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1 = INSTALLATION AND ACTIVATION

INSTALLATION AND SET UP

1. Toinstall TCMS V2, you need to insert the TCMS V2 installation CD into CD-ROM or DVD-ROM.

2. Browse the CD and run the installation file.
3. If your computer has AUTORUN feature, it will be initiated automatically.

STEP 1

Preparing to Install...

FingerTec TCMS w2.2 Setup is preparing the InstallShield
‘izard, which will quide wou thraugh the program setup
process, Please wait,

Extracting: FingerTec TCMS w2, 2.msi

( |

Welcome to the InstallShield Wizard for
FingerTec TCMS v2.2

The Installshield{F) Wizard will install FingerTec TCMS v2.2 on
~wour computer, To continue, click Mext,

WARMIMG: This program is pratected by copyright law and
international treaties,

Cancel

Mext = | [

< Back |

Double click the icon to initiate the installation process. For PC with AUTORUN
feature, the installation process will be initiated automatically.

Chapter 1eInstallation and Activation

Click “Next” to proceed.




STEP 3

i FingerTec TCMS v2.2 - InstallShield Wizard

License Agreement

Please read the following license agresment carefully,

FINGERTEC TCIME V2 END-TSER SOFTWARE LICEINSE 2
AGREEMEINT

MPORTANT-READ CAREFULLTY: This TCWS V2 System End-User
License Agreement 15 a legal agreement between vou (ether an indindual

ot a single entity) and FingerTec Wotldwide Sdn Bhd. ("FingetrTec") for

the software product identified abowve, which includes Cotnputer software

and associated media and printed matenials, and may nclude "online" or
electromc decumentation ("TCHE V2 Soffware™. 5

(331 accept the terms in the license agreement

()1 do not accept the erms in the license agreement

[ < Back ”

Next > |\l [

Cancel ]

STEP 4

i FingerTec TCMS v2.2 - InstallShield Wizard

Destination Folder

Click. Mext ko install to this Folder, or click Change to install to a different Fold

=

Instal FingerTec TCMS +2.2 ka:
C:\Program Files\FingerTec Warldwide)\ TCMSw2)

[ < Back H Mk = v\’ds [ Cancel ]

Check “I accept the terms in the license agreement” after you read the license
agreement. Click “Next” to proceed.

Click “Next” to install software to default installation folder at C:\Program Files\
FingerTec\TCMS v2. Click “Change” if you want to specify a different location
to install the software.

Chapter 1eInstallation and Activation
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STEP 5
i FingerTec TCMS v2.2 - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation,

Click Install ko begin the installation.

IF wou want to review or change any of vour installation settings, click Back., Click Cancel ta
exit the wizard,

[ <« Back ” Install [\][ Cancel ]

Click “Install” to start the installation, which takes a few minutes and varies with
performance of computer.

hapter 1eInstallation and Activation

STEP 6
it FingerTec TCMS v2.2 - InstallShield Wizard

InstallShield Wizard Completed

The Installshield Wizard has successfully installed FingerTec
TCM3 vz, 2, Click Finish to exit the wizard,

Cancel

< Back

Click “Finish” after the installation is completed.
A new icon is created on the desktop. Click the icon to start the software.




STEP 7 & STEP 8

You can find the product key, activation key and serial number of the terminal
printed on the genuine sticker of the TCMS V2 CD.

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

Product Key

Reader Serial
Number

&
el dadl oyl yial Arabic &)
%fﬁﬁﬂt]ﬁ E mﬁgﬁﬁiﬁiﬁ'ﬁﬁi Chinese Simplified
%ﬁﬁl&.ﬁ E mﬁﬁ@g%%%}ﬁzﬁ Chinese Traditional
Select this option for English version |______English |
L i | i ol e ) i gl Farsi
Choisissez cette option pour la version Francaise French
Diese Option fiir clie deutsche Version auswahlen German
Pilih opsi ini untuk versi bahasa Indonesia Indonesian
Selezionare questa opzione per la versione in lingua Italiana Italian
Pilih pilihan ini untuk versi Bahasa Malaysia Malaysian
Seleccione esta opcao para versao em Portugués Portuguese (Portugal)
Seleccione esta opgao para Versao em Portugués — Brasil Portuguese {Brazil) A
Choose a language and click “Select” to choose the preferred language.
FingerTec TCMS - Setup Wizard g@g|

Congratulation! You have successfully installed this FingerTec TCMS softweare into
your computer system.

I'tn & smart Setup Wizard which will guide you to enter some simple psrameters to
comglete this one time inftislisstion process.

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

f—= | B4NZ = AE9Y = | TWHA

Thiz FingerTec TCMS software keeps attandance records according to date and time
of & user's clocking.

By default, the system shways records the time in 2400 hours formeat.
Hovy do you want the dste to be recorded 7

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

MM 7DD ¥y
L0 /M 10
Oy [ MM /DD

Example of date & fime:-
19022009 15:19

Select the date display format to be used in software and reports. Click “Next”
to proceed.

Chapter 1eInstallation and Activation
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STEP 10

FingerTec TCMS - Setup Wizard

o]=1ES)

& wearking day i a day which requires one's present to work, or otherwise it can be
& holiday o restday, ete which don't need himher to come to work.

Bry default, the system have suggested the following special key words to represent
each of the above day types if you want, you may wish to change them. For ease of
reference, it's recommended you don't change them.

STEP 11

gerlec TCMS - Setup Wizard g@gl

Moy come to the part where you might want to protect this program from
unauthorized usage.

“You can enter your secret password using maximum of 10 alpha-numeric characters
to protect it for authorized usage only, or leave it blank if you don't require it nowe.

At your convinert, you can always actisvte or deactivate this password protection
should you decided to change it st a later stage
Password | s
Retype |+

Fimally, you may briefly introduce yourself to me so that we may contact each other in

The normal working day iz WORKDAY future, thit is, if you wart to

Company | FingerTec Wiorld Wide
The non-working holicsry is HOLIDAY

Mame | Henry
Other non-working days are RESTDAY Email | henry@tingertec.com
OFFDAY Country | malaysia i
First day of the week is Sunday v
[[cancel | [ =Bsck | [ mem- [ [ cancel | [ =paek | [ wewsp |

By default, the software displays the name of working and non-working day and
they can be changed according to your preference. All these information will be
displayed in the software and reports. By default, the first day of a week is Sun-
day, and it can be changed accordingly. However, the software always defines
the first day of the week when you choose the display language for the software.
For example, the first day of a week is defined as Friday if you choose Arabic or
Farsi as display language.

Click “Next” to proceed.

8 | Chapter 1eInstallation and Activation

In “Password” column, insert the administrator's password to protect access to
the software.
In “Retype” column, retype the same password to reconfirm.

Password is an optional field. You can ignore it if you have any other facilities to
guard your computer.

In “Company” column, insert the company name, which will be published in all
reports. You may fill in the name of the administrator and his email address.

Please select the country where your company is located.
Click “Next” to proceed.
This is an optional page and you can ignore all information by clicking “Next”.




STEP 12

FingerTec TCMS - Setup Wizard £ @E|
You have just completed the few simple steps required by the system to automate

your attendance system. You may wish to go back to any of the previous steps to
change the parameters, otherwise click the Finish button to conclude this wizard

setup.

Upon finishing of this setup, [ leave you to the FingerTec TCMS cortrol center. Make
sure the clock terminal iz connected to this computer s per instruction provided on
the 'Terminal Quick Installation Guide'. *ou may start enroll new user's fingerprint on
the clock immedistely

It's been a pleasure at your service, and once again, thank you for using this
FingerTec TCMS softwate and hope you'll have a great time in exploring this
attendance system

Click “Finish” to end the software setup.

r\_« wiell dare! Thark you For using this FingerTec TCMS software and we trust that you wil find it helpful in your attendancs management control.
.

A welcome message will pop up to inform you that the setup is completed. Click
“OK” to accept.

STEP 13

Enter, FingerTec TCMS Password

Software will start automatically. Insert the administrator's password to login into
the software.

Note: The password box will not pop up if you did not insert any password
during the setup process.

