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Introduction

This manual is to teach you how to install and use the Attendance Management
system (AMS). The system is for attendance management and communication with
fingerprint or proximity card device.

It will teach you how to install the software and show you step by step how to input
critical data into the software. Lastly, it will show you some troubleshooting
techniques in solving problems for the software.

AMS system is a multi-lingual interface system. User can choose the interface
language in login screen. The software can be run in Windows 98, Windows 2000,
Windows XP, Windows Vista, Windows 7 and Windows 8. But, it cannot be used in
Linux or Unix platform.

Software Installation

Put the Installation CD into CD-ROM drive.

Browse the CD, and double click on file “setup.exe” which is located in a date code
directory such as 20130129.

The installation wizard will start, click “Next” to proceed.



2 Tnstalling AMS

Welcome to the AMS Installation!

This setup program will install AMS on vour compuoter, Click Cancel
if vou do not want to install this application. Click Mext to continue
the installation.

WARMIMG: This program is protected by international copyright
law and treaties.

Unauthorized reproduction or distribution of this prograrm, or any
portion of it, may result in severe civil and criminal penalties and
will be prosecuted to the maximum extent of the law.

Mext = | [ Cancel




Select installation path and then click “Next”.

“% Installing AMS

Destination folder
Select a destination folder where AMS will be installed. ’_‘
£l

Setup will install files in the following folder.

If you would like to install AMS into a different folder then click Browse and
select another folder,

Destination folder

H:\Program FileshamMs Browse..,

Space required: 31,93MB
Space available: 92.20GB

= Back ] | Next = | [ Cancel

The system will begin to install the program.

2% Installing AMS

Installing Files
Copying AMS files to your computer. ’_‘
]

Tao interrupt or pause the installation process, click Cancel,

Directory: H:%WProgram FileshaMShpresent
File: Unionattend Feature 20090326 .ppt

(FENRNNRANRRNNRRNRRNRR )

Cancel




Click “Finish” to complete the installation.

4% Installing AMS

AMS has been successfully installed!

Click Finish to complete the installation,

Createlnstall Free




Login

Run the shortcut “Attendance Management System” on the desktop

The default login account is “system”, and the password is blank (no password).

X

Login

ﬁ Aeconnt ISTSTEM

Password |

Language |Eng1ish

o CE ‘ X Cancel

Interface Preview

The software is window based. The interface between the software and user is
through each window. After authentication, it will show you the main window. For
each item, it will show the child window. The child window must locate inside the

main window.

Main Window

The main window consists of the title bar, top pulled-down menu, hot menu, the



content area and the status bar. The title bar shows the software name. The top

pulled-down menu covers all the items in the software. The hot menu provides the
quickest way for accessing the critical item. Finally, the status bar shows the status
of the system such as the current date and time.

Title bar

&5

aedide | ArakEn Altencleos Datad Repodt

Top pulled-down menu

Hot menu

Daer Becrao Machis:  Vemenl 3 Uzer (hdreirarirntes) Dote 2006 DE- 26D Tora (1306 550

Status bar

Child Window

The child window is invoked when you select a menu item. Each child window
has its layout. Some are similar and some are different. Most of child windows
have the icon bar located at the top for choosing different actions.



I~ Show resigned s

™ Show sub department
taff

Find

FBOX

Bl Closs | BN|Clear Fingerprint 3 Quick Setup

Name

Account : 0
doubleclick = modify

Staff Mo,

Az @+

Select Btaff

Icon Bar

CEX

== Shift Allotment
iadd  riBach Allotment +iDelete 5 Modify Refresh | [f] Close
Click here select Dept x E Begin Dats |Shift Name End Date [
I~ Show sub department Find
I~ Bhow mesigned staff
Mame Staff Mo,
Acronnt ;0 View Shift Detall




Department Management

Department management is to maintain the department used in the system. User can
add/modify/delete department here. There should be at least ONE department in the
system, as department must be assigned during the adding of new staff record.

&

Department

Add New Department

To add a department, click the icon bar “add”.

== Department Management E| [E| g|

F] Close

Dept Mo, [

Dept Maroe |

Upper Dept, | ﬂ

Telephone [
Fax [

Address |
Postal Code |

Remark

Input Department Number and Department Name. Click “Save” to save and exit.

DEpt Ho, |Ul *

Dept Name |ABC Company Lid | A

Upper Diept. [ o] - | ¥

Telephone [
Faxt |

Address [
Postal Code [

Remark

Save Cancel
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New Department will be shown.

I=tadd ISDelte EiModity [ Clos

= Denartment
ZEE [M]ABC Company Lid.

Adding Subsidiary Department

You can add a sub department under another department. It creates a hierarchy
between departments. For example, Administration section consists of Account
Department and Shipping Department.

Or, you can setup multi-organization. Each organization has its own departments.
For example, you can setup 2 organizations. One is ABC Company Ltd. and the
other is DEF Company Ltd. Each company has its own sales department and
account department.

To form the hierarchy, you need to input an upper department during the adding of
department.

&= Department Management

Etadd EZDelte ILModify ] Clos
| F2z Department

=, [M]ABC Company Ltd. Diept Mo [aBCO01 *

Z—';—,; [D2]DEF Company Ld. Degt Nemme «
Upper Dept, ﬂ *
Telephone |
Fax |
Address |
Postal Code |
Remark

Save Cancel
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The new department (Account Department) will be added under ABC Company
Ltd.

== Department Management

I=tadd ISDelete IiModify [ Clos

—|-F2 Department

T P RSy

=8 [ BCO01 | &ccount Department

To modify a department, we use mouse to point to the department and click
the icon “Modify”. Then, we can change the content.

== Depariment Manasement

Eradd ESDelete | ESModify

--F2. Departmeint
-1-F2. ARC Compeny Ltd.
T2, Aeeount Department
Shipping Department

T2, Bales Department
I=. DEF Cormpany Lid.

To delete a department, we use mouse to point to the department and then click the
icon “Delete” to delete the department.

== Depariment Managsement

--F2. Departmeint
-1-F2. ARC Compeny Ltd.
T2, Aeeount Department

Shipping Department
T2, Bales Department
I=. DEF Cormpany Lid.

In the other staff selection screen, you may need to show Subsidiary
Department staff. You need to tick the check box “Show Subsidiary

- 12 -



Department” if you want to do so.

No staff will be listed if there is no staff belongs to selected department. Once
“Show Sub-Department” is selected, all staffs in subsidiary department will be

listed.
&= Modify Staff Information

CLudd T@Delt < Modify
|AEC Company Ltd. j 4

WV Show sub department:

== Ztaff Information

ABC Company Ltd,

[ Zhow sub department

Show resigned stail
Find |
Staff No. NN
€ Helen MIS001
€ Jason MAIS002
€ Mandy MAIS003

Staff Management

“Staff Management” handles all staff settings, including adding/deleting/ modifying
staff information. User can also handle staff resignation here. One of the attributes
in staff management is User ID. It is the identifier used in fingerprint device or
proximity card device.

For example, staff number is “MIS001” and its user ID is 7. It means the fingerprint
or card information in device belong to user id 7 will be match to staff “MI1S001”.

To invoke the staff management item, just click the “Staff”” in hot menu.

& @& 5

Hobday Allotroent | Slaft Managerment  Shaft Pa

When you see the Staff window, click the icon “Add” to add a staff to the system.

- 13 -



== Diaff Information

[ Show sub department
[ Show resigned staff
Find |

MName Staff Mo,

In the input screen, you can input the related information for each staff. Some fields

are necessary to input while others are optional.

The fields “Name”, “Staff Number”, “Dept” and “User ID” are necessary for input

whenever you add a staff record. The other fields are optional.

Base [nfo | Other Info | Remark |

BUNANTLE | Waimne |Wen::l}r ¥
(used in Dewvice)
Other Mame | ID Card Mo, | {3
e.g. 4860367
=>
Staft Mo, |MISEIE|5 * Usex ID |5 ¥
(Device Meer I0)
|Dept |Accoum Department ﬂ Toin Date
(nnn-rm-dd)
Tifle | ﬂ Grrade | ﬂ
frelated to Annnal Leave)
Crender |Ma]s {Male) - Marita] Status | ﬂ
Wage Type | 1-Cynantity Pay - Selaey |
[ Eesign

- 14 -




In the input screen, you can see there are 3 pages. They are “base info”, “other info”
and “remark”. In each page, you can input the related information of each staff. You
can click the page title to let the system showing the page content.

@D ]Dther Info ] RemﬂE

Surmanme |

Cither Mame |

Staff Mo, |MISEIEIS ¥

The page “other info” consist of the less important information of each staff. You
are free to choose to input or not.

Bese Info Other Info. | Remeuk |

Position || ﬂ Title | ﬂ
Join Date ,7 fonne-mm-dd) Paz Probation ,7 (nn-mm-dd)
Contract Type | ﬂ Political Status | j
Education | ﬂ Profession |

Grraduate Time (rnry-imo-dd) Zchool |

Mabile o, | Telephons |
Address [

Address] [

Address? [

Fostal Code [

Local Citizen r Guarantee

The third page “Remark” allow you to input the remark of the staff and also to see
the number of fingerprint template, the password information and the proximity
card number if it has.

- 15 -



Base Info | Other [nfo  Remark

Fingerprint | Ldmin false

Password | Card |

If the user has enrolled 2 fingerprints in the device, the fingerprint field will display
“1,2” which means that first and second fingerprint has been enrolled. The sequence
in here is not the same as the fingerprint sequence in user’s hand.

The field “Admin” shows you whether the user is supervisor in the fingerprint or
proximity card device. If it is supervisor, you will see “true” or you will see “false”.

The field “password” shows the password in the fingerprint or proximity card
device. It will not display the exact content of the password. Instead, it will show a
number of star “*” to represent the password.

Finally, the card field will show the card number in hexidecimal in the device.

When you have input all the necessary information of the staff, you can click the
icon button “Save” to save the staff information into the software database. If you
do not click “Save”, the input data will be lost.

Hsave | Xcancel | [ dose
| !ﬁ| Base Info | Other Inf

Wame

- 16 -



To modify a staff’s information, you can use mouse to select the staff and click the
icon “Modify”. After that, edit the same thing in the input screen and save it

afterwards.

= Modify Staff Information

GLdd T@Delete ¥ Modify
|P~1BC Campany Lid. j E Bas Info | Cithe;

Bmare

W Show sub department
[ Show resioned staff

) Cither Name

Find |

Mame Staff Mo, Statf No.

€ Helen MIS001

L& :Ta‘sor{ E'-J'EHEEIDE Dept

Lyla iy Lol L I Y

& BALSO0S
Title
Grender

To delete a staff’s information, you can use mouse to select the staff and click the
icon “Delete”. When you choose to delete a staff, you are asked to confirm your
action. Click “confirm” to proceed or “cancel” to abort the action.

Please be noted that the process is NOT RECOVERABLE.

D Tue delste staft
o/ Mandy?
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Normally, we will set the staff to the “resigned” state rather than deleting the staff
directly. The resigned staff will be not shown in the staff listing, unless user enables
“Show Resigned Staff”” option. The resigned staffs will also be excluded in reports
unless specified. However, all records of resigned staff are still preserved in the
system.

To set the staff to the “resigned” state, select the staff and click the icon “Modify”.

= Modify Staff Information

Ldd @ Delte

|PaE-C Company Lid.

v Show sub department
[ Show resigned staff

Find |
Mame Staff Mo,
€ Helen MIS001

MIS003
TITSUTS

Then, tick the check box “resign” and ‘Save’. After that, you are asked to confirm
the action.

Base Info | Other Info | Remek |

Surname | Wamme |Ma.11d}r *

{used in Device)

Cither Name | D Card Mo, | £
e g D4BARAR36E(T)

Staft No. IMISO03 ¥ Lseis I £ *
Device Tser IT)

Dept

_ (rnne-mm-dd)
\__‘,:J Sure Mark Resigned 7

Titl | e s | =
(related to Lnnual Leave)

Gender |Male Male) j Maritel Status | ﬂ

Wage Type | 1-Cyantity Pay =] Sl |

v Resign
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Select “Confirm” to confirm staff resignation or “Cancel” to abort the action. When
you confirm the setting of resignation, you can see more fields displayed for input
of resignation date, type and reason.

Fesizn Information

& Leave Date Leave Type Resigned ﬂ

Eeazn

Except the resign date and type, you are free to choose whether to input the reason
of resignation.

The resigned staff will not be listed in other selection windows unless the check box
“Show Resigned Staft” is selected.

