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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. 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”

--  Paged --
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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.

FIA A N AR RN

Fersonnel  Leave Aft Shifts Dev gt Rec. Mgt DevReq. Usér Feq. G Log At Log Aft Daily Attt Month

= Department Configuration Fiadd N Recover B Exit
T
58] |
Function Menu
=

Department

Basic Data

O

Staff

| Temporary Menu

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”.
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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.

El Department Configuration Save @ Cancel

Departrment

3

Basic Data

El Department Code |

Staft

Department Name |

Mame Displayed On The Attendance Device:

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.

! Department Configuration Fiadd  (HEdit §{ Recover £3Delete ] Bt
Diepartment = lﬂgaj Company name
01 PER[Personnel]

02 ENGI[Engineering]
Basic Data

8

Staff

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

--  Page6 --



ZERRO Fingerprint Terminal Software Manual

3. Select action

E Department Configuration Fiadd  rEEdit § Recover £iDelete ] Exit
Cepartment = Iﬂg% Company name

01 PER[Personnel]
E = 02 ENG[Engineering]

Basic Data
M m 03 BUS[Busines,  O° WP & stair

Staft

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.

5 Position 0
Fogion i
Degartent Staff Group ; POSIION } Educamn‘ Humetuwnl Leave Type I A Gruup} Sa\amypel Sacial Insurance Type | Resign Reason
Code ‘Name |
al l
Basic Data

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

Staff Group Bgwe @

Code | Name:

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

--  Page7 --
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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

Staff Record Hide Condition<< | ?{f Query
Enquiry Condition
R Stafs; On the post x| [ Depariment r Staff No./Name = Browse Detail Del Resign
Staff No Main Info IAddena| \nfo]
4
StaffNo. | Name | DMo. | sex | |
Birthday | J Humetuwn‘ J Marriage | J Education
Probation ’—_| l—_‘
Join Date | J Duration ‘ passed date Contract Period
Dept | J Fosition ‘ J Staff type | J Salary Type
Insurance Aftendance Group | J UserID | Card No. ‘
Leave date | Leave Reason‘ Remark | [ Attendance
Photo Working experience | Posiion acjustment | Reinstatement |
|Stanfrum |Tu |Cumpany ‘Jub Description |Leave Reason ‘Remark
Ol

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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Wg Data Input Form @

Select Excel File.

File Mame

Click "Mext" to continue.

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.

g Data Input Form @

Data [nput Form

Excel Data | Staff Record | A

[ Department |Depar1ment j

O Group

MNarre |Mame |

O wiork-1d

Card_Mo. | Statf ho. |

O Hatian

Mative Place |Homet0wn j

O Education

Orost

O Gender v
Previous{B) | lext | Cancel |

Setup new parameter.

Join Date 2009- 2-24 =~
Probation Passed Date |2003- 5-24 i
Contract Period 2009-12-31 =

@ lgnore Duplicate data ¢ Replace Duplicate Data

Click Mext to continue.

Erevious(B) NE){T Cancel |

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.

--  Page9 --
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Staff Query ™ Desl; r W Stalus ontre p v 21 Query §j seting ®
Enquiry Condition

[~ Staff Type [~ Pogition [~ Hametown | J Gender| JI— Educatian | J

[~ Join Date | J To ‘ J [~ Leave Date | J TQ| J

Staff Mo |Name |Gender‘Enghsh Mame |Depanmem ‘Userld ‘CardID ‘StaﬁType |Juin Date ‘Duralmn |Posmun |Sa\aryType |Aﬂendance Type‘status |Leave Date |Humetuwn

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.

Birthday | ¥ &meay [E.2s -] 1o [AR .25 o 2{] Query § Seting 15} @

Enguiry Condition
[~ Dept r ™ Join Date | ERcH! | I ender
No. |Name |Gender‘Depanment Family Name ‘Type |Bmhday |J0m Date ‘Sewice‘(ear ‘Remark

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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Attendance Shift Figave 15 Cancel
Shift Code || shift Name |
Shift Code |Shiﬂ Marne |On Duty Time Work Time Collect  |Mumber Of D

*

Time zane 1 ITime zone 2 ] Time zone 2 ] Time zone 4 I Time zone & } Time zone &
Wwiork Time Attributes Principle

Starttime (Today - Off time r
Dwration Counted hours Day |0.5 -

I~ Signin  sStart End r
[™ Sianout Start Frr

3| minugis) consider late
’—_[‘
_
% minute(s) consider absence

2 minutels) consider early leave
’—j
__

| o O O g &

e |

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.

- Pagell --
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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

07:00-15:00 lTime zone 2 ] Time zone 3 ] Time zone 4] Time zone 5 ] Time zone 6 ]
Work Time Attributes Principle

Starttime |Today  +/[07:00 Offtime  |15:00 W Ondutycheck  Late {10 || minue(s)considerlate
[ and Grace period =
Duration |08:00 Counted hours |8 Day |1 -

[ Late 4| minute(s) consider absence

v Signin - Statt  |06:30 End 07:08 v Off duty check [v Early |10 |4 minute(s) consider early leave

[~ and Grace period =
v Sign out 14:51 15:30 ) .
g Start i [ Early ! minute(s) consider absence

[~ Late A mi i i
Attendance Type |Mormal Attent = B o [ e e
[ =

Separate shift 2

15:01-22:59 lTime zone 2 ] Time zone 3 ] Time zone 4] Time zone 5 ] Time zone 6 ]
Work Time Attributes Principle

Start time |Today j|15:01 Offtime  |22:58 [v Ondutycheck |w Late (10 |%| minue(s) consider late
[~ and Grace period =
Duration |07:58 Counted hours |8 Day |1 j

[~ Late +minute(s) consider absence
v Signin - Start  [14:51 End 16:31 b Offduty check W Early 10 |5 minute(s) consider early leave

[~ and Grace period =
v Sign out 22:51 2320 s : -
: Ll = [ Early 4! minute(s) consider absence

[~ Late ! mi i i
Aftendance Type |Mormal Attenr = B | TS BRI RS UE
r =

Separate shift 3 Part 1 time zone 1

-- Pagel2 -
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23:00-23:59 l 00:00-07:00 ] Time zone 3 | Time zone 4] Time zone § ] Time zone 6 ]
Work Time Aftributes Principle

