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PREFACE

Honorable customers:

Thank you for choosing products from Anviz Global. Our products contain world cutting edge
technologies like Fingerprint/card recognition, Computer Communication, as well as
Microelectronics. With the combination of three technologies: Electronics, Optics, and Computer
Communication; Anviz Global has become the first choice for standalone time & attendance
products for enterprises with its strong functions and veracity. Please read this user manual
carefully to obtain an initial understanding of the functions and basic knowledge of installation,

debugging, maintenance, application, and management to better use this product.

Utilizing the latest biometric technology, this product will bring you a unprecedented reliability,

convenience, and benefits.
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Software Operation flowchart

This software includes: System Parameter, Department Management, Employee Maintenance,
Shift Management, Employee Leave, and Statistical Report etc. This software will also show how
to use this system in the correct way. It is not enough to only understand the function of each
module, but to know the relation between them and the system operation flowchart. Thus, you can
get the correct report.

Employee Software operation flowchart is as following.

Set T&A rule statistic rule, company

1. m Parameter .
Syste aramete name and leaving class

L

2. Department management

Add, delete and modify departments.

Add, delete and modify employee.

3. Employee Maintenance ;
import and transfer employee

-

4. Shift Management Set timetable and shift.

-
I

=

llocate employee shift or temporary

5. Employee Schedule <hift

i

-

Collect records from the device or

6. Record Collection import the backup record file

=

Iy

7. Exception Management

L

8. Statistic Calculate rack and calculate records report.
<H‘-(r3reate the T&A report

1. When running the software for the first time, please set parameters including company name,

Forgot clock infout Collective late/early.

time attendance rule, statistic rule for early, late, and overtime etc. Make sure the system
parameter is complied with the enterprise management requirement .When finishing the
parameters configuration; you do not need to modify the configuration unless the

management rules change.

2. Normally there are many departments in one company and all departments need to be input
manually unlike importing the employee list directly. Department setup should be completed

before employee maintenance.

3. When running the software for the first time, please put the employee information in Text file

(*. txt) or MS Excel file (*.xIs) format according to the requested format. For the requested
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employee information format, please refer to the chapter [Import employee List] so that all
employee information can be imported to the system at one time. Employees can be added,
deleted, modified and transferred to new department in the future.

4. According to different company work conditions, please edit the timetable (the period from
on-duty time to off-duty time) ahead and then set shifts.

5. After the shift setup, you must allocate the shift to employee. Each employee can only have
one shift each day. Please note the beginning date of the shift. After shift allocation, we can
see the arranged working date and time for employee clearly.

6. Attendance records are stored in the time attendance device. So please download the
records from the device before report calculation. In addition, employee information and
fingerprint templates can be uploaded and downloaded between the device and the software.

Please refer to Chapter 4 for more information.

7. If the employee has to leave for personal reasons, or for business, or maybe forgot to clock in

or out, please deal with it in time in the software to ensure the accuracy of the statistic report.

8. After all the above mentioned operations are finished, you can calculate and get the report.
You can get different statistic reports, such as the report of all employees, the report of some

department employees, and the report of a certain time period.

In the software [Attendance Calculating and Report] interface, please select department
/employee and the beginning /ending date first, then press [Calculate]. The software will
automatically search and check the validity of the records. There may be some invalid records
stored in the device, such as one employee may press his finger twice one time. Normally one of
the records will be regarded as invalid. If there is any error in the software calculation, the

administrator can modify the records manually to ensure the accuracy of the result.

Note: From the above flowchart, we can see that if there is any error in calculation report, the

possible reasons are as following,
® Attendance rules setup is incorrect.
® Employee shift or temporary shift is incorrect.
® Dealing with employee business leave/personal leave/forgot clock in/out is incorrect.

® Attendance records calculating and checking is incorrect.
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1.1.

1.2.

Product Overview

Product Description

FacePass Pro is a breakthrough innovative product with 5 years effort. Its highly
improved algorithm, powerful hardware platform, and abundant interface port
ensures it provides rapid and accurate recognition, stable and convenient upgrade
process, and perfect system integration performance. The multi-point infrared light
source and dual infrared cameras can achieve fast identification in different
environments. What's more, the elegant appearance also adds much beauty to this
device.

FacePass Pro attendance system with friendly user GUI interface, voice prompt,
touch screen operation, convenient WEB server management software as well as
7*24 working endurance, is the best partner for enterprise users. Furthermore,
active auxiliary illumination technologies make the systems strongly robust against
light-changing environments, USB import/export, face/Card recognition mode, and
built-in powerful attendance management software; it provides a “Convenient and
Effective” attendance management solution.

The following is structure of FacePass Pro:

LEDs

Trouch Screen

Dual Carmers

) Power Switch
Card Reader Area Restart

USB Flash Drive Port

TCP/IP
Min USB Port 1]

Product Features

® Anviz latest face recognition algorithm

Multi-level gray-scale can show better performance contours of the face, and
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1.3.

prominent features point for face recognition. Even if in the strong light it can also
capture and identify the face immediately. Multi-point processing not only multi-point
acquisition facial feature points, but also converts feature point to data directly, to
ensure the face recognition speed and accuracy, which reduces the recognition
false accept rate.

® Advanced infrared light source design

The advanced infrared light source design makes the terminal with superb
adaptability for changing illumination, suitable for different complexion, gender,
facial expression and beard, hair style.

® 24/7 continuously working

Human-harmless non-visible auxiliary light technologies, good performance
regardless of day or night environment.

® Stable performance, low power and energy conservation

High performance, low power ARM processors, sheer standalone operation, keep
stable after long time working, auto-standby mode supported, energy saving, and
environment friendly.

® FEasy to use, friendly user interface

TFT touch screen, user friendly GUI and WEB management software, local
operation supported, real-time display, and vivid voice provided.

® Terminal intelligence updates

Automatically synchronizes time, capture face images. Template self-studying is
also built in that makes face template database keep updating along with dynamic
changes of hair style, complexion, and age, and so on. It always stores the most
updated version of user information to make correct recognitions.

Packing List

1. TERMINAL 2. FIXING FRAME

3. CAT.5UTP CABLE 4. POWER SUPPLY (12V1A)
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1.4, Terminal Parameters
Item FacePass Pro
Camera Dual-Cameras
Recognition Mode Face, ID+Password, Card
Maximum User 400
Recognition Speed <=1ls
Recognition Rate >=99%
Failure Rate <=0.1%
Anger Range Horizontal: +20°, Vertical: £20°
Fitting Height 145-195CM
Recognition Distance 30-80CM

Records Supported 100,000 records
Relay 1 relay supported simple switch signal output
USB Flash Drive Supported
Offline User Profile Edit Supported

Network Support TCP/IP (RJ45 Interface with signal light)
Built-in Web server Supported
Tamper Alarm Supported

RTC

Built-in RTC, Network time synchronization (SNTP)

LCD

TFT, 2.8 Touch Screen LCD 320*240

Function Key

Up to 10 function keys are supported

Signal Light

Red (Alarm/Failed); Green (Running/Successful)

Prompt

Supported (Voice, LED)

Environment Requirement

Illumination: 0-20000LUX;

Working Temperature

20%~80%

Working Humidity -20~45°C
Dimension 175*110*145mm
Installation Desktop / Wall Mounting
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1.5. Installation Environment Requirements

The recognition distance of the FacePass Pro is about 30-80cm. So the terminal
mounting or put at proper height is very important. The recommend installation
height is about 57” (110cm). Please refer to the following Figure.

:

N\

ok E™ TB.TE"
i 180em) [ fanmn {1EEam}
Floor
. v
]

Installation Heights

Notice: The direct sunlight would cause great impact on the face recognition
performance, so both terminal and user’s face are not allowed to be under direct
sunlight.

The following are scenes for product:
Environment 1: Sunlight shines into the room.
As the picture shows, locations with marked blue ring are not good for terminal

installation. It shall be installed at the places where there is no sunlight
interference.
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Environment 2: The room is surrounded by glass wall.

Window curtain is necessary to shelter from sunlight. The terminal shall be
installed at the place where sunlight is sheltered.

Environment 3: Sunlight shines into the room from the door.

Install the terminal at the place where there is no sunlight interference.

Environment 4: Sunlight shines into the room from the door and there is

glass window on one side.

Do not install the terminal at the side with glass window.
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1.6. How to Use Enterprise Face Access System

Stepl. Register Face Template. As the picture shows, stand in front of Terminal,

the best distance between terminal and user is 0.3-0.8 meter (depending on the
height of user).

0.3-0.8M

- =

Step?2. Look at the camera and move the face as per the instruction mentioned

above, the system will capture the face image and save them into database
automatically.
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Step3. Stand in front of the device and input your user ID, then look at the camera
the system will make face verification automatically.

Step4. If verification succeeds, green lights and buzzer sounds. “Verification is
successful” will be shown on screen. System will send a command to access
controller and open the door.
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2. Terminal Operation

Power on the FacePass Pro, the terminal will enter “Input Page” and with voice
prompt “Welcome”. Keep 10sec without any operation at “Input Page”, the terminal
will enter “standby Page”. Please touch screen back to “Input Page”.

NANVIZ

Enter Admin Password

16:95 &

28/09/12 Friday

*/c kel #/« */c Mked #/«
Input Page Standby Page Administrator Verify Page
2.1. Main Manage Interface

In the “Input Page”, press three times or click L%# enter to “Administrator

Verify Page”, then input the default admin password "12345" and then click kéd to
enter “Main Menu Page”.

T
[ peicte  J Search |

Main Menu Page User Manage Page User Enroll Page

Note: When there are more than 1 administrator, you need to input information by
following the prompts to enter “Main Menu Page”.

2.2. User Management

2.2.1. User Enroll

Please refer to the following steps to enroll the users:

1. Power on the device to enter “Input Page”. Press or three times
to enter “Admin verification page”.
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Card Or ID Or #

Conf ig

4. Click “New” to enter “User Enroll Page” to register new user.
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5.

6.

User

| petete [ Scarch

Click input box to input Name, ID and Password. The device provides letters

input when click “Name” and the click | #¥ 10 next enroll steps.

e —

Name : USER?

r

ID: 7

Pud:

Press “Card” to “ID card enroll page”.

ANVIZ Card

e,

Card:

Read Card

7. Press “Read Card”, the device waiting for swipe card at the card reader
area. Then the Card will display on the device.

10
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ANVE2' Suipe card ™

Suipe card:
-

Place Card near the senser !

The following window will appear when the device fail to save the card Number:

-

Card:

Read card successful
but save card NO.
failed. Please make
sure that nobody else
using the card.

The following window will appear when the device sucessfully save the card

Number:
e
ard : 0006319024

= . Read card

“J:r'/ successfully. Heuw
Card No.: 0006319024

—

Then press - back to “User Enroll Page”.

8. Press “Enroll” to capture user face image. Before capturing user face, the
device will prompt on the screen as following:

11
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9. During face image capturing process, please keep your face in the yellow frame
and move face forward and backward slightly till enrolling successfully.

Yellow frame: the valid recognition area;
Blue frame: the valid image capturing area;
Red bar: The duration of the device in capture statues;

Green Bar: The face template capture schedule.

The = button use to change the camera image display on the LCD. The

— C.‘; N

[
Enrollment successful

— button use to cancel the face image capturing process.

-

&

Enrollment successful

")

Saveing templates,
please wait

Template
Time: !

Hove Forward and Backward

Templal
Time: |

—— e S =V )
Move Forward and Backward

Wove Forward and. Backuard

Note: During face template capturing process, please keep face in the yellow frame
and move face forward and backward slightly.

2.2.2. Modify User

In the “User Mange Page”, please click “Edit” to modify registered user information
and re-registration user face. The detail operations please refer to 2.2.1 User
Enroll.

12
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User

USER1

MmE

.............................................................. Name : USERZ

—_—

ID: Z

s
(—
(i) ()

2.2.3. Delete User

In the “User Mange Page”, select the user to be deleted in users list and click
“Delete”. Press “Yes” to delete the user information.

Delete user

2 , Are you sure to
\";/ delete the user 7
4 | L ][>

EEEEE EEEEE S

% , Removing user
1 77 information, please
wait a moment.

2.2.4. User Recognition

There are 3 ways to pass recognition:
Face Recognition

1. Inthe “Input page” click to enter “Face Recognition Page”.

ANVI2

2
5
8

v Y #+

13
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2. If enable body induction in the device it will automatically switch to “Face
Recognition Page” when user stands in front of the device.

Aug 28 11:30

|
|
|
|
|
i

Place Face In Yellow Box

3. According to the device instruction please keep your face in the yellow frame.

Place Face In Yellow Box

4. Face verification succeed.

Name :USER19
I1D:19
Time:11:33

ID Recognition

1. Thereisa button in the “Face Recognition Page”. Press it to “ID
Recognition Page”.

14
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Aug 28 11:30

i

Place Face In Yellow Box

2. Input User ID and Password in the input box.

we
pa:

N 3

3. Press “ to verify the User ID and Password. Or press B58 to cancel
verification and back to “Input page”.

ID: 19
Pud: XKKXKK

B 3

4. 1D and Password verification succeed. The camera captures a current image
display on the LCD.

15
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Name : USER19
I1D:19
Time:11:33

Card Recognition

1. The Card Recognition, the device must stay on the “Input page”.

ANVE2
Card Oc ID Or #

3. ID and Password verification succeed. The camera captures a current image
display on the LCD.

16
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ID:19
Tine:11:33

2.2.5. Search User

In the “User Mange Page”, click “Search” to search specific user based on user ID.

el
User

1 Card or ID to Search |

1D:

Card: Swipe card

peiete ] Searcn

2.3. Communication Setting

In the FacePass Pro main menu, please press “Comm” to enter “Communication
Setting Page”.

17
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Network

Conf ig

Main Menu Communication Setting Page

2.3.1. Network Setting
Click “Network” option to setting IP address, Mask, Gateway and Port

(Communication Port).

IP: (192.168.70.218
Mask: | 255.255.255.0

Gateway: |192.168.70.1

Port: (33302

2.3.2. USB Manage Setting

The USB Manage is for USB Flash Drive import/export data to terminal. Please plug
in USB Flash Drive to the terminal then click “USB Manage” option to enter “USB
Manage Page”.

18



NnnNvi2

Intelligent . Security

User Manual

Comm -

--4 8.
Reécords Firmware

Download Records:

Download time attendance records (data encryption is available). After download
record you can find a “record.csv” in the USB Flash Drive.

19
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il records. es
£ Wiovacaft ¥ |
|a of cel

oot et

(*)Export all the last records

-8 & {)Export records of the specified
start 1ine- (D - G-

Record Format :

» General

Download User: Export user information including face features data. After
download there is a “USER” folder in the USB Flash Drive. The USER folder
including users face features data.

/J USER

Data Backup: Backup data and saved information into the USB storage device.
Please input storage password is necessary for this operation. The default storage
password is “8”.

3. 4.
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Usk =

— p— Enter storage password
Data Operation

Backup will overurite

“'/ the original data on
USB disk. fAire you 7 o/ &
sure to do it ?
e I : :
3 1

vic I
1. 2.

3. . 4,

Upgrade Firmware: When there is a system firmware file in USB storage device,
the terminal will reboot automatically after successful upgrade. System upgrade pop
up window will be shown as follow:

-
J

9 , Are you sure to
“-‘/ update the software?

The software iz already the

lastest version 1t

Upload User: Upload user information including face features data from the USB
Flash Drive to terminal.
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2.4.

2.4.1.

When the Profile Is the Same :
Overwrite
+)8kip

fire you sure to
r} import users?

Data Recovery: When there is backup data in USB storage device, data recovery
operation could be performed to retrieve all related data.

USB =
Data Operation Enter storage password

Restore will

r/ overurite the
original data on
device. Are you sure
to do it 7

System Setting

In the FacePass Pro main menu please press “Config” enter “Configuration Page”.

IIIIIIIIiiiiiillllllllllllliiil

Option Admin
o)
Time Sound

Q| e

Attendance Advanced

Option

Click “Option” can setting terminal language, relay delay and body induction
functions for the terminal:
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Language: English e

Delay (100 (ns)
Sensitivity: |5 »
Tamper fAlarm

Dizorder Keypad

Language: Click combo box to choice system language. The optional languages
are English, Spanish, Postuguese.

