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Preface

Honorable customers,

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

Utilizing the state-of-the-art biometric tech, this product will bring
unprecedented reliability, convenience and benefits to the top management of

enterprise in HR.



Advantage of Fingerprint Time Attendance

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

For large enterprise, multiple devices can be applied to do attendance

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



time.



Software Operation Flowchart
(Important chapter, please read carefully)

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

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

1. System parameter .
name and leaving class.

v

2. Department management

Add, delete and modify departments.

<5

Add, delete and modify employee.
Import and transfer employee.

w

. Employee maintenance

<5

4. Shift management Set timetable and shift.

<5

Allocate employee shift or temporary

5. Employee schedule Shift

<5

Collect records from the unit or import

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

<5

W e

Deal with business leave/asking for

7. Exception management
P 9 leave/forgetting clock in/collective late.
8. Statistic report Track, check and calculate records to

generate time attendance report.




1. When the software is run for the first time, please set parameters
including company name, time attendance rule, statistic rule for early, late and
overtime etc. , leave class. When the setting is completed, it is usually not
needed to be modified unless the management rules of this company changes.

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

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

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

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

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

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

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

In [Attendance Calculating and report] , first please select the starting and



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

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

Employee shift or temporary shift is incorrect.

Exceptions such as Employee away for business/ask for leave/forgetting
clock in/out is incorrect.Checking and calculation of transaction records is

incorrect.
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Chapter1 Notice for user

It's a comprehensive manual, Specific function

subject to actual attendance.

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

C500/T60 /VF30/VP30.







1. Notice for user
1.1 Security considerations

Please read carefully before using the manual:

1. Please read it carefully first of all;

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

environment;

3. Don'tinstall the terminal near the magnetic field;

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

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

6. Always keep the surface of the terminal clean;

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

8. Don’t break the terminal;

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

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

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

other purposes;

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



1.2 lllustration for pressing fingerprint *

Correct method:

E 0

Place the center of the finger on the center of scanner window.
Wrong method:

Too less valid area Too left Too right Defluxion  Too down




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

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

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

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

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

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

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

(For R&A terminal with fingerprint)



Chapter2  Operation Guide

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

to add and delete users etc.




2. Operation Guide

21 Menu List X

Press [M] key to enter system management menu.

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

the system.) Menu List:

Group Setup #

Admin Setup

Admin Clear
Log Setup

D]
Workoods Scope ¢
| Dayight Saving |
_’T‘_ﬂ MAC Address
—| Gateway IP
—{  Volume # | [—{ LocalPort ]
—1{  Unlock% | | ServeriP |

~— Hardware Test ——| Keypad, LCD,Voice, Sensor % , Flash |

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

Prompt: * mark for special model function



2.2 Button instruction

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

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

2.3 Time attendance status

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

09 : 00 2

11-11-07 Mon

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

mode, group setting, manager setup and deletion.

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

MENU
»User
Setup
System Info

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



User v
»Enroll

Delete

Verify Mode

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

' a

Enroll

ID 008101
Esc-C Set-OK

. J

Press [OK] to continue,

' a

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

. J

Fingerprint registration:*

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

Enroll FP

Place Finger #1

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

the fingerprint.



Enroll FP

Take Off!

Remove finger, the system will prompt,

Enroll FP

Place Finger #2

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

system will prompt as follow:

Enroll FP

L

008101-1
Sav-OK

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

Password registration:

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

Enroll PWD
PWDID
Esc-C Set-OK

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

password again. The system will prompt,



Enroll PWD

PWDID okoskokokok
Confm skokokokok

Press [OK] to save interface,

Enroll PWD
008101-P
Cancel-C Sav-OK

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

Card registration:

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

Enroll Card

Swipe card!

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

Enroll Card

Swipe card!

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

2.4.2 User Deletion

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



more memory space.

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

' a

User v
Enroll

»Delete
Verify Mode

. J

Press [OK] key to enter user deletion interface.

Delete

ID 000000

. J

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

Delete

008101
No-C Yes-OK

. J

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

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

can’t be resumed. Please take caution!

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

Delete

No User!

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



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

-

User v
Enroll
Delete

» Verify Mode

.

Press [OK] key to enter setting interface:

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

.

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

ID:
Verify Mode v Verify Mode
» 008101 ANY
ID 000001
Esc-C Set-OK

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

Verify Mode

008101
Yes-OK

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

key to confirm and enter save interface:



Verify Mode

008101 FP+PW
Cancel-C Sav-OK

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

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

normal open.

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

User v
» Group Setup

Admin Setup

Admin Clear

Press [OK] key to enter group setup interface,

Group Setup v

» 000801 GO01
000802 GO01
Esc-C Set-OK

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

manually.
Group Setup v Group Setup
» 008101 G001
008102 G01 ID 000001
Esc-C Set-OK

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



Group Setup

008101 Gl
Yes-OK

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

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

Group Setup
008101 GO03
Cancel-C Sav-OK

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

this operation as well.

2.4.5 Admin Setup

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

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

e N

User v
Group Setup

» Admin Setup
Admin Clear

. J

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

Admin Setup

Esc-C Add-OK

. J

Press [OK] to start adding admin,



Admin Setup

12000000

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

Admin Setup

008101
No-C Yes-OK

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

setup interface.

Admin Setup
»ID 008101
Esc-C Add-OK

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

as well.

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

enter Menu. The interface is as following;

Admin IN
09: 002
11-09-26 MON

2.4.6 Admin Clear

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



User v
Group Setup
Admin Setup

» Admin Clear

Press [OK] to enter admin clear interface,

Admin Clear

»ID 008101
ID 008102
Esc-C CIr-OK

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

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

Press [OK] key to confirm the admin ID.

Admin Clear

InIEN008102

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

delete it manually.

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

manager clear interface.



Admin Clear
»ID 008101

ESC-C CIr-OK

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

2.5 Setup

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

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

Menu
User

» Setup
System Info

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

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

N

Setup

> System
Log Setup
Hardware Test

. J

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

System v
»Dev ID 1
Time
Language ENG

. J

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

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



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

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

System v
Dev ID 1
»Time
Language ENG

Press [OK] key to enter time setting interface.

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

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

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

Time SUN
2011-09-26 14:58
Save?

No-C Yes-OK

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

menu

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

System v
Dev ID 1
Time

» Language ENG




Press [OK] key to enter language setting interface,

System v
Dev ID 1
Time

» Language ENG

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

to confirm.

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

setting save interface.

Setup
Save?

No-C Yes-OK

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

menu.

254 Work Code Scope*

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

when over this scope.

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

option,

System

» Workcode Scope
Daylight Saving
Net




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

Workcode Scope
Max 999999
Min 0

Set-C Next-OK

. J

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

Workcode Scope

Save?
No-C Yes-OK

. J

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

Automatically switch daylight saving time base on week or date

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

System
Workcode Scope
» Daylight Saving
Net

Press [OK] key to enter Daylight Saving interface:

Daylight Saving

» Enabled No
Format Week
Start Time




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

And press [C] key enter save interface.

Setup
Save?

NO-C Yes-OK

Press [OK] to Confirm and save

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

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

System
Workcode Scope
Daylight Saving
» Net

Press [OK] key to enter net parameter interface,

Net v
» Mode Server
IP Address

Subnet Mask

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



Net v
»Mode Server
IP Address
Subnet Mask

Server: Normal net mode

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

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

s 3

Net v
Mode Server
» [P Address

Subnet Mask

. J

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

' a

IP address
192 .168 .000 .218

Set-C Next-OK

. J

Press [<I IN] or [OUT[>] key or number key to input IP address. Press [OK] key

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

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

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



e N

Net v
Mode Server
IP Address

» Subnet Mask

. J

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

s N

Subnet Mask
255 .255 .255 .000

Set-C Next-OK

. J

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

subnet mask save interface.

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

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

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

Net v
» MAC Address
Gateway IP
Local Port 5010

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



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

Please do not change the MAC address for device.

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

[Gateway IP]
Press [<1 IN] or [OUT[D>] key to select [Gateway IP] option.
Net A
MAC Address
» Gateway IP

Local Port 5010

. J

Press [OK] key to enter gateway IP setting interface,
Gateway IP
.168 .000 .001

Set-C Next-OK

. J

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

gateway IP save interface.

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

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



Net v
MAC Address
Gateway IP

»Local Port 5010

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

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

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

N

Net v
MAC Address
Gateway IP

»Serve IP

\ J

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

Serve [P
192 .168 .000 .001

Set-C Next-OK

. J

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

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

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

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

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



Net v
»Server Port 5010

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

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

Setup

Save?
No-C Yes-OK

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

257 Anti-Back K

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

won

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

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

anti-back function.

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

System v
» Anti-Back
Precision 1
Unlock 5

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



Anti-Back v

»Enable NO
Native IN
Empty User

Enable: Enable or Disable anti-back function

0000 stranded users

09 : 00 2

11-11-07 Mon

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

Press [<I IN] or [OUTP>] key to setting the anti-back function and press [OK] to

confirm, then press [C] save and exit.

258 Print %
Via [</ IN] or [OUTP>] select [Print] option:
System v
Anti-Back
» Print
Precision 1

\ J

Press [OK] to confirm

e N

Print v
» Enabled NO

g J

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

Printer Settings:



Com Port: Communication or Print function

Baud Rate: Baud Rate:19200 for print function

Baud Rate:57600 for communication function

Output Code | Font coding for Print

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

e N\

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

In the GPRS option there are two options:

GPRS
» Server IP
Server Port 5010

Server IP:  The server IP is the Public IP address (it is from ISP). It is the PC Server
IP that the T60 device will connected with.

Press “OK” to enter IP setting interface. And input public IP address.

Server IP
fE¥ .168 .011 .030

Set-ESC Next-OK

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



attendance data and get commands via this port to attendance software. (The

default port is 5010)

GPRS

» Server IP
Server Port

5010

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

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

device GPRS communication.