Start time |T0day j|23:00 Offtime  [23:59 ¥ Ondutycheck [ Late 10 || minue(s)consider late
[~ and Grace period =
Duration {00:59 Counted hours |1 Day |D.1 j
[ Late +{minute(s) consider absence

v Signin  Start ’F End W H = ’_2’ minute(s) consider early leave
e — r o B

[ Signout Start End i ’—2’ minute(s) consider absence

-

r

Aftendance Type |Mormal Atteni « I j‘ minute(s) consider overtime

Separate shift 3 Part 2 time zone 2

23:00-23:59 00:00-07:00 |Time zone 3 ] Time zone 4] Time zone 5 ] Time zone 6
‘Work Time Attributes Principle

Starttime |T0m0rr0wj|00200 Offtime 0700 I I %! minue(s) consider late

- ’—j
Duration [07:00 Counted hours |? Day |U.9 j x
I 4! minute(s) consider absence

[~ Signin  Start End [v Offdutycheck [v Early [10 % minute(s) consider early leave
and Grace period =
WV Signout  Start |06:59 End 07:20 H : =

[~ Early %! minute(s) consider absence
Attendance Type  |Normal Attent ™ [~ Late %! minute(s) consider overime
= =

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
Arrange Shift Arrange

& Al o« - l—_l Possible shifts gem
At Group Shift " Depattrnen Datetveek | Week | shit | At Type [ M
P ————— Monday Mon  Work Shift Mot Available 0ot Dayshi

g Tuesday Tues Work Shift Mot Available

- [ =l wWednesday  Wed  Work Shift Mot Available

Thursday Thurs  Work Shift Mot Available

r Friday Fri  work Shift Mot Available

MoJMame l—_l Saturday Sat Work Sh!ﬂ NntA\ra!IabIe

Sunday Sun Work Shit Mot Available

Code MName Shift

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.

Arrange Shift I

Al ~ o =l
At Group Shift 7~ Departmer Datenveek | week | shir | At Type
. Monday Mon Cray shift Marmal Atte...
e
O (PErSEmE] WIBHINE SEnewLs Tuesday Tues Day shift Mormal Atte..
v Dept |Manufacture j Wednesday Wed Day shift Marmal Atte...
Thursday Thurs Day shift Marmal Atte...
] (v, SUTp-EEH Friday Fri  Dayshif Maormal Afte...
- ?{E Enguire Saturday Sat Wyark Shift Mot Available
Sunday Sun  wWork Shift Mot Available
StaffMo. | Mame | shin |
10103 Jdianhua Li Waelk

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.

Attendance Shift

Shift Code Shift Mame [Middle shift

Shift Code |Sh|ﬂ Mame on Duty Time

Work Time Collect Mumhber Of D

[ 1=]

1
08:00-16:00 ]Time zohe 2 ] Time zone 3 ] Time zone 4 ] Time zone 5 ] Time zone 6 ]

Work Time Aftributes Principle

Starttirme [Today  ~|[0=:00 Offtime  [16:00 W Onduty check W Late [10 (2] minoss) consider 1ate
v and Grace period |5 >

Dwuration  |05:00 Counted hours |8 Day |1 j
[V Late |15 = |minute{s) consider absence

v Signin Start o730 End og:10 [w Off duty check [« Early |10 1 minuteis) consider early leave
v and Grace period |5 >

v Sign out 14:30 16:00 -

9 Start End [w Early |15 =| minute(s) consider absence

[~ Late =

Attendance Type |NnrmaIAﬁen|;] L] x| minutels) consider overtime
- =

Attendance Shift

Shift Code [IE] Shift Marme [Might shif

Shitcode  [shiftName |on Duty Tirme

Wark Time Collect  [Mumber Of Dg

=1

|
16:00-23:59 lTime zone 2 ] Tirne zone 3 | Time zone 4 ] Titme zone & ] Time zone B ]

Work Time Attributes Principle

Starttime |Today — ~|[16:00 Offtime  |23:58 W Ondutycheck W Late 10 |3 minue(s) consider late
W and Grace period |5 =

Duration |07:58 Counted hours |?.98 Day |1 j
v Late |15 |&|minute(s) consider absence

Signin  Stat  |[16:01 End 16:10 v Off duty ¢ W Eafly 10 % minute(s) consider early leave
W and Grace period |5 =
v Sign out 2330 o010 - ; ;

g Start End v Early 15 |51 minute(s) consider absence

[ Late | minute(s) consider overtime

Attendance Type |MNormal Attem r
r =

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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n Arrange Shift By save | D) Cancel
Arrange Al {* Byweek " By month Possible shifts generated by PC
At Group Shi ¢ Deparent Datetteek | Week | ghit [aTpe [ |Cot
01 Moming shift
X Monday Mon  [viddle shif ﬂ‘NormalAﬂe v‘ g
(+ Personal Working Schedule
' g Tuesday Tues |Middle shif 1 Mormal Ate ~ Ooz  Middle shit
I Dept | | | weunessay wed Dadde shin = ormalate +, (H93 Mot
Thursday Thurs IMiddie shif = Mormal Ate «
r Friday Fri Middle shift [ Nommal atte +
" 1 Saturday Sat [Rest 1| Mommal ate
MaiName |10314-Louis v| i Query
Sunday [T F |5 bl ok Shidl I+ Iormal Atle »
SelectAll | Cancel |anit | ;ES'_ .
orming shi
410314 Lauis eek M\dd\eimﬂ
Might shift
Flexih ¢ Shitt
\iark Shift Mot Availahle

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.

Ei Arrange Shift E% Save | () Cancel
Arrange Al v Byweek By manth Possible4hifs generatedpy PC
At Group Shif ¢ Department Daletiesk | Week | hin latTe | cong [ Mame \
1 Marning shift
) Monday Man Iigdle shit [ hormal Atte | gy
&
+ Personal Working Schedule Tuesiay Tues [iddle shit 1| ormal Atie = [p2 M!dule spm
[ Dept Wednesday  Wed IMidde shit = |Wormal atte ~ s nigrtsiin
Thursday Thurs IMiddle shift K| MNormal Ate =
r Friday Fii  IMiddie shift :l' Marmal Ate
- A Saturday Sat |Rest = |Mormal Atte =
Mo Name |10314-Louig »| Al Query Bl
Sunday Sun IFlexible Wiork Shift | Marmal Ate =
[ setectan | cancel |

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.

