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Introduction

This manual is to teach you how to install and use the Attendance Management
System (AMS). The system is for attendance management and communication with
fingerprint or proximity card device.

It will teach you how to install the software and show you step by step how to input
critical data into the software. Lastly, it will show you some troubleshooting
techniques in solving problems for the software.

AMS system is a multi-lingual interface system. User can choose the interface
language in login screen. The software can be run in Windows 98, Windows 2000,
Windows XP and Windows Vista. But, it cannot be used in Linux or Unix platform.

Software Platform

This software can be run in Windows 2000, Windows XP and Windows Vista. For
Windows Vista, the software need authority to access the Microsoft Access
Database. You either need to switch on the authority for accessing it or copy the
whole directory (ams) to “document and setting\all users”.

For hardware, the software requires 100M free hard disk space for installation. The
computer speed should be Pentium 133 or above.

Software Installation

Put the Installation CD into CD-ROM drive.

Browse the CD, and double click on file “setup.exe” which is located in a date code
directory such as 20090129.

The installation wizard will start, click “Next” to proceed.



=% Inztalling AMSE

Welcome to the AMS Installation!

This setup pragrarn will install AMS an vour computer, Click Cancel
if wou do not want to install this application, Click MNext to continue
the installation,

WARMING: This program is protected by international copyright
law and treaties,

Unauthorized reproduction or distribution of this program, or any
portian of it, may result in severe civil and criminal penalties and
will be prosecuted to the maximum extent of the law,

Mext = | [ Cancel




Select installation path and then click “Next”.

<% Installing AMS

Destination folder
Select a destination folder where AMS will be installed. ’_‘
£l

Setup will install files in the following folder.

If you would like to install AMS into a different folder then click Browse and
select another folder,

Destination folder

H:\Program FileshamMs Browse..,

Space required: 31,93MB
Space available: 92.20GB

= Back ] | Next = | [ Cancel

The system will begin to install the program.

9% Installing AMS

Installing Files '
C i amMs files t ter.
apying iles to your computer J

To interrupt or pause the installation process, click Cancel.

Directory: H:%WProgram FileshaMSypresent
File: UnionAttend Feature 20090326.ppt

(RERNNRANRANRANRARAAR )

Cancel




Click “Finish” to complete the installation.

3 Installing AMS

Createlnstall Free




Login

Run the shortcut “Attendance Management System” on the desktop

The default login account is “system”, and the password is blank (no password).

% Account |55«'stem

FPaz=zword |

o 0K X Cancel

Interface Preview

The software is window based. The interface between the software and user is
through each window. After authentication, it will show you the main window. For
each item, it will show the child window. The child window must locate inside the
main window.

Main Window

The main window consists of the title bar, top pulled-down menu, hot menu, the
content area and the status bar. The title bar shows the software name. The top
pulled-down menu covers all the items in the software. The hot menu provides the



quickest way for accessing the critical item. Finally, the status bar shows the status
of the system such as the current date and time. Title bar

Top pulled-down menu

Hot menu

N\

Status bar

Child Window

The child window is invoked when you select a menu item. Each child window
has its layout. Some are similar and some are different. Most of child windows
have the icon bar located at the top for choosing different actions.



¥ Staft Informaton

*eadd @ociete “@nodfy Wlsae  Mcancel | Fl Close

Click here to select Dept, M
[~ Show sub-Department  Find I
[~ Show Resigned Staff
Marmne | Staff Mo, |
Icon Bar
Account; 0

g Saft Shift Sehadnla

J Tindd W FiBatch Scheduling *iDelete [oModify | [$]Refresh | ] Close

1 1 1
|C11c1': here To Select Dept. * ﬁl Tegill Date |ohirt nHame (BN oate |

[~ Show sub-Department Find I B

[T Include rezigned staff
Hame | Staff Ho. |

View Shift Detail

fceount: 0

Wizard

The system has a wizard icon which teaches the user how to use the system.

I Report Window {0

% | 8

N
shift Pattern Shift Allotment | Download  Analysis  Attendance Detaill Report

?ﬁ

Wizard

When you click the wizard, 3 steps of processing is displayed.
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== Attendance Management System

Sysom Management (¥)  Siaff Mansgement () Device Management () Atindance Mansgement (T) Eeport  Window (V)

S & w B & &8 M H

S
Department  Staff  Device Holiday Holiday Allotment | Shift Management  Shift Pattern Shift Alotment | Download — Analysis  Attendance Detall Repart

Step 1 ﬁ} E Bl i

Department Staff Device

Step 2 @ Eﬁ @ é‘ f%

Holiday Holiday Allotment Shift Shift Pattern. Shift Allotment

Step 3 LL:'. ﬂ

Dovnload Sinalysic Attendance Detal Report Exit

A blue arrow is moving telling you that you need to input the module first. Clicking
the right image or word can invoke the corresponding module. When you have
finished input of one module, the word becomes blue.

& Attendance Management System

ke () Stadf {0} Device D) Attendance (I} Report Window (B}

WS & @ @ % & B m H

<
Department  Staff Device | Holiday Holiday Alotment | Shift Management  Shift Pattern Shift Allotment | Download  Analysis  Attendance Detal Report

Step 1 E ﬁﬁg—ﬂ =]

Department sttt Device

Step 2 & M G ha =

Holiday Holidey Allotment Shift Shift Pattemn Shift Allotment

Sip 3 "% 41

Download Analysis Attndance Deteil Report Exit

Then, the blue arrow will moving in next module showing that you need to input
the other module.

Whenever you want to leave the wizard, just click the exit image or word in the
right bottom corner.
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Department Management

Department management is to maintain the department used in the system. User can
add/modify/delete department here. There should be at least ONE department in the
system, as department must be assigned during the adding of new staff record.

S)FEITE. P ERTREAR k|

g
Capas treatil =

Add New Department

To add a department, click the icon bar “add”.

g ]:]EEII artment Mana SRR nt

[| Clase

Department

Input Department Number and Department Name. Click “OK” to save and exit.

Mew Department Into

Department l

Dept. [We. |01
Dept. l:memm
Under | =
| =l

Telephonel

Faxl

J\ddressl

Fastal Codel
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New Department will be shown.

@ Department kManagement

J Efadd IlDelete IfModify | ] Close

Adding Subsidiary Department

You can add a sub department under another department. It creates a hierarchy
between departments. For example, Administration section consists of Account
Department and Shipping Department.

Or, you can setup multi-organization. Each organization has its own departments.
For example, you can setup 2 organizations. One is ABC Company Ltd. and the
other is DEF Company Ltd. Each company has its own sales department and
account department.

To form the hierarchy, you need to input an upper department during the adding of
department.

Etadd EzDelete IiModfy ] Close

-T2 Department
T2 [1AJABC Compeny Ld.
Zig—,; [1E]Hotel Compary Ltd.
E? [24]DEF Company Ltd.

New Department Info

Department }

Dept No. ABCO0L

Dept Name |Ac t Department

Upper Dept. |ABC9mpany Ltd. j

Nz tne 7 =

Telephone

The new department (Account Department) will be added under ABC Company
Ltd.
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== Department Management

J Etadd EoDelete Imodify [ Close

& Il UIIE I

[1AJABC Company Lid.
[ABEZ001]Accomnt Department

L L DI A LT

Iz [2A]DEF Company Ltd.
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To modify a department, we use mouse to point to the department and click
the icon “Modify”. Then, we can change the content.

'@ Department Management

Efhdd ElDelete | ZiModify | ] Close

= h Departmeant
—|-f2= [O1]UEM

To delete a department, we use mouse to point to the department and then click the
icon “Delete” to delete the department.

g ]:]Ezp:ﬂl'h'l'lﬁ'l'l‘f Fana srmet

addl ElDelste | EfModify | ] Cloze

= h Departmeant
—|-f2= [O1]UEM

In the other staff selection screen, you may need to show Subsidiary
Department staff. You need to tick the check box “Show Subsidiary
Department” if you want to do so.

No staff will be listed if there is no staff belongs to selected department. Once

“Show Sub-Department” is selected, all staffs in subsidiary department will be
listed.

@ Modify Statf Information

@ Modify taft Information

Taad add EDelete Mo

| 01U | 01 TUEN

[ Sl'u:-vl sub-Department Find plﬂhﬂ'ﬁ' sub—Department: Find

[ Show Hesigned otatt [ SRow Fesigne a

Hame Staff Ho. Hame Staff Ho.
B yan 00000001
ClErie 00000002
L5 B 00000003
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Staff Management

“Staff Management” handles all staff settings, including adding/deleting/ modifying
staff information. User can also handle staff resignation here. One of the attributes
in staff management is User ID. It is the identifier used in fingerprint device or
proximity card device.

For example, staff number is “MIS001” and its user ID is 7. It means the fingerprint
or card information in device belong to user id 7 will be match to staff “MI1S001”.

To invoke the staff management item, just click the “Staff”” in hot menu.

Swstern Management f Management I Device Mana,

= & &£
Departrnent evice  Download

When you see the Staff window, click the icon “Add” to add a staff to the system.

B Staft Information

M TR

Click here to zelect Dept. . - | il
==

[ Show sub-Department Find

[ Show Resigned Staff
Hame Staff Ho.

In the input screen, you can input the related information for each staff. Some fields
are necessary to input while others are optional.

The fields “Name”, “Staff Number”, “Dept” and “User ID” are necessary for input
whenever you add a staff record. The other fields are optional.

- 16 -



el | K] close

Easze Info | oher Tofo | Pemard |

Name | WickManne |

Staff No. |MISDll . Teer ID 11

= (Device Tzer ID

' = o\m| @[

ID_Caxd No. |

Gender | ﬂ
Birthday Gron-mm-dd)

Marital Status | j

Nationality |

Residence | j

Wage Type [1-Crusntity Scale =]

In the input screen, you can see there are 3 pages. They are “base info”, “other info”
and “remark”. In each page, you can input the related information of each staff. You
can click the page title to let the system showing the page content.