TO CONNECT AND ACTIVATE TERMINALS IN
SOFTWARE

BY USING TCP/IP, RS232 OR RS485 CONNECTION

The connection between the software and terminals is crucial to make the soft-
ware works. If the connection failed, the software cannot be initiated. You must
have software product key, software activation key and serial number of the
terminal to connect the software to the terminals. Information is printed on the
genuine sticker of the software installation CD. Refer to page 7.

apter 1elnstallation and Activation
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STEP 1

STEP 2

Spestythe D unber and heype o mosel o R e e ) & B e

ety Draciod chocier ey P e Disbled cnecer

WPORTANT ek Acivte Terina ot atvel e trrinl I rder 0 a1 dowrioad ook ke from {rmil WPORTART Clk At i)

Dianea] Prosuetkey | Acvein [ [ orom Deseriton Wodel | Setaino. [ Comecten | Baumats | PAmies Doavia| _proditkey | At | 0 [ Gow | besoiion | Wowel [ seieine. [ Comecton [ pauwats | pamwess
ST AESY-E T o e N N e e SRNCTTATAT) FI— " i iom eow wision

Confirm Terminal s Online

commurication seftings are set conety hefors procesd.

to continue 7

[, [Ceance ]

0 o]

] o)

[]Show TCMSv2 Viewer Activation

[C]show TCMSv2 Viewer Activation

When the software is initiated for the first time, this page will pop up.
Follow the steps below:
[1] Insert the ID
+ Each terminal ID must be unique for the software to accept new terminal.
* The numbers must be between 1-999 and it must match the number in the
Communication Option in the terminal.

[2] Select the model of the terminal(s).

[3] Select Type of Connection
+ TCP/IP if using LAN connection.
+ COM1~6 if using RS232 or RS485 connection.
+ USB if using USB flash disk to transfer data.

[4] Select the baud rate if COM1~6 is selected as Types of Connection. Ignore
if TCP/IP or USB is selected as Types of Connection.

[5] Insert the IP address of the terminals. Ignore if COM1~6 or USB is selected
as Types of Connection (same settings in Communication Option in the terminals).

[6] Uncheck the Disable column to connect the software to the terminals.

Chapter 1eInstallation and Activation

A message will pop up and request you to confirm that the terminal has been
connected properly.

Click “Okay” after you have checked the connection.

STEP 3

Specify the D numbser and the type of model for each for
In order to enable a cisabiec terminel, make Sure the terminal s cannected online o your C before you uriick the ‘Disablect checker.
IMPORTANT. Click Actvat Terminal buiton 16y "

Activate Terminal

o unique P aciress for TCPAP connection.

Disatled | Product Key ctival

BANZ-AEV-IEA

clocking data from Baudate P Address

] 115200 [1s24681 222
wsing internet online activation, or you can enter the activation e e

Key if you akeay have i

ProductKey |B4NZ |~ AESY |- JWEA

sefialNo. (3202478

I wart o erter

Activation Key | THU4ADEN

ish our webste for international warrarty recistrstion.

K| T
[Jshew TeMsv2 Viewer Activation

f

) (o]




A new window will pop up to indicate that connection is established. The software
will connect to the terminal to read the serial number. Insert the Activation Key
into the column.

Click “Apply” to save settings.

|

Speciy e D numoer and h type of mocel for sach for . o1 5 Unie P s for TCPAP connecton
Inorder to enabe a isables ermin, make surethe terminal s connected e to your PC biefoe you Unick the ‘Disabled checker.
WPORTANT: Cick actiate Terminat buton i
Activate Terminal
Disabled | Product Key | Acval cocking ceta fron || Beudrele P Address
AL AEIY-IA, ] 520 |1921801 222
actvation, o you can enterthe actvaion || oo 12122
ey if you sheadly have .
2108 : Activate Terminal
1\ consratiationt vouhs
o
Activation Key | THU4ADEN
i our website for fernafonsl wararly resistralion
o - » 1“
[ Show TCMSv2 Viewer Activation

The software has been activated and is ready to run. Click “OK” to accept the
message.

Speciy the D e sttty of el for o 5 it e for TCRIP conniction
T g A e ST T e HRE Pt S T e
WPORTANT, ik Actate Tenmint ufion
Activate Terminal
Dsctiea | prosit ey |t cocking st o || prite | P adiess
|BANI-AETY - JBA, (e 115200 1921681 222
actvatin, oy oo enter th actvation
eyt you e have
ProductKey B4NZ = AEOY = JWEA
SerialNo. | 8202478
wart o e
Activation Key | RE3VT 447
ist s vttt eretonl ety eorsion
< X » H
DSt ToHSv2 viewer Actvation
] [ TemneiGow Ay

If “Apply” button is deactivated after you inserted Activation Key, please check the
genuine sticker on the software installation CD. Make sure that the key numbers
shown on the screen are the same as the ones printed on the sticker.

Contact your local reseller or support@fingertec.com for more detail information.

CONNECTION BY USB FLASH DISK

STEP 1

‘Specify the ID number and the type of model for each installed terminal, ,or i for TCH

et o PC hefre v tick e Dissiet checker

WPORTANT. Cck civale o e

Drtiea| _Prodictiey | cvaton | 1 | G Desarption Mol | Seratio | Comectin | Berte | P Adwess  [a]

A T TR N G om |nem iz

o RLS7-GEBS- B9 2 [ ok 100 115200 192.188.1 201 i

< [
[ S TCHSV2 Viewsr Actvation

Uncheck the Disable column to activate the terminal.

apter 1elnstallation and Activation
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STEP 2

STEP 4

Specify the ID numbser and the type of model for each
In order
IMPORTANT. Click Actvte

o unique P aciress for TCPAP connection.

inato s PCheforsyo i e it eracker
der deta from terminal

L

‘Specity the ID number and the type of moce for each instalecttermina, o
e 18 st 5 4O T S e e SO i 15 98 e AT s s D e
IMPORT&NT: Clck ‘ctivate Terminal buton g

Dootioa] produt ey | sctvaion | & [ oow T Woe | Serne | commedion | Bewirate | prgies 4] R of dooking e from || meweras | @ Aawess
|BANZ-AEGY- B4 |7THUS ADEN 1 0| Terminal 1 B202478 TCPAP. 115200 1921681 222 INZ-AESY -JABA ‘V“:ﬁ;;“;”s:muse R N i G e et 115200 1921681 222
RS oEcs Unes P VoK 100 o |nsm  sieiam [ rsreroaunes Joun b e reen 201

2108 : Activate Terminal

6202728

Activation Key |RE 3VT 4A7

Visit ou webste for infernationsl warranty recistrsfion.

|

[IShow TCMSv2 Viewer Activation

.

il

[ shevy TeMiSy2 Viewer Adtivation

Terminal Grou

Insert the Serial number of the terminal into the column.Click “Apply” to proceed.

STEP 3

|

‘Specify the D umkser anthe type of model for each
In orcer to enable a cisabecttermina, make Sure the termin s comected online o you PC before you urtick the
IMPORTANT. Click ‘Actvate Terminal bution 1

o s Unique P aciress for TCPAR connection

Activate Terminal

Disstled

Product Key. Actvali] You are shout to activats the sslected terminal to enable the downlosding of clocking dets from

Software will be activated for you to use the software. Click “OK” to accept the
message.

|

‘Specify the D umkser anthe type of model for each for
In order to enable a cisabiec terminel, make Sure the terminal s cannected online o your PC before you uiick the ‘Disablect checker.
MPORTANT. Clck Activele Teminl buton 8

o s Unique P aciress for TCPAR connection

ivate Terminal

Productkey |RL57 - QEBS - UNEY

serialNo. [g202728

connecton, | want

I wart o erter

Activation Key | RE3VT 447

isit our webste for interntional wararty reistration.

g
: e

‘
[Jshow TewSy2 Viewer Activation

Terminal Graup

Insert Activation Key into the column. Click “Apply” to proceed.

Chapter 1eInstallation and Activation

ERE) Pasiess A Distled | Procuct Key Actvai o o st 0 scitete seacte teminlto el e sl o ocking ot fom Baudate P Address

BANZ-AEY-JEA_|7HU4ADEH] the terminal. ez 1821861 222 BANZ AESY-IBA Bl i 15200 [1s246e1 222
activation, o you can enter the activation e activation, or you can erter the activation

RLS7-GEse-UnEs BT 115200 1824881 201

Key if you akeay have .

Productkey |B4NZ |- ABDY - JWEA

SerialNo. [@202478

connecton, | want

I wart o erter

Activation Key | REBVT 447

isit our webste for interntional wararty reistration.

<
[Jshow TewSy2 Viewer Activation

Terminal Graup

If “Apply” button is deactivated after insertion of Activation Key, please check
the genuine sticker on the software installation CD. Make sure the key numbers
shown on the screen are the same as the ones printed on the sticker.

Contact your local reseller or support@fingertec.com for more details.