Paid Leave Setting Hltuery [ Bateh S Edit
Query Condition
Year for holiday [2012  ~ |[¥ Dept | 7 Inclu sub-dept. Staff no./Hame -
Day= of holiday
Staff No. ame ‘Department |_]'nin Date |Annual Leave (D|Sic:k Leave (Day|

ROZALBA Anick CIRE 1683-4-5 4] 0

THOMAS Crystel CIRE 15956-11-14 0 0

PIFBACOSSE Ruf CIRE 2002-5-13 0 0

LUCHNUN ROY 5 CIEE 2004-3-16 0 0

SEESURRON Sari CIRE 2005-1-31 0 0

PRATAG Tansa DCIEE 2002-8-26 0 0

JATA Jennifer CIRE 2010-4-14 0 0
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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:

«» Set in Bach

Set 1n Bach Save | Exit |
Staff

[ Department ||:IRE j [ Inclu Sub-dept.
Staff No./ Staff Name | -

W Join Date |3= w1989~ 4-23 -

Leave Day=

[v Anmual Leawe Days |15 | [¥ Sick leave |§ -

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

Paid Leave Setting
Query Condition

Tear for holiday |2012 v | |w Dept. |CIRE * | [T Inclu. sub-dept. Staff no. fHame -

Day= of holiday

Staff Ho. Name |De1:ua:c1:men't |_]'nin Date |Annual Leawe (D|Sick Leave (Da}.r|
ROSALEA fnick CIRE 1993-4-5 15 &

Q006 THOMAS Crystel CIEE 1996-11-14 15 &
0008 FIEBACOSSE Ruf CIEE 2002-5-13 15 b
LV LUCHMIN ROY 5 CIEE 2004-3-16 15 o
o010 SEESURRUN Sari CIEE 2005-1-31 15 3
o011l FRATAG Tanza DCIEE 2002-8-26 15 &
oGz JATA Temnifer CIEE 2010-4-14 15 &

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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Holiday -
Nanazement +i hdd
Holiday Adjust
Cod it
o e From | ek | T Weck From | week | o
»
5 6L Date [ Week [ Shift Name Att. Type | poosible chifts e
2009-2-25 Wed Work Shift Not Awailable —
" htt. Group (" Department 2003-2-26 T... ‘Work Shift Mot Available O0: Day shi

(" Persomal work schedule

r | [~
r
Wo. [Hame
Code | Wame | shift
ALl A1 ¥o

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.

Holiday . .
. o et
[l Fiadd | EEdic *Filele
Holiday Adjust
Code Hame
From | Weel | Ta Weel From | weelk | Ta
P 1001 Laber Day 2009-4-30 Thurs | 2008-5-§ $ed  2009-5-1 Fri F005-5-5 [
& 11 Date | Week | Shift Hame Att Type | poocible shifts pene
2009-5-1 Fri  Work Shift Wot Awvailable —_—
7 Att. Group (" Department 2009-5-2 Zat  fork Shift Hot Available 001 Day shifs
2009-5-3 Sun  Work Shift Wot Awvailable
" Personal work schedule 2009-5-4 Won  Work Shift Wot Availsble
r | | 2009-5-5 Tues  Work Shift Hot Available
2009-5-6 Hed Work Shift Hot Available
-
Ho. fHame
Code | Hame [ shift
A1 11 YTez

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.

--  Pagel8 --
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Overtime

Owertime Linit mMinutes(Balance counted as below)

Count Rules

more thanimirutes) not more than (minutes| time countediminutes) |

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,

Sign Card| ¥ DateFfom [2000- 2-24 ~|[2008- 224 = 2{1Enquire 3% Add
| Depariment l—_|ENG = - - Sign Card Info Appraving Authority
Status | Date ‘ Week | Time Reasan Appraved By
-
L4
MosMame -
Staff No. | Marne [
10020 Chunliang Chen
10103 Jianhua Li
10314 Meiling Wang
10426 Chunying Wang
10445 Lingjun Jia
10483 Hiaoying Wei
10505 Yfun Chen

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

Sign Card v DateFrorm |2009' -4 j|2009' 234 j Fi8ave 5] Cancel
[ Department |Epc -

-

MofMame - Feason ’—Ll P By ’—Ll
Select Al | cancal [ _ _

10020 Chunliang Chen Sign Card Tine

O1o103 Jianhua Li Date |2009— 7-24 j Time | =l
010314 Meiling Wang

O1o4zs Churwing Wang Wede " Bignin { Sign out Shift hd
10445 Lingjun Jia

010483 Hiaoying Yvei

10508 Yun Chen

O1os10 Guiying Zhan

O 10598 Liang ¥u

O1o7o4 Shilan ¥u

10845 Shunging Zan

O1102s Zhiyi Zhang P || =
O110268 Qinghua Liu

O11160 Yinglian Wang
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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

Leave Management 2iQuery  FAdd
Query Condition
Category |41 »| W DateFrom [2008 g-24 = To |2008 224 -

r Depanment‘ J MNo. | MName | Type | Start Date |End Date |H0urs|LeaveTyperDestmatmn Approved By | Remark

r L

HaoMName -

A~

Staff Mo. | hame
ot L
1 “iAz=0
22222 2222
33333 33333

AnT Wik A

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

Leave Management v Date |2DDQ- 2-24 j To |2|]|Jg- 2-24 j i Save & Cancel

Category All -
[~ Department |ENG -

- Type |On|eave j Approved By |
MoMame
Destination | J Leave Type |

Selectall | cancel [
v 10020 Chunliang Chen
510103 S W Time From [2009- 2-25 | | 1o > Total
O10314 Melling Wang
10426 Chunying Yang )
10445 Lingjun Jia W Time From [2008- 2-25 | | T - Total
10483 wiaoying Yei

10805 Yun Chen
Emsm Guling Zhan I DateFrom |2009- 2-25 | To|zo08- 225 ~| Hours |8 < Total o
O 10596 Liang ¥u
O10704 Shilan Xu

R k:

O 10395 Shunging Zan emarks |
011025 Zhivi Zhang

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.

--  Page20 --
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Firstly, with query condition, choose the staff to apply Paid Leave days as below:

Paid Leave Management Wiguery Fiadd

Huery Condition

| Category AL v | ¥ Date from |1989- 4-23 v | te |2012- 4-23 -

End date | Days

[— | Remark |

— He. | Heme | Type |Start date

[ Dept. |[CIEE
b

¥ Inclu sub-dept

Ho. /Name |000Z-FOSALBA An v 291 Query

Staf. .. | Hame | rmmal | Sick |
000z BOSALEA fn. . 0/15 0/s
0006 THIMAS Cry. . /15 0/s
0008 PTRBACOSSE 0/15 /5
0003 LUCHNH BOY 5 0715 0/s
o010 SEESURRIN . . 0/15 0/s
o011 PRATAS Tan. . 0/15 0/5
0062 TATA Jenni. . 0/15 0/s

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

as below:
§ave @Qancel

Paid Leave Management

Query Condition

Category Al =2 [v Date from |1989- 4-23 = to |2012— 4-23 =

¥ Dept. |[CIEE B3

v Inclu sub—dept

: e
Ho. /Name 24} Query

[Annual Leave -1 pproved By [bess =]

