Attendance System

User Manual

Version 2.0

Last edited on 18 October2012



Table of Contents

Software INStalation...........c.oooiiiiie e 5
Login and INterface PreVIEW..........cocviieiiii it 8
20 R o | o S PRURTPRPR 8
2.2 MAIN WINQOW ...ttt 8
2.3 Child WINUOW.......cciiiiiiiiiieieese e 9
3 Software Operation GUIE ..........cccceeiriiiiiieie e e 10
3.1 FIrSt TIME RUN it 10
3.2 Check Staff IN/OUt RECOIAS .......cceiiiieieiiiiee s 10
3.3 View Attendance REPOIT........coviiiiiieie e 10
3.4 Add Leave Records in Attendance Report .........cccoovvvviienenesinnnee 10
3.5 Adjust In/Out Records in Attendance Report...........cccooeviiinenennne, 11
3.6 Staff ReSIGNAtION .....cooiiiiiiiieee e 11
Connection ConfIQUIrAtION ..........ccoie e e 12
5 Department Management ... 15
5.1 Add New DepartmMent.........ccccoieiiiiinieieneseeie e 15
5.2 Add Subsidiary Department...........cccccoeeiiiiiiiieie i 16
5.3 Edit/Delete Department.........c.ccccoeiiieeieiiie e 17
6 Staff ManagemeNnt ..o 18
6.1 Add NeW Staff.......cccoviiiiiiiie e 18
6.2 Modify/Delete Staff ... 19
6.3 Staff ReSIGNAtiON ........ccoivviiicccceccc e 20
6.4 Display Staff in Subsidiary Department ...........c.ccccccevvvveieie i, 22
7 Fingerprint Management ..........cccovuviviieie e 23
7.1 Staff Fingerprint Matching...........ccccooveveiiiiicccce e 23
7.2 Remove Fingerprint MatChing .........ccccoovvveviii i 24
8 Data DOWNIOAA .........oiiiiiieieiiiiecie e 25
8.1 Download Data form DEeVICE ..........cccvreriririeieneieese e 25
8.2 Delete RECOIT ......oovevieiieiicie et 26
8.3 Preview RaW RECOIU........ccoiiiiiiiiie et 26
9 Device COMMUNICATION........oviiiiiiiiieieiei et 28
9.1 Set DeVICe CIOCK ........cieiiiiieieiieiese e 28
0.2 Set Staff NAME ..o 28
9.3 Download TEMPIALE ......ccvevveeicececeese e 29
9.4 Upload TEMPIALE .....cocoveiieiicecccece e 30
9.5 Delete TEMPIALE ......ocveieiiceeece e 31
10  Holiday Management............cccoveieiiieiiieie e 32
10.1 Add New Public HOlAY ........cccooiiiiiiiiiiciec e 32
10.2 Sunday and Other Regular Day Off............ccocviiiiiininiiecce 34
10.3  Holiday AHIOTMENT ..o 36

11 Shift ManagemENT......ccooiiiiiiieieee s 38



12

13

14

15

16

17

18

19

20

11,1 Add NEW SHITE ..o 38

Shift Pattern Management ... 42
12.1 Add Weekly-based Shift Pattern ..., 42
Staff Shift Schedule...........coooiii 45
13.1  Add New SChedule ... 45
13.2 Modify/Delete A Shift Schedule ... 48
Temp Shift Management ..........cooeiiiiiiie e 50
141 Add TemMP SHITE ..o 50
ADSENCE MANAGEMENT ...ttt 52
15.1 Define ADSENCE REASON ........ocveiiiiiiiiieiieieieesie et 52
15.2 Add Single Absence/Leave RECOId...........cooerriiininenenesesese s 54
15.3 Batch Absence/Leave Record Registration.............cccocvereneiinenienn 56
Manual ADJUSTMENT ........cooiiiiiiee e 59
16.1 Add SWIPE RECONT.......cciiiiiiiieiiire e 59
ATEENAANCE ANGIYSIS ...t 62
17.1  Analysis ConfiguIration...........ccooeiririniieise s 62
17.2 ANAIYSIS .ot 64
GENEIAtE REPOITS ... 66
18.1 Raw Swipe Record REPOIt ... 66
18.2 Attendance Detail REPOIT........ccccviiiiiiiiiit e 67
SYSTEM TOO ... 69
19.1 Database BaCKup........ccocoiiiiiiiiiiiieis e 69
19.2  Selective Record Backup .........cccoiiiiiiiiiiicicceee 69
19.3  ResStore Database...........ccoeieiiiiiiiiee e 73
19.4 Remove Antique RECONd.......cooiiiiiiiiieicie e 74
Trouble-SNOOTING ......coeiieeeee e 76

20.1 Cannot see new department after adding the department............... 76



1 Software Installation
1.1 Put the Installation CD into CD-ROM drive.

1.2 Browse the CD, and double click on file “Setup.exe”.

o setup

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

28 Installing TAS BN X ]

Welcome to the TAS Installation!

This setup program will install TAS on your computer. Click Cancel
if you do not want to install this application. Click Next to
continue the installation.

WARNING: 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.

MNext = ] l Cancel

1.4 Select installation path and then click “Next”.



2 Installing TAS @_Iﬂ

Destination folder
Select a destination folder where TAS will be installed. (_‘

Setup will install files in the following folder.

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

Destination folder

Space required: 30.64MB
Space available: 249.39GB

- Createlnstall Fres

< Back ] [ MNext = J l Cancel

1.5 You can change to D:\Tas or E:\Tas , The data will more safty.

1.6 The system will begin to install the program.

& Installing TAS El_lg

Installing Files
Copying TAS files to your computer. '_‘

To interrupt or pause the installation process, click Cancel.

Directory: D:\tas
File: KETCommAc86.dll

= Createlnstall Free

1.7  Click “Finish” to complete the installation.



28 Installing TAS e ) S

TAS has been successfully
installed!

Click Finish to complete the installation.

Createlnstall Free

2 Login and Interface Preview

2.1 Login
Y
s
Sy
2.1.1 Click ' in desktop to enter Software.

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



Log in
% Account |53rs‘tem
Password |
Language  |English
v K | X Cancel

2.2 Main Window

2.2.1 A: Menu Bar

C: Current Login Account

B: Shortcuts Bar

D: System Date/Time

2.3 Child Window

<

Bute PO0S-10-30

Time 0035 4)

2.3.1 Clicking items on Menu Bar or Shortcuts Bar will open the individual

child window.



Each child window will have there own Icon Bar.

(8 cust loformatic Lo | 5 [
J +ﬁﬁ\dd -!Delete "Mndif}' USave xCa:u:el| [lCl-:-se

Click here to select Dept. M

[~ Show sub-Department Find I ; Icon Bar
[~ Show Resigned Staff

Hame | Staff Wo. |

p—

Select]

Account: 0 /
|_B_siefs Shiet Sohadn) VA =R m

J 71044 Wew 3iBatch Scheduling *iDelete [EiModify | [$]Refresh | ] Close
mick here to select Dept. =] MI
| Show sub-Department Find I

I” Include resigned staff
Hame | Staff Wo. |

View Shift Detail

hocount: O

3 Software Operation Guide

Time Attendance System is designed for collecting staff clock in/out records.



The collected data will be processed in order to generate required attendance
report. The followings are procedures for different tasks and their
corresponding sections in this manual.

