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1. Necessary to know
1.1 Communication connection
illustration

1.1.1 RS232 Communication

RS232 communication connect with on more than 50 metre length
shielding twisted-pair.

This RS232 communication only use three signal littee both
ending use a BD 9-pin port connector, make sure the connector pin -1
connect another connector pin -1,the connection wire and definition
signal illustration with following

1 5 1 5
ONONONONG) OO OO0O0
o OO0Oo o O OO

Attendance device terminal

Pin-number  signal definition Pin-number  signaldefinition
2 TXD 2 RXD
3 RXD 3 TXD
5 GND 5 GND

1. 1.2 RS485 Communication

Use shielding twisted-pairRS485 communication standrad
connection length are no more than1.2Km.
RS485 connection illustrate with following picture,



RS485+

RS 232/485
transducer RS485-
RS485+ RS485-
PC RS485+ RS485-
Number 1 Number N

The RS458 communication use half-duplexes communicatibere
are no more than 32 Bioclddk fingerprint attendance devices in an

attendance network.

The device RS485 connector is a RJ11 plug,p&i11 plug port
front illustration and signal definition are following:

RS485-

RS485+

Some RS232/485 transducer have four label TX+,TX-, RX+, RX-
connector terminal there are only two connector terminals in .the
equipmentbecause we join the TX+ and TX-signal, RX+ and TX-signal,
while we connect with this transducer, it is necessary to join TX+ and
RX+ terminal which connect RS485+,and to join TX- and RX- terminal
which connnect RS485-,s0 that communication is successful..
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2. Install and uninstall program

Suggest turn off other application program before installingprder
to avoid conflict in installing process.

Attention: some software edition number maybe doesn't tally
with CD real contents, please allow CD installing program for
standard

Insert the CD into your CD-ROMthe CD automatically display the
installing menu

setup x|

Welcome to the Fingerprint
Attendance System 1.8 Setup
Wizard

Thiz will install Fingerprint Attendance System(Standard Version)
on your computer,

It iz strongly recammended that you cloze all other applications
yau have running before continuing. This will help prevent any
conflicts during the installation process,

Click Mext to continue, or Cancel bo exit Setup,

Cancel |

click on the next the window appear



License Agreement
Fleaze read the following impartant information befare continuing.

Flease read the following License Agreement. Use the scrall bar or press the Page
Diown key to view the rest of the agreement.

EMD-USER LICEMSE AGREEMENT FOR THIS SOFTWARE il
Impartant - read carefully:

Thiz End-Uszer Licenze Agreement ["EULA"] iz a legal agreement between you
[either an individual or a single entity] and the mentioned author of this Software for
the software product identified above, which includes computer zoftware and may
include associated media, printed materials, and “orline’" or electronic
documentation ["SOFTWARE PRODICT"). By instaling, copwing, or otherwize
uzing the SOFTWARE PRODUCT, you agree to be bound by the terms of this

EULA, If pou do nat agree to the terms of thiz EULA, do not install or use the ;I
COCT ADC DDOOMDLICT

Do you accept all the termz of the preceding License Agreerment? If pou chooze Ma,
Setup will cloze. To install Fingerprint Attendance System 1.8, you must accept this
agreeriemt,

< Back | Tes | MHa |

this page is a agreement of using prograptease read carefully if
you agree with this agreement contewtik on the'yes . Enter the next
installing processf you don’t agree with the agreemenplease click on
the ‘ON’ Exit the installing processif you need come back the last
operating please clickback . The next installing windows is following

Select Destination Directory
Where should Fingerprint Attendance Systern 1.8 be installed?

Select the falder where you would like Fingerprint Attendance System 1.8 to be:
installed, then click Mest.

IC: “Program Fileshanid

[EGEY

7 Attendview =l
[Z7 Borland

[Z] Corman Files

2] ComPlus Applications

[Z Design Explorer 99 5E ;I

I =3 o victor_syst j

The program requires at least 0.2 MB of disk space.

< Back I Mext » I Cancel |




the install interface use in installing catalog of definition attendance
menagement you can choice default catalogan also choice or create
another catalog. Confirrm , the next display interface appear follewing

setup x|
Select Components
Which components should be installed?

Select the components you want ta install; clear the components you do not want to
install. Click Mext when pou are ready ta continue.

=
Attendance Management E1ME
Manual 8.0 ME

Current zelection requires at least 14.1 MB of disk space.

< Back I Hesxt » I Cancel |

After selected click on the “next; the following interface appear
setup

Select Start Menu Folder
Wwhere should Setup place the program's shortcuts?

Select the Start Menu folder in which you would like Setup to create the program's
shartouts, then click Mest

age?

Ahead Mero
DigitalPersona

D

Fingerprint Attendance

hp Lazerlet 1005

Inno Setup 3

M acromedia

Microzoft Yisual Studio 6.0
Office 2000

Feal LI

< Back I Mest = I Cancel I




In the page ,local form“start/program“ to create the program name.
Click next, the display is following

Ready to Install

Setup iz now ready to begin instaling Fingerprint Attendance Syztern 1.8 on your
computer.

Click Install to continue with the installation, or click Back if you want to review or
change any settings.

Destination directory: d
C:\Program FileshAt18

Setup Type:
Full

Selected Components:
Altendance Management
Marual

Start Menu folder:
Fingerprint Attendance

i o

Enter the window it is show that you already finish all setup of
installing program if you want modify the setupclick back otherwise
click on the ‘install’ button the installing program will copy file to hard

disks and write relate informationafter finish installing process, click
finish, the installing process is over.

It is necessary that to register software in the first time beginning
running the specification process to sbe neceassary to kowan



3. Attendance administration
program

3. 1. Maintenance/setup

3.1.1 Maintenance/setup

Click on the handling attendance’on main menu it will appeat

4 Attendance Management Program - [ Temp-Supe -10] x|
Data Attendance Search/Print | Maintenance/Options Addin - Help

=) P it Department List kD
At Lag Leave Emplnyegﬁ Employvee Maintenance Chrl+E  fhstem

ﬂ Administrator

@ Maintenance Timetables
Maintenance Shift Schedules  Cerl+T

% Emplovee Schedule Chrl+5
Haliday Lisk

Leave Class
S8 Attendance Rule Chrl+R

Database Opkian. ..

Set Database Password

First set up databasehen set up holiday scheduleset up leave
style and attendance ruledepartment staff maintenance and
administrator setting at the finals, period time maintenance, unit shift
managing, arrang staff shift.

3.1.2 Department list
Click on the “department list” sub-item on the menu “maintenance
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[/setup”, the windows appear

Department Management 5'

@)

etroll staff

Prompt

cancel departiment IF pou want bo edit department names, what
you need bo do s just to click on the
department name twice or to press F2, 1
you want to modify departments'
subordinate relationship, you can drag the
department to modify to a new superior
department name.

If you want to modify a department name, double left-click on the
department name or press F2, and type new name in the box of
Department.

If you want to change a company name, it is need to modify the
attendance rule setup.

In adding departmentyou first left-click the superior department of
the new departmentclick on the “adding departmefitbutton , input
the name of new department in the dialog,bdlick “confirm” to save .

In deleting departmentyou only first left-click the department
selected, click on the “cancel departmefitbutton select “ confirm”
in the display caution boxOK.

If you want to modify a department’s subordination relationdirit
selected the department to modify ,left-click, hold, drag the name within
the new superior department. Then operate according to instruction.

Click on the” enroll staff’ button. the following appear



Employ Employees 5[

Employee Our Diepartment's Employess

ﬂ AL No. I Mame I
btk Wictar

L
|8 Jet

|»

454 James
3 Suriise
13 Richard

Remove << |

j'L LCloze |

Staffs in theEmployeesox are those who don’t belong to any
department, that is, who have left their posts. This is the same on leave
no salary

In the box ofstaffsselect those employees that your department
want to employ, and clickdd button, and then those selected employees
will be added into your department.

In the box ofOur Department’s Employeesglect those employees
that will leave your department, and cliRemovebutton, and the select
employees will leave your department (leave their posts).

After operations, cliciClosebutton or ! to return to Windows..

3.1.3 Staff maintenance
Select the ‘maintenance/setuptlick staff maintenance item, open

‘staff list,  within this window, maintenance staff’s various
information and attendance setting.



=lo/x
mg|gg|g:.||rffpu+Amscﬁ|| ol ) ‘

Department: & | [acHo. |iD N, [Mame |Gender Tide |4
OUR COMPANY CEE Riichard Ma
M anagement ME James Ma
Praduct |5 Jeff Fe
- Sales | |77 Victor Ma |
----- Suppart g Surrise Ma
..... Tech. =
|| _>I_I
AC Mo, I Mame IFlichard
Gender IMa ‘l 10 Mumber I
H atianality | Office Tel, |
Title I Home Tel. I
Date of Birth I L 'I Dictie of Einglamizt |U1 A08/2003 vI
Postcode I Pager/tobile Mo. I
Home Add. |
" Basic Infarmation) jfrAdditian f AC Optians J

The upper half of the window of Staff List is a list of employees, and
the lower half is designed to select and set staff's varied information. The
lower half is paginated to two pages, click the pagination label on the
bottom , enter different pages. Operations can be conducted on different
pages.

Among staff's varied information items, the twéameand

Attendance Nomust be filled in, and the others are. optional

Add New Staff

Press ® button to add a new Staff. Select the department this
employee belongs to, enter his/her name and attendance No., make this
mark, and then press Save button.

1) Add batch staffs: when some departments enroll a lot of staff,
you can use this function to add staffs, cut down operator work.

10



E.qg., the bill department adds a lot of staffs, first select
department, click on the“add batch staffsbuttons the adding
batch staffs window appears.

If there are not staffs in this department, the following appear.

Add a batch of employee ﬂ
Copy datas from Richard(13).
[~ iCopy selected employes att options and schedule Select fields to be copied:
O AC Mo
—AC-N 11D Ne.
) - O Mame
Number pattermn: I( ) E Gender
Title
; e I obile /P
Wildcard "[*)" length: I3 vI E Eiﬁh::l?ay ager
[[] Date af Empl I
Fram I1 j To I-I j O Ada; S st
[] Posteode
om [] Office Tel
] Home Tel.
] Adrniniztratar
] Mationality
[ City
[ State
¢ Ok x Cancel |

If there are staffs in the department, the following appear:

11



Add a batch of employee x|
Copy datas from Richard(2).
[~ iCopy selected employee att options and schedule Select fields to be copied:
O AC Ma.
—AC-MNo 11D Me.
- O Hame
Murmber pattern: I( ] E Gender
Title
’ e I 3 I abile/P.
“Wildzard "] length: 3 hd E Birctlhldea_l,.l ager
[] Date of Employeement
From I-I j To I1 ﬁ O] Add, S
[] Postcode
0o [] Office Tel.
] Home Tel.
] Administratar
[ Mationality
[ City
[[] State
o OK x Cancel

the backup data of staffs witch select from bill department display on
the left-up corner, if the shift and attendance setup of adding staffs are
the same of selected staffs, left-clitkopy current staff shift and
attendance setting, select the item, if there are other same words, select
relating to words from the selected words box.

Attendance NO increase accord to add batch staffgh the” (*) ”
symbol it is easy that to add staff NO.