Sele. . Cancel Annmal Sick

F ooz lmsum - | /15 ! Py | ¥ Leave Date |2012- 3 1 ¥ | te[2012- 3- 1 v | Working Hrs/day |5 v | Total Hrs f5
[Jooos  THOMAS Cry... 0/15 045

[ooos  FIRBACOSSE. ..  0/15 0/s

[Jooos  LUCHNN ROY S n/1s 0/5 [v Half of the day(Time) |2012* 3z ﬂ |8:30 ﬂ to |12:30 d Total Hrs |4
oo SEESUREWN ... 0/1S5 /s

[Jooil  PRAYAG Yan..  0/1S 0/s

[Joosz  JATA Jemni...  0/15 0/s Ranark | =1

And then get below list:
Paid Leave Management Higuery iadd  HjEait

Juery Condition

latezory A1 v | W Date from 1988~ 4-23 v | o |zo1z- 4-23 -

W Dot [T =] Ho. | e | mype | Startdate | Enddste | Days | dpproved by | Remark |
| [oooz ROSALBA fni ok Arowal Le:2012-3-1 2012-3-1 1 boss

¥ Inclu. sub-dept |00z ROSALBA Anick Arovual Les2012-3-2 5:30:(2012-3-2 12:30 0.5 boss

Ho. /Hame |OO0Z-ROSALEA An v | {3 Query

Staf. .. | Hame | hnowal [ Sick |

00z ROSALEA An .. 0/0 0/0

006 THOMAS Cry..  0/15 0/5

08 PIRBACDSSE .. 0/15 0/s

002 LUCHNUN ROY S 0/15 0/s

010 SEESURRWN ... 0/15 0/s

011 BRATAG Yam . O/IS 0/s

W62 JATA Jemmi...  0/1S 0/s

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

Overtime Requisition | ¥ DaieFromi{zo0e- 223 ~| To [2008- 224 ~| Wicuery 7%Add
[ Dept |ENG - Overtime Info Callaulilm
Staff Mo Marme Wandator |

r Date |Week|Method‘ Type |T|me |H0urs |Appr0ved by oT LetEmess |

Staff MoJhame - l

Staff Mo | Mame [

10020 Chunliang Chen

10103 Jianhua Li

10314 Meiling Wang

104326 Chunying Wang

10445 Lingjun Jia

10483 Hiaaying Wei

10505 un Chen

10910 Guiving Zhan

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

Overtime Management | |2008- 223 ~| To [2008- 224 | 2(iuery P Add
I~ Dept. |ENG - Gy Operation Info
M. MName ) Hours
r Date |Vveek Tyne Time | counted Method Operator
MoMame - L
Staff Mo. | MName |
10020 Chunliang Chen
10103 Jianhua Li
10314 Meiling Wang
10426 Chunying Wang
10445 Lingjun Jia
10483 Hiaoying Wei
10505 Yun Chen

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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Overtime Management | ¥ Date [z008- 323 »| To [2008- 224 +] 2iquery Fiadd  EJEdit ©%Dele
[~ Dept. |ENG - CrElir iy Operation Info
No. Name ) Haurs
I~ Date |Week Tyne ims Counted | Method | Operator |
Mo Mame - _10103 Jdianhua Li 2009-1-1 ¥Wed MNormal Over 02:00-12 10 Sign Card Administrator  2009-2
10103 Jianhua Li 2008-2-5 Mon Mormal Over 05:00- 08 3 Sign Card Administratar  2008-2
Staff Mo. | Name | Miotos |ianhuali  2008-2-2 Sun |Qvertime in nOBOD- 17 9 Sign Card Administrator | 2009-;
10020 Chunliang Chen B
10102 Jianhua Li
10314 Meiling Wang
10426 Chunying Wang
10445 Lingjun Jia
10483 Hiaoying Wei
10505 Yun Chen

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. Awindow for “Data Combination” is evoked as below figure

tp Data Combination

Flease select.

o Comhine data file

(" Generate new data file

Click Mext to continue.

Cancel

Flease select data file.

Path D)

Click Mext to continue

<Previuus(ﬂ)| Mext | Cancel |

4. Choose the correct path for the data file which need to be combined
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Fleasze select data file.

File Name Code Date |
B shanghai DAT oot 2008-8-9- 2009-3-9

= Previous(B) T Nent d cancel |

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.

Att Da\|y overtime Unit (1. ~ | Lateness/Early [Minute - 2{3query (¥ Calculation
Query Condition
Date From [2012- 7- 9 | o f2012- 7- 9 | T Dept | = r Staff No.Name -

v Mormal Att. [ Shift OT [~ Rest [ Overime | MNormal |v Absence |v Lateness | EarlylLeave |v OffWork [w Vacation  OnTrip v Overime

Atendance Shift Duty Lateness/Early Leave Overtime
Staff No MName Date Week

OnDury|OfrDuty|Day[s)|Time on | off | Time Laleness|EarIyLeave|TotaI Type |Time

After select relevant parameters, click query (sometimes for the first time, please click
calculation) and then click report
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Company Name Here
2012-6-1 - 2012-7-20 Att Daily

Attendance Shift Duty Lateness/Early Leave COvertime
StaffNo. MName Date Week
On Duty|Off Duty| Day(s) [ Time [ On Off | Time |Lateness [EanyLeave| Total | Type | Time

02 Bt 201261 Fr |08:30 |12:00 0.5 3.500:00 |DO0D |Absence

02 FET 2012641 Fri 1330 |18:00 05 451646 |D000 |Absence

02 Bt 2012-6-2 Sat |08:30 |12:00 0.5 3.500:00 |DO0D |Absence

02 EET 20126-2 Sat |13:30 |18:00 0.5 450000 |00:00 |Absence

02 FET 201264 Mon |08:30  [12:00 0.5 3.5/00:00 |DO00 |Absence

02 FiET 201264 Mon |13:30 |18:00 0.5 4.5/00:00 |00:00

02 FHT 201265 Tues |0830 |12:00 0.5 3.5/00:00 |DO00 |Absence

02 FHT 201265 Tues 1330 |18:00 0.5 45/00:00 |00:00 |Absence

02 FET 201266 Wed |08:30 |12:00 05| 350000 |DO00 |Absence

02 FHE 201266 Wed |13:30  |18:00 0.5 450000 |DO00 |Absence

02 FHEE 2012-6-7 Thurs |08:30 |12:00 05| 350000 |DO00 |Absence

02 FHE 2012-6-7 Thurs [13:30  |18:00 0.5 450000 |DO00 |Absence

02 ZFHT 2012-6-8 Fri |08:30 |12:00 0.5 3.5(0000 |00:00 |Absence

02 FET 201268 Fri |1330 |18:00 0.3 4.5/00:00 |DO00 |Absence

02 FHT 201269 Sat |08:30 |12:00 0.8 3.5(0000 |00:00 |Absence

02 FET 201260 Sat |13:30 |18:00 0.3 4.5/00:00 |DO00 |Absence

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

guery, 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.