TO ADD OR DELETE TERMINALS
TO ADD NEW TERMINALS INTO THE SOFTWARE

STEP 1

Specify the D numbser and the type of model for each

or s urice P adiress for TCPAP comnection

fo 3
oniine o your PC before you ick the ‘Disablect checker.
der et rom terminal,

orcer
IMPORTANT. Click ‘Actvate Terminal buion

Disatled | Product Key activaion | 0 | Graup
BANZ-AESY-INEA | THUAADEN 1 0

Deseription Connection |_Beudrate

odel Serial o,
Rz 202078 |TCPIP. 115200

P Address
1521681 222

i o)

[ show TCMSv2 Viewer Activation

Click “Add” to add a new terminal into the software.
STEP 2

Specify the ID numbser and the type of model for each
I ora

o unique P aciress for TCPAP connection.

for
oniine o your PC bafore you ick the 'Disablect checker
order deta from terminal

e
IMPORTANT. Click Actvte

Disatled | Product Key Activaion | 0 | Grou Deseription Wodel Serialto. | Connection |_Beudrate
[BANZ-AESV-INBA | 7HUSADEN 1 0 [Terminal 1 Rz e202e78_|TcPre. 115200

P Address
1921681 222

Please enter TCMS v2 Product Key

QT RLS7=|QEEY |- Jus?

| [ dJ

[C]Show TCMSv2 Viewer Activation

Insert the Software Product Key as printed on the software installation CD. Click
the “key” icon to confirm.

Atverceasetngs ] [_Termmaiomw ]

STEP 3

Speciy the ID umber an ety of ol for esch nstalettenmina, for o s uni for TG

Incrder toenstie ‘your PC before you urick he Dissbled” checker.

PORTANT: Cick ctivale o tomteninal.

Dissbled | Product key Activation | 1D | Group Deseription Model SerielNo._| Comnection | Beurste | P Address [

BANZ-AESY -INBA__[THUI4ADEN 1 0 2 @202478__[TCPIP. Tis200 [1s2nead 222
RL&7-GEse-Unes 2 0 2 = tis200  [rs2qea1 223

il o[
[ Showw TCMSW2 Viewer Activation

Repeat steps as mentioned in page 10.

Apply.

TO DELETE TERMINALS FROM THE SOFTWARE

FingerTec Terminal

‘Specity the ID number and the type of moce for each instalecttermina, fo ,or s unio for

In arder to enable your PC before you urtick the Disablect checer

IMPORTANT: Clck ‘Actvate Terminal to from i

Disabled | Product Key ctivaton | 1D | Group Deserplion adel Serial No._| Cannection |_Baudrate P Address

] [BANZ-AESY-JWEA__|THU4ADEN 1 0| Terminal 1 R2 B202478___[1CPIP 115200 1921681 222
RL&7-GEsG-UNES |RESVT4AT 2 1 [Terminal 2 2 soar2e[cPie. 11s200 [1s2qe81223

< | »
[ Shove TCMSv2 Viewer Activation
[

Click to select the terminal. Click “Delete” to delete the terminal from the list.

hdvercedsetings ] [_TemndOmp ]

Chapter 1eInstallation and Activation




TO INTERACT WITH TERMINALS

Information from connected terminals can be retrieved to check on its settings
and contents. The settings can be changed and uploaded to the terminals as and
when required.

Terminal Advanced Settings

Terminal I Model [ Biirate, e
Description Termingl 2 IP Adcress 1921168.1 223
Puling Host P Connection TCRIP v

Ho attendance records O Commurication Key

Language Slesp time. o'clock
STEP l Date format Povwver off time o'clock
Yoice Power on time o'clock
1:M Threshold SDK version l:l
s Tt Bt 2 e e S s 11 Threshold Firmvare version 1
&ty (E) Adrmiristrator
Cioabied] _ ProduciKey | _Acivaion | & | Grow T ol SeriaNo. | Cornection | Bausrets P Address .
BANT AESY IR [ TRUSADEN T o[ erminal 1 3 Baas [P [niem |1921881 22 ] Iele minute User
Iz action Fingerprirt
Lock delay (x20ms) ess o !M
iegand format User log l:l
d [ petat setings
Terminal Advanced Settings
i L,J Terminal I Model Bauerate s v
[Ishow TCMSv2 Viewer Activation Description Termingl 2 1P cicress 192 1651 223
[ Avanceasettings ] [ Termnatorow | Pullng Host IP Connection TP v
. . . . . Ho atiendance records: (] Communication Key
Check the Terminal ID to connect to the terminal and to retrieve settings. Click
“ S N ” Language English v Sleep time: .| oclock
Advance Settings” to proceed. e PP 168 : Terminal Advanced Settings [X) 7] olock
Woice on o'clock
! ‘f Frocess completed |
STEP 2 1M Threshold sk | =
Click “Get Settings” and the software will start to retrieve information from the - PR ly
. 0
selected terminal. R - e =
el action SleepMode v Fingerprirt 0
Lock delay 150 % | Gzims) Password ) Holicty
iegjand format FrE— User lag ljl
[ Getetings | [ pefautsefings | [ setsettings | [ erint setings | [ Upsste Fimware | [ gose |
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Once information is retrieved, click “OK” to save the settings.



Terminal Advanced Settings
Terminl I I:l model [Iiosk 100 Baurate e
Desoription Terrmire 1 P Address 1921661 222
Puling Host 1P Connection P v
No attendance records. [ Commurication Key
Lencuage English v Skeeptime orelock
Date format FY-MMDD v Powver aif time: ;| oldlock
Voice on - Fower anfime -] oiclock
12N Threshold 45 2 SDK version 6032
1:1 Threshold 3 B Firmurare version Ver £.20 Nov 11 2008
Oy 1:1 Mo v Administrator
Idle rminute 0% User
Ielle action SleepMode v Fingerprirt.
Holid:
Lock delay 150 %] (20ms) Passyord [ roway |
[ GeiSefings | [ DefautSefings | [ SetSettings | [ rint Setiings | [ Update Fimware | [ gose |

Refer to the table below to understand all settings and information.

Terminal ID to specify the terminal identification number.

Model to choose from a list of FingerTec® reader models.

Description to describe the terminal’s details for example Terminal 1 is de-
scribed 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 download the data from the reader.)

No Attendance Records to putting a check on this box will provide no attend-
ance records at all. This function is suitable for FingerTec® 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 verifi-
cation. The valid range of the threshold should be between 0-50; the recom-
mended 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 scan-
ner 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. This is only in-use when
youareusing a WG model of FingerTec® products. Wiegand format
is another communication interface besides ethernet, RS232 or RS485. Wi-
egand 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 communication 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 communicate 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.
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+ 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.

Note: Firmware file is always in .cfg format

+ Close to close the Terminal Advanced Settings window.

HOLIDAY works with i-Kiosk 100, i-Kiosk 100 Plus, Q2i and TA200 Plus for
access control only. Ignore this item if:

[1] you are not using any of the mentioned models.
[2] you are not using the mentioned model for access control.
[3] your office is closed during holidays.

To configure holiday settings to the terminal, please follow the steps below:

Holiday Settings

[1] Insert a Holiday ID as a code.

[2] Insert the Date of the holiday.

[3] Insert the Name of the holiday. (Optional)

[4] Insert a time zone to control the access time period during holidays.
Please refer to page 70 for Time Zone settings.

[5] Check “In-Used” column to activate the settings.

[6] Click “Set Settings” to update changes to terminal.

[7] Click “Save” to save settings.

[8] Click “Close” to finish.

WORK CODE works with i-Kiosk 100, i-Kiosk 100 Plus, Q2i and TA200Plus
only. Ignore this if:

[1] you are not using any of the mentioned models.
[2] you are not using work codes to capture clocking reason.

To configure work codes, please do the following steps:

Workcode Settings

You can use this setting to prohibit entey during & particular holiday 1D (01-24). These holiday “fou can use this setting to display the descrigtion of & vworkode (01-93) on the terminal
records are similar to Holiday List in Group Duty Roster . soreen when the workcode is selected. These workcode records are similar to Remark
clefinition.
Haliclary: 10 Diate = Dezcription Time Zone In Used J Workcode Cezcription In Uzed J
01 01/01/2009 | Mew Year 2 | 10 Going to meet supplier =
11 Going to meet client [ ]
12 Attempt to training |
[ et Settings | [ st Settings N [ sawve | [ gos= | [ et setings | [ sstsetings 4 [ zave | [ gos= |

nd Activation

pter 1eInstallatiol




[1] Insert a number as work code. STEP 2
[2] Insert the name of work code.
[3] Check “In-Used” column to activate work code. S e e b e

ik “Sattings” ; U“d‘”w"“'v””‘“”‘“”
[4] Click “Settings” to update changes to terminal. o

[5] Click “Save” to save settings. Siea| rositey | st | b | oo P [ s [ s
[6] Click “Close” to finish. o | —Triom—fioierm 3
Disaea | Growp | Dosorplion

1[RaD
2 Productian

I

TO ASSIGN TERMINALS INTO GROUPS

When multiple terminals are installed within an environment, we recommend you
to assign the terminals into groups to ease data downloading/uploading. For ex- R e e

ample, you can assign all terminals installed at ground floor into a group labeled
as Ground Floor, and those on 1st floor labeled as 1st Floor. During data down- o \ i

loading/uploading, you choose terminals by choosing group(s). CERe G e

o ) - o ) ) ) [ Aavanceasetings ] [__termnaioom |
This is an option to facilitate the software operation in an environment with multiple
terminals.

