bring unprecedented

reliability, convenience and benefits to the top management of enterprise in HR.



Advantage of Fingerprint Time Attendance

¢ Three level-up
1. Management level-up
2. Profit level-up
3. Enterprise image level-up
¢ Three reductions
1. Employee dispute reduction
2. Work redundancy reduction
3. Environmental pollution reduction
¢ Three eliminations
1. Buddy punching elimination
2. Loss and damage elimination
3. Circular cost elimination
¢ Full function
The system can realize different functions such as attendance remark, calculation
and report printing. The remark can be made for reasons such as business leave,
absence, marriage holiday and etc.; the checking and calculation can be made in
accordance with different time periods, departments, individual or combination due to
various reasons for absence; the report generation and printing function can be
realized perfectly.
* Flexible Shift Maintenance
The software supports shift on week basis, rotation shifts etc. Various shifts,
public holidays, individual leave and overtime are available to meet the complicated
needs of every enterprise.
* Standalone
The machine can work without connecting to PC, convenient in operation and no
need to occupy any extra resource.
¢ Multi-communication in network
For large enterprise, multiple devices can be applied to do attendance

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



Software Operation Flowchart
(Important chapter, please read carefully)

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

1. System parameter .
name and leaving class.

v

2. Department management

Add, delete and modify departments.

-

1 e

Add, delete and modify employee.

3. Employee maintenance Import and transfer employee.

<5

4. Shift management Set timetable and shift.

<5

Allocate employee shift or temporary

5. Empl hedul
mployee schedule shift

<5

Collect records from the unit or import

.R d collecti
6. Record collection the backup record file.

<5

Deal with business leave/asking for

7. Exception management
P S leave/forgetting clock in/collective late.
8. Statistic report Track, check and calculate records to

generate time attendance report.

1. When the software is run for the first time, please set parameters including

company name, time attendance rule, statistic rule for early, late and overtime etc. ,



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

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

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

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

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

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

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

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

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

result.



Please note: From the above flowchart, we can see that if there is an error in
calculation report for one staff, the possible reasons are as follows:

Employee shift or temporary shift is incorrect.

Exceptions such as Employee away for business/ask for leave/forgetting clock

in/out is incorrect.Checking and calculation of transaction records is incorrect.



Contents

1. NOLICE fOr USEI ...t 13
1.1 Security considerations...........cooiuiiii i 13
1.2 lllustration for pressing fingerprint ) G 14

2, Operation GUIEe ........cccceriririirr e 16
2.1 MENU LISER .....ooooooeeceeeeeeeeeee e 16
2.2 BUton iNStrUCHON......cooieeee e 17
2.3  Time attendance Status ........ccooooiciiiiiiie e 17
22 U 1Y SO SERR 17

2410 USErENIOll ..ot 18
242  User Deletion ... 20
2.4.3  VErify MOGE ..ottt e 21
244  Group Setup* ................................................................................... 23
245  AdMIN SEIUP ..ot e 24
246  AdMIN ClEAI ...ttt 25
2.5 SOIUP i e 27
2510 DEVICE ID ...t 27
2.5.2  TIME ettt e 28
2.5.3  LAGNQUAGE -.cueouiiiiiee ettt e 28
254 Work Code Scope* ........................................................................... 29
255 Daylight SAVING .....cccoeririreirereeee e 30
258 NEt Koo eeessssees s 31
257 ANE-BACK T ....ooooooooeeeoeeecccoesososeeeeeeesesssssssssossssssseeeeessss s 36
258 PNt T ooooooeeeeeeceeeeeeeeseessessssssseeeeee s 37
259 GPRSK ...oooooooooooveeeceeesseeesesssssssssssseeeeesssssssssssssssssssssseees s 38
2.510 Matching Precision D SRR 39
2511 VOIME T oo eeseees 40
2512 UNIOCK T oooooovoveeeeeeeeesssssessssses e seessssssssssssssssssssss s ssssssssssssnnnns 40
2.5.13  DOOFAIBIE T oo ee e seessees 41
2514 RING T oo eeeeseeeeeseeeseseeeee s ees s s e es s se s ese s ses s 41

2515 AULO Off oo 42



2516 AULO UPAAE T o..oooiieeeeeeeeeeeseeee e eeeeeeeeseeeeeseseeesessessessessssseses e 42

2.5.17 Image Display B ettt st 43
2418  LOQ SEIUP ettt e 44
2519  Re-Verify tiIMe. oo 45
2.5.20 Hardware TeSt......cccveriniirenercneree et 45
2.6 USB FIASh T ..o 48
2.6.1 New Log Backup.......ccooiiriniiiiiieneeeeteeee e 48
2.6.2  AlLLOG BACKUP: oottt 48
2.6.3  USErBacCKUp: ...cccccoveviiireiicieseeeeee ettt 48
2.6.4  USEIrRECO! ...ttt e 48
2.7 Systeminfo D GO 49
2.8 T&ASstatus Setting......cccueeiiiiiii 50
P2 ] 01 o 011 o 50
3 System Installation ..........ccccooiiieciiiircee e 53
3.1 Running ENvIironment ... 53
3.2 System Installation...........coooiiiiiii 53
4 Background Management...........ccccoiiiiiiiiiiemmnnnee e 57
4.1 LOGiN SYSEM ..ooiiiiiiii e 57
4.2 SYSIOIM .. 58
4.21 Parameters SettingS.......coeiveivienieinieeee e 58
4.22  ADMINISTrAtOrs. ......ccevveeirierieireeereee et 61
4.2.3 Administrator's Password Set...........cccocecenneiinnennncnncieeene 62
4.2.4 Modified RECOIA LOG .....cceovevirieirierieisieieeseseee et 63
4.25 Managing LOG.....ccccoueiiiiiiinene et 63
4.2.6 Set Database LinK........cccocveirireieinineininciseenereen e 64
427  EXIE SYSIEM ..ot e 65
4.3 HRMaNagemMENt........cooiiiiiiiiiiiiie e 65
4.3.1 Department Management.......c..cocooeeiinininnenenesreeeeeeeeene 65
4.3.2 Employees Maintenance ........c.coceoeieiiniiienenene e 67
4.4  Attendance Management ..o 69

441 HOlAY LISt ...coueeiiiiiieeeeeee et 70



442 Timetable and Shift........ocooiiiiiiiiiiee e 70

443 Employee Scheduling.........ccccoeeiviirieiniinieisenieesieee e 78
444  Attendance ReCOrdS........cooveiireriniinieieeiesee e 80
445 Attendance Calculating and Report ..........cccoeeveiveciniineineneenenns 82
4.5 Deal With EXCEPLIONS ......eviiiiiiiie e 92
451  Away on Business/ Leave..........cccveirieneinineiseeeseeeeseesenenens 92
V2SSV AN o] o 1= 0 To [ 4= ToTo] o RS ST 93
4.5.3 Append Record Collectively ........ccoeoveirieciniinieinieneenieeeseesesenns 93
4.5.4 Dealing with Collectively Late / Leaving .........ccccoveevvienecvrienecninnne 94
4.6 Data MaintenancCe..........occueiiiiiiiiii i 95
4.6.1  Import Employee List.........cooiiiiniiiieieeeeeeseeeseneeee e 95
4.6.2 Import Attendance ReCOrd........c.ccccovievieiiceeseeceeeeeeeeee e 96
4.6.3 Clear Obsolete Data........cccceceveivenieirieeseeesieese e 97
4.6.4 Compress Database.........cccocevieeeicicicieeecee s 97
4.6.5 Backup Database........cccccceoeeiiiiiieece e 97
4.6.6 INitialize SYStEM ....cocvivieieee e 97
4.7  External Program Management..........ccocueeiiiiiiii e e 98
4.7.1  Connect to Communication management software...................... 98
Data CommuNiCation.........ccceiireeierrrcre e 100
51 T&A Machine Management ..........cccccooiiiiiiiiiiiii e 101
R TR T e L5113 GO 101
5.1.2  MOdify Unit...coooeiieiereeeeee e 102
51.3  Delete Unit ..o 102
51.4 Right KeY MENU.....ccooiiiiiiiiiiiieteeeeee e 103
5.1.5  Synchronize TiIME ......ccccecvirieirinieirieeeree et 106
51.6 Initialize Unit .........ooooiii e 106
5.1.7  Terminal Parameter Settings........ccocvevrineiniincineeeseeeee 107
518 RING SENGS T oooorooocoeeeeeseesesessesessssssesssessssessesssssssesssseee 108
5.1.9 Time zone/Group settings b, O 109
5110 Download NeW reCord .........cceeveeieiienieiienenene e 110
5111  Download all RECOrd .........cocoeeiiiiiiiiiiineeeeeeeeeeeeee 110

5112 Clear RECOI ......oocueiieiiiieeeeeeeee ettt s 111



5113 Backup EMPIOYEE......ccooiviiiiiieeeeeeee e 111

5114 Resume EMPIOYEE ......cccooiiiiiriiicieeeeee e 112
5.2  Record SUPEIVISION ........coiiiiiiiiiiiiee et 113
5.2.1  Activate Real-ime..........ccooiveiniienieceeeeeee e 113
5.2.2  Prohibit real-time.........cccoviveiniecceee e 114
5.3 Employees Management..........cocoeeiiiiiieiiiiiee e 114
531 Add EMPIOYEE ... 114
5.3.2  Modify EMPIOYEE .....covieeiiiieiieeeeee et 116
5.3.3 Delete EMPIOYEE......cooiiiiiiieeeeeeeeee e 117
5.3.4 Transfer Department .........ccccovoveieieiieieieecece e 117
5.3.5 Sl PriVIEgE....ccooiieiieeeee e 117
5.3.6  COPY PriVIIEE oottt e 118
537  Download FP T oo 119
5.3.8  Upload EMPIOYEE & FP......ccooviiieiieeceseee e 120
5.3.9 Delete from Unit........cccoveinneinineinnceneeneeeneeeesseeeseseienens 120
5.3.10 Employee ChecKing ......c.ccocecvvirieirinieinieieeseneeese e 121
5.3.11  Department Management..........cccooeriiininenieneneneneeeeee e 121
5.4 Record Management ... 122
541  ReCOrd S€ArCh ..ottt 122
542 EXPOrt RECOI......oioiiiieeeice ettt e 123
5.5 U disk management program ), GO 124
56  System Settings ......cooooiiiiiiiiii 125
5.6.1  Basic parameter Settings .......cceoeeieiieninenineeeen 125
5.6.2 T&A Status Setting......cccecverieiriirieeceee e 126
5.6.3 Timing Downloading Record ...........cccoevininininenienieeieeieeee, 126
5.6.4 Management PWD Setting.......ccccecviireirinieinieneeceeeseeeeseee 126
5.6.5 Database linking setting.........cccceoeeieiiniiinineeee, 127
5.6.6 EXit SYStemM. .o 128
5.7  User interface configuration.............ccccooiiiiiiiiiii e 128
5.7.1  Interface skin COIOr.........cccciriiirincincetecee e 128
5.7.2  Change the software [anguage.........c.ccccecvrerrcenecenenieieseeeseens 129

5.7.3 Set quick access button ..........ccccveveveviciiicce e 129






Chapter1 Notice for user

It's a comprehensive manual, Specific function

subject to actual attendance.

Models:D100/D200/Aseries/EPseries/TC550/0

C500/T60 /VF30/VP30.




1. Notice for user
1.1 Security considerations

Please read carefully before using the manual:

1. Please read it carefully first of all;

2. Don't install the terminal under direct light, humid, dusty or sooty

environment;

3. Don't install the terminal near the magnetic field;

4. Don't install the terminal near the calefaction device;

5. Don’t sprinkle the liquid (water, drink, chemistry) on the terminal;

6. Always keep the surface of the terminal clean;

7. Clear the terminal by towel when there is water on the surface;

8. Don’t break the terminal;

9. Don't press two keys at the same time;

10. Don’t take down, repair or change the terminal without authorization;
11. Don’t allow children to touch the terminal;

12, This terminal is only used for fingerprint verification, don't use it for

other purposes;

13. If in doubt, please contact the local distributor:



1.2 lllustration for pressing fingerprint *

Correct method:

E0R

Place the center of the finger on the center of scanner window.

Wrong method:

E dE R B

Too less valid area Too left Too right Defluxion  Too down

1. It is better for each user to register two finger prints in case of one finger
can't work.

2. Place finger flatly and the center of the finger is on the center of scanner
window and press a little hard on scanner so it can scan as large finger area as
possible to extract enough minutia.

3. Keep the angle and direction of finger the same each time placing on
scanner.

4. If your finger has sweat or water, please make it dry first and then
register .

5. If your finger is too dry, make it a litle wet or touch the forehead to
increase oily of the finger, press a little hard on scanner. (the dry finger can cause
the finger image not clear .

6. Avoiding the callus , peeling or injury of the finger to ensure the register
and identification successful.

7. You'd better register the thumb first , then index finger or middle finger to
increase the precision.

(For R&A terminal with fingerprint)



Chapter2  Operation Guide

This chapter is mainly about appearance
illustration and relevant system settings such as how

to add and delete users etc.




2, Operation Guide

21 Menu Listk

Press [M] key to enter system management menu.

(This requires the administrator authorization if there is admin registered in

the system.) Menu List:

—[ b ]
—
L=
[ User |1 VerifyMode | Workcode Scope o IP Address
- - __Subnet Mask _|
— Group Setup *| —{ Daylight Saving | Subnet Mask
Admin Setup - Netkx || L MACAddress
Admin Clear —|_GatewayIP_|
—[ Volume # | —{ LocalPort |
—| Sysem |—— Unlocka | —{ SererlP |
. Auto Off
Auto Update
Image Disp. %
Log Setup o9
~—{Hardware Test || Keypad, LCD,Voice, Sensor # , Flash|

System Info User, FP %, Log, Serial,FirmVer |

Prompt: s mark for special model function



2.2 Button instruction

Button Function Button Function
[Fn] Work Code (M1 Menu
[OK] Confirm [C] Delete / Exit
(0] Power [1-9] Number
[<IIN] [OUTD] | Status/Navigate key
[A] (V]

Prompt: [C] also is work code function for T60 device.*

2.3 Time attendance status

Standby status we can run: time attendance, status setting, entering
management mode and power off operation.