AttMonily Report| DateFrom |BE- & 1

Query Condition

[~ Department r

o Tofme eu o

Staff o Mame v Overtime Unit | Hour M

i Query & Seting 1<)

L

I Mormal v Absence W Lateness [ EaryLeave | Offwork W Vacation b OnTin W Owetime [ Show0data
Laleness/Early Leave
Marmal Absence Chertirng Other
N, Name Lateness | EarlyLeave Total
Days‘ Time ‘Days‘ Time Days‘ Time | Time ‘Minute Time ‘Mmute Time ‘Minute Narrnal ‘Weekenu‘ Haliday ‘ Tatal Leave‘\facatiun‘ OnTrip ‘Tuta\
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Company Name Here
Attendance Monthly Report

Lateness/Early Leave
Normal Absence Overime Other
No. Lateness Early Leave Total
= | Time |Days| Time |Dayz| Time | Time |Minue| Time |Minuts | Time (Minute| Normal | Weekend | Holiday | Total |Leave| Vacation | OnTrip | Tofal
01 136 17) 135.48 2 24 1 7| 3 3
05 32 0 0 32
08 32 0 0 32
08 32 0 0 32
05 32 0 0 32
10 32 0| 0 32
11 32 0 0 32
12 32 0] 0 32
13 32 0 0 32
14 32 0 0 32
15 32 0 0 32
16 32 0 0 32
18 32 0 o 32
15 32 0 0 32

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

Att Record | W Dae [2000- 824 +| Tof2009- 226 | Hide Condiion=| 2} Query 3§} Setiing "

Guery Condition
| T Dep r Mo hlame »| I Record Method r
ha, | Name |Depanmem| Time | Syle | Explain ‘ Reason |Appmved9v‘ Qperatar ‘ Cperation Time ‘ Remarks ‘ Status |

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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Sure Joy Attendance Record Eeport

‘el e o v, Signi Card i,
[T Name peparimen| e e =TT
Mode Eqlan REsmon | Approwed by | O perakor operakon Tme Remarks
1=A==Y (B |02 ¢ 2 21000 Egncan W1 ka}f M ey ADE-424 1105 T7 Mol ye | e
=A==y (B |02 #24 1Z021D0 Aukmak [opendoT | Frgemnrz Mol ye | e
(ISAZEY (B D08 ¢ 24 125140 (Aulmnaks [OpendoT | Frgemiri2 il ye | b
[ISAZEY (B |00 & 24 170310 (Aukmalkc [Opendoa  |Firgemrnll Wol ye | ber|
[1SAEEY (B |00 24 170310 [Aukmalkc |Opendoa | Firgemrnll Wol ye | ber|
[1SAZEY (B [0 + 24 170310 (Aukmiakc [OpendoT | Firgemnnil ol e | e
(ISAEEY (B [0 24 170310 (Aulmiale [Opendoo  |Firgemnld Mol e | e
SRR =] (AUkmakc [OpendoT | Frgemnnil WOl ye | e
[1SAZSY (B | 202 «35 120210 [Aukmalc [OpendoT | Frgeminld Wol ye | e
[ISAZEY (B [0 ¢ 5 124210 (Aukmiakc [OpendoT | Fraemnnil Mol ye | e
[ISAZEY (B [0 &35 124210 (Aukmalkc [Opendoa  |Firgemrnll Wol ye | ber|
(ISAZEY (B |2D08 + 5 170140 (Aulmnake (OpendoT | Frgemdrll Ml ye | b
[ISAZEY (B [0 « 5 170110 (Aukmakc [Opendod  |Firgemrnll Wol ye | e
(ISAZEY (B D08 « 5 170140 (Aulmnaks [OpendoT  |Frgemdril il ye | b
[ISAZEY (B (02«5 170110 (Aukmalkc [Opendoa  |Firgemrnll Wol ye | Fer|
(1SASEY (B |30 #2367 :45100 Aulonalkc ([OpendoT  |Firgemrnii Wol ye | Fer
SR==T (B |02 + & 1600 (AUkmakc [OpendoT | Frgemnnil WOl ye | e
(ISAZEY (B D08 ¢ 674600 (Aulmnaks [OpendoT  |Frgemdril il ye | b
[1SASSY (B |03 ¢ EBT00 Alkmakc |OpendoT | Fraemnnil Mol ye | e

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.

Att Log Daily 3 Guery § Seting
Query Condition
Date From |- &-24 > To|2008- 824 ~| T Dep J I Staff NoMame =
Morning Afternoon Might
Ma. Mame Date Week Shift Attendance| OT
on Duty‘ Off Duty |H0urs On Duty | Off Duty |H0ur5 On Duty | Off Duty |H0urs

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

Sure Joy Att. Daily Report

farning Afernoon
Mame Date Shit Attendance
On Duty| Off Duty | Hours | On Dty | Off Duty | Hours
L3 2008-3-3 Al FEAPPL Ahsence
L3 200541 FEARMTIE g[o741  (17:36 g
LS 20054 -2 FEARMTIEL gl07:54 (1726 g
Rt 200543 Flexible Work Sh AbzEnce

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

ne Zone

Hide device== save (B Cancel (¥ Refresh B Execute

~Time Zone In PC
a [1 |2 Name  [Normal I Siindai | s:00:00 = To [17:30:00 =
I Monda | 0:00:00 = To |23:59:00 = ¥ Tuesdz | 0:00:00 == To |23:50:00 =
o Wedne | (:00:00 = To |23:59:00 = ¥ Thursd | (:00:00 = To |23:59:00 =
I Friday | g:00:00 = To |2359:00 = I Saturd: | g:0p:00 = To [17:30:00 =

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.

ne Zone Hide device== | 3 i Add Edit (¥ Refresh & Execute
—Time Zone In PC

Id | Name Sunday Monday Tuesday Wednesday | Thursday Friday Saturday Upload | Delete