3.1 First Time Run
3.1.1 Setup device connection (Section 4)
3.1.2 Setup device clock (Section 9.1)
3.1.3 Configure analysis parameters (Section 17.1)
3.1.4 Add department (Section 5.1)
3.2  Check Staff In/Out Records
3.2.1 Add staff account (Section 6.1)
3.2.2 Match staffs fingerprint (Section 7.1)
3.2.3 Download in/out records (Section 8.1)
3.2.4 View records (Section 8.3)
3.3 View Attendance Report
3.3.1 Input public holiday (Section 10.1 and 10.2)
3.3.2 Allot holiday to staffs (Section 10.3)
3.3.3 Create shift (Section 11.1)
3.3.4 Create shift pattern (Section 12.1)
3.3.5 Assign shift to staffs (Section 13.1)
3.3.6 Download in/out records (Section 8.1)
3.3.7 Run attendance Analysis (Section 17.2)
3.3.8  Generate attendance reports (Section 18.2)
3.4 Add Leave Records in Attendance Report
3.4.1 Add absence reason (if not available) (Section 15.1)

3.4.2 Add new absence record (Section 15.2)

3.4.3 Run attendance Analysis for affected staffs on leave dates (Section
17.2)

3.4.4 Generate attendance reports (Section 18.2)



3.5 Adjust In/Out Records in Attendance Report
3.5.1 Add manual adjustment reason (if not available) (Section 16.1)
3.5.2 Add new adjustment in/out record (Section 16.1)

3.5.3 Run attendance analysis for affected staffs on adjusted dates (Section
17.2)

3.5.4 Generate attendance reports (Section 18.2)
3.6 Staff Resignation
3.6.1 Remove staff fingerprint matching (Section 7.2)
3.6.2 Change staff employment status to “resigned” (Section 6.3)

3.6.3 Delete staff after certain time period (Section 6.2)



4 Connection Configuration

4.1 Go to “Device Management”, and then “Device Management”.

it System
magement (11

4.2 Press “Add” to add new fingerprint device.

-E—Bm s permednt
Badd | RBoModiy =Delete [ Save S FReiech ] Close
—Device
Device Ma. I ;I Device Mame I

4.3  Specify “Device No.” and input “Device Name”. “Device No.” should be
same as “Machine ID” in FINGERPRINT.
(Notes: for details of ““Machine ID” setting, please refer to
Fingerprint Hardware Manual 7.4).

% Device Hanagement

Bedd  baModiy  =Delete F] Close
Deyice
evice Mo, j Devi ellame |DEI1 [+ Metwark
COM Ethernet
Pait IP Address
Fart Ma.

Baudrate




4.4 For TCP/IP connection, select “Network”. And then specify the “IP
Address”, The “IP Address” should be same

as the one in Fingerprint. The model No. pls confirm with your Supplier.
(Notes: for details of the IP configuration, please refer to the
Fingerprint Hardware Manual section 7.6)

#. Attendance Management System

System Management Staff Management Device Management Attendance Management Report Window

S o A e @B % B @ [

1 W
Department Staff Device | Holiday Holidar Allotment Shift Management Shift Pattern Shift Allotment Downloed Analvsic Attendance Detsil Report

& Device Management E [=] @
Hsave £Cancel f] Close
Device
Device No 1 = Device Name news " Metwark
tadel L 1 - Direction (® unknown " in " out
SelectModel
ARM?
AFM? Access
ARSI
U-Serial
COh Ethermet
COMPort  [Cam | = P Address [192.168.0.224
|Device Mo |Dewce MNarme ‘Mudel |COM Part |Baud rete: IP Address |F>m Mo ] 7|I;>ara;337wor;i” ] triireicﬂroin
¥

4.6 Click “Save” to save the settings.

s Attendance Management System

System Management Staff Management Device Management Attendance Management Report Window

T 4w @ @ & % B0 H

= o
Department Staff Device | Holidar Holiday Allotment | Shift Management Shift Pattern Shift Allotment | Download Analysis Attendance Detail Report

#, Device Management EI [=] @
BAdd BaModity z=Delete Fl Close
Denvice

Device No 1 Device Name Officel o
Model I -Serial Direction ® " (“

COM Ethemet
comPort  [Com | =] [Péaielizas [152 166 0 224
‘ |Devwce Mo. |DBVICB MName |Mode\ |COM Part |Baud rate IP Address |P0rt N"D’T ' I|I;ass_w0ﬁr;| _.d\rula_czl-o-n

m 1 Officel U-Serial 192.168.0.224 5005 0 0




4.8 Go to “Device Management”, and then “Fingerprint Transport”.

SN Device Management (0) QESEESTE.CEW )

,  Device Management (D)

e ting

4.9 Select target device.

14001
202
3003

4.10 Click “Connect” to establish the connection.

Connect | Set Time | Eead Time | Record Status | Download Record Delete Record |

Download Template

Upload Template | Delete Template | Eead Hame | Set Hame | Dizconnect |

Clear Screen | Close |

4.11 If the connection configuration is correct, “Connection succeeded” will be
displayed in the communication message window.

Conmect 3

Download Template Upla:

Clear Screen |

|Eu:unneu:ti-:un succeeded. |

4.12 Click “Disconnect” and “Close” if exit this window.



5 Department Management

“Department Management” handles department settings in the system.
User can add/delete/modify department here. There should be at least
ONE department in the system, as department must be assigned during
adding new staff record.

5.1 Add New Department

5.1.1 Go to “Staff Management”, and then “Department Management”.

System Management &) FEE Mamgem.&nt lle_:l Device M 2 g
% Depa.rhmnt Management D)

Department

5.1.2 Click “Add” to add new department.

5.1.3 Input “Dept. No” and “Dept. Name”. Click “OK” to save and exit.

Wew Department Info Iﬁ

Tepartment |

Dept. Ho. |01

Dept. Hame|mar.'|

Underl LI
Dapt. T}"pel LI

Telephonel

Faxl

ﬁddressl

Fastal Codel

Remarl




5.1.4 New Department will be shown.

E Department Management

J Eiadd EoDelete EModify | ] Close

5.2 Add Subsidiary Department
5.2.1 Click “Add” and then input “Dept. No.” and “Dept. Name”

5.2.2 Specify the parent department in “Under” and then click “OK”.

New Department Info Ig

Department |

Dept, Ho |02

Tept. NameISalesl

Under |UEM ]

Dept. T}’pel LI

Tel ephonel

Faxl

Addressl

Fastal Codel

Remarle

o 0K | X Cancel

5.2.3 The new department will be added under specified parent department.

E Department Management




5.3 Edit/Delete Department

5.3.1 Select department and then click “Modify” to edit department info

E Department Management

Iethdd ElDelete| I=iModify || [ Close

EEE-E Department
=-E2 [01]UEM

...... zgﬂ 02]5al es

5.3.2 Select department and then click “Delete” to delete a department.

E Department Management

Itad) ElDeletel IiModify | ] Close

EEE-E Department
=-E2 [01]UEM




6 Staff Management

“Staff Management” handles all staff settings, including

adding/deleting/modifying staff information. User can also handle staff

resignation here.

6.1 Add New Staff

6.1.1 Click on function bar “Staff Management”, and then “Staff

Management”.

% Attendance Management System

Device Ma

System Management (3] REtEdl VTS T AR

% Q_ Bazic Information (B)
Depariment [ R—— —
Staff Management (3)

I ]
6.1.2 Click “Add” to add new staff.

s

ataff Information

Cliclk here to select Dept. - ﬁl
[~ Shew =ub-Department Find I

[T Show Resigned Staff

Vo - lesnes w. |

-!Delete /!H-:ndif}' DS&V& xCa.m:el| [lCl-:nse

6.1.3 Input “Name”, “Staff No.” and “Dept.”. The other fields are optional.

Click “Save” to save the new staff.

Birthday I 'I
Marital Status I 'I
Hationality I
Residence I 'l

B Hew Staft Tnfo eSS
J +!Add -!Delete /!Modify ESave xCancel | [| Close ‘
Click here to select Dept. LI Ml Base Info IDther Info | Remark |
|~ Show sub-Department Find I Name ||
|~ Show Resigned Staff
Fame Gtaff Ho. | Staff Ho. IUDDDUDDI =» Uspr IDI
Dept. I 'l
ol x| &
ID Card Ho. |
Gender I 'l

Hage Type Il'Quantity Seale LI

heoount: O




6.1.4 New staff will be displayed in Staff List.

B New Staff Info

J hdd BDelete ‘EModify

IClick here to select Dept. ;I d

[~ Show sub-Department Find I

[~ Show Resigned Staff

Wame | Staff Ho.
¥ Dominie 00000001

6.2 Modify/Delete Staff

6.2.1 Select target staff.

' Modify Staft Information
J Chdd @Delete “WModify |

IClick here to select Dept. ﬂ I

[~ Show sub-Department Find I
[~ Show Resigned Staff
am | Staff Wo. |

Hame
Joorizic |

6.2.2 Click “Modify” to edit staff information.

' Modify Staft Information
| e B
J Chdd @Delete| “WModity ||

IClick here to select Dept. |

[~ Show sub-Department Find I
[~ Show Resigned Staff
ame | Staff No. |

)
¢ [T




6.2.3 Click “Delete” to remove staff from database.
(Note: Once the staff is deleted, all related data, including attendance
records, will be removed. This process is NOT RECOVERABLE)

B Modify Staff Information
N TE 'ﬁneletel WModi £y

||:1ic1': here to select Dept. j I

[ Show sub-Tepartment Find
[7 Show Resigned Staff

Hame Staff No.

