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Introduction

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

fingerprint or proximity card device.

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

techniques in solving problems for the software.

AMS system is a multi-lingual interface system. User can choose the interface
language in login screen. The software can be run in Windows 98, Windows 2000,

Windows XP and Windows Vista. But, it cannot be used in Linux or Unix platform.

Software Platform

This software can be run in Windows 2000, Windows XP and Windows Vista. For
Windows Vista, the software need authority to access the Microsoft Access
Database. You either need to switch on the authority for accessing it or copy the

whole directory (ams) to “document and setting\all users”.

For hardware, the software requires 100M free hard disk space for installation. The

computer speed should be Pentium 133 or above.

Software Installation

Put the Installation CD into CD-ROM drive.

Browse the CD, and double click on file “setup.exe” which is located in a date code
directory such as 20090129.

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



<% Installing AMS

Welcome to the AMS Installation!

This setup program will install AMZ on your computer. Click Cancel
if wou do not want to install this application, Click Mext to continue
the installation.

WARMING: This program is protected by international copyright
law and treaties,

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

Next = J [ izancel




Select installation path and then click “Next”.

<% Installing AMS

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

Setup will install files in the following folder.

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

Destination folder

H:%Prograr FileshamMs Browse...

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

< Back ] | Mext = | [ Cancel

The system will begin to install the program.

<% Installing AMS

Installing Files f
Copying &MS files to yvour commputer,
pying ¥ p _‘

To interrupt or pause the installation process, click Cancel,

Directory: H:“wProgram FileshaMSypresent
File: UnionAttend Feature 20090326.ppt

(RNRNNRANRRNRRNRRRANR )

Mext = zancel




Click “Finish” to complete the installation.

=% Installing AMS




Login

Run the shortcut “Attendance Management System” on the desktop

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

% Account IS}'Stem

Passwordl

W O | X Cancel |

Interface Preview

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

main window.

Main Window

The main window consists of the title bar, top pulled-down menu, hot menu, the
content area and the status bar. The title bar shows the software name. The top

pulled-down menu covers all the items in the software. The hot menu provides the



quickest way for accessing the critical item. Finally, the status bar shows the status

of the system such as the current date and time. Title bar

Top pulled-down menu

Hot menu

Unice Beorao Machisz  (Vermenl 3 Wz i reirartra o) Domte CIO0E- 06260 Tewa (1306 55 \

N\

Status bar

Child Window

The child window is invoked when you select a menu item. Each child window
has its layout. Some are similar and some are different. Most of child windows

have the icon bar located at the top for choosing different actions.



' Statt [nformation

J add @0eiete “@nodfy Wlsae XCanceI| F] Close

[~ Show sub-Department Find I
[~ Show Resigned Staff

Marne | Staff Mo. |

Account: O

Icon Bar

B Staff Shift Sehadula

j TiAdd Be  FiBatch Scheduling *ilelete [EModify | [$]Refresh | J]Close

1 1
IClick here To SElect Oept. ] ﬁl
[~ Show sub-Department Find I

[T Include resigned staff

Hame | Staff Ho. |

Aecount: 0O

T T T
Deglh Oarte [ShITT Wam e [EnaIare 1

View Shift Detail

Wizard

The system has a wizard icon which teaches the user how to use the system.

I Report Window {0

2 & £ @

shift Pattern Shift Allotment | Download  Analysis  Attendance Detaill Report

?ﬁ

Wizand

When you click the wizard, 3 steps of processing is displayed.



= Atiendarer Maragemsed Sydem

Syewen Mignund () Shf Macagenant (] Dot Musggieat D] Ateduces Masgneal [T) Boperd Mo [N]

H MY M & s B O 8

|| Department Etaff  Ceeca  Hoday Hobday Alotment BRI Manzgerment ShiffPatieen Shift Mbtment | Dowriosd  Anakss  attencdcs Det Regort

w W i 2y 5
Dlepartmenl Tl Devis

Wi @ % & da 5
Haladay Helidur dlntnent Bt ket Batiern Shatt allteient

03 Y (i = 4
Dimwalond Amlyrte. Atendanc Distd Fegort Bt

[ UnicnBuaow Mechins  Vemen2l | Ussldmsoeng D Q00212

W sabteue Sooiment |. T Atieodenos Honegs,

A blue arrow is moving telling you that you need to input the module first. Clicking
the right image or word can invoke the corresponding module. When you have

finished input of one module, the word becomes blue.

= Attrzdance Management System

& S (L Davice it e (I Beport Window (BD

H WS M & @ B 9 B0

Depatrment “Staff Deice | Hobcky Hobclay Slotment | Shift Marsgament Shitk Pattern Shift Alotment | Dowrioad Anakss Attendace Detd Report

Sepil i L asl =
Degartment ot Twwice

Shy2 & il e ia &
Hollay Holuay Abomant Ehift et Pt Fhaft ATkt

Swp3 =4 = 4
Downlesd Aashyor Attendanes Detail Beport Bt

[ Onion Evsimee Weshines. (¥ eczion 27 [ Oow himinieien) | Dob @ORIZIZY | Tam 0BRGN | |

Then, the blue arrow will moving in next module showing that you need to input
the other module.

Whenever you want to leave the wizard, just click the exit image or word in the

right bottom corner.



Department Management

Department management is to maintain the department used in the system. User can
add/modify/delete department here. There should be at least ONE department in the

system, as department must be assigned during the adding of new staff record.

SFINE L ERIR AR i)

8
Coeartment £
Add New Department

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

g ]::'Erliﬂl'h]flﬁ'l'lf T ana !_Z"E'l'l'j_f:]‘j_t

[| Clase

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

Wew Department Info

Tlepartment l

Dept. [Ho. [UT

Dept. lame|m3fﬂ

Under | ﬂ
| [

Telephone |

Fax|

Address|

Factal Code|




New Department will be shown.

@ Department Management
J Eladd ESlelete EModify | ] Close
Eh Dlep aybmased

==

Adding Subsidiary Department

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

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

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

Etadd EZDelete Iimodfy F] Close ew Department Info
=-I=. Department

%o, [L4]ABC Compeny L. (=t 1

E? [1EJHotel Compary Ltd.

Zz}g [24]DEF Company Ltd
Dept Mo, ABCO01
Dept Name |Ac t Department
Upper Dept. |ABC9mpany Ltd. j
Telephone

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




== Department Management

J Etadd EoDelete Imodify ] Cose

& Il UIIE I

[1AJABC Company Lid.
[ABC00] JAccount Department

L) L=3 RLRRLEE N} LE=E ] ' ey LLAN

- I=, [ZAIDEF Company Ltd.

14 -




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

9 Deepartment Management

Ithdd ElDelete | ZZimodify | ] Close

= h Department
—|-I2= [01 ]UEM

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

9 Deepartment Manasrmemnt

#dd IlDelste | EfModify | ] Close

= h Department
—|-I2= [01 ]UEM

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

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

@ Modify Statf Information @ bModify Staft Information

*aaa "Cadd @Delete “WiMod
| [01 UM | 01 JUEM
N Sl'u:-vl sub-Department Find plﬁhﬂw sub—lepartment! Find
[~ Ehow Resigned statk [ SHow Resigned SEaft
Hame Staff Ho. Hame Staff Ho.
i Bryan 00000001
FlEric 00000002
L I 00000003

- 15 -



Staff Management

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

proximity card device.

For example, staff number is “MIS001” and its user ID is 7. It means the fingerprint

or card information in device belong to user id 7 will be match to staff “MIS001”.

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

Swstern Management f Management I Device Mana,

= & &£
Departrnent evice  Download

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

) Staff Information

+

&dd

Click here to select Dept. . | il
—1

[ Show sub-Tepartment Find

[ Show Resigned Staff
Hame Staff Ho.

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

are necessary to input while others are optional.

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

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

- 16 -



el | K] cClose

Baze Info | Cifher Tofo | Penade |

Hame | NickName |

Staff Ho. [MISOI1 = User ID 11

- (Device Tzer [N

' = olm| @[e

ID_Card No. |

Gender | ﬂ
Birthday G- momn-dd )

Marital Statns | ﬂ

Hationality |

Rezidence | ﬂ

Wage Tope [1-Quantity Seale =]

99 <<

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

can click the page title to let the system showing the page content.