-
= Modify Staff Information == Modify Staff Information

eadd T@Delete  WModify Cadd T@Delste  “WModify
E |}'ch Company Lid, j E

W Show sub department
v Show resigned staff:

ABC Company Lid,

W Show sub department
[ Show resioned staff

Find | Find |

Mame Staff Mo, MName Staff Mo,
¥ Helen BATS001 € Helen BATS001

€ Jason MIS00Z ' Jazon MISO0Z
€ Wendy MISO05 |Lﬂ Mandy MIS003

i WEILLY Lel Lol LT

In the staff management, you can see a button of “Quick setup”.

- 19 -



nEnt  Atendance M

nent  Report Window

Shift Mansgernent Shift Patten  8laft Allotrrent Analysiz  Attendance Detadl Repod

Systern M et Staff M: nent  Dieviee M

= S e &)

Departrent  Staff Device | Holidsy  Holidsy Allotrent

r

== Modify Staff Information

*0add BDelste  “WrModify F]Close | EN|Clear Fingerpr
Company Lid. @k || B Info | Other Info | Remack | IRS6E |
First Name Last Nars ST
I™ Show sub department
; RSEE d in Devi
™ Showr resigned staff . b ; e
Eind Chinese Name — ID Card No. s ¢
{IRS6E) {RSEE)  e.z DASEEIST)
Name Staff No. Stat No. T — User ID [
€ John MIS001 {Device Tser ID)
Nancy MIS002 Join Date Fitooiic | (RSGE)
Y e Dept [4BC Company Ld. -l

The staff quick setup is to maintain the annual leave entitled for each staff. You can
either input the entitled annual leave days for each staff or use “auto calculate” to
find out the annual leave days automatically.

Annual Leave [days]

o Zave

Last Year ||:| < o = bd
Chrent Year ||:| ﬂ .o ﬂ
Mext Year i._. ﬂ i._. ﬂ o
Total | .

Lato Caloulate
ear Perdod [2080000 | [oe1za +] o -
Eraployes [RIS001] John
Grade |
Toin Date |3033_0?_15 Work Vear 0 o=
Resign Date |
Annual Leave [days]

Last Year o =, [0 = B “Eave
Curremt Vear o =0 =

Ment “ear 0 = [0 2] bf

Total N

If you intend to use the “auto calculate” function, you need to input each staff’s join
date and grade. The “auto calculate” work out the annual leave days of each staff
based on these data. Besides, it will check the annual leave template for the number
of annual leave days entitled.

- 20 -



== Employee - Umick Setup
Apnmal Leave Template 4

B Include resigned | () Find B Exit

ual Leave Posting

- Organization
- B (18] ABC Company Ltd

-
[MIS002] Mancy
[MIS003] Mary
[MIS004] 2 timezone Suzan

& [MIS008] Vius

5% [1B] Hotel Company Ltd.

[MISO06] Margaret Cheung
[MIS007] Flzwible Suki

“ear Perded

Emnploves
Grade

Join Date
Fesign Date

|[2003-01-01 | 20081231 = - -
[[MIS01] Toha

[2008-07-16 Work Year T

&= Employee - Quick Setup
Annual Leave Setop Annyal Leave Posting

= Grade
2] General
@ Clerk it

9 Manager General

w] @] | Tm| o] s Tw] ] =
g
| [4k] [k ] [ar] ok ] [4b] |4b 4»?

R8N

@) T
k| 4k |4k

SRR EEE
| [k k] ok ] |ab] [ab] 1p] |4k

=
03

o Add ‘ (5] bodify

In the template, there are 3 default grade. They are General, Clerk and Manager.
You can add more grade to the system For each grade, we can set the entitled annual
leave days according to the number of working years.

In the quick setup, we can post the remaining days of annual leave of current year to
the next year. The posted annual leave days will be display in the “last year” of next

year period.

Annual Leave [dayz]

Last Year |2 ﬂ .o J
Chrrrent Y ear ||:| ﬂ .o
Mext Year ||:| ﬂ ||:| ﬂ

Totl r:r

< b
3
al

- 21 -
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Device Management

Device management is to keep record of each device in an environment. You can
add/modify/delete a device in this module. To invoke this module, click the icon
“device management”.

[| Cloze
Device Mo. | J Device Mame
b odel | J Dhirection

Each device has a device number which identifies the device. Select an unique
device number and input the device name. Normally, we will give a meaningful
device name for easy remembering.

Device
Device Mo, ﬂ Device Name hu2302
A

M adel 2 Direction {*  unknown " in
3
4
5
B
7
a w

For each device, we need to select a model belonging to the device.

- 22 -



Device
Device Ma. 1 j

MDdE' Ee|Eel::t ” |:||:|E=|

2amn
FG Sernies
FPaOU
HI10a0
HI1100
COk HIJ2000
HIJ 2086 o

The model will affect the communication between computer and the device. So,
please check the device model before input this item.

Finally, you need to input the communication mode for successful
communication. Tick the check box “networked” if you decide to communicate
with the device by TCP/IP. If the communication mode is by COM port or USB
port, please uncheck the “networked” check box.

== Device Management

Save ¥ Cancel [l Cloge
Drevice
Device Mo, 1 - Device Mamme U230 W Metwork
tadel I = Direction {* ynknown 7 in " out
COmM Ethernet
coMPot  [oon [ 7] IP Address [192.168.0.224
[IP Addrezs or Damain Mame)
Baud rate | j Fenlia 5005
Pazsword |U

For TCP/IP connection, you need to input the IP address, port number and
communication password. The IP address should be equal to the one stored in
the device.

The port number also needs to be the same. The default port number is 5005. If
you have changed the one in device, you need to change the item in here for
successful communication.

Finally, the communication password should also be the same with that of the
device. The default communication password is 0. If you change the
communication password in the device, you also need to change the item in this

- 23 -



input screen. The communication password is to protect the device from
communicating from other unauthorized software.

For COM / USB connection, uncheck the check box “Networked?”. Then,
input the com port number and the communication baud rate. When you plug
the RS232 cable to the computer, the OS will assign a com port number for the
communication. You can check the com port number from the OS. For Windows
XP, right click “my computer” and select “computer management”. Then, select
device management and find “com or Ipt”. Use mouse to click the left “+” sign
to see the available com port for the computer. After knowing the com port, you
can input back to the software for communication by COM port.

= Device Management

B 5ave EEancel E Cloze
Device

Device Mo |1 ﬂ Device Mame |nu23D2 ™ Metwaork
Model |23,.:,.: ﬂ Direction & unknown " in " out
COM Ethernet
COMPot  [oom |1 =l P sddress 1192.168.0.224
[IF Address or Domain Mame]
B aud rate |-| 15200 ﬂ Pt . 5005
Passwoard |EI

If the device has USB communication, you just uncheck the check box
“networked” and input any com port or baud rate. The software will judge the
communication is by COM port or USB port automatically.

Once you have input correct all fields, click the button “save” to save the device
into the software.

&= Device Management

[E Save | £2Cancel [| Cloze

Device
Device Ma. |1 j Device Mame
Model |23:-::-: j Direction
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The saved new device will be shown in the device list in the lower part of the
device window.

Device Mo. |Device Mame tdodel COr Port Baud rate IP &ddress Fort Mo, Password
1 w23tz 23w 192.168.0.224 5005 0

|w

Device Communication

Device communication is a list of items for communication with the fingerprint or
proximity card device.
To invoke it, click the icon “Download”.

‘Management (T) Report Window (W)

2 A

Pattern  Zlaft Allctment

Dovwnload / Analysis  Attendance Detsal Eeport

The download window will be shown after invoking.

= Atiendance Management System - [Data Communication] EE‘
@ Data  Setup  Time zone Management Import Door Lock -

IS w8 o & % 20 B

Departient  &taf  Device | Holiday Holiday Allotwent | Shif Management ShiftPattem  Shift Allotment Analysis Attendance Detsil Repout

Read Time | Set Time | Fead Mame | SetMame | Clear Admin | Setédmin| U disk/S0 card import | Download argument
=- [ Select Device
B 1rui2302 23] [tep] Download Record | Download All Fecord Delete Flacord Test 4P|
Download Template Upload Template Delete template Claze
Clear Screen

In the left side, you can see a tree list of devices that you input in Device
Management. Each item has a square box in left hand side. Click the square box
means you want to communicate with the device.

- 25 -



The root of the tree is a tip showing “Select Device”. Check it means you want to
select all devices. Uncheck it means all devices will be unchecked.

In this window, you can select multi-devices for communication.

In this window, you can see the top menu has been changed to that belonging to
data communication.

o lleudau e Dlouags e Bysle - el Ui |

%Daﬁa Setop  Time zone Mansgement Import  Door Lock

B SOy = @ B H & ]

Depestrent  Staff  Dewice Holiday Holiday Allotment | Slaft Manageiment  Shift Pattern  Bhaft Allotiment Dowmload  Analyas At

3] i 'y & . iy &
FRead Time | Set Time | Fead Mame | Set Hame | Clear ddmin | Set Admin | U disk/SD card impaort | Download argument

=1- [ Select Device

1-nu2302 [23wx] [tep]

Download Record Dovnload All Fecord Delete Record

Download Template

pload Tenplate Delete tenplate

In the middle part, you can see a list of items in a toolbar for reading and setting
time, reading and setting name, USB import, clearing and setting admin.

== Attendance Management System - [Data Communication]

%Daﬁa Setop  Time zone Mansgement Import  Door Lock

e
T
¥

Read Mame

2
i
Set Mame

Read Time

Set Time

=] >elect Dewvice
[¥] 1-nu2302 [23] [tcp]

&

Clear &drmin

X %
Set Admin

Download argument

| digk/SD card impart

Download Record Dovnload All Fecord Delete Record

Download Template

pload Tenplate Delete tenplate

The common button is located in right middle part. They are used much more
frequently by user. They are mainly for download/upload/delete transaction data
and download/upload/delete fingerprint or password or card template
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== Aftendance Management System - [Data Communication]

ﬂDaﬁa Setop  Time zone Management Import Door Lock

™ S g e s B G B

Department  Staff  Dewice Holiday Holidsyr Allotment | Blaft Managermment  Shaft Pattern  Shift &llotment Download  Analyasis Atk

& &l 3 3 A i %

. Kyl 5
Read Time | Set Time | FRead Mame | Set Hame | Clear Admin ) i e Ee——esalasd Aroument

=1- [ Select Device
12302 [23] [tep] Download Record Download Al Record Delete Record
Diownload Template |Jpload Template Delete template

Pl
F

T 28

To download transaction data, just click the button “Download Record”.
Transaction data means the in out records punched by user. This “Download record”
is by marker. That is, when you download the data from the device, you cannot
download again using this button. The marker has already been moved to the end.

If your computer has done reinstallation and you want to download back the
previous record, you can choose “Download all record”. This button is to download
all the records in the device flash memory. Unless you do the action of delete
record, you can always click the “download all record” to get back the
previous data.

Be careful in clicking the “delete record” as the deleted records are
UNRECOVERABLE. When you click the button, the system will ask your
confirmation before deleting.

? ) ?
\:\r/ Delete Attendance record?

We may have more than one device in a network. In such case, we used to
download fingerprint template or password or card information from one device to
the computer and upload back to the other devices. The button “download template”
will download all fingerprint template to the software database. Besides, if the user
has enrolled proximity card or password, they will also be downloaded into the
software. But, you can see the card number but you cannot see the exact content of
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password. The system will show star (*) to represent the content of the password.

The button “delete template” will delete the fingerprint template, card and password
in the device. But, it only delete those user ID found in the software. It will not
affect those fingerprint by the other user ID.

We then come to the buttons in the toolbar.

== Attendance Management System - [Data Communication]

BN a8

ﬂDaﬁa Setop  Time zone Mansgement Import  Door Lock
% | &
& 5 Lt

LEIMM FalbTa: E Y ) LT DLty ee 0y 1T At
3 i 2 & x 4 3
FRead Time | Set Time | Fead Mame | Set Hame | Clear ddmin | Set Admin | U disk/SD card impaort | Download argument
=] >elect Dewvice
12302 [23we] [tep] Download Record Dovrload &l Fecond Delete Recaord
Download Template |Upload Template Delete termplate

In this toolbar, we use the button to do less frequent job. The first two buttons are

“Read Time” and “Set Time”. “Read Time” is to read the clock time of the device
selected. “Set time” is to set the time of selected device. When you download data
from device, the system will set the device time automatically for the first time of
download in entry to the window.

“Read Name” is to read the user name from the device. When you install the device
the first time, it will not have name. It only has user ID. So, you need to do the “set
name” once for a device.

“USB Import” is to import the in out transaction through the USB disk. Some
customers do not use TCP/IP nor COM port to do the communication due the
difficulty in cabling. They will then choose the use of USB disk.

