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PREFACE

This manual introduces you to time control management software settings
and features to get you up and running in no time.

This software focuses on three types of application:
= Time & Attendance Only;

= Door Access Control Only;

= Both Time & Attendance and Door Access Control.

When using this manual, please note the following:

Setup Chapter Important Note
TIME & ATTENDANCE 1,23 Skip chapter 4
DOOR ACCESS CONTROL 12,4 Skip chapter 3

TIME & ATTENDANCE

AND DOOR ACCESS CONTROL | 1234 All chapters




Chapter 1

INITIAL SETUP

This chapter provides you with quick and simple instructions on how to get started with
the software.

MINIMUM SYSTEMS REQUIREMENTS
- Pentium 1l 450MHZ and above

- 128 MB of memory

- Windows 98 or hlghef Recommended allocation
- At least 14 MB free disk space for software of 100MB or higher for
- Hard Disk Drive, CD ROM Drive
- Dot Matrix Printer/Laser Printer

INSTALLATION
The software files are shipped ina compressed format and @

automatically decompressed during the installation process.
Therefore, to install and run the software on your computer,
you must first run the setup program.

company database

Do not copy the soft-
ware files into a di-
rectory on your hard
disk!

There are 2 ways to run the setup program:
1] AUTORUN

Insert the software CD into your computer’s CD-ROM drive, the system will automatically
run the Setup program.

2] MANUALLY (In case your CD drive does not support AutoRun feature)

Insert the software CD into your computer’s CD-ROM drive.

Make sure Windows 98 or higher program is running on your computer.



Run [

o= Type the name of a program, folder, document, or
s Internet resource, and Windows will open it For wou,

=

a4 | Cancel | Browse, ..

Choose RUN from Windows 98 or higher program - Start Menu and type <D:\Setup> in the Open text
box, click “OK” as shown in Figure 1.1.

For autorun and manually run the setup program, please follow the onscreen instruction. We recom-
mend you to accept all the preset options for the most complete installation.

At the end of the installation, a shortcut will be created on the desktop. If the shortcut is not created,
follow the steps below to create one on your desktop.

1] Move the mouse or pointing device to the Start Menu at the bottom left of the screen.

2] Click on the right mouse button, and a menu will appear.

3] Click Explore, and a Windows Explorer will appear with contents of Start Menu folder.

4] Double click the Programs folder.

5] Look for the software.

6] Use the right mouse button to click on the software and drag it to the desktop. Release the mouse
button, and a menu will appear. Do not maximize the Windows Explorer because there is no room
to drag the menu to.

7] Click Create Shortcut(s) Here.
8] The shortcut will be created on your desktop.



GETTING STARTED - SOFTWARE

Once installation is complete, you can run the software by the 2 ways shown below:

GRCESESCREE ¥
Programs Gtk For Windows 7
Google Deskkop 3
@ Documents
oogle Earth 3
% Settings 3 Cj Google Web Accelerator 4
% Search " i Adobe Reader 6.0
@ Help @ Audacity
3% w£] Changelog
22 Run... ) Google Talk
(& Internet Explorer
& Log OFf Administratar,.. \i M3SM Messenger 7.0
L'ﬁ] Cutlook Express
@ Shut Down. .. 3
n Pandion

@ahnut:(nnﬁg - Mozilla FirE...| E ‘Windows Media Flayer

1] Click on the Start Menu bar and choose programs. Point to the icon of the software and click on it
as shown in Figure 1.2.

Figure

2] From the Windows desktop, double click the software icon as shown in Figure 1.3. If you are running
the program for the first time, Setup Wizard will be launched.

SETUP WIZARD

This Setup Wizard will guide you through the initial setup of the software. The following sections
describe the wizard screens and the information required. Follow the wizard and the system will be
ready for use.



The languages in Fig-
ure 1.4 might not be
displayed correctly if
the PC does not sup-
port some languages
used. The incorrect
display does not inter-
fere with the working
of the system.

LANGUAGE SELECT [ =
A plal ] G i Baahic B

AEFEMELAEBETEEE Chinnse Simphbied
AREHTELE Y ERERE Chinoss Tradrmal
Select tis option for Enghsh version | Fngiish |
Choisissez cette option pow la version Francaize Fronch
Dieze Option flr dis deutsche Version auswahlen Gesman
Pilih epsi inl wluk versi bahasa Indonesia Indanesian
Pilh pilhan ini untuk versi Bahaza Malaysia Halaysian
BN&.PHT. ITY OUKK ROR P".‘":CICO'] nepcHK [
Seleccime auta opidn pars ls version m il Spanish
1éandndandd mdunaniunimdenns Thai
Chen o chon ndy cho ban TEng Wat Visamese .

Saboct

A selection of languages offered in software is as shown in Figure 1.4 select your preferred languange

for the software.

WELCOME MESSAGE FOR THE SETUP WIZARD

4% Founder etup Wizard

JR=TEY

Congratulation! vou have successiully installed this IPTime software inta your

compLter system

I & smart Setup Wizard which wil guide youto enter some simple parameters to

complete this one time initialisation process

Please locate your Product Key' code and enter it in the space below. You can find
this coe on the genuing softwars hologram sticker on the cover of the software

setup €D,

— T

Help

Cancel | = Back |

Hest = |

Finish |

Key in the product key in the 3 boxes shown in Figure 1.5 and click “Next” button to proceed. You may
find your product key on the genuine hologram security sticker on your software setup CD.




DATE/HOUR FORMAT
==

This: IPTime: softwars keeps attandancs records according to date andtims of a
user's clocking

By defautt, the system abways records the time in 2400 hours format.
Howy do you wart the deate to be recorded 7

Select one of the option from below and an example of current's date and time is
displayed for your reference.

£ WM DD S
DD M [
WYY M /0D

Excample of dats & time:—
120032008 0932
Help Cancel | = Back | Hest = | Finish |

This format setup as shown in Figure 1.6 allows you to select the required date format based on your
company’s or country’s preference.

1] Click on the radio button to select the required date format. MM is the month, DD is

2] Click “Next” button to continue. the day and YYYY is the
year.

DAY TYPE

Setting up of day type as shown in Figure 1.7 functions to specify the keywords that represent the day
type for each day of the week. We recommend you to accept the preset choice (default setting by the
system) and they are:

1] Normal working day default is ‘WORKDAY’ For some Muslim coun-
2] Non-working holiday default is ‘HOLIDAY’ tries, Fridays are rest
3] Other non-working days default are ‘RESTDAY’ or ‘OFFDAY’ \c/‘v?;i dz;g Sundays are
4] Click “Next” button to continue. '




A working thay i & day which requires one's present to work, or ofherwise it can be
a holidary or restelzy, etc which dont need himher to come to work:

By defaull the system have suggested the folowing special key words to represent
each of the alove day tyses, if vou want, you may wish to change them. For ease of
reference, it recommencsd you dont changs them

The normal working day is WHORKDAY

The non-warking holiday is HOLID&Y

Cther non-working days are RESTDAY
OFFDAY

Hel Cancel | = Back | Hest = | Finizh

DAILY WORK SCHEDULE

3% Founder Di

[EE]|

Setup Wizard

In order for the system to sutomatically determine the hest appropriste clocking time
glot for the clocking of the user 1D, | need you to tell me the time intervals of your
weorking schedule for each day of the week.

Also, you ars required to indicate for sach weskday sither & working day o &
restdlay from the tay typs you have defined earlier

Wisskday Day Type In Bresk | Resume | Out o1 Done
Sunday RESTDAY - Figure
Monday [WORKDAY 09:00 17:00
Tussday WIORKDAY 0300 17:00
(Wednesday [WORKDAY 03:00 17:00
Thurstiay WORKDAY 0300 17:00
Friday [WORKDAY 03:00 17:00
Seturday WORKDAY 0900 13:00
Help Cancel = Back et = Firish




In order for the system to automatically determine the best appropriate clocking time slot, the wizard
needs you to specify the official work time for all the days in a week (Monday right up to Sunday).

As shown in Figure 1.8, you can click on the drop list from day type column to indicate the day type
for each weekday.

Fill in the official work time in the appropriate time slot. @

Column IN and column
Column Definition for Column Degree of Importance OUT are a must. The other
In The first in time Compulsory columns are not compul-
Break Out for lunch Optional ;%ré /E;‘;Lﬁo;:j:f S:éucr?)ﬂ
Resume Back from lunch Optional umn RESUME. If you use
Out Going home Compulsory column OT, you must use
ot Start time for overtime Optional column DONE; they go in
Done End time for overtime Optional pairs.

Click “Next” button to continue.

PASSWORD AND CONTACT

- Setup Wizard E
Mowy come to the part wehere you might wart to protect this program from
unauthorizer usage

You can enter your secret password using maximum of 10 alpha-numeric characters
t0 pratect it for authorised usage only, or leave it blank if you dont reguire it now

At your conwinert, you can always actiavte or deactivate this password protection
should you decided to change it ot a lster stage

Password
Retype

Firlly, wou may briefly introduce yourself to me so that we may contact each other in
future, that is, if you warnt to.

Company I

Name [

email |

Courtry [ United Arab Emirctes =]

Help Cancel | = Biack Moo = | Firish




1] This function allows you to protect the system from unauthorized entry. Once this is defined, an
Enter Access Password dialog box will appear the next time you log on.

2] Enter your password using a maximum of 10 alphanumeric characters in the password field as
shown in Figure 1.9 and retype the password to confirm it. Leave it blank if you do not wish to use
this security measure.

3] Enter the company name, the user name and the email for further contact.
Click “Next” button to continue.

FINISH

Well done! Thank you for using this Founder DiGITime software
and we trust that you will find it helpful in your attendance
~  management control.

If you have filled up all the fields as required, clicking the “Finish” button will bring you to the Welcome
dialog box as shown in Figure 1.10. If not, backtrack to provide all the information needed as shown
in Figure 1.11.

#% Founder DiGiTime - Setup Wizard (=] 4}

Click “OK” in Figure :

. You have just completed the few simple steps required by the system to automate
1.10. The SyStem W|” your sttendance system. You may wish to go bsck to any of the previous steps to
prompt you to enter change the parameters, otherwise click the Finish button to conclude this wizard

. setup.
password if password
B ; Upon finishing of this setup, 1l leave you to the IPTime control center. Make sure the
IS SEt_' OtherWIS_e clock terminal is connected to this computer 3 per instruction provided on the
the main menu will "Terminal Quick Installation Guide’. *ou may start enroll new user's fingerprint on the
appear as shown in clock immediately
Figure 1.12. fts bheen = plessure at your service, and once again, thank you for using this IPTime
software and hope you'll have & grest time in exploring this sttendance system.

Help cancel | H I Mext = Finish |




MAIN MENU

#% Founder DiGiTime v2.1.2f

112

Main Menu is a list of icons shown in Figure 1.12 above. It has 9 icons that are individually explained
below, a communication status window and also a search box.

Shutdown Program allows you to quit from the software.

Attendance Sheet provides you with instant attendance results.

History Attendance provides you with historical attendance results.

User Records is to keep track of your user records.

Print Reports allows printing of a list of reports provided by the system.

Finger Biometric Terminal allows you to configure your reader settings.

System Configuration is use to set the company’s requirements before the ac-
tual usage of the software.

Connect to Internet Server allows you to register online and to download the lat-
est updates. The CD-ROM update is also accessible here.

] Quick Advisor provides you with links to the seven most useful functions of the
software.




UPDATE SERVICE

+ Connect to Founder DiGiTime interns -3 =]

Internet Software Download provides you the latest release of this
software from our internet server as per our software update policy.
Connect to our internet server to download the latest software
release with improved enhancements and features.

&0

Company | piGTime

Server I

Download I

e-mail: support@digitimecnline.com

As and when an update is available, it will be uploaded into the software Internet Server. To retrieve
the latest updates from the Internet, make sure that the computer is connected to the Internet, then
just click on icon and click “Connect” button as shown in Figure 1.13 to start the process.

If there is an update available, the system will ask you to click on the “Download” button to download
the patch. Otherwise, the system will show that there are no new files that need to be downloaded, and
that your copy of the software is up to date. Just click the “Close” button to continue.

If you do not have the Internet access for the software computer, you may request your vendor to send
you the latest update CD.

To retrieve the latest update from the update CD, just click on the icon and click the CD-ROM
button. You will be presented with a select directory dialog. Point the directory to your CD-ROM drive
and click “Select” button to start the process.



ENABLING HIDDEN FEATURES

You can make all the hidden features visible and functional in the software. To do this you need to set
up from a file in the software directory. Please ignore this if you are using the readers for door access

control only.
=
Fil: Edit Faormat Help
[options] B

Multipleshift=0
FostPayroll=0
Exportattendance=0
Importattendance=0
Minimisewi ndows =0
ExtendaccessCade=0
KeepLogHistory=7

From My Computer, look for \Program Files\software directory and double click on it. From the soft-
ware directory, look for CONFIG.INI and double click on it. When CONFIG.INI is opened, you may see
something similar to the Figure 1.14.

Option Function Default
MultipleShift Enable/Disable multiple shift 0
Post Payroll Enable/Disable post payroll 0
ExportAttendance Enable/Disable export to attendance 0
ImportAttendance Enable/Disable import attendance 0
MinimiseWindows Enable/Disable auto minimise windows 0
ExtendAccessCode Extend to 50 access codes to use to group user for access permission 0
KeepLogHistory To define days to keep log files of downloaded transactions. 7

Enable = 1, Disable =0

To activate any of the features, you must amend the software configuration file, CONFIG.INI accord-
ingly. To activate or deactivate, change the setting from 0 to 1 or from 1 to 0. For example to change
Multiple Shift from disable to enable, change MultipleShift=0 to MultipleShift=1

After changes have been made, save the settings with the same file name, CONFIG.INI and exit from
the file. Restart software for the changes to take effect.



Chapter 2

BASIC SETUP

SETTING UP READER
=

The following terminal control functions are avaiable:

Setup DIGITime terminals a
Fingerprint management

User access codes

Terminal users control

Setterminal date and time

Set automatic download interval
Download data from terminal
Clear all data in terminal
Terminal data audit list

Monitor terminal activities
USB flash disk management
Instant message display
FRIS database server management LI

et

e | |

Reader is an electronic hardware device where an employee scans his/her finger to re-
port attendance. You may configure the reader’s settings from the system by clicking on
the icon on your desktop. A Fingerprint Terminal pop up screen will be displayed as
shown in Figure 2.1 above. Click on Setup terminals on Figure 2.1 to setup the reader.

o



®

for TCP/IP connection.
In order to enable a disabled terminal, make sure the terminal is connected online to your PC before you untick the ‘Disabled” checker.
IMPORTANT: Click ‘Activate Terminal button to activate the terminal in order to able to downioad clocking data from terminal

Specify the ID number and the type of mode! for each installed terminal, and its known communication port for RS-232/485 connection, or its unique IP address

Disabled | Product Key Activation | D Description Model Serial No. | Connection| Baudrate | IP Address

v SNAT-EM2R-H2TS 1 uss 115200 192.168.1.201

Help add | peite_|

erminal | dvanced Setfings | Apply | Close

This function in Figure 2.2 specifies the communication parameters for each installed reader. You
may connect the reader to the PC via communication port or over the network. To do so, you must
assign an IP address in the reader and input the IP address in its appropriate column. To add a new
reader, you must provide a valid product key and press enter. To continue with the software activation,

you must provide a valid activation key.

