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1 Precaution

Please note that heat and direct sunlight may adversely affect the function of the terminal.
For the sake of operations with best results, it is recommended that the terminal shall be
installed indoors in a clean and reasonably cool environment. Its working temperature
scope is 0-40°C. Long time using outdoors plus the heat of device itself may cause slow
reaction and less identification rate. If it needs to be used outdoors, a sunshade and a set
of cooler radiation are recommended to use.

2 Getting Started

The product consists of two component parts

(1) The fingerprint offline reader terminal which records employee time data.

(2) The time management software which mainly reads log-in/out data from terminals and
conducts calculating or statistics& analysis according to the rules preset by user and then
it finally generates a range of summary reports from the data.

The following procedure should be followed to install and activate the software:

2.1. How to Install the System

A software pack is available together with the fingerprint reader terminal.

Double click KqglSetup to install the software to any subarea of PC (C: not recommended)
and then click desktop shortcut icon T or from start menu to find out

. .
Prof | ABT Syst
wg Trotessiona YR 4o run software.

1) For lower right corner word in light brown color is Language, click to choose the middle

one to change the language to English.

iz

FRMAREE

admin

FHAETS

L] BB TR

B 2]

ITEE hE)
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Professional A&T System

Login

- s '
O @ Enter username please

admin

C o & Enter password please
® .
a Remember | | Auto Login Language

2) The system has the default username and the default password as follows:
Default username :admin
Default password : (None, please leave it in blank)

However, user can change the default password on his/her own discretion under the
system module “Change Password”.

Click upper right corner E to choose proper database: Access or SQL server, and

then click “Connect”.

s ommcionsios S
ACCESS I SOL SERVER :

Login to AccCt1DB. mdb (8)

i Connect || Exit
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Database Cunnecﬁoﬁ_ u l
ACCESS | 5OL SERVER
The 5L Server | 192 168811145 HLEXPRESS] ~|
I et |sa
'_ Pazsword I
|
‘ Connect || E it |

Once SQL server is selected, please input server name, user name and password and
then click “Connect”

2.2. How to Communicate the System with the Reader Terminal

After installing the system, how to communicate the system with the device, please note
the following steps:

1. Click shortcut icon to run software

2. Evoke Device Management module and click “Add“ to add device.

3. Check whether the cables are correctly connected between the computer and device
Finally, the system can communicate with the reader terminal.

3 How to Use Fingerprint T & A Management System

For the convenience to use and easy operation, the system adopts “User-Friendly”
system approach to develop based on the international system design standard for all
modules.

F Professional AGT System 4 - -8 -
Personnel Device Armtendance Management Report System  Help

Drag & celoan hesder hers bo group by that coluan

Felect No. Hune 3T oup Hodel Furpass Dewice Ho.
Pull-down Menu

Select All

Inverse Select

Find sxisting device
Add

Search

lcan

In 1* half area, click right side mouse to pop-up useful shortcut of device

--  Page6 --
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Jeim te wark Eegin Dute * | Jeiz ts wark End Duke ¥ | Mapurissat v | Staff IBme - Guery  Batch bdd

Siale T LIS Errall 14 |Curd B Dapar imeni Faggwerd |10 Curd B Eirthday wined daks Farsal dais Coniruet dats  |Exyire data

DCiedete Finger Print/Face
Diedete Resign
Resiganaugural
Export

Impont

Errcl

PC Att.

Custom Data

In 2" half area, click right side mouse to pop-up useful shortcut of staff

Sadf Wosr drwnlead | Vear spload | Gemarad Log | Attendunce Duily | Bosthly Bapert | asiter | Mebile futs
T Corread weer: wdsin Dogin fe RecCUBE wilh )

Company name can be set from puII-dowrbmgQgé%yﬂgg&ﬂé’arameter”.

The system parameters u

Routine ISafet}'I Checlk worl attendance I Cl:-mmu.nicatil:-nl

Company Hame ISure Joy Tech. Industrial Co Ltd

3.1. Personnel Setting

3.1.1. Staff Management

This section is concerned about the staff record. The detailed information of each staff

will be processed through this module. The input of detailed staff information is similar to

previous data entry.

1. Select “Staff Management” from pull-down menu “Personnel”

2. In the 2™ half area of software interface, click right side of mouse to evoke shortcut
menu and click “Add” An entry form for staff record emerges as below
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Add S
|Item name Ttem walue %
Id * huto get &

Hame #* Benjamin

Enroll Id

Card Ha Read card Ho.

Department Business Department hd

Faszword

ID Card Ho.

Gender Male -

Birthday 1997-10-09 -

Joined date 201 7-06-01 -

Formal date 2015-01-13 -

Contract date 2015-10-13

Expire date 2099-12-31

Tele Ha.

Address

Memo

Consumption card
Card status
Card balance

Caabra drr _omcaard

[ﬁ.dd e

Clear photo

Save ] [ Save and add ] ’ Cancel ]

Click department option to edit it

|En:u:|e |‘Jalue |
1| Admin Department

| Add | | Delete | | Edt |

Use Add to add new department name.

3. Fill up staff data into the appropriate boxes. Remember, Join Date should be true and
correct and should be earlier than attendance registration date and attendance should
be ticked. If data entry completed, click “Save” button at the upper right corner.

It is a recursive process that user can enter a multiple of staff information by repeating the

step 2 and 3.

--  Page8 --
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NOTE: User ID should be set same as the ID No. which this staff selects when
making fingerprint/card/password enroliment on the terminal.

However, the system also allows direct data import of staff information from an excel file,

provided that the format of the imported data must be compliant to the entry form.

1. In the 2" half area of software interface, click right side of mouse to evoke shortcut
menu and click “Import”. It evokes a dialog window to prompt for the imported data
file:

et |

Select Excel file

Select

Click "Fext” to continue

| i Bacls | Hext > Cancel

2. Select the designated excel file, and then click “Next” to continue.
3. Then system requires user to decide which data fields are to be inserted by ticking
the box and selecting the data field name correspondingly.

—
|Excel data Staff management .
Marmfacture Honer -
Office Department -
Jianhua Li Hame -
10103 -
-
-
-
g -
Supervisor -
] Gender -
Marriad State A
1975-03-14 Birthday -
512924197303145136 ID Card Ha. -
2007-09-20 Joined date | |
Monthly Salary -
Shi chuan %4 E
< Back Hext > Canecel

4. Click “next” button to call for new parameter setup.
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Set data defanlt.

Joined date |[2017-10-13
Formal date |SEREESOESE]
Contract date 2015-10-13
Nale Male

Female Female

IVDupli cated data

+ Tznore Replace

Click “Wext™ to continme.

< Back Hext > Cancel

Finally, click “Finish” to complete importing. Please note that any staff records can be

edited and deleted when necessary.

3.1.2. Guest Management
This module is to enquire visiting guest data. The enquiry can generate a report.
ah Guest management l 5 &J\
ID Card MNa. || Giuest name Query Register  Unregister
ID Card Ma. Guestname |Moblie number ‘Telephone |Gender|Occupation |Residence address Birthd ey |ID Card address |
4
1
From ¥ To - Query
Card 1D Registertime Unregister time |\/\S\ting reason Owned Device
4[]

3.2. Device Management

3.

2.1. Device Setting

This module is to initially set the device information to the system, so as to establish the

communication between the system and the hardware.