€cancel | F] Close

ﬂm | Other Info | R@
. — :

statf No. MI011 s

The page “other info” consist of the less important information of each staff. You
are free to choose to input or not.
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Base Info  Other Info | Remark |

Position || ﬂ Tifle | ﬂ
Join Date ,7 fonnr-mm-dd) Pas Probation li {nnne-mum-dd)
Contract Type | ﬂ Political Statog | ﬂ
Education | ﬂ Profesion |

Grradvate Time ,7 fnnne-mom-dd) Hchool |

obile Mo, | Telephone |

Address |

Address] |

Addres2 |

Postal Code |

Loal Citizen r Cuarentee |

The third page “Remark’ allow you to input the remark of the staff and also to see
the number of fingerprint template, the password information and the proximity
card number if it has.

Base Info | Other Info  Remark |
I

Fingerprint | Admin false

Password | Card |

If the user has enrolled 2 fingerprints in the device, the fingerprint field will display
“1,2” which means that first and second fingerprint has been enrolled. The sequence
in here is not the same as the fingerprint sequence in user’s hand.

- 18 -



The field “Admin” shows you whether the user is supervisor in the fingerprint or
proximity card device. If it is supervisor, you will see “true” or you will see “false”.

The field “password” shows the password in the fingerprint or proximity card
device. It will not display the exact content of the password. Instead, it will show a
number of star “*” to represent the password.

Finally, the card field will show the card number in hexidecimal in the device.

When you have input all the necessary information of the staff, you can click the
icon button “Save” to save the staff information into the software database. If you
do not click “Save”, the input data will be lost.

E Save

¥ Cancel Close

~|a| B

Info | Other Inf

Wame

To modify a staff’s information, you can use mouse to select the staff and click the
icon “Modify”. After that, edit the same thing in the input screen and save it
afterwards.

G Modify Staff Information

*0hdd @Dalete

[[0z15 el es v|ﬂ

[T Show sub-Tepartment Find
[ Show Resigned Staff

Cod N il il

Hame

4

To delete a staff’s information, you can use mouse to select the staff and click the
icon “Delete”. When you choose to delete a staff, you are asked to confirm your
action. Click “confirm” to proceed or “cancel “ to abort the action.

Please be noted that the process is NOT RECOVERABLE.
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Queshion

aure delete staff
Tellr 7

T By
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Normally, we will set the staff to the “resigned” state rather than deleting the staff
directly. The resigned staff will be not shown in the staff listing, unless user enables
“Show Resigned Staff” option. The resigned staffs will also be excluded in reports
unless specified. However, all records of resigned staff are still preserved in the
system.

To set the staff to the “resigned” state, select the staff and click the icon “Modify”.

9 Modify Staff Information

hdd T@Delet

| [02]Z5ale=

[ Show sub-TDepartment Find

[~ Show Resigned Staff

1T Ll R ol s 1 4

Then, tick the check box “resigned”. After that, you are asked to confirm the action.

LepL | Aceount Department =1

3
e

ID_Card No. |

Cremder Queshion

Birthday

Marital Btatos

Wationality |

Rezidence | ﬂ

Wage Type |1-Crusntity Scale ]|

Eesign v

Select “Confirm” to confirm staff resignation or “Cancel” to abort the action. When
you confirm the setting of resignation, you can see more fields displayed for input
of resignation date, type and reason.
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Eesign [+ Leave Late |700-05-26 Tne

E
LEAZONL Ford

Except the resign date and type, you are free to choose whether to input the reason
of resignation.

The resigned staff will not be listed in other selection windows unless the check box
“Show Resigned Staff” is selected.

g Modify Staff Information G Modifyr Staff Information

"hdd @Delete “WModify
[ (0215 ales -
Show =ub-Tlep=rtment Find |_ Show_sub-Tllepartment Find |_
[ Show Resigned Staff [ Show Rezigned Staff
TWHE Sl oo Frm St
[ Eryan 00000001
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Device Management

Device management is to keep record of each device in an environment. You can
add/modify/delete a device in this module. To invoke this module, click the icon
“device management”.

= Affendance Management System

Sustemn Management (30 Staff Management 017 Device Management (00 Attendance Management (T) E

= o L) & &

Departrent oliday  Holiday Allotrment | Shift Managernent Shift F

s

Sta Device

To add a new device, presp “add”.

A T-

o Drevvice Mana gement

";_,‘Flefresh [| Cloze

Hsae
Device Mo. I j Device Mame I

&p Modify =1 Delete

Each device has a device number which identifies the device. Select an unique
device number and input the device name. Normally, we will give a meaningful
device name for easy remembering.

- 23 -



) Device Management

"'..-'f-.l:ll:l dgp todify  guDelete Save g = Refrash [| Cloge

—Device
Device Mo hd Device Mame IF'TE

2

—COM 2 Ethernet
4 N
5 T IP Address

Part i - -J

7 .
g i : Part Ha.

-4 -



For each device, we need to select a model belonging to the device.

M odel |'|'5 j
Select Model
TG
Ok
COM Pt |Com | |
Baud rate | j

The model will affect the communication between computer and the device. So,
please check the device model before input this item.

Finally, you need to input the communication mode for successful
communication. Tick the check box “networked” if you decide to communicate
with the device by TCP/IP. If the communication mode is by COM port or USB
port, please uncheck the “networked” check box.

Device
DEHEE NG, |1 ﬂ Device Mame |F'TE ¥ Metworked?
CO Ethernet
Fart | |‘| ﬂ IP &ddress |1E|2.1EE.1.224
Pait Mo, |5005
Baudrate |E|EEIEI ﬂ

Fazzword |EI

For TCP/IP connection, you need to input the IP address, port number and
communication password. The IP address should be equal to the one stored in
the device.

The port number also needs to be the same. The default port number is 5005. If
you have changed the one in device, you need to change the item in here for
successful communication.

Finally, the communication password should also be the same with that of the
device. The default communication password is 0. If you change the
communication password in the device, you also need to change the item in this
input screen. The communication password is to protect the device from
communicating from other unauthorized software.

For COM / USB connection, uncheck the check box “Networked?”. Then,

- 25 .



input the com port number and the communication baud rate. When you plug
the RS232 cable to the computer, the OS will assign a com port number for the
communication. You can check the com port number from the OS. For Windows
XP, right click “my computer” and select “computer management”. Then, select
device management and find “com or Ipt”. Using mouse to click the left “+”
sign to see the available com port for the computer. After knowing the com port,
you can input back to the software for communication by COM port.

Device

Hevica o |1 ﬂ Device Mame ]F'TE [~ Mebworked?
COk Ethermet
Puart l |1 L] IP Address |'I 92.168.1.224
Part Mo, |5005
Baudrate ﬂ
FPazzword |EI

If the device has USB communication, you just uncheck the check box
“networked” and input any com port or baud rate. The software will judge the
communication is by COM port or USB port automatically.

Once you have input correct all fields, click the button “save” to save the device
into the software.

© Device Management

= Refresh

Device

Device Mo, |1 ﬂ Device Mame

COrd
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The saved new device will be shown in the device list in the lower part of the
device window.

Device Mo. Device Name Port Baudrate IP Address Part Wa. Pazsword
1 TA70000 192.168.1.224 5005

*
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Device Communication

Device communication is a list of items for communication with the fingerprint or

proximity card device.
To invoke it, click the icon “Download”.

= Attendance Management System

Swstemn Management &) Staff Management {7

WS g

Department  Staff  Dewice Hal

The download window will be shown after invoking.

== Attendance Management System - [Data Communication]

%Datﬂ Setop  Timezone Management

H B w & @ B % & @M H

Department  Staff  Dewice Holiday Holiday Allotrment | Shift Management  Shift Pattern  Shift allotment | Download  Analysis  Attendance Detail Report

Set Time | HeadName| Set Name ‘ U Digk/50 Card Import | Clear Admin | Set Admin ‘ [ownload Argument |

=[] Select Device

PTG [TE] [TCP] Download Record Download &l Record Delete Record Test AP
Download Template Upload Template Delete template Close
Test Device Clear Screen
< 2

In the left side, you can see a tree list of devices that you input in Device
Management. Each item has a square box in left hand side. Click the square box
means you want to communicate with the device.
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The root of the tree is a tip showing “Select Device”. Check it means you want to
select all devices. Uncheck it means all devices will be unchecked.

In this window, you can select multi-devices for communication.

In this window, you can see the top menu has been changed to that belonging to

data communication.

=% ©-——mmication]

%Daﬁa Betup  Timezone Management

e

A
Department  Staff  Device Holiday Holiday Allotment | Shift Management Shift Pattern  Shift Allotment | Download

{HeadT\me} Set Time | HeadName| Set Mame ‘ U Digks/5D0 Card Inmport |

=- [ Select Device
F1-PTE [TE] [TCP]

Download Record

Dawinload Template

Download &l Record

Upload Template

Clear Adrmin |

Delete Record

Delete template

Set &dmin

Test AP

Andlysis  Attendance Detail Report

‘ Diownload Argument |

Close
Test Device Clear Screen

In the middle part, you can see a list of items in a toolbar for reading and setting
time, reading and setting name, USB import, clearing and setting admin.
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%Daﬁ Setup  Timezone Management

eS8 b 2.2 5

== Attendance Management System - [Data Communication] EE'E'
8 x

T T Detail Report

F! : Set Time | Read Name | Set Mame ‘ U Disk/SD Card Impart | Clear &dmin | Set Admin ‘ Download Argument
=- [ Select Device
F1-PTE [TE] [TCP]

Download Record Download &l Record Delete Record Test AP |

Daownload Template Upload Template Delete template ’7 Close
Test Device Clear Screen

The common button is located in right middle part. They are used much more
frequently by user. They are mainly for download/upload/delete transaction data
and download/upload/delete fingerprint or password or card template

2 | Set Mame | I Digh/S0 Card Impaort | Clear Admin | Set Admin | Downloac
\
Download Record Diowriload Al Recard [relete Record TPl
ownload Template Upload Template Delete template

To download transaction data, just click the button “Download Record”.
Transaction data means the in out records punched by user. This “Download record”
is by marker. That is, when you download the data from the device, you cannot
download again using this button. The marker has already been moved to the end.

- 30 -



If your computer has done reinstallation and you want to download back the
previous record, you can choose “Download all record”. This button is to download
all the records in the device flash memory. Unless you do the action of delete
record, you can always click the “download all record” to get back the
previous data.

Be careful in clicking the <“delete record” as the deleted records are
UNRECOVERABLE. When you click the button, the system will ask your
confirmation before deleting.