Delay: It is relay response time.
Sensitivity: It is the sensitivity adjuster for Body Induction. Value: 0-5; Slow---Fast

Tamper Alarm: This function use to triggered alarm when the FacePass Pro
terminal is dismantled without proper right.

Disorder keypad: Select this option to make keyboard figures positions switchable

Default: Click “Default” the terminal will prompt the terminal will back to default
mode. Press “Yes” to continue. “No” to cancel.

2.4.2. Admin

Click “Admin” can setting terminal Administrator. The terminal has a default
Administrator and the default password is “12345”. The default Administrator cannot
be deleting in the terminal. You can modify the password and enroll face via the
“Edit” option. The FacePass Pro device can enroll 10 administrators.

Click “New” to add a new Administrator. The “Name” and “ID” are fixed fields in the
terminal. You can input password and enroll your face.

Click “Edit” option to modify the Administrator password and enroll face.
Click “Delete” option to delete Administrator.
The details enroll operation step please refer to the “2.2.1 User Enroll” chapter.
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Admin Management Input Page

After enroll administrator when input three times or click n at “Input

page” to enter “Administrator Verify Page”. Need input new Administrator ID, “Face
Recognition Page” will be shown. If the captured face matched with the specific
template, the verification process will succeed. After input administrator password or
face verification is successful, “Main Menu Page" will be shown. If failed, system
pop-up will be given.

Verification Failed

Please try again or theck with

Config Administrator
|
Main Menu Page Verification Failed Page

2.4.3. Time

Click “Time” option can setting terminal’s time and date:
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Date & Time -
Time Zone:

UTC +08:00 v

Date: (YYYY-MM-DD)
2013 - |10 - |15

Date Display Format:
MM-DD-Y¥Y¥Y¥Y v

Tine: (hh:mm)
15 :|34

v Act as NTP-SERUVER

v Sync with NTP-SERVER:
(216.171.120.36

Time Zone: Time Zone setting. Please select local time zone in the terminal.
Date: Set the date.

Date Display Format: Choose the appropriate format of the date.

Time: Setting the hour for the time. Time format is: hh:mm.

Act as NTP-SERVER: Active Network Time Protocol Server use to synchronize the
terminal time via network server.

Sync with NTP-SERVER: Input NTP Server IP address.

2.4.4. Sound

Click “Sound” option enters “Sound Setting” Page.

v Key Mute

Uoice Mute

Uolume Test

Default

Key Mute: Enable/Disable the key sound.
Voice Mute: Enable/Disable terminal prompt tone.
Volume Test: Test terminal current setting speaker volume.

Default: Click “Default” the terminal will prompt the terminal will back to default
mode. Press “Yes” to continue. “No” to cancel.

2.4.5. Attendance

“Attendance” option is for terminal time attendance setting:
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fAttend -
[e01

v Interval (minute)

v Threshold 25

v Update threshold | 7®

Function Keys

Interval (Time): This is the repeated attendance interval time. In interval time range
only record one attendance record. The recommended value is 1 min.

Threshold: The higher the threshold value is the better the accuracy of verification
will be however the verification speed will be slower. The recommended value is 55.

Update threshold: System will replace the template in database automatically with
current face image if its likeness is higher than this threshold value. Default setting
is 70.

Function key: Setting the attendance status options in the terminal.

Choose “Function Keys” to enter “Keys” Page. Select “Enable Function Key” to
active function keys list. There are 10 keys (Default 6 keys “On-duty”, “Off-duty”,
“Overtime On-duty”, “Overtime Off-duty”, “Out” and “Back” and 4 user defined keys)
in the terminal. Select the status key which you need and click “Edit” to “Close” or
“Open” the function key.

Enable Function Keys v Enable Function Keys Close
+)0pen
~ ~
DN i On—dut —=
ON | Off-duty =_ ON 1§ Off-duty =_
OFF i Overtime OFF i Overtime
OFF | Overtime OFF | Overtime
S )

= =i

“

After active the function ley the “Function Key Select Page” would be displayed
before face recognition in the terminal.
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— —

OFF-DUTY

ON-DUTY

Default: Click “Default” the terminal will prompt the terminal back to default mode.
Press “Yes” to continue. “No” to cancel.

2.4.6. Advanced

There are “Timing Ring”, “Power Saving”, “Touch Panel Calibration” and “Reset”
functions in the “Advanced” Page.

2.4.6.1. Timing Ring

L

Timing Ring

Power Saving

\ Screen

Touch Scr
Calibration

-[1’1]—

Clear User Data

Timing Ring: The terminal support 5 groups ring time. Select “Enable” and click
“Config” to setting the “Ring Time”.

I

Ringl:

v enable

RingZ2:
enable

Ring3:
enable

Ring4:
enable

Ring5:
enable

Ring TimeChh:mm):

Play Times:

—
00 | :|00

Ring Select: 'Ringl l

v Monday

v Tuesday

v Wednesday
v Thursday
v Friday

v Bunday
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2.4.6.2.

2.4.6.3.

Ring Time (hh:mm): Setting Ring Time;

Play Times: Ring replay times;

Ring Select: There are five ringtone types in the terminal,
Week: Select which day you need to schedule the ring;
Try Play: Play the ring voice;

Default: Click “Default” the terminal will prompt the terminal will back to default
mode. Press “Yes” to continue. “No” to cancel;

Power Saving
Power Saving is for automatically turn on/off the terminal on time to save power.
“Power Saving Time Set”: Select option to enable the power saving function.

“Time” is setting the “Start Time” and “End Time”. You can set four times in the
terminal.

The following is “Power Saving Page”:

- ~—
Power Saving

Power Saving Time Set

Start Time End Time

Timel: (00 {00 ~[o0 00
Time2: (00 {00 ~[00 00

Timed: (00 00 ~[00 00

Timed: (00 00 ~[00 00

Touch Panel Calibration

When the touch screen pinpoint deviates from actual position to a certain extent,
screen calibration could be performed “Touch Panel Calibration”. Follow the
instruction shown and click the Red Cross on the screen repeatedly to calibrate the
touch screen.
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Screen Cursor Calibration Screen Cursor Calibration Screen Cursor Calibration
Point The Center

Point The Center Of Red Cross

Point The Center Of Red Cross

< , Touch Screen Cursor
Screen Cursor Calibration = Is Calibrated. fire

You Sure to Apply the
Point The Center Of Red Cross New Cursor 7

2.4.6.4. Clear User Data

Click “Clear User Data” to initialize the terminal to factory mode. This function will

empty all the setting and user information in the terminal. Please be carefully to
reset the terminal.

The following is “Clear User Data” Page. Click “Yes” to delete all user information.

Advanced 3

Equipnent initialization

9 , Equipment init, all
‘“'/ user information will
be deleted.

2.4.7. Info

The “Info” option will display terminal information. Such as “SN”, “Total user”
“Storage Capacity” and “Firmware Version”.
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Max
Current
Face
Card
Password

Max
Current
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3.1.

3.2.

Webserver Software Instruction

Please ensure IP address of terminal is in the same LAN as client-end PC before
you run the software.

Please enter the IP address of terminal from IE, for example, the terminal IP is
192.168.0.218, please input Http:// 192.168.0.218 and click Enter, then login
Client-end software by User name and Password.

Note: The default IP of terminal is 192.168.0.218. The default user name is admin
and password is 12345

Home Page

A\NIVI2® standalone Facial Recognition System V103, Oct 18 2012

Welcome to

Standalone Facia

i

Welcome to

Standalone Facia

The administrator can set the Network, Time Attendance, and inquire records of
attendance, attendance statistic, etc. Through webserver software, the
administrator can also perform software upgrade, gateway reboot, password
change, etc.

Network Setting

Check and change the network, IP address, Subnet Mask and Gateway.
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A\NIVI2® standalone Facial Recognition System v 103, 0ct 18 2012

o Network
Network

Network Type:
Function Ke M

1P: 182, 168.0. 71
User Mask: 266, 266, 266.0
Time Attendance

Gatewa; 192, 168.0. 1
Personal Record

3.3. Function Keys

Check and change the setting of different function keys, and save the changes.

AANIVI2° standalone Facial Recognition System V108 Oct 18 2012

itz Function Keys

Network

- 5 Enable Function Keys
I Eimsion G o i

O

duty

User

Time Attendance -

Personal Record

Daily Record

Ooooooooo
g

=1 15 [2] (32| [3
HEHEEERBIEIEIE
IR EIRIEE
A I
EIEIE
A 55|12
HIEIEIH e
Sllellsl |5 E
= g

i
g E
&l
5

&

[Bave] [Cancel

3.4. User Management

Create new user, browse, edit and delete existing user
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ANIVI2® standalone Facial Recognition System v 10, 0ct 15 2012

Home

Network

Function Keys

sei

Time Attendance

Personal Record

Daily Record

-

Current Page: 1 Total Pages: 2 Total recards:7

User

No|Name [ID [ Dept | Photo |Edit [Delete
1 |USER1 |1 |Default X
2 |USER2 |2 |Default X
3 |USER3 |3 Defauit & @ X
4 |USER4 |4 Default & @ X
5 |USERS |5 |Default 8 @ X
6 |USER6 |6 |Default & @ X

AnNVEZ®

Home

Network

Time Attendance

Personal Record

Daily Record

Monthly

Standalone Facial Recognition System V214, Jun

User [ Mew User ]

No| Name [ID Card| Dept | Photo Edit [Delete

1 |USER19 19 Default X

Cunent Page: 1 Total Pages: 1 Total records 1

AANIVI2°® standalone Facial Recognition System

Home
Network

Function Keys
| e
Time Attendance
Personal Record

Daily Record

Upload Photo: iLimit 32 KB}

3.5.

e

Set attendance time.|

===

Message from webpage

o‘ Are you sure to delete user USERI9 ?

([oma ]

V 108, Oct 18 2012

Username: | USER3 Voice of name

Dept:

Time Attendance Setting
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A\NIVI2® standalone Facial Recognition System v 103, 0ct 18 2012

Home Time Attendance
Network
On-Duty AM: Late Interval: |Attandance within the late grance time will be treated as on-duty late, otherwise,
P Off-Duty AV will be treated as no on-duty attendance,
Noon Bivis Early-leave: |Attance within the early-leave grance time will be treated as early-leave, Otherise,
oon Division:
N vill be treated as no off-duty attendance.
== On-Duty PM:
Noon Division: |TA before this time is regarded as off-duty AM, and TA after that will be regarded
Off-Duty PM

as on-duty PM

Evening Division: Evening Division: |TA before this time is regarded as off-duty PM, and TA after that will be regarded

Personal Record On-Duty Night as on-duty Night.
Date Division: A before this time Is regarded as overtime work of previous day; and TA after that

il be regarded as on-duty of today.

Off-Duty Night

Daily Record
Late grace:

Early-leave grac
Overtime Time

Date Division:

Late Interval:

Early-leave:

3.6. Personal Attendance Record

Inquire the records of attendance by Time, Name or ID No.

ANNIVI2° standalone Facial Recognition System v 105, 0ct 18 2012

Home Personal TA Record Inquiry
Netwark
Starting Date: [2012-10-25 | Ending Date: [2012-10-25 |

Function Keys

Name [ | [ |

User

Time Attendance

I Boraor

Daily Record

AANIVIZ2°® standalone Facial Recognition System v 103, 0t 18 2012

Home Personal TA Record Inquiry
Network
Function Keys Starting Date: 2012-10-25 | Ending Date: [2012-10-25 |

Name: [ 10 G |
Uz On-Duty AM Off-Duty AM On-Duty PM Off-Duty PM On-Duty Night Off-Duty Night

No | Date Name [ID Dept

Time [Status Photo  [Time StatusPhoto  Time [Status Photo  Time Status Photo  Time [Status Photo | Time Status Photo
Time Attendance
2012-10- Seriol

1 USER6 6 | Defauit 05:39 Normal - [NR 1330 > - INR - INR - NR

Personal Record 25 Late

Daily Record

[60) [ Expoxt T4 Records

CurrentPage:1 Total Pages:1 Total rec

o i
Click “Export TA Records” and save as CSV file:
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AANIVI2® standalone Facial Recognition System v 105, 0 15 2012

Home Personal TA Record Inquiry
Network '[! Jm—r‘[‘
Starting Date: [2012-10-25 |Ending Date: [2012-10-25

Function Keys

? Soome S can hawm your compaes 1 Hhe e indormuton B

Name: [ s s ~..‘.J heoohs uipecas. o i o o Bully bl the 0aa, do el apen of
st e

User

On-Duty AM Off-C Off-Duty Night
No [Date Name [1D|Dept F
; . Time [Status [Photo  Time e e s_somebody PROE0080. cov Time [Status [Photo
ime Attendance
2012-10- Fie S
USER6 |6 |Default 05:39 |Normal = B === [NR
Personal Record 25 1o 52,163,347 |

/By T iy of Bl conadd hawme your computer § Econbsm
Daily Record masbcicary conde.

ol pou Boe i opens the file o tawe it 10 pour compubesT

[ Open | |_Save || Comesl || Memmiris |

CurentFage: 1 Tots! Pages 1 Totsl recorss 1

()

ANIVI2°® standalone Facial Recognition System v 103, 0ct 18 2012

Hame Personal TA Record Inquiry
Network "? r?
S | < LocdDisk IC) LY
e Starting Date:[2012-10-25 | Ending Date: [2012-10-25
y CDoments and Seterms
Name [ Jio s e Foichr
P P s Pl

veer On-Duty AM Off-f| Do |{Evarmows Off-Duty Night

No Date Name [ID Dept ¥

Time [Status [Photo Time - Time [Status [Photo

Time Atiendance

10 Dkt
1 29210 cerel6 [Defautt|05:39 Normal

I Personal Record 25

Daily Record Hr Documnirts

Fie - et sem0e e

MyMgbmseh,  Sove st | Micmomolt Emel Wk et v [ cama

Current Page: 1 Totsl Pages: 1 Totsl records: 1

e

Al - ] No
4[| B G D E F G H i dl K Is i Ni
1 o _Dl ate Name ID Dept On-Duty 40n-Duty £0ff-Duty Off-Duty PN Status
2 1 2011-3-10 USER13 13 Default NR NR
3 2 2011-3-11 USER13 13 Default NR NR
4 3 2011-3-14 USER13 13 Default NR NR
g ¢ 2011-3-15 USER13 13 Default NR NR
6 5 2011-3-16 USER13 13 Default NR NR
i
8
El =
10 1
11
12
13
14
15
16
17
18

j 19
20
21
o4 » M| sd somebodv1469279759 . ¥J 0 | il |

3.7. Daily Attendance Record

Inquire the daily attendance records of all employees
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AANVI2® standalone Facial Recognition System v 108, 0ct 18 2012

Homs Daily TA Record Inquiry

Network
st pate
User

Time Attendance
Personal Record

I Dially Record

o

The following window will appear:

AANIVI2® Sstandalone Facial Recognition System v 105, 0ct 18 2012

Home Daily TA Record Inquiry
Network
On-Duty AM Off-Duty AM On-Duty PM Off-Duty PM On-Duty Night Off-Duty Night
@ No |Date Name [ID Dept
e Time Status |Photo  Time [Status Photo  Time Status Photo  Time Status Photo  |Time Status [Photo | Time Status [Photo
. 2012-10-
Time Attendance 10 USERL|L Default| - NR 3 - NR 3 - NR 8 - |NR 8 - NR 8 - NR 8
Personal Record 2012-10-
2 | USER3 3 Default| - NR - NR - NR - |NR - NR - NR
I Daily Record
3 ;Eu,m, USER4 (4 Default|---- NR 3 - INR 3 - NR 8 - NR 3 - NR 3 - NR 3
2012-10-
4 s USERS |5 Default |- NR - NR - NR - NR - NR - NR
2012-10- Seriol
— 5 e USERG|6 Default |05:33 Normal 3 < INR & 1330 00 8 - NR & - NR & - NR &
H u- Late
Currant Page: 1 Total Pages:2 Totsl records 6 [Page Dom Jr., [t |[G3] [ Esport Th Recoxds |

Monthly Attendance Record

Inquire the monthly attendance records of all employees. Support the inquiry of
personal monthly attendance statistic by Name or ID No.

