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1 Necessary to know
1.1 Communication connection
i1l lustration

1.1.1 RS232 Communication

RS232 communication connect with on more than 50 metre length
shielding twisted-pair.

This RS232 communication only use three signal line the both
ending use a BD 9-pin port connector, make sure the connector pin -1
connect another connector pin -1,the connection wire and definition
signal illustration with following

1 5 1 5
O OO OO O O OO0O0
O O OO0 QO OO

Attendance device terminal

Pin-number  signal definition Pin-number  signaldefinition
2 TXD 2 RXD
3 RXD 3 TXD
5 GND 5 GND

1.1.2 RS485 Communication

Use shielding twisted-pair RS485 communication standrad
connection length are no more thanl.2Km.
RS485 connection illustrate with following picture,
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RS485+

RS 232/485
transducer RS485-

RS485+ RS485-
PC RS485+

RS485-

Number 1 Number N

The RS458 communication use half-duplexes communication there
are no more than 32 Bioclock  fingerprint attendance devices in an

attendance network.
The device RS485 connector is a RJ11 plug port RJ11 plug port
front illustration and signal definition are following:

1234

RS485- T T RS485+

Some RS232/485 transducer have four label TX+,TX-, RX+, RX-
connector terminal there are only two connector terminals in .the
equipment because we join the TX+ and TX-signal, RX+ and TX-signal,
while we connect with this transducer, it is necessary to join TX+ and
RX+ terminal which connect RS485+,and to join TX- and RX- terminal
which connnect RS485-,s0 that communication is successful..
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2. Install and uninstall program

Suggest turn off other application program before installing in order
to avoid conflict in installing process.

Attention some software edition number maybe doesn’t tally
with CD real contents please allow CD installing program for
standard

Insert the CD into your CD-ROM the CD automatically display the
installing menu

setup x|

Welcome to the Fingerprint
Attendance System 1.8 Setup
Wizard

Thiz will install Fingerprint Attendance System(Standard Wersion)
Oh Your CompLter,

It iz strongly recommended that you cloze all other applications
wou have nning before continuing. Thiz will kelp prevent any
conflicts during the inztallation process.

Click Mest to continue, or Cancel bo exit Setup.

Cancel |

click on the next the window appear
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License Agreement
Flease read the following important information befare continuing.

Fleaze read the following Licenze Agreement. Use the scrall bar or press the Page
Diowun key to view the rest of the agreement.

END-USER LICENSE AGREEMENT FOR THIS SOFTWARE il
Impartant - read carefully:

This End-Jser License Agreement ["EULA"] iz a legal agreement between pou

[either an individual or a single entity] and the mentioned author of this Software for

the software product identified above, which includes computer software and may
include azzociated media, printed materialz, and "online” or electronic

documentation ["SOFTWARE PRODUCT"). By installing, copying, or otherwise

uging the SOFTWARE PRODUCT, vou agree to be bound by the terms of this

EULA, If pou do not agree ta the terms of thiz EULA, do nat install or use the LI

CACTLADE DOANLICT

Do you accept all the termz of the preceding License Agreement? If you chooze Mo,
Setup will cloge. To ingtall Fingerprint Attendance System 1.8, you must accept this
agreerment.

< Back | Yes | Mo |

this page is a agreement of using program  please read carefully . if
you agree with this agreement contents click on the™ yes = Enter the next
installing process if you don’t agree with the agreement please click on
the < ON ~ Exit the installing process if you need come back the last
operating please click® back = The next installing windows is following

Select Destination Directory
where should Fingerprint Attendance System 1.8 be installed?

Select the folder where pou would like Fingerprint Attendance System 1.2 to be
installed, then click Mext.

IE:\F‘rogram Files'ait16

[EEGE

1 Attendview =
1 Barland

[ Comman Files

1 ComPluz Applications

|1 Design Explorer 99 SE

=
I =) o vichor_syst j

The program requires at leazt 0.2 MB of disk space.

< Back I Hext » I Cancel |
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the install interface use in installing catalog of definition attendance
menagement you can choice default catalog can also choice or create
another catalog. Confirrm , the next display interface appear following

setun ]
Select Components
‘which components should be installed?

Select the components you want to install; clear the components you do not want to
install. Click Mext when you are ready to continue.

=
Altendance kanagement E.1 0B
b aruial 5.0MB

Current selection requires at least 14.1 ME of dizk space.

< Back I Mest » I Cancel |

After selected click on the “next” the following interface appear
peten

Select Start Menu Folder
where should Setup place the program's shortcuts?

Select the Start Menu folder in which you would like Setup ta create the program's
shartcuts, then click Mext.

ingerprint Attendance]

ages -
Ahead Mero

DigitalPersona

D

Fingerprint Attendance

hp Lazerlet 1005

Inno Setup 3

Macromedia

Microzoft Visual Studio 6.0

Office 2000

Feal LI

< Back I Met » I Cancel |
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In the page ,local form*“start/program*“ to create the program name.
Click next, the display is following

Ready to Install

Setup iz how ready to begin instaling Fingerprint Attendance Systern 1.8 on your
cormputer.

Click Inztall to continue with the installation, or click Back if you want to review or
chanhge any settings.

Diestination directory: ;I
C:\Program FileghAtt] 8

Setup Type:
Full

Selected Components:
Attendance b anagement
Manual

Start Menu folder:
Fingerprint Attendance

i o

< Back

Cancel |

Enter the window it is show that you already finish all setup of
installing program  if you want modify the setup click back otherwise
click on the ‘“install’ button the installing program will copy file to hard
disks and write relate information after finish installing process, click
finish, the installing process is over.

It is necessary that to register software in the first time beginning
running the specification process to see 1 neceassary to kown
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3. Attendance administration
program
3.1.Maintenance/setup

3.1.1 Maintenance/setup

Click on the “‘handling attendance’ on main menu it will appear

& Attendance Management Program - [ Temp-Sup -0 x|
Data Attendance  SearchfPrink | Maintenance/Options  Addin Help

=) P i Department List col+p i
attLog Leave EmplnyegﬁEmployeeMaintenance Chrl+E  pestem

ﬁ Administrator

@ Maintenance Timetables
Maintenance shift Schedules Chrl+T

% Emplovee Schedule Chrl+5
Halidary Lisk

Leave Class
dad artendance Ruls Ctrl+R

Database Option, ..

Set Database Password

First set up database then set up holiday scheduler set up leave
style and attendance rule department staff maintenance and
administrator setting at the finals, period time maintenance, unit shift
managing, arrang staff shift.

3.1.2 Department list

Click on the “department list” sub-item on the menu “maintenance

7
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/setup” the windows appear

Department Management il

OURICOMPANY

enroll staff’

Prompt

" cancel departmment IF pow want to edit department names, what
" you need to do iz just to click onthe
department name bwice or to prezs F2. |

. you want to modify departments'
adding departmnent zubordinate relationzhip, you can drag the
department to modify to a new superior
department name.

If you want to modify a department name, double left-click on the
department name or press F2, and type new name in the box of
Department.

If you want to change a company name, it is need to modify the
attendance rule setup.

In adding department you first left-click the superior department of
the new department click on the ““adding department””button  input
the name of new department in the dialog box clicK “confirm” 1o save

In deleting department  you only first left-click the department
selected  click on the ““cancel department”~button select “ confirm”
in the display caution box OK.

If you want to modify a department’s subordination relationship first
selected the department to modify ,left-click, hold, drag the name within
the new superior department. Then operate according to instruction.

Click on the” enroll staff” button. the following appear
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x
Employee Our Department's Employees
ﬂ AL Mo IName | =

Ld Kt Yictar
|16 Jeff

Add 3> | | 454 JamPTs
19 Suriize
MAE Richard

Femove << |

i'L Lloze |

Staffs in the Employees box are those who don’t belong to any
department, that is, who have left their posts. This is the same on leave
no salary

In the box of staffs select those employees that your department
want to employ, and click Add button, and then those selected employees
will be added into your department.

In the box of Our Department’s Employees select those employees
that will leave your department, and click Remove button, and the select
employees will leave your department (leave their posts).

After operations, click Close button or I to return to Windows..

3.1.3 Staff maintenance

Select the *‘maintenance/setup’ click staff maintenance item, open
< staff list, * within this window, maintenance staff’s various
information and attendance setting.
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~lofx
pil @] | - - > o oA g | 2o |
Departrnent: pis AC Na. |ID Mo, |Name |Gender|TitIe |i
OUR COMPANY 13 fichard g
- Management | |454 James ta
- Produst s Jeff Fe
----- Sales I GGG Wictor Ma =
----- Suppart q Surrise ta
----- Tech. B
KT LI_I
AC Mo, I Mame IHichard
Gender IMa 'l 10 Mumber I
Mationality I Office Tel. I
Title I Home Tel. I

[ ate of Birth I I 'l Date of Emplayment |D1 A08/2003 vl
Posteode I Pager/tobile Mo. I

Home Add. |
\ Bagic Information AAddition;{ AL Optiong

The upper half of the window of Staff List is a list of employees, and
the lower half is designed to select and set staff’s varied information. The
lower half is paginated to two pages, click the pagination label on the
bottom , enter different pages. Operations can be conducted on different
pages.

Among staff’s varied information items, the two, Name and

Attendance No. must be filled in, and the others are. optional

Add New Staff

Press ' ®  button to add a new Staff. Select the department this
employee belongs to, enter his/her name and attendance No., make this
mark, and then press Save button.

1 Add batch staffs: when some departments enroll a lot of staff,
you can use this function to add staffs, cut down operator work.

10
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E.qg., the bill department adds a lot of staffs, first select
department, click on the ““add batch staffs”buttons the adding
batch staffs window appears.

If there are not staffs in this department, the following appear.

Add a batch of employee 5[
Copy datas from Richard(13).
[~ iCopy selected emploves att options and scheduls Select fields to be copied:
O AC Mo
AN 11D Mo
; - O Mame
Mumber pattern: I( ) E Gender
Title
. O | Mobile/P
Wildoard "[*)" length: | E e
[ Date af Empl t
Frarm I1 j To I1 j O Ada; SIS
[] Postcode
0o ] Oiffice Tel.
] Home Tel.
] Adrniniztratar
] Mationality
[ City
[ State
J Ok x Canicel |

If there are staffs in the department, the following appear:

11



K6 Manual

Add a batch of employee x|
Copy datas from Richard[2).
[~ iCopy selected emplayes att options and schedule Select fields to be copied
O AC Ma.
—ACMo 10 Ma.
= O Hame
Murmber pattern: I( ) E Gender
Title
" — abile/P.
‘wildcard "[%])" length: I3 5‘ E Birctlhldea_l,.l g8
[] Date of Employeement
Fram I1 j Ta I'I j [ Add. e
[] Postcode
oo [] Office Tel.
[] Home Tel.
] Administratar
] Mationality
[] City
[] State
W 0K X Cancel

the backup data of staffs witch select from bill department display on
the left-up corner, if the shift and attendance setup of adding staffs are
the same of selected staffs, left-click““copy current staff shift and
attendance setting, select the item, if there are other same words, select
relating to words from the selected words box.

Attendance NO increase accord to add batch staffs ~ with th&< * >~
symbol it is easy that to add staff NO.