= Terminal Nanagement E]
Tettinal Info o
|—“ Ca Method
Temnal o ~ USB{no diver)
b [T A r
> = || @ LAN[Chent]
Device Hams [/ =
Device Gt Groupl =l
et .| C Rs4gs  [comi =
T Tr—
O | Concel |

2510  Matching Precision X

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

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

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

\

System v

» Precision 1
Volume 2
Unlock 5

Press [OK] key to enter precision setting interface,

System v

» Precision 1
Volume 2
Unlock 5




Press [<] IN] or [OUTP>] key or number key to adjust the precision. Press [OK]

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

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

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

System v
Precision 1

»Volume 2
Unlock 5

Press [OK] key to enter volume setting interface, Press [ IN] or [OUT[D>] key

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

2512  Unlock %
Lock delay is the time range since lock open to close after user access granted.

‘No’ means no delay and the max delay time is 15 seconds.

Press [<1 IN] or [OUTD>] key to select [Unlock] option,

System v
Precision 1
Volume 2

» Unlock 5

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

System v
Precision 1
Volume 2

» Unlock 5

Press [<] IN] or [OUTI>] key or number key to input delay time. Press [OK] key

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



2.5.13 Door Alert X

Door alert use for monitor lock whether was closed after user access. If lock
does not close the device will alarm out. The delay time for door alert is 1-99 sec and
“No” means disable the door alert function.

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

System v
» Door Alert No
Ring No
Auto Off 10

. J

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

System v
» Door Alert No
Ring No
Auto Off 10

. J

Press [<I IN] or [OUT[D>] key or number key to input door alert value. Press [OK]
key to confirm. Then press [C] to save the setting.

2514 Ring %
Ring is the time range for ring delay. “No”- no delay with ring, the max is 15 sec.

Press [<1 IN] or [OUTD>] key and shift to [Ring] option,

System v
Door Alert No
»Ring No
Auto Off 10

Press [OK] key to enter Ring setting interface,



System v

Door Alert No
»Ring No
Auto Off 10

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

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

Setup

Save?
No-C Yes-OK

2.5.15 Auto Off

Auto off is the time period from the last operation on device to coming into

dormancy status. Time range is 1-250 minutes. ‘No’ is no dormancy forever.

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

System v
Door Alert No
Ring No

» Auto Off 10

.

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

System v
Door Alert No
Ring No

» Auto Off 10

\ J

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

2.516 Auto Update %

Update the fingerprint template intelligently: During fingerprint sensor



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

authentication attempts.

Press [<I IN] or [OUT[P>] key and shift to [Auto Update] option:

System v
» Auto Update No
Image Disp. YES

\ J

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

System v
» Auto Update No
Image Disp. YES

. J

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

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

2.5.17 Image Display *

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

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

System v
Auto Update No
» Image Disp. Yes

Press [OK] key to enter setting interface:



System v
Auto Update No
»Image Disp. Yes

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

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

2418 Log setup
Log warning number has the highest limit of 5000. When the available records

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

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

N

Setup
System

»Log Setup
Hardware Test

. J

Press [OK] key to enter sub-menu,

Log Setup
»Log Alert 010
Re-Verify NO

. J

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

enter log alert setting interface.

Log Setup
» Log Alert
Re-Verify NO

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



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

2.5.19 Re-Verify time

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

device.

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

N

Log Setup
Log Alert 010
» Re-Verify No

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

Log Setup
Log Alert 010
» Re-Verify No

J

Press [<I IN] or [OUT[D>] key or number keypad to input time. Press [OK] key to

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

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

the first record will be saved in device memory.

2.5.20 Hardware Test

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

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



Setup
System
Log Setup
» Hardware Test

Press [OK] to enter setting interface as following:

Hardware Test v
»Keypad

LCD

Voice

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

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

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

Keyboard
Current key
3

Esc-C

Press “C” exit the test

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

enter LCD testing interface.

Esc-C Next-OK

Press “C” exit the test



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

enter voice testing interface. *

Voice

Section 04-17
Esc-C

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

[OK] to enter sensor testing interface. *

Sensor
LUM 130
Esc-C Adapt-OK

Press “C” exit the test

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

enter flash testing interface.

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

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

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

Flash

Flash OK!
Esc-C




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

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

2.6.1 New Log Backup

Download the new records into U flash driver.

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

to download the new attendance record.

USB Flash v

»New Log Backup
New Logs Backup
User Backup

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

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

directory.

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

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

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

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

2.6.3 User Backup:

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

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



There are two methods for recover the data:

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

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

Through USB flash driver management software export employee
information to root direction of the USB flash driver, will generate BAK.YG and

BAK.ZW two files, then put USB flash driver into terminal USB port to recover
the records

Press [<] IN] or [OUT[>] key to select [User Reco!] option, press [OK] key to
recover the user records.

USB Flash v
» User Reco!

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

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

fingerprint quantity, records quantity and the firmware version etc.

In management mode, press [<I IN] or [OUTP>] key and shift to [System Info]
option,

MENU
User
Setup
» System Info

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




System Info v System Info A

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

User: Registered user number in device

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

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

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

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

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

2.8 T&A status setting

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

ouT IN
09 : 00 2 09:00
11-09-26 MON 11-09-26 MON

2.9 Shut down

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

following,



Shutdown!

17 : 30 4

11-09-26 MON

Then device will shut down.

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

device.



Chapter3  System Installation

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

and operation system requirement.



3  System Installation

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

3.1 Running Environment

Hardware environment:

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

COM Port;

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

VGA support 800*600 resolution and above;

Operating system:

Microsoft Windows 2000/ XP (recommended);

Microsoft Windows Vista;

Microsoft Windows 7;

3.2  System Installation

Please insert CD-ROM and the disc will automatically run the Guide interface. If
not, please run Guide interface.exe in the root directory of the disc. The following window
will pop up:




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

Please select local dialect:

Floase salac e nstatabion pam
18

Provious Hesd

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

Provous Instakaion

Please confirm the installation list and click “Install”



Prompted

Click “Yes”

Program i bewg mikallod on o comgadien

EREA St sl AL AN L I WV Phots b

S

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

) Crants 5 daskanp shonest

) Creatz & program grewp shencuts

¥l Run Program

. Fisiah .|

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

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



Chapter4d Background Management

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

information, set rules of attendance etc.



4  Background Management

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

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

4.1 Login System

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

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

Admitistrator v

Passwore | |

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

) Fingerprint ThA Nanagenent Systes ¥i_ 4.5
Grste B Bmugwent Altsdwee Baeptim Suis Sustesce Estend Sady

;‘__ :

(@

Tingerprint 7ok Bmogment Syvise




The main interface includes three parts:

1. System menu: Include the whole function module & information

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

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

4.2 System

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

BB Parameter Settings

B fdninistrators

Administrator’ = Password Set

Modified Becord Log
Wanaging Log

DataBaze Linking

Exit System Ctrlt

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

” System parameters setting @

Bave parama

Stat. Rules | Leave class | Field defintion
Basic info

Unit Name: | head office

Commaon Rule
& wotkday count a5 29 (¥ Minute shift expands two days
b
Mot clock incount aslale. |50 1 inute ® Count as the Tst day

[ B ) Count a3 the 2nd day
[ Not clock out count as cary 5021 Minute

0 q ) ) Overtime Calculation
[J0n duy 1] min earlier clockin count as overtim=

Marmal Day 0
[
[l ot duy |80 ] i later clock-out count as overtime i
Weekend
[ deduct the ‘On duty % minutes earisr’ 0
Festival
[ deduct the '0if duty % minutes later'

Pic4.1

Basic parameters:

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



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

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

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

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

” System parameters setting E‘
Biasic: parameters || Stat. Rules | | eave class | Field definition

St ltems
Late

Early
Business Leave

Stat. Fiule
Unit Set
Unit: | Day %

Leave

Ahsence Mirimumn:
Stay away

Overtime

Free Overtime Fround-off control

(O Round down
() Round up Fiound at total
@ Found off [ Acoumulate by tmes

10

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

leave, absence, overtime, free overtime.

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

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

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

calculation is 1 day.



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

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

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

Leave class:

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

” System parameters setting ﬁ

Basic parameters | Stat. Rules [ Leave class || Field definition
A
fAppend Delete  Modify

Name Color “~

[ &dministration D epartm Administration Departmenl

Leave Class:

Sales Show Color: | I Ped A
Indicating Symbal:
-

Add new leave class:

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

finish.
Revise leave class:

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

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

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



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

” System parameters setting &‘

Basic: parameters | Stat Rules | Leave class| Feld defintion |

Field Mame Input new field walue:

Chinese

English

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

in menu [Employee maintenance].
4.2.2 Administrators

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

# Administrator set E|

BB & =)

ippend Delete Wodify

Name '
[ 2.cirmin Dept operable Iterres operable:
¥ head office
= 44D
¥ RLD
¥ Sales
= FiD

! E The nev administrator has a default password: 883588

Append new administrator:

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



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

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

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

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

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

Modify administrator:

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

Delete administrator:

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

4.2.3 Administrator's Password Set

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

” Administrator modify password El

aid Pt [
Mew Pud:
Confirrn Pud:




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

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

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

# Aitendance record modification log (=13}

Search Restore Clese

Time Range:
Depatment [} hesd office v | Employes Mo, [0 v Fom200421 || oonmt 3| To[zmoizie | 23sess &

Department Emplopez No. | Name Clocking Time State Modiy ype | Fieasans Administrator
»

< >
RecordCount L

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

records which match the above condition will be displayed.

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

Click [Close] to exit.
425 Managing Log

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



‘oAdlinistratnr operation log

;I;Zr_\_j Close
Time Aange
Administrator | Al v From |EIE- 314~ || 00001 % To (2009 413w | 235359 &
1D Mame Managing Time Remark.