€cancel | ] Close

ﬂ@u ]Dﬂier Info ] Re@
T Wame ||

statf No. MIZ011 =5

The page “other info” consist of the less important information of each staff. You

are free to choose to input or not.



Base Info  Other Info | Remark |

Position || ﬂ Title | ﬂ
Join Date ,7 (oo mo-dd ) Paz: Probation ,7 (nnn-mium-dd)
Contract Type | ﬂ Political Btatug | ﬂ
Education | ﬂ Profession |

Grradvate Time ,7 fnnny-mo-dd) “chool |

obile Ho. | Telephone |

Address |

Address] |

Addres2 |

Postal Code |

Local Citizen r G |

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

card number if it has.

Bisse Info | Other Info  Remark |
I

Fingerprint | Adrnin false

Password | Card |

If the user has enrolled 2 fingerprints in the device, the fingerprint field will display
“1,2” which means that first and second fingerprint has been enrolled. The sequence

in here is not the same as the fingerprint sequence in user’s hand.



The field “Admin” shows you whether the user is supervisor in the fingerprint or

proximity card device. If it is supervisor, you will see “true” or you will see “false”.

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

number of star “*” to represent the password.
Finally, the card field will show the card number in hexidecimal in the device.

When you have input all the necessary information of the staff, you can click the
icon button “Save” to save the staff information into the software database. If you

do not click “Save”, the input data will be lost.

Hsave  Xcancel Close
| @ | Bjs=Info | Other In
— Mame

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

G Modify Staff Information
Chdd Dalete

| [02]5ales ~| ¢4
[T Show sub-Tepartment Find

[T Show Resigned Staff

(s R ol il 1

Hame

&

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

action. Click “confirm” to proceed or “cancel ““ to abort the action.

Please be noted that the process is NOT RECOVERABLE.

- 19 -



Quneztion
L | anre delete staff
N..?r) Jellor 7
LW i
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Normally, we will set the staff to the “resigned” state rather than deleting the staff
directly. The resigned staft will be not shown in the staff listing, unless user enables
“Show Resigned Staff” option. The resigned staffs will also be excluded in reports
unless specified. However, all records of resigned staff are still preserved in the

system.

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

'9 Modify Staff Informatinm
hdd TDelet

|[|:|2]Sale5

[ Show sub-Department Find
[~ Show Resigned Staff

1T [l Rl s ' 4

, SE DT yan

Then, tick the check box “resigned”. After that, you are asked to confirm the action.

LEpL | Lcconnt Department |

ID_Card Na. |

Cremder Queshion

Birthday

Marital Btatos

Wationality |

Rezidence | ﬂ

Tage Type [1-Quantity Scale |

Eesign |w

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

of resignation date, type and reason.

- 21 -



Eesign |+ Leave Date [7000-03-26 Tne

Heazon e

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

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

@ Modify Staff Information

g FModify Staff Information

J +§Add -!Delete QMndif}- J +ﬁﬁldd _ﬁ]]elete ‘%Mndif}'

I [02]5ales |

[~ Show =ub-Department Find I-

[T Show Resigned Staff

|_ Shuw sg—ﬂepartment Find

o ]
i

T
T

- 22 -



Device Management

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

“device management”.

= Attendance Management System

Syztemn Management &) Staff Management 00 Device Management (I Attendance Management (Td  E

= o & @ =

Departrent oliday  Holiday Allotrment | Shift Managerment Shift [

Dievice

To add a new device, presp “add”.

&ph’lndif}; = Delete e EHefresh [| Close

Device Mo. - Device Mame
| = |

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

device name for easy remembering.

- 23 -



i dd

it

"
dap Modify g Delete Save

EHefresh [l Cloze

[ evice

Device Mo,

L0k

Part

(=l R ey IO T L )

|

F

Device Mame |><529u

-4 -

Ethernet

IPaddess |
Part Mo, I_



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

b adel || j

Select Model A
FPS0U

COM NUZ100

NDS000

MO 0000 -
COM Port b -
%5291

%5391 v

Baudrate _L|

The model will affect the communication between computer and the device. So,

please check the device model before input this item.

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

port, please uncheck the “networked” check box.

Device
Device No. |‘| ﬂ Device Name <6290 W Metworked?
COM Ethernet
Part = P Address  [192.168.1.224
Fort Mo, | 5005
Baudrate |E|EDD j
Pazsword |D

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

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

successful communication.

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

communicating from other unauthorized software.

For COM / USB connection, uncheck the check box ‘“Networked?”. Then,

- 25 -



input the com port number and the communication baud rate. When you plug
the RS232 cable to the computer, the OS will assign a com port number for the
communication. You can check the com port number from the OS. For Windows
XP, right click “my computer” and select “computer management”. Then, select
device management and find “com or Ipt”. Using mouse to click the left “+”
sign to see the available com port for the computer. After knowing the com port,

you can input back to the software for communication by COM port.

Device
Device Mo. |1 j Device Name  [<623U ™ Metwarked?
COmM Ethermnat
IPAddress  [192.168.1 224
Port
PotMo.  [5005
Baudrate

Pazsword |U

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

communication is by COM port or USB port automatically.

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

into the software.

G Dievice Management

Save | Refresh [f] Close

Device
Device Mo, |1 ﬂ Device Mame  [+<6230
COk Ethernet

- 26 -



The saved new device will be shown in the device list in the lower part of the

device window.

Device Mo, Device Name Port Baudrate IP Address Part No. Pagsword
1 TA70000 192.168.1.224 5005

*

- 27 -



Device Communication

Device communication is a list of items for communication with the fingerprint or
proximity card device.

To invoke it, click the icon “Download”.

== Attendance Management System

Swztemn Management 2 Staff Management (T}

S g

Department  Staff  Device Hol

The download window will be shown after invoking.

== Attendance Management System - [Data Communication] EFE‘@
a Data Setup Timezone Management -8 x

~
Department  Staff  Device Holiday Holiday &llotment | Shift Management  Shift Pattern Shift sllotment | Download  Analysis  Attendance Detall Report

SetTime | ReadMame | SetMame | U Disk/SD Card Import | Clear Aelmin | Sek ddmin ‘ Diojrioad Argument |
evice
[ TNU-Z100[PLUS) [NUZ100) [t Dowrload Record Dowrload All Record Delete Racord Test API
Diownload Template Upload Template Delete template l— Cloge
Test Device Clear Screen
s | |
| Union Business Maghines  |Fersion 2.7 User (Adminietrator)  Diate (3008-13-13) Time (16:41:14)

¢ |
| [ i

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

means you want to communicate with the device.

- 28 -



The root of the tree is a tip showing “Select Device”. Check it means you want to

select all devices. Uncheck it means all devices will be unchecked.
In this window, you can select multi-devices for communication.

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

data communication.

4 -l M a p et Sy = Dafi S i ] EEX
& Doty Setup Timesone Menogement -8 x

8 | @ % % £ 0 N

[ 2] =l N
Device Holiday Holiday &llotment | Shift Management  Shift Pattern Shift Alotment | Download  Analysis  Attendance Detall Report

F!e Set Time ‘ HeadName\ Set Mame ‘ U Disk/SD Card Import | Clear Admin | Set Admin ‘ Diownload Argument |

r D Select Device
B TNU-ZI0PLUS) (HUZTO0) (e Download Record Download All Record Delete Recard Test APl
Dowrload Templats Upload Template Delete template ]—' o

Test Device Clear Sereen

s | |

 Tnion Business Machines | Version 2.7 User (Administrator) | Date (2000-12-12) Time (16:41:14)

G} T4 041

In the middle part, you can see a list of items in a toolbar for reading and setting

time, reading and setting name, USB import, clearing and setting admin.

-9 -



== Attendance Management System - [Data Communication] EFE‘@

aData Setup  Timezone Management

=

Atendance Detal Report

: SetTime | ReadMame | SetMame | U Disk/SD Card Import | Clear Aelmin | Sek ddmin ‘ Dioprioad sfbument |
=[] Select Device
[ 1-NU-2100(PLUS) - [NU2100) [t Dowrlnad Recard Dowrioad Al Fecord Delete Record Testapl |
Diownload Template Upload Template Delete template l— Cloge
Test Device Clear Screen
4 | |
| Union Business Maghines  |Fersion 2.7 User (Administotor)  Date (2003-13-12) Time (16:41:14)

£ | ¥

) FoF 0441

The common button is located in right middle part. They are used much more
frequently by user. They are mainly for download/upload/delete transaction data

and download/upload/delete fingerprint or password or card template

| Fiead Mame | Set Hame | |1 Digh /50 Card Impaort | Clear Admin | Set Admin | Downloac
[ HU2T10m Download Record Diowriload Al Recard [relete Record Test APl
Download Templat a
ownload Template Upload Template Delete temnplate -
\ /

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

- 30 -



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

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

confirmation before deleting.