The number stylethat is attendance serial number, E.g. the staff NO
of this department is the figure 1 on the first, so its serial number is 1???,
input 1 (*) to the serial box, the window display following

12



Add a batch of employee ﬂ
Copy datas from Richard(2].
[~ Copy selected employee att options and schedule Select fields to be copied:
O AC Mo
—AC-N 11D Ne.
) - O Mame
Mumber pattern: I]( ) Eﬁender
Title
; e I obile /P
Wildcard "[*)" length: I3 vI E Eiﬁh::l?ay ager
[[] Date af Empl I
Fram I1 j To I3 j O Ada; S st
[] Posteode
1001 [] Office Tel
1002 [] Home Tel.
1002 [ Adriniztrator
] Mationality
[ City
[ State
\/ Ok x Cancel |

the symbol wide that is, how many figure the symbol indicate? E.g.
before the serial number is,1?its symbol range is,3 if the serial
number is 1?7? so its symbol wide is 2. After the symbol wide have been
definite; by use the ‘from ‘box to ‘box ‘to create serial numiaege. E.g.
create the serial number range from 106 t0118, input@ram” box,
import 18 “to” box the symbol wide is 2 but from 6to9 wide is one
figure. at this the system will add zero automatically.

Click on the "confirm” button, add staffs, and click on the
“abandon” button, return the staff interface.
3) Modify staff

Employees’ attendance NO. or name modified. Pils button, enter
new data in the corresponding input box, and then press Save button.

A)Transfer Employee

Click Transfer Employebutton to transfer employees from one
department to another department, and this dialog box will come forth

13



employees in, and pre&K

Employee Transfer

Pleasze choose a department:

X Cancel |

In the box ofFold Departmenselect the department to add new

cancel this action.

Staff Leaving Posts

Some employees may remain in the company, but don’t belong to

Postsbutton to present this dialog box

14

to transfer the employee, Gancelto

any department, which is similar to the currently quite popularized
lay-off phenomenon. Leaving-post employees can be re-employed
through Employ Staff in Department Management. CHt&ff Leaving




Attendance Management Progr3 ﬂ

@ Dioes this employes really wank ko resign?

£

Pressyes (Y)button to transfer the employee to a new department,
or pressNo (N) to abandon this action.

Staff resign

If a current employee leaves the company, all of his/her records will
be cleleted completely. Be careful to use this function before an
employee really leaves the company. Cltkff resigiutton to present

this dialog box:

~lai
| ﬁ\\ﬁl ﬁﬁlg | < 4 > B o oA ﬁ ‘ I B @ |
Department: i AL Mo, |\D Na. |Name |Gender|T|tIe I;I

OUR COMPANY L ficio s

- Design 1< Richard Ma

hd anagement 13 David Ma

i Product ML Suniise ta

- Gales
. Tech

o1 o

Field IVa\ue l
MNotice Birthday, 10,16

Basic Information] _jAddition 4 AC Options [

About the staff important information is input in relating page

select departmenselect staff pres: * putton, add an item recortype
15



information style in words row input relating material to contents, then
save it,

4. click attendance setup on the pagination label. The windows will
appear

1o x|
Wﬁlml&'l|“‘hu+‘r/§(@|l—@ﬁ |

Departmet: & [Tecne [iD M. [Name [GenderTite [ =]
OUR COMPANY | ictor is
- Design 2 Richard Ma
b anagement | 3 David Ma
i Product HE Sunrize Ma
..... Sales
..... Tech
-
1 »
[V Active AC 7] Schedule AT |
v Count OT;

¥ Fest on Holidays

Check Clock In————————
{+ By Time Zone

 Must Clack In
" Daon't Check

Check Cleok Out—————
{+ By Time Zone

" Must Clock Out
" Dan't Check

% Basic Information] 4 Addition j, AC Options ,I'

Attendance valid if this item is definition, the staff will be

accounted and statistic attendance in accord with the attendance rule and
other select item otherwise this staff doesn’t attend the attendance
record and record as normal on-duty ,E.g. A leader of unit doesn’t go
to attendance, but account on normal duty.

Over time this item by sign account the staff over time.

Holiday valid this item by signthe staff will have a rest on holiday
if the staff is on duty be signed to over time otherwise the staff have
to be on duty if the staff is off dutyaccount to neglect work.

On duty check-in/off duty check-aut

16



The setup can control if the staff have to check-in or check-thet
setup authorize in the item is super than it in the shift.

Employee attendance options { Yictor ) il

Clock ln—————————— Clock Oub———— v Auto-azsign timetable
% By timetable % By Timetable L e for .
" Must CAn " Must C/0ut SESEI ARSI
= allow no CAn = Allow no CAOut I 1 _Ij Day(s)| 0= Hourds]

[¥ Attendance Active [+ CountOT Uzed timetable: = =

[¥ Haliday [V Reqisty for 0T

Azzighed schedules list + =

Start Date  |End Date | Shift Schedule|
010 /2000 | 3112/2999 | Mormal

X Cancel |

the method of attendance account and statistics is similar to the
method of attendance setup, it is only that there increase optional which
the over-time has to be registered and examined, In the option, all
over-time must be registered and examined, othenthigeover-time will
be free.

A current shift list indicate the staff on duty scheduler, the box show
that the staff shift include beginning , stopping date and shift name, if
need to modify the staff shift, first select the shift item in the current shift
list, it will turn blue, then click on ‘-’ button, cancel the current shift,
after this , click on “+” button, add a new shifhe window is following

17



=
Shifts [ - » » Shift Time Period g = )
ﬂ 0 2 4 B B 10121416 18 20 2224
|4 Normal & honday ‘ | | |m | | |
o 20030701 1 week Tuesday| | | | |DEmommmeson | |
summer 2003-07-01 1 wesk Vednesdal | | | |DERommmREDE | | |
Thursday [ 1| |M| [ |
Fridey | | | | [’eeomsmesos| | |
Setwrdey | | | [ [
Sunday | [ [ [ L[ L[]
]
Time Range
’7me|01;05;2003 B| 1ofiinzess @ V' Ok xCanCB'l

Select a new shift from shift that has setup, definition starting and
stopping date, click on “confirm” button to confirm action, click on
“cancel” button to cancel operation, return attendance setup window.

While staff shift in normal work hoursyou can add a lot of item of

schedule E.g.
Starting date stopping date shift
03-3-1 03-5-30 spring
03-6-1 03-9-1 summer

Employee attendance options { Richard } il

Clock ln——————— Clock Out——— v Auto-aszign imetable

i+ By timetable i+ By Timetable . o

st CAn st CAOGE Least time for Auto-assign;

= Allow no CAn = Allow no CADUE I 1 _I; Day[s]| 0= Hours)
v Attendance Active ¥ CountOT |Jzed timetable: T =
[+ Haliday W Registry for OT 3
Azzigned schedules list F =

Stat Date  |End Date | Shitt Scheduls|
010742003 | 31/412/2999 | spring

" Ok XK Cancel |

18



The intellect arrange staff's shift be selected, the window will
appear

The intellect arrange staff's shift function is that, while staff who
does not arrange shift for period time, but he/she has attendance record,
the system will can define automatically the period time . This function
main use in more change shifts.

Min intellect arrange shift time when you setup a period time,
example one day, at this time the system will accord with setup period
time to determine after it expire more one datherwise not to
determine.

Can use period timethat is, this staff is able to on-duty period time

click or' ¥ button the selecting period time appeéhis shift period time
is shift name list which has been set up in shift managemnEme
windows following

Employee attendance options { Richard } ﬂ
Clock Inm——————— Clock Out— [V Avto-assign timetable
{* By timetable {+ By Timetable L s for s o
 Must CAn " Must C/0ut SESR UG far Ao EssE
™ Allow no Cln € Allow mo CAOuE I 1 _lj Dayls) I 1] _lj Houir(z)
v Attendance Active [+ CountOT Uzed timetabls: = )
[V Haoliday [¥ Reqisty for OT Il oaytime
Azsigned schedules list T = B summer

Stat Date |EndDate | Shift Schedule|
01/07/2003 | 31/12/2393 | spring

o OK I X Cancel |

Left-click shift names that select from display shift nameatist

selected shift. If want to cancel shift where there are used period time,

first define period time click or'= button it will be canceled.

19



Employee attendance options { Richard ) 5[

Clock In———————— Clock Out——— [w Auto-assign timetable

* By timetable % By Timetable L s for & .

" Must CAn € Must CAOut Bast fime for Auto-assigr:

= allow no CAn = Allow no CAOut I 1 _lj Daylz]| 0= Hourz]
[¥ Attendance Active [+ CountOT |Jzed timetable: aF @

[ Holiday ¥ Registy for OT Daytime
3l
Azzigned schedules list T =

Start Date |End Date | Shift Scheduls|
0/07/2003 | 711242999 spring

o OK I X Cancel |

After set up click on “OK” to save setup click on “Cancel
to give up action, return attendance setting label page.

Input the staff name or attendance NO. in the input box of staff
search bar (you may input one or two character of name or attendance

NO..), click or 2 button to locate the employee as the first qualified
one, click o@ to continue search for.

3.1.4 Administrator setting

Click the ‘maintenance/setting’ sub-item on the menu of
administrator setting, this window will pop up

20



& Administrator % Madify Pazsward | 5% Operation Purview

Click on the * administrator’ buttonthe display is following

add Department Adminiskrakor
add Level 2 Dep, Administrator
add Level 1 Dep, Administrator
add Super Adminiskrakor

€ Cancel Administrator

Here you should choose to add a department administrator or a
super administratoer the department administrator can not only manage
his/he own staff's information but also watch his/he own staff's
attendance information, thus if several attendance system are linked
together, each department is allow to manage its own attendance
information, so as to decrease the super administrator work volume , as
well as guaranteeing the punctuality and accuracy of attendance data.

Click on ‘deleted administratobutton, to cancel an administrator
But an administrator can not cancel himself, E.g. you enter management
21



program as a super administrator, at this time, you can not cancel
yourself, you can cancel other administrator
Click on ‘department administrator or super administrator the

following windows will pop up

Department Employee Lisk ﬂ

Departmet: Employes: el Ol
OUR COMPANY ACNo.  Mame [
Design ] Wickor
- Management e Richard
Product BE [ avid
..... Sales o) .
4 aunnse

" 0K X Cancel |

Select the department where an administrator is add, and this staff
name click on OK button to add this selected staff as one administrator
click on cancebutton to cancel this actipthe default code of the fresh
added administrator is his/.her won attendance NO..

Click OK button to pop up the window of purview setup as the

following:

22



Set Administrator’s Purview x|

Items that can be authorized: y *

Clear Obsolete D ata/B ackup D atabaze/Export AC Data -
Connect Attendance Machine —
Import AC Data

Emplovee Leaving on Busineszz/dsking for Leave

Fargetting to Clock. indout x Cancel |
Carning Late Collectively

Handle &t Log

Audit exception

Restore att log

Aftendance Record

Current Employes's On-Diuty Status

Attendance Calculating and Reports

Department Lizt/Emploves Maintenance

Adrniriztrator

Maintenance Timetablez/Maintenance Shift Schedules

Employee Schedule _—
Holiday List

Leave Class ;I

Put a tick beside each selected authorized item; put a Cross to
remove all the authorized item, click OK button to complete
administrator setting.

Click’ modify password’ to modify administrator password, and
administrator is only capable of modifying he/his own password, the
window of modify password is like this:

Modify Administrator's Password x|

0ld Paszward I

EEREEEEEY

MNew Pazzward I

xxxxxxx:1

Werfy Mew Paszword I

W OF X Cancel

Type the original password in the input box of old password, type a
23



new in the input box of new password, and type the new password again
in the input box of verify new password, press OK button to complete
modify password, or click cancel button to give up this action.

If the original password isn't input correctly this prompt message
will be shown:

Attendance Management Program il

Q our old password hasn't passed werification. Please input your old password again.

Please type the original password again; if it is not to type correctly
for three times in succession, the system will automatically return back
modify password box.

If the new password is different from the verification password, the
prompt massage will come forth, press OK to modify the verification
password until it is the same with the new password.

Attendance Management Program il

Q Mew password is different Fram werification password, Please inpuk verification passward
again.

