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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 0-400C. 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.  Besides, user 
can download the software pack from the website www.surejoytec.com directly.  The 
software pack includes Green version software pack, the system manual and a fast 
setting operation.  
 
Copy Green version software pack to any subarea of PC (C: not recommended) and then 
click kqgl.exe to run software. 
 
The system has the default username and the default password as follows: 
Default username  : admin 
Default password  : 123 
 
However, user can change the default password on his/her own discretion under the 
system module “Change Password”.  Details please refer to the section 3.7.7.   
 
2.2. How to Install USB Driver Software 
USB driver software enclosed in the disc is used for driving the USB communication. 
Connect USB data cable one side with the fingerprint reader terminal and another side 
with USB port of PC. At lower right corner it will immediately show a prompt that a new 
hardware is found and then a dialogue box appears for installation of “PET USB serial” 
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and click to indicate the correct path for USB driver software (included in the software 
pack CD) and follow the indication to finish installation.  
 
After installation, click My computer icon on the PC, click righ side of mouse and select 
“Property” and then choose “Hardware” and click “Device Manager” to open another 
window box and choose “Port” and click to see whether there is a list of “Pefis 
FingerKeeper (USB serial ) Device (COM3)” If yes, it means successful installation is 
done.  
 
2.3. 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 kqgl.exe to run software 
2. Evoke Device Management module and click  “Add“ to add device. Details please 

refer to the section 3.6.1 
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. 

 

The above figure depicting a typical module of the system indicates that the standard 
interface will show the “Temporary Menu” and the “Function Menu”. 
 
Company name can be set from pull-down menu “System Parameter”. 

Temporary Menu 

Function Menu  
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3.1. Personnel Setting 
 
3.1.1. Department Data 
Department data is the basic data required to be set for the system running.  The data is 
essentially composed of three parts – the department name, the department code and the 
department name shown in the attendance device.  The following steps illustrate the 
process of the data setting.  
1. Select “Department Data Setting” from pull-down menu “Personnel”. 
2. Click “Add” button from the function menu to evoke the following diagram for data 

entry. 

 
3. Once the data for the department entered, click the “Save” button in the function menu 

to save the department data into the system.  
 
For each complete department data entry, a dedicated icon associated to the entry will be 
created and shown in the system.  

 
 
Note: The icon representing a particular department can be moved up and down by 
simply dragging or through the operation of mouse as follow: 
1. Highlight the icon you want to move 
2. Right-click the mouse button to call the sub-menu 
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3. Select action 

 

 
3.1.2. Fundamental Data 
It is relevant to the information types of staff that are required to be processed in the 
attendance system.  The entry of this information is given as follows: 
1. Select “Fundamental Data Setting” from pull-down menu “Personnel”. It comes up an 

interface as follows. All information types should be preset. 
 

 

2. For example, an entry form for staff group record emerges, click “Add” button to evoke 
the following window 

 

 
 
3. Input the staff group code and the staff group name into appropriate boxes, then click 

“save” to complete the entry. 
It is a recursive process that user can enter a multiple of staff information types by 
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repeating the step 2 and 3.  
 
Please note that any staff information type records can be edited and deleted when 
necessary. 
 
3.1.3. 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. An entry form for staff record emerges, click “Add” button to initialize as below 

 

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. 

4. “Del Resign” allows to deleted all resigned staff record in batch.  
 
It is a recursive process that user can enter a multiple of staff information by repeating the 
step 2 and 3. 
NOTE: User ID should be set same as the ID No. which this staff selects when 
making fingerprint/card/password enrollment 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. Click “Import” button at the upper right corner.  It evokes a dialog window to prompt 

for the imported data file: 
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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. 

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

 

Finally, click “Finish” to complete importing. Please note that any staff records can be 
edited and deleted when necessary. 
3.1.4. Staff Report 
This module is to enquire staff detail data. The enquiry can generate a report, which can 
be exported into an EXCEL file or be published to Web server.  
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3.1.5. Staff Birthday Report 
This module is to enquire employee’s birthday. The enquiry can generate a report, which 
can be exported into an EXCEL file or be published to Web server. 