The button “clear admin” is used to clear any supervisor in the device. When the
supervisor in the device has left, user may not get into the menu again. They can use
this button to clear any supervisor in the device so that they can access the device
menu again.

Finally, the button “set admin” will do the opposite of “clear admin. It will get the
selected user and change this user id from normal user to supervisor.
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Include Resigned Find =etAdmin

==, Organization & Manager  (1Op)
clt [01] ARC Company Ltl. & Admin
ey [ABCIO0N] Account Department

IMISCOQ) Jascn ﬂrite

MIS00H Mandy

MIS005) Wendy

r;& [ABC002] Shipping Department Cancel
oy [AB03] Sales Department -

%8 [02] DEF Company Ltd.

©EeEeEY

Refrash

Just select the user that you want to raise it to supervisor and click button “write”.

At last, we come to the rarely used top menu. Normally, user seldom use it but it is
very useful.

= Aftendance Management System - [Data Communication]

The top menu is in format of pulled-down menu. When you click the item, a pop-up
menu will be displayed such as the “1. Download online”.

In Data Item, you can see a item in pop-up menu. It is “Download online”. It is to

monitor all selected device and download the in out transaction immediately when
user punch its finger. When you select this item, it will ask you the time interval in
seconds. It is the time between each monitoring. The default interval is one second.

| |
Interval [second) [v Display Stark | Cancel ‘

The check box “display” is an option for choosing whether to show the connection
message in the message area. The default is to display. When you confirm the
interval, you can click the button “start” to download data in online mode.
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== Aticndance Management System - [Data Communication]

=

e B e &8 @& B g6 [

S
Department Staff | Device Download | Holiday Holiday alotment | Shift Managerment Shift Pattern  Shift Schedule | Analysis Attendance Detail Report

HEadTlmE| Set Tims |HeadNamE‘ Set Mams | LISB\mDDrt| Clear Admin | Set Admin
= [ Select Device

1-TA10000  [MU2100]  [tep] ‘ ‘

Device [1) - Download Data

Device [1) - Download Data
do

Device (1) - Download Data

Device [1) - Download Data
doi

- Download Data

- Download Data

- Download Data

- Download D ata

The system will check all selected device by the input time interval in seconds.

Device [1] - Download D ata
done

Device [1] - Download D ata
done

Device [1] - Download D ata
done

e [1] - Download Data

done

id: 11 20090827 1201:00 [fp] [in] namellely)

done
DemteesfeDaunload Data
done

When any user punches its fingerprint, the data will be collected immediately.
Should you want to stop the download online, you can click the icon “stop” to stop
the process.

- ©

The next menu item is “setup”. It is a pop-up menu for setting the device.
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d  Delete 411 Envall Data FL
EBell e =

Department  Staff | Device Download | Holiday

Fiead Time | Set Time | Fieal:lName| Set Mame

The first item is “delete all enroll data”. It is to delete all enroll data in the device no
matter whether the user ID is found in the software. It is different from “delete
template”. “delete template” will only delete template of those users that is found in
the software. So, this item is suitable for clearing device.

Clear All Enrall Diata
done

The second item in the menu is “bell”. It is to set the time of the bell to sound.

Set Bell Bell Caunt 1
Enable Hour kdinute
[ | | Read
r | | "
MNee
r | | -
— | | E zit
I~ | |
N | |
I~ | |
- | |
- | |
r | |
- I I

In the setting of bell time, you can input the hour and minute for the bell of the
device to sound. When you start to input the hour, the “enable” check box will be
checked automatically.
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SetBell
Enahble

4

1l

1l

1l

11111 71

Bell Count
Haour kdinute
[ |30
12 |30
[13 |30
[1a |0

—

Bead
Warike

E =it

When you finish the input, you can press the button “write” to set the time to the
device. Also, you can click the button “read” to read back the current bell time of
the device.

o
o
o
ar
off
off
off
off
off
off
off
off

0830
12:30
13:30
18:00
00:00
0o:oo
0o:oo
00:.00
00.00
00:00
0o:oo
0:oa

done

Device [1] - Connect kopip
succeeded
Read Bell

[192.168.1.224]

[5005]

The third popup menu is for timezone management. Timezone management is to
control the time that staff can punch fingerprint or card or password.
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= Attendance Management System - [Data Communication]

Time Greonp
Departrment. Weex vz Time zone

8 @& B

Holiday Allotrnent | Shift Managerent  Shift Pattern

[ Read Time | Time Match | Set Mame | U Disk/SD Card Import ‘ Clear &
................................... Time Stats
--[ 5elect Dev. e
[A1-0ne 11 [tepl Download Fecard Download Al Fecord
O2Twa [] [top]
O3Three [] [tepl Download Template IJpload Template

In the pop-up menu, you can see 4 items. They are Timezone, Time group, User vs
Timezone and Time Match. Timezone is the allowed time per day of week. Time
group is the group that have maximum of 3 timezones. “User vs Timezone” is to
allocate timezone and group to a user. Finally, Time Match is to allow a
combination of group for opening door.

Time zone

When you select the “timezone”, you will see a timezone window. In the window,
you can see the device number. If you have selected more than one device, you can
swap to different device. The timezone number is the number of timezone for
setting. It allows maximum of 50 timezones to be set. For each timezone, you can
set the range of access time from Sunday to Saturday.
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X

Timezone

Device g

i = Exzit
Timezone Ma. 1 R mﬂ & ‘
Timezone Mame |One

Fram To
Sunday |n8:00 2368 (OpenTime)
tonday |00:00 |23:59
Tuesday |00:00 |23:59
Wednesday |00:00 2359
Thursday |00:00 2359
Friday |00:00 |23:59
Saturday |00:00 2359
Fead Current Timezone “wiite Current Timezone
Fead Al Timezone ‘wirite Al Timezone
Ta10000 fp50u tepfip [192.168.1.224] [5005]

For example, you can set the access time on Sunday from 08:00 to 23:59. It means
that user can only do the punch within this range of time, inclusive. If the user
punch at 07:01 on Sunday, he will fail to do so.

When you have changed the setting, you need to write the data back to the device.
The buttons “Write Current Timezone” and “Write All Timezone” will write back
the data into the device. The first one will write only the current screen timezone
number. The last one will write all 50 timezones back to the device.

In the contrary, you can read back the device setting by the 2 buttons of “Read
current timezone” and “Read all timezone”.

Time group

When we finish the setting of time zone, we can also set time group to include
different time zones. You can have a maximum of 5 time groups. Each Time Group
can have a maximum of 3 time zones. The system will generate 5 time groups for
you automatically and will assign a default group name. The group name is the
English of the number. You can change the group name by clicking the button “Set
group name”.
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e
Group Timezone

TA10000

Device 1 [2] Two [1] One
= Group = Group Timezone = Awailable Timezane -~
[2] Twao [1] Ore 3
[2] Twa [22] Twenty Two & [2] Twa
[3] Three [4] Four [3] Three
[4] Four [4] Four
[5] Five [5] Five
q [5] Six
' [7] Sewven
[8] Eight
[9] Mine a
=I- Timezore [2] Open_Door Time
Sunday [00:00~23:59]
Monday  [00:00~23:59]
Tuegday [00:00~23:59]
wiednesday [00:00~23:59]
Thurgday  [00:00~23:55]
Friday [00:00~23:59]
Saturday  [00:00~23:59]
/
Set Group Mame Fead Device Wirike Device

tpfip [192.168.1.224] [5005]

To add a time zone into the highlight group, highlight an available time zone and
click the left arrow icon.

[£] Two

[1] One

= Group Timezone
[2] Twa
[22] Twenty Twa
[4] Four

&
.

Axaillable Timezone

[1] Ore
[2] Twa
[3] Three
[4] Faur
[8] Five
[B] Siw
[7] Seven
[8] Eight
[9] Mine

%3

W

In the contrary, if you want to remove a time zone from a group, you can click the

icon of right arrow.
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[£] Two [1] One
= Group Timezone = Available Timezone S
[2] Twa [1] Ore
[22] Twenty Twa & [2] Twa
[4] Four [3] Three
[4] Faur
[8] Five
q ) [E] Six
[7] Seven
[8] Eight
[9] Mine "

Finally, you need to write the data back to the device for effectiveness. Click the
button “Write device” will do the job.

Read D eviﬁ >

N—

1681 2247 [5005]

Besides, you can check the setting of the device by clicking the button “Read
Device”.

User vs Time zone

When we have time zone and time group, we need to assign them to each staff.
Each staff can be assigned 1 time group and 3 time zones. If a staff has been
assigned for time zone 1 and time zone 2, it can open door at any time of the two
time zones. Their relation is *"or**. Another example, if a user has been assigned to
group 2 and time zone 3, 4 and 5, she can open door in any time under time zone of
group 2 and time zones 3, 4 and 5.
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Dser vs Timezone §|

L

mevicel Group [1] One (2.22.4) Timezone [1] One Read Device wiite Device |
=I- Organization =I- Group =I- Timezone ~
14-4BC Company Ltd.  [1] [1] One [2224] [1] Orne
1B-Hotel Comparny Ltd.  [2] [2] Two [1.,337] [2] Two
24-DEF Company Ltd.  [3] [3] Three [7.26.4] [3] Three
[4] Four [1.21) [4] Four
[B] Five [9.1.5) [5] Five
[E] Six
[7] Seven
[8] Eight
[8] Mine
[10] Ten
111 Fleven A
=I- ] Emplayes
OwMisoot 1]
OwMisooz (2]
OwMisooz [3]
Owmisood [4]
COmiIs00s (5]
TA10000 ipf192.168.1.224] [5005]

The blue down arrow is used for assigning group to the staff while the green down
arrow is used for assigning time zone. The icon of computer with cross is to remove
any thing from the staff.

Basically, you need to tick the staff first before doing assignment or removal. The
system allows you to have multi selection. Any assignment or removal will be
effective for selected staff.

IN=er

= [J Emplayee = KIS0
kIS 007 nda
CIMIS00z 2]
FMIS003 (3]
CIMIS004 [4]
CJMIS005 (5]

When you tick the tree root “Employee”, you can select or unselect all staff.
Similarly, you need to write the change back to the device. Click the button “Write
device” or the above diagram can do the job.

- 37 -




Wfrike Device | >
L. \/.

If you want to check the configuration of the device, you can click the button “Read
Device” or the above picture. The configuration data will be shown in the message
area.

Time Match

Totally, you can set 10 time matches. Each Time match can have a maximum of 3
Time groups. When a time match has 2 time groups, it means that any one member
from each group must punch together for access. If a time match has 3 time groups,
it means that 3 staff from the 3 time groups must punch for access.

Each Match can open door based on the time zone under each user.

Time Match 53
&g?) &g?) &g?) Show Timezone

Dievica 1 Group [1] Group [1] 2224
=~ Match =~ Match [1] =1 Group

Group [1] M 2224

[2] Two & [2] 1.331

[3] Three [3] 7.26.4

[4] Four [4 1.21

[6] Five 5] 915

[ S ‘

[F] Seven

[8] Eight

[8] Mine

[10] Ten

=I- Group Employes
n'a

Again, use the left arrow icon to insert group while using the right arrow to remove
group for the match.

Similarly, you can click the button “Write Device” to write the change to the device
and click the button “Read Device” to read the current setting in the device.
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Group [1] 2.22.4

=1 Group
] =224
& 21 1.331
[31 7.26.4

[41 1.21
[51 915

e

! |

F Fead Device wArite Device

For the time match to work, we must note the open door time of each member.
For example, we take the example of user 2 and user 3.

User Group | Group Time zone
User2 |2 Group 2 time zone (2) time (sun to sat, 09:00 to 12:00)
User3 |3 Group 3 time zone (3) time (sun to sat, 13:00 to 23:59)

Then, we set the time match of Group 2 and 3.

For the time from 09:00 to 12:00, user 2 can access independently. User 3 needs to
have user 2 punches for access. For the time of 13:00 to 23:59, the opposite
happens. User 3 can access independently but user 2 need the presence of user 3.
For the time of 12:30, none of them can access even they punch together.

Normally, we will use the time match to combine the administrator and the normal
user. User 2 can only access in normal office time.

User Time zone
Administrator All time
User 2 Mon—Fri  07:00 to 22:00

In this case, user 2 can only access in Monday to Friday, from 07:00 to 22:00. Out
of this time, he can only access with the presence of administrator while the
administrator can access all the time.
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For the model of FP50U, you will not find the group 4 for selection. It is the design
of the device.

Time status

Time status is to set the device time verification and time log. Time verification
identifies the verification mode. For example, we can set 08:00 to 18:00 having
only the fingerprint verification. Or, we can set 18:01 to 22:00 having verification
of fingerprint plus the password.