The steps of device setting are as follows:

--  Page 10 --
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1. Select “Device” from pull-down menu “Device”

2. In the 1st half area of software interface, click right side of mouse to evoke shortcut
menu and click “Add” to evoke the following window for selecting the correct product
model first

Please select device madel Iﬁ

Device model [l

3. Select the proper communication mode as either RS232/RS485,TCP/IP or USB,
here below is an example of RS232/RS485:

Device infomation ﬁ

Device name

s

ID 1 -

Furpoze General attendance -

Port

Bt = 38400 -

Fazzword
Port
Dewvice group - Modify b

Select an existing device group or enter a new dewvice group
Vhen Modify by group 1= selected, other devices belong to

4. Define the necessary fields such as ID, Device name and make sure baud rate value
should be same as the one on the hardware terminal. NOTE: Remember to choose
model Face500. Afterwards, click “OK” to store the setting information to the system
(Note: the model should be exactly the same as the one of communication setup in
fingerprint device)

5. If TCP/IP is used, input IP address and port code 5005, then Click “OK” to store the
setting to the system.
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Device infomation

N

Dewice name
1D 1 5
Purposze
Communication TCP/IP
IP address

Fort AO0G

Pazzword

Port

Device group

CK

182, 168. 1. 118

-

Select an existing dewice group or enter a new device group
When Modifv by group is zelected, other devicez belong to

Cancel

Modify b

For IP address, there are some rules need to be followed:

a. Use “ipconfig” to check what’s IP address of your local PC (Click ultra lower left
corner of your PC, click START, and a pull-up menu will be shown and click Run...
to evoke a window dialog box, type cmd and click CONFIRM, a black back ground
dialogue box will then be shown, type "ipconfig", there will show your PC's IP
address) and make sure the first three IP address shall be same PC IP address,
but for the 4™ address, it should not be occupied by any other PC or device within
your local PC network, or you can just go to use 254 something because it's hardly
to be used normally. For example, your PC’s IP address is “ 192.168.1.127” then

you can set up this device’s IP address as “192.168.1.254”
b. Change hardware IP address to this exactly same one ““192.168.1.254”
c. And then click OK to get TCPIP connection done.

6. After adding device, click right side of mouse to popup menu and click “Sync. Clock” to

make PC time synchronize with device time.
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Duvice Ho Boda Dasr IF
| 1 TCE/TP 1 132, 168,

Select Al

Iverse Select

Find exsbing dewice
Add

Edit

Delete

Search

Syme. dlock
View info

Read Glog
Read All GLog

Clear admin

Emipty User
Empty Log

Morator setting

Remote door

lcon

Here, specially introduce “View Info” and “Clear Admin” function icons.

Click “View Info”, it will come out a dialog box of three modules, message which allows to
set message information to be transferred to and displayed on the selected devices. “Info”
setting is one of unique features of SJT T&A software. User can use it to set notification
message or other necessary information to be displayed on all the devices.

Suppose a user was registered as the manager (Administrator) of the terminal. However,
there is need to enroll other users but at current time, the user is not in the company, how
to clear administrator’s rights? Just go to click Device Management->Device, get the
device connected and then click right side of mouse and select "Clear admin."

3.2.2. NVR Device Management
This module is to initially set NVR linkage device (Host type: Haikang, Dahua & Sushi)
information to the system.
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& NVR Device management (ESqE=l™ ]

Save Cancel

Linkage setling | Linkage list

Device list Eventlist INYR Host list
MV Host Narme
Entry reader
Selec Mo Mame  Sroup Groug Infor Out readar |No |Camera ‘Enabl‘
1 27889 192.168.0.22<| atarm out
Out switch

Femote open door
Altend cagture

Pressiew Stop

| Add | [Delete| | Esit |

The steps of device setting are as follows:
1 Select “NVR device” from pull-down menu “Device”
2 Select host type, set host name, host IP, port number (Defaulted as 8000,it should be

no less than 2000 and no more than 8000) and input user name and pass and click

“Save”
||

Hosttype || |j

Host name |

HostlP |

Fort |8000

Username|

Faseword |

Save | Cancel |

3  Click “Linkage list” to check NVR linage relationship.

oL NVR Device management

Linkage setting | Linkage list

Mo |Name Ewvent MNVE Host Mame [Camera
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3.2.3. Monitor
This module is to query the real-time monitored login log on devices.

Enployee infomation Ha. Fame  Department Card Ho  User ID Device Action Time Deseri be

3.24. Map
This module is to define which device to which map.

uh Map

ﬁew map §||ele‘te maj”Edit ma1:-|

3.2.5. Mobile Data

This module is applied to those devices only, which have USB Disk Memory function. That
is, only those models with USB disk can use this module.

Having downloaded all in/out data from fingerprint device to USB flash disk, insert the disk
into PC USB port, and open the module for process.

1. Select “Mobile Data” from pull-down menu “Device”
2. In the box of Choose mobile data directory, choose relevant file from the USB Disk
and click “Read mobile data” button to import all in/out records
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Read mobile data

Choosze mobile data directory b._,‘Raad mobile data
Select File name FileSpecification
Create mobile data

Depar tment ~ | Staff ID/Fane v | Device type |ETEG3/FRI6/F220/FACE 17|  Query
Selact  [Enrell No.[Card Ho. [stafe 0 Hame [Dept. Hame [Pazsword [Finger[Face [Privilegs

In this module, there is another function to save fingerprints, cards and password data as
an individual file in the designated path. With this function, an employee’s registration
information can be sent to other branches or offices in case this employee works over
there without the necessity of re-enrolment again.

3.2.6. Device Privilege Manager

This module is to define and manage the user access right to the devices.

1. Select “Device Privilege Manager” from pull-down menu “Device”
Choose the device to be set user right

Click “Query” button to list all the employees under the selected device
Tick purview box at right hand side of selected employees to set privilege

o bk~ wb

Finally, click related button to complete the user right

2% Device Privilege Manager

*) View by perzons’ ) View by device ‘ | Huery | | Add | | Edit | | Dlelete |:| | Import | | Export | |Upload all E|

—Upload parameter

v Finger printfface |v| Fassword/Card v FHame/Tepar tment v Access time

Select |Staff I |Name |Dept. o |Device neml]]evice gro|Door name |Enroll Ho. [Card Ho. |Fassword (Frivilege |Time group|Time secti|Time sec

3.2.7. User Download
This module makes it easy to manage namely download the user registration information
(Fingerprint, card, password and face) from device to PC software.
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Seleet|Enroll ID [Download |Device name

Cardld [Fasswor

a Staff ID

Heme

Hame on DB |3elect No.

rDownload par:
Finger print/face Hame/Depar tment.

3

4]

3.2.8. User Upload
This module makes it easy to manage namely upload the user registration information

(Fingerprint, card, password and face) from database to designated device.