Click on ‘operating authorize’ to set administrator authorize. As this
condition, the system demands you set up administrator. While you
cancel the starting prompt information, as well as the staff has been
enrolled

In the system, an administrator has not been registered, the starting
management program will appear prompt following

24



System Information

There iz no system manager

“'ou can manage the operator's privileges only when you
regiztry & manager, elge anyone can use the progran,

Open the operator maintenance window to registryy a manager’?

x Cancel |

Click ‘cancel’ button return to main menu, click on ‘OK’ button,

enter administrator operation interfacthe operation method is the same
as the forward.

3.1.5 period time maintenance

Before staffs are arranged schedutbe period time must be set up
to complete select ‘maintenance/ setting’ merulick on the ‘period time
maintenance’ can set period time which use to arrange staffs, sliife
interface is following
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Shift Timetable Maintenance |

ITimetabIe Namel On-duty Timel OIff-duty Timel B eginning E.-"Inl Endina Al

A [ - SN
Daytime: 08:30 1730 0E:30 11:30 & - 24
zpring 0800 1700 0700 03:.00
» 0300 18:00 0800 10:00 Timetable Mame | sUmmer

T Duty Time |09:00
Oif Duty Time |18:00
Late Time[Ming]

Leave Early Time[Ming]

Beginning In |05:00
Enditg In |10:00
Beginning Qut |17:00
Erding Out |13:00

Count as " orkday 1

" _>|L B Chence the Displaw Color

Click * button add new a period timetype name of period time
on-duty time and off-duty time, check-in time range, check-out time
range, record coming late time, record leaving early time and record
work date, only the check-time and check-out time is in the definition
range, there records are valid, as that , attendance account and statistics
depend on there record, as well as selected period time whether is in
check-in and check-out range, input time style; hh:mm:ss.

Record coming lately timéminute) : up illustration is for 5 minute
it is to show that after 5 minute on-duty will be record coming late, E.g.
illustration ,on-duty time7 50, A 7: 53 check-in time B 8: 00check in
time, so the A is not coming latebecause he check-in time is not over
5minute, the B is coming late for 10 minutégcause he check-in time is
over for 5 minute.

Record leaving early (minute) : it is the same as record coming
lately, itis depend on the difference check-out time between off-duty
time .

How many work date to recordif set up the value, account and
statistics according to this value amount work datéherwise, it depend
on attendance rule setup to amount.

Selected a period timelick or'™= button to cancel selected period
time,
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After the prompt appearthere is any setup period time in system

can also .according to prompt , set up period time ,the window is
following:

System Information

Mo schedule

There iz no shift schedule. Shift schedule waz combined by
timetables, which are arraved repeatedly in certain perod. Shift
schedule iz prepared to azsign to employess.

Do pou want to open the ghift schdule window o add some
shift schedules?

x Cancel |

Click “cancel’ button return main menu windows, click dfOK”

button, start to set period time, the window is following

£ Attendance schedule wizard i ] 4|

Times for OnjOff duty

Setting the Dn/OFF duty times in this arganization.

£+ {0 duty in morming, OF duby in aftermoore

O duby time ||3833|:| O duty time |1?"33D

£ On duty and OFf duty in morming and afternoon

Oy duty ke 08:30° | @ duty tirme: [12:00
[ duty e 1400 | [TFf diy bime [15:00
< Back Mext >
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According to the company real condition, the method of on-duty and
off-duty is selected is twice attendancémorning and evening , or is
four times(morning, noon, noon ,evening input correspond to on- duty
and off-duty time click “next” button to continue settingthe window
is following:

s Attendance schedule wizard -0l x|

Clock InfOut

The time range of allowing emplovees clock indout.
Outzide thiz range iz invalid,

08:30 - 17:30

Start CAn (0630 EndCAn [11:30 0 MustCin W
Start CA0ut|14:30  End CADwt 2330 Must CA0ut v

LCancel | < Back |

definite the time range of check-in and check-out, and whether this
time must be check-in and check-outlick “next” the window is
following:
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s Attendance schedule wizard -0l x|

Aft Rule

Set the attendance rules of the whole organization.

Howa many minutes after on duty time will be counted
az Late?

|

Hiowa many minutes before off duty time will be
counted az Leave Early?

LCancel | < Back |

On the window, set record coming lately time and record leaving
early time, click on“next ” button to enter next windaw

4 Attendance schedule wizard - 101 x|

OK

Syztem will add a timetable named "Daytime" and a shift
schedule named "Nomal,

And after that, you can azsign this new shift schedule to
employess.

Azzign thiz schedule shift bo emplovess who has not
[ T
azzighed any schedule
ul Azsign thiz shift schedule to every department az
default zchedule

Click "Finizh" to commit this operation.

LCancel | < Back
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On the window, the system prompt that it will add named ‘day’ a
period time and named ‘normal shift’ a shift, because, before we selected
method that is twice attendance in a day, system will increase two new
period time each is ‘A.M’ and ‘P.M’. There are three option on the
window, according to need to select, then click on ‘finish’ button,
complete setup. If selected ‘open period time maintenance window to
detail setting’, click on *finish’, enter period time maintenance window.

3.1.6 Shift management

Select maintenance/ setting menclick shift management sub-item,
and then you can enter shift menu with the following window

=101x]
Shiftz [ el e == a7 50 Shift Time Period I i [;
02 4 6 810121416 18 20 2224

Monday | [ | [ [Deommmesn| | |

Tuesdey| | | | |DESoEmmesE| | |

Vednesds | | | |DEmnEmmesE| | |

Thursday| | | | |DESDESSNEIE| | |

Friday | | | | |Dccoommmesn | |

Sawday| | | | | | [ [ [ | ||

Sunday | | | [ [ [ [ [ [ | ||

Management Utiliz&hift Management Tool Bdo add , cancel,
modify shift. Under the status of adding or modifying sHiftden { v}
button is valid , you may Add/Modify/Delete Shift Time Periods.

The shift name can't be repeated, and all the fields in the form can't be
empty. Application Beginning Date is in the formygfyy-mm-dd for
example NO.vember the 1% 2003is recorded ag8003-10-15 and

March the &, 2003is recorded a2003-03-06
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Shift cycling periodicity = periodicity count * periodicity unit
Periodicity unit consist of day, week, months
Can set empty shift that is no no-duty

Click *add period time’ button, window will pop up

add shift Time Period x|
Select zhitt cateqary for this time penod: Select date for adding thiz period:
[ aytime - M onday
I J Tuesday
—Time Rangs Wednesday

Thursday

Frarm IEIB:BEI Ta I'I 730 Fridai

[1 Sunday

1 Record thiz time period 2z OT

OT minutes: II:I _:l

o 0K I X Cancel |

Select a period time that is setup in down -drag mesuld shift
period time directly then selected date of this period time, as well as
selected period time whether is over timglick “OK” button to save
setup click on “cancel’ button to give up the action.

Click on “cancel period tim& button selected period time will be

cancel if select”cancel all period tim&button,  display all period time
will be cancel.

3.1.7 Arrange staff’'s shift

SelectMaintenance/Setumenu, clickarrange staff's shifption,
open the window of arranggaff's shift SetupHere, you can maintain
data related to staff's shitts
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4 Schedule Employee's AC =10l ]

Department: E Employes: @ & &l
OUR COMPANY AC No.  Hame Shi £t -
E| EE*ECU“VE 1 Huangzf manage

~Buy 1000 1000 manage J

c.:ivil service 1001 1001 manage
finance

ministry of personnel
Fepair

2 Livzws manage
8388 8388 manage
] Diujun normall

158 Mexuer manage
16 Liwei manage LI

—Time Range

Fiom [2003:0721 @] To[20030727 |EI| & B by = = m

0 7 08 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24
0721 —
072 =
0723=

:
|
|
|

0724 |
|
|
|

0725 H
07-26 75
0727 B

4 5 B
L]
L]
L]
L]
L 1]
L]
L

Select departments and the staffs whose shifts are to be arranged. If
only one employee is selected, in Staff's Normal Work Hours should be
shown this employee’s normal work hours, which is in the range of shift
arrangement time period.

Arrange depart ment staff's schedule
Click Arrange department staff's schedblgton to present this

dialog box
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Department schedule x|

—Default zchedule

Select a defualt schedule for a new
employee while he waz registered:

—tay uzed schedule

Select the schedules may be used faor
employees in the department.

Marmal
tangl
barg?
normall
manage
B:15
15:00
15

o OF X Cancel |

Default shift select a shift from down-drag menu, make it to default
use for enrolling new staff after enroll new staff it will give new staff a
shift.

Can schedule shiftable to schedule shift list display name of current
setup shift when arrange department shiftthe shift will display list
until selected shift

Staff schedule
Click on staff schedule buttonthe dialog box is following
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Employee attendance options { Dujun ) i[

Clock ln—————————— Clock Oub———— v Auto-azsign timetable

% By timetable % By Timetable L e for .

" Must CAn € Must C/0ut SESEI ARSI

™ Allow no CAn £ Allow o CAOutE I 1 _Ij Day(s)| 0= Hourds]
[¥ Attendance Active [+ CountOT Uzed timetable: = =
[¥ Haliday [V Reqisty for 0T
Azzighed schedules list + =

Start Date  |End Date | Shift Schedule|
200371 2999123 | namnall

X Cancel |

On the window the operation is the same with attendance time
setting operation, which sub-item is staff maintenance attendance setup.
Stalff shift
Click shift management button to manage shift

Staff temporary shifts arrangement

If one(or several )staff needs to change his/her work hours
temporarily, his/her shift can be arranged temporarily, click staff
temporary arrangement button, pop up dialog box, window is
following:

waming x|

You selecked 4 employee(s): 1001, Liuzw, 8358 . ...
Arrange temporary scheduler For them From 2003-07-21 ko 2003-07-27 7

Cancel |

Click “OK” button, enter temporarily scheduleclick “Cancel’
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button return staff's schedule window. First definite schedule time range,
select staff, if you want to select a lot of staffs, can press Ctrl key,
simultaneously click staff or use all selected button, then click on ‘add
period time’ button, select to add period time on the window of adding
period time, and what day or how many is to add. the operation method is
the same in shift management to add period time, click ‘save temporarily
schedule’ button, to save temporarily schedule or click cancel to cancel
the action.

Temporarily schedule is superior to shift schedule.

Print staff ought on-duty time

Click *print staff ought on duty time’ button. It can print all selected
staffs work hours, which is in definition period time.

Cancel temporarily shift

Click ‘cancel temporarily’ button cancel data of selected staffs in
definition period time. back to normal work hours.

Alter shift

To handel verious regular change shift is a software's strong
function.

Here ,illustrate change shift method with four shifts three times
change a week example there are\AB. C. D four shifts, work hours
schedule is divided into, morning shift, day shift, night shift, three period
time, the application beginning date is 1.

As before instruction finish the operation, the following window
appear
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Shift Timetable Maintenance |

Timetable NameIDn-duty TimeIfo-dut}l TimeIBeginning E.-"InIEndina Al A = a5
| [&:30 06:30 1515 04:30 0330
M 06:00 16:00 04:00 0800 _
|| maring 08:30 13:00 06:30 10:30 Timetable Name |Manage
|| after 15:30 21:00 12:30 17:30 O Dy Time | 0530
|70 07:30 1615 05:30 0330 Off Dty Time [17:30
WEE 08:30 1715 06:30 10:30 Late TimeMins]
| (1330 1330 2215 11:30 1530 Leave Early TirmeiMins]
| |10 16:00 o1:00 1400 1800 i
21:00 21:00 06:00 15:00 2300 Bedinnind In
| 1518 1515 0000 1318 1718 Ending n | 1120
|53 1530 0030 1330 1730 Beainning Out | 1430
| 1815 16:15 00 1315 1515 Ending Dut |01:30
WEBED 08:30 1830 06:30 10:30 Count as Workday 1
| [=00 08:00 2030 06:00 10:30 % Must C/ln
715 0715 1600 05:15 0315 ¥ Must Ceut

Dimenage {10 17:30 0530 11:30
||

- Change the Display Color
»

Staff work hours schedule list

date shift| Morning shift | Day shift | Night shift| Have rest

WO

N[O WNEF
O|0|>|wm|0O|0|>
o> o 0o>w
>|WO|o|>

W OO|> W 0O|0

From schedule list the regular are fundcycle of all staff work

hour is four day. so A. B. C. D four shifts’ s four day work hours is
divided into four shifts.
Other shift follow the instruction.