Time Log is to set the status of the punching. The fingerprint machine has 8 time
status. They are in, out, duty on, duty off, overtime on, overtime off. You can set
different time zone to different status.

® ittendance Management System - [Data Communication]

Q ICTRR T Time zone M;

=

Time zone
Tsex vs Time zone

2

Holiday Allotrment | Shift Managerment  Shift Patten

Clear

Set Time l HeadName| Set Mame | U Diigk/S0 Card Import |

= Select Device
1-device one [TP-2100] [tep] Download Record Download All Record
Download Template Upload Template
Time ¥enfication g‘
BieriEs h— + Verify " Log Edi
=1 Graup
[ Two [} Mo 1
[3] Three [] N
4] Four () e Jore
[5] Five [
[6] Six [ Eegin Time {hhmm)
[7] Seven [) .
[8] Eight () End Time {hhmm)
[9] Mine []
0] Ten ) ezt JAny =l Save
+ | - Cancel
Read Device wirite Device
device one 1p-2100 tepfip [192.158.0.224] [S005]
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When you invoke the time status, you can see a new popup window of time status.
In this window, you can select either “verify” or “log”.

v Werify " Log

When you select “verify”, all actions belong to time verification. When you select
“log”, all actions belong to time log. You can input the time zone by clicking the
button “Edit”.

& Verify " Log E dit

MHa. 1

Mame |Elne

Beqgin Time 000 (hh:mrm)

End Tirne 11:00 (hh:mrm)

Mode Iﬁ j Save
Ay
FP+Card Loz
FFP+PFin
Card+Pin
FP+Card+Pin

Under the selection of verification, you can input the time zone and then the
verification method. “Any” means any one of fingerprint, card or password.

Under the selection of Log, you can input the time zone and then the mode.
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Mo,

i

M arme |Elne

Begin Time 0=:00 (hh:rrm)
End Tirne 1200 (hh:mm)

Mode j Save
Carcel
duty off =aneE
overtime on
avvertime off

in
out

Currently, the software will only identify the in and out. Duty on and overtime on
will also be interpreted as in. Duty off and overtime off will be interpreted as out.

When you have finished the input of data, remember to click the button “save” to
store the data into the database. This action only stores the setting into the database.
You also need to burn the setting into the fingerprint device. You do this by
clicking the button “write”.

Fead Devi Wiite Device

192.162.0.224] [5005]

Besides, you can view the setting in the fingerprint device by clicking the button
“read”.

In the device communication, we can connect different fingerprint or card machine.

For card controller AC100, we need special handling. If this software is used to
connect to AC100, we need to set the device to AC100 in system tool.
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Setup |F'ath I Databasel Languagel Start upI

Company ABC Company Lid.,
Dizule o Al
¢ TA10000
i~ ACBE f» AC100 Fix Card

Site Code I—

“ear Period Month  Day Month  Day

DAVE | Exit |
{Anmmal Leave) |1 ﬁ |1 ﬁ to |12 31 !
Mame Display
" Sumname f* Mame
" Suname + Mame " Mame + Sumame

Then, when we do the device communication, the program will be different.

== Attendance Management System - [Data Comr . nication]

g Data Setop  Time zone Management Door Locf  Device Control

Y O

S
Department  Staff Device | Holidey Holidaw Allotment | Shift  Shift Pattern  Shift Allotment

L ~

Download  Analyss Atendance Detadl Report

s
P
Iat

Read Hame

@.

Download &rgument

Set .Time

Read Time

J

E [ Select Device

1-One [AC100] [tcp]

Download Record Download All Recard Delete Record

~O2Two 1 [tepl
O3 Thes [ [tep] Download Template Upload Template Delete template

In this screen, we have 1 more top menu. It is the Device Control.
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= Attendance Management System - [Data Communicatio

% Data Betup  Time 2one Management Door Lock

H MS L e |

Department Staff Device | Holiday Holiday Allotmen

53]

Read Time | Set Time

ot
PNt
o

@.

Download Araument

Read Mame

Under device control, we have Argument and Inquiry.

In device argument, we can change the setting of AC100 in area of door,
verification and security. For example, we can change the delay time of door relay.
It is the time interval between card passing verification and the opening of door.

== Device Argnment EE|

Save Write to device

. A
Device 1 [AC100)
Exit Eead from device

Werification Contral ] Security ]

Door Relay - Delay 0.5 (1..255 seoond)

Door Open - Delay 3 = (1255 second)

[~ <Enter> Button = open

[ hdanual Button = open

v Doar open close monitor

In verification control, we can switch on or off the verification of user id +
password. Some users have special privileges that they do not need to bring
proximity card. So, they will just choose pressing user ID and password only. The
procedure is by pressing user ID, button <Esc>, input of password and then button
<Ent>.
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== Device Argnment

Device 1 [(AC100)

Save Wiite to devire

Exit Eead from device

Door Contral

[ Check Expiry
v Check Time zone,

g
¥ User ID+Password (Open Door) \

Operation : =User ID= <ESC> <password> <EMT> >
R
" always " prohibit
&+ tirne zone ’7 Ii
Reader 1 W Paszword Yerification
Reader 2 v Password Werification

First Card Reader

* in " out

Besides, we can activate the card and password together for verification. User can
choose always, prohibit or by time zone. In selection of time zone, user can set
maximum of 4 time zones for requiring user to use card and password together.
Normally, the out of office time requires user to use both.

== Device Argnment |Zl |E| El
E & Write to device
Device 1 [AC100) e
Eigit Read from device

Dioar Control — Yerification Contral ] Seculity]

™ Check Expiry
¥ Check Time zone

Iv Usger ID+Password (Open Doar)

Operation - <User [0z <ESC> <passwords <ENT=

" always " prohibit

@ tirme zone ,W ]

18:00

|
Reader 1 Iv Passwaord Yerification
Reader 2 WV Passwaord Yerification

First Card Reader

& in " out

Finally, we can choose whether the first reader is for “in” mode. Normally, the first
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reader will be installed outside the door so that its record belong to “in” mode.
Sometimes, the installation make different so that the first reader is installed inside
the door. So, we can change it to “out” mode in the system.

== Device Argument E”E| E|
3 device
Device 1 (AC100) A et
Egit Eead from device

Dioar Contral  %erfication Control ] Security ]

™ Check Expiry
v Check Time zane

v User ID+Password (Open Door)

Operation : <User ID> <ESC> <passwaord> <ENT=

Card + Fasswaord
" abways " prohibit
(+ tirme zone ’W ’W
r I
Reader 1 ¥ Password “erification

Reader 2 W Passward Yerification

""" Irst Card Feader \
< & in " out >
P — —

The third page of device argument is security password.

== Device Argnment

Save Wiite to device
Exit Bead from device

Daoar Eontrol] Werification Control

Communication Pagsword 0000
Keyboard Password )

Once you change the communication and keyboard password, other persons cannot
connect with the device by the same software as they do not know the password. If
you reinstall your computer without remembering the password, you can reset the
AC100 machine by jumper so that the password will be reset to zero again.

In device inquiry, we can check whether the device has presence of a specified user
or card number. Normally, when a staff resigns, we will use back the old card. If we
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want to use it again, we need to delete the card from the device first.

== Device Inguiry

Device 1 Acion E

& User ID =

" Card

For the model of AC100, the time zone and “User vs Time zone” are quite different.

&= Time zone

- LA Save Write device
Device 1 (ac100)
it Eead device
{Week ol | work Day | Holday |
=1 Wweek Group = week
Group 1 Monday
Group 2 Tuesday Time zone
Group 3 Wednesday
Group 4 Thursday 1
Group 5 Fiiday —
Graup 6 Saturday 2
Group 7 Sunday 3
Group 8
Group 9 ’— ,—
Group 10 4
Group 11 5
Group 12 ’— ,—
Group 13 e

Group 14
Group 15
Group 16

In Time zone, we can either use week group or work day group for controlling the
passing. There are 16 week groups for use. Each week group has 6 time zones per
day of week. It means that you can control the user to open door at maximum of 6
time zones per day.
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== Time zone

) £y
Device 1 {ac100)
YWeek Group ] wiark Day ] Holida_l,l]
= wieek Group =1 Wieek
Group 1 Monday
Group 2 Tuesday Titne zone
Group 3 Wednesday
Group 4 Thurzday 1. 0500 70
Graup & Friday ,— ,—
Group & Saturday 2. Joso 1240
Group 7 Sunday 3. |13m 180
Group 8
Graup 3 - -
Group 10 4, 1900 22.00
Group 11 a1
Group 12 ’— ’—
Group 13 8.
Group 14
Group 15
Group 16

Each week group has 6 time zones per day of week. It means that you can control
the user to open door at maximum of 6 time zones per day. If you want much more
simplifier case, you can choose work day and non-work day for controlling the
passing. You can select the input of 4 work days and 1 non-work day. Each day has
4 time zones for input. You can assign any work day to a user so that she can have
maximum of 4 time zones for opening door.

= Time zone N EE
3 device
Device 1 (ac100) E L
Eait Eead device
Week Group Wark D3y | Holiday |
= Work Day
Wwork Dap 1
‘wortk Day 2 Tirme zaone
Work Day 3
Wwork Dap 4 ’— ,—
Nonwork Day [
2
=
L I

Besides, we have 4 time zones for 1 nonwork day. All holidays belong to
non-working day. We can burn holiday to the card device by either ticking one or
two day of week or input of a special day.
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== Time zone

Device 1 (ac100)

\Wesk Group | Work Day  Holiday I

Heliday

[ Wednesday

[ Monday [ Tuesday

=~ Haliday
nta

Remove

[ Thursday

[ Saturday

Month

[ Friday

[ Sunday

Day

dave Write: device
Exit Bead device

Holiday Management

Holiday is to identify the date for public holiday. In public holiday, staff need not be

on duty.

To invoke the holiday management, just click the icon “Holiday Management”.

To add a holiday calendar per year, click the button “Add Holiday”.

&= Public Holiday

Fiadd Holiday

TEDelete Holiday Mu:udi.f}r Holiday & Quick Setup

Year |1-:'uh]i|: E:u]jday Hame

F] Close
HBEy
730dd Detil  *+iDelete Detodl i) Modif
Begin Date End Date |Holid
»

Input “Year” and “Category Name”. Click “OK” to proceed.
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Public Holaday-Add

x]

Order Hao. Ill:li

Year 2013
Hame |2|:|13 sales calend ad

o K X Cancel |

After the input of holiday calendar, you can add detail date for the public holiday.

Tri4dd Holidsy *iDelets Holiday  roijModify Holidey - Quick Setup F] Clos
Year Fublic Holidayr Name

Ld T34dd Detadl  E)Delete Detadl 155 Modify Detadl
|Hu:u].1'1:1a}.r Wame
Then, you will see an input window for the date range and the holiday name.
Edit Holiday Detail X
Begin Date |2013-12-25 |
End Date |2013-12-35 e

Holiday Hame ||::]'|I1$h'_|1a51

(" Rest Day ¢ 0K

f* Statutory x Cancel

Input the “Begin Date”, “End Date” and “Holiday Name”. Click “OK” to confirm.
New holiday will be added. Repeat the adding till public holidays have been added.
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When you find some error in adding, you are free to choose to modify or delete the
public holiday.

There is a quick setup that you can set up all Sunday as public holidays. So, you do
not need to set them one by one. To do so, click the button “Quick setup”.

== Public Holiday

Fublic Holiday Name

sales calendar

You will see an input window with several check boxes.
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X)

Quick Setnp

| - ok |

X Cancel

d

Check the check box “all Sunday” to assign all Sundays as public holiday.

Besides, you can select “Customize” to define a customized day off.

Quick Setup [$_<|

Year 2013 |4

Heliday hemn

[v A Sunday
[ Al Satoday

[v Custornized

' OE

X Cancel

Click “Alternate Weekend” for alternate long week and short week.
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Quick Setup

Year 2013 |2

Heliday Ttemn

X

W Al Sonday
[ Al Satmday

[v Custornized

— ' OE

X Cancel

i+ first week on leave

" seoomnd week on leave

Click “OK” to proceed. The system will generate a new holiday category with
selected day in whole year.