Cuestion

?) e 2
“‘“\rj fre you sure 1o delete devvice's attend anee record

=il

We may have more than one device in a network. In such case, we used to
download fingerprint template or password or card information from one device to
the computer and upload back to the other devices. The button “download template”
will download all fingerprint template to the software database. Besides, if the user
has enrolled proximity card or password, they will also be downloaded into the
software. But, you can see the card number but you cannot see the exact content of
password. The system will show star (*) to represent the content of the password.

The button “delete template” will delete the fingeprint template, card and password
in the device. But, it only delete those user ID found in the software. It will not
affect those fingerprint by the other user ID.

We then come to the buttons in the toolbar.

== Attendance Management System - [Data Communication]

ﬂDaﬁa Setup  Timezone Mansgement

B %o M @A @ B % B o

_Department  Staff  Device Hioliday H Shift Alotment | Download — Analysis

i | Set Time | Fead Hame ‘ Set Name | U Digk#SD Card Import | Clear Admin | Set Admin | Dovanloz
H- [ Select Device
ETFTE [T6] [TCF] Download Record Download All Record Dielete Recard Test AFI

Download Template Upload Template Delete template
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In this toolbar, we use the button to do less frequent job. The first two buttons are

“Read Time” and “Set Time”. “Read Time” is to read the clock time of the device

selected. “Set time” is to set the time of selected device. When you download data
from device, the system will set the device time automatically for the first time of

download in entry to the window.

“Read Name” is to read the user name from the device. When you install the device
the first time, it will not have name. It only has user ID. So, you need to do the “set
name” once for a device.

“USB Import” is to import the in out transaction through the USB disk. Some
customers do not use TCP/IP nor COM port to do the communication due the
difficulty in cabling. They will then choose the use of USB disk.

The button “clear admin” is used to clear any supervisor in the device. When the
supervisor in the device has left, user may not get into the menu again. They can use
this button to clear any supervisor in the device so that they can access the device
menu again.

Finally, the button “set admin’ will do the opposite of “clear admin”. It will get the
input of user ID and change this user id from normal user to supervisor.

zer D Start | Cancel

Just input the user ID that you want to raise it to supervisor and click button “start”.

At last, we come to the rarely used top menu. Normally, user seldom use it but it is
very useful.

== Attendance Management System - [Data Communication]

Timezone Management
= FL & SR

The top menu is in format of pulled-down menu. When you click the item, a pop-up
menu will be displayed such as the “1. Download online”.

In Data Item, you can see only one item pop-up menu. It is “Download online”. It is
to monitor all selected device and download the in out transaction immediately
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when user punch its finger. When you select this item, it will ask you the time
interval in seconds. It is the time between each monitoring. The default interval is
one second.

| |
Interval [second) [v Dizplay Start | Cancel |

The check box “display” is an option for choosing whether to show the connection
message in the message area. The default is to display. When you confirm the
interval, you can click the button “start” to download data in online mode.

= Attendance Management System - [Data Communication]

TEwo R E @ | @ # % W o

] <
Department Staff | Device Download | Holiday Holicay Allbtment | Shift Management  Shift Pattern Shift Schedule | Analysis Attendance Detal Report

Read Time ‘ Set Time | HeedName‘ SetName ‘ USBlmet| Clear Admin ‘ Set Admin ‘

= [ Select Device

FE1PTE [T6] [TCP] ‘
D

vice (1) -Download Data

(1)- Dowrload Data

(1)- Dowrload Data

(1)- Dowrload Data

(1)- Dowrload Data

(1)- Dowrload Data

evice (1) -Dowrload Data
ne

Device (1] - Download Data
ne

The system will check all selected device by the input time interval in seconds.

Device [1] - Download D ata
done

Device [1] - Download D ata
done

Device [1] - Download D ata
done

Device [1] - Doualead-Eeh
2 11] - Download Data
daone

id: 11 2003-08-27 120100 [fp] [in] namellely]

daone
Trevmefellaunload D ata
daone

When any user punches its fingerprint, the data will be collected immediately.
Should you want to stop the download online, you can click the icon “stop” to stop
the process.
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- ©

The next menu item is “setup”. It is a pop-up menu for setting the device.

d  Delete A1 Enroll Data L
Bell e

Department  Staff | Device Download | Holiday

FRead Time | Set Time | HeadName| Set Mame

The first item is “delete all enroll data”. It is to delete all enroll data in the device no
matter whether the user ID is found in the software. It is different from “delete
template”. “delete template” will only delete template of those users that is found in
the software. So, this item is suitable for clearing device.

Clear All Enrall Data
done

The second item in the menu is “bell”. It is to set the time of the bell to sound.

Set Bell Bell Count 1
Enahle Hour kAinute
r | | Bead
r | | _
wlrite
r | |
- | | E zit
r | |
r | |
r | |
r | |
r | |
r | |
r | I

In the setting of bell time, you can input the hour and minute for the bell of the
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device to sound. When you start to input the hour, the “enable” check box will be
checked automatically.

SetBell
Enahle

1

1

1

1

B N .

Bell Count |1

Howur kAinute
|0 |30
[12 |30
[13 |30
E [0

Bead
WaSrike

E =it

When you finish the input,you can press the button “write” to set the time to the
device. Also, you can click the button “read” to read back the current bell time of
the device.

on
ar
o
o
off
off
off
off
off
off
off
off

03:30
12:30
1330
1800
0o:oo
00:.00
00.00
00:00
0o:oo
0o:oo
00:.00
00:.00

done

Device [1] - Connect kepip
succeeded
FRead Bell

[192.1658.1.224]

[5005]

The third popup menu is for timezone management. Timezone management is to
control the time that staff can punch fingerprint or card or password.
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== Attendance Management Svstem - [Data Communication]

3 DLVl Tinezone bdanagemen

Timezone
% Time Group
Department Teer vwe Timezone
Time Match

Diovenload Holiday Hc

e| Set Mame | USE Impor

=[] Select Dewvice

1-TA10000 ] [com] Download Record

Download Template

In the pop-up menu, you can see 4 items. They are Timezone, Time group, User vs
Timezone and Time Match. Timezone is the allowed time per day of week. Time
group is the group that have maximum of 3 timezones. “User vs Timezone” is to
allocate timezone and group to a user. Finally, Time Match is to allow a
combination of group for opening door.

Timezone

When you select the “timezone”, you will see a timezone window. In the window,
you can see the device number. If you have selected more than one device, you can
swap to different device. The timezone number is the number of timezone for
setting. It allows maximum of 50 timezones to be set. For each timezone, you can
set the range of access time from Sunday to Saturday.
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X

Timezone

Device g

i = Exzit
Timezone Ma. 1 R mﬂ & ‘
Timezone Mame |One

Fram To
Sunday |08:00 [2388  (OpenTime)
tonday |00:00 2359
Tuesday |00:00 |23:59
Wednesday |00:00 |23:59
Thursday |00:00 2359
Friday |00:00 2359
Saturday |00:00 |23:59
Fiead Current Timezone “wirite Current Timezone
Fead Al Timezone wiite Al Timezone
Ta10000 fp50u tepfip [192.168.1.224] [5005]

For example, you can set the access time on Sunday from 08:00 to 23:59. It means
that user can only do the punch within this range of time, inclusive. If the user
punch at 07:01 on Sunday, he will fail to do so.

When you have changed the setting, you need to write the data back to the device.
The buttons “Write Current Timezone” and “Write All Timezone” will write back
the data into the device. The first one will write only the current screen timezone
number. The last one will write all 50 timezones back to the device.

In the contrary, you can read back the device setting by the 2 buttons of “Read
current timezone” and “Read all timezone”.

Time group

When we finish the setting of time zone, we can also set time group to include
different time zones. You can have a maximum of 5 time groups. Each Time Group
can have a maximum of 3 time zones. The system will generate 5 time groups for
you automatically and will assign a default group name. The group name is the
English of the number. You can change the group name by clicking the button “Set
group name”.
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Group Timezone

TA10000

Device 1 [2] Two [1] One
=I- Group = Group Timezone = Available Timezone ~
[2] Twa [1] Ore 3
[2] Twao [22] Twenty Two & [2] Twao —
[3] Three [4] Four [3] Three
[4] Four [4] Four
[5] Five [5] Five
‘ [5] Six
' [7] Seven
[8] Eight
[9] Mine o
=I- Timezore [2] Open_Door Time
Sunday [00:00~23:59]
Monday  [00:00~23:59]
Tuesday [00:00~23:59]
wiednesday [00:00~23:59]
Thurgday  [00:00~23:55]
Friday [00:00~23:59)]
Saturday  [00:00~23:59)
/
Set Group Mame Fiead Device wirite Device

topdip [192.168.1.224] [5005]

To add a time zone into the highlight group, highlight an available time zone and

click the left arrow icon.

[£] Two

[1] One

= Group Timezone
[2] Twa
[22] Twenty Twa
[4] Four

&
.

Axaillable Timezone

[1] Ore
[2] Twa
[3] Three
[4] Faur
[8] Five
[B] Siw
[7] Seven
[8] Eight
[9] Mine

%3

W

In the contrary, if you want to remove a time zone from a group, you can click the
icon of right arrow.
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[£] Two [1] One
= Group Timezone = Available Timezone S
[2] Twa [1] Ore
[22] Twenty Twa & [2] Twa
[4] Four [3] Three
[4] Faur
[8] Five
q ) [E] Six
[7] Seven
[8] Eight
[9] Mine "

Finally, you need to write the data back to the device for effectiveness. Click the
button “Write device” will do the job.

Fead Deviﬁ >

N—

16812247 [H005]

Besides, you can check the setting of the device by clicking the button “Read
Device”.