3.1.8 Holiday list

On the statutory holidays, staff will take a rest or vacation with
related rules of law. Then it is required to adjust some setting of the
attendance system. Select holiday list sub-item under of
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maintenance/setup, to open the window of holiday maintenance

_ (ol x|
‘ ta| || pi| | =] a|-| ]| o
IH:::Iiu:Ia_I,I Mame IH:::Iiu:Ia_l,l Time IH::-Iiu:Ia_I,I Lengthl ;I
M ational Dray 20031041 FDay
B labor day 200351

—
-
—

Utilize holiday list maintenance tool bar to construction holiday
It is need to set holiday’s name, holiday dates and holiday lengths

3.1.9 Leave style setting

Click ‘leaving setting’ in down-drag menu, the following window
pop up.

Establish Mormal Leave Class

x|
M A > e o = a7 T |
Sick ﬂ Leave Clazs Mame:
Y acatian Other
Statistical rule
kit Linit Round-off contral———
I-ID ==l " Round down
: =l * Round aff
IHDUI 'I " Round up

[~ Acec. by times
[v Round at &cc.

Symbol in report IT v Count to leave




Utilize the tool bar to add, delete, and modify leave style as well as
utilize account rule to set leave record ruleot only set to control leave
give up or count, but also set the symbol in record list .

3.1.10 Attendance rule

Select maintenance /setup menu, click ‘attendance rules,’ option, and
this window will pop up

Formulate attendance checking rule x|

Basic seftings | Caleulation | Statistic items |

it name IFingerprint Altendance Syztem

Ahbbreviation IFingerprint Shift expands bwo days

Fru:umlMu:unu:Ia_I,I 'I start 3 week & st day shift
" 2nd day shift
From I'I vl gtart a month Y

The longest time zone under  |EED j it

The shortest time zone excesd 120 j it

Least minutes of shiftt interval |19 vl i

Out State—————— 0T Stat
" |gnore the state " |gnore the state
 AsOut 20T diectly
" As Buzsiness Out
& Audit it & Audit it
o OF X Cancel |

A setup interface consist of three label pages, first see the base
content of label page.

It is required to set the beginning day for each week or the
beginning date for each month. some companies calculate their
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attendance record from Sunday ,and other from the afithr these setup,
it is convenience for calculation to select time.

If a shift expire 0:00 it should be defined which workday this shift
belong to

How many minutes are the max shift period time not more than?
How many minutes are the min shift period time not fewer than.

In order to determine attendance statusrify record correctly suit
intellect schedule to demand, so that the valid attendance time is not litter
a few minute. Otherwise the system will determine record as invalid

E.g. an interval of five minutethere is valid record ai810, so,
among 8 10 between 815 record is invalid it is only valid record after
8: 15.

Leaving status : there are four methods be select to handle leaving
status

Neglect attendance statushis status is neglected while attendance
statistic handle.

Normal leaving status this out status is sided normal out.

On Business leaving statughis status is sided on business out.

To examine make verify for record by handexamine staff whether
go out.

Over time status the over time consist of, counting over time, not
counting over time, leader allowing and count over time , three status

Neglect attendance statusttendance statistic does not count over
time;

Count over time directlyover time does not needs to examioeunt
it directly:

Examine make to verify for record by handin order to examine
whether staffs have over time

Examine operation is sub-item which attendance abnormal require
and record list other abnormal require.

2. click attendance count paginal label , attendance account window
appeatr, it is following
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Formulate attendance checking rule |

B asic settings  Caloulation | Statistic itemsl

One workday as |42EI e

Clock-n ower I'“:I vl ming count az late
Clock.-aut awer |5 3,. ke count as early

[ If no clock in, count as I.-'-‘-.bsent j j ming
[ If no clock out, count as I.-'-\I:usent j IED j i

W Az late excesd |'|2|:| vl mitites, count as abzent,
¥ iz early leave excesd |1 20 3-' minutes, count az absent,
[ After 30 & mins. leaving count az 0T

W OK I K Cancel |

you need to set that one work hours account by minute, this value
should be the same with on-duty hour, because statistics result correct

depend on the value .

In the setup, how many minute will be record coming late after
expire on-duty time, how many minute will be record leaving early
before near off-duty, the definition period time must be the same with
period time maintenance setup, otherwise the statistics result is not
correct.

For the clock-in record, how many minute means coming late of
neglect work, for the clock-off record, how many minute means leaving
early or neglect work.

If your coming late or leaving early exceed set minutes, there will be
record neglect work

Can setup overtime how many minutes it exceeds clock-off time, so
this will be record overtime.

3. Click calculate item on the paginal label, and following window
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will pop up:

Formulate attendance checking rule |

Basic settingsl Calculation  Statistic items |

Mo CAn on Leaving Post

—Statiztical rule
kin. Uit Round-off contral———
Iﬂﬁﬁ " Round dovn
: =l f* Round off
IWDrkda_l, VI = Round up
[T Acc. by times [T Group by time penods
v Round at Acc. [T Group by halidays

Syrnbol in report IG

o OF X Cancel |

You can set statistical rules and symbols for staff leave on business,
coming late and leaving early, etc, on the pagination label.

Free over time over time work not registered in schedule staff
attendance is record as free overtime.

Notice: the system default setup only suit attendance situation which
one day is divided into two period timéf one day is divided into more
than three parts for attendancplease select all item and total them to
ensure the accuracy of the calculation.

Group according to shift period timethis item will define whether
attendance record will be grouped into their corresponding shift period
time. For instance ,select all items without clock-in item and group them,
then you will get the total of time without clock-in and clock-out item.

Accord to holiday to organize
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Groups according to times only count times how many times are
display on the record list no time.

After cumulate to round select this item’s all time to amount, which
become into corresponding statistic unihen according to min unit
setting rule to round.

Upward carry when the statistic data have poirthe system will
make after point figure to carry upward as 1. For stance, the min unit is
1-work hours, so that the calculation result of 1.1and 1.9 work hour will
be record 2-work hour.

Round if the left value which after point figure excess 5,the value
add 1 otherwise the left value is abandon

Downward round abandon the value no matter how many it is

E.g. min unit is | work hour so that the calculation result's 1.1and 1.9
count 1 work hours

3.1.11 Database setup

The system adopt Microsoft ADO database connect pdefault
single Access2000 databasBlename is att2000.mdb you can set up
database connection according with real situation.

When system appear error promptyou need modify you database
connection setup.

Attendance Managemen il

Q Authentication Failed,

1, How to connect Microsoft Access data method setting
(1) Provider select Microsoft Jet 4.0 OLE dB Provider
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B3 Data Link Properties

Frowider |Conner_'tion| Advanr_'edl A1 I

Select the data you want to connect to:

OLE DB Provider(z]

Microzoft Jet 3.51 OLE DB Prowider
tJet 4.0 0LE DB Prowider

Mlcmsoﬂ OLE DB Provider for Indexing Service
Microzoft OLE DB Pravider for Internet Publishing
Microzoft OLE DB Provider for ODBC Drivers
Microzoft OLE DB Provider for OLAP Services
Microzoft OLE DB Provider for Oracle

Microzoft OLE DB Provider for SOL Server
Microzoft OLE DB Simple Provider

M5 D ataShape

[LE DB Pravider for Microzaft Directorny Services

(0):4 | Cancel | Help

(2) Click next or connect enter following window
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B Data Link Properties x|

Frowider Conmection |ﬁ;dva.nced| #11 I

Specify the following to connect to Access data:

1. Select or enter a databaze name:

C:\Program Files'ZK Software'd i 84T T 2000 MDEB

2. Enter information ta log an ta the databasze:

Ilzer name: I.-’-'-.dmin

Fazsword; I

¥ Blank password [ Allow zaving password

T ezt Connection |

(8] | Cancel | Help |

CIic button, select database filename
A: For a single computer
On the window of File Manager, select the database file. The default

file path is C:\Program Files\ZKSoftware\Att\att2000.mdb

B: For a network
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For instance, three attendance checking systems are linked together,
with their computers labeled with Computerl,Compute€mputer3
respectively and Computerl is the mainframe. First, set the installation
directory of the attendance checking system on Computerl as pool, and
grant Computer2 and Computer3 read-write access to Computerl.
Database connection on Computerl is pointed to the local attendance
checking database, and database connection on Computer2 and
Computer is pointed to the database on Computerl. Thus the three

machines are able to share data.

2. How to connect to SQL Server:

If you want to use a network database, first you should establish the
Fingerprint Attendance Checking System database on the database serve
In the installation directory of this attendance checking system, you can
find a file with the name of sqlserver.salvhich is the SQL script for
establishing the Fingerprint Attendance Checking System database on
MicroSoft SQL Server 7.0 . If you are using database servers other than
MicroSoft SQL Server 7.0, please refer to this document to establish the

Fingerprint Attendance Checking System database.

Provider Select Microsoft OLE DB Provider for SQL Server, click

next or connrctor to enter this following window:
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B Data Link Properties x|

Frowider Conmection |ﬁ;dva.nced| #11 I

Specify the following to connect to SEL Server data:
1. Select or enter a server name:

22000 j Refrezh |

2. Enter information to log on to the server:

" Use Windows NT Integrated securiy
¥ ze a specific uzer name and pazsword;

Uzer name: Isa

Bazsward; I
I¥ Blank password [ Allow saving password
3, (¥ Select the database on the server:

|att2000 |

" Attach a database file az a database name:

fatt2000
[ zing the filename;

| B

] Cancel Help

Confirm the server name for storing this database, information, and
the database name for logging on this server. Click OK button to

complete settings.