AANIVIZ2® standalone Facial Recognition System v 105, Oct 18 2012

Monthly Statictic Monthly Statistic

Identification

Record

Deor apen Name Jio: |

P oot Month: 1L B BT

Touch Screen
Calibration

Software Update

Reboot Device
Change
Password

Data
Maintenance

i

Choose the month:

36



NA\NVI2

Intelligent . Security

User Manual

3.9.

AANIVI2° standalone Facial Recognition System v 103, 0ct 1 2012

Monthly Statistic
dentification
Record

Door open
pattern
Touch Screen

Calibration

Software Update

Reboot Device
Change
Password

Data
Maintenance

i

Monthly Statistic

Name: Jio: [ |

Select Mont

The following window will appear:

AANIVI2® standalone Facial Recognition System v 108, Oct 18 2012

Monthly Statistic
Identification
Record

Door open
pattern
Touch Screen

Calibration

Software Update

Reboot Device
Change
Password

Data
Maintenance

o

Monthly Statistic

Name: Jio: [ |

Select Month
No Name [D | Dept NR Late Serious Late Early Leave Serious Early Leave Private Affair Leave Sick Leave Compensatory Leave Other
USER1 |1 |Default|186| 0 0 0 0 0 o 0 0

USER3 | 3 |Default | 186
USER4 |4 |Default 186

0
0
0
USER6 | 6 |Default 183 0
0

o olo ele
o|lo|o|e|o

0
0
0
]
]

o | = w N e

0 0 0 0
0 0 0 0
USERS | 5 |Default|186| O 0 0 0
1 1 0 0
0 0 0 0

USER7 | 7 |Default 186

[60] [ Ewpoxt T4 Recazas

Current Page:1 Totsl Pages:1 Total racerds §

Identification Record

Inquire all identification records by time and date. Support conditional inquiry as per
Name, ID, Card No, and status.

Click “Identification Record”, the following window will appear:

37



NA\NVI2

Intelligent . Security

User Manual
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Marthly Statistic

Remove Identification Record

il
Record
Door open All records before this date will be removed:| |
pattern
Name: ]

Touch Screen

Calbration E ]

Software Update

Reboot Devi
Identification Record Inquiry

Change -

Password

Data

Maintenance S £
Date: Dater
Name: [ Jo: |
Verification ALl

i i i — I Status:

Inquiry the records by date:

ANNIVI2° standalone Facial Recognition System v 103, 0ct 15 2012

Morthly Statistic

Remove Identification Record

Record

Deor apen All records before this date wil be removed:[ |
pattern
Touch Screen

Calbration o 7

Software Update

I denfication

Reboot Device

Identification Record Inquiry

No |Name [ID | Dept Date Time

USERG | 6 |Default|2012-10-25 |05:39:32

USERG | 6 Default|2012-10-25 |13:30:33

USER6 | 6 Default|2012-10-25 |13:53:54

I i I _I Status:

Remove identification records:

A\NIVI2° standalone Facial Recognition System v 105, 0ct18 2012

Change

Password

Data tPage:1 Total Pages: 1 Total recor

Maint Start Endi

eintenance =9 20121028 |59 f201e-10-28 [60] [Export Records

Date: Date:
Name [ Jio: [
Verification [

Verification Scores| Status Photo

66 Successful

60 Successful 8
62 Successful 8
Page

Monthly Statistic

Remove Identification Record

Identification
Record

Door open All records before this date will be removed: | 2012 1
pattern

Touch Screen

et o L 1

Software Update

Reboot Device

Identification Record Inquiry

I i I Status:

Change

Password

Data

Mainte

e sterting foaia i 599 (ot15-10-25 ]
Date Date:
Name [ Jio:
Verification
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Standalone Facial Recognition System

Rem

Microsoft Internet Explorer

Aee you sure to reesove ol record befoce this day ?
/ 2011-03-20 (YYYY-MM-LO)

I you delete the record more, the process takes a few minutes, ploase wak |

Inguicy

AANVI2° standalone Facial Recognition System v 105, Oct 18 2012

Monthly Statistic Remove Identification Record

dentification
Record

Door open All records before this date will be removed: | 2012-08-01
pattern

Touch Sereen

i o: L 1

Software Update

Reboot Device

Identification Record Inquiry

Change

Password

Data

Maints i

wmiTe sterting foaipigzs |59 (g5 1005 ]

Date: Date:
Name: | Jio: J
Verification

i I I Status:

AANIVIZ2® Sstandalone Facial Recognition System V108 Oct 182012

Monthly Statistic Successfully removed all records meeting the following conditions:
denticaion ID: 1

IR““rd Before this date: 2012-09-01

Door open

pattern

Touch Screen
Calibration

Software Updats

Reboot Device
Change
Password

Data
Maintenance

o

3.10. Touch Screen Calibration

Activated the screen calibration mode

39



NA\NVI2

Intelligent . Security

User Manual

3.11.

3.12.

ANIVIZ® standalone Facial Recognition System v 105 0ct 18 2012

Manthly Statistic
Identification
Record

Door open
pattern

fTouch Screen
Calibration

Software Update

Reboot Device
Change
Password

Data
Maintenance

o

Touch Screen Calibration

The terminal will enter the TOUCH SCREEN CALIBRATION mode after clicking the CONFIRM button

Software Upgrade

Start TFTP server and put the software to be upgraded into the TFTP folder. Then
enter the IP address and the name of the software as Picture blow, click “upgrade”.

AANIVI2° standalone Facial Recognition System v 108, 0ct 18 2012

Monthly Statistic
Identification
Record

Door open
pattern

Touch Screen
Calibration

Eofnard
Update |
Reboot Device

Change
Password
Data
Maintenance

o

Reboot

Software Update

Software Filename: | ]

Note: Do not make any operation untill updation finished. The device will reboot automaticall after updation.

Reboot the terminal:

AANIVI2® standalone Facial Recognition System v 105, 0ct 18 2012

Monthly Statistic
dentification
Record

Door open
pattern
Touch Screen

Calibration

Software Update

Heboot Bevicd
Change
Password

Data
Maintenance

o

Reboot Device

Note: Rebooting will interrupt all the works of system for about 1 minute. Are you sure to reboot the device ?

Reboot Device
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Microsoft Internet Explorer

I - oved \?/ Are you sure to reboot the device 7

Ce=)

i

3.13. Change Password

Change the login password of the software.

ANIVI2°® standalone Facial Recognition System v 103, 0ct 18 2012

Monthly Statistic Change Password

dentification

Record

Door open OdPassword: [ |

pattern

Touch Screen

Calibration Confirm Password: [ |
Save Cancel

Sefre s

Change Password

Old Password:  [sss |
New Password:  [ees |
Confirm Password; [ewe| |

Gave | [ Cancel

(SR —

3.14. Data Maintenance

The face feature templates of the same person created by a different version
system are somehow different; it will put an impact on the actual recognition
performance. Regarding the switch of a different system version, “Data
Maintenance” function is provided. After software upgrade task, we recommend
user to activate “Re-extract Features” manually so that optimized performance is
ensured.
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Monthly Statistic Data Maintenance
Identification

Record

Door open @ Re-extract Features
pattern

Touch Screen

Calibration

Software Update

Reboot Device
Change
Password

Pata
Maintenance

i et
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4.

4.1.

4.2.

Background Management

Management software can collect attendance records from different terminals,
calculate according to shift setting, and finally generate different reports. The
background software can manage employee information, set rules of attendance
etc.

Log in System

Double click the icon [@] on the desktop to start the attendance background
management program. The log-in interface will pop up as follows:

Adinistiator v

Password: l l

The default administrator’s name is “Admin” and password is empty. Log in system
and the following interface will be displayed:

# Fingerprint TeA Nanagement System V4.4.5 =13

Systen MR Mamagenent Attendance Exception Data Maintemance External Help

e
,'
e o= 1

2011-08-24 15:56:17 _ Admin Fingerprint T8A Mensgement Systen

The main interface includes three parts:
1. System menu: Include the whole function module & information

2. Shortcut button: Shortcut button of common function module, array in working
order, easy to work on

3. Status column: Show the current time, logged-in administrator and system
information.

System

Click [System] on the main menu, following springs:
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l Parameter Settings

B Administrators

Adminiztrator’ s Fazsword Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Ctrl+X

4.2.1. Parameters Settings

Click [Parameters Settings] in system menu. The following window will prompt:

0 System parameters setting @

Stat. Rules | Leave class | Field definition

Basic info

Urit Mamne: |head office

Common Rule
p
& wotkday count a5 %0 (¥ Minute shilt expands two days
L
60 (2] pinute () Count as the st day
) Count as the 2nd day

[CINot clock in count as late
T

[ Mot clack out count as ead | &7 (%1 pinute

(Overtime Calculation

0

:
DClonduy |0 B i atier clockin count as overtins

Mormal Day
[
Coftduy |50 ] nin st cockeovt count a5 oveitime

weekend |0
[ deduct the 'On duty % minutes earisr' 1
Festival
[ deduct the 'Dif duty % minutes later'

Basic parameters:

Unit Name: Set your company name, the default is “Head office”. Input your
company name that will be deemed as the head of departments list.

Common Rule:

A working day counts “as how many minutes”, is the base for time attendance
calculation which will be the transition standard to calculate the late to work/early to
leave /free overtime items, minute is the good transition standard of hours and
working day.

“Late for work as how many minutes” can be set when no clock-in on duty, “early to
leave as how many minutes” when no clock out for off duty.

The minimum time that can be calculated as overtime before on duty time or after
off duty time.

The “X minutes” will be automatically deducted from the total overtime if you select
the item “deduct the on duty X minutes earlier/later”.

“Shift expand two days” is set under real condition.
Stat. Rules:

Click page [Stat. Rules], following shows:
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Basic parameters i Leave class || Field definition
Stat. lkems:
Stat. Rule

M omal
Late Unit Set
Early N 2
Business Leave Uit Day
Leave
Absence Mirirmum: | 1-0
Stay away
Overtime
Free Owvertime R ound-off control

O Round down

O Round up Fiound at total

(&) Round off [ Accumulate by times

[ Ok ] [ LCancel ]

This page describes the stat. rules of items: Normal, Late, Early, Business Leave,
Leave, Absence, Overtime, Free Overtime.

Unit Set: Set the accounting unit and minimum time of stat time.

® Round down: Abandon the decimal regardless it is. For example, if the
minimum calculation unit is 1 day, if the accumulated time is 1.1 days or 1.9 days,
the result of calculation is 1 day.

® Round up: Add one unit regardless the decimal is. For example, if the minimum
calculation unit is 1 day, if the accumulated time is 1.1 days or 1.9 days, the
result of calculation is 2 day.

® Round off: If the decimal is equal to or over 0.5, add one unit, or else, abandon
it.

® Round at total: Add up the total time and then round according to corresponding
unit.

® Accumulate by times: Only calculate the total times, display the accumulated
times in report.

Notice: The setting of stat. Rules above will directly affect the statistical result.
Please make above setting according to the true status of your company to ensure
the accuracy of reports.

Leave class:

Click page [Leave class], following shows:

‘0 System parameters setting ﬁ

SS Field definition

fppend Delete  Modify

Hame Color ~
[§ Administration Departr
RiD

Administration Department

Leave Class:

Sales Show Color: (I Red v
Indicating Symbol:
v

Add new leave class:

Click [Append], input the name of leave class and choose color, then click [save] to
keep it.

Modify leave class:
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Select the name of leave class which one need to be revised, click [Modify], input
new name of leave class and color, and click [Save].

Delete leave class:

Select the name of leave class which one need to be deleted, click [Delete], and
click [OK] to finish the operation.

Field definition:
Click page [Field definition], following shows:

” System parameters setting E‘

Basic parameters || Stat. Rules | Leave class| Field definition

Field Mame : |inb-Rie Input new field walue:

Chinese
English

This page add the corresponding value for [Nation], [Specialty], [Position]
[Education] in menu [Employee maintenance].

Administrators

Click [System]-[Administrators], following window shows:

# Administrator set 3]
~
| 1
spend Delate Modify

Name Adrinistrator, Admin

Dept operable: [2] Items operable: @]

¥ head dffice
[V A&D
¥ RiD
¥ Gales
[ P&D

! ! The nevw administrator has a default password: 585388

Append new administrator:

Click [Append]—input the name of new administrator in field of [Administrators],
select corresponding privileges below and click [Save] to finish adding of new
administrator. The default password of new administrator is 12345. Please log in as
the new registered administrator and click menu [System] -- [Administrator’s
password set] to set new password of administrator for system security.

Note:

1. Before you using the administrator mode, you need to set the privileges for every
administrator with which the administrator can modify the operation items after he
log in the software; there are all the items in the “ltems operable” list in above
picture, such as “Employee maintenance, Shifts settings, Calculating and Report”;
we can set different privileges for different administrators so as to divide and
manage the task systematically.
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4.2.3.

4.2.4.

2. After you add a new department, you must modify the privileges of the
“Department operable” for the administrators (select the new department in the
“Department operable” list and save), who will have the privileges to modify the new
department, and then you may do other operations.

Modify administrator:

Select the name of administrator, click [Modify], input new name of administrator
and corresponding rights in [Administrator] and click [Save] to finish.

Delete administrator:

Select the name of administrator who will be deleted and click [Delete] to finish
deleting according to the prompt.

Administrator’s Password Set

Click menu [System]--[Administrator’s Password Set], following springs:

»Ad.linistratnr modify password El

Old Pred: |
New Prd:
Confim Pwd:

Input the original password in [Old Pwd], enter the new password in [New Pwd],
enter again in [Confirm Pwd] and click [OK] to finish.

Modified Record Log
Click menu [System]--[Modified Record Log], following springs:

# Attendance record modification log

Search Restore Close

Time Rangs
Department| i head offics  +|| Emplayee No.| 41 v| Fom2m012 1~ || moom 2| Tel2001216 v 23sasa 2

Department Employee No. Mame Clocking Time State Maodily lype | Reasons Admiristratar
»

< >
EecordCount 0

Select Department, Employee No. and Time Range and click [Search] and those
records which match the above condition will be displayed.
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4.2.5.

4.2.6.

E.
™ O &
Fawrch festers Clene
Dapurtmers [f] Hoad difce
Densnen Sinfien K
1
]
M
v H
[
Lacar omt [

w  Staler o 43 » Fom B 3} v 0dom S To|XNd- a3
N ke Tow Siste Modivioe  Ressor
ACROE02 18300 Clocs. Out =) Foiemtey] chock aiond
00840407 083000 Chck In = Fragatting cicck indoxt
¥ - O X0 Clock in sk Foagetting chock ot
b 0E402 130000 Cloch. Oui A Fuepetteg chock nviond
i 006060 130000 Clock. Out A Frapefting clock ndad
] Foade i oG Gt in (=] Fosgetteg chock nviond

# Attendance record modification log

Time

Mlange

| 355

PREEEEE
£

Click [Close] to exit.

Notice: Modified record log shows all the time attendance record modifications; If
there’s record that has been revised incorrectly before, it can be recovered by

selecting this record and clicking [Restore].

Managing Log

Click menu [System]--[Managing Log], following springs:

#) Administrator operation log

By

Search Cloze

Administrator | Al

D Marme
S E—
21 Admin

20 Admin

19 Admin

18 Admin

17 Admin

16 Admin

15 Admin

14 Admin

13 Admin

12 Admin

11 Admin

10 Admin

9 Admin

8 Admin

7 Adrmin

B Admin

<

v

Time Fange
From |EIIE- 314 |+

Managing Time

2003-4-1211:62:48
2003-4-1211:62:30
2003-4-1311:51:47
2003-4-1311:49:33
2003-4-1311:4470
2003-4-1311:42:21
2003-4-1311:42:38
2003-4-1311:41:53
2003-4-1311:40:55
2003-4-1311:36:33
2003-4-1311:32:16
2003-4-1311:2510
2003-4-1311:24:47
2003-4-1311:24:41
2009-4-1311:24:21
2009-4-1311:23:08
2009-4-1018:01:06

oono ¥

Remark

Operating spstem parameter settings
Operating spstem parameter settings
Operating system parameter settings
Operating system parameter settings

Clear the data before ' 2003-03-01 "

Operating business leave/leave
Operating business leave/leave
Operating business leave/leave
Operating business leave/leave
Operating festival/holiday settings
Operating system parameter settings
Operating system parameter settings
Operating system parameter settings
Operating system parameter settings
Link the database to

Operating system parameter settings
Operating system parameter ssttings

To 2009 413 v ||235359 =

v
>

This log records all the operations of every administrator. Select [Administrator] and
the Time Range then click [Search] to see what operations have been done by this
administrator within the selected time range, which makes it possible that the

multi-administrators can use the software at the same time.