 

 

3.2. Attendance Setting 
3.2.1. 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. 
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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” 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. 
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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 

 
 
Separate shift 2 

 
 
Separate shift 3 Part 1 time zone 1 
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Separate shift 3 Part 2 time zone 2 

 
 
3.2.2. Attendance Shifts Arrangement 
Making shifts arrangement is the soul of the whole Fingerprint T & A 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  

 
 
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. 
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3 When the box for department is not checked, it implies all staffs by default.  Click 
“Add” 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 “Add” 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.  

 

Flexible Work Shift is one of unique functions of Zerro 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 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 
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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 as below interfaces. 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. 
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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.  
 

 

 
Then the system will automatically analyze and judge which shift Louis should take on 
Sunday according to his firstly clock-in record. 
 
3.2.3. Paid Leave 
This Module is to set the paid leave days for staff. The said paid leave means 100% paid, 
no salary deducted. In this system, the paid leave includes annual leave and sick leave 
without salary deducted. 
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Click “Attendance->Paid Leave” to open the above interface, in which, configure the 
query conditions firstly, and then click “Query” to get the staff list to be set as above. Then 
click “Batch” to set days in batch for staff as below: 

 
After above operation, click “Save” Then, below list will be displayed: 

 
Finally, from the above list, it successfully set the Paid leave days for staff. For detailed 
Paid Leave application and statistic, please refer to 3.3.3 Paid Leave Management 
Module.  
3.2.4. Holiday 
This module is to set the holiday information for any employee. In this system, the holiday 
means those legal festival holidays. Its operation is similar to that of other modules as 
follows: 
1. Select “Holiday” from pull-down menu “Attendance”. 
2. An entry form for holiday information as depicted in the figure below is evoked, click 

“Add” button to initialize the form 
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3. Two compulsory data fields namely “Code” and “Name” for the holiday must be filled.  

Otherwise, the data entry can not go further.  
4. 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. 

5. The field “Adjust date” is to define the date and the days within the holiday. 
6. Then click “Save” to complete the entry for the record.  
Below is an example of holiday record where all employees are entitled for the public 
holiday with code 1001.   
 

 
 
3.2.5. 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. 
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Similarly, the overtime rules can be edited when necessary.  
 
3.3. Time & Attendance Management 
3.3.1. Sign Card 
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 Card” from pull-down menu “Management”. 
2. An entry form for “Sign Card” is evoked as depicted in the figure below,  
 

 
 
3. click “Add” button to initialize the “Sign Card” form for new record 
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4. Input all the necessary information for a card record 
5. Afterwards, click “Save” to complete the record 
 
3.3.2. 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. Here the leave are 
without paid or with deducted paid. 
1. Select “Leave Management” from pull-down menu “Management” 
2. An entry form for “Leave” is evoked as the figure below  

 

 
3. Click “Add” button to initialize the “Leave” form for new record 
4. Fill in the necessary fields such as “Type of Leave”, “Start Time”, “End Time”, 

“Approved by”, “Leave Type”, “Destination” and other parameters  

 
5. Then click “Save” to complete the record 
 
3.3.3. Paid Leave Management 
This module is only for managing those 100% paid leaves, so it requires to set up the Paid 
Leave days for staff according to 3.2.3. firstly, and then this module can be used. 
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Firstly, with query condition, choose the staff to apply Paid Leave days as below:  

 

And then click “add” to get below interface, and next, fill in all the details about application 
as below: 

 
And then get below list: 

 