1 Mormal 3:59  00:00-23:59 00:00-23:59  00:00-23:59 00:00-23:59 08:00-17:30 : [ r

2  Sunday 00:00-23:58 Forbid Forbid Forbid Forbid Forbid Forbid - -

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

o] | Hide device<< B save ) Cancel (7 Refresh Excute Se

rTime Group In PC

Id I‘l 3, Mame Group1 ¥ Time Zone |pormal j
@ Time Zone  [EHERETANMNNNRNNRNRNNINNE | ™ Time Zone =

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.

r~Time Group In PC
Id | MName | Time Zone | Time Zone | Time Zone | SetTo Curr Dev. | Set To Device | Delete |
1 Group Mormal Sunday I I I~

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.

ch Hide device== B save (P Cancel !
—Group Match In PC

Id 2 = Mame IGroup Match ¥ Group1

I Sat;

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”

InfOut Time | I Departrment 1447 a j I MoNarne v| | (¥ Refresh 2{} Query & Execute
1 User Info In Device
5 e |userd [FlF[F [P ro  [Depam.. |Marme [ vanid [ Time ero. | Time zon.. | Time zon... | Time Zar. | m
el
[m]
|
AR
[m] X ) : :
','!El__ Time Group In Device Time Zone In Device
1-3 Id | Mame |Time Zone 1 | Time Zone 2 |T\me Zone 3 ||| 1d \ MName | Sunday | Monday |Tuesday |Wednes

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.

(ate Management a0t St ek

(ode ’— Name| In Device‘ J OutDech| J

Gate Code

Gate Mame ‘ In Dievice ‘ Out Device ‘
2 g

n [l [t o

3.4.6. Gate Monitor
This module is to set parameters of the gates to be monitored.

S5
Gate Monitor
General ]Full Screen | Info iterm | Photo | Dept. | Gate |
I~ Full Screen I+~ Show Hint Fartitions |4 -
Color
Back Il ciBlack | vine [ crvenow -
Line vwidth
Line 1 -~ Frame |2 -
Device
Font Size |11 -~ color [ cllime -
D ate
Font Size |12 ~ Color [ clLime -
Time
Fant Size [11 - Color [ cllime -
Intersal
Haorizontal (10 - wartical |1U -




L
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tm Gate Honitor Lj
Gate Monitor

General] Full Screen] Info Iter‘n] Photo] Dept. Gate ]

Code [ Mame [
1 Hr-1
o = hr-z

D | Cancel |

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.

Gate Monitor

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”

LoginLog =™ Daefrom g g4« To |08 84 - o{iQuery & etings

SerialNumber‘ User Mame | Full Name ‘WmduwsOperalur| Host Name Login Time | Logout 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. 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.
M-Log | W Datefom [ag- 824 ~| Tofoons 84 o 23 Guery & Seting
Query Condition
[~ Device [~ Department [~ Inclu. sub-dept Staff NoSMarme -
Device ‘ Manager | Time ‘ Explanation | Usgerld | Staff No | Mame ‘ Depadment |Enr0HEpram‘
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.

G-Log | ¥ DateFrom [2011- 223 ~]| 7o [2011- 223 - 2{} Query
Query Condition
Infout

[ Device [~ Department r Staff Mo /MName i " In [~ Qut

Department |

Device ‘ In/Out | Time | Mode | Explain ‘ Userld Staff Mo Name

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.

TimeCard Manager |0 23 Quen (B Caleulation 1]
TQuew Condiion
W onth [2m207 x| T Dept| =r Staff No./Hame -

oo | Weme | vear [Monh| Do [age | tmt [10un | w2 [toue2] 1 [ 10ua [ 2t [anut | 2ne [e0ue] ara [2ous] am [aour [ ane [aoue| 2w [aous | et [aoun | ave [ o] ana [sous [ s 0w | sne

Campany Name Here Company Name Here
DATLY TIME RECORD DATLY TIME RECORD
No. @2 Month 6 Year 0= No. Momth Year
Name_==#T Name
Dept. )\ Z=0 Age Dept Age
MRTE AFTENIN OEFIDE MORTG AFTERON OEFIDE

== In ot In ot n ot D= = ot = ot = ey

1 16:45

2 2

= 3

= 5

& 5

2 8

El | =

10 0

11 12:08 15:04 1

= 2

13 08:36 0 12:@ 703 13

= =

= =

= =

= =

o E

= 1

= =

= =

22 22

= =

- =

P =

= =

> 05-08 12:54 746 =

0 ES)

= =

1 hereby cartify that the abow reoords are true and camrect I hershy cortify thet the sbove reoards are trus and oorrect

In charge - Employee In charge p— Employee

Another example of Government time card is shown below.
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CIVIL SERVICE FORM N2 43 Cexd No. 02 CIVIL SERVICE FORM MO 48 Card Na
DATLY TIME RECORD DATLY TIME RECORD
Dest. i Det.
For the marth of ] L1z For the month of
Offical hoxs of arxival Femular davs Offical howrs of arrival Fesular davs
and depErtiores Sstaays _ and derertires Saturdsys N
e AM FIL NDERTDE . AL PAL ORI DE
Arrivel | Derture | Awxivel | Depersure Hour Mnues " [ 2=al | Deomwtime | Armivml | Depmoime Hoor Mimute

1 16:46 B o 1

B 3

[] ;

3

== = =

= =

= :

= 20

= 23

= =

= 08:08 1z 6 3

Ed 30

3L

TOTAL 24 TOTL

I certify on my hanor that the above is a true and correct
report of the howrs of work psrfarmed, record of which was
made daily as the time of arrival and depertwre fran office

Enployes
VERIFIED as 1o the presoribe office hows

suTy

In cherse

I certify on my honee thet the shove is a2 true and correct
repxrt of the hams of wark parfamed, record of which was
rmade daily a= the time of srrival ard depsrtive from offics

Emploves
VERFIED == to the peescoribe offics hars

In charge

3.5.5. Attendance Statistic Report
This module allows user to generate different attendance statistic reports according to the

defined conditions..

Al Check
Statistics S Report EE Excel @ web ] Ext
Statistic Parameter Browse Data l Graph Analyse 1
Enquiry
 ByYear & ByMonth Group Code  [Group Name Schedule Check  |Actual Check |att Check Rater%y | 2
From [zoos =]t = | ot HiTER
nz 02: vP
Tolz008 ~ v H
_DS 03: HR
Cornpare _|]4 04: FMPADNM
&+ Dept ¢ Historical Data 05 05: ACC
" Personal os 06: C3D
Graph o7 07 PLA
& Histogram ¢ Pie os 0o, ENG
" Line I 3 [ oa 09: MIS
— []1o 10 MMD
I~ Dept ghiTesh s 12 12 Q4
v Inclu. Sub-dept 13 13: PRO
7| Staff Mo Mame bl

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

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
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.