Please follow the steps below:

Insert number to represent Group ID into Group column. Insert group name into
Description column. Click “Close” to save settings.

Caution: A check on Disable will stop the software from connecting to the

STEP 1 terminals in the group.
FingerTec Terminal
Specitythe I rumoer et thetype of model for =ach , or 5 Ui P acress for TCPAP connection.
norder lsto o FChelorsyou cro e Dt onecor
NFORTANT Clck actvate order it from terminal STEP 3
Do | Promutiey | Acvaton | & | oram T Work i e s ¥ puress
BANZ.AES V- NGA_|THIEADEN T 0 Terminal 1 & G (e [1ien0[1sadsed 2 v [——
RUST-GESR-UWGS |RESVTaAT 3 0[Terminaz "2 oz (i [11sz00 [1s2as0q 220
Speciy the ID umber and ety of el for each nstalecermina, for o ts i o
I order to bl Jour PC hefore you ik the Distiect checker.
NPORTANT: Clck actvate m tomtermina
Deatied| _profitiey | acivaion | 1o | op | beserpten Wosel [ oo, | Correcton | ke | P auess
[]_ [BaNz-aesv-ines_[THIGADEN T oTemnat R2 s e tiem0  |1s2isedaz
RLsr-Gess-UnGs[RESvTaAT 2oz e Gavzras (1w s 1szas0a225
Ground Flaor
frosucton |
Pl [ .1—‘
Bl | > H ] Show TCMSV2 Viewer Activaton
Show TCHSY2 Viewer Actvation
El Commmse | [t ]

Click “Terminal Group” to define group name. Assign terminals into the corresponding group. Click “Apply” to save settings.
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2 = BASIC OPERATIONS

This software is designed for time attendance and door access control function.
This chapter covers basic operations and its communication with the terminals.

DEPARTMENT DEFINITION
= (=13
The fallovveing configurstion components are available:
Diate # Hour format ~
Day type
Leave type

Staff extended leave
Clocking schedule

Groug duty roster
Company & contact person
Change password
Preferred language
Re-huild database indexes

Department Name Definition

Below is & table consists of user-definable department names.

detabase files Department Password User [0 J
FrrrTen |
Section defintion Engingeting HaaER
Remark defintion Information Technology A
et mo i this relemes 7 || |Production PrErTrre
Wihat's neww in this release ¥ —
QA & QC

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

Use this sefting to key in the pre-r
LS

Cloze

Cancel |
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Department

You can create departments and assign users into any of the department. You can
filter data viewing or reports by department.

Ignore this step if the Company does not have department categorization.

+ Toadd a new department, insert the name of the department.

Press | to insert the next department.
+ To delete a department, select a department and press DEL on keyboard.

Password

You can assign department password to each department's manager. With the

password, department manager can login into TCMS V2 to view and print reports

for users assigned under his department only.

Ignore this step if department manager(s) were not granted any rights to access the soft-

ware.

To add new department password, insert password next to the department. Press

| to insert the next department password.

+ To delete a department password, select a department password and press DEL on key-
board.

User ID

You can assign user ID for department manager in this column. Department man-
ager can login to TCMS V2 Viewer (optional web application) to view and print
reports for those assigned under the same department.

Ignore this step if the Company is not using TCMS V2 Viewer.

+ Toadd anew User ID, insert User ID in the column next to the department.

Press | to insert the next user ID.
+ Todelete a User ID, select a User ID and press DEL on keyboard.

Click “Close” to save changes.




SECTION DEFINITION

Section can be either above or under a particular department. For example, if a
section is defined by using categories such as “Local” or “Overseas”, it means
that Local or Overseas can be placed higher than a Department, thus contain the
departments mentioned in the Department Definition.

Ignore this step if the Company does not require any section.

* Toadd a new Section, insert the name of the section into the column. Press | to insert the
next section.
+ To delete, select a Section and press DEL on keyboard.

The following configuration components are avallable:
Dite fHoUr format

Day type

Leave type

Staff extended leave
Clocking schedule

Group duty roster
Company & contact person
Change password

Section Name Definition

Below iz a table consists of user-definable section
Preferred language MEMmEs,

Re-bulld database indexes

BackupRestore filez:

Department defintion
( =fin

Section

Cversea

Femark definition

Whiat's new in this release ? Team A

Team B

Use this setting to key in the pre-

To add a new record, press the down-amow key when it is at the
bottorm of the list.
To remowve a record, just erase the description.

Close

Click “Close” to save changes.

REMARK DEFINITION

Remark is a tag to explain user’s clocking activities. It is in combination with the
work codes used by a terminal. A user can insert a predefined work code during
his fingerprint verification at the terminal. The inserted code is meant to identify
activities, for example code “20” represents “Emergency Leave”, code “10” rep-
resents “Meeting Supplier” and etc. The clocking time will come with work code
explanation in the software, published in Attendance Sheet, Terminal Data Audit
List and Monitor Terminal Activity.

Ignore this step if the Company does not require work codes or reasons for clocking data.

The following configuration components are avaiakle:
Diate /Hour format

Doy type

Leave type

Staff extended leave
Clocking schedule

Group duty roster
Company & contact person
Change password
Preferred language
Fe-build databaze indexes
BackupRestore detabasze files

Attendance Remark Definition

Below is & table consists of user-definable remark for
attendance.

Department defintion
Section defintion
Rerm ion 0
What's nesw in this release 7 oing to mest ciert i
Attempt to training 12
Check In oo
Er o
RN aTIn 04
Use this setting to key in the pre]  [2T 94 05

attendance. To add a new record, press the down-amow key when it is at the
bottom of the list.

To ramowe 3 record, just erase the deseription.

Close
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If you are not using work code at the terminal, you can check the clocking data.
By default, these are the basic codes of all terminals.

[ o0-Checkin | 01-CheckOut | 04-0TIn [ 05-0TOut |
User can press the keypad buttons to define their clocking status during verifica-
tion.

[A button — Check In | ¥ button — Check Out| ESC button — OT in [ OK button — OT Out |

These codes are downloaded into the software without affecting time attendance
calculation. They are useful only when you export clocking data to any 3rd party
software.

USER MANAGEMENT

Click | &

Devices

to go to User Management.

= Fingerprint Terminal

The following terminal control functions are svailakle:
Setup FingerTec terminals -~
Lzer rit

User access codes
Terminal users control

Terminal last upcate status
Configure access zones

Set terminal date and time

Set automatic dewwnload interval
Dowvnload data from terminal
Clear all data in terminal
Terminal data audt list

Monitor terminal activities

UZB flash disk management
Instart message display

FRIS database server management

Uze this setting to downlosd enrolled users from reader into
local databasze, and to distribute stored users to other reader

Cloze
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Click “User management” to open the page and you will see the following win-
dow.

B2 User Management CEX

Listof datatiaze for

ncicating no. of ,type of user

Click the buttons below o dowrlosd users from terminal, updlate sers toterrminal, delete users from termina, or delete users from PC.

‘Select Departmert; -
| v

Fingerprint_| UserName | Priviege | Password CordD__ | Disabled [ T.1 T

User D Neme. Departrent

: ! e

DowioadUser ] [ UpmeUssr | (Dot Lsercremina) ] Do leeree) ]

User Fingerprint Management is a page to interact with all connected terminals in
handling transfers of users. The details of each column are explained below.

User ID The number to identify every user enrolled in a terminal, maximum ID is 9 digits.

Name The full name of every users for example Tony Michael.

Department | The department that the user belongs to.

Fingerprint | Total fingerprint templates user enrolled in the terminal

User Name | The display name on the terminal during verification, maximum is 8 characters.
For example Tony.

Privilege | The system offers 4 levels of authority to the terminal. User — Normal user who
is not given any permission to access any settings of a terminal. Enroller — A
person who is given permission to only enroll new users into a terminal. Admin
- A person who is allowed to access all settings of a terminal except Advance
Settings. Supervisor — A person who has the highest authority to access all set-

tings in a terminal.

Password | The password enrolled at the terminal. Current password can be edited or it can
be replaced with a totally new password. A user can also add a password to the
User ID to enhance security. However, any changes made must be uploaded to
select terminal(s) before it could take effect. Ignore this step if a user is not using

any password.