¢ [T

6.3 Staff Resignation

When a staff resigned, user can first set the staff to be “resigned”,
rather than deleting the staff directly. The resigned staff will be not
shown in the staff listing, unless user enables “Show Resigned Staff”
option. The resigned staffs will also be excluded in reports unless

specified. However, all records of resigned staff is still preserved in the
system.

6.3.1 Select target staff.

B Modify Staff Information

Chdd @Delete “WModify

|C1i|:1': here to =zelect Dept. j I

| Show sub-Department Find
[ Show Resigned Staff

l Hame Staff Ho.

¢ T




6.3.2 Click “Modify” to edit staff information.

' Modify Staft Information
| e B
J Chdd @Delete| “WModity ||

IClick here to select Dept. |

[~ Show sub-Department Find I
[~ Show Resigned Staff
ame | Staff No. |

)
¢ [T

6.3.3 Select “Resign” and then click “Yes” to confirm staff resignation.

Baze Info |Dther Infa I Remarkl

Hame I]:Inminic
Staff Ha. ||:|nn|:u:|nn1 User II |nn|:u:|nn|:|7
Dept. UEM -
= = E
Cuestion

\ ? ,‘ Bre wou sure to mark this staff resigned’?

Mar ITET Staras | |

Hationality I

Rezidence I LI

Wage Type Il—Qua.ntit}' Scale LI

Resiglv

6.3.4 Specify the resign date and reason. Click “Save” to save the changes.

fissiglv Date PoOT-12-12 ~] [resiened B

Reazon -

-




6.3.5 The resigned staff will not be listed unless “Show Resigned Staff” is

selected.
'E ST Tkt Modify Staff Information
+ - .
J TWidd T@Prelete “@nodify | J Gidd T@Delete “BModify
[ | | || 1 =]

[T Show sub-TDepartment Find I E Show sub-Department Find I_
[~ Show Resigned Staff [ Show Resigned Staff
Hame Staff Ho. |

Statf Ha.
| Dominic 00000001

6.4 Display Staff in Subsidiary Department

6.4.1 Click on the parent department.

6.4.2 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.

B Modify Staif Information Modify Staff Information
| @raa TODelete WModify | @aad T@Delete WModify
| ||| [otJuEm I

I

[~ Show sub-Department
T

ind I_ v Show sub-Department! Fijnd I_

Hame Staff No. | Hame Staff Ho.
€ Dominic 00000001 € Dominic 00000001

¥ Benny 00000002




7 Fingerprint Management

Before downloading records from fingerprint machine, user must match
the fingerprints with corresponding staffs. All un-matched fingerprints
will not be saved.

7.1 Staff Fingerprint Matching
7.1.1 Go to “Device Management”, and then “Fingerprint Management”.

nent System

Management (1) Dw'm Management (D) Atlem;lmce Mana;
Masins Managernen |_|.
@ I Fingerprint Management | @

7.1.2 Select Staff and then click “New”.

ataff Fingerprint Management

Add [EModify 3 Dele
[01JUEN -

[ Show sub-Department Find I_
[T Show Resigned Staff

Haps | Staff Ho
¥ Doninic 00000001

7.1.3 Specify the “Fingerprint No.”. The “Fingerprint No.” is the “User ID”
in FINGERPRINT.

(Notes: for fingerprint enrollment of FINGERPRINT, please refer to
FINGERPRINT Hardware Manual section 1-4)

admin I Pazsword I

Template I Baclup Template I



7.1.4 Select “Save” to save the settings.

E Staff Fingerprint Management

Save ERefresh ﬂj‘Clnse

| [01 UM ﬂﬂ

[ Show sub-Tepartment Find
| Show Resigned Staff

sare ¥o. NN

admin |
Hame Staff Ho.

fUoninic

Tomel mdn |

7.1.5 Alog will be shown for staffs completed the fingerprint matching.

Repeat Step 7.1.2 to 7.1.4 until all staffs have been matched with
corresponding fingerprints.

Staff No. |Fingerprint Heo. |ad.m:in Pazsword |Template |Backup Template |:
| | 00000001 1 0 Memo)

Memo) |

7.2 Remove Fingerprint Matching

7.2.1 Go to “Device Management”, and then “Fingerprint Management”.

7.2.2 Select Staff and then click “Delete”.

0 hdd [EModify] X Delete

| [01 JUEM ~| ¢

[ Show sub-Tepartment Find
| Show Resigned Staff

Hame Staff Ho.

ﬁ Dominie

7.2.3 Click “Yes” to confirm the removal action.

s

CQueztion I*J‘I

a3 2
\"":J‘/ Are yom sure to delefe?




8 Data Download

8.1 Download Data form Device

8.1.1

8.1.2

8.1.3

8.14

8.1.5

8.1.6

Go to “Device Management”, and then “Fingerprint Transport”.

() Device Management (D) EUETTCVr MY

Select target device.

1-001
2002
3003

Click “Connect” to establish the connection.

Connect | Set Time | Read Time | Record Status | Download Record Delete Record I

Download Templatel Upload Template | Delete Template | ERead Hame | Set Hame | Disconnect I

Clear Screen | Cloze |

Click “Download Record” to start the download action.

Connect | Set Time I Read Time | Eecord Statu | Dowrload Record | Delete Record

Dowrdload Template

Upload Template I Delete Template | Eead Hame | Set Name | Disconnect

Clear Screen | Cloze I

Record will be transferred from device to computer database.

Ma.: 2 Drate: 2007-12-12 Time: P 05:52:00
Mo 2 Drate: 2007-12-12 Time: Pk 05:52:00
Ma: 1 Drate: 2007-12-12 Time: P 05:52:00
Mo 1 Drate: 2007-12-12 Time: Pk 05:52:00

Click “Disconnect” and “Close” if exit this window.



8.2 Delete Record
8.2.1 Repeat Step 8.1.2t08.1.3

8.2.2 Click “Delete Record”.
(Notes: Please download the records before deleting them, the deleted
records are UNRECOVERABLE.)

Download Recordl

| Set Time | Read Time | Record Status Delete Record

Eead Hame | Set Hame | Dizconnect

Download Template Upload Template Delete Template

Clear Screen | Close |

8.2.3 “Delete attendance records succeeded.” will be displayed in the
communication message window.

"Delete attendance records succeeded.

8.2.4 Click “Disconnect” and “Close” if exit this window.

8.3 Preview Raw Record

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

Attendance han Ang el Eeport (R
=l Public Holidayr ()
=  Holiday Allotment ()
Downlo ) adul«
Shift Management (5 —

Shaft Pattern Management £

ataff Shift Schedule F)
Temp Shift Management (T)

Creertime Management (0
Abzence Management (4)

Mannal Adjnstment (k43
\ '-_-.'.,I,.'j'_pfe Fecord I:E:I

Attendance Lnalyss ()




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

E Eaw Burpe Recornd

| M-:udifjr rEDelete | Refresh |
I-IClick here to =elect Dept. _*J i
[~ Show sub-Department Findi

[T Show Resigned Staff

Hame | Staff Wa. |

o 2. [02]54les

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

m [01 UEM ~| #

[T Show sub—Tlepartment Findl

Eegin DateIZUDT—IZ—Dl VI End Date IEDDT—IZ—IZ vI
—

|+ Shew Tgnored Records
[~ Show Resigned Staff

Swipe Time

3

|4 Z007-12-12 M 05:52: (0C Urdmown
2007-12-12 FM 05:52:0CUnkmown ]
2007-12-12 FM 05:52:0CUnlmown D
2007-12-12 FM 05:52:0C Unlmaown D




9 Device Communication
“Device Communication” handles all communication processes between
computer and fingerprint machine.
9.1 Set Device Clock
9.11 Repeat Step 8.1.2108.1.3

9.1.2 Click “Set Time” to synchronies the device time with computer time.
(Notes: Please ensure the computer time is correct before
synchronizing the time, otherwise all swipe records after the
synchronization will be incorrect.)

| Set Time | Read Time | Record Status | Dowrload Record

Eead Hame | Set Hame | Dizconnect

Dlelete Record |

Dowrdead Template

Upload Template Delete Template

Clear Screen | Cloze |

9.1.3 Device time is synchronized with computer time.

Set ime succeeded.