[ 2003-4-1311:5348 DOperating system parsmeter settings
21 Admin 2009-4-1311:53:30 Operating system parameter settings
20 Admin 2009-4-1311:51.47 Operating system parameter settings
19 Admin 2009-4-1311:49.33 Operating spstem parameler settings
18 Adrnin 2009-4-13171:44:10 Clear the data before " 2003-03-07 *
17 Admin 2003-4-1311:43:21 Operating business leave/leave
16 Admin 2009-4-1311:42.38 Operating buginess leave/leave
15 Admin 2009-4-1311:41.53 Operating business leave/leave
14 Admin 2009-4-1311:40:55 Operating buginess leave/leave
13 Admin 2003-4-1311:36:39 Operating festival/holiday settings
12 Admin 2003-4-1311:3216 Operating system parameter settings
11 Admin 2003-4-1311:25:10 Operating system parameter settings
10 Admin 2009-4-1311:24.47 Operating system parameler settings
9 Admin 2009-4-1311:24:41 Operating spstem parameter settings
8 Admin 2003-4-1311:24:21 Lirk the database to
7 Admin 2009-4-1311:23:.08 Operating system parameter settings
B Admin 2009-4-1018:01:.08 Operating system parameter settings

<

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

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

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

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

Erompt information

1 Datsbaze connecting failed, Flease collocate the databaze again
LY

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



B Data Link Properties

E3)

Provider |Cunnectlun\Advanueu All

Specify the following to connect to Access data
1. Belectar enter a database name:
|E:\Test\Backeroup management\attz003. mab |

2. Enterinformation to log on to the database:

Username:  [Adnin ]

[¥] Blank password  [] Allow saving passward

Test Connection

[ ok [ Cancel J[ Hep |

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

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

database.
4.2.7 Exit System

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

Please make sure ... @

\_',:/ Ara you zare o exit?

| [ cancal

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

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

B Department Management Ctrl+D
& Enployees Maintenance Ctrlts

4.3.1 Department Management

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

following window:



# Department Nanagement E|

" =

Append

Departments List Being Selected Dept
48 ReD Input the new department name
a8 Sales
48 P

i)

‘when adding a new department
‘You can't use any same department
name.

‘when deleting a department,
Emplapees of the department will be
move to head office automaticallyl

Add a new department:

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

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

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

Department modification:

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

Delete the department:

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

Please make sure ...

‘{/ Are you swre to delete this department?
"

) Cancel

Notice: repetition of department name is not allowed; if there are employees existing

in the deleted department, those employees will be automatically transferred to



department of head office.
4.3.2 Employees Maintenance

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

) Eaployes Baint snance
5 3 [

Y EERERE

hppend Dalste Wedidy Transfer apert

B trad clice Sesch Enplopset -

g;“:g EvghyeeNo + (Name  |Depaterd |Foston  |EnhyOsie | Tekghins |Addess  Sex |Langusge | Commend  CadNo  Mobde
B o n head sitee

iy v #ie head ifee

!
Emelogens Inboimateon | Ereod Frger:

Amendarcs Set

Eaplayes Ho |HUE Mame CandHo
Sex v i v P v [2] Cakndate tuterdarce
Educsion b Spmeasly b Fendze v [E] Coknite Ovestime
sophona oy Date [0 e
I e N [] Rt I My
1 He Corrmment Makal St e
Addeery User Type | Homnal User ~ Group Mo |1 -

FecondConnd 2

Employee's adding:

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

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

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



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

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

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

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

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

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

window will pop up:

o Employee Transfer El

Select the department to iansfer:

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



Export Employee:

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

Employee Na. Mame Department Position Employ Date | Telephone | Address
I —
2108 K Select A1l Crl+h
Cancel 11 Cirl+Z
Export Data
v Employes Ho

T all columns v Hame
v Department

v Bosition

v Empley Date
v Telaphens
v hddress

v Sex

v Language

w Comment

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

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

Click [Export Data] and following window will prompt:

suve 75

| | [CEm]

Taxs Fils (o xt) *  [Ccemem |

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

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

again.
44  Attendance Management

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



Holiday List

TimeTable and Shift CtrltE
% Staffer Scheduling Ctrl+F

Attendance Record
j_é httendance Calenlating and Report CirltR

4.41 Holiday List

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

]
2

dppend Delete Modify ]

Start Date | 2003 416 v Days 3 (3
Holiday Name Start Date Days

2003-05-01

Name |[EEEE

Add festivals or holidays:

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

Modification of festivals or holidays:

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

Deletion of festivals or holidays:

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

4.4.2 Timetable and Shift
The relationship between shift and timetables:

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



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

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

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

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

# TineTable and Schedule Faintenance 3
Timetable Maintenance | Shift Maintenance
¥ ]
: k. 2= )
Append Delete Modify cel
. Timetable Name | On Duty Time Fuly Time ~ R ..
Doy 000 700
morming 0400 1200 On Duty Time %500
afterncon 1200 20.00
e 1700
right 2000 04:00 0t Duty Time

Begin Clack-In Time o700

End Clockn Time 1300

Begin Clack-Out Time 16:00

End Clock-Out Time [20:00

5

Late error allowance Minutes

g Minutes

Eaily error allowance
Count s Workday |
Count As WorkTine | 480 Hirutes
Must Cn Must C-Out
v [ Free Time 0T Time

Pic4.2
Add a new timetable:

Click [Append] and enter the corresponding information:



[Timetable Name] For instance: Day Shift

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

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

[Count as work day] (1)

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

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

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

calculating business leave, leave, absence and overtime.

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

The timetable Modification



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

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

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

the same with Clock-out time. Please setup in accordance with practical situations.)
Example——Add a timetable:
Complete process for adding four timetables:
Day shift 08:00 - 17:00 Morning shift 04:00 - 12:00
Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

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

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

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



oTi-eTahle and Schedule Naintenance E]

Timetable Maintenance |
B %)
- ==} 4
Append Delete Modify
Shift Mame ~
’ Shift Name |day shitt Cycles [1 2] Cycle Unit | wWeek v
three shift -
> |
Date Timetable 1 Timetable 2 |TmeTab!e 3 ]Tme'lab\e 4
Sunday
Monday Day
Tuesday Day
Wednesday Day
Thursday Day
Friday Day
Saturday Day
v
Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:
normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables and
time range required in this shift in the springing window (see the Pic4.3 below) For
instance, select the timetable — Day shift and select from Monday to Friday and then click

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

details.).
¥ Add Shift Timetable X

Choice  tmetable: Choice the date: Clan
Timetable ... | On Duty Ti...| Off Duty Time Sunday
yay =0 1 v Monday

Oo> s 7o (ALY
moming 0400 1200 vl VWednesday
aftemoon 1200 20:00 ) Thursda

it 20:00 04:00 v

i Saluiday

|~
v

o | Cancel




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

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

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

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

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

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

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

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

to “Week”. Please see the picture below:



Step2

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

o‘hle'lable and Schedule Naintenance @

| Timetable Maintenance
Append Delete Modify
Shift Name &
| day shift Shit Name | TEERE Cycles |2 2] Cycle Unit | week  +
| I |
Date Timetable 1 Timetable 2 [Timer:\e 3 |TimeTahre 4 ~
Sunday
Monday
Tuesday
\Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v — v

(morning shift, from Monday to Friday)

Click [Add] and the following window pops up:

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

# Add Shift Timetable 3

Choice a timetable: Choice the date: i

Timetable . | On Duty Ti..| DF Duty Time Sunday Wiednesday
Day 09:00 17.00 D v Monday Thursday
Sk o | Tuesday Friday
’ v wednesday Saturdsy
aftemoon 1200 2000 | Thursday
! |m_
right 2000 04:00 Saturdoy
Sunday
Monday
Tuesday
‘wWednesday
Thursday
Friday
Saturday

Sundsy
3 Mondsy
= Tuesday

|~
v

Ok Lancel

setting of the first week.



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

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

below):
# Add Shift Timetable X
Choice a timetable: Choice the date: Clan
Timetatle ... | On Duty Ti...| Off Duty Time = aum:ijay %Edﬂfda?
onday ursday
Day 0500 17.00 Tuesday Friday
moming 04.00 1200 wednesday Saturday
r Thursday
night 2000 04.00 Friday
Saturday
Sunday
v Monday
W Tuesday
v wednesday
| Thursda
o
L Saturday
Sunday
2 Fonday
¢ > - Tuesday
o | Cancel |

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

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

# Add Shift Timetable @

Choice a timetable: Choice the date: (mEY
Timetable ... | On Duty Ti..| Of Duty Time 4 Sunday v Wednesday
Day 0800 17.00 ¥S:f;:y ¥ Thieda

marming 04:00 1200 wednesday Salurday

aftemoon 12:00 20:00 Thursday

) ENET I |-
aturday

Sunday
Monday
Tuesdap
‘wiednesday
Thursday
Friday
Saturday
Sunday
- | Monday
| Tuesday

| Cancel |

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

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

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



# TimeTable and Schedule X

3]

| Timetable Maintenance 1

Append Delete Wodify

[shithame | &
Shift Name [three shift Cycles 3 3| Cycle Unit | Week v
>' > 5t | lass
Date Timetable 1 Timetable 2 |TimaTable 3 |TimeTable 4 ~
Tuesday moining

‘Wednesday  [momning

Thursday moining
Friday moining
Saturday

Sunday

Monday aftemoon
Tuesday aftemoon

‘Wednesday aftemoon

44.3 Employee Scheduling

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

# Eaplovee Scheduling

&

Select ALL Select None

Mrrange Shift

) heas office Seaich Employees [ | &
Ermployee No. | Name | Department | Shift | Al
»[E1E2 head office ]
BELS head olfice
A
Time Range

Fiom | 20101216 » @ N [ (3 =\
(& & o) = V)
To | 20101216 v Del. Temporary Add Temporery | Save Cancel Add  Deleie [lear

Date |T\metahle 1 |T\melahle 2 |T\mETah\E 3 |T|meTah\E 4 |

12-16 Thursday I

Pic4.4



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

[Arrange], the following window appears:

# Staffer shift maintenance x)

Shift List Shilt Timetable:
Shift Name | Cycle quantty | = [Date Timetable 1 Timetable 2 ‘T\meTabIeS ‘TlmeTabIe4 ‘
» EXE I ]
three shilt 3| [Smdey

Monday Day

Tussday Day

\wednesday | Day

Thursday Day
Fiday Day
Sawdy  |Day
3
< >
} The current shit schedule:
UEE e Shilt name Begiingdate | Ending date

|4 day shift 2003-04-01 2010-04-01

Beginning | 20030401 v
Ending| 20100430 v

= Add 88 Del oK Cancel

Pic4.5
Add a new shift:

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

adding of new shifts.
Please note:

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

starting date should setup as “Sunday”.