The number style that is attendance serial number, E.g. the staff NO
of this department is the figure 1 on the first, so its serial number is 1???,
inputl * to the serial box, the window display following

12
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Add a batch of employee 5[
Copy datas from Richard(2).
[~ Copy selected emploves att options and schedule Select figlds to be copied:
O AC Ma.
—ACH [0 Ne.
; - O Mame
Mumber pattern: I]( ) Eﬁender
Title
. O Mobile/P
“ildcard "[*)" length: I3 vi EBiﬁhIdZy ager
[ Date af Empl t
From I-I j To I3 j O Ada; SRS S
[] Postcode
1001 [[] Office Tel.
1002 [ Home Tel.
1003 [C] Administrator
[ Matiorality
[ City
[[] State
o OK X Cancel |

the symbol wide that is, how many figure the symbol indicate? E.g.
before the serial number is 1?  its symbol range is 3 if the serial
number is 1??  so its symbol wide is 2. After the symbol wide have been
definite; by use the ‘from ‘box to ‘box ‘to create serial number range. E.g.
create the serial number range from 106 to118, input 6 to““from?”” box
import 18 ““to”” box the symbol wide is 2 but from 6to9 wide is one
figure. at this  the system will add zero automatically.

Click on the “confirm” button, add staffs, and click on the
“abandon” button, return the staff interface.
3) Modify staff

Employees’ attendance NO. or name modified. Press ﬂ button, enter
new data in the corresponding input box, and then press Save button.

4)Transfer Employee

Click Transfer Employee button to transfer employees from one
department to another department, and this dialog box will come forth

13
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Employee Transfer

Fleaze chooze a department;

x Cancel |

employees in, and press OK

cancel this action.

Staff Leaving Posts

Posts button to present this dialog box

14

In the box of Fold Department select the department to add new

to transfer the employee, or Cancel to

Some employees may remain in the company, but don’t belong to
any department, which is similar to the currently quite popularized
lay-off phenomenon. Leaving-post employees can be re-employed

through Employ Staff in Department Management. Click Staff Leaving
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Attendance Management Progra El
@ Dioes this emplovee really want ko resign?

()

Press Yes (Y) button to transfer the employee to a new department,
or press No (N) to abandon this action.

Staff resign

If a current employee leaves the company, all of his/her records will
be cleleted completely. Be careful to use this function before an

employee really leaves the company. Click Staff resignbutton to present
this dialog box:

Employes List =101 x|
[ T I ki » o

Depatment [ [ACHo i Mo [Hame [GerdedTide =
DU COMPANT ] Vicls [T

[ 2 Ruckand Ha

Maragement 3 D My

Paaduct 4 Survipe Ha

et

Tech

1.| 3

Farkd [k |
Hotics Thdey, 1016

Danc Infomation] ) lddiion { AT Optora

About the staff important information is input in relating page

select department select staff press *  putton, add an item record type
15
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information style in words row

save it,

input relating material to contents, then

4 click attendance setup on the pagination label. The windows will

appear

€ Employee List

N < A I I 2P

=10]]

Departmert; & [ acno. [0 M. [Name [GendedTite [ ]
OUR COMPANT |1 iclor i
- Design 2 Richard Ma
I anagement nE D avid Ma
- Product HE Sunrise Ia
..... Sales
..... Tech
=
4] | D
[V Active AC B Scheduls AT
¥ LCount OT

¥ Fiest on Holidays

* By Time Zone
" Must Clock In
" Don't Check

Check Clock In————————

Check Cleok Out———

* By Time Zone
€ Must Clock Out
" Don't Check

\ﬁasic Information] J-{.tﬁu:h:lition,‘?\, AC Options §

Attendance valid if this item is definition  the staff will be
accounted and statistic attendance in accord with the attendance rule and
other select item otherwise this staff doesn’t attend the attendance
record and record as normal on-duty ,E.g. A leader of unit doesn’t go
to attendance, but account on normal duty.

Overtime  this item by sign account the staff over time.

Holiday valid this item by sign the staff will have a rest on holiday
if the staff is on duty be signed to over time  otherwise the staff have
to be on duty if the staff is off duty account to neglect work.

On duty check-in/off duty check-out

16
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The setup can control if the staff have to check-in or check-out the
setup authorize in the item is super than it in the shift.

Employee attendance options { Yictor ) 1]

Clock Clock Out——— v Auta-azsign timetable
* By timetable (+ By Timetable L i for -
" Must CAn " Must C/Dut £ast fime for Auto-assign:
= Allaw no CAn = Allow no CAOuE I 1 _|::‘ Dayls)| 0= Houls)

WV Attendance Sctive [V Count OT Used timetable: T =

v Holiday v Registy for OT

Azzigned schedules list Fo=

Stat Date  [End Date | Shift Schedule|
01/01/2000 | 31/12/2999 | Nomal

X Cancel |

the method of attendance account and statistics is similar to the
method of attendance setup, it is only that there increase optional which
the over-time has to be registered and examined, In the option, all
over-time must be registered and examined, otherwise the over-time will
be free.

A current shift list indicate the staff on duty scheduler, the box show
that the staff shift include beginning , stopping date and shift name, if
need to modify the staff shift, first select the shift item in the current shift
list, it will turn blue, then click on ‘-* button, cancel the current shift,
after this , click on “+” button, add a new shift the window is following

17
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~igix
Shite i »  mi  Shifl Time Period o \
02 4 & 810127416 18 20 224
Manday Jus a7l ]
spng 2003070 1 Wik Tugsdey [0 e 1 R
arTe A0 1 Wk [Wednasded IEE IR EE
Thurademy [
Frckeny D e i1 0
Sadurday
Sundey
zl
Teme Rarge
From (01052003 @] fo[Nn22E g o OF xi.‘.amu|

Select a new shift from shift that has setup, definition starting and
stopping date, click on “confirm” button to confirm action, click on
“cancel” button to cancel operation, return attendance setup window.

While staff shift in normal work hours you can add a lot of item of
schedule E.g.

Starting date stopping date shift
03-3-1 03-5-30 spring
03-6-1 03-9-1 summer
x
Clock I Clock Qut——— v Awito-assign timetable
% By timetable % By Timetablz ) -
 Must CAn  Must C/Dut Least time for Auto-assigr;
= Al mo CAln £ dllow o CA0UE I 1 _l; Day(s] | 0= Houwrs]
v Attendance dctive v CountOT |Jzed timetable: + =
[ Haliday ¥ Registry for OT 1
Agzigned schedules list A =

Stat Date  |End Date  |Shift Scheduls|
0140742003 | 311272999 | spring

o 0K X Cancel |

18
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The intellect arrange staff’s shift be selected, the window will
appear

The intellect arrange staff’s shift function is that, while staff who
does not arrange shift for period time, but he/she has attendance record,
the system will can define automatically the period time . This function
main use in more change shifts.

Min intellect arrange shift time when you setup a period time,
example one day, at this time the system will accord with setup period
time to determine after it expire more one day otherwise not to
determine.

Can use period time that is, this staff is able to on-duty period time

click on ¥ button the selecting period time appear this shift period time
is shift name list which has been set up in shift management The
windows following

Employee attendance options { Richard } 5[
Clock I Clock Qub—— ¥ Auto-assign timetable
{+ By timetable {* By Timetable L e For A .
" Must C/n " Must C/0ut CERE IS (Ao ST
= Allow no CAn £ Allow no C/AOut I 1 _l; Day(s) I D_l; Hour)
¥ Attendance Active ¥ CountOT |zed timetabls: & :
[V Haliday ¥ Reqistry for OT M Daytime
Azzigned schedules list w o= M surnmer

Start Date  |End Date | Shift Schedule|
01/07/2003 | 31/12/2999 | spring

W OK I X Cancel |

Left-click shift names that select from display shift name list add

selected shift. If want to cancel shift where there are used period time,

first define period time click on = button it will be canceled.

19
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Employee attendance options { Richard ) 1]
Clock Clock Out——— v Auta-azsign timetable
{* By timetable {+ By Timetable . .
 Must CAn £ Must CADuE Least time for Auto-assign:
= Allow no CAn = Allows no CADut I 1 _|::‘ Dayls]| 0= Houls]
V¥ Attendance dctive W Count OT Used timetable: i @

v Holiday v Registy for OT D aytime
Zplifn
Azzigned schedules list T o=

Stat Date  |End Date  [Shift Schedule|
01/07/2003 | 3112/2999 | spring

o 0K I X Cancel |

After setup click on““OK”” to save setup  click on““Cancel””
to give up action, return attendance setting label page.

Input the staff name or attendance NO. in the input box of staff
search bar (you may input one or two character of name or attendance

NO..), click on = button to locate the employee as the first qualified
one, click on@ to continue search for.

3.1.4 Administrator setting

Click the ‘maintenance/setting’ sub-item on the menu of
administrator setting, this window will pop up

20
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_Iojx

3 Admiristratar s Modify Pazsword | 225= Operation Purview

Click on the * administrator’ button the display is following

add Department Adminiskrakor
add Level 2 Dep. Adminiskrator
add Level 1 Dep. Sdminiskrator
add Super Adminiskrakor

* Cancel Administratar

Here you should choose to add a department administrator or a
super administrator the department administrator can not only manage
his/he own staff’s information but also watch his/he own staff’s
attendance information, thus if several attendance system are linked
together, each department is allow to manage its own attendance
information, so as to decrease the super administrator work volume , as
well as guaranteeing the punctuality and accuracy of attendance data.

Click on ‘deleted administrator’ button, to cancel an administrator.
But an administrator can not cancel himself, E.g. you enter management
21
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program as a super administrator, at this time, you can not cancel
yourself, you can cancel other administrator
Click on “‘department administrator or super administrator the

following windows will pop up

Department Employee List il

D epartment: Employes: ﬁ] ‘E]
OUR COMPANY ACHo.  Mame -l
D ezign 1 Wictor
M anagerment B 2 Richard
- Product BE David
----- Sales C )yt
4 SURNzeE

0K X Cancel |

Select the department where an administrator is add, and this staff
name click on OK button to add this selected staff as one administrator
click on cancel button to cancel this action, the default code of the fresh
added administrator is his/.her won attendance NO..

Click OK button to pop up the window of purview setup as the
following

22
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Set Administrator’s Purview x|

Items that can be authorized: # *

Clear Obsolete DatasB ackup Databaze/Export AC Data -
Connect Attendance Machine —
Import AC D ata

Ermployee Leaving on Businezssking for Leave

Forgetting to Clock infout x Cancel |
Coming Late Caollectively

Handle &tt Log

Audit exception

Restore att log

Attendance Record

Current Employes's On-Duty Status

Aftendance Calculating and B eports

Department List/Emploves Maintenance

Administratar

Maintenance Timetablez/Maintenance Shift Schedulez
Employes Schedule b
Huoliday List

Leave Class ;I

Put a tick beside each selected authorized item; put a Cross to
remove all the authorized item, click OK button to complete
administrator setting.

Click’ modify password’ to modify administrator password, and
administrator is only capable of modifying he/his own password, the
window of modify password is like this:

Modify Administrator's Password x|

Old Pazzword Ix

PEEEEREY

Mew Pazzword I

xxxxxxm1

Yerfy Mew Pazswoard I

o OK X Cancel

Type the original password in the input box of old password, type a
23
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new in the input box of new password, and type the new password again
in the input box of verify new password, press OK button to complete
modify password, or click cancel button to give up this action.

If the original password isn’t input correctly this prompt message
will be shown.

