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PREFACE

Honorable customers:

Thank you for choosing products from Anviz Global Inc. Our products contain world cutting edge
technologies like Fingerprint/card Recognition, Computer Communication, as well as
Microelectronics. With the combination of three technologies: Electronics, Optics, and Computer
Communication; Anviz Global Inc. is fast becoming the first choice for standalone time &
attendance products for enterprises with its strong functions and veracity. Please read the user
manual carefully before installation. You will have a general understanding of product functions
and basic knowledge of installation, debugging, maintenance, application and management to

better use this product.

Our product adopts the latest fingerprint and RFID recognition technology. It will bring enterprises
the unparalleled reliability and convenience. In which users will get many benefits from using our

products.
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Software Operation flowchart

This software includes: System Parameter, Department Management, Employee Maintenance,
Shift Management, Employee Leave and Statistic Report etc. It is not enough to only understand
the function of each module, but to know the relationship between the module and the system
operation flowchart. Thus, you can get the correct report.

Employee Software operation flowchart is as following.

Set T&A rule statistic rule, company

1. System Parameter )
name and leaving class

-

2. Department management Add, delete and modify departments.

-

3. Employee Maintenance Add, delete and modify employee.

import and transfer emblovee

-

4. Shift Management Set timetable and shift.

-

Allocate employee shift or temporary

. Empl hedul
5. Employee Schedule Shift

-

Collect records from the device or

6. Record Collection import the backup record file

-

AAALL DD

7. Exception Management

L

8. Statistic Calculate Track and calculate records report.
Create the T&A report

1. When running the software for the first time, please set parameters including company name,

Forgot clock in/fout Collective late/early.

time attendance rule, statistic rule for early, late, and overtime etc. Make sure the system
parameter is complied with the enterprise management requirement .When finishing the
parameters configuration; you do not need to modify the configuration unless the

management rules change.

2. Normally there are many departments in one company and all departments need to be input
manually unlike importing the employee list directly. Department setup should be completed

before employee maintenance.

3. When running the software for the first time, please put employee information in Text file (*.
txt) or MS Excel file (*.xIs) format according to the requested format. For the requested

employee information format, please refer to the chapter [Import employee List] so that all

II
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employee information can be imported to the system at one time. Employee can be added,
deleted, modified and transferred to new department in future.

4. According to different company work conditions, please edit the timetable (the period from
on-duty time to off-duty time) ahead and then set shifts.

5. After the shift setup, you must allocate the shift to employee. Each employee can only have
one shift each day. Please note the beginning date of the shift. After shift allocation, we can
see the arranged working date and time for employee clearly.

6. Attendance records are stored in the time attendance device. So please download the
records from the device before report calculation. In addition, employee information and
fingerprint templates can be uploaded and downloaded between the device and the software.

Please refer to Chapter 4 for more information.

7. If an employee has to leave for business or personal reasons, or if the employee forgot to
clock in or out, please deal with it in time in the software to ensure the accuracy of the statistic

report.

8. After all the above mentioned operations are finished, you can calculate and get the report.
You can get different statistic reports, such as the report of all employees , the report of some

department employee, the report of a certain time period.

In the software [Attendance Calculating and Report] interface, please select department
/employee and the beginning /ending date first, then press [Calculate]. The software will
automatically search and check the validity of the records. There may be some invalid records
stored in the device, such as one employee may press his finger twice one time. Normally one of
the records will be regarded as invalid. If there is any error in the software calculation, the

administrator can modify the records manually to ensure the accuracy of the result.

Note: From the above flowchart, we can see that if there is any error in calculation report, the

possible reasons are as following,
® Attendance rules setup is incorrect.
® Employee shift or temporary shift is incorrect.
® Dealing with employee business leave/personal leave/forgot clock in/out is incorrect.

® Attendance records calculating and checking is incorrect.

III
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OUFTIgM® Product Introduction

This chapter mainly introduces the advantage,
performance and functionality for C2/C2C

fingerprint and card identification device.
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1 Product Introduction

1.1 Terminal Interface

The C2 is a genuine breakthrough in biometric identification terminals, which fully
integrate fingerprint identification, RFID, multimedia and embedded system. And also
utilizes High Definition TFT LCD, ARM system platform to ensure terminals performance

C2C is a profession attendance device which provides multi-identification methods (card
and password authentication) to meet different customer needs.

%
q,
®

C2 fingerprint C2C RFID
identification Terminal Identification Terminal

1.2 Model and Function

Model Features

20000 Cards, 200000 Records16 Customizable T&A States Support
C2C | USB Device & Host, TCP/IP networking, Standard EM RFID, Optional
Mifare Card, Webserver function.

C2 3000 Fingerprints, 50000 Records, Optical Fingerprint sensor. Include
all the functions of C2C, Optional Mifare Card, Webserver function.
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Tl Operation Guide

This chapter mainly introduce C2/C2C fingerprint
and card identification device appearance,
operation (Include how to add / delete users and

how to set system parameters, etc.).
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2. Operation Guide

2.1 Key Instruction

Key Function
0-9 Digital Number Key
FN Work Code
IN/« OUT/+» Status/Direction key
M/+ Menu / EXIT
C Delete Key
OK Confirm Key

2.2 Product Power On

After connecting the power supply to the device, the device will start automatically. The
interface is as following.

© 02:37"

2-08-2011 02:37:15PM Press M to Access Menu

In the standby interface, you can make the attendance records. You can also input
administrator password to enter the system management menu.

2.3 Menu Management

In the standby interface, input “0” and Press [OK], the system will prompt: “Please input
password”. Input the default password “12345”.

ID# [

Password [T

22-08-2011 02:37:15PM MenwExit

Press [OK] to enter the [main menu].
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231

23.11

Main Menu - Manage User

e A
' 4 = =
Manage User Comm.Setup Pen Drive

L 4 T diit

Clock Setup Clock Information Search Record

22-08-2011 02:37-15PM M=Return OK=Enter

In [main menu], press number keys (“1”,72”,"3”,"4”,”5",”6”) or [IN/«], [OUT/—] key to
select and operate [Manage User], [Comm. Setup], [Pen Driver], [Clock Setup], [Clock
Information] and [Search Record] options.

User Management

Select [Manage User] option, press [OK] to enter the [Manage User].
In [Manage User], you can “Add”, "Modify”, “Delete” and “Search” users.

Main Menu - Add User

[ 4

Modify User Delete User

Search User

22-08-2011 02:37:15PM M=Return OK=Enter

Add User

Press number keys or [IN/«—], [OUT/—] direction key to select [Add User], press [OK] to
enter editing user interface.

Enroll New User

Userid  |GEIE PW ]
N T
Enroll FP Setup Admin (G

MatchMode Setup

Save/Next

2208-2011 02:37:15PM M=Exit
[User ID]: User ID number, the valid ID number range are 12 digitals.

[PW]: Register User password, the valid password number range are 6 digits. The user
could be verified by inputting ID and Password.

[Name]: The user name need upload by attendance software.
[Card #.]: Register user card. The user could be verified by card.

[Enroll FP]: Register user fingerprint, each user could register max 10 fingerprints. The
function is available only if the device has FingerPrint module.

[Admin]: Set the user administrator privilege of operating device. "No” as a normal user
who can only make daily attendance.

Normal User Only make daily attendance.

Admin Super Admin: Have all privilege of operating device. Default ID is ‘0’ and

5
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Password is "12345”.(Set in “Clock setup”-“Advanced Setup”-“Admin
level”)

Admin: Have 4 levels. Each level has different privileges. Please refer
to 2.3.4.3.4 Admin level).

[Match Mode]: 1. The system default verify mode: Set the user verify method as the
system default verify method. 2. Personal verify mode: Set the verify mode only for
current user.

After setting, press [M] to save and exit.

Example: The steps for adding a new user.

Step 1 Input user ID:

Input user ID from keypad. Press the [C] to delete and re-enter, press [OK] to confirm.
Step 2 Register Password:

Press [IN/«], [OUT/—] key to fix the cursor in “password” field, input the password, and
press [OK].

Step 3 Register card:
Swipe RFID card on Card Read Area.
Step 4 Register Fingerprint:

Enroll FP

User ID 8108

0]

\lllj

Place Your Finger

1 02:37:15PM M=Save and Exit
The default fingerprint registering order: 0, 1, 2, 3,4, 5,6, 7, 8, 9.

Select one finger to register by pressing number keys or [IN/«], [OUT/—] key , then
press the same finger 2 times in correct way following the prompt voice.

Step 5 Admin Setup:

Press [IN/«], [OUT/—] key to fix the cursor in “admin” field, set the user as administrator
or not.

Step 6 Match Mode:

Default Venification Method

Default Method ID+FP

Fingerprint Only ID +PW + FP

FP+PW Card Only

FP + PW + Card Card + PW

ID + Password Card +FP

22-08-2011 02:37-15PM M=Save and Exit

Press [IN/«], [OUT/-] key to set the verify method as default method or other personal
method.

Save/Exit user registration: Confirm the registered information is correct, then press [M]
to save and exit.
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2.3.13

23.14

Modify User

Press number keys or [IN/<-], [OUT/—] key to select [Modify User], press [OK] to enter
[Modify User] interface.

Madify User

User ID
Name
Enroll FP
MatchMode

FW

ot
Setup
Setup

Admin

Save/Next

22-08-2011 02:37-15PM M=Exit

Input the user ID to modify, and press [OK] to confirm. The user information will display
automatically, and now you can modify user information .Press [M] to save.

Delete User.

Press number keys or [IN/«], [OUT/—] key to select [Delete User], press [OK] to enter
[Delete User] interface.

Deleter User

User ID
Name
Enroll FP

8108 PW

B o

Setup

Admin

MatchMode Setup

Save/Next

22-08-2011 02:37:15PM M=Exit

Input the user ID to delete and press [OK] to confirm, the system display as following.
®  Prompt Message

Successful

Press [OK] to confirm deletion.
Search User
Press number keys or [IN/«], [OUT/—] key to select [Search User], press [OK] to enter

[Search User] interface.

User Search

User ID 8002 Search

Card NO

22-08-2011 02:37:15PM

Move the cursor to the user ID field and input user ID, For example: 8002. Press [C] to
delete when input error and input again, then press [OK] to confirm. And press [Search]
the use information will display in the list.
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2.3.2

2.3.3

Communications Setup

In main menu, select [Comm. Setup] and press [OK] to enter [Comm. Setup] interface.

Time Clock Communication Setup

Real Time
Comm. n

IP Address
Mask
Gateway

Server IP

22-08-2011 02:37:15PM M=Save and Exit

[Real Time]: “Disable”, inactivate the Real Time Monitor function. “Enable”, the device
will upload the attendance data to the server on real time.

[Comm.]: Set the T&A device communications method.
® Server Mode: Normal TCP/IP mode.

® Client Mode: There is one computer which works as the server for this T&A device.
Set the server IP in T&A device first, then this device can only connect to the
computer with TCP/IP mode.

[IP address]: The T&A device IP address for TCP/IP communication mode.
[Mask]: Sub mask.
[Gateway]: The default gateway for the LAN.

[Server IP]: Set the management server IP address for T&A device when use the client
communication mode.

Pen Driver Setup

Export the user information, fingerprint templates, attendance data .etc. from the T&A
device to the management software via USB flash driver. Or export the user information
and fingerprint templates to another T&A devices.

In main menu, select [To Pen Drive], press [OK] to enter [To Pen Drive] interface.

Main Menu - Add User

r &

To Pen Drive Upload To Clock

22-08-2011 02:37:15PM M=Return OK=Enter

2.3.3.1 To Pen Drive

Plug the USB flash driver to device to download user information, fingerprint templates
and attendance data.

Press number keys or [IN/<—], [OUT/—] key to select [To Pen Drive] to enter the
following interface.
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2.3.3.2

Download

All Records MNew Records

All Users ‘Some Users

22-08-2011 02:37:15PM M=Save and Exit

[All Records]: Download all users’ attendance records. When the system prompts
download successfully, it will generate a folder named Anviz-c in USB pen driver. In this
folder, there is an attendance records file named as: KQ.

[New Records]: Down load all new attendance records. When the system prompts
download successfully, it will generate a folder named Anviz-c in USB pen driver. In this
folder, there is an attendance records file named as: NKQ.

[All Users]: Download all user information and fingerprint templates. When the systems
prompt download successfully, it will generate a folder named Anviz-c in USB pen driver.
In this folder, there is a user information file named as: YG and fingerprint templates file
named as: ZW.

[Some Users]: Download designated users’ information.

Download Users

usero R

M=5ave and Exit

Move the cursor at the user ID field, press [OK] to activate user ID field to input the User
ID. Press the [C] to delete when input by error, then press [OK] to confirm. Press the
[Add] to add the users to the list. Then press [IN/«], [OUT/—] to select [Done] to
download.