9.1.4 Click “Disconnect” and “Close” if exit this window.

9.2 Set Staff Name
To display staff names on screen of fingerprint machine during taking
time records.

9.2.1 Repeat Step 8.1.1t08.1.3.

9.2.2 Click “Set Name”.

Download Record

| Set Time | Read Time | Record Status Delete Record |

Kead Hame | Set NHame | Dizconnect

Download Template Upload Template Delete Template

Clear Screen | Close |




9.2.3 Staff names will be uploaded to fingerprint machine.
(Notes: User must finish staff fingerprint matching, section 7.1 in this
manual, and registration of staff fingerprints on the FINGERPRINT,

section 1

- 4 of FINGERPRINT Hardware User’s Manual.)

Mo, 00000001 Mame: Dominic
Mo, 00000002 M ame: Benng

9.2.4 Click “Disconnect” and “Close” if exit this window.

9.3 Download Template
The fingerprint information registered in fingerprint machine is
saved as “Templates”. Each template refers to fingerprint
information of one finger. The templates are not image of any kind,
and they are NOT ABLE to regenerate the original fingerprint image.

These templates can be saved in computer database for future

fingerprint information transfer.

9.3.1 Repeat Step 8.1.11t08.1.3.

9.3.2 Click “Download Template”.

| Set Time | Read Time

Record Status | Dowrload Record

Dlelate Record |

Dowrload Template| JJpload Template | Delete Template | ERead Hame | Set Hame

Clear Screen | Cloze |

9.3.3 Templates will be downloaded from fingerprint machine to computer

database.

(Notes: User must finish staff fingerprint matching, section 7.1 in this
manual, and registration of staff fingerprints on the FINGERPRINT,

section 1

- 4 of FINGERPRINT Hardware User’s Manual.)

Mo
Mo
Mo
Mo

P [ — —L

Download template succeeded.
Download template succeeded.
Dovnload template succeeded.
Download template succeeded.

9.3.4 Click “Disconnect” and “Close” if exit this window.



9.4 Upload Template

The templates in computer database can be uploaded to fingerprint
machined. Effort saved for repeat registration in different fingerprint
machines.

9.4.1 Repeat Step 8.1.1t08.1.3.

9.4.2 Click “Upload Template™.

| Set Time | Read Time | Record Status Download Record Delete Record |
Dowrdoad Template Upload Template Delete Template ERead Hame | Set Hame | Disconnect
- tee—————

Clear Screen | Cloze |

9.4.3 All templates will be uploaded to the selected fingerprint machine.
(Notes: all existing templates WILL BE OVERWRITTEN!))

T e ————————————————————i

Ma: 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeedead.
Mol Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Ma: 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeedead.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Ma: 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeedead.
2

Mo Template upload succeeded.

9.4.4 Click “Disconnect” and “Close” if exit this window.



9.5 Delete Template
Delete ALL fingerprint templates in fingerprint machines.

9.5.1

9.5.2

9.5.3

9.54

Repeat Step 8.1.1to 8.1.3.

Click “Delete Template”.

| Set Time | Read Time | Record Status

Download Record Delete Record |

Download Template Upload Templatel Delete Template

Kead Hame | Set NHame | Dizconnect |

Clear Screen | Close |

All templates will be deleted.
(Notes: This process is UN-RECOVERABLE)

Humber: 1 delete succeeded,
Murmnber: 1 delete succeeded.
Mumber: 2 delete succeeded.
MHumber: 2 delete succeeded.

Click “Disconnect” and “Close” if exit this window.






10 Holiday Management

User has to specify the date of holidays and then allot the holidays to
different departments.

10.1 Add New Public Holiday

10.1.1 Go to “Attendance Management” and then “Public Holiday”.

Fingerprint Downle

Shaft Management
Shift Pattern Management (£

Staff Bhift Bchedule ()

10.1.2 Click “Add Holiday” to add new holiday category.

g Fubliz Holidaxr

7 iAdd Holiday| *iDelete Holiday [oijMedify Holiday “Qui,

Tear I]'[-:-li day Category Hame I ]'[-:-l1-i=a}r

[

J FiAdd Detail ¥ iDelet

Begin Date IEru:l Date

L4

10.1.3  Specify “Year” and enter “Category Name”. Click “OK” to proceed.

Edit Holid sy Categorys E3 |

Tear 2007

Category Hame IZEIEIT Fublie Holiday

X Cancel |




10.1.4  Select the new category, and then click “Add Detail”.

g Fublic Holidayr

J T34dd Holiday *iDelete Holiday [SjModify Holiday “WhQuick Setr

I TiAdd Detail IrEDelete Deta

Begin Date IEnd DNate

L4

10.1.5 Specify “Begin Date” and “End Date”. Input the “Holiday Name”.
Click “OK” to proceed.

Edit Holiday Detadl

Eezin Date |25, December 2007 hd

End Date [26, Decenber 2007 |

Holiday Hame IEhri stmas

o OF | X Cancel |

10.1.6  New holiday will be added. Repeat 10.1.4 to 10.1.5 until all public
holidays have been added.

Holiday |

J F3Add Detail *iDelete Detail [oMedify Detail
Bemin Dlate End Date Holiday Hame

»

10.1.7  Click “Delete Detail” or “Modify Detail” to delete and edit the public
holidays.



10.2 Sunday and Other Regular Day Off

10.2.1 Go to “Attendance Management” and then “Public Holiday”.

10.2.2  Click “Quick Setup”.

@ Public Holiday

J Findd Holidey *3Delete Holiday

(SMedi £y Holidaf “Quick Setup | Flcios:

Tear I]‘[olida}' Category FHame I

Ld

Holiday |

J 344 Detail *iDelets Detail [EjModify Detail

Begin Date IEnd Date I]'[oliday Hame

Ld

10.2.3  Specify “Year”, and then select the day of regular day off.

Cuick Holiday Sething

Yaar IEI:II:IT 5
“Holiday Ttem
¥ 411 Sunday I

[T Alternate Weskend J 0K
{% First week off
{" Second week off x Cancel

10.2.4  Select “Customize” to define a customized day off.

Quick Holidayr Fetting

Tear |2|:u3'r g

rHoliday Ttem
¥ 411 Sunday
[ A1l Saturday

[¥ Customized

e Weelend ¢ 0K
bele off
Hednesd
S eelt off x Cancel
rFrida}'
Srtaras




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

|::11_‘I_'i_|:: ]:!; H|:| ]_1_|']

YTeoar 2007 =

Holiday Item
[w 811 Sunday
[ A11 Saturday

[w Customized

[v Mlternate Weslkend / 0K
i* First weel off
i Second week off x Cancel

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

g Public Holday

FiAdd Holiday *iDelete Holiday raiModify Holiday “Quick Setup | []Clese

Year |]‘[olida5«' Category NHame ﬂ Holiday l
2007 2007 Public Holiday
> F3Add Detail *iDelete Detail rhjModify Det
Begin Date End Date Holiday Hame

[ |zo07/01/14  z007/01414 Sunday

|zo07/01/21 2o07/01/21 Sl

|zootsotes zooT/o1/28 Sunday

[ |zo07/02/04  zo07/02/04 Sunday

[ |eo07/02/11 |2007/02/11 Sunday

|zooTroeste 200702418 Sy

[ |zo07/02/25 200702425 Sunday

|z007/03/04 2007703404 Sunday

|zo07/03/11 20070311 Sunday

[ |zo07/03718 zo07/03418 Sunday

|2007/03/25  |2007/03/25 Sunday

|zo07/04/01 2007/04/01 Ty

[|zo07/04/08  |z007/04/08 Sunday

[ |z007/04/15 200704415 Sunday

— [[emor/oarzz 2007/04/22 Sunday

(| G |z007/04/28 zo0vsoa/es Sunday




10.3 Holiday Allotment

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

10.3.2 Go to “Attendance Management” and then “Holiday Allotment”.

Dievice Management T0 | Attendance Mansgement (T)  Eeport &)
%l e =
= Holiday &lotment (H)

Fingerprint Downlok -
Shaft Management &)
whift Pattern Management ()

dule

10.3.3  Click “Batch Allotment” to allot holiday to more than one department.

9 Holiday Allotment

?Eﬁatch Allotment rEDelete Allotment | [|Cl-:-5e

J ?ESingle Allotment

EE‘%—; Holiday Allotment I
= 01 JUEN
a hf% ][DZ]SalES Yeoar I]'[c-lida}' Category Name I
2. [03]5hipping —

I [M]TT.