Card ID The Card ID enrolled at the terminal. Current card can be edited or it can be
replaced with a totally new card. A user can also add a card to the User ID to
enhance security. However, any changes made must be uploaded to select
terminals before it could take effect. Ignore this step if a user is not using any

card.

Disabled | This function is to disallow certain users from getting verification at certain

terminal(s).

Details of operation are described below.

DOWNLOAD USERS FROM TERMINALS
z

[2] In “Download Users from Terminal” window, select the terminal’s ID number
from the drop down menu. As soon as the selection is made, the software will
connect to the terminal and all available users ID will be displayed onscreen.

[3] Click “All" to select all users to download or you can choose to download a
particular user by clicking his user ID.

[4] In“Selected Data” section, please select all (Fingerprint, Card ID, User Name
+ Privilege + Password) to download.

[5] Click “Apply” to start downloading.

B2 User Management E]

List o fingerprint termplates stored in PC database for the each use| s yis function to download al(including new) or selected user(s) data
pessword
Gl s et gt o o el ute o 29012 el 12 P Yo an ferchonoofo dowron
——
Wo [ U D e o i [ oewea [T1]0
recoashy:
o T
User 2 7]
©m 2
Otiore v
V4
Some: Fs
Selected data:  [] Fingerprint
Fleaun
P
‘ ) >
Dot teer ] [ Upateter ] [[Dote ser romney ] [ oo teer ey ]

After users are enrolled at a terminal, the data must be downloaded into the soft-
ware before using any other features in the software.

[1] Click “Download User”.

st P A Gl i
5l S ) ) D i € DU i
Seect Departnert.
v
o | v = Ceparnert | irgernrt | Userane | ionge | Pasmwars || Deamas 11 I
7 e dven Saiation i = o
2 2[Tony Sone ergneerng 1 Ueer
5 5 Felm Deksan fermaton Technatgy 1 User
¥ 4ot azt Poducton i Ueer
5 5 Shesnadozz ansac 1 Ueer
‘ | »r‘
Sowot U] [ Update User ] (oo Usr (emine) ] [ Golse U 70 ] [ Saveloer ]

Users will be downloaded into the software and basic information such as Name,
Department, and User Name can be inputted into the table.
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UPLOAD USERS TO TERMINALS

All users stored in the software can be uploaded to other terminals without re-
enrollment. You can upload any changes of the users to the terminals too.

You can upload users to multiple terminals without repeating the above steps.
Follow the steps below to upload users to multiple terminals.

= Update Users to Terminal E@ = Update Users to Terminal 2 Eﬂ
i arthe eact of ingerpi i or the eact lcating o, of igerpiets e
e eetecy el ISP joe this function to upkete @l or sefected user(s) data from PGt Lt forthe each ¥ ingerprints | se tris function to upsiete il or selected user(s) deta from PC o
o <electedteminal. You can ether choose to updete figerprints, selected terminal You can either choose to update fingerprints,
Click the butons below to dowrioad users from terminal, | delele sers N N R Cickcthe bdtons below to downioad users from ermina, updte users o termin delee users from| oot L 8 S S EEEE PR
v
o | G e Depernert | rgeon] . s o | G e epernert | gt . =
1  [Eise domnson miistation eeards By N 1  [Eise domnson miistation T o
7 2]Tony Stone Enginering D[t & iR 7 2]Tony Stone Enginering 1 5
3 3|Felia Dickson Information Technoiogy User D @1 e Jonson i 3 3]Felcia Dickson Information Techmoiogy 1 User w1 fise dohnson -
4 4 Gibert Kazt Prodcton on 2 frony Stene s 4 4 Gibert Kazt Prodcton 1 on w2 frony Stone
5 &/Sheena Jozz sz oc Oere @3 [Feicia Dickson i 5 &/Sheena Jozz anaac 1 Onene v 3 [Feicia Dickson
4 [oibert Hazt v 4 foiliert Hazt
come E] Sheena Jazz s ome w5 Sheens Jazz
Selected et oerprint - Selected it ingerprint
i D -
e + Frviegs + Password) - [liJsernams + Pivige + Passwars
. ! o) . ! ETTETN )
SowoUser ] [ Upiete User ] [ ooe User (femine) | [ Dolse U 7 Downiosatssr ] [ UpoweUser ] ol e o) ] (bt 60

On User Fingerprint Management page, follow the steps below to upload users
into terminal.

[1] Click “Upload User".
[2] Inthe “Upload Users to Terminal” window, select terminal ID.

[3] Click “All” to select all users in the terminal for upload or you can choose to
upload a particular user by clicking his user ID.

In “Selected Data” section, please select all (Fingerprint, Card ID, User Name
+ Privilege + Password) to upload.

Click “Apply” to upload.

[4

5
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[1] Click “Upload User".
[2] In the “Upload Users to Terminal” window, ignore the ID column.

[3] Click “All" to select all users to upload or you can choose to upload a particular
user by clicking his user ID.

[4] In “Selected Data”, please select all (Fingerprint, Card ID, User Name + Privi-
lege + Password) to upload.

[5] Click “Select Terminal ID".

[6] A new window with all terminal IDs will be displayed. Uncheck irrelevant termi-
nals.

[7] Click “OK” to proceed.

[8] If you want to sort the terminal by group, select Group by the Terminal Group
column.



List forthe ach users, ndicating no. of fingerprin
password. Use tis function to update ll o selectec! user(s) deta from PC 1o
fromterminal, torminel,delete users ] selected terminal. You can eiher choose to updste fingerprints,
isermame + priviege + password, or boh deta set
No_ | UserD e » "
y =T Tick checker below to select the data terminal:-
2 3[Tory Stone ciect]| D | Group Descrition Status T
3 3|Felicia Dickson 1 I terminl
2 Ut e Jonson ~
4 4 Giert Kazt erminel iy stone :
3 icia ickson
eena Jazz

Select Terminal Graup

ToICara D

Username + Privilege + Password

Select Terminal D

Ganosl

Dowriosatser ] [ Upetoboer

] (oste Vo Gy ] [ ooty )

Y HHHHHHHHHHM

D

Isetname + Friviegs + Password

X gancel

Listaf forthe each users, indicatng na. o fngerprit
password Use this unclon o Upciste al o selected user() data from PC to
Cick: fromtermina, tertina, deets users fr|  selectec terminal. You Gan efher choose 10 upcats fngerprints,
username + priviege + password, o both deta set
Mo | User D teme ] =]
T 7 Eise Jofon -
g oy S cect] D | Groum e T Status =
B 3| Felcia Dickson [l N tertinal [ r
4] 4| Giloert Kart [El| [OUT terminal I = Johnson ~ o
y Stone L
E| [ Sheena Jazz b ficaniskeon C
Select terminals by Terminal Group:- [ foertront r
/o [Grounct Foor Al fesnasaz L
v 1 7 r
E) Frsdician . r
;d

Select Terminal D

[

Dowriosassr ] [ Upeetaleer

] [(Deete User Termnay | [ peleteUser by |

Close.

DELETE USERS (TERMINAL)

In some circumstances, the Company needs to delete some users from the
terminal(s) for examples if a staff resigned or he is blocked from using a certain
terminal, please follow the steps below.

5 : E
£ Delete Users from terminal E X
o N —— s vl e o s i v il
e e
| T e D
r—
o i oot [ ivioge [ pesoword [ cuab | Dowea [T
T - -
o 1 User O
UserD. [SE [Eise dohnsan - 1 User O
Om B2 fTany Stone 1 User O
On w3 [Felicia Dickson 1 User M}
ene V4 Gibert Kazt
come s [sheena dazz
1 Selected data:  [V] Fingerprint
I [card i
[Vliisermame + Firviege + Password
L o o
T T )

[9] Select the Group and Click “OK” to proceed.

[1] Click “Delete User (Terminal)”.

[2] In the “Delete Users from Terminal” window, click “All” to select all users or
you can select particular users to delete from terminal.

[3] In “Selected Data”, please select all (Fingerprint, Card ID, User Name + Privi-
lege + Password) to delete.
[4] Click “Apply” to proceed.

Deletion of the same user from multiple terminals can be done without repeating
the above steps. Follow the steps in the next page to delete users from multiple
terminals.
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o . oix

s o e E = E
Use this function to delete all o selected user(s) data from selected = hiEE- GUEZT E iy Use this functionto delete &l or selected user(s) data from selected. = hiEE- GUEZT E

1 ot | Uservas | pridoge | Passwora | cwab | osaed 11 It 1 ot | Uservarss | Pridoge | Passwora | cwab | osaed 1A It

i [ ~ 1 e 0 ’ © ~ be data O

[] e g; i smeen - ! = g [ weo g; Wseect] © | croue Descrition Stetus g

g Bl e « B g 2 —c B

Il =D 4 loilert Kazt Il =D 4

[ come Bs |sheena Jazz [ come Bs

I dID I el D

Il [Plillsermame + Privieq + Password [ [“lusername + Priviege + Password

1 . 1 .