Notice: All records and all new records are downloaded to the user attendance records
files: KQ, NKQ.

What download are users’ basic information, fingerprint templates .The files are: YG,
ZW NYG,NZW.

Upload To Clock
Upload users’ information and fingerprint templates stored in USB flash driver to the
T&A device.

Connect the USB flash driver to device USB port. Press number keys or [IN/<],
[OUT/—] key to select [Upload To Clock], and press [OK] to enter the following interface.

Upload

All Users

Some Users

Upgrade

22-08-2011 02:37:15PM M=Save and Exit
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234

2341

Select [All user]/[Some user] and press [OK] key, will upload the “YG”, "ZW” or “NYG”,
“NZW” two folders to the attendance device. If the two folders not existed in USB pen
driver, it can’t be uploaded successfully.

[Upgrade]: Upgrade the firmware for the device. The USB flash driver must store the C5
device’s firmware file.

Note: Please put the files under the root directory of USB flash.
Clock Setup

Set the system parameters including [Time Setup], [Display Setup], [Advanced Setup],
[Other Option], [Self Test].

In Main menu, select [Clock Setup] and press [OK] to enter [Clock Setup] interface.

Main Menu - Time Setup

8 <

Time Setup Display Setup Advanced Setup
g ‘ I
Other Options Self Test

22-08-2011 02:37:15PM M=Return OK=Enter

Time Setup

Select [Time Setup] and press [OK] to enter the [Time Setup] interface.
Time Setup

Time 11:45:35 Set
Date 22-08-2011 Set

DST Setup

22408-2011 02:37:15PM M=Save and Exit

[Time/Date]: Set the device time and date .The device time date and time should be
correct in order to guarantee that the attendance time is correct.

[DSTY: It is daylight saving time. Normally in summer set few hours forwards, and set
few hours backwards time in autumn.

“Enable/Disable” means active the DST or inactive the DST function.

There are two modes for DST. One is set as Date mode. It is means set a specific date
as DST’s Date note. The other is Week mode. It is means set the fixed week cycle for
DST.

DST Setup

DST

Modify

DST Starts | w[mon
[v|

|'¥ | 14-46:00

DST Ends

22-08-2011 02:37:15PM M=Save and Exit

[Modify]: Modify forwards the daylight saving time as N hours.

10
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2.3.4.3

23431

[DST Starts/Ends]: Start date and end date of Daylight saving time.
Display Setup

In [Clock Setup] menu, select [Display Setup] and press [OK] to enter [Display Setup]
interface.

Time Clock Display Setup

Language

English

DateFormat

L= el 24 Hour Format

FP Image

2208-2011 02:37:15PM M=3Save and Exit

[Language]: Select the device display language you need. The default language is
English.

[Date Format]: There are three date display formats in the system: DD-MM-YYYY,
YYYY-MM-DD and MM-DD-YYYY;

[Time Format]: The system time display format: in 24 hours and 12 hours;
[FP Image]: The LCD displays the fingerprint image or not when user makes
attendance.

Advanced Setup

In [Clock Setup] menu, menu, select the [Advanced Setup] and press [OK] to enter
[Advanced Setup] interface.

Main Manu - FP Proomsion

%

Clock OpSorn

FL08-2011 02 3T 150 M=t CHC=E s

FP Precision

Press number keys or [IN/«], [OUT/—] to select [FP Precision], press [OK] to enter [FP
Precision] interface.
Fingerprint Matching Precision Setup
1: N
1:1
AutoUpdate
VerifyMode

90% bl
90% v
NO v

Setup

All user verify

Setup

22-08-2011 02:37-15PM M=Save and Exit

[1:N]: The fingerprint to be scanned will be matched with all the fingerprint templates in
the database automatically. The recommended value is 50%.
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[1:1]: Input the user ID first, then press the fingerprint or input password. In this mode,
the fingerprint to be scanned will be matched with the fingerprint template of the specific
user ID. The recommended value is 50%.

[Auto Update]: In the process of verifying fingerprint, the system will replace the old low
quality fingerprint template with the new high quality fingerprint template. Keep the best
fingerprint template in device and avoid multiple verification.

[Verify Mode]: Set the system default user verifying methods, including “Fingerprint
Only”, “FP+PW”, “FP+PW+Card”, “ID+password” , “ID+FP”, “ID+PW+FP”, “Card Only”,
“Card+PW”, “Card+FP”.

[All user Verify]: Set verifying methods for all users. Now all the users will be set this
same verifying method.

Note: The function is only available for C2.
IN/OUT Att. Setup

Press the number keys or [IN/<-], [OUT/—] to select [IN/OUT Att. Setup]. Press [OK] to
enter [IN/OUT Att. Setup] interface.

In/Out Attendance Setup

Re-verify Interval(0-250) [
Log Capacity Warm(0-5000) KRG
Real Time

Auto In/Out Status Switch Setup

22-08-2011 02:37:15PM M=Save and Exit

[Re-Verify Interval (0-250)]: The time interval between repeated attendance records for
the same user. Default is 0 which means you can make records continuously. If the time
interval shorter than this value, the system will prompt already passed and only save the
first record.

[Log Capacity Warm (0-5000)]: If the rest memory space for the records is less than the
threshold value, the device will alarm automatically and remind the manager to delete
the records timely. Please backup all data first before delete records.

[Real Time]: “Disable”, inactivate the Real Time Monitor function. “Enable”, the device
will upload the attendance data to the server on real time.

[Auto In/Out Status Switch]: Select [Auto In/Out Status Switch], and press [OK] to enter
the following interface.

Auto InfOut Status Switch

(1 [~}

00
00
00
00
00

M=5ave and Exit

According the different work conditions set the time point to switch attendance status.
You can set 10 time points max.
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2.3.4.3.3 Device Option

Press number keys or [IN/«-], [OUT/—] key to select [Device Option] menu, press [OK]
to enter [Device Option]

Time Clock Options

Password 12345

Device ID 1

Time point 03:00:00

Reset to factory settings

22-08-2011 02:37:15PM M=Save and Exit

[Volume]: Adjust volume of device prompt voice. The volume range is: 0-5.
[Password]: Password for enter management menu. The default password is: 12345.

[Device ID]: Device ID (1-99999999) is the unique identification mark for each unit. If
different devices use the same device ID in the same network, software can’t work well
or get error when communicating. So make sure that each device in the same network
has its own device ID.

[Reset to factory settings]: All data will be lost after system initialization and system will
resume to factory configuration, please caution when initialize.

Notice: Device ID in the device menu must be same as the Device ID in the time
attendance software. Then the device can communicate with time attendance software
successfully.

2.3.4.4 Other Options

In [Clock Setup] menu, select [Other Options] and press [OK] to enter [Power Manage]
interface.

Main Manu - Powar Marage

Perwir Mnags

23-08-2011 02T 15PN KSRt O oE it

23441 Power Manage

Press number keys or [IN/<-], [OUT/—] key to select [Power Manage] menu and press
[OK] to enter [Power Manage] interface.

Time Clock Power Manage

Sleep Mode Q=T v

22-08-2011 02:37-15PM M=Save and Exit

[Sleep Mode]: Enable/Disable the sleep mode (Close Display and Screensaver).
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2.3.5

2.3.6

[Sleep After]: Set device beginning time for timing sleep mode when without any
operation on the device. The range is: 1-15 minutes.

Notice: Timing sleep means the device will enter sleep mode after timing sleep time
passed when there is no operation on the device. You may press [OK] to wake up the
device.

Self-Test

In [Clock Setup] menu, select [Self-Test] and press [OK] to enter [Self-Test] interface.

Time Clock Self-Test

FP Sensor Test LCD Test

Keypad Test Woive Test

I208-2011 02:37-15PM M=5ave and Exit

Test FP Sensor, LCD, Keypad and Voice by following functions: [FP Sensor Test], [LCD
Test], [Keypad Test], [Voice Test].

Clock Information

Check the system basic information, including product model, serial number, company
name, etc.

In main menu, select [Clock Information] and press [OK] to enter [Clock Information]
interface.

Time Clock System Information
sl I
Senal#
Company

Fingerprint
User
Record

FirmwareVe

22082011 0237-15°M
[Model]: Production model.

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

[Company]: The user company name which can be modified by updating the firmware.
[Fingerprint]: Display the registered fingerprint number and the total fingerprint capacity.
[User]: Display the registered employee number and the total employee capacity.
[Records]: Display the stored attendance records number and the total records capacity.
[Firmware]: The system firmware version information.

Press [M] key to save and exit to the previous menu.
Search Record

In main menu, select [Search Record] option and click [OK] to enter [Search Record]
interface.
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Maen My - ASsndancs

MaRwtam Ok eEnter

Select [Attendance] press [OK] to enter [Attendance] interface.

2.3.6.1 Attendance

Records Search

UsorD [ Sexb

User ID Time ‘WorkCode T&A Status

22-068-2011 S15PM M= Exit

Press [OK] and fix cursor to user ID field, input user ID and click [OK] to confirm, select
[IN/«], [OUT/—] key to move cursor to [Search], click [OK] to confirm, and all T&A

records of this user would be displayed as following.

Records Search

User ID Time WorkCode T&A Status
1 2011-08-28 14-28-220 IN

22-08-2011 02:37:15PM

Press [M] to save and return to previous menu.
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OQETNEIRE System Installation

This chapter mainly discusses the installation and
un-installation of T&A software as well as the
hardware and operation system requirement.
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3.1

3.2

System Installation

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

Running Environment

Hardware environment:

Pentium 11266 and above; PentiumIII500 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;

System Installation

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

Click [Installation] to continue installation (see the picture below):
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Biometric & RFID Technology

R | English Spainsh | Argentina, Italian | Romanian |

Russian | Portuguese Polish | French Hungarian| Croatian |

Please select local dialect:

Please select the installation path
D\

Previous. Next

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

ANV'Z world Leader In
Biometric & RFID Technology

Previous | Installation |

Please confirm the installation list and click “Install”.

Prompted

Jake sure to instell?

Click “Yes”.
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The installation will be done after seconds (see the picture below):

ANVIZ o
Biometric & RFID Technology

R \Softwar\AIl-Lic\AIN Lite 1% NoPhoto.bmp

NANVI2

[¥] Create a desktop shortcut
[¥] Create a program group shortcuts

[¥ Run Program

Finish

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

desktop.
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QTN 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.
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4.1

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.

Log in System

Double click the icon [@] on the desktop to start the attendance background
management program. The log-in interface will pop up as follows:

Password:

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

{0) Anviz Intelligent Manage:
System HRManagement TAmanagement ~Exception Data Maintenance Device Management Help

AL\ VAV

8 & ¢

Schedule

\_’
e o= |

T
Rocord Repon CoxData

2013-09-0315:1207 Admin Anviz Intelligent Management System Be True & Safe

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

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

3. Status column: Show the current time, logged-in administrator and system
information.
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42.1

System

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

‘ Parameter Settings

8¢ Adninistrators

Administrator’ s Pazsword Set

Modified Record Log
Managzing Leg

DataBaze Linking

Exit System Ctrlti

Parameters Settings

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

#) System parameters setting E]

o5 || Stat. Rules || Leave class || Field definition

asic info

Unit Mame: |head office

Common Fuls -

A workday count as 480 (4] Minute: shift expands bwo days
(@ Count as the 1st day
) Count as the 2nd day

i
[Nat clack incount as late |50 (#]] pinute

[
[ Mot clock out count as early g0 Ei Minute:

; Overtime Caloulation
Clondy |9 Bl in aatier clockin court as avertins

0
Normal Day
Doty |50 F] i leter clock-out count as ovestime 0
wieekend
[] deduct the 'On duly % minutes earlier' f
Festival
[ deduct the 'OF duty 3 minutes later

Basic parameters:

Unit Name: Set your company name, the default is “Head office”. Input your company
name that will be deemed as the head of departments list.

Common Rule:

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.

The minimum time that can be calculated as overtime before on duty time or after off
duty time.

The “X minutes” will be automatically deducted from the total overtime if you select the
item “deduct the on duty X minutes earlier/later”.

“Shift expand two days” is set under real condition.
Stat. Rules:

Click page [Stat. Rules], following shows:
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#) System parameters setting E|
Basic paramters |{ Leave class | Field definition
Stat. ltems:
Stat. Rule

Late Unit Set
Early
Business Leave Uri; | Day b/
Leave 10
Absence Minirmnurm:
Stay away
Ovwertime:
Free Overtime Round-off control

) Round down

() Round up Round at tatal

(% Round off [ Accumulate by times

This page describes the stat. rules of items: normal, late, early, business leave, leave,
absence, stay away, overtime, free overtime.

Unit Set: Set the accounting unit and minimum time of stat time.

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

Accumulate by times: Only calculate the total times, display the accumulated times in
report.

