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1 Necessary to Know

Don’t install the device under direct strong sunlight. Strong sunlight
affects collecting of fingerprint and it may cause failure on the
fingerprint authentication.

During summer it’s highly recommended not to use outdoor. The
device working temperature scope is 0-40°C. Long time using outdoor
plus the heat of device itself may lead to slow reaction of device and less
pass rate. Once it’s necessary to use outdoor, a sunshade and a set of
cooler radiation are recommended.

76 Fingerprint T&A system can be divided as two parts: One is front
platform Time & Attendance; the other is back platform management. Front
platform refers to Z6 offline fingerprint identification terminal, whereas
back platform refers to fingerprint time attendance management software.

76 offline fingerprint identification terminal is mainly in charge of
fingerprint registration of employees and daily time & attendance. For
management software mainly reads T&A record of front platform and
calculates, makes statistics based on the rule set by the user and finally
creates all kind of summary report.

For current version offline fingerprint Time & Attendance device,
it’s required to do activation on management software when it’s used
first time, until then it’s possible to download, making statistics and
summary on data. When running the management software, the
operation hint will be shown as below:

1.1 Installation & Copy of Software

" T readme. txt h

| st RES TN :
,/I S = 1w sy
&Q‘l Import sample. XLS =~ Z6 Fast Setting pdf
Microsoft Excel ... fdobe Acrobat Do. ..

L | 22 KB & pant) 2 179 KB

1 Select setup.exe (standard version) from disk and double click to fulfill software
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installation;

2 File green is standard international green version software, copy the said
file to any subarea of PC (Not recommend C:) then run kqgl.exe;

3 First login user name: admin, password: 123

4 Folder“Video Tutorial* is dedicated for first time user, it’s highly
recommended to equip sound box and learn it with sound hint.

5 The device is currently adopting V10.1 learning arithmatics. After
fingerprint registeration, the device will gradually learn the other
fingerprint part which has not be registered by chance, the more you use,
the easier to identify.

6 For any further problem or question, please contact your local distributor
and we will try our best to send you prompt & satisfactory feedback.

1.2 Software Activation by Z.6

After software installation, click shortcut icon on desktop or
Start/program/fingerprint T&A system/fingerprint T& A management
software, and it will pop-up below interface:

¢ Tersonnel attendanc manage system — [Devicel

ﬁ Att Setting Att Managze Access Setting Huery Device

W B L4 @ o

Employee Leave  AttShifts  Man-Shift Device Lo

Device Management

! i
Device

RS232 P& siiiing M1 Clock

Activation
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First setup all parameter of the device and get device connection done,
then verify whether “Setup-Communication parameter setup — device code
and Baud rate” is exactly same as the one of “Device Management” in the
software. If yes, press right side of mouse to click the device need to be
connected, and press left side of mouse to click “Activation” to get it done.

2. Use of Time & Attendance with Access
Control Software

This is standard green version software, just copy it to the directory you
prefer then run the .exe file; Besides, it adopts “user-friendly” policy &
international advanced standard operation step to allocate all menu module
to facilitate the learning & usage of the end-users.

-~ [Deyartue: |] =18l x|

# Ait Setting Att Manage Accass Saiting Guery Dev: Systen irdews Kelp e x|
kd & @ @ =, % T I e
Cmoloyee  Leave ,\n hits m» Log  Conol Aoy  ATaly Atboth AtSa | Logout [t
M Departmenl‘ Llide dev. ‘ Fiadd (5ot (B Refresh % Cleer B Drecte ﬂg\t
CeaartmentIn FC
Devz El Mo [Nare [ simple Heme | Upload [ Dalata |
018E8p s B0 o1 0Bk aB0pY, ] =]
b Function Menu
Device Cenartment In Device
No_ | simple Name [ save [wetete |
Function

The standard interface is divided as “Function Meﬁu”, “Function” &
Device.

2.1ATTENDANCE SETTING
2.1.1 Setup of department

“Department” is the first option under “Attendance Setting”, it’s also the
first option need to be setup to fulfill the software installation. There are
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two keywords “Department Code” and “Department Name”, click “Add” of
“Function Menu” to input parameter then click: Save”. Reference
illustration showed as below:

& At Setting MLt Manage Ageess Setting Query Device Systen Hindows Help

L & = @ o gl

w

Employee Leave Aft Shifts  Man-Shift Device Log Enroll Glog AttLog  AftDaily AftMonth  Aft Stat Log out Exit
El Department Hide device== Save (B Cancel (¥ Refresh % Clear
[l DepatmentinPC—————————————
D =]
evice) .‘!E No. Name Simple Name Ui
RS-232 01 Be0p7;, BBOPY,
Senasinets ,%'E Department Code:
TCPIP 1
Department Name:
Operation Department
Name Show On The Device:
Operation|
Depariment In Device
No. Simple Name Save | Delete

After department setup, then go for relationship adjustment among all
departments by dragging the mouse. For example, “Subordination”, namely
the user drags the subordinate department to the superior department icon
then it’s done. For equality relationship, the user just drags the selected

department to the superior department icon of its equality department.

Department| Hide device=< | 3Add  (§Edit (B Refresh %Y Clear & Execute [ Ext
L1 ~Department In PC-

No. | Name | simple name Upload | Delete

TCPAP

~Department In Device

No. Simple Name | Save | De\elel

2.1.2 Base Data

“Base Data” is to setup all basic parameter of employee and Attendance
system. It’s just follow the step as” Add — input parameter — Save” to get all
done. Reference illustration as below:
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== x|
s Help =lax|

g

Lo etting Att Manage

e

tt

| & &

Device Log Enroll

‘ Glog  AftLog  AftDailly AftMonth  AttStat

Emplojee Leave  AMShifts Man-Shift Logout  Exit
! Laborage Type | Fiadd  BjEdt *iDeete [ Extt
Devics | EMPloyee { Headship |School RedCertificate |Register AdLeave Clag] Att Group Laborage Tpimission f|
Code [Laborage Type | =
& [¥[0001 Monthly Pay
[ [1001 Piece Rate
Department [F5601 Hourly Wages
Base Data
=l
urment recordiAll record: 113

Click “Add” and below picture appears:

|8 x|
= Att 1. Systen Hindows Help ERY|
= = o = P
Employee  Leave Att Shifts  Man-Shift Device Log Enroll GLog AftLog AttDaily  AftMonth  Aft Stat Log out Exit
& Laborage Type ‘ ‘ E% Save (® Cancel £ Delete  [[] Exit

Bepartment Code: Name:
&

Base Data

Insert 4 record
BIOOEM V9.0 [Current Useradmin/Administrator Login To:AccCtiDb.mdb(AccCDB.mdb) [« >+ 4 &= =

Input relevant parameter and click “Save”.