The product key and the software activation key can be found on the CD sticker.

Reader Serial Number Activation Key

If you are facing problem on the software activation process, please
refer to our software video guide.

ware first.

You will not be able
to download any data
from the reader with-
out activating the soft-




TERMINAL ADVANCED SETTINGS

Terminal D Madel [ | Baudrate 115200 =
Description \iain Door IF Address 192.168.1 50
Puling Host P Connection TCRIP -
No attendance records r Communication Key
Language English - Sleep time 1= olcock
Date format YY-MM-DD B Power off time 1= o'cock
Voice on - Power on fime 1= ochck
1:N Threshold =] SDK version 6011
1:1 Threshold 25 3: Firmware version Ver6.18 Jan 42008
Cryis He & Administrator ]
Wl minute = User
Idle action Sleep Mode ¥ Fingerprint
Lock delay 150 (x20ms) ik L9
Wiegand format = User log

Help Defaut Setings | Setsettings | Update Firmware | cose |

The Terminal Advanced Settings function as shown in Figure 2.3 enables user to change the reader
internal settings from the software. To access to Terminal Advanced Settings, click the Advanced Set-
tings button as shown in Figure 2.2. With this Terminal Advanced Settings, user could change settings
in reader. Please find the details of each option as below,

Terminal ID - To specify the terminal identification number.

Model - To choose from a list of reader models.

Description - To describe the terminal’s details for example Terminal 1 is described as located at the
front entrance.

Polling Host IP - To retrieve and to display the host IP. (Only a computer with this IP address can down-
load the data from the reader.)

No Attendance Records - Putting a check on this box will provide no attendance records at all. This func-
tion is suitable for reader for door access only.

Language - To choose the language for the reader.



Date format - To choose the date format from the list to be displayed on the reader.
Voice - To enable or disable voice emission in the reader.

1:N Threshold - Specify the value for 1:N matching threshold in the reader, which means the amount of
total point that will be read by the scanner during verification. The valid range of the threshold should
be between 0-50; the recommended range is 45-50.

1:1 Threshold - Specify the value for 1:1 matching threshold in the reader. The valid range should be
between 0-50. The recommended range is 35-50.

Only 1:1 - To specify the verification method for the terminal. If “No” is chosen, the reader will work on 1:
N as well as 1:1 methods. If “Yes” is chosen, the scanner will not respond to a fingerprint input unless
the user inputs his/her ID.

Idle Minute - To specify the number of minutes to trigger the idle action with either power off or sleep
mode. Choose value “0” could disable this function.

Idle Action - To specify the idle action with either power off or sleep mode.

Lock delay - To specify the timer of the door after verification is done and before the door is shut again.
This function is for door access usage.

Wiegand format - To specify the Wiegand format used. Wiegand format is another communication
interface besides ethernet, RS232 or RS485. Wiegand format normally is integrated with a third party
software or a controller.

Baudrate - To specify the Baudrate of the reader, which is the data transmission speed for device to
computer. This is only effective when the RS232/RS485 communication methods are used, ignore
this if using TCP/IP. Leave the value as 115200 as default.

IP Address - To specify the IP Address of the reader. This is only effective when the TCP/IP communica-
tion method is used.

Connection - To choose from the list of connection types available. Ethernet, RS232 or RS485. Choose
only one.

Communication Key - To specify the communication key, a hidden password for software to communi-
cate with device which has already being set in the reader; the default value is 0.

Sleep Time - To specify the time for the reader to rest.
Power Off Time - To specify the time to turn off the reader automatically.

Power On Time - To specify the time to start the power on the reader automatically.



SDK Version - To display the SDK version of the reader.

Firmware version - To display the Firmware version of the reader.

Administrator - To display the number of administrators available in the reader.

User - To display the total number of users available in the reader.

Fingerprint - To display the total number of fingerprint templates available in the reader.

Password - To display the total number of password users available in the reader.

User Log - To display the number of transactions being done in the reader.

Get Settings - Click to get the current settings of the reader.

Default Settings - Click to get the default settings of the reader.

Set Settings - After changes have been made, a click on this button will update settings to the reader.

Update Firmware - To update to the latest reader firmware. You may get this firmware update file from
resellers.

Close - To close the Terminal Advanced Settings window. Firmware file is always

in .cfg format




2]

SYSTEM CONFIGURATIONS

This chapter will guide you to set up the system configuration and the reader based on your company’s
time policy. This function is activated by clicking on the icon at the Main Menu. It tells the whole
company’s time policy before actual usage of the software. It consists of the following topics as shown

in Figure 2.4.

#% System Configuration i IEIIﬂ

The follovving configuration components are avalable:

Drate f Hour faormat -
Dy type

Leave type

Clocking schedule

Group duty roster

Company & contact person

Change password

Preferred language

Re-build database indexes

BackupRestore database files

Department defintion

Section definition LI

Comfigure |

Help | Apply | Cancel

DATE/HOUR FORMAT

This function is to set the display format of date and time throughout the system as shown in Figure
2.5. You may choose from one of the three formats and the sample of the date will be displayed. You

may also choose the choice of hour presentation format you like.

1] Double click “Date/Hour Format” and select the required date and hour format that you wish to

implement.

Please refer to
the individual top-
ic for elaboration.
You may ignore
whichever is com-
pleted during the
setup wizard.




2] There are three types of date format available:-
* MM/ DD /YYYY indicates month, day & year MM is the month, DD is the
* DD/ MM / YYYY indicates day, month & year day and YYYY is the year.
*YYYY /MM / DD indicates year, month & day

3] Two types of hour format available:-

* hh.hh indicates time in hour. For example, 08:30am will be presented as 08.50
* hh.mm indicates time in hour & minute. For example, 08:30am will be presented as 08.30

4] Upon selection, click “Close” to confirm date format.

Date / Hour Format

Choosze one of the option fram the follovving to display the attendance's
cate and calculated hour: -

MM DD Y
Example of date & time:-

|18.l'03.l’2008 11555

" hhhh Example of hour:-
13.39

£y Fhib J DD

% hh.mm

Help | Close |

DAY TYPE

This function is to specify the keywords that represent the day type for each day of the week as shown
in Figure 2.6. Please IGNORE this if you are using the reader for door access control only. We recom-
mend you to leave the settings as default. To change the settings:

1] Double click on “Day Type” at the System Configuration window.
2] Specify the keywords that represent the day type:-
= Normal working Day is WORKDAY.

= Non-Working day is HOLIDAY.
= Other non-working days are RESTDAY or OFFDAY.



Day Type

The normal weorking ey is

The non-working holiday is

Cther non-working days are

IWORKDAY
I HOLIDAY

I RESTDAY
I OFFDAY

Plzazs enter the special key words for the working day, holiday and restday eto:-

wages ¥ %
ork: 0T Diff.0T

W 100
I_

_I_I
11T

Help |

Cloze

d

3] The column “Wages x %” is
available to calculate the gross
payable amount for work and
overtime. Define the Rate/
Hour in User Records and the
overtime percentages, the
Gross Wages Report will be
able to present the payable
work and overtime amount.

4] Click “Close” to save changes.

LEAVE TYPE

This function specifies the type
of leaves allowed in the system
as shown in Figure 2.7. Please
IGNORE this if you are using the
reader for door access control
only.

Abhzent on working day is

Cther type of lesves are

Pleasze enter the specisl key words for absent leave, and any
ather leaves: -

ABSENT

AMPILAL

SICk,

HOSPITAL

MATERNITY

FATERMITY

EMERGENCY

Help |

Cloze |




Absent on a working day is a special type of leave. This Absent leave means that there is no prior ap-
proval given. An additional 20 different type of leaves are made available for your convenience. Feel
free to change the default descriptions according to your requirements.

1] Double click on the “Leave Type” and specify the leave types that are applicable to your company.
2] Click “Close” button to confirm the leave type keywords.

COMPANY & CONTACT PERSON
This feature allows you to specify your company name, person of contact and his e-mail for future
correspondence.

Double click on the “Company

& Contact Person .and enter s N
your name and email.

Cotmpany I DiGiTime

ROC Mo |

Address

Coritry I Malaysia

[/
El
[
Phane Mo I— Faix Mo l—

email I

Name I

Help | Copyright 2001-2008 HRM System (All Rights Reserved) Close

CHANGE PASSWORD
This feature allows you to protect the system from any unauthorized entry.

1] Double click on the “Change password” under System Configuration and enter your password using
amaximum of 10 alphanumeric characters and retype the word to confirm your password as shown
in Figure 2.9.

2] Click “Close” to save record.



Change Password

Please type in your newy password using maximum of 10 @

alpha-numetric characters:-
Log on under “Login”
account will enable
. g - the user to enter
ASSWaL £ i

; the software to view
(L IW I the data. If the user
Adiiiiar IM IM needs to make any

modification, he/she
must log on as an

Help | Cloze | administrator.

PREFERRED LANGUAGE
This system is capable of displaying multiple languages, such as English, Arabic, Russian, etc.

# x|

Ao palanV i daull jloalilas yial Arabic =
BWEERBALLAEE & EEREE Chinese Simplified
%ﬁﬂﬂt]ﬁ E Llﬁﬁ@ﬁﬁ%%ﬁﬁlﬁ Chinese Traditional
Select this option for English version T
Choisissez cette option pour la version Francaise French
Diese Option fiir die deutsche Version auswahlen German
Pilih opsi ini untuk versi bahasa Indonesia Indonesian
Pilih pilihan ini untuk versi Bahasa Malaysia Malaysian
BHBEPUTE BTY OLMK OIS PYCCKOW BEpCHH Russian
Seleccione esta opcidn para la versicn en Espanol Spanish _
\dandndnnidiisunastunimdonagu Thai 0
Chen Iua chon ndy cho ban Téng Vigt Viethamese

Select

Once activated, you will be presented with the various language options as shown in Figure 2.10.

1] Double click on the “Preferred language” and choose your language.
2] Click “Apply” button on the System Configuration to confirm.



REBUILD DATABASE INDEXES

This function is used to rebuild all the database indexes. Nor-
mally, this is not required unless your indexes are not up-to-
date or corrupted.

Double click on the “Re-build Database Indexes”; and all the
indexes will be rebuilt in seconds.

BACKUP/RESTORE DATABASE FILES

The languages in Figure 2.10
may not be displayed correctly
if the PC does not support some
languages used. The incorrect
display does not interfere with
the working of the system. The
selected new language will be
used the next time you login.

Backup/Restore Databases

Click the 'Backup Databsse' option if you want to backup the current
databaze into & compressed file, or click the 'Restore Database' option if
wou wwant to restore and overwrite the currert database with the

previous backup file.

o ackup Databas

" Restore Databass

“criprogram filestfounderidigitime backup 20030429 zip |

Perform automatic backup everyday at:

B

0oo oclock

Help | Appky |

Cancel |

This function is to backup the existing database to a storage media, or to restore the database from

the previous backed up database into the system as shown in Figure 2.11.
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Select Backup Database

Select Restore Database

Change the file name and click the “Apply” button to execute the backup process. @

Click the “...” button to select the backup file you want to restore from Current database will
and click the “Apply” button to start the restoration process. be replaced with the

latest database after
Perform automatic backup everyday at restoration command

Input time in this format hh:mm; e.g. input 13:00, and the system will do is performed.
backup automatically at 1:00pm every day.

DEPARTMENT DEFINITION

Below iz & tsble consists of user-definable department
Names.

Depattment Pazsword [ =~
Human Resources ]
Account rrrrerer
Sales rrrrerrery
Adminiztration prasrararas
Production rTrryyry

-

qure add a mew record, press the down-amow key when it is at the

om of the list.

remiowve 3 record, just erase the description.

Help | Close |

As shown in Figure 2.12, you can use this function to define your department by name. There are three
things you can do here. They are: -

1] Add a new department name.

2] Edit a department name.

3] Remove a department name.




To add a new department, use down-arrow key to move the pointer point
to the bottom of the list then enter the new department name.

To edit a department name, point to the selected department name then
change the description.

To remove a department, points to the selected department then erase
the description.

If a password is defined
next to the department,
when software is logged
in with this password,
the data will only show
those corresponding to
the department.

SECTION DEFINITION

Section Name Definition

Below iz & table consistz of uzer-definable section

Names.
Section —
CweErseas

-

To add a new record, press the down-amow key when it is 3t the
bottom of the list.
To remowve 3 record, just erase the descrption.

Help | Cloze |

As shown in Figure 2.13, you can use this function to define your section by name. There are three
things you can do here. They are: -

= Add a new section name.

= Edit a section name.

= Remove a section name.




To add a new section, use down-arrow key to move the point-
er point to the bottom of the list then enter the new section
name.

Section can either be above or un-
der a particular department. For
example, if a section is defined by
To edit a section name, point to the selected section name then }g'”g Ca‘e,g‘?try such atSh‘LtOgat';]aL”d

- verseas’, it means that both Lo-
change the description cal and Overseas can place higher
To remove a section, point to the selected section then erase than Department, thus can contain
the description the departments mentioned in the

! Department Definition.

Section Name Defin

Belowy iz & table consists of user-definakble section
names.

Section =

unt
Account Receivable
Credit Contral

-

To add a new record, press the down-amow key when it is at the
buttorm of the list.
To remove 3 necord, just erase the descrption.

Help | Close |

If a section is defined as Figure 2.14, this means that the following section falls under a department,
whereby a department can further be segregated. For example, Accounts department can be divided
into several units such as Account Payable, Account Receivable and Credit Control, as shown in
Figure 2.14.




REMARK DEFINITION
You can use this function to define your remark. There are three things you can do here. They are: -

= Add a new remark
<« Edit aremark
= Remove a remark

To add a new remark, use down-arrow key to move the pointer point to the bottom of the list then
enter the new remark.

To edit a remark, point to the selected remark then change the description
To remove a remark, points to the selected remark then erase the description.

Attendance Remark Definition
Below iz & table consists of user-definable remark for
attendance.
Remark Cocle | =

oo

Check Out 01

CTin 04

OT Ot 05

-

To add a new record, press the down-amow key when it is at the
bottom of the list.
To remove 3 recond, just erase the description.