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], following shows:

0 System parameters setting El
Basic parameters | Stat. Rules :EESI\;E aag; Field definition
s
4ppend  Delete  Modify
Narme Colar ~
[ cdministration Depat Leave Clagg, Administration Deparimen!
R&D
Sales Show Color M Ped D
Indicating Symbol
v

Add new leave class:

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

Modify 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].

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

Field definition:
Click page [Field definition], following shows:

#) System parameters setting E|

Baasic parameters | Stat. Fiules | Leave class | Field definiion

Field Mame : |Inci Input new field value:

Chirese:
English

This page add the corresponding value for [Nation], [Specialty], [Position] [Education] in
menu [Employee maintenancel].

Administrators

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

# Adwinistrator set 3

i
- | | (5
sppend Delete Wodify

Name Administrator:|A4min

3 dmin Dept operable: [z] Iterns: operable: [z]

¥ head office
7 4D
W RiD
¥ Sales
W FiD

! ! The new administrator has & default passward: BE8EE8.

Append new administrator:

Click [Append]—input the name of new administrator in the 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 using the administrator mode, you need to set the privileges for every
administrator with which the administrator can modify the operation items after he logs
inyo 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.
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4.2.4

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 which need to be deleted and click [Delete] to finish
deleting according to the prompt.

Administrator’s Password Set

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

o Administrator modify password

0id Pt |
Mewe Pred:
Confirrn Prd:

Input the original password in [Old Pwd], enter the new password in [New Pwd], enter
again in [Confirm Pwd] and click [OK] to finish.

Modified Record Log

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

# Attendance record medification log =3
Search Restors Close
Time Range

Depament|§ head oifice v | Employee No 41 v Fem[2010121 v |[ ooom 3] Tolamndze v |[2amass 3

Department Employee No._ Name Clocking Time State Modiy type | Reasons Adinistretor
¥

< >
BecordCount: 0

Select department, employee No. and time range, click [Search] and those records
which match the above condition will be displayed.
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4.2.6

) Attendance record modification log

E )
L) 5
gearch Bestera Closs
Deprtment | ] Hoad ofice
Denaent Slathes M
nom
1001
:
* £
<
Lecordlomt ]

Time Flangs
w Sl Na Al w»  Fom B 31 ddin TR

Harre Moy Tows Eagie Modivioe  Ressorn Adrrweibiston
20080802 12 3000 Cloch Ot And Fuigentin chock avioul A
00508 02 05 3000 Clock I ] Frorgettirg clock infet Ademin

L] et eg B ] Clock.In Agd Forpetting clock invout A

] 0050802 120000 Cloch Ot A Frageiirg cleck ol Acdvan

§ 0050801 130000 Clock Out Ak Foegeitng clock ot Admn

] 200 et Clock In A Foagsitirg) chock v A

Click [Close] to exit.

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].

Managing Log

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

a Administrator operation log

i

Search Cloze

Administratar | Al

D Name
pL JAduin
21 Adriry

20 Admin

19 Admin

18 Admin

17 Admin

16 Admin

15 Admin

14 Admin

13 Admin

12 Admin

11 Adriry

10 Adrir

3 Admin

8 Admin

7 Admin

E Admin

<

v

Time Range

From | ENE- 314 |w

Managing Time

2009-4-13 11:53:48
2009-4-13 11:53:30
2009-4-13 11:51:47
2009-4-1311:49:33
2009-4-1311:4410
2009-4-13 11:43:21
2009-4-13 11:42:38
2009-4-13 11:41:53
2009-4-13 17:40:55
2009-4-13171:36:39
2009-4-1311:3216
2009-4-13 11:2510
2009-4-13 11:24:47
2009-4-13 11:24:41
2009-4-1311:24:21
2009-4-13 11:23:08
2009-4-10 18:01:06

ooom 2

Remark

Operating system parameter settings
Operating system parameter settings
Operating system parameter setlings
Operating system parameter settings

Clear the data before * 2009-03-01

Operating buzsiness leave/leave
Operating buzsiness leave/leave
Operating business leave/leave
Operating business leave/leave
Operating festival/haliday setings
Operating system parameter settings
Operating system parameter settings
Operating system parameter settings
Operating system parameter settings
Lirk the database ta

Operating system parameter settings
Operating system parameter settings

To | 2003 413 |+ | |235389 %

v
>

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.

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:
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3 Database connecting failed, Please collocate the databaze again
Click [Database linking] in system menu, the following springs.
B Data Link Properties g‘
Pravider |Connection | Advanved | All
Spacifythe fallowing to connect to Access data:
1. Selector enter & datahase name:
E:\Tezt\Eackgroup manazementiAtt2003. ndb
2. Enter infarmation to log on to the database:
User name: Admin
[¥] Blank password [ Allow saving password
[ ok [ cancel ][ Help |
Input the database name or click the =i button to select the correct database file.
Notice: You can click [Test connection] to test the connection correctness of the
database.
4.2.7 Exit System
Click [Exit System] in System menu. The following menu springs:
Please make sure ... @
\:{/ﬂ Are you sure to exit?
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
@ Staffers Maintenance CtrltG
4.3.1 Department Management

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

window:
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# Department Nanagement @\

Append

Departments List Being Selected Dept

t
& A0

&% RaD InpLit the new department name

88 Sales
A

88 PiD
‘When adding a new department .
“You can't use any same department
name.
When deleting a department,
Employees of the department will be
move to head office automatically!

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 ...

?/ ) £ ) (e ARl (84 Frortimer )
»

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.

Employees Maintenance

Click [Employees Maintenance] in [HR Management] menu, the following window
appears:
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) -
YR
Append Delete Modify -l | Tramsfer Import
i) headoffice Search Employess &
%‘H‘ifé EmployesNo. © [Name  |Depariment  |Posiion | Emplop Date | Telephone | Address  |Sex | Language | Comment | CardNo. | Mcbie
8 5des 8102 head office
48 PeD ) [l head olfice
< >
Emploees Information | E ol Fingers
Attendance Set
Inployee Ho. 3108 Name Card No.
Sex v Lanauags v Bitthday [ v Celouichendance]
Education ¥ pecially ™ Posiion ¥ Caloulate Ovetine
Teleph Mabi Empioy Date |1 b4
elephons obi mpioy Date Ry
ID No. Comment t Marital Status b
Address User Type | Nomal User v | GroupNo. 1 v
FRecoidCount 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:

[T

1. The items (“Calculate attendance”, “Calculate overtime”, “Rest on holiday”) below
“Attendance Set” are 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:
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# Eaployee Transfer 3

Select the deparment to iansfer:

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

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

Employes Mo, Marne Department Pasition Employ Date | Telephone | Address
2108 b Select Ml Cirl+h
Cancel ALl Crl4E

Export Data

w 21l coluuns v Hame

v Department
v Fosition

v Employ Date
v Telephone
v Address

v Sex

v Language

v 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:

Save s @3]
Savein | D Backerens mansgenent v od o
DTemlare
,J secins
Recent
secep
2
e
8
By Computer
<
s
My Network
(o
Flogams | -
‘Save as type: Text File (8 txt) v Caneel

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.

4.4  Attendance Management

Click [TA Management] in the main menu, following springs:

Holiday List

TimeTable and Shift Ctrl+E
% Staffer Scheduling Ctrl+F

Attendance Record
[ Attendance Caleulating and Report  Cirl+R
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Holiday List
Click [Holiday List] in [TA Management] menu. The following appears.
= % =

Append Delete Modify

Stan Date 2009 416 v Days 3 &
Start Date Days

2009-05-01

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 the
Deletion of festivals or holidays.

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 “13:00-17:007;
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 [TA Management] menu. The following window appears.
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# TimeTable and Schedule Naintenance

Timetable Mairtenance | Shift Maintenance

ol W
dopend Delete Modify
Timetable Name | On Duty Time 04 Duty Time A SN .,
» [ =T T
moining 0400 1200 On Duly Time | 0500
afternoon 1200 20:00 17:00
right 2000 0400 OHf Duty Time

Begin Clock-In Time | 9700
End Clockn Time | 13:00
Begin Clock-Out Time | 16:00
End Clack-Out Time | 20:00
Late enor allowance | Minutes
Ealy errar allowance 5 Minutes
Count &5 Workday !
Count s WorkTime | 480 Minutes

[¥] Must Cln [#] Must C-Out
- [ Free Time [J0T Time

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.

Note: Every item should be setup in timetables with no blank left.

[Begin Clock-in Time] and [End Clock-in Time] setup the valid time period for clock-in.
Records out of this time range will be treated as invalid ones.

For instance [Begin Clock-in Time] is 07:00 and [End Clock-in Time] is 13:00. If clock-in
record is 07:01 or 12:59, they are valid records but if clock-in record is 06:59, it is invalid.
Besides, [Begin Clock-in Time] and [End Clock-in Time] can be more than one day
(meaning [End Clock-in Time] can be before [Begin Clock-in Time]) but it can’t be longer
than 24 hours.

[Late error allowance] means how many minutes after [On duty] are treated as “late”.

[Early error allowance] means how many minutes before [End Clock-in Time] are
treated as “early”; [Count as work day] and [Count as work time XXX minutes] are used
in calculating business leave, leave, absence and overtime.

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

The timetable Modification

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

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 note there
should be no blank left.)

Shift Maintenance

Click [Shift Maintenance] and the following window pops up:

Timetable Maintenance || Shilt Maintenance |
Y
g;ﬁjd Delete Modify - 75
Shift Name ~
g doy shitt | Shift Name |day shift Cycles [1 3] Cycle Unit/Week v
three shift
|
Date Timetable 1 Timetable 2 lTimeTabIe 3 ITimeTabIe 4
Sunday
Monday Day
Tuesday Day

‘Wednesday Day

Thursday Day
Friday Day

Saturday Day

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 Pic 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
Cheice a timetable: Cheice the date: al
Timetable ... | On Duty Ti..| OF Duty Time # Sunday
» EET R T T M ?3;5;;
moming 0400 1200 v Wiy
aftemoon  12:00 20:00 ' Thursdar
ight 2000 04:00 S
m Saturlay
v
< >
ok ‘ Cancel |

Delete the timetable: Select the timetable you want to delete and click [Delete].
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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

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:

Timetable Maintenance || Shi e |
ﬁ \lza
App;nd Delete Modify 5.
Shift Name A
¥ day shift Shift Name | IR0 Cycles |3 3] Cycle Unit 'Week  +
l |
Date Timetable 1 Timetable 2 |TimeTah\e ] |TimeTabIe 4 A~
Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v v

Step2

Add corresponding working hour timetable in accordance with “Cycle”: first week
(morning shift, from Monday to Friday)

Click [Add] and the following window pops up:

#) Add Shift Timetable X
Chaice a timetable Choice the date: (WL
Timetable .. | On Duty Ti.| Off Duty Time 4 Sunday Wednesday
Day 00 700 ! Mondsy Thursday

e Wl Tuesday Friday
vl Wednesday Saturday
sfterroon  12:00 20:00 ! Thursday
it 2000 04:00 d
8 Satuday
Sunday
Monday
Tuesday
‘wednesday
Thursday
Fricay
Saturday
Surday
v ¥0nd|jay
n 2 uesday
oK Cancel
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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

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
Choice a timetable:
Timetable ... | On Duty Ti..| Of Duty Time A
Day 0800 1700
marning 04:00 1200
4 =fiemoon
night 20:00 04:00
¥
< [ES
o |

Choice the date:

X

Cai

Sunday
Manday
Tuesday
Wednesday
Thursday
Fridap
Saturday
Sunday

v Monday

W Tuesday

v wednesday

| Thursday

V!
Caturday
Sunday
Monday
Tuesday

Wednesday
Thursday
Friday
Saturday

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):

#3 1dd Shift Timetable

Choice a timetable:
Timetable ... | On Duty Ti...| Off Duty Time 4
Day 0200 17.00
marring 04:00 1200
aftemoon 12:00 20:00

v

v
¢ I3

o |

Choice the date:

]

CJan

Sunday
Monday
Tuesday
‘wednesday
Thursday
Friday
Saturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

v Monday

v Tuesday

V| Wednesday
| Thursda
v

Saturday

Concel |

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

After the completion of above steps, please don’t forget to click [Save] and the setup of
“three shifts” will be done (see the picture below):

a‘[i-el‘al:_‘le and Schedule Naintenance E]

Timetable Maintenance
g = .
i == 4
Append Delete Modify
Shift Name s
Blday shift Shift Name [three shit Cycles 3 2| Cycle Unit | Week
|
Date Timetable 1 Timetable 2 |TimeTah\e 3 |TimeTah!e 4 A~
Tuesday morming
‘Wednesday morming
Thursday morning
Friday merning
Saturday
Sunday
Monday aftemoon
Tuesday afternoon
Wednesday afternoon
v = bt
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4.4.3

Employee Scheduling

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

#) Enployee Scheduling M=)
-, D )
@ & WA
Seleet A1l Select Home | Arrange Shift
B head office Search Employees )
Employes No. Name Department Shilt ~
» (2102 head office
&108 head cffice
v
Tirwe Fiange
Fiom | 20101216 % @j & (B2 ) [ )
- &= Yo oY
Ta | 20101216 - Weil, Temporessy 06 Tompeseay
Dale ‘T\meteb\e 1 ‘T\meleb\e 2 ‘TimeTable 3 ‘TimeTable 4 |
12-18 Thursday

Choose the department or several personnel that need to arrange shifts, click [Arrange],
the following window appears:

Shift List Shilt Timetable:

Shift Name | Cycle quanty |4 [Date Timetable 1 Timetable 2 |TimETab\33 |TimeTab\54 |
Sunday
tManday Day
Tuesday Day

‘Wednesday  |Day

Thursday Day
Friday Day
Satuday Day
~
< >

The curent shift schedule:
Time Range

Shilt nams Beginning date Ending date
2003-04-01 2010-04-01

Beginning | 2003-04-01

Ending| 20100430 v

= Add 88 Del oK Cancel

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 Pic above to finish
the adding of new shifts.