2.1.3 Human Resource (HR) Management
After add “Department” & “Base Data” then add relevant employee data.
INlustration showed as below:




Z6 Software Manual

onnel attendanc manage system — [Employee] =18 x|
At Setting ALt Manage Aecess Setting Query Device System Hindows Help —1® x|

L & 8B H| P & = E kg

Employee Leave  AftShifts Man-Shift Device Log Enroll Glog AttLog  AftDaily AftMonth  Aft Stat Log out Exit

E Employee | status XM | " Show Sub Depart No./Name ‘ omimpot Fiadd  (HEdit *ipelete ] Exit
ot @‘ ] Basicinfo | Detailed Info |
m oBON No. [21 Hame [f= sex [liale 2|
Department JoinDate [2005- 512 =] class [ | Depart [Fim =
o Headship | 2| Laborage [LoninlyPay | UserD | 21
Base Data [~ Vvalid Flag Dimission Date [2006- 5-13 =] Reason | =l
o I ATTFlag ATT Group | | | overtime| =
Employee insurance | =] caramne. | 0 Lengt [1yearts Remarks|
Employee |ww Resume | Headship Change |
[ie. [userld  [cardNo.  [Name [sex [Marriage [Department [Headship [Class Laborage |Birthday |Register Ad] Certificate|
CE 21 0%= Wale Unmarried FEE Wonthly Pay 1985-6-26 BE
| |
Current record/All record: 11
[B00ENM Va0 [Gurrent User-admin/Administrator Login To:ACCCHDD.mAb(ACCCIDB.Mdb) ||+ 4 & 5

1 Click the department from the left and click “Add” icon at upper right
corner then input relevant parameter of this employee. Pay attention that,
“Join Date” should be correct, “Valid Flag” & “ATT Flag” should be ticked
or else the attendance record of this employee can’t carry out. Besides,
“Work ID.” and “User ID” should also be correct, “User ID” is the ID no.
he/she selected when the employee registers on this T&A device. “Detail
Info.” for more concrete data of the employee.

2 After filling out, click “Save”. Once there will new employee which
lead to new HR adjustment, the user can change the department which the
employee originally belonged to by “Position Change”.

3 If the user doesn’t prefer to input one by one and has existed EXCEL
file of all HR data, it should be strictly accord with below format:
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NSHRSEGRIPEI ARA- (I -0 B -HU MBS ™ -0

i -1z - |B 7 U|E|E=EE % 0 w8 EE A-|
G13 M A §IF
& s e 5 | E | F I

| 1 [Department |Group Name Work-Id Card No. Nationality Native Place
| 2 |sell % Jack 10103 404250 the Han nationality P9)I|
| 3 |sell % Hick 11560 919294 the Han nationality #iE
| 4 [Sell % OEIF 12543 740948 the Han nationality W08
| 5 |sell 7%  #EE 13025 270261 |the Han nationality POJI|
| 6 |Sell % FhA 13161 (232843 | the Han nationality A8
| 7 [Sell B fRER 10020 734000 the Han nationality #iES
[ 8 |Sell BEREE  TTE 10445 956495  the Han nationality jBiFS
| 9 [Sell REREE Rz 10505 732119 the Han nationality ¥LF§
[ 10 [Sell il 10596 740916 the Han nationality {TFd
| 11 [Sell BEzEE BEE 11025 752338  the Han nationality #iES
| 12 |Sell BEZEE  RMEEE 11207 285959 the Han nationality jHiES
13 [se11 MWAE FEE4 10314 759472 the Han nationality fTFI |
| 14 [Sell MWASE faFH3 10426 399768 the Han nationality 1179
| 15 [Sell MWAS I 10483 582400 the Han nationality iLF§
| 16 [5ell MWASE fEE= 10704 739955 the Han nationality YLFY
| 17 |Sell MWAS [HBIZE 10895 402963 the Han nationality 1L
|18 |Sell MWASE B¥fE 11026 740593 the Han nationality {HEE

il <1 1 M AsE [FEEFEE S 11160 TATNRA  4lae Uew smmdd connlid 4o TR

Just click “Import” nearby “Add” to import all data, illustration as below:

o Import ll

Select Excel File.

File Name

Click "Next™ to continue.

Kindly designate the path of HR file and click “Next”. Illustration
showed as below:
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x|
Select Excel File.
File Name |E\S: 358 xS
Click "Mext” to continue.
Bach Mext Cancel
Select the designated .xIs file, and then click “Next”
¢ Import il

Selectimport data
@ Ma. IName i;lh Mame IDepartmenE:'

[~ Sex
[~ 1D Mo.
[T Marriage |Departmen

[~ Linker

Back Finish Cancel

It’s very possible the imported file’s corresponding name is not exactly

same as the one in the system. Therefore it’s highly required the user to

click triangle icon of left side and select those items need to be edited. If

there doesn’t exist the option in user’s EXCEL file, no need to tick.
Select what needed, and click NEXT as below:
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P

Selectimport data.
@ [ Linkman |Departmen’ [~ Tel Mo.

[~ Dep.

[~ Join Date|Cepartmen

[ Headshif|Departmen ["| Laborage| Departmen

¥ Card No. I vI ¥ UseriD I".“.-'ork—lcl vl

Default Join Date |2008- 4-28 ~| I Update Existing

Back | Mext | Qancell

Legend:

1 For fingerprint device with ID card function, card device or fingerprint
+ card all in one device, for the employee who has card and know his/her
card No, first input card item in the file which need to be imported, and
import then go to “Registration Manage” to select “Upload Registration
Data” and it will award Card No. to respective employee. And the
employee can use the Card No. to enroll time & attendance or unlock the
door. Same, for HR data, when editing employee’s data, input Card No.
then go to “Registration Manage” to select “Upload Registration Data”, it
can also make the employee has card-swiping function.