IN
09 : 002
11-11-07 Mon

2.4  User
Employee info management includes user registration, user deletion; verify

mode, group setting, manager setup and deletion.

Press [M] to enter system management mode. Select [User] option with [< IN]
or [OUTP>] key.

MENU
»User
Setup
System Info

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



User v
» Enroll

Delete

Verify Mode

241 User Enroll
Select [Enroll] option and press [OK] to enter user registration interface. Input
user ID, i.e. 8101

s N

Enroll

ID
Esc-C Set-OK

Press [OK] to continue,

s 2

Enroll
/2
Password/Card
Esc-C Set-OK

Fingerprint registration:*

Press [<] IN] or [OUT[>] key to select 1 or 2, 1 is to register the 1st FP, 2 is for
2nd FP. Press [OK] to continue,

Enroll FP

Place Finger #1

Place the finger on sensor scanner. Please follow the screen prompts to register
the fingerprint.



[ Enroll FP

Take Off!

Remove finger, the system will prompt,

Enroll FP

Place Finger #2

. J

Place the same finger on sensor scanner again. After scanning successfully, the

system will prompt as follow:

Enroll FP .
008101-1 g\%
Sav-OK

Press [OK] to save fingerprint. Press [C] back to user registration interface.
The 2nd finger registration as the same steps as above.
Password registration:

Press [<I IN] or [OUTD>] key to [Password] option. Press [OK] to continue,

Enroll PWD

PWDID
Esc-C Set-OK

Please Input 1-6 digits as password. Press [OK] to confirm and input same

password again. The system will prompt,



[ Enroll PWD
PWDID
Confm

Press [OK] to save interface,

[ Enroll PWD ]
008101-P
Cancel-C Sav-OK

. J

Press [OK] to save password. Press [C] to cancel and exit back to user

registration interface.
Card registration:

Press [<I IN] or [OUT[>] key to [Card] option. Press [OK] to continue,

Enroll Card

Swipe card!

Swipe the ID card on card reader area. The terminal will get card number and
enter save interface,

Enroll Card
008101-C
Cancel-C Sav-OK

Press [OK] to save, press [C] to cancel and exit back to user registration
interface.

2.4.2 User Deletion

When there are employees leaving, we need to delete these employees to free



more memory space.

In [User] menu, press [<I IN] or [OUT[D>] to select [Delete] option

N

User v
Enroll

» Delete
Verify Mode

. J

Press [OK] key to enter user deletion interface.

Delete

ID

. J

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

s N

Delete

No-C Yes-OK

. J

Press [OK] to confirm delete. Press [C] to cancel.

Prompt: Employee deletion will delete all information of the employee and

can’t be resumed. Please take caution!

When machine do not have this employee ID, the system will prompt as follow:

Delete

No User!!

2.4.3  Verify Mode
Setting verify mode of the employee, there are four modes: SEPT, RF+PW,



PW+FP, and RF+FP.
In [User] menu, press [<] IN] or [OUT[>] key to select [Verify Mode] option:

\

User v
Enroll
Delete

» Verify Mode

Press [OK] key to enter setting interface:

Verify Mode v
»008101 ANY
Esc-C Set-OK

Press [<I IN] or [OUT[>] key to select employee’s ID or press [OK] to input user
ID:

Verify Mode v Verify Mode
» 008101 ANY
ID
Esc-C Set-OK

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

Verify Mode

008101
Yes-OK

Setting employee’s verify mode through [<] IN] or [OUT[>] key, then press [OK]

key to confirm and enter save interface:



Verify Mode

008101 FP+PW
Cancel-C Sav-OK

Then press [OK] key to save; Press [C] key to cancel this operation.

244  Group Setup*
Group is based on time zones. One group can set max 4 time zone. There are
supply 16 groups. Normally, system will default group 0 as normal close, group 1 as

normal open.

In [User] menu, press [<] IN] or [OUT[>] key to select [Group Setup] option,

User v
» Group Setup

Admin Setup

Admin Clear

Press [OK] key to enter group setup interface,

Group Setup v

» 000801 GO01
000802 GO01
Esc-C Set-OK

Press [<] IN] or [OUTP>] key to select user ID or press [OK] to input user ID

manually.
Group Setup v Group Setup
»008101 GO01
008102 GO01 ID
Esc-C Set-OK

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



Group Setup

008101 G
Yes-OK

Group number can be input through [< IN] or [OUT[>] key or number key. (Max

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

Group Setup

008101 G03
Cancel-C Sav-OK

Then press [OK] key to save employee’ group settings. Press [C] key to cancel

this operation as well.

2.4.5 Admin Setup

To prevent illegal operation, we need to set device admin to enter menu.

In [User] menu, press [<I IN] or [OUTD>] key to select [Admin Setup] option:

s 2

User v
Group Setup

» Admin Setup
Admin Clear

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

Admin Setup

Esc-C Add-OK

Press [OK] to start adding admin,



Admin Setup

ID

Input the user ID i.e. 8101. Press [OK] key to enter admin setup save interface,

Admin Setup

008101
No-C Yes-OK

Press [OK] key again to confirm saving. After adding completed, exit to admin
setup interface.

Admin Setup
»ID 008101
Esc-C Add-OK

You can press [OK] key to continuously add other admin, and press [C] to exit

as well.

After adding admin, it needs the verification of the administrator’s fingerprint to

enter Menu. The interface is as following;

Admin
09 : OO 26
11-09-26 MO

2.4.6 Admin Clear

Select [Admin Clear] option in [User] menu.



User v
Group Setup
Admin Setup

» Admin Clear

Press [OK] to enter admin clear interface,

Admin Clear

»ID 008101
ID 008102
Esc-C CIr-OK

J

Press [<I IN] or [OUT[>] key to choose the admin ID to be deleted, i.e. 8102:

Admin Clear
ID 008101
»ID 008102
Esc-C CIr-OK

Press [OK] key to confirm the admin ID.

Admin Clear

ID

Note: in admin clear interface, you can press [OK] key to input admin ID and

delete it manually.

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

manager clear interface.



Admin Clear
»ID 008101

ESC-C CIr-OK

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

2.5 Setup

[Setup] menu mainly includes [system], [log setup] and [Hardware Test].

Enter management menu, press [<I IN] or [OUT[>] key to select [Setup] option.

Menu
User
»Setup
System Info

Press [OK] key to enter [Setup] sub-menu. Press [<] IN] or [OUT[>] key to shift
menu.

251 Device ID
In [Setup] menu, press [<] IN] or [OUTD>] key to enter [System] setup option,

N

Setup

» System
Log Setup
Hardware Test

. J

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

System v
»Dev ID 1
Time
Language ENG

. J

Prompt: Device ID range is 0-99999999, and default is 1.(Device ID must enter

as same as in the communication software), When the device as “0”, must use the



lasted 8 digit of the serial number to communication with software.

252 Time
Press [<] IN] or [OUTD>] key to select [Time] option,

System v
Dev ID 1
» Time
Language ENG

Press [OK] key to enter time setting interface.

Time MON
2011-09-26 14:58
T
Set-C Next-OK

You can press the [OK] key to move the cursor to shift the year, month, day. And
use number and [<I IN] or [OUTP>] key adjust the time. After setting completed,

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

Time SUN

2011-09-26 14:58
Save?

No-C Yes-OK

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

menu

2.5.3 Language
In [System] setup, press [<I IN] or [OUT[>] key to select [Language] option,

System v
Dev ID 1
Time

» Language ENG




Press [OK] key to enter language setting interface,

System v
Dev ID 1
Time

» Language

You can press [<] IN] or [OUTI>] key to switchover the language. And press [OK]

to confirm.

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

setting save interface.

Setup
Save?

No-C Yes-OK

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

menu.

2.5.4 Work Code Scope*

Work code is a code for different work. Use for device supply a parameter to
label an attendance record as which kind of the work. It is easy for count attendance
time for different work. The scope of the work code is: 0-999999. It is an invalid

when over this scope.

In [System] setup, press [<I IN] or [OUTI>] key to select [Work code scope]

option,

System

» Workcode Scope
Daylight Saving
Net




Press [OK] key to enter work code scope interface,

Workcode Scope
Max 999999
Min 0

Set-C Next-OK

. J

When you finish setting, press [C] key enter save interface.

s N

Workcode Scope

Save?
No-C Yes-OK

. J

Press [OK] to confirm and save.
2.5.5 Daylight Saving

Automatically switch daylight saving time base on week or date

In [System] setup, press [<I IN] or [OUTD>] key to select [Daylight Saving] option,

System
Workcode Scope
» Daylight Saving
Net

Press [OK] key to enter Daylight Saving interface:

Daylight Saving

» Enabled No
Format Week
Start Time




When you enable “Daylight Saving” function you need select week or date format
first. Then you need set the time point for “Daylight Saving” start time and end time.

And press [C] key enter save interface.

Setup
Save?

NO-C Yes-OK

Press [OK] to Confirm and save

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

In [System] setup, press [<] IN] or [OUT[>] key to select [Net] option,

System
Workcode Scope
Daylight Saving
»Net

Press [OK] key to enter net parameter interface,

Net v
» Mode Server
IP Address

Subnet Mask

Mode:
There are two modes for networking.
Press [<I IN] or [OUT>] key to select [Server] or [Client]



Net v

» Mode Server
IP Address
Subnet Mask

Server: Normal net mode

Client: Only communication with the PC which has server IP.
IP Address

Press [<I IN] or [OUTD>] key to select [IP address] option,

s 2

Net v
Mode Server
»|P Address

Subnet Mask

. J

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

IP address
192 .168 .000 .218

Set-C Next-OK

. J

Press [<I IN] or [OUT[>] key or number key to input IP address. Press [OK] key
to shift between the 4 segments. After set is completed, press [C] key to enter IP

address save interface.

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

Press [OK] key to save the modification. Press [C] key to cancel.
[Subnet Mask]
Press [<I IN] or [OUT>] key to select [Subnet mask] option.



Net \/
Mode Server
IP Address

» Subnet Mask

. J

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

s N

Subnet Mask
255 .255 .255 .000

Set-C Next-OK

J

Press [<] IN] or [OUT[>] key or number key to input subnet mask. Press [OK]

key to shift between the 4 segments. After set is completed, press [C] key to enter

subnet mask save interface.

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

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

Press [<I IN] or [OUTD>] key to select [MAC address] option.

Net v
» MAC Address
Gateway IP
Local Port 5010

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



MAC Address
.247 .188 .066.
084 .215
Set-C Next-OK

Please do not change the MAC address for device.

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

[Gateway IP]
Press [<I IN] or [OUTD>] key to select [Gateway IP] option.
Net A
MAC Address
» Gateway IP

Local Port 5010

J

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

Gateway IP
.168 .000 .001

Set-C Next-OK

. J

Press [<I IN] or [OUT[>] key or number key to input gateway IP. Press [OK] key
to shift between the 4 segments. After set is completed, press [C] key to enter
gateway IP save interface.

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

Press [OK] key to save the modification. Press [C] key to cancel.
Local Port:
Press [<I IN] or [OUT>] to select [Local Port] option:



Net v
MAC Address
Gateway IP

»Local Port 5010

Press [<] IN] or [OUTI>] key or number key to input port. After set is completed,

press [C] key to enter save interface.
Server IP address

Press [ «IN]. [OUT » ] to select [ Server IP] option:

N

Net v
MAC Address
Gateway IP

»Serve IP

g J

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

[ Serve |IP ]
192 .168 .000 .001

Set-C Next-OK

. J

Press [<l IN] or [OUTI>] key or number key to input server IP. After set is

completed, press [C] key to enter save interface.

Serve |IP
192 .168 .000 .219
Save?
No-C Yes-OK

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

Press [ «IN]. [OUT » ] to select [ Server port] option:



Net v
»Server Port 5010

Press [< IN] or [OUTP>] key or number key to input server port. After set is

completed, press [C] key to enter save interface.

Setup

Save?
No-C Yes-OK

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

257 Anti-Back K

The anti-back feature is designed to prevent misuse of the access control
system. The anti-back feature is most commonly used at parking gates and
employee entrance doors, where there is both an “in” reader at the entry gate and an
“out” reader at the exit gate. The anti-back feature requires that for every use of a
card at the “in” reader, there be a corresponding use at the “out” reader before the

card can be used at the “in” reader again.

Standalone access control (T60, VF/VP30 etc.) must work with T5s to realize

anti-back function.

Via [<I IN] or [OUTI>] select [Anti-Back] option:

System v
» Anti-Back
Precision 1
Unlock 5

Press [OK] to confirm enter “Anti Pass Back” menu



Anti-Back v

»Enable NO
Native IN
Empty User

Enable: Enable or Disable anti-back function

0000 _,

09 : 00 2

11-11-07 Mon

| wstranded users

Native: Setting device always as “In” or “Out” states
Empty User: Clear all the stranded user records which

Press [<I IN] or [OUT[>] key to setting the anti-back fun
confirm, then press [C] save and exit.
258 Print %

Via [<] IN] or [OUTP>] select [Print] option:

-

have been access in.

ction and press [OK] to

System v
Anti-Back

» Print
Precision 1

.

Press [OK] to confirm

-

Print v
» Enabled NO

Set up if enabled print function, and then press [C] key to set to be saved.