Attendance Management Program il

e Your old password hasn't passed werification. Please input your old password again.

Please type the original password again; if it is not to type correctly
for three times in succession, the system will automatically return back
modify password box.

If the new password is different from the verification password, the
prompt massage will come forth, press OK to modify the verification
password until it is the same with the new password.

Attendance Management Program x|
Q Mew password is different from verification password, Please input verification password
again.

Click on ‘operating authorize’ to set administrator authorize. As this
condition, the system demands you set up administrator. While you
cancel the starting prompt information, as well as the staff has been
enrolled

In the system, an administrator has not been registered, the starting
management program will appear prompt following
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System Information

There iz no system manager

'ou can manage the operator's privileges only when pou
registry & manager, elze anyone can use the program.

Open the operator maintenance window to registry a manager’?

x Cancel |

Click ‘cancel’ button return to main menu, click on ‘OK’ button,

enter administrator operation interface the operation method is the same
as the forward.

3.1.5 period time maintenance

Before staffs are arranged schedule the period time must be set up
to complete select ‘maintenance/ setting” menu click on the “period time
maintenance’ can set period time which use to arrange staffs shift the
interface is following
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Shift Timetable Maintenance x|
ITimetabIe Namel On-duty Timel Off-duty Timel Beginning CAl nI Endina Al
™o - S
Daptime 08:30 17:30 06:30 E ¥ o=lares g o
zpring 0800 1700 0700 03:.00
4 03:00 18:00 0800 10:00 Timetable Mame |surmmer

Or Dty Time 0300
0OFf Duty Time |15:00

Late TimefMins]

Leave Eaily Time(Mins]

Beqinning In |J8:00
Ending In |10:00
Beqinning Out |17:00
Endirg Out 1500

Count as ‘wiorkday 1

ﬂ—l LIL - Change the Display Color

Click ¥ button add new a period time type name of period time
on-duty time and off-duty time, check-in time range, check-out time
range, record coming late time, record leaving early time and record
work date, only the check-time and check-out time is in the definition
range, there records are valid, as that , attendance account and statistics
depend on there record, as well as selected period time whether is in
check-in and check-out range, input time style; hh:mm:ss.

Record coming lately time minute  up illustration is for 5 minute
it is to show that after 5 minute on-duty will be record coming late, E.g.
illustration ,on-duty time7 50 A7 53 check-intime B8 00check in
time, so the A is not coming late because he check-in time is not over
5minute, the B is coming late for 10 minutes because he check-in time is
over for 5 minute.

Record leaving early  minute it is the same as record coming
lately it is depend on the difference check-out time between off-duty
time .

How many work date to record if set up the value, account and
statistics according to this value amount work date otherwise, it depend
on attendance rule setup to amount.

Selected a period time click on'™  button to cancel selected period
time
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After the prompt appear there is any setup period time in system
can also .according to prompt , set up period time ,the window is
following

System Information

Mo schedule

There iz no shift schedule. Shift schedule waz combined by
timetablez, which are arayed repeatedly in certain period. Shift
zchedule is prepared to azsign to employess.

Do pou want to open the zhift zchdule window to add some
zhift schedules?

x Canicel |

Click““cancel””button return main menu windows, click on““OK?~
button, start to set period time, the window is following

& Attendance schedule wizard -0l x|

Times for On/Off duty
Setting the On/OFF duty times in thiz arganization,

f* :0n duty in morming, OFf duty in aftermoor

Oy duty time IUE:3D (I duty time I'I?':BEI

" On duty and Off duty in marming and aftermoon
[ dutytime 08:30 | O duty time |12:00
Oy duty fime: 14:00 | [DFF duty tire | 19:00

Cancel | ¢ Back Mewxt »
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According to the company real condition, the method of on-duty and
off-duty is selected is twice attendance morning and evening oris
four times morning, noon, noon ,evening  input correspond to on- duty
and off-duty time  click““next”~button to continue setting the window
is following

4 Attendance schedule wizard o [m]

Clock InfOut

The time range of allowing employees clock indout.
Outside thiz range iz invalid.

08:30 - 17:30

Start CAn (0630 EndCAn |11:300 MustCiAn [V
Start CA0ut|14:30  End C/AOwt |23:30  Must C/0ut [V

LCancel | ¢ Back |

definite the time range of check-in and check-out, and whether this
time must be check-in and check-out click““next”” the window is
following
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4 Attendance schedule wizard 10O x|

Att Rule

Set the attendance rules of the whole organization.

How many minutes after on duty time will be counted
az Late?

F ol

Haow many minutes befare off duty time will be
counted az Leave Early?

LCancel | ¢ Back |

On the window, set record coming lately time and record leaving
early time, click on““next ”~button to enter next window

4 Attendance schedule wizard - 10| x|

oK

System will add a timetable named "Daytime™ and a shift
schedule named "Marmal.

And after that, you can assign this new shift schedule o
employees.

Agzign thiz schedule shift to employees who has not
v ;
azzigned any zcheduls

r Azzign thiz shift schedule to every department as
default zcheduls

Click "Finizh'* to commit thiz operation.

< Back
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On the window, the system prompt that it will add named ‘day’ a
period time and named ‘normal shift’ a shift, because, before we selected
method that is twice attendance in a day, system will increase two new
period time each is ‘A.M’ and ‘P.M’. There are three option on the
window, according to need to select, then click on “finish’ button,
complete setup. If selected ‘open period time maintenance window to
detail setting’, click on “finish’, enter period time maintenance window.

3.1.6 Shift management

Select maintenance/ setting menu  click shift management sub-item,
and then you can enter shift menu with the following window

=o)x|
Shifts [ ml o owm oA Shift Time Period & o= o i
i i 02 4 6 8 10121416 18 20 2224

Monday | [ | [ [DEoommmes| | |

Tuesday| | | | |DESNESNNENN| | |

Vednesds | | | |DERNEENNENN| | |

Thursday | | | |[[m-m[|| | |

Friday | | [ | [DEmeomssesn| | |

Sawrday| | | | [ | [ [ [ [ ||

Sunday | | | [ [ [ [ [ [ [ [|

Management Utilize Shift Management Tool Bar to add , cancel,
modify shift. Under the status of adding or modifying shifts when { V/}
button is valid , you may Add/Modify/Delete Shift Time Periods.

The shift name can’t be repeated, and all the fields in the form can’t be
empty. Application Beginning Date is in the form of yyyy-mm-dd, for
example, NO.vember the 15", 2003 is recorded as 2003-10-15 and
March the 6™, 2003 is recorded as 2003-03-06.
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Shift cycling periodicity = periodicity count * periodicity unit
Periodicity unit consist of day, week, months
Can set empty shift that is no no-duty

Click “add period time’ button, window will pop up

add shift Time Period x|
Select zhift cateqary for thiz time period: Select date for adding this period:
D aptime - Monday
I J Tuesday
—Time Range Wednesday

T hurzday

Fraom IEIE!:EEI Ta I'I #:30 Fridai

[] Sunday

1 Record thiz time period as OT

OT minutes: IIj _|

o OF I x Cancel |

Select a period time that is setup in down -drag menu add shift
period time directly then selected date of this period time, as well as
selected period time whether is over time click““OK?”~button to save
setup click on“*“cancel”~button to give up the action.

Click on““cancel period time”~button selected period time will be

cancel if select“cancel all period time”*button  display all period time
will be cancel.

3.1.7 Arrange staff's shift

Select Maintenance/Setup menu, click arrange staff’s shift option,
open the window of arrange staff’s shift Setup. Here, you can maintain
data related to staff’s shifts
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Lol x]
Depatment ﬂ E mplopes; m B & &
[ouR CosParny M Wo  Mass Shi ft a]

=i euecutnng 1 Hwnged  manage
Bup o0 1000 manage J
el sorvic M 1M manage
frarce
rimrmyy ol oo sonnel
Repuoi
Tech
it
Salea 1E Liwwei manage j
~Time Rarger
From [0G07-0 @] To[TmOrar G| & L@ hx
01 2 3 4 5 B 7 # 9 100 1213 W 1506 17 1819 @M A = @M
0721 = | jlean 1515
W= S N |- 511
w3R= [ 5
0724 | jlean 1515
W | S N |- 511
wEN | | [ | | [ | | I

| 078 || (I I T

Select departments and the staffs whose shifts are to be arranged. If
only one employee is selected, in Staff’s Normal Work Hours should be

shown this employee’s normal work hours, which is in the range of shift
arrangement time period.

Arrange depart ment staff’s schedule

Click Arrange department staff’s schedule button to present this
dialog box
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Department schedule x|

—Default zchedule

Select a defualt schedule for a new
emploves while he was reqistered:

—May uzed schedule

Select the schedules may be uzed for
emplovess in the department.

Marmal
targ
tang?
niarmall
rnanage
E:15
15:00
715

o O X Cancel |

Default shift select a shift from down-drag menu, make it to default
use for enrolling new staff  after enroll new staff it will give new staff a
shift.

Can schedule shift able to schedule shift list display name of current
setup shift when arrange department shift  the shift will display list
until selected shift

Staff schedule
Click on staff schedule button the dialog box is following
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Employee attendance options { Dujun } 1]

Clock Clock Out——— v Auta-azsign timetable
* By timetable (+ By Timetable L i for -
" Must CAn " Must C/Dut £ast fime for Auto-assign:
= Allaw no CAn = Allow no CAOuE I 1 _|::‘ Dayls)| 0= Houls)

WV Attendance Sctive [V Count OT Used timetable: T =

v Holiday v Registy for OT

Azzigned schedules list Fo=

Stat Date  [End Date | Shift Schedule|
200371 |299912-31 | nomall

X Cancel |

On the window the operation is the same with attendance time
setting operation, which sub-item is staff maintenance attendance setup.
Staff shift
Click shift management button to manage shift

Staff temporary shifts arrangement

If one(or several )staff needs to change his/her work hours
temporarily, his/her shift can be arranged temporarily, click staff
temporary arrangement button, pop up dialog box, window is
following

waming x|

You selected 4 employes(s); 1001, Liuzw, 8358 . ...
Arrange temporary scheduler For them From 2003-07-21 ko 2003-07-27 7

Zancel |

Click““OK~~button enter temporarily schedule click““Cancel””
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button return staff’s schedule window. First definite schedule time range,
select staff, if you want to select a lot of staffs, can press Ctrl key,
simultaneously click staff or use all selected button, then click on ‘add
period time’ button, select to add period time on the window of adding
period time, and what day or how many is to add. the operation method is
the same in shift management to add period time, click ‘save temporarily
schedule’ button, to save temporarily schedule or click cancel to cancel
the action.

Temporarily schedule is superior to shift schedule.

Print staff ought on-duty time

Click “print staff ought on duty time” button. It can print all selected
staffs work hours, which is in definition period time.

Cancel temporarily shift

Click “cancel temporarily’ button  cancel data of selected staffs in
definition period time. back to normal work hours.

Alter shift

To handel verious regular change shift is a software*s strong
function.

Here ,illustrate change shift method with four shifts three times
change aweek example ,thereare A B C D four shifts, work hours
schedule is divided into, morning shift, day shift, night shift, three period
time, the application beginning date is 1.