2 Registration code: It refers to the user code when the employee
registrant his/her fingerprint or card on the device.

3 Once there isn’t “Join Date” for an employee, go tick “Default Join
Date” then click NEXT to go on.

Moreover, “Length (Length of Service)” will be automatically calculated
by “Join Date” and current PC time.

1"



Z6 Software Manual

e | ‘meon 3% Add

Edit

% Dele

onthly Pay b

Sex [male
Depart |77IEIEE
User ID

Reason

Length

Ovemmel
Remarksl

[Headship [class

[Laborage

[girthday

[Register.

Monthly Pay 1985-6-26

2.1.4 Attendance Shifts

ersonnel attendanc manage system — [Att Shift] —l8] x|
At Setting Ait Manage Ageess Setting Query Deviee Systen flindows Kelp =8| x|

2

Log

<3| A ¥

Emplojee  Leave  AftShifls Man-Shit | Device Enrol Glog  Attlog ANDaly Aftbonth AfStat | Logout  Exit
M Att Shift ‘ PiAdd  SYEdit *iDelete ] Exit
Device shift Code [ 1 shiftame [
o Shift Code [shift Name |on Duty Time |work Time Gollect | Number of Days
LK ERE 09:00-17:00 08:00 05
Department
Base Data
Emplovee
|-Shift Time Zon
At Shift e [mime IED TWorrme Dars [ v Ondutyatt Startsignin | g:00:00 = oOversignin [100000 =
Curtently  09:00-17:00 At 08:00/08:00 05 ™ Countate: I et [0 ] minuets) = 10 2] minaa(e) ot coun
= Late [a E[, minute(s) count absence from duty
Add Tine Zone Tns ¥ Offdutyatt Statsignout [15:0000 = Oversignout[1800:00 =
Lstete al I~ Remit [:0 [2] minute(s) count overtime 750 2] minute(s) not count
Dalete AL CtrltDel
o I~ Countleave early [~ Ao onward |10 4] minute(s) count leave eariy
ine Property
ol O] E[, minute(s) not count
I~ Leseeary [30 [2] minute(s) count absence from duty
Current record/l record: 1/1
[BicoEmM Va0 [Current User-admin/Administrator Login To:AccCliDb.mdb(AccCHIDB.mdb)

Click “Add Shift” to add a shift code & shift name, and click “Save”.
Then click right side of the mouse to pop-up a shortcut menu and select
“Add Time Zone” and illustration as below:

12
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1ol
Time Zone F’rcperty‘ cancel |

On Duty Time | 9:00:00 = Off Duty Time Iﬂ‘,nu_nu =
On Duty Time Long IDS:DD Count Work Time IDS:EID

On Duty Timels ¢ The Forward Day " The Mext Day

i* At The Same Day

Att Style 1s: & Mormal On Duty ¢ Overtime Time Zone

Count Days: ID.E vl [T AT hOEE

Input relevant parameter:

1 Once the “Work Time Length” is more than 8 hours but “Work Time
Counted” is only according to 8 hours, just modify the field value as “8”.

2 Once it’s overtime section, the time section need to do overtime, tick
“OT Compulsory”. For the situation like, after normal working section, and
OT is not compulsory but the employee still comes and need to be treated
as overtime, do not tick “OT Compulsory”, click “Ok” to save this shift
setup.

¥ Ondutyatt  Startsignin I 8:00:00 — Oversignin |13.UU.UU =
¥ Countlate: [~ Remit |10 [2] minutets) I~ {10 [%] minute(s) not count

[T Late |z0 minute(s) count absence from duty

=

[ Off duty att: Start sign out ||13:01:00 j Over sign 0ut|18:UU:UU j
o i
¥ Remit ISD E minute(s) count avertime I 3J20° 2] minute(s) not count

: I~ Bringforward |10 [2]  minute(s) count leave early

r}l'l_- 5, minute(s) not count

[~ Leave early |20 |v minute(s) count absence from duty

Above illustration shows an example of how to setup time section for
“On Duty Attendance” and “Off Duty Attendance”, in order to avoid
leaving out some on duty and off duty attendance record, please just enlarge

13
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the time interval among “Start sign in” “Over sign in” “Start sign out”
“Over sign out”. For above example, 13:00 is the middle spot, “Over sign
in” and “Start sign out” set at same timing spot, thus whatever the employee
has pressed fingerprint or pounch card for how many times, there will be
record in the time attendance record and daily report. The next is another
example:

[v¥ Ondutyatt Startsignin | 2:00:00 = Ouersignin |10:00:00 =

¥ Countlate: [~ Remit |10 |*! minute(s) I_I|1-Z: @ minute(s) not count

[ Late |20 minute(s) count absence from duty

| e

v Off duty att Start sign out‘ :D1:UD j Cwer sign out | 15:00:00 j |
HE0 2] mi
¥ Remit ISU @ minute(s) count overtime L I i |il S Tk cena

¥ Countleave early [~ Bringforward |10 [2] minute(s) count leave early

[ E |10 |v minute(s) not count
[~ Leave early |30 |v minute(s) count absence from duty

For above illustration, the time attendance record between 10:00 and 15:01
can only be checked with System Log, and there will be no record in time
attendance record and daily report.

2.1.5 Arrange Shift

Arrange Shift is so essential to the whole T&A system. How to arrange
shifts needs careful consideration. Normally it will be start with department
by department or group by group; here is an example of “Department”
option:

14
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Arrange Shiff” :%W

FiAdd B Edit ©iDel

Man

Code |Name

ode
week

o

Sell Department x| 7 ST TS4E8 &)

By Week

 ByDate

The Possible Shift

| Att Group) B " By Month 98- 5 1 an Normal
C BT AHEE Monday Mon @ Nommal
Tuesday Tue @ Nomal
z i wednesday  Wed @ Normal
=21 s Thursday Thu @ Nomal
Friday Fri @ Normal

Sunday

Sun

Rest

Select the department needs to be adding shift, click red line department
to select all employees of this department or click green line department to
cancel selection. And then click “Add” or “Edit” to fulfill the shift of
selected department, and below illustration shows how to modify relevant

shift:

Il
Arrange Shiff— ‘gﬁh Sell Department v | 7 & FEIEHT TSk B

i Save 5] Cancel +%Dele

Sunday

Rest
Fortnightly Rest

|code [Name wese | €. . & ByWeek ¢ ByDate The Possible Shift|
» ISz oot
A € Al Group - ¢ ByMonth  [2008- 5 1 [mil Normal

4B AR Monday won @ Normal

Tuesday Tue . Normal

N N

E I o I Wednesday Wed . Normal

=21 e Thursday Thu @ Normal

Friday Fri . Normal

ety

Intelligence Arrangs Shift

1 Formal [09:00-17:00]

1 This is a shift by week, select Saturday and then click right side of
mouse to pop-up shortcut menu, there will show all existed shift or rest
option, and go to select right one for the employee.