Printer Settings:



Com Port: Communication or Print function

Baud Rate: Baud Rate:19200 for print function

Baud Rate:57600 for communication function

Output Code | Font coding for Print

259 GPRSK
Insert the standard SIM card. The device will search the GPRS signal.

e N

IN
09 : 00 2
12-16-10 all  THU
Via [<] IN] or [QUTD>] sele(:t [ GPRS] option: ’
System
» GPRS
Precision 1
Volume 5

In the GPRS option there are two options:

[ GPRS
» Server IP
Server Port 5010

Server IP:  The server IP is the Public IP address (it is from ISP). It is the PC Server
IP that the T60 device will connected with.
Press “OK” to enter IP setting interface. And input public IP address.

Server IP
.168 .011 .030
Set-ESC Next-OK

Server Port:  The port is the software communication port. The device will send the



attendance data and get commands via this port to attendance software. (The
default port is 5010)

GPRS
» Server IP
Server Port

The next step need set the software. In the Pricomm.exe software interface,

Please add a terminal first. Please notice you just select “ LAN(Client)” mode for
device GPRS communication.

= Terminal Nanagement E
Tatminal Infa— = =
L]
Terminal No. |  USBino diver]
e
Device ID LN [
i — |[ UANIChen]
Device Name
R i 7=
Device Group |Growet | -
" RS485 COM1 -
Toh stos [Fedtstas ] =
ok | gancel |

2.510 Matching Precision *

There are three fingerprint matching precision levels (0, 1, and 2). 0 is lower

precision (Basic) .1 is standard precision (Good). 2 is high precision (Excellent).

Press [<] IN] or [OUT>] key to select [Precision] option.

System v

» Precision 1
Volume 2
Unlock 5

.

Press [OK] key to enter precision setting interface,

System v

» Precision 1
Volume 2
Unlock 5




Press [<] IN] or [OUTP>] key or number key to adjust the precision. Press [OK]
key to confirm. Then press [C] to save the setting.

2511 Volume *
There are five levels for device’s volume, 0-mute, MAX-5

In [System] setup, press [<] IN] or [OUT[>] key to select [volume] option,

System v
Precision 1

»Volume 2
Unlock 5

Press [OK] key to enter volume setting interface, Press [<] IN] or [OUTD>] key
set the volume. Press [OK] key to confirm. Then press [C] to save the setting.

2512 Unlock %

Lock delay is the time range since lock open to close after user access granted.
‘No’ means no delay and the max delay time is 15 seconds.

Press [<I IN] or [OUTD>] key to select [Unlock] option,

System v
Precision 1
Volume 2

» Unlock 5

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

System v
Precision 1
Volume 2

» Unlock 5

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



2.5.13 Door Alert X

Door alert use for monitor lock whether was closed after user access. If lock
does not close the device will alarm out. The delay time for door alert is 1-99 sec and

“No” means disable the door alert function.

Press [<] IN] or [OUTP>] key to select [Door Alert] option,

System v
»Door Alert No
Ring No
Auto Off 10

. J

Press [OK] key to enter door alert setting interface,

System v
» Door Alert No
Ring No
Auto Off 10

. J

Press [<I IN] or [OUT[>] key or number key to input door alert value. Press [OK]

key to confirm. Then press [C] to save the setting.

2514 Ring %

Ring is the time range for ring delay. “No”- no delay with ring, the max is 15 sec.

Press [<I IN] or [OUTD>] key and shift to [Ring] option,

System v
Door Alert No
»Ring No
Auto Off 10

Press [OK] key to enter Ring setting interface,



System v

Door Alert No
»Ring No
Auto Off 10

Press [<I IN] or [OUTP>] key or number key to input delay time value. Press [OK]
key to confirm. Then press [C] to save the setting and press[ OK] to be saved.

Setup

Save?
No-C Yes-OK

2.5.15 Auto Off

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

Press [<I IN] or [OUTD>] key to select [Auto off] option.

System v
Door Alert No
Ring No

» Auto Off 10

.

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

System v
Door Alert No
Ring No

» Auto Off 10

. J

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

2516 Auto Update %

Update the fingerprint template intelligently: During fingerprint sensor



identification process, the senor replaces the lowest-quality data with new,
higher-quality data that it acquired in the matching process. This enables the sensor
to maintain high quality data at all times, saving the user from repeated

authentication attempts.

Press [<] IN] or [OUTP>] key and shift to [Auto Update] option:

System v
» Auto Update No
Image Disp. YES

. J

Press [OK] key to enter auto off setting interface:
System v
» Auto Update No

Image Disp. YES

g J

Press [<I IN] or [OUT[>] key to choose ‘Yes’ or ‘No’, and then press [OK] key to

confirm. Then press [C] to save the setting.

2.5.17 Image Display *

Whether display the fingerprint image on the LCD after user access granted.

In [System] setup, press [<] IN] or [OUT[>] key to select [Image Disp.] option,

System v
Auto Update No
» Image Disp. Yes

Press [OK] key to enter setting interface:



System v
Auto Update No
» Image Disp. Yes

Press [<I IN] or [OUT[>] key to choose ‘Yes’ or ‘No’, and then press [OK] key to

confirm. Then press [C] to save the setting.

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

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

Press [<] IN] or [OUTD>] key to select [Log Setup] option.

N

Setup
System

»Log Setup
Hardware Test

. J

Press [OK] key to enter sub-menu,

Log Setup
»Log Alert 010
Re-Verify NO

. J

Press [<] IN] or [OUTD>] key to select [Log Alert] option. Press [OK] key to

enter log alert setting interface.

Log Setup
» Log Alert
Re-Verify NO

Press [<] IN] or [OUTP>] key or number key to input log warning number. Press



[OK] key to confirm. Then press [C] to save the setting.

2.5.19 Re-Verify time

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

device.

In [Log Setup] menu, press [<I IN] or [OUTP>] key to select [Re-Verify] option,

Log Setup
Log Alert 010
» Re-Verify No

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

Log Setup
Log Alert 010
» Re-Verify

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

Prompt: If the same finger is identified continuously in re-verify time period, only

the first record will be saved in device memory.

2.5.20 Hardware Test

Test the functions of machine keys, LCD, voice, scanner and Flash.

Select [Hardware test] option in [Setup] menu:



Setup
System
Log Setup
» Hardware Test

Press [OK] to enter setting interface as following:

Hardware Test v
» Keypad

LCD

Voice

Press [<] IN] or [OUTD>] key to choose testing option and press [OK] key to
start.

Keyboard: press [<] IN] or [OUT[>] key to select [Keyboard] option, and press
[OK] to enter keyboard testing interface. Then press any key to start keys testing (i.e.

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

Keyboard
Current key
3

Esc-C

Press “C” exit the test

LCD: Press [<] IN] or [OUT>] key to select [LCD] option, and press [OK] to

enter LCD testing interface.

BEAETRE A B

Esc-C Next-OK

Press “C” exit the test



Voice: Press [<] IN] or [OUTP>] key to select [Voice] option, and press [OK] to

enter voice testing interface. *

Voice

Section 04-17
Esc-C

Sensor: Press [<] IN] or [OUTP>] key to select [Sensor] option, and press

[OK] to enter sensor testing interface. *

Sensor
LUM 130
Esc-C Adapt-OK

Press “C” exit the test

Flash: Press [< IN] or [OUT>] key to select [Flash] option, and press [OK] to

enter flash testing interface.

Two steps: 1. Erase all data; 2. Check

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

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

Flash

Flash OK!
Esc-C




After each test are finished, press [C] key to exit.

2.6 USB Flash X
Put U flash driver into terminal USB port and press [M] to management menu.
Select [USB Flash] Press [OK] enter sub menu.

2.6.1 New Log Backup

Download the new records into U flash driver.

Press [<] IN] or [OUTD>] key to select [New Log Backup] option, press [OK] key

to download the new attendance record.

USB Flash v

»New Log Backup
New Logs Backup
User Backup

After back successful, Press [C] key exit to upper menu.

The new record file stores in the BAK.KQ file which under G:\00000001
directory.

[G]: The driver letter of the USB flash driver; [00000001]: is the terminal device
ID.

2.6.2 All Log Backup:
Download all the records into U flash driver. All attendance files store in the
BAK.KQ file which under G:\00000001 directory.

Prompt:: Please copy the backup record files to another direction of the local

PC, Otherwise running [All Log Backup] will instead backup files.

2.6.3 User Backup:

Download user information and fingerprint template to USB flash driver, the
backup file store in BAK.YG and BAK.ZW file under G:\00000001 directory.

2.6.4 User Reco!



Recover the user information back to the terminal from USB flash driver.

There are two methods for recover the data: [

Copy BAK.YG and BAK.ZW files to root direction of the USB flash driver,

and put USB flash driver into terminal USB port to recover the records;

Through USB flash driver management software export employee
information to root direction of the USB flash driver, will generate BAK.YG and
BAK.ZW two files, then put USB flash driver into terminal USB port to recover

the records

Press [<] IN] or [OUTP>] key to select [User Reco!] option, press [OK] key to

recover the user records.

USB Flash v
» User Reco!

After recover, Press [C] key exit and back to upper menu.

2.7  System info *
System info shows the current usage status of device, such as user quantity,

fingerprint quantity, records quantity and the firmware version etc.

In management mode, press [<] IN] or [OUT[D>] key and shift to [System Info]

option,

MENU
User
Setup
» System Info

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



device. *

System Info v System Info A

» User 3 » Serial XXX
FP 2 FirmVer 01.A0.H1
log 17

User: Registered user number in device

FP: registered fingerprints number. Select it and press [OK] key and you can

check the password and card number x
Log: The number of the attendance record stored in the device.

Serial: The unique identifier of the device and cannot be modified.

FirmVer: the firmware version of program which write in EROM or EPROM
(Programmable read only memory). So called firmware is firm program saved in

integrated circuit firmly, responsible for controlling and dealing with integrated circuit.
After checking completed, click [C] to exit.

2.8 T&A status setting

Press [<I IN] or [OUTD>] key to shift attendance status. System default statuses
are IN, OUT.

ouT
09 OO 2 09 OO 2

2.9 Shut down

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

following,



Shutdown!

17 : 30 46

11-09-26 MON

Then device will shut down.

Notice: If external power is connected, you can press [OK] key to power on

device.



Chapter3d  System Installation

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

and operation system requirement.




3  System Installation

First we should install background management software on the computer. Please
refer to the following steps:

3.1 Running Environment

Hardware environment:

Pentium I1 266 and above; PentiumII[500 and above is recommended;
128 Memory and above; Minimum 100M hardware space;

COM Port;

CD-ROM (CD-ROM needed in installation);

VGA support 800*600 resolution and above;

Operating system:

Microsoft Windows 2000/ XP (recommended);

Microsoft Windows Vista;

Microsoft Windows 7;

3.2  System Installation

Please insert 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):

Please select local dialect:

Floase sal6c e instatabion pam
18

Provous Head

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

Please confirm the installation list and click “Install”



Prompted

Click “Yes”

Program i bewrg mibalod on piur comgnier

E RIS R ar e AL L TE W Phctn e

S

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

¥ Crants § dagianp whaneoe
) Creat & program gressp shercuts

¥l Run Program

. Fuiah |

Click [Finish] to close the installation program and an icon [V)] will be added to the

desktop. And [AIM management software ] will been add to [All Programs]



Chapter4d Background Management

The main theme of this chapter is how to collect
attendance records from different terminals with
management software and generate different reports.
The background software can manage employee

information, set rules of attendance etc.




4  Background Management

Management software can collect attendance records from different terminals,
calculate according to shift setting and finally generate different reports. The background

software can manage employee information, set rules of attendance etc.

4.1 Login System

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

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

Admiristrator v

Password | |

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

Tingerprint TAL Buagemant Tyvtes B4 Tres & Safe




The main interface includes three parts:
1. System menu: Include the whole function module & information

2. Shortcut button: Shortcut button of common function module, array in working
order, easy to work on

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

4.2 System

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

B Paranctor Settings

Be Mdministrators

Administrator’ = Pazzword Set

Modified Record Log
Managing Log

DataBaze Linking

Exit System Cirlt+i

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

» System parameters setting @

Basic info
it Hame: | nead office

Carmmon Fule -
& motkday count s |9 B vinute shift expands two days
b
[ Mol clock incount aslate. |57 1) it (® Count as the 15t day

[ ) Count as the 2nd day
[] Hot clock out count as eay | B0 B3] Minute

[ Overtime Calculation
Clonduy |2 B in ealier clock in count as overtins

Mormal Day 0
[t duy 50 = mir later clock-out court as avertime ]
Wweekend
[ deduct the 'Or duty % minutes earlier’ 0
Festival
[ deduct the 'O duty ¥ minutes later'

Pic4.1

Basic parameters:

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



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

A working day count as how many minutes is the base for time attendance
calculation which will be the transition standard to calculate the late to work/early to leave
[free overtime items, minute is the good transition standard of hours and working day.

“Late for work as how many minutes” can be set when no clock-in on duty, “early to
leave as how many minutes” when no clock out for off duty. Free overtime work can also

be calculated on the base that how many minutes working after off duty time.
“Shift expand two days” is set under real condition.
Stat. Rules:
Click page [Stat. Rules] in pic4.1, following shows:

0 System parameters setting E‘

Biasic parameters [f Stat. Aules | Leave class | Field definition

Stat. Items:
Stat. Ruls

Late Unit Set
Early

Business Leave

Leave

Absence Mirimurn:
Stay away

Olvertime:

Free Dvertime Found-off cantrol

() Aound down
() Round up Round at total
® Round off [ Acoumulate by tmes

Unit:| Day b

1.0

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

leave, absence, overtime, free overtime.

Accumulate by times: Only calculate the total times, display the accumulated times

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

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

calculation is 1 day.