From the above, it lists Staff ROSALBA Anick took 1.5 days of annual leave from Mar.1 to 
the noon of Mar.,2,2012. 
With this module, the system operates the approving paid leaves and for query all the 
paid leave records, please refer to 3.5.7. Paid Leave Record.  
3.3.4. Overtime Application 
This module allows users to apply for overtime 
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1. Select “Overtime Application” from pull-down menu “Management” 
2. An entry form for “Overtime Requisition” is evoked as below figure 

 

3. Click “Add” button to initialize the application form for new record 
4. Select the necessary fields such as “Start Date”, “End Date”, “OT Type” etc 
5. Click “Save” to complete the record 
 
3.3.5. 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 

 

 
3. Click “Add” button to initialize the “Overtime” form for new record 
4. Click “Save” to complete the record 
Here below is an example of Overtime records added. 
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3.3.6. 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 

 
 
3. Select “Combine data file” and click next. 

 
 
4. Choose the correct path for the data file which need to be combined 
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5. Select the data file for combination and click “Next” until all is done.  
 
3.3.7. Attendance Report Daily  
This module allows users to query employee’s daily attendance status by means of date, 
department, staff name or other conditions. And it supports time unit choice for overtime, 
lateness or early leave.  
An example of attendance daily report is shown below. 

 
 
After select relevant parameters, click query (sometimes for the first time, please click 
calculation) and then click report 
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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. 
 
3.3.8. Attendance Report Monthly  
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. 
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3.3.9. 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 or be uploaded 
to the web server. 
 
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 

 

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. 
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3.3.10. 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 or be 
uploaded to the web server. 

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

 
 
3.4. Access Control Management 
This function is applicable only for those devices which have the access control capability. 
Therefore, only those models with access control facility can use this module. 
 
3.4.1. Time Zone Configuration 
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 
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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 Time Zone is set as follows: 
1. Select “Time zone configuration” from pull-down menu “Access Control” 
2. Click “Add” to call the Time Zone Configuration window below 

 

3. Define the time zone for each workday, click “Save” button to store the setting to the 
system 

4. 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. 

 
5. To upload a defined time zone setting to a particular control device, tick the box of the 

“Upload” on the right hand side 
 
3.4.2. Time Group Management 
This module is to define access control devices into different time group.  Each time 
group may have one or more control devices depending on the physical requirement. 
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The grouping of the control devices are as follows: 
1. Select “Time Group Management” from pull-down menu “Access Control” 
2. Having selected a device from the device list on the left, press “Add” button to call the 

time group windows as below 

 
3. 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. 

 

4. The upload of time group has two options – either to a specific device or to all devices.  
Tick the box “Set to Curr Dev.” to upload the selected time group to the current device 
whereas tick the box of “Set to Device” to upload the selected time group to all 
devices.  

 
3.4.3. Combined Door Access Management 
This module 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. 

 

3.4.4. Door Access Time Management 
This module is to set the door access window for each employee.   
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1. Select “Door Access Time Management” from pull-down menu “Access Control” 

 
2. When the control device is connected, click the device on the left, all access purview 

of time Groups or time zones under this device will be displayed.  
3. Highlight the time group or time zone of the device and select the employee from the 

Staff No/Name box 
4. Press “Execute” button to edit the time zone or time group for the selected employee 

or set restrictions on the access time for him/her. 
 
3.4.5. Gate Management 
This module is to set the gate information. Below is a form for setting different gate with 
different use.  

 
3.4.6. Gate Monitor 
This module is to set parameters of the gates to be monitored. 
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After finishing setting all the required information, choose the gate Code which to be 
monitored, and then click “OK” 
A monitoring form as below will be evoked, on which all the being monitored gates are 
real-timely displayed.   

 
 
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 or be published to Web server. 
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1. Select “Login Log” from pull-down menu “Query” 
 

 
 
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. Administrator Log 
This module is to query the administrator’s operating record on devices. The query can 
generate a report, which can be exported into an EXCEL file or be published to Web 
server. 
 

 
3.5.3. 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 or be published to Web server.  