Help | Close |




Add Extra Code for Attendance Remark Definition
As shown in Figure 2.15, you can specify remarks with code values.
System can only recognize the codes as described in table below:

Code Description/Remarks

00 Check In
01 Check Out
04 OTIn

05 OT Out

The purpose of specifying the code is to allow understanding of staff movements in Door Access reports such
as “Staff Movement Analysis”, “Terminal Activity Report” and “Terminal Transaction Listing”.

These codes will only be applicable if user press the respective function
at the reader, whereby “Check-In” is button UP, “Check-Out” is button
DOWN, “OT-in" is button ESC and “OT-out” is button OK.

IMPORTANT!

Before exiting the Sys-
tem Configuration, click
“Apply” button after
each of the above set-
ting is set.

You do not need to press any check in or out button during verification.
System will capture your attendance data and compare with the preset
working rules in clocking schedule. System will locate your attendance
data in related time slots.

SET TERMINAL DATE AND TIME

Set Date

e

Pleaze specify the date and time to be set in the dats terminal.-

I 18032008 13.40:34

Help

Cloze |




This function as shown in Figure 2.16 is used to send your date and time to the reader according to
the PC’s time. This is used in the event that the reader’s date or time is inaccurate during the first
time installation.

SET AUTOMATIC DOWNLOAD INTERVAL

Use this function to specify the time interval for the system to
automatically dovenload the clocking data from the data terminal:-

| o Secondis)

Specify the time interval for the system to activate the automatic
dowvnioad process before and after each clocking time:-

o Minuters)

Specify daily dovenlosd timer for the system to activate the automatic
download process everyday.

oo o'clock
0:on o'clock

M Cloze

This function specifies the interval time in which the system will automatically download data from the
reader and drop it into the Terminal Data Audit List.
As shown in Figure 2.17, you can fill up the value in the 4 fields according to your needs:

Specify the time interval in seconds. Default setting is O second.
For example, if the time interval is set as 60 seconds, it means that the data will be automatically
downloaded every 60 seconds.



Specify the time interval for the system to activate the automatic download process before and after each clock
time. Default setting is O minute.

For example, if the time interval is set at 30 minutes and the “IN” time is at 9:00am, the “OUT” time is
at 18:00pm, the system will activate the automatic data download from the clock 30 minutes before
and after the “IN” time (between 8:30am to 9:30am) and 30 minutes before and after the “OUT” time
(between 17:30pm to 18:30pm).

Specify 2 daily download timers for automatic download everyday.
For example, if the first field set is set to 09:30 and the second field is set to 19:00. The system will
automatically download data on 9:30am and 7:00pm everyday.

DOWNLOAD DATA FROM TERMINAL

Usze this function to dovenload the clocking transaction data from dats
terminal manually. These clocking data will be remave from terminal
once it has been downloaded to PC.

Please do not interrupt during the dovwnload and converting process.

Close

Help

This function allows you to download data on request. This function will download data residing in the
terminal. The data downloaded will be stored in the Terminal Data Audit List.

« Double click “Download data from terminal”, screen as shown in Figure 2.18 will prompt out.
< Click “Apply” to start downloading data.

CLEAR ALL DATA IN TERMINAL

If you have decided to clear all data in the reader, key in the confirmation code displayed in the field
as shown in Figure 2.19, and click “Yes” button to continue.



Clear All Clocking Data

Usze thiz function to clear away all the clocking transaction data in the
clata termingl permanertly,

I arder to cortinue, you must retype the code provided below to

confirm the process.
] 43965

TERMINAL DATA AUDIT LIST
st ol

4t Clocking data au

Below is the list of clocking data downloaded from clock terminal. Clocking record withalt 10 Siot' indicates current clocking fails to register clocking siot
inthe attendance sheet due to improper schecule

D | UseriD Name Clocking Transaction Date 140 St -
02 (003013 YICTOR OBIT @ ALFRED 16/01/2005 0736 (00 [16101/2005 In

02 (006010 [JAIRIN BIN SAMUD 16/01/2008 07:40 |01 16012008 [In

02 |005011 SITIBOL GLIOH @ LARIUS GLUUH 16m1/200807:40 |0 150172008 |Resume

02 (007021 MAHAZAN MASRUR 16/01/2005 0741 (01 [15101/2008 Ot

02 |00B017  [MOHD LAWEZI BIN JAINUDDIN 1em1200807:41 |0 16012008 |In

02 (006045 MARJKAN ADOS 16/01/2005 0741 (01 [15101/2008 Ot

02 |006055  [UTUH HJ. AMaN 16012008 07:41 |0 16012008 |out

02 (008023 ZEMOSON DOLIMTING 16/01/2008 0741 (01 [16:01/2008 In

02 (004021 CECILIA JOMILO 16/01/2006 0741 (00 16012005 In

02 |0DE0S7  [MALRICE GANE 18m12008 0741 |0 16012008 |In

02 |006051 S AIT DOLINSING 16/01/2005 0742 [0 [15101/2008 Ot hal

Erter your selection criteria for selective transaction viewing:-
5] User ID From Ta Transaction Total

[ [ | | 58353
Help Pause cowet | Egont | purge | gose |

This function allows you to view all downloaded data from the access reader as shown in Figure
2.20.

1] To view the data, press the “Pause” button to stop the downloading process.

2] You are allowed to run convert for attendance or to delete existing records while you are under the
pause mode.

[/




FINGERPRINT MANAGEMENT
3 user Fgerprnt ansgement

List of fingerprint templates stored in PC database for the each users, indicating no. of fingerprints enrolled, type of user
privilege and manual input password

Click the buttons helow to dovwnload users from terminal, update users to termingl, delete users from terminal, or delete users
from PC.

g [=[ |

Select Department: -

Mo | User ID Mame Department Fingerprirt | User Mame | Priviege | Password Card Dissbled [+
000001 |Jahn Bacan Acdmin

000002 |Mark Ray LUzer

000003 |Elizabeth Wilson

000004 |Jennifer Thompson

000005 | dack Burns

User

User

I

User

-
«| | »

Heo | Enolluser | DownloadUser | UpdsieUser | DeleteUser (Teminah | Deleteserpey | Sawelser | close |

This function helps you to manage the user’s data stored in the PC. With this option, you may assign
username, privilege type and password for each user as shown in Figure 2.21. By using the buttons
below the screen, you can download users from the terminal, update users to the terminal, delete us-
ers from the terminal and delete users from the PC.

User ID - To display the enrolled user ID in terminal.

Name - To display the full names of users.

Department - To display department that user belongs to.

Fingerprint - To display quantity of enrolled fingerprint for each user.

User Name - To enter name to show on terminal, max 8 characters.

Privilege - To display and to change the level of privilege of users

password - To display and change the password of users to use in terminals. Password is displayed in
“RRRAET for security.

Card - To display the RFID card ID enrolled with the user ID. Only applicable to readers with RFID functions.
Disable - To block user to verify fingerprint or password or RFID card at terminals.



DOWNLOAD USER

& =lolx]
Download Users from Ter

List of fingerprint templates stored - Br
privilege and manual input passwore U this function to downlosd &l (including new) or selected user(s) data
Click the buttons below fo download  from selected terminal to PC. You can ether choose to download & users
from PC. fingerprints, username + priviege + password, or both data set Select Depariment.-
MNa. | User D Mame pagword Dizabled T.1

11000001 |John Bacon “ou may select the range of records by I

2[000002  |Mark Ray D [ - | J I

3000003 Ellza!.aeth Wilzon Uzer D B00001 Jahn Bacon J II:

41000004 |Jennifer Thompson o 000002 |Wark Ray

5000005 | Jmck Furns % 000003 [Elizabeth Wilson I

e 000004 [Jennifer Thompson
s 00000S |Jack Burns
Selected data, | FIngerprint
I Userrame + Privilzge + Password
Help Cancel
Help ‘ Dovvenlogs ser | | Cloge |

By clicking on the button “Download User”, a dialog box will appear as shown in Figure 2.22. It comes
with a range of options. Click option “All” after selecting the correct reader ID to download all the users
from reader. If the user ID exists both in the database and also the reader, it will update the latest
information from the reader, otherwise, it will be stored as a new record.

Update User - This button will upload user records to the reader.

Delete User (Terminal) - This button will delete user records from the reader.

Delete User (PC) - This button will delete user record from the PC.

Save User - This button will store the latest record into the database.



USER RECORDS

# User ID [ 000000 ] A =]
o, | Userip ame Ermp Mo Department Section Group | Reter | Suspend [+
1|a00000 o
2[001001_|vo0 LEE KVLN @ RIS YOO \V004-F B ASSISTANT MANAGD
3[001002 | &N CHEE YLK JIN A057-P [£Dnn CLERK o
4]001003_|SEBRAN @ SAMAT B AHMAT 5022F £DmN SENIOR MANAGER [0
5001004 |JOSEPH MALIK M11-P T CLERK o
6001005 | ESSIE JAMES: 0z7F B CLERK o
7]001006 |JOSEPH BULOHUK 0P [£DmN ASSISTANT MANAGD ~
DiGiTime
Mome
B E—
Sechian
000000 2anze006 B i = =
e Expred
Help Add User | Chenge ID | import User | spoty | cancel |

To utilize software, each employee must register at both the reader and the PC. The user ID record
as shown in Figure 2.23 is equivalent of the punch card. The difference is that an employee does not
need to carry a card. What the user need to do is to place his/her finger at the IP-Bio® IP-Time reader
and a greeting will be displayed indicating the user that the data has been recorded in the reader.

The function of the User ID is to store the Name, Department and Group Duty Roster information of all
employees. It also displays the photograph of the staff.

There are six things you can do here. They are:

= Add a new user = Remove a user
= Attach or remove a photograph = Assignment of staff attendance setting
= Change staff information <« Change ID

ADD A NEW USER

1] Click “Add User” and key in the user ID, employee name, department and other information.

2] The system will automatically update the information of the new user. When the user reports for
attendance at the reader for the first time, the six-digit number associated with him/her will auto-
matically be transferred to this screen during data download from the reader.



ATTACH OR REMOVE A PHOTOGRAPH

1] To attach a photograph, click on the User ID number to select the staff record. Then, click on the
box with label “Click for photo” and assign the scanned photo (JPEG only). The photograph will be
displayed immediately.

2] To remove a photograph, drag the photograph into the | & |icon

CHANGE STAFF INFORMATION
« Click on the User ID number to select the staff record.
= Move the cursor to the information you need to make changes.

Column Description

User ID User ID number

Name Employee name

Emp. No. Employee number

Department Department description

Section Section description

Group Group duty roster

Rate/Hr Rate per hour for reporting purpose

Suspend Stop monitoring for the selected user
REMOVE A USER

Drag the required User ID number to the icon and click on “Apply” button to confirm your dele-
tion.

ASSIGNMENT OF STAFF ATTENDANCE SETTINGS

To ensure the accuracy of the staff attendance, you need to assign each employee with his/her re-
spective group duty roster code. As each employee reports to work based on the scheduled duty ros-
ter, all the employees who have been assigned to the same duty roster will be assigned with the same
group duty roster code. Refer to Chapter 3 for setting up of group duty roster.

IMPORTANT!
CHANGE ID
Click on the “Change ID” button, a dialog window will prompt out. Se- Before exit the User Records
lect the ID to change, key in a new ID and click “Apply” to confirm. screen, you must click “Ap-

ply” button to save the
records that have been
added or edited.




Chapter 3

TIME & ATTENDANCE SETUP

CLOCKING SCHEDULE

Schecul
Please select the desired clocking schedule code from weekly schedule of 0-9, or daily schedule of =il
a-7, and then specity its clocking settings as indicated in the below . (Note: scheduls 9 is for 0=
flexi-hour clocking)
| e | FeEE | Description |

Weekday Day Type In Bresk | Resume Ot 2T Done
Sunday RESTDAY
honday WORKDAY 09:00 12:30 1330 18.00 19:.00 2500
Tuesday WORKDAY 09:00 12:30 1330 18.00 19:.00 2300
Wednesday WORKDAY 09:00 12:30 1330 18.00 19.00 2300
Thursday WORKDAY 09:00 1 2:50 13:30 18:00 19:00 2500
Frickay WORKDAY 09:00 12:30 1330 18.00 19:.00 2300
Saturday RESTDAY
Do you want to use OT/Done as scheduled work instead of overtime 2 .. . . . . . . . [T ves
Flease specify the time interval it you want to have rates differential for overtime .. . . . I_ —l-_

Help Cloge |

Clocking schedules are a group of working schedules that a company can predeter-
mine and these clocking schedules can later be assigned to relevant employees ac-
cordingly.

For the system to automatically determine the best appropriate clocking time slot, you
need to assign the official work time. To begin, double click on “Clocking Schedule” at
the System Configuration window.



There are 2 types of clocking schedule:

1] Weekly schedule is utilized when working time is repeated in a weekly basis throughout the entire
year. Schedule code for weekly schedule is determined by number 0-9.

2] Daily schedule is utilized when working time changes on a daily basis. Schedule code for daily
schedule is determined by letters, a-z.

DEFINING WEEKLY SCHEDULE
Weekly Schedule is reserved to schedule code O to 9.

For example: SCHEDULE WORKDAY REST DAY CLOCKING RANGE
0 Monday to Saturday Sunday 9:00am to 5:00pm
1 Tuesday to Sunday Monday 9:00am to 5:00pm
2 Thursday to Tuesday Wednesday 9:00am to 5:00pm
3 Saturday to Thursday Friday 9:00am to 5:00pm

Clocking schedule 9 is referred to as flexi-hour clocking. A user with fiexi-hour clocking is not entitled
for a late-in or an early out. Software will only capture the first 4 clocking times of the particular user.
Under schedule 9, definition of IN and OUT time are not necessary.

CLOCKING
Schedule
Please select the desired clocking scheduls code from weekly schecule of 0-9, or daily scheduls of
&-Z, and then specify its clocking settings as indicated in the helow . (Mote: schedule 9 is for 0~
flexi-hour clocking)
Clacking | Renge | Seftings | Description |

Weekdary || Dy Type | In Bresk [ Resume ot o1 Done
Sunclay RESTDAY -
Monchay 0300 12:30 1330 16:00 19:00 2300
Tuesday [RESTDAY losoo hizso [1ss0 Jigoo [isoo J2soo
icdnesday  [|OFFDAY fogon  hzsn (a0 1g00 100 2300
Thurscay ORKDAY 0300 12:30 1530 1800 19:00 2500
Friciay WORKDAY 0300 12:30 1330 1800 19:00 2500
Saturday RESTDAY
Do you want to use OT/Done as =cheduled work instead of overtime 7 I ves
Please specify the time interval if you want to have rates differential for overtime .. .. . .. I B -

Help Close |




At the “Clocking” tab as shown in Figure 3.2, move pointer to the day type column to indicate the day
type for each weekday.