Join to work Begin Date ¥ | Join to work End Date v | Departnent

View user on devices Dewnload Delete Stop

Query

Select

Erroll Ho. [Card He

Staff ID

Hame

[Passwo

Group

Jelect Fo. Hame
ZTE89

[ [t

Copy current row t
selected rows

Upload parameter
V| Fingerpr W Password ¥ Name/Dep Wl Access t el S ERLCS

How to set up access control time section



X102 Face Terminal Software Manual

Open door time |User upload

Mllow time section

Selent [Hame Sunday

Wonday

Tuesday

Wednes day

Thursday

Fridsy

Saturday

1 00:00723:59
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
9 Forbid open
10 Forbid open
11 Forbid open
1z Forbid open
13 Forbid open
14 Forbid open

00:00°23:59
00:00723:59
05:00711:59
14:00717:59
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open

00:00723:59
00:00™23:59
05:00™11:59
14:00™17T:59
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open

00:00723:59
00:00723:59
03:00711:59
14:00717:59
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open

00:00°23:59
00:00723:59
05:00™11:59
14:00™17:59
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid epen

00:00723:59
00:00723:59
05:00711:58
14:00™17:59
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open

00:00°23:59
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open
Forbid open

15 Forbid open |Forbid open |Forbid open |Forbid open |Forbid open Forbid open |Forbid open
16 Forbid apen |Farbid open |Farbid open |Forbid open |Forbid open |Forbid open |Forbid open
Hote: The time period is allowed to open the door, the name can be modified. Edit
-
Time group Time combo
Select [Hane Sectionl [SectionZ |Sectiond | [Select [Name Groupl Group2 Group3 Groupd GroupS
1 1
Z 2
3 3
4 4
5 S
¢ [}
T
3
9
10
Hote: The name can be modified. Edit Note: The name can be modified. Edit

Open door time (time zone) configuration is an important function for any access control
system. The purpose of time zone is to assign the window of accessibility for a user to a
particular space. With different time zone configured, users are allowed to pass through

a space according to the defined window. The maximum quantity of time zones is 50.

Setting time zone is based on access requirement. In general, full access is allowed for a
working day, that is, no limitation will be set for the whole day and the time zone will be
defined as 0:00-23:59. On the other hand, access for holidays or for the weekend say
Sunday is different because these days are supposed not for work and access to space is
normally not allowed. However, for Saturday, access to space may vary between 8:00 to

17:30.

The configuration of Open door time (Time Zone) is set as follows:

1. Select a time section and click “Edit” to set up:
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2o

Hame 1

Select Weel Bezin |E1'|.d |
Sun 0o:00:00 5 |23:59:59 %
Mon 00:00:00 3 |23:59:59 %
Tue 00:00:00 5 |23:59:59 %
Yed 00:00:00 5 |23:59:59 %
Thu 00:00:00 5 |23:59:59 3
Fri 00:00:00 5 |23:59:59 %
Sat 00:00:00 5 |23:59:59 3

Copy current row to 2 e Cancel
selected rows

2. Define the time zone for each workday, click “Save” button to store the setting to the
system
3. Repeat the step 2 and 3 for different time zone settings if necessary

Here below is an example of two time zone settings. One is for normal working days and
the other is for the Sunday.

Open door time |User upload

—#llow time sectlon

4. To upload a defined time zone setting to a particular control device, tick the box of the
“Upload access” on the right hand side

Time Group
It defines access control devices into different time group. Each time group may have one
or more control devices depending on the physical requirement.

Having selected a device from the device list on the left, press “Edit” button to call the time
group windows as below
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Edit Time group I,&J
Hame |
Sectionl: |1 -
Sections: |4 -
Sectiond: -

Save Cancel

1. Define the name of time group, the time zone as required. Then click “Save” to store
the time group to the system. The following figure illustrates a sampled time group.

-Time group
Select|Hame |Secti-:un1 |Sectiu:un2 |Sectiu:un3
1 1 4
W 2 4 B
3
4
5

2. Toupload a defined time group setting to a particular control device, tick the box of the
“Upload access” on the right hand side

3. To delete a defined time group setting to a particular control device, tick the box of the
“Clear access” on the right hand side

Time Combination (Combined Door Access)

It provides flexibility to the door access by combining the time zone and the time group.
It helps reduce the records of time zone and time group to be created in the system. For
example, time group 1 with the time zone defined from 08:00 and 16:59 and time group 2
with the time zone between 17:00 to 23:59, the group match combining both group 1 and
group 2 will extend the effective time zone for the device from 08:00 to 23:59.
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—Time combo
|Select |Hame Groupl Group? Groupd |Grnup4 Grouph
1
z
3
4
5
i B
T
g
9
10
Hote: The name can be modified. Edit

3.3. Attendance Setting

3.3.1. Attendance Shift

This module is concerned with the data entry for attendance shift. Each attendance shift
is identified with the shift code and the shift name. Therefore, as soon as a shift is
created by “Add” function, a dedicated shift code and shift name must be inputted.

Afterwards, users have to define more details for each shift in the area of shift time zone.
The following figure shows an example of an attendance shift.

& shift ol 51
; e -
Shift code |1 Shift name [1 Fiadd  (EjEaic FiDalete

Shift code Shift name ‘W’urk time section Hork times Days
M 1 09:00-12:00 13:30-15:00 751

09:00-12:00 | 13:30-18:00 | Time zone 3| Time zone 4| Tine zone 5| Time zone 6 |
fork Time Attributes Calcalstion Farameters
Start tine [todey =] w00 0EE tine [12:00 F
F 5 %] Minute(s) consider late ] 10 3] Minntes is not included
Durati o .00 Counted hours [3 Day [0.5
uratien cunted hours ¥ m 50 2] Minate(s) comsider absence
¥ Start [05:30 End [10:30 r
o 5 2] Minute(s) consider early leave [ 10 3] Minntes is mot included
Start |10:31 End [12:30
Il art | na | = 50 & Minote(s) consider absence
Mtndince Trps [Formd sim =] I = 70 %] Minute(s) consider overtine [ 50 2] Minutes is not included

However, the following procedure is to create an attendance shift:
1. Select “Attendance Shift” from pull-down menu “Attendance”.
2. An entry form for attendance shift emerges as shown in the above example, click “Add”

--  Page2l --
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button to initialize the data form
3. Click “Save” button after the shift code and the shift name are entered in order to
create the shift record.

Please note that the default work time attributes are adjustable on shift basis and can be
changed by user.

4. Click “OK” button to confirm the attributes for the new shift

5. However, the shift record is not yet completed and is needed to define its principle at
the lower right corner. User can check the boxes and set the relevant principle for the
new shift.

6. Once the principles are done, click “Save” button in the upper right corner.  After that,
the data input for a shift record is completed.

Please note that any shift records can be edited and deleted when necessary.

How to set up 3 shifts changing round clock in one day or maybe 3 shifts changing across
2 days?

Firstly, it's required to set up 3 separate shifts but not three time zones in one same shift.
It’s very important. Or else once one time zone is allocated for a person and certainly
he/she doesn’t need to work for another two time zones but since all three time zones is
within same time shift, the system will consider he/she is absent for another two time
zones.

Secondly, even for any two time zones, it's very important the sign out end time of a time
zone can’t be overlapped with sign in time of next time zone within same time shift.

Thirdly, it’s very important that a person can’t set up next day’s time in one time zone.
It’s not allowed. If this happens, the system will be more easily go to break down
especially under calculation operation.

Here below please find a correct example of round clock 3 shifts across 2 days.