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 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:
36



NANVIZ2

Intelligent. Security

User Manual

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:

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

Please make sure ...

\_',:/ re you sure to make temperary shift scheduls to the selected Enployses frem 2010-12-01 to 2010-12-167

Gunca

following window will pop up:

” Add a temporary timetable a

Select the limetable to add Select the dates [mE

Timetable... | On-duty time | Off-duty time A~ 04-125unday
[§ rormal day 1500

night 20:00 05:00

morning 08:00 1200

~
[ o ] [ Lancel |

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 [TA Management] menu, the following appears:

# Search Eaployes’ s Attendance Rscord L Ex
5 9
¥ A 5] -
Sewrch Beport Export Modify Log
Time Aange
Depsttment| B} head affice v Employes No Fom|BHI216 | [ 0000 (3| To[zomzie v [zzsass 2
Depattmert |Employes o, Name Date Time Stale Location D | workCCode
FecordCaunt: 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.
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o Search Employee’ s Attendance Record E

B O 9 =
g _ﬂ;l =
Search Report Export Modify Loz
Time Range
Deparment [ headoffce | Emplopee No Fom 2010121~ | [ poom 4] Tolaoi0az16 v [23s358 2
Department Employee Mo. | Name Date Time State Location I | WorkCode ~
ce 2102 Micheal 20101202 02:52:.00 1}
head office 8103 Micheal 2010-12-06 08:53:00 1}
head office 2102 Micheal 20101206 12:03:36 1}
head office 8103 Micheal 20101207 08:53:00 [t}
head office 8103 Micheal 20101207 18:03:36 1}
head office 8103 Micheal 2010-12-08 08:53:00 [t}
head office 8103 Micheal 20101208 18:03:36 1}
head office 8103 Micheal 20101209 08:53:00 [t}
head office 8103 Micheal 20101209 18:03:36 1}
head office 8103 Micheal 20101270 08:53:00 o
head office 8103 Micheal 201012-1018:03:36 1}
head office 2103 Micheal 20101213 08:5%:00 o
head office 8103 Micheal 20101213 18:03:36 1}
head office 2103 Micheal 20101274 08:52:00 o
head office 8103 Micheal 20101214 18:01:35 1}
head office 2103 Micheal 20101215 08:5%:00 o
head office 8103 Micheal 20101215 18:05:52 1} N
head office 2102 Micheal 20101216 02:52:.00 1}
head office 8103 Micheal 20101216 17:53:52 1}
head office 2102 Lizzy 20101201 D2:56:00 1}
head office 8108 Lizzy 20101201 181200 1}
head office 2102 Lizzy 20101202 02:56:00 1}
head office 8108 Lizzy 2001202181200 a
head office 2108 Lizzy 20101202 02:56:00 1} ]
RecordCount: 75

Attendance record report form preview:

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

& Preview

fFux S EHE AR X

Head office attendance record report

2009-04-01 To 2009-04-16

T e CE T 2009410170434 | Clackout 200847 74516 | Clockin
ST EEE o 200941373546 | Clockln 200947171420 |Clackout
T T | Ehen 2009-4-13 17.27.06__ | Clock oul 20094670812 | Clockln
TnEY || Ghh 2009-4-14 70612 | ClockIn 20084572453 | Clackin
T T | EhTen 2008414 171625 | Clack ot 200948172005 | Clackout
Te R || Ghh 2009-4-15 74650 | Clockln 2008-4-89 74552 | Clockln
T s | EhTen 2008415 170853 | Clack ot 20004975156 | Clockin
TAaEE | Ol 2009-4-16 80059 | Clockln 2008-4-98:0215 | Clockln
2009-4-6 7:38:38 ClockIn Count: 27 2009-4-917:11:24 | Clock Out

200941074519 | Clockin
QQDE,DUQQ:,571;:4D::1? C;‘n;:k?,? RED e __EHTE) 2008-4-10 170434 | Clockout
2009-4-7 171420 | ClockOul 2005 4,117-29.05 Clockin 2009-4-137:3546 | Clockin
200048 70912 otk 2009-4-1 17:00:59 | Clock Out 2008-4-13 172708 | Clock Oul
T TWEBEIT o 20004274535 | Clockin TR | oL
00048172005 | Clack ot 2009-4-217:0518 | Clock Out 2008-4-14 17:16:35__ | Clock Out
2009-4-9 749.52 Clackin 200843 76212 Glockin 2009-4-157:4658 | Clockln
300648 75156 Clockin 2009-4-317:0154 | Clock Out 2008-4-1517:08:53 | Clock Out
20004980215 | Clockin 200944 Tia3i8d } Clackln 2003-4-16 80053 | Clock n
2008-4-017.11.24__| Clock Ot ;;;:i::f;;f: Cﬁ‘n”;ké”m Count 27
22ﬂu|]099_—4ﬁ1ﬂu;;1ﬂs41394 ;Liikém 200947 74518 | Clockin FeD Mark Simth 5105
B e T 200947171420 | Clack out 200841 72305 | Clackln
TR Py 20004870812 | Clockin 200941170050 | Clack ot
e R 20084872453 | Clackln 20084274535 | Clockln
N EFE T Frmirn 200948172006 | Clackout 200942170516 | Clackout
T o 20054974952 | Clockln 20084375212 | Clockln
e e 0es Tonn o 20004975156 | Clockln 200943170154 | Clackout
FNN4-4-9 AN715 Clnrk In FNN4-4-4 7-43°54 Clnrk In

EE&

Attendance records exporting

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

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

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

4.4.5

Inquiry of report form:

Attendance Calculating and Report
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Click [Attendance Calculating and Report] in [TA Management] menu, the following
window appears:

#) Attendance Calculating and Report

9 =
> 9 a
Caleulate Report Export Exception
Time Range
Department| § headoffice % Employes| 4l |  Fom|zmoiz 1 & | coom (2 Tol2010:1216 | (235353 2

Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated Items

Department | Eraplayee Mo, Narme Date Time State Operation | ExceptionDesc.. | Timetable Check WorkCode | A

Y]

~

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

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

[Attendance Exceptions]: Display the dealt result of the original attendance records;
[Shift Exceptions]: Display Employee’s attendance result in the scheduled time period;
[Other Exceptions]: Display Employee’s leave, out and overtime etc.;

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

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

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:
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# Attendance Calculating and Report \z\@@

(<] @
O =
Celculate Beport Export Ezception
Time Range
Department | ) head office v Emplayee| All - From|200412- 1~ | | oooot £ To 2M01216  + | [235359 2
Attendance Exceptions | Shift Exceptions | Other Exceptions || Calculated ltems
Department | Employes No. Mame Date Time Slate DOperation Exception Desc. Timetable Check VokCode | A

¥ thead office 8108 2010-12-01 08:56:00° Clock In Nomal record Day i
head office. a108 2010-12:01 18:12:00 Clock Out Marmal record Day 0
head office. g108 2010-12:02 02:56:00 Clack In Narmal record Day 0
head office: a108 2010-12:021812:00 Clock Out Mormal record Day a
head office 8108 2010-12.03 08:56:00 Clock In Momal record Day [i}
head office. a108 2010-12:0318:12.00 Clock Out Marmal record Day 0
head office. g108 2010-12:06 02:56:00 Clack In Narmal record Day 0
head office a108 2010-12:06 1812:00 Clock Out Mormal record Day a
head office 8108 2010-12:07 08:56:00 Clock In Momal record Day [i}
head office. a108 2010-12:07 18:12.00 Clock Out Marmal record Day 0
head office g108 2010-12:08 08:56:00 Clock In Nomal record Day 0
head office a108 2010-12:081812:00 Clock Out Mormal record Day a
head office 8108 2010-12.03 08:56:00 Clock In Momal record Day [i}
head office. g108 2010-12:0918:24.00 Clock Out Narmal record Day 0
head office: a108 20101210 08:56:00 Clock In Mormal record Day a
head office a108 2010-12-1018:24:00 Clock Out Mormal record Day a
head office. 8108 2010-12-1308:56:00 Clack In Marmal record Day [i}
head office. g108 20101213 18:28.00 Clock Out Narmal record Day 0
head office: a108 20101214 08:56:00 Clock In Mormal record Day a
head office: a108 2010-12-14 18:32.00 Clock Out Momal record Day [i}
head office. a108 2010-12-15 08:56:00 Clack In Marmal record Day 0
head office. g108 20101215 18:56:00 Clock Out Narmal record Day 0
head office: a108 20101216 08:56:00 Clock In Mormal record Day a
head office 8108 2010-12-16 18:56:00  Clock Out Momal record Day [i}
head office. a102 2010-12:01 03:00:00 Clack In Marmal record Day 0

v

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):

Department Employes No. Name Date Time State Operation Exception Desc. Timetable Check. ‘workCode:
head office 8108 20101201 08:56:00 Clack In Nomalresord  Day 0
head office 8108 20101201 18:12:00 Clack Out Nomalresord  Day 0
head office a102 20101202 02:56:00 Clock In Normal record Day a

0

head office 8108 - 00 Clack Out Nomalrecord  Day

head office 0
head office 108 Nomalrecord Day 0
head office g108 Clock in ay 0
head offic 108 Clock out sy 0
head office 108 Qvertine in Jay 0
head office 108 Wodify snd save Exception  CteldS | DOgertime out  Joy 0
head office 8108 ot ay 0
Chapge filter »
head office g108 Out back ay 0
Columns »
head office g108 Show 11 colmns Fizmaleced T Day 0
head office 108 Nomal record Dy 0
head office 108 2010-121018:2600 Clook Out Nomalrecord  Day 0
head office g108 20101213 0856:00 ClockIn Nomalrecod  Day 0
head office g108 20101213 18:2800 Clock Out Nomalrecod  Day 0
head office g108 20101214 0B56:00 Clock In Nomalecord Dap 0
head office 108 20101214 18:3200 Clock Out Nomal record Dy 0
head office 108 20101215 0856:00 Ciock In Nomalrecord  Day 0
head office g108 20101215 1856:00 Clock Out Nomalrecod  Day 0
head office 108 20101216 085600 ClockIn Nomalrecod  Day 0
head office g108 20101246 18:56:00 Clock Out Nomalecord Dap 0
head office 102 2010-1201 030000 Clock In Nomal ecord Dy 0

The definition of each option as follows:

[Export Data]: Export the data in the current attendance record list to a file in txt or xlIs
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];
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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 ’
Show 211 columns

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

Export Data

Create report for cwrrent grid

Colunns 4
Show all columnz

The operation is the same as stated above.