10.3.4  Select Departments, and then Holiday Category. Click “OK?” to finish.

Batch Betting Up Organization Holiday |

h Department
E---i%-.s [O1]UEM Holiday
h [02]5ales LI
h [03]15hippin "
v B [0411.T. 2007 Sunday 2

& UK

x Cancel




10.3.5 The Holiday will be allotted to selected departments.

[»

= h]‘[ | otment l

=l es ‘feair |]'[u:-%idav Category Hame
h [03]5hipping
T2, [04]1.T.

10.3.6 Repeat Step 10.3.4 to 10.3.5 to allotment other holiday categories.



11 Shift Management
“Shift” refers to “office hour”. User has to define all possible “office hour”,

e.g. 09:00 am to 06:00 pm.

11.1 Add New Shift
11.1.1 Go to “Attendance Management” and then “Shift Management”.

Device Management (00 | Atendance Management (T3 Repart (B

=l Fublic Holiday ()
‘% = - Holiday Allotment () !
Fingerprint Downlo —
Shaft Management (&)

11.1.2  Click “New Shift”.

9 Shift Managzement

Shift Typs Flclose

Shift |PiWew Shift |*iDelets Shift [Modify Shift

(ALl Shifts ]
Shi £t Hame [Total Time [Default Shift [Remark

11.1.3 Input “Shift No.” and provide a “Name” for the new shift. Click “OK”

to proceed.

Shift o [001

Hame |0900- 1500
Tyee |

[ Default Shift

Remark

W UK | X Cancel |




111.4

11.1.5

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

@ hift Management

Shift 3*iMew Shift X*iDelete Shift [SModify Shift | Shift Type | []Close

ALl Shifts

I I
TTTT [Tt AT T Lo e T —
: Ll

Shift Detail| $*1add Detail | ©3Delete Detail roiModify Detail

Period|In Time [In Swipe [Uut Time|Out Swipell:alculate|Calculate Out=Farly |OwerTime |Abzent

L4

] |

Input the necessary information:
In Time: Clock in time.
Out Time: Clock out time.
Earliest In: The possible earliest clock in time. In this 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 swipe record and still 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. In this example, if staff
works over midnight and swipes card at 01:59 AM, the system will
still take this swipe record as a valid clock out record.

(Notes: The “Earliest In”” and “Latest Out” time settings should not be

overlapped, otherwise swipe record in the overlapped time period
will be taken as both clock in and clock out record.
Also, for “Earliest In”” and ““Latest Out™ to taking effect, a analysis
parameter must be set, refer to Section 17.1 for details)



Ldd Shift Detadl

Shi ft Hame|EIEIEIEI—18EIEI Feriod 1

In Cat

In Time |29:00 Out Time|[15:00 / 0K
Earliest In|07:00 Latest Out |02:00

Heed Swipe v Heed Swipe V x Cancel

Count Late frrivalle Count Early Depatursfv

#llow Late [00:15 #1lew OE|00:00

Early as 0T [ LatefOut-Early as OT[

OT Shift[” | i

fhzent type|Absent w | Worle Time [

11.1.6 Need Swipe: Whether staff required to swipe cad or not. If this option
is NOT selected, the system will take the “In Time” as staff clock in
time regardless of staff swipe records.

Count Late Arrival: Whether late arrival time will be counted.
Count Early Departure: Whether early departure time will be
counted.

4dd Shift Detadl

Shift Hame|EI'EIEIEI—18EIEI Period 1
In Ot

In Time|09:00 Out Time |15:00 J 0K
Earliest In|07:00 Latest Out [0Z:00

Heed Swipe v Heed Swipe | x Cancel

Count Late frriwallw Count Early Depaturefv
Alow Late [00:15 Al Tow TE[OT 00—

Early as OT [ Late/lnt-Early as OTW

OT Shift[ | =1

fbzent type|Abzent | Worle Time [




11.1.7 Allow Late: 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 arrival at 09:16, then the staff is late,
and the late time will be 16 minutes, instead of 1 minute.
Allow OE: A buffering time zone for early off. The concept is same as
“Allow Late”.
Early In as OT: Count the work time before “In Time” as overtime.
Late Out as OT: Count the work time after “Out Time” as overtime.

Ldd Ehift Detadl

Shi ft Hame|El‘E|EIEI—1EiEIEI Feriod 1

In Ot

In Time|09:00 Out Time |15:00 o 0K
Earliest In|07:00 Latest Out|02:00

Heed Swipa W Heed Swipe W % Cancel
| Count Late hrpivally | |Count Early Depatwre
Mlow Late [00:15 Mllow OE[00:00
Early as OT [ Late/0ut-Early as OT|w
0T Shift [~ | =]
Absent typefabzent  v| Werk Tim{?3 00 -

11.1.8 OT Shift: Define whether the shift is an Overtime Shift.
Absent Type: If this is an Overtime Shift, specify the way to handle
staff absence. Whether it is regarded as “Absent” or “No OT”.

OT Shift[ | =1

bihsent type|Abzent | Work Time [




12 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.

12.1 Add Weekly-based Shift Pattern

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

Dievice Management ) | Attendance Management (T)  Report ]

= Public Holidayr ()
% g Holiday &llotment (H) '
Fingerprint Downla ) bdule
Shiftbanagesnesnt S

ataff Shift chedule (F

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

?EHEW Fattern rEDelete Fattern Mudif}' Fattern | [ll:lnse

Yearly | Monthly|: Weelds _Eustnmizel

Shift Hame |Remark | Shi £t |

4 . .
— J TiAdd FiDelete [HEdit

12.1.3 Input “Name” for new shift pattern.

Type I'l'l' ealdy

HamelSta.ndard

Remarkl
W 0K | X Cancel




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

@ Edit Shift Pattern

J ?EHew Fattern rEDelete Fattern Mu:-dif}' Fattern | [|Clu:-5&

Yearlyl Monmthly Weeldy Custnmizel
Herrertame {fmrarie Shift |

Fiadd *iDelete rEjEdit

Inrder Ho[Start Date [Shift Name
|

12.1.5 Select “Begin Date”.

Edit Zhift Detadl

Begin Date

Shift Hame

Edit 3hift Detadl

Shift H-:-.I 1
Bezin Dateannda}' TI

Shift Hame ||
Find |

Shift Ho|Shift Hame

0900-1300




12.1.7 Click “OK” to proceed.

Edit 3hift Detadl

Shift Ha. 1
Begin Date|Monday

SR (001 ]0500-1500

& K X Cancel

12.1.8  Shift will be assigned to selected day.

Shi £t ]
Findd *FiDelete rE]Edit

Order NolStart Date |Shift Hame

=1

12.1.9 Repeat Step 12.1.4 to 12.1.7 until all work days have been assigned

with a shift.

(Notes: If shift in next work day is same as the one in previous day, no

shift assignment is required, as the system will automatically use

the shift in previous for days without shift assignment.)
In the following example, the shift pattern will be:
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)

Shi £t ]

TiAdd FiDelete rEEdit

Teoiiee Hn|star+ Mt !mﬂ'ﬂ e

1 W eelkdayMON 0900-1500

12.1.10Click “Close” to exit.



13 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.

13.1 Add New Schedule

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

Dievice Management T | Attendance Mansgement (T)  Eeport (&)

=l Fublic Holidayr
% tL_l.C Holiday Allatment ()

Fingerprint Downlo

Bhift Management (3
Bhaft Pattern Management )

Staff Bhift Schedule (F)
emmp »htt Manacement (1)

13.1.2 Click “Batch Scheduling”.

T3iAdd Hew [iBatch Scheduling [FiDelete rEiModify | [#]Refresh | J]Clese

Click here to =

Begin Date [Shift Hame [End Ds

[~ Show sub—Department Find B

[ Include resigzned staff

Hame Staff Ha.

13.1.3 Click “Select staff”.

Il Batch Scheduling

Select | il . Tl
= - | =]
B Select Staff] 46 Cancel Staff
-Findl Begin Date

|2007/07/03 |
Hame Staff Ho.