3.2. Handle attendance
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3.2.1 Handle attendance

Click ‘handle attendance’ on main menpop up following menu

& Attendance Management Program - [ Temp-Supervi - |I:I|5|

Data | Attendance  SearchyPrink  Maintenance/Options  Addin - Help

| E,'I Emploves Leaving on Businessfasking For Leave =3 fL
Al Forgetting ko Clock ingout Ctrl+k  Fepart Exit spstem
Camning Late Colleckively Chrl+L

3. 2.2 Employee leaving on business / asking for
leave

When staff leaving on business or ask for leave are unable to attend
normal attendance, in order to ensure end statistic result is correct, it is
required that utilize the function to set. click ‘staff leaving on business/
ask leave’ command on menu, the window is following

& Employee Leaving on Business/Asking for Leave Setup - |E||£|
Time Fang

.| OUR COMPANY < E4] Report
Deo.| = From [W1/08/2003 &1 4” el
Name:IHuanng j To |05£DBH2DDS 1_§|| Expart |

[ Sick Wacation Othet O x
01 10 11 12 13 14 16 16 17 18 19 20 21 22 2324

g Fi ||
03-025at | |
08-035un | |
I
I

03-04 Mon
03-05 Tue

2 3
| ]
||
||
||
||

—_—
———{m
—_—— ™
——{

Reasom: I

WDay ViewﬁList Wiew f

For stance, illustrate with general company for staff Mr. Wang set
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asking leave operation, the process is like this:
First select departments and Employees, Confirm Beginning/Ending

Date. There are tow methods to add leaving on business or asking leave:
One method:

After selecting departments, staff and date/time, lift-click on the box
of Select Set Asking-for-leave Time, and hold, drag to draw a time
period bar, then loosen the left button of the mouse, and the following
dialog box of Select Leave Types will pop up

4 Add the Item of Leaving on x|

Time Range

From |01/08/2002 )] [00:00
To [B5/08/2003 E| [2359

Pleaze chooze the leave twpe:
| Sick |
Reazon

o OF X Cancel |

Choose asking leave s from the selected styletlypr reason in the
cause box, click ‘OK’ button to save adding leave, click ‘cancel’ button
to cancel all action , after, the window is following.
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1o x|
Time Range——— __
Dep.:| OUR COMPANY =l o [T 70672085 ] EH Report |
Mame: | Huangaf = To|05fuaf2003 =l
El Sick Wacation Other 0 s
0 1 2 3 45 B 7 8 9 101112131415 16 17 18 19 20 21 22 2324
goifi | [ ] [ ] [ [ | e | | | | ]
ogozsat | | | [ | [ L[ [ [ [ ]][]] L]
LCAE 7. N O O
ogdaMen | | | | | | | L L L
ogostee | | | | [ [ | [ [ [ L L0101 1]
Heason:l
'\Dag‘vfiet-\l,J{List\-’iew,.l

You can modify one asking —for leave time period on the window

You may move the cursor of the mouse to one end of the
asking-for-leave time bar, and when the cursor chang +* to
right-clickand hold, drag the mouse to modify asking-for-leave time.

You may also move the cursor to the asking-for-leave bar, and when
the cursor changes ¥, right-click, hold and drag to move the
asking-for-leave time as a whole.

If you want to modify accurate time ,and when the cursor changes to
“*_ duble-left-click or click ‘modify’ button on the setup window. The

following dialog box wil appear.
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< Add the Item of Leaving on B x|

Time Range

From |86/08/2002 35| [00:00
Ta |05£nafznna =] |23:59

Pleaze chooze the leave twpe:
| Sick |
Reazon

W O X Cancel |

Type correct time into time box, click ‘OK’ button to save modify
two method :

Click create button on the operation window, the pop-up window is
following:
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< Add the Item of Leaving on E x|
Time Range

From | ¢ / _Zl| |ooon

To| // El| |2353

Pleaze chooze the leave twpe:
| Sick |
Reazon

0K |

Choose the date, timéeave style, then type into asking leave reason,
click ‘OK’ button to save setup , click ‘cancel’ button to cancel the action

After saving, the window as before.

If you want to cancel one item setup, E.g. just set asking-for-leave
will be canceled you can left-click on the asking-for-leave bar which
want cancel then press‘DEL” key to cancel. or you can drag mouse
cursor to end of asking-for-leave time, when cursor be «=nkeft-click,
hold and drag mouse till all asking-for-leave time bar disappear, by the
time the caution box will appear.

Attendance Managemenk P 5[

@ Do o wank ko delete this item?

E(h)

Press ‘yes’ key to cancel the setup, press ‘no’ key to abandon the
action.
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You may utilize cancel setup to left-click cancel ‘button’ on the
setup window, after click, the following prompt box appeatr;

Attendance Management Program il

@ [01/08/2003 08:00:00] - [01 /082003 15:00:00]
Sick,

Lo wou wankt to delete this item?
Mo |

Real to cancel the item, click ‘y€¥ )’ button, abandon operation to

click ‘no (N) ’ button
When you add leaving on business time period, and if this time

period overlap exited time period, the following caution box will appear

Attendance Management Program ﬂ

Q Wou can't add this item of Asking For LeavingfLeaving on Business:

Mew Time Period will overlap with existing time of Asking for Leave/Leaving on Business!

Click ‘yes’ key, the operation is invalid.

The system provide some only sample leave style, if you want add
leave style, can enter leave in maintenance /setup to add.

Click ‘establish list’ button on the setup window, the following

window will appear
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=101

fFuwx: S EHE #re X

Business Leave/AfL List our company

=]
[ |

From 2003-08-01 To 2003-08-05

[Etart Time [End Time [Duration [Type [Besen

Huangzf 1

[03-08-01 08:00 [03-08-01 18:00 [ 10:00Sick [

Page1/1 | 4] N

May utilize ‘zoo’ button to alter display area, click ‘save’ button,

will save the report file to the disk.

3.2.3 handle staff forgetting to check-in

If one staff forgets to check in due to some special reasons, this
function ofHandle Staff's Forgetting to Check ¢an be used to add a
clock-in record. ClickHandle Staff's Forgetting To Check iimder the

menu ofHandle Attendance Checkingnd the following dialog box will

pop up:
Append employee's forgot Clock-infouk

X

Dep.:| DUR COMPANY

Hame: I Huangzf

State: I Cdln

Add record time: [05 August 200 |17:00.59

IL Cloze

[
[
[

-
[
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You first select department and staff, and choose adding record style,
Set record the date and time, click ‘add’ to add anew clock-in record
When a new record has been added, the add button becomes gray and

invalid. But it will become bright and valid again after the employee has
been changed to another one, or the clock-out time has been changed.

Click the close button to close this dialog box and return to the main
menu.

There are many select status of not only clock-in and clock-out, but
also other option in select boxhe window is following.

Append employee's forgot Clock-in/ouk 5[

Dep.:|OUR COMPANY =l
M ame: I Huangzf j
Shate: IEa’In j

Add recard hime:

Cut Back
ut

=]

3.2.4 Handle staff forgetting to check-out

If one staff forgets to check out due to some special reasons, this
function of hand staff forgeetting to check-out can be used to add a
clock-out record.,the operation process is the same with operation of to
handle staff forgetting to check-out.see up part.

3.2.5 handle coming late collectively

If part or all of the staff of one department come late with reason,
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this function can be used to modify staff clock-in time, click “handle
coming late collectively” on the down drag menu, and the following
dialog box will pop up:

Handle Coming Late/Leaving Early collectively 1[
Department: Employee:
‘when part or all of employee from one
(LI CIOl =R Name - department come late or leawve early with
Huarigzf reasonz, emplopee's clock-in/clock-out
1000 1000 time can be changed, and the changes
— can be zearched by using <Modify Log:
| 1001 1001 from Employee Attendance Records
| 2 Liuzw ' Coming late " Leaving early
— 2 CEE —Meglect Clock-inrecord——————————————
| 14 Diujun
s Mesuer Fiom [ August 20007 (050000 =
16 Livwei
L | L AE =1
s weing To  [05 sugust 200~ ]f03.4500 =
| 12 Zhanhgamm rClack-in time after madificatio
7 Hiaohf
e N |05 fugust 200x| [oz0000 =
| 29 Lindg
| 3 Gaozm _I / ak. I x Cancel |

In the department optionselect the department to which the staff
who come late collectively belong and then click the staff that you want
to select in the staff option box, if you want choose staff more than one,
you can click the mouse while press Ctrl key. Click selected all buttons
to select all staff, click cancel all buttons to call off all selectd#l sta

Selected style consist of ‘coming late collectively’ and ‘leaving
early collectively’, when you select, only lift-click on item your séle

Neglect clock-in record means to neglect selected staff all clock-in
record during the time period defined by the form time box and the to
time box, clock-in time after modification means the time of the clock-in
records to be adds in.

Click 'OK’ button to delete all neglect clock-in records or add
clock-in record after modification, and to return the main menu.

Click ‘cancel’ to abandon this action and return main menu.

3.2.6 handle leaving early collectively

If part or all of the staff of one department leaving early with reason ,
this function can be used to modify staff clock-out timbe operation
process is the same with to handle coming late collectively , it is only to
select leaving early collectively.
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3. 3. Search/print

3.3.1 search/print

Click * handle attendance’ on the main menu, pop up menu is
following,

£ attendance Management Program - [ Temp-Superyis -10] x|

Data Attendance | SearchyPrint  Maintenance/Options  Addin - Help

E Attendance Record 1B

At Log Lez Current Emploves's On-Duky Status — Chel+E || Exit spstem

£ attendance Calculating and Reports  Chrl+R

3. 3.2 Attendance record

Click attendance record sub-item on the main window of
require/print, and the following window will pop up

4 search Employee’s Attendance Checking Record o =] |
~Conditior
OUR COMPANY - IF pou want add, edit attendance checking's
Dep. I J = original records, please use the functions of
M H f - Search | "Forgetting to clock infout”. "Coming
ame:[Huang o L seaeh e L
Time Rang Attendance Checking Records In Advance'.
From |n1 /0872003 §|[ |00:00 [y Brevizw |
T IDSJUSQDUB 15 ”23:59 s |
o Fe| Evport Modify Log In Out

Select staff define Beginning Date/Time, and Ending Date/time, and
click search button, selected employees’ attendance records during the
defined time period will be shown in the display box of Search Result in

the lower part of the window.
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4 search Employee’s Attendance Checking Record - |EI|1|

[ Condition
Dep. | OUR COMPANY =l

I you want add, edit attendance checking's
ariginal records, please use the functions of
"Fargetting to clock infout”, "Coming
Late/Leaving E arly Collectively”, or "Handle
Attendance Checking Records In Advance".

Mame: I Huangzf

Time Flang:

From |01/08/2003 15| [00:00 [& Preview
To [03/08/2003 | [23:59 EX Expor | Modity Log | - o

Drepartment I Mame | Mo I Date/Time I Clnck-inz’oud Location ID I ﬂ
|P|UR COMPANY | Huargzt 1 07-05 18:15:00 C/0ut
| |UR COMPANY Huangzf 1 07-06 19:04:00 C/0ut
|_{UR COMPANY Huangaf 1 07-0913:24:00 C/0ut
|_|UR COMPANY | Huangzf 1 07-1013:47:00 C/0ut
|_|UR COMPANY  Huangaf 1 07-1118:21:00 C/Out
| |UR COMPANY  Huangzf 1 07-1218:17:00 C/Out
|_|UR COMPANY Huangzf 1 07-16 18:47:00 C/Out
|_|UR COMPANY | Huangz! 1 07-17 13:17:00 C/Out
| |UR COMPANY Huamgzt 1 07-1818:15:00 C/Out
| |YR COMPANY Huangsf 1 0719 18:15:00 C/0ut

UR COMPANY Huangat 1 07-25 02:48:00 Cdn

=l

If you want modify the color which clock-in and clock-out record
display, double-left click color signature, pop up color option; select
color for need to save. Click ‘preview’ button, appear following window

o x|
Tz =EHE # X
Emp's Attandence Records guu.n SO0E-0B-01 1o Z003-05-03 -l
[
Dept. : OUR COMEANY
Huangz£(1)
07-05 1615 C/Gut
07-06 19.04  C/out
07-05 19.24  Citut
07-10 1947 C/0ut
07-11 1821 Cc/out
07121817 C/tut
07-16 18:47  C/out
07-17 1917 C/tut
07-18 1815 C/tut -l
0715 18:15  C/out z
07-25 0848 C/In ZI
Page1/1  [A] T |

Click ‘export’ button ,you can export searching result, the operation
method is the same as the operation which attendance record export.