 

 
3.5.4. Time Card 
This module allows users to query employee’s monthly time card status by means of 
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month, department and staff name. And the column of manager is editable. In total, it 
supports two output of time card format: Private and Government. However, it should be 
first defined either is Private time card format or Government time card format in System- 
System Parameter-General interface. An example of Private time card is shown below. 
 

 
 

 

 
Another example of Government time card is shown below. 
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3.5.5. Attendance Statistic Report 
This module allows user to generate different attendance statistic reports according to the 
defined conditions.. 

 

The following steps should be followed for attendance statistic report: 
1. Select “Attendance Statistic Report” from pull-down menu “Query” 
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” 
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button on the upper right corner.   
 
Here below is an example of statistical report generated for illustration. 

 
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 

 
3. Click “Query” button to trigger the enquiry 
An example of Leave Record Report is depicted in following figure. 
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4. Similar to 3.3.6, this module allows user to generate the report of enquiry, export the 

result to an excel file or upload the result to the web server by clicking the appropriate 
button 

 

 
3.5.7. Paid Leave Record 
With this module, it allows to easily get Paid Leave report. Firstly, configure all the query 
conditions, and then click “Query”. It also allows to export the result into a report file, excel 
format file or web format file. 

 
3.5.8. Paid Leave Statistics 
This module is to get statistics report of paid leaves. With configuring query conditions, 
click “Query” to get below result list. From the list, the detailed statistics is in detailed. 

 
 
3.6. Device Management 
3.6.1. 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. 
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The steps of device setting are as follows: 
1. Select “Device Setting” from pull-down menu “Device” 
2. Click “Add” button on the upper right corner to evoke the following window for setting 

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

 
 
3. Define the necessary fields such as Code, Name and model for the device and make 

sure baud rate value should be same as the one on the hardware terminal. NOTE: 
Remember to choose model Z9 as long as the device CPU is upgraded ARM9 
CPU or else the communication will not go through.  Afterwards, click “Save” 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) 

4. If TCP/IP is used, input IP address and port code 4370, then Click “Save” to store the 
setting to the system. For (remote) real-time monitor function, TCP/IP 
communication should be chosen, and set relevant IP address & port no. is 
5005. And leave communication pin (password) defaulted as 0 unless it is 
changed in the device. 

5. Then, call “Device Setting” again. Check TCP/IP icon and right click the mouse to 
show the figure below 
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6. Press “Setting All Clock” to activate the following “Device Information” menu for the 
rest of the device setting. 

 

 
Here, specially introduce “Info” and “Clear Admin” function icons. 
Press “Info”, it will come out a dialog box, 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 setting, get 
the device connected and then click the button "Clear admin."  
 
3.6.2. Log 
This module allows the system itself to read those unread log data from devices 
connected to the system. 
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1. Choose the device to download data to software 
2. Press “Read” button for the appropriate log from the devices to the system.  Two type 

of logs are given – management log (M-Log) and general log (G-log) 
3. When “Delete” button is pressed, it will delete all the relevant data from the devices 
(Note: “Read all G-Log” will add the quantity of general log into the system, thus, it is NOT 
recommended to use this function unless it is necessary) 
 
3.6.3. User Right Management 
This module is to define and manage the user access right to the devices. 
1. Select “User Right Management” from pull-down menu “Device” 
2. Choose the device to be set user right 
3. Click “Query” button to list all the employees under the selected device  
4. Tick purview box at right hand side of selected employees to set privilege 
5. Finally, Click “Execute” button to complete the user right 

 
Note: F shorts for fingerprint, P shorts for password and C shorts for Card. First F refers to 
the first registered fingerprint of a staff, second F and third F means backup registered 
fingerprint of this staff.  
 