== Public Holiday

bpdity Holiday  9-Quick Setwp | ] Close

T YT
Vear ‘Puh]u: Holiday Name | ~ thﬂay}
2013 2013 sales calendar

T340 Detedl  *{Delete Detedl I%Modxfy Detail
Begin Date |End Date ‘Ho].iday Narne ‘s‘tﬁtutaryl

4
| |201301-12 20130112 Sunday
| |2013-01-20 20130120 Sunday
| |201301-27 20130127 Sunday

20130203 2013-02-03  Sunday
2013-02-10 2013-02-10  Sunday
2013-02-17  2013-02-17  Sunday
2013-02-24  2013-02-24  Sunday
20130303 2013-03-03  Bunday
2013-03-10 2013-03-10  Sunday
2013-03-17  2013-03-17  Bunday
20130324 2013-03-24  Sunday
2013-03-31  2013-03-31 Sunday
20130407 2013-04-07  Sunday
2013-04-14  2013-04-14  Sunday
20130421 2013.04-21 Sunday
2013-04-23  2013-04-28  Sunday
20130505 2013-05-05  Bunday
2013-05-12 2013-03-12  Sunday
2013-05-19  2013-05-19  Bunday
20130526 2013-05-26  Sunday
20130602 2013-06-02  Bunday
| |2013-06.09 20130609 Sunday

gooooooooogooogoooooooogno

£
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Holiday Allotment

After defining Public Holidays, the holiday must be allotted to staff before they are

taking effect.

To invoke the “Holiday Allotment”, click the icon “Holiday Allotment”.

systern Management (5

E@%ﬂ@

Depactrment | Btaff

taff Manageroent

Device

Holhdag\, Hobday Sllotrrent

Bhaft Mamagerment

In the holiday allotment window, you can allot holiday calendar to one department
or a list of departments or single staff.

&= Holiday Allotment

[ABCDDI] Acmunt Depanm&nt
il [ABC002] Shipping Department
1 [ABCO03] Sales Department
&} [02] DEF Compeany Ltd.

= r,'ga Employes
# i

Department [01] ABC Company Ll
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Delete

= E Holidsy

e (2013) 2013 sles calendar
) (2013) 2012 Sunday




Choose the department and select the appropriate holiday.

== Holiday Allotment

1]

Tnclude resigned ‘ Find ‘

Close

= & Or i

1] ABC Company Ltd.

partment [ABC0O01] Accouwnt Department

Department] Helen = oy
[ABCO0Z] Shipping Department &y wa i G013 201 sl eloniog
13 = Jason B (2013) 2012 Sunday
"
[02] DEF Company Lid. M onfa
* =& Mandy
I onfa
=@ Wendy
By i
Add
= !ia Employes
O [MIS001] Helen
| [MIS002] Jesom
) [MIS003] Mandy
., [MIS005] Wendy
Delets
: . - 3
< =
Click button “Add”
== Holiday Allotment i
Include resigned Find ‘ Close
= I%g Organization Dep - "

=4} 1] ABC Compeny Ltd.

i
iy [ABC002] Shipping Depertme:
-yl [ABC03] Sales Department
5} 1021 DEF Company Ltd.

o [ABCO01] Account Department

/;. Helen

e (2013) 2013 sales calendar
€ Jason

B¢ (013) 2013 sles calondar
=& Mandy

i (2013) 20132 sales calendar
£ Wendy
i (2013) 2013 sales calendar

= l:'ﬁ Employes
£ [MIS001] Helen
@ [MI3002] Jeson
=, [MI3003] Mandy
| [MIS005] Wendy

|l

Delete

The Holiday will be allotted to selected department.

Continue the above process till all allotment has been done.
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You can choose the holiday and click “ Delete” to remove the selected holiday.

&= Holiday Allotment

=
Include resigned. Find Cloz
=5 giga[glf]m;gc a - Department [ABC001] Account Department
SRy mnpany :
3 TABCOD1] Aceomnt Departient | = 5 Helen (= B Holbitey
it} [ABC002] Shipping Department (2013) niar B (2013) 3013 sales ealendar
~-[uf [AEC002] Sales Department = Jason i (2013) 2013 Sunday
3 D7) DEF Compeny Ll g (2013) 2013 sales calendar
€ Mondy
By (2013) 2013 sales calendar
= Wendy
B (2013) 3013 sales calendar
Add
= lia Emplozee

£ [MIZ001] Helen
| RMIS002] Jason
) MIS003] Mandy
| [MIS005] Wendy

Shift Management

Shift refers to the preset in and out time in a date. For example, you can input
the in and out time as 09:00 and 18:00 correspondingly in a day. Or, you can
input 09:00 and 13:00 for a shift to represent half day in Saturday.

It consists of header and detail (time zones). You need to input both the header
and detail to finish the setup of shift management.

To invoke the shift management module, click the icon “Shift Management”.

sice Management T Atendance Managemoent (T) Beport Window |

Fattern  Shaft Allotment

Click the top button “New Shift” to add a new header.
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== Zhift Management

Shift| +INew Shitt |[=3Delete Shift | FEJModity Shift| [Fshitt Type |
A1l Bhatt

ordemo |hanci.m:u |bami.nﬂmﬂ |1J:-1}al1:im3 ||:|x-'f

|-

Order No,
=hift Mo, | ez, 9-18)
Name | (g2, Office 9-18)

[ Defanlt Shift

Remark  OK
_ X |

X Cancel

You will see an edit window for input of Shift header. The first field is order number.
It is to control the arrangement of the shift. Input “Shift No.” and provide a “Name”
for the new shift. If it is the default shift, click the check box “default shift”. If a
staff does not have any shift arrangement, the system will get the default shift
automatically. Lastly, input any remark that you may want the system to keep.
Finally, click “OK” to save the shift header.
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To add a detail information (time zone) for a shift, select the new shift and then
click “Add Detail”.

|ttt iNew Shitt | +iDelete Shitt | )ModityShitt| [EShift Type | @Temple | FlChe |
A1 Ehit |

JS]u'ﬁDetst TriAdd Deteil | +3Delete Detedl  [%55] Modify Detadl

period In Time |InSwipe |Cut Time |Out Swipe |Calculate Late in Caleulate Early out Late O
4
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Modify Shift Detail X

Shift Name Office 09:00-18:00 Period I~ Flexible Time
In
Earliest In In Time Allowr Late In
ng:on  (hhomm) pg:0n (b 0L {minute)
(Diefalt = -5 min) ¥ Meed Swipe [V Count Late Aurival
(afier = lae in)
™ Bady In=0T pa:00 [~ Get Barliest
Out
Allow Barly cut Ot Tirne: Latest Ot v OK
. Cancel
v Connt Bary Crat v Nesd Swipe (Default = +5 min) u
(before = carly ouf)
[~ GetLatest [~ Late Out=0T 02:00
Argument
Brealk Time — I 1 W Time (G
ez 1300 14:.00 Breakz Time
Mid Tirce (13:30) Artual Werl: Tirne ’W
(Intellizent Repor) OT Shift -
fos: | |
Work Time D H

Then, you will see a popup edit window. In this window, you need to input the in
time and out time.

Need Swipe

The in time and out time can be chosen for swiping or not. If the check box “need
swipe” is not checked, it means that staff does not need to punch. The system will
assign the time for the staff automatically and disregard any swipe time. For
example, if the in time is 08:00, the system will assign the in time to the attendance
record.

Earliest In

For in time, you need to input also the earliest in time as a limit. The system will
start to count the in time from the earliest in time onwards. Time before this time
will be ignored. For example, the time is set to be 07:00. That means for staff
swiping card on/after 07:00, the swipe records will be considered as a valid clock in
record. If staff swipe at 6:59 or before, the system will ignore those records, and
they will be taking into account during attendance analysis. However, those times
will also be seen in raw swipe record.
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Latest Out

The possible latest clock out time. The idea is same as the “Earliest In”, but this is
for clock out time. Similarly, the system will ignore the time after latest out time.

(For “Earliest In” and “Latest Out” to take effect, a analysis parameter must be set,
refer to Section 14.1 for details)

Count Late Arrival

This check box is to select whether to count late arrival. If you choose not to count
late arrival, you will not get any figure about the late in time. For example, the
preset in time is 09:00. If the actual in time is 09:17, the system will show the actual
time as usual but the late in column will be blank.

Count Early Out

This check box is to select whether to count early out. If you choose not to check
this, the system will not calculate the early out time. You will see the column blank
in attendance report.
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Allow Late In

A buffering time zone for late arrival. In this example, the setting is 00:15, which
means 15 minutes buffering time is provided. For staff arriving at 09:15 or before,
the system will not count the staff as late arrival. However, if staff arrives at 09:16,
then the staff is late, and the late time will be 16 minutes, instead of 1 minute.

Allow Early Out

A buffering time zone for early off. The concept is same as “Allow Late In”.

Early In = Overtime

Count the work time before “In Time” as overtime. The default cut off time is “in
time” less one minute. But, you can choose to change the cut off time. For example,
you can change the cutoff time to 08:29. If the staff arrives at 08:10, the overtime
calculated is 20 minutes instead of 50 minutes.

{Default = -5 min) [ Co

v Early In = Cvertime {after

mt

Late Out = Overtime

Count the work time after “Out Time” as overtime.

Get Earliest

If there are several times in the in time range, the default choice is to get the one
just before the in time. If this check box is ticked, the system will get the earliest
time within the in time range.

Get Latest

If there are several times in the out time range, the default choice is to get the one
just after the out time. If this check box is ticked, the system will get the latest time
within the out time range.
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OT Shift

It defines whether the shift is an Overtime Shift. If it is overtime shift, the working
time will be counted in the overtime column.

Mid Time

Mid Time is the middle time between in and out for finding the lunch time
automatically in the attendance intelligent report. The report will find out the lunch
out and in time by looking for the time near the mid time, left and right. The default
mid time is the middle time between in and out. You can change it to the time that
you want.

Work Time

Work time is the calculated working time by the difference of out and in time. Some
customers need to less the work time from the lunch time. Then, you can input the
break time to have the actual work time. The actual work time is the calculated
work time less the break time. Attendance report will show the actual work time
rather than the calculated work time.

Flexible

Flexible means the in time for the time zone is not care. We just concern the period
between in and out. When you tick this, we assume staff only has chance of early
out.

Example in time =09:00
out time =22:00
work time =6 hours

User can come in at any time. We just count whether she has stayed for 6 hours. If
she stays 5 hours, she will get an early out of 1 hour. One case is that we cannot
count early out and can only count late in. The case is that the period is less than the
standard period while the out time is near the out time.

Example in time =08:00
out time =22:00
work time =5 hours

Staff comes in on 19:00 and leave on 21:30. The working time is 2 and half hour.
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The remaining period has only 30 minutes between actual out time and the standard
out time. If we treat it as early out of 30 minutes, the period will be 2 and half hour
+ half hour which only reaches 3 hours. But the standard working period is 5 hours.

So, we will treat it as late in of 2 and half hours instead. Then, the total time will be
5 hours.

Working time : 2.5 hours

Late in : 2.5 hours
Total : 5 hours.
Break time

Some users do not want to set 2 time zones for attendance in order to lessen the
number of verification by staff. In this case, they can input the break time to lessen
the total working time. Then, just one time zone will be used for the attendance.

Argument
Brealk Timaz [13:00 [14:00 Work Time 0200
gg 13:00 14:00 Bieak Time 01:00
Mid Time 3.30) (13:300 Actoal Werk Time 08:00
{Irtellizemt Report) OT Shift -

In the attendance calculation, the total working time will lessen the break time for
the purpose of accuracy.

Department Mo, 14 Dept. Wame ABC Company Ltd.
Saff No. rMIZ001 Staff Name Tohn
Flamned Time Actnal Time
Tl ok Date In Dt In Oy Frtandard %unnsl Letoal  |On Leswe | Ahzent
2008-08-01 i) RN 1200 N 0800 _4 000
2008-08-02izat) =R 1300 nans 04:00
2008-08-03{um) 09:00 1500 0500
2008-08-04¢moyw) | 0900 1200 0a:1a 13:00 0s:00 .00 0a:00
2008-08-05¢he) 09:00 1500 0905 19:00 0500 07:55 07:55
2008-08-0A¢wed) | 0900 1200 oons 0141 0s:00 0755 0755
2008-08-07{thu) 09:00 1500 0917 01:30 0500 07:43 0743
2008-08-02¢f 1) 09:00 1200 0245 11:20 0=:00 0z2:20 02:20
2008-08-0%zat) 0e:00 13.00 04:00 04:00

The standard working time of the attendance detail report have lessen the break
time automatically.
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If staff makes half day leave, the remaining working hour will also lessen the break
time.

Example in time =09:00
Out time =18:00
Break time =13:00 - 14:00

Half day on leave =09:00 —13:00
Remain working = 13:00 — 18:00

The remain working time will be 4 hours, not 5 hours as 1 hour of break time has
been deducted.

Shift Pattern Management

After setting the “Shifts”, user has to define the shift pattern. Shift pattern describes
work hour in each day on a yearly/monthly/weekly, customize and auto base.

Add Weekly-based Shift Pattern

To invoke the shift pattern module, click the icon “Shift Pattern.