Cestion

2 ) oo 2
\‘:\r} Lre yo sure to delete device's attendance record ¥

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

password. The system will show star (*) to represent the content of the password.

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

affect those fingerprint by the other user ID.

We then come to the buttons in the toolbar.

== Aitendance Management System - [Data Communication]
ﬂ Data  Setop  Timezone Management
& [

T Daktern Shift Schedule | Anal

_____ Set Time | Read Name | Set Mame | USE Import | Clear Adrnir | Set Admin |
- [ Select Device
o LG L0 | )|

Download Record Download &l Record Delete Record ‘

Download Template Upload Template Dielete template

- 3] -



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

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

download in entry to the window.

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

name” once for a device.

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

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

menu again.

Finally, the button “set admin” will do the opposite of “clear admin”. It will get the

input of user ID and change this user id from normal user to supervisor.

zer D Start | Cancel

Just input the user ID that you want to raise it to supervisor and click button “start”.

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

very useful.

== Attendance Management System - [Data Commmnication]

& &

The top menu is in format of pulled-down menu. When you click the item, a pop-up

menu will be displayed such as the “1. Download online”.

In Data Item, you can see only one item pop-up menu. It is “Download online”. It is

to monitor all selected device and download the in out transaction immediately

- 32 -



when user punch its finger. When you select this item, it will ask you the time
interval in seconds. It is the time between each monitoring. The default interval is

one second.

I |
Interval [second) [+ Dizplay Start | Cancel ‘

The check box “display” is an option for choosing whether to show the connection
message in the message area. The default is to display. When you confirm the

interval, you can click the button “start” to download data in online mode.

== Attendance Management System - [Data Communication]

=
WS L @ e B S [

= i
Departrnent  Staff | Device Download | Holiday Holiday allotrment | Shift Management  Shift Pattern  Shift Schedule | Analysis attendance Detall Report

F\eadTimE| Set Time |HeadName‘ Set Name | USB\muon| Clear Admin | Set Admin ‘
= [ Select Device

1-TA10000  [MUZ100]  [tep] ‘ ‘

D rewbevia [ o8

done -~

Device [1) - Download D ata
done

Device (1) - Download Data
done

Device [1) - Download Data
done

Device (1] - Download Data

Device [1) - Download Data
done

Device [1) - Download Data

Device (1] - Download Data
done

Device [1) - Download Data
done

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

Device [1] - Download D ata
daone

Device [1] - Download D ata
daone

Device [1] - Download Data
done

Device [11 - Liouusloasma
=111 - Download Data
done

id: 11 2003-03-27 1201:00  [fp] [in]  nameldely]

done
Devmefetaunlnad D ata
done

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

the process.
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The next menu item is “setup”. It is a pop-up menu for setting the device.

% Delete 811 Enroll Data E
e =

Bl n

Department  Staff | Device Download | Holiday

Fead Time | Set Time | HeadName| Set Mame

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

the software. So, this item is suitable for clearing device.

Clear All Enroll Drata
done

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

Set Bell Bell Count 1
Enahle Hour kinute
r | | Read
r | | o
Wit
r | | —
- | | E it
r | |
r | |
r | |
r | |
r | |
r | |
~ I I

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

checked automatically.

SetBell
Enahle

<

<

<

<

111711 7

Bell Count 1

Hour kAinute

|0 |30 Fead
1z |30

[13 E it
LE ] E zit

When you finish the input,you can press the button “write” to set the time to the

device. Also, you can click the button “read” to read back the current bell time of

the device.

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

0a:30
12:30
1330
1800
00:.00
00.00
00.00
0o:oo
0o:oo
00:.00
00.00
00:.00

done

Device [1] - Connect topip
succeeded
Fead Bell

[192.165.1.224]  [5005]

The third popup menu is for timezone management. Timezone management is to

control the time that staff can punch fingerprint or card or password.
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== Attendance Management Svstem - [Data Communication]

&% Dats  Setup (e

Timezone
@ Time Group
Department Teer we Timezone
Time Match

£

Dioweriload Holiday Hc

e| Set Marme | USE Irmpaor

=- [ Select Device

1-TA70000 ] [cem] Download Record

Download Template

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

combination of group for opening door.

Timezone

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

X

Dewvice n g

; . Exzit
Timezone Mo. 1 R ) m& & |
Timezone Mame |One

Fram To
Sunday |n8:00 |23:59  (Open Time]
tonday |00:00 |23:54
Tuesday |00:00 |23:5a
Wednesday |00:00 |23:5a
Thursday |00:00 |23:54
Fridey |00:00 |23:58
Saturday |00:00 |23:54
Fead Current Timezone “white Current Timezone
Fead &ll Timezone wiite Al Timezone
Ta10000 fpS0u tepfip [192.168.1.224] [5005]

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

punch at 07:01 on Sunday, he will fail to do so.

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

number. The last one will write all 50 timezones back to the device.

In the contrary, you can read back the device setting by the 2 buttons of “Read

current timezone” and “Read all timezone”.

Time group

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

group name’’.
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Group Timezone [5_(

Device o [2] Two [1] One

= Group = Group Timezone = Awailable Timezone ~
[2] Twao [1] One 3
[2] Twa [22] Twenty Two & [2] Twa —
[3] Three [4] Four [3] Three
[4] Four [4] Four
[5] Five [5] Five
# [5] Six
[7] Seven
[8] Eight
[3] Mine “w

=I- Timezore [2] Open_Door Time
Sunday [00:00~23:59]
Monday  [00:00~23:59]
Tuegday [00:00~23:59]
wiednesday [00:00~23:59]
Thurgday  [00:00~23:55]
Friday [00:00~23:59]
Saturday  [00:00~23:59]

|~

Set Group Mame

Read Device Wiite Dievice

TA10000 fp50u tpfip [192.168.1.224] [5005]

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

[£] Two [1] One
= Group Timezone Axaillable Timezone S
[2] Two [1] One 3
[22] Twenty Twa & [2] Twa —
[4] Four [3] Three
[4] Four
[5] Five
‘ [E] Six
[7] Seven
[8] Eight
[9] Hine "

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

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

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

Fead Deviﬁ >

N—

16812247 [H005]

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

User vs Timezone

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

group 2 and time zones 3, 4 and 5.
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User vz Timezone

[11_Fleven

=1- [ Emplayes
"~ CIMIs00T
- OMis00
- OIMis003
- CIMis004
O MiIs00s

TA10000

1
12]
13
4]
5]

/= MIS00T
n'a

[FP50U

0]

92.168.1.224] [5005]

Eovse Group [1] One (2.22.4) Timezone [1] One Read Device wiite Device ‘

=I- Organizati = Group = Timezone
88 12-ABC Company Ltd.  [1] 1] One [2224] - [1] Orne
- 1B-Hotel Comparw Ltd.  [2] 2] Twa [1.337) o[2] Two

- 28-DEF Company Ltd.  [3] o [3] Three [7.26.4] o[3 Three

o [4] Four [1.21] - [4] Four

[5] Five [3.1.5) - [8] Five

- [6] Six

o [7] Seven

- [8] Eight

Insert g@ 2[4 7 Mine

- [10] Ten

The blue down arrow is used for assigning group to the staff while the green down

arrow is used for assigning time zone. The icon of computer with cross is to remove

any thing from the staff.

Basically, you need to tick the staff first before doing assignment or removal. The

system allows you to have multi selection. Any assignment or removal will be

effective for selected staff.

IM=ert

=-[J Emplayee
kIS 007

mEENE
B MIS003 (3]
CIMIS004 (4]
CIMIS005 [5]

=1 k15001
n'a

When you tick the tree root “Employee”, you can select or unselect all staff.

Similarly, you need to write the change back to the device. Click the button “Write

device” or the above diagram can do the job.