Separate Shift 1
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00:00-06:58 | 07:00-15:00 | 15:01-22:58 | Time zone 4 | Time zons 5| Tina zoms 6|

Hork Time Attributes Caleulation Paransters
Start time [Tody =] [poion O£E Lime [05 59 =
~ 11 3] Minute(s) consider late | 10 3f Minutes is not included
Durat 553 Counted howrs 5 95 Day [0 5
raten pumted fewrs = | 50 3] Minute(s) consider sbsence
o Start [23:90 End [03:29 =
~ 11 3] Minute(s) consider early leave |~ 10 3] Winutes is not included
Start [03:30 End [07 29
[V art | nd | m 0 & Winute(s) consider sbsence
Attendance Type [Fomal st =] = 30 2] Minute () consider overtine [~ 30 2] Minutes is not included

Separate shift 2

00:00-08:59 O7:00-15:00 | 15:01-22.59 | Time zene 4| Tine zone 5| Tine zone 6|

Hork Time Attributes Calculation parameters
Start time [Today =] [o7:00 OfF time [15:00 =

= 1L 3] Minute(s) consider late = 10 2] Minutes is not included
~ Start [06:30 End [07:08 =

& 11 & Minute(s) consider early leave [ 10 3] Minutes is not ineluded
i Stert 1451 Bnd [15:30 r 50 2] Minute(s) consider sbsence
Attendance Type [Fornd atien 2] I r 50 4] Minute(s) consider overtime [ 30 2] Minutes is not included

Separate shift 3

00:00-06:58 | 07:00-15:00 15:01-22:58 | Tins zens 4| Tins zone 5| Tine zone 6|
feork Time Attributes Caleulation paramsters

Start Lime [Todey =] [t5:01 DEE time [22159 F
7 11 3] Minute(s) consider late | 10 3] Minutes is mot included

Duration 07 53 Counted hours [7. 97 Day [0.5 r 30 3] Minute (=)

consider absence

~ Start [14:51 End [15°31 F
~ 11 & Minutels) consider early leave | 10 % Minutes is not included
Start |22:51 End |23 20
= ert | nd | m 50 & Minute(s) consider sbsence

=l
=
]
A

Minute (s) consider overtime = 50 | Minutes iz net included

Attendance Type [Hormal stten = | [~

3.3.2. Attendance Shifts Arrangement

Making shifts arrangement is the soul of the whole Fingerprint A & T management system.
How well a shift is arranged relies on good planning technique and careful consideration.
Normally, shifts will be arranged by virtue of department or group with an example shown

below
" & Att-scheduling o

I8 Scheduling  *3Delete
Department | Guery ‘o F :I 7 m Intelligent scheduling shifts
[treme [stagr 0 5. [sehe. |« [Date [Wesk [ hifr T Code | Nane
-4 ALL () 1: 2017-10-14  Sat Work shift unarranged [ L [09:00-12:00 13:30-16:00]
5 #4 Dehdnin Departnent A001 ) 2 Z0IT-10-15  Swn  Work shift unarranged [z 3 shifts [00:00-05:53 OT:00-15:00 15, .
- & 1024 1024 j 3: 2017-10-18  Mon  Work shift unarrenzed
- & 1033 1033 J 4 2017-10-1T  Tue  Work shift unarranged
& 1041 1041 ) 5: 2017-10-13  Wed Work shift unarranged
& 104l7 todit ) 6: 2017-10-13  Thu Hork shift unarranged
- :13:2? 13:2? ) T: 2017-10-20  Fri  Work shift unarrenged
& 10439 10439
- & 1051 1051
- & 10583 10583
& 1069 1068
- & 1070 1070
- & 10750 10780
& 10781 10781
& 1080 1080
- 1367 1387
& 1486 1488
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Here below are the procedures of arranging a shift either for all staffs or for a particular

staff in a department.

1 Select “Attendance Shifts Arrangement” from pull-down menu “Attendance”.

2 An entry form for shift arrangement emerges as shown in the above example.

3 When the box for department is not checked, it implies all staffs by default. Click
“Scheduling” button in the upper right corner will initialize a shift for all staffs and
confirmed by clicking the “Save” button.

4 However, if the box for department is checked, the staffs of the selected department
will be listed. Click “Scheduling” button to initialize a shift and check the radio button
of personal schedule.

5 Select the staff from the list and check the box.

6 The shift schedule is on weekly basis by default. However, it can be altered at user’s
discretion by simply checking the radio button by date or by month. Besides, each
weekday including Saturday and Sunday is flexible to assign if it is a workday or not
and with the defined shift by right-click the mouse on a particular weekday.

7 When the “Save” button is pressed, a shift schedule for the particular staff of the
selected department will be made and shown in the left-most column of the entry form.
(See the example below)

Arranging shift schedule is a recursive process through which user can continue to
schedule work shifts for a number of staffs for different departments.

Below figure illustrates an example of arranging shift schedules in which weekly shift
schedules are arranged.

1] |-
Save m Cancel 1_: Delete

(¢ By Cycle schedule Days [T il (" By month schedule |2017-11 Tafcllligant sdhodiling dilfs

Date [ Week [ Shift [ Att-type Code | Hane |

S L. 20171014 Sat [ferk shift s enged = o1 - [09:00-12:00 13:30-15:00]
O BB " S Work sBLEE wmarranged = Oz 3 shifts [00:00-05:59 07:00-15:00 15. .
) 3 201T-10-16  Mon 1 _7|[Hormal atte~w

) 4; 201T-10-1T  Tue |1 | [Hormal atte~

) 50 o2017-10-18  Wed |1 | [Hormal attew

) B 201T-10-13  Thu |1 | [Hormal atte~w

) T:eniT-10-20  Fri |1 | Hormal atte x|

Intelligent Scheduling (Flexible work shift) is one of unique functions of ZT889 Time
and Attendance system. Once Flexible Work Shift is selected when arranging shifts, the
system will automatically analyze all the possible shifts and judge which shift a clock-in to
fall in. Generally, Flexible Work Shift can be recommended to use when changing shifts
round the clock is required. But in order to ensure the system correctly perform this
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function, it is strictly required that all the shifts have no time schedule overlapped.

For an example, employee Louis needs to take three shifts, Morning Shift (01), Middle
Shift (02) and Night Shift (03).He will change shift once every 6 days. Here, Flexible Work
Shift can be used for arranging his shifts.

Firstly, set three shifts. Be sure that the three shifts can not have overlapped time scope.
That is, for example, the Sign-Out time of Middle Shift can not overlap with the Sign-In
time of Night Shift.

After the above settings are ensured, the next step is to arrange shifts.

Step 1: Select a certain person or group (see below example).

Step 2: Allocate shift to every working days. If it is required to change shift on Sunday,
then Flexible Work Shift can be selected.

{* By Cycle =schedule Days T il (" By month schedule 2017-11

Date | Week | Shift | Att-type

201T-10-19 Thu Work shift unarranged Hormal atte =
2017-10-20  Fri |1 Al |Hormal attew

() 1: 2017-10-14 Sat [fork shift unarranged |

() 2 2Z017-10-15 ST Inte]l]lizent scheduling I* |Hormal atte
L 3 2017-10-16 Mon  Hest Hormal atte
() 4 2017-10-1T  Tue ; Chifts Hormal atte ¥
L5 2MT-10-18 LCCIN T ¢ c11i ent scheduline Formal atte
i) B:

v T:

Step 3: After select the Flexible Work Shift, tick the possible shifts for the Flexible Work
Shift.
Step 4: Finally click “Save” to save the arranged shifts.
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Save

{* Ew Cycle schedule Days T il ™ By month schedule F01T-11 Intelligent scheduling shi
[ Date | Week | Shift | Att-type [Code \Nane |

©E01T-10-14 Sat |York shift unarranged
2017-10-15 Sur, [fork shift unarranged
2017-10-16 Mor. [Morning
2017-10-17 Tue [Morning
2017-10-18 ¥ed [Morning
2017-10-19 Thu [Merning
2017-10-20 Fri |Morning

Hormal atte *
Hormal atte *
Hormal atte *
Hormal atte *
Hormal atte = |

=1 M N 4= L) [

Ledle L L fLeflefle

Then the system will automatically analyze and judge which shift Louis should take on
Sunday according to his firstly clock-in record.