Dievice Management (1) Atendance Management (T) Eeport Windew (80

3 e B N\E £

Allotrent | Shoft Managerdgnt  Shift Pattern  Slght Allotment | Download  Analysis Atte:
v

Select “Weekly” and then click “New Pattern”.

&= Ed:«t Thift Patlarn

FilewPatten  *+IDelee Fattern (5] Modify Patem. | ] Close

Tearly ] Monthly WEEle’I Customize ] Auto ]

Shift Marne |emark | ~| | Shift l
3
| |Factory Shift iadd | FiDelete EjEdit
_{Cuoss_Night Shift Order Mo, [Start Date [Shift Naroe
| |Special Shift N
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Input “Name” for new shift pattern.

Edit #haft

Type I'l'l'eell.'l}'

HmelSt:a.ndard

eMmatr

W 0K | X Cancel |

Select the new shift pattern and then click “Add”.

7iNewPatem  *+iDelete Patern (55 Modify Patern | ] Close

early ] Monthly : Weekly l Customize] Auto ]

I_ Shift Maroe [Rernark | Shift |
’ I

7iAdd FiDelete rEEdit

Order Mo, |Start Date | Shift Marne

|-

Select “Begin Date”.

Edit 3hift Detadl

Shift H-:-.l 1
Begin Date "I
T |

Shift Hame

Tuesday

Wednesday

Thur =day

Friday x Cancel |

Eaturda

Select “Shift Name” to assign to specified day, and then click N/l

- 65 -



Edit Ehift Detail rz'
Order Ho. 1
Begin Date |H-:-nda3r ﬂ

Shift Hame 01 Dffice 09:00-15:00

[2] (09:00-13:00) Office 09:00-13:00
[3] (Rest) Rest

[4] B-12;13-1T) Factory 8-12;13-17
[5] (1&:00-10:00) Cross Hight 15-10
[B] (09:00-09:00) Hotel 0O9-09

[T] 0&:00-23:00) Flexible 0F:00-23:00
[8] (1&:00-06:00) Flexible 1&:00-06:00 W

Click “OK” to proceed.

X)

Edit Shift Detail

Order Ho. 1
Begin Date Monday -

Shift Hame

Shift will be assigned to selected day.

|
Shift ]

FiAdd FiDelete rHEdit

Clacleec Mo | Stact Dlage | Shift Mo
1 1

Ld

Repeat Step 12.1.4 to 12.1.7 until all work days have been assigned with a shift.
(Notes: If shift in next work day is same as the one in previous day, no shift
assignment is required, as the system will automatically use the shift in previous
for days without shift assignment.)

In the following example, the shift pattern will be:

- 66 -



Mon — Fri: Shift 0900-1800
Sat: Shift 0900-1300
Sun: Ignored as it is set to be public holiday (Refer to Section 7 for details)

Shift |
| 7iAdd *iDelets REdit

Office 02:00-12:00

2 Saturday Office 09:00-13:00

Click “Close” to exit.

In customize mode, you can input the number of days for repeating the cycle.

Type ICustomi e Days In

In auto mode, you can input several shifts for the system to select automatically.

== Edit Shift Fattern

| PiMewPatem  *+iDelere Patem  (SModify Patem | ] Close

Tearly | Monthlyl Weakly | Customize A‘l

>

| Luto Shift Test One
At Shift Test Two

anto 10-21
30 ante 18-05
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The system will select the suitable shift based on the minimum difference between
the shift and the actual punching time. Some customers do not want to arrange
dedicated shift for staff as they are changing frequently.

Staff Shift Schedule

After setting shift pattern, user has to assign the shift pattern to staffs. For
staffs without any assigned shift, no attendance records will be shown in
attendance reports.

Add New Schedule

Go to “Shift Allotment”.

Dievice Management (1) Atendance Management (T) Eeport Windew (80

3, .3 £ ]

Allotrent | Blaft Mlansgement  Shaft Pa Bhatft Allotment Analysis  Atte:
v

Click “Batch Allotment”.

== Ehift Allotment

Fiadd  ?iBach Alloment |Delete fEModify | [#]Refissh | ] Close

Clirk here select Dept j #4 | |_|Bezin Date |8hift X
I Show sub department Fnd [ B

I Shew resigned staff

Mame ataff Mo,

Click “Select staff”.
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Il Batch Scheduling

=elect

Assign Shaft
Select Staff i# Cancel Staff | -
Fim I Begin Date
2013-04-01 =l

Mame | Staff o, |

¥ Mo End Data

X Cancel |
Count : 0

Click “Click here to select Dept.”, and then select the target department.

Select Staff (%]

Click hese select Dept A |

 OK

-
G | S—

X Cancel

Put a tick in the box for all target staff. Or, right-click on the blank area, click
“Select All” on the popup menu to select all listed staffs. Click “OK” to proceed.
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Select Staff X

| Acooumt Departrent j E I

[ Zhow sub department Find X Canesl
[ Sheaa reetoned staff
ame Staff Ne.
€ Helen MIZ001
€ Jason MIS002
€ Wendy MIZ005
Select

Select Al

Unzelect A1

Inwerse Belection

Account : 3

Select shift pattern in “Assign Shift”, and then set the “Begin Date” and “End Date”.
The system default setting is no end date.

I Baich Scheduling |Z||:|E|
Select | Assign Shift
Select Staff i Cancel Staff d
Find ’7 Bagin Date
[20132-04-01 -
Mame Staff No.
€ Helen MIZ001 W Mo End Date
€ Jasen MIZ002
€ Wendy MIZ005

v OK
X Cancel
Count : 3

Un-tick the “No Ending Date” if there is a specify end date for the assigned shift
pattern. Click “OK” to proceed.
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B Batch Scheduling =13

Select | Assign Shift

Select Staff 4 Cancel Staff d v
Find Begin Date

[20132-04-01 =

Mame Saff Mo
€ Helen MIS001 W No End Date
€ Jason MIZ002
€ Wendv MIZ005

v OK
X Cancel
Count : 3

The selected shift pattern will then be assigned to the staffs in the specified period.
Click “Cancel” to close the Batch Scheduling Window.

B Batch Scheduling =3
Select | Assign Shift
Select Staff i Cancel Staff d h
Find ’7 Bagin Date
[2012-04-01 =
Mame Staff No.
€ Helen MIZ001 W Mo End Date
€ Jasen MIZ002
€ Wendv MIZ005

v OK
X Cancel
Count : 3

Modify/Delete A Shift Schedule

Go to “Shift Allotment”.

Click on “Click here to select Dept.” and then select the department.

- 71 -



— Shift Allotment
J TiAdd  PiBach Allotment *iDelete [SjModify | [#]Refiesh | ] Close
j 4 Blegin Date
-

-2 Account Department —
h Shipping Department I
o el=g Bales Departoment
-T2, DEF Company L.

Click on “Click here to select Dept.” and then select the department.

Select particular staff, corresponding shift schedule will be shown. Select the shift
schedule which required being deleted/modified.

&= Shift Allotment

J $iAdd PiBarch Alloment +iDelee [EModify | [#]Refresh | ] Close

I Arrommt Departroent j ﬂ'

| |
[ Sheww sub departrment Find I
[~ Show resigned staff

AS0T
€ Wendy MIS005

Click “Delete”/”Modify” to delete/modify a shift schedules.

&= Shift Allotment

] Fi4dd  $iBaich Allotmen| *+iDelete |fEModify || [#]Refissh | ] Close
IIAoooumDEl:ertmmt j Ml
I~ Shew sub department Find I

I Show resigned staff

Standird

Narne | StffMo. |
pdHelen [ MISOOL
€ Jascn MIS002
€ Wendy MIS005
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Attendance Analysis

Analysis Configuration
Go to “Analysis”.

Managemaent (L)) Atendance Management (1) Heport  Window (W)

%

N
Bhatt Managerment  Bhaft Pattern  Slaft Allotrment

Click “Analysis Parameter” to configure the analysis rules.

M Attendance Analysis

= Analyze [f Anabysis Parameter | ] Close

| By Statill

[z ABC Company Ltd,
[E=e Account Department End Date |201 204-30 ﬂ (=)
(%= Shipping Department
[E= Sales Department

22z DEF Company Lid,

Bepin Date |2013-04-01 x| (This month)
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In/Out Attendance Rule: The default setting is “Ignore In/Out”. This one should
not be changed.

Work Time Unit (min): Minimum step unit of work time.

Absent Time Unit (min): Minimum step unit of absent time.

Treat invalid Swipes as Absence: If either clock-in or clock-out record is missing,
the system will treat it as absence.

Match 1/0O record according to Shift def.: Once this option is enabled, system will
search for valid attendance records according to the “Earliest In” and “Latest Out”
settings (Refer to Section 8.1.5 for details)

Click “Save” to save and exit.

X

Configure Parameter

In/Cut Attendance Rule

" Check In Out

W Match In Omt record according_to Shift definition

I Invalid Swipe as Absence

Work Time Mintmum Unit 1 Al (min)  (troncate) (mork_time, early_1n, late_out)

Absent Time Minimom_Unit 1 -l (min) (f1ll up) (late_in,early_ont)

Crvertime Minimum Unit 1 al (min) (truncate) (owvertime)
v S . o
Actnal Work_Time = Werlk_Time - Late_in Time Syve

v Actual Work Time = Weork Time - Early_ount Time

_Buse |
B Exit
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Analysis

Go to “Analysis”.

Manageraent (L)) Attendance Management (1) Heport W indow (W)

o

e
Shatft Managerment  Shaft Pattern  Shaft Allotrment

Click “By Dept.” and then select departments for analysis.

M Atendance Analysis

o Anslyze Fi Analysis Parameter | ] Close
By Dept | By Staff |

Begin Date
CRMIN-M A Company Ltd.
[w]E2e Account Department End Date
[w]E2e Shipping Department
[w]E=: Sales Department

_memupduy | rn

Or, click “By Staft” and then “Select Staff”.

I Attendance Analysis

o Analyze [ Anslysis Parameter | [f] Closs

Ev Dept | By Staff
y e l Begin Date
(B Select Staff < Canre] Staft
Qé End Date
Find ||
Iame Staff Mo,
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Specify the “Begin Date” and “End Date”, and then click “Analyze” to start the
analysis.

Il Attendance Analysis

= dnalyze walvsis Pavauneter | ] Close
Begin Date [2013-04-01 ~| (This month)
[w]E: Account Department End Date [2013-04-30 ~| =
[¥]Z2; Shipping Department
[¥]Z2; Sales Department
[ DEF Company Ltd.

Wait until the progress bar reach 100%.

= Atlendance Management System - [AHendance Analysis]

T System Management () Staff Management () Device Management (D) Attendance Management (T) Report  Window (W)

BUOw A o £ % £

Depectrent St Device | Holidey Heliday Allobment | ShiftMensgement Shift Psttem  Shift Allotroent Analysis Aftendence Detsil Repart

M Bop

i Bepmn Date 2013-04-01 ¥ | (This menth}
Ad,

[v]Es= Account Department End Date 2013-04-30 | (=

[v]E2e Shipping Department

[#]Z== Sales Department
3 DEF Compns i L

nalysts Argument
In Cut controller (false)

Swipe time range = Shift definition (true)
Wrong swipe = absent (false)

Work time : Minimom unit = | min  (troncate) (Work time,Eacly in,Late out)
Absent time : Minimum wnit = 1 min  (Fill up)  (Late tn,Eaxly out)
Owertime : Minimum mnit=1 min  (imncate) {overtime)
Aetual Work time = Werk Time - Late i Time
Actual Work time = Work Time - Early out Time
Report

Actual = Nermal + Overtime

Staff:Jason Attendance analysisIn progress, Please wait.
Good Day Fersion 3.4 User Date (3013-04-12) Time (12:12:55) wing
Click “Close” to exit.
P dnalyze [ Anelysis Pavsnetdd | ] Close
By Dept | By Staff ) .
l Y l Begin Date |2013-04-01 | (This month)
- IEE w Lid.
[¥]Z2e Acconnt Department End Date |2013-04-30 x| =
[w]Ez Shipping Department
[w]Ez Sales Department
[JE= DEF Company Lid,
Analyets Argnment
[n Ot controller (false)
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Generate Reports

Raw Swipe Record Report

Show all swipe record for selected staffs.

Go to “Report” and then “Raw Swipe Record”.

[anagernent (T) Windeow (W)
Dleparroent Infio
% staff Inforrnation
ift Allotrent

whift Allotroent Beport

Attendance Detall Report

Attendance Suraroacy Report
113-04-20 Cin_Leave Report

Exeeptional Swipe Report

112-04-01

Bxtceptional Attendance Beport |

Mammal Admstoent Bepo

Click “Select Dept.” or “Select Staff” to select department or staff.