End Date

[¢ Ho Ending Date




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

Select Staff EI

IIElick here to zelect Dept. ""l Ell

Find o 0K

=-E2e [01UEM
""" E—g [02]5ales
""" E—?ﬁ [03]5hipping

&

Cancel

Acount: 0O

13.1.5 Putatick 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
| [o17vEM ] d4|
[ - 0K
[¥ Show sub-Departmen Find I ¢—
[T Show Resigned Staff x Cancel
Hame Staff No.
€ Bryan 00000001
€Eric 0000002
€ Iy 00000003
Select
Unselect 410
Inwverse Selection

Acount: 3




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

Il Batch Scheduling

Select | Assign Shift
B Select Staff g6 Cancel Staff fLbls
. Begin Date
Find
|2007/07/03 |
Hame Staff Ho
End Date
 Bryan 00000001 .
€ Eric O00000E I No Ending Date
O Iy Q000000

W 0K
Cancel
Count: 3 M

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

: W Eatch Scheduling
Selact ] e SR
G Select Staff G Cancel Stafi |5tandard |
g Begin Date
Find Ii
| 2007 /07703 =]
Hame Staff Ho.
End Date
€ Eryan 00000001 :
€ Eric 00000002 [ Ho Ending Date
€ Ivy 00000003 [2007/10/31 |
\f 0K
x Cancel
Count: 3




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

Window.
W Eatch Scheduling
sLs | Assign Shift
T Select Staff G Cancel Staff [standard |
. I Begin Date
Find
|z007/07/03 ~]
Hame | Staff Wo. | £ Dat
Il ate
£ Eryan 00000001 .
Q Fric onoonnoz [T Ho Ending Date
Q Ty Q0000003 |2007f10f31 ;I
o (K |
x Cancel
Count: 3

13.2 Modify/Delete A Shift Schedule
13.2.1 Go to “Attendance Management” and then “Staff Shift Schedule”.

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

| TiAdd Hew FiBatch Scheduling FiDelete [SiModify | [2]Refresh | ] Close

Click here to select Dept. A Begin Date IShift Hame IEnd Date I

i
Find [# |

=-F2 [O1TUBM

- h [02]5ales
-T2 [03]Shipping
“olge [04]I.T,

Acount: 0O View Shift Detail




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

J Tihdd New 3iBatch Scheduling ¥iDelete [EModify | [#]Refresh

[lClnse
jﬂl ﬂn ik !C‘L'f; i lg, a0 . I

1
[T Show sub-Department Find I

[T Include resigned staff

I [02]5ales

Hamea

| Staff Wo_ |
 Bryan 00000001

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

Refresh | [l Cloze
ﬂﬁl ez Dok | A Meme

O
[T Show sub-Department Find I

[T Include resigned staff

I [02]5ales

IEnd Date I

Hame

| Staff Ha. |
€ Bryan 00000001




14 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.

14.1 Add Temp Shift

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

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

=l Public Halidax ()
% r:Q Holiday Allotment (H) !
Fingerprint Downle ) Edule
Shift Management (3
Shift Pattern Management (F)

Temp whift Management (T)

Crvertime banagement (20
A hzence Management (4)

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

i“
7344 New 33Batch Scheduling *+iDelete rajModify

Click here to select Dlept. ﬂ ik Besin Date|2007-05-01

Find | | Date [2007-08-01
=|-F2= [O1]UEM
o (T i gned Dat|Shift |
I=. [03]Shipping
= [4]I.T.

14.1.3 Select staff and then click “Add New”.

@\ Temnorary Shift Management

Fibdd Hew [*3Batch Scheduling

| [02]5ales jﬂ

[ Show sub-TDepartment Find
[~ Show Resigned Staff

1T [ R il 1 8

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



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

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

14.1.6  The assigned Temp Shift will be displayed.

|[|:|2]Sal&5 ﬂﬂ Begzin Ilate|2|:||:|7—|:|3—|:|1 ﬂ ™ Az

[ Show sub-Department Find End Date |2E|E|T—E|EE—I:IE| ﬂ (s T
[ Show Resigned Staff

Assigned Dat|Shift Ho. |Shift Hame

Hame Staff Ha. Y

ﬁ Bryan




15 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.

15.1 Define Absence Reason

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

Dievvice Management T | Attendance Mansgement (T)  Eeport (&)
=l Fublic Holidax (F
% r:Q Holiday Allotment (H) |

Fingerprint Deownle Edul e

Shaft Management &)
Shift Pattern Management ()

Staff Shift Bchedule (F
Temp Bhift Management (T3

Manmal &djnstment (b4

15.1.2 Click “Absence Reason”.

TriAdd New 3*3Batch Registration FiDelete roMedif:

hhzence Reason

|Click here to select Dept. j i Begin Date |20E|Tf0'i’f|31

[~ Show sub-Department Findl

fb=ence Type R

x| End Date |2007/07/03
Bezin Time|fo Ity Reason |End Time

|Need

[ Show BResigzned Staff

Hame Staff Ho.

Acount: O




15.1.3 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 =i Delete
Ho Faid Leawve =
] Trawel Modi £y

15.1.4 Click “Close” to exit.

O ff Dty Eeazon

Hame |ﬂ

| Ferzonal Leave ?: Hew

| Antmal Leawve

| |Sick Leawe i Dl eta
Ho Faid Leawe
Trawal St :

- [oa| Modi £
EStl:ll:l': IILEPF_-I:ti oI

¢ Save




15.2 Add Single Absence/Leave Record
15.2.1 Go to “Attendance Management” and then “Absence Management”.
15.2.2 Click on “Click here to select Dept.” and then select the department.
ﬁ

?Ekdd Hew ;'"EBatch Registration rEDelete Mu:-dif}'

|Clicl': here to select Tlept. [ ih Begin Date |2007/
Find] Begin Time|O£f I
-1-J2z [01]UB ||
= JU S
I=. [03]Shipping
= [4]I.T.

15.2.3 Select staff and then click “Add New”.

B Lbsence Managerment

EBatch Registration *-

1[02]531.95 j ﬁ|
[ Show sub—Department Find

[ Show Resigned Staff

Heom Lol P =

|| |




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

Add Absence Be

0ff Dty Reason|[ideactrty BN

Begin Date[03  Tuly , 200~

Begin Time [09:00

End Date[03  July , 20C~7|

End Time[16:00 o 0K

Clockin Required [v

x Cancel

Cloclk—out Required [v

15.2.5 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 Be

Off Duty Reason|iggtoai BERE

Begin Date[03  July , 20C~|

Begin Time |19:00

End Date|03  July , 20C ]

End Time[16:00 o 0K

Clock—in Required [v

x Cancel

Clock—out Required |v

Off Duty t}’pe| ﬂ

Daw= |0

Include OT [




15.2.6  Specify the number of “Days” that the leave/absence taken. User can
input “0.1”, “0.5” or “1”, etc.

Add Abeence

0ff Duty PSP crconal Leawve

Begin Date[03  Tuly , 200~

Begin Time [09:00

End Date[03  July , 20C7|

End Time[18:00 o 0K

Clockin Required [W

x Cancel
Clocl—out Required [v

Off Dty t}'pel j

Day= |0

Include OT [

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

Begin Date [2007,/07/01 x| End Date |2007/07/03 |

Begin Time |fo Dty Eeason |End Time |Heed Clc-clrianeed Clock—ouf

Id

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

15.3.2 Click “Batch Registration”.

;'"Ehdd Hew I;'"EBatch Registratiunl rEDelete Hndif}'

|Clic1': here to =zelect Dept. j ﬂ Begin Date |2007/

[ Show sub-Tepartment Find| Eezin Tirne||:|ff I
[ Show Eesigned Staff

Hame Staff Ho.




15.3.3 Click “Select staff”.

Select |

Y Select Staff kRemnve User
Find |

Hame | Staff Ho.