3.3.3. Vacation Setting

This module is to set the holiday information for any employee. Its operation is similar to

that of other modules as follows:

1. Select “Vacation setting” from pull-down menu “Attendance”.

2. An entry form for holiday information as depicted in the figure below is evoked, click
“Query” button to initialize the form

o Vacation setting I. [l -EhJ
Sawe @ Cancel

query criteria

Anrmal wacation (2017 |7 Department |Admin Department J I Staff Ho/Fame

1 | The number of days off

Staff ID Name |Depa:ctment |_]'Dined Date |J'm.nual Leave (Day) |Sick Leave (Day) | -
Benjamin Businesz Depar 2017-10-13 0

0
1024 1024 Admin Departme 2017-10-13 0 0
1033 1033 Admin Departme 2017-10-13 0 0
1041 1041 Admin Departme 2017-10-13 0 0
10417 10417 Admin Departme 2017-10-13 0 0
10420 10420 Admin Departme 2017-10-13 0 0
10421 10421 Admin Departme 2017-10-13 0 0
10438 10439 Admin Departme 2017-10-13 0 0
1051 10581 Admin Departme 2017-10-13 0 0
10583 10583 Admin Departme 2017-10-13 0 0
1062 1069 Admin Departme 2017-10-13 0 0
1070 1070 Admin Departme 2017-10-13 0 0
10750 10750 Admin Departme 2017-10-13 0 0
10781 10781 Admin Departme 2017-10-13 0 0
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3. If the box for Department is not checked, it implies that the holiday applies to all staffs.
If checked, user has to decide the department and the staff who will be eligible for the
holiday.

4. Click “Edit” is to define the fields

5. Then click “Save” to complete the entry for the record.

3.3.4. Overtime Count Rule
This module is to set the rules for overtime. When called, the following form will evoke that
user is thus able to set the rules on his/her own discreet by “Save” operations.

oh Overtime rules l E] |
Edit
Overtime hours unit |30 Mirmtes (the inzufficient part press table calculation)

Calculation rules

more than{minutes) no more than(minutes) |time counted (minutes) |

Similarly, the overtime rules can be edited when necessary.

3.4. (Time & Attendance) Management

3.4.1. Sign Management

Whenever an employee forgets to sign in or being late to sign in or being early to sign out
due to business reason, it is necessary to adjust the attendance status by adding either
the “Sign in” or “Sign out” records with the approval from relevant supervisor.

1. Select “Sign Management” from pull-down menu “Management”.

2. An entry form for “Sign Card” is evoked as depicted in the figure below,
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oL Sign Management l e

|2017-10-13 = | To |2017-10-13 | ituery AL
- hdd att-leg infe Approved 1info
[~ Department ’W Staff ID Hame
state date | weelk | time reason | hpprover By
r D
Staff Wo/Hame hd
| statf 1D | Hame [ .
1 Benjamin
1024 1024
1033 1033
1041 1041
10417 10417
10420 10420

3. click “Add” button to initialize the “Sign Card” form for new record
oL Sign Management S S|

|2017-10-13 x| To |2017-10-13 | B save (B Cancel
[~ Department hdmin Department
B
Staff Ho/Hans :lv Reason d Approwal l—Ll
I Select a11 [ Caneel [ .
1 Berjamin Add att-log time
[ 1024 10z4 Date [2017-10-13 e [ =]
1033 1033
1041 1041 Mode {” Sign in ( Sign out Shift -
110417 10417
[]104z0 10420
[ to4z1 10421
[ 10439 10433
[J1os1 1051
[110s83 10583
1088 1069
[ 1omo 1070 Remendy <]
[ 10750 10750
[ 1o7a1 10751
[1os0 1080
1387 1367

4. Input all the necessary information for a card record

5. Afterwards, click “Save” to complete the record

3.4.2. Leave Management

Note: Please first define leave type and then this module can be evoked.
This module is to record any types of leave taken by employees.

1. Select “Leave Management” from pull-down menu “Management”

2. An entry form for “Leave” is evoked as the figure below
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oy Leave management

DX

Query eriteria

Higuery  Fiaad

Category 411 v| W Dats from  [2017-10-13 7| To |200T-10-13 |
[Admin Department Staff ID ‘ Fame ‘ Category Start Date End Date Hours Ei:;jliiﬂii Approver By
r Ld
Staff Ho/Hame -
Staff ID | Hame [ -
1 Benjanin
1024 1024
1033 1033
1041 1041
10417 10417
10420 10420
10421 10421
10439 10439
1051 1051
10583 10583
10889 1089
1070 1070

3. Click “Add” button to initialize the “Leave” form for new record

4. Fill in the necessary fields such as “Category

‘Remark” and other parameters

o Leave management

Section time”, “Approval’, “Destination’

C=100

Query criteria

Category |All v | ¥ Date from

-

Staff Ho/Hame

|Admin Department

=1

I

-

Select all | Camecel
[} Eenjamin
1024 1024
11033 1033
11041 1041
[J1o417 10417
[J1o420 10420
10421 10421
[J10439 10439
1051 1051
10583 10553
110588 1069
[J1o70 1070
[]107s0 10750
110781 10781
1080 1080

Save @ Cancel

2017-10-13 x| Te [2017-10-13 |

Category |Leave B3| Approval | =
Destination | | Leave Type | -
[ Section |2017-10-14 <] | 1o | Hours

[~ Section |2017-10-14  ~|| ] 1o | Howrs

¥ A1l day  [2017-10-14

x| To[2017-10-14

ﬂ Hours of day |8 v | Hours |8

Remark ‘

5. Then click “Save” to complete the record

3.4.3. Vacation Management
This module is to record any types of vacation taken by employees.

Select “Vacation Management” from pull-down menu “Management”

1. An entry form for “Vacation Management” is evoked as below figure
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. Vacation management [ E
Witnery  Fiadd (5
Query eriteria
Category [Al1 | ¥ Date fron  [2017-10-13 7| 1o [z017-10-13 |
M ey Mot Doyt = Staff ID ‘ Fane | Category| Start Date End Tate g | e — ‘ [ |
-
Staff No/Fame ~| iguery
Staff I0 | Hame | Anma .. [ Trave .. |

2. Click “Add” button to initialize the “Vacation Mgt” form for new record
3. Select the necessary fields to fill out
4. Click “Save” to complete the record

3.4.4. Overtime Application

This module allows users to apply for overtime

5. Select “Overtime Application” from pull-down menu “Management”
6. An entry form for “Overtime Requisition” is evoked as below figure

o Overtime =

¥ Bals fron  [eo17-10-12 =] 10 [2007-10-13 =1 Wity  Fiand

50 PRSP p—r— ‘ Overtime info | C

epartment 1n Departmend Staff IT Hame
[ pate [eer| woae | wina Tine | Houws [ dpprover |  Must overtine | Cale late
r b

Staff Ho/Wame -~

Staff 1D [ rame [ -

1 Benjanin -

1024 1024 3

1033 1033

1081 1041

10417 10417

10420 10420

10421 10421

10439 10439

1051 1051

7. Click “Add” button to initialize the application form for new record
8. Select the necessary fields such as “Start Date”, “End Date”, “OT Type” etc
9. Click “Save” to complete the record

3.4.5. Overtime Management

This module allows users to query, add, edit or delete overtime work records sorted by
means of overtime type, department, or staff name.

1. Select “Overtime Management” from pull-down menu “Management”

2. An entry form for “Overtime Management” is evoked as below figure
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.. Overtime management L@J_hj
|z017-10-12 x| To [z017-10-13 | iguery  Fiadd
- Overtime info Recording information
[ Department Admin Department Staff ID Hame
Date ek Kind e | Hours | Mode Tpratiar | Tma
r b

Staff No/Name -

Staff ID | Hame [ .
1 Benjamin

1024 1024

1033 1033

1041 1041

10417 10417

10420 10420

10421 10421

1naza Tnazo

3. Click “Add” button to initialize the “Overtime” form for new record
4. Click “Save” to complete the record

3.4.6. Data Combination

This module allows users to combine attendance data from other demote divisions or
generate a local attendance data file for output.