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

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

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

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

Arrange a Temporary Shift:



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

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

Please make sure ...

\_?/ dre you sure te neke temporary shift schedule to the selected Employess from 2010-12-01 te 2010-12-167

T Caneel

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

following window will pop up:

# Add a temporary timetable ]

Select the timetabls to add Select the dates Clan
Timetable... | Or-duty time | Off-duty time| 4 04-125unday
night 20:00 0500
morning 0800 1200
s
ok [ Cocdd |

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

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

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



# Search Eaployee’s Attendance Record X

TN
A o -
Search Beport Eeport Modify Log
Time Range
Departnent | headofice v |Empoye o |4l ~ Fom|@I1216 v | [ ooom 4] To 2mpizie | [2msess 2
Depatment  |Employeso. | Name Date Time State Location D | WorkCode
FiecordCoun 0

Inquiry of attendance record:

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

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

” Search Employee’ s Attendance Record

3

Py O 9 =B
<% =
Search Report Export Meodify Log
Time Range
Depatment | head offce | |Employee o, Al ¥ Fom[zi012 1 v | [000m 3] Tolzmoizis v | [z3mm 2
Department Employee No. | Name Date Time State Location D | WorkCode o
o 2103 Micheal 20101202 02:52:00 0
head office 8103 Micheal 2010-12-06 08:53:00 0
head office 8103 Micheal 20101206 18:02:36 0
head office 8103 Micheal 20101207 08:53:00 0
head office 8103 Micheal 20101207 18:0%:36 0
head office 8103 Micheal 2010-12-08 08:53:00 0
head office 8103 Micheal 20101208 18:0%:36 0
head office 8103 Micheal 2010-12-09 08:53:00 0
head office 8103 Micheal 20101209 18:02:36 0
head office 8103 Micheal 2010-12-10 08:53:00 0
head office 2103 Micheal 201012-1012:02:26 0
head office 8103 Micheal 20101213 08:53:00 0
head office 2103 Micheal 20101212 18:02:36 0
head office 8103 Micheal 2010-12-14 08:53:00 0
head office 2103 Micheal 20101214 18:01:35 0
head office 8103 Micheal 2010-12-15 08:53:00 0
head office 2103 Micheal 20101215 18:05:52 0 -
head office 8103 Micheal 2010-12-16 08:53:00 0
head office 2103 Micheal 20101216 17:68:52 0
head office 8108 Lizzy 2010-12-01 08:56:00 0
head office 2108 Lizzy 20101201 18:12.00 0
head office 8108 Lizzy 2010-12-02 08:56:00 0
head office 2108 Lizzy 20101202 18:12.00 0
head office 8108 Lizzy 2010-12-03 08:56:00 0 ~
FiscordCount 75




Attendance record report form preview:

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

7= Preview

i = HE #4n?

x

Head office attendance record report

2009-04-01 To 2009-04-16

E Jaks Chen 6001 2008-4-10170434 | Clock Out 2008-4-7 74518 Clack In
2008-4-1 72308 claEkn 2006-4-137:3546 | Clockln 200047 17:14:20 | Clock Out
S005a1 170058 |Clockom 2008-4-1317 2706 | Clock Out 2008-4-8 7:08:12 Clack In
0094574535 Sloskin 2006414 7:06:12 | Clockln 2008-4-5 7:24:53 ClackIn
00aZ 170515 | Clockom 2009-4-14 171625 | Clock Out 2009-4-8 17.2005 | Clock Out
0054375212 Sloskin 2006-4-15 7:46:50_ | Clockln 2008-4-0 7:45:52 ClackIn
005a 3170154 |Clockom 2008-4-15 170853 | Clock Out 2008-4-0 75158 Clack In
0094274354 Sloskin 2006-4-16 8:00:50 | Clockln 2008-4-0 8:02:15 ClackIn
2009-4-5 7:38:36 Clack In Count 27 2008-4-817:11:24 | Clock Out
2008-4-5 170842 | Clock Out 2009-4-10 7:45:18 Clack In
00947 74516 N G King Jin 8103 2009-4-1017.04:34_ | Clock Out

2009-4-1 7:23:06 Clockln 2000413 7:35:46 | clockn

2009-4-717:14:20 Clock Qut

2009.4.8 7:0812 Clockin 2008-4-1 17:00:59 | Clock Out 3008-4-13 172706 | Clock aut
2008-4-0 7.24:50 Clockin 20054774585 | Olockin 2009-4-147:06:12 | Clackn
200046172006 | Clockodt 2008-4-217:05:16 | Clock Out 3008-4-14 171625 | Clock aut
2008-4-9 7.49:52 Clock il i ol SR il 2009-4-157:46:59 | Clackn
20094975156 Clackin 2008-4-317:01:54 | Clock Out 2008-4-15 17:08:53 | Clock aut
2008-4-98.02.15 Clockn 20054474350 | Olockin 2009-4-168:00:59 | ClackIn
2008-4-91711.24 | Clock Out 22;;;-:;65177?;8:352 Cc“o”c'i(kc')”ut Count 27
ZZDUDU;";TDU;_‘ET; Cﬁm‘é’;t 200947 74516__| Clockin P20 Mark Simih 5105
e e 200047 171420 | Clock Out 2008-41 7:23:05__| Clackln
B A Tt 2009-4-870812__| Clockin 200921170058 |Clock out
e [ 20094872453 | Clockln 20084274535 | Clockln
e e o o 2008-4-8 172005 | Clock Out 200922170516 | Clock Oul
e 20094874552 | Clockln 20084375212 | Clackln
e85 oo 20094975156 | Clockln 2009-2-317.0154__|Clockout
3 e sARnT1A | Caddn | | omndtraadd | Clakin

Attendance records exporting

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

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

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

445 Attendance Calculating and Report
Inquiry of report form:

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

window appears:



# ittendance Calculating and Report [ (=0(E3]

¢ 3 B
¥ A» |© A
Caleulate Report Eeport Exception
Time Range
Depallmer\tﬁheadnﬂice v Employee| All v From|201012- 1~ [ulaln R To| 201011216 v | 235359 &
Attendance Exceplions | Shilt Exceptions | Other Exceptions | Calculated Items
Department | Employee No. Name Date Time State Operation | Exception Desc. Timetable Check WorkCode | A
» f
v
Pic4.6

Select the beginning, the ending date and the department and employee that need

to be calculated and then click [Calculate].

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

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

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

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

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

» o« LT » oo«

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

Please note: When dealing with “Out” calculation, there should be “Out back” and

only “Out” and “Out back” in one shift can be calculated.



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

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

# Attendance Calculating and Report

= ¢ &
< B B

Caleulate Report Export Exception

Time Range

Depaniment| 8 headofice v Emplopes|al v|  Fom 201012 1 v | | D000 3| To 20104216 v 235393 5

Altendance Exceplions | Shift Exceptions | Other Exceptions | Calculated ltems

Department | Emploee No HName Date Time State Operation | Exceplion Dese. Timelable: Check WokCode |

» head oifice 108 20101201 02.56.00 Clock in Homalrecord Dy [
head office 3108 2010-1201 181200 Clock Dut Nomalecord  Day 0
head office 2108 20101202 02:56:00 Clack In Nomalrecord Dy 0
head office 8108 20101202 181200 Clock Dut Nomalrecord  Day 0
head office 108 20101203 02.56:00 Clock In Nomalecord  Day 0
head office 3105 2010-120318:12:00 Clock Dut Nomalecord Dy 0
head office 8108 2010-1206 02:56:00 Clack In Nomalrecord  Day 0
head office 2108 20101206 181200 Clock Dut Nomalecord  Day 0
head office 3105 2010-1207 08:56:00 Clock In Nomalecord  Day 0
head office 2108 20101207 18:12:00 Clock Out Nomalrecord Dy 0
head office 8108 20101208 02:56:00 Clack In Nomalrecord  Day 0
head office 108 20101208 18:12.00 Clock Dut Nomalecord  Day 0
head office 3105 20101209 08:56:00 Clock In Nomalecord Dy 0
head office 8108 20101209 18:2400 Clock Dut Nomalrecord  Day 0
head office 2108 20101210 02.56:00 Clock In Nomalecord  Day 0
head office 3105 2010-12-1018:24:00 Clock Dut Nomalecord  Day 0
head office 2108 20101213 02:56:00 Clock In Nomalrecord Dy 0
head office 8108 20101213 18:28:00 Clock Dut Nomalrecord  Day 0
head office 108 20101214 02.56:00 Clock In Nomalecord  Day 0
head office 3105 20101214 18:32.00 Clock Dut Nomalecord Dy 0
head office 8108 20101215 0%:56:00 Clack In Nomalrecord  Day 0
head office 2108 20101215 18:56:00 Clock Dut Nomalecord  Day 0
head office 3105 2010-12-16 08:56:00 Clock In Nomalecord  Day 0
head office 2108 2010-12-16 19:56:00 Clock Out Nomalrecord Dy 0
head office 8102 20101201 0%:00:00 Clack In Nomalrecord  Day 0

>

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

menu):



Depadiwnd | Ergiiyme Ho Mo Dt Tirm Slae Opmiston | Eamplion D Timalalien Chmck. W Code