2 If it’s for intelligent arrangement, just select “Intelligent Shift
Arrange.” And the system will judge which shift under “Intelligent Shift
Arrange” is more close to the employee’s actual attendance “Sign in “““Sign
out” and automatically settle down such shift for the employee. It’s a more
personalized function to that employee. Finally click “Save”.

2.1.6 Holiday

15
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Holiday ‘ I Depaerment [01: cu | ¥ Include Sub Dep.  noName :
Code [0 | el Adiustdatefrom [2008- ¢- 4 x| ThePossible
¢ AtGroup [E@ ) mA: a30 L0 ~ o [2008- 4- 5 Qo o
02 0
008- WEFRLE 200844 i Rest Ena 5
2008-4-5 Sal  Rest Dos
LastDate [2008- 4- 4 -] (Mo |’§‘§mEN. I j Oos
ACC002 Dlos
[code [Holigay Name | (|2 o Oor
o ACCO04 ot
o ki ADMO04 B
ADMO0G o
ADMDOG
ADMO11 O
ADMO13
ADMO18
ADMD19
[code  [mame ADMO20
CE Al ADMOZ1
ADMO22
ADMDZ4
ASA047
ASADTE AgBisd
ASAQTT GHASCT
ASA83 ==
ASAD90 i
ASAD91 feO%CU
A94093 “UDiAA
sesnoT iAEA

By above chart to add all holidays the company admitted. And “Adjust
Date” is for holiday slight adjustment. Say a holiday like Labor Day falls on
Wednesday, then many companies will advance the coming Saturday and
Sunday to Thursday and Friday, it means for the employee, he/she may
have rest for continues 3 days, accordingly the coming Saturday & Sunday
will become normal working days. Besides, during the 3 day holiday, there
might need some employee to be on duty, so “Intelligent Shift Arrange.”
could be used. If yes, just select “Possible shifts”.

2.1.7 Overtime Calculation Rule

Overtime calculate rule ‘

Overtime time from 28 minutes to 35
I 20 minutes as Minute ~| calculate

Overtime time Calculate time
30 minute(s)

16
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For this function, the company can setup its own OT rule based on
requirement.

2.2 Time & Attendance Management
2.2.1 Arrange Table

It’s highly required to state that, “Arrange Table” is superior than “T&A
shift”. For below chart, just click “Build” then all shift data of “T&A
attendance” will be imported into “Arrange Table”. For company
management can freely setup employee’s everyday attendance. By
“Sorting” function, pop-up menu by right side of the mouse, and the like to
make flexible time attendance for each employee. For below interface, click
left side of the mouse on wording of “No.” “Name” or “Department”, it will
automatically show keyword content by the sequence of “Increasing” or
“Descending”

Arrange Table ‘ Start Date [2008- 5- 2 =] Endpate [2005- 5 5 | Wore Congitioin=» | [ Build [ Excel

2008-5-2 to 2008-5-8 Arrange Shifts Table

z]a3]|4|5]6]7]8
Noodh | Mame | ol o | Tues|wed frhus
H z
2 2
S S
55 55
5 5
B %
£ E

Click right side of the mouse on other area, it will show below option and
the user can setup by his/her preference.

17
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Arrange Table | Start Date [2008- 5- 2 ~| EndDate |2008- 5- 8 |

2008-5-2 to 2008-5-8 Arrange

Mo, + Mame 2. 3 4 i : ’ 5
Fri | Sat | Sun | Mon | Tues|wed|Thurs

21 22 M|IR|R|MN|N|NI|RH
22 22 HM|lR|[R|[MN|[N|[HNIR
33 33 M R R M M M Show Department
55 55 M|IR[R|[N|[HN[INHN
BE BE N R R N N N ¥ Compact Mode
B 28 N|FR|R|N]|N]| N cpresdiede
99 93 M| R |RB|MN|MN| N st Rest

Set A= On Duty

Delete Arranged-Shift
Clear 411 Arranged-Shift

frrange Shift

As above, click right side of the mouse at date area, the user can setup
“Arrange shift” or “set as rest” for the selected column, here “Delete
Arranged-shift” only delete shift of this specified column.

Arrange Table | Start Date|2009- 5 2 v[ End Date |2009- 5 8 v[

2008-5-2 to 2008-5-8 Arrange

2 3 4 5 7 g
N * Hams Fri | Sat [ Sun |Mon | Tues|'Wed|Thurs

1 22 M R R M M N R
22 22 M R R M M M R
33 33 M R R M M M M
55 55 M R R M M M M
|55 |55 M il A M M N il
oo oo [ =] =] M M N M
Ecl Show Department M M M M

v Compact Mode
Spread Mode

Set Az Rest
Set As On Duty

Delete Arranged—Shift
Clear A1l Arranged-Shift

Arrange Shift

18
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Shown as above, click right side of the mouse in front of chart, the user
can setup “Arrange shift” or “set as rest” for the selected line, here “Delete
Arranged-shift” only delete shift of this specified line.