1. Select “Data Combination” from pull-down menu “Management”

2. A window for “Data Combination” is evoked as below figure

o Data Combination I,&J

.f Flease select the type of operation.

(" Combine data file

(¥ Generate new data file

Click “next” to continme.

Cancel |

3. Select “Combine data file” and click next. Choose the correct path for the data file
which need to be combined
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ok Data Combination [&

Fleasze zelect data file.

| PVt tings  hdmind stratoriMy Document :jid

Click "next” to contimme.

£ Prev Step Hext | Cancel ‘

4. Select the data file for combination and click “Next” until all is done.

3.4.7. Daily Report

This module allows users to query employee’s daily attendance status by means of date,
department, staff name or other conditions. An example of attendance daily report is
shown below.

Guery criteria

2017-10-01 = End Date [2017-10-31 ~  Department ~ | Staff ID/Hame - Overtime Unit Time h
¥ Normal attendance W Shift 0T [ Rest [ Overtime ¥ Wormal [V Absence [ Late W Early lesve ¥ Leave |V Vacation W Business trip |V Overtime
Attendance Shift [ Duty | Lateness/Bwly Leave |  Overtine |  Offwork | Othar |
Staff ID Fame Department Date Heek
‘S}nﬂ Hane |0n D\n.yl 0£f Duty |Day(s) ‘Tlme | Oa ‘ 0Ef ‘Time ‘Lateneslearly Leave ‘Tutall Type ‘ Tine | Type ‘ Tine ‘ Vacation | On Trip ‘

Sure Joy Technology
2016-01-27 Att Daily

o . Attendance Shift Duty nLE:aS_‘_eE
Staff No. Name Depart Date Week

Shift Name (On Duty| Off Duty |Dayis) | Time On Off Time [Total
1 Michelee Admin Department 2016-01-27 Wed |1 0g:00 12:00 0.5 3|09:00 12:00 3
1 Michelee Admin Department 2016-01-27 Wed |1 13:30 18:00 0.5 4.5(13:30 18:00 4.5

Remember first click Record Management to read all un-read records from terminal to the
management software. After that, click Attendance Report Daily to choose time period to
query, and then make calculation, query and click Report to generate daily report.

3.4.8. Monthly Report

Instead of daily report, this module is to query employee’s monthly attendance by means
of date, department, staff name or other conditions. The following figure illustrates an
example of the attendance monthly report.

--  Page32 --



gLl Sl X102 Face Terminal Software Manual

query eriteria

2017-10-01 « | End Date 2017-10-31 ¥ | Depariment v | Staff ID/Name A Overtime Unit Howr v
[ Hornsl [ Absance [ Late [ Ealy leaws [ Leave [ Vacation [ Business trip |V Overtime [~ Show D data
Latensss/Barly Leave
Hormal kit | Teal Att Mbsence Dvertine Other
StafE ID|  Hame T ‘ Bl e ‘ Total Mt
Days [ Tine | Days [ Tine | days [ Tine |Tine | bimate |Tine [ Hizute |Tine[ Minute | Hormal [ Rest Woliday | Total |Leave|Vacation| On Trip [Total

Sure Joy Technology
Attendance Monthly Report

Should t feal ate Absence Overt ime Other

Sl Yaze = s lateness | E e o dmart
Davs| Time |Ders| Time |Davs| Time |Tize |Mimse [T

1 ichel i TE AEE |

olidsy | Total |Lesve[Vecesion| On Trip |Tozal

| | | | [hdnin Department

3.4.9. The first and latest daily

This module allows users to query the employee’s first and latest daily log record sorted
by date, department, staff name or other conditions. The query result will be displayed
according to the defined setting.

o The first and latest daily

The first and latest daily i Auery Blset
Query criteria
Date from |ZHH-10-13 > 1o [2m17-10-13 =] I Department [Adnin Departnent r Staff ID/Hame -
StaffTD | Hame | et | Date [ ek [ The first tine [ The latest tine

3.4.10. Attendance Log Report

This module allows users to query the employee’s log record sorted by date, department,
staff name or other conditions. The query result will be displayed according to the defined
setting. Query report can be generated, which is exportable to Excel file.

Log report can be done by the following steps:

1. Select “Attendance Log Report” from pull-down menu “Management”

2. Select the “Query” conditions by means of Department, Staff Number/Staff Name
3. Click “Query” button to trigger the enquiry
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M Att Record [ B i:h]

Att Record W fime from  [2017-10-13 | 1o [2017-10-13 = Hide Condit! ?{iQuery I Set ] Exit
Huery criteria

[” Department  [Adnin Department r Staff Wo/Hame * | [T Method Antomatic r

Staff ID | Fame | T — | Téima | Style | TeAf i Brllcin ‘ o |)\pprover By | ——— | Tperekion oe

4. The module allows user to generate the report of query, export the result to an excel
file or upload the result to the web server by clicking the appropriate button
An example of “Query” result is illustrated as below.

Sure Joy Technology
Attendance Record Report

Zerla Verif ion Explain Feacon  |Approver By

Razaric

3.4.11.Attendance Log Daily

This module allows users to query employee’s daily attendance status sorted by date,
department or staff name. The query result will only display general information about the
attendance, Query report can be generated, which is exportable to Excel file.

M Att Log Daily o]
Att Log Daily HWituery  JfSet F] Exit
Query criteria

Date from |T0EF10-13 7| Te [2017-10-13 | Department  [Adnin Department r S4aff HofName -
Worning ET— Fight
Staff ID Fane Date Reek Shift  [tendan| Overtine
On Duty | Off Duty [Hows | On Duty | 0fF Duty [ Hows | On Duty [ 0%f Duty |Howrs

An example of “Query” result is illustrated as below.

Sure Joy Technology
Attendance Daily Report

Morning Afterncon Night
Staff No. Name Date Week Shift tendand Work overtime
on Duty | Off Dutr [Hours| tn Duty [0ff Duty |Fours | on Duty [ Off Dutr [Hours
MEcheles 2016-01-27 Wed |1 7.5 03:00 [12:00 [ 3[13:30 [:8:00 [ [ [
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3.5. Report (Query)

3.5.1. Login Log

This module is to query the login records of the system. The query will generate a report,
which can be exported into an EXCEL file.

1. Select “Login Log” from pull-down menu “Query”

=R X
¢ JeoiT-10-13 > | To [z017-10-13 -] Witnery ] 5et F] Exit
5/H | User name | FullHame ‘ Operating system user Workstation | Login time | Exit time

2. Set the date and press “Query” button to trigger the enquiry
3. This module allows generate the report of enquiry, export the result to an excel file or
upload the result to the web server by pressing the appropriate button

3.5.2. General Log (G-Log)
This module is to query the general log records on devices. The query can generate a
report, which can be exported into an EXCEL file.

query criteria
Begin Date ¥ | End Date w | Deviee W11 ¥ | Department w | Staff ID/Wame hd

Time Device name Erroll Id Card Ho Staff Td Staff name Department Explain Infout mode

3.5.3. Monitor Data View

This module is to query the real-time monitored login log on devices. The query can
generate a report, which can be exported into an EXCEL file.