Report:

Click [Report] and the following menu will pop up:

Attendance Report
Daily Report
General Report
Exceptions Report

Create a Report For Cwrrent Grid

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

7B Preview

tTi: @& M X

Head office attendance record report

2003:04-01 To 20030416

Fage 1/1

PAMPEESTake Chen  gomt 20030410 17.04:34 Clock Out 2009-04-07 17:14:20 Clock Dut
050401 072305 | Clockn 00304130754 __| Clockln 20050408 070812__| Ciockln
20030401 17.0053__| Clock Out 20090413 17.27:05__| Clok Ot 20090408 072453 __| Ciockn
W90+ 045 T | Cockin 0030474070612 | ClockIn 20030408 17.2005__| Clock Out
20030402 170516 | Clock Out 20090414 17.1625 | Closk Ot 2009040307.4952__| Ciockln
2090403 075212 | Clackln 2003041507.4653 | ClockIn 2003040307515 | Ciockln
20030403 17.0154 | Clock Out 090415 17.0853 | Clack Out 0030409080215 | Clackln
20090404 074356 | Clackln 20030416 030053 | ClockIn 2009040317.1124 | Dlock Out
20030406 073836 | ClockIn Court: 27 203041007.4519 | Clackln
20080405 17:08.42 | Clock Dul — —h o 2009041017.0434 | Dlook Out
20030407 074516 | ClsckIn S0 CHl0r 2y I RCisE 009041307545 | DiackIn
20030407 17:1420__| Clock Out TR T e 20030413 17.2706 | Clook Ot
20030406 070812 | Clsckn 0735 =R R 030414070612 | DlockIn
20030408 072453 __| ClockIn IR T e 20030414 17.1625 | Clook Ot
20030406 17:2005__| Clock Out M 2B R [ 2090415074653 | Clockln
2030403074352 | ClockIn AT RO 20030415 17,0853 | Clock ut
20030409 075156 | Clackln TR R 2030416 060059 __| Clock In
2030403 060215 | ClockIn AR EE | ook Court 27
2003040931711 24 MEIACOH L 20090406 17.0842__| Clok Out PLD. Mark Sirth_ 8105
2005 041 0107451 9 S W GlocklI 20030407 07.8516__| Clockln 20090401 07.2305__| Uockln
2005041011704 34 MEIACOCH DL 20030407 17:1420__| Closk Ot 20090401 17:0053 | Clock Ot
2005.0.13107:35 16 M W GIocklIn 2003.040807.0812__| Clockln 2009.040207.4535__| Uockln
2005:04:153i17. 27 06T HG kDL 2003.040807.2453__| Clockln 20090402 17.0516__| Clock Ot
2008011110706 12 W ClocklIn 20090408 17.2005 | Clock Out 0090403075212 | Cockln
0090414171625 | Clock Oul 20030409 07.4352__| Clackln 20030403 17.0154__| Clock Dut
2005041510746 53 M ClockIn] 2030409075185 | Clockln 20090404 07.4354__| Cockln
2005.04;15117- 08 5/ S RC ok Ou 0030409080215 | ClackIn 009040607.383 | Cckln

[Daily Report]: Calculate employee’s daily attendance record;
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head office Employee daily report

01201 Ta 01215
TS B G G B R R E R R B B B R R B B B B EIE
head office

Ly TN 2 N I N I I A N 2 2 2 N I I
(TSI T NP2 A2 NS N N I 2N A 2 N 2 I 2 2 N I v o
ey CICN 20 2 N N N I A 2 2 NN 2 2 2 A O A

RemariciNomal >Late <Eedy -Absent [NoCdn JNoC-Ou Rest vOvemime BlLBusinessleave Llsave

Tabing Admin

WIB1217151318

[General Report]: Calculate all employee’s attendance items such as “norma
overtime” etc;

“late”,

»

early”,

”

absent”,

3

T S M X

head office attendance stat. total report

20101240 To 101216

e Erpo [ oy T écke Jabuoe [ toto T Ewp [ 07 JFuecOT] ot | BL [iowe | Nan [ HOut [ wTine [ atfioe
Mo, | Daw | Daw | Dw | Mins | Mista | How | How | Mrate | Dap | Dap | Tews | Times | How | &
head affice
udy 02 12] 12 5] R
[Micteal 3 12 11] | %)
lLizzy 08 12| | s 100%)
Sublolal. 1 1 %
Tatak 3 ® 1 5 | ]
Toblrg Adnin 0121715075 1

[Exceptions Report]: Calculate employee’s “out”,

leave” efc;

€

I” “
’

actual’,

overtime”, business leave/ personal
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7 Preview

fu: = EHE # X

head office attendance exceptions report

20101201 To 20101216

Name

No. | Dale & Time

[ Evceptiontipe | woklng |

Remark

head office

Hudy

[sioe Temin1204 160000

2010-12-06 0% 00:00

[ Freeoveime | 150000 |

Hudy

[moe Jemn1z07 102300

2010-12-07 1356:00

| Businessleave | 033300 Jmr

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

F Preview

1= 100

EEHE a8

x

head office exceptions of shifts report

DE““:‘““ Fane E'DHI:YEE Date |Timetable On Duty
head ofice_[Judy 20101201 _|bay 2010-12:01 (800
head ofice_[Judy 5102 Z010-12:02_|Day Z010-12:02 09.00
head ofice _[Judy 5102 2010-12:03_|Day 2010-12:03 (800
head ofice_[Judy 5102 20101206 _|Day Z010-12:05 09.00
head ofice  [udy 5102 20101207 |Day 2010-12:07 (800
head ofice_[Judy 20101208 _|Day 2010-12-08 (800
head ofice_[Judy 5102 20101209 _|Day Z010-12:09 09.00
head ofice _[Judy 5102 20101210 _|Day 2010-12-10 (800
head ofice_[Judy 5102 201012713 _|Day 201012713 09.00
head ofice _[Judy 5102 2010-12-14_|Day 2010-12-14 (800
head ofice_[Judy 5102 20101275 _|Day 20101216 09.00
head ofice _[Judy 5102 2010-12-16_|Day 2010-12-16 (800
head office__[Micheal 5103 2010-12:01_|Day 2010-12:01 (8.0
head office__[Micheal 5103 Z010-12-02_|Day Z010-12-02 (8,00
head office__[Micheal 5103 2010-12:03_|Day 2010-12:03 (8.00
head office__[Micheal 5103 Z010-12-06_|Day 2010-12-06 (8,00
head office__[Micheal 5103 2010-12:07_|Day 2010-12:07 (8.0
head office__[Micheal 5103 Z010-12-08_|Day Z010-12-08 (8,00
head office__[Micheal 5103 2010-12:09_|Day 2010-12:09 (8.0
head office__[Micheal 5103 Z010-12-10_|Day Z010-12-10 (8,00
head office__[Micheal 5103 2010-12-13_|Day 2010-12-13 (8.00
head office__[Micheal 5103 Z010-12-14_|Day Z010-12-14 (8,00
head office__[Micheal 5103 2010-12-15_|Day 2010-12-15 (8.0
head office__[Micheal 5103 Z010-12-16_|Day 2010-12-16 (8,00
head ofics__|Lizzy 5108 2010-12:01_|Day 2010-12:01 (8.0
head ofice_|Lizzy 5108 Z010-12-02_|Day Z010-12-02 (8,00
head ofics__|Lizzy 5108 2010-12:03_|Day 2010-12:03 (8.00

Page 1/3 [
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EBX

Fuox = EHS i X

Off Duty Clock In Clock Out Late Early OverTine

[2010-12-01 17:30 [2010-12-01 09:00:00_|2010-12-01 16:00:00
[2010-12-02 17:30 [2010-12-02 05:00:00|2010-12-02 15:00:00
[2010-12-03 17:30 [2010-12-03 09:00:00_|2010-12-03 16:00:00
[2010-12-08 17:30 [2010-12-08 03:00:00|2010-12-06 15:00:00
[2010-12-07 17:30 2010-12-07 08:00:00  |2010-12-07 168:00:00

[2010-12-08 17:30 [2010-12-08 09:00:00_|2010-12-08 16:00:00
[2010-12-02 17:30 [2010-12-09 03:00:00|2010-12-09 15:00:00
[2010-12-10 17:30 [2010-12-10 09:00:00 |2010-12-10 16:00:00
2010-12-13 17:30 2010-12-13 09.00:00 |2010-12-13 18:00:00
[2010-12-14 17:30 [2010-12-14 09:00:00 |2010-12-14 16:00:00
2010-12-15 17:30 2010-12-15 09.00:00 |2010-12-15 18:00:00
[2010-12-16 17:30 [2010-12-16 09:00:00 |2010-12-16 16:00:00
2010-12-01 17:30 2010-12-01 08:63.00  |2010-12-01 18:.03.36
[2010-12-02 17:30 [2010-12-02 08:53:00 |2010-12-02 16:03:36
2010-12-03 17:30 2010-12-03 08:53.00
[2010-12-06 17:30 [2010-12-06 08:53:00 |2010-12-06 16:03:36

2010-12-07 17:30 2010-12-07 08:63.00  |2010-12-07 18:.03.36
[2010-12-08 17:30 [2010-12-08 08:53:00 |2010-12-08 16:03:36
2010-12-09 17:30 2010-12-09 08:63.00  |2010-12-09 18:.03.36
[2010-12-10 17:30 [2010-12-10 08:53:00 |2010-12-10 16:03:36
2010-12-13 17:30 2010-12-13 08:63.00  |2010-12-13 18:.03.36
[2010-12-14 17:30 [2010-12-14 08:53:00 |2010-12-14 16:01:35
2010-12-15 17:30 2010-12-15 08:63.00  |2010-12-15 18:.06:52
[2010-12-16 17:30 [2010-12-16 08:53:00 |2010-12-16 17:59:52
[2010-12-01 17:30 [2010-12-01 08:56:00 |2010-12-01 16:12:00
[2010-12-02 17:30 [2010-12-02 05:56:00|2010-12-02 15:12:00
[2010-12-03 17:30 [2010-12-03 08:56:00 |2010-12-03 16:12:00
[2010-12-08 17:30 [2010-12-08 05:56:00|2010-12-06 15:12:00
[2010-12-07 17:30 [2010-12-07 08:56:00|2010-12-07 16:12:00
[2010-12-03 17:30 [2010-12-03 05:56:00|2010-12-08 15:12:00
Znn12-09 17 0 ZN1017-09 NR-AR TN Z010-17-00 1241

Page 2/3

Print Report:

Toolbar of report preview is as the following picture:

o & HE 4 X

T 100%  Adjust the ratio of preview content;

a

L= Open the existing report file;

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

= Save report to file;

Select the directory to save the report to, enter the file name and click [Save] to
complete the backup of the report for future check or copying to another computer for
printing; extension file name is “*.frp”.

= Print Report;

X Close Preview
Data Export:

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:

Click [Exception] and the following menu will pop up:

Append Becord
Late/Early Collectively

Business Leave/Leave

Modified 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
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4.5

45.1

45.2

deal with the records through above menu. Please refer to the next chapter for more
details.

Deal with Exceptions

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

Away On Business/Leave Ctrl4L

Append Record Ctrl
Append Record Collectively
Dealing With Collectively Late/Early

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:

# Eaxployee Be away on Business & Asking for Leave (=153
TYEEER

dppend Delate Modify Search Report

Depatment | 1 hesd offics WBIETE

Emplayee No. EIRIENINENN

Leave Type

Beginning Time | 201011217 v | BOOOD %
Ending Time 20101217 & |[17:30:00 5
Reasan

Department Employee No. | Mame Beginning Time Ending Time Leave Type Reason
»

< ¥

Deal with employee away on business / leave:

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

Modification of employee away on business or leave:

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

Deletion of employee away on business or leave

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

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:
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# ippend record

Beperimen i head offics v

Employee Mo, b

State | EEECANMNIN

Record Time | 20101217 »| goooo %

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

Append Record Collectively

When part or all of the employees in a department did not punch in/fout 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 collectively

Departments list:

Emplopees list

Employes ...

Name

Oai

A~

X

Y

» When Employees can not clock-in or
clock-out for some reasons, Tou can
add the massive clock-in or
clock-out record here.

You can use the Ctrl key when
selecting many Employees;

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

State: | Clockin v
Fecord Time: | 20101217 | oB0000 %
v

0%

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.

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/Eazly X
el Emplopees it &l
@ Coring Late O Leaving Early
ErployesNo__ | Hame -
Ignore clock in record » [F12 Ty ]
a103 Micheal
From| 2010127 v|[ om0 2 s Ly
To wonm 2
The mofisd clock i fime
201012417 P
Seach Enplayess
@ifepatment |} head office -
O s Mol v
v
0%

Steps as follows;

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

2. Select time range for “Ignore clock in record”;
3. Select the “The modified clock in time”
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4.6.1

4. Search employee through department or shift;
5. Select employee;
6. Click [OK] to confirm.

Data Maintenance

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

¥ Inport Enployes Lizt Ctrl+Y
Inport Attendance Kecord Ctrl+T

Clear Obsolete Data
Compress Database
B Bacioup DataBase

Initialize Systen

Import Employee List

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

# Tmport Employee List 3]

Select a file to import

File: D

Failures in importing:

[ = ] [ Ooe |

Click [J to select the personnel list file for importing.

open ]3|
Lokl [ 3vkgrem saspen 3 o2 @
OTeplate
o | e
St
Desktop
by Domm
gl
By Computer
by Betwark
e
g ) 3
Files of fype:  [Text File (s tct) - Cancel

Select the right file which can be in *.txt or MS Excel (*.xls) formats, then click [open]to
get back to above window, click [OK] to start!

The definition of (*.txt) data format as follows:

This format of file only can import the employee info of “ID, Name, and department”;
The format of data must follow: Employee ID + Tab + Name + Tab + Department;
The information each employee takes one line, no blank line between one another.