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

calculation is 2 day.
Round off: If the decimal is equal to or over 0.5, add one unit, or else, abandon it.
Notice: the setting of stat. Rules above will directly affect the statistical result

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

Leave class:

Click page [Leave class] in pic4.1, following shows:

» System parameters setting &

Basic parameters | Stat Rules ; Leave class || Field definition

S
Append  Delete  Modify
Color ~

Leave Clas: [Admristration D epatmenl

Shaw Color: | B Fed b

Indicating Symbol:

Add new leave class:

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

finish.
Revise leave class:

Select the name of leave class which one need to be revised, click [Modify], input

new name of leave class and color, and click [Save] to finish.
Delete leave class:

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



Field definition:

Click page [Field definition] in pic4.1, following shows:

0 System parameters setting &

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

Field Mamne : |5 Inpt new field value:

Chinese
English

This page add the corresponding value for [Nation], [Specialty], [Position] [Education]

in menu [Employee maintenance].
4.2.2 Administrators

Click [System]-[Administrators], following window shows:

# Adwinistrator set FXI

L%&T’u'

fppend Delete Modify

I3 &dmin Dept operable: Itermes operable:

[# head ofics
7 48D
W ReD
¥ Sales
W FiD

! ! The new administrator has a default password: 838538,

Append new administrator:

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



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

[Administrator’s password set] to set new password of administrator for system security.
Note:

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

privileges for different administrators so as to divide and manage the task systematically.

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

Modify administrator:

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

Delete administrator:

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

4.2.3  Administrator’'s Password Set

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

”Adlinistratnr modify paszsword

0P |
Mew Prod

Confirm P




Input the original password in [Old Pwd], enter the new password in [New Pwd],

enter again in [Confirm Pwd] and click [OK] to finish.
4.2.4 Modified Record Log

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

#) Attendance record modification log CEx
Gommrch Tasteme (Hlese

Time Range
Depatrent ) ead office | Enmployee Ho | A1 v Fom0t0121 || noot 3| Te|omnazie w|[zsems 2

Departrent Employes No. | Name Clacking Time Stale Hodiy ype | Reasans Administrator
»

< >
EecordCount a

Select department, employee No. and time range and click [Search] and those

records which match the above condition will be displayed.

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

Click [Close] to exit.
4.2.5 Managing Log

Click menu [System]--[Managing Log], following springs:



o Administrator operation log

gq:M:h Close
Time Range
Adminigtrator | A1 v From |EIEE- 314 '~ | 00001 3 To|2009- 413 (v || 235359 &
D MNarme Managing Time Remark. -~
»[ Jadwin 2003-4-1311:53:48 Opsrating system parameter ssttings
21 Admin 2009-4-1311:53:30 Operating system parameter settings
20 Admin 2009-4-1311:51:47 Operating system parameter settings
19 Admin 2009-4-1311:49:33 DOperating spstem parameter gettings
18 Admin 2009-4-1311:44:10 Clear the data before " 2009-03-01 "
17 Admin 2009-4-1311:43:21 Operating business leave/leave
16 Admin 2009-4-1311:42:38 Operating business leaveleave
15 Admin 2009-4-1311:41.53 Operating business leave/leave
14 Admin 2009-4-13 11:40:55 Operating business leave/leave
13 Admin 2009-4-1311:36:39 Operating festival/holiday settings
12 Admin 2009-4-1311:32:16 Operating system parameter settings
11 Admin 2009-4-1311:25:10 Operating system parameter settings
10 Admin 2009-4-1311:24:47 Operating system parameter setlings
9 Admin 2009-4-1311:24:41 Operating system parameter settings
8 Admin 20059413 11:24:21 Lirk the database to
7 Admin 2009-4-1311:23:08 Operating system parameter settings
E Admin 2009-4-1018:01:.08 Operating system parameter setlings
-
< >

This log records all the operations of every administrator. Select [Administrator] and
the time range then click [Search] to see what operations have been done by this
administrator within the selected time range, which makes it possible that the

multi-administrators can use the software at the same time.
4.2.6 Set Database Link

This system adopts the database interface of Microsoft ADO. The acquiescence
database is Access2000.The defaulted is att2003.mdb under the main setup directory.
You can set up the database linking again according to the actual conditions.

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

Prompt information

(] Database connecting failed, Fleaze collocate the database again
LY

Click [Database linking] in system menu, the following springs.



B Data Link Properties ﬁ?|

Provider |Connection |Advaﬂveu Al

Specify the following to connectto Access data.
1. Select ar enter a database name:
[E: \Test'Backeroup management\Att2003.ndb  |[)

2. Enter information to og on to the database:
Username:  [Admin ]

[¥] Blank password ] Allow saving password

Test Connection

[ ok ][ Cancel J[ Help |

Input the database name or click the ::I button to select the correct database file.

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

database.
4.2.7 Exit System

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

Please make sure ... @

\_'.:J Ara you sure to exit?

| [ cancel

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

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

B Department Management Ctrl+D
& Erployees Maintenance CtrltG

4.3.1  Department Management

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

following window:



# Department Nanagement

- £ R A\ T

Append

X

Departments List Being Selected Dept

88 R0 Input the new department name

&

Wihen adding a new department
“You can't use any same department
nhame.

Wihen deleting a department,
Employees of the department will be
mowe to head office automaticallyl

Add a new department:

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

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

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

Department modification:

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

Delete the department:

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

Please make sure ...

?(f Are you sure to delete this depariment?
S

Cancel

Notice: repetition of department name is not allowed; if there are employees existing
in the deleted department, those employees will be automatically transferred to



department of head office.
4.3.2 Employees Maintenance

Click [Employees Maintenance] in [HR Management] menu, the following window

appears:

) Eaployes Baint snance
y [
Call g R (e M ™
g e ) )| R .
tpend Delats Hodify Transfar Inport
B trad clice Sesch Enplogees -
g;‘i‘; Emgicyes Ho Hame Depatment Posiion Emgloy Date | Telaphone  Addess Sex  Langasge Comment  CadMo  Motde
B S wie nead cifer
& FiD r ] head oifice
< ¥
Emgleyees Infoimaton | vl Frgers
Baployes Ho |B1E [ CandNo i
- v e v ey [ v [ElCakise Anerdance
Edhacation » Sty ' Foteon v F] Caokentote Ovestis:
aghons iy Date [ s
I e N ] ot O Hoddgs
10 M Corrmment Marksl St e
Addrery User Type | Homnal User ~ Group Mo |1 £
FecodCont 2

Employee's adding:

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

Note: 1. The items of “Calculate attendance”, “Calculate overtime”, “Rest on holiday”
below “Attendance Set” is correlated with report, please set it correctly. If the checkbox of
“Calculate Attendance” of this employee is not checked, there will be no statistical result
for this employee in the report. If checkbox “Calculate Overtime” is not checked, the
statistical result of overtime of this employee will be 0, unless he had [Temporary Shifts]
which defines as overtime working; If the checkbox of “Rest On Holiday” is not checked,
holidays will make no effect on the shifts for this employee; if the checkbox of “Rest On
Holiday” is checked, thus for those holidays, even there are shifts on those days for the

employee, those shifts will be invalid. And if there are time attendance records of this



employee, those records will be deemed as free overtime.
2. Employee No. is exclusive as well as the first digit cannot be 0!
Employee's modification:

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

Employee’s deletion:
Choose the employee; click [Delete] and then click [OK] to complete.

Please be cautious when delete the employee since all this employee’s time

attendance records, shift arrangement will be deleted at the same time.
Import employees:
Click [Import], employee importation window springs for importing employees.
Employee’s department shifting:

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

window will pop up:

0 Employee Iransfer E‘

Select the department to trarsfer:

i
&8 AsD
&8 ReD
&% Sales
i g ]

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



Export Employee:

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

Emploves Mo. Mame Department Position Employ Date | Telephone | Address
I
8108 b Select AL Ctrl+a
Cancel AlL CtrltZ

Export Data
v Employee Ho

fiw all columns v Hane
T v Department.

v Bosition

v Enploy Date
« Telephone
v hddress

v Sex

v Lenguage

All displayed fields in employee info list can be defined through submenu of
“Column”. Meanwhile, the modification will take effect and be saved.

Click [Show all columns] to display all fields in the list.

Click [Export Data] and following window will prompt:

suve 75

| | [CEm]

Taxs Fils (o xt) *  [Ccemem |

Please select your target directory of your export, file format (txt or xIs) and the file
name. Click [Save] to confirm the operation.

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

again.
44  Attendance Management

Click [Attendance] in the main menu, following springs:



Holiday List

TimeTable and Shift CtrltE
% Staffer Scheduling Ctrl+P

Attendance Record
j_é Attendance Calenlating and Report CirltR

4.41 Holiday List

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

>
-

dppend Delete Modify

Start Date | 2009- 416 Days [3 (4]
Holiday Name Start Date Days

2009-05-01

Name | [T

Add festivals or holidays:

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

Modification of festivals or holidays:

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

Deletion of festivals or holidays:

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

442 Timetable and Shift
The relationship between shift and timetables:

Shift setup should be done in two steps: First, setup necessary timetables. Second,



setup shifts. One or more timetables can be included in one shift.

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

setup will be found in the next two sections.
Timetable maintenance:

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

# TimeTable and Schedule Naintenance 3]
Timatable Maintenarce | S hift Maintenance
{ +
& =
hppend Delete Hodify ]
Timelable Name | On Duly Tine | OIf Duly Tine ~ TimetableName. |02
» X I (2
morming 04:00 1200 On Duty Time 9800
alternoon 1200 2000 =
night 2000 0400 LR o

Beain Clock-n Time
End Clackeln Time | 1300
Begin Clock-Out Time 16:00
End Clock-Out Time | 20:00
Late enor allowance Minutes
Eaily enor allowance Minutes

CountAsWorkday ||

Count &5 WorkTime | 480 Minutes
Must C-ln Must C-Out
v [ Free Time 10T Time
Pic4.2

Add a new timetable:

Click [Append] and enter the corresponding information:



[Timetable Name] For instance: Day Shift

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

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

[Count as work day] (1)

[Count as work time XXX minutes] (480).
Tick [Must C-In] and [Must C-out],
Finally click [Save] to confirm.

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

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

calculating business leave, leave, absence and overtime.

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

The timetable Modification



Select the timetable name you want to revise, and click [Modify], then input the new

information, clicks [Save] when finished.
The timetable Deletion
Select the timetable you want to delete, click [Delete], and click [OK] to make sure.

(Please note: Begin Clock-in Time and End Clock-in Time makes the valid time
range for Clock in. Clock in out of this time range will be treated as invalid records. It is
the same with Clock-out time. Please setup in accordance with practical situations.)

Example——Add a timetable:

Complete process for adding four timetables:

Day shift 08:00 - 17:00 Morning shift 04:00 - 12:00
Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

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

Pic4.2. Please note there should be no blank left.)
Shift Maintenance

Click [Shift Maintenance] in Pic4.2 and the following window pops up:



o‘l'inel’ahle and Schedule Naintenance gj

Timetable: Maintenancs
Append Delete Modify
Shift Name: ~
.’ Shift Name | day shift Cycles [1 2] Cycle Unit [Week %
three shift -
I
Date Timetable 1 Timetable 2 |TmeTable 3 ]Tme'[ab\e 4
Sunday
Maonday Day
Tuesday Day
Wednesday Day
Thursday Day
Friday Day
Saturday Day
v
Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:
normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables and

time range required in this shift in the springing window (see the Pic4.3 below) For

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

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

details.).

¥) Add Shift Timetable

Choice a timetable:
Timetable ... | On Duty Ti..
»
moming 04:00
afteroon 12:00
night 20:00

[~

Chaice the date: Can
Off Duty Time A~ Sunday
| e
| Tuesday
1200 vl Wednesday
20:00 ! Thisdas
04:00 g
Saturday
)
|3
o | Cancel




Delete the timetable: Select the timetable you want to delete and click [Delete].
Clear the timetable: Clear all the timetables of the shift.

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

automatically], just finishing one shift of the period is reared as normal attendance.
Modify a shift:

Select the shift to be modified and click [Modify], and enter new information in [Shift

Name] etc., click [Save] to complete.
Delete a shift:
Select the shift to be deleted and click [Delete].
Example---Three shifts:

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

week, cycle every three weeks and employee is on holiday every Saturday and Sunday.)
Step 1:

Click [Append], enter “Three shifts” in [Shift Name], set [Cycle] to “3” and [Cycle Unit]

to “Week”. Please see the picture below:



Step2

Add corresponding working hour timetable in accordance with “Cycle”: first week

g‘[ilelahle and Schedule Naintenance @

| Timetable Maintenance:
Append Delete Modify
Shift Name A
¥ | doy shif Shit Name | (XERND Cycles [3 2] Cycle Unit | Week |
| | =3 |
Dale Timetable 1 Timetable 2 [TimeTahIe 3 |TimeT able 4 ~
Sunday
Monday
Tuesday
\Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v = v

(morning shift, from Monday to Friday)

Click [Add] and the following window pops up:

Select the timetable “Morning shift” to be added and select the time range to apply to
this timetable “from Monday to Friday of the first week” and click [OK] to complete the

) Add Shift Timetable X

Choice a limetable: Choice the date; Clau

Timetable .. | On Duty Ti..| Off Duty Time # Sunday Wiednesday
Day 0800 17:00 u v Monday Thursday

e e W Tuesda Frida,

> ¥ Wednesdy Banrdy

sfternoon 1200 2 o Thursdai

ht 20:00 04:00 b

ne Saturdlsy
Sundsy
Moy
Tussiday
werdnesiay
Thinrsdlsy
Fridsy
Saturdlsy
Sundsy
a Moy
- Tussiday

|~
v

K Cancel

setting of the first week.