Pead citen niE AMDI201 (R BET Clock In Nomalpecord 11 [
head olfice. noa 20001200 121200 Clock Ot Homalrecod: Do ]
head oifice: 08 20001202 025600 Clock In Nomameod o L]

head olfice. s 20109202 181200 Clock Dut Homalrecoed. T

0
T T O g

head oifice falii] Daw ]
Feted clfice a0g Dy L)
head cifice. e e ]
hesd clfice 100 | ]
besdaiice @100 b ]
hesdolice @100 fay 0
besdolica 8108 b 0
1
e —an - ¥ :
Shoe all columns
A Harmal oy ]
m AOIR 00 Chock Oud Mol wcend | Ly ]
am AIESEO] Chock In Homalpecod Doy (]
a8 VIR0 Chock Ol Humalrecoed [y ]
M TAESEO) Chock In Homalmecod Doy (]
i 18IS R0 Cinck Ot Nomalrecoed [y ]
i 1215860 Ciock In Nomalrecord 1w ]
0 AND1215 125600 Clock Dt Homalecod [ ]
e 20001216 025600 Clock In Nomalmeod Do L]
08 20001216 185600 Clock Out Homalmood D ]
Lol 20001200 0R0000 Tlock In Nomgmood: o ]

The definition of each option as follows:

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

xls format;

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

attendance record list for preview and print;

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

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

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

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

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

the corresponding record you want;

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

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

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



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

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

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

Export Data

Create report for current grid

Filtering Record 3
Colunns 4
Show all columns

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

Export Data

Create report for current grid

Columns L4
Shew all columns

The operation is the same as stated above.
Report:

Click [Report] in pic4.6 and the following menu will pop up:

Attendance Report
Daily Report
General Report
Exceptions Report

Create a Report For Current Grid
Pic4.7 Exception menu

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

tToo SHS M X

head office Employee daily report
MBI To ANBIZIE
[Mans W [o[e[ofu[e[w[o[w[e[un[e[olules]s[v[w[o(a[a(z]a[a]=][=][=][a]a]x]n
officn
i ooz [ 0 o] [ Tefoefofoded 1 Qe0ofelel P LT LT T UL TP T T U
[pichas oo VoVsr T 1 Tololotolel T 0obofetlel TV 1T T T VT T T T LT
e o Joloelsf | [eleloeloedod 1 Vejadefed T T 1 1 T 0 0 0 T U1 T T 1

RamaikfNomal Lol <Eady -Abuest [HoCln [NoCOW Fest «Dwtey BLButiness Losve Llemw

Ve ke EulFRERTETTE] 1

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



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

tToo SHS M X

head office atlendance stat. total report

NS0T To2MBI2IE

haad ofhcs

[l

Ty o W27 152025 1

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

personal leave” etc;
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[Create a Report for Current Grid]: Print preview of the current displayed grid. For

example: Attendance Report
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Print Report:



Toolbar of report preview is as the following picture:

o EEHE A X

3= 1003

Adjust the ratio of preview content;

=

Open the existing report file;

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

E Save report to file;

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

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

% Print Report;

X Close Preview

Data Export:

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

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

Append Record
Late/Early Collectively

Business Leave/Leave

Modi fied Record Log



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

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

Away On Business/Leave Ctrl+L

hppend Record Crl
hppend Record Collectively
Dealing #ith Collectively Late/Early

451 Away on Business/ Leave

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

menu, the following interface springs:

# Eaployee Be away on Business & Asking for Leave (=13}
aQ - S
& 25 B g

Append Delete Modify Sesrch Report
Time Range

Depatment | 09 head oifics v
Beginning Time 20101217 (v | sooo0

Employee No. | IR

v

x| |4r

Ending Time 20101217 W | 17:30:00

Leave Type

Reason

Department Emplopee Mo, | Mame Eeginning Time Ending Time Leave Type Reason
3




Deal with employee away on business / leave:

Click [Append], then select the proper department, employee ID, beginning time,
ending time, leave type, and click save when ready.

Modification of employee away on business or leave:

Select the appointed employee whom you want to make this modification to, and
click [Modify]. Then you can modify the relative information; click [Save] when ready.

Deletion of employee away on business or leave

Select the appointed employee and the relative information you want to make this
deletion, and click [Delete].

452 Append Record

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

# Append recoxd

Departmant ﬂ head office 3

Employee No
State | ETIENNEE

FRecord Time | 20101217 v | e0mo0 3

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

When part or all of the employees in a department did not punch in/out because of
some reasons, please you can use this function to add punching in/out collectively, click
[Exception]--[Append Record Collectively], following springs:



# Append record collsctively ]

Departments list Emplayees list [ ﬁ
e Emplopee ... | Name ~ L
4 2iD » When Enployees can not clock-in or
&8 ReD clock-out for some reasons, Tou can
88 Sales add the massive clock-in or
88 PiD clock-out record here.

Tou can use the Ctrl key when
selecting many Enployees;

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

Record Time: | 20101217 v || e0oO0 2

s  [xJ (o]

Select the department, thus the employees in the department will be listed in the
employee list, select the employees whom you want to add records on to, then select
record’s state and time, then click [OK] to finish.

454 Dealing with Collectively Late / Leaving

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

#) Dealing with collectively Late/Early 3

el Emplopess lis al

@ Coming Late O Leaving Early

Employes Mo, | Name ~
Igrore clock in record »[Ei2 dudy ]
_ FE) Micheal

Fiom| 20104217 v|[z00m 2 108 Lizzy

Tol | o002

The modified clack in time

ERED v || 75000 3

Search Employees

@Tepaiment | head office v
Ot
.

Steps as follows;

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



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

3. Select the “The modified clock in time”

4. Search employee through department or shift;

5. Select employee;

6. Click [OK] to confirm.

4.6 Data Maintenance

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

B Inport Employes List Cerl+Y
Inport Attendance Record Crrl+I

Clasr Obsslate Dats
Conpress Datshase

B Bacloup DataBase

Initialize System

4.6.1  Import Employee List

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

window:

¥ Taport Employee List

(X

Select  file ko import

File: | ‘E]

Failures in importing:

Ok Cloze
J [

Click [ to select the personnel list file for importing.



open

=
]

Lookjn £ Backer up managanent v ¥ £ @3-
OTemslate
J Cpngbep
acent
Desktop
Ny Docunants
i
Wy Conpute
Ny Betvark
Lt
Flegsme | 3
Fllesol ype.  Text File (0 txt) v Cancal

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

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

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

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

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

window:

n Import Attendance Record ﬁ‘

Select 5 file ta impart

File | ‘D

Failures in imparting:

ok | [ Close




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

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

window:

¥ Clear The Obsolete Data

Select the end date:
Beiore |FIE- 317 hd E ﬂ :
Clear Cloge

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

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

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

46.4 Compress Database

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

4.6.5 Backup Database

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

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

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

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

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



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

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

Exception Data Maintenance [§2

Connect To Time and Attendance Machine

ks

4.7.1  Connect to Communication management software

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

= ﬂ.ﬂ ) English s Communication Eanagement Software ¥3.0.4

Unit Management | Record Supervision  Enployess M Record i

U Dizk M

BEg QO @ @k C O PO B &

Add  Meodify Delete Synchroenize Initialize Terminal Ei Auto update Downdoad Dowrdoad Clear Baclup Resume
i i Tnit time uni t

5
Unit  Unit parsmeter settings the T&A status | new record all record record | Employees [Employees
Terninal Hanagnent Unit Managenent

= Al Groups
Groupl
Group2
Group3
Groupd
Groups




Chapter5 Communication

The chapter is mainly about how to add, delete

and set communication between PC and terminal.




5 Data Communication

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

Pj )@ ) English s Communication Nanagement Software V3.9.4 - = x
Unit Management | Kecord Supervision  Emplopees M Record It U Disk it
et a g i@ LN ) 7
= = Q@ @[ 9 L W BEEY =
Add  Medify Delste | Synchronize Initialize | Termimal Ring  Time zonefGrowp | Download  Dewnlead  Clear Baclour Resune
it Thit  Unit tine uni parameter settings settings new record all record record | Employees Employees
Terminal Wenagnent Uni t Management
=) All Groups
Groupl
Group2
Group3
Groupd
Groups

| 0%

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

Svstem Logining

Management FWD; l:l

oK LCancel

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

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



System prompt

@) Hrong adnin passrord, you have 2 chances to try again,
\_-/ il miar (e miim presieed sl

Click the button [OK]. And then try to enter the correct password

5.1 T&A Machine Management

5.1.1 Add Unitk

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

E Terminnl Nanngesent B Terminal Nanngesent
Devce Type Devics Type
Dwce Type | Fingespet/Cad Verify i | Drnvics Type | RG]
Tenranal kb Tesminal Info
G Methad Communication Parameter
Teminaito, [0 g Temnai v, |1
DeviceD ! ~ LAN —— Devicald |1 1P ks
[Check Divice 1D fom the device mervd] Check Devica D rom the device el
.  LAN[CEerd] i Cearen P
Device Name Do M
—  COM — CommPut 135302
oy - S [ —
L En ~ Rs4s [comn -
ThA shaty | Fod st = T4 statgs | Rval stahies -
ok Concel 3 Cancel
Remark:

Device Type: There are two device types: one is Fingerprint/Card Verify, the other is
Facial Verify FacePass. Please base on the actual device type to select.

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

Device ID: Device ID is the uniquely identification for management software. Please
set it differently when you communication more devise in one software..

Device Name: You can set it as you need to describe the device.

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

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

this machine will be “Off duty”.



Communication Method

USB: Connect the terminal via USB cable;

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

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

RS485: The default COM value is COM1;

Communication Parameter:

IP address: The FacePass terminal’s IP address.

Comm PWD: It is the FacePass terminal’s management password.(Default
is :88888888)

Comm Port: The FacePass terminal’'s TCP/IP communication port. Please check the
port number in the terminal.
Prompt: Create FacePass terminal must input correct IP address, terminal management
password and Communication port.