For example, if Monday is “Workday”, move pointer to day type column - Monday and choose “Work-
day” from the pull down menu. Once activated, it will change from grey to white.

Anyway you must define “work day” and “rest day” for everyday to activate the schedule.

Fill in the official work time on the appropriate time slot. 4@—

Column Definition for Column Degree of Importance Column N and  column
In The first in time Compulsory OUT are a must. The other

K fortunch ol columns are not compul-
Brea Out for lunc Optional sory but if you use column
Resume Back from lunch Optional BREAK, you must use col-
Out Going home Compulsory umn RESUME. If you use
oT Start time for overtime Optional column OT, you must use
Done End time for overtime Optional column DONE; they go in

pairs.

Do you want to use OT/Done as scheduled work instead of overtime?

If “Yes” is selected, it means the full scheduled working schedule is from IN until DONE columns, in-
stead of normal OUT column, and overtime operations will be captured after off duty time, that is, after
scheduled DONE clocking time. You will only click Yes if there are 2 break times during same working
day or there is a fixed OT work and users must work to complete the OT work.

RANGE

At the “Range” tab as shown in Figure 3.3, specify the clocking range accord-
ingly. (Optional)

For example, if the clocking range for workday “In” time is from 7:00am to It is recommended
9:00am and the “Out” time is from 5:00pm to 7:00pm, move pointer to “In” | that you leave this

! . tion blank as de-
time column, enter “9:00” and “Out” time column as “19:00” for Monday to ?;uifgen?:gsés ¢
Friday.

If “Replace with the latest clocking” is selected, it means the clocking time
will always be replaced with the latest clocking time.

For example, if “Out” is selected and an employee has few clocking times for It is recommended
“Out”, e.g. 18:05pm, 18:10pm, 18:15pm - the system will take 18:15pm as to check for “Out”

the “Out” time. and “Done” col-
umns.




Clocking Schedule

Please select the desired clocking schedule code from weekly schedule of 0-9, or daily scheduls of b
a-z, and then specity it= clocking settings as indicated in the below. (Mote: schedule 9 is for o=
Tlexi-hour clocking)
Clocking Rang Settings Description
Optioral: ou may specify 3 maximum time that a particular cocking falls in that time st
Weskday Day Type In Break | Resume Qut o7 Done
Suncday RESTDAY
Monday [ORKDAY
Tuesday [ORKDAY
Wednescday [ORKDAY
Thurscay [WORKDAY
Fricay [WORKDAY
Saturdasy [WORKDAY
Replace with the latest clocking - - Il Il I r ~

Help

Close |

DEFINING DAILY SCHEDULE
Daily schedule is reserved from a to z as you can see at the top right corner of Figure 3.4. This daily
schedule is effective for clocking hours of 24 hours a day, where days are not known as Monday,

Tuesday etc.

1] Clocking Time specifies to the actual schedule time. The system will capture the nearest time based
on the schedule setting. Columns details are described in Defining Weekly Schedule, Clocking sec-

tion.

2] Clocking Range is an alternative way to set the schedule time. The system will capture the time that
is within the clocking range.

3] Do you want to use OT/Done as scheduled work instead of overtime?
If “Yes” is selected, it means the full scheduled working schedule is from IN until DONE columns
instead of the normal OUT column, and the overtime operations will be captured after off duty time,
that is, after scheduled DONE clocking time. You will only click Yes if there are 2 break times during
same working day or there is a fixed OT work and users must work to complete the OT work.

®



Schedule
Please select the desired clocking schedule code from weekly schedule of 0-3, or daily schedule of

a-z, and then specity its clocking settings as indicated in the below. (Mote: scheduls 3 is for
flexi-hour clocking)

Clocking |Sgﬂing3 | Description I

In Break Eesume

12:30 1330
Clocking Range:-
Clocking before this time . . . . - -
Leave it blank for defautt range : : : : 1800 2359
r r r r r

2
=4
=
5
&)

Clocking Time:-
Potual clocking time 0F00
Leavva it blank if not used

.00 1800 2353

Latest Clocking:-
Replace with most recent clocking within the r
clocking range

Do you want to use OTiDone as scheduled work instead of overtime ? .. .. .. . . . . . [ ves
Pleaze specity the time interval it you want to have rates differential for overtime . . . . . -
If thiz iz & rotational shift, specify the qualify minutes betore the shift starts

Help Cloge |

4] If “Replace with the latest clocking” is selected, it means the clocking time will always be replaced
with the latest clocking times. For example, if “Out” is selected and an employee has few clocking
time for “Out”, e.g. 18:05pm, 18:10pm, 18:15pm, the system will take 18:15pm as the “Out” time.
It is recommended to check the “Out” and “Done” columns.

5] If this is a rotational shift, specify the qualified minutes before the shift starts. Specify the number
of minutes in the text column so that every time the shift rotates, it will have a delay of minutes
in between. This enables users to have enough time to clock in or clock out without causing huge
traffic flow at the readers.

SETTINGS
At the “Settings” tab as shown in Figure 3.5, specify the necessary settings applicable for attendance
calculation.

This allows you to specify the time policy to calculate late in, early out, overtime & working hour.



Please select the desired clocking scheduls code from weekly schedule of 0-9 or daily schedule of rhann
&-Z, and then specify its clocking settings as indicated in the belowe. (Mote: schedule 9 is for lﬂ
flexi-hour clocking)
Clocking | Range Description l
Allowe a grace period in minutes for late-in . . . L L L L L L L L L L 15
Allowe 5 grace period inminutes for early-out.. . . L L L L L L e e 15
Mininurm minutes must worked to gualify for overtime. . . . L L L L L L L L L L l_sa.
Mazzimurm no. of hours allowed to claim for overtime . . . . . L L L oL L L. L L | 2400
Work hours is either round-ug or round-dowwn C-ve) inminutes of . . . . L L L L L |_1‘5-.
Cwertitne hours is either round-up or round-down (-ve) inmindtes of . . . L L L L L '_“1?
Lunch time duration far flexi-lunch range in minutes l? s i_—
Da you yvant to exclude the lunch hour from working hour 2.. .. . . .. . . .. L L L T Yes Ve = ves
Do you weant to provide overtime for work before intime (estlytime) 7 . . . . . . L L rIeS
Help Cloze

Allow a grace period in minutes for late-in =15

This means LATE IN will only be calculated if you come to work Grace period in minutes for late in

and early out is the tolerance time

after 9:15am, assuming that your IN time is 9:00am. in minutes when dealing with late

o X in and early out. For example, if an
Allow a grace period in minutes for early-out = 15 employee is late for 15 minutes,
This means EARLY OUT will only be calculated if you go home by setting a grace period of 5 min-

utes, the employee will be reported

before 4:45pm assuming that your OUT time is 5:00am. as having 10 minutes late in,

Minimum minutes must worked to qualify for overtime = 60
This means if an employee overtime work is 45 minutes, she/he will not be entitled for overtime claim.
He/she only can claim for the overtime if his/her overtime work is more or equal to 1 hour.

Maximum no of hours allowed to claim for overtime = 24
By default, this will be set as 24. This means that the maximum number of hours an amployee is
eligible to claim for OT hours in a day is 24 hour.

You will need to leave the space blank if the users are not entitled to any OT claimed. You will not see
any OT time displayed in Attendance Sheet or reports.



Work hours is either round-up or round-down (-ve) in minutes of = 15
All minutes will be rounded up as below:

1-15 minutes = 15

16 - 30 minutes = 30

31 - 45 minutes = 45

46 - 59 minutes = 1 hour

Overtime hours is either round-up or round-down (-ve) in minutes of = -15
All minutes will be rounded down as below:

1-15minutes =0

16 - 30 minutes = 15

31 - 45 minutes = 30

46 - 59 minutes = 45

Lunch/Dinner time duration for flexi-lunch/flexi-dinner range in minutes
« Specify duration of lunch if flexi-hour is implemented.
= Specify duration of dinner if “OT/Done schedule work instead of overtime” is implemented.

Do you want to exclude the lunch/dinner hour from Working Hour?
If “YES” is selected for in the lunch column, the working hour will deduct lunch hour.
Working hour =8 hours - lunch 1 hour

=7 hours

If “YES” is selected for in the dinner column, the working hour will deduct dinner hour.
Working hour =7 hours - dinner 1 hour
=6 hours

Do you want to provide overtime for work before in time (early time)?
If “YES” is selected, early overtime will be calculated if you come to work before IN time.
= Click “Close” to save the records.

GROUP DUTY ROSTER

Select the desired duty roster code from O to 9 or A-Z and specify the year of the duty planner, click
“Auto Schedule” to facilitate the assignment of recurring working schedule by a day type. Drag “Holi-
day” and drop it on to the date to indicate the holidays by color.

Click on “Holiday List”, choose on particular row and you can input for the holiday date and holiday
description.



Select the desired duty roster code from group code 0-9 or A-Z, and the yesr of the duty planner Group Holickzy List
Drag day type and drop it on to the grid cell to define the day type as indicated by its color, and ID -
key inthe schedule code 0-9 or a-z.
Dy Type
2008 = [01/0152008 Description
VWORKDAY
1]z [s]4]5 e [7 [&]2 o] 1]z ss] 18] 16] 17 2] 1] z0[z1 [a2] 2z [24] 26 26 ] av [ ze 2] s0 21 ]
1 0o [oofofofofofofofofofofolofofofofofofofofofofofo]fo
2 |o[ojo]olo]c 0|olo/o]a 0|alo|o alolalojolaoloalojololo]o (HEEEAY
3 |o|ojojoj0jo0f0f0f0f0 00|00/ 00000|0|0|0|0|000|0
4 |0 0000000000 00|00 00000 0|0|0|0|0[0|0|0 RESTDAY
5 |ojooojo|ofofofofofooofofooofojofooo|o|ojo|ofo]o
& |ofofojofofofofofofofolofofofofofofofofofofofofojofo]fofo |0FFDAV
7 |0 j0jojojojoofoj00f0 00|00 0 0000 0|0|0|0|0j00|0
g |(0|0j0jDjDjO0 00000000000 0|000|0|0|0|000|0 Auto Scheduls
9 (000000 0f0f00f0 000|000 0000 0|0|0|0|0|0|0|0
10 |0 oo ofojofofofo|o|oojofoo oofoofofojojo|ojo|ofo|o Impart Raster
11 o fofofofofofofofofofofofofofofofofofofofofofofofofofo]fo Differert Restdey
12 |0 /00000 0|o|0|0|0|00/0/000|0|0|0|0/0/0/0/0/0(0(0 —

Helly Closa | Erase Roster

This function allows you to define the duty rosters used by each employee in the company. As Clocking
Schedule has reserved 0 to 9 for weekly clocking schedule, group code 0 to 9 have also been reserved
to reflect each of the 10 weekly clocking schedules throughout the year.

In the screenshot in Figure 3.6, boxes highlighted in a few colours where white are represented as
“Workday”, grey represents as “Restday” or “Offday” and blue are represented as “Holiday”.

Click on “Different Restday”. You can set different rest days under the group based on different staff
requirements. Every time you make adjustment, you are required to click the “Generate” button in the
attendance sheet should you want the adjustment to take effects immediately on the existing attend-
ance records. Different Rest day is only valid for Group Duty Roster O to 9.

If the weekly clocking schedule cannot justify your company’s time policy, you may define additional
duty roster by using group code A to Z.

A to Z clocking schedule is designed to meet scheduled rotational shift work with optional multiple
(maximum of 3) shifts per day.

Change the group code to the desired group code (those between A to Z), and click on “Auto Schedule”



button to automate the generation of duty roster

by defining the pattern of daily clocking schedule

rotation.
You are allowed to sched-
ule the whole year duty
roster by clicking the “Auto
Schedule”.

For example:

Effective from 1st January 2008, Tuesday is a
“Restday”, thus there are 6 workdays per week.
Repeat the settings for every week until end of
the year.

Thus, in the Auto Schedule Assistant, you will
need to define Sunday as “Restday” and the
rests as “Workday”.

Make sure you config-
ure the effective date
range. For example, the
schedule starts from
Sunday, therefore the
effective date range
should also start from
Sunday, 2008/01/06.

flexi-hour clacking)

Clocking | s |

Clocking Time:-

Fenual elocking time

Leavve it blank if not used
Clocking Range:-

Closking before this time
Leauve it blank for defauk rnge

When “Okay” button is
pressed, the roster will
be created as per Fig-
ure 3.6. Click “Close” to
save record.

Latest Clocking:-

clacking range

Ifthis is & rotational shift, specify the qualify minues before the shift starts.. . . . . . .

Holiday List )

Below is & list of haliday to be included in the group duty
rosters.

Dete
01101 2008
01 052008
I
I
7
I
i -

Holiclay

|»

MEW YEAR
LABOUR DAY

Ta add 3 new record, prass the down-amaw key when it is at the
bottom of the list.
To remewe 3 record, just e@se the description,

Help | Close |

Please select the desired clocking schedule code from weekly schedule of 0-9, or daily schedule of
a-z, and then specily its clocking seffings as indicated in the below . (Mote: scheduls 8 is for

Replace with moat recent clocking within the r

Doyou want to use OTWDone a5 schedulsd work instead of overtime . . . . . L L .

Pleaze specify the time interval it vou wart to have rates difterential for overtime . . . .

Description |
In Bresk  Resume out o1 Done
08:30 1230 1320 17:30

—

< ]

Figure
3.8

Help




MULTIPLE SHIFT SETTINGS

For example:

A factory is running 24-hours a day, from Monday to Saturday. There are 3 working shifts which are
as shown in the table:

Shift

In Break Resume Out
Morning 8am 12pm 1pm 4pm
Evening 4pm 8pm 9pm 12am
Night 12am 4am 5am 8am

Table 1. Working schedules.

Workers are allowed to work for the following shift if they able to do so. Workers must attend and finish
their assigned working shift before they continue to the following shift. In the software each worker is
able to attend 3 working shifts in 24 hours (a day).

Itis recommended to make use of clocking schedule 1 to 8, which support weekly basis. First you need
to set up 3 clocking schedules as shown below,

1] Clocking schedule a for Morning shift workers,

Please select the desired clocking schedule code from weekly schedule of 0-9, or daily scheduls of
a-z, and then spenify its clocking settings as indicated in the below . (Nate: schedule 3 is for a4 -
flexi-hour clocking)

Deseription [Morring Shitt

In Break Resume Out o7 Done

Clocking Time:-

el IDE oo 12:00 1300 16:00 |

Leave it blank if not usad

Clocking Range:-

Clacking before this time I . . . I . .
Leave it blank for default angs : . . : .
Latest Clocking:-

Replace ith most recent clocking within the r r r I~ | v

clocking range
Do you weant to use OT/Done &s scheduled work instesd of overtime ? . . . . . o L [ ves
Please specifty the time interval if you wart to have rates ditferential for owvertime . . . .