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

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

below):

#3 Add Shift Timetable 3]

Choice a timetable: Chaice the date: Clan

Timetable ... | On Duty Ti..| Off Duty Time 4 ;undday %Ed”;ﬁa?
onday ursday
Day 0800 1700 Tuesday Friday
moring 04:00 1200 Wednesday Saturday
|4 aftenoon Thursday
night 2000 0400 Friday
Saturday
Sunday
| Monday
v Tuesday
v Wwednesday
| Thursda
v
Saturday
Sunday
&) Monday
- Tuesday

o | Caneel |

Click [OK] to complete the working hour setting for the second week.
The third week (night shift, from Monday to Friday)

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

# idd Shift Timetable ﬁ:ﬂ

Choice a timetable; Choice the date: O

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

Doy 0500 1700 ’;"5::;;; v Thuds
moring 0400 12:00 wednesday Saturday
aftemoon 12:00 20:00 Thursday

[Jricit  [eo00  [oso0 | gl:llua'yday

Sunday

Monday

Tuesday

‘wednesday

Thursday

Friday

Saturday

Sunday

" ¥ Monday

v Tuesday

w | Concel |

Click [OK] to complete the working hour setting for the third week.

After the completion of above steps, please don’t forget to click [Save] and the setup

of “three shifts” will be done (see the picture below):



# TimeTable and Schedule

| Timetable Maintenance

DRaE

Append Delete Modify

[ shift Name A
_P'dav shift Shift Name | three shift ] Cycles |3 EI Cycle Unit|week v |
> |
Date Timetable 1 Timetable 2 |TimeTable 3 |TimeTable 4 ~
Tuesday merming
‘Wednesday morning
Thursday morning
Friday mofning
Saturday
Sunday
Monday afternoon
Tuesday aftemnoon
‘Wednesday afternoon
™| b= N

4.4.3 Employee Scheduling

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

# Esployee Scheduling

&

Select All Select Mone  Arrange Shift

) head office T — I -
Employee No, Name: Department Shift ~
» [Fi02 hreed oifios
a103 hioad offce
L]

Time Range
From 20101216+ . & o) [ (5 )

o8y = o) = g )
Ta|20104216 % Tl Ty (6 Terpmmesy

Date ‘T\metah\e 1 ‘T\metah\e 2 TimeTable 3 ‘T\mETah\e 4 |

12-16 Thursday

Pic4.4



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

[Arrange], the following window appears:

#) Staffer shift maintenance X

Shift List: Shilt Timetable,
Shift Name | Cyele quantiy | = [Date Timetable 1 Timetabie 2 |T\meTab\e3 ‘T\meTabled |
1
thuee shift 3 [Sende
Monday Day
Tuesday Day

‘Wednesday  |Day

Thursday Day
Fiday Day
Sawday | |Day
3
< >
} The cunent shift schedule

Liebore Shilt name Begimingdate | Ending date

Yl shit 20050401 20100401

Beginning | 20090401

Ending 20100430+

5 add 88 pel ok Cancel

Pic4.5
Add a new shift:

Select the corresponding shifts, for instance: The commencement date and deadline
of this shift of “normal class ", click [Add] button and then click [OK] in Pic4.5 to finish the

adding of new shifts.
Please note:

If the cycle unit of scheduling is “week” and the amount of cycle is more than 2, the

starting date should setup as “Sunday’.

If the cycle unit of scheduling is “month” and the amount of cycle is more than 2, the

starting date should setup as “1st day of a month”.
Deletion of the shifts:

Select the shifts in the shifts form which you want to delete, click Delete button, and

click ok on the pop up dialog box to finish the deletion.

Arrange a Temporary Shift:



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

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

Please make sure ...

\_?(4 dre you sure to meke temporary shift schedule to the selected Employees frem 2010-12-01 to 2010-12-167

Y Cancel

Click [OK] and the temporary scheduling can be operated. Then click [Add] and the

following window will pop up:

# Add 2 temporacy timetable 3

Select the timetable to add Select the dates L
Timetable. . | On-duty time | Off-duty time A 04-125unday
night 2000 05:00
moring 08:00 12:00
A
ok | [ Cancel

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

scheduling will be saved.
[Delete]: Delete the selected timetable;
[Clear]: Delete all the timetables in the current time range;
[Cancel]: Delete the existing temporary scheduling in the selected time range;
444 Attendance Records

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



¥2 Search Employee’ s Attendance Record &

iC 9 &
A 5] 4
Search Report Export Modify Log
Time Range
Depatment| { headofice v | Empioyam o [l v Fom 1216 | | Goeot 4| To[amipizie | [zzssss 2
Depatmert | Employee No. | Name Date Tine Stale Logation|D | WorkCade
FlecardCount 0

Inquiry of attendance record:

Select the department, employee, the beginning and ending time that need to

inquire about, then click search, you can get the corresponding attendance record.

V2 Search Employee’ = Attendance Record

>l v e [
B C 9 =
Sesrch Report Export Wedify Log
Time Fange

Deparment [ headsiice v Emplayee No. a1 ¥ Fon[am0iz 1 | [omm 3| To[amnizie v [mmo 2

Depatren Employea o, | Name Date Tire Stale LocationID | WorkCade ~
[§ head oific= 8103 Micheal 20101203 DB:53:00 0

head office BI03 Micheal 20101205 085300 0

head office 8103 Micheal 20101208 18:03:38 o

head office BI03 Micheal 20101207 05300 0

head office B103 Micheal 20101207 18:03.36 0

head office BI03 Micheal 20101208 085300 0

head office 8103 Micheal 20101208 18:03.36 0

head office BI03 Micheal 20101209 085300 0

head office 8103 Micheal 20101203 18:03.36 0

head office BI03 Micheal 20101210 085300 0

head office 8103 Micheal 20101210 18:03.35 0

head office BI03 Micheal 20101213 085300 0

head office 8103 Micheal 20101213 18:03.36 0

head office BI03 Micheal 20101214 05300 0

head office 8103 Micheal 20101214 18:01.35 0

head office BI03 Micheal 20101215 085300 0

head office 8103 Micheal 20101215 18:05.52 0 -

head office BI03 Micheal 20101216 085300 0

head office 8103 Micheal 20101216 17:59.52 0

head office B0 Lizey 201049201 085600 0

head office 8108 Lizy 2010920 181200 0

head office B0 Lizey 201049202 085600 0

head office 8106 Lizy 0101202181200 0

head office B0 Lizey 201049203 085600 0 v
FecordCount: 75




Attendance record report form preview:

Click [Report] when the window displays the attendance inquiry records, you can get
the report form automatically.

EE&

7 Preview

T =S #N

%

Head office attendance record report

2009-04-01 To 2009-04-16

E Jake Chen 801 2009-4-1017.04.34__| Clock Out 2008-4-7 74516 | Glockin
SUNGAS IS |EIaEkIn 2009413 7:35:46 | Clockin 200847 171420 | Clock Ot
TR T 2009-4-1317.27.06__| Clock Out 2008-4-87.0812__| Glockin
ST i535  |[oiodkn 2009414 7:06:12__| Clockin 2000-4-8 72453 | Glockin
TR i 2009-4-14 17.16.25__| Clock Out 2008-4-817.2005__ | Clock Out
TR T 2009415 7:46:58__| Clockln 20004974952 | Glockin
T T 2009-4-15 17.08.53__| Clock Out 2008-4-9 75156 | Glockin
STl ioET ok 2009416 B:00:58__| Clockin 20004950215 | Glockin
20094673536 | Clockin Count 27 2008-2-917.11.24__| Clock Out

200941074519 __| Glockin
2;%%1:?;5;:; Ccl?;:k?,:‘ R King Jin 8103 2009-4-1017.04:34 | Clock Oul
2008-4-7 17,1430 | Clock Ot 200841 712305 | Clockn 2009-4137:3546 | Clockln
2000-4-8 70512 Clockin 213012311 a5 S G EO CRIO 2009-4-1317:27:08_| Clock Oul
e e e 2008-427:45:35 | Clockin 200941470612 | Glockin
200948172005 | Clock out 200824 270578 | Glockioin 2009-4-14 17:16:25 | Clock Oul
T T 20094375212 | Clockin 200941574650 | Clockin
2000-4-8 75156 Clockin 210123 1 006 G LD CHGO 2009-2-15 17:08:53__ | Clock Oul
e e e 200844 74354 | Clockin 200941580058 | Glockin
200949171124 | Clockout ;ﬁﬁ;’i’:;fﬁz CC"D”;"C')’;t Count 27
220?9944110017740?394 ;‘;;ké”m 2009-4-7 745:16__| Clockin PO Mark Simin_ 8105
T 200947 17:14:20 | Clock Out 20004172305 | Glockin
e 2008-4-87.08:12__| ClockIn 2008-4-1 17,0059 | Clock Out
T TR 200848 7:24:53__| Clockin 20004274535 | Glockin
e 2008-4-6 17:20.05__| Glock Out 2008-4-217.05.16__| Clock Ot
e e 2008.4.97:48:52 | Clockin 20094375212 | Glockin
e 2008-2-97:51:56__| Clockln 2008-4-317.0154 | Clock Ot
- Pnna-aaanr15 | Cnckln | [ nnoa-474%A8 | Gickin

Attendance records exporting

If need to lead out the attendance record, only need to click export, you can lead out

the data inquired. (File format: *.txt, *.xIs)

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

445 Attendance Calculating and Report
Inquiry of report form:

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

window appears:



#) ittendance Calculating and Report

- BX
B Y E

Caleulate Report Export Exception

Time Range
Department m head office |+ Emplayes | Al v From | 201012- 1 |+ coxm 2 To 20101216+ | |23:5959 &
Aftendance Exceplions | Shift Exceptions | Other Exceptions | Calculated Items

Department | Emplopee No. Mame Date Time State DOperation Exception Desc.
»

Timetable Check W/ orkCode: ~

Pic4.6

Select the beginning, the ending date and the department and employee that need
to be calculated and then click [Calculate].

There are four Tabs of information after search and calculation which can be viewed
respectively:

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

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

[Other Exceptions]: Display Employee’s leave, out and overtime etc.;

[Calculated Items]: Display all Employee’s calculated items such as “normal’,

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

Please note: When dealing with “Out” calculation, there should be “Out back” and
only “Out” and “Out back” in one shift can be calculated.



Working hours in the report="Actual” -’Late”-"Early”-"Out”
Exceptions of attendance records dealt with:

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

#) ittendance Calculating and Report

9 =
9 [
Calculate Report Export Exception
Time Fiange:
Depatent §f headoffice | Employes|al v|  Fom 2010121 v o000t 3| To2mpaz1s v 235353 5
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated ltems
Department | Employee Mo, Hame Date Time State Operation | Exception Desc...|  Timetable Check WorkCode [~

» ihead office Al 0701201 0858:00 Clock in Homalecord  Dap [
head office 2108 2010-1201 181200 Clock Out Nomalecord  Day 0
head office 2108 20101202 08:56:00 Clock In Nomaliecord  Day 0
head office: 2108 20101202 181200 Clock Out Nomalrecord  Dap 0
head office 2108 20101202 0856:00 Clock In Nomalecord  Day 0
head office 2105 2010-12-031812:00 Clock Out Nomaliecord  Day 0
head office: 2108 20101206 08:56:00 Clock In Nomaliecord  Day 0
head office =108 201012081812:00 Clock Out Nomalecord  Day 0
head office 2108 20101207 0256:00 Clock In Nomalecord  Day 0
head office 2108 20101207 18:12:00 Clock Out Nomaliecord  Day 0
head office: 2108 20101208 08:56:00 Clock In Nomalrecord  Dap 0
head office 2108 2010120881200 Clock Out Nomalecord  Day 0
head office 2105 20101209 0856:00 Clock In Nomaliecord  Day 0
head office: 2108 20101209 18:24:00 Clock Out Nomaliecord  Day 0
head office =108 20101210 0856:00 Clock In Nomalecord  Day 0
head office 2108 2010-1210182400 Clock Out Nomalecord  Day 0
head office 2108 20101213 08:56:00 Clock In Nomaliecord  Day 0
head office: 2108 20101213 18:28:00 Clock Out Nomalrecord  Dap 0
head office 2108 201012414 0856:00 Clock In Nomalecord  Day 0
head office 2105 2010-12-141832:00 Clock Out Nomaliecord  Day 0
head office: 2108 20101215 08:56:00 Clock In Nomaliecord  Day 0
head office =108 20101216 1856:00 Clock Out Nomalecord  Day 0
head office 2108 20101216 0256:00 Clock In Nomalecord  Day 0
head office 2108 20101216 18:56:00 Clock Out Nomaliecord  Day 0
head office: 2102 20101201 030000 Clack In Nomalrecord  Dap 0

~

We will see such mistakes as “state mistake”, “invalid record”, “repeated record”, etc.
are described. (If we will revise to write down, click the right key and springs the following

menu):



Depatimnd | Erglopen o M Dt Tirm Slae Opmiston | Excmplaon D Torlatin Chmck. W Code

Pead citen =E AMDI201 (R BET Clock In Nomalecod [ [
head olfice. noe 20001200 121200 Clock Ot Homalreceed:  Co ]
head oifice: 2108 20001202 085600 Clock In Nomadmeod Do L]
head olfice. noe 20001202 181200 Olock Out Homalrecosd  Co ]
T Y T4 g T N S
Pead clfice 00 Expert Duta Homalmoond  Co ]
haad olfice 00 Crasts raport for currant grid | omumesd o 0
head cifice. a8 e ]
hesd clfice a8 | ]
hesdaiice @100 b ]
Fead clfice L] wt p ]
beadolica 108 = L, b 0
e cifice 108 i o Oud back by [
head dlice nm Shoe 21 & oy ]
b cllecn am Mormalecod Ty ]
bl cllen Eil Momad oo gy ]
bl cllier: il Hormal pecod . ]
head dllecr am Hoimal mooed. Doy (]
b cller: il Hormal necod a ]
Pead clten L] 2 Nomalrecord [y ]
Pead clten Ll 2T80EBE00 Clock In Nomalecond [ ]
head cifice Eil ) AND1215 125600 Clock Dt Homalrecond Doy ]
head oifice o0 20001216 025600 Clock In Nomarecend Do L]
head olfice Ll 20001216 185600 Clock Out Homalreceed Do ]
head oifice Lali-3 20001200 0R0000 Tlock In Nomamcosd Do ]

The definition of each option as follows:

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

xls format;

[Create report for current grid]: Generate report based on the data in the current

attendance record list for preview and print;

[Change state]: Change the selected attendance record to a new state. Manually

deal with the attendance record according to the practical situation;
[Delete selected]: Mark the record as manual deleting, deleting when save it;
[Cancel operation for selected]: Cancel revision to this record;

[Deal with and save]: You can save the records that have been treated. If you want

to see the changed records, you can click [modified record log] in system menu;

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

the corresponding record you want;

[Columns]: Define the fields displayed. Meanwhile, the modification will take effect

and be saved;
[Show all columns]: Display all fields in [Columns];

Please note: We can manually modify the record as stated above to assure the



veracity of the report according to the practical situation. If there is disoperation, the

records can be recovered through [Modified Record Log] in [System].