Some times, it, because mistake operate and real situation change,
need to cancel modification of attendance record, as this time, you may
utilize restore function to make it real.
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3.3.3 Current staff’'s at—post Status

To check employees who are currently at post or not at post
(including leaving work normally), you can cli€kurrent Staff's At-post
Statussub-item undeBearch/printand the window is like this:

4 Search Current Employee's On-duty Status - |EI|5|

S OLIR COR
ﬁi Qe |
Time: |05 August 2003 | [175248 -
(&, Preview |
Ot duty
(O  On duty Mot on duty ‘ J-'Lglose | Mot o duty
D epartment |AE Mo |Name |Last Clock-indout Time ﬂ

|

Select Departments and date t, cidk or At Postor Not At Post
select query type, clicRearchbutton, and you can find out current
staff's at-post status. One query result likes this

il x
Dept: | OUR COMPANY =l
ﬁi Huerny |
Time: |25 Juy 2003 x|[17E42t =
@ Preview
O duty 1
oA  On duty " Mot on duty ‘ l-'L Cloze Mot on duty 26
AC Mo, |Name |Last Clock-indout Time: | ﬂ
LR COMPA § Huangzt 03-07-25 17.48
OUR COMPANY 1000 1000
OUR COMPANY 1001 1001
OUR COMPANY 2 Livizws
OUR COMPANY gaaa 8988
minigtry of personne 14 Dhujun 03-07-24 17.58
Tech 15 W exuer
Tech 16 Livsei
Tech 8 “Weig
|
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Click ‘preview’ button to preview record list of searching result, the
window is following,

=10(x]
oz =HE AN X

—3

Employee current on duty status our company Fram 2003-07-25 To 2003-08-03

AC—Ho. Hame Last Clock Time On Duty AC—Ho. Hame Last Clock Time On Duty

Department: OUR COMPANY Department: ciwil service

1 Huangzf  03-07-25 17:48 On duty 10 Lily Fot on duty

1000 1000 Hot on duty 11 Heyl Fot on duty

1001 1001 Hot on duty 1T Thaoxj Wot on duty

z Liuzw Hot on duty 19 Thouhm Wot on duty

8885 5888 Hot on duty 3 Luoz Hot on duty _I

v

Total: § Employees On Duty: 1 Hot On: 4 El Tangrh Fot on duty —

Total: & Employess  On Duty: 0 Hot On: B ﬂ
Page 11 [4] I 0|

After searching click ‘EXIT’ button to exit o X/ return to main
menu

3.3.4 Attendance abnormal search and record

In attendance management, we usually need to search abnormal
situation and to print various attendance recaénis function can be used
to meet need, this attendance is able to establish attendance statistic
record per day, attendance statistic total lidepartment statistic list and
staff on-off-duty time list can also create itself attendance list.

As well as, attendance abnormal searching and record list are able to
modify attendance abnormal and record list, there are attendance record
abnormal situatiorshift abnormal situatiorother abnormal situation and
attendance statistic four operation windows .attendance record abnormal
situation is to search for origin record whether abnormal and to modify
attendance record situation. shift abnormal situation main check coming
late, leaving early, neglect work situation, and set asking leave, leaving
on business, forget clock-in or clock —out to handle. other abnormal
situation main handle overtime and leaving; attendance statistic establish
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all account and statistic record list.
Click abnormal search on the main window, or abnormality search
sub-item under search/print and the following window will appear.

Aftendance calculation =l =]

Iﬁ Time Range : g
DUF: COMPANY -
DEp From |01/06/2003 &) —

Fepart Expart data |
Nare [ Huangzt - To [T2/0872003 51

Clack In/Out Log Exceptions  Shift Exception | Misc Exceplionl Calculated itemsl

M ame IAC-ND IDate ITimetabIeIDn duty' 0t dutyl Clock InI Clock Dutl Late IEarIy I £ -
p|Huangzt 1 0601 Daptime 0830 17:30 o e
[ [Huangzt 1 0502 Daptime 0230 1730 @ gz
[ |Huangzt 1 0603 Dapme 0330 1730 @ Filer by timetsble..
|| Huangzf 1 06-04 Daptme 08:30 1730 @ Mairtanance ALBL
| |Huangzf 1 06-07 Daptme 08:30 1730 @ Append Clock Ind0ut |
|| Huangzf 1 06-08 Daptme 08:30 1730
L Huangzf 1 0B-09 Daptme 08:30 1730
| |Huangzf 1 06-10 Daptme 08:30 1730
|| Huangzf 1 06-11 Daptme 08:30 1730
-
< o[

click display/hide button it will show the function of display or
hide on right tool column

Abnormal divide into three kinds attendance record abnormal
situation. shift abnormal situation other normal situation. Click
attendance abnormal situation page laliel select departmentstaff
and to define start date/time, ending date/tinsick “search courit
button the window is following.
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ALCendance calculation =1L =]

Time Range p
Dep. [OUR COMPANY - L[] Cdleulate ¢
From [01/07/2002 51| —
Fieport Export data
M <Al | To [F1/0772002 5|
Clock In/Out Log Exceptions | Shift Exceptinnl Misc Except\onl Calculated ilemsl
|Name |AC-N0. |T\me |State |New Statel E xception |Dperati0n | o @ i !
¥ r ange color...
J Change filter...

Processing

" Change state...
" Delete selected
o LCancel operation for selecter

o Change records which auto ¢
timetable to OT record

@ Append Clock In/0ut Lo
@ “ig operation history

The system depend on the setup rule, sift, method of count to
determine the situation whether correct .the system determine these
records which locate without clock-in, clock-out period time setup scope
are invalid. E.g. Mrs. on the 4.march. his attendance record was
determined invalid, and that day, it is only one recosd when the
system statistic, it will be think neglect werkhis may be not true at this
situation. the administrator need to know what happen the staff is
forgetting clock-out or leaving on business to unable clock -dut
forgetting need to patch a clock-out recoriflleaving on business, to
patch record on business leave.

The system are able to modify record ,which can be determaeed
to correct ,the correction situation column is already corrected
situation , while statistic, utilize the situation to count.

Tool column

Change indication color able to change various statue appear color
click the window will appear;
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[Jok

|:| Ireealid

|:| Repeak

. Wirong Stake
[ ot

ot

[CJraT

|:| AutoSchedule

Click color piece on every statushoose color you need on the
window, confirm to click ‘OK’ button, and save.

Change: definite that status record in displaglick the following
window will appear
(o'

Invalid
Repeat
Wirong Stake
ik

o7

FOT
Autoschedule

L T T T . T T 4

Put check it show selected statusppear on the display boxtilize
to click status to switch between selected and unselected

Modify new status: able to make present select status become select
status selected a recordclick the window is following

ZfIn
ot
OT In
OT Sk
Zuk Back,
ok
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Because there are all clock -in record on the pictwe that the
clock-in status is unable to use&an click to selected on other status.

Cancel attendance recordable to sign select attendance to cancel
status after use the functionthe tool column will add two item the
window is following

@ Change color....
@ Chanae filker....

Procezsing

£ Change state. .
= Delete selected

=" Cancel operation for selected

=" LChange recards which auto azzighed
tirmetable bo 0T record

The record count of proceszing: 1
@ Apoly =l
@ Cancel all

@ Append Clock [n/0ut Log
@ iew operation hizstor

Utilize all setting operation: after selected this itemall setting
operation which display in operation column is valid before this,

Cancel all setup operatior after select this itemall setting

operation is invalid before thisall operation will disappear in operation
column.

Cancel current record operation: only cancel current record
operation

Make all intellect schedule record to become over time make
system intellect schedule record to overtime.
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Handle forgetting clock-in or clock-out: the same as attendance

handling operation.

Search modification record log the same as sub -item of
search/print attendance record operation.
In the search record display window, right —click. the menu will

appear following

Export data: the same as

Expork Daka

Create report For current grid
Copy dataifrom first to current)
Copy dakaifrom current ko last)

Columns r
Shows all columns

Hide all columns

Save grid lavout

Load grid layout

window.
Export Fields Options
Fleaze select the figlds that you want to export;  Predefined Items List:
[N ame : I j
AC-Mo.
Tirme
State
Mew State oLl may:
Except.n:nn <5Save Current Dption: [nput a
Operation name in the above Predefined

[termnz List, and then press "0
<Impart Previous Ophions: Choose
one name that have been zaved
betore in the above Predefined
[temz List, and then press "0OF".

o 0K I x Cancel

‘export data’ button function on the

x|
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Other operation is the same as to export data before.

Establish current data record list: the same as ‘preview record
list’ to establish current data record list function, make searched
attendance record as record list to export.

Able to list prints to export, save, search for in list, etc. operation

Restore data ( from beginning to current position) : searched
record result copy directly, form duplicating to current position) and can
patch in Excel list directly

Restore data(from beginning to ending ) : searched record result
copy from current copying position to endingnd can patch to Excel list
directly.

Data row: select item name on the searching window appearing
click pop up menu is following,

Emp Mo,

v [ame

W AC-Mo,

v Time

v Stake

v [ew Skake

v Exception
Shift

v Dperation
Department

Check show appearing workdable to click correspond word name to
change selected status

Display all row: all item name of data row display on search
window

Hide all row: all item name of data row except surname and name
hide on the search window, only show surname and name
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Save data row setting item name on which the search window
appear can be savedoad data row setting to use.

Load data row settingg According to store data row to show item

Record list preview: click ‘record list preview’ button pop up
following menu

Duaily Attendance Statistic Report
aktendance General Report

Depart Atkendance Statistic Report
Skaff's Qn-Duky OFF-Duky Timetable
Create report For current grid

Select you need statistic record list, and establish record list you
need, after it has counted, to establish other record list not need count
again.

Everyday attendance statistic record list style is following.

o]
i = E & 4 h? X

—3

Daily Attendance Checking Report ez

Hame

ac—No. 11213 fa 15 T6 Tz o T3 Toofua{ra s {14 15 16 17 [18 Trs [ao Jar [a Jaa o [os [ae [or Jo fac
* | S b Toae WTe] Th| P |  at] Svar[ | Toae e Tho| P | S at] Svar[ b Toae e[ Tho| i | 5 at] Snn | T T e Tho [ Fii [ 3.at] 51
Fingerprint

st R[] | AIATAAIA] | AATAAIAL [ BIAIATA 5] T TR

aan

Fage 141 | 4] _

Click ‘watch scale’ button to watch record list at a ratio

clickE‘button to open saved record list filelick floppy disk button to
save record list as file click “ print” button to directly print search result
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on the printer

click ® button to recall search menwvindow is following

Findtest 2|
Text to find

Optian Crigiry

[ Case zensiive {* 1st page

" Current page

OF.