User vs Timezone

When we have time zone and time group, we need to assign them to each staff.
Each staff can be assigned 1 time group and 3 time zones. If a staff has been
assigned for time zone 1 and time zone 2, it can open door at any time of the two
time zones. Their relation is "“or™. Another example, if a user has been assigned to
group 2 and time zone 3, 4 and 5, she can open door in any time under time zone of
group 2 and time zones 3, 4 and 5.
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Dser vs Timezone

Dewvice

—

X

wiite Device |

Group [1] One (2.22.4) Timezone [1] One Read Device

=I- Organization =I- Group =I- Timezone
14-4BC Company Ltd.  [1] [1] One [2224] [11 One
1B-Hotel Compary Ltd.  [2] [2] Two [1.,337] [2] Two
24-DEF Company Ltd.  [3] [3] Three [7.26.4] [3] Three
[4] Four [1.21) [4] Four

[B] Five [9.1.5) [8] Five

[B] Six
[71 Sewen
[8] Eight
[8] Mine
[10] Ten

1111 Fleven

=I- ] Emplayes
I Misaot
O Misaaz
O Misaaz
O Misaos
O Misaos

TA10000

1
12]
13
14]
15]

The blue down arrow is used for assigning group to the staff while the green down
arrow is used for assigning time zone. The icon of computer with cross is to remove

any thing from the staff.
Basically, you need to tick the staff first before doing assignment or removal. The
system allows you to have multi selection. Any assignment or removal will be

effective for selected staff.

=g

= Emplayee

kIS 007
O Misooz  [2]
MIS003 [3]
O MIS004  [4]
[ MIS00s  [5)

- MI15001

n/a

When you tick the tree root “Employee”, you can select or unselect all staff.
Similarly, you need to write the change back to the device. Click the button “Write
device” or the above diagram can do the job.
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Wfrike Device | >
My \/.

If you want to check the configuration of the device, you can click the button “Read
Device” or the above picture. The configuration data will be shown in the message
area.

Time Match

Totally, you can set 10 time matches. Each Time match can have a maximum of 3
Time groups. When a time match has 2 time groups, it means that any one member
from each group must punch together for access. If a time match has 3 time groups,
it means that 3 staff from the 3 time groups must punch for access.

Each Match can open door based on the time zone under each user.

Time Match 53
&g?) &g?) &g?) Show Timezone

Dievica 1 Group [1] Group [1] 2224
=I- Match = Match [1] =I- Group

Group [1] M 2224

[2] Two & [2] 1.331

[3] Three [3] 7.26.4

[4] Four [4 1.21

[6] Five 5] 915

[6] Six ‘

[71 Sewen

[8] Eight

[8] Mine

[10] Ten

=I- Group Employes
néa

Again, use the left arrow icon to insert group while using the right arrow to remove
group for the match.

Similarly, you can click the button “Write Device” to write the change to the device
and click the button “Read Device” to read the current setting in the device.
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Group [1] 2.22.4

= Group
1 =2.2z.4
6 21 1.33.1
[31 7.26.4
(4] 1.2.1
[51 9.1.5

e

! |

Fead Device wWrite Device

For the time match to work, we must note the open door time of each member.
For example, we take the example of user 2 and user 3.

User Group | Group Time zone
User2 |2 Group 2 time zone (2) time (sun to sat, 09:00 to 12:00)
User3 |3 Group 3 time zone (3) time (sun to sat, 13:00 to 23:59)

Then, we set the time match of Group 2 and 3.

For the time from 09:00 to 12:00, user 2 can access independently. User 3 needs to
have user 2 punches for access. For the time of 13:00 to 23:59, the opposite
happens. User 3 can access independently but user 2 need the presence of user 3.
For the time of 12:30, none of them can access even they punch together.

Normally, we will use the time match to combine the administrator and the normal
user. User 2 can only access in normal office time.

User Time zone
Administrator All time
User 2 Mon—Fri  07:00 to 22:00

In this case, user 2 can only access in Monday to Friday, from 07:00 to 22:00. Out
of this time, he can only access with the presence of administrator while the
administrator can access all the time.
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For the model of FP50U, you will not find the group 4 for selection. It is the design
of the device.
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Holiday Management

Holiday is to identify the date for public holiday. In public holiday, staff need not be

on duty.
To invoke the holiday management, just click the icon “Holiday Management”.

slanagement

S o o

Device Haoliday Holiday slotment | Shift o
| | |

To add a holiday calendar per year, click the button “Add Holiday”.

9 Public Holidaxy
J Fiad) Holiday *iDellete Holiday rSModify Heliday “-Qui

...........................

Tear I]'[-:-lida}' Catezory Name I i Holiday §

>

J TiAdd Detail ¥ iDelet

Begin Date IEnd Date

>

Input “Year” and “Category Name”. Click “OK” to proceed.

Edit Holiday Category @

Tear IW

Category Hame |2|:||:|'EI sales calendar]

W 0K | X Cancel |
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After the input of holiday calendar, you can add detail date for the public holiday.

Fiadd Holiday £ iDelete Holiday  FSMadify Holiday 8 Quick Setup K] i

Year |P1.1b].1]: Holiday Naime | HDllday'l
} oy
- THiadd Detal  Fi0elete Detal 1%
Eegin D& Exnd Date |Hal
4

Then, you will see an input window for the date range and the holiday name.

Edit Holiday Detail ﬁ'

Begin Date |2|:|1|:|£|E 1H12H ﬂ

End Date lzonasE1z H 198 |

Holiday Hame |I:1-.r;i, stmas

T ] X canca |

Input the “Begin Date”, “End Date” and “Holiday Name”. Click “OK” to confirm.
New holiday will be added. Repeat the adding till public holidays have been added.

él

Fiadd Detal  *+iDelete Detal  r5Modify Detai
B gin Date |End Date |Holiday Name |

|w

When you find some error in adding, you are free to choose to modify or delete the
public holiday.

BeginDat:  |End Date  |Holday Name |

|w
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There is a quick setup that you can set up all Sunday as public holidays. So, you do
not need to set them one by one. To do so, click the button “Quick setup”.

@ Public Holiday
J TiAdd Holiday *iDelete Holiday [oMedify Holidsy “-fuic

EIT

Tear I]‘[olida}' Category Hame I Holiday |
4 . 2 -
— J A4 Detail *Filelete Detail [HModify Detail
Begin Date IEnd Date IHoliday Hame
4

You will see an input window with several check boxes.

Cruick Holidaor Sething |

—Holiday ]
[+ 811 |Sunday

I_ Ml ternate Weeltend ¢ 0O

{% Firct week off
{" Second weelr off x Canecal

Check the check box “all Sunday” to assign all Sundays as public holiday.

Besides, you can select “Customize” to define a customized day off.
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Cick Holiday Sething

Tear |2|:||:|T —

~Holiday ITtem

¥ 411 Sunday
[ 411 Saturday

[V Customized

[ onday

Tuesday Lele off

Wednesd
i prnestay eels off x Cancel

Friday

R

le Yeekend J 0K

Click “Alternate Weekend” for alternate long week and short week.

Ciick Holiday Setting Ed |

Tear |2|:||:|T —

~Holiday ITtem

¥ 411 Sunday
[ 411 Saturday

[V Customized
[ ~ |

v Alternate Weslend J 0K

% First week off
" Second week off x Cancel

Click “OK” to proceed. The system will generate a new holiday category with
selected day in whole year.
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e Public H

J Tihdd Holiday *iDelats Holiday [oiModify Holiday “Guick Setmp | ] Close

Year I]'[oliday Category Hame |i| Holiday I
2007 2007 Fublie Holiday
» J 344 Detail FiDelete Detail rajMedify Det
Begin Date End Date Holiday Hame

|zoo7/01/14 2007701414 Sunday

| 2007401721 2007701421 Sunday

| | 2007701725 2007701725 Sunday

| | 2007 /02/04 2007 /02/04 Sunday

| | 200702411 200702411 Sunday

| | 200702/ 15 200702/ 15 Sunday

| | 2007 f02/25 2007 f02/25 Sunday

| | 2007 f03/04 2007 f03/04 Sunday

| 2007/03/11 200703411 Sunday

| 2007403718 200703718 Sunday

| 200703/ 25 2007 f03/25 Sunday

| 2007/04,01 2007 /04401 Sunday

| 2007 /04/08 2007 /04,08 Sunday

| 2007/04/15 2007/04/15 Sunday

e (N B 2007/04/22 2007/04/22 Sunday

lI_I LI_ | | 2007 /04429 2007 /04,29 Sunday
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Holiday Allotment

After defining Public Holidays, the holiday must be allotted to staff before they are
taking effect.

To invoke the “Holiday Allotment”, click the icon “Holiday Allotment”.

]

ad

In the holiday allotment window, you can allot holiday calendar to one department
or a list of departments. Single Allotment is to allot holiday calendar to the
highlighted department. Batch Allotment is for multi departments.

":;‘_u Holiday Allotment

J ;’ESingle Allotment ;'"EBatch Allotment 'E]]elete Allotment | [|Clnse

,-:-— H':'],'_Ei' day Allotment
EE} ] T

""" I=. [02]Sales
""" h [03]5hipping |—

I [4]I T

Tear I]'[u:-lidasr Category Hame I

For single allotment, highlight the department and click “Single Allotment”.

Fisingle alotment }Batch Alotrment  *iDelete allotrnent K] close
Holiday Alle ]
I Compaoy Ltd. =
T=. [1E]Hotsl Company Lid. [Vear  |Holiday Categony Name |
2. [24]DEF Company Lid ﬂ

Holiday Allotment

Dept. |

Holidaxy | LI
ol |
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For batch allotment, just click the button “batch allotment” and a multi-selection
window will be seen. Tick any departments that you want to allot and select the
appropriate holiday. Click button “ok” after the input.

Batch Setting Tp Organization Holiday

h Department
= Z;il][gﬁzrgsal Holiday
(=5
z%'.z [03]15hippin ________—.;I
[v|Esz [04]1.T. 2007 Sunday -

o 0K

x Cancel

The Holiday will be allotted to selected departments.

= h]‘[ i otment l
e les Yeair |]'[-:-%idav CateEan Hame

h [03]2hipping

=, [04]I.T.

[

Continue the above process till all allotment has been done.
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Shift Management

Shift refers to the preset in and out time in a date. For example, you can input
the in and out time as 09:00 and 18:00 correspondingly in a day. Or, you can
input 09:00 and 13:00 for a shift to represent half day in Saturday.

It consists of header and detail (time zones). You need to input both the header
and detail to finish the setup of shift management.

To invoke the shift management module, click the icon “Shift Management”.

| -

Click the top button “New Shift” to add a new header.