As before instruction finish the operation, the following window
appear

35



K6 Manual

x
Timetable Namel On-duty Timel Off-duty Timel Beginning CAl nI Endina Al .
BEED 030 1515 0430 EET
BE 000 16:00 04:00 000 _
|| maring 08:30 1300 0E:30 10:30 Timetable Mame |Manage
|| sfter 15:30 21:00 12:30 17:30 On Duty Time |08:30
| |70 0730 16:15 05:30 0930 Off Duty Time |17:30
| |@30 0:30 1715 06:30 10:30 Late Timetinsl |
| |13:30 1330 2215 11:30 15:30 -
16:00 1600 01:00 14:00 1800 o .
[ [21:00 21:00 0g:00 19.00 2300 Beainnina In |05 0
[ [15:15 15:15 00:00 1315 1715 Ending In |11:30
[ ]15:30 1530 00:30 1330 1730 Beainring Dut |14:30
| [165 1615 :00 1315 1615 Ending Out |01:30
HEEE! 030 1830 06:30 10:30 Count as workday 1
WED 0200 20:30 0E:00 10:30 ¥ Must C/in
715 0715 16:00 05:15 0915 ¥ hust CAOut

D E N 0::20 17:30 05.30 11:30
K|

- Change the Display Color
»

Staff work hours schedule list

date shift | Morning shift | Day shift | Night shift | Have rest

N[OOI~ IWIN(EF
O[> |mO|0|>
O|> m0O|0|>|w
pdiv:lleliwibdls:1Tg)
wifellelbdlviieliw)

From schedule list  the regular are fund cycle of all staff work
houris fourday.so A B C D four shifts’ s four day work hours is
divided into four shifts.

Other shift follow the instruction.

3.1.8 Holiday list

On the statutory holidays, staff will take a rest or vacation with
related rules of law. Then it is required to adjust some setting of the
attendance system. Select holiday list sub-item under of
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maintenance/setup, to open the window of holiday maintenance

_loix

‘thuq-_Arf;{(-

IHl:uIil:Ia_l,I I ame IHD"da_',' Time IH-:uIiday Lengthl ;I

j M ational Day 2003101 Fhray
4

labor day 2003-5-1

Utilize holiday list maintenance tool bar to construction holiday
It is need to set holiday’s name, holiday dates and holiday lengths.

3.1.9 Leave style setting

Click ‘leaving setting“ in down-drag menu, the following window
pop up.
x|

M 4+ b o = a7 @ ‘

Sick. ;I Leave Class Mame:

Wacation IDther
Oher

—Statistical rule
b i, Larit Round-off control———

Imﬁ " Round down
. =l {* Raound off

Howr = " Round up

[~ Acc. by times
v Round at Acc.

Symbol in report IT v Count to leave

L4l
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Utilize the tool bar to add, delete, and modify leave style as well as
utilize account rule to set leave record rule not only set to control leave
give up or count, but also set the symbol in record list .

3.1.10 Attendance rule

Select maintenance /setup menu, click ‘attendance rules,” option, and
this window will pop up

Formulate attendance checking rule x|

Basic settings | Calculation | Statistic items |

Uit hame |Fingerprint Aftendance System

Ahbbreviation IFingerprint Shift expands bwo days

Fru:umlMu:unda_l,l 'I start a week &+ 1t day shift
" 2nd day shift
From I1 'l zhart & month ’

The longest time zone under  |BE0 j itz

The shartest time zone exceed  |120 j itz

Least minutes of shift interval |12 vI mirz

Cut State———— 0T Stak
" |gnore the state £ |gnore the state
o ce ¢ 15 0T directly
Az Business Out
o dudi it 6+ Audi it
W 0K X Cancel |

A setup interface consist of three label pages, first see the base
content of label page.
It is required to set the beginning day for each week or the
beginning date for each month. some companies calculate their
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attendance record from Sunday ,and other from the 26th after these setup,
it is convenience for calculation to select time.

If a shift expire 0:00 it should be defined which workday this shift
belong to

How many minutes are the max shift period time not more than?
How many minutes are the min shift period time not fewer than.

In order to determine attendance status verify record correctly suit
intellect schedule to demand, so that the valid attendance time is not litter
a few minute. Otherwise the system will determine record as invalid

E.g. an interval of five minute there is valid record at8 10 so,
among 8 10 between 8 15 record is invalid it is only valid record after
8 15.

Leaving status  there are four methods be select to handle leaving
status

Neglect attendance status this status is neglected while attendance
statistic handle.

Normal leaving status this out status is sided normal out.

On Business leaving status this status is sided on business out.

To examine make verify for record by hand examine staff whether
go out.

Over time status the over time consist of, counting over time, not
counting over time, leader allowing and count over time , three status

Neglect attendance status attendance statistic does not count over
time

Count over time directly over time does not needs to examine count
it directly:

Examine make to verify for record by hand in order to examine

whether staffs have over time
Examine operation is sub-item which attendance abnormal require
and record list other abnormal require.

2 click attendance count paginal label , attendance account window
appear, it is following
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Formulate attendance checking rule |

Easic settings  Calculation | Statiztic itemsl

One workday az |42EI Ting

Clack-in aver I1D vl mins count as late
Clock-out over |5 57 mins count as early

¥ It no clock in, count as IAI:usent j j ming
[+ If no clock out, count as I.ﬁ.bsent j IEE' ﬁ MiE

v Aslate enceed |'| 20 3’ mikiutes, count as absent,
¥ 2z early leave exceed I'l 20 37 minutes, count as absent.
[~ After 30 = mins leaving count s OT

o OK X Cancel
| |

you need to set that one work hours account by minute, this value
should be the same with on-duty hour, because statistics result correct
depend on the value .

In the setup, how many minute will be record coming late after
expire on-duty time, how many minute will be record leaving early
before near off-duty, the definition period time must be the same with
period time maintenance setup, otherwise the statistics result is not
correct.

For the clock-in record, how many minute means coming late of
neglect work, for the clock-off record, how many minute means leaving
early or neglect work.

If your coming late or leaving early exceed set minutes, there will be
record neglect work

Can setup overtime how many minutes it exceeds clock-off time, so
this will be record overtime.

3 Click calculate item on the paginal label, and following window
40



K6 Manual

will pop up

Formulate attendance checking rule |

Eazic settingsl Calculation  Statistic items |

Mo T on Leaving Post

—Statistical rule

Formal — i, unit R ound-off contral———
Late 05 < = Round down
E.arly : — {+ Round off
ifl:ul_sent IWUfkda} "I ™ Round up
glﬂ [T Acc. by times [~ Group by time periods
NAr [v Round at Acc. [~ Group by halidays
M A0t
ROT i
BOUT Symbol in report IG
ot
FOT
5

=
Hig hd

o OF X Cancel |

You can set statistical rules and symbols for staff leave on business,
coming late and leaving early, etc, on the pagination label.

Free over time over time work not registered in schedule staff
attendance is record as free overtime.

Notice the system default setup only suit attendance situation which
one day is divided into two period time if one day is divided into more
than three parts for attendance please select all item and total them to
ensure the accuracy of the calculation.

Group according to shift period time this item will define whether
attendance record will be grouped into their corresponding shift period
time. For instance ,select all items without clock-in item and group them,
then you will get the total of time without clock-in and clock-out item.

Accord to holiday to organize
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Groups according to times  only count times how many times are
display on the record list  no time.

After cumulate to round select this item’s all time to amount, which
become into corresponding statistic unit  then according to min unit
setting rule to round.

Upward carry  when the statistic data have point the system will
make after point figure to carry upward as 1. For stance, the min unit is
1-work hours, so that the calculation result of 1.1and 1.9 work hour will
be record 2-work hour.

Round if the left value which after point figure excess 5,the value
add 1 otherwise the left value is abandon

Downward round abandon the value no matter how many it is
E.g. min unit is I work hour  so that the calculation result’s 1.1and 1.9
count 1 work hours

3.1.11 Database setup

The system adopt Microsoft ADO database connect port default
single Access2000 database filename is att2000.mdb  you can set up
database connection according with real situation.

When system appear error prompt  you need modify you database
connection setup.

Attendance Managemen il

Q Authentication Failed,

1, How to connect Microsoft Access data method setting
1 Provider select Microsoft Jet 4.0 OLE dB Provider
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B Data Link Properties x|

Frowvider |Connection| Adva.ncedl Al I

Select the data pou want to connect ta:

OLE DB Provider(s]

Microzoft Jet 351 OLE DB Provider
kicrozaft Jet 4.0 OLE DB Prosider
icrozoft OLE DB Provider for Indesing Service
ticrosaft OLE DB Provider for Internet Publishing
Microzoft OLE DB Provider for ODBC Dirivers
ticrozoft OLE DB Provider for OLAP Services
Microzoft OLE DB Provider for Qracle

ticrozoft OLE DB Provider for SGL Server
icrozoft OLE DB Simmple Provider

S0 ataShape

OLE DB Provider for Microsaft Directory Services

CE | Cancel | Help I

2 Click next or connect enter following window
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B Data Link Properties x|

Frowider Connection IAdva.ncedI a1l I

Specify the following to connect to Access data:

1. Select ar enter a databaze name:

C:\Prooram Files'ZES oftware'at 84T T2000 MDEB

2. Enter information to log on to the databasze:

Ilzer name: I.-'l'-.u:lmin

Bazaword; I

¥ Blank password [ Allow saving password

Test Connectian |

oK | came | Help |

Click button, select database filename
A For asingle computer
On the window of File Manager, select the database file. The default

file path is C:\Program Files\ZKSoftware\Att\att2000.mdb

B For a network
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For instance, three attendance checking systems are linked together,
with their computers labeled with Computerl,Computer2 Computer3
respectively and Computerl is the mainframe. First, set the installation
directory of the attendance checking system on Computerl as pool, and
grant Computer2 and Computer3 read-write access to Computerl.
Database connection on Computerl is pointed to the local attendance
checking database, and database connection on Computer2 and
Computer is pointed to the database on Computerl. Thus the three

machines are able to share data.

2 How to connect to SQL Server:

If you want to use a network database, first you should establish the
Fingerprint Attendance Checking System database on the database server.
In the installation directory of this attendance checking system, you can
find a file with the name of sqlserver.sql  which is the SQL script for
establishing the Fingerprint Attendance Checking System database on
MicroSoft SQL Server 7.0 . If you are using database servers other than
MicroSoft SQL Server 7.0, please refer to this document to establish the

Fingerprint Attendance Checking System database.

Provider Select Microsoft OLE DB Provider for SQL Server, click

next or connrctor to enter this following window:
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B Data Link Properties x|

Frowider Connection IAdva.ncedI a1l I

Specify the following to connect to SGL Server data:
1. Select or enter a server name:

zk2000 j Refrezh |

2. Enter information to log an to the server:
£ Use wWindows MT Integrated security

{* lse a specilic user name and password:

Ilzer name: Isa

Eazaword; I
¥ Blank paszword [ Allow saving pazsword
3, % Select the database on the server:

|attz000 |

" Attach a database file az a databaze name:

fate2000
[ zina the filername:

| N

Ok Canicel Help

Confirm the server name for storing this database, information, and
the database name for logging on this server. Click OK button to

complete settings.