Arrange Table | Start Date |2uns- 5 2 v[ End Date IEDUS— 5- 8 v|

2008-5-2 to 2008-5-8 Arrange

Nok | name | 2|3[8]5(18]7]8
| Maon | Tues|Wed|Thurs
21 M M N R
E w Compact Mode M M M R
E Spread Mode M M M M
55 M M N M
a Set Az Rest N N N R
a Set Ac On Duts N M N ]
99 Delete Arranged-Shift NI N[HNIHN

Clear All Arranged-Shift
hrrange Shift

2.2.2 Sign Card Manage

Whenever there is employee forgets to sign in or is late to sign in or early
to sign out due to business reason, it’s possible to adjust attendance status
by getting approval from relevant supervisor and adding “sign in” “Sign
out” record.
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Sign Card‘ No.MName | 4 Add

¥ Date from

to

- Depaﬂmemlm 1 GM -

¥ Include subidepatment

[~ Query personnel data

Mo |Name Date Time Type Reason |Ra
I2UUB* 55 B y

2008- 5- 6 ¥

SelectAll | Cancel | iI
O accoo2 B8HOCs
Oaccooz 8%
Oaccoos ApOfT
J ADMO04 AEyO*
[ ADMO0G EA £4:
O A0mo0g %0104
O oMot sARAp
O4omo1z KA
OsDmo1e  Ada=
JADMO19 AboV+i
O Aomozo Oafis0e
O4omoz1 All@zU

2.2.3 Leave Manage
First click “Add” and fill out “Type” “Start Time” “End Time” “Ratifier”

“Leave Type” “Destination” and other parameters, then click “Save”. When
finished, it will show as below:

Ho | Hana |

Type |On leave =l Ratifier| =

rStart Time——————————————— End Time

Date IZUUS* 4-28 vl Date IZUUS* 4-28 vl
[eomm = [omm =

Time §:00:00 — Time §:00:00 —

Shift INormal 'I Shift INormal 'I

[ T5 05:00:00

Destination | 7] Leavs Type | =

Femarks I
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2.2.4 Overtime Manage
For Overtime Manage, it can be flexibly add overtime according to
business requirement so that all original shifts can be kept. Illustration
showed as below:

Qvertime Management‘
Mo MName Date Time Time Long IDay(s) Type

v Type

e gvertime

[~ Status [Freedom overtime
Remit off duty overtim
I From |2008- 5- 1 v[
To |2008- 5- 2 'I
" Dep. (sell Department 'l

¥ Irclude Sub Dep

[~ Query Pers Data

Exflj | &l |
O21 22
22 22
33 33
Oss 55
Oss 66
Oss 88
Oog 99

2.2.5 T&A Record Report

To check T&A record based on requirement:

Att Log | R TiiE Fioi [2008- 428 =] o [2008- 228 =] e condion=

—Query Condition

" Depariment |sell Department | [T include Sub Dep. Mo./Mame vI I~ Log Style |iuto

[Time [stvle JLogstle  [validatemode  [userid  [no [Department [name [validate Exp
M
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2.2.6 T&A Daily Report

Att Daily ‘ Att Date From [B
Query Condition

I~ Department [sen Department ~| [T Include Sub Departrmert No.Name el

[~ Recalculate [~ Rearange 7 AttTime Zone I Keep manual arange shifts ¢ Overtime Time Zone [~ Freed

B 428 =| To [z008- 428 =1 Hide Condition== | (¥ Calculate (&} Report [ Excel &

[No [Name [Date [shirt [Time [signin__ [sign out [ough To Att [Factatt  [Late [Leave Eal
O

To check an employee’s one day T&A report by “Calculate” & “Query
Condition”.

2.2.7 T&A Monthly Report

Based on the calculation on daily report, it’s possible to check the monthly
report of those dates. To check an employee’s one month T&A report by
“Calculate” & “Query Condition”.

Att Month | Att Date From

j To IQDDB— 4-28 j Hide Condition<= | 5 Report F Excel
Query C

[~ Department |sell Department ~| = Include Sub Bepartment Mo./Name -

|Nc| |Name |Need days |AﬂDay5 |Late Leave Early |Overlime |Leave |Vacatiun
[t

2.3 Access Control Manage

2.3.1 Access Time Zone

ne Zone Hide device=< | save @ Cancel (¥ Refresh (2 Execute
rTime Zone In PC-

a [ = Name [Normal = =

[ Monda; | g:00:00 = To [2359:00 B v Tuesd: | 0:00:00 == To [23:50:00 .

[¥ Wedne | 0:00.00 = To [235000 = I¥ Thursd | p:00.00 = To [2350:00 [

¥ Friday [ g:00:00 = To [2359.00 = v 8aturdi | g:00:00 = To [17:30:00 =
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To set up different time zone based on need. Normally, for a full working
day, it can be accessed the whole day, then the time zone will be 0:00-23:59,
ref. [llustration as above. Holidays like Sunday, it’s no need to work, so it
can’t be accessed the whole day, For Saturday, it can be set as 8:00 to 17:30
to access and other time it can’t. Click “Save” to store in the system.

Add two time zones as below:

ne Zone Hide device==< FiAdd Edit (& Refresh &, Execute
—Time Zone In PC-

Id | Name | Sunday Tuesday Upload | Delete
T Tiomma | Forbid 00003550 G0005555 0005755 06005355 00005558 0800ATI0: =
2  Sunday | 00:00-23:58  Forbid Forbid Forbid Forbid Forbid Forbid | C

For above two time zones, for the concrete date of Sunday, it’s mutual
inclusive. Namely it can be accessed on Sunday in Time Zone 2 but it can’
be accessed for the rest days of the week; However, in Time Zone 1, it can’t
be accessed on Sunday. Once if the above two time zone are being added in
to one time group, then those employee who belong to this time group can
unlock door even on Sunday.

To click “Upload” on the right side to upload the time zone to fingerprint
device and to really apply it.

2.3.2Time Group Manage

p ‘ Hide device==

EX save (8 Cancel (7f Refresh Excute Se

—Time Group In PC

Id I‘l 3, Mame IGroup1 ¥ Time Zone |Mormal j
[V Time Zone [~ Time Zone j

Add a time group, and select Time Zone “Normal” and Time Zone
“Sunday”, then those employee belong to Time Group 1 can unlock door
during the whole of Sunday and 8:00-17:30 time zone of Saturday.
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rTime Group In PC

Id MName | Time Zone Time Zone | Time Zone | Set To Curr Dev. | Set To Device | Delete |
Al Group1 Mormal Sunday ] r |

Click “Set to Curr Dev.” to send the selected time group to current
device to standby. “Set to Device” to send the selected time group to
all devices.

p Hide device<< Fiadd  rEdit (@ Refresh B Excute [T Set To Al User
~Time Group In PC

Id | MName | Time Zone | Time Zone | Time Zone | SetTo Curr Dev. | Set To Device | Delete |

1 Group Normal Sunday O E E

~Time Group In Device

Id Time Zone Time Zone Time Zone Save | De\elel
2 Mormal
3 Mormal
4 Mormal
5 Mormal

-

o { ] [
[ [

Select “Group 1” then click “Set to all users” at upper right corner,
then all employee under this attendance device will have same access
time zone as the Group 1 assigned. Here it means the user can pass
through the door all 6 days of a week except that for Saturday, the
access time zone is only from 8:00-17:30.