© Shift Management

Shift |PHiNew Shift |#iDelete Shift raModify Shift | Shift Type | ] Close

(A1 Shafis

Shi £t Ho. Shift Hame [Total Time [Default Shift [Remark
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Order Mo, |

Shift Ne. |

MName |

[ Defanlt Shift

Remark  OE

2] .t
|

You will see an edit window for input of Shift header. The first field is order number.
It is to control the arrangement of the shift. Input “Shift No.” and provide a “Name”
for the new shift. If it is the default shift, click the check box “default shift”. If a
staff does not have any shift arrangement, the system will get the default shift
automatically. Lastly, input any remark that you may want the system to keep.
Finally, click “OK” to save the shift header.
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To add a detail information (time zone) for a shift, select the new shift and then
click “Add Detail”.

Shift $riMew Shift *iDelete Shift [BMedify Shift | Shift Type | [ Close

J

411 Shifts

| il [ i [
pim oy ey

0900-1500

Add Shift Detail

I Shift Name [koo1 Period [2

1

| Earliest In In Time Allow Late_In

b I (hh:mm) I (hhamm) |00;15 {minuta)

! (Defanlt = -5 min) v Heed Swipe v Count Late_Arrival
I Early In = Overtime I I {after =late in)

Ot ’/ oK
Allow Early_out Ont Time Latest Cut 4|
|00;15 {minuta) I (hh:mm) I (hhamm)

X Cancel |
v Count Early_Cut v Need Swipe (Default = +5 min)
| (before = early out) [ Late Out = Overtime I I
i —Argument
™ OT Shift Work Time 00:00
Mid Time I Break Time I
(Intellizent Report) Actnal Work_Time I
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Then, you will see a popup edit window. In this window, you need to input the in
time and out time.

Need Swipe

The in time and out time can be chosen for swiping or not. If the check box “need
swipe” is not checked, it means that staff does not need to punch. The system will
assign the time for the staff automatically and disregard any swipe time. For
example, if the in time is 08:00, the system will assign the in time to the attendance
record.

Earliest In

For in time, you need to input also the earliest in time as a limit. The system will
start to count the in time from the earliest in time onwards. Time before this time
will be ignored. For example, the time is set to be 07:00. That means for staff
swiping card on/after 07:00, the swipe records will be considered as a valid clock in
record. If staff swipe at 6:59 or before, the system will ignore those records, and
they will be taking into account during attendance analysis. However, those times
will also be seen in raw swipe record.

Latest Out

The possible latest clock out time. The idea is same as the “Earliest In”, but this is
for clock out time. Similarly, the system will ignore the time after latest out time.

(For “Earliest In” and “Latest Out” to take effect, a analysis parameter must be set,
refer to Section 14.1 for details)

Count Late Arrival

This check box is to select whether to count late arrival. If you choose not to count
late arrival, you will not get any figure about the late in time. For example, the
preset in time is 09:00. If the actual in time is 09:17, the system will show the actual
time as usual but the late in column will be blank.

Count Early Out

This check box is to select whether to count early out. If you choose not to check
this, the system will not calculate the early out time. You will see the column blank
in attendance report.
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Allow Late In

A buffering time zone for late arrival. In this example, the setting is 00:15, which
means 15 minutes buffering time is provided. For staff arriving at 09:15 or before,
the system will not count the staff as late arrival. However, if staff arrives at 09:16,
then the staff is late, and the late time will be 16 minutes, instead of 1 minute.

Allow Early Out

A buffering time zone for early off. The concept is same as “Allow Late In”.

Early In = Overtime

Count the work time before “In Time” as overtime. The default cut off time is “in
time” less one minute. But, you can choose to change the cut off time. For example,
you can change the cutoff time to 08:29. If the staff arrives at 08:10, the overtime
calculated is 20 minutes instead of 50 minutes.

{Defanlt = -3 min) [ Co

W Early In = Cwertime (after

mt

Late Out = Overtime

Count the work time after “Out Time” as overtime.

OT Shift

It defines whether the shift is an Overtime Shift. If it is overtime shift, the working
time will be counted in the overtime column.

Mid Time

Mid Time is the middle time between in and out for finding the lunch time
automatically in the attendance intelligent report. The report will find out the lunch
out and in time by looking for the time near the mid time, left and right. The default
mid time is the middle time between in and out. You can change it to the time that
you want.
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Work Time

Work time is the calculated working time by the difference of out and in time. Some
customers need to less the work time from the lunch time. Then, you can input the
break time to have the actual work time. The actual work time is the calculated
work time less the break time. Attendance report will show the actual work time
rather than the calculated work time.

Shift Template
There is a button of template that can help you to generate both the shift and shift

pattern quickly.

lay  Holiday Allotrment | Shift Manuagement Shift Pattern Shift Allotme

roModify Shift | Shift Tyfde | [@A/Tenplate Close
- Hama |Tn+-n1 Tima |T|n'F-:h11-|+ Sha £+ Iannvlr

Just click it and you can see a few examples for selection.

== Fhift Template

Ezit ‘
Mame |timezone |pattem ~
L Office 5 days 0318 (5) weeky
L Day (1..5) Time [03-18)
Office 5.5 days 09-1815). 0913 (1) weekly
B Day (1..5) Time [05-18)
] Dap (8] Time [05-13]
B Office & days 0918 [B) weekly
: Day (1..6) Time(03-18)
| |Long Shart ‘week 09-18 (5], 09-13 (1]. 03-18 (5], rest customize [14 daysz)

Cay (1..5) Time [03-18)
Cray (8] Time [03-13)
Day (8.12) Time (09-18)
Day [13] Time [rest)
BE Laomg week 09-18 (5], 09-13 (1]. 09-18 (5], rest customize [14 days)

Day (1.5) Time [03-18)
Day [6] Time [rest)

Cray (8.12) Time (09-18)
Day [6] Time [09-13]

" |Hotel Maming (08-16). Mid [14-20), Night (18-02) customize [21 days)

B Day (1..8) Time [08-18)
Day [7] Tirme [rest)

Dray (8.13) Time [14-22)
Day [9] Time [rest)

Cay (15.20) Time [20-04)

Just click the button “select” to select the sample and the system will automatically
generate the shift and shift pattern record for you. Then, you just need to adjust the
in out time or any argument that you want.
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Shift Pattern Management

After setting the “Shifts”, user has to define the shift pattern. Shift pattern describes
work hour in each day on a yearly/monthly/weekly base.

Add Weekly-based Shift Pattern

Go to “Attendance Management” and then “Shift Pattern Management”.

Device Management L | Attendance Management (T3 Eeport |

B Public Holidaxr (F)
\% g Holiday Allatment (H) '
Fingerprint Downlea Edul o

Shaft blas semnent (20

staff Bhift Bchedule ()

Select “Weekly” and then click “New Pattern”.

;'"EHew Fattern r'}ﬂelete Fattern fﬂ-:udif}' Fattern | [|Clu:use

‘fearl}’l Monthlsy Heeldy Eustnmizel
| Shi £t |

Shift Hame

» - :
— J Tiadd FiDelete rEEdit

Input “Name” for new shift pattern.

Edit Shift

Type I'l'l'eell:l}'

HamelSt:a.ndard

Remarkll

Select the new shift pattern and then click “Add”.
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© Edit Shift Pattern

J ?EHew Fattern r'EIlelete Fattern Hu:-dif}' Fattern | [|Cl-:-5e

Yearl}'l Monthly  Weeldy Custnmizel

PME :r;EMaIR

Select “Begin Date”.

Edit 3hift Detadl

Begin Date

Shift Hame

Tuesday
Wednesday
Thur sday
Friday
TSaturda

Edit 3hift Detadl

Shift H-:-.I 1
Bezin Dateannda}' "’I

Shift Hame ||

Find |

ool

Shift Ho|Shift HName
0900-13800

_ILlLlé L= 1.0

Click “OK” to proceed.
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Edit 3hift Detadl

Shift Ha. 1
Begin Date|Monday -

A (001 ]0900-1500

o K X Cancel |

Shift will be assigned to selected day.

Shi £t ]

Fitdd FiDelete rEjEdit

Order NolStart Date [Shift Name

=11

Repeat Step 12.1.4 to 12.1.7 until all work days have been assigned with a shift.
(Notes: If shift in next work day is same as the one in previous day, no shift
assignment is required, as the system will automatically use the shift in previous
for days without shift assignment.)

In the following example, the shift pattern will be:

Mon — Fri: Shift 0900-1800

Sat: Shift 0900-1300

Sun: Ignored as it is set to be public holiday (Refer to Section 7 for details)

Shi £ ]
Tiadd  FiDelete [jEdit

- dar un|s“1-+ Tlate !'::1-.1'4-'+ Hame

1 feeldayMOH 0900-1300

»

Click “Close” to exit.
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Staff Shift Schedule

After setting shift pattern, user has to assign the shift pattern to staffs. For
staffs without any assigned shift, no attendance records will be shown in
attendance reports.

Add New Schedule

Go to “Attendance Management” and then “Staff Shift Schedule”.

Device Management (O | Attendance Management (Td  Report (B

B Fublic Holiday (F)
% r:Q Holiday Allotment (H)

Fingerprint Downle

Shift Management (2
Shift Pattern Management (F

Staff Bhift Schedule )

Click “Batch Scheduling”.

r'EDelete Modif}' Refresh [l Close

et ~| #&|| [Begin Date [Shift Fame [End Ds

[ Show sub—lepartment Find B

[ Imclude resigned staff

Hame Staff He.

Click “Select staft™.

Il Batch Scheduling

Select | Peelen S
Y Select Staff i Cancel Staff | | [~
- Begin Date
Find|
|2007/07/03 Rd
Hame Staff Nao.
End Date

¥ Ho Ending Date
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Click “Click here to select Dept.”, and then select the target department.

Select Staf x|

IIClick here to =zelect Dept. "’I Ell

Find ' 0%
=l-Ege [01TUEN Cancel
by z‘—f'ﬂ [02]54ales
""" z'—f'ﬂ [03]5hipping

&

Acount; O

Put a tick in the box for all target staff. Or, right-click on the blank area, click
“Select All” on the popup menu to select all listed staffs. Click “OK” to proceed.