3.2. Handle attendance
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3.2.1 Handle attendance
Click “handle attendance’ on main menu pop up following menu

£ Attendance Management Program - [ Temp-Supervi - |EI|5|
Data | Attendance  Search/Print  Maintenance/Options  Addin - Help

| E:l Emplovee Leaving on BusinessAsking for Leave = IL
Al Forgetting to Clock infout Chrl+k  Feport Exit zpstem

Coming Late Collectively Chrl+L

3.2.2 Employee leaving on business / asking for
leave

When staff leaving on business or ask for leave are unable to attend
normal attendance, in order to ensure end statistic result is correct, it is
required that utilize the function to set. click ‘staff leaving on business/
ask leave’ command on menu, the window is following

ol
Time Range———— __
Dep:[OUR COMPANY =l o [EV 0572003 ] EH Report |
Name: [Huanga! =l | TofmEnez00 E)
[l Sick 'acation Othet D x
o1 2 3 4 5 B 7 8 89 1011 12 13 14 15 16 17 18 19 20 21 22 2324
ogotfi | | [ [T [T T ] T I T T T T T T[] T]]
2 I T O O A
2273 I O
Bobon| | | | | [ | | [ [ ]
Btwe | | | | | [ [ [ [P0 ]]
Heason:l

yDay Wiew il{List “Wigw f

For stance, illustrate with general company for staff Mr. Wang set
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asking leave operation, the process is like this:
First select departments and Employees, Confirm Beginning/Ending

Date. There are tow methods to add leaving on business or asking leave:
One method:

After selecting departments, staff and date/time, lift-click on the box
of Select Set Asking-for-leave Time, and hold, drag to draw a time
period bar, then loosen the left button of the mouse, and the following
dialog box of Select Leave Types will pop up

4 Add the Item of Leaving on x|

Time Range
From |01/08/2003 _T3)| {0000
To [B6/08/2003 T| [2353

Please chooze the leave type:
| Sick |
Reazon

o OK X Cancel |

Choose asking leave s from the selected style box type reason in the
cause box, click ‘OK” button to save adding leave, click ‘cancel’ button
to cancel all action , after, the window is following.
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=
Time Range __

Dep.:| DUR COMPANY = o [T 70672005 ]

Name:IHuanng ﬂ T0|E|5HEIBH2DDB EII EHDUH |

ﬂ Sick Wacation - 0 x

01 2 3 4 5 B 7 8 5 10 11 12 13 14 15 16 17 18 19 20 21 22 2324

gtk | [ [ | [ [ ] | (e | [ | [ ]

e N O Y O O

LRI N Y O I O

ogoabon | | | | | [ | | | L [ L]

ogostee | | | | [ | | [ [ [ [ L[ L L QL[]
Heason:l

1Day \-’iew,{List Wiew |

You can modify one asking —for leave time period on the window

You may move the cursor of the mouse to one end of the
asking-for-leave time bar, and when the cursor changes to +*
right-clickand hold, drag the mouse to modify asking-for-leave time.

You may also move the cursor to the asking-for-leave bar, and when
the cursor changes to *¥*, right-click, hold and drag to move the
asking-for-leave time as a whole.

If you want to modify accurate time ,and when the cursor changes to
4 duble-left-click or click ‘modify’ button on the setup window. The
following dialog box wil appear.
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4 Add the Item of Leaving on B x|

Time Range

From |B5/08/2003  T| [00:00

To |na;nafzu|33 =] |23:59

Please chooze the leave type:

| Sick

Reason

o 0K

x Cancel |

Type correct time into time box, click ‘OK’ button to save modify

two method

Click create button on the operation window, the pop-up window is

following

50



K6 Manual

€ Add the Item of Leaving onE x|

Time Range
From | # 5] Joo:0o0
Tof // B [2359

Please chooze the leave type:
| Sick =]
Feazon

o 0K |

Choose the date, time leave style, then type into asking leave reason,
click ‘OK” button to save setup , click ‘cancel’ button to cancel the action

After saving, the window as before.

If you want to cancel one item setup, E.g. just set asking-for-leave
will be canceled you can left-click on the asking-for-leave bar which
want cancel then press““DEL””key to cancel. or you can drag mouse
cursor to end of asking-for-leave time, when cursor become ++, left-click,
hold and drag mouse till all asking-for-leave time bar disappear, by the
time the caution box will appear.

Attendance Managemenkt P 5[

@ Do wou wank to deleke this ikem?

i)

Press ‘yes’ key to cancel the setup, press ‘no’ key to abandon the
action.
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You may utilize cancel setup to left-click cancel ‘button’ on the
setup window, after click, the following prompt box appear;

Attendance Management Program ﬂ

@ [01/08/2003 08:00:00] - [01/08/2005 15:00:00]
Sick.

Do wou wank to delete this ikem?

Real to cancel the item, click ‘yes Y ’ button, abandon operation to

click ‘no N’ button
When you add leaving on business time period, and if this time
period overlap exited time period, the following caution box will appear

Attendance Management Program ﬂ
Q Wou can't add this ke of Asking For Leaving/Leaving on Business:

Mew Time Period will overlap with existing time of Asking Far LeavelLeaving on Business!

Click “yes’ key, the operation is invalid.

The system provide some only sample leave style, if you want add
leave style, can enter leave in maintenance /setup to add.

Click “establish list’ button on the setup window, the following

window will appear
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Pepreviem loix]
tuon & HE MK ¥

=
- _ =
Business Leave/AfL List cur company From 2003-00-00 To 2003-09-05
[Ftart Tims [Fnd Time [reration [Type [Reran ]
Higargs 1
[03-08-01 0200 Jo3-08-00 1000 | 1000fSick | | =
5
=

[Pageinl [4] _ i

May utilize ‘zoo’ button to alter display area, click ‘save’ button,
will save the report file to the disk.

3.2.3 handle staff forgetting to check-in

If one staff forgets to check in due to some special reasons, this
function of Handle Staff’s Forgetting to Check In can be used to add a
clock-in record. Click Handle Staff’s Forgetting To Check In under the
menu of Handle Attendance Checking, and the following dialog box will
pop up:

Append employee’s forgot Clock-infouk |
Dep.: | OUR COMPANY |
M arme: I Huangzf j
State: ID’In j
Add record time: |05 August 200 7 |17.0059 =
l-'L Cloze
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You first select department and staff, and choose adding record style,
Set record the date and time, click ‘add’ to add anew clock-in record
When a new record has been added, the add button becomes gray and

invalid. But it will become bright and valid again after the employee has
been changed to another one, or the clock-out time has been changed.

Click the close button to close this dialog box and return to the main
menu.
There are many select status of not only clock-in and clock-out, but
also other option in select box the window is following.

Append employee's forgok Clock-in/ouk 5[

Dep.|OUR COMPaNY =l
M ame: I Huangzf j
Shate: ID"In j

Add recard birme:;

=]

3.2.4 Handle staff forgetting to check-out

If one staff forgets to check out due to some special reasons, this
function of hand staff forgeetting to check-out can be used to add a
clock-out record.,the operation process is the same with operation of to
handle staff forgetting to check-out.see up part.

3.2.5 handle coming late collectively

If part or all of the staff of one department come late with reason,
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this function can be used to modify staff clock-in time, click “handle
coming late collectively” on the down drag menu, and the following
dialog box will pop up:

Handle Coming Late/Leaving Early collectively zl
Department: Employes: & ol
- ‘Wwhen part or all of employee from one
(L7} CIGT AR AC Ne. Narne - department come late of leave early with

(31 Huangzf reazons, employes's clock-indclock-out

1000 1000 time can be changed, and the changes
— can be zearched by using <Modify Log>
| 1001 10m from Emnployes Attendance Records
| 2 Livzwt + Coming late  Leaving early
i 6553 8838 —Neglect Clock-in record———————————
| 14 Duijun

15 Nesuer Fiom [ August 200 |[0200:00 =

16 Livwei
— v log 4500 =
s Weing To |05 fugust 2007 ][0345:00 =
| 12 Zhanggm Clack-in time after modificatio

7 Hiaohf
e Ei j05 August 200 7| [omoo00 =S
| 29 Lindg

g Ganzm | o OK I X Cancel |
I b

In the department option select the department to which the staff
who come late collectively belong and then click the staff that you want
to select in the staff option box, if you want choose staff more than one,
you can click the mouse while press Ctrl key. Click selected all buttons
to select all staff, click cancel all buttons to call off all selected staff.

Selected style consist of ‘coming late collectively’ and ‘leaving
early collectively’, when you select, only lift-click on item your select.

Neglect clock-in record means to neglect selected staff all clock-in
record during the time period defined by the form time box and the to
time box, clock-in time after modification means the time of the clock-in
records to be adds in.

Click ‘OK’ button to delete all neglect clock-in records or add
clock-in record after modification, and to return the main menu.

Click “cancel’ to abandon this action and return main menu.

3.2.6 handle leaving early collectively

If part or all of the staff of one department leaving early with reason ,
this function can be used to modify staff clock-out time the operation
process is the same with to handle coming late collectively , it is only to
select leaving early collectively.
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3.3.Search/print
3.3.1 search/print

Click * handle attendance’ on the main menu, pop up menu is
following,

4 Attendance Management Program - [ Temp-Supervisol - |EI|5|

Data Attendance | SearchfPrint  MaintenancefCptions  Addin Help

E Attendance Record
AftLog Lesz Current Employee's On-Duty Skakus Chrl+B

Ewit apstem

|

&' attendance Calculating and Reports  Chrl+R

3.3.2 Attendance record

Click attendance record sub-item on the main window of
require/print, and the following window will pop up

& Search Employes's sttendsnce Checking Record ™ (=]
Cordition
Diep.:| DUR COMPENT =] : # mﬂmﬁmmw
e | lmmﬁﬁw o "Harche
Time Range Atterdaracn Checkig Recond: Infdvanes'
From [T 0BG ][00 ok e

To[moezn g [z L | Hediylog |

j_l

In Out

Select staff define Beginning Date/Time, and Ending Date/time, and
click search button, selected employees’ attendance records during the
defined time period will be shown in the display box of Search Result in
the lower part of the window.
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& Search Employes's attendance Checking Record _.,Imﬂ
[ Condiion
- .
Drep.:[DUR COMPANTY | 8 %‘%ﬁﬂmﬁuﬂw‘fﬂ“%‘
T =l @ fe L soers  ay Colcivof e ‘Harcho
 Time: Range T MMMMHM
Faom [I10E72G ] OO0 [ Brviewe |
To[iinern g [35 | PR Expos | Moty Log | - -
== [ [ Dt Tiree | ok tond] Loscston 10| il
BJUR COMPANY Husngs 1 07405 11500 T/t
JF COMPENT Hussnge 1 [0 1304 O G0t
LA COMPANY Husngst 1 07419 152400 [
P COMPANY Hussngel 1 0710 1%47.00 C/0u
R COMPANY Hussngd 1 0711 182100 CA0ul
A COMPANY Hussngst 1 0712 1R17.00 /0w
IR COMPENY Husangd 1 16 1847 00 G0
LA COMPANY Husngst 1 0717 191700 [
IR COMPAHY Hissnged 1 0718 1R 1500 0w
LR COMPANTY Huangsd 1 0719 181500 [
M COMPANY Husangd 1 07-25 04800 Cin 5

If you want modify the color which clock-in and clock-out record
display, double-left click color signature, pop up color option; select
color for need to save. Click ‘preview’ button, appear following window

zrenen aloix
o & M X

=l
=

Emp's Atandence Records ..o e o s

Bapt . OUE CONTANT

Fuangef (1)

W5 18,15 Bfiad
070 1908 Cf0ud
OF0H 1924 G0t
OF-A0 19:47 G0t
OF-11 18:31 €0
OF-12 18107 G
UF-16 1847 Cga
0717 1397 Cf0ad
-8 18,15 Ef0wd
OF-18 18,15 €/ 0ud
OF- 25 04 s

[Fogmi [4] I |

" felele

Click “export’ button ,you can export searching result, the operation
method is the same as the operation which attendance record export.