2.3.3 Compounding Access (Group Match)
Management

First add a time zone 3, and it sets the access time zone of Saturday is
from 17:30-23:59, and add a time group 2, within time group 2, there only
contains time zone 3, namely for time group 2, it’s only allowed to access
between 17:30-23:59 on Saturday. Then in Compounding Access, add a
Group Match 2, which includes Group 1 & Group 2, then the employee
under this Group Match can also unlock door in all the rest time besides
time zone 8:00-23:59 of Saturday.
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ch

—Group Match In PC-

Hide device== | EfSave (B Cancel

= Name |Group Match ¥ Group1

2.3.4 In/out time management
Time| I~ &0 |sell Department v| T & FEEIT TSRS ~| Hide device== | (¥ Refresh & Execute [

User Info In Devi

s [userd [F[F[F[P[C[Mo._[Department [ Mame [ Time Group [ Time Zone [ Time Zone [ Time Zone [ Wodit
1 1 Y NN N N 1-Mormal C
2 2 Y| Y[N|NIN 1-Group1 O
3 3 Y| Y[N|N|N 1-Group1 O
4 4 Y| Y[N|N|N 1-Group1 C
5 5 Y | Y|N /NN up1 C
6 YV IVINININT | [ ‘T2 [ [ [ ___$§4
i Li Y| Y[Y NN 1-Group1 O
8 8 Y| Y[N|N|N 1-Group1 C
9 L) Y| |Y|N|N|N 1-Group1 C
10 10 Y| Y[N|NIN 1-Group1 O
11 " Y| Y[N|NIN 1-Group1 C
12 12 Y| Y[N|N|N 1-Group1 C
13 13 Y| Y|N|N N 1-Group1 C
[~Time Group In Device [Time Zone In Device

Id | Name Time Zone | Time Zone | Time Zone Id MName | Sunday Monday Tuesday Wed
[mjl Group1 Mormal Sunday

Mz Sat Mermal

[mE] Normal

04 Marmal

Os MNormal

Once the device is connected, click the device on the left, all access
purview of time Groups or time zones under this device will be shown.
Thus select the time group or time zone and tick “Modify” box of the
employee, click “Execute” to modify the time zone or time group of the
selected employee and freely setup restriction on the access time of an
employee.

2.4 Report Query
2.4.1 Login Log
‘ Login Log‘ UserNamel— I EntyTime [2008- 4- 3 =| To [2008- 5-2 x| ’7

Series Mo. User Mame IFuIIName IWorkstation IOB User ILoginT
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With record management, after reading General Log & M. Log, the user
can login daily log to query by time, name, etc. And the user can also
export such report and import to EXCEL

2.4.2 Management Log

M-Log | I Device [Rs-232 =] W TimeFrom [2008- 4- 3 =] 1o [2008-5 2 =] | Eireport FElExcel @ we
|Dewca |T\me |De5cr\pnon |Manager |U5er\d |Na |Department |Name |Enro|\
ﬂTCFHP 2008-4-20 L5 11:32:00 Enrol user 0 1 Fingerg

For above the user can query login log by the administrator.

2.4.3 General Log
v DEieFran [2008- ¢- 3 >l To [2008-5- 2 | Hide Condition== | 5] Report B Excel (@ web

General Log

—Query Condition
I~ Device IPS-ZSZ vI I” Department |Sell Department I™ Include Sub Department -
Device ITlmE IVer\fy Flag IUSEr Id |Nu. IDepanmEm IName IDescnplmn IniQut
M TCPAP 2008-4-20 b4 11:32:00 open door 1
_TCPJ‘IP 2008-4-20 £5 11:33:00 open door 1
_TCF‘J‘IF' 2008-4-20 k5 11:34:00 open door 1
:TCFJ‘IF‘ 2008-4-20 _FF 11:35:00 open door 1

For General Log, the user can query attendance record of common
employee by time/device/department/work ID/name and other parameters.
Remark: All records can be queried only after they are first read from
“Record Management” At end the user can create EXCEL chart or send it
to Web server for browse.

Staff Query
Staff Que | I™ 5965} [Sel Depariment =] [ Inc8usDep R Status [onauty x| Hide Condition<< | ) Repert [EExcel & Wi
—Query Condition
ol glass I j I Head I%.Hg j I~ AttGraup: I j [~ Sex IHS\; j [~ Sch Rec F
[~ Join Dalelzijjug. 5 2 j To Iz-;;ugg. 5.9 j [~ Dimission Date I 0 5 2 j To 5 2 j
No [useria  [name [sex [pirthday [Department [Head [scnool Record [Class [stGroup  [Join Date
CE 2122 Male 1985626  Sell Departmel 2006-5-13
| |22 22 22 Male 1985626  Sell Departmel RHE e 2006-5-13
| |e8 66 66 Male 1985626  Operation Dep RHE e 2006-5-13
HEE 33 33 Male 1985626  Sell Departmel RHE e 2006-5-13
55 55 55 Male 1985626  Sell Departmel f e 2006-5-12
88 88 83 Male 1985-6-28 Operation Dep FHs s 2006-5-13
ag 99 99 Male 1985-6-28 Operation Dep FHs [EL S 2006-5-13

For above chart, the user can query or make statistics on detail info. Of
company employees. The user can also create report or html file to save.
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2.4.5 Birthday

B”—thday ‘ [¥ Birthday I_.)z] 01

x| To [+=H8.31

Hide Condition==

—Query Condition

For above chart, it’s for statistics on birthday of
for HR dept.