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

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

4 N\
Machine Number: 1

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

Connection State: Abnormal
(. /

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

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

o
become blue (meaea).

5.1.2 Modify Unit

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



B Terminal Nanagement E Terminal Eanagement
Device Typm Davica Type
O e [ 2 T ~ | Devive Ty |
Tl ko TewsinalInfo
e Method - Comeumication Pacametr
Temind No. P pe Temnaitin |1
Device D | & LiN EErrE DevicalD |} 1P addess
[Check, Device 1D from the device meru] ICheech, Dervace 10 hom the deracs e
 LANICRed) i Y| Corm PWT
Davice Hame |1 Diwvice Harres
— ~ coM T CommPut 135302
Device G i > Devica G 1oup -
e RS (o] - P
ToA stopus | Fonsl stabs - ThA statug | Rl shahes -
i3 Cancel or [ Cancel

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

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

System prompt

\_'_:j Arsady have the machins wunber sand the device ID

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

5.1.3 Delete Unit

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

pops up:

FPlease confirm...

@, This operation will deal with the selected machine:
\_‘_f/ 1 [Heado£fice]
Are you smre to contimue?

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

5.1.4 Right Key Menux (The FacePass don’t have this

function)

Select terminal icon ,right click and perform the menu:



gl Select 411

a} FRewerze Selection
Set the machine number
Set the IF configuration
Terminal information
Open the door wia software
Me=saze Management
Dizable the manager

GFES

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

5.1.4.1 Set device ID

In Pic 5.1.4 select [ Set the machine number] and open [Set up]
interface:

Machine Ma. [1-99999339)

Q. ‘ Cancel |

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

5.1.4.2 Set the IP Configurationk

Click [Set the IP configuration] and open the window:



Set the terminal’ s IP configuration

X

Set the terminal's IP configuration

[ Default gateway:
[~ Submask:
[~ MAC address:

[~ Server IP address:
[~ “work mode:

[~

[~ Comm Port

0K | LCancel |

Select the check box and then modify the parameters. Click the button
[OK] to save

5.1.4.3 Terminal Information

Display terminal information as follows:

Terminal information X

Terminal information

User ruber g
Fingerprint numbser 2
Password number 2
Card number 0
Mew recards number L
Total records number 8

Fimvare version 01.40.H1
Device SN 1234567891234567

BRetrieve LCancel

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



5.1.4.4 Open the door via software

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

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

And meanwhile you can hear the sound from the relay.

5.1.4.5 Message Management

Send the message to the user when he clock in.
Click the item, a window pops up as follows:

H Neszage Nanagement &l
Message Type USRS | Emploree \D‘ Begin dale‘zm 01217 j End date | 20101217 =
Message Ennlent‘ Add Message
Message List Read Message
NO Message Typ Emplores [ Name Begindste | End dats Message Contert

[ 0% | DeleteAllMessages | Delete Selected Messages|

There are two kind of message type: Private message and public
message
Private message need the employee ID. If you do not input the



employee ID, the system prompts message: Input message not compete!

Click [Add Message] button to add the message.

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

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

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

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

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

5.1.4.6 Disable the manager

Clear the device manager.

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

?/ Are you swre to to disable the manager 7
-y

Click the [OK] button to delete manager, Click [Cancel] to cancel the
delete operation.

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

5.1.4.7 GPRS

Create GPRS communication.



GGESN ¥ Enabled
sever P [192 2 [l68 2] 0 2[[7 2]
Pou [5010 2]
Paddess [0 20 2[0 2[[o 2]

Setp Cancel

GGSN: Gateway GPRS Support Node

Server IP: The public IP address of the server connect with Internet
Port: software communication port.

IP address: The PC’s IP address which installed the management
software in the LAN.

User Name: GPRS account name.
Password: GPRS account password.

Click the [Setup] to setting the GPRS in the software. Click [Cancel] to
cancle.

5.1.5 Synchronize Time

Synchronize the terminal’s time with the computer time. Click the button
[Synchronize Time]. Following message box pops up:

Please confirm. ..

9, This cperation will deal with the selected machine:
\_./ 1[Headoffice]
Are yo

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Some operation information displays in the main interface as follows:

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



5.1.6 Terminal Parameter Settings

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

Only the “Initialize unit” and “Clear record” functions suit for the
FacePass terminal.

B Device Parameter Settings x|

Matching Precision Good | Management Passwar d(0:855359)
Fiecard Alarm Thiesheld Value{0-5000) 1000 Sl {250 irte) 10
Time Period between Aepeated Dlockingl0:250 minute) |7 Yolumel05) 5
Inteligently Update FF Template Enable =l Date e e ddl =
‘wiorkeods Prompt Disable i T e 24 Howr ¥
Rir Funcion Disable 2
Wiegand Made [fanviz wiegand = B |
Fiked Wisgand Arsa Cods{(-254) E— I
Lack Rielay Time[0-15 second) 5
Door Contact Alarm Dielay(0-250]:

Corpany name |

Company Address |

LCompany &% |

FaceFasz devics witheut sbove Functions
Iniialize Device Clear Device Display Default sefling ok | [l ]

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

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

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

[Update the fingerprint template intelligently]: During fingerprint sensor
identification process, the senor replaces the lowest-quality data with new,
higher-quality data that it acquired in the matching process. This enables
the sensor to maintain high quality data at all times, saving the user from
repeated authentication attempts. Default status is limited.

[Ring function]: Enable is function before using the Ring time settings.

[Wiegand Mode]: Wiegand26, Anviz Wiegand (Encrypted wiegand.)



and Fixed Wiegand area code.

[Fixed Wiegand area code (0~254)]: If you upload one fingerprint to two
terminals, the same fingerprint's wiegand outputs are different in the
different terminals. If the two terminals’ wiegand area codes are same, the
same fingerprint’'s wiegand outputs are same in these two terminals.

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

[Door sensor alarm delay(0-250)]:The Door sensor alarm delay time
range setting.

[Management password(0-999999)]: Setting device management
password.(Suit for: C2, C2C, C3, OA1000 and OA3000 device)

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

[Volume (0~5)]: The volume of the prompt sound in the terminal. The
default value is 3.

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

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

Click the button [OK] to confirm.

[Add Card]: Suit for T5 device to register Add Card.

[Delete Card]: Suit for T5 device to register Delete Card.

[Company name]: Uses for print to display the company name on the
ticket.

[Company Address]: Uses for print to display the company Address on
the ticket.

[Company Tax]: Uses for print to display the company tax number on
the ticket.

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

up:

This operation will deal with the selected machine:
4/ 1Deadotfice]
Are you smre to contimue?

9

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



The operation information in the main interface is as follows:

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

Click the button [Display Default setting] to setting the terminal as
recommendation default settings.

[Initialize unit]:

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

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

FPlease confirm...

This operation will deal with the selected machine:
2 g

__./ 1[Headoffice]

Are you smre to contimue?

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Some operation information displays in the main interface as follows:

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

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

FPlease confirm...

This operation will deal with the selected machine:
] P
&/ 1Deadotfice]

hre you sure to contimme?

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

Following information shows on the main interface:

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



5.1.7 Ring Settings *

Set the ring time. Please enable the Ring function in the parameter
settings first of all.

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

Set ring time EJ
Ring time list
[ [ Detaled information
Ring time 00:00
¥ Mondap ¥ Tuseday W Wednesday | Thursday
Iv Friday [ Saturday ™ Sunday
+ add | = Dekle | o | cancel |

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

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

Click the button [OK] to save the settings. Following operation
information displays in the main interface:

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

5.1.8 Time zone/Group settings *

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

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



Set time zome/Group

Time zane settings
Timas 2one number LK sat
Monday begin/nd tine omm = | oo =
Tiezstp bestaved i [Donoo = [ oooo0 =
Wedhesday begin/end time [‘ono0 = [oooo0 =]
Thursday begin/end time [‘ooo0 = [ conoo =
Friday begin/end time oo = [ nonm =
Sy it [booo = [oonon =
S beamlerdin [ooooo = [ooooo =

Group setings
Broup nuher - Set
Time zare 1 -
Timesms 2 [ =]
Timessa 2 [ 4]
Timeas 4 [ 4]

[Time zone settings]:

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

If you want to modify the time zone, you can just set the parameters
again and click the button [Set] to save.

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

[Group settings]:

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

If you want to modify the group settings, you can just change the time
zone number and then click the button [Set] to save.

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

5.1.9 Download new record

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



Please confirm...

@ This operation will deal with the selected nachine:
2/ leadoffice]
hre y

offic
ou sure

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

Following information shows on the main interface:

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

Read successfully: 4

5.1.10 Download all Record

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

Please confirm. ..

@y This cperation will deal with the selected nachine:
2/ LDesdoffice]

e you

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Following information shows on the main interface:

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

Read successfully: 6

5.1.11 Backup Employee

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



database. And the fingerprint templates information is saved in the folder
“Template” in the installation directory.
Click the button [Backup Employee]. Following message box pops up:

FPlease confirm...

Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation information displays on the main interface as follows:

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

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

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

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

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

Notice: You can stop back upping the employee by click the button on
the right bottom corner. Following message box pops up:

FPlease confirm...

@, This operation will deal with the selected machine:
4/ 1Deadotfice]

hre you sure to contimme?

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

5.1.12 Resume Employee

Upload the employee information and employee’s templates from the

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



Please confirm...

@ This operation will deal with the selected nachine:
2/ leadoffice]
Are you sure

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Some operation information displays as follows:

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

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

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

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

5.2 Record Supervision

Get the records from the terminal real-time.