This format of file can import the employee info includes: “Employee No., Name,
Department, position, Employ Date, Telephone, Address, Sex, Language, Comment’;
put those items on the head line and input the items by order, the order can not be
changed.
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4.6.3

4.6.4

4.6.5

4.6.6

Import Attendance Record

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

# Isport Attendance Record 3

Select  file bo import

File D

Failures in importing

[ ok ] [ O |

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

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

oclear The Obsolete Data

Selsct the end date
Before: |EHEE- 317 v ﬁ
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.
Compress Database

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

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.

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. )
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External Program Management

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

Connect To Time Attendance Device |

Connect to Time Attendance Machine

Click [Device Management]-[Connect to Time Attendance Machine], the system will
prompt the communication interface between the software and the time attendance
machine. More details please reference the "Communication” chapter.

[O]@ O Enctizn
=

Unit Managznent | Record Super:

Communication Nanagement Software V3.9.4
n Empleves t  Record M U Disk W

@@B.@Q\dvﬂ

d Wb mad | S Ini
Tnit

e e I R T N
paramzl i s tha Tohstatus | nos reserd all resord
Termin: ulMazmgvl nt

Uni- (Maxmg nt
= All Groups

goooo
5

(53

49



ANvVI2

Intelligent. Secui

User Manual

OYETIEIgR® Communication

The chapter is mainly about how to add, delete
and set communication between PC and

terminal.
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5 Data Communication

Double click the icon [L;ﬂ] on the desktop to start the communication software, the main
interface will show as following (default password is empty):

=~ )@ ¢ Emaish B Communication Nanagement Software ¥3.9.4 A ox
Unit Manegement | Record Supervision  Employees t  Record U Disk 4
@ (7 i® (N ~ {

BmERE O @ 9 L < K B %

Add  Medify Delete || Synchromize Initialize | Termimal  Ring Auto update Dowrload  Dewnlosd  Clear Backup Rezune
Unit  Unit i e il e Eetitnes i 0 simtns | wer meoen @ cllil wom 8 sogm 0| Hpiloes  Syslapes
[ — el | et
= Al Groups

Groupl —

Group? =l

Group3 1

Groupd

Grours

T 0% e

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

System Logining

ManagementpvD: [ |

0K 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

9P Wronz admin password, you have 2 chances to try again,
\-/ Plesse enter the admin password againl

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

5.1 Communication management software

5.1.1 Add Unit

Click the button [Add Unit]. Following windows pops up:
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\: Devices Management t&,l

Device Type
Device Type |F|ngerpnnt.-"[lard Werify ﬂ

Device Info

Communication bode
TerminalNo. |

" USB[nha driver]

g i
Device [D il & LAN 19216216
[Check Device ID fram the device menu)
" LaM(Client)
Device Name |1
" COM
Dievice Group | Group! :I'
" RS485 COmM1 hd
TaA Status | Feal Status hd

0K LCancel

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

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

Device ID: Device ID(1-99999999) is the uniquely identification for management
software. Please set it differently.

Device Name: You can set it as you like.
Device Group: This group is used to manage the terminal machine.

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

USB: Connect the terminal via USB cable;

LAN: Input the terminal’s IP address. The default IP address is 192.168.0.218.
LAN(Client): Only communication with the PC/Server which has server IP.
COM: Connect with COM port.

RS485: Connect with RS485 need select com port number in the system.

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

("). Please move the cursor to the terminal icon it displays as follows:
4 N\

Machine Number: 1

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

Connection State: Abnormal
g J

The connection state should be normal. So please do communication operation with
machine (i.e. Synchronize time). When connection state is normal, terminal icon will

H
become blue (‘).
Modify Unit

Choose the terminal and then click [Modify Unit], the following window pops up:
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Y
[*4 Devices Management @
Device Type
Device Type |F\ngsrpnnlfl:ard Werify ﬂ
Device Infor =
’17 Communication Mode
vemiER ¢ USBlna diiver]
i il
Device 0 I & LAN 1927651 6
[Check Device D from the device menw)
¢ LAN|Client)
Devvice Mame |1
€ COM
Devics Group | Group! :I'
" R5485 COM1 -
T Gahys | Fieal Status =
oK LCancel

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

i:) Mlready hawe the machine number and the dewice ID
A

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

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

Blease confirm...

<9 This operation will deal with the selected machine
‘-’H 1[Headoffice]
bre you

=
sure to continue?

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

Right Key Menu

Select terminal icon ,right click and perform the menu:

K | Select All

() Reverse Selection
Setting Device Mumber
Setting Network Parameter
Device information
Open the door via software

Message Management

Clear the manager

[Select All]: Select all the terminals.

[Reverse Selection]: Select the terminals which are not selected. Cancel the terminals
which are selected.
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5.1.4.1 Set Device Number

Device Number use to identification different terminal. Select [Setting Device Number]
and open [Set up] interface:

Setting

Machine No. [1-99939939)

[]:4 | 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 Network Parameter

Click [Setting Network Parameter] and open the window:

X

Set the terminal’ = IP configuration

Set the terminal's IP configuration

[~ P address

\

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

|

|

[~ Server [P address:
[~ ‘work mode:

E

[~ Comm Part

Ok Lancel

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

[2011-08-25 10:10:36]1[1]Set the network parameters successfully;

5.1.4.3 Device Information

Display terminal information as follows:

Device Information [‘5_<|
Device [nformatiorn
User Mumber (1110
Fingerprint Mumber |-I 070
Password Mumber |-I
Card Mumber |5
New records Mumber |112
Total records Mumber |388
Firrnware Yersion ||:|2'31 B
Device SH |‘ID‘IDDDDD‘ISDSDD‘I‘I
Eetrieve | Cancel |

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

[2011-08-25 13:35:58]1[Head office]Open the door via software successfully!
And meanwhile you can hear the sound from the relay.
Message Management

Send the message to the user when he clock in.

Click the item, a window pops up as follows:

Nessage Nanagement K
Message Typs | MRCIHRREE 7| Emplore (D) Begin datel 20101217~ End date| 20101217 =
Message Content| Add Message
Message List FRead Message

MNO. Message Typ Emplaree [[ Mame Begin date End date Message Content

[ 0% | DekteAlMessages | Delete Selocted 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. One
window pops up as follows:

Please confirm... E‘

',?# Are you swre to delete zelected messaze?
S

T § Cancel

Click [OK] to confirm deletion. Click [Cancel] to cancel the deletion.

Click [Delete All Messages] to delete all messages on the terminal. One window pops
up as follows:

Please confirm...

" 7
&) e you swre o dalets oL messagas?

Cancel

Click [OK] to confirm deletion. Click [Cancel] to cancel the deletion.
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If you click [OK], it prompts:

Click [OK] to confirm.
Message length: 16 Chinese letters or 48 English letters.

Notice: You can shift the messages by pressing [<], [] key.
5.1.4.6 Disable the Manager

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

',TJ Are you sure to to disable the manager ?
S

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

[2011-08-25 14:10:00]1[Head Office] Clear the manager succeed.

5.1.5 Synchronize Time

Synchronize the terminal’s time with the computer time. Click the button [Synchronize
Time].

- -.l £ @ ¢ English - L5 Communication Management Software V4.0.4 l E@I&J

Device Management Record Supervision Employees Management Record Management U Disk Management

@@@QQQ@@@&

Add Meodify  Delete
Device Device Device

Synchronize Device Download  Download Backup Resume
time parameter new record  all record Employees Employees

Devices Managment

Device Management

Following message box pops up:

Please confirm...

9 This operation will deal with the selected machine

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

[2011-08-25 13:49:24]Synchronizing time...
[2011-08-25 13:49:25]1[Head office]Synchronization successful!

5.1.7 Device Parameter Settings

Click the button [Device Parameter].

56



ANVI2
User Manual

) £ @ ) English U= Communication Hanagement Software ¥4.0.4 - B X

Device Management | Record Superwision  Enployees Management  Record M £ U Disk

@@@Qw\) vﬂ@@éﬁ%

Bdd Modify Delete Synchronize Eing Time zonefGroup Buto update Download Download EFackup Resume
Device Device Device time arameter | settings settings the T&A status new record all record Employees  Employees
Devices Managment Device Management

=I- &ll Groups i e parameter
Groupl ™ ] 1
Group2 ] i
Group3 1]
Groupd
Grouph

The [Terminal parameter settings] interface pops up:

|=4 Device Parameter Settings =
Matching Precision j' Management Password(0-933339)
Riecord Alarm Threshold Value(0-5000) 1008 Sleep time(0-250 minutz] i
Time Period between Repeated Clocking(0-250 minute) 0 Volume(0-5) 2
Intelligently Update FP Template Date format mm/dd/yy v}
Workcode Prompt Time format 24 Hour v }
Default Verification Mode on the Device ’
FacePass device without above functions.
Initialize Device | Clear Device | Display Default setting | 0K I LCancel |

[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.

[Intelligently Update FP Template]: Enable/Disable the function of FP template update.
[Workcode Prompt]: Enable/Disable the prompt of workcode during verification.

[Default identification method on the device]: Set identification method for the device.
Such as: Fingerprint , Fingerprint+Password, Fingerprint+Password+Card
ID+Password, ID+ Fingerprint, ID+Password+Fingerprint, Card, Card+Password,
Card+Fingerprint etc.

[Management password(0-999999)]: Set the management password for the device.

[Sleep time (0~250 minute)]: How long does the terminal turn to the sleep mode if there
is no one operating on 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/mm/yy.
[Time format]: There are two kinds time format: 24 hour and 12 hour.

Click the button [OK] to save the settings. Following message box pops up:
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51.7.1

5.1.7.2

5.1.8

Please confirm...

<P Thiz eperation will deal with the zelected machine
o

e 1[Heado£fice]
JJ Are you

to continue?

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

[2011-08-25 15:05:08]Set Advanced Parameter...
[2011-08-25 15:05:10]1[Head office]Parameter setting successfully!

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

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

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

Blease confirm...

@) Thiz cperstion will deal with the selacted machine
s/ 1lHeataffice]
Are you swre te contimue?

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

Some operation information displays in the main interface as follows:
[2011-08-25 13:52:59]Initializing...

[2011-08-25 13:53:01]1[Head office]Initialization successful!

Clear Record

Click the button [Device Parameter] ->[Clear Device]. Following message box pops up:

Please confirm...

@y This speration #ill desl with the selected machine
s/ 1lHeadatfice]
Are you sure to contimue?

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...
[2011-08-25 15:14:16]1[Head office]Clear time attendance records successfully

Ring Settings

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

Click the button [Ring settings].
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@& i@ | ) ’

BEE QO 9l O < D@ &
Add Modify  Delete Synchroni ze Device Ring Time zone/Group futo update Download Townload Backup Resume
Divice Dewice Dewics time paramster | zettings sattings the T#A status | new reserd  all record | Employees Empleyees

Devices Managment Device Management
= Al Groups Ring settings i
Groupl [ j
Group2 O B
Groupd 1]
Groupd
Group5

[Set ring time] window pops up as follows:
= Set ring time &‘

Ring time list
[ Detaledinformation

Ring time: 00:00

v Monday ¥ Tuseday v Wednesday [V Thursday

v Friday [~ Saturday [~ Sunday

% add | = Delee | ok | ganed |

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:

[2011-08-25 13:57:32]Setting ring time...
[2011-08-25 13:57:33]1[Head office]Set the ring time successfully!
5.1.9 Auto Update the T&A Status

Automatic switchover status for attendance device.
Click [Auto update the T&A status] button,

_)' £ @ () English M Communication Nanagement Software V4.0.4 - = X
Device Management | Record Supervision  Employees Management  Record Management U Disk Management
B ERE QO ¥ 2, O < N B &
Add Modify Delete Symehronize Device Ring Time zone/Group Auto update Dowrdoad Dowrdoad Baclmp Rezume
Device Device Device tine parameter settings settings the T#h status || new record all record | Employees Emplovees
Devices Managment Device Management

Enter [ T&A Status auto updating settings] interface.
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5.1.11

Set SN

ThA Status auto updating
ThA statug
fonday beginend time
Tuesday beginfend time

‘Wednesday begindend ti

Friday begin/end time
Saturday beginend time

Sunday begindend time

= T&A Status auto updating settings &‘

settings

me

Thursday begin/end time

hd Retrieve

- Set
00:00:00 == |00:0000 =

Exit

First set the SN (serial number) of the T&A status, Serial number range is 1-16.

For example: The serial number set as: 1 and set the T&A status as “IN”

interface.

5.1.10 Download new Record

Click the button [Download new record].

[ =) F‘.ﬂ ) [English B=
=

Device Mansgement | Record Supervision  Employees Management

2EE O 9 »

hdd  Modify Delete | Synchromize Device Ring  Time zons/Group  Auto update

Device Tewice Dewice time parameter settings
Devices Managment

Following message box pops up:

Y

zettings

Communication Nanagement Software ¥4.0.4

Record Management U Dick Management

Townload
new record | a1l record

the Thi status
Device Management

Blease confirm...