Some times, it, because mistake operate and real situation change,
need to cancel modification of attendance record, as this time, you may
utilize restore function to make it real.
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3.3.3 Current staff’'s at-post Status

To check employees who are currently at post or not at post
(including leaving work normally), you can click Current Staff’s At-post
Status sub-item under Search/print, and the window is like this:

4 Search Current Employee's On-duty Status - |EI|5|
Dept: [ETEYEE
ﬁi Query |
Time: |05 August 2003 =||175246 =
& Fresiew
— On duty
Loy " On duty " Mot on duty ‘ ILQIOSE fat on duty
Department IAC No. IName ILast Clock-in/out Time I ﬂ

[

Select Departments and date t, click All or At Post or Not At Post,
select query type, click Search button, and you can find out current
staff’s at-post status. One query result likes this

4 Search Current Employee's On-duty Status - |EI|5|
Dept: | OUR COMPANTY =
ﬁ Quem
= - |

Time: |25 Jup 2003 x|[1Rsezn =

& Preview O duty 1
o Al " On duty " Mot on duty ‘ I'L LClose Mt o duty 26
AL Mo |Name |Last Clock-indout Time ﬂ
UR CO 1 Huangzt 03-07-25 17.48
OUR COMPANY 1000 1000
OUR COMPANY 1001 100
OUR COMPANY 2 Livzu
OUR COMPANY 5888 5895
minigtry of personne 14 Dujun 03-07-24 17.58
Tech 15 Mexuer
Tech 16 Livei
Tech 8 Weikg
=
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Click “preview’ button to preview record list of searching result, the
window is following,

EETEEEE =Dl x|
o & WS AR M

Employee current on duty status o courasr From F003-07-25 To 2003-08-03

M=Fa Name Lawt Clack Tims On Outy [T [ Hame Lasi Cleck Time Ou Duiy

Deparlmaml’ OUR COMPAST Deparlmaml’ civil service

1 Muanptf  03-07=25 1748 On duty 10 Lily et on duty

1000 ] Bet on duty 11 Havl et on duty

1001 1001 Bot on duty 1T Thucxj Bot on duty

] Liugw Wet om duty 19 Thosba Het on duty

i) BEEE Bet om duiy 3 Lusz Bet on duiy J

*

Total: § Baplayess Om Duiy: | Bod Om: 4 B Tangrh Het on duty =

Toinl: B Eaplaovess Om Duty: 0 Fot Om: & j
[Fagoin [4] o | ¥

After searching click ‘EXIT’ button to exit or | return to main
menu

3.3.4 Attendance abnormal search and record

In attendance management, we usually need to search abnormal
situation and to print various attendance record this function can be used
to meet need, this attendance is able to establish attendance statistic
record per day, attendance statistic total list department statistic list and
staff on-off-duty time list can also create itself attendance list.

As well as, attendance abnormal searching and record list are able to
modify attendance abnormal and record list, there are attendance record
abnormal situation shift abnormal situation other abnormal situation and
attendance statistic four operation windows .attendance record abnormal
situation is to search for origin record whether abnormal and to modify
attendance record situation. shift abnormal situation main check coming
late, leaving early, neglect work situation, and set asking leave, leaving
on business, forget clock-in or clock —out to handle. other abnormal
situation main handle overtime and leaving; attendance statistic establish
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all account and statistic record list.
Click abnormal search on the main window, or abnormality search
sub-item under search/print and the following window will appear.

=L E]
T — [ Time Paros | [ Colcuisie |
Dhep: [OUR COMPANY B i — —
(T - To [r3mezom ) —_— —I

Check bl Lo Exceptionn  Shill Encegtion: | Mire Exception | Calculated iems |

[JNome [actis [Dote |Timelobte[On b 0% b Clock In[Clock DufLote  Euy
AN Doplems B3 153)

1
|| 1 BAE Daplese (B3 173
| |Huangd 1 643 Datesn 0230 1730
| [Hhasngst 1 W4 Dayime 0230 1730
| [Huangd 1 7 Dafme 02X 170
| [Husnge 1 {2 Dateme (BX 173
| [Huangsd 1 BAE Daglese (B3 173
| |Husngad 1 610 Daylee 0830 1730
| [Hasngt 1 W11 Daytme  0B30 1730
i

click display/hide button it will show the function of display or
hide on right tool column

Abnormal divide into three kinds  attendance record abnormal
situation shift abnormal situation  other normal situation. Click
attendance abnormal situation page label to select department staff
and to define start date/time, ending date/time  click““search count””
button the window is following.
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| 53 ALLEndAnCE CARCIAIHE PRI
T B r ]
D | OUR COMPANY - m[mﬂ | [E Caleulaie |
From 01407 — I iq‘nh].-hl
iy | 1AL = T |0 A05 000 ﬁ
Clesch: Iru1ud Ly E oo |5H‘|E apticn | Wi E omption || Caculiesd i |
[[Name  [ACHo [Taww [Stsin  [Wow Stus|Ercoption [Opsstion | ﬂ @ "
¥ Chre &
J |ﬁ‘lﬂm:m.llﬂ...
Frocesrg
o Chanas fste.
o Deiotn sected

@ fpmnd Clock ini0t Log
@ e cpemaian Feitary

The system depend on the setup rule, sift, method of count to
determine the situation whether correct .the system determine these
records which locate without clock-in, clock-out period time setup scope
are invalid. E.g. Mrs. on the 4.march. his attendance record was

determined invalid, and that day, it is only one record so when the
system statistic, it will be think neglect work this may be not true at this
situation. the administrator need to know what happen the staff is
forgetting clock-out or leaving on business to unable clock -out if
forgetting need to patch a clock-out record if leaving on business, to
patch record on business leave.

The system are able to modify record ,which can be determined and
to correct ,the correction situation column is already corrected
situation  while statistic, utilize the situation to count.

Tool column

Change indication color able to change various statue appear color
click the window will appear;
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[ ok

|:| Inwalid

|:| Repeak

. \Wrong Stake
[ ot

ot

ClFor

|:| AutoSchedule

Click color piece on every status choose color you need on the
window, confirm to click ‘OK’ button, and save.

Change definite that status record in display click the following
window will appear
oK,

Irvalid
Repeak
\Wrong Stake
ik

oT

FOT
Autoschedule

L T A L A 4

Put check it show selected status appear on the display box utilize
to click status to switch between selected and unselected

Modify new status able to make present select status become select
status selected a record click the window is following

Z/In
Clout
T In
QT Ok
Cuk Back,
ik

62



K6 Manual

Because there are all clock -in record on the picture so that the
clock-in status is unable to use can click to selected on other status.

Cancel attendance record able to sign select attendance to cancel
status after use the function the tool column will add two item the
window is following

@ Change color....
@ Chanage filker....

Froceszing

" Change state. .
=" Delete zelected

=" LCancel operation for zelected

=" Change records which auta assigned
tirmetable to OT record

The record count af proceszing: 1
@ Apply l
@ Cancel all

@ Append Clock In/Out | ag
@ g operation hizton

Utilize all setting operation after selected this item all setting
operation which display in operation column is valid before this,

Cancel all setup operation  after select this item all setting

operation is invalid before this all operation will disappear in operation
column.

Cancel current record operation only cancel current record
operation

Make all intellect schedule record to become over time make
system intellect schedule record to overtime.
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Handle forgetting clock-in or clock-out the same as attendance
handling operation.

Search modification record log the same as sub -item of
search/print attendance record operation.

In the search record display window, right —click. the menu will
appear following

Expork Data

Create report For current grid
Copy datalfram Firsk bo current)
Copy datafrom current ko last)

Columns r
Showe all columns

Hide all columins

Save grid lawvaut

Load grid lawout

Export data the sameas ‘export data’ button function on the
window.

Export Fields Options x|
Fleaze zelect the fields that you want to export;  Predefined Items List:
[w]iM ame -
AC-Mo. I J
Time
State
Mew State au may;
Exception <Save Current Options Input a
O peration name in the above Predefined

Itemz List, and then prezs "0K"
<Import Previous Optionz» Chooze
ohe name that hawve been saved
befare in the above Predefined
Iternz List, and then press "0OE"

o OE x Cancel
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Other operation is the same as to export data before.

Establish current data record list the same as ‘preview record
list” to establish current data record list function, make searched
attendance record as record list to export.

Able to list prints to export, save, search for in list, etc. operation

Restore data  from beginning to current position searched
record result copy directly, form duplicating to current position) and can
patch in Excel list directly

Restore data from beginning to ending searched record result
copy from current copying position to ending and can patch to Excel list
directly

Data row select item name on the searching window appearing
click pop up menu is following,

Ernp Mo,

Mame

BC-No,

Time

Stake

Mew Skate

Exception

Shift

w Operation
Deparkment

Check show appearing words able to click correspond word name to
change selected status

L T A S

Display all row all item name of data row display on search
window

Hide all row all item name of data row except surname and name
hide on the search window, only show surname and name
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Save data row setting item name on which the search window
appear can be saved load data row setting to use.

Load data row setting According to store data row to show item

Record list preview click ‘record list preview’ button pop up
following menu

Draily Attendance Skatistic Report
attendance General Report

Depark Atkendance Statiskic Repork
Skaff's On-Duky (OFF-Duky Timetable
Create report For current grid

Select you need statistic record list, and establish record list you
need, after it has counted, to establish other record list not need count
again.

Everyday attendance statistic record list style is following.

=
oz = EHE 4k X

—3

Daily Attendance Checking Report  tienen

Mome ac—No L2 13[4 15 6 T7 [a [3 T10 111213 Taa o6 [os Jar {16 [1s Jon a1 [o2 [23 fod Jon To6 [or Jon Jac
" |Smf My Tut|We|T|'rl|Fri|5at| SuT|Mc|Tut|We|T|'ﬂ|Fri|Sat| SuT|Mc|Tut|We|T|'ﬂ|Fri|Sat|SuT|Mc Tuc|WE|T|'ﬂ|Fri|Sat| i

Fingerprint

ez JRIA[A 2] | [RIATATATA [ [RATAIAA] [ IR T TR

B

[Fage 1/ [1] 1

Click ‘watch scale’ button to watch record list at a ratio

clickE‘button to open saved record list file click floppy disk button to
save record list as file click “ print” button to directly print search result
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on the printer

click # button to recall search menu  window is following

Findtext ] ]

Text to find
Dption Cirigiry
[T Caze sensitive {* st page

' Curent page

k. Cancel

Able to type text to search on the window, the system will

automatically find result and display it on top-left corner of appear
column

Attendance statistic total list style, following

rpreven 1=
tom & & AN X

—H

General Attandence Statistic uasgr)

e e Lo Lo L Lo L Lte Lo L F e e T ]

Tonis | Timaw | Tonms Homar Lo

et [1 &) E] m

" C
Taral: 1 [ 8 n = = |
Grad Terad: | L] & 10 ™ [T ﬂ
- 5 %
[Faga i [4] | |

Department attendance statistic total list style, following
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T BT
o FHES MW X

—H

General Attandence Statistic uasgr)

Tty | RiTusal | Mt | Late | Lorly ()] o, e Wiie | MO | Chims | etk Fasestaie] Ctbar
"""'"'""hll—“uL Wy | Moy Wilay Wi M ™™ [ Wiy | Tosks | Timaw | Toss | Mamsr Mimgr | Miamas
m 1 LL] & 10| L] 10
Grand Totsd 1 | L 10 & 1
=
3
L3
[Fantf 4] d 3
Staff’s on-off-duty time list style, following
Ereven -TE
tion & HE MK X
Stafls On-duty?OM-duty Timetable (el S0R-01 ta SOOI-0N-05 B
N
Fingerprint Wi [ [
| S [ B Wen [ ORON Wod | GRVSE The | S/OE Fra | OBVGT Sun |
= | OR5E Wen | GBI Taa | DRIT1 Wl | GAJTE Th | GRJ03 §rd | OBIA Emt
| GAITH S | 6756 Nam | GRTT Tan | GR/TH Ted | OR/H The | G058 Fra | GR/31 S |
|G o | 0 en | | TR/ Tad | H/T8 Tha | GRUST Fra | OREH 501 |
| 75 e | 1 | TFOE Tad | GT700 Tha | GT/0M Fra | 09708 Sa8 | <
| T e | | G700 Twd | GT730 Tha | G1700 Fra | 03712 S8 | ﬂ
[FeiA " [5] X

You are able to establish current data record list, pop up window is
following.