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

select Staff x|

IIClick here to select Dept. Tl Ell

Find o 0K

=-E2e [01]UEM
""" h [02]5ales
b h [03]5hipping

&

Cancel

Acount: 0O




15.3.5 Put atick 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
| [o17vEM ] d4|
[ 0K
[¥ Show sub-Departmen Find | ¢—
[T Show Resigned Staff x Cancel
Hame Staff No.
€ Bryan 00000001
€Eric 0000002
0 Iy 00000003
Select
Unzelect 411
Inwverse Selection

Acount: 3

15.3.6  After selecting staffs, input all necessary information. (Refer to Step
15.2.4 to 15.2.7 for details)

I Eatch Absence Registration

Select l

@Selnt Staff %R“ow User Absence R’““’“ITIWEJ' ll

Fimil Begin ﬂtlelﬂ? July EIILI
Hame | Staff No. Begin Time |EIE|:IJD

€ Brysn 00000001 End Date[02 July , 200v]
O Eric 00000002

€ Ivy 00000003 End nm|1a:un

Clock-in Required
Clock—out Required ™

Off Duty Type | -]

Dl}":ll

Include OT [

. Coant: 3 v 0K | x Cancel |

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




16 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.

16.1 Add Swipe Record

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

€ H6201 Attendance Management &

Syrstem Management (2 zement (L)
% . Basic Information (B) E’ _i_
Department =) Dep i ment () ht Downlo:
Staff Management (2

16.1.2  Select “Manual Adjustment Reason”

Bazic Information

Departrnent Type j

DLty -

Contract Type

Education i add

Title

Paolitical Party

Device Model i Delete

M:.thaljh.' z
Modify
o Save

F] close




16.1.3 Click “Add” to add new reason and then click “Save”. Click “Close”

to exit.
Bazic Information
Manual Adjustrment Reasan ﬂ
Aanual Adjustrnent Reazn:ur| ﬂ "
Forgot to bring card ¥ 1 Add
M|Forgat to swipe card
Card darmaged i Delete
Modify
........ o Save |
F] close

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

Device Management (OY | ittendance Management (T) Eeport )

=l Public Holidaxr (F)
% g Holiday Allotment (H) '
Fingerprint Downle ) Edul e
Bhift Management &
Shaft Pattern Management (£

Staff Bhift Schedvle (F)
Temp Shaft Management (T

Crertime kanagement (20
Ahzence Management (40

Manuval Adjustment (B4

——DeiiAn e st




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

@ Manual Swipe Recond

J ?'Eﬁu:ld Hew ?Eﬁatch Registration fEIlelete

Clicle here to select Dept. A ﬂl Begin Da
| Find|

¥ Show

Sign Ti

h [03]15hipping
L=, [04]1.T.

16.1.6 Select staff and then click “Add New”.

B\ Marmal Swine Record

J ?Ekdd Hew EBatch Registration rEDelete

j ﬁl Begzin

[~ Show sub-Department Findl V¥ Sh
[T Show Eesigned Staff

[02]5ales

Sign

Le

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

£34d wmamoal swipe record |
Adjustment Date Adjustment REeaszon
|2007 /07 /04 v [Fard damaged =]
Adjuztment Time
[EEREE lFm coowe | o 0K
15:00 el =0
I | = ° | x Cancel
Il * In  0Out |
I i In " Out |




17 Attendance Analysis
17.1  Analysis Configuration

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

ipe Eecond]
Dievice Managzement (00 | Atendance Management (T)  Report (B)

L Public Holidax (B
\% g_ Holiday Allotment (H)

ngerprint Download ) e M
Shaft Management &)

Close shaft Pattern Management (F)

egzin Date|2007T-07-01 Staft Shift ichedule (F) |4
Temp Zhift Management (T

¢ Show Ignored Record:

Orvertime Management (00 I
L heence Management (40

Swipe Time

Manval Ldjustment D)
Raw Swipe Record, (B)

A ttendance Lnaly

17.1.2  Click “Analysis Parameter” to configure the analysis rules.

'@ Attendance Anmalysis

P hnalyze ﬁ.nal}*sis Farameter [' Clo=e

l Begzin Date |2':":'Tl'r':'7frm ﬂ
B Select Staff §#° Cancel Staff

Find

Hame Staff Ho.

End Date |2007/07/04 |

Farameter Info

1. Hot swipe at In/Out conmtroll

2. Work time minaimal unait 1z 1

2. Abzent time mimimal unit 1=



17.1.3 In/Out Attendance Rule: The default setting is “Ignore In/Out”. This
one should not be changed.
Work Time Unit (min): Minimum step unit of work time.
Absent Time Unit (min): Minimum step unit of absent time. Treat
invalid Swipes as Absence: If either clock-in or clock-out record
IS missing, the system will treat it as absence.
Match 1/O 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 11.1.5 for
details)
Click “Save” to save and exit.

Configure Parameters

In/Out Attendance Bule

" Check InfOut (* Temore In/Out

Work Time Unit(min) |1 =

l\bsent Time Unit [(miz) |1 =

[v Deduct Late Time from Actual Worl Time

[v Deduct Early Off Time from hctual Work Time

[ Treat inwalid Swipes as Absence

[ Natch I/0 record according to Shift def

Define Daily Work Time (min) |4an =
-

Save | [|Exit |




17.2  Analysis

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

ipe Fecond]

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

=18 Public Holidayr (3
% % Holiday &lotment H)

ngerprint Download ) e M
Shift Management (2

Cloze Shaft Pattern Management ()

egin DateIEDDT—DT—Dl Statf Shift Schedule (E)
Temp Shift Management (T)

| ‘Iil

? Show Ignored Record:

Cryertime Management (00
A heence Management (40

Swipe Time

Mannal &djustment Q4
Eaw Buripe Record (R)

bpalvre [ Stop ﬁ.nalysis Fara

| By statt ]

I=. [02]5ales
Ef'.ﬁ [03]15hipping
[w|i=. [04]1.T.

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

ﬁ}. Attendance Ana

J P bnalyze [ Stop ﬁ.:nal}'sis Paran

By Dept.| B Sta££|
B Select Staff| j#¥ Cancel Staff

Find |

Hame | Staff Ho.




17.2.4  Specify the “Begin Date” and “End Date”, and then click “Analyze” to
start the analysis.

® Litendance Ans

P hnalyre |0 Stop ﬁ.nal}*sis Farametar | ['Cl-:nse

By Dept. |Bsr Staff | Bagin Date |2007/08/01 =l
= VE I
[v]Ezz [02]5ales End Date |2007/06/30 ]
-[¥]Ee; [03]5hipping -
= [w]E=; [04]I.T. |—Parameter Info

17.2.5 Wait until the progress bar reach 100%.

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

By Dept.
¥ Dept. | By Staff | Bagin Date |200T/08/01 |

- [w]E=z [01TUEM

[v]E; [02]5ales End Date |2007£05£30 v[
I=. [03]5hipping
I [04]1.T. ~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.

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

17.2.6 Click “Close” to exit.

J P hnelyre B Stop ﬁ.nal}fsis Parameter

By Dept. |By Staff|

EE‘EE
[v]Ess [0215ales End Date |2007/06/30 ~]
h [03]5hipping

o[v|Eeg [0411.T. Farameter Info

Begin Date IZDDTfDBIrUI j




18 Generate Reports
18.1 Raw Swipe Record Report
18.1.1 Show all swipe record for selected staffs.

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

Attendance Management (T) | Beport (B)  Window (W) Help (H)

Department Info (F)
' 4 Staff Information ()
ad Shift Setting Sha

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

'9 Raw Swipe Recornd Report

?{ESearch &Preview Print
Select Dept||Select Stafd|

= 1‘—3? Department
= [v|E=2z [01]UEM
h [02]2ales
[v|E. [03]15hipping
[w]E. [04]I.T.