The steps of getting monitor data view are similar to section 3.6.1

--  Page35 --
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% Monitoring Data l B &J

query eriteria

Begin Date ~ | End Date v | Device v | Department ~ | Staff ID/Hame - i Guery

Device name Moni tor result Monitor tine  |Card No [staff I Staff Name  |Department

Staff Fhoto

3.5.4. Alarm record

This module allows users to query alarm record sorted by date, device or other
conditions.

ok Alarm record l_lﬂld_hj

Query criteria

Eegin Date * | End Date v | Dewice |HNEE

241 Query

[Wo,  [Device mame Mlarm type  [Alarm level Alarm reazon Wlarm time Handle 1

Device name

Alarm reason

Area name

Alarm level

Handle user

Alarm time

Finish time

Handle result

3.5.5. Attendance Statistic Report

This module allows user to generate different attendance statistic reports according to the
defined conditions..

b Att-statistics [ CIf X |

Att-statistics Sl Repert  [ElExcel ] Exit
Statistical parameters Toomgs et ]Charl analysisl
Time

(" The annual query * Monthly inquiries |G1’oup Na. |G:roup rame Should present |Should present |Att—rate (%)

From |2017T i i
To |2017 hd i

Compari son

(% Dept of the sams periad  Historical comparison
" Perzonal summary

Chart
(% The column chart (" The pie chart

" The line chart [~ 3 dimensional graphics

hdnin Department

I

[staff 10 [ Hame [ A
1 Benjamin

The following steps should be followed for attendance statistic report:
1. Select “Attendance Statistic Report” from pull-down menu “Query”

--  Page36 --
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2. Define the Statistic Parameter by year and by month on the left column of the above
figure

3. Choose the other parameters for comparison, for the Graphic type of the report

4. Once relevant parameters are chosen, the attendance statistics and the defined
graphs will be generated in the main body of the window as shown in the above figure

5. If user wants the statistics and the graphs to be printed in report form, click “Report”
button on the upper right corner.

Here below is an example of statistical report generated for illustration.

Sure Joy Technology

Attendance statistics analysis report
Author : Administrator Printed date: 2016-01-28

Group cede Group name Should preszent Actual attendance Attendance rate

2016 2016 1 o 0

Chart for the Days of Attendance

B20160

3.5.6. Leave Record Report

This module allows users to query employee’s leave record sorted by date, department,

staff name or other conditions.

Leave record report can be done by the following steps:

1. Select “Leave Record Report” from pull-down menu “Management”

2. Select the “Query” conditions by means of Department, Staff Number/Staff Name,
Type of Leave etc
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oL Leave query [ = i:-i-]
Leave the query | fine &om [o017-10-13 x| 1o fz01m-10-13 =1 ey Fsee 5 Bl Bxit
Query eriteria

[ Department [Rdmin Department = Staff No/Name +| [~ Category [Leave | [~ Leave Type [Compassionate leav
Staff T0|  Hane | Depertment | Category | Start Date | End Date | Hows |spprover By | Leave Type | Deduction ratio | Remarks

3. Click “Query” button to trigger the enquiry
An example of Leave Record Report is depicted in following figure.

Sure Joy Technology
Leave Report

S{.:ff Name Dept Category Start Date End Date Hours [Approver Br | Leave Type Deduction ratic Femark

Michelee [Admin DepartfAsk for leave(2016-01-22 2015-01-22 a Sick leave |0

4. This module allows user to generate the report of enquiry, export the result to an excel
file by clicking the appropriate button

3.5.7. Vacation Query
This module allows users to query employee’s vacation sorted by date, department, staff
name or other conditions.

oL Vacation query l E | e

Vacation query|™ fine fronl [2007-10-13 =] rafe0i7-10-13 =] Higuery §yset & B] Beit
Huery criteria

[ Department  |Admin Department r Staff Ho/Name v | [ Category |fromal leave

Staff ID | Hame | e amEs ‘ Category | Start Date | End Date | Funber of days | frres By | Remarks |

3.5.8. Vacation Statistics

This module allows user to generate different vacation statistic reports according to the
defined conditions..
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o Vacation statistics l & ﬁ]
Vacation statistics Wiguery  § Set B] it
Query criteria

Annual vacation [2017 ~| I Bepartment! [adnin Department r Staff Ho/Name | -]

Annual leave travel on home Leave
Staff ID Hame Tepar tment
should take | has been take surplus should take | has been take | surplus

3.6. System Maintenance

3.6.1. System Parameter

This module provides the interface for user to define and access the system information.
1) Routine parameter

The system parameters

Routine ]Safet}'] Checl work attenda.nce] Commlmication]

Company Hame |Sure Jox Tech. Industrial Co Ltd

Rest E Color Check in | Color
Leave 1] Color Late C Color

Absence from duty |H Color Vacation |§ Color

Business trip 1o} Color Owertime |B Color

Decimal digit |l -

v e
Function module switch

canteen
management management
conference contract
attendance reminder

The above dialog box shows the general parameters of system. In the box of “Company
name”, input the name of company or unit, then it will be displayed on the top of
department structure.

If user needs to use access control function, it needs to check “Access Control”, so that
on the system top menu, Access Control module will be activated.

For other parameters, user can check all other boxes if needed.

2) Safety Parameter
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The system parameters E

Boutine Safety |Check work attenda.nce] C-:-mmu.nicatiu:-n]

[ Hecount password minimum lenzth |2 ¥| Character

| Happen 2 | Times of Inwalid login account will be locked
[# Login logs keeping 0 %] Days will be deleted
[ Attendance record keeping ] w1l Days will be deleted
[ Mgt logs sawed ] w| Dayz will be deleted

[ Out/In logs Lkeeping ] »| Days will be deleted

d o ol el

[ Consumption records keeping 130 #| Days will be deleted

[ Wage data preserwvation 180 #| Days will be deleted

The above dialog box shows the security parameters of system.

If user’s company or unit has so many employees that its daily log record is large enough
to affect the system’s running speed, it becomes necessary to shorten the period of time
for saving the daily logs or records. However before doing so, please ensure that data
backup is made. Then system will timely delete outdated logs or records according to
the preset time period, so as to improve system’s performance.

3)Attendance Parameter
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The system parameters

Routine ] Safety Check work attendance lCl:-mmu.niu:atil:-n

The effective number of owertime m "’l

[ Vacation az attendance time

[ Travel as attendance time

W Late or early buclde attendsance hours

[v Rest and holiday owertime must apply for

v Work overtime at ordinary times must apply for

[ Monthly permits 3 | Times |3 Minutes |Late

[ Owertime offzet late and Early time in same day

[ Enable sudit (leawe, owertime, leaws)

The above dialog box shows the attendance parameters of system. User can set different
attendance condition
4) Communication Parameter

The system parameters

Routine ] Safety] Check work attendance Communication

The communications manager IF ||

Communication serwice port |1|:":":|1 ﬂ

Feal time monitoring port |T|:":|5 ﬂ

W Besal time monitoring records for ordinary record

#fnto update URL
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The above dialog box shows the communication parameters of system. User can set
communication status. Once (remote) real-time monitor function is required, it's
necessary to set the Proxy Sever IP address (it should be a static IP address) in the
software, and change Real-time Monitor value from defaulted one to “7005” and click to
choose above square box, detail please see above interface.

For (remote) real-time monitor function, it's also required to go to the terminal, follow
Menu--- Set Comm. --- Ethernet --- S. Server IP, and set “IP Address” under “Server IP”
same as the above proxy sever IP address.