-inx
oz = HE AR X

—3

Clock InfOut Log Exceptions

Hame AC-Ho. Time State New State Exception Operation
Huangzf |1 07-05 1515 |C/0ut Invalid CfIn
Huangzf |1 07-06 19:04 [C/Out Invalid |

aan

[Page 141 [« 1
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Click shift abnormal situation page label, pop up window is

following
& actendance calctasion . S IE
Tiems Frorgs [ Cateuians
e | Fingepert —
Fiom [110672003 )
M [ Fsar 2 I T ~ETee | Btein

Dl bl Lo Emompborns S Excipbon | e Emsephin | Cakculated s |

Masrgt 1 ]
1 [1agv:]
00
aFEn
[1pg ]
e
oFE
(18T
e
o
(553
1]
0724
o=
(o5
[E
o0
(5]
]
oz
[T
[

T

=L T T T T T T 1T T 1T T T R I T T I T T 1 011

Diaghirna.
D oglrre:
Claglene
Cimprma:
Dimtrre
Cragiirne
Diagiirna.
Daglirne
Cragiirne
Caglime
Diaghina
Dot
Cigghime:
Disgiirna.
Draglrre
Cigghirne
=
D oglrre:
Claglene
Diagiirna.
Daglirne
Cragirne

LR
Lk
(20
wrm
LLE
k!
wrm
LLE
(k]
o
LR
03 3
L0k
LR
Lok
(30
wrm
Lk
(20
wrm
LLE
(e 20

Hame |ACMe  |Date | Tesiable | On dub 08 dute Ok bs) Clock. Dul| Lale E E =

LEE ]
ira
Lh ]
LE ]
70
Lh 1]
LE ]
70
LE 1]
LEE ]
70
LEgc 1]
L 1]
LEe i)
LR
L 1]
LEe 1]
ira
Lh ]
LE ]
70
LE 1]

1 -

Sift abnormal status Click it

the selected menu appear, able to

select these abnormal statue display, put check to indicate the display be

selected, it show abnormal situation.

v DIk
v Irvalid
v Repeat

v \Wrong Stake

v Ok
v 0T
v FOT

v fAukascheduls

Sift period time click it the selected menu appear able to select
these period time abnormal situation put check on ahead of period time’s
name to indicate selected

it show this period time abnormal situation.
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Setting asking for leave/leaving on business this accords with
asking for leave/leaving on business of attendance handling setup

Click abnormal situation page label  appear following

ieix
Tes R Caleulat
e | Fingepert E r"[ﬁﬂ m—l
| FRfecedt | [ Excertdata|

Mo [ Fosart = | refroan gl
[k bl Ly Bt | 5o Emoepion M Enception | Cakedisked doves |

Dﬁ Hame [ACHMo JOwioms  [Endims  [Ewceshon [ladied oW Imekrglvai=]
L3 Husegd 1 - 00 080 VD Sk we et
& e fle

Bl eutopling

7 Eistors
™ Cancel sl 01
™ Promote o Fres OT

o it o QT 1 B0
" Cancel EDUT

= et pifecied

o e oot I/t Log

: o

If attendance rule want examine leaving on business and overtime
setting situation  so that examine situation column is empty if definite
status, the examine status will appear correspond situation

Restore origin status before examine it is only valid to examine
record restore record status to origin status before examining

All overtime invalid the record which indicate overtime in
abnormal situation is invalid to handle

All free overtime valid the system determine all staff without
arranging attendance record is free overtime if this item is selected
the system determine free overtime is overtime.

The status display overtime in examined column and display two
new item.
Save examine record confirm examined, make examined status to
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become has examined status.

Cancel this examine don’t save examined which have done make
examined record save as origin status.

All leaving be record on business leaving make all leave to record
leaving on business

Cancel all leaving on business will cancel all leaving on business
all leaving is common leaving or handle it as real situation.

Setting this attendance invalid make option record status to
become invalid

Click attendance statistics page label appear window is following

TSN =15 ]
T Reavgm
Do | Fingescert [ s 8 ot
Foom [T 0E2003 ) 0 fepen mfw'ﬂ-'-l
Hame [ Huarst 5 [N A T |

Dk, I/t Lo Eneptionss | S Extepoon | Mt Emoepiion oot erms |

Mame  JALH: [Mowma[Echud [Lw [ty [Bboord [0 [WAn [NAA [OUT_[BOUT [ewe] Teves [in [0 JBFL JELewe] =]
1 ] a a L] [l L] L] o 1 E ] a w8

K

Al

The display is statistic result list, right-click on display box, appear
menu:

Expork Caka

Create report For current grid
Copy datadfrom firsk ko current)
Copy datalfrom current ko last)

Columns *
Shows all colurmins

Hide all columns

Save grid lavout

Load grid lawout

The operation method is the same as before

3.4 Data
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3.4.1 Data menu

Click data item on main interface  the pop-up menu is following,

£ Attendance Management Program - [ Temp-Superyi - |EI|£|

Data Attendance SearchiPrink  Maintenance/Options  Addin Help

Initialize System @ il e l-L
Clear Obsolete Data eez Timetable Schedule R eport E st spztem
Backup Database

Import AC Data  Chrl4+l
Export &C Data  Chrl+O

Chanae User

L Exit

3.4.2 Initial systenm

Click initial system menu this pop-up window is following

Attendance Management Program 5[

& Initializing the system will clear all registered data, Do vou want ko continue?

o Mo |

Caution if confirm your selected the system will clear all staff’s
data and all attendance data. Before this operation you must be carefully.
Click “yes(Y)’ button, the system will clear all data, and return

initial status just system install .
Click © no(N) * button, the system return main menu without clear

data.
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3.4.3 Clear obsolete data

Click this item on the menu, this pop-up menu will appear.

Clear Obsolete Data x|

—AC Clock-indout Record

Close Date |06 Juy  2017] = OK

Backup to |aEH1 010.ack, =

—Attendance Checking Exceptions Record

Close Date |05 July 201~ = OK

Backup to |==2 ACH Iﬁ'l

—Shift Data for AC Time

Close Date |05 July 201 7] = OK

@' Compact Databasze File |

After your system has been used for a period of time, a big amount
of obsolete data are saved in the database, which not only occupy hard
disk space but also affect operation speed. Then you can clear these
useless data by using this function.

When clearing attendance clock-in and attendance exception records
you are required to back up clock-in data to files. You can click

corresponding txt input box to type file name,or click E‘ button to
confirm your data file’s saving path and file name notice that you should
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choose a new filename, if the name has existed the system will suggest
you to define a new filename
Input the close date of the data that you want to clear in close date

box, and the close date should be ten days before the current day you will
clear the corresponding data after clicking OK, and prompt messages will
display’

Attendance time setup data means to clear obsolete staff’s shift
schedule data select close data for clearing record click OK and you will
clear obsolete staff’s shift schedule data

In the terms of Microsoft Access database can click “compress
attendance database file” button to compact the database.

After clearing data  click %! to return the main menu

3.4.4 Back up database

In order to ensure data security and to restore, we suggest you back up
database in regular , click command on the men, select position to save
file input filename may be defined filename  click®“save”” button
When origin database was damage it need to restore you should change
back up filename asATT2000.mdb, copy the file under attendance install
dir to cover same name file but the action only restore these data to
before back up. E.g. you back up data in 31.3 so that these data be
restored are only one before 31.3.

3.4.5 Import attendance data

To import attendance record in another machine or old record to the
current attendance software click this command on the menu and this

operation window will pop up
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4 Import Attendance Checking Data o ] 4

&+ |mpart from Files

| =
" Impart from databasze

Link Database: Quickly Choose DB -» Before 1.2 fifter 1.2
Provider=Microsaft.Jet. OLEDE. 4.0;0 ata Source=D:\Documents and Seth &l

1 import from files

To import from files can import following some kinds of data secret
attendance clock-in data *.abt attendance clock-in data  *.txt
back up attendance database files *.attbackup.mdb 1.1 version
fingerprint attendance system database file att.mdb and attendance
system database file *.mdb .usual attendance and attendance clock-in
are used to import attendance system database file can import all
information of original database, to import attendance clock-in data only
import staff attendance data.

CIickEbutton and you will open a file manger, .select to import
file style, select the path and filename of the data file to import, and then
click” OK” return the window illustrate with up picture click “import”
can import data’

2 import from database
Import from database means to import attendance data from
attendance database backups, and the data include staff information, shift
information, clock-in records, etc. You can import the data from
databases of previous version, or databases of the same version. For the

data format of database files of versions previous to 1.2 differs from that
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of Version 1.2X, if the version of the database file that you want to
import is below 1.2(not including 1.2), please select versions beforel.2
option  Otherwise please select 2.2x option.

Before importing data, if it is unnecessary to remain the data in your
system, please first select initialize the system. This is because if some
data remaining in the current system overlap with the data that will
import, errors will appear when importing data, and data’s importing
speed will slow down.

Click versions1.2 or version 1.2xbutton, and a file manager will pop up.
Enter the path and file name of the database to import, and click Open,
the system will import data automatically.

If your database is SQL Server database, you can click button to begin
settings. For detailed information please refer to Database Setup.

After importing data, click %! to go back to the main menu.

3.4.6 Export attendance data

This function is mainly used to back up all attendance data in the
current attendance system or clock-in data, click this command on the
menu and the following operation window will pop up
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5 Export Attendance Checking Data -0 x|
{+ Export to Files

| =l

{~ Export to Databaszes

Link. D atabase: Quickly Choose DB File
Provider=Microzaft.Jet OLEDE. 4.0:0 ata Source=c:\att1 2. mdb {f}ul

x Cloze |

1 exportto files
it can export four file style secret attendance data *.abt
attendance check-in data  *.txt back up attendance data
*.attbackup.mdb  and attendance system database file

*.mdb .clickE‘button a file manger menu will pop up confirm the
path and file name for the back file and click open.

2 Export to databases

This option means to back up all data, such as staff information shift
information and clock-in record to a database file. Click quickly selects
database file button and you will open a file manger menu. Confirm the
path and file name for the back up and click open.