_ 40 -




Fead Deyfice

Wirite Device | >

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

area.

Time Match

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

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

Time Match 53
&;J -lg?j -lg?j Show Timezone

Device 1 Group [1] Group [1] 2224
=1 Match =1 Match [1] = Group

Group [1] M 2224

[2] Two & [2] 1.331

[3] Three [3] 7.26.4

[4] Four [4 1.21

[6] Five 5] 915

[ S ‘

[7] Sewven

[8] Eight

[8] Mine

[10] Ten

=I- Group Employes
néa

Again, use the left arrow icon to insert group while using the right arrow to remove
group for the match.
Similarly, you can click the button “Write Device” to write the change to the device

and click the button “Read Device” to read the current setting in the device.
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Group [1] 2.22.4

= Group
M1 z.zz4
& 21 1.224
[31 7.26.4

[41 1.21
[51 915

I

! |

= Fead Device warite Device

For the time match to work, we must note the open door time of each member.

For example, we take the example of user 2 and user 3.

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

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

For the time from 09:00 to 12:00, user 2 can access independently. User 3 needs to
have user 2 punches for access. For the time of 13:00 to 23:59, the opposite
happens. User 3 can access independently but user 2 need the presence of user 3.

For the time of 12:30, none of them can access even they punch together.

Normally, we will use the time match to combine the administrator and the normal

user. User 2 can only access in normal office time.

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

In this case, user 2 can only access in Monday to Friday, from 07:00 to 22:00. Out
of this time, he can only access with the presence of administrator while the

administrator can access all the time.
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For the model of FP50U, you will not find the group 4 for selection. It is the design

of the device.
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Holiday Management

Holiday is to identify the date for public holiday. In public holiday, staff need not be
on duty.
To invoke the holiday management, just click the icon “Holiday Management”.

wlanagement

S o

Dievice Holiday Holiday allotmment | Shift [
| | |

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

g Public Holidaxr

J Tiad] Holiday *iDelbte Holiday rjModify Holiday “b-Qui,

Tear I]'[l:ulid.:;;}r Category Hame I ;H-:-lidayg-

>

J FiAdd Detail *3Delet

Begin Date IEnd Date

Ld

Input “Year” and “Category Name”. Click “OK” to proceed.

Edit Holiday Category @

Tear Im

Category Hame |2|:I|:I‘3 sales calendar]

W UK | X Cancel |
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After the input of holiday calendar, you can add detail date for the public holiday.

Fiadd Holiday  £iDelete Holiday  FEMaodify Holiday 8 Quick Setup F] i
.rf.ear |Pub]j.|: Hl:l]ld'&}r Ha-lne | E. .......... YTETR l

|»

Fiadd Detal  Felete Detal
Eegin Ua |End Date |Hal

|-

Then, you will see an input window for the date range and the holiday name.

Edit Holidaw Detail ﬁl

Begin Date 20108 1H13H -]

End Date |zonaEF1z 198 |

Holiday Hame |I31-|ri stmas

T | X canca |

Input the “Begin Date”, “End Date” and “Holiday Name”. Click “OK” to confirm.
New holiday will be added. Repeat the adding till public holidays have been added.

Fiadd Detal  *+iDelete Detal rSModify Detai
B gin Date |End Date |Holiday Name |

[w

When you find some error in adding, you are free to choose to modify or delete the

public holiday.

BeginDste  |End Date  |Holday Name |

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

el Public Holiday

J F3Add Holiday *iDelete Holiday [oiMedify Holiday “&-Guicl Setup | Flcese

Tear I]'[c-lida}' Category Hame I Holiday I

2
— J FiAdd Detail *iDelete Detail [oiModify Detail

Begin Date IEnd Date IHolida}' Hame I

L4

You will see an input window with several check boxes.

]|

~Holiday ]
[+ 811 |Sunday

I_ Mternate Heslend ¢ 0OE
(% Firct week off
{" Second weelt off x Cancal

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

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

S 46 -



Cick Holiday Sething

Tear |2|:u:|'r ﬂ

~Holiday ITtem

¥ 411 Sunday
[ 411 Saturday

[V Customized

[ onday

Tuesday Lele off

Wednesd
i prnestay eels off x Cancel

Friday

le Yeekend J 0K

R

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

Omick Holiday Setting |

Tear |2|:u:|'r ﬂ

~Holiday ITtem

¥ 411 Sunday
[ 411 Saturday

[V Customized
[ ~ |

W Alternate Wealend J 0K

% First week off
™~ Second week off x Cancel

Click “OK” to proceed. The system will generate a new holiday category with

selected day in whole year.
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EI Publiz Holi

J Ti0d Holidey *iDelete Holiday [SiWodify Holiday “Quick Setwp | [ Close

YTear I]‘[olida}' Category Hame |i| Holiday I
2007 2007 Public Holiday
» J FIAdd Detail *iDelete Detail [HiModify Det
IBegin Date IEnd Date I]'[olidasr Hame
2007/0114 20070114 Sunday
2007/01,/21 2007/01,/21 Sunday
2007/01,28 2007/01 28 Sunday
2007/02/04 2007/02,/04 Sunday
2007/02,11 2007/02,11 Sunday
2007/0218 2007T/02f15 Sunday
20070225 2007/ 0225 Sunday
2007,/03,04 2007/03,04 Sunday
2007/03,11 2007/03,11 Sunday
2007/03/18 2007/03/18 Sunday
2007/03/25 2007/03/25 Sunday
2007/04/01 2007/04,01 Sunday
20070408 2007 /0408 Sunday
2007, 04,15 2007/04,15 Sunday
= 2007/ 04,22 2007/04,22 Sunday
iI_I _'I_ 2007/04/29 Z007/04,/29 Sunday
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Holiday Allotment

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

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

]

ad

In the holiday allotment window, you can allot holiday calendar to one department
or a list of departments. Single Allotment is to allot holiday calendar to the
highlighted department. Batch Allotment is for multi departments.

“; Hohdayr Allotment

J ?ESingle Allatment ?EBatch Mlotmant _E]:Ielete Mlotmant | [||:lnse

day Allotment

Tear Holiday Category Hame I

L] TET

""" EE'E [02]54le=
""" 1’—“5 [03]5hipping —
ol [MILLT.

2

For single allotment, highlight the department and click “Single Allotment”.

Tisingle slotment  FEBatch slotment  *iDelete Allotment K dose
Holiday Allo |
C Company Ld. -
z%_é [1EHotel Company Lt |Yea:r |H0].1.day Cate gory Hame |
=, [2ATDEF Company Ltd. ﬂ

Holiday Allobment

Dept. |

Holiday |
FR o]

L

' OE | K Cancel |
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For batch allotment, just click the button “batch allotment” and a multi-selection
window will be seen. Tick any departments that you want to allot and select the

appropriate holiday. Click button “ok” after the input.

Batch Setting Tp Organdzation Holiday

h Department
Elh [01]UEM Holiday
h [02]5ales ll
h [03]15hippin " =
o] F. [0411.T. 2007 Sunday hd
o UK
x Cancel

The Holiday will be allotted to selected departments.

EZ’%—; Hals atment |
- ales Tear I]'[n;idav Catezory Name I

""" h [03]Shipping
Lofmn [041I.T.

[

Continue the above process till all allotment has been done.
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Shift Management

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

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

and detail to finish the setup of shift management.

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

| -

Shift [PFiew Shift |¥iDelete Shift CoMedify Shift | Shift Type | [ Close

Shift He. 5hi£4 Name [Total Time [Default Shift [Remark
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Order Mo, |

=hift Me, |

MName |

[ Defanlt Shaift

Remark DK

X Cancel

i

=] .1

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

JShift Tilew Shift *iDelete Shift [SModify Shift | Shift Type | [JClose

A1l Shifts

0300-1800 oo 0o

JShift Detail| F+3hdd Detail I:-'Enelete Detail [EjModify Datail

Feriod|In Time [In wipe Tat Time|Out Swipe[Caleulate |Calculate Out—Early |OwverTime |Abzent

2

Add Shift Detail

Shift Mams koo Period )
1 o
3 Earliest In In Time Allow Late_In
1 I (hhemm) I (hhrmm) |00;15 {minnte)
! (Defanlt = -3 min) W Meed Swipe W Count Late_Arrival
I Early In = Overtime I I {after = late 1n)

Ot ’/ o
Allow Early_out Ot Time Latest Cut 4|
|00;15 {minuta) I (hhamm) I (hhamm)

X Cancel |
v Count Early_Cut v Need Swipe (Default = +5 min)
| (before = early out) [~ Late Cut = Owertime I I
i —Argument
™ OT Shift Work Time 00:00
Mid Time I Break Time I
(Intelligent Report) Actual Work_Time I
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Then, you will see a popup edit window. In this window, you need to input the in

time and out time.
Need Swipe

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

record.