Set Database Link

This system adopts the database interface of Microsoft ADO. The acquiescence
database is Access2000.The defaulted is att2003.mdb under the main setup
directory. You can set up the database linking again according to the actual

conditions.

When the following mistake appears, you should link database again:

Erompt information

1 Databaze conmecting failed, Fleaze collocate the database again
LY

48



’\NVI? User Manual

Click [Database linking] in system menu, the following springs.

ES Data Link Properties §|

Provider | Connection | Advanved | All

Specify the following to connectto Access data
1. Selector enter 2 database name:
E:\Test\Eackgroup management\ALt2003. mdb
2. Enterinformation to log on to the database:
User name: Adnin

[¥] Blank password [ Allow saving password

Test Connection

[ ok ][ Cancel ][ Hep |

Input the database name or click the =i button to select the correct database file.

Notice: You can click [Test connection] to test the connection correctness of the
database.

4.2.7. Exit System

Click [Exit System] in System menu. The following menu springs:

Please make sure ... @

2 i
\_,/ Are you sure to exit?

[ cancel

Click [OK] to exit management software and return to Windows system.

4.3. HR Management
Click [HR Management] on the main menu, following springs:

& Department Management Ctrl+D
ﬁ Employees Maintenance Ctrlt:

4.3.1. Department Management

Click [Department Management] in the [HR Management] menu, springs the
following window:

‘” Department Nanagement &‘
i A a))
Ey R RN Y
Append
Departments List Being Selectzd Dept

48 RLD InpLt the new department name

a

‘When adding a hew department .
*fou can't use any same department
hame.

When deleting a department,
Emplovees of the department wil be
move to head office automatically!
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Add a new department:

Click [Append], input the new department name and click [Save] to add a sub
department for the chosen department.

Note: When you want to do some other operations to the new department, you
need to set the privilege of modifying the new department for the administrator in the
[administrator set] first (choose the new department you just added in the
“Department operable”).

Department modification:

Choose the department, click [Modify] and input the new department name, then
click [Save].

Delete the department:

Choose the department, click [Delete] and then click [OK] to complete.

Please make sure ...

?/ For gm0 o AR 5l Crrrstne ()
.

j Cancel

Notice: Repetition of department name is not allowed; if there are employees
existing in the deleted department, those employees will be automatically
transferred to department of head office.

Click [Employees Maintenance] in [HR Management] menu, the following window
# Employee Naintenance
> .
Append Delete [odify el | Tremsfer Import
i head office Search Empioyees &
%:ﬁg Employes No. Name Department  Position Employ Date  Telephone  Addiess Sex Language Comment |CadMo  Mobie
88 Sales 8102 head office
88 P 3 &t head olfice
< >
Employees Infomation | E nroll Fingers
Bngloyee No. [8108 Hame CardNo. lendsce st
Sex v Lanouags v Bithday [ v [ Caloulete Altendance
Education b pecialty ™ Paosition b Calculate Dvertime
Telephane Matile Ennploy Dt | ] 4 1 Rest On iy
1D Mo, Comment t Marital Status %5
Address User Type | Nomal User w GroupNo. |1 ~
RecordCount: 2

Employee's adding:

Choose the department that the employees belong to, clicks [Append], and input
employee’s information, then click [Save] to complete.

Note:

1. The items (“Calculate attendance”, “Calculate overtime”, “Rest on holiday”) below
“Attendance Set” are correlated with report, please set it correctly. If the checkbox of
“Calculate Attendance” of this employee is not checked, there will be no statistical
result for this employee in the report. If checkbox “Calculate Overtime” is not
checked, the statistical result of overtime of this employee will be 0, unless he had
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[Temporary Shifts] which defines as overtime working; If the checkbox of “Rest On
Holiday” is not checked, holidays will make no effect on the shifts for this employee;
if the checkbox of “Rest On Holiday” is checked, thus for those holidays, even there
are shifts on those days for the employee, those shifts will be invalid. And if there
are time attendance records of this employee, those records will be deemed as free
overtime.

2. Employee No. is exclusive as well as the first digit cannot be 0!
Employee's modification:

Choose the employee, click [Modify] and input the new information, then click
[Save].

Employee’s deletion:
Choose the employee; click [Delete] and then click [OK] to complete.

Please be cautious when delete the employee since all this employee’s time
attendance records, shift arrangement will be deleted at the same time.

Import employees:
Click [Import], employee importation window springs for importing employees.
Employee’s department shifting:

Choose the employee you want to shift the department click [Transfer] and following
window will pop up:

Select the new department and click [OK] to complete.
Export Employee:

Right-click on employee list and the following window pops:

Employee Mo. Name Department Position Employ Date | Telephone | Address

8108 k Select AlLl Ctrlth
Cancel AlL Cerl+E

Export Data

w a1l columns v Hame

v Department

v Bosition

v Empley Date
v Telephene
v Address

All displayed fields in employee info list can be defined through submenu of
“Column”. Meanwhile, the modification will take effect and be saved.

Click [Show all columns] to display all fields in the list.

Click [Export Data] and following window will prompt:
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Save As @E

Savain 5 Backa - - ¥ [ @
J Cpugh
=7
gl
<

Flle name: [} b Save

Save as pe: | Text F 1e i¥ txt) - Cantel

Please select your target directory of your export, file format (txt or xls) and the file
name. Click [Save] to confirm the operation.

Notice: Exported Excel file can be used as backup information and can be imported
again.

Attendance Management

Click [Attendance] in the main menu, following springs:

Holiday List

TimeTable and Shift Ctrl+E
W Staffer Scheduling Ctrl+F

Attendance Record

[ Attendance Caleulating and Report Cirl4R

Holiday List

Click [Holiday List] in [Attendance] menu. The following appears.

Lo N

Append Delete Modify

Stat Date | 2008 416 v Days |3 &

Name (LS

Holiday Name Start Date Days

2003-05-01

Add festivals or holidays:

Click [Append] then input the festival or holiday hame and the rules. Click [Save]
when ready.

Modification of festivals or holidays:

Select the festivals or holidays you want to revise, then click [Modify] and input the
new information. Click [Save] when ready.

Deletion of festivals or holidays:

Select the festivals or holidays you want to delete, and then click [Delete] to perform
Deletion of festivals or holidays.

Timetable and Shift

The relationship between shift and timetables:

Shift setup should be done in two steps: First, setup necessary timetables. Second,
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setup shifts. One or more timetables can be included in one shift.

Timetable is the time period between On-duty and Off-duty required in the company
rule. For instance, the company rule requires the working hours be 08:00-12:00 and
13:00-17:00; so 08:00-12:00 and 13:00-17:00 are two timetables. If such a shift
needs to be setup, these two timetables should be setup first. Here, we use time
table “morning” to indicate “08:00-12:00” and time table “afternoon” to indicate
“13:00-17:00”; so two timetables have been setup. (Please refer to the following
chapter for details of how to add time tables) and then we can add a shift such as
“Normal shift” in which “shift cycle” and “cycle unit” will be setup. Then we should
add two timetables - “morning” and “afternoon” so that a shift setup is completed.
Brief introduction is mentioned here for you to get a general picture of the
relationship between timetable and shift. The details of shift setup will be found in
the next two sections.

Timetable maintenance:

Click [Timetable and Shift] in [Attendance] menu. The following window appears.

# Tinelable and Schedule Naintenance

Timetable Maintenance | Shift Maintenance

]
CEC Y
append Delete Modify
Timetable Name | On Duty Time Dl uly Time ~ Timetable Name |03
o= os00 o0
morhing 04:00 1200 On Duty Time 0300
i 1200 20:00
17.00
night 20:00 04:00 Off Duty Time

Begin Clock-r Time | 7700

End Clockdn Time | 1300
Biegin Clock-Out Time | 18:00
End Clock-Out Time | 20:00

5

Late errar allovance Minutes

5

Early error allowance Minutes

Coount &z Workday 1

Count s WarkTime | 430 Minutes
Must Cln Must C-Out
A [ Free Time []OT Time

Add a new timetable:
Click [Append] and enter the corresponding information:

[Timetable Name] For instance: Day Shift

[On duty Time] (08:00) [Off duty Time] (17:00)
[Begin Clock-in Time] (07:00) [End Clock-in Time] (13:00)
[Begin Clock-out Time] (16:00) [End Clock-out Time] (20:00),
[Late error allowance] (5) [Early error allowance] (5)

[Count as work day] (1)

[Count as work time XXX minutes] (480).
Tick [Must C-In] and [Must C-out],
Finally click [Save] to confirm.

Note: Every item should be setup in timetables with no blank left. [Begin Clock-in
Time] and [End Clock-in Time] setup the valid time period for clock-in. Records out
of this time range will be treated as invalid ones. For instance [Begin Clock-in Time]
is 07:00 and [End Clock-in Time] is 13:00. If clock-in record is 07:01 or 12:59, they
are valid records but if clock-in record is 06:59, it is invalid. Besides, [Begin Clock-in
Time] and [End Clock-in Time] can be more than one day (meaning [End Clock-in
Time] can be before [Begin Clock-in Time]) but it can’t be longer than 24 hours.

[Late error allowance] means how many minutes after [On duty] are treated as “late”,
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[Early error allowance] means how many minutes before [End Clock-in Time] are
treated as “early”; [Count as work day] and [Count as work time XXX minutes] are
used in calculating business leave, leave, absence and overtime.

Checking [Must C-In] and [Must C-out] or not will affect the result of calculation. If
[Must C-In] is checked and the timetable is included of Employee A’s shift, he will be
either considered absence or treated according to [Not clock in count as late XXX
minutes] in [Parameter Settings] If he didn’t clock in or ask for leave. Otherwise,
even if there is off duty record for him only, his attendance will be treated as normal.

The timetable Modification

Select the timetable name you want to revise, and click [Modify], then input the new
information, clicks [Save] when finished.

The timetable Deletion
Select the timetable you want to delete, click [Delete], and click [OK] to make sure.

Note: Begin Clock-in Time and End Clock-in Time makes the valid time range for
Clock in. Clock in out of this time range will be treated as invalid records. It is the
same with Clock-out time. Please setup in accordance with practical situations.

Example——Add a timetable:

Complete process for adding four timetables:

Day shift 08:00 - 17:00 Morning shift 04:00 - 12:00
Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

(Other information can be setup according to practical situations. Please note there
should be no blank left.)

Shift Maintenance

Click [Shift Maintenance] and the following window pops up:

Timetable Maintenance || Shift Maintenance |
Append Delete Modify
Shift Name ~
» Shift Name | day shift Cycles |1 3] Cycle Unit ‘Week v
three shift
| | I
Date Timetable 1 Timetable 2 |T|meT able 3 |T'meT able 4
Sunday
Monday Day
Tuesday Day
‘Wednesday Day
Thursday Day
Friday Day
Saturday Day
v

Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:
normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables
and time range required in this shift in the springing window. For instance, select the
timetable — Day shift and select from Monday to Friday and then click [OK], back to
this window and click [Save] to complete. (Please refer to the example for details.).
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¥ Add Shift Timetable

Choice a timetable:
Timetable ... | On Duty Ti...| Off Duty Time A

»
morning 04:00

afternoon 12:00

Choice the date:
Sunday

¥l Monday

¥l Tuesday

] Wednesday

Can

! Thursdan
v

night 20:00 Sailaday

ok | Carcel |

Delete the timetable: Select the timetable you want to delete and click [Delete].
Clear the timetable: Clear all the timetables of the shift.

Arrange the shift automatically: when an employee has several shifts during one
period, he need to finish all the shifts if it is not arranged the shifts automatically
otherwise he will be regarded as absence; if you select the [Arrange the shift
automatically], just finishing one shift of the period is reared as normal attendance.

Modify a shift:

Select the shift to be modified and click [Modify], and enter new information in [Shift
Name] etc., click [Save] to complete.

Delete a shift:

Select the shift to be deleted and click [Delete].
Example---Three shifts:

Add “Three shifts” Shift

Note: It is assumed that the shift goes around every week, cycle every three weeks
and employee is on holiday every Saturday and Sunday.

Step 1:

Click [Append], enter “Three shifts” in [Shift Name], set [Cycle] to “3” and [Cycle Unit]
to “Week”. Please see the picture below:

o TimeTable and Schedule Naintenance @

Timetable Maintenance:

Y

Append Delete MWodify
Shift Name s

b day shift

=l

[ |

Timetable 2

Shift Name Cycles |3 Cycle Unit ‘week v

Date Timetable 1 |TirrleTabIe 3 |TimeTabIe 4

Sunday
Monday
Tuesday

Wednesday
Thursday
Friday
Saturday

Sunday

Monday

Step2

Add corresponding working hour timetable in accordance with “Cycle”: first week
(morning shift, from Monday to Friday)

Click [Add] and the following window pops up:
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¥ Add Shift Timetable X

Chaice a timetable: Choice the date: [CJan

Timstable ... | On Duty Ti...| DIf Duty Tims A Sunday Wednesday
08:00 17:00 v Monday Thursday
———— A v Tuesday Friday

W] Wadnesday Saturdy
1200 20:00 | Thursds

night 2000 04:00 vl

Saturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
3 Mordsy
Tuesday

o | Corcel |

Select the timetable “Morning shift” to be added and select the time range to apply
to this timetable “from Monday to Friday of the first week” and click [OK] to complete
the setting of the first week.

The second week (afternoon shift, from Monday to Friday)

Click [Add], make corresponding operation in the springing window (see the result
below):

¥ Add Shift Timetable X

Chaice a timetable: Choice the date: [CJan

Timetable ... | On Duty Ti... Off Duty Time aun?jay \wai’.'edn;sday
onday urgday
Dey e 170 Tuesday Fiiday
moming 4.0 12.00 Wednesday Saturday
lz00 2000 | Thursday
night 2000 0400 Friday
Saturday
Sunday
v Monday
V| Tuesday
! Werdnesday
| Thursda
v

Saturday
Sunday

v Monday
Tuesday

o | Concel |

Click [OK] to complete the working hour setting for the second week.
The third week (night shift, from Monday to Friday)

Click [Add], make corresponding operation in the springing window (see the result
below):

# Add Shift Timetable E|

Chaice a timetable: Chaice the date (mEY]

Timetable ... | On Duty Ti...| Off Duty Time Sunday ¥ Wednesday

Day 08:00 1700 ?fgfd?y v ledy
maming 0400 12:00 Wednesday Satuday
afternoon 12:00 20:00 Thursday

v Frda,

aturday

Surday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

- v Monday

| Tuesday

o« | Concel |

Click [OK] to complete the working hour setting for the third week.

After the completion of above steps, please don’t forget to click [Save] and the setup
of “three shifts” will be done (see the picture below):
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#) TimeTable and Schedule

Timetable Maintena
=
Append Delete

Shift Name
b day shift

aintenance

c

Q=)

3

Modi £y
~
Shift Name [three shilt Cycles 3 3| Cycle Urit | week v
2 |
Date Timetable 1 Timetable 2 |T|‘mer;l|E 3 |TimerJIe 4
Tuesday morming
‘Wednesday morning
Thursday morming
Friday morming
Saturday
Sunday
Monday aftemoon
Tuesday aftemaoon
Wednesday afternoon
o = =

4.4.3.