If this is & rotational shift, specify the gualify minutes betfore the shift starts.

Help




2] Clocking schedule b for Evening shift workers,
3] Clocking schedule c for Night shift workers,

Clocking Schedule

Schedul
Please select the desired clocking schedule code from weekly schedule of 0-9, or daily schedule of chedule

&-z, and then specify its clocking seftings as indicated in the below. (MNate: schedule 9 is for
flezd-hour clocking)

i

Clacking |Sgﬂing5 I Description IN\ght Shift

In Bresk Resume Out o1
Clocking Time:-
Potual slocking time o000 0400 Ins-nn e I -
Leave it blank if not used

Clocking Range:-
Clocking befare this time Clocking Schedule

BN=
=
=

i fe

Leawe it blank for defauft ange

Schedule

Latest Clocking:- Pleaze select the desired clocking schedule code from weekly schedule of 0-9, or daily schedule of

el o o e r'“m clockin]  8-Z. and then specify its clocking settings as indicated in the belovy. (Mote: schedule 9 is for l

clocking range flexi-hour clocking)

Do you want to use OTDane et | settings | Descrigtion IEvenmg Zhitt
Please specify the time intery|

In Break Resume Cut o1

It thiz is & rotational shift, spe|  Clocking Time:-

#ctual clocking time | |
o T 1600 2000 21:00 oo.o0

Clocking Range:-

2l

Done.
:
:
~

Clocking betors this time I I
Leau it blank for default range . .
Latest Clocking:-
Replace with mast recent alocking within the - r r I3 -
clocking range
Do you wart to use OT/Done as scheduled work instead of overtime 7 . I ves

Pleaze specity the time interval it you want to heve rates ditferertial for overtime

gl

If this is a rotational =hift, specify the quality minutes before the shift starts

Help

5

i

T
Close

You are required to configure Group Duty Roster for this working environment. It is recommended to
make use of Group Duty Roster A to Z for multiple shifts. In Group Duty Roster A to Z, there is no week-

days or weekends, available only sequences. Therefore you need to follow sequences as weekdays
and weekends,




For example: Sequence Day
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

~N|(o|a|AW|N|F

Table 2: Sequence for the day.

Arrange the sequence according to your desired format. In Auto Schedule, you could arrange the
working days as below,

For morning shift workers

Use this function to faciitate the assignment of recurring weekday's
wearking schedule by a day type and & clocking schedule number

Multi-Shifts
SEQUENCE Day Type 1 2 3 o
RESTDAY
ORKDAY
WVCRKDAY
WORKDAY
CRHDAY
WORKDAY

(WIORKDAY Always include

Etfective date range 0101 2008 E |31;12,~2003 = the effective date

P s e N range for the roster
nzsible option of schedule codes for open schedule sttencance
that ha= no pre-determined schedule code:- to take effect.

Heli | Ckay Cancel |

A [ & [ =
@@ (@ @ |2 @
BEHEEEE




You will have the following Group Duty Roster as shown below,

Select the desired duty roster code from group code 09 or -7, and the year of the duty planner, Sroud Holiday List
Drag day type and drap it on o the grid cal to define the day type as indicsted by s color, and [ 4 ~
ey inthe schedule code 0-8 or &-7
Muti-Ghifts
hd Dary Type
[ 2008 = [o7mzizo0e  Descrintion|worring & Evening
WORKDAY
1z B4 s 07 [=]e a0 1]1z[1a]r4]1a]a]a] 1a] 18] 20 21 ] z2 [ 2] 26 25 B [ |
1 a|a|a|s|s|a a8 ERERE) a8 EAERE) a8 EAERE)
2 |alaala alalala|a a|a|ala|a a|a|ala|a alaa HOCDA 1
3 |alala| |alalalalala| |a|alalalala| |ala|a|alals| |a|ala|a
4 a|s|a|a|a|a alalala|a|a alalalala|a alalalalaa RESTDAY
5 |alala|ala alala|a|aa alala|e|ala alala|a|ala ala
6 |ala alalaalala alalaalala alalaalala alalalala |OFFDAy
7 alalalalala| [a|s|a|alala| [a|a|alalala| [a|a|a|aa]a a
G |alalala alalalalala alalalala|a alalalalala alala Auto Schedule
9 |a| |alalalelala] [a]ala|alala| |alalalala|a]| [=|ala|alala
10 |ala[alalaja] |ala|alalala| |[alajalalala| |a|a|z|alaa] |a|a a] Impart Roster
1 |alala| [alalalalala| [s[ala|alaa| [a]alalalalal |a|a[a]a]a Sifferent Restday
12 |a alalala a alala|a a alalala a alalalalala a

Help Close

Erase Roster

Group Duty Roster

Since the Group Duty Roster shows only 1 working shift, you could choose to view the second page to
view the second working schedule by clicking the column “multi-shifts”.

Drag dlay type and drog ft on 1o the grid cell to define the tay type as indicated by ts colar, and
ke inthe schedule cote 0-8 o 5.2,

[ 2008 = [o7i2ez008  Deseription]worming & Evering

Select the desired duty roster cods from group cods 08 or A-Z, and the year of the duty planner, SroUB

Holiday List

Day Type

WORKDAY

P23 4|86 |7|&]|0 |10 012|134 186 1617|1810 | 20| 21| 22| 23| 24| 26| 26 (27| 26 2@'30'31 ”
1 bbb bibh b b b b bbb bk b b bbb bk
2 [albfob| [bleb[bbk| [bb k|b[eb] [blbb|bbk]| [bbk e
3 |blb|b b b |b|b|b kb b|b b bbb b|b|b|b bk hhhhtl
4 blb|b bbb b|b|b|b|b b blb|blb b|b b b|bb|bb b RESTDAY
5 |blb|b|b|b bbb bbb bblb|b|b b bbb bbibb bbh
Figure bl | [blblb blb[b| b[e|b blb|k| (blb bbb b |blb|blkk|6 [orromr
314 bbb ks b| [kl b|albb| (p|b(b|b|6|6| (b 6 6|kl 6| |6k
: b bbb blb|b|b b b bbb bbb blb|b bbb blb|b|b|b Auto Schedule
b blbbbibb blb|b|b bk bbb bbb blb|b|bb kb
10 (b kb [k b k| [bb s b|eb] [bk|b[b b | [b[b|s|b]en] [b|e Import Roster
1 |lblo| bloa|b|bn| [bbb|bb|k| b 6ok k| |blelsk|o T
12 | b b|b b b bb b|b|b|b bk bbb bbb blb|b|b bk b

Help Close

Erase Roster




For evening working shift, Auto Schedule Assistant :
Usze this function to faciitate the assignment of recurring weekday's
weorking schedule by & day type and a clocking schedule number
Iutti-Shifts
Sequence Dy Type 1 2 3 -
1 RESTDAY
2 WORKDAY b [
3 VWORKDAY b [
4 WVYORKDAY b o
5 WORKDAY b [
i WORKDAY b [
7 VWORKDAY b i -
. Eftective date range |m 0 2008 P |31n2rznns B
You also need to key in the _
. Pozzible option of echedule codes for open schedule attendance
effective date range for the that has no pre-determined schedule cods:-
duty roster to take effect.This
is the following Group Duty |
Roster as shown below:
Helg | Cikay | Cancel |
Select the desired duly roster code from group code 0-9 or A-Z, and the year of the duty planner, 1048 Holiday List
Drag day type and drop t onito the grid cel o define the day type as indicated by its color, and |4+
key in the schecule code 0-9 or a-z
Mult-Shitts
2 > Dav Type
[ 2008 =] [o7mzizo0s  Deserivtion|worring & Evening
WORKDAY
T2 34|56 |7 s [9 0111213 14)15[16|17]|15|19|20) 21|22 |2F| 24| 25|26 | 17|28 QE‘SD‘S\”
1 clclelelcle| |eclelelc e |oe|ele|os| |olo|e|clo|e
2 [clelcle| [clclelelce| |cle|elcle|c| |cle|clclelec] |ele]c O3 g
3 Jefelc] [efclelefelc] Jelclefelcle| [elelelclcle| |clele]c|e|c]
[] clelelelcle| |eleleleloe| |clo|o|elc|e| |cle|o|c|ele] |o
5 |clolcle|s| Je[slclclslc] |slelc|s|e]ec| |ele|clec|e|c| |e|c|c|c]|
§ clc| clelclclele leleiclelele] |elelcleleic |eclelelc e B
7 clefelelclc| [elclelelc|c| |clc|e|elc e |olc|e|c|o|s| |o|o
8 |clelcle| |elcl|elele|e| |ole|e|cle|e| |cle|e|clele| [c[e|c|cle =
9 [e| Jelelelclele| lclelelcle|e| |elc|clcle|c| [elelc|ele]c =
10 Jefclclefelc] [efclclelclc] |elclelelclc] [clclelelcle| [clc|c] Import Roster
M |elele| |elelclelele] |elelc|e|cle| |elc|e|elcle| |clelelc]e ——
12 || Jclelelclcle]| [clelelclele]| lcleleclcielc| lclelclelc|c| |o
Help - Erase Roster




Since the Group Duty Roster shows only 1 working shift, you could choose to view the second page to
view the second working schedule by clicking the column “multi-shifts”.

Select the desired cuty roster code Trom group code 08 or A-Z, and the vesr of the duty planner, Sr0UD Holiclay List
Drag ciay type and drop it on to the grid cell to define the day typs &= indicatss by its color, and |5 =
key in the scheduls cods 0-8 or a2
Mut-Shitts:

= Day Tvne

zunaa: |D7fnztzuna Description| Evening & Might
[WORKDAY
T2 (a|aja]a |7 = [omn]rz)1z]14]16{16][1F[18][19{20|21 4|

1 clclclelo|c| clelolelole| |elo|e|c|ele| [&cloc|o [Foeam|
2 |cjeje|e cle|e|e|e e clelefe|e|e clele|e|e|e c HOLIDAY
3 [clele| [elelelclelc] [clelclelee| [clelclelele] [cle
4 clefclefelc| [clelelelcle| |ele|elccle] [clelcic|e RESTDAY
5 Jclelelele| |clelelelele] [cleleele|c| [clelclec|e
B |clc clelelc|ele clolelclele clelelelele clcle IOFFDAV
7 clelclelelc| |elelelelele| |elelelclcle| |elclolcle
8 Jclolele| [clelolelele| lelolelelele| [clolelclelc| |o PrEp——
9 [c| [elelelelelc| |clelcle ole| |elelc|c|cle| |elclele
10 [clcelelelc| |cleleclelc| lelelelelc|c| |cleiclclc|o Import Roster
T [clele| elolc|elcle| |elc|cle|ele]| [clelelclele| lc|o Ditforent Restoay
12 |c clc|c|e|c | clejele|e|e clejc|e e clele e

i cose | Foserese |

For nght shift workers Use this function to faciitate the assignment of recurring weekday's
weorking schedulz by a day type and & clocking schedule number

utti-ZShitts
Sequence Day Type 1 2 3 B
You also need to key in the | [ RESTE

. 2 WORKDAY i El
effective date range for the B HORKOAT F—
duty roster to take effect. 0 VORKDAY c  |a
This is the following Group = ORKDAY c s
Duty Roster as shown below: 5 WORKDAY LR o

7 WIORKDAY = & -

Eftective date range ot zo0e B2 [31n20008

Possible option of schedule codes for open schedule sttendance
that has no pre-determingd schedule code:-

l—
Help Okay | Cancel




Select the desired duty roster code from group code 0-9 or A-T, and the year of the duty planner. Srou Halidsy List
Drag day type and drop it on to the grid cell to define the day type as indicated by its color, and [
key inthe schedule code 0-3 ar &-z.
Day Ty
[ 2002 =] [07/0zi2008  Descrintion|wigtt & Morning Shift
WORKDAY
1 6|6 |78 |0 11[12]13 21 26|27
1 cleclc|c|c clc|c e e c|c c|c clclec|c|c
2 |c|cic|c clclcle|c|c clciclc e clcicccle c IOEIEA
3 |e|c|c clelclee|c cle|cicc e clelefe|c|c clc
4 clcle|e|c|c cl|c|c|e|e|e clc|c|c e e clcicfc|c RESTDAY
5 |c|cc e e c cl|c|c|c c c|c|c|c 3 clclc|c
B |c|c clelc|c [ clole|c o clolecle|c|c ccc |0FFDAV
7 clclec|e|c|c clelclee|c clejcicc e clciefe|c
8 |c|cic|c clclec|e|c|c clelcle|e|c cle|c|c|c | c Auto Schedule
9 |c clclc|c|c|e clocle|c|c|o clolc e e clc|c|o
10 |c |c |c|c|c|c c|c|c|c|c|o = clclc|c c clc|c|c Impart Roster
1 e c clelcie|e|c cle|c|c ° clele|e c clc Different Restiay
12 |c clciefc|c|c clclcle|c|c clelclclc|c cle|c|c

o hee | EestReser |

Since the Group Duty Roster shows only 1 working shift, you could choose to view the second page to
view the second working schedule by clicking the column “multi-shifts”.

Select the desired duty roster cose from group code 0-8 or A-Z, and the year of the duty planner, GrOUE Holiday List
Dran oy tyne and drap L an to the orie cell 0 define the dey type as indicstet by fs color,and | =
ey inthe schedule cade 08 or o-z.
Multi-Shifts
2 X Day Type
[ 2008 =] [o7in2rz008  Descrintion]night & Morning Shirt
WORKDAY

Tl2[2 4|66 78 [0 [10]11[12)13][14[15)16]17|18|19]20 21|22 |23(24|35|26|27 |28 ZQ‘ED‘G\”
1 ala|a|a|a|a a|a ala|a ala alaa a|a|a|a|a|a a|a
2 |a|ala|a alaa|a ala a|a|ala a a ala|a|a|a alala HOUDA
3 [alala| |alalalalala| |ala|a|alala| |a|aa|ala|a| |a|a|al|a|a|a]
4 | alalaaala| |a|alalalala| |alalalalalal [s|aalas|s] [
| 5 |ala|a|ala| |a|s s alala |a|a|a|s|a|a| |a|aa|alala| |a|a & 4|
6 a al|alalalala al|a|a|alala a|alas|a|a a|a|a|alal|a |0FFDAV
7 | alalalalalal |alalalalala| |a|alalalala] s|alalals|al [as
& |alalala| |alala|alalal |alalalalala| |alalals|alal [s|alalas T STeaR
8 || [ala|aalala| |alalalalala| |ala|alalalal |a|alals|s|a
10 |a|a|ala|a|a| |a|alalalala] |a|aa|a|ala| [a]a|a|ala[a| [a]a a] Import Roster
M |a a alala|a|a|a a|a|a|a a ala a a a|a|aa & o ——
12 |a| [a alalalala] alalals sla| |as|alalse |alalsalala a

Help Close Erase Roster




After configuration, remember to click the “Apply” button to save the settings.