Earliest In

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

will also be seen in raw swipe record.

Latest Out

The possible latest clock out time. The idea is same as the “Earliest In”, but this is

for clock out time. Similarly, the system will ignore the time after latest out time.

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

Count Late Arrival

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

time as usual but the late in column will be blank.

Count Early Out

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

in attendance report.
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Allow Late In

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

then the staff is late, and the late time will be 16 minutes, instead of 1 minute.

Allow Early Out

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

Early In = Overtime

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

calculated is 20 minutes instead of 50 minutes.

{Defanlt = -5 min) [ Co

v Early In = Cvertime {after

mt

Late Out = Overtime

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

OT Shift

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

Mid Time

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

you want.
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Work Time

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

rather than the calculated work time.

Shift Template
There is a button of template that can help you to generate both the shift and shift

pattern quickly.

lay  Holiday Allotrment | Shift Manuagement Shift Pattern  Shift Alatme

roModify Shift | Shift Tyfde | [@A/Tenplate Close
- Wama [Tatal Time [noFamis ahimr IRamart

Just click it and you can see a few examples for selection.

== Fhift Template

Mame |timezone |pattem ~
L Office 5 days 0318 (5) weeky
L Day(1..5) Time [03-18)
| |Office 5.5 days 09-1815). 0913 (1) weekly

Day [1..5) Time (0318
Day [§] Time (09-13]

: Office & days 0918 [B) weeky
L Day(1..6) Time(03-18)
| |Long Shart ‘week 09-18 (5], 09-13 (1], 03-18 (5], rest customize [14 dayz)

Cay(1..5) Time [03-18)
Cay () Time [03-13)
Day(8.12) Time (09-18)
Day [13] Time [rest)

: Shart Long "week 09-18 (5], 09-13 (1], 09-18 [5], rest customize [14 days)
Day(1.5) Time [03-18)
Day [E] Time [rest)
Cay[8.12) Time (09-18)
Day[6] Time [03-13]

" |Hotel taming (08-16). Mid [14-20), Night (18-02) customize [21 days)

B Day(1.6) Time [08-16)
Day [7] Tirme [rest)
Day[8.13) Time [14-22)
Day [3] Time [rest)

Cay (15.20) Time [20-04)

Just click the button “select” to select the sample and the system will automatically
generate the shift and shift pattern record for you. Then, you just need to adjust the

in out time or any argument that you want.
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Shift Pattern Management

After setting the “Shifts”, user has to define the shift pattern. Shift pattern describes

work hour in each day on a yearly/monthly/weekly base.

Add Weekly-based Shift Pattern

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

Device Management L | Attendance Management (T)  Eeport |

B Public Holidaxy (F)
\% g Holiday Allatment (H) '
Fingerprint Downle Edul e

Shaft hana cement ()

ataff Bhift ichedule (F)

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

?EHEW Fattern rEDelete Fattern Mu:udif}' Pattern | ['El-:use

Yearly | Monthlyf Heelly _Custumizel

Shift Wame |Femarlk | Shift |

4 . .
— J TiAdd ¥FiDelete rEEdit

Input “Name” for new shift pattern.

Edit Shift

Type I'l'l'eell:l}'

HamelSt:a.ndard

Remarkll

W UK | X Cancel |

Select the new shift pattern and then click “Add”.
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© Edit Shift Pattern

J ;'"EHew Fattern rEDelete Fattern M-:-dif}' Pattern | [|Cl-:-5e

‘fearlyl Monthly Weeldy Custnmizel

Heter et

Leemrar e Shift |

Tiadd| *iDelete rEJEdit

iDrder Ho|Start Date [Shift Name

)|

Select “Begin Date”.

Edit $hift Detad

Shift H-:-.I 1

Eegzin Date

Shift Hame Tnes day

Wednesday

Thur sday

Friday X Cancel |
“Saturda

Edit 3hift Detadl

Shift Hn.l 1
Bezin Dateannda}' "’I

Shift Hame ||
Find |

Shift Ho|Shift Hame
ool

0900-13800

_ILlLlé L= 1.0

Click “OK” to proceed.

- 58 -



Edit $hift Detad

Shift Ho. 1
Begin Date|Monday -

o OE

x Canecal |

Shift will be assigned to selected day.

Shi £t ]

Fiadd FiDelete rEEdit

Order HolStart Date [Shift Hame

=11

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

In the following example, the shift pattern will be:

Mon — Fri: Shift 0900-1800
Sat: Shift 0900-1300

Sun: Ignored as it is set to be public holiday (Refer to Section 7 for details)

Shift ]

Tiadd  FiDelete [EEdit

- dar un|s“?+ Tate !'::1-.1'4-'+ Hame

>

1 W eakdayMON 0900-1300

Click “Close” to exit.
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Staff Shift Schedule

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

attendance reports.

Add New Schedule

Go to “Attendance Management” and then “Staff Shift Schedule”.

Device Management (00 | Attendance Management (Td  Report (B

B Public Halidax (B
% r:Q Holiday Allotment (H)

Fingerprint Downle

Shaft Management (3
Shift Pattern Management (P

Staff Bhift Bchedule ()

Click “Batch Scheduling”.

73Add Hew [FiBatch Scheduling [FiDelete rEjModify | [$]Refresh | ] Close

Bl e iy ~| #&|| [Becin Date [Shift Fame [End Ds

[ Show sub—lepartment Find B

[ Imclude resigned staff

Hame Staff Ha.

Click “Select staff™.

M Eatch Scheduling

Select | Pt . S0

& Select Staffl i Cancel Staff | [~

- Begin Date
Find|
|z007 f07/03 |
Hame Staff Ho.
End Date

[v Ho Ending Date
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Click “Click here to select Dept.”, and then select the target department.

Select Btaff EI

IIClick here to =zelect Dlept. vI El

Find
=-Ez [01UEM
""" E—:'.ﬂ [02]5ales
""" E—:'.ﬂ [03]5hipping

&

o UK

=

Cancel

Aecount: O

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

Select Staff [ x| 1
| [o17uEM ] éh|
g > .. oF
[V Show sub-Departmen Find | SRV
[T Show Rezigned Staff x Cancel
Hame Staff o
[ € Bryan 00000001
€ Eric 00000002
F€ 1w 00000003
Select
Unzelect 411
Aot 3 lmfer&eﬂelwhml
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Select shift pattern in “Assign Shift”, and then set the “Begin Date” and “End Date”.
The system default setting is no end date.

Scheduling

Selectl
FSelect Staff ¢ Cancel Staff

i Bezin Date
Flndl

hssign Shift

Standard

|2007/07/03 x|
Hame | Staff Ho. |
End Dats
€ Bryan 00000001 )
Cric 00000002 M ¥o Ending Date
€ Iy 00000003

o O |
C 1
—— _ X cence |

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

Salect | As=ign Shift
Selact Staff ¢ Cancel Staff |Standard |

: Begin Date
Flndl

| 2007 /a7 /03 ]
Heme | Staff Wo. | £t Dat
€ Bryan 00000001 Ll
0 Eric 00000002 [ Wo Ending Date
€I 00000003 [z007 10731 =]
4’ 0K
J‘ Cancell

Count: 3
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The selected shift pattern will then be assigned to the staffs in the specified period.
Click “Cancel” to close the Batch Scheduling Window.

Jelect ] Az=zign Shift
Select Staff g# Cancel Staff | |Standard =]
: Begin Date
Find Ii
|z007 07 /03 =]
Hame Staff Ha.
End Date
€ Bryan 00000001 _
Q Fric 00000002 [T Ho Ending Date
€ Ivy 00000003 [2007/10/31 =]

x Cancel
Count: 3

Modify/Delete A Shift Schedule

Go to “Attendance Management” and then “Staff Shift Schedule”.