[ oownbsatser ] [ upameuser ] [Dolete Uer ooy ] [_olsto e 60y [ oownbsatser ] [ upameuser ] [Dolete Uer ooy ] [_olsto s 60y

[1] Click “Delete User (Terminal)”.

[2] In the “Delete Users from Terminal” window, ignore the column ID of termi-
nal.

[3] Click “All" to select all users to upload or you can choose to upload particular
users by clicking their user ID.

[4] In “Selected Data”, please select all (Fingerprint, Card ID, User Name + Privi-
lege + Password) to upload.

[5] Click “Select Terminal ID”.

[6] A new window with all terminal IDs will be displayed. Uncheck irrelevant ter-
minal ID.

[7] Click “OK” to proceed.

[8] If you want to sort the terminal by group, select Group by the Terminal Group
column.

[9] Select the Group and Click “OK” to proceed.
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Use this function to clete al or selecter user (=) data from selectect
terminal Vau can ether choose to delee finger prits, Username +
privlege + passwore, or both dats set

berprints ervalld, ype of user priviege and manual input

ssers from terina, or delete users from PE.

Select Departmert.-
v

ot | seriome | _prviese | Password | CadD | Disaes [T 7
STy S
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User D =g J[seiea] o [ oroue Descripton Status L
Oal B i g 1 Termina | =
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Some. 0s
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DELETE USERS (PC)

Once user information is deleted from a terminal, the particular user will not be al- gt e e e

lowed access anymore. However, his information is still available in the software. ebame

To remove a user from the software, please follow the steps below. ST A— e T M M B T o=
gy 2° Uz rom ¢ ABE : % ; =
Ciick the butons o ZZ‘V :‘:;mew’a:] avsgv Z?S\Z",”S;Z".Z;? S«; delete fingerprints, username + el o delete users from PC
2 User0 [SE e donson ~ eer !
4 ! o]
. [ Dowomuzer ] [ Cpastetsr ] [ Dot tser ey
e g If the Company wants to delete the user from the software, please follow the steps
[liisermarme + Friviege + Password be|0W.
S ] [1] Click to open User Record page.
[_ownlosdtser | [ UpdateUser | [ Delete User (Termnay | [__DeketeUserpcy ] Users
28 User ID [2]
[1] Click “Delete User (PC)". TN — op | s | soven |
2 2 [Tany Stong Engneering 0 ]
[2] Click “All” to select all users to delete from the software or you can choose to e o . B

delete particular user by clicking his/her user IDs.

[3] In “Selected Data”, please select all (Fingerprint, Card ID, User Name + Privi-
lege + Password) to delete.

[4] Click “Apply" to Up|03d. FingerTec World Wide

The user information will be cleared and highlighted in grey. However, his User i e
ID, name and department will still be in the software. It is recommended that the okt | D 2 v

Departmert

Company keeps the information for future reference. 5
2 2amar008 % i = i = i =

Bew o omo
[2] Double click the “Dustbin” icon.
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: o HEE | [2) Select the user ID and insert information into the corresponding field.

o | UserD e [ emmo Deparinert Section Grow | Retery_| Suspend B . . Y .
B o M o a [3] Click the “Click for photo” column to find photo of the user.
: tn . al [4] Repeat the same steps for other users.

[5] Click “Apply” to save settings.

on T = In case you wish to change the User ID to another new User ID, follow the steps
D <ousoieh below.
0 [1] Click | \er= | to open User Records.
Clck forphoto | o —

e —
= £ - 5]

© memws 7
e b No. | UserD e [_Enpto e Section e T e
) T o i =] g 0
4 4[CibertKert PDsaz3 Producton Team & o 0
5| #ﬁeena Jdozz G835 G26GC Team & i O n

[3] Select the User ID to delete.
[4] Click “Delete” to proceed. e — .

Adniistration v

Local

USER RECORDS Seeton | MNew D

1 2z sinzzme )
User details and photo can be inserted in User Records. w—
Ignore this step if the Company does not want to insert details or photo of users. e Cme R

1] Clickto open User Records. (2] Click “Change ID".

[3] Select the user ID that you want to change.

Clck for pheto

e Name Enp o Deparinert Section oraup | Reterr | Suspend
5 = ‘ [4] Insert the new user ID.
3 3|Felicia Dickson m7sss Information Technolagry oversea o ] [ ] i i
sl o et ; - 5] Click Apply to save settings.
s 5[Shesna Jarz atess Gasac Tean 8 o 0
[
FingerTec World Wide
Acninstration v cNsssemsizss ) 9
Clck for photo Department. D Na. Address
1 241272009 = it = elise@fingertec.com 202200 = n2zo08 =
fsued Expired Enar Vacation [ —
[P
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SET TERMINAL DATE AND TIME

When you run the software for the first time, synchronization of date and time of
terminals with the computer is crucial.

2 - T[]
The following terminal control functions are availakle:

Setup FingerTec terminals -~
User management

User access codss
Terminal uzers contral

Terminal last update status

Configure access zones

Set terminal date and fime

Set Date & Time

Set automatic dovenload interval
Download data from terminal
Clear all data in terminal
Terminal data audt list

Please specify the date and time to be set inthe data terminal -

300372009 175502
Maritor terminal activities

USB flash disk management
Instant message display
FRIZ database server management

Close

Uze this function to set the current ca
FingerTec reader terminal.

Close

and select “Set terminal date and time”.

[2] The date and time of the terminals must always be the same as the computer’s.

[3] Click “Apply” to synchronize with the terminal.

If you noticed that the date and time of any terminals are not the same as the
time in the computer which collects all the data, please follow the steps above

to synchronize.

Ignore this step if the date and time of terminals are in sync with the date and time of the
computer.

DOWNLOAD DATA FROM TERMINALS

Users verify their fingerprints, passwords or cards at a terminal to report attend-
ance or gain access. The date and time of verification is captured as clocking
data and saved into local memory of terminals. To enable viewing of these clock-
ing data, the data needs to be downloaded into the software to generate attend-
ance data, in-out records and reports. It can be done manually or automatically.
Failure to download data from terminals to computer, no records could be viewed
in the software.

MANUAL DOWNLOADS

[1] Click and select “Download data from terminals”
Devices

z HES

The follovwding terminal control functions are availshle:
Setup Finger Tec terminals ~
User managemert
User access codes
Terminal uzers control
Terminal last update status
Configure access zones
Set terminal date and time

i Manual Download Clocking Data

ata from terminal
Usze this function to dovwnload the clocking transaction data from data
terminal manually. These clocking data wil be remove from terminal
once it has been downloaded to PC

Pleasze do not interrugt during the downlosd and converting process

Clear all dsta in terminal
Terminal data audi list

Maonitor terminal activities

LUSB flash disk management
Instant message display

FRIS databaze server management

Use this function to dovwnload clocking e rerremer e
manually.

[2] Click “Apply” to start downloading process.

[3] If you are connecting to multiple terminals, a new window will pop up after you
clicked Apply.
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Tick checker below to select the data terminal:-

Select| IO Graup Description Status
1 Terminal 1
2 Terminal 2
Terminal Grougp w ,Q'.‘EY....[V‘ [ Cancel ]

QR R EE Ry e y=1, Set Clocking Download Interval
Setup FingerTec terminals
User management

Uszer access codes
Terminal users control
Terminal last update status
Configure acCESs ZONes 30
Set terminal date and time
E c intel

Use thiz function to specify the time interval for the systemto
automatically doweniosd the clocking data from the dsta terminal -

Secancd(s)

Specity the time interval for the system to activate the automatic
diovwvnioad process betore and after each clocking time:-

Dovwenload data from termins
Clear all data in terminal
Terminal data audt list

10 | Minutels)

[4] Uncheck irrelevant terminal IDs.
[5] Click “OK” to proceed.

Data in the terminal will be cleared after downloading process is complete. The
process is automatic to avoid data loss and overflowing of data.

Note: Please do not quit the software, or disconnect terminal from the software
during the downloading process. Interruptions will cause the incomplete
download process and data loss.

AUTOMATIC DOWNLOADS

and select “Set Automatic Download interval”
[2] The automatic download interval can be predefined by:

+  Seconds

+  Minutes (Download process will only start when it is approaching the pre-defined
clocking time. In case of 10 minutes, if the pre-defined IN time is 9:00am, down-
load process will start 10min before 9:00am which is at 8:50am and 10 minutes after
9:00am which is at 9:10am. This is different with normal minute interval.)