#% user 1D [ 001001 ] 3 =0l x|
No. | User D Name Efmp N, Department Sectiol Group RateHr | Suspend | =
1 {poooao 0 I
2[001001  [WOO LEE KYUN @ RIS VOO v004-P ADMIN [ASSISTANT MANAGD - B
3[001002 | ANNIE CHEE MYUK JIM | A0ST-P ADMIN [CLERK 7 - B
4[001003  |SEBRANM g8 SAMAT B AHMAT [S022-P ADMIN [SENIOR MANAGER [[F B
S[001004 [JOSEPH MALIK M1 ADMIN CLERK &
[001005 [JESSIE JAMES a7 P ADMIN cLERK
7|o01006 [JOSEPH BULOHUK J041-F ADMIN [ASSISTANT Manad® -
DIGITIme .
YOO LEE KYUN @ RIE YOO
Flame
Click for phote %—j
ASSISTANT MANAGER(AF) |
Section
001001 2508i2008 = it = =
Bsued Bpired
Help Aeld User Changs D meart User | Apply concel |

Assign the users into their work-
ing group. Go to Attendance Sheet
and press “Generate” button to
re-arrange the clocking data of
the users.

New settings will not take
effect if you didn’t do this
step.

The follceving configurstion components are svailable:

Date i Hour format -
Dary type

Leave type

Staff extended leave

Clocking schedule

Company & contact person
Change password
Preferred language
Re-build databaze indexes

Backup/Restore datsbase files
Departnent defintion =l

Configure

Use this setting to setup the duty roster for individual work
group.

Help Apply Cancel




OVER NIGHT WORKING SHIFT

For example:
In a factory, there are 2 teams of workers, 1 team is working during day and another is working at
night. The working schedules are as below:

RESUME
A 8:00am 12:30pm 1:30pm 5:00pm
[ B | 5:00pm | 11:30pm | 12:30am | 5:00am |

In this factory, employee cannot change their working shift unless with the permission from manage-
ment. This is a fixed working schedule. In this case, you could configure as the steps shown below:

STEP 1 e Configuring clocking schedule
For Day Shift,

Schedule

Pleasze select the desired clocking schedule code from weekly schedule of 0-9, or daily scheduls of
a-z, and then specify its clocking settings a= indicsted in the below. (Mote: schedule 3 is for I 3 vl
Tlexi-hour clacking)

Clacking |Seﬂingg | Description [Day shif

In Break Eesume Out o1 Dong

Clocking Time:- =L LIong.
(e woo  [rzso [isa [iror W [
l_

Clocking Range:-

Clocking beters this time - - - - I -
Leave ft blank for detauk rnge

Latest Clocking:-
Replace with most recent clocking within the T I r I~ r Ird
clocking range
Do you want to use OT.Done as scheduled work instead of overtime 7 I Yes
Please specify the time interval if you want to have rates difterential for overtime I : -
If this iz & rotational shift, specify the quslity minutes betore the shift starts.. . . . . . . I 5

Help | Cloze |




For Night Shift,
Notice that the clocking schedule code provided to use is a and b, which support daily working basis.
These clocking schedules (a to z) could support overnight working shift.

Schedul
Plesse select the desired clocking schedule code from weekly schedule of 0-9, or daily schedule of schedde

a-z, and then specify its clocking settings a5 indicated in the below. (Mote: schedule 9 is for h -
flexi-hour clocking)

Clocking |Seuings | Deseription [nigrt Shift

In Break Resume

Clocking Time:- i = ==
e e e I T CE G '
: :

Clocking Range:-

Clocking betore this time . R I
Leave it biank for defautt ange

Latest Clocking:-
Replace with mast recent clocking within the r r

clacking range

It r I

Do you weant to use OT/Done a3 scheduled wark instead of overtime ? .. .. [ ves
Please specify the time interval if you wart to have rates differential for overtime : -l
I this iz & rotational shift, specity the gualify minutes before the shift starts: 5

Help | Close

Group Duty Roster Auto Schedule Assistant
STEP 2 -
Use this function to Taciltate the assisnment of recurming weekday's
. Select the desired duty roster oo Helicley List
Configuring Group e iy e A o £ on to i ETHIT SCREOLIE iy 3l tyie and & CIDCHNY Schedile nuiaer.
ey in the schesule coce 08 or:
Duty Roster
Mot Shifts Day Type
2008 = [ornoone De [ Sewence Day Type HERERE [
B tw VORKDAY
For Day Shift B [ B
7 alalalalala B [WGRIDAY
2 |[alalala| |alala| |3 [VUORKDAY HOLDAY
3 |alalal |alalalal [ [YORKDAY
4 alalalaals s FUCRKDAY [resToay
5 |alalalalal lalal |5 [WGRIDAY
6 ala| alalalalal |7 FCRIDAY - [oFFDay
7 [ lalalalalala —— -
ective date range 2008 = 31272008 B
& lajajajal lajals Auto Schedule
8 [a alalalalala Possible option of schedule codes for open schedule sttendance
10 [a|a|a|a|aa| |a| Mhathas nopre-tetermined scheculs codz- Import Roster
Njajalal lajalals Different Restelay
12 [ | |a[alalalals —_—
Help Help Chay Cancel _ meserste |




For Night Shift

Group Duty Roster Auto Schedule Assistant
, Usze this function to faciitate the assignmert of recurring weekday's 3 P I
Select the desired duty roster oo N Holickay List
Drag) chay type and drop i on tatl working schedule by a day type and a clocking schedule number
key in the schedule code 0-9 or
Muti-Shitts Day Type
[ 2008 = [ormzzons D¢ [ Seauence Day Type 12 0FE
n IV\IORKDAY
12| |4[58|6[7|8 ad
3 o b B lE b B [WORKDAY B
2 [blblbln bbb 5 [WVUORKDAY b
R bbbk 4 [WORKDAY b
4 bbb bbb & [WWORKDAY b
EN LR LR bk £ [WUORKDAY b
B |hik kbbb b 7 [WUORK DAY b hd I QFFDAY
7 bbb bbb Etfective dab B I =
2 lelblblb bbb BEE TIE IS UETLE 001/2008 z FA2e200g
Auta Schedule
3 |k bbb bbb Possible option of schedule codes for open schedule sttendance
0 | hlhlblb|b| B b that has no pre-determined schedule code:- Impiort Roster
"o il blblblb Different Restday
12 | kb bbb bbb B I
Help Help | Ckay | Cancel | ﬂl

You may choose to use Group Duty Roster A and B as shown. This is because these Group Duty Rosters
(A to Z) could support overnight working shift.

You can refer to the table below for the relation between sequence and Normal weekdays.

Sequence Day

1 Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

N || W| N




STEP 3 e After you have finished to configuring the Group Duty Roster, the proper will be display as
below.

For Day Select the desived city roster code fram group code 0-9 or A-Z, anclthe year of the duty planner, Sroun Haliday List
- Drag day type and drop it on tothe grid cel o define the dey type s indiceled by ts color,and |4
Shift, key in the schedule code 0-9 or a-z.
Multi-Shifts
= Day Type
[ 2008 = [oio22008  Descristion|pay shit T
1 2@4 |67 |8 Q@H 12 [13[ 1415 \E@B 192021 |: 26 (27 HORKDAY
1 alalalalala| |=|alalalala| |ala|alalala| |=|alala]a
2 |alajala| [ala|a|alaa| |ala|alals alalalalalal |a LOCID: i
3 [alaal [alalalalala| [alalalalala| |a|a|alalala| |a]s
4| |alalalalalal (a]aalalaa| |alala|alala| |a|a|a|a|s RESTDAY
5 |=lalalale] |a|ala|alalal |alalals|a|a] |alalalalal=
8 [[alal [alalalalalal Jalalalalalal |alalalalala] [alals [orromy
7| |alalalalalal [a]aalalala| |alala|alala| |a|a|a|a|s
8 [a|alala| |ala|a|ala|a| |al|alalalala| |alalalalala] |a RS
9 [=| [alalalalala| |alalalalalal |s|=|alalala] |=|ala|a
10 |[a|a|aa|a|a] |a|alalalaa| |a|ale|a|a|a |a|alal|a|a|= Import Roster
11 |la a ala|a|a a aa|a|a a a | a|a|a a ala Differert Restday
12 [a| |alalalalala| |alalalala|a| |a]alalalala| |alala|=

Eraze Roster

For Night
Shift, Select the desired duty roster cods from group cods 0-9 o A-7, and the year of the duty planner, Grous Holiciay List
Drag day type and drop it on 1o the grid cellto define the day type as indicated by its color, and [ =
key in the schedule code 0-9 or a-z
Mul-Shitts
= Day Tupe
[ 2002 = Jomozizons  Descrintion|wight st
WORKDAY
12%456739 13|14/ 1516 i @2526272929
1 blb|b bbb bbb bbb bk bk bbb bbb
2 [blb|b[b] [b|b|b|b|b|b| |b[b|b|b|b blb|bb[blb| |b|blb IECDAY
3 [blb|n| (efe|ofblo|e| (blefeleefe] [oloeplola] Julofee
Figure blb|b bbb blb|b | b|b|b bbb bbb bbb bbb RESTDAY
5 [blb|b|bb| |b|b|b|b|b|b| [b|bb|bb|b| [bblb|bblb| |blb
328 sanEERREREEEDDEDEEEDDEDDRRDRRNE [orroay
7 | lulnlblwlplo] (blelb(blale] elbelblole] b6k b|6|e
@ [bb|b|b| [b|b|b|b|b|b| |b|b|bb|bb| |b|bblb|bb| |blbb T
9 k| [k[bk[b|b[b| |b(b|b|s|b|b| [b|b|b|b|b k| Bk |b|6|6 L
10 [k b |o b be| blefbfelelo] (plolelblolo| olololelp|s] b Import Roster
11 b b|b| [blo(b|bb[b| [b[b|b|blb|s| |blb[bbblb| [blb|b|b TRy
12 [b| |b|b bbb b [b[b|b[b|b b| b b|blb[blb| [blb blblsb| |b

e e | EesaRoser |




STEP 4 e Assigning users to Group Duty Roster

#&User ID [ 001002 ] 3 _1ol x|
to. [ Userip Hame Emp ho Department Section Group | Ratebr | Suspend |
4 [007002 [z Seott Production 0 -
g Py
I8
DiGiTime
Willam Scott
Fame
Production |
Click for photo e
Seston
001002 29032008 EE ix = =
Fesued Expired ﬁ
Help Add User | Change ID | mportteer | gy | carcel |

Now you can assign users according to their working groups. Group A is for day working shift and Group
B is for night working shift. You will need to do the “Generate” Process in Attendance Sheet for the
new settings to take effect.

STAFF EXTENDED LEAVE

Stalf Extended Leave

Use the tahle below to enter the extended leave taken by an individual staff during certain period
These leave records will be automatically be included in the current attendance sheet to reflect the leave taken
And it will be excluded from the sttencdance sheet if you remove the leave record from the table.

User D Mame Leave Taken From To

001002 AMMIE CHEE MYLKCJIM AMNNUSL LEAYE 0101/2008 |0301/2008
[ [
[ [
[ [
[ [
[ [
[ [
[ [
i i

To add 3 new record, press the down-amon key when it s a1 the bottom of the list

To remowe 3 record, just erase the user id

Help Purge Close




This function allows user to specify the duration of the leave applied in advance. You must specify the
leave type before you can select from “Leave Taken” column.

1] To add a new record, press the down-arrow key when it is at the bottom of the list.

2] To remove a record, just erase the User ID.

$¢ attendance Sheets [ 14/01/; i =] S|
Order by:- Date User ID I Show Tardiness:- [ Late-n [~ overtime [Drag & drop ElUEk\Fq =
™ Early-Out ™ on Leave
E:D EREY 1B g lﬁ i

14012008 [viondey I™ Extended Break ™ mpsent

150172008 |Tussday Cmllezee I~ Miss Punch =

160172008 Wednesday | | apsert I_E3

1700172008 |Thursday - Select Schedule: - - Select Department:- -
User D | Name Day Type | Sche In Break | Resume | out o1 Done | Work |Overtime| Short [Leave Ta|«
000000 [wioRKDAY 0
001001 |00 LEE KvI[wORKDAY |0 0517 13.03 743 103 047
001002 [ANNE CHEE WORKDAY [0
001003 |SEBRAN @ S{WORKDAY |0
001004 [JOSEPH MaLIfwORKDAY |0 0749 1519 s00 149

JESSIE JAMESWORKDAY [0 0505 17:03 755 003 0og
SEPH BULC[MORKDAY [0 o722 1707 500 0.7
LIK LIMAT [wioRKDAY [0 0716
e T _"_I
I~ Total
Help Download | To History | Edit | Muti-Shitts | Generate | Import Leave | Export | Cancal |

You can choose to show the list by dates or by User ID. Click on the “Date” or “User ID” button to make
the changes.

You can also select a daily clocking schedule from the “Select Schedule” list, to show only those
who are scheduled for a particular daily clocking schedule or you can select to show just a particular
department.

To view those who are with tardiness (lateness, absenteeism and etc) or attendance (overtime or on
leave), click on the tardiness or attendance checking that you need and the data will refresh automati-
cally.



At the bottom of the screen, there are a few buttons.

1] Clicking on the “Download” button will automatically download the latest data from all the readers
installed and the data will be displayed immediately on the attendance sheet.

2] Clicking on “To History” button, the selected attendance records will shift from the Attendance
Sheet to the History Attendance.

3] By clicking on the “Generate” button, a dialog screen will appear. Select all the users with an effec-
tive date range and click “Generate”. A confirmation box will prompt. Click “Okay” to continue and
click, “Cancel” to return to the previous window.

You need to click “Generate” once a message prompts as shown in 3.32.

4] Change to new schedule code (*, 0-9, a-z)
Select * and system will generate attendance records and remain default on the clocking schedule.
Otherwise it will generate records based on new clocking schedules.

5] Convert fom data audit st?

By default it should be enabled.

Select it and the system will Please select the badge cards and sttendance date range you wart to be
generate attendance records exported to an external file as a input sttendance records for other

. payroll system
from the data audit list. You can choose to export either detail sttendance records or summary

records anly.

By clicking on the “Edit” button,

a few more buttons will be acti- “ou may select the range of records by
vated Departmernt I vl
C e . Lizer ID
“Multi-Shifts” presents with a
quick entry screen for you to set &l
" None

multiple shifts according to a par-
ticular day or a particular user. £ some
Click “Okay” to confirm, and click
“Cancel” to discard.