Select Staft ]|

[ o1 JuEn jﬁl

)4
[ Show sub-Departmen Find I ¢—
[T Show Resigned Staff

x Cancal
Hame Staff Ho.

W Bryan Q0000001

W Eric 0000000z

Ty 00000003
select

Select A1

Tnzelect 411

Inverse Belection

Aecount: 3

- 6] -



Select shift pattern in “Assign Shift”, and then set the “Begin Date” and “End Date”.
The system default setting is no end date.

Select | sl T

FSelect Staff j@¥ Cancel Staff |JEMGERL

i Eegin Date
Flndl

|z007/07/03 |
Wame | Staff Ho. |
End Date
& Frvan 00000001 )
€iic 00000002 7 ¥ Ending Date
€ T 00000003

o OE |
C 1
. _ X Cancal |

Un-tick the “No Ending Date” if there is a specify end date for the assigned shift
pattern. Click “OK” to proceed.

Selent | e T
) Selact Staff 4@ Cancel Staff |standara -]
g Begin Date
Flndl
|2007/07/03 =]
Hame | Staff Ha | rd Tt
€ Bryan 00000001 nd Date
€ Eric 00000002 I™ Ho Ending Date
€ Iny 00000003 [2007/10/31 =]
v’DK
x Canceal |
Count: 3
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The selected shift pattern will then be assigned to the staffs in the specified period.
Click “Cancel” to close the Batch Scheduling Window.

: Il Batch Scheduling

Salect | hszign Shift
Selact Staff j¢ Cancel Staff |Standard ]
: Begin Date
Find
|2007 /o7 03 -]
Hame Staff Ho.
End Date
€ Bryan 00000001 _
€ Eric 0000000z [~ Ho Ending Date
€ oy 00000003 [2007/10731 |

o OE
Cancel

Modify/Delete A Shift Schedule

Go to “Attendance Management” and then “Staff Shift Schedule”.

Click on “Click here to select Dept.” and then select the department.

FTiAdd Hew 3F'iBatch Scheduling Filelete [oMedify | [§]ERefresh | J]Close

|C1ir_'k here to select Dept. - % Begin Date |Shift Hame |End Date
Find |
i =
|- E2 [01TUEM
To. [02]S4les
I=. [03]Shipping
To. [04]1.7T.
Acount: 0 View Shift Detail

Click on “Click here to select Dept.” and then select the department.
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Select particular staff, corresponding shift schedule will be shown. Select the shift
schedule which required being deleted/modified.

J Tihdd New 3*iBatch Scheduling *iDelete [oModify | |2]Refresh

I [02]3ales

E Clo=e
jﬁl .'D P !1:'1.':;1.1 !17 1T I
[T Show sub-Department Find I .L

[ Include resigmed staff

Hame

| Staff Wo. |
% Bryan 00000001

Click “Delete”/”Modify” to delete/modify a shift schedules.

| Refresh | EClnse

I [02]3ales

IEnd Date I

[T Show sub-Department Find I

[ Include resigmed staff

Hame

| Staff Hao. |
& Bryan 00000001
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Attendance Analysis

Analysis Configuration

Go to “Attendance Management” and then “Attendance Analysis”.

ipe Fecord]
Device Management (00 | Attendance Management (Td  Repart (&)

L Public Holiday (3

%i = Holidayr Allotment (H)

ngerprint Download ) e M
Shift Management (2

Closze Shift Pattern Management ()

egin Date|200T-0T-01 Staff Shift Schedule )
Temp Shift Management (T)

|«

# Show Igniored Record: ]
Creertine Management (20 —

Abzence Management (40

Swipe Time

Manmal Adjnztment (k4
Faw Bwipe Record (E)

P hnalyze ﬁ.maljrsis Farameter [| Cloze
Begin Date |2|:||:I'Tfr|:|7fr|:|1 ﬂ
] Select Staff §# Cancel Staff
Fnd Date |2007/07/04 ~]

Find

Hame Staff Ho.

Parameter Info

1. Hot swipe at InfOut controll

Z. Worl time minimal unit 1z 1

2. Abzent time mimimal unit 1s
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In/Out Attendance Rule: The default setting is “Ignore In/Out”. This one should
not be changed.

Work Time Unit (min): Minimum step unit of work time.

Absent Time Unit (min): Minimum step unit of absent time.

Treat invalid Swipes as Absence: If either clock-in or clock-out record is missing,
the system will treat it as absence.

Match 1/O record according to Shift def.: Once this option is enabled, system will
search for valid attendance records according to the “Earliest In” and “Latest Out”
settings (Refer to Section 8.1.5 for details)

Click “Save” to save and exit.

X

Configure Parameter

In/Cut Attendance Rule
" Check In Out

W Mdatch In Ot record according_to Shaft definition

I Invalid Swipe as Absence

Work Time Minimum Unit m {min)  (truncate) (work_time, early in, late_out)
Absent Time Minimum_Unit m (min)  (fill up) {late_in,early_ont)

Overtime Minimum Unit m {min)  (truncate) (evertime)

v S . o
Actnal Work_Time = Werlk_Time - Late_in Time v

_Buse |
B Exit

W Actual Work Time = Work Time - Early_ont Time
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Analysis

Go to “Attendance Management” and then “Attendance Analysis”.

ipe Eecord]

Device Management (D) | Attendance Management (Td  Report ()

L Fublic Holiday (F)
% % Holidayr Allatment (H)

ngerprint Download ) e M
Bhift Management &)

Cloze Shift Pattern Management (F)

egln DateIZDUT—DT—Dl Staff Shift Schedule (E) |
Temp Shift Management (T

# Show Ignored Record:

_ _ Crvertime Management (20 I

S0.198 HH0G Ahzence Management (40

banmal Adjustment i)

Eaw Zwipe Recond (B)

Click “By Dept.” and then select departments for analysis.

’t'-?j. Attend

vze [ Stop ﬁ..nal}'sis Fara
| By statt]

- E’—ﬂ.ﬁ [02]Sales
E’—ﬂ.ﬁ [03]8hipping

[v]|Z= [D41T1.T.

Or, click “By Staff” and then “Select Staff”.

E-?, A thend

J P hnalyre B Stop ﬁ.:nal}'sis Paran
By Dept.| By Staff |

& Select Staff| j# Cancel Staff

Find |

Hame | Staff Ho.
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Specify the “Begin Date” and “End Date”, and then click “Analyze” to start the
analysis.

9 Sttendance L

P hnalwre |0 Stop ﬁ.mal}fsis Farameter | [|C1u:use

By Dept. |By Staff |

= V.
[Vl iz [02]5ales End Date |2007/06/30 ~]
h [03]5hipping —
v e [04]1.T. |—Par=ameter s

Begin Date IZDDTfﬂﬁfrﬂl j

Wait until the progress bar reach 100%.

J b)\nalyze Stop Eﬁnalysis FParameter | .Close

By Dept.
¥ Dept. | By Staff | Bagin Date |2007/08/01 -]

- [w|Ez, [01]UEM

Wk, [02]5ales End Date |2007/08/30 -]

I=. [03]5hipping

—Parameter Info

1. Het swipe at In/Out contrellers.

2, Work time minimal unit is 1 min.

2. Absent time minimal unit is 1 min.

3. Late time deducted from actual work time.

4. Out-Early time deducted from actual work time.

5. Hot caleulating wrong swipe records.

B. Find =wipe time range from Shift definition.

T. Daily work time is: 480 min.

33%
Staff:Bryan Attendsnce analysis in progress, please wait. ..

Click “Close” to exit.

@ Lttendance An

J B dnalyze W Stop ﬁ..n:alysis P:ara.meter

Ex Dlept. IB}' Staffl Fegin Date IEI:II:IT_IIDE_IID]- ;I
E‘h
[ [02]5ales End Date |2007/06/30 -]
[v|E. [03]5hippine
e h [04]I.T. Farameter Info
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Generate Reports

Raw Swipe Record Report
Show all swipe record for selected staffs.

Go to “Report” and then “Raw Swipe Record”.

Attendance Management (10 | Eeport (B)  Window (8 Help (H)

Department Info ()
' % Staff Information (F)

ad Shift Setting Sha

?{ESearch Ell"revi ew Print

Select Dept| |Select Stafd

= h Department
= [w|E2 [01]VEM
h [02]5ales
[v|E=. [03]1Shipping
[w|Es. [04]11.T.

Specify the “Begin Time” and “End Time” and then click “Search”.

&Preview Print Exp-:-rt El Cloze
Zelect Dept. lSelect Staff] Or der |B}- Tept. vl
- EZ:E?E; Begin Time |2007/07/01 =]
[w]Iz. [02]5ales End Time  [2007/07/04 |
[V|E: [03]5hipping —
h [04]T.T. Delimiter | :
[v Show Marmal Entries
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Raw swipe records will be listed.

2 cord Report
?{jSearch &Preview Print Export [l Close

Select Dapt. ]5912Ct Staff] Order |By Dept. w| [ Show swipe record seconds
= Z%‘é Department Begin Tine ’—_|ZDDT,-'DT,-'DI - [T Ignore date with no records
= IEE [01]UEM W Show only once for repeated swipes
i Eoﬂsales End Time 2007/07/04 :‘v W Use Delimiter for =zame staff
v 0315hipping ;
Z%—g [04]L.T. Delimiter |- [T Show InfOut
[¥ Show Marmal Entries
Dept. | Staff Wo. | Hame | Date | Swipe Record
Sales 00000001 Bryan 2007-07-01 (517H)

2007-07-02 (MOK)
2007-07-03 (TUE)
. . . 2007-07-04 (KED) 09:00 15:00
Shipping 00000003 Tvy 2007-07-01 (SUK)
2007-07-0Z2 (MOH)
2007-07-03 (TUE)
. . . 2007-07-04 (KED)
LT 00000002 Eric 2007-07-01 (SUK)
2007-07-02 (MOK)
2007-07-03 (TUE) 19:56 19:56 21:54
2007-07-04 (YED)

Click “Preview” to preview print layout; click “Print” to print the report; click
“Export” to export the report to excel file.

(Notes: To export the report to excel file, Microsoft Excel must be installed on the
computer)

ipe Record Eeport

?{ESearch I E{Preview IPrint IExpu:-rt I

Attendance Detail Report

Go to “Report” and then “Attendance Detail Report”.