24 i8earch
select Depd |
Select Staf i Camcel Staft
Find |
Name Staff No.

Specify the “Begin Time” and “End Time” and then click “Search”.

M E8earch [l Close
Select Dept | Select Staif |
Cird, —
=-[ T2 Department i |B}' Dept. J
= EEEE ARC Company Lid. Begin D :
9 ein Date 1A | (This
[v|E=. Account Department |2013-04-01 ~]
[#| 2 Shipping Department End Date [2013-04-12 =
Z‘—;‘E Sales Department
LEFC L.
DEPE i Delimiter o
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Raw swipe records will be listed.

== Atlendance Management System - [Raw Swipe Report]
%SystﬂnManaganEnt(S) Staff Managernent (1) Device Management (D) Attendance Managerent (T) Report Window (W) -8 x
H S e A e B G 8]
Depattrent  Steff Dewice | Heliday Holiday Allobment | ShiftMansgerent Shift Pattem  Shift Allotrent Anslysic Attendance Detsil Repart

?{i8earch [BPreview EPrint () Expel F Close

Select Dept | Select St |

SR g— Order Eiy Dept. - I~ Iznore null date [~ Show InOut
- Z%? oy Lt Begin Date 2013.04-01 - | (This monthy [v Show once for repeated swips [” Show Device
Account Deparlmenl
.1%1 Shipping Dep ot End Date ,Wl o [~ Show swipe recond second [ Bhow Yerify Mode
[v]e- Sales Department [ Show Manual Adjustment Record —
[JZz= DEF Compeny L. Delimiter Cut OFf Tirne [N I TR (hhermm) [~ Each Staff New Page
S T AR (L ey o i o T
Dept [ Staff No. [ Hame [ Date | Swipe Record [ WorkT.. [~
Aeeconnt Department MIB001 Helen 2013-04-01 (Mo

9013-04-02 [Tue)
2013-04-032 (We
2013-04-04 [Thu)
9013-04-05 (Fri)
2013-04-06 (Sat)
2013-04-07 (Sux)
2013-04-08 (Mo... 0906 18:36 09:30
2013-04-09 (Tue) 0849 09:02 18:22 o013
2013-04-10 (We...  08:50
2013-04-11 [Thu)
9013-04-12 (Fi)

Aceonnt Department MIs002 Jasom 2013-04-01 (Mo
2013-04-0Z [Tue)
2013-04-03 (e
2013-04-04 [Thu)
9013-04-05 (Fri)
2013-04-06 (Sat)
2013-04-07 (Sux)

2013-04-08 (Mo 0916 18:44 0938
0130409 (o) (901 1828 0937 2
< >
Good Day Version 3.4 Tser Dste (3013-04-12) Time (12:26:34) winp

Click “Preview” to preview print layout; click “Print” to print the report; click
“Excel” to export the report to excel file.

(Notes: To export the report to excel file, Microsoft Excel must be installed on the
computer)

HWisearch | (B, Preview Print o Excel || ] Close

Attendance Detail Report
Go to “Report” and then “Attendance Detail Report”.

2 o & ¢ B

t Blaft Pattern Shaft Allotment | Download  Analysis \Attendance Detail Fepoot
e
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Click “Select Dept.” or “Select Staff” to select department or staff.

Fressiew

|

AEC
PR

Exrel

o[ Ji=. ABC Company L,
[ 122z Account Departmoent
[ 2=z Shipping Department
[ 122 Sales Department
[ 1Tz DEF Coropany Lid.,

Specify the “Begin Date” and “End Date”.

Bezin Date |2013-04-01
End Date |2013-04-30
Tiroue Forraat

Click “Preview” to preview print layout; click “Print” to print the report; click

“Excel” to export the report to excel file.

(Notes: To export the report to excel file, Microsoft Excel must be installed on the

computer)
2 * a3
Preview Print Excel

]
Cloze
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Temp Shift Management

Instead of assigning shift to staff by shift pattern, user can assign the shift
directly to staff on particular dates, which is called “Temp Shift”. Temp Shift
has highest priority in the system. Once temp shift is assigned on particular
date, it will override all Holiday or Shift Schedule settings.

Add Temp Shift

Go to “Attendance Management” and then “Temp Shift Management”.

Fublic Heliday =L
% Helidasr Allotroent %
agement Diowmlos
whift Managemnent
J Shift Patem
In® ohift Allotmaent |
Termp Shift Management
e T AT R
Diate On_Leave Manage:mmt —
Mammal Admstnent -
e Bz Swipe Recond -
Attendance Analysis N

Click on “Click here to select Dept.” and then select the department.

Ti4dd  F3Batch Scheduling  *+3Delete oy Modify
Click here select Dept j 4 ‘

Find |

S

ARC Company L.
=, Lccount Department
z‘—g—,s Shipping Department
=, Sales Department

Ef'ﬂ DEF Company Ltd.
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Select staff and then click “Add”.

71444 7fiBach Scheduling

+iDelete  [EModify

Account Department

[~ Bhow sub department
[ Show resigned staff

~| )

Fd [

& MIS00]
Jaen AT
€ Wendy MAIS005

Select “Shift Name”.

New Temp Shaft Allotment

=hift Mame
Begin Date |2013-04-12 -l
End Date |2013-04-12 =l

o OK X Cancel

Specify the “Begin Date” and “End Date”, and then click “OK” to save.

New Temp Shift Allotment

]

Shift Mame
Begin Date
End Date |2013-04-12 =l
o OK | X Cancel |

The assigned Temp Shift will be displayed.
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J Ti4dd  iBetchicheduling +iDelete [HModify | [#]Refresh | ] Close

IAccount Department

=] )

Begin Date

[~ Show sub department
[~ Show resigmed staff

|2013-04-01

Find I— End Date

|2013-04-12

© Ascending
& Descending

| Fs e

T
wldIT O,

e TG Mo |

4

pidHelen |
[ i)

LAT< 00

€ Wendy MIZ0035
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On Leave Management

“On Leave Management” handles all absence records of staffs. The records might

be annual leave, sick leave, etc. User can also add special records such as “Meeting

with customer”, “Business trip”, etc.

Define Absence Reason

Go to “Attendance Management” and then “On_Leave Management”.

Attendance Managemnent (T)

Shaft Managerren

Fuhlic Holidaw
Hediday Allotrnent

whift Managemoent
whift Pattem
whift Allotroemt

Terop Shift Manageroent
Crrerime Management

On_Leave Manageroemt

Ilanual S msTosnt
Eawr Swipe RBeoond

Attendance Analysis
Attendance Ad s toent

Click “On Leave Reason”.

Fi4dd  PiBavh allotment *+iDelste 5] Modify Refresh | ] Closs 3 On Leave Reason m Leave Balance
Clrkhere slect Dept ,| M‘ Begin Date 2013-04-01 - | —EmrErE |2—013_04_12 ﬂ {This Mo

[~ Show sub department
[~ Show resigned staff

Find li

Begin Time

|On Leave Reason

|End Time

[17e

Hame

Staff Mo,
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Click “New” to add new on leave reason. Input all the absence reasons and then

click “Save”.

0On Leave Reason

Opder Name

4 10 Lnnval Leave
B 15 OmtDoor Weark
20 Bick Leave

30 Personal Leave
40 No Paid Leave

|

Crder ’507*

Name |Travel

[~ Annual Leave

O Leave Group

o Save
K] Concel
]
Click “Close” to exit.
On oI
Modify 4 Delewe B Close
Opder Name ~
a 10 Lnnval Leave
15 OmtDoor Weark
| 20 3ick Leave Ol 50
30 Personal Leave
n 40 Mo Paid Leave L | Travel
4 50 Trawel
B r
-
O Leave Group
£z SL MPL
v
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Add Single Absence/Leave Record
Go to “Attendance Management” and then “On Leave Management”.

Click on “Click here to select Dept.” and then select the department.

Clektrer mkct Dept v| 4|

ind | J

= E‘—:'ﬂ LBC Company Lid.
2z Account Department
h Shipping Department
=2 ales Department
E‘—:'ﬂ DEF Company Ld.

Select staff and then click “Add”.

Tiadd  7H{Batch Allotment  *iDelete

|P.l:l:l:d.rtDcpattruert T| ﬁ|

[ Show sub department
[ Show resigned staff

el e———
L i Helen MIS001

A Tesen R e
€ Wendy MIZ005
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Select “On Leave Reason”, and then specify the “Begin Date”, “Begin Time”, “End

Date” and “End Time”.

0On Leave Management - Add E|
On Leave Reason Anmmal Leave [~
#Annua] Leawe Balance |0 Feriod 2013-01-01 10 2013-12-31
Begin Date MIM12 ~ End Date D312 ~|(=)
Begin Time T ) End iz T Ghm)
[ Inclode OT (Inclode special overtime Time zone)
Days ,07 {calcnlation) 10 = Cornpensation Leave)  OK
Shift | | X Cencdl
L Half Day (On leave) !
i H Venfication (2)
If staff is absence for half-day or a couple hours, user has to specify whether the
staff still need to swipe card or not. If no swiping card are required, the system
regard the “Begin Time” and “End Time” as clock-in time and clock out time
accordingly.
Clock-in Required: Staff has to swipe card during on duty.
Clock-out Required: Staff has to swipe card during off duty.
On Leave Management - Add E|
On Leave Reascn |Annual Leave ﬂ =
#Anmual Legve Balance 0 Feriod [2013-01-01 10.2013-12-31
Begin Date 20030412+ End Date 0012 (=)
Begin Time ||7 (hih:rorm) End Tirne Ii {hh:marm)
[ Include OT (Inclode special cvertime Time zone)
Days b (caloulation) (0= Compensation Leave) « OE
Shift | | X Concel
L Half Day (On leave) !
i i Werfication (2)
Autoin Clock cut
v Clock ont Requined
Shift | |
! Half Dy (Onleave) |
Werification (2) i i
Clockin Auto ont
W Cleck in Required
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Specify the number of “Days” that the leave/absence taken. User can input “0.1”,

“0.5” or “1”, etc.

On Leave Management - Add

On Leave Reason | —r ﬂ =
Anmual Leave Balance [ Feriod |201 3-01-01 4o 2013-12-31
Begin Date W12 - End Date NI3-M-12 ~|(=)
Begin Tire | (hh:rarn) End Tirae {hh:rara)
[~ Inchude OT (Inclode special cvertime Time zone)
Days 0 {calculation) (0= Compensation Leave)
whift I |
Half Day (On leave) !
I i Verification (2)
Autain Clock ot
v Clock ont Required
Shift | |
' Half Day (Onleave) |
Verification (2) i i
Clock in Lt out
v Clock in Required

(%)

Click “OK” to save. The new on leave record will be shown.

FiAdd  PiBetch Allotment *iDelete [SbModify | [#]Refresh | ] Close | | [ROnLeave Reason [E)0n Leave Balance

sccourt Depatmert _| L i o Eoa e -

[ Show sub department |Begin Time |On Leave Reason |Enrl Time ‘Days
I~ Show resigned staff O

Find

Name Staff No.

& Helen MIs001

€ Jason MIS00Z

€ Wendy MIS00S

Batch Absence/Leave Record Registration

Go to “Attendance Management” and then “On_Leave Management”.

Click “Batch Allotment”.
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e [——

| ?iAdd | FiBavh Allotment {iDelet S Modify
Clr khere mlect Dept

- 'ﬁl Begin Dat
[~ Zhow sub department Begin Tim
[~ Show resigned staff

Wame | StaffNo. |

Click “Select staff™.

On Leave Management - Batch Allotment

select |

welect Staff i Cancel Staff

Find I

ame | Staff Mo, |

Click “Click here to select Dept.”, and then select the target department.

Select Staft (%X

Chck hewe selact Dept

W OK

[+
|

X Cancel

P Iz, Sales Department
= DEF Compeany L.
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Put a tick in the box for all target staff. Or, right-click on the blank area, click
“Select All” on the popup menu to select all listed staffs. Click “OK” to proceed.

Select Staff
|Hcccru.nt Departrent j M
I Show sub department Find
[ Sho A ota£f
MName Staff Mo,
€ Helen MIS001
€ Jason MIS002
£ Wendy MIZ005
alart
Select A1
Ilnzelert 411
Inwerse Selection
Account 1 3

X

v OK

X Cancel

After selecting staffs, input all necessary information.