+  Specific timer
[3] Click “Apply” to save settings.
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Monitar terminal activities

USB flash disk management
Instant message display

FRIS database server manageme

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

10:00 | o'clock
1800 | o'clock
Use thiz setting to specify the inter
wwill sutomatically downlosd the ciol
terminal.

You can select to use all 3 types of download intervals at the same time. All 3
download intervals will not interrupt each other during download process.

CLEAR DATA IN TERMINAL

If you want to use the terminals for access control only without checking any
access details of users, choose to clear logs from the terminal. You do not need
to download logs into the software, instead delete logs directly from the terminal.
However, it is important to take note that the deleted transaction logs cannot be
retrieved by all means.

Ignore this step if the Company wants clocking data of all users of the terminals.
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The faolloving tetminal cortrol functions are available:

Setup FingerTec terminals -~

Uszer management

User access codss

Terminal users control

Terminal last update status

Configure access Zones

Zet terminal date and time

Set avtomatic download interval

Diovienload chata from terminal
data in terminal
Terminal data audit list

Clear, All Clocking Data

Use this function to clear awsay all the clocking transaction data in the
data terminal permanenthy

Maritar terminal activities

USB flash disk management
Inztant message display

FRIS databaze server mansgeme|

Ir ordet to continue, you must retype the code provided below to
confirn the process

53506

Use this function to clesr sway clocking data in reader
terminal

Close

= AER

The following configuration components are availatle:
DCete: £ Hour format ~
Dravy type
Leave type
Staff extended leave
Clocking schedule
Group duty roster
Company & contact person
Change password
Prefetred language
Re-huild databaze indsxes

Backup/Restore Databases

Click the 'Backup Database' option if you wart to backup the current
databasze into 5 compressed file, or click the ‘Restore Database' option it
you want to restore and overwrite the current database with the
previous backup file

Department definition
Siection defintion
Remark defintion

What's nev in this release 7

O Restore Database

Use this function to backup existi
storage media, or restore from pr
into the system.

Perform automatic backup everyday &t o0 | o'clock

Cancel

Cancel

.| and select “Clear all data in terminal”.

[2] Please remember the random number given in the box.

[3] Click at the random number column and the number will disappear.
[4] You need to insert the same number into the column again.

[5] Click “Yes” to proceed.

BACKUP/RESTORE DATABASE

It is advisable to backup your database periodically. You can clear the transaction
logs of the software after you have done the backup process. This operation can
reduce the burden of database and to maintain the efficient processing time of the
software. Restoration of the old database is possible for future reference.

ok

[1] Click | canmouraten| to select “Backup/Restore database files”..

[2] To backup database, select “Backup Database” and select a location to save
the database .ZIP file.

[3] To restore database, select “Restore Database” and locate the database .ZIP
file to restore.

[4] If you want the software to backup database daily at a fixed time, insert the time
into the column.

[5] Click “Apply” to save settings.
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3 = SETUP OF CLOCKING SCHEDULES AND GROUP DUTY ROSTER

Ignore this chapter if the Company does not use this software for time attendance.

Clocking schedules and group duty roster are important configurations to calculate attendance of users correctly. Every setting in the clocking schedules and in the group
duty roster will affect the outcome of time attendance and its corresponding reports.

Once the configurations are done, users do not need to define their clocking status (check-in, check-out, lunch etc) at terminals. When they verify at the terminals
and their clocking captured, the software will check all the downloaded clocking data from the terminals and justify it against the predefined schedules and group duty
rosters.

SETUP OF CLOCKING SCHEDULES .

Different clocking schedules can be created to support users with different work-

List of clocking schedules to be used in group duty roster. A scheciule can ke sither base on weskly routine v option| flexible clockings, or

ing times or working rules. The software provides a maximum of 1,000 clocking accardingto dely cockings for rotalfonal shifts
schedules for definition and 3 types of clocking schedules to configure.
Schedule Description ‘wiork Schedule
A. Weekly schedules are working schedules that apply for one week. Most of H sty Eal

the general working schedules are based on weekdays and weekends.

B. Daily schedules are working schedules that apply for a day. This is an ap-
plication for multiple shifts, overnight shifts, open shifts, rotational shifts etc.

C. Flexi schedules are weekly working schedules without considering any late
in, early out or OT. Mostly apply to flexi-working hours.

Click b and select “Clocking Schedule”.

Configuration

I1

COLUMN DESCRIPTION [ asmse ] [ e

Schedule Schedule is identified by code ranging from 0 to 999.

Description Description of the schedule. [2] To edit a schedule, click “Edit” to start.

Work Schedule ?\%gg;;f the work schedules [3] To delete a schedule, select the schedule code and Click “Delete Schedule”.
: Elii)l()i/ [4] To add a new schedule, click “Add Schedule”.
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Add Schedule

To add new clocking schedule, select an availsbe schedule code and specify the
desired work schedule

Schedule | 4 w
Description

Whiork Schedule

[5] Select a schedule code and name the schedule.
[6] Define the “Work Schedule”.
[7] Click “Okay” and start to configure settings.

Cancel

CLOCKING PAGE

If you select “Weekly” schedule type, the clocking schedule as below will be dis-
played.

Clocking Schedule

Specify the clocking schedules and its settings as indicated beiow. Fixed clocking scheduls is not applicable to flexi-work scheduls

Clocking I - I Settings I Schedue| o Description
Wesksiay Day Typ= In Bresk | Resume | out o1 Done

Sunday -

Moniay TWORKDAY g0 17:00
Tuesday WORKDAY 0600 17.00
Wednesday WORKDA'Y 0a:00 17.00
Thurssay WORKDAY 0200 17:00
Friday WORKDAY 0a:00 17.00
saturasy WORKDAY 0g0 13:00

Do you want ta use OT/Dane as scheduled work instead of overtime 7

[es

Please specify the time interval if you wart to have rates differential for overtime

Save

If you select “Daily” schedule type, the clocking schedule as below will be dis-
played.

Clocking Schedule

Specity the clocking schedules and its seftings &= indicated below. Fixed clocking schedule is not applicable to flexi-work schedule.

AT I Settings I Schedue| ¢ Description
In Bresk  Besume  Qut ot Done
Clocking Time:-
Serual locking time pa00 1700

Leawe it blank if not used

Clocking Range:-

Ciooking before this time

Leave it blank for defaul range
Latest Clocking:-

Replace with most recent clocking within the O O O
slacking range

Do you want to use OT/Done as scheduled work instead of overtime 7

Please specify the tine interval if you swant to have rates differential for overtime ..

It this is & rotational shift, specity the qualify minutes before the stift starts

Save

If you select “Flexi” schedule type, the clocking schedule as below will be dis-
played.
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Clocking Schedule

Secity the clocking schedules and ts settings a3 indicated below. Fixed clocking schechle is nat applicable to flexi-work schesdule.

Clocking ‘ Seftings ‘ Schedule 2 Description
Instruction
Wieekday Day Type n | o | W | ow | i | ow |
S unclay RESTDAY v
honday IORKDAY
Tuesday WHORKDAY
Wiednesday |WORKDAY
Thursday WORKDAY
Fricay PIORKDAY
Saturday IORKDAY
Please specify the maximum number of in-oLt clacking pairs for this flexi-hour schedule 3 B
A subgetuent clocking 5 considersd of Same warking day it #5 before mid-night or within. .. . Hour
Double punch for consecutive clocking in & clocking slot if it's within minutes of

Save

In “Clocking” tab, do the followings.

[1] Define the “Day Type” (Only applicable to Weekly and Flexi Schedules)

+Normal working day for the schedule is identified as “Workday”.
+ Off day for the schedule is identified as “Restday”.

[2] Define time into the corresponding time slots. They must be defined in pairs as
below. (Only applicable to Weekly and Daily Schedules)

+ In-Out refers to time when work starts and ends. The time that falls in between is the
total working time. Any working time that exceeds the Out time is treated as OT time.
In-Out pair is a compulsory pair.

+ Break-Resume refers to the time that a break starts such as lunch, tea, dinner etc,
and the time that a break ends. The time falls in between is called break time. It is
optional to deduct break time from the total working time. The Break-Resume Column
is not compulsory, as this is an optional pair.

+ OT-Done refers to the time that an OT starts and the time it finishes. The time that
falls in between are considered as OT time. It is not recommended to use the pair if
overtime is optional during the scheduled time period.
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[3] “Do you want to use OT/Done as scheduled work instead of overtime”
(Only applicable on Weekly and Daily Schedules)

+ Enable it only if users are having 2 breaks during one working day, for example: In
- Lunch Break — Resume - Tea Break — Resume - Done. Working time is calculated
based on In time and Done time. Any time over Done time is treated as OT. Time falls
between 2 breaks are optional to be deducted from the total working hours.