Attendance Management (T | Report (B)  Window (8 Help (H)

Department Info ()
L Staff Information (F

'
ad Shift Setting Sha: )
Raw Swipe Record (B) -

Shift Schedule (T}

A ttendance Detad Report (D)
2 O =Y TR Y=g =3 Ty A2
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Click “Select Dept.” or “Select Staff” to select department or staff.

© Attendance Detail Report

Ex Dept. By Staff

| Select Staff §#¥ Cancel Staff

Findl

Hame | Staff He.

Specify the “Begin Date” and “End Date”.

SR |

L P
Ell"reviewl %Printl Excel | [l Cloze

Bezin Datelmfrﬂ'ffrﬂl LI

End Date |2007/07/04 ]

Click “Preview” to preview print layout; click “Print” to print the report; click
“Excel” to export the report to excel file.

(Notes: To export the report to excel file, Microsoft Excel must be installed on the
computer)

=] 5|
‘&Previe |§Print| Excel | [| Cloze
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Temp Shift Management

Instead of assigning shift to staff by shift pattern, user can assign the shift
directly to staff on particular dates, which is called “Temp Shift”. Temp Shift
has highest priority in the system. Once temp shift is assigned on particular
date, it will override all Holiday or Shift Schedule settings.

Add Temp Shift

Go to “Attendance Management” and then “Temp Shift Management”.

Device Management (0 | Attendance Management (T7  Report (B

=l Public Holidax (F
% r:Q Holiday Allotment () !
Fingerprint Downloe ) bdule
Shift Management &)

Shaft Pattern Management (P

Temp Zhaft Management {T)

Cryertime banagement (2
B heenee Management (40

Click on “Click here to select Dept.” and then select the department.
i‘i‘

73iAdd New 3'iBatch Scheduling FiDelete r[EMedify

I—|Elick here to select Dept. j ﬁl Fesin Datel2007-05-01
Find lDate Z007-05-01

—_1*-;-.5 [01JUEM

signed Dat[Shift

=, [03]Shipping

I=. [04]1.T.

Select staff and then click “Add New”.
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Fiadd Hew

@\ Temnorary Shift Management

%Batch Scheduling

| [02]5ales

] 44

[ Show sub-Department Find

[ Show Eesigned Staff

1T e SR ol =l

1T

Select “Shift Name”, and then click v to confirm.

Shift Hame | [01]0200-1300

Begin Date ol |

End Ilatel

SIT L Do L e

0900-1800

oT

=

Specify the “Begin Date” and “End Date”, and then click “OK” to save.

Begin Date |2007-05-08 Rd
End Date |2007-05-06 ]
& UK | X Cancel |

The assigned Temp Shift will be displayed.

| [02]5ales

ﬂﬂ Begin Date|2007-05-01 = r

[~ Show sub-Department Find End Date |2007-05-06 x| | & Te

[ Show Resigned Staff

Hame
£ T
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Absence Management

“Absence Management” handles all absence records of staffs. The records might be

annual leave, sick leave, etc. User can also add special records such as “Meeting
with customer”, “Business trip”, etc.

Define Absence Reason

Go to “Attendance Management” and then “Absence Management”.

Device Management T0 | Attendance Management (T) Eeport &)

=l Public Holiday (3
% g Holidsy Allotment (H) '
Fingerprint Downle ) Bdul e
Shift Management (2
Shift Pattern Management ()

ataff Shift Schedule )
Temp Shift Management (T)

Manal Adjnztment (kd4)

Click “Absence Reason”.

;’Ekdd Hew ;’EBatch Regi=ztration rEDelete Hodif

hbzence Reason Rbzence Type B
|C1ick here to select Dept. ﬂ ih Bezin Date |2l3l3'i'fD'i’fDl

[ Show sub-Department Find|

>| End Date [z007/07/03
Begin Time|Uff DIuty Reason |End Time |Need

[ Show Resigned Staff

Hame Staff Ho.

Aeount: 0
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Click “New” to add new absence reason. Input all the absence reasons and then

click “Save”.

O ff Dty Eeazon

Hame |ﬂ
| |Fersonal Leave ;": Hew
_ﬁm.nual Leave
Sick Leawve = Jelete
Ho Faid Leawe
[*] Trawel Modi fy
| ; Save
I [| Close
-| ——

Click “Close” to exit.

O ff Dty Eeazon

Hame |ﬂ
| Fersonal Leawve ?: Hew
| Antmal Leawve
_Sick Leawve = Delete
Ho Faid Leawe
u Trawal . Modi £y
clk Inspection ===
¢ Save
= [' Close
-
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Add Single Absence/Leave Record
Go to “Attendance Management” and then “Absence Management”.

Click on “Click here to select Dept.” and then select the department.

f_:_h Ahzence Management

?Ekdd Hew ?EBatch Fegi=ztration fEIlelete Mndif}'

Click here to =select Dept. |51 ﬂl Fegzin Date IEEIEIT;"

BT E— Begin Timelﬂff I
h [01JUEM —
..... [02]5ales
..... h [03]15hipping
b = [04]11.T.

Select staff and then click “Add New”.

 Absence Management

J ?Ekdd Hew 'EBatch Registration i

I[UE]S&les j ﬂl
[~ Show sub-Department Findl

[T Show Resigned Staff

e, | oy 0 . |
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Select “Off Duty Reason”, and then specify the “Begin Date”, “Begin Time”, “End
Date” and “End Time”.

Ldd Abzence B

0ff Dty Reason gt Calung

Begin Date[03  July , 200 ]

Begin Time |19:00

End Date[03  July , 20C x|

End Time[18:00 o 0K

Cloclk—in Requirad [W

x Cancel

Clock—ont Required [

If staff is absence for half-day or a couple hours, user has to specify whether the
staff still need to swipe card or not. If no swiping card are required, the system
regard the “Begin Time” and “End Time” as clock-in time and clock out time
accordingly.

Clock-in Required: Staff has to swipe card during on duty.

Clock-out Required: Staff has to swipe card during off duty.

Add Absence B

0ff Dty Reason

‘ersonal Leawve

Begin Date[03  July , 20C=|

Begin Time [09:00

End Date[03  TJuly , 20C~|

End Time|15:00 W 0K

Clock—in Required |v

x Cancel

Clockout Required [v

Off Dty t}'pe| j

Days |0

Include OT [
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Specify the number of “Days” that the leave/absence taken. User can input “0.1”,
“0.5” or “17, etc.

Add 4 bsence

0ff Dty Reason

‘ersonal Leawve

Begin Date[03  July , 20C=|

Begin Time [09:00

End Date[03  TJuly , 20C~|

End Time|15:00 W 0K

Clock—in Required |v

x Cancel

Clockout Required [v

Off Dty t}'pel j

Days |0

Include OT [

Click “OK” to save. The new absence record will be shown.

Begin Date [2007/07/01 »| End Date [z007/07/03 -]

Begin Time |fo Duty Eeason |End Time |Heed Clnclrianeed Clocl—ou;
Ld

Batch Absence/Leave Record Registration
Go to “Attendance Management” and then “Absence Management”.

Click “Batch Registration”.

'@ Lbsence Ma

?Ehdd Hew I?'EBatch Registratiunl rEDelete Mu:-dif}'
|C1iu:1': here to select Dept. j d Bezin Date |2007/

[ Show sub—Department Find| Eezin Time||:|ff 1]
[ Show Resigned Staff

Hame Staff Ha.
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Click “Select staff™.

Il Eaich Absnce B

Select |

T Select Staff |f3emwe User
Find |

Hame | Staff Ha.

Click “Click here to select Dept.”, and then select the target department.

Select Staff x|

IIClick here to =zelect Dept. "’I Ell

Find ' 0%

=Bz [01UEM
""" z‘—f'ﬂ [02]54ales
""" z‘—f'ﬂ [03]5hipping

&

Cancel

Acount; O
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Put a tick in the box for all target staff. Or, right-click on the blank area, click
“Select All” on the popup menu to select all listed staffs. Click “OK” to proceed.

[ o1 Juem jﬂ

0K
[v Show sub-TDepartmen Find /—

[~ Show Resigned Staff x Bemeal
Hame Staff Ho.
 Bryan Q0000001
W Eric 00000002
i Iy 00000003
select

Select A1

Tnzelect 411

Inverse Belection

Aecount: 3

After selecting staffs, input all necessary information. (Refer to Step 11.2.4 to 11.2.7
for details)

I Eatch Abzence B

Select l
Select Staff E.“?Remnve User Absence Reasnanravel ﬂ
Find| Begin Date[02  July , 200~|
Hame Staff Ho Eegin Time ||:I‘E|:|:||:|
€ Bryan oonoooo1 End Date |02 July , 200x]
W Eric 0000000z
i Iy 00000003 End Time |1a:n|:|
Cloclin Required [v
Clocl—out Reguired v
Off Duty Type | Rd
Day= |1
Include OT [
Count: 3 \/ 1)is | x Cancel |

Click “OK” to save and then click “Cancel” to exit.
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Manual Adjustment

If staff does not have either clock-in or clock-out record, the system will not
able to generate an accurate attendance report. User must add the record
manually.

Add Swipe Record

Before adding swipe record, “Adjustment Reason” has to be defined first. Go to

“Staff Information” and then “Basic Information”.

9 HE29TT Attendance Management Systenm
Borstemn Management (2

)

Department Management
Department ) L & ment () ht Downlo:

Staff Manazerment (2

Select “Manual Adjustment Reason”

Bazic Information

Departrnent Type j

Dty -
Contract Type

Education 75 Add
Title

Palitical Party

Dievice Maodel = Delete
hl:-finnauh.l —

Modify

o Save

F] close
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Click “Add” to add new reason and then click “Save”. Click “Close” to exit.

Basic Information EH |
Manual Adjustrment Reason j
Aanual Adjustrnent Reazn:url ﬂ o
|_|Forgat to bring card ¥ 1 Add
| M|Forgat to swipe card
Card damaged % Delete
=
Modify

=4

Go to “Attendance Management” and then “Manual Adjustment”.