Employee Scheduling

Click [Employee Scheduling] in [Attendance] menu. The following window appears:

#3 Employee Scheduling

Select All Select Hone
{# head office

Time Range

From | 20101216 -
To 20101216 v

& K
Arrenge Shift

Search Employess

I -

Employee No. Name Deparimert Shit
» [B702 head office
8108 head office

EAT 3) = 8 79

Del. Tenporary Add Temporary
TimeTablz 3

>

[£3

Date ‘ Timetable:

1 |T|melabla 2

‘T\maTab\a 4 ‘

1216 Thursday

Choose the department or several personnel that need to arrange shifts, click

[Arrange], the following window appears:

# Staffer shift maintenance 3

Shift List: Shift Timetable:
Shift Name | Cyels quantty | [Date Timetable 1 Timetable 2 ‘T\mETable3 |T|mETab\ell ‘
» T I
thies shift 3 Sy
tManday Day
Tuesday Day
\Wednesday | Day
Thursday Day
Fiiday Day
L | Saturday Day
A
L2 | =
The current shift schedule
Time Range Shift name Beginning date Ending dats
[ daw shit 2003-04-01 2M0-04-01
Beginning| 20080401 v
Ending 20100430 v
Add S8 Del oK Cancel
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4.4.4,

Add a new shift;

Select the corresponding shifts, for instance: The commencement date and
deadline of this shift of “normal class ", click [Add] button and then click [OK] to
finish the adding of new shifts.

Note:

If the cycle unit of scheduling is “week” and the amount of cycle is more than 2, the
starting date should setup as “Sunday”.

If the cycle unit of scheduling is “month” and the amount of cycle is more than 2, the
starting date should setup as “1st day of a month”.

Deletion of the shifts:

Select the shifts in the shifts form which you want to delete, click Delete button, and
click ok on the pop up dialog box to finish the deletion.

Arrange a Temporary Shift:

When one or many employee's working time needs to be changed temporarily, you
can arrange a temporary shift. Click [Add Temporary] the following window appears:

Click [OK] and the temporary scheduling can be operated. Then click [Add] and the
following window will pop up:

Select the dates Can
041 25unday

.
night 20:00 0500
nnnnnn il 08:00 1200

v

oK LCancel

Click [OK] and the timetables will be saved. Click [Save] and the temporary
scheduling will be saved.

[Delete]: Delete the selected timetable;
[Clear]: Delete all the timetables in the current time range;

[Cancel]: Delete the existing temporary scheduling in the selected time range;

Attendance Records

Click [Attendance Records] in [Attendance] menu, the following appears:
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n Search Employee’ s Attendance Record @E

i 5 2
A |9 =
Gearch Eeport Export Wodify Log
Time Range
Depallmenl‘@ head office lemp\oyeeNo. Al v 1246 vl ‘ 0:00:01 :l Tn‘ZD1D-12-1E vl ‘23.5959 =
Department Employes No. Name Date Time State Location 1D WorkCode
RecordCount; o

Inquiry of attendance record:

Select the department, employee, the beginning and ending time that need to

inquire about, then click search, you can get the corresponding attendance record.

oSearch Employee = Attendance Record

Ox

& C 9
Gearch Eeport Export Wodify Log
Time Range
Department {ff head offie | |Empiopee Na. 41 ¥| Fom[zmniz 1 v| (om0 3] Telam0izts v [23meEs 3
Department Emplopes No. | Name Date Time State Location ID | 'WiarkCode ~
head office 8103 Micheal 20101203 08:5%:00 1}
head office 8103 Micheal 20101206 08:53:00 1}
head office 8103 Micheal 20101206 18:03:36 1}
head office 9102 Micheal 20101207 02:53:.00 0
head office 8103 Micheal 20101207 18:03:36 1}
head office 8103 Micheal 2010-12-08 08:53:00 1}
head office 8102 Micheal 20101208 12:03:36 0
head office 8103 Micheal 2010-12-09 08:53:00 1}
head office 8103 Micheal 20101209 18:03:36 1}
head office 8103 Micheal 2010-12-10 08:53:00 1}
head office 8103 Micheal 2010-121018:03:36 1}
head office 8102 Micheal 20101212 02:52:.00 0
head office 8103 Micheal 20101213 18:03:36 1}
head office 8103 Micheal 20101214 08:52:00 1}
head office 8103 Micheal 20101214 18:01:35 1}
head office 8103 Micheal 2010-12-15 08:53:00 1)
head office 9102 Micheal 20101215 18:05:52 0 3
head office 8103 Micheal 20101216 08:53:00 1}
head office 8103 Micheal 2001216175352 1}
head office 9108 Lizzy 20101201 02:56:00 0
head office 8108 Lizzy 20101201 181200 1}
head affice 8108 Lizzy 201012402 02:56:00 1]
head office 8108 Lizzy 20101202 181200 1}
head office 8108 Lizzy 20101203 08:56:00 0 b
RecordCount: 75

Attendance record report form preview:

Click [Report] when the window displays the attendance inquiry records, you can

get the report form automatically.
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4.4.5.

o Preview

o S EHE @R X

Head office attendance record report

2008-04-01 To 2008-04-16

Page 141

T Jake Ghen 001 2000410 170430 |Clackout 200847 74516 | Clockln
S s e e i 200941373546 | Clockln 200947171420 | Clock 0ut
T | erTen 2008413 172706 | Clack Out 20084870812 | Clockln
TEOAEE || Chh 2009414 70612 | Clockin 20084872453 | Clockln
AT | Chen 2009-4-14 171825 | Clockoul 200946172005 | Clock 0ut
TG || Chh 2009-4-15 74659 | Clockln 200848 74952 | Clockln
TR | Ehen 2000415 170853 | Clackout 200848 75156 | Clockln
TR | Gl 2009-4-16 6.0059 | Clockln 20084960215 | Clockln
2006-4-6 7:38:36 Clock In Count: 37 2009-4-917:11:24 | Clock Out

200941074519 | Clockin
2200%99:_57177.;&8.1452 CCIT;:R?:‘ [FHID KingJin _ #103 2008-4-10 170434 | Closk 00t
200047171420 | Clack ot 20054172505 | Glockn 2009-4-137:3546 | ClocklIn
200948 70012 Closkin 2009-4-1 17.00:59 | Clock Out 2000413 17:27:06 | Clock Qut
3009-2-8 72453 Clockin 2008V 35 Clnckiln 2009-4-14 70612 | Clockln
2000-4.817:2006 | Clackout 200942170516 | Clock Out 2009-4-14 1711635 | Clack Out
2008-4-9 7:49.52 Clockin 2054376212 | Clockn 2009-4-157:4658 | Clackln
3009-2-9 75156 Clockin 200352 3h17 01 58 (€ InckiOUT 2009-4-15 17.08:53 | Clock Out
20034-98:0215 | Clockin 2009 4474384 | Glockln 2009-4-16 800:59 | Clock In
2008-4-617.11.24 | Clock Out ;DE'DU;_'::177'3§B3452 c?:'ﬁikc')”m Count 27
22000099—-&47-1100177:40541:13%& cclgncikézt 200947 74516 | Clockin P&D Matk Simih 8105
R e e 200947171420 | Clockoul 200841 72305 | Clockln
3006-4-13 172706 Clock Out 2009-4-87:08:12 Clock In 2009-4-117.00:59 Clock Out
VR EE T et 2000487.2452 | Clockln 20084274535 | Clockln
PR P 200948172005 | Clockoul 200942170516 | Clock 0ut
T e 2008-4-97:4952 | Clockln 20084375212 | Clockln
TR T EAT = P 20004875156 | Clockin 200943170154 | Clock Out

FNNGS-4-9 8 N7 1A Clnrk In ANNS-4-4 74374 CInrk In

Attendance records exporting

If the user needs to lead out the attendance record, only need to click export, you
can lead out the data inquired. (File format: *.txt, *.xIs)

Click [Modify Log] and the log-modifying window will be called for reviewing the
modification log of time and attendance records.

Attendance Calculating and Report

Inquiry of report form:

Click [Attendance Calculating and Report] in [Attendance] menu, the following

window appears:

# sttendance Calcu

Department

Y

(]
] =
Caleulate Eeport Export Exception
Tirne Flange

Department| ] head office v Employes Al v Fomamoaz 1 v [oonm 5| Te[amnizie v [23msss 2
A“E”danGEEKCED“DWS‘Sh\HExcepliuns Other Exceptions | Calculsted ltems

Employee No Name Date Time: State Operaiion | Esceplion Desc...|_ Timelable Check  WorkCode |~

M)

Select the beginning, the ending date and the department and employee that need

to be calculated and then click [Calculate].

There are four Tabs of information after search and calculation which can be viewed
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respectively:

[Attendance Exceptions]: Display the dealt result of the original attendance
records;

[Shift Exceptions]: Display Employee’s attendance result in the scheduled time
period;

[Other Exceptions]: Display Employee’s leave, out and overtime etc.;

[Calculated Items]: Display all Employee’s calculated items such as “normal’,
“actual’, “late”, “early”, “absent”, “overtime” etc.

Notice: When dealing with “Out” calculation, there should be “Out back” and only
“Out” and “Out back” in one shift can be calculated.

Working hours in the report="Actual” -’Late”-"Early”-"Out”
Exceptions of attendance records dealt with:

Open the attendance exceptions option card to deal with the records:

#) Attendance Calculating and Report X

% =
oY =
Caleulate Report Export Excaption
Time Aange
Department ) hesd office v | Emplopes &l v From 201012 1 v | | o0o01 § To 20101216 v | 235353 &
Attendance Exceptions | Shift Exceptions | Other Exceptions | Calculated ltems
Department | Emplopes No. Name Date Time State Operation | Exception Desc. Timetable Check ‘WorkCode |~

» thead office a108 20101201 08:56:00° Clack In Normal record Day 0
head office g108 20101201 181200 Clock Out Narmal record Day 0
head office: 2108 20101202 0856:00 Clock In Nomalrecord  Day 0
head office 8108 20101202 181200 Clock Out Normal record Day i}
head office g108 20101203 08:56:00 Clock In Narmal record Day 0
head office 2108 20101203 181200 Clock Out Nomalrecord  Dap 0
head office a108 2010-12-06 0&56:00 Clock In Normal record Day i}
head office a108 20101206 181200 Clock Out Narmal record Day 1}
head office g108 20101207 02:56:00 Clack In Narmal record Day 0
head office: 2108 20101207 181200 Clock Out Nomalrecord  Day 0
head office 8108 2010-12-08 08:56:00 Clock In Normal record Day i}
head office g108 2010-12:08181200 Clock Out Narmal record Day 0
head office 2108 20101209 0856:00 Clock In Nomalrecord  Dap 0
head office a108 20101203 182400 Clock Out Normal record Day i}
head office a108 2010-12-1008:56:00 Clock In Narmal record Day 1}
head office g108 2010-12-10718:2400 Clock Out Narmal record Day 0
head office: 2108 20101212 085600 Clock In Nomalrecord  Day 0
head office 8108 20101213 18:2800 Clock Out Normal record Day i}
head office g108 20101214 08:56:00 Clack In Narmal record Day 0
head office 2108 2010121418320 Clock Out Nomalrecord  Dap 0
head office a108 20101216 0856600 Clock In Normal record Day i}
head office a108 20101215 18:56:00 Clock Out Narmal record Day 1}
head office g108 20101216 08:56:00 Clack In Narmal record Day 0
head office: 2108 20101216 186600 Clock Out Nomalrecord  Day 0
head office 8102 2010-12-01 030000 Clock In Normal record Day i}

v

We will see such mistakes as “state mistake”, “invalid record”, “repeated record”, etc.
are described. (If we revise to write down, click the right key and springs the

Department | Employee No. Name Date Tine State Operslion | Evception Desc. Timetable Check WorkCode
head office 108 201012:01 035600 Clock In Normalrecerd  Dap 0
head office 108 201092:01 181200 Clock Dut Nomalrecord  Day 0
head office 108 201092:02 035600 Clock In Nomalrecord  Dap 0

0

head office Clock Out

he: e

head office 108 Export Data 0
head office. 8108 Create report for current grid ‘ Nomalrecord  Diay 0
head office 108 Clock in oy 0
head office 8108 Dslste selected Del Elack cut Ay o
head dffice 8102 Cancel operation for selected Ctrl+Z Overtime in 3y 0
head office 8103 Modify snd save Exception Cirls Ogertine out  Jay 0
head office 108 Out ay 0
Change filter »
head office 108 o ) Out back 3y 0
head office 108 Show 11 columms Womalecod  Day 0
head office 108 Nomalrecord  Dap 0
head office 8108 20101210 18:24.00 Clock Out Mamalrecord  Day 0
head office 8108 2001213 085600 Clock In Nomalresord— Day 0
head office 108 20104213 18:28:00 Clock Dut Nomalreeord— Day 0
head office 108 20101214 035600 Clock In Nomalrecord  Dap 0
head office 108 20101214 183200 Clock Dut Nomalrecord  Day 0
head office 108 20109215 035600 Clock In Nomalrecord  Dap 0
head office 8108 20101215 18:56.00 Clock Out Mamalrecord  Day 0
head office 8108 20101216 035600 Clock In Nomalresord— Day 0
head office 108 20109216 185600 Clock Dut Nomalreeord— Day 0
head office 102 201012:01 030000 Clock In Nomalrecord  Dap 0

following menu):
The definition of each option as follows:

[Export Data]: Export the data in the current attendance record list to a file in txt or
xls format;

[Create report for current grid]: Generate report based on the data in the current
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attendance record list for preview and print;

[Change state]: Change the selected attendance record to a new state. Manually
deal with the attendance record according to the practical situation;

[Delete selected]: Mark the record as manual deleting, deleting when save it;
[Cancel operation for selected]: Cancel revision to this record,;

[Deal with and save]: You can save the records that have been treated. If you want
to see the changed records, you can click [modified record log] in system menu;

[Filter the record]: If there are too many records, you can filter them, and keep down
the corresponding record you want;

[Columns]: Define the fields displayed. Meanwhile, the modification will take effect
and be saved;

[Show all columns]: Display all fields in [Columns];

Note: We can manually modify the record as stated above to assure the veracity of
the report according to the practical situation. If there is disoperation, the records
can be recovered through [Modified Record Log] in [System].