2.4.6 Attendance Statistics

Below chart is for statistics:
Att Stat

[ Dep. |Sgil Department |z [T/l7c. SukBeq. [T Join Date [ 5 2 F 7o 2008 52 = [ Sex |T
Mo. |Name |Sex |Departrnem |B\rthday |Cla55 |Joir| Date |Remark

! 21 22 Male Sell Department 758, 26 2006-5-13

| |22 22 Male Sell Department 758, 26 2006-5-13

| |58 66 Male Operation Departmezs A, 26 2006-5-13

L 33 33 Male Sell Department 758, 26 2006-5-13
55 55 WMale Sell Department 758, 26 2006-5-13

:SS a8 Male Operation Departmez< A, 26 2006-5-13

| | a9 ag Male Operation Departmezs A, 26 2006-5-13

all company employees

‘ ] Report EEExcel @ wen [t

[ Time
 ByYear (= ByMonth

From |2005 b 11 2
To |2003 hd BEY hd

StatParameter |

Browse Data | Graph Analyse |

Group Code [Group Name [ougnt To Att

[Fact Att [Att Rate(%)

| o2

01 Sell Department

Operation Department

—Compare
+ Depatment ¢ History

£ Personal

—Graph

& BarPic £ Pie Pic

 Line Pic I~ 3dPicture

" Dep |sell Department =

W Include Sub Department

No [Neme ]
21 22
22 22
33 33
55 55
13} 66
a8 a8
a9 a9

27

1
05

1
05

100
100



Z6 Software Manual

2.5 Device Management
2.5.1 Device Management

Device Management ‘ B save (¥ Cancel

Code |MOE Mame |RS—232
g | 1 Model |26 |
W AttUse 1l ™ Out

—JI Eatery Lse

€ Fixed Frice Frice I & Price Table

— I TCPAP
IP Address Part | 0

Communication Password I

—IV RS232/485

COM Port ICOM‘I VI Baud Rate |384UU 'I

Input device “Code” “Name” “Model” then click “Add”. Be noted that the
model should be exactly same as the one of communication setup under
fingerprint device, for the rest parameter just based on the parameter of the
device in use. If TCP/IP is being used, input IP address and port code 4370,
then Click “Save”. When all is done, it will be shown as below:

Device Management ‘ 73 Add

R3-232 Setting All Clock |

Click right side of the mouse on the device, it will show “setting all clock”
as above. Click “Device Info.” to setup alarm time of 8 time points.
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2.5.2 DEVICE LOoG

Device Log ‘
=L
RS-232 UnknownMLlog [0 Read |

AllManagementlog [12 % Delete | ReadAIIM-Logl
Unknown G-Log lﬂi Read |

All General log |52 % Delete | Read All G-Log |

Press “fingerprint device”, it will read the quantity of “General Log” and
“M-log”. Click “Read” to read into the system. Remark: “Read all G-Log”
will add the quantity of G-log in the system, it’s highly recommended not to
use this function quite often.

2.5.3 Privilege

Privilege ‘ " 807 |sel Department | T STF0FIT  ISMs Hide device== | (& Refresn .g Execute
E‘El SN | User\d | F | E | E | P | C| No. |Denanmem Name Valid | SuperManager | Manager | Enroller User

— Y|N N N ) r C v
RS-232 2 2 Y[Y [N N N ) r C v
3 3 Y|Y N NN C r C v

il 4 4 Y|Y N N|N ) r O v
c=m| 5 g Y|Y N NN C r C I3
= S’ 6 6 Y|Y N NN C r C I3
TCPAP 7 7 Y|Y|Y[N|N =] O O 2
8 8 YLy NN C r C v

g o JVIVINININ] 1 | | ] i r r r

10 10 Y|Y N NN C r C I3

11 1" Y|Y N/ N|N C r C I3

12 12 Y[Y[N[N|N O ] r ]

j < 13 Y|Y N NN C r C v

As above, click the device which need to setup privilege, and tick purview box at
right side of selected employee. Remember: There will be no more than 5 Super
Managers. At end, click “Execute” to get it done.

2.5.4 Enroll Management

The function of Enroll Management is to communicate and send data
with device hardware, it includes: Upload and download of fingerprint,
password, card, name, department and the like info. From PC to different
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attendance devices. Remark: Once it needs to update user’s base data, it
must first input under “HR Management” then upload or download in
Enroll Management.

Enroll Management| Hide device== | (I3 Refresh &, Execute

[“Userinfo In Current Device
'=El:. [ Department (se|| Department |«| I nclude Sub Depattment  No./Name 4

RS-232

sN[1d [pepinD..[Namemn. [F[F[F[P[cno  [Dep [Name [ Uploadinfo | Download Data | Upload Data
i i YN|N|N|NJ1 Operation | Jack ¥ ¥ |
E 2 |2 Y N N NN 2 Sell Dep... | Wick ¥ W r
Pl ERRE ¥ N N N N 23 Sell Dep. | Zoe [ [ r

For newly enrolled user, after adding data of “Department” and “HR
Data”, then enroll the fingerprint on the device with the User ID set by “HR
Data”, and then click the device which the new user has enrolled fingerprint
under “Enroll Management”. The system will automatically select those
options and the user only need to click “Execute”.

Enroll Management| Hide device== | (B Refresh B Execute [
rUser Info In Current Device
-‘-'El:- I~ Department |seii Department | = Include Sub Deparment  NoJMame -

sh[1d  [DepinD.. [ Namel F{C|No. |Dep. | Name
[l 1 1 Operal Jack Y NN NN 1 Operation  Jack
'ﬁg 2 2 SgtiDep... | Mick Y NN NN 2 Sell Dep...  Mick [ || [

[User Info In Other Device

I Department |5ei Department «| T Inelude Sub Deparimient  NoiName -
sN Juserid [FIF[F[P[c[No _ TDes t{-téarme— | vatit]— Uplead [ Delete |
3 Y

1 N 3 Sell Depar... Zoe Yes | O

As above illustration, the upper ellipse area shown “ User info” . In
Current Device”, namely the data of selected left side “TCP/IP” fingerprint
device, whereas the lower ellipse area shown “User Info. in Other Device”.
In upper ellipse area to select a user and tick “Delete”, then this user will be
automatically remove to lower ellipse area. Same, in lower ellipse area to
select a user and tick “Upload”, then click “Execute” at ultra-right corner,
the user will be move to “Fingerprint Device”. The operation is same for
other devices. (Remark: the precondition is that the fingerprint device
should be connected with the PC and all device parameter are well setup in
device management.)
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If no need to delete or upload any user, then it’s highly recommended no
to tick any box as there will be defaulted option for the system. Then it’s
only need to click “Execute”. Before “Execute”, kindly try to make sure
there will be no incorrect option to be ticked or the user should correct it
manually. (For this option, the display resolution is better more than
1024*768)

2.5.5 U flash disk Management

U-Disk Data| e e e

~UDisk Fil

upisk [JANRIIINIIIIINE ~| [ Delst= File Afer Execute

File Name [ Descri [

Enroll Data:

I~ i | TETEST rems | g |E i INE\Engelish Versic

o Jucrca[ofoJo Al [er  [uir [ oBAa [6. [Erapuni] e |

After downloading all in/out data from fingerprint device to U flash disk, insert U flash
disk into PC relevant port, and open module like above and select the U flash disk user
need, choose relevant file and click “Perform” to import all in/out record.