Cancel

Able to type text to search on the window, the system will

automatically find result and display it on top-left corner of appear

column

Attendance statistic total list style, following

T = EHS Mk X

General Attandence Statistic Ofuangzf)

=10 x|

—3

[ Duty [Actual [Abssnt| Late |Early | O | AL | BL | Win | WOut | Glack | Gick Jacatio] Other |
Name AC—HNo
[ WOay | WDay [ WOay | Min. | Min. | Hour | Hour | WDay | Times | Times | Times | Hour | Hour | Hour |
Fingerprint
Huangzf |1 48 43 10 o8 10
Tatol: 1 0 45 10 98 10 -
Grand Total: 1 0 48 n 98 10

Page 1/1 [o] o

s

Department attendance statistic total list style, following



ol
T =B &S AR X

—H

General Attandence Statistic Unangzt)

Emp. Duty [Actual |Absent | Late | Early [ AfL BL NAIn | N/Out | Clack | Sick [acatior] Other
Hum. WDay | WDay | WDay | HWin Win Hour | Hour | Way | Times | Times | Times | Hour | Hour | Heur
Fingerprirt 9 49 48 10 95 10
Grand Total: 1 49 48 10 98 10
=
Fage1/1 4] _ 0|

Staff's on-off-duty time list style, following
-l x]
T = EHS M X

-
Staff's On-duty/Off-duty Timetable — (manzzf) 2003-06-01 to 2003-08-05 8
L
Fingerprint Huangzf 1
08/01 Sun | 0B/02 Mon | 0B/03 Tue | 0B/04 ¥ed | 0B/05 Thu | 0B/D6 Fri | 0B/07 Sat
Davytime - - - - -
06/08 Sun | 0B/09 Mon | 06/10 Tue | 06/11 ¥ed | 05/12 Thu | 06/13 Fri | 05/14 Sat
Davytime - - - - -
06/15 Sun | 0B/16 Mon | 06/17 Tue | 06/18 Wed | 05/19 Thu | 0B/20 Fri | 05/Z1 Sat
Daytime - - - - -
06/22 Sun | 0B/23 Mon | 06/24 Tue | 06/25 Yed | 0B/26 Thu | 0B/27 Fri | 05/29 Sat
Daytime - - - - -
06/29 Sun | 0B/30 Mon | O7/0L Tue | 07/02 Yed | O7/03 Thu | OT/04 Fri | 07/05 Sat
Daytime - - - - - - LI
07/06 Sun | O7/07 Mon | O7/08 Tue | 07/09 Yed | O7/10 Thu | OT/11 Fri | O7/12 Sat ﬂ
Miastime - - - - - x
Page 141 [ |

You are able to establish current data record list, pop up window is
following.

i
o = HES Ak X

—3

Clock InfQut Log Exceptions

Time State Hew State Exception Operation

Huangzf 07-05 15:15 |C/f0ut Inwalid C/In
Huangzf (1 07-06 19:04 [C/0ut Inwalid |

=

[Page 14 1] B
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Click shift abnormal situation page label, pop up window is

following:

18]
From |01/06/2003  I5] —
Fepart Export data |
Mame | Huanozt 'i To IDEf[IBIZ[IDS =l
Clack In/Out Log Exceplions  Shift Exception | Misc Exception | Coloulated itams |
Mame ACHMao.  [Date | Timetable | On dutp| Off dutyw| Clock [n] Clock Out|Late Early Abgent| Exception - =
Huangzf IT IUT—UB IDaytlme !US 30 I1 730 i ! i l l (7] i @ Clanee color,
[ Husngzt 1 0709 Daytime 0230 17.30 & o -
[ Husngzt 1 0710 Daglime 0330 17:30 7 @ Eilerby timelable.,
|| Huangzf 1 0711 Daytime 0830 1730 B @ Mairtanance AL/BL
|_|Huarg=t 1 0714 Daytime D330 17:30 = @ e
| |Huangzf 1 0715  Daytme 0230 17:30 (%}
| |Huangzf 1 0716 Daytime 0830 1730 B
| |Huangzf 1 0717 Daytime  08:30 17:30 (%}
| |Huangzf 1 0718 Dagtime 08:30 1730 (7}
| |Huangzf 1 07-21 Daytime 02:30 17:30 (%}
| |Huangzf 1 07-22  Daytime 0830 1730 (7]
| |Huangzf 1 07-23  Daytime 0830 1730 B2
| |Huangzf 1 07-24  Daytime 0830 1730 (7} L
| |Huangzf 1 07-25  Daytime 0830 1730 (%}
|_{Huangaf 1 07-28  Daytime 0830 1730 B
|_{Huangaf 1 07-23  Daytime 0830 17:30 (7}
|| Huangzf 1 07-30  Daytime 0830 1730 B
|| Huangzf. 1 0731 Daytime 0830 1730 B2
|| Huangzf 1 0801 Daytime 0830 1730 Sick
|| Huangzf 1 0802 Daytime 0830 1730 %)
|| Huangzf 1 0803 Daytime 0830 1730 (%]
L Huangzf 1 0304 Dagtime 0330 17:30 (| —

Sift abnormal status: Click it, the selected menu appear, able to
select these abnormal statue display, put check to indicate the display be
selected, it show abnormal situation.

v DR

v Invalid

v Repeat

¥ Wrong sktate
W Ok

W 0T

v FOT

v Aukoscheduls

Sift period time: click it, the selected menu appeaable to select

these period time abnormal situatigut check on ahead of period time’s

name to indicate selectedt show this period time abnormal situation.
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Setting asking for leave/leaving on businessthis accords with
asking for leave/leaving on business of attendance handling setup

Click abnormal situation page label appear following

4 attendance calculation -|&] x|
Time Rangs
Den. lm Calculate:
From [01706/2003 5 ——
Fiepart Expart data |
Mame: | Huangzf 'I To IDEf[IBIZ[IDS 5]
Clock In/Out Log Evcaptions | Shit Exception izt Exception | Coloulated items |
Department |Mame IAC'NO |Sta|t time: |End time: |Excepl\on |Audiled |Dld aud\lele\me IonglVal B @
> Huangal 1 08010300 0201 18:00 Sick, 100 10 4 Lhange color.,

@ Change fiter.

Audit exceptions

G Restore

G Cancel all OT
" Promote all Fres 0T

& Count all OUT to BOUT
O Cancel al BOUT

o |rrvalidate selected

@ Append Clock In/Out Lo

-
4 3

If attendance rule want examine leaving on business and overtime
setting situation so that examine situation column is empijdefinite
status, the examine status will appear correspond situation

Restore origin status before examing it is only valid to examine
record restore record status to origin status before examining

All overtime invalid : the record which indicate overtime in
abnormal situation is invalid to handle

All free overtime valid: the system determine all staff without
arranging attendance record is free overtinfehis item is selected
the system determine free overtime is overtime.

The status display overtime in examined colunamd display two
new item.
Save examine recore confirm examined, make examined status to
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become has examined status.

Cancel this examine don’'t save examined which have domeake
examined record save as origin status.

All leaving be record on business leavingmake all leave to record
leaving on business

Cancel all leaving on businesswill cancel all leaving on business
all leaving is common leaving or handle it as real situation.

Setting this attendance invalid make option record status to
become invalid

Click attendance statistics page labeppear window is following

-inix
Time Rang
Dep[Frgemm =] Calculats
From |01/08/2002 38 i
Feport Ewport data |
Marne: | Huangzf b To |05/08/2003 15|
Clock Inf0ut Log Exceplionsl Shift Exceplionl Misc Exception  Calculated items |
|
Name [ACMNo  [Nomal [4ctual [Late [Early [4bsent[0T  [WAn [M0ut [OUT [BOUT [wiime[Times [vin  [wout [aFL  [Bleave]|=
M 1 43 0 0 0 480 0 0 a i ] % 0 0 Mmoo |

The display is statistic result list, right-click on display box, appear
menu:

Expork Craka

reate report for current grid
Copy dataifrom Firsk ba current)
Copy dataifrom current to last)

Zolumns r
Show all columns

Hide all columns

Save grid lavout

Load grid lawouk

The operation method is the same as before

3.4 Data
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3.4.1 Data menu

Click data item on main interface the pop-up menu is following,

& Attendance Management Program - [ Temp-Superyi - |I:I|i|

Data Atkendance  SearchfPrint  Maintenance/Options  Addin Help

Initialize System @ % &

Clear Obsolete Data ez Timetable Schedule  Report

e |

Euit system

Backup Database

Import AC Data  Chrl+1
Export AC Data  Chrl+O

Zhange User

L et

3.4.2 Initial system

Click initial system menu this pop-up window is following

Attendance Management Program il

& Initializing the syskem will clear all registered data, Do wou want to continue?

1 woan |

Caution: if confirm your selected the system will clear all staff's
data and all attendance data. Before this operation you must be carefully.

Click 'yes(Y)’ button, the system will clear all data, and return
initial status just system install .

Click ‘no(N)’ button, the system return main menu without clear
data.

3.4.3 Clear obsolete data
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Click this item on the menu, this pop-up menu will appear.

Clear Obsolete Data x|

—AC Clock-indout Recornd

Cloze Date IEIE July 2I]Ij (= Ok

Backup to |3991010.ack =l
—attendance Checking Exceptions Record

Cloze Date IEIE July EDIj = DK

Backup to [EELIIUETS 2’1

—Shift Data for AC Time

Close Date |05 July 20 ¥] = OK

@' LCompact D'atabasze File |

After your system has been used for a period of time, a big amount
of obsolete data are saved in the database, which not only occupy hard
disk space but also affect operation speed. Then you can clear these

useless data by using this function.

When clearing attendance clock-in and attendance exception records
you are required to back up clock-in data to files. You can click
corresponding txt input box to type file name,or CIE‘ button to
confirm your data file’s saving path and file nametice that you should

choose a new filename, if the name has existed the system will suggest
you to define a new filename
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Input the close date of the data that you want to clear in close date
box, and the close date should be ten days before the current day you will
clear the corresponding data after clicking OK, and prompt messages will
display’

Attendance time setup data means to clear obsolete staff’'s shift
schedule dataselect close data for clearing recactick OK and you will
clear obsolete staff's shift schedule data

In the terms of Microsoft Access databasan click “compress
attendance database file” button to compact the database.

After clearing data click XI to return the main menu

3.4.4 Back up database

In order to ensure data security and to restore, we suggest you back up
database in regular , click command on the men, select position to save
file, input filename(may be defined filename, click “save’ button
When origin database was damageaeed to restoreyou should change
back up filename asATT2000.mdb, copy the file under attendance install
dir to cover same name filebut the action only restore these data to
before back up. E.g. you back up data in 31s8 that these data be
restored are only one before 31.3.

3.4.5 Import attendance data
To import attendance record in another machine or old record to the

current attendance software click this command on the menu and this
operation window will pop up
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 Import Attendance Checking Data N [m]

+  |mpart fram Files

| =
{ Irnpart from database

Link Databaze: Quickly Choose DB-> Before 412 Aifter 1.2
Provider=Microzoft. et OLEDE . 4.0;0ata Source=0:\Documents and Setti &l

1. import from files

To import from files can import following some kinds of datacret
attendance clock-in datg*.abt) . attendance clock-in dat&*.txt) .
back up attendance database fil¢sattbackup.mdb . 1.1 version
fingerprint attendance system database fé¢t.mdb and attendance
system database file*.mdb) .usual attendance and attendance clock-in
are used to import attendance system database file can import all
information of original database, to import attendance clock-in data only
import staff attendance data.

ClickE‘button and you will open a file manger, .select to import
file style, select the path and filename of the data file to import, and then
click” OK”, return the window illustrate with up picturelick “import”
can import data’

2, import from database
Import from database means to import attendance data from
attendance database backups, and the data include staff information, shift
information, clock-in records, etc. You can import the data from
databases of previous version, or databases of the same version. For the

data format of database files of versions previous to 1.2 differs from that
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of Version 1.2X, if the version of the database file that you want to
import is below 1.2(not including 1.2), please select versions beforel.2
option; Otherwise please select 2.@mtion.

Before importing data, if it is unnecessary to remain the data in your
system, please first select initialize the system. This is bedasmaé

data remaining in the current system overlap with the data that will
import, errors will appear when importing data, and data’s importing
speed will slow down.

Click versions1.2 or version 1.2xbutton, and a file manager will pop up.
Enter the path and file name of the database to import, and click Open,
the system will import data automatically.

If your database is SQL Server database, you can click button to begin
settings. For detailed information please refer to Database Setup.

After importing data, click* to go back to the main menu.

3.4.6 Export attendance data

This function is mainly used to back up all attendance data in the
current attendance system or clock-in data, click this command on the
menu and the following operation window will pop up
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4 Export Attendance Checking Data -0 x|
{* Export to Files

! 3

" Ezport to Databazes

Link. D atabaze: Quickly Choose DB File
Provider=microzoft.Jet. OLEDE.4.0:Data Source=c:hatt1 2. mdb {fj\l

x Cloze |

1. export to files
it can export four file style secret attendance datéd.abt) .
attendance check-in data.txt) . back up attendance data
(*.attbackup.mdb and attendance system database file

(*.mdb) .cIickE‘button, a file manger menu will pop up confirm the
path and file name for the back file and click open.