Right Click in [Shift Exceptions] the following shortcut menu will pop up:

Export Data

Create report for cwrrent gzrid

Filtering Record L4
Columns 4
Show all columns

[Other Exceptions], [Calculated Items] the following shortcut menu will pop up:

Export Data

Create report for current grid

Columns 4
Show all columns

The operation is the same as stated above.
Report:
Click [Report] and the following menu will pop up:

Attendance Report

Daily Report

General Report

Exceptions Report

Create a Report For Cwrrent Grid

[Attendance Report]: Calculate employee’s attendance record;
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F Preview

1= 100

EEHE & X

Head office attendance record report

2009-04-01 To 20030416

Page 1/1

AGMINITEST " ake Chen__g001 20030410 17:04:34 | Clock Out 2003.04.07 171420 | Clock Dut
0900 072305 | Clackln 20090413 073546 | Dleck In 20030408 07.0812 | ClockIn
20030401 17.0053 | Dlock Out 2080413 17.27.08 | Clock Dt 20090408 07.2453__| ClackIn
A0300207.453 | Clackln 20090414 0706712 | Clock n 20030408 17.2005__| Dlock Out
20030402 17.0516__| Dlock Out 0080414171625 | Clock Dt 20030409 07.4352__| Clackln
090403075212 | Clackln 20090415 074653 | Clock n 2003040307515 | ClockIn
20030403 17.0154__| Dlock Out 2030415170853 | Clock Dt 20090409 060215 | ClackIn
20030404 07 4350 | ClockIn 20090416 060053 | Clock In 20030403 17.112¢__| Dlock Out
003040507383 __| ClockIn Court 27 20030410 07.4513 | ClockIn
20030406 17.08:42__| Olock Ot = o P0030410717.043¢__| Dlock Out
20030407 07.4516__| ClockIn S 0T e 2003041307546 | Clockn
20050407 17.1420__| Dlock Ot T 20030413 17.27.06__| Clock Out
0030408070812 | ClockIn TRV T B 20030413 07.0612 | Clockn
20030400 07.2453__| ClockIn TR 00904713 17.16:25 | Dlock Out
20030408 17.20.05 | Dlock Ot e R 009041507.4659 | Clockn
2003040307435 | Clockln TR e 20090475 17,0853 | Dleck Out
2003040907515 | Clackln AR R 20090476 050059 | ClackIn
0030403080215 | ClockIn RIS s | Ciodk Court: 27
2005 0100171124 B [ ClocI0u 20090406 170842 | Clack Out PiD Motk Simth_ G105
200304:10 07 451 T W Chock 20030407 07:45:16__| Clock n 20030401 07.2305__| Clockln
2005 01 02 34 [Weloc{0ul 20080407 171820 | Clock Dt 20090401 170053 | Olock Ot
200304:1 307 35 AC MW Chock I 20030408 070812 | Clock In 2003040207.45% | ClockIn
2005 041 37 27: 06 T [Heloc<{0ul 20030408 07.2853__| ClockIn 2009.040217.0516__| Dlock Out
2003 04:14107 061 28 W Chock I 20030408 172005 | Clock Dut 0030403075212 | Clockln
030413171625 | Dlock Out 20090409 74852 | Cleck ln 20090403 17.0154__| Dleck Out
2003041510746 55 M W Clock I 20030409 075156 | ClockIn 2009040407.4354 | Clockln
200 04,1517 08 5T ook 0Lt 20030409 080215 | CleckIn 003040607.383 | Clockln

[Daily Report]: Calculate employee’s daily attendance record;

Tos: & WHS 8

*

2042401 To 010216

Jon [z JoaJoa o5 [os [or[oefos[aa[ni[rz[va[ a5 e[ [a]a]a[a[22][23|as |25 [o7 [m a2 |3

/

[ Te]

ST
AT
ATl

i

AL
el
T

| A
[ I 2 A A A
| ATAEAEE

Remark fNomal >Leta <Eady ~Absent [MolCrn JMaC-Out Rest +Owerime BLBusinoss Lesve Llesve

Tabing Admin

MDI217151818

[General Report]: Calculate all employee’s attendance items such as “normal”,
“actual’, “late”, “early”, “absent”, “overtime” etc;
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tuo: SHEG A X
head office attendance siat. total report
2NBI1201 To 20101276
u Emplo [ Duy [ Actud | Absent | Late | Ea | OT | FreaOT | Oul | BL | Leava | NAn | WD | WTme | AlRale
e Mo | Da | Da | Day | Miws | Mine | How | How | Mewe | Day | Day | Tewes | Tees | How | =
head office
ludy [z [ERE| 15 B
Micheal oz [E L | 1 R
Lizzy |G 12| 12| | 100
Sublotat 3 E 1 15|
Totat: 3 ElE 1 15 S
TabingAdnin 12T IS 1
:
Page 171

[Exceptions Report]: Calculate employee’s “out”, “overtime”, business leave/
personal leave” etc;

o Breview

o EHE @ X

head office attendance exceptions report

20101201 To 20101216

Mame Mo | Date & Time [ Exceptiontype | Worklong | Remark

heed office
Judy [0z feoto1204180000  omM01205080000 | Feeovetme | 150000 |
Judy [z femoizor 02z amorzorizsen | | o33mo0

Business leave

[Create a Report for Current Grid]: Print preview of the current displayed grid. For
example: Attendance Report
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F Preview

FEHES BN X

T 100

head office exceptions of shifts

report

Dsmi'““ Fame E"’Hlowae Date |Timetable On Duty
head ofice_[Judy G102 20101201 _|Day 2010124071 09:00
head ofice__[Judy 102 20101202 |Day 201012402 03:00
head ofice__[Judy &0z 20101203 _|Day 20101205 03:00
head ofics__[Judy 102 20101206 |Day 20101206 03:00
head ofice  |Judy G102 20101207 |Day 2010-12-07 03:00
head ofice_[Judy B0z 2010-1208_|Day 201012408 03:00
head ofice__[Judy &0z 20101208 |Day 20101208 03:00
head ofice[Judy 102 2010-12-10_|Day 2010-12-10 09:00
head ofice [Judy 102 201012-13_|Day 2010-12-13 03:00
head ofice[Judy G102 2010-12-14_|Day 2010-12-14 09:00
head ofics__[Judy 102 2010-12-15_|Day 2010-12-15 03:00
head ofice__[Judy &0z 2010-12-16_|Day 2010-12-16 03:00
head ofiice_[Micheal B103 20101201 _|Day 2010-12407 09:00
head ofice [Micheal Bi03 20101202 |Day 2010-12-02 03:00
head ofiice_[Micheal 103 201071203 _|Day 201012408 03:00
head ofice__[Micheal B103 20101206 |Day 20101206 03:00
head ofiice_[Micheal &103 20101207 |Day 2010-12407 03:00
head ofiice_[Micheal B103 20101208 _|Day 201012408 09:00
head ofice__[Micheal Bi03 20101208 |Day 201012408 03:00
head ofiice_[Micheal &103 2010-12-10_|Day 2010-12-10 03:00
head ofice__[Micheal B103 2010-12-13_|Day 2010-12-13 03:00
head ofice_[Micheal B103 2010-12-14_|Day 2010-12-14 03:00
head ofiice_[Micheal B103 201012-15_|Day 2010-12-16 09:00
head ofics__[Micheal Bi03 2010-12-16_|Day 2010-12-16 03:00
head ofice_|Lizzy &108 20101201 _|Day 201012401 03:00
head ofice|Lizzy G108 20101202 |Day 201012402 09:00
head ofice |Lizzy Bi08 20101203 _|Day 201012405 03:00

F Preview

T EE A X

Off Duty

Clock In

Clock Out

Late

Early

OverTine

2010-12-01 17:30

2010-12-01 09:00:00

2010-12-01 18:00:00

2010-12-02 17:30

2010-12-02 09:00:00

2010-12-02 18:00:00

2010-12-03 17:30

2010-12-03 09:00:00

2010-12-03 18:00:00

2010-12-06 17:30

2010-12-06 09:00:00

2010-12-06 18:00:00

2010-12-07 17:30

2010-12-07 08:00:00

2010-12-07 18:00:00

2010-12-08 17:30

2010-12-08 09:00:00

2010-12-08 18:00:00

2010-12-09 17:30

2010-12-09 09:00:00

2010-12-09 18:00:00

2010-12-10 17:30

2010-12-10 09:00:00

2010-12-10 18:00:00

2010-12-13 17:30

2010-12-13 09:00:00

2010-12-13 18:00:00

2010-12-14 17:30

2010-12-14 09:00:00

2010-12-14 16:00:00

2010-12-15 17:30

2010-12-15 09:00:00

2010-12-15 18:00:00

2010-12-16 17:30

2010-12-16 09:00:00

2010-12-16 18:00:00

2010-12-01 17:30

2010-12-01 08:53:00

2010-12-01 18:03:36

2010-12-02 17:30

2010-12-02 08:53:00

2010-12-02 18:03:36

2010-12-03 17:30

2010-12-03 08:53.00

2010-12-06 17:30

2010-12-06 08:53:00

2010-12-06 18:03:36

2010-12-07 17:30

2010-12-07 08:53:00

2010-12-07 18:03:38

2010-12-08 17:30

2010-12-08 08:53:00

2010-12-08 18:03:36

2010-12-09 17:30

2010-12-09 08:53:00

2010-12-09 18:03:36

2010-12-10117:30

2010-12-10 08:53.00

2010-12-1018:03.36

2010-12-13 17:30

2010-12-13 08:53:00

2010-12-13 18:03:36

2010-12-14 17:30

2010-12-14 08:53:00

2010-12-14 18:01:35

2010-12-15 17:30

2010-12-15 08:53:00

2010-12-15 18:05:52

2010-12-16 17:30

2010-12-16 08:53:00

2010-12-16 17:59:52

2010-12-01 17:30

2010-12-01 08:56:00

2010-12-01 18:12:.00

2010-12-02 17:30

2010-12-02 08:56:00

2010-12-02 18:12:00

2010-12-03 17:30

2010-12-03 08:56:00

2010-12-03 18:12:00

2010-12-06 17:30

2010-12-06 08:56:00

2010-12-06 18:12:.00

2010-12-07 17:30

2010-12-07 08:56:00

2010-12-07 18:12:00

2010-12-08 17:30

2010-12-05 08:56:00

2010-12-05 18:12:.00

2N1N-17-m0 17

2N1N-12-M0 1A -5

2N1N-12-M0 1A-24 N

Print Report:

Toolbar of report preview is as the following picture:

1z = EH S b

*

T 100% Adjust the ratio of preview content;

|

(= Open the existing report file;

Find the report file (*.frp) to be opened, select it and click [Open] to see the report.

= Save report to file;

Select the directory to save the report to, enter the file name and click [Save] to
complete the backup of the report for future check or copying to another computer
for printing; extension file name is “*.frp”.

% Print Report;
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4.5.

45.1.

ot Close Preview
Data Export:

Click [Export] and the displayed data of grid in the current window will be exported
to a file (*.txt or *.xIs). It has the same function as [Export Data] when right clicking in
each grid.

Exceptions dealt with:
Click [Exception] and the following menu will pop up:

Append Record
Late/Early Collectively

Business Leave/Leave

Modified Record Log

Click options one by one in the menu and the following modules will pop up
respectively: [Append record], [Late/Early Collectively], [Business Leave/leave] and
[Modified Record Log]. If the calculation result is incorrect for some employee, first,
please check whether there is leave or forgetting Clock in or Clock out for this
employee. If there is, please deal with the records through above menu. Please
refer to the next chapter for more details.

Deal with Exceptions

Click [Exception] on the main menu, following springs:

Away On Business/Leave Ctrlt+L

hppend Record Crl+h
hppend Record Collectively
Dealing With Collactively Late/Early

Away on Business/ Leave

When the employee can't punch in/out because of going out on business or asking
for leave, in order to guarantee the exactness of the final statistics, we should make
these settings through this function. Click [Away on Business/ Leave] in [Exception]
menu, the following interface springs:

ﬂElployee Be away on Business & Asking for Leave ‘?l@@
@ ] - s
CIE Y R i
Append Delste Modify - | Search Report
Time Range
Department ﬂ head office

Beginring Time 20101217~ || gon00

E
Emplopee Ho. EINENNNENENENNN =
=

Ending Time 2moaz2a7 ~ || 17:30:00
Leave Type

Reason

Department Employee Mo. | Name Eeginning Time Ending Time Leave Type Feason
r

4 >

Deal with employee away on business / leave:

Click [Append], then select the proper department, employee ID, beginning time,
ending time, leave type, and click save when ready.
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4.5.2.

4.5.3.

4.5.4.

Modification of employee away on business or leave:

Select the appointed employee whom you want to make this modification to, and
click [Modify]. Then you can modify the relative information; click [Save] when
ready.

Deletion of employee away on business or leave

Select the appointed employee and the relative information you want to make this
deletion, and click [Delete].

Append Record

If a employee didn’t punch in because of special reason, you can use this function to
append the forgetting attendance record. Click [Append Record] in [Exception]
menu, the following window Springs:

# Append record

Departrznt ) head office 3

Employee Mo,

v soooo 3

Record Time | 20101217

Select the relative items and click [Append] when ready.

Append Record Collectively

When part or all of the employees in a department did not punch in/out because of
some reasons, please you can use this function to add punching in/out collectively,
click [Exception]--[Append Record Collectively], following springs:

# #ppend record collectively X

Employees fist Can 'i

ﬁ Emplopee ... | Name ~ L]

Bk A80 [ | When Employees can not clock-in or
48 R0 clock-out for some reasons, You can

Sal add the massive clock-in or
i ek o catned hore.

Departments list:

Tou can use the Ctrl key when
selecting many Employees;

The added record can be found in
the record modification log.

State: | Clock in v

Fecord Time: | 20101217 ~ || =00:00 3

v  [xJ Com)

0%

Select the department, thus the employees in the department will be listed in the
employee list, select the employees whom you want to add records on to, then
select record’s state and time, then click [OK] to finish.

Dealing with Collectively Late / Leaving

When collectively coming late / leaving early takes place for some allowable
reasons, you can use this function. Click [Dealing with Collectively Late / Leaving] in
[Exception] menu. The following springs:
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# Dealing with collectively Late/Early 3
=l Employees list O
(%) Coming Late (O Leaving Early
Enployee No. | Name ~
Igrore clock in record »[E102 du ]
810 Micheal
From| 20104247 v|[ w00 2 o108 Lz
To o 5

The madified clack in time:

2010:1217 v FA0:00

<

Search Employees

@Department | head office w

O Shift Mormal K
~

Steps as follows;

1. Click “Dealing with Collectively Late/Early”;

2. Select time range for “Ignore clock in record”;
3. Select the “The modified clock in time”

4. Search employee through department or shift;
5. Select employee;

6. Click [OK] to confirm.

4.6. Data Maintenance

Click [Data Maintenance] on the main menu, following springs:

B Inport Enployes List Cirl+T
Inport Attendance Becord Cirltl

Clear Ohsolete Data
Conpress Datsbass

B Becloup DataBase

Initializs Systam

4.6.1. Import Employee List

Click [Import Employee List] in [Data Maintenance] menu. Pop up the following
window:

#) Import Employee List 3

Select a file to impart

File: D

Failures in imparting:

[ ok ] [ s

Click [J to select the personnel list file for importing.
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Open @@
Look in. 3 Backgroup mansgsment v T @
) Tenpls
J Cpned
Recent
@
=7
nnnnnnnnnnn
L]
L®)
o
Flaces
File pame: 3
Files of e |Text File (v txt) v [ cancel |

Select the right file which can be in *.txt or MS Excel (*.xIs) formats, then click
[open]to get back to above window, click [OK] to start!

The definition of (*.txt) data format as follows:

This format of file only can import the employee info of “ID, Name, and department”;
The format of data must follow: Employee ID + Tab + Name + Tab + Department;
The information each employee takes one line, no blank line between one another.

This format of file can import the employee info includes: “Employee No., Name,
Department, position, Employ Date, Telephone, Address, Sex, Language,
Comment”; put those items on the head line and input the items by order, the order
can’t be changed.

Import Attendance Record

Click [Import Attendance Record] in [Data Maintenance] menu, Springs the
following window:

” Import Attendance Record ﬁ

Select a file to import

File D

Failures in importing:

Click [J to select the attendance record file for importing, and click [OK] to start.

Clear Obsolete Data

Click [Clear Obsolete Data] in [Data Maintenance] menu, springs the following
window:

¥ Clear The Obsolete Data

Select the end date

Before: |EIEE- 317 3

After your system is used for a long time, you will get a large number of obsolete
data in the database. It ties up the hard disk space and influences your system
operation speed. At this moment you can use this function to clear these useless
data.

Select the ending date for your data clearing. And click [clear] to complete this
operation, after the clearance, the system will prompt asking you to compress the
database as following shows; select [OK] to finish.
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4.6.4.

4.6.5.

4.6.6.

4.7.

4.7.1.

Note: you can only clear the data of one month ago.

Compress Database

Click [Compress Database] in [Data Maintenance] menu to compress and repair the
database

Backup Database

For ensuring the safety of data and recoverability, we advise you to back up the
database regularly. Click [Backup Database] in [Data Maintenance] menu, then
select the route to backup the database. Click [Save] when ready.

Back up the database manually: Copy the Att2003.mdb from the installation
directory to the route you want to backup the database, so if the system collapses,
you just copy Att2003.mdb to installation directory over again after re-installation.

Initialize System
Click [Initialize System] in [Data Maintenance] to initialize the system.

Note: After the system is initialized, all information will be lost; the system will get
back to the state when just installed. Please make sure that you want to initialize the
system.

Device Management

Click [Device Management] on the main menu, following springs:

e Attendance Dlewice

Connect to Communication Management Software

Click [Device Management]-[Connect to Time Attendance Machine], the system will
prompt the communication interface between the software and the time attendance
machine, control the current machine which connected with the computer, also can
collect the records from the machine, upload and download employee information
and fingerprint templates, or clear the old data on the attendance machine, modify
the time on the machine. More details please reference the [Communication]
chapter.
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5.1.

5.1.1.