2.6 System Maintenance
2.6.1 System Parameter
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Security | At |

N (=14

Unit name: I

¥ Default Query
¥ Default Query
v Default Query
v Default Query

I Show Coin Symbaol

Days's Entry Log
Day's Att Log

Day's M-Log

v Use Access Control

Diays's InfQOut Log

ok |

Cancel I Apply

To fill out unit name and other parameter. Once the user needs to control
access system, remember to select “Use Access Control”.

Below is “Security” setup:

General

[~ The LeastLong Of Pw |~ Iﬂv entries characier

[ issue |2

| e 7

[~ Entry log save 30
[ AttLog Save

[ M-Log Save

times nullity entry lock acount

days delete

| _ot

IS!‘ |3 Days Delete

-
b4

0
|3!:' |3 Days Delete

[~ outiin log save IE:ZI @ Day Delete

=10l x|

Cancel |

Aoty |

Once there are too many employees and daily record is too large and it
may cause slow speed of the software, it can set a short saving period for
daily log or record but please make sure these data have already been
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backup before. Based on what the user setted, it will automatically delete

those unwanted log/record from the system at fixed timing to enhance the
whole system processing.

Part III is the attendance parameter.

i8]

General' Security :

Rest I— color On Duty I_ color
Leave I— color Late I_

Absence I_ color  On Leave I_ color

Evection I— color  Overtime I— color

[~ The overtime will be valible after confrim

[ Attauditing level |2

| b

[¥ The same auditing man can not auditing

QK | Cancel Apply

Setup “flag” and “Color” for different parameters.

2.6.2Database Management

33



Z6 Software Manual

Database Management

FiAdd  EEdit #{ Shrink +Delete [ Exit

AccCtiDb.mdb

20080330.mdhb

ltem Value
Database Id 1

Database Name AccCtiDb.mdb
Description AccCtiDB.mdb
Disabled No

Read only No

Size 2.12M

By Database Management interface, there are function icons like “Add”,
“Edit”, “Maintain”, “Delete” and “Exit”. They facilitate the management of
user management and make it more safe & easy, a really good function.

Here below are steps to explain how they are used.

¢ Database Tizard x|

IC& Entry Wizard

Database

Copy Data

Finish

Select handle style:

@ New database

 Add existence database

Select “New database” or “Add existed database”
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x|
Entry Wizard
Database |
L= Database
Description |
Copy Data I~ Database is read only
Finish
Exit | Back | Mesxt |

Input the name & description of database, and it can also set database as
only be read (It can be read but can’t be wrote) Note that it must be filled

out for “Description”.

¢ Database Wizard

Entry Wizard

Database

L5~ Copy Data

Finish

v Base Daium
v Personnel Datum

[ Aft Setting

v User Datum

¥ Access Sefting

x|

Data Source |AccCt1Db. mdb (hccCt10E. mdb) j

Select what the data & setup of original database then copy to new

database.
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o Databaze Tizard

Click “finish” to get new database done. “Back” to re-setup, Exit to cancel.

If need an existed or maybe a division’s database, shown as below:

¢ Databaze Tizard

Then select path:
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N 21
| SRR [Dorenys0 =] = m ek -
i [5)Bellback
121111, mdb
1ZH35 4. mdb
121|558 4. mdb
121 20050330 mdb
2] hceCtlDb. ndb
Master ndb
1Mo delTb. mdb
2] G B ndb
21534 E ndb
) Ligit S ndb
2] RIS mab
WS ) [aster. nab =l gr |
TrSeRl (1) IMicrosoft hecess database (¢ mdb) LI Bl
g4
Select a designated database and click to open.
]
Entry Wizard
[~ Base Datum ™ User Datum
Database [~ Personnel Datum ™ Access Seiting
== Copy Data
Data Source [AecCt1Db. mdb (AccCt1DE. ndb) x|
Finish

As above, import an existed database. As the existed database has all base
data/ user data and the like, no need to select any more, just select from
Data Source and click Next to get existed database importing done.
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2 .6.3Role Manage
o cromr x|

Standard User | Restricted User | Other |

Department
Base Data
Employee
Att Shift
Att Arrange Shifts
Holiday
Overtime Count Rule
Manual Arrange Shifts
Signs Card
Leave
Overtime Manage

Att Log Report
[w] Att Daily

Att Month Report
[ Time Zone

W] Time Group
Group Match
In/Qut Time
Login Log

Alt Stat

Device Setting

Log

Privilege Management
Enroll Management
Udisk Data
Farameter
Database

Group

Users

Automation

To set right purview of Administrator,

ok |

Cancel | Apply |

tick the multiple option of above.

2.6.4 User Management

Standard User, Restricted User by

Group e

—admin password

User name Full name
admin Administrator Administrator

Remove | Froperty I Exit I

To change your password, return to main window and click "System’
menu and choose "Change password'.

Set Passwaord ... |

To add users with different purview.
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2.6.5Language

@ Att Setting Att Manage Access Setting Buery Device | System Windows Help

ERTE WA e e

= A 4 Databaze .

Employee  Leave Att Shifts  Man-Shift Device Lot AttLog Att Daily
Group
Database Management Users

Item Automation

Database Id ] ;
Simple Chineze
AccCHDb.mdb Database Name e o :
Tt Traditional Chinese

Descrlptlon Change Password it L

Disabled i neis

Read only

Size 2.12M

20080330.mdhb

Select the language required.

2.6.6 Change Password
|

o

User name: |admin

Password: ||

Mew password: I

Confirm password: I

QK I Cancel

By this it can directly change login pass of the operation system.
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2.6.7 Logout Admin

\.\,‘p Are wou sure to logout user admin?

& 1

X

2.8 Window

m | ¥indows Help

1 Misk Data
¥ 2 Databaze

’g close windows
E

]

At Log

alue
ccCtiDb.mdb
By this menu to close temporary window program on left column.
2.9 Help
2.9.1Help
2.9.2About
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