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

71444 Hew FiBatch Scheduling FiDalete rEjModify | [2]Refrash | [f] Clese

|C1ick here to select Dept. hd M Begin Date |Shift Hame |End Date

Eind] @ !
=|-F2= [01]UEM
Io. [02]5ales
T2, [03]Shipping
Io. [411.T.

feount: 0O View Shift Detail

Click on “Click here to select Dept.” and then select the department.
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Select particular staff, corresponding shift schedule will be shown. Select the shift
schedule which required being deleted/modified.

J Tihdd Few F'iBatch Scheduling Filelete

Modif}' | Refresh | [l Close
jﬂl .'D N !oL':; i !17.11'.; I
[T Show sub-Department Find I .L

[T Include resigned staff

I [02]5ales

Hame | Staff No. |

W Bryan 00000001

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

J Tihdd Hew

| Refresh | [lClose

IEnd Date I

I [02]5ales

[T Show sub-Department Find I

[T Include resigned staff

Hame | Staff Ho. |

 Bryan 00000001
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Attendance Analysis

Analysis Configuration

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

ipe Eecord]
Device Management (D) | Attendance Management (Td  Repart (B

L Fublic Holiday (F)
% Q— Holidayr Allotment (H)
ngerprint Download ) a M
Shift Management &)

Closze Shift Pattern Management (F

egZin Datelm Staff Shaft Schedule (F)
Temp Shaft Management (T

| 4

# Show Ignored Record: i
Crvertime Management (20 I

Abzence Management (40

Swipe Time

Meamual Adjustment (i)
Eaw Bwipe Record (B)

P hnalyze ﬁ.nal}’sis Farameter [| Clo=e
Begin Date |2':":|Tfr|:|7fr|:|1 ﬂ
B Select Staff §¢ Cancel Staff
Fnd Date |2007/07/04 |

Find

Hame Staff Ho.

Parameter Info

1. Hot swipe at In/Out controll

Z. Worlk time minimal unit 1s 1

2. Abzent time minimal unit 1=
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In/Out Attendance Rule: The default setting is “Ignore In/Out”. This one should
not be changed.

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

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

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

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

Click “Save” to save and exit.

Configure Parameter

%]

In/Cut Attendance Rule

" Check In Cut

W Match In Omt record according_to Shift definition

I Invalid Swipe as Absence

Work Time Mimimum Unit 1 Al (min)  (truncate) (mork_time, early_1n, late_out)
Absent Time Minimom_Unit 1 - (min) {fall up) (late_in,early_ont)
Crvertime Minimum Unit 1 - (min) {truncate) (owvertime)

v S . o
Actnal Work_Time = Werlk_Time - Late_in Time BR Save

_Basw |
Bl Exit

W Actual Work Time = Work Time - Early_ont Time
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Analysis

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

ipe Fecord]

Device Management (0 | Attendance Management (Td  Report (B

e Fublic Haoliday (F)
% % Holiday Allotment (H}

ngerprint Download ) e M
Shift Management (2

Claze Shift Pattern Management (F)

egin DateIZDUT—DT—Dl Staff Shift Schedule (E) |
Temp Shift Management (T)

¥ Show Ignored Record: i

_ _ Crvertime Management (2 I
STTE HH06 Abzence Management (&)

Mannal Adjuztment (k4
Eaw Zwipe Becond (B)

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

yre [ Stop ﬁ.nal}'sis Fara
| By statt]

[v]Ees [02]5ales
I=. [03]5hipping
[v|E=s [0411.T.

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

E-?, Attendance &na

J P hnalyre B Stop ﬁ.:nal}'sis Paran
By Dept.| By Staff |

& Select Staff| j# Cancel Staff

Find |

Hame | Staff Ho.
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Specify the “Begin Date” and “End Date”, and then click “Analyze” to start the

analysis.

® Lttendance An

P hnalyre |0 Stop ﬁ.malysis Farametar | ['Cl-:nse

By Dept. |By Staff| Begin Date [2007705/01 E
= Vs
[v]Eee [02]5ales End Date  |2007/08/30 ~]
h [03]5hipping —
o [v]e [04]I.T. |—Parameter Info

Wait until the progress bar reach 100%.

J b)\nalyze Stop E)\nalysis Parameter| .Close

By Dept.
¥ Dept. | By Staff | Bazin Date |2007/06/01 |

- [w]Eze [01TUEM

Wk, [02]5ales End Date |2007/06/30 -]

Iz, [03]5hipping

—Parameter Info

1. Hot swipe at InfOut controllers.

2, Work time minimal unit is 1 min

2. Absent time minimal unit is 1 min

3. Late time deducted from actual work time.

4. Out-Early time deducted from actual work time.

5. Hot caleulating wrong swipe records.

B. Find =wipe time range from Shift definition.

T. Daily work time is: 480 min.

3
Staff:Bryan Attendance analysis in progress, please wait. ..

Click “Close” to exit.

© Lttendance An

J P dnalyze [ Stop ﬁ.nal}fsis Parameter

Bx Dlept. IB}' Staffl Fegin Date IEDDTHDEHDI ;I
E‘h
[V [02]5ales End Date |2007/06/30 -]
H h [03]5hipping
i [w]E2. [04]I.T. Farameter Info
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Generate Reports

Raw Swipe Record Report
Show all swipe record for selected staffs.

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

Attendance Management (T) | Report (B Window (W) Help (H)
Department Info (F)

g 4 Staff Information (F)

ad Shift Setting Sha

?{ESearch Ell"revi ew Print

Select Dept| |Select Stafd

= 1‘—3? Department
=|-[w|E= [01]VEM
h [02]5ales
[v|E=. [03]1Shipping
[w|Es. [04]11.T.

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

?iearch &Preview Print Exl:--:-rt [l':lnse
Selact Dept. lSelect Staff] O der |B}' Dept. Tl
) EE’;PE[E?;E;; Begin Time |2007/07/01 ~]
[V]E2: [02]3ales End Tine  [2007/07/04 =
[v|I=; [03]Shipping _
[v|I=: [04]I.T. Delimiter | -
[ Show Marual Entries
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Raw swipe records will be listed.

ecord Report
?{ESearch &Preview Print Export [lClose
Select Dept. ]5919Ct Staff] Order |By Dept. w| I Show swipe record seconds
= NI date with d
[¥JEs Depar tnent Begin Time [2007/07/01 - Enoxe fate WRth mo vemors
|- [w]izz [011UEN V¥ Show orly onee for repeated swipes
i Euﬂsales End Time 2007/07/04 :‘v W Use Delimiter for same staff
v 03]Shipping o
Z%—g [04]L.T. Delimiter |- [T Show In/Out
[V Show Marmal Entries
Dept. | Staff No. | Hame | Date | Swipe Record
Sales 00000001 Bryan 2007-07-01 (SUH)

2007-07-02 (MOK)
2007-07-03 (TUE)
. . . 2007-07-04 (KED) 09:00 15:00
Shipping 00000003 Tvy 2007-07-01 (SUK)
2007-07-02 (MOK)
2007-07-03 (TUE)
. . . 2007-07-04 (KED)
I.T. 00000002 Eric 2007-07-01 (SUK)
2007-07-02 (MOK)
2007-07-03 (TUE) 19:56 19:56 21:54
2007-07-04 (YED)

Click “Preview” to preview print layout; click “Print” to print the report; click
“Export” to export the report to excel file.
(Notes: To export the report to excel file, Microsoft Excel must be installed on the

computer)

pe Fecond Report

?{ESearch I @Preview IPrint IExpu:-rt I

Attendance Detail Report

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

Attendance Management (T) | Report () Window (8 Help (H)
Department Info (F)
2 Staff Information (F)

.
ad Shift Setting Shi: )
Faw Swipe Record (B) -

ehift Schedule (T)

Attendance Detail Report (D)
A0 E0IGE v UHILIAL Y FE DO o)
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Click “Select Dept.” or “Select Staff” to select department or staff.

Gj Attendance Detadl Report

By Dept. By Staff
& Select Staff §#f Cancel Staff

Findl

Hame | Staff He.