Data Communication

Select [Start] - [All programs] - [Intelligent Management System] - [Communication
Management Software], the main interface will show as following (default password

is empty):
= % English M Communication Management Software V4.0.4 = | B i
_y rllg) .— 2 il g
: Device Management Record Supervision Employees Management Record Management U Disk Management
e @® HO
o = Q @ O MmN e a
Add Modify  Delete Synchronize Device Download  Download Backup Resume
Device Device Device time parameter new record  all record Employees Employees
Devices Managment Device Management
- &)l Groups
- Groupl
Group2
i Group3
i Groupd
e Broups

4 b

| 0% |

If the time attendance software’s login password is not empty, you should enter the
password firstly.

System Logining

e

oK LCancel

Enter the password and click the button [OK] to login.
If you enter the wrong password 3 times, the software will automatically close.

When you enter a wrong password, a message box pops up as follows:

System prompt

Py Wrong adnin password yeu have 7 shances te try again,
\3/ Fllepsn crien @ cfim peeeest ol

Click the button [OK]. And then try to enter the correct password.
T&A Machine Management

Add Unit
Click the button [Add Unit]. Following windows pops up:
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Terminal Nanagement E|

Device Type

TR g P acial Werify Facelass

Terminal Info

Communication Parameter
Terminal Mo, ’1—
Device ID ’1— IP address
[Check Device 1D from the device menu] B ’7

DeviceMame 1 —
Comm Part 33302
Device Group ,m

That status Feal status -

Ok | LCancel |

Facial Verify FacePass Pro

Device Type: There are two device types one is Fingerprint/Card Verify, the other is
Facial Verify FacePass Pro. Please pick a device type and select.

Terminal No: This number can be set as you like.

Device ID: Device ID is the uniquely identification for management software. Please
set it differently.

Device Name: You can set it as you like.
Device Group: This group is used to manage the terminal machine.

T&A Status: There are three options: Actual Status, on duty and off duty. When we
set it as “Actual Status” the attendance records’ status in the software are as same

they are in the device. If you set it as “ON Duty”, all the records’ status which is from
this machine will be “On duty”.

IP address: The FacePass Pro terminal’s I[P address.

Comm PWD: It is the FacePass Pro terminal’s management password.(Default
is :12345)

Comm Port: The FacePass Pro terminal’s TCP/IP communication port. Please
check the port number in the terminal.

Notice: Create FacePass Pro terminal must input correct IP address, terminal
management password and Communication port.

Click the button [OK] to save the information. Can see a saffron yellow terminal icon

1). Please move the cursor to the terminal icon it displays as follows:
4 N

Terminal Number: 1

Device Name: 2

Device ID: 2

Communication Method: USB

Connection State: Abnormal
N Y,

The connection state should be normal. So please do communication operation with
machine (i.e. Synchronize time). When connection state is normal, terminal icon will

H
become blue (‘wma),
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5.1.2. Modify Unit
Choose the terminal and then click [Modify Unit], the following window pops up:

Terminal Nanagement &|

Device Type

TR T acial Yenify FacePass

Teminal Info

Communication Pararmeter
Terminal Ma. |1—
Deviceld ' | [IPaddress [
(Check Device ID from the device merul |- o —
Device Name |1— ,7
Carnrm Port 3302
Device Group ’m

Tih status | Feal status -

Ok | Lancel |

Modify the information and then click the button [OK] to save the modification. Click
the button [Cancel] to cancel the modification.

Notice: If the “No” is already exist in the software, following message box pops up:

S5¥stem prompt

\-‘f’/ Mready have the machine number and the device ID

Click the button [OK] to set the Unit information again.

5.1.3. Delete Unit

Choose the T&A unit and then click the button [Delete Unit]. Following message box
pops up:

Please confirm. ..

<P Thi= operation will deal with the selected machine:
\"t{j 1 [Headafficel]

Are wou sure to continme?

Cancel |

Click the button [OK] to delete or click the button [Cancel] to cancel.

5.1.4. Right Key Menu

Select terminal icon right click and perform the menu:

&  Select Al
() Reverse Selection

Device information

[Select All]: Select all the terminals.

[Reverse Selection]: Select the terminals which are not selected. Cancel the
terminals which are selected.
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5.1.5.

5.1.6.

Device Information

Click “Device information”, display device information as follows:

Device Informatiar

Uzer Murmber E

FPazzward MHumber |2

Mew recards Mumber |2

Total records Hurmber |2

Firrmware “Werzion |2' 2.8

Device SN |IIIEE'-IZI'I 0071 3400002
Betrieve Cancel

Click the button [Retrieve] to retrieve the terminal information. Click the button
[Cancel] to close the window.

Synchronize Time

Synchronize the terminal’s time with the computer time. Click the button
[Synchronize Time]. Following message box pops up:

Please confirm...

This operation w
‘_?/ 1 [Headof:
\ Are you

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Some operation information displays in the main interface as follows:

[2009-03-18 13:49:24]Synchronizing time...
[2009-03-18 13:49:25]1[Head office] Synchronization successful!

Terminal Parameter Settings

Click the button [Terminal Parameter]. The [Terminal parameter settings] interface

pops up:
The “Initialize unit” and “Clear record” function suit for the FacePass terminal.
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|: Device Parameter Settings @
Matching Precision :"
Record Alarm Threshold Value(0-5000) Sleep time{0-250 rminute]
Time Period between Repeated Clocking(0-250 minute] Wolume((-5)
Intelligently Update FP Template jv D ate format :l'
‘Workcode Prompt j' Tirne format :l'
Ring Function :"
“wiegand Mode hd
Fired \wiegand Area Code{0-254)
Lock Relay Time(0-15 second)
Door Contact Alarm Delay(0-250]
FacePazz device without above functions
Initizlize: Device | Clear Device | | |

[Initialize unit]: The device will resume to factory settings. All data will be cleaned
up. Attention should be taken for this operation!

Click the button [Initialize Unit]. Following message box pops up:

confirm. ..

@y This eperatien will deal with the selected nachine
doffice]

&/ 1Dt
Are you sure to contimme?

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Some operation information displays in the main interface as follows:

[2009-03-18 13:52:59]Initializing...
[2009-03-18 13:53:01]1[Head office] Initialization successful!

[Clear Device]: Click the button [Clear Device]. Following message box pops up:

Please confirm...

@ This operation will desl with the selected nachine
st/ 1Deadotfice]

Are you sure to continue?

Cuct

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Following information shows on the main interface:

[2009-03-18 15:14:15]Clearing time attendance records...
[2009-03-18 15:14:16]1[Head office] Initialization successful!

5.1.7. Download New Record

Click the button [Download new record]. Following message box pops up:

Please confirm...

@ This operation will desl with the selected machine
st/ 1leadotfice]

dre you sure to continue?

Cunct

Click the button [OK] to confirm or click the button [Cancel] to cancel.
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Following information shows on the main interface:

[2009-03-18 15:12:11]1[Head office] Reading attendance records...

[2009-03-18 15:12:12]1[Head office] Read the records completed,
Records: 4 Read successfully: 4

Download All Record

Click the button [Download all record]. Following message records pops up:

Please confirm...

@y This eperatien will deal with the selected nachine
s/ 1Deadoifice]
Are you sure tinme’

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Following information shows on the main interface:

[2009-03-18 15:13:23]1[Head office] Reading attendance records...

[2009-03-18 15:13:24]1[Head office] Read the records completed,
Records: 6 Read successfully: 6

Backup Employees

Download the employee information and employee’s fingerprint templates from the
machine to the computer. You can edit the employee information in the database
Att2003.mdb. The user information is saved in the table “User Info” of the database.
And the fingerprint templates information is saved in the folder “Template” in the
installation directory.

Click the button [Backup Employees]. Following message box pops up:

on will deal with the selected machine

This eperation
o)  1lHeadoffice]
“/ Are you suwre to

continne?

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information displays on the main interface as follows:

[2009-03-18 15:15:07]Back upping employees...
[2009-03-18 15:15:07]Backup employee: 1[Head office]

[2009-03-18 15:15:08]1[Head office] Backup employee information completed,
Records: 1, Read successfully: 1

[2009-03-18 15:15:08]1[Head office] Backuping fingerprints...
[2009-03-18 15:15:08]1[Head office] Backup employees and fingerprints

completed!

Notice: You can stop back upping the employee by click the button on the right
bottom corner. Following message box pops up:
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5.2.

Please confirm...

@ This operation will desl with the selected nachine
«/  iDieadoifice]
hre you sure Lo continue?

Cuct

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Resume Employees

Upload the employee information and employee’s templates from the computer to

the terminal.

Click the button [Resume Employees]. Following message box pops up:

on will deal with the selected machine

This operati
st/ Llieadoifice]
Are

you sure to continue?

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Some operation information displays as follows:

[2009-03-18 15:16:37]Get back employees...
[2009-03-18 15:16:37]Get back employees: 1[Head office]
[2009-03-18 15:16:38]1[Head office] Get back employees completed

Notice:

1. Please make sure that the User ID is existent in the terminal device.

[2009-03-19 15:08:07] Get back employees...
[2009-03-19 15:08:07]Get back employees: 1[Head office]

1[Head office] No such ID existed, recovery failed!

2. You can stop recovering the employee by click the button [Stop] on the right
bottom corner.

Record Supervision

Get the records from the terminal real-time.
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5.2.2.

= ‘- ) @ () Enelish s Communication Hanagement Software V3.9.d =l 4

Unit Mansgement | Record Supervision | Enployees W Rezord U Disk i

] Begin Time 2011-11-09 14:23:58 Checl—in Times 0
JO Frd Time 2011-11-09 14:24:00  Chesleout Times 0

hetivate | Prohibit
vesltine | resltine | Employes Hunber O Other Status Times 0

Eeal Time Management Beal-Time Monitoring Records Information

=l Groups
Groupl -
Group2

Group3

Groupd
Groups

Ho, Name Date/Time Status Desciption  Teiminal Mo/ Device ID Device name Department Fosition ‘Work Code  Identification Method

Activate Real-time

Click the [Activate real-time] button, the status bar shows message: Reading
attendance records.

Now the software is beginning to supervise the terminal, and then collect the
records every 5 seconds. You can review the record information in the [Real-Time
Monitoring Records Information] as follows:

Begin Time 2010-12-17 12:29:24 Checl—in Times O
End Time Checl—out Times O

Emplores Humber O Other Status Times |0

Eeal-Time Monitoring Records Information

When the employee clock in or out, the value of [Check-in Times] or [Check-out
times] will increases one. And the real time record shows.

And the following window which includes the employee ID, Name, Department and
Position pops up:

ID: 8107

Name: David

Dept: RND
Position: Software
Engineer

Prohibit real-time

Click the button [Prohibit real-time] to stop the real-time monitoring. You can see the
begin time and end time of the real-time monitoring in the [Real-Time Monitoring
Records Information] as follows:

Begin Time 2010-12-20 15:32:14 Check—in Times ©
End Time 2010-12-20 15:32:53 Checl—out Times O

Enploree Humber 3 Other Status Times O

Real-Time Monitoring Records Information
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5.3. Employees Management

Employees’ management interface is as following:

[ @ 9 Entinh ) Communication Nanagement Software V4.0.2
=) e i

Becord Nunagement U Disk Bansgensat +

Unit Wamageman t Racord Swpervisien | Smployess Manageass

Y
&

Enplagees Hanagnent

=

Greupd m

B ead Empicyee b . Card o, Name. Sex Faiton Bitnday EmplopDaie  Fhene Addrms Un P P2

Resd atterdnce veceed: cemplered

5.3.1. Add Employee

Click [Add Employee] button, open [Add/modify employee info] window which

includes 2 pages: Basic info and fingerprint registration as follows:

Add/Nodify Employee Info ['g

Basio o |

Mo,
Card No
Name
Password
Sex
bt [ Peadaies ]
Group numper |1 ﬂ ﬂ ﬂ

\dertification Methad | Sept

|

LRI ERIERIE]

D Mo, Bithelay [~
Nation *|  Employ Date ... =]
Posion ]| | Poliical Feature
Education | | ]
prore | Mabile

Native Place |

4]

I

Addess |

Save Cancel

[Basic info]: Edit employee’s basic information.
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[ Add/Nodify Employee Info

Basic Info |

Mo, [B00T
Card No, | 7396985
Name |Uzzv

||«

Dept. | head cifice
Gt | - | J g ﬂ
Userype [NomalUser =]

\dentification Method | Sept

|||

oMo | Bithday 11 =
Haion =] EmployDats /. =
Pasiion Paltical Featuz -

Education - Specidiiy -
Phore| Mabie

Native Place |

El

Address |

Save Cancel

Notice: The No. is exclusive as well as the first digit cannot be 0! And the
administrator’'s name will show as red color

You can also add pictures for employee. There are two ways to add pictures:

1st way: Click [_\|] button, choose employee’s picture stored in PC and open [Edit
picture] window as following,

Click the button [View] to choose one photo. And Crop the photo by the [Cut-down]
button and then click the button [Save] to save as follows:

= Add/Nodify Employee Info K’

Basic Info |

No. [B101

Card o |25
Neme 2

Password |123
e ]
]

El
User type [ Nomal User =
Idendiication Method |6

al 8l x|

oM. | Bithday || =
Hation | =l EngloyDate T |
Posion [ =] PocalFeatae [Paty Menber — +]
Education | - Eo Ty =l
Phae | Mabile
Nalive Place |
Address |

Save Cancel

2nd way: You can install camera to take pictures and edit then save. Make sure
there is camera equipment installed in your PC.
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5.3.2.

5.3.3.

5.3.4.

Click [ﬂ] button, open [Pictures shooting] window as following,

i

Choose camera equipment, and click the button [Take Pic] to take a photo.

Edit the photo by [Cut-down] function and then click the button [Save] to save.

Click the button [ll] to delete the employee photo.

Modify Employee

Modify employee operation is to modify the employee information in the window
[Add/Modify employee Info]

Delete Employee
Delete the employee from the database.

Choose employee from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl] on your computer’s keypad). Click
[Delete Employee] to delete the selected employee.

Transfer Department

Choose the employee and then click the button [Transfer Department]. The window

[Employee Transfer] pops up:

B Eaplorce Tansfer [X)

Please select the department,

= E head office:
88 D
88 RD
i35 ales
88 PiD

ok LCancel

Select the department and then click the button [OK] to confirm or click the button
[Cancel] to cancel.
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5.3.6.

Set Privilege

We can only upload the employee to the authorized terminal.

Choose the employee from employee info list (you can choose some or all the
employee by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the
button [Set privilege]. The [Set privilege] window pops up:

1[Head Office]
O 2[5hanghai]
= Groupz
O 3lesiing]
O #l5henzhen]
O Group3
O Groupd
O Groups

0K LCancel

Choose the terminal and then click the button [OK] to save.

You can find the employee’s authorized terminal in the column [Unit] as follows:

Sex Pasition Bithday  Employ Date | Phane Address IstFP 2ndFP  Unit
N 7 I I R = i
20101217 O O
o o

Judy's fingerprint is in the unit1.
Micheal's fingerprint is in the unit 1 and unit2.
Lizzy's fingerprint is in the unit2.

Copy Privilege

Copy the privilege from employee A to the employee B. And then the employee B’s
privilege will be as same as the employee A.

Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the
button [Copy Privilege]. The [Copy Function and Privilege] window pops up:

B Copy Function and Privilege

Copied Emplores 1D

Input the one employee’s ID. And then you can click the button [&l] to browse the
employee’s privilege in the [Set privilege] as follows:
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[ 1[Head Dffice]
e
[ 3(Eziing]
#[Shenzhen]
O Group3
O Groupd
O Groups
Cancel
Click the button [Cancel] to exit the [Set privilege]. And then click the button [OK] to
confirm or click the button [Cancel] to cancel.
Please confirm...
5.3.7. Download Template

Download user template (face or fingerprint) from the terminal to the software.

Choose the employees from employee info list (You can choose some or all the
employees by using the button [Shift] or [Ctrl] on your computer’s keypad). Click the
button [Download Template]. Following message box pops up:

Please confirm... ﬁ

'\-.I This operation will deal with the selected machine:
Y 22
Are you sure to continue?