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

Law Bueipe Record Beport

?{ESearch E].Preview Print Expl:-rt [||:ll:-5e

Select Dept. lSelect Staff] Ordar |BY Dept. vl
- E;PE?E; Fegin Time |2007/07/01 =]
[w]Es, [02]Sales End Time  [2007/07/04 |
h [03]5hipping —
h [04]I.T. Delimiter | .
[v Show Manmal Entries




18.1.5 Raw swipe records will be listed.

&pol
?{ESearch &Preview Print E;Export [lClose
Seleat Dapt. |Salect Staff| Order |By Dept.  ¥] I Show svipe record seconds
=-[v|E=; Department Begin Time ’Wl [T Ignore date with no records
= Z’S‘é (01 TUEM ¥ Show only once for repeated swipes

% Eggz;les End Tine (] ~ W Use Delimiter for same staff
ipping
vk (04117 Welimicer R [~ Show In/Out

[¥ Show Manmal Entries

Tept [Staff Wo_ [ Wane [ Date [ Swipe Record

Sales 00000001 Bryan 2007-07-01 (SUK)
2007-07-02 (MOK)
2007-07-03 (TUE)
. . . 2007-07-04 (YED) 09:00 15:00
Shipping 00000003 Ty 2007-07-01 (SUK)
. . 2007-07-02 MOK)
2007-07-03 (TUE)
. . . 2007-07-04 (YED)
LT 00000002 Eric 2007-07-01 (SUK)
2007-07-02 MOK)
2007-07-03 (TUE) 19:56 19:56 21:54
2007-07-04 (YED)

18.1.6  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)

Sueipe Record Report

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

18.2 Attendance Detail Report

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

Attendance Management (T | Report (B)  Window (W Help (H3
Department Info (F)
2 Staff Information (F)

.
ad Shift Setting Shi: )
Faw Swipe Becord () -

shift Schedule (T}

Attendance Detadl Eeport ()




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

© Attendance Detail Report

) Select Staff @ Cancel Staff

Findl

Hame | Staff Ho.

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

=y -y

L P
Ell"reviewl %Printl Excel | [l Cloze

Bezin Datelmﬂﬂrﬂl LI

End Date |2007/07/04 ]

18.2.4  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)

_[alx]
&Previe |§Print| Excel | [| Cloze




19 System Tool

19.1 Database Backup

19.1.1 Close application software.

19.1.2 Open “My Computer”, browse following path: “C:\Program

Files\FINGERPRINTENU\db”. There will be a file named
“IMS6S.mdb”.

19.1.3 “IMS6S.mdb” is the database file for the system. All in/out records,
staff information and shift schedules are stored in this database.

19.1.4 Make a copy for “IMS6S.mdb”.

19.1.5 Store the copy to other media, for example, CR-ROM, USB Flash, or
network drive.

19.2  Selective Record Backup

19.2.1 Go to “System Management”, and then “System Tool”.

9 HAZOMT A tendance Management Syvstem

Systemn Management (21 Staff Management (170

Sastemn Log (L) H @
Change Passwond (00

Device

Tzer Management (113

19.2.2 A new window will be brought up. User can specify the backup
location first.

19.2.3  To specify the backup location, go to “Database Processing”, and
then “Configure Database Backup Location”.

Fhoto wtorage Lirectory
Aceesz 2000 Executable Path




19.2.4 The system will request user to login again.

Login

% Account Isystem|

Paszword I

¢ 0K x Cancal

19.2.5 Select the target backup folder and then click “OK”.

19.2.6 Check whether the configured location is correct in “Database
Backup Location”.

A System Tool

Database Processing BRecord Froceszsing Import Staff Info

Staff Photo Storage Directory
|C:"|.Pr|:|g;ram Filez'Fhotah

Database Location

|C:"|.Pr|:|g;ram FileshAttendance Management Sy=stemtdb'

Databaze Directory

Databasze Baclup Location
|C:"LPr-:|g;t'am FileshBaclmp'

19.2.7 Begin to backup database if the location is correct.

19.2.8 Go to “Database Processing”, and then “Backup Records”.

A= System Tool

| Databas Procesing  Fecord Processing  Import $taff Info

Configire Databage Location
Configure Databaze Backop Location
ataff Photo S torage Directory
Apcess 2000 Executable Path

Eepadr Databasge

Backup Records

Re-build Database Index ADEFicelONWME




19.2.9 Specify “Begin Date” and “End Date” for record backup. Then select
the items needed to backup. User can right-click the mouse to bring
up a selection menu. Click “Select All” to select all items at once.

i Diatahaze Backup Configuration

Begin Date  |2007-08-01 ]

EndDate  |z007-08-28 =]

[ 5taff shift Schedule

O oT Record
O Raw Off Duty Records

Jl

Faw Punch Infout Record [ Attendance Analysi
O Manual Adiustment Record [ Svstem Log

Staff Temp Shift Schedule

W Start

19.2.10  Click “Start” to proceed.

= Backup Configuration

select Chl+i

Select 411 Chrl+

—Lmvower Salend Rl
Cancel A1 Chl+C

Begin Date  |z007-08-01 =l

End Date  [2007-08-26 =]

Staff shift Schedule

OT Record
Raw Off Duty Recards

J

Raw Punch In/Cut Record Attendance Analysi
Manual Adjustrment Record Systern Log

Staff Temp Shift Schedule

= Start




19.2.11  Click “Finish” to exit.

O Tiatahase Backup Configurstion

Begin Date  |z007-08-01 =l

End Date  [2007-08-26 =]

Raw Punch In/Cut Record Attendance Analysi
Manual Adjustrment Record Systern Log

Staff shift Schedule

Staff Temp Shift Schedule

OT Record

Raw Off Duty Recards

| | 2

| K| Finish ||

19.2.12  The backup file “IMSDB.MDB” will be stored at the specified
backup location.
(Notes: Before the backup process, user has to make sure there is no
backup file “IMSDB.MDB” in the backup location, otherwise backup
action will fail.)

B X ____anfn
# ) Documents and Settings S I"EDE-MDE
|3 Ghost
# [ jcb_1h wf
=l [ ) Frogram Files
+ | ) 3805 afebox
4 | ) ACD Sy=tems
+ () AMD
4 | ) Attendance Management Sy=
_J Baclp
|Z) EBSpace
4 | =) Common File=
|[Z) ComFlus Applications




19.3 Restore Database

19.3.1 Go to “System Management”, and then “System Tool”.

- Systemn Management (§)' Staff Management @"

System Log (L) L @
Change Password (W) i :

Device

User Management (U)

n Tool (T)

19.3.2 Check current database location in “Database Location”.

4~ System Tool

Database Processing  Record Processing  Import Staff Info

Staff Fhoto Storage Directory
[0 \Fho o

Database Location

|,,:\Program Fileshiattendance Management Systemidb’

Databasze Directory

Database Baclup Location
|]J “hBacluph

19.3.3  Shut down the “ Attendance Management System”.

Systern Management (51 Staff Management (07 Device Management (00 Attendance Management (T)  Report (R}
TWindow (W Help (H)

H B &5 E B & [

Department Staff Tevice Fingerprint Download Shift Setting Shift Schedule Analysis

Confirm




19.3.4  User the backup file “IMSDB.MDB” to overwrite the current
database”.

(Notes: Please backup the current database before restoring any
database.)

19.3.5 Run “FINGERPRINT Attendance Management System” again.

19.4 Remove Antique Record

19.4.1 Go to “System Management”, and then “System Tool”.

' Swystern Management (8)  Staff Management ()

System Log (L) l:l g}
®  Change Password (W) =

Device
User Management (U)

Database Procesting | Record Processng  Import Staff Info
Staff FPhoto St RS e Lutigue Record

I \EETSofth Export & tendance Fecord,

Clear Duplicated Fecord

19.4.3  Specify “Due Date”.

(Notes: the “Due Date”” CANNOT be the date within the nearest 120
days.)

Remove Antigue Lttendance Fecond

Thiz function w1ll clear all attendance.
records before the specified Iue Date.  Attention!
Attention! Thisz process 1= unrecowerable.

Iue Date |EEEQ-OT-27 v |

Clear Becords | [' Close




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

Remove Antigue Attendance

Thiz function w1ll clear all attendance.
records before the specified Iue Date.  Attention!
Attention! Thisz process 1= unrecowerable.

Iue Date |EEEQ-OT-27 v |

Clear Becords | [' Close |

19.45 Click “Yes” to confirm the removal.

19.4.6

Information

Y

Please make sure that all users hawve logout the systerm and confinm that you would like to clear ALL the following data:
A } Bwipe Record

E } Manual Swipe Record

C } Off Duty Record

D } OT Recond

E } Attendance Analysis Result

The deleted data are TN-RECOVERABLEI!NII

Click “Close” to exit.

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

Due Date [2007-01-27  v|

Clear Records | Cloze !




20 Trouble-shooting
20.1 Cannot see new department after adding the department.

20.1.1  Click the “update” button in the Department List.

Find |
=T TR

2. [02]54les

h [03]5hipping

I=. [04]1.T.

20.1.2  After clicking the button, new department will be shown.

Find |
ERZS 01 1UEN:

To. [02]3ales

I [03]3hipping

% E‘lﬂ]T.'T‘.

h [05]Hew department

END