@ This operation will deal with the selected machine
“ 1[HeadofEi ce]
Bre you sure to continue?

Cancel

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

Following information shows on the main interface:

[2011-08-25 15:12:11]1[Head office]Reading attendance records...
[2011-08-25 15:12:12]1[Head office]Read the records completed,Records:4, Read

successfully:4

Download all Record

Click the button [Download all record].
i H]ﬂ.‘ ) English s
=

Tewice Management Record Supervision Employees Management

DEE O 9 »

Add  Modify Delete | Synchronize Device Ring
Device Davice Dewics time parameter settings

Devices Managment

Following message records pops up:

\()

Time zome/Group Auto update Download

settings

Communication Hanagement Software ¥4.0.4

Record Management U Disk Management

the Téh status | new record |all recerd
Device Management

means check
in for work. Then set the time range for “IN” status, click “Exit” button to save and exit the

. m
@ &
Backup Eesune

Enployees Employess

& &
Backup Resune
Enpleyess Employees

60



FA\V\V/

Intelligent. Security

User Manual

5.1.13

Please confirm...

<P Thiz eperation will deal with the zelected machine
o

e 1[Heado£fice]
JJ Are you

to continue?

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

Following information shows on the main interface:

[2011-08-25 15:13:23]1[Head office]Reading attendance records...

[2011-08-25 15:13:24]1[Head office]Read the records completed,Records:6, Read
successfully:6

Backup Employees

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 Employees].
[ ) m." % English = Communication Nanagement Software ¥4.0.4 - = X ]
Device Management | Record Supervision  Employess Management  Record Management U Disk Management

@@@Qwe)wﬂ@@ﬁ

hdd  Modify Delete | Synchromize Ring  Time zome/Growp  Auto update Dowrlead I a
Device Tevies Dewice time parameter settings settings the T#h statns | new record all recor a | Em

Devices Managment Dewvice Management

Following message box pops up:

Please confirm...

@y This eperation nill deal with the selected machine
wr/  1leadotfice]
Are you sure t

o continue

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

The operation information displays on the main interface as follows:

[2011-08-25 15:15:07]Back upping employees...
[2011-08-25 15:15:07]Backup employee:1[Head office]

[2011-08-25 15:15:08]1[Head office]Backup employee information completed,
Records:1, Read successfully:1

[2011-08-25 15:15:08]1[Head office]Backuping fingerprints...
[2011-08-25 15:15:08]1[Head office]Backup employees and fingerprints completed!

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

Please confirm. ..

@) This speration #ill desl with the selacted machine
s/ 1lHeadatfice]
Are you sure to contimue?

Click the button [OK] to confirm or click the button [Cancel] to cancel.
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5.1.14

5.2

Resume Employees

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

Click the button [Resume Employees].
) |‘ V@ ) English - Communication Hanagement Software V4.0.4 - = X
Device Management Record Supervision Employees M t Eecord W t U Disk Management

H@@ng)vﬂ@@ﬁé

Add  Modify Delete  Synchronize Ring  Time zonefGroup  Auto update Download — Download Baclup Resune
Device Davice Devics time parameter settings setlings the Téh status | new record all recor d | Employees | Employees

Devices Managment Device Management

Following message box pops up:

Please confirm...

@y This speration #ill deal with the selected machine
/)  1lHeadotfice]
Are you sure to

continne?

Cancel

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

Some operation information displays as follows:

[2011-08-25 15:16:37]Get back employees...
[2011-08-25 15:16:37]Get back employees:1[Head office]
[2011-08-25 15:16:38]1[Head office]Get back employees completed

Notice:

1. Please make sure that the User ID is existent in the terminal.

[2011-08-25 15:08:07]Get back employees...
[2011-08-25 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.

Record Supervision

Get the records from the terminal real-time.
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Unit Management Eecord Supervision Employees M t Record M t U Disk Management
o] Eegin Time Checl—in Times O
) End Time Checl—out Times 0
Activat Frohibit
roltime | esins | Enployes Wamber Other Status Times 0
Real Time Management Real-Time Momitoring Records Information
=1 All Groups
Groupl r ]
Group2 B
Group3 10
Groupd
Groups
No. Mame DatedTime Status Descrption | Terminal Mo Device 1D Device name Department Position “Wark Code | Identification Meth
< »
| 0% gt

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 2010-12-1T 1Z2:73:24 Checkin Times O
End Time Checl—out Times 0O

Emploree Humber O Other Status Times O

Real-Time Monitoring Records Information

When the employee clock in or out, the value of [Check-in Times] or the [Check-out
times] increases one.

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

ID: 8107

Name: David
Dept: RND
Posttion: Software
Engineer
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5.2.2 Prohibit real-time

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

Begin Time 2010-12-200 15:32:14 Checl—in Times U
End Time Z010-1Z2-20 15:32:53 Checl—out Timez O

Emplores Humber 3 Other Status Times O

Feal-Time Monitoring Records Information

5.3 Employees Management

Employees’ management interface is as following:

) £0 @ () English - = Communication Nanagement Software ¥3.0.4 - = X
Dot et sl Swmmmneen IOt} t | Record M 4 UDiskh 4
y B Download FP Employee ID =
@ el
L-_.r' M Upload Enployees & FP | Enpleyes Hame
Add Wodify  Delete Teremir Set Eery - . Checlk
EmpRoyes | Enployse Employes | Department privilegs Privilege || EREDelete from Unit Terminal Employee
oo et [ —— [ -
=1 Al Groups
Groupl r ]
Group2 i
Group3 1
Groupd
Group5
B 248 Employee b - | Card Mo Mame: Gen Position Birthday Employ Date  Phaone Address Lriit
» 5001
800
< ¥
0z Bt

5.3.1 Add Employee

Click [Add Employee] button, open [Add/modify employee info] window as follow:
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Notice: The No. is exclusive as well as the first digit cannot be 0! And the

= Add/Nodify Employee Info

B asic Info l

No. ’l—

Card Mo, ’—

Mame ’—

Paszword l—

Sex ’—L|

Dept. ’W
IN— al gl

Uzer type ,W‘

dentfication Methd [

D Na. Bitthday k...

I ation 2 Erploy Dl

Pasition ¥ | Puolitical Feature i

Education - Speciality -
Phone Mabile

M ative Place |

Address |

Save | LCancel |

£

administrator’s name will show as red color

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,

)

Bestcie | O Down

Click the button [View] to choose one photo. And Crop the photo by the [Cut-down]
button and then click the button [Save] to save as follows:
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B Add/Nodify Employee Info

Basiclr-‘ol

No. 8101
Card No |223§
Name |L22y
Password |123
Sey |Male ﬂ
Dept. |@ Headalfice j
' = al g %
wammm«i Uses R
Ideniification Method |6

10 No. | ithday |1
Naton | =l EmployDatelL '
Position I—ﬂ Political F‘HmlPulyMefrber -
Edsion| v ey
Phoe| o]
Native Place |
hddteul

sove | Concel |

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

Click [A|] button, open [Pictures shooting] window as following,

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 [ll] to delete the employee photo.

[Fingerprint registration]: Use the external USB fingerprint reader: OA99+ to enroll the

fingerprint.
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The sentence “Connect to the fingerprint sensor reader successfully!” means that the
OA99+ is connected successfully.

= Add/Nodify Staffer Info X

Basic Info | Other Info  Fingerprint Registration |

FP Enroll conditior

I~ First Fingerprint Enrall |
I~ Second Fingerprint Enrall |

Connectto the fingerprint sensor reader successfullyl

Save | Lancel |

Place the fingerprint on the terminal’s fingerprint scanner window and then click the
button [enroll] to enroll the fingerprint.

B Add/Nodify Staffer Info 3

Basic Info | Other Info  Fingerpiint Registration I

~FP Enroll condition™

[ First Fingerprin Enroll
T Second Fingerprint Enroll

Enroliment successfull

Save | Cancel

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

5.3.2 Modify Employee

Modify employee operation is to modify the employee information in the window
[Add/Modify employee Info]
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\ u‘t ) English =

=/
Device Managsment  Record Superwisien | Employees Management | Kecord Management U Disk Management

e B By &
Add Modi £ Delete Transfer Set Copy Dowrdoad Tpload Delete

Employee | Emplowes | Employes | Department privilege Friwilege | Template UserTemplate from Unit Device
Enplopess Managnent

Communication Hanagement Software ¥4.0.4

Employes ID

Employee Hame

Employees communiecation

2

Check
Enployes

Enployee Checking

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).

:!) £3]@ () Enclish =

Communication Nanagement Software V4.0.4

« N I N S N

Device Management Record Supervision | Employees Management | Record Management U Disk Management
:)) g L~ * % @ Enployes IO p
_-:' & 8) ’\% Enployee Hame
Add Modify  Delete Transfer Tat Copy Dewndoad Upload Delete . Check
Employee FEmployec  Employee | Department privilege Priwilege | Template UserTemplate from Unit Device Enployee
Enployees Managment Enployess communication Employes Checking
= &l Groups
Groupl r‘ j
Group2 D
Group3 10 2]
Groupd
Grouph
~
ﬂ Headoffice Employes M Card Mo, Mame Gender Fosition  Bithday  Employ Date | Phone  Address FP

[
T 2 e o Cumm—

Click [Delete Employee] to delete the selected employee.

O] @ ) Enetish =
=/

Communication Hanagement Software ¥4.0.4

Device Management  Record Supervision | Enployees Management | Record Management U Disk Menagement
:), . c —~ 3 % @ Enployee 1D
) [% & 8) ’\g Enployee Name
Add Modify | Delete Trans fer et Copy Download Upload Delets )
Enployee Employes Department privilege FPrivilage  Template UserTemplate from Unit Device

Employees Managment Employees communication

Check
Enployse

Enployes Checking

5.3.4 Transfer Department

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

[Employee Transfer] pops up:
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5.3.5

B Eaploree Tansfer El

Fleaze select the department:

- EEE head office
S AtD

& RED

& PO

Ok ‘ LCancel ‘

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

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:
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Set privilege @
S|
1[Head Office]
O 2i5hanghai]
- Groupz
O 2iBsiing]
O 4[Shenzkien]
O Group2
O Groups
O Groups

Ok | Lancel |

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:

Emplaree Ma. CardMa. | Mame Sex Position Bithday  Employ Date  Phone Address 1gtFP [ 2nd FP | Unit

D Y O BN
8103 Micheal 2001247 O O
8108 Lizzy O O

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

5.3.6 Copy Privilege

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

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

Copy Function and Privilege

Copied Emplaree [T @

0%

Cancel

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:
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5.3.7

Set privilege [5_(|
[ 1[Head Dffice]
2[5hanghai]
=0 Groupz

O 3Esiinal
#[Shenzhen]

O Group3

O Groupd

O Groups

LCancel

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

Pleasze confirm...

\_?/ Are you sure to copy the selected emploree’ s privilege?

Cancel

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

System prompt [zl

\_?/ The Selected emploree’ = privileges are successfully copied!

Download FP

Download the fingerprint from the terminal to the software.

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

Please confirm...

2 Thiz operation will deal with the selected machine:
\"-f/ 1 [Headaffice]

Are wou sure to continue?

Cancel |

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

The operation information shows on the main interface as follows:
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[2011-08-25 16:18:44]Download fingerprint...
[2011-08-25 16:18:44]Download fingerprint:1[Head office]

Note: The function is only available for C2.

5.3.8 Upload User Template

Upload the employee information and fingerprints to the terminal.

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

Blease confirm...

@) Thiz cperstion will deal with the selacted machine
s/ 1lHeataffice]
Are you swre te contimue?

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

The operation information shows on the main interface as follows:

[2011-08-25 15:10:18]Upload employees and fingerprints...
[2011-08-25 15:10:18]Upload employees and fingerprints: 1[Head office]
[2011-08-25 15:10:19]1[Head office]Upload employee and fingerprint completed

Note: The function is only available for C2.
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. ..

@) This speration #ill desl with the selacted machine
w4/ 1lfeadotsice]
" Are you sure to contimue?

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

The operation information shows on the main interface as follows:

[2011-08-25 15:11:21]Delete the employee from the device...
[2011-08-25 15:11:21]Delete the employee from the deviece:1[Head office]
[2011-08-25 15:11:22]1[Head office]Delete the employee from the device completely

5.3.10 Employee Checking

Search the employee information.
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5.3.11

Emplores IO

Emploree Hame él

Check

Terminal Enploree

Emploree Checking

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

Department Management
Move the cursor to the department list and then click the right button of your mouse. The
menu pops up as follows:
=i Headaffice Employee b

Add Dept

Modify Dept

Delete Dept
Add dept:

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

= Input Department Name

Pleaze Input Department Mame:

ak. | Cancel |

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

Modify dept:

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

Input Department Name E|

Pleasze Input Department Mame:

Ok | Cancel |

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

Delete dept:

Choose the department which is going to be deleted. Click the right button of your
mouse and then click the [Delete dept]. Following message box pops up:
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Pleaze confirm...