OK | Cancel |

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation nformation shows on the main interface as follows:

[2013-10-21 17:10:28]Download Template...
[2013-10-21 17:10:28]Download Template2[2]
[2013-10-21 17:10:30]2[2] Template Download Successed!
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5.3.9.

5.3.10.

5.3.11.

Upload User Template
Upload the employee information and face or fingerprint template to the terminal.

Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl] on your computer’s keypad). Click the
button [Upload User Template]. Following message box pops up:

Please confirm...

@y This eperatien will deal with the selected nachine
s/ 1Deadoifice]
hre you swe to continne?

e

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information shows on the main interface as follows:

[2009-03-19 15:10:18]Upload User and User Template...
[2009-03-19 15:10:18]Upload User and user Template: 1[Head office]
[2009-03-19 15:10:19]1[Head office] Upload user and template completed

Delete from Unit
Delete the employees from the terminal via the software.

Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl] on your computer’s keypad). Click the
button [Delete from Unit]. Following message box pops up:

Please confirm...

@y This eperatien will deal with the selected nachine
s/ 1Deadoifice]
Are you sure to continue

Cunca

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information shows on the main interface as follows:

[2009-03-19 15:11:21]Delete the employee from the device...
[2009-03-19 15:11:21]Delete the employee from the device: 1[Head office]

[2009-03-19 15:11:22]1[Head office] Delete the employee from the device
completely

Checking Employee

Search the employee information.

Emplores ID =
Emploree Hame

Checl

Terminal Enploree

Enploree Checking

Search the employee information by Employee ID, Employee Name and Terminal.
Click [Check Employee] button to check the employee’s information.

Department Management

Move the cursor to the department list and then click the right button of your mouse.
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The menu pops up as follows:

E@ Headaffice Employee M
Add Dept
Medify Dept
Delete Dept

[Add dept.]
Click [Add dept.]. The [Input Department Name] window pops up:

Input Department Name

Fleaze Input Department M ame:

Ok LCancel

Input the department name. Click the button [OK] to confirm or click the button
[Cancel] to cancel.

[Modify dept.]

Choose the department which is going to be modified. Click [Modify dept.]. The
[Input Department Name] window pops up:

Input Department Name

Pleaze [nput Department Name:

0K LCancel

Input the department name. Click the button [OK] to confirm or click the button
[Cancel] to cancel.

[Delete dept.]

Choose the department which is going to be deleted. Click the right button of your
mouse and then click the [Delete dept.]. Following message box pops up:

Blease confirm. ..

\_?/ Are you sure to delete the zelected department?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Remark: Right button menu:

Select 11

Cancel Seletion

XX

Transzfer Department
Copy Privilege
#dd Emploree

Modi £y Emploree

Y

‘g Delete Emplovee
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5.4.

5.4.1.

Record Management

~) [ @ ) maim - Communication Nanagement Software ¥3.9.4 = x
— Unit Management Record Supervision Employess M Record M U Disk M
= e S i) Expert Format Text £ile (k. txt) ~ Enpleyse No. Length 8
1 necin Date [ BAES 2011711709 é') EXPV; 1:,21: Ho. :Date/Time:Terminal No.:Sta - Space sy,m,:l Tab
(RN =R 20111106 - SEh e fornat vyvy-m-dd oz - Space symbal Length 1
Eecord Search Export Record
= All Groups
Groupl
Group3 A
Groupd
Groups
Na. Mame Date/Time Status Status Description  Terminal Mo Device D Device Mame Dept Paosition Work Code  Identification
< >
0% I
Record Search
M%) Begin Date Fri 12/17/2010 - E"“']
[ Erd date Fri 12/17/2010 - | Search
record
Record Search
Set the Begin Date and End Date as follows:
4 December 2010 3
S MT WTTF 5
1 2 3 4
5 6 T 8 91011
12 13 14 15 16[1T]13
19 20 21 22 23 24 25
26 27 28 29 30 31
Today
Click the button [Search record] to search the record.
M. MHarme DatedTime Status Status Descrption  Unit Mo, Unit 5/M
p[379 Peter 32042009 1002870 AM | In 1 300
366 Jack 202009 10:28:37 Ak In 1 300
387 [LET 3202009 10:28:34 A In 1 300

5.4.2 Export Record

Set the export format, export file and time format.

Export Format Text file (. txt)
Export Field ¥o. :Datef/Time:Unit Fo. ;Statuz -

Time format ¥¥¥¥ mm-dd hhimm:ss
Export Record

Export format: 3 formats optional: text file (.txt), CSV file (.csv), Excel files (.xIs).

= Emploree Ho. Length B
Space symbol .

+ Space symbol Length 1
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5.5.

Text file (. tat)
CZV file (*. csw)
Excel file ik xls)

Export field: Choose the fields which are useful for you.

I:‘Hame
DatefTime
[#]Unit He.
[Jtnit name
Status
DStatus Hame
I:‘Department
DPosition

Time format: 4 optional formats

wemm—dd hhomm: ==
vy¥yy—m—d hhomm: ==
yr—mm—dd hh:mm: ==
yyyymmddhbhmm==

Employee No. length: Set employee No. length, the default is 6 digits.
Space symbol: Space symbol to separate fields
Space symbol length: Space symbol bit

After setting completed, click [Export record] button, open [Save as] window,
choose save file directory, input file name, click [Save] button. The system prompts
as follow:

System prompt

\:;/ Records have been exported to “ E:%Test\Report\K§-Rep. tzt *

Click the button [OK] to confirm.

U Disk Management Program

U disk management program use for load the data from USB flash disk to database.

Read the attendance record from USB flash driver, must make sure all data store
under root directory in the USB flash driver first.

The shows as following:
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5.6.

5.6.1.

i) |l ) @ () English s

-

Communication Management Software V4.0.4 S | B o

U Disk 1\ - j-

42 Find U Disk Read Records
from U Disk

U Disk Management

El- All Graups

Device Management ~ Record Supervision = Employees Management  Record Management | U Disk Management

4

The emplayee [D in thiz record iz not existent! 5 20131017 09:56:58 -
The employes |D in this record iz not existent! 5 20131017 09:57:48
The employes |D in this record iz not existent! 5 20131017 09:58:00
The employes |D in this record is not existent! 5 20131017 09:58:07
The employes |D in this record is not existent! 5 20131017 09:58:15
The employes |0 in this record is not existent! 5 20131017 09:58;28
The employes |0 in this record iz not existent! 5 20131017 09:58:34
The employes |D in this record is not existent! 5 20131017 09:58:37
The employes [0 in this record iz not existent! 5 20131017 09:58:47
The employes [0 in this record iz not existent! 5 20131017 09:58:53
The employes [0 in this record is not existent! 5 20131017 03:58:55
The employes |0 in this record is not existent! 5 20131017 03:58:58
The employes |0 in this record is not existent! 5 20131017 03:55:02
The employes |0 in this record is not existent! B 20131017 10:00:54
The employee |0 in this record is not existent! 6 20131017 10:01:02
The employes [0 in this record is not existent! 6 20131017 10:01:08
The employes |0 in this record is not existent! B 20131017 10:01:12
[2013-10-22 03:37:05]Records number: 30 ; Succesz 3

m

Delete the employee from the deviece completed

-

s

Read Records from the U flash disk: First click [Find U Disk] to fine the path of the
USB flash disk, click [Read Records from the U disk] the system will auto read the
data from U disk and export to local database.

Notice: If the local database has had this record already, the system will prompt

“record repeated”.

System Settings

Click the icon [=] on the top left corner, the menu pops up as follows:

o
| Basic Parameter Setting
A T8A state Setting
)T‘, Timing Downloading Becord
k2 -
| Wamagement PF setting

Jjj! Database linking setting

= Exzit system
]

Basic Parameter Settings
Click the [Basic Parameter Setting]. The [Basic Parameter Setting] pops up:
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|= Basic Parameter Setting Ié]
Bazic Parameter
Corn Port Communication delay time(1-10] Seconds 10
Metwork, Communication delay time[1-20] Seconds 20
IP Part 5010
FacePass MTP-SERVER [P 218.171.120.36

[ Communication Failed, Automatically Exit Current Operation
[ InRealtime Maonitoring, YWoice promptz "Department Mame"

[ Clear the data after downloading

Cancel

Com port Communication delay time (1-5) sec.: The default time is 3s.
Network Communication delay time (1-20) sec.: The default time is 5s.
IP Port: Communication port;

FacePass NTP-Server IP: IP address of the device;

o Communication failed, automatically exit current operation: If timeout is larger
than ‘Communication delay time’, software will automatically exit.

o In Real-time Monitoring, voice prompts “Department name”: During real-time
monitor, if employee is access granted, the software will voice prompt employee
department and name.

o Clear the data after downloading: After downloading records completed, delete
the record downloaded from machine automatically.

Click the button [OK] to save the setting.

5.6.2. T&A Status Setting
Click the [T&A Status setting] option, and the [T&A status setting] window pops up:

TeA Status setting x
7\ —
® % FPlease sort it in ascending order.
Status value Srbal Statuz Dezcriprion

» I In

10 Out
2)2 2
33 3
44 4
65 5
EE E
77 7
g 2
939 a

1010 10

11 1

1212 12

1313 13

1414 14

16115 15

Upload to the sslected terminal \

Click the state which is going to be modified. Input the status description.

[Upload to the selected terminal]: Upload the T&A status from the selected
terminal.
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5.6.3.

5.6.4.

5.6.5.

Timing Downloading Record

Click the [Timing Downloading Record]. The [Timing Downloading Record] window
pops up:

Dl T |

Time: 0000 = Add Delete Time

aK Cancel

Enable this function by choosing the [Run Timing Download Record]. You can set 5
time point.

Please use the button [=7] to set a time. And then click the button [Add] to add the
time to the [Downloading Time].

Click the button [OK] to save the setting.

Management PW Setting

Click the [Management PW Setting]. The [Modify management password] window
pops up:

B Nodify management password

Old Pt ‘

MNew Puud: ‘

Comfirm Py, ‘

[Old password]: Default password is empty.

If user has modified password, please input this password which is used to log on
system. If it's wrong, system will prompt,

System prompt

\'{/ e Al sl Aa famree, fleen aior e oo oz

Click [OK] and input old password again.
[New Pwd]: the password user wants to set.
[Confirm Pwd]: Input new password again to confirm.

If confirm Pwd is different from new one, system will prompt:

System prompt

Click [OK] button to input confirm password again.

After modifying completed, click [OK] button to save new password and it prompts:

System prompt

Database Linking Setting
Click the [Database linking setting]. The [Data Link Properties] window pops up:
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5.6.6.

5.7.

5.7.1.

B Data Link Properties 3

Provider \Cunnectlun | Advanced | All

Specify the following to connectto Access data:
1 Select ar enter a database name

[E: \Test\0A3000 AL AL 2003, mdb)

2. Enterinformation to log on to the database::
Username: [adnin |

Blank password ] Allow saving password

Test Connection

[ Ok H Cancel ][ Help ]

Click [-] button beside [1. Select or enter a database name:] to choose the linking
database directory. And then choose database name, click [Open] button to confirm
database linking and exit to [Data link properties] interface. If the database has set

[User name] and [password] already, we must input [User name] and [password] in

[2. Enter information to log on to the database]. After completed, click [Test

connection] to test the connection correctness of the database and system prompts:

Hicrosoft Data Link §|

\:{/ Test connection succeeded.

Click [OK] button and it goes back to [Data link properties] interface. Click [OK]
button and system prompts,

System prompt

\:{/ Dlatabase connecting successful, please restart the software!

Exit System
Click [Exit system]. It is the prompts:

Pleasze confirm... E|

\:‘:J bre you sure to exit?

Cancel |

Click the button [OK] to confirm or click the button [Cancel] to cancel.
User Interface Configuration

Interface Skin Color

Shift the skin color by press the button [©*l®@ <], Follow the Windows XP system
style.
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5.7.2. Change the Software Language

Engllsh

| Argentina

" Chinese _ ':
Crnatlan !

French
Hungarian y
[ talian s
1| Polish B

Choose the language in the option [

5.7.3. Set Quick Access Button

Move the cursor to the icon [Synchronize time]. Click the mouse’s right button. It
prompts:

H\ €2 @ ) English v) 5 Communication Management Software V4.0.4 Elﬂlg

Device Management | Record Supervision  Employees Management  Record Management U Disk Management

@ @ ‘ i Add to QuiclkAcc[e_ss-'ll'oolbar [_-.n l@ &

Add Meodify  Delete Synchronize Device Downlead  Download Backup Resume

Device Device Device time parameter new record  all record Employees  Employees
Devices Managment Device Management

Click the item [Add to Quick Access Toolbar]. And then you can see the quick
access button on the toolbar as follows:

| HW £ @ () English {EI@ Communication Management Software V4.0.4 u_lﬂ:' =
Device Management | Record Supe Customize Quick Access Toolbar _cord Management U Disk Management
— v | Blue -
@ v | Black @ &
Add Modify  Delete Synchronize V| Sitver Backup Resume
Device Device Device time Employees Employees
Devices Managment v | Language
=8 A:II Groups " ,—l \ v || Synchronize time |
Move the cursor to the quick access button. And then click the mouse’s right button.
It prompts:

i 1[0 @ ) Engisn - 0= icati 404 BN EER

Removwe from Quick Access Toolbar
Device Management | Record SL-pnmm—v—nwmymmd Management U Disk Management
— i r
2 @ O N B &

Add Modify  Delete Synchronize Device Download  Download Backup Resume
Device Device Device time parameter new record  all record Employees  Employees
Devices Managment Device Management

Click the item “Remove from the Quick Access Toolbar”.
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6. FAQ

6.1. Fingerprint has enrolled but often gets failure in
identification.

Reason Solution

1. The fingerprint was not captured | Enroll the finger again. Please refer to
properly. illustration of pressing finger.

2. Direct sun light or too bright light. | Avoid direct sun light or other bright light.

Touch the forehead to increase oily level of

3. Too dry finger. the finger.

4. Too wet finger with oil or

: Clean fingers with towel.
cosmetics.

5. Low fingerprint quality with callus

. Enroll other fingers with better quality.
or peeling.

6. Wrong way in placing fingers

when punching inout. Please refer to illustration of pressing finger.

7. Latent fingerprint on the surface | Clean sensor surface (Adhesive tapes
of sensor. recommended).

Place the finger evenly on the sensor with

8. Not enough finger pressure. moderate pressure.

9. Influence by fingerprint image Enroll fingerprint again. Please refer to
change. illustration of pressing finger.
10. Fingerprint not enrolled yet. Place enrolled finger.

6.2. The machine cannot connect with PC.

Reason Solution
1. Communication method not set Select the correct communication
correctly. method.
2. Cable not plugged firmly or cable Plug the cable firmly or change another
hardware problem. cable.

3. Not able to connect COM (wrong COM Please enter the right COM No,

No.).
4. Not able to connect TCP/IP (wrong Refer to the manual for connecting Time
setting). Attendance terminal.
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6.3. No records found though employee has clocked
in/out.
Reason Solution
1. Unit power break for a long time (time . .
turn to zero as default). Synchronize the time.
1. Add records manually.
2. Minority employee fingerprint false 2. Adjust fingerprint matching precision.
accepted. 3. Change another finger and enroll
again.
6.4. FP Scanner off
Clock’s time works fine, but FP scanner is off, employee cannot attendance
Reason Solution
1. Unit in dormancy status. Press any key to activate.
. . Restart the machine or change the
2. Fingerprint scanner abnormal. . .
fingerprint module.
6.5. We do not use the ID + fingerprint mode to verify.
Reason Solution
1. Wrong ID entered. Enter the right ID.
2. This user has no right to use 1:1 Set 1:1 identification method for this
identification method. user.
6.6. The unit beeps automatically when no one

punches in/out.

Reason

Solution

1. Direct sun light or too bright light.

Avoid direct sun light or other bright light.

2. Latent fingerprint on the surface of
sensor.

Clean sensor surface (Adhesive tapes
recommended).

Note: If you have any other problems, please kindly email us the log files in zip or rar
(The log files are in Log directory in the installation directory of the software)!
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