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

Export Data

Create report for curremt grid

Filtering Record 4
Colunns 4
Show all columns

[Other Exceptions], [Calculated ltems] the following shortcut menu will pop up:

Export Data

Create report for ewrrent grid

Columns L4
Shew all eolumns

The operation is the same as stated above.
Report:
Click [Report] in pic4.6 and the following menu will pop up:

Attendance Report
Daily Report
General Report
Exceptions Report

Create a Report For Cwrrent Grid
Pic4.7 Exception menu

[Attendance Report]: Calculate employee’s attendance record;



ftio: sHS A X

Head office attendance record report

SIS 04 1 To AOBO416

AE0E07 171820
200150408 070812

Thoch 0ut | i
ek in =
Clock I LIT."
Cochl | | ™ oy 075212 | Clckin |
| Dockin | 0030403170154 __| ek Ot
= 3
Tioch 0 &

204100748 ock in n in |
003410 17.04 Clock. 0 | ok Oud |
01107 35 Doch. 5 T

BT | ClckD . O
L o T 0t | osiin ]

| Eiael “Gdhin Coch 0 |
_Dech ChckIn Thekin
Dok O 030403080215 | Cockln | [ Tochin

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

tToo SHS M X

head office Employee daily report

B2 To ANBI2IE

[ozfofu[e]c]om[o[w[a]eloluls[w[vu[ulala[=]alal=l=[z7][s][a]x]n

RemarkiNormal Lol <Eafly -Abiest [NoCln JMoCOW Rest -Owitsw BLBusiness Lamw Llsmw

Ve ke MA217 151819 1

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



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

tToo SHS M X

head office atlendance stat. total report
ANMBA2 To2NBI2NE

10w | wira | e
Tws | Hau X

Ty o W27 152025

Poge 171

il

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

leave/



7 Preview

tuo: S A X

head office atendance exceplions report

201012:01 To 2010-12-16

Name No. Date & Time | Escepliontype | wark lang | Remark

head office
Ludy
Hudy

[m0z [200120618.0000 2010205030000 | Fiee oveilime 150000 |
[z Jemioqz07 102300 20104207 135600 | Busiessleave | 033300 mr

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

example: Attendance Report



tor UG AR X

head office sxceptions of shifis report

Timetable On Duty

Departaen
t

head ofice d Zi0- 01201 (B 00|
head ofice EIEE_EB_ 2010-12-02 03.00
head ofice EI_EB'— 01012403 e
hwad office 0
head office

haad office AL
010 t?m (I
[Day _ [0i0-121009.00 |
[Day  [EANG293 @00
ey [@izamm
010-12-15 08 00
A10-12-16 0300
[Day ___ [2010-12-01 (3.0
{21101 202 CF 00

Day |
2101203 0
= =
01207 0 00
[Day  [0i0-1208 0900

Ibay  poiizmmm
01200

3 010

head ofice  [Micheal 8103 POIRI2IS [Day  [0101215 WW

head ofice  [Whcheal 8103 [2010-12-16 mms 300
0101207

tor UG AR X

Off Duty Clock Out Late Early OverTine

2010-1201 09,0000

2010-12-01 18.00.00
II‘D-‘M |3wﬂ]

[

Print Report:




Toolbar of report preview is as the following picture:

o 2 HE #4 X

3= 100z

Adjust the ratio of preview content;

'

= Open the existing report file;

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

= Save report to file;

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

printing; extension file name is “*.frp”.

% Print Report;

X Close Preview

Data Export:

In picture 4.6, click [Export] and the displayed data of grid in the current window will
be exported to a file (*.txt or *.xIs). It has the same function as [Export Data] when right

clicking in each grid.
Exceptions dealt with:
In pic4.6, click [Exception] and the following menu will pop up:

Append Record
Late/Early Collectively

Business Leave/Leave

Modi fied Record Log



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

If there is, please deal with the records through above menu. Please refer to the next

chapter for more details.
4.5 Deal with Exceptions
Click [Exception] on the main menu, following springs:

fway On Business/Leave CtrltL

Append Record CrlHf
Append Record Collectively
Dealing With Collectivaly Late/Early

451 Away on Business/ Leave

When the employee can't punch in/out because of going out on business or asking
for leave, in order to guarantee the exactness of the final statistics, we should make
these settings through this function. Click [Away on Business/ Leave] in [Exception]

menu, the following interface springs:

‘aElployee Be away on Business & Asking for Leave |Z|EIE|
a ] -

: &) Mg
Append Delste Modify Search Report

Time Range

Depatment | head office
Beginning Time 20104247 » || &00.00

Empioyee No. NI

Leave Type

<x| |ar

Erding Time 2010-1217 ~ | 17:30:00

Reason

Department Employee No. | Name Beginning Time Ending Time Leave Type Reason




Deal with employee away on business / leave:
Click [Append], then select the proper department, employee ID, beginning time,
ending time, leave type, and click save when ready.
Modification of employee away on business or leave:
Select the appointed employee whom you want to make this modification to, and
click [Modify]. Then you can modify the relative information; click [Save] when ready.
Deletion of employee away on business or leave
Select the appointed employee and the relative information you want to make this
deletion, and click [Delete].

452 Append Record

If a employee didn’t punch in because of special reason, you can use this function to
append the forgetting attendance record. Click [Append Record] in [Exception] menu, the

following window Springs:

# fppend recoxd

Departmart ﬂﬁ head office

Employee No,

State |EEINENENENNNNN.

Record Time |2010-12-17 v | 0000 %

Select the relative items and click [Append] when ready.

4.5.3 Append Record Collectively

When part or all of the employees in a department did not punch in/out because of

some reasons, please you can use this function to add punching in/out collectively, click

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



# ippend record collectively X

Departments list Employees st CTan A

i e Employee ... |Name ~ L
& atD » Vhen Employees can not clock—in or
a8 RED clock-out for some reasons, fou can
88 Sales 2dd the massive clock-in or

clock-out record here.

48 o

Tou can use the Ctrl key when
selecting many Employees:

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

Fecord Time: | 20101217 v || o000 (3

v [ (o=

Select the department, thus the employees in the department will be listed in the
employee list, select the employees whom you want to add records on to, then select

record’s state and time, then click [OK] to finish.
454 Dealing with Collectively Late / Leaving

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

menu. The following springs:

#) Dealing with collectively Late/Early X
el Employess lis A
@ Coning Late ) Leaving Ealy
Employee No. | Name ~
Ignore clock in record » [E102 dug ]
3103 Micheal
Fiom| 20101217 v|[ oo %] 2108 Lizzy
Ta| |l1oooo0 2

The modified clock in time

[zmoa217 v |[ 75000 3

Search Emplopees

©Depaiment | {ff head office -
O st
~

0%

Steps as follows;

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



2. Select time range for “Ignore clock in record”;

3. Select the “The modified clock in time”

4. Search employee through department or shift;

5. Select employee;

6. Click [OK] to confirm.

4.6 Data Maintenance

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

W Inport Employes List Cirl+l
Inport Attendance Record Ctrl+I

Clasr Obsclate Dats
Conpress Datsbase

B eclop Database

Initislize Systen

4.6.1  Import Employee List

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

window:

#) Tmport Employee List X

Select a file to import

File: E]

Failures in importing:

Ok Cloze
J l

Click ] to select the personnel list file for importing.



(3]
=

open

Lookin ) Packer oup managemant - v (#0d
STt
- Cipngonp
Racent
Dasktop
Hy Bocuments
i
Wy Computor
My Netvork
g
Fllesol hpe: | Text File (o tx0) v cancel |

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

[open]to get back to above window, click [OK] to start!
The definition of (*.txt) data format as follows:
This format of file only can import the employee info of “ID, Name, and department”;
The format of data must follow: Employee ID + Tab + Name + Tab + Department;
The information each employee takes one line, no blank line between one another.

This format of file can import the employee info includes: “Employee No., Name,
Department, position, Employ Date, Telephone, Address, Sex, Language, Comment”; put

those items on the head line and input the items by order, the order can not be changed.

4.6.2 Import Attendance Record

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

window:

‘a Import Attendance Record El

Select 5 fils to impart

File ‘ ":]

Failures in importing:

o | [ Ciose




Click [-J to select the attendance record file for importing, and click [OK] to start.
4.6.3 Clear Obsolete Data

Click [Clear Obsolete Data] in [Data Maintenance] menu, springs the following

window:

# Clear The Obsolete Data

Select the end date
Before: | EHIE- 317 hd l] ﬂ :
Clear Cloze

After your system is used for a long time, you will get a large number of obsolete
data in the database. It ties up the hard disk space and influences your system operation

speed. At this moment you can use this function to clear these useless data.

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

4.6.4 Compress Database

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

4.6.5 Backup Database

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

Back up the database manually: Copy the Att2003.mdb from the installation
directory to the route you want to backup the database, so if the system collapses, you

just copy Att2003.mdb to installation directory over again after re-installation.
4.6.6 Initialize System

Click [Initialize System] in [Data Maintenance] to initialize the system. (Note: After

the system is initialized, all information will be lost; the system will get back to the state



when just installed. Please make sure that you want to initialize the system. )
4.7  External Program Management

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

Exception Data Maintenance [IITSS

Cormect To Time and Attendance Machine

by

4.7.1  Connect to Communication management software

Click [External]-[Connect to Time Attendance Machine], the system will prompt the
communication interface between the software and the time attendance machine, control
the current machine which connected with the computer, also can collect the records
from the machine, upload and download employee information and fingerprint templates,
or clear the old data on the attendance machine, modify the time on the machine. More
details please reference the[Communication]chapter.

= ﬂ'a ) English )= Communication Nanagement Software ¥3.9.4

Unit Wansgenent | Record Supervision  Employees M Record M

U Disk W,

@@@@@Qwv N Ml e &

Add Modify Delete Synchromze Initizlize Terminal huto update Dowrlozd Download Clear Baclup
Tnit  Unit  Unit time uni paraneter sell)ngs the T&A status | new record
Terminal Managnent Unit Wanagement

= All Graups
Group! ™
Group2 i

Group3 m

Resmne
all record record | Employees Enployees

Groupd
Groups




Chapter8 Communication

The chapter is mainly about how to add, delete

and set communication between PC and terminal.




5 Data Communication

Select [Start] - [All programs] - [Intelligent Management System] - [Communication
Management Software], the main interface will show as following (default password is
empty):

) IS 8=-< i1 = Communication Nanagement Software ¥3.9.4 - B2 x
Unit Wanagement | Record Supervision  Employees M Eecord W t U Disk M
BEg Q Q@ 9 L OV EY @ &
kdd  Modify Delste | Synchremize Initislize | Terminal  Ring  Time zens/Growp | Download  Download  Clear Backup Resune
Unit  Umnit i + time mit parameter settings settings new record all vecord record | Employees  Employees
Terminal Managment

Unit Wanagement
=) All Groups

GroupT

GroupZ

Group3

Groupd

Groups

] 0% =

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

System Logining

Management P l:l

aK LCancel

Enter the password and click the button [OK] to login.
If you enter the wrong password 3 times, the software will automatically close.

When you enter a wrong password, a message box pops up as follows:



System prompt

Py Wrong sdnin passeord, you have 2 chances to try again,
\_'J/ Piloron oo e s mooeerdl agoiel

Click the button [OK]. And then try to enter the correct password
5.1  T&A Machine Management

5.1.1 Add Unit*
Click the button [Add Unit]. Following windows pops up:

= Terninal Nanagement 3
Terminal Infa .
) Communication Method
vEmiE] & USBlno diiver)
i 1
Device ID B LA —
[Check Device 1D from the device menu)
" LAN([Clignt)
Device Name |1
~
Device Group Group1 :l'
" R5485 COM1 >
Taa statys | Feal status -
Ok Cancel

Remark:

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

Device ID: Device ID is the uniquely identification for management software. Please
set it differently.

Device Name: You can set it as you like.

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

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

USB: Connect the terminal via USB cable;

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

LAN (client): Only communication with the PC which has server IP.

RS485: The default COM value is COM1;

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

). Please move the cursor to the terminal icon it displays as follows:



( N\
Machine Number: 1

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

Connection State: Abnormal
G J

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

machine (i.e. Synchronize time). When connection state is normal, terminal icon will

o
become blue ().
5.1.2  Modify Unit

Choose the terminal and then click [Modify Unit], the following window pops up:

Terminal Nanagement E‘

Teminal |nfo

Communication Methad
Temninal Mo,

& USB[no driver]
Device ID ! LA ,7
[Check Device 1D from the device menu)

 LAN[Client)
Device Name ’17
 COM
Device Group ’m
" R5485 Com1 =
T status ’m

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

Notice: If the “No” is already exist in the software, following message box pops up:

System prompt

“:ﬂj Mlresdy have the machine number snd the device ID
N

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

Choose the T&A unit and then click the button [Delete Unit]. Following message box
pops up:

Please confirm...