"‘;} ‘n )@ () Enclish = Communication Nanagement Software ¥3.8.4 =2 X

Unit Wenagement | Record Supervision | Enployees I Record i U Disk
0] Begin Time 2011-11-09 14:23:59 Checkin Times 0
° End Time 2011-11-02 14:24:00  Check-out Times 0
Activate | Prohibit
resltime | resltine || Employee Funber |0 Other Status Tines 0
Real Tine Mansesnent Real-Tine Mond toring Records Information
=1 Al Groups
Group! -
GioupZ
Groupd o
Groupd ¢
Bioups
No Name Date/Time Status Desciption | Teminal Mo Device D Devieename  Depariment Pasiion Woark Code  Identfication Method

5.2.1 Activate Real-time

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

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

Begin Time 2010-12-17 12:29:24 Check—in Times 0
End Time Check-eut Times 0
Enplorss Bunber 0 Other Status Times 0

Eeal-Time Monitoring Records Information

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

And the following window which includes the employee ID, Name,
Department and Position pops up:



I &107

Name: David

Dept: RMD
Posttior: Software
Engineer

5.2.2 Prohibit real-time

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

Begin Tine 2010-12-20 15:32:14 Checkin Times 0
End Time 2010-12-20 15:32:53  Check-out Times 0

Enplerss Hunber 3 Other Status Times 0

Real-Time Monitoring Records Imformation

5.3 Employees Management

Employees’ management interface is as following:

| [ 0 B s Conmunication Nanagement Software ¥a.0.7 o X

4

Wait Buagemest  Datord Sgpervition | Daglorers Buapmest | Dacord Buageeast ¥ Bish usageaent

| FF] Ewglogee). . Caeln e fe Frerin Erndsy EvgiogDe  Phere adest et (2] L] [

ot toritaris sind ot




5.3.1 Add Employee

Click [Add Employee] button, open [Add/modify employee info] window
which includes 2 pages: Basic info and fingerprint registration as follows:

Add/Nodify Employee Info E\
Basicno |

wel

Cadbe |
Name|
oy ]
Sex

fept [ headoffice =]
tzpmrs - | af 8 x|
Userpe NomalUser =]

Identification Methad | Sept

|

oo ]

DM | Bitthday Aot =
Nation | =l EmployDate 1 =l
ESnell =] Poltical Feate | |
Education | =] speciamy| |
Phens | Mobie |
Native Place |
Addess |

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

Add/Modify Eaployee Info X

Basic o |

Wo. [B00T
Card o, | 1396985
Mame |Lizzy
Password | 123
ey Male
Dept | hesd office
Group number |1

Userpe Mo U <]

Ideniification Method | Sept

4

al 8 x|

4l s

oHe Bithday [ =l
Nation | =l Enmplaypate £ El
Positon | | Poliical Feature | =l
Education | = speciiy] [
Phene | Mabile
Native Place |
Address |

Save Cancel

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



pictures:

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

8|0 #| & Be—
Vew | Swe | Fedoe | Cufown| Cose

Click the button [View] to choose one photo. And Crop the photo by the
[Cut-down] button and then click the button [Save]

2nd way: You can install camera to take pictures and edit then save.
Make sure there is camera equipment installed in your PC.

Click [ll] button, open [Pictures shooting] window as following,

:

Culflomn|  Chie

[ﬂ

sk

H}

Beslers

-

Seee

Choose camera equipment, and click the button [Take Pic] to take a
photo.
Edit the photo by [Cut-down] function and then click the button [Save] to



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

5.3.2 Modify Employee

Modify employee operation is to modify the employee information in the

window [Add/Modify employee Info]

5.3.3 Delete Employee

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

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

5.3.4 Transfer Department

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

The window [Employee Transfer] pops up:

Please select the department:

E E head office

&6 2D
&6 RLD
5

&6 PtD

Ok LCancel

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




the button [Cancel] to cancel.

5.3.5 Set Privilege

We can only upload the employee to the authorized terminal.

Choose the employee from employee info list (you can choose some or
all the employee by using the button [Shift] or [Ctrl]] on your computer’s
keypad). Click the button [Set privilege]. The [Set privilege] window pops up:

Set privilege X

1[Head Office]
O 2Shanghail
=0 Group2
O 3Esiingl
O 4l5henzhen]
O Groupz
O Group4
O Groups

K Cancel

Choose the terminal and then click the button [OK] to save.
You can find the employee’s authorized terminal in the column [Unit] as
follows:

Emplares Mo, CardMo.  Mame Sex Position Bithday  Employ Date | Phone Addiess 1stFP  2ndFP  Unit

e e !
6103 Michesl 20101217 O ]
@108 Lizzy O a

Judy's fingerprint is in the unit1.
Micheal's fingerprint is in the unit 1 and unit2.
Lizzy's fingerprint is in the unit2.




5.3.6 Copy Privilege

Copy the privilege from employee A to the employee B. And then the
employee B’s privilege will be as same as the employee A.

Choose the employees from employee info list (you can choose some
or all the employees by using the button [Shift] or [Ctrl]] on your computer’s
keypad). Click the button [Copy Privilege]. The [Copy Function and Privilege]
window pops up:

= Copy Function and Privilege

Copied Emplaree 1D

Input the one employee’s ID. And then you can click the button [@] to
browse the employee’s privilege in the [Set privilege] as follows:

Cancel

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



FPlease confirm...

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

System prompt

\_?/ The Selected emplores’ = privileges ars successfully copied!

5.3.7 Download Template *

Download user template (face or fingerprint) from the terminal to the
software.

Choose the employees from employee info list (You can choose some

or all the employees by using the button [Shift] or [Ctrl]] on your computer’s

keypad). Click the button [Download Template]. Following message box

pops up:

Please confirm. ..

@y This cperation will deal with the selected nachine:
o/ 1Desdoffice]
Are you surs to contimue?

Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation nformation shows on the main interface as follows:

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

5.3.8 Upload User Template

Upload the employee information and face or fingerprint template to the
terminal.



Choose the employees from employee info list (you can choose some
or all the employees by using the button [Shift] or [Ctrl]] on your computer’s
keypad). Click the button [Upload User Template]. Following message box

pops up:

FPlease confirm...

his
__? [Headoffi ce]

This operation will deal with the selected machine:
1
d} Are you sure to contime?

Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation information shows on the main interface as follows:

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

5.3.9 Delete from Unit

Delete the employees from the terminal via the software.

Choose the employees from employee info list (you can choose some
or all the employees by using the button [Shift] or [Ctrl]] on your computer’s
keypad). Click the button [Delete from Unit]. Following message box pops

up:

Please confirm. ..

@y This cperation will deal with the selected nachine:
2/ LDesdoffice]
Are you surs

continue?

Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation information shows on the main interface as follows:

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



5.3.10 Checking Employee

Search the employee information.

Enploree I

P
Enploree Hame

Check

Terninal Erplores

Enplores Checking

Search the employee information by the employee ID, Employee Name
and Terminal. Click [Check Employee] button to check the employee’s
information.

5.3.11 Department Management

Move the cursor to the department list and then click the right button of
your mouse. The menu pops up as follows:

Add dept ‘

Wodify dept
Delete dept

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

ok LCancel

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

[Modify dept.]

Choose the department which is going to be modified. Click [Modify
dept.]. The [Input Department Name] window pops up:

ok LCancel




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

[Delete dept.]

Choose the department which is going to be deleted. Click the right

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

FPlease confirm...

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Remark: Right button menu:

[@ select a1

@ Concel Seletion
7 Transfer Department
Copy Privilege

% Add Emploree

% Modify Enploree

% Delete Emploree



5.4 Record Management

y @ ) Enatis -P= Communication Nanagement Software ¥3.9.4 - ax
} Unit Menagement  Record Supervision  Employees Managemeni | Record Management | U Disk Menagement
= Text filel#, tat - 6
M 5ecin Date B 2011-11-08 - ) Export Format Text £ile(, ixt) Employee No. Length
& Export Field Ne.:Date/Tine;Terminal o Sta - Space symbol (Teb =
E8i= 2011-11-03 ~| | Search Export,
Bnd date po=iy | Time fermat yyyyna=dd hhoam:ss - Space symbol Length ! S
Record Search Export Record
= All Groups
Groupd
Group2
Group3
Groupd
Group5
Na, Namne Date/Time Status Status Description | Terminal No| Device 1D Device Name Dept Position ‘wiork Code | |dentification

5.4.1 Record Search

M) Begin Date Fri 12/17/2010 - @)
P End date Fri 12/17/2010 - | Search
record

Record Search

Set the Begin Date and End Date as follows:

3

=

4 December 201
S MT

ER=IrNI™S

EFME

12 15 14 1
19 20 21 2 24 25
26 27 25 29 30 31

L
1 2
5 6B T 8 9
5 16
v

Todsy

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



Ma. Marne D ate/Time Status Status Description  Unit Ma. Unit S/

» 379 Peter 32072009 10:28:10 AM | In 1 200
386 Jack 372072003 10:28:31 AM | In 1 300
387 May 32072009 10:28:34 &M | In 1 300

5.4.2 Export Record

Set the export format, export file and time format.

Export Format Text file (k. txt) ~ Emploree Mo, Length B
Expert Field Ho. Date/Time;Unit No.:Status - e st 3 >
E; t
Tins £ornat ¥¥yynn-dd Bhimniss ~|Space symbol Length 1 et

Export Record

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

Text filel:
C3V file(*
Excel filel#*. x1s)

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

[tam
[#]Date/Time
[#]Unit e
[Junit name
[¥]status
[J5tatus Kane
[JDepartment
[Fasitinon

Time format: 4 optional formats

yryy—mm—dd hhomm:=ss

wyyyn—d hhomm:ss

yy—mm-dd hhimm:ss
Ik

e

IV

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

Space symbol: Space symbol to separate fields

Space symbol length: Space symbol bit

After setting completed, click [Export record] button, open [Save as]
window, choose save file directory, input file name, click [Save] button. The
system prompts as follow:

System prompt

\_‘,t) Records have been exported to * E:\Test\Report\KQ-Rep. txt "




Click the button [OK] to confirm.

5.5 U disk management program *

U disk management program use for load the data from USB flash disk
to database.