= N =T
Sure Joy
Arttendance Statistics Analysis Report
Author : Administrator Print Date: 2000-11-21
Group Gode Group Mame Guant To Attend Actual Atengance Atendance Rate
n1 AT e
02 02:ve
03 03: HR
04 04 FMPADM
o5 05: coD
o7 07 PLA
os 0s: ENG
10 10 Mo

12 12: @A

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

Leave Record | ¥ Date [2009- 624 | 1o |2000- 624 - 2{1auery ) Setiing
Query Candition
[~ Dep. In No.Mame +| " Type |Onleave +| [ LeaveTye
Mo ‘ Marme ‘ Depanmem| Type | Start Date | End Date | Haours |Appmved hgr| Leave Type |Sa|anfdeducted| Remark |

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

Leave Record ™ Date [a008- 1-24 | 7o 2008 g2 - 21 ouery & Setting 15 Report EHE
Query Condition
v Dep. EREE «| I Inclu. sub-dept. o iName | j I~ Type | J I~ Leave Type
No | Narme | Departrent | Type | StartDate | End Date ‘ Hours |Appruved by| Leave Type ‘Ealawdeducted| Remark ‘
M HRODZ  FEF 03:HR Offwork | 2008-4-13 8:30:00 2008-4-1217:30:00 jane Ttk 100 EER
HRO04 T 03: HR Offwark | 2008-4-10 13:00:00 2008-4-10 17:30:00 Jane Tl 100
| HROOZ  AHi 03: HR Offwark | 2008-4-26 8:30:00 2008-4-26 17:30:00 Jane T1alE 1o +ig
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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

Prirt Printer zetup Scale - Cloge

Sure Joy Leave Report

Time lsae Irb
Name | Deparmeit | Type Toml | APProsediy sy FRemak
Fem w Hots LeE TV | educed
TR . LA [ofwon [Me e 110000 |A0EbE T D 13 [ TR
SR . PR [Ofwom [Mmeeeamim  [wecs 1700m e [ o
GET . PLA [offwolk [MO55 1 63000 [AOBST N30 Warth &

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.

Paid Leave Record| M Date fronfontz- 3- 1~ | oo fooiz- 423 ~| Higuery ¥ Setting (B Beport FEExcel @ Heb
Query Condition
[V Dep. [CIRE v | [ Inclu sub-dept Ho. /Hame hd [~ Category
Ho. | Hame | Depart | Type | Start date | End date | Days | Approved By ‘ Eemark |
p|o00z ROSALBA Aniclk CIRE Anrual Leaw 2012-3-1 2012-3-1 1 boss
_ |0o0z ROSALBA Anick CIRE Anrual Leaw 2012-3-2 8:30:00 2012-3-2 12:30:00 0.5 bess

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.

Paid Leave Statistics Higuery & Setting EReport EFExcal @b ] Exit
Query Condition
Leave Year 2012 i W Tep A [7 Inclu. sub—dept Ho. /Wame A
Anrmal Leaws (Dap) Sick Leave (Day)
o, Wame Depart
Alloved | Leave | Balamce | Alloved | Leave [ Balance
Moooz RDSALBA Anick CIEE 15 1.5 135 5 [ 5
_0005 THOMAS Cry=tell CIRE 15 o 15 1 o 3
"Jooos FIRBACOSSE Rufe CIRE 15 i 15 5 i 3
_DDDQ LUCHMUN ROY S CIRE 15 o 15 5 o 5
“Jooto SEESURKUH Sarit CIRE 15 i 15 5 i 3
_DDII FRE4YAG Tanza De CIRE 15 o 15 5 o 5
:UUBZ JATA Jennifer CIRE 15 o 15 1 o 5]

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.
2.

Select “Device Setting” from pull-down menu “Device”

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:

Device Management

Code Marme |
Id 1 Model  |Z0 -

v Records for calculating the attendanceiGeneral log)

[ Forlnrecord (Generallog) [ For Outrecord{General log)

[~ ForCanteen Meal (For expense calculation)

Communication |RS-232/RS-485 =)

Port |COM1 j Baut rate

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)

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 O unless it is
changed in the device.

Then, call “Device Setting” again. Check TCP/IP icon and right click the mouse to
show the figure below
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Device Management Piadd (G Edt *iDelete @ Tme Ko & cCle

&“‘“ Set 11 Clock

Set #11 Mezzage

6. Press “Setting All Clock” to activate the following “Device Information” menu for the
rest of the device setting.

Fiadd  [SEdt SiDelete QTime § o @ Clearadmin ] Eat

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.

Record Management (@ Refresh
Lagu Unknown M-Log ’W
N AllManagementlog |[Unknown | |
.M"éﬂ Unknown 3-Log ’W
%[E[ All General log ’W | |
1-3 [~ Export G-Log File

File Mame ‘

Date Format Time Format
D&T Separator Field Separator
Length of User Id Record Format
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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
Privilege I Deparimert wimzs | 1 NoNarne - @ Refresh 203 Query & Execute ] Exit
aL su [userd [F[F[F[P[c|no | Departmant [ Mame | valid | SuperManagar | Mananer [ Registeren [ user |
240
=
R
s
1-3

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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Device Registration [ nDatefrom |2000- 1- 1 *| 1o [2011- 218 x| Hide devices=  ?{} Query & Execute ] Exit
DEI User Infa In Current Device
T= I status |On e postltj ™ Dep | J r NaJName ’—L| Select abnarmal user
1
Unload de.. ‘ Dawnload Data | Upload Data‘ Del ‘
r r r r
r r r -
r r r -
User Infa In Other Device
W Status [onthe postic»| T Dep. | = F Ho.MName +| 24 query
oM [userd [F[F[F[P]c[no [ Cepantment [ Mame  [wvaid |  upload | pelste |

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

User Enroll | ¥ Status ‘OHWEDUSUIj v Dep ‘Pur j [ Int: 5ub Dep. NojName - 21 Query & Erecute ] Ext
Enroll Data
1 ho |Usevld | F ‘ F ‘ F | P ‘ ¢ ‘ No. ‘Depanment ‘Name ‘ Valid ‘ Select ‘ Delete fram ‘
1 130 N N N N oY 11560 8 Areno Yes W r