0On Leave Management - Batch Allotment [z
Select l
S G Sl On Leave Reason Al Leave =l ®
Find Dtz |2013-04-12 ~| ® |aoiz-04-12 |
Mame Staff No, Time 0900 (hh:rora) o [{3.00 (hhoromn)
€ Helen MIS001
€ Jason MIS002
€ Wendy MIS005 Diays 1 ((=Compensate Leave)
I~ Include OT ({Include special overime Time 2one)
O
X Canecel
e ! i
Half day (On leane)
i | Vedfication (2)
Antoin Clock ont
W Clock out Required
Shift | |
' Halfday Onleave) |
Verification (2) | |
Fami = 3 Clock In Bt ot
W Clock in Required

Click “OK” to save and then click “Cancel” to exit.
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Manual Adjustment

If staff does not have either clock-in or clock-out record, the system will not
able to generate an accurate attendance report. User must add the record
manually.

Add Swipe Record

Before adding swipe record, “Adjustment Reason” has to be defined first. Go to
“Staff Management” and then “Basic Information”.

== Attendance Management System

Depatment  Staff  Der Diepartrert Mamagement -
| Staff Management
Select “Manual Adjustment Reason”
Basic Information
|Manual Ldjuztment Reason ﬂ
Grade 2
Contract Twpe g
Education -
Titls 4 add @
Folitial Party — | O Leave Eeason
E“ing Hnr‘n'l
Watinnali = - =
1--1:3111.1.:31 Admstment Feason v = Delete - Tob
Modify
J Save
¥l clos=
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Click “Add” to add new reason and then click “Save”. Click “Close” to exit.

Bazic Information

|Manual Ldmztment Reason ﬂ
Manual &djustment B eason | ~ .
| |forget Tl
L Forgot swipe
*+% Delete
Modify
......... ¢Sa\fe
F] Clos
v

Go to “Attendance Management” and then “Manual Adjustment”.

Attendance Management (T}

Public Holidaor =
@ Haoliday Allotment g

1ft Managermen t | Down
= 3hift Management —
whift Pattern
mhift & lotrment
Temp Shift Management

Crvertirne Management

T 1r
S AL LN LV L ST LG XL

Mannal Ldjnztment

Raw Swipe Fecord
Attendance Analvss
A ttendance Adinstment
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Click on “Click here to select Dept.” and then select the department.

Ti4dd  3*3Bawch Allotment *+iDelete +f BatchR

('lick hews salact Dept j i ‘

Find |

ABC Company Lid.

2. Account Department

I=. Shipping Department

I=. Bales Department
I=. DEF Cormpany L.

Select staff and then click “Add New”.

Ti4dd | PriBatch Allotment *3Delete  Z BakchF

Sasonnith D pet et j 4
[ Bhow mb department Find

[ Bhow resigned staff

Wamne Staff o,
MIZ001

T TIROTE

W Wend-r MIZ005

Specify “Adjustment Date”, “Adjustment Time” and select “Adjustment Reason”.
Click “OK” to add new record.

Add manual swipe recoxnd E'

Adjuztment Date A djustment Feazon
|2013-04-15 | [Forgot swipe

Lduztment Time

[~
05:01:18 | O v 0K

(hhemmzs)

"7 x Cancel
" In fo Ot

(hhemes)
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Raw Swipe Record

Go to “Attendance Management” and then “Raw Swipe Record”

A ftendance b

Puhblic Holidaxy =
@ Holiday Allotment %

AMAZETIET t  Download
Zhift Managemeint

Shaft Pattern
Shift & 1lotrent

Temp Shift Management
Orvertime Management

On_Leave Mansgement

A tendance Lnalas
A ttendance Adjustment

Click on “Click here to select Dept.” and then select the department.

[SiModity +iDelete | [F]Refresh | ]

Clr khete mlect Dept - ﬂ

Find |
- E‘“-:-? L

2. Account Department -

Zf'ﬂ Shipping Department

2. Sales Department
zf'ﬂ DEF Company Ltd.

Select target staft and the then specify “Begin Date” and “End Date”. All swipe

records in the specified time period will be listed.

rEModity *iDelete | [#]Refresh | ] Close

A T - .ﬁl BeginDate  |2013-04-01 v|  EndDate |2013-04-12 >  (THsmonth)
[~ Show sub department  Find | IV Show Ignored Record
[ Show resigned staff el e :
» L]
siatlll 2013-04-03 18:36:00 Unknown | | | cord 1
Helen MIZ00 2013-04-09 08:43:00 Unknown [ | card 1
> Haes 2013-04-09 09:02:00 Unknown | [ ] | cerd 1
£ Wendy MIZ005 2013-04-09 18:32:00 Unknown [ cand 1
2013-04-10 0:50:00 Unknewn | [ fp 1
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System Log

System log is to check the login and logout status.

=
All ] Loginlog ] Log outlog ] Invalid Log in ] Module Operation } Oither info ]

x| g |2013-04-12

Date 20130402 =l Account

|

/ \

Log i (success

[I£3

System Tool

System tool is mainly for doing housekeeping job of the system.

== Housekeeping

Housekeeping Import Export
Path

Photo Path

Backup Path

[dprofctunionattendhinkackuph ]

Database Location

+ Access " Mysagl

Diatahase Fath |d;\uojact\amionattmd\bm‘db\

Save E it

Ciperator Status
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Besides, it allows you to set the system company name.
== System Tool E‘@l

{Setup ] Path 1 Datahase] Language] Start up}

Company |ABC Company Lid,
Dlses ol
¢ TA10000
 ACES & ACTO0 Fix Card
Site Code: ’7
“ear Period Month  Day Month  Day
Save Exit
(Annval Leave) [ &) [ 2] o [12 31 =
Marae Display
" Surmame & Mame
" Surmame + Mame  Name + Sumame
< >

And, you can select the default interface language in this window.

== System Tool E‘ @l

Setup | Path | Database {Language Star up |

Lagiage | =l Cienerate Lang (1)

Generate Lang (cn)

Fegenerate Language
Language Maintenance

combolang j Load Lang Text
Lead Lang in Bieel
™ Windows 7
ﬁ Mewest English Text (from )

Windows 7 may need to egenerate non-English language cnee
Gemerate English Text (reroain

Spanish

When you have input of the company name, remember to click the button “Save
Company” to save the name. Then, the company name will be shown in all reports
of the system.

Similarly, when you have selected the interface language, you need to click the
button “Save Setting” to save the selection.
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Path Setting

It is for setting the location of different items such as database location, backup
location and photo location. Photo location is to put the file of image for each staff.
Backup location is the path for storing backup data. Database location is the path
for storing the access database (imsds.mdb) and the corresponding system database
(system.mdw).

Database Location

You are free to choose the database type in this area. You can select either using
access database or mysql. For access database, you need to specify the location of
the mdb file.

For mysgl, you need to set up an ODBC account to connect to the mysql database.
The ODBC account has a source name. Then, you can input the data source name
into the software for connection. Besides, when you install the mysgl database, you
need to set up user and password. The default user is “root”. The password is free to
set. The database name is readonly. It must be “imsdb”. The software will create
this database with all relevant tables automatically.

After input of the parameters, click the button “save” to save all the settings. The
software will try to connect the mysql database. If connection fails, you cannot do
the saving. If connection succeeds, the software will quit. When you enter the
software again, the database connected will be mysql database. For the
administration of the mysql database, please refer to the corresponding menu.

- 96 -



== Svstem Tool

Setup ] Path  Database lLanguagel Start up]
i~ Accessz * Muzgl " Microzoft SEL
Data Source localhozt [ODEC)
User raot Password
Database limsdb
Save Exit
kill imzdb

Database Backup

It is to backup the whole database into other area. Then, you may copy the backup
to other removable media for off-site backup.

&= Atendance Management System

Reindex Databasze Holiday Holiday &
venes
Femove Antgue Record ] - ]
Lage art 11
Femove Duplicated Recond 74ad P
(" Access o hpzql
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X)

Backup Databasze

Backup Path |E:'\uniunattend'\backup\

File Mame |imsdl::_2EI'I 3041 2. rndb

L st B Exit

The default backup file name will be displayed. If you accept the name, you just
click the button “Start” or you can change it. The default path is the backup location
stored in the system. Once you finish the backup process, you can copy the backup
file to other removable media for off-site backup.

To restore the database, you do not need the system interface. You just copy the
imsdb_yyyymmdd.mdb back to the database directory and rename to imsdb.mdb.
Please be reminded that the authentication database “system.mdw” must be present
in the same directory as that of imsdb.mdb. Otherwise, you cannot access to the
database.

Rebuild Database Index

Database use index to search records so that you can get a list of records quickly.
Without index, the searching will take more time. Rebuild database index is to
reorganize the index structure so that the speed of searching will be increased.

&= Attendance Management 3vs

el e Tmport  Export
Backup Databage

Eestore Databaze
Eeindex Database
Compact Databass I
Eemowve Antique Record

L
Eemove Duplicated Record 1
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Compact Database

Database operation will cause the fragmentation in the blocks of the database.
Block is the basic component of database. Compact database will do the
de-fragmentation of these blocks which will increase the speed of performance of
operation.

sl G Tmport Expoort
Backup Databaze

Eestore Databaze
Eeindex Databaze

Compact Database

Eemove Antigue Recornd
Eemowe Duplicated Eecond

Remove Antique Record

Day by day, the records in the system will be accumulated and the database size
will be very large. This item can be used to remove the old records so that the
database size will be cut down.

&= Attendance Management Sysien

Honzeleepdngz Fyyayy S5 ey
Backup Databasze
Eestore Databaze
Feindex Databaz
Compact Database

L i,

Remove Antigue Fecond

Eemove Duplicated Fecord 3

When you invoke the item, a window will be displayed for asking the “Due Date”.
(Notes: the “Due Date” CANNOT be the date within the nearest 120 days.)
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(%)

Remove Anhque Recoxrd |

Clear Attendance Record

up to due date

Due Date

Clear Recond F] Cloe=

Click the button “Clear Record” to remove all attendance record before the
“Due Date”.

Remove Antigue Record |z|
Clear Attendance Record
up to due date
LCue Date
Clear Record [l Clos=
Click “Yes” to confirm the removal.
I‘Q.Emuve Antigue Record §|
clear ten )
up to . Confiom Clearing
9 | ) 1 Zwipe Record
2 Manual Bwipe Eecord
Due Date 3 0ff Dty Record
40T Record
5 Attendance Analvss Result
I::]BaI RE | _. ........ %E{}‘l g@ I::]J:lm
Click “Close” to exit.
Remove Antigue Record |z|

Clear Attendance Record

up to due date

Cue Date

Clear Becond [l Closs
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Export Attendance Record

This item is to export the raw swipe record out to text file or database file. This is
for other system to get the data and do processing. For example, you may have a
payroll system which can import the raw swipe record from text file. Then, you can
use this item to do the job.

== Attendance Management System
Houskeeping  Tmport Bl

Export Baw Swipe Record [$__<|
[ Al Record
Date
_ = Stant
Biegin Date |2013-03-01 |
<
End Date |2013-04-12 |
Format
F] Clos
f¢ TextFile (" Excel File E!
Template

You are asked to select all records or input a data range for output. And, you need to
choose the target is text file or database file. Once you confirm the input, you can
click the button “Start” to start the process.

Then you need to choose the output path and filename for storing the data.

- 101 -



S 2]X] !

BATERYD): | e AvtEERRER (C) | £ B~
|-y Documents and Settings
i |5 Program Files
FRAREIE =) temp
@ =) WINDO WS
|'_3=_°°] out bt
R
i
IS
HAUEY
B LA
&8 - b | FATF )
FIELARYT): | Text Files (*.tat) | K

Import Staff

This item is for importing staff information from an excel file. Many customers
have a legacy system or an excel sheet to keep the staff information. They then can
use this item to import the staff information instead of retyping them one by one.

&= Attendance Management System

Hounsekeeping BENla® Export

Import Staff(Excel)
EE Import COn Leave

Departrient Btaff Device | Holday
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== Tmpoxt Staff (Excel)

File MNarme

Field

depno, deptname, staffno, staffname,
e, tifle idsaed birthdate, foindate fingeme, chrdne., cand decirnal address] devicelist

In the input window, you can see the format of the excel file by clicking the button

“Template”. After you prepare the excel file, you can input the path and file name in

the file name box and click the button “Import” to proceed.
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Trouble-shooting

1. Cannot see new department after adding the department.

Click the “Refresh” button in the Department List.

Find |
SH=W i B Company Lid.
I=. Aceonnt Department
Tz, Shipping Department
Iz, Sales Department
I=.. DEF Comnpany L.

After clicking the button, new department will be shown.

2. Cannot execute download module

If you click the download icon with error message of “class not registered”, the
device APl may be disconnected from windows. You can register back the API. If
your program is installed in c:\ams, you will see api_* directories in the path. Just
go the three directories and execute the batch file reg.bat to restore the registration
of API.

--- The End ---
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