If your database is SQL Server database clickﬁlbutton to begin
setting for detailed please see Database setup

Notice you must choose a new filename if the file has existed the
system will suggest you to define new file name.

Exporting record will not lead to clean data in database.

After finish to export data  click’ X* up-right concern , return main
menu.

77



K6 Manual

3.4.7 Log on system again

While a system run it is require to change administrator, utilize this
function, make another administrator to log on system again as he/her ID.
the operation interface and operation method is the same with to log on
administrator as system starting

3.4.8 Exit

Click exit order on menu, or click on the “exit system’ in the tools
bar, end system run, return Windows.
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4 operating help

4.1 Confirm beginning date Export Data

Next let’s take searching staff’s attendance records as an example to

illustrate concrete operations for exporting data:

4 Search 5taff's Attendance Checking Record M =] 1
Condition
Dep.: |OUR COMPANT j (1) If youwant add, edit attendance checking's
original records, pleass use the fanetions of
izcrmes |<.qu> j "Fargetting to clock infout", "Coming
wi | B S T
Time Range———————————————| :
(&, Breview |
From |020172001 El o000
To [D20412002 §|I 23,59 Export |
In Chat
Department | Hame [t | Date/Time | Clock-inout[ Label Ho. f’
» Buss. Linge 1011 1052601 50149 PM Clack-out
I Duss. Linge 1011 10/2701 8:01:.03 AM  Clock-out
7 Buss. Linge 1011 1052801 80105 AM  Clack-out
I Duss. Linge 1011 1052901 5:00:56 PM  Clock-out
7 Buss. Linge 1011 1053001 73035 AM  Clock-in
I Duss. Linge 1011 10690001 4:02:49 PM  Clock-out
7 Buss. Linge 1011 1053101 74614 AM  Clock-in
I Buss. Linge 1011 1053101 4:02:44 PM Clock-out
7 Buss. Linge 1011 114101 347:52 PM  Clock-in
I Buss. Linge 1011 L1401 8:07:07 &M Clock-out
7 Buss. Linge 1011 11501 8:01:45 &M Clack-out
: Buss. Linge 1011 L1601 7:46:35 &M Clock-in
Buss. Linge 1011 11601 5:00:54 PM Clock-out
I Buss. Linge 1011 L1/701 7:44:55 &M Clock-in =
= -

As shown in the above picture, click Export button to pop up the

following window:
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Export Fields Options | X|

Flease select the fields that you want to export: Predefined Items List:

LEUSERID -
Department I J
Hame

Mo
Date/Time

Clock-inout oLl mas:

Label Mo <5ave Current Option: lnput a name in

[ deptnarme the above Predefined Items List. and then
press "OK"

<Import Previous Optionz: Chooze one
name that have been saved befare in the
above Predefined Items List, and then
press "OF".

o OK X Cancel

Tick checks before the fields to export. If next time you want to
select the same fields to export data, you can enter a item name in the
box of Predefined Items, and click OK to save the selected fields in this
item. Next time, if you want to call your previous choices, select a name
saved in the box of Predefined Items, and click OK to enter the following

window:
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Save Az K E
Save jn:l@ ty Documents j El

File name:  [2002-1-1 Save |
Save as type: IMiu:ru:usu:uft Encel File[* xlz] j Cancel |

; T i
Dbaze T able[*.dbf)

Text File[".txt]
TAB Separated File[* tut]
C5W File[* cav]

Enter a filename for this file to save in the column of Filename,
select the type to save this file, and then you will export the selected data
to this file. You can save a file in five formats: Excel files Microsoft
Excel File(*.xIs) , DBF formed database files, right justified text files,

text files separated by TAB, and text files separated by semicolons.

4.2 Select Department and Employee

Click the box of Department to expand its tree-formed dropdown
box and select the department in which the employee on official business
is. Click the box of Employee to stretch its dropdown box, and select the

employee who will leave on official business.
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4.3 Confirm Beginning/Ending Date

In the box of Beginning/Ending Date click the box of “From”, and
click E‘ button to select the beginning date. Then click the box of

“To”, and click E‘ button to select the ending date. In the dropdown
box for dates, click 21 or [* button to move the date one month upward
or downward, and click # or [*| to move the date one year upward or

downward. Click on the date you want to select it.

4_4 Confirm Date

In the box of Date/Time click hdl button to select the date, and in
the box of Time click =&l button to select the time or directly change
the time. In the dropdown box of Date, click 2l or [* button to move
the date one month upward or downward. Click the year number to
change the year directly, or click 2= button to move the date one year

upward or downward. Click on the date you want to select the it.

4.5 Select Employee

The option box of Employee is like this:
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E rmployee:
AC Mo, MNarme =
kark yang
| 108 Eliza zhou
_'IEI1 9 E dith zhang |
| 1020 Colinli
101 Peter mao
[ 1022 Elaine hua
| 1023 Lewiz wang
| 1024 Jim zhen
| 1025 Ellzh rua LI

Move the mouse to the row the employee to select is in, click the
left button of the mouse, and this row will turn blue.

To select more than one employee, press Ctrl.

4.6 Datasheet Process Tool Bar

The Datasheet Process Tool Bar contains the following operation

buttons:
Frior Last Delete .
P
First f/l‘l ext J/ Zdd \ Caticel
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In the datasheet, the row marked with ® symbol is the current row,
and all operations for he sheet is conducted in the current row.
Click buttons to carry out corresponding operations for the datasheet.

First To move the current row to the first row.

Previous To move the current row one row upward.

Next To move the current row one row downward.

Last To move the current row to the last row.

Add  To add a new row in which new data can be entered in, and
the current row is the new row.

Delete To delete the current row.

Edit To modify the data in the current row.

Save To save the data after edition or in the newly added row.

Cancel To cancel the result of adding a new row or editing the data.

Under the status of adding or editing, the result of moving data will
be automatically saved.

In the datasheet, click on the row to select it, and select multiple

rows by pressing Ctrl and clicking at the same time when possible. The

selected rows will change to blue.

4.7 Select Department

The option box of Department is like this:
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Click the left button of the mouse on the department name, and you

will select this department when the name turns blue.

4.8 Time Period Management

The display box for Time Period is like this:

0 2 4 B & 10 12 14 16 18 20 2224
Monday | R
Tuesday | R
Wednesda: | R
Thursday R
Friday EE | IERIE
Saturday | ||
sSunday | | |
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Time Range

e | E 20000 ==
To: | 1:10:00 PM ==

o 0K x Eancell

Generate New Time Period Move the mouse to the time you want,
pull the mouse while pressing its left button, and loosen the mouse to
generate a new time period.

Edit Time Period Move the mouse to one end of the time period to
edit. When the cursor changes to '+ move the mouse while pressing its
right button, and loosen the mouse to get the time period you want. In
addiction, you may double-click on the time period to modify to enter a
dialog box shown as the right picture on the right. Here, you can adjust
the beginning/ending time for this time period.

Move Time Period Move the cursor of the mouse to the time period
to modify. When the cursor changes to **, move the mouse while
pressing its right button, and you may move the time period as a whole.

Delete Time Period Move the mouse to the time period to modify.
When the cursor changes to +*  move the time period to make it
disappear. Besides, you may click the time period, and press Del to

delete this time period.
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5 Common Question and Answer

1 As the administrator changed or forget password reason can not
enter the program, what will | to do?

Answer the computer has to have been installed Office2000 at first then

enter the attendance program installing catalog find the tt2000.mdb file

double-click and find the ‘userinfo’ list in the appear interface

double-click  to find “securityflags” word cancel all figure of list in the

sentence 15 indicate administrator

2 How does to clean the register of attendance administrator

Answer can use communication of attendance device between
computer after it’s successful enter attendance device management
interface click on the ‘cancel administrator’ button able to clean
attendance device administrator after to break out connection then can
enter attendance device menu style.

3 | forget the password of database how to do

Answer enter ‘maintenance and setting’ of management program  click
on the “setting password of database’ then have no need to verify old
password ,so can set up new password of database.

4 Some time it is difficult to register or contrast in the independently
attendance device, how | to solve?
Answer in the condition there are two ways to solve one way is that put
finger on front head or nose to rub some times, enhance finger wet for
register and contrasting two way is that put finger on fingerscan for
more 1 to 2 second time when attendance device appear’ please take
away finger the method can enhance success.

The both ways have nothing to do can use ID code plus password to
register.

5 The liquid screen is too dim  If it can be modify ,or not
Answer the liquid screen is not adjusted by user it is need that return our
company to adjust by engineer.
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6 How to use the business check-in and business check-out
Answer  when the staff need to go out the staff should check -out on
attendance device. When the staff come back select business check-in.

7  While inquire attendance record selected the highest department
selected all staff why cannot see record but it’s true display that saved
downloading data
Answer 1 itis maybe the data record time expire inquire range, want
to watch the origin record time, must open attendance database

att2000.mdb  enter check-in-out list can see all origin record prove
that origin attendance record is in the range which you inquire specific
attention year

2 itis maybe that add a highest department after the general

company name was canceled finish installing the default highest
department general company can not be cancel but it is able to be
modify in attendance.

8 | have done shift why no the result of account and statistics indicate
leave, come late, gone early

Answer first enter management to check the setup shift in normal
condition the name of shift corresponding right time box appear in blue
color if there isn’t any problem enter staff shift list watch the starting
date of staff shift the starting date is before the account and statistics
time range, isn’t it? if itisn’t arrange shift again, fix new starting date.

9 How to cancel the schedule which have been set up

Answer you can ahead add a empty schedule  then use the empty
schedule change the schedule wich will be cancel in arranging staff enter
schedule management to cancel corresponding schedule, OK.

10 Why the data which has been loaded down and stored record is
litter than loaded down data

Answer while loaded down and record the attendance program can
determine loaded down record the repeat record will be cancel
automatically the stored record will not be store again.
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11 Why the loaded record appear but cannot find it while

inquire

Answer confirm time range you inquire is accord with attendance time
of loaded record, or it’s not. can watch attendance record day, month,
year, after loaded down record or open database att2000.mdb  enter
check-in-out scheduler can see all origin record confirm time of
attendance origin record is among the range of inquire pay attention
years record specifically some independence equipment set time is not
real result in attendance record time isn’t correct.

12 Why | attendance normally  but it is show | stay away from
work without leave or good reason
Answer examine your period time setting first confirm your attendance
record is among the range of check-out time example you setup the
check-out time is from 17 00to 18 00 you check-out time record is16
30 sothat the record is invalid system will indicate neglect afternoon
in attendance rule, no check-out is neglect next examine you
attendance time is correct, or it’s not,

13 Why there are come late and gone early in the attendance
account and statistics shift  but there aren’t its record in inquiring
record

Answer please examine the setting of attendance account in attendance
rule see if “ on duty check-in record: come late/gone early  have been
sign or have not if it have been labeled so that the neglect system will
indicate come late/gone early.

14 leaders of company don’t require check-in-out but their
attendance demand account how do it to set
Answer 1 enter attendance setting under staff maintenance cancel
valid attendance

2 setup a period time of unnecessary to check-in-out produce a
schedule the schedule is used to account with staff. OK

15 why cannot | add new schedule in shift management
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Answer the program has to set up time period of shift then can set up
schedule please see the time period of shift is set ,or it’s not.
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