2 13025 NONON N YO 13025 i Linda Yes W r

3 10445 NN NN Y 10445 8 Vicky fes W r
N TN EN T ¢ r

H miyd NN N N oY 10314 i Louis Yes [ r

] 10483 N N N N Y 10483 8 Devon Yes [0 r

7 MO2E NN N N oY 11028 8 Chrig Yes [0 r

H 1moF o NONON N Yo 13007 i Jeny Yes [ r

9 MEON N NN Y 11387 8 Jane Yes [0 r
Device

hlo, |Cude |Name Communication | Up To Device | Delete From Device

1 0m R&-232 RE-232IR8-435 v [

1oz TCRAP TCRIP r [

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. Inthe box of Select Folder, choose relevant file from the USB Disk and click “Execute”
button to import all in/out records

U-Disk Management — Generale U-Disk Data File [inistratoritGreen 1 0.81\Green_y10.611AFP_001 DAT (@ Refresh &, Execute ] Exit
UDisk File

& Select Folder ‘  L-Disk [v Delete File After Execution

File Mame | Description [

Data Registered

I Status |Onthe pDSlI[j D | J r Mo Name +| Device Type |ZBNVE -~ iQuery

ord [userid [FIF[F[P[c|me | Depantment | Mame | valid | gendtafile | Delete | ~
1 2222 N N N N Y 22222 OppxUh 22222 Yes & &

2 3333 M N N N Y 33333 appxUHR 33333 Yes r r

3 365 M M N N Y ASBOSZ ASTVEBES wWIDE Yes r r

4 366 M M N N Y ASBOS3 ASSYEBEE A Yes r r

5 367 MM N ONY ASBOS4 ASSYEBED UOE Yes r r

f R MM ON N Y ASRNGA AREYERED  AERAL es r r

In this module, there is another function to save fingerprints, cards and password data as

--  Pagedl --



V5/7/74

rorasareriire

ZERRO Fingerprint Terminal Software Manual

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

General | Security | Attendance | Communication |

Company Mame |Company Mame Here

Rest |[R  Color Onduty [N Color
Leave |2  Color Lateness|C  Color

Absence |2 Color Holiday |@  Color

On trip |@ Color Overtime |[@ Color

v Currency Symbol Decimals |1 -

v Access control

v Must press the "In”, "0Out” key

+ PRIVATE " GOVERMNMEMNT

Cancel | |

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



life ZERRO Fingerprint Terminal Software Manual

Seneral  Security ]Aﬂendance ] Cormrmunication ]

Fassword will be at least — Charaters

Account will be locked when = inegal entries

Svsterm log for = Davs to be deleted
Attendance log for = davs to be deleted
M-log for = days to be deleted
Infout log for [0 =] davs o ke deleted
Consurmption for I—i[ days to be deleted
Payroll data Tor I—i[ davs to be deleted

17717711731

Zancel | |

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

Seneral ] Security Attendance ] Communication]

Yalid Overtime 12 -

Leave counted as attendance

4

an trip counted as attendance

<

Latenessfearly leave deducted from attendance

g

Apply for overtirme work in weekend or holidays

q

Apply far normal overtirme warks

o nthly allowe | J timesl J min_l J

Owertirme offset latenessrearly leave

1

Cancel | |

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

Froxy Sever |
Part [10001 =
Real-time Monitor |TUU5 g

[~ Sawve real-time monitor record as general loge

L] | Zancel | Apphy |

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.



ZERRO Fingerprint Terminal Software Manual

Data Management ] Exit
Data
Date From|2009- 1- 1 =t |zo08- 1- 1 ~|
™ Management Log [~ Login Log
I~ Aft Log I~ Aft Daily

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.

Database Management Fiadd PR Edit & Maintain +3Delete  [F] Exit
Column [ value
Database Name  AccCtiDp mdh
AccCHDb mdb Description ACcCHDB.mb
Disabled Mo
Read only Mo
Size 1.79M

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.

‘g Databaze Wizard @

FPlease select.

(+ Create a new database

" Add an existing database

Click "Mext" to continue.

Cancel |

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.

--  Paged5 --
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Different role will be authorized with different rights by checking the items listed below.

‘g BFole Hanagement

3

Dept Data Setting
Fundamental Data Setting
Staff Management

Staff Report

Staff Binthday Report
Attendance Shift

Haoliday

Owertime Count Rule

Sign Card

Leave Management
Owertime Application
Owertime Management
Data Combination
Attendance Report Daily
Attendance Report Monthly
Attendance Log Report

iiiiiiiiiiiiiiiii.

| .Y

Attendance Shifts Arrangen

W

W
W
v
v
L
Ll
W
W
W
W
v
v
L
Ll
W
W

Attendance Log Daily

Time Zone Configuration
Time Group Management
Combined Door Access Mz
Door Access Time Manage
Gate Management

Gate Monitor

Login Log

Administrator Log

G-Log

Realtime Maonitoring Log R
Attendance Statistic Report
Leave Record

Device Setting

Log

User Right Management
Device Registration manag

| >

Zancel

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.

ser name Full name Group %
l@En:jrnin Administrator Administrator
Quser Standard User
Property Exit
Fassword of admin
To change password, return to the main menu. Click "System’ to call the
pulldown and choose "Change Passwaord’ |
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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.

w At atic Execution E]E]

Coammunicatiaon ] Backup ] Zalculation ]

[w Activate Automatic Ulpgrade

Execute Freq.lrl.ﬂclnda'y' -

Execute Time [15:00:00 —=

[ Authentication |= Reguired in Firewall

User MName |

Fassword |

[ FProxy Server Used

Address | Fort o |

L)t | —ancel | |

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

e |
- =13

Upgrade Communication ]Elac:kup] Calculation |

[ Suto Communication Iw Tirmer Setting

v Read SlLog v Read SLog

Exec. Freq |r-.-1|:|nda'5.-' vl

Exec. Tirme |20:00:00 —

oAl Devices ‘= Following Devices
Zode | Harme
1 ooo1 RS-Z32
1 oooz TSRAR
11 FPLIR
D= | Zancel | Sy |

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.

tw Auntomatic Execution

[ Auto Backup =
Exec. Freq | |
Exec Time | =]
Path |

£ ="

D | Cancel | |

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

tw Automatic Execution

Upgrade ] Communication ] Backup Calculatmn]

[ Auto Calculation

Count on | days Attendance Data
Exec. Freg |

Exec. Time |

L] 2 | Cancel | |

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.

& Change Password il

User name: Iadmin

Password: ||

Mew password: I

Confirm password: I

QK I Cancel I

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

Eeminder Hes=sapge 4

\.\?{) Are wou sure to close the user admin?

£ (1) o |

3.8. Help

38.1. 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.

# 5JT Fingerprint I&A

SJT T&A Version V18.6

&n Intezrated Svstem for Human Eesource,
bttendance, Access Control Nanasement

Database Type: Access Version: 2.1.0
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