Device Management (T | Attendance Management (T)  Report (B)

Ca Fublic Holidaxr (F)
% g Holiday Allatment (H) !
Fingerprint Downle Edule

Shaft Management (2 —
Shift Pattern Management (F)

ataff Bhift Schedule F)
Temp Shift Management (T)

Crertime Management (20
Abzence Management ()

Mannal Adjnstment (k43

——TDhsebape et |
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Click on “Click here to select Dept.” and then select the department.

J r'}ﬁ;dd Hew ?EBatch Begistration rEDelete

Clicl here to select Dept. [ ﬂl Begin I
| Fipd| e | [
— ¥ Show
7 51 T:
I (171550 L
2z [03]Shipping —
ol [T T

Select staff and then click “Add New’

&\ Manval Swine Record

J Tihdd Few

'EBatch Registration r'EDelete

2

[02]5ales

=] 4|

Begin

[T Show Resigned Staff

[~ Show sub-Department Findl

W =h

Sign

1T

I Lol R ol el '
1}

! »

Zgbryan

Specify “Adjustment Date”, “Adjustment Time” and select “Adjustment Reason”.

Click “OK” to add new record.

b

8d4d menoal swipe recond

Adjustment Date

Adjustment Reason

2007 /0704

[

[

ICard damaged

Adjustment Time

[EERE |Fm ©oout | o 0K
IlB:l:":I | i~ In = Out | x o
Il | # In  Out |

I | # In (" Out |
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Raw Swipe Record
Go to “Attendance Management” and then “Raw Swipe Record”

Device Management (00 | Attendance Management (T) Report (E)

% @ Public Holidaxr (B

Holidaxy Allotment (H) !

Fingerprint Downla

Shift Management (&)
Shift Pattern bManagement (B

Stadf Shift Schedule (F)
Temp Shift Management (T)

Civertime Management (20
Abzence Management (47

J M-:Liif}' illelate | ""; Refrach l Cloze

here to select Dept.

| 4

jegin Datel

W Show I

..... i wipe lim
- [03]15hipping
. [04]T.T.

Select target staff and the then specify “Begin Date” and “End Date”. All swipe
records in the specified time period will be listed.

J (SiModity *ilelete | [#]Refresh | J]Close

[moadT T =] M| Besin Datelzul]'r,fu'r,-‘m =] End Date [2007/07/04 -l
T Show sub-—Department Findl ¥ Show Iznored Records
I” Show Resigned Staff Soine WA h : = : -
Name [T — ]
Qmm | |2007-07-5 19:56:38  |Unkmown | [ ]

| [z007-07-05 21:54:34  Unmown [
Aocount: 1 LI
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System Log

System log is to check the login and logout status. Besides, it allows you to set the
system company name. And, you can select the default interface language in this

window.
== Zvstem Log g@@
Al ]Login lag ] Logaut Iog] Invalid Login] Module Operation] Other info ]
Date J2009-0825 <] 1o |20080804 | Account [<Al= ¥ 241 Query
Date Time ‘ﬁccou.nt |T)rpe |L0g MEsEAZE | A

IO TR 023151 EYETEM Swstern Administrater Login: succeeded !

14
:2(309—09—04 TR OEIL08 SYETEM  System Admindstator Login: succeeded !

Clear reoerd vndl 2003-0825 Clear Record

Company \

sz W Fosiu [ TAL0000 W x629ufu2l00 W k633 W oxedsu W TaO Save Seting

e

When you have input of the company name, remember to click the button “Save
Company” to save the name. Then, the company name will be shown in all reports
of the system.

Similarly, when you have selected the interface language, you need to click the
button “Save Setting” to save the selection.

System Tool

System tool is mainly for doing housekeeping job of the system.
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A~ System Tool
Database Processing Fecord Processing  Import Staff Info

Database Location

I:\projectUnionAttend dbtest)

Dratabase Backup Location
|J MprojectiUnionAttendbintbackuph

Staff Photo Storage Directory

Languages Maintenance Ty

Generate Lang (cn)

Operator Status

o=1E

Path Setting

It is for setting the location of different items such as database location, backup
location and photo location. Photo location is to put the file of image for each staff.
Backup location is the path for storing backup data. Database location is the path
for storing the access database (imsds.mdb) and the corresponding system database

(system.mdw).

Database Backup

It is to backup the whole database into other area. Then, you may copy the backup

to other removable media for off-site backup.
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):' Swstem Tool

Diatah: Cant=d Fecord Processing  Import Staff Info
Configure Database Location
Configure Database Backnp Location
Staff Photo Storage Directory

EEX

Backnp Database

Rebuild Database Indesx
Compact Database

Exit

Language Maintenance CammwEie Lan () ‘

Generate Lang {ond

X]

Databaze Backup Configuration

Target File |J:‘.,prDjectHUniDnAttend‘.,bin‘;hackup‘.,imsdh_EDDQDQDCI.rndb .

K] Ezi

The default backup file name will be displayed. If you accept the name, you just
click the button “Start” or you can change it. The default path is the backup location
stored in the system. Once you finish the backup process, you can copy the backup
file to other removable media for off-site backup.

To restore the database, you do not need the system interface. You just copy the
imsdb_yyyymmdd.mdb back to the database directory and rename to imsdb.mdb.
Please be reminded that the authentication database ‘“‘system.mdw” must be present
in the same directory as that of imsdb.mdb. Otherwise, you cannot access to the
database.

Rebuild Database Index

Database use index to search records so that you can get a list of records quickly.
Without index, the searching will take more time. Rebuild database index is to
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reorganize the index structure so that the speed of searching will be increased.

A2 System Tool
Diatabaze Froc M Eecord Processing  Import Staff Info

Configure Database Location
Configure Databaze Backup Location
Staff Photo Storage Divectorny

Backup Database
Eebuild Databaze Index |
Comparct Database

Exit

Compact Database

Database operation will cause the fragmentation in the blocks of the database.
Block is the basic component of database. Compact database will do the
de-fragmentation of these blocks which will increase the speed of performance of
operation.

A&~ System Tool
Databaze ¥ Eecord Processing  Import Staft Info
Configure Database Location

Configure Databasze Backup Location
Staff Photo Storage Directory

Backup Database
Rebuoild Database Index N

Corpact Database

Exit

Remove Antique Record

Day by day, the records in the system will be accumulated and the database size
will be very large. This item can be used to remove the old records so that the
database size will be cut down.
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4~ System Tool

Databaze Processing NS0 aN S N Tmport Staff Info
Eer |
Export Attendance Fecord

Clear Duplicated. Record

Database Backup Location

|J dproectiUnionAttend\bintbackuph

taff Phats Starama Thractavs

When you invoke the item, a window will be displayed for askin
(Notes: the “Due Date ” CANNOT be the date within the nearest

Eemove Antigue Attendance Fecond

Thi= function will clear all attendance.
records before the specified Due Date. . Attention!
Attention! This process is un—recowerable.

Due Date |FHE-OT-27 |

Clear Records | [| Close |

g the “Due Date”.
120 days.)

]|

Click the button “Clear Record” to remove all attendance record before the

“Due Date”.

Eemove fAntique Attendance Fecond

Thi= function will clear all attendance.
records before the specified Iue Date. . Attention!
fttention! This process iz un—recoverable.

Due Date [EHE-0T-27 |

Clear Records | [| Close |

Click “Yes” to confirm the removal.
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Information

b

Please make sure that all users have logout the svetemn and confirm that wou would like to clear ALL the following data:
A} Bwipe Record
E } Manual Swipe Record
C } Off Duty Record
D } OT Record
 Attendance Analysiz Resull

E esult
The deleted data are UN-RECOVERABLE!II!

Click “Close” to exit.

Eemove Antigue Attendance Fecond

Thi= function will clear all attendance.
records before the specified Due Date. . Attention!
Attention! This process is un—recowerable.

Due Date [z007-01-27 |

Clear Records |

Export Attendance Record

This item is to export the raw swipe record out to text file or database file. This is
for other system to get the data and do processing. For example, you may have a
payroll system which can import the raw swipe record from text file. Then, you can
use this item to do the job.

A= System Tool

Database Backup Location
|J dprojectUnionAttend bintbackuph

Staff Photo Storage Directory

- 90 -



Export Attendance Records [$_<

Becords within following time period

= Start
Begin Date |2009-09-04  ~|
il
End Date  |2009-09-04 |
al
Export File Format —[| oee

f# Taxt File ("~ Datahase File

You are asked to select all records or input a data range for output. And, you need to
choose the target is text file or database file. Once you confirm the input, you can
click the button “Start” to start the process.

Then you need to choose the output path and filename for storing the data.

L P

BATERSO): | e ACHERRRREE (C2) | £f E-
|y Documents and Settings
4 |5 Program Files
HRAREIY ) temp
?[f =) WINDOWS
E’] ottt
R
FE
BATER
34 AT
188 - [ bt ~| FATF ()
TFREIEETY: | Text Files (¥ tef) | HiH

Import Staff

This item is for importing staff information from an excel file. Many customers
have a legacy system or an excel sheet to keep the staff information. They then can
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use this item to import the staff information instead of retyping them one by one.

A2 System Tool

Bi=]ES

M Databaze Processing  Record Processing WEnifaiases i ki)
Import Staff (Excel)

Database Location

T nionAttend \dbtest!

Database Backup Location
|J MprojectUnion A ttend tbintbackuph

Staff Photo Storage Directory

):‘ Imporxt Staff (Excel) E“:.E]

File Hame | /4—[ T —

Field deptno, deptname, staffno, staffname, sex, title, idcard,

Remarl first row = caption green color = optional

In the input window, you can see the format of the excel file by clicking the button
“Template™. After you prepare the excel file, you can input the path and file name in
the file name box and click the button “Import” to proceed.
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Trouble-shooting

1. Cannot see new department after adding the department.

Click the “update” button in the Department List.

Find |
= = TN

h [02]5ales

h [03]5hipping

Iz, [04]1.T.

After clicking the button, new department will be shown.

Find |
= B [N

Tz [02]Sales

Z2 [03]8hipping

% [m]T_'r_

h [05]Hew department

2. Cannot execute download module

If you click the download icon with error message of “class not registered”, the
device APl may be disconnected from windows. You can register back the API. If
your program is installed in \program files\ams, you will see 3 directories in the
path. They are api, apinew, apinu3100. Just go the three directories and execute the
batch file reg.bat to restore the registration of API.
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