Read the attendance record from USB flash driver, must make sure all
data store under G:\00000001 folder in the USB flash driver first. [G]: The
driver letter of the USB flash driver; [00000001]: is the terminal device ID.

The shows as following:

[ @ ¢ Enclizn -l Communication Nanagement Software ¥3.8.d

=
Unit Wanegenent  Record Supervision  Enployess Record U Disk

R

D Find U Disk | Read Becords  Restors Enployas Backup Employes
from Il Disk from U Disk to U Disk
Uf Disk Menagenent

=1 AllGroups
roup] .
roup2 .

oup3 7]
oupd e
aups

ooeDo

[2011-11-09 14 23-06]1[1]Open the door via softwars succssshull!

I 0% I
Read Records from the U flash disk: First click [Find U Disk] to fine
the path of the USB flash disk, click [Read Records from the U disk] the
system will auto read the data from U disk and export to local database.
The FacePass terminal only with “Read Records from the U flash
disk” function.




Restore Employee from U Disk: click [Restore Employee from U Disk]
button, the system will export the employee information data to local
database and fingerprint template to root index “Template” folder.

Prompt: If the local database has had this record aleady, the system will
prompt “record repeated”.

Backup Employee to U Disk: The database of the existing employee
information and fingerprint template, backup to U plate

5.6 System settings

Click the icon [=] on the top left corner, the menu pops up as follows:

-
/ Basic Parameter Setting
A TAk state Setting
)Ty Timing Downloading Eecord
2 B
| Wanagement FT setting

Jjj] Database linking setting

= Exit system
~

5.6.1 Basic parameter settings

Click the [Basic Parameter Setting]. The [Basic Parameter Setting]
pops up:

B Basic Parameter Setting

Easic Parameter

Com Part Communication delay time(1-5] Seconds

]

Metwork Communication delay time{1-20) Seconds
[ Communication Failed, automatically exit current operation
[~ InReallime Monitaring, voice prompts "Departmsnt Nams"

[ Clear the data after downloading

ok LCancel




Com port Communication delay time (1-5) sec.: The default time is 3s.

Network Communication delay time (1-20) sec.: The default time is 5s.

o Communication failed, automatically exit current operation: If timeout
is larger than ‘Communication delay time’, software will automatically exit.

o In Real-time Monitoring, voice prompts “Department name”: During
real-time monitor, if employee is access granted, the software will voice
prompt employee department and name.

o Clear the data after downloading: After downloading records
completed, delete the record downloaded from machine automatically.

Click the button [OK] to save the setting.

5.6.2 T&A Status setting

Click the [T&A Status setting] option, and the [T&A status setting]
window pops up:

T&A Status setting EJ

! 5
® ) Please soititin ascending order.

Status value  Symbol Status Descriprion
»I— n
10 Out

Upload to the selected terminal \

Click the state which is going to be modified. Input the status

description.
[Upload to the selected terminal]: Upload the T&A status from the

selected terminal.



5.6.3 Timing Downloading Record

Click the [Timing Downloading Record]. The [Timing Downloading
Record] window pops up:

Timing Downloading Record

D ownloading Time: ‘

Time: [ 0000 = Add Delete Time
oK Caneel

Enable this function by choosing the [Run Timing Download Record].
You can set 5 time point.

Please use the button [=7] to set a time. And then click the button [Add]
to add the time to the [Downloading Time].

Click the button [OK] to save the setting.

5.6.4 Management PWD Setting

Click the [Management PW Setting]. The [Modify management
password] window pops up:

B Nodify management password

0ld Prad: |

Mew Prd: |

Carfirm Pesd |

oK LCancel

[Old password]: Default password is empty.
If user has modified password, please input this password which is
used to log on system. If it's wrong, system will prompt,

System prompt

Click [OK] and input old password again.
[New Pwd]: the password user wants to set.



[Confirm Pwd]: Input new password again to confirm.
If confirm Pwd is different from new one, system will prompt:

System prompt

Click [OK] button to input confirm password again.
After modifying completed, click [OK] button to save new password and it prompts:

5.6.5 Database linking setting

Click the [Database linking setting]. The [Data Link Properties] window
pops up:

Provider | Connection | Advanced | All
Specify the fallowing to connect to Access data:
1. Selact or enter a database name:

[E: WTest WIASO00WALL1ALL2003. ndb

2. Entet infarmation to log on to the database:
Username:  |idmin

Blank password [ Allow saving password

Test Connection

[ OK ][ Cancel ][ Help ]

Click [:=]] button beside [1. Select or enter a database name:] to
choose the linking database directory. And then choose database name,
click [Open] button to confirm database linking and exit to [Data link
properties] interface. If the database has set [User name] and [password]
already, we must input [User name] and [password] in [2. Enter information
to log on to the database]. After completed, click [Test connection] to test the



connection correctness of the database and system prompts:

ft Data Link 3]

‘,t/ Test cormection succeeded.
5

Click [OK] button and it goes back to [Data link properties] interface.
Click [OK] button and system prompts,

System prompt &‘

\_‘,:/ efcbenn mmomifiag mmeenmrdl Hlorro modbes din meliesl

5.6.6 Exit system

Click [Exit system]. It prompts:

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

5.7 User interface configuration

5.7.1 Interface skin color

Shift the skin color by press the button @ < ]. The style is Windows XP
system style.

5.7.2 Change the software language

Choose the language in the option [ == V.



5.7.3 Set quick access button

Move the cursor to the icon [Synchronize time]. Click the mouse’s right
button. It prompts:

= [ 1 Enghaan o L Time and Attendance Communication Program ¥1.83 - o x
— Uit Wanagement | Eeeord Supsrvision  Esplerees Basagement  Becord Danagoment
mEZEs Q A @ P 9 j D a8 &
Add Medify Dalats 1,-..4T r... raneiCromy | Demslasd  Densla x Cle wr T | Te—
Unie i Wain Lt Mtl ta U ek Aecass Too .Jlull i nge AtLings e racerd  all racerd  recer. Eaplorest  Eaplorest
Terminal Banapnent Wit Wansgesent

Click the item [Add to Quick Access Toolbar]. And then you can see the
quick access button on the toolbar as follows:

= [ 1 Enghaan -@ B Time and Attendance Communication Program ¥1.83 - o x
PR —  e LAE] peat Basord anmgement
o | Hack
o ; 3 5 @
sg& Q b Q@ 0 D@
Al Madify 1,-..4. V| Luaguaps Ring  Tima toniCromy | Dowmlosd ﬂml‘ sl Clewr j - -
Vet Yadt 1 o | Syechresize ties attings Tattings | maw ras ord a1l raserd vacerd | Baploress  Eaplorsss
Terminal lnmarm Wnat Mansgessnt

Move the cursor to the quick access button. And then click the mouse’s
right button. It prompts:

| @ 0 B .,[4} = Tiac ml Attendance Comaunication Program ¥1.63 — =
: Eeacve froa duick hecans Toolbar
) Unit Banagement | Eeeord Sop ERFIEEeT m(ul\rl Nansgrment
nEs O @ © 0O MDA
Adi  Wadify Dalets | Synebronizs  Tnitialize | Terminal Fing  Tine sana/Crom | Dewsla l ﬂml‘ sl Cler Buslogp T
Unie i Wain tinge it PArsAAtar  Tettings gatting: saw raserd Al recer 4 recerd Eagliress  Eaplorsss
Terminal Banapnent Wnat Mansgessnt

Click the item “Remove from the Quick Access Toolbar”.



Chapter6 FAQ

Frequently asked questions and answers




6
6.1

6.2

6.3

FQA

Fingerprint has enrolled but often gets failure in identification.

Reason

Solution

1. The fingerprint was not

captured properly

Enroll the finger again. Please refer
to illustration of pressing finger.

2. Direct sun light or too bright
light

Avoid direct sun light or other bright
light

3. Too dry finger

Too wet finger with oil
cosmetics

or

1, Touch the forehead to increase
oily level of the finger.

2, Clean fingers with towel

when punching in/out

4. Low fingerprint quality with | Enroll other fingers with better
callus or peeling quality
5. Wrong way in placing fingers | Please refer to illustration of

pressing finger.

6. Latent fingerprint the

surface of sensor

on

Clean sensor surface ( adhesive
tapes recommended)

7. Not enough finger pressure

Place the finger evenly on the
sensor with moderate pressure

8. Influence by fingerprint image
change

Enroll fingerprint again. Please refer
to illustration of pressing finger.

No records found though staff have clocked in/out.

Reason

Solution

1. Unit power break for a long
time (time turn to zero as default)

Synchronize the time

2. The record hasn't been

downloaded.

Please download the record from
the device.

3. The capacity has been fully
occupied.

Please clear the records in time.

Reason

The machine cannot connect with PC.

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or
cable hardware problem

Plug the cable firmly or change
another cable




3. Not able to connect COM
(wrong COM No)

4. Not able to connect TCP/IP | Refer to the manual for connecting
(wrong setting) Time Attendance terminal

Please enter the right COM No

6.4 Clock’s time works fine, but FP scanner is off, Employee cannot attendance

Reason Solution

1. Unit in dormancy status Press any key to activate.

1. Please exit the system by clicking
[Exit system] .If quit abnormally,
the device will resume collecting
fingerprint every 1 minute.

2. Eliminate the interference of the
route.

2. The device is on
communication or the route has
been interfered.

3. The capacity has been fully

. Please clear the records in time.
occupied.

6.5 We do not use the ID + fingerprint mode to verified.

Reason Solution

1. Wrong ID entered Enter the right ID

2. This user has no right to use | Set 1:1 identification method for this
1:1 identification method user.

6.6  The unit beeps automatically when no one punches in/out.

Reason Solution
1. Direct sun light or too bright | Avoid direct sun light or other bright
light light
2. Latent fingerprint on the | Clean sensor surface ( adhesive
surface of sensor tapes recommended)

Please note: Should you have any other problems, please kindly email us the log files in

zip or rar (The log files are in Log directory in the installation directory of the software)!