“Export” presents with a quick Date I—Emmmmg £ |—31 o aonE =

entry screen for exportation of at-
tendance records. Select all or a
portion of users.

Help Export Detail | Expiort gummaryl Cancel |




Click on the “Export Detail” to export the attendance details information.

Posiion Deseription size
l_u User D &
[ mame 40
[ Empre. 14
|_ Department a0
[ section 0
l_ Group 1

Lpply Unda

Specify the output target file name:

Description Size Position  Deserintion Size
Date 10 In 5
Weekday 0 Bresk 5
Day Type 15 Resume 5
Shift o 1 Out 5
Schedule 1 o1 5

Done 5

EXCEL| | ascn  ODBC ICWVINDOWS\DESKTOP\TRANSACT\ONTXT

I~ Delimited with double quotation mark and seperated with comma

I~ Suppress hundrecth decimel poirt
I~ Append data to existing output file

ou can select witich detal data fields you want to export out by specifying their column postions with orter of precsdence . The length of sach
selected column is indicated by its field size

o
1
2
B
5

Deserigtion Size
Wiork done in days

5
Wiork dore in hours 5
Overtime 5
Dift.0T 5
Short 5
Leave Typs 15
Leave in tays 5
Leave in hours 5

Remark 30

TTTTTTTT

Help =< Back

Export Detail Cancel

Click on the “Export Summary” to export the attendance summary information.

ExceL| [ agar  opec| |

Posion Descrifion  Size
[T uvsero 5
[ bame 40
,_ Ermp Mo 1
l_ Department 30
[ section an
l_ Graup 1

Apaly Lnda

Specity the output target file name:

HOLIDAY
RESTDAY
OFFDAY

=]

&
q
ls}
=
&}
=
Ef
&}
e}
o
=

—
—
—

11T
11T
11711
11T

,_
a
W

5

Early-Out

1]
=
&l
E3
)
=}
5}

Leave Taken
ABSENT

ARNUAL
SICH,
HOSPITAL
MATERMTY
PATERMITY
EMERGENCY

I —_—

[~ Delimited with double aquctation mark and separsted with commna
[ Suppress hundrscth decimal poit
I~ Append data 1o existing output fie

Occurrence

“ou can selsct which summary data fislcis you want to export out by specifying their column postions with orter of precsdence . The length of sach
selected column is indicated by its field size.

i}

 Haur Sz

R
o
®
2

11111

Help = Bach

Ezzport Summary: Cancel




The attendance sheet as shown in Figure 3.31 comprises of 5 parts.

1] The 1st part comprises of 4 columns. This section represents the user ID, the Name day type and
the clocking schedule for the day.

2] The 2nd part, which may comprise of a minimum of 2 columns and a maximum of 6 columns, is the
attendance time slots. By clicking this section, the downloaded clocking data will appear on the top
right box, presenting possible data to be updated into the selected time slots.

3] The 3rd part will present the worked hours, overtime hours and tardiness total. All calculation will
be presented in the form of hours.

4] The 4th part is the leave taken.
5] The 5th part is the remark column partly shown in the Figure 3.31.

Refer to Figure 3.34 you can click the “Edit” button to adjust the position of each field. Leaving the
field blank will disable exportation to a particular column. Length of each field can be amended.

HISTORY ATTENDANCE

4% History Attendance [ 12;

Order by:- Date User ID Showe Tardiness:- [ Late-In I Owertime Drag & drop clocking
= I~ Early-0ut I on Leave
i HEFET Presert [ 181
MA2I2008  |Tussday = ™ Extended Break ™ Absent
12M2R2008_ [iednesday Cnlmmm || 8 I~ Miss Punch -
13M12/2006  [Thursday Ahsent 45
14112/2008  |Friciay - Select Schedule: - - Select Department - -
User ID Maime Day Type Sche In Bresk | Resume out o7 Done Work | Overtime [ Short  (|Leawve Ta[+
000000 [woRKDAY |0
001001 Y00 LEE KyvlwoRKDAY |0 0z:09 1548 851 1.4 0.0g
00002 _[ANME CHEE MWORKDAY |0 07:56 1703 9.00) 003
001003 [SEBRAN @ S{WORKDAY |0
001004 [JOSEPH MALIWORKDAY |0 07:18 1309 3.00) 2,04
001005 [JESSIE JAMESWORKDAY |0 07:49 1702 9.00) 0.02]
001008 [JOSEPH BULCWORKDAY |0 07:15 1639 3.3 0.21
001007 [MALIK LMAT [WORKDAY |0 07:37 1702 9.00) 0.02]
[ ey _’IJ

I Total

Help puge | Edt Wuti-Shifts: Generate | Import Leave Export cancel |




Why do we need history attendance?

The main reason for history attendance is to optimize the software performance. After performing the
“To History” function, the system will shift the old attendance records from the Attendance Sheet to
History Attendance to reduce the unnecessary data load during processing.

What can history attendance do?

The history attendance has most of the functions and features from the

Attendance Sheet. The history attendance is responsible to help keep

storage and tracing old attendance records for future reference.

Please refer to the At-
tendance Sheet if you

By clicking on the “Purge” button as shown in Figure 3.35, you can clear are interested on how
the selected attendance records. the history attendance
works

EXPORT ATTENDANCE RECORDS
e

The following configuration components are availakle:

Changs password o
Preferred language

Re-build database indexes

BackupMRestors datahass fias

Section defil

Remark defi Please specify the record range and the file lncation you swant to export

Post atterce {0

Impiort attenc

What's newy 70U may select the range of records by:

User ID
Configure
SRR * )l
Use this oftic " hane
anather
i Some

Date: |01m1r2008 = [31m 2008 =

Export to file: |c DOCUMENTS AND SETTINGSWADMMSTR E

Help Apply | Cancel I




Open the System Configuration, double click on “Export Attendance Records”. A dialog box will appear
on the screen.

= Choose at least 1 user in the list box.

= Select an effective date range.
= Click “browse” button to choose a valid file path. Sample of export-
L X ed attendance
As shown in Figure 3.36 click on “Apply” button and @ records that has
to 1 .ZIP file will be created on their related path as been zipped from
shown in Figure 3.37. TR I e sftware for impor-
= - tation to 3rd party

software.

IMPORT ATTENDANCE RECORDS

#¢ System Configu Y ] |

The folloving configuration components are avallable:
Change password -]
Preferred language
Re-build database indexes
BackupRestore dstshase files
Section defil
Remark defi  Please specify the file location you want to import from
Post attends  Mote: Existing records will be overweritten kry this import function.

Export stten

\What's neyy 704 maEy select the range of recards by:

User IDv
Configure
] = 2l
Use this optic  None
another
" Soime

Figure
3.38 |
Date |D1 72008 5 [ 3102008 =

Import from file: ID'\INCOM\NG & OUTGOINGICLIENTS' DATA,

HElﬂl Apply | Cancel |




Open the System Configuration, double click on “Import Attendance Records”. A dialog box will appear
on screen.

1] Choose at least 1 user in the list box.
2] Select an effective date range.

3] Click browse button and choose a valid record files.
= The files should be followed with extension *.att, *.bdg, and *.clk
= Choose either one file. Click on the “Apply” button and the related records will be imported from
the files.
= If you are unable to find some of these features available, please refer to Chapter 1 Enabling
Hidden Features

EXPORT TRANSACTION RECORDS

#¢ Clocking data ai =101 x|
Export Audit Data
Belove iz the list of clocking dats dovwnloader ailz to register clocking slot
inthe attendance sheet due o improper sche  pigaze specify the range of clocking audt recards you want to e
exported to an external file a3 & raw input clocking data for other time:
attendance system

o User v Mame 110 Slat o
o0 |oonood Jennifer Thompson *fou may select the range of records by esume
oM (000002 Mark Rary it
01 |000002 Mark Ray reak
o {0000z [Mark Rey User 1D it
M (000003 Elizabeth VWison ozl it
o1 (000004 Jennifer Thompson " NMone it
o1 |00000t -John Bacan it
o |ooo002  |Mark Rey ' Some
o1 (000003 Elizabeth VWizon
o (000004 \Jennifer Thompson
M [00000s _ JJack B.ums _ = = ut
Erter your selection criteria for selective tran Date | 01012005 00:00 |31 012008 0000
[ User ID Fram Tatal

l_ i : Help et = Cancel Sl
Help - — z gy | Closa |

This function as shown in Figure 3.39 will do the exportation of transactions records to text file.

First click on the @ icon. Next double click on “Terminal data audit list”.



Click the “Pause” button to suspend the reader activities. Click the “Export” button and you will get
the window as shown in Figure 3.40.

$% Clocking data audit list

Export Audit Data ]

Belowr is the list of clocking data downloade:
inthe sttendance sheet due toimproper scht oy are required to defing the fixed length data export format using the

reserved key as indicated below.
Wiou must verify the format before you are able to perform export data

ails to register clocking slot

=10l

I User ID Rame 1i0 Slot -

00 (000004 |Jennifer Thompson TT: terminal ID DD dlaty hic haur A: activity (=) Esums

o1 |oo0o0z ark Ray U user D5 Mbt: marith mim; minute H: transaction it

o1 [oo0ooz Mark Ray WY year =8 second reak

o1 [oo0ooz Mark Ray it

oM (000003 Elizabeth Vilzon Type in the desired export format: it

0 |0onno4 - Lennifer Thompson | TT, UUUUUY, DDMMYY, hhirea, A, X l? Edt it

01 |Doooot -John Bacon 12345678901 234567 890123456789 it

M [noooo2 Mark Ray [ Automatic append data to output file during data downlaad

01 |oo000z Elizaheth Wison

01 |000004  |Jennifer Thompson Specify the output target file name:

01 (000005 Jack Burns IC \DOCUMENTS AND SETTINGSAADMINSTRATORIDESKTOR _I it i
Emar pour salaﬁtswnal;\ I%rrtar\a for S;r'sﬁwe an 12 Annend date to existing output file He
l_ I 479

Help | = Back

[oEs ] [ B— e x| =

You can now set the desired format for the exportation of text file. Click the “Edit” button to modify
the format.

Select “Auto append data to output file during data download” checkbox as shown Figure 3.40 to auto
export raw data to a file specified. Click the “Verify” button to confirm.

After that, you have to specify the output target file name and click the “Export” button to start export-

ing.

The text file format after the export will look like the one shown in figure 3.40.

The format shown is “TT UUUUUU DDMMYY-hh:mm A X”, where TT is the reader’s name, UUUUUU is the
user ID, DDMMYY is the date, hh:mm is the time, A is the activity of the user ID and X is the transaction
type of the user ID.



& TRANSACTION.TXT - Notepad ‘ i =] |

File Edt Format Help

01, 000005, 010906, 08:
01, 000001, 010906, 0F:
01, 000002, 010906, 08:
02, 000003, 010906, 0F:
02, 000003, 010906, 0F:
01, 000004, 010906, 08:
04, 000004, 010906, 0F:
05, 000002, 010906, 12t
05, 000004, 010906, 12:
05, 000005, 010906, 17:
02, 000001, 010906, 12t
05, 000001, 010906, 13
05, 000002, 010906, 13
05, 000003, 010906, 13
05, 000004, 010906, 13
05, 000005, 010906, 13
000003, 010906, 13138,
05, 000002, 0L0906, 18:46,
05, 000005, 010906, 1B:46,
01, 000003, 010906, 19:04,
01, 000004, 010906, 19:48,
01, 000001, 010906, 19:53
L 000001, 040906, OZ: 36,
01, 000002, 040906, 08:43,
01, 000004, 040906, 0B:43,
. 000003, 040906, 09:01,
01, 000005, 040906, 09:06,

oo RaneRomeRoae Tl W I S SOl Rl [, QN [ S o8 Mo

[Nl e e e L LN, N N FTY N}

oo e e o e e o e e e e o e e e e A e e e e o e e o oy

OO0 OOOOOOOOO0OOoOOO0OOOOO0OOOOO 0D




POST ATTENDANCE TO PAYROLL

The following are list of payroll software available: -

" winCom Payroll 7

" ather payroll system - I

You may select the range of recaords by:

4

Department J J
Etmp Mao. J J

Date el L i

4

4
4

Help Apply Cancel

Only a number of selected payroll software solution is available. Contact your vendor to check whether
your payroll software solution is included.

Click on the . icon and the System Configuration screen will appear. Scroll to the bottom of the
screen, and you will find a new option “Post attendance to payroll” and double click on it. A window as
shown in Figure 3.42 will prompt out.

Define the payroll software solution you are using and define the dates of the attendance records
needed. The types of information transferred would vary depending on the payroll software solution
chosen; working days and overtime hours worked are the compulsory contents.



Chapter 4

DOOR ACCESS SETUP

ACCESS OPTIONS

USER ACCESS CODES

User Access Code is a code used to organize the user’s accessibility according to the
access privilege. Number O to 9 represents the access codes. User can be assigned to
different access code and each user will have one access code by default, which means
that for users who are assigned under access code 0 he/she will have the authorized
access to access code 0 only. When the user’s access code is changed, click “Update
User” button to update the latest changes to the reader. Only supervisor has the rights
to change the user access code. Shown in figure 4.1 below are the features found in
the User Access Codes window:

3 User Access Codes = S

Each user can be assigned to an access cote of 0-8, with defaul code set as 0. These access codes are used to organise the users accessiblity as
according to their access priviege. The authenticty of users in a terminal reader can be verifisd by the access codes psrmitted in that tarminal

Click the access code to view the list of users that helong to the selected access code. You can select the users from the list to be included or removed
from the selected access code using the (eft-shift or right-shift buttons.

22§ = e e | e i e

List of users not in the selected acness code

User D Mame Depariment  Access Code  UserID Mame Department  Access Code
[oo0001 faonn Bacon o ] [oo0002 [uark Ray |
000003 [Elizabeth Wison o

000004 |Jenniter Thompson o

000005 |Jack Burns o

El Bl
Help Update Lissr | Savechanges |

i G
»f




@ Access code - Different access code will have different authorized access. Access code can be
configured according to the time zones settings.

@ Description text field - To write the description of the different access code such as 24-hours ac-
cess, morning access, etc.

® Left user panel - When an access code is clicked, the users listed under that particular access code
will be displayed on this panel. The information displayed includes User ID, Name, Department and
Access Code.

@ Right user panel - Users that are assigned to a different access code different from the left user
panel will be displayed here.

® Left-shift button - When clicked on this button, those users that are selected at the right user panel
will be moved to the left user panel.

® Right-shift button - When clicked on this button, those users that are selected at the left user panel
will be moved to the right user panel.

TERMINAL USERS CONTROL
AUTHORISED Figure

# Terminal Users Control 4.2

Select the available terminal reacers and specity the desired access codes that are authorized to accesstoit, 30 that users of authorised access codes
wil be enrolled inta the terminal. The time zone settings are optional to certain reader models to limit the users accessibilty with the specified tine periods
Click the 'Upciate Terminal' button to uplosd the authorised users, or optional time zone settings to terminal.