\:.? Bre wou zure to delete the selected department?

Cancel |

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

Remark: Right button menu:

Select ALl

Cancel Seletion

=) @&

Transfer Department
Copy Privilege

£dd Emploree
Madify Emplores

W

i Delete Emplores

5.4 Record Management

=) 0@ () English -y= Communication Nanagement Software ¥3.9.4 - = x
- Unit Management Record Supervision Employees W t Record M t U Dizk M t
= = Text file (k. txt) - B
M becin Date EHAZ 2011-11-01 - p Export Format Enployee No. Length
Export Field Wo. ;Date/Time;Terminal No. ;Sta ~ Space symbol Tab =
EHA= 2011-11-01 - Search Export
M End date Seareh e Formst yryyonedd Bhoniss B e sl Lo reord
Record Search Export Record
= &l Groups
Groupl r‘ j
Group? B
Group3 1]
Groupd
Grouph
Mo. Mame Date/Time Status Status Description | Terminal Mo Device ID Device Mame Dept Pasition “Wark Code | Ide
< *
0% s

5.4.1 Record Search
%] Begin Date Fri 12/17/2010 -~ p
M End date Fri 12/17/2010 - | Search

racord
Becord Search

Set the Begin Date and End Date as follows:
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S MT Y¥YTTF =
1 2 3 4
S &6 T &8 91011
12 13 14 15 16[17]18
19 20 21 22 23 24 25
2B 2T 25 29 30 31
Today
Click the button [Search record] to search the record.
Ma. Mame Date/Time Statuz Statuz Description  Unit Mo, Urit S/M
b 379 Peter 2072009 10:28:70 Ak | In 1 300
06 Jack 2072009 10:28: 31 AM )| In 1 300
87 SE 2072009 10:28:34 Ak | In 1 300
5.4.2 Export Record
Set the export format, export file and time format.
Export Format Text file (k. tat) ~ Emploree Ho. Length B
Export Field Ho. :Date/Time;Unit Fo. ;Status - Space symbol . -
Time format ¥¥¥ymm—dd hhimm:ss ~ Space symbol Length 1 ftg:;;

Export BRecord

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

Text file (k. txt]
C3V file (k. csw
Excel file(® xls)

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

[I¥ame
[#]TatefTime
[#] Uit He.
[JUnit name
[¥]Status
[JStatus Hame
[JDepartment
[JFosition

Time format: 4 optional formats

yyyy—mm—dd hhimm:s=
¥53—m—d hkhomm:ss
wy—mm—dd hh:mm: ==
wyvymmddhbmmz=

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

\:{‘j Records have been exported to ™ E:\Test'Report'KQ-Rep. txt

Click the button [OK] to confirm.
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U Disk Management Program

U disk management program mainly manages the data from U disk to database.

To read the attendance record, you must make sure all data store under Anviz-C folder

in the U disk.

The screen shows as following :

) |1 » . il |English -~z Communication Nanagement Software ¥3.9.4 - A Xx

Unit Management  Record Superwizion  Employess M t Record M t | U Disk Management

o n 8 @

47Find U Disk | Read Records Restore Employee Backup Employee
from U Diszk from T Disk to U Disk
U Disk Management

=1- All Groups
Groupl
Group2
Group3
Groupd
Group5

| 0z ‘

Read Records from the U disk : First click [Refresh] to select the U disk icon , click
[Read Records from the U disk], the system will auto read the data from U disk and
export to local database”Att2003.mdb” “Checkinout” table .

Restore Employee from U Disk: click [Restore Employee from U Disk] button, the
system will export the employee information data to local database "Att2003.mdb”
“Userinfo” table, fingerprint template to root index “Template” folder.

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

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

System Settings

Click the icon [=] on the top left corner, the menu pops up as follows:
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5.6.2

-
| Basic Parameter Setting
B
W Tah state Setting
-)?\-l Timing Dowrnloading Record
=] -
|§ Wemsgement PE setting

]l']"l Database linking setting

) = -
(= Exit system
D

Basic Parameter Settings

Click the [Basic Parameter Setting]. The [Basic Parameter Setting] pops up:

Bazic Parameter Setting §|
B asic Parameter
Com Port Communication delay time[1-5) Seconds 3
Metwork Communication delay time(1-20] Seconds 10
IP Part 5o

[ Communication Failed, automatically exit curent operation
[ In Realtime Monitaring, voice prompts "Department Mame'

[ Clear the data after downloading

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.
IP Port: Communication port.

1 Communication failed, automatically exit current operation: If timeout is larger than
‘Communication delay time’, software will automatically exit.

[ In Realtime Monitoring, voice prompts “Department name”: During real-time monitor,

if employee is access allowed, the software will voice prompt employee department and
name.

(1 Clear the data after downloading: After downloading records completed, delete the
record downloaded from machine automatically.

Click the button [OK] to save the setting.
T&A Status Setting

Click the [T&A Status setting] option, and the [T&A status setting] window pops up:
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= TEA Status zetting §|
a
o Fleasze zort it in ascending order.
Status value Symbol Statuz Descriprion
» — In
10 Out
22 2
33 3
44 4
55 5
[ B
77 7
g8 ]
39 9
1010 10
1111 11
12112 12
1313 13
1414 14
1515 15
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.
Timing Downloading Record

Click the [Timing Downloading Record]. The [Timing Downloading Record] window pops
up:

= Timing Downloading Record

[~ FRun Timing Downloading Fecord

Downloading Time: |

Time: [00:00 == Add Delete Time

ok | LCancel |

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.
Management PW Setting

Click the [Management PW Setting]. The [Modify management password] window pops
up:

= Nodify management password

Old Prad: ‘

Mew Pwd: ‘

Comfirm Pusd: ‘

oK Cancel

[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,

78



NANVIZ2

Intelligent. Security

User Manual

5.6.5

Sy=temn prompt

\_‘,:/' W ol permoe i Anamrrosl, flormn i S0 prosmerd ool

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

\_“\,’/ Confirmation failed, pleaze enter the new password again!

Click [OK] button to input confirm password again.
After modifying completed, click [OK] button to save new password and it prompts:
System prompt §|

\"{) Admin password modification successfull

Database Linking Setting

Click the [Database linking setting]. The [Data Link Properties] window pops up:

B} Data Link Properties @

Provider | Connection | Advanced | All
Specify the following to connectto Access data
1 Selector enter a database name
[ \Test\0AIOO0LALL\AL L2003 mdb

2 Enterinformation to log on to the database::
Username:  [Adnin |

Blank password  [[] Allow saving password

Test Connaction

l QK H Cancel ][ Help ]

Click [ button beside [1. Select or enter a database name:] to choose the linking
database directory. And then choose database name, click [Open] button to confirm
database linking and exit to [Data link properties] interface. If the database has set [User
name] and [password] already, we must input [User name] and [password] in [2. Enter
information to log on to the database]. After completed, click [Test connection] to test the
connection correctness of the database and system prompts:

Nicrosoft Data Link r‘s_(|

\_‘{/ Test connection succeeded.

Click [OK] button and it goes back to [Data link properties] interface. Click [OK] button
and system prompts,
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5.7

5.7.1

5.7.2

5.7.3

Sy=tem prompt

\:‘:j Dlatabaze commecting succes=zful, pleasze restart the software!

Exit System

Click [Exit system]. It prompts:

Flease confirm. .. g|

\-_“':J) Are wou sure to exit?

Cancel

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

User Interface Configuration
Interface Skin Color
Shift the skin color by press the button [“® ] The style is Windows XP system style.
Change the Software Language
Choose the language in the option [n== W,
Set Quick Access Button

Move the cursor to the icon [Synchronize time]. Click the mouse’s right button. It
prompts:

P'j 0@ ) English Mk Communication Management Software
) Unit Wamagement | Record Supervision  Employees Menagement  Eecord Menegement
BEE Q 2 9 » < ||
Add  Modify Delete || Synchronize | Initislire | Terminal Ring Auto npdate Dow
Unit Unit Unit time the THA status new

R Add to Quick hccessz Toolbar l

Terminal Managment Unit Management

Click the item [Add to Quick Access Toolbar]. And then you can see the quick access
button on the toolbar as follows:

o) [O1@ ) maisk VB Communication Nanagement Software ¥
B1
Vit Wanagement | Record 5% P Form hemegement, Fomesd hemesement,

V| Black =
EEE Q' @ p < |L
Add  Modify Delete Synchr oni V| Language erminal Ring Auto update Town
Unit  Unit Unit time Wit Parameter settings  the ThA =tatuz | new r

Terninel Managment Unit Menagement

Move the cursor to the quick access button. And then click the mouse’s right button. It
prompts:

) 1 @ () English M CTE Communication Nanagement Software ¥
J Bemove from Guick hscess Teolbar I
Unit Managenent | Becord Sup anm
= i® \ . -
v
e s D9 O L
Add  Modify Delete | Synchronize Initialize | Terminal Ring Auto update Dowd
Unit Unit Unit ime unit parameter settings the TéA status new e
Terminsl Managnent Unit Managenent

Click the item “Remove from the Quick Access Toolbar”.
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Frequently asked questions and answers
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6.1 Fingerprint has enrolled but often gets failure in
identification.

Reason Solution
1. The fingerprint was not Enroll the finger again. Please refer to illustration
captured properly. of pressing finger.

2. Direct sun light or too bright

light Avoid direct sun light or other bright light.

Touch the forehead to increase oily level of the

3. Too dry finger. finger.

4. Too wet finger with oil or

. Clean fingers with towel.
cosmetics.

5. Low fingerprint quality with

X Enroll other fingers with better quality.
callus or peeling.

6. Wrong way in placing fingers

when punching infout. Please refer to illustration of pressing finger.

7. Latent fingerprint on the Clean sensor surface (Adhesive tapes
surface of sensor. recommended).

Place the finger evenly on the sensor with

8. Not enough finger pressure. moderate pressure.

9. Influence by fingerprintimage | Enroll fingerprint again. Please refer to
change. illustration of pressing finger.

10. Fingerprint not enrolled yet. | Place enrolled finger.

6.2 The machine cannot connect with PC.

Reason Solution
1. Communication method not set Select the correct communication
correctly. method.
2. Cable not plugged firmly or cable Plug the cable firmly or change another
hardware problem. cable.

3. Not able to connect COM (wrong COM Please enter the right COM No,

No.).
4. Not able to connect TCP/IP (wrong Refer to the manual for connecting Time
setting). Attendance terminal.
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6.3

6.4

6.5

6.6

No records found though employee who have

clocked in/out.

Reason

Solution

1. Unit power break for a long time
(time turn to zero as default).

Synchronize the time.

2. Minority employee fingerprint
false accepted.

1. Add records manually.
2. Adjust fingerprint matching precision.

3. Change another finger and enroll again.

Clock’s time works fine, but FP scanner is off,
therefore, employee cannot attend.

Reason

Solution

1. Unit in dormancy status.

Press any key to activate.

2. Fingerprint scanner abnormal.

Restart the machine or change the fingerprint
module.

We do not use the ID + fingerprint mode to verify.

Reason

Solution

1. Wrong ID entered.

Enter the right ID.

2. This user has no right to use 1:1
identification method.

Set 1:1 identification method for this
user.

The unit beeps automatically when no one

punches in/out.

Reason

Solution

1. Direct sun light or too bright light.

Avoid direct sun light or other bright light.

2. Latent fingerprint on the surface of
sensor.

Clean sensor surface (Adhesive tapes
recommended).

Note: If 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)!
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The main theme of this chapter is the additional
information of this T&A including access control

cable connection and way of pressing finger.
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7.1

7.2

Appendix

C2/C2C Interface lllustration

w [

RJ11 RJ45

Finger Placement lllustration

Eﬂﬁé

Incorrect way to place finger:

E bl R B

Too small valid area /left-of-center /right-of-center /Defluxion /Too down

Correct way to place finger:

1. It is better for each user to register more than two fingerprints.

2. Place finger flatly and cover the sensor surface as bigger as possible in order to scan
more fingerprint features.

3. Try to keep the same direction and angle each time when placing fingers.

4. If your finger has sweat or water, please dry it and then register again. (The wet finger
can cause the finger image not clear)

5. If your finger is too dry, make it a little wet or touch the fore head to increase oily of the
finger; press with a little strength on sensor. (The dry finger can cause the finger image
not clear)

6. Avoiding the fingers with callus, peeling or injury to ensure the register and
identification successful.

7. For improving the precision of the fingerprint identification, it is better to use the
thumb, then forefinger and middle finger.
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