3.6.4. Device Registration Management 
This module makes it easy to manage the user registration information on devices. 
1. Select “Device Registration Management” from pull-down menu “Device”, the 

following window will be evoked 
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2. Select a device on left column, then all the registered users on that device will be 
listed in “User Info In Current Device” area (the upper part), for those who have 
already input staff record, their name (only first 10 character) will be shown in the “Dev. 
Name”. As an example: First one is Mr. David Diaz Sandiago, and only the first 10 
character “David Diaz” will be shown. And for SN 2 and 3, they are defined as 
“abnormal user”, because although they have registered fingerprint/password/card in 
the device but their personal staff record have not yet been input in the software or 
maybe they have resigned and their staff record didn’t existed any more, therefore 
under “Dev. Name” column, only their serial no are shown instead of their respective 
name. And it can always click button “Select abnormal user” to list down all of 
abnormal users of this device.  

3. Meanwhile, all other user info will be listed in “User Info In Other Device” area (the 
lower part) 

4. If system user wants to authorize a non-current-device user to be a current-device 
user, what’s required to do is to tick that user listed in “User In Other Device” area, and 
then press “Execute”, then that user will become current-device user. 

 
3.6.5. User Registration Management 
User Registration Management is a functional module to manage user’s registrations 
information. Through this module, user’s registration information can be easily uploaded 
onto or deleted from any device(s). And it also allows information of multiple users to be 
uploaded into or deleted from multiple devices at the same time. Thus, an employee just 
needs to register his/her fingerprint, card or other information once at one device, and 
then his/her information can be disseminated to other devices if needed through the 
system. 
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1. Select “User Registration Management” from pull-down menu “Device” 
2. Click “Query” button to list out the employees being registered as shown in figure 

below 

 
From above example, it is shown that the listed employees have been enrolled with 
personal information stored in the system.  
3. Check the “Select” box of the enrolled employees, it means their registered 

information are ready to be uploaded to other devices on the same type 
4. Press “Execute” button to complete the information upload 
 
3.6.6. U-Disk Data Management 
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 “U-Disk Data Management” from pull-down menu “Device” 
2. In the box of Select Folder, choose relevant file from the USB Disk and click “Execute” 

button to import all in/out records  

 

In this module, there is another function to save fingerprints, cards and password data as 
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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. 
 
 
3.7. System Maintenance 
3.7.1. System Parameter 
This module provides the interface for user to define and access the system information. 
1) General parameter 

 
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.  
In order to output time card, the choice of “Must press the “IN”, “OUT” key should be 
selected and IN or OUT must be chosen on the terminal before press fingerprint to clock in 
or clock out.  
Click the ultra-low part option of “PRIVATE” or “GOVERNMENT” to choose one option 
the user required for time card format. 
For other parameters, user can check all other boxes if needed. 
2) Security Parameter 
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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 

 
The above dialog box shows the attendance parameters of system. User can set different 
attendance condition 
4) Communication Parameter 
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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. (Meantime refer back to 
3.6.1 Device Setting for relevant setting when (remote) real-time monitor function is 
required) 
 
For (remote) real-time monitor function, it’s also required to go to the terminal, follow 
Menu--- Data Download --- Ethernet Dwnld --- 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. （Noted only model with 
ARM9 CPU & “T” alphabet can support remote real-time monitor function and it is 
required additional charge. ） 
 
3.7.2. 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. 
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3.7.3. 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.  

 
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.   

 
For other actions such “Edit”, “Maintain” and “Delete”, appropriate windows are evoked 
with self-explanatory to guide the actions. 
 
3.7.4. 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. 
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Different role will be authorized with different rights by checking the items listed below.  

 
 
3.7.5. 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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3.7.6. 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. 

 
The above figure shows the parameters to conduct automatically online upgrade 
software. 
 

 
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 
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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. 

 
The above figure shows all the parameters about how to set system to automatically 
backup data to a file. 

 
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. 
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3.7.7. Change Password 
The module allows the system administrator or users to change the password. 

 

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

 

3.8. Help 
3.8.1. Q & A 
Q & A  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. 
 
3.8.2. 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. 

 