Select Terminal ID Autharised | Time Lane I Check Users

Five groups of time zone combination (1-3) can be used by each access code for authorised access, however,
you can select 0 for no access, o 6 for overwtite time zone combination. Please refer to 'Time Zone' page for time

zone =etting
TZ Group Time 7one  Access Code Time Fone Access Code Time Fone Special Users Access
1[4 =] BE=lED UserlD | Priviege [Time 2
000355 User i
2[zaa 1€ s[p=%
A= :[3He 1[o=e
[
Macel 4a: =1 4 o [0 =E
Lastupdate [ 7 ¢ .- 5 s 4@& "EE
Help Update Terminal | Duplicate Seftings | Save Changes Close |




The Terminal Users Control window is to control the users access to the readers. There are 3 main
things to be set here which include to determine the authorised access to users, the time zone for
each reader as well as to check the user info inside the reader.

Time Zone Group (TZ Group)
User can set up to three combinations of weekly time zone settings under a group. There are a maxi-
mum of 5 time zone groups available.

Time Zone

Each group/user can have up to three combinations of time zone setting by default. Hence, there are
3 column spaces available to key in the digit number of the time zone. You can add a new weekly time
zone setting or change the settings under the text field.

Access Code
0-9 access code can be set as the following settings:

Access Code Settings Definition

0 Represent no access

Represent access to time zone group 1 (TZ Group 1)
Represent access to time zone group 2 (TZ Group 2)
Represent access to time zone group 3 (TZ Group 3)
Represent access to time zone group 4 (TZ Group 4)
Represent access to time zone group 5 (TZ Group 5)
Represent access to user defined time zone settings

oA A W N

Special User Access

Under this section, users are allowed to gain a specific authority access for some particular users. For
those users who have been chosen to be in the list, their authority to the door access will be overridden
by the access code settings.

TIME ZONE

Itis possible to set 50 different time zones in this section as shown in Figure 4.3. Each time zone con-
tains a week’s schedule. This section also allows you to set unique individual time zones. Users who
are not under any time zones will not be able to gain access/entry and an error message will show at
the reader stating ‘Time Period Deny’.



Select the available terminal readers and specity the desired access cades that are autharised to access to it, 30 thet users of authorised aocess codes
will be: enrollzc into the terminal. The time zons settings are optional to certain reader models to lint the ussrs accessibiity with the specified time periods
Click the ‘Upsiate Terminal bution 1o uplozd the suthorissd users, or optional time zone settings to terminal

Select Termina D Authorised (T Zone | Check Users
A maximum of 50 time zones can be used to define the time frame that entry is allowed for each respective day of
the week. & combintion of mesimUm 3 tine Zones can be Utiised to define the acoess time zane cambinations, =g
23 meansdime zne 1,2, 3 are Lssd

Time Zons Sun Monday | Tuesday |Wednesday | Thursdsy | Friday | Saturday
0000-23:59 |00:00-2559 [00:00-23:59 |00:00-25:50 |00:00-23:59 |00100-25:55 |00:00-25:59
0000-23:59 |00:00-2359 [00:00-23:59 |00:00-2358 |00:00-23:59 |0000-23:55 |00:00-23:59
0000-23:58 |00:00-23:53 [00:00-23:58 |00:00-23:58 |00:00-23:59 |0000-23:58 |00:00-23:59
00:00-23:58 |00:00-23:58 [00:00-23:58 |00:00-2358 |00:00-23:59 |0000-23:59 |00:00-23:59
00:00-23.58 |00:00-23:53 [00:00-23.58 |00:00-23:58 00002359 |00.00-23.:59 |00:00-25:59
0000-23:50 |00:00-23:59 [00:00-23.50 |00:00-25:59 |00:00-23:59 |00.00-23:59 |00:00-25:59
00:00-23:59 |00:00-25:59 [00:00-23:59 |00:00-25:50 |00:00-25:59 |00:00-23:59 |00:00-25:59
0000-23:59 | 00:00-2559 |00:00-23:59 |00:00-25:50 |00:00-23:59 |00 00-25:55 |00:00-25:59
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Help Update Terminal | Duplcate Settings | Save Changes | goss |

By default, user will follow timezone 1, which allows them to enter the premise 24 hours a day,
(00:00-23:59)

CHECK USERS

3% Terminal Users Control o=}

Select the available terminal readers and specify the desired access codes that are authorised to accessto f, =0 that users of authorised access codes
wil be enralledt into the terminl. The time Zone settings are optional to certain reader models to lint the users accessibilty with the specified time periods
Click the 'Update Tarminal button to upload the suthorised users, or optional tine zone settings to terminal.

Select Terminal D authorised | Time Zone  Check Users

Mo. | UseriD [ Userbame [ Fingerprint | Priviege | Password | Access Cade | Time Zone

3

Moctel [
Last update [ 7 7 Download Users

Help Upcate Terminal Duplicate Settings | Save Changes Close




This function as shown in Figure 4.4 allows the administrator to check and verify user’s information
in the reader.

Under this section, you are able to retrieve the information as stated below:
= User name
=« User’s enrolled password
= User’s total enrolled fingerprints
= Access code
= User's privilege level
=« User's time zone settings

Upload terminals with time zones, group time zones and access codes.

= Configure time zones in Terminal User Control.

= Assign time zones into Group time zones in Terminal User Control.

= Assign Group time zones into Access codes in Terminal User Control.
= Updates settings to terminals.

= Assign users into Access codes in User Access Codes.

= Updates settings to terminals.

MONITOR TERMINAL ACTIVITIES

This function allows you to monitor the status of the access readers/terminals by clicking the Online/
Pause Button. To pause the process, click on the Pause Button. To continue monitoring the status,
press the Pause Button again then it will shift to Online status as shown in Figure 4.5.

@ Open-door button - This function releases the magnet lock of the door.
@ Synchronize-time button - This function synchronizes the PC’s time with the reader time.

® Show Photo button - This function enables/disables the display photo to that particular user who
had just accessed to that particular reader/terminal.



4% Monitor Terminal Acti

This screen allows you to monitor and display the status of the installed clock terminals on screen
Click the 'Sync' buttan to synchronise time.
iou may tick the 'Skip' checker to bypass that terminsl monitoring

g =]

Lacal Time
Skip [[») Description Syne Time: User ID Mame Time: Transaction
9
I
Help Show Photo | Close

Online/PauseI Button




APPENDIX

SAMPLE REPORTS

TIME AND ATTENDANCE REPORTS
ATTENDANCE SHEET

CiisTme Attandance Sleat 10,00 2008 16: a2z Pags: L
Geeup - 01,/01/2008 - 317012008 R wasmr 0 somemar rg—
o =Frazant: AB=ALr at LL =AMTIRL LI =5ICK L3 =HDSFITAL LA =MATERNITY LS =TATERNITY 12
Oeer TP Naw: | l| ?| ?l ﬂl Sl & B 8 |.0| |.l||.2||.?| |.'1| |.$-| Le[ 17] Le| Le| :Sl :5|
4w Wadbias deae B0 el O 9 0 Ol P PP PP P P PP PP
oomnne | demethe mes .“ .'f." .H .0 .P IE Sttt '/.0 .P .'/.'/.'f.'f.'/.o .P sa 10 12 s 20" [* [a] a0
PR ra—— H (n oo ‘/‘/((‘/u " ‘/‘/”(‘/u n'“'“'”'”'“'u 'n'“'“'”'
4 OMNE Earl Jobnzen .“ .‘f.“ .H .0 .F I ,/.0 .F .‘/.‘/.‘(.‘(."‘.0 .F i6 |40 a5 40 | an | | | a6 s on
5 omom  am lwee P 22 2 o P P P P P P P P
S ol ol o Y P P o Y P P
T Jmmiter Curcis H {n HooR “‘/(('/n B ‘/‘/{('/n R-u-u.m.m.w.n 'n'“'“'m'
® omoss Dabrs Pezon _“ _./_" _H _° _R I Atar ./_0 _R AT AT AT TS TE AR A8 AB | A5 4B TE B | im | A8
& oo :‘t:i::lvn eI B Lelw vl ][ T lwlve] vl v Lanl™ [F Lan] o] sn]anan ™ " | n]an]an
I OmOE Jwen Towy _“ _(_“ _H _0 _P _./_./_.f_(_‘/_o _P _1/_,/_(_./_,/_0 _P |49 48|30 | a0 | a0 [ |a|a|sm
A Gl e I O O 0 0 0 0 ol P P P P e M M
P T — _“ ._,_" _" _° _P |18 | J.o _P | P U 1% J 10| 0] a0 an] an]” [F [1n]an]as
0 A s il ol 22 2 2 ol P P P P P e P P
MoOE0I? Tect Michasd T P ™ v ]” T ]l wr o[ [® |* [an| 0] 00 a0 s [* [* | aa]sa[ e
% GG Wickells Las Pl O 2 0 O P e P P P P P e P P
L ool ol ol 2 2 Pl P P P S Y P P
1 A Haen L Blaee |0 [WIRTTTR ‘/‘/{{”" vl vl ][ |" ™ Lan]an [ ao | aa [ s |™ ™ |n]an|aa]
StgparTen Worldwide

The Attendance Sheet is a comprehensive report detailing activities of all staff in a month.
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E-TIME CARD

Blectronic Time Card

Jemathan Millar
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The Electronic Time Card is detailed activities of an employee in a month.
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ON LEAVE REPORT

DiE M on Leave Begport L0/01/2008 0N 8= 2 P L
Brow 1 0 03/01/2008-20,/01/2008
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The On Leave Report is a report showing leaves taken by staff based on specified dates.
DAILY ATTENDANCE LISTING
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The Daily Attendance Listing is the listing of staff attendance based on the date required.



TARDINESS REPORT

DiGiTime Tardiness Beport 100172009 oF: ex-dz Fagn L
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The Tardiness Report is a report showing daily activities of a staff such as In, Out, Overtime, etc.



OT APPROVAL WORKSHEET

0 Time Overtime Approval Worksheet 10 /0L F200 9%:55: 2% Fage: 1
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The Overtime Approval Worksheet reveals the worksheet of a user and approval given for that particu-
lar person for working overtime.

ATTENDANCE SUMMARY

CiGiTime Attendance Summary L0M010Z008 (5 57- Pags 1|
Exoum : 03/01/2008=20/01/2008
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The Attendance Summary is a summarized report of staff attendance which comprises of overall per-
formance in work rate, absents, leaves, late in, early out, missed punch, etc.



GROSS WAGES REPORT

DN GTme Gross Wages Eeport 10,01 FZ008 09 B 50 P 1
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The Gross Wages Report is the gross calculation of worked hours of all staff based on their rate per
hour and a specified period.

DUTY CALENDAR
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The Duty Calendar is a calendar consists of workday holiday, restday and offday based on a specified
group.
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DAY BY DAY ANALYSIS
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The Day by Day Analysis is a report of attendance summarized daily in terms of overall performance
and number of absents, leaves, late in, early put, missed punch, etc.

MONTH BY MONTH ANALYSIS

O GiTamiee Henth by Henth Analysis L0/1/ 2008 10: 2= 31 Faqu: L
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The Month by Month Analysis is a report of attendance summarized by month in terms overall perform-
ance and number of absents, leaves, late in, early put, missed punch, etc.



CORRECTION REPORT

DiGTirme Correction Report 10/01/2008 10:03: 12 Page:
Group : 03/01/2008 - 20/01/2008

User ID Name Date sche In  Break Resume Out  OF Deﬂe‘ ‘ Work Overtime Short Renark
1 001003 Tillian Scott 03/01/2008

The Correction Report is a report to indicate if there is any outstanding clocking activity for administra-
tive personnel to take corrective measures.



STAFF MOVEMENT ANALYSIS
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The Staff Movement Analysis is the transaction records of individual staff by user ID.




TERMINAL ACTIVITY REPORT
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The Terminal Activity Report is the transactions record of staff by reader.



TERMINAL TRANSACTION LISTING

DiGiTime Terminal Transaction Listing 1040172008 10: 06: 59 Page: 1
03/01/2008 00:00 - 20/01/2008 00:00
Date n Description card Hane Transaction
1 03/01/2008 08: 43 01 Main Door 001096 Termifer Cureis oo
& 03/01/2008 08: 4 01 Main Door 001088 Craig Hemnessey oo
3 030172008 08: 54 01 IM=in Door 001088 Elizsheth Uellington| 00
4 0370172008 08: 56 01 Mzin Door 001087 Debra Bacon oo
E 03/01/2008 12:16 0z Side Door 001058 Elizsheth Wellinguon| 01
€ 030172008 12: 20 0z Side Door 00108% Elizebeth Wellinguon| 01
7 030172008 12:31 01 M=in Door 001085 Craig Hemnessey oo
& 03/01/2008 12: 34 0z Side Door 001057 Debra Bacon 01
@ 03/01/2008 13:12 01 Mein Door 001088 Craig Hemnessey 01
10 03/01/2008 1321 0z Side Door 001057 Debra Bacon oo
11 03/01/2008 13:52 0z Side Door 001088 Elizebeth Wellinguon| 00
lz 03/01/2008 18:00 0z Side Door 001086 Jermifer Curtis oo
13 03/01/2008 1812 01 Main Door 001096 Jermifer Cureis 01
14 03/01/2008 1842 01 Main Door 001058 Elizsheth Wellingron| 01
15 0370142008 13:42 01 Mzin Door 001088 Elizsheth Wellington| 01
16 03/01/2008 19:17 01 Mzin Door 001087 Debra Bacon 01
17 03/01/2008 19025 01 Main Door 001055 Craig Hemnessey 01
18 040142008 0%: 51 01 Main Door 001088 Craig Hemnessey o
19 040142008 08: 52 01 IM=in Door 001086 Jermifer Curtis oo
Z0 04/01/2008 0301 01 Main Door 001057 Debra Bacon oo
z1 04/01/2008 0317 0z Side Door 001058 Elizsheth Wellingron| 00
22 040142008 12:35 01 IM=in Door 001085 Craig Hemnessey 01
23 040142008 12:36 0z Side Door 001086 Jermifer Curtis 01
zd 04/01/2008 13:43 0z Side Door 001086 Jermifer Curtis oo
Z5 04/01/2008 16:33 0z Side Door 001088 Elizebeth Wellinguon| 01
26 04/01/2008 18:13 01 Mzin Door 001085 Craig Hemnessey 01
z7 04/01/2008 18 50 01 Main Door 001056 Elizsbeth Wellingron| 01
28 040142008 13:52 01 Mein Door 001086 Termifer Curtis 01

The Terminal Transaction Listing is the record of all transaction data downloaded from every reader.