€y This operation will deal with the selected machine
\& 1[Headoffi ce]
fre you swe to continne?

e




Click the button [OK] to delete or click the button [Cancel] to cancel.
514 Right Key Menu

Select terminal icon

right click and perform the menu:

& Select Al1

@  FReverse Selection
Set the machine number
Set the IF configoration
Terminal information
Open the door wia software
Meszaze Management
User photo management

Dizable the manager

Pic 5.1.4 right key menu
[Select All]: Select all the terminals.
[Reverse Selection]: Select the terminals which are not selected. Cancel the
terminals which are selected.
5.1.4.1 Set device ID

In Pic 5.1.4 select [ Set the machine number] and open [ Set up] interface:
Set up El
Maching Mo, (1-39393333)

a. | Caticel |

Modify device ID and click [OK] to save, you can check the device ID in the setting
menu of the terminal.

5.1.4.2 SettheIP Configuration*
Click [Set the IP configuration] and open the window:

Set the terminal’ s IP configuration &l

Set the teminal’s [P configuration
[~ P address!

[

[~ Defaul gateway [
[ Sub mask |
[~ MAC addiess [
[

[

™ Server P address:
[ ‘wiork mode:

oK Cancel

o




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

5.1.4.3 Terminal Information

Display terminal information as follows:

Terminal information E‘

Terminal information

User number 3
Fingerprint number 2
Pagsword number :
Card number v
New records number 0
Total records rumber 18

Firrnware version 01.A40.H1
Device SH 1234567291 234567

Retrieve LCancel

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

5.1.4.4 Open the door via software

Open the door via software

If you click the item [Open the door via software], you can see the information in the
main interface as follows:

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

And meanwhile you can hear the sound from the relay.
5.1.4.5 Message Management
Send the message to the user when he clock in.

Click the item, a window pops up as follows:



Nessage Nanagement gl

WEEIIEEEE 7| Emploree 1D Begin dale| 201012717 7] End date| 20101277 =]

Message Type |4

s B £dd Message
Messags List Read Message

MO. Message Typ Emplaree [T Mame Begin date End date Message Content

[ 0% | DeleteAllMessages | Delete Selested Messages|

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

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

Click [Add Message] button to add the message.

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

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

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

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

Message length: 27 Chinese letters or 54 English letters.
Notice: You can shift the messages by pressing [«], [—] key.
5.1.4.6 Disable the manager

Clear the device manager.



Choice [Disable the manager] menu, the system will prompt as follow:

“fr) Are you zure to to dizsble the manager 7
&

0K

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

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

5.1.5  Synchronize Time
Synchronize the terminal's time with the computer time. Click the button

[Synchronize Time]. Following message box pops up:

Please confirm...

€y This operation will deal with the selected machine
. 1[Headoffice]
hre you sure to continme?

Cunce

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

Some operation information displays in the main interface as follows:

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

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

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

Please confirm...

This uperahun w11l deal with the selected machine
doffic

\_‘/ 1[Kea
fre you sure to continne?

Cunce

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

Some operation information displays in the main interface as follows:

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



5.1.7  Terminal Parameter Settings

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

pops up:

Termianl parameter settings EJ
Sleep timel0-250 minute] o
Date format mm/dd/yy hd
Time format 24 Hour =l
Matching precision faod hd
Record alam threshold valus(0-5000) o0
Time period between repeated clackingl0-250 minute) |7
Update the fingerprint tenmplate inteligenty Enable hd
Ring function Disatle =
wiegand mode Wiegand28 hd
Fized wisggand area cods(0-254)
Lock Relay time(0-15 second]
Door senzor alarm delay(0-250) :

Display Default seting |

[Sleep time (0~250 minute)]: How long does the terminal turn to the sleep mode if
there is no one operating the terminal.

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

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

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

[Matching precision]: There are three kinds: ‘Normal’, ‘Good’ and ‘Exact’. The default
value is ‘Good’.

[Record alarm threshold value (0-5000)]: If the rest memory space for the record is
less than the threshold value, the machine will alarm.

[Time period between repeated chocking (0~250 minute)]: The maximum value is
250 minutes. And the default value is 30s.

[Update the fingerprint template intelligently]: During fingerprint sensor identification
process, the senor replaces the lowest-quality data with new, higher-quality data that it
acquired in the matching process. This enables the sensor to maintain high quality data

at all times, saving the user from repeated authentication attempts. Default status is



limited.

[Work code prompt]: The work code indicates what kind of work that the employee

takes. If you enable this function, the terminal asks for the work code after one get pass

from the terminal.

FP Verify
ID 008101

Workcode

Click the button [OK] to confirm.
[Ring function]: Enable is function before using the Ring time settings.
[Wiegand Mode]: Wiegand26, Encrypted wiegand.

[Fixed Wiegand area code (0~254)]: If you upload one fingerprint to two terminals,

the same fingerprint’'s wiegand outputs are different in the different terminals. If the two

terminals’ wiegand area codes are same, the same fingerprint's wiegand outputs are

same in these two terminals.

all.

[Lock Relay time (0~15 second)]: The door open delay.

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

Please confirm...

<P This operation #1ll deal with the selected machine
o/ 1l

dre you sure to co

e

mtinne?

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

The operation information in the main interface is as follows:

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

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

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

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



= Set ring time

Ring time list

D etailed information
Fing e 0000
W Mondsy [ Tussdsy v Wednssdsy [ Thusdsy
v Fiiday [~ Satuday | Sunday

+ 2dd | = Deke | o |

Cancel |

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

time list”.

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

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

in the main interface:

[2009-03-18 13:57:32]Setting ring time...
[2009-03-18 13:57:33]1[Head office] Set the ring time successfully!

5.1.9

Time zone/Group settings *

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

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

pops up:

B Set time zone/Group

Time zone settings
Timze zone number
Monday begin/end time
Tuesday begindend time
‘wednesday beginfend time
Thursday begin/end time
Fiiday begin/end time
Saturday begin/end time

Sunday beginend fime

Gioup seftings
Giroup number
Time zone 1
Time zone 2
Time zone 3

Time zone 4

o0non
00000 ==
00000 -
00000 ==
00000 =3
00000 ==
00000 =3

Sl HERREE

I3
a

00:00 ==
o000 ==
00.00 ==
o000 ==
00:00 =
0000 ==

Ch kR

00:00 =

o
a

E

Exit

5

[Time zone settings]:

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

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



the button [Set] to save.

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

[Group settings]:

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

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

and then click the button [Set] to save.

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

5.1.10 Download new record

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

Please confirm...

€y This operation will deal with the selected machine
o/ 1[Headoffice]
fre you swe to continne?

e

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

Following information shows on the main interface:

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

51.1 Download all Record

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

Please confirm...

€y This operation will deal with the selected machine
o/ 1[Headoffice]
fre you swe to continne?

e

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

Following information shows on the main interface:



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

Read successfully: 6

5.1.12 Clear Record

Click the button [Clear Record]. Following message box pops up:

Please confirm...

This uperahun w11l deal with the selected machine
doffic

\_/ 1[Hea:
Are you sure to continue?

Cunce

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

Following information shows on the main interface:

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

5.1.13 Backup Employee

Download the employee information and employee’s fingerprint templates from the
machine to the computer. You can edit the employee information in the database
Att2003.mdb. The user information is saved in the table “User Info” of the database. And
the fingerprint templates information is saved in the folder “Template” in the installation
directory.

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

Please confirm...

This Lty #ill deal with the selected machine
\_/ 1[Headof
fre you sure to continne?

Cunce

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

The operation information displays on the main interface as follows:



[2009-03-18 15:15:07]Back upping employees...

[2009-03-18 15:15:07]Backup employee: 1[Head office]

[2009-03-18 15:15:08]1[Head office] Backup employee information completed,
Records: 1, Read successfully: 1

[2009-03-18 15:15:08]1[Head office] Backuping fingerprints...

[2009-03-18 15:15:08]1[Head office] Backup employees and fingerprints

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

bottom corner. Following message box pops up:

Please confirm...

€y This operation will deal with the selected machine
</ 1leadotfice]

hre you sure to continme?

e

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

5.1.14 Resume Employee

Upload the employee information and employee’s templates from the computer to
the terminal.

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

Please confirm...

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

Some operation information displays as follows:

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

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

19 15:08:07] Get back employees...
[2009-03-19 15:08:07]Get back employees: 1[Head office]
1[Head office] No such ID existed, recovery failed!



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

Get the records from the terminal real-time.

= ‘l )| @ () Enclish s Communication Nanagement Software ¥3.9.4 . mx
Unit Wanagement | Record Supervizion | Enployees W Record It U Disk #
@ Begin Time 2011-11-08 14:23:59 Checl—in Times 0
_]0 End Time 2011-11-08 14:24:00  Check—ont Times 0
LD | et || e e Other Status Tines 0
Real Tine Management Real-Tine Monitoring Records Information
=1 All Groups
Group?
Group2
Group3
Groupd
Grouph
Ho, Name Date/Time Status Desciption | Terminal Mo Device (D Device name Department Pasition Work Code | Identification Method

| 0%

5.2.1  Activate Real-time

Click the [Activate real-time] button, the status bar shows message: Reading
attendance records...

Now the software is beginning to supervise the terminal, and then collect the records
every 5 seconds. You can review the record information in the [Real-Time Monitoring

Records Information] as follows:

Begin Time 2010-12-1T7 12:29:24 Check—in Times O
End Time Check—out Times 0
Enplores Humber 0 Other Status Times 0

Real-Time Moniteoring Records Information

When the employee clock in or out, the [Check-in Times] or the [Check-out times]
increases one. And the real time record shows.

And the following window which includes the employee ID, Name, Department and



Position pops up:

ID: 8107

Mame:; Davict
Dept: RND
Position: Software
Engineer

5.2.2 Prohibit real-time
Click the button [Prohibit real-time] to stop the real-time monitoring. You can see the
begin time and end time of the real-time monitoring in the [Real-Time Monitoring Records

Information] as follows:

Begin Time 2010-12-20 15:32:14 Checl—in Times 0O
End Time 2010-12-20 15:32:53 Check—out Times 0
Enplorze Humber 3 Other Statns Times 0

Real-Time Monitoring Records Information

5.3 Employees Management

Employees’ management interface is as following:

Y (=] . - . -
- . Englizh s Communication Nanagement Software ¥3.9.4 - =X
Unit Mansgement  Record Supervision | Enplopees M Record It U Disk M
) & @ @ Enployee II @
ﬁ} - = Enployee Hame é §
Add Wodify  Delate Transfar Set. Copy Townload Upload Delets Check
Employee Employee Enployee | Department privilege FPrivilege TP Enmployzes & FP from Unit Terminsl Employee
Enployees Managnent Enployees conmunication Enployes Checking
=12l Groups
Groupl
Group2
Group3
Groupd
Groupb
i Headaffice Employee b 4 | Card No. Name Sex Position Bithday Employ Date  Phone Addhess Unit
< b3
| 0% P

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



includes 2 pages: Basic info and fingerprint registration as follows:

Add/NModify Employee Info fg|
Basicnfo |
Ho.
Cabio |
e
Passod |
sl -l
Dept B hoed office -
Group number | 1 < J ﬂ ﬁ
Identification Method | Sept hd
ID N Bithday 1. -
Mation ~|  EmployDate hd
Postn| =] PoltcalFeatve| 7
Education - Speciaity =
Phane Moile
Native Place |
Address |
Save Cancel

[Basic info]: Edit employee’s basic information.

= Add/Nodify Employee Info &3

Basic Irfo |

B —
Cadho |73
Name 20
Password | 123
[
Dopt | ead offics =
Gapom T | J ﬂ ﬂ
Usor type [Momal User ]

dentification Method | Sept <

1D No. I Bithday | =
Mation ~|  EmployDate i 2
Posiion ] Poitical Festure -

Education - Specily -
Phone Mobie

Mative Place |

Address |

Save Cancel

Notice: The No. is exclusive as well as the first digit cannot be 0!
You can also add pictures for employee. There are two ways to add pictures:

1st way: Click [_\l] button, choose employee’s picture stored in PC and open [Edit
picture] window as following,



= Edit Picture
i T
@ a9 # B =
ew S Bestors | Cut Down| Lloae T S

Click the button [View] to choose one photo. And Crop the photo by the [Cut-down]
button and then click the button [Save]
2nd way: You can install camera to take pictures and edit then save. Make sure

there is camera equipment installed in your PC.

Click [!l] button, open [Pictures shooting] window as following,

-
& J\% ‘ zmw
Gt | vl T g

ol

Teke Fie

li?

Beses

-

Gave

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

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

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

5.3.2  Modify Employee

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

[Add/Modify employee Info]



5.3.3 Delete Employee

Delete the employee from the database.
Choose employee from employee info list (you can choose some or all the employee

by using the button [Shift] or [Ctrl] on your computer’s keypad). Click [Delete Employee]

to delete the selected employee.

5.3.4 Transfer Department
Choose the employee and then click the button [Transfer Department]. The window

[Employee Transfer] pops up:

Emploree Tansfer EJ
Please select the department:
= E head office
A& 20
A& ReD
ETYCales
A& FsD
ok LCancel

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

[Cancel] to cancel.