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

=gy

I =
&Previewl %Printl Excel | [l Cloze

Begin Datelmfﬂfﬂl ;I

End Date |2007/07/04 |

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

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

= 5|
‘&Previe |§Print| Excel | [| Cloze
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Temp Shift Management

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

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

Device Management (O | Attendance Management (Td  Report (B

B Public Halidax ()
% r:Q Holiday Allotment (H) !
Fingerprint Downle ) Edule
Shift Management (3

Shift Pattern Management (F)

Temp Shift Management (T)

Crvertime banagement (20
A hzence Management (4)

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

F34dd New 3*3Batch Scheduling *ilelete ajMedify
Click here to zelect Dept. ﬂ dh Berin Dlate|2007-08-01
Find | | Date |2007-08-01

-_1‘-3-5 (01 JUEM
EE'-E [02]Sales
%=, [03]5hippine

=, [04]1.T.

i gned Dat[Shift ]

Select staff and then click “Add New”.
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@ Ternoorary Shift Mansgement

TiAdd Hew [L*iBatch Scheduling

| [02]5ales ﬂﬂ

[ Show sub-Dlepartment Find
[ Show Resigned Staff

Select “Shift Name”, and then click v to confirm.

Shift Hamel [01]0200-1300 -

Begin Date Find | A

I I I
End Ilatel

SIT L Moo L e |

0z 0900-1800
03 oT

=

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

Begin Date |2007-05-06 Rd
End Date [2007-05-08 |
& UK | X Cancel |

The assigned Temp Shift will be displayed.

| [02]5ales ﬂﬂ Begin Date|2007-08-01

j (A=

[ Show sub-Tepartment Find | End Date |2I:II:I"|’—I:IB—I:IE
[ Show Resigned Staff

ﬂ * Tla

Azzizned Dat|Shift No. |Shift Name

Staff Ho. Y

Hame
igbryan |
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Absence Management

“Absence Management” handles all absence records of staffs. The records might be

annual leave, sick leave, etc. User can also add special records such as “Meeting
with customer”, “Business trip”, etc.

Define Absence Reason

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

Dievvice Management T0 | Attendance Mansgement (T)  Eeport (&)

=l Public Holidax (F
% r:Q Holiday Allotment (H) '
Fingerprint Downle ) Edul e
Shaft Management &)

Shift Pattern Management ()

Staff Shift Bchedule (F)
Temp Shift Management (T)

ent [A)

Mannmal &djnstment (b4

Click “Absence Reason”.

® Absence Mar

:Ekdd Hew ;"EBat-:h Registration r'EDelete Modif Absence Reason Rbsence Type E

[CLick here to select Dept. ] @8] pegin Date |2007 Fo7/01 | End Date [2007/07/03
[T Show sub-Department Find| Begin Time|fo Duty Reason |End Time |Heed
[T Show Resigned Staff ||

Hame Staff Ho.

heoount: 0
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Click “New” to add new absence reason. Input all the absence reasons and then

click “Save”.

O ff Dty Eeazon

Hame |ﬂ
_Personal Leawe ?: Hew
_Armual Leave
_Sick Leaws = Delete
Ho Faid Leawe =
] Trawel Modi £y

Click “Close” to exit.

Off Doty Reason

Hame |ﬂ
| Fersonal Leawve ?: Hew
| Antmal Leawve
_Sick Leawve = Delete
Ho Faid Leawe
u Trawal . Modi £y
clk Inspection ===
¢ Save
= [' Close
-
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Add Single Absence/L.eave Record
Go to “Attendance Management” and then “Absence Management”.

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

Begin Date [2007T,

¢ Begin Time|0ff I

e, [04]1.T.

Select staff and then click “Add New”.

& Lbsence Managemen

'EBat-:h Registration 1-

I[DE]Sales j ﬂl
[~ Show sub-Department Findl

[T Show Resigned Staff

e, | oy e . |
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Select “Off Duty Reason”, and then specify the “Begin Date”, “Begin Time”, “End
Date” and “End Time”.

Add 4 bsence

0ff Duty Reason |

Begin Date[03  July , 20C =]

Begin Time [09:00

End Date[03  July , 20C~|

End Time[16:00 o UK

Clock—in Required [v

x Cancel
Clocl—out Required [v

If staff is absence for half-day or a couple hours, user has to specify whether the
staff still need to swipe card or not. If no swiping card are required, the system
regard the “Begin Time” and “End Time” as clock-in time and clock out time
accordingly.

Clock-in Required: Staff has to swipe card during on duty.

Clock-out Required: Staff has to swipe card during off duty.

Add Absence

Off Tty Reason |8t tal Ry

Begin Date[03  July , 20C |

Begin Time [09:00

End Date[03  TJuly , 20C~|

End Time|15:00 W K

Clock—in Required [v

x Cancel

Clock—out Required |v

0ff Duty t}'pe| j

Day= |0

Include OT [
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Specify the number of “Days” that the leave/absence taken. User can input “0.17,
“0.5” or “17, etc.

Add Absence B

0ff Dty Reason

‘ersonal Leave

Begin Date[03  July , 20C |

Begin Time [09:00

End Date[03  TJuly , 20C~|

End Time|15:00 W K

Clock—in Required [v

x Cancel

Clock—out Required |v

0ff Duty t}'pel j

Day= |0

Include OT [

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

Begin Date [2007/07/01 >| End Date [2007/07/03 -

Begin Time |Elff Duty Reason |End Time |Need Clnclrinlﬂeed Clock—ou;
Ld

Batch Absence/Leave Record Registration
Go to “Attendance Management” and then “Absence Management”.

Click “Batch Registration”.

) Lhsence Mar

?Ehdd Hew I?'EBatch Registratiunl rEDelete Hndif}'
||:li|:1': here to select Dept. j d Bezin Date |2007/

[ Show sub—Department Find| Eezin Tirne||:|ff I
[ Show Eesigned Staff

Hame Staff Ha.
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Click “Select staff™.

Select |

F Select Staff Iiénemwe User
Find |

Hame | Staff Wo.

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

Select Btaff EI

IIClick here to =zelect Dlept. vI Ell

Find 0K

=-Ez [01UEM
""" E—:'.ﬂ [02]5ales
""" E—:'.ﬂ [03]5hipping

&

Cancel

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

Select Staff

| [o17uEM

o

[ i OF
[¥ Show sub-Departmen Find I ¢—
[ Show Rezigned Staff x Cancel
Hame Staff o -
M€ Bryan 00000001
€ Eric 00000002
F€ 1w 00000003
Zelect
Unzelect 411
kot 3 Ineverse Selection

After selecting staffs, input all necessary information. (Refer to Step 11.2.4 to 11.2.7

for details)

I Eaich Abssnce Registration

Select l

Slltet Staff %Ruow Ugar

Find]|

Hame

ﬁ Bryan
E Eric
@ Ivy

Count; 3

| Staff No.
00000001
Q000002
00000003

Abzence Keason ITr aval :I

Begin Date[02  July , 20C~|
Bagin Time |D‘3:DEI
End Date 02  July , 20Cx]

End Tineliafﬂﬂ

Clock-in Required W
Clock—out Reguired M

Off Duty Type | -]

Dw:ll

Include OT [

/[IK | x Cancel |

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

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

Add Swipe Record

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

© X6200 Attendance Ma

Swstern Management (21 | Staff bana ceoe evice Manaserment (D)
% 1 Bagic Information 8) E‘
Depar tment 5 Departmeint Management ) o Gena]
Staff Management ()

Select “Manual Adjustment Reason”

Bazic Information

Departrnent Type ﬂ

Dty -
Contract Type

Education T3 add
Title

Paolitical Party

Device Model = Delete
rkl:nfinhauh.l —

Modify

o Save

| F] close
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Click “Add” to add new reason and then click “Save”. Click “Close” to exit.

Basic Information |
Manual Adjustrent Reason j
Aanual Adjustrnent Reasn:url ﬂ o
|_|Forgat to bring card ¥ 1 Add
| M|Forgat to swipe card
Card damaged i Delete
=
Modify

- F] close |

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

Device Management (T | Attendance Management (T)  Report ()

e Public Halidaxr (F)
% g Holiday Allatment (H) !
Fingerprint Downle ) Edul e
Shaft Management (2

Shift Pattern Management (F)

ataff Bhift Schedule F)
Temp Shift Management (T)

Crertime Management (20
Abzence Management (L)

Mannal Adjnstment (k43

——TDhsebape et |
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Click on “Click here to select Dept.” and then select the department.