Then (remote) real-time monitoring function can be used. (It is required additional
charge. )

3.6.2. Card Sender Setting
This module provides the interface for user to card sender

Card sender settings Lﬁ,l
Serial nuamber |5 5 Band rate (9800 -
Wiegand format |+ WG2E Wiz34

WG2EH WiEI4H
W26 HOT W34 HOT

The password setting must place the software management car

Sawve | | Cancel | |'|'|'iega.nd data

3.6.3. Window Setting
This module provides setting for window interface outlook.
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Window setting

=

Main window

—Freview

—Nindow select

Device

Monitor

HVE dewice
Monitor data wiew
Alarm record
Guest management

Shortent windowl: Dewice hd
Shorteut window?: |[Fersonal -
Dewice Shorteut windowd: |Download hd
Shortent windowd: Upload hd
Shortent windowS: General Log hd
Shorteout windowb: |Daliy report hd
Shortent windowT: Month report hd
Shortent windowS: Monitor hd
Perrsamail Shorteut windowd: Mobile data -
Personal Download] Upload] General Log‘ Da 4 | bl Empty
Side windaow

Defined function item Location| (4 Left =ide Right =ide

Fersonal management -~

User Download - Dlevice

User Upload

Scheduling management Pers-:-na:!.

User Scheduling Scheduling

¥iew GLog Log

Daily report

Monthly report Beport

Start monitor Customize

Custom function item

Mobile data

) The first and latest daily

Map L <
Bankroll summary
Consume Flow <X
Bankroll management
Change card details |E|
| 0K | [ Cancel ] [ Freview

3.6.4. Data Management

This module allows user to delete data in certain period of time so as to get rid of those

outdated data and make the data management more effectively. Here below is the

window for data operation.

o Data Management

E) S

Data Management
Delete data

Date from |2017-08-14

[ Admin log

[~ &ttt Log

[~ Attt Daily

x| To|2017-08-

14 |

[ Log log

F] Exit
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3.6.5. Database Management

In Database Management module, user can select function button “Add”, “Edit’,
“Maintain”, “Delete” or “Exit” to work. This module allows user to be easier and more
secure to manage multiple database.

When Database Management module is called, the following window is evoked and user
can go different database actions by pressing the buttons on the upper right corner at
his/her own discretion.

oy Database I. (=] i:?-]

Add Edit Maintain  Delete Setting Baclup Restore
Column Walue |
i Databaze Name AccCt1DE. mdb
hceC1DE. mdb Explain g
Dizabled JU[a]
Fead only Mo
Size 15, 76Nl
Pozition

When “Add” button is clicked, there will be a database wizard prompting out to guide the
actions either creating a new database or appending the existing database.

oL Database wizad et

Fleasze select the type of operation.

(* The new database

(" Add existing database

Click “next” to continme.

Haxt Cancel

For other actions such “Edit”, “Maintain” and “Delete”, appropriate windows are evoked
with self-explanatory to guide the actions.

3.6.6. Device Operate Record
This module allows users to query device’s operation record sorted by date, device or
other conditions.

-- Pagedd4 --
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o Device operate record

SR

Begin Date + | End Date + | Dewice 1>

v | [ Bmery

BC Dperate action Device nane  |Door 1|Uperator Operate time

[Description

3.6.7. Role Management

Role management is a module that helps define the user’s access right to the system.

There are 4 kinds of roles allowed - administrator, standard user, restricted user and other.

Different role will be authorized with different rights by checking the items listed below.

an Role Management

S=x

v Staff Management

v Department

v Device

v Moni tor

v Uzer Download

v Uzer Upload

v httendance Shift

v httendance Shifts Arrangement
v| Vacation Setting

v Holiday

W Owertime Count Bule
v S1gzn management

V| Leave management

v Vacation Management
W[ Overtime Application
W Owertime management
W Data Combination

W Daily report
v|Monthly report

v httendance Log Report
v| Attendance Loz Daily
v Login Log

v Uzser Loz

v httendance Statistic Report
v Leave Record

v Vacation Query

W Vacation Statisties

V| Zystem parameters
v Data Management

v| Database Management
v Role Management

v| User Management

v hutomatic Execution

Confirm

Cancel

3.6.8. User Management
The module allows system administrator to

add new users to the system. The following

figure shows the dialog box of adding new user or editing user information which are

guided with the system wizard step by step.
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User Management X
5 5 ArE
User name Full name Eole iy
gaa aa Limited user %
gadmin fdministrator fdministrator
user standard users
Add Telete Property Exit
Fazzword of aa
To change the Password of aa, click "Set Fassword .

3.6.9. Automatic Execution

Automatic execution is one of our software’s unique features. Through this function, user
can set the system to update itself to the latest version by online upgrade, to
communicate with devices, to save backup data and conduct calculation automatically.

The following figures show the sample functions of the automatic execution. User has to
choose the appropriate parameters in each function at his/her own.
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ah Automatic Execution

L= | B [

ElBackup] Caleculation

TEMEZ20. .. ZT&39
[ Enable task

Code | lewice name Taslkl lTaskE ] Taszk3 ] Tazlkd ] Tazks ‘l 'l

=
r

Operation the dewice list 36

|After readin. .

-
5 Dewice code
o
<
L4

—_ Execution fr|Progzram 1z being stsﬂ

Execution time

Time

Add

Delete

Confirm Cancel

The above figure shows all the parameters about how to set system automatically to

communicate with devices. With setting these parameters, all log-in/out data on the

device can be automatically read.

If “Timer Setting” is selected and Execute Time is set, then the time of device(s) will

keep same as the computer’s when device(s) automatically communicate with the

computer at the preset Execute Time. So in those regions or countries where DST is

carries out, user can use this function to settle the problem of changing device clock time

in DST days.
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=RRCIl X |

oL Automatic Execution

Communication B& Calculation

[~ Auto Baclup

Execution frequency |Prog:ram is being startuJ

Execution time |20:00:00 ==

Fath |

The above figure shows all the parameters about how to set system to automatically

backup data to a file.
b Automatic Execution SRR X |

Communication I Backup

[ Auto Calenlation

Caleulation |1 Daws Attendance Data

Execution fregquency |Prngram iz being starth

Execution time |20:00:00 =

The above figure shows all the parameters about how to set system to automatically
conduct calculating attendance data. If this function is set, the system will automatically
calculate attendance data soon after starting up the system every time.

3.6.10.Change Password
The module allows the system administrator or users to change the password.
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b Change password &
- TTHERH]

T LIRT . A
i

—

=

Fame |admin

01d password ||

Hew pazzword |

Confirm new password|

Confirm | Cancel ‘

3.6.11.Logout Admin
This module is to delete administrator’s registration from the system.

Message I

| Are you sure to close the user admin?

3.7. Help

3.7.1. Help

Help is not yet developed in the system. However, in case user finds problems in
managing the system, please forward the questions to your distributor for a prompt
feedback.

3.7.2. Open Directory
This is for shortcut path to find out the directory under which the software is installed.

3.7.3. Software Register

For some special modules of Professional A & T system, the software is charged one, like
dormitory management, channel management, salary management, patrol management,
vehicle management, contract reminder and conference attendance management. For
details, please contact your local distributor.
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UnRegisted

| 1FBE-8C1 C-FEAS-78DF-9825-A675

Serial number

Registration module |DOI‘I]‘1i‘t-OI‘}’ ma:j

Register code | | | | |

x Cancel ‘

3.7.4. About
The current version of Fingerprint T & A system is V11.6. The version will be changed

over time as subject to the system upgrade.
Professional A&T System Iﬁ

7T

ess Control System
& Time Attendance System

Professional A&T System
Version V1.0, 28, 222[0fficial wersion]
Frofessional A&T System

Databasze Type: MSAccezz Verszion: 2.6.5