5.3.5  Set Privilege
We can only upload the employee to the authorized terminal.
Choose the employee from employee info list (you can choose some or all the

employee by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the

button [Set privilege]. The [Set privilege] window pops up:



Set privilege @

1[Head Office]

O 2[Shanghai]
=0 Group2

O (Beiing]

O 4[Shenzhen]

O Group2
O Groups
O Groups

ok Cancel

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

You can find the employee’s authorized terminal in the column [Unit] as follows:

Emploree Na. Card No, MName Sex Position Bithday  Employ Date  Phone Address 1stFP 2nd FF Unit
E 1 e I !
#103 Micheal 20101217 O O

Judy's fingerprint is in the unit1.
Micheal's fingerprint is in the unit 1 and unit2.
Lizzy's fingerprint is in the unit2.
5.3.6  Copy Privilege
Copy the privilege from employee A to the employee B. And then the employee B’s
privilege will be as same as the employee A.
Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the

button [Copy Privilege]. The [Copy Function and Privilege] window pops up:

Copy Function and Privilege

Copied Emploree 1D

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



employee’s privilege in the [Set privilege] as follows:

Set privilege 3

O TiHead Dffics]
Shanghai]
= O Group2

O 3eeiingl
4[5henzher]

0 Group3

0 Grovpd

0 Growps

Cancel

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

\_?/' Are you sure ta copy the selected emplores’ s privilege?

Cuca

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

\_‘-:j The Selected emploree’ = privileges are successfully copied!

5.3.7 Download FP *
Download the fingerprint from the terminal to the software.
Choose the employees from employee info list (You can choose some or all the
employees by using the button [Shift] or [Ctr]] on your computer’s keypad). Click the
button [Download FP]. Following message box pops up:

Please confirm...

€y This operation will deal with the selected machine
\& 1[Headoffi ce]
fre you swe to continne?

e




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

The operation nformation shows on the main interface as follows:

[2009-03-18 16:18:44]Download fingerprint...
[2009-03-18 16:18:44]Download fingerprint: 1[Head office]
[2009-03-18 16:18:44]1[Head office] Can not connect to the T&A machine

5.3.8 Upload Employee & FP

Upload the employee information and fingerprints to the terminal.

Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctr]] on your computer’s keypad). Click the
button [Upload Employee & FP]. Following message box pops up:

Please confirm...

€y This operation will deal with the selected machine
</ 1leadotfice]
fre you

ure to continue?

e

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

The operation information shows on the main interface as follows:

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

5.3.9 Delete from Unit

Delete the employees from the terminal via the software.

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

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

Please confirm...

€y This operation will deal with the selected machine
</ 1leadotfice]
fre you

ure to continue?

e

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

The operation information shows on the main interface as follows:



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

5.3.10 Employee Checking
Search the employee information.
Emplores ID >
e .
Search the employee information by the employee ID, Employee Name and
Terminal. Click [Check Employee] button to check the employee’s information.
5.3.11  Department Management

Move the cursor to the department list and then click the right button of your mouse.

The menu pops up as follows:

Modi £y dept

Add dept
Delete dept

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

Input Department Name

Please Input Department Mame:

oK Cancel

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

[Modify dept.]

Choose the department which is going to be modified. Click [Modify dept.]. The

[Input Department Name] window pops up:

Input Department Name

Please Input Department Mame:

oK Cancel

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

[Cancel] to cancel.



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

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

Please confirm...

\_‘,:J Are you sure to delete the zelected department?

] camea

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

Remark: Right button menu:

& | Select A1l
@  Cancel Seletion
@ | Transfer Department
Copy Frivilege
| Add Enploree
| Modify Enploree
4| Delete Emploree
T) )@ () Enelish P Communication Nanagement Software ¥3.9.4 - = x
- Unit Menagement  Record Supervision  Enployees Reeord U Disk
= = Text fils (6. txt) B [
F3Becin Date EHAS 2011-11-08 - Export Fornat Text file (k. txt) Enplogee Ho. Length
Euport Fisld No. :Date/Time:Terminal No.:Sta ~ Space symbol Tab  ~
= 20i1-11-08 ~
Ead dee 2R Sewrch || fmat v e 8d Koo [ et
Hecord Search Export Eecord
= All Groups
Gioupl
GroupZ
Group3 ]
Group4 b
Group§
Mo Name Date/Time Status Status Description | Terminal No Device D | Device Name Dept Position Work Code  [dentificatior

| 0% 7

5.4.1 Record Search

[ Begin Date Fri 12/17/2010 - p

[ Fnd Gate Fri 12/17/2010 - Search
record

Record Search



Set the Begin Date and End Date as follows:

4 December 2010 P
S MTH%TF S
1 2 3 4
S BT 8 91011
12 13 14 15 16[17]18
18 20 21 22 23 24 £5
26 27 28 29 30 3l

Today

Click the button [Search record] to search the record.

Na. Marne Date/Time Status Status Description  Unit Mo, Unit S/N
¥ 373 Piter 320/2000 10:28:10 AM | In 1 300

386 Jack, 3/20/2009 10:28:31 AM | In 1 300

387 b ay 342042009 10:28:34 AM | In 1 300

54.2 Export Record

Set the export format, export file and time format.

Export Format Text £ile (k. dxt) ~ Emploree No. Length B
Export Field Fe.;Date/Time;Unit Fo.;Status - Space symbol <
Export.
Time format yyyymn—dd Rhimmoss - Space symbel Length 1 e

Export Record

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

C3V file (k. csv)
Excel file (*.x1s)

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

[ Hame
[#]Date/Time
[¥]umit He.
[Junit name
[¥]Status
[JStatus Hame
[[IDepartment
[JPosition

Time format: 4 optional formats

wy—mm—dd hhimm:ss
y¥yy—m—d hhimm: sz
yy-mm—dd hhimm: sz
yyyymmddhhmmsz=

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

Space symbol: Space symbol to separate fields

Space symbol length: Space symbol bit

After setting completed, click [Export record] button, open [Save as] window, choose

save file directory, input file name, click [Save] button. The system prompts as follow:



System prompt

\zj Records have been exported to ” E:\TesthRepor thK@-Rep. txt *

Click the button [OK] to confirm.

5.5 U disk management program *
U disk management program use for load the data from USB flash disk to database.

Read the attendance record from USB flash driver, must make sure all data store
under G:\00000001 folder in the USB flash driver first. [G]: The driver letter of the USB
flash driver; [00000001]: is the terminal device ID.

The shows as following :

y (3@ () Enclish -P= Communication Nanagement Software ¥3.8.4 _mx
Unit Management  Record Swpervizion  Employass M Record I 1 Diske

R @

4JFind U Disk | Read Records
from U Bisk
sk

re Enployee  Backup Enployee
sk

Restore Enp:
Erom U T o I Dizk
anagenant

Manageme:

= Al Gioups
Groupl H
Group2

Giroup3 ]
Gioupt -
Gioup5

[2011-11-09 14:2306]1[110pen the doot via scftware successfull!

‘ 0%

Read data from the U flash disk: First click [Find U Disk] to fine the path of the
USB flash disk, click [Read data from the U disk] the system will auto read the data from
U disk and export to local database.

Restore Employee from U Disk: click [Restore Employee from U Disk] button,



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 aleady, the system will prompt
“record repeated”.

Backup Employee to U Disk: The database of the existing employee
information and fingerprint template, backup to U plate

5.6  System settings

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

| Basic Parameter Setting
=@
‘\f T&k state Setting

)?‘-‘ Timing Downloading Becord

(=}
‘U’ Hanagement P¥ setting

]”1 Database linking setting

[ Exit system
>

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

B Basic Parameter Setting X
Baasic Parameter

Comn Paort Cammunication delay time(1-3] Seconds

||

Network Communication delay time(1-20) $econds
[~ Communication Failed, automatically exit curent operation
I In Realtime Monitoring, voice prompts "'Department Name'

[~ Clear the data after downloading

oK | Cancel

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

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

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

o In Real-time Monitoring, voice prompts “Department name”: During real-time
monitor, if employee is access granted, the software will voice prompt employee

department and name.



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

Click the button [OK] to save the setting.
5.6.2 T&A Status setting

Click the [T&A Status setting] option, and the [T&A status setting] window pops up:

[ T44 Status setting X
-
o) Please sortitin ascending order
Status valus | Symbol Status Deseriprion

» I n

10 Out
22 2
EE 3
44 4
55 5
56 B
77 7
EQ 8
ag 3
1010 10
11 1
1212 12
1313 13
1414 1
1515 15

Uplaad to the selected terminal \

Click the state which is going to be modified. Input the status description.
[Upload to the selected terminal]: Upload the T&A status from the selected terminal.

5.6.3 Timing Downloading Record

Click the [Timing Downloading Record]. The [Timing Downloading Record] window
pops up:

Timing Downloading Recoxd

T {un Timing Downioading Fiecorg

eorlimitig i |

Time: |0000 = Add Delete Time
ok Cancel

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

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

Click the button [OK] to save the setting.

5.6.4 Management PWD Setting



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

lndify management password &‘

0ld Pt ‘

Mew Pved ‘

Comfirm Prd: ‘

o3 Carcel

[Old password]: Default password is empty.
If user has modified password, please input this password which is used to log on

system. If it's wrong, system will prompt,

System prompt

?/' The old password is ineorrect,please enter the password again!

~

Click [OK] and input old password again.
[New Pwd]: the password user wants to set.
[Confirm Pwd]: Input new password again to confirm.

If confirm Pwd is different from new one, system will prompt:

System prompt

Click [OK] button to input confirm password again.

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

System prompt

9

2)  Adnin pessvord medification suscassfll

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



E) Data Link Properties @

Provider | Connection | Advanced || All

Specify the fallowing to connect to Access data;

1 Selectar enter a database name

[E: \Testh0ASD00 AL AL t2003. mdb)

2. Enter infarmation to 0g on to the database:
Username:  [admin |

Blank password [ Allow saving password

Test Connection

l QK H Cancel ][ Help ]

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

connection correctness of the database and system prompts:

Nicrosoft Data Link 3]

\_? Test cormection succeeded.

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

System prompt

\_‘,:J Datsbass cormecting successful, plasse restart the softwars]

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

Please confirm... (K]

\?/ hre you sure to exit?

Coee

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

5.7  User interface configuration

5.7.1 Interface skin color



Shift the skin color by press the button [“*/@

style.
5.7.2 Change the software language
Choose the language in the option [ /e V.
5.7.3  Set quick access button

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

= [ 1 Enghaan o L Time and Attendance Communication Program ¥i.#83 —o'x
Unit Banagement Eeeord Supsrvision Esplorees Banagement Eecerd Nanagement
nE s O A vD w ) ] D@ &
Add Medify Dalats 1,-.4T Tims vans/lroup Downlosd  Downlasd  Clear T Te—
Unie i Wi Lt &N ta U ek Aecass Too Jl‘u s ngs satLings B Tas erd  Wll recerd  recerd Eaplorest  Eaplorest
Terminal Manapuent Wit Wansgesent

Click the item [Add to Quick Access Toolbar]. And then you can see the quick access

button on the toolbar as follows:

= [ 1 Enghaan - @R Time and Attendance Communication Program ¥i.#83 —o'x
PR e AR P T T
W | Mlack
Ad Bedi f,. nnnnn | Langusge Ring T
whe e i ing ¥ | Srnchrenize tine attings Eaplorass

Terminal Nansguent Fnat Bansgessnt

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

It prompts:

= iu'.- A English - T} = Time and Attendance Communication Program V1. 63 - X
: ave froa Quick hecass Toolbar
Uni b Nanagement Eeeord Sup ERFIOr e mulwl Hanagement
{5 & @ < I
e 5 O z W (%]
Add  Wedify Dalate | Symebrsnize Tnitialize | Terminal Ring  Time nene/Group Downlosd  Downla l Clewr Fual hq. LT
Unie i Wi ting it pareadtar  mattings satLinge aw raserd Wl recerd  res erd Eaglar Eaplarest
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Click the item “Remove from the Quick Access Toolbar”.



Chapter6 FAQ

Frequently asked questions and answers



6
6.1

6.2

6.3

FQA

Fingerprint has enrolled but often gets failure in identification.

Reason

Solution

1. The fingerprint not

captured properly

was

Enroll the finger again. Please refer
to illustration of pressing finger.

2. Direct sun light or too bright
light

Avoid direct sun light or other bright
light

3. Too dry finger

Too wet finger with oil
cosmetics

or

1, Touch the forehead to increase
oily level of the finger.

2, Clean fingers with towel

when punching in/out

4. Low fingerprint quality with | Enroll other fingers with better
callus or peeling quality
5. Wrong way in placing fingers | Please refer to illustration of

pressing finger.

6. Latent fingerprint on the

surface of sensor

Clean sensor surface ( adhesive
tapes recommended)

7. Not enough finger pressure

Place the finger evenly on the
sensor with moderate pressure

8. Influence by fingerprint image
change

Enroll fingerprint again. Please refer
to illustration of pressing finger.

No records found though staff have

clocked in/out.

Reason

Solution

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

Synchronize the time

2. The record hasn't been

downloaded.

Please download the record from
the device.

3. The capacity has been fully
occupied.

Please clear the records in time.

Reason

The machine cannot connect with PC.

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or
cable hardware problem

Plug the cable firmly or change
another cable




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

4. Not able to connect TCP/IP | Refer to the manual for connecting
(wrong setting) Time Attendance terminal

Please enter the right COM No

6.4 Clock’s time works fine, but FP scanner is off, Employee cannot attendance

Reason Solution

1. Unit in dormancy status Press any key to activate.

1. Please exit the system by clicking
[Exit system] .If quit abnormally,
the device will resume collecting
fingerprint every 1 minute.

2. Eliminate the interference of the
route.

2. The device is on
communication or the route has
been interfered.

3. The capacity has been fully

) Please clear the records in time.
occupied.

6.5 We do not use the ID + fingerprint mode to verified.

Reason Solution

1. Wrong ID entered Enter the right ID

2. This user has no right to use | Set 1:1 identification method for this
1:1 identification method user.

6.6  The unit beeps automatically when no one punches in/out.

Reason Solution
1. Direct sun light or too bright | Avoid direct sun light or other bright
light light
2. Latent fingerprint on the | Clean sensor surface ( adhesive
surface of sensor tapes recommended)

Please note: Should you have any other problems, please kindly email us the log files in
zip or rar (The log files are in Log directory in the installation directory of the software)!