J ?'E.l'kdd Hew ?EBatch Fegi=ztration fEIlelete

1o ere to select lept. b ﬂl Begim 14

Find]|

¥ Show

Sign Ti

h [03]8hipping —
P [4]1T.

Select staff and then click “Add New”.

e Fecord

EBatch Beziztration rEDelete

j ﬂl Begzin
[T Show sub-Department Findl W sh
[~ Show Resigned Staff

[02]5ales

Sign

3T [T | }
1)

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

Ldd manwal swipe record

Adjustment Date Adjustment Reason
|2007 0704 v|  [Card damaged =]

Adjustment Time

peron eI cow || _ S

IIE‘:':":I | " In ¢ Out | x Cancel
Il | o In { Out |
I | i In " Out |
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Raw Swipe Record

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

Device Management (00 | Attendance Management (T} Repaort (E)

=l Public Holidazr (B
‘% % Holiday Allotment (H) !
Fingerprint Downla bdul e

Shift Management (23
Shift Pattern Managenent (B

Staff Shift Schedule (F)
Temp Shift Management (T)

Civertime Management (0
Abzence Management (40

J [SModify  *iDelete | [F]Refresh | J]Close

Click here to select Dept. jﬂl P|egin Datel
Find | JE3]

¥ Show Ig
H S . T.
- [02]24les e
..... [0315hipping B
- [04]I.T.

Select target staff and the then specify “Begin Date” and “End Date”. All swipe
records in the specified time period will be listed.

J (EiMedify *idelete | [ Refresh | F]close

| 041 1. =l M| Begin DateleI]TfrUTfrUl =] End Date [z007/07/04 ]

I” Show sub-Department Findl ¥ Show Ignored Records

I” Show Resigned Staff Srime WA h I i "
[TEn ]|

QMW [ |o007-07-05 19:56:38  Undmows | [

#|2007-07-085 21:54:34  Unlmown 1

Acount: 1 LI
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System Log

System log is to check the login and logout status. Besides, it allows you to set the

system company name. And, you can select the default interface language in this

window.
& System Log E]@@
&l ]Login log ] Logout log ] Irwalid Login ] Module Operation ] Other info ]
Date |o0n80825  ~| 4 [o009-0504 v Account [<al> <] 2{3 Query
Date Time [ecomnt  [Type |Log message [ ~

D0 TR 23051 SYETEM  System Administrior Login: succeeded !

ld
:21309—09—04 TR ORIL08 SYSTEM  System Administaor Login: succeeded !

Clear reoerd wndl cong-0g-es v Clear Record

Company \

sz v Fosiu [ TAl0000 W x629u/mu2100 ¥ xE35u W oxEdou M TaD Save Setting

e

When you have input of the company name, remember to click the button “Save

Company” to save the name. Then, the company name will be shown in all reports

of the system.
Similarly, when you have selected the interface language, you need to click the

button “Save Setting” to save the selection.

System Tool

System tool is mainly for doing housekeeping job of the system.
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Databam Processing  Fecord Processing  Import Staff Info

Database Location

I:\projectiUnion Attend*dbtesth

Database Backup Location
|J SprojectiUniondttend bin‘backuph

Staff Photo Storage Directory

Languages Maintenance Carersi Lana G

Generate Lang (cn)

Operator Status

Path Setting

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

(system.mdw).

Database Backup

It is to backup the whole database into other area. Then, you may copy the backup

to other removable media for off-site backup.
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P System Tool
Data

EEX]

N Fecord Processing  Import Staff Info
Configure Databaze Location
Configure Database Backup Location
Staff Photo Storage Directory

Backup Database
Febuild Database Index
Compact Databass

Exit

Language Maintenance CammwEie Lang ()
Grenerate Lang {end

)

Databaze Backup Configuration

Target File |J:‘LprDject‘LUniDnAttend‘;hianackup‘;imsdb_EDElQDQD-‘-i mdhb .

F] Exi

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

file to other removable media for off-site backup.

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

database.

Rebuild Database Index

Database use index to search records so that you can get a list of records quickly.

Without index, the searching will take more time. Rebuild database index is to
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reorganize the index structure so that the speed of searching will be increased.

A&~ System Tool

Configure Databaze Location
Configure Databaze Backop Location
Staff Photo Storage Directorny

Backup Database

Compact Database

Database operation will cause the fragmentation in the blocks of the database.
Block is the basic component of database. Compact database will do the

de-fragmentation of these blocks which will increase the speed of performance of

operation.

P System Tool

Diatabaze Py 8 Fecord Processing  Import Staft Info
Configure Database Location
Configure Database Backup Location
Staff Photo Storage Directorns

Backup Databasze
Rebuild Database Index v

Compact Database

Exit

Remove Antique Record

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

database size will be cut down.
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J:‘ System Tool

Database Backup Location

|J dprofectiUnionAttendbin\backuph

taff Phats Stavama Thvactavees

When you invoke the item, a window will be displayed for asking the “Due Date”.

(Notes: the “Due Date” CANNOT be the date within the nearest

Eemove Antigue Attendance Fecond

Thi= function will clear all attendance.
records before the specified Due Date. . Attention!
Attention! This process is un—recowerable.

Due Date |FHE-OT-27 |

Clear Records | [| Close |

120 days.)

]|

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

“Due Date”.

Eemove fAntique Attendance Fecond

Thi= function will clear all attendance.
records before the specified Iue Date. . Attention!
fttention! This process iz un—recoverable.

Due Date [EHE-0T-27 |

Clear Records | [| Close |

Click “Yes” to confirm the removal.
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Information

L3 Pleasze make sure that all vsers have logout the system and confirm that you would like o clear ALL the following data:
A ) & } Swipe Record
B | Manual Swipe Record
C } Off Duty Recond
D} OT Record

E | Attendance Analysis Result
The deleted dats awe TH-RECOVERABLEN

Click “Close” to exit.

Eemove Antigue Attendance Fecond

Thi= function will clear all attendance.
records before the specified Due Date. . Attention!
Attention! This process is un—recowerable.

Due Date [z007-01-27 |

Clear Records |

Export Attendance Record

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

use this item to do the job.

A= System Tool

Databam Proceming BEEaal=T [mport Stadf Info

Database Backup Location
|J dprojectUnionAttend binbackuph

Staff Photo Storage Directory
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Export Attendance Records [5_(

Records within following time period

B Start
Begin Date |2009-09-04  ~|
-
End Date  |2009-09-04 |
r1
Export File Format —E oEe

f# Text File (" Database File

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

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

FETHND: | o ARUEREE (C) v @k E-
e _'[l'_“'JDncumﬂnts anﬁ_SetThngs
5 |5 Program Files
FRAEREIN (5 temp
s () WINDO WS
- |'3=::| out. bt
S
FAIEIF
FRVEE
_J'%
i3 T = g
Ba Fid =l B
BB | Text Files (% ot | B |

Import Staff

This item is for importing staff information from an excel file. Many customers

have a legacy system or an excel sheet to keep the staff information. They then can
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use this item to import the staff information instead of retyping them one by one.

}:’ Swystem Tool

=S

Databasze Location

Database Backup Location
|J SprojecttUnion Attend \bintbackuph

Staff Photo Storage Directory

A= Import Staff (Excel)

File Hame | ﬁ —

[Tt

ﬁ Template

ate, joindate

Field deptno, deptname, staffno, staffname, sex, title, 1dcar

Remarlk first row = caption green color = aptional

In the input window, you can see the format of the excel file by clicking the button
“Template”. After you prepare the excel file, you can input the path and file name in
the file name box and click the button “Import” to proceed.
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Trouble-shooting

1. Cannot see new department after adding the department.

Click the “update” button in the Department List.

Find |
= T RN

h [02]5ales

h [03]5hipping

T=. [0411.T.

After clicking the button, new department will be shown.

Find |
ERZS 01 1UE !

Tz, [02]Sales

Iz [03]8hipping

% [m]T_'r_

h [05]Hew department

2. Cannot execute download module

If you click the download icon with error message of “class not registered”, the
device API may be disconnected from windows. You can register back the API. If
your program is installed in \program files\ams, you will see 3 directories in the
path. They are api, apinew, apinu3100. Just go the three directories and execute the

batch file reg.bat to restore the registration of API.
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--- The End ---
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