2. Export to databases

This option means to back up all data, such as staff information shift
information and clock-in record to a database file. Click quickly selects
database file button and you will open a file manger menu. Confirm the
path and file name for the back up and click open.

If your database is SQL Server databash'ack&lbutton to begin
setting for detailed please see Database setup

Notice you must choose a new filename if the file has existed the
system will suggest you to define new file name.

Exporting record will not lead to clean data in database.

After finish to export data click’ X’ up-right concern , return main
menu.
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3.4.7 Log on system again
While a system runit is require to change administrator, utilize this
function, make another administrator to log on system again as he/her ID.

the operation interface and operation method is the same with to log on
administrator as system starting

3.4.8 Exit

Click exit order on menu, or click on the ‘exit system’ in the tools
bar, end system run, return Windows.
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4 operating help

4.1 Confirm beginning date Export Data

Next let’'s take searching staff's attendance records as an example to

illustrate concrete operations for exporting data:

4 Search Staff's Attendance Checking Record

ISif=1 E3

—Condition

Dep.:| OUR COMEANT

Hame: <A

Timne Range

From |02m1r2001 fE] |00;00
To |02m4r2002 =) |23:59

Modify Log

i

@. Preview

Export

1f you want add, edit attendance checking's

? criginal records, please use the fimctions of
"Forgetting to clock mfomt", "Coming
Late/Leaving Early Collectively”, or "Handle
Attendance Checking Records In Advance".

Department | Harme [w. [DateTime [Clock-iniont| Label Mo
M Buss. Linge 1011 10726101 50149 PM  Clock-out
| Fuss. Lings 1011 102701 20103 AM  Clock-out
B Buss. Linge 1011 1072801 20105 AM  Clock-orut
| Buss. Lings 1011 1029101 50056 PM  Clock-out
B Buss. Lings 1011 10/30/01 73033 AM  Clock-in
| Buss. Lings 1011 10/20/01 40249 P Clock-out
B Buss. Lings 1011 10/31/01 74614 AM  Clock-in
| Buss. Lings 1011 10/21001 40244 PM  Clock-out
| Buss. Lings 1011 101 34752 P Clock-in
| Buss. Lings 1011 LMDl BO0707 AM  Clock-out
B Fuss. Lings 1011 L1501 80145 4M  Clock-out
B Buss. Linge 1011 L1601 74635 4M  Clockein
| Fuss. Lings 1011 L1601 S0054 PM Clock-omt
B Buss. Lings 1011 LI/0L 74455 M Clock-in

As shown in the above picture, click Export button to pop up the

following window:

79



Export Fields Options x|

Flease select the fields that pou want bo export: Fredefined Items List:

CITISERID N =
Departrent

Hame

Mo,

Date/Time

Clock-inout ou may:

Label Ma. <Save Current Option: Input a name in

[ deptname the above Predefined [tems List, and then
press "OK"

<Import Previous Options: Chooze one
narne that have been saved befare in the
above Predefined ltems List, and then
press "OK"

« 0K X Cancel

Tick checks before the fields to export. If next time you want to
select the same fields to export data, you can enter a item name in the
box of Predefined Items, and click OK to save the selected fields in this
item. Next time, if you want to call your previous choices, select a name
saved in the box of Predefined Items, and click OK to enter the following

window:
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Save Az K E
Save jn:l@ ty Documents j El

File name:  [2002-1-1 Save |
Save as type: IMiu:ru:usu:uft Encel File[* xlz] j Cancel |

Er.l.1i|::r|:|:5:|:|ft E:_:l::El FllE. ........................................................ A
Dbasze Table*.dbf)
Text File[".txt]
TAB Separated File[* tut]
C5W File[* cav]

Enter a filename for this file to save in the column of Filename,
select the type to save this file, and then you will export the selected data
to this file. You can save a file in five formats: Excel filelicrosoft
Excel File(*.xIs) , DBF formed database files, right justified text files,

text files separated by TAB, and text files separated by semicolons.

4.2 Select Department and Employee

Click the box of Department to expand its tree-formed dropdown
box and select the department in which the employee on official business
is. Click the box of Employee to stretch its dropdown box, and select the

employee who will leave on official business.
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4.3 Confirm Beginning/Ending Date

In the box of Beginning/Ending Date click the box of “From”, and
click E‘ button to select the beginning date. Then click the box of

“To”, and click E‘ button to select the ending date. In the dropdown
box for dates, click®l or [* button to move the date one month upward
or downward, and click#l or [*| to move the date one year upward or

downward. Click on the date you want to select it.

4.4 Confirm Date

In the box of Date/Time cliclﬂ button to select the date, and in
the box of Time click 21 button to select the time or directly change
the time. In the dropdown box of Date, clid or I* button to move
the date one month upward or downward. Click the year number to
change the year directly, or clic==l button to move the date one year

upward or downward. Click on the date you want to select the it.

4.5 Select Employee

The option box of Employee is like this:
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Employee:

AC Mo M arme B
b ark, pang
| 1ma Eliza zhou
1013 Edith zhang -
[ 1020 Colin |
| 104 Peter mao
| 1022 Elaine hua
1023 Lewis wang
[ 1024 Jim zhen
| 1025 Ellen rua ;I

Move the mouse to the row the employee to select is in, click the
left button of the mouse, and this row will turn blue.

To select more than one employee, press Citrl.

4.6 Datasheet Process Tool Bar

The Datasheet Process Tool Bar contains the following operation

buttons:
Frior Last Delete Towre
P
First {',;’/Next J/ Add \ Caticel
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In the datasheet, the row marked w? symbol is the current row,
and all operations for he sheet is conducted in the current row.
Click buttons to carry out corresponding operations for the datasheet.

First: To move the current row to the first row.

Previous To move the current row one row upward.

Next: To move the current row one row downward.

Last To move the current row to the last row.

Add: To add a new row in which new data can be entered in, and
the current row is the new row.

Delete To delete the current row.

Edit: To modify the data in the current row.

Save To save the data after edition or in the newly added row.

Cancel To cancel the result of adding a new row or editing the data.

Under the status of adding or editing, the result of moving data will
be automatically saved.

In the datasheet, click on the row to select it, and select multiple
rows by pressing Ctrl and clicking at the same time when possible. The

selected rows will change to blue.

4.7 Select Department

The option box of Department is like this:
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Click the left button of the mouse on the department name, and you

will select this department when the name turns blue.

4.8 Time Period Management

The display box for Time Period is like this:

0 2 4 B 8 1012 14 16 18 20 2224

Monday | EE

Tuesday R
Vednesda: T
Thursday | RN

Friday E | EE

Saturday | | |

Sunday | | |




Time Range

Fram: | E20:00 M ==
Ter | 1:10:00 PR ==

W OF X Eancell

Generate New Time PeriodVlove the mouse to the time you want,
pull the mouse while pressing its left button, and loosen the mouse to
generate a new time period.

Edit Time Period Move the mouse to one end of the time period to
edit. When the cursor changes + , move the mouse while pressing its
right button, and loosen the mouse to get the time period you want. In
addiction, you may double-click on the time period to modify to enter a
dialog box shown as the right picture on the right. Here, you can adjust
the beginning/ending time for this time period.

Move Time Period Move the cursor of the mouse to the time period
to modify. When the cursor changes**, move the mouse while
pressing its right button, and you may move the time period as a whole.

Delete Time Period Move the mouse to the time period to modify.
When the cursor changes +* , move the time period to make it
disappear. Besides, you may click the time period, and press Del to

delete this time period.
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5 Common Question and Answer

1. As the administrator changed or forget password reasan not
enter the program, what will | to do?

Answer the computer has to have been installed Office2000 attfiest

enter the attendance program installing catafogl the tt2000.mdb file

double-click and find the ‘userinfo’ list in the appear interface

double-click , to find ‘securityflags’ word cancel all figure of list in the

sentence(15 indicate administrator .

2. How does to clean the register of attendance administrator
Answer can use communication of attendance device between
computer after it's successful enter attendance device management
interface click on the ‘cancel administrator’ buttorable to clean
attendance device administratoafter to break out connectiorthen can
enter attendance device menu style.

3. I forget the password of databaskow to d&

Answer enter ‘maintenance and setting’ of management progicick
on the ‘setting password of databaséhen have no need to verify old
password ,so can set up new password of database.

4, Some time it is difficult to register or contrast in the independently
attendance device, how | to solve?
Answet in the conditionthere are two ways to solvene way is that put
finger on front head or nose to rub some times, enhance finger wet for
register and contrastingtwo way is that put finger on fingerscan for
more 1 to 2 second time when attendance device appear’ please take
away finger the method can enhance success.

The both ways have nothing to,doan use ID code plus password to
register.

5. The liquid screen is too dimlf it can be modify ,or nct
Answer: the liquid screen is not adjusted by usieis need that return our
company to adjust by engineer.



6. How to use the business check-in and business cheék-out
Answer : when the staff need to go euthe staff should check -out on
attendance device. When the staff come bas#dect business check-in.

7. While inquire attendance recordselected the highest department
selected all staff why cannot see recordbut it's true display that saved
downloading data
Answer.  (1)it is maybe the data record time expire inquire rangant
to watch the origin record time, must open attendance database

(att2000.mdb , enter check-in-out listcan see all origin recorgrove
that origin attendance record is in the range which you ingupecific
attention year

(2) itis maybe that add a highest department after the general

company name was cancelefinish installing the default highest
department general company can not be caniet it is able to be
modify in attendance.

8. | have done shift why no the result of account and statistics indicate
leave, come late, gone edtly

Answer: first enter management to check the setupstiiftnormal
condition the name of shift corresponding right time box appear in blue
color, if there isn’t any problem enter staff shift list watch the starting
date of staff shift the starting date is before the account and statistics
time range, isn’'tit? if itisn’t, arrange shift again, fix new starting date.

9. How to cancel the schedule which have been s&t up

Answer. you can ahead add a empty scheduléhen use the empty
schedule change the schedule wich will be cancel in arrangingesttet
schedule management to cancel corresponding schedule, OK.

10, Why the data which has been loaded down and stored record is
litter than loaded down dé&ita

Answer. while loaded down and recordhe attendance program can
determine loaded down recoerdhe repeat record will be cancel
automatically the stored record will not be store again.



11, Why the loaded record appeabut cannot find it while

inquire?

Answer: confirm time range you inquire is accord with attendance time
of loaded record, or it's not. can watch attendance record day, month,
year, after loaded down recerdr open databaseatt2000.mdb , enter
check-in-out schedulercan see all origin recordconfirm time of
attendance origin record is among the range of inquiay attention

years record specificalysome independence equipment set time is not
real, resultin attendance record time isn’t correct.

12, Why | attendance normallybut it is show | stay away from
work without leave or good reason
Answer examine your period time setting firstonfirm your attendance
record is among the range of check-out tinexample you setup the
check-out time is from 1700 to 18 00, you check-out time record is16
30, so that the record is invalidsystem will indicate neglect afternoon
(in attendance rule, no check-out is negleaext, examine you
attendance time is correct, or it's not,

13, Why there are come late and gone early in the attendance
account and statistics shiftout there aren't its record in inquiring

record?

Answer please examine the setting of attendance account in attendance
rule, see if ‘on duty check-in record: come late/gone €afhave been

sign or have net if it have been labeled so that the neglect system wiill
indicate come late/gone early.

14, leaders of company don’t require check-insoliut their
attendance demand accourfiow do it to set?
Answer. (1) enter attendance setting under staff maintenamescel
valid attendance

(2) set up a period time of unnecessary to check-in-gubduce a
schedule the schedule is used to account with staff. OK

15, why cannot | add new schedule in shift managethent



Answer: the program has to set up time period of shifien can set up
schedule please see the time period of shift is set ,or it's not.