+ Disable it if you are not using the above function.

[4] “Please specify the time interval if you want to have rate differentiate for over-
time”. (Only applicable on Weekly and Daily Schedules)

+ Only insert the time interval if your company applies a different OT rate for overtime.
For example: Normal OT rate is from 6pm to 8pm, and a different OT rate is for OT
time from 8pm to 12am. Please insert 20:00 to 00:00.

+ Ignore it if your company does not apply different OT rates to different working time.
[5] “If this is a rotational shift, specify the quantity minutes before shift starts.”
(Only applicable on Daily Schedules)

+ The number in the column refers to the delay time in minutes before a shift rotates.
This enables users to have enough time to clock in or clock out without causing huge
traffic flow at the terminal.

+ Only insert the number for a rotational working roster or to open working roster.

[6] “Please specify the maximum number of in-out clocking for this flexi hours
schedule.” (only applicable on Flexi Schedules)

+ By default, flexi schedule always display 3 pairs clocking (6 time slots, In — Break
— Resume - Out - OT - Done).

+ If 2 pairs clocking, the software will display In — Break -Resume — Out (4 time slots).
« If 1 pair clocking, the software will display only In-Out (2 time slots).

[7] “A subsequent clocking is considered if it's the same working day if it is before
mid-night within” (only applicable on Flexi Schedules)

By default, all clocking within the same day is cut-off at midnight (12:00am) to be con-
sidered as the same workday clocking. If the Company wants to extend the cut-off pass
midnight, the new cut-off time needs to be specified, for example: 03:00am.



[8] “Double punch for consecutive clocking in a clocking slot if it is within minutes

of” (Only applicable on Flexi Schedules)

All clocking within this predefine time interval will be considered for one time
slot only, for example if IN time is 9:00am and the time interval is 15 min, any
clocking by the same person within that 15 min will be considered as IN time, Clocing | setings | Sehedue| 1] Descripion
taking the first time he clocks in.

Shecify the clocking schedules and ts settings as indicated helow . Fixed clocking schedule is not apriicahle ta flexi-work seheduls.

In Bresk. Resume Out ar Done

Clocking Time:-
el e poe oo
Leawe it blank it not used
Clocking Range:-

RANGE PAGE pkeeir e -

Qliclf “Range” tab to determine_the presentation of cl_ocking data into correspond- Litost Clocking:.  otiguttinte (] o o o

ing time slots. Range only applies to Weekly and Daily schedules. clocking e

Do you want to Lse OT/Dane as scheduled work instead of overtime 7 . . . . . . [Cyes

Do this, if you select “Weekly” schedule: T R N R RS T R G

Clocking Schedule It this is & rotational shift, specity the qualify minutes before the skift starts

Secity the clocking schedules and ts settings a3 indicated below. Fixed clocking schechle is nat applicable to flexi-work schesdule.

Clacking  Rngs wsﬁl\ngs ‘ Scheduls| g Description
Optieri: You may specty  masimum time tha 2 paeul clocking fals nthat tima sit
T o e _{h | freak Resune| O L OT i Done You also can choose to ignore the above and let the software decides on the allocation
Monday WORKDAY 1200 of time slots for you. By default, the software will refer to the mean time between 2 time
T o slots to allocate the clocking data. For example, if the IN time is 9am and Break time is
fdnes day . e .

Coradny . Tiomroay 00 12:00pm, the Mean time is at 10:00am.
Friday [PORKDAY 1200 Any clocking time before 10:00am is allocated automatically into the IN column, after
Saturday IORKDAY 1200

10:00am is allocated into the Break column. The same concept applies to all the other
Replace wih the latest clocking:- O O O ] 5 columns

It is recommended to let the software justifies the allocation of time slots.

[2] Replace with latest clocking

You can configure the clocking schedule to update clocking data for every time slot. The
clocking data in time slots is always replaced with the latest clocking time after download
process. However, it is recommended to apply “replace with latest clocking” to the Out
o - ) and Done columns only. The software will always check the latest “Out” time of the users
Do this, if you select “Daily” schedule”. and will publish them in Attendance Sheet.
[1] You may specify a maximum time that a particular clocking falls in the time
slot.
For example, to allocate all clocking time before 12:00pm into IN column, any clocking

time after 12:00pm into the Break column, you need to insert 12:00 into the IN column in
the clocking schedules.
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SETTINGS PAGE

Click “Settings” tab to define the clocking rules for clocking schedules. If you se-
lect “Weekly” or “Daily” schedule:

Clocking Schedule

Specity the clocking schedules and its settings as indicated below . Fixed clocking schedule is not appicable to flexi-work scheduls

Clocking | Renge  Settings Schedule| g Description
Allow & grace period in minutes for late-in 10
Allow & grace period in minutes 107 Syt . o oo e | D
Minimum minutes must worked to quslity for overtime &0
Meximum no. of hours allowed to cleim for overtime 24.00
Winrk hours is Sithier raund-up of rounckdown (ve) nminutes ot | 15
Orverlime hours is ither round-up or round-dow (-ve) in minutes of ]| s
Lunch/Tinner time duration for flezi-unchAflexi-dinner range in minutes 60|
Do you wart o exelude the kinehicinner hour from werking hour ? . . . . . [Fves 7
Do you wart o provide vertime for work before intime (earytine) .. . . . .« . . [7557]

Save

At the “Settings” tab specify the necessary settings applicable for attendance
calculation.

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

Allow a grace period in minutes for late-in =15
This means LATE IN will only be calculated if you come to work after 9:15am,
assuming that your IN time is 9:00am.

-

Allow a grace period in minutes for early-out = 15
This means EARLY OUT will only be calculated if you go home before 4:45pm
assuming that your OUT time is 5:00am.
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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:

1-15 minutes =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 din-
ner 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.

If you select “Flexi” schedule:

Clocking Schedule

Secity the clocking schedules and ts settings a3 indicated below. Fixed clocking schechle is nat applicable to flexi-work schesdule.

Scheduls| 1 Description

Clocking  Satings \

Allow a grace period in minutes for lats-in

Allow & grace period in minutes for early-out

Minimm minute s must worked to gualify for overtime .

Maximum no. of hours allowed to claim for overtime 24.00

Work hours i either round-up or round-down (-ve) in minutes of

Qwertime hours is ether round-up or round-down (-ve) inminutes of

Lunch/Tinner time duration for flesi-unchiflexi-dinner range in minutes Ve
Oves .~

~ [Jres

Do you wart ta exclude the lunchidinner hour from warking hour

Do you wart ta pravide overtime for work before in time Cearlytime) 7

Save

[1] “Overtime if total flexi-work hour exceeds work hour of”

[2

(Applicable on Flexi-Schedule only)
The software only treats extra time as OT if the total working hour exceeds the
predefined value (Only applicable to flexi schedule).

“Do you want to exclude the lunch/dinner hour from working hour? If yes,

flexi-work hour is calculated based on last clocking minus first clocking.”
(Applicable on Flexi-Schedule only)

The settings are same but with extra option as below.

If you wish to deduct lunch/dinner time from total working hours, you must
define the lunch/dinner time duration to deduct.

Insert time duration for lunch/dinner in the option “Lunch/Dinner time duration
for flexi-lunch/flexi dinner range in minutes”, example 60 minutes for lunch
time. Software automatically deducts 60 minutes from total working hours as
lunch time.

However if user returns earlier than predefined time duration, example 30 min-
utes, software still deduct 60 minutes (as predefined).

Example, In time 10:00, Break time = 13:00, Resume time = 13:30, and Out
time = 20:30.

Calculation as below,

Total working hours = Out time — In time — Predefined Lunch/Dinner duration.
Total working hours =20:30 — 10: 00 - 1:00 (60 minutes)

Total working hours =9 hours 30 minutes

Chapter 3=Setup of Clocking Schedules and Group Duty Roster

35




SETTINGS OF GROUP DUTY ROSTER

After you have configured clocking schedules, next is to configure group duty ros-
ter. Group duty roster refers to working calendar for a year.

[1] Click|

Configuration

Group Duty Roster

List of group cocle to be used by users. A group duty roster can be sither on weekly routine, or
For open-schecle duty roster vihout ore-efined schecule code,

and select “Group Duty Roster”.

fromthe st of clockin for work.

[4] To add a new group, click “Add Group” to start.

To add new group duty roster, please follow the steps below:
[1] Click “Add Group”.
s

f by users. & group c er o
For open-scheclu ety roster withold pre-defined soheduls cocls ihe actual soheduls cosis will bs determined from the st of possible closking schedules only when user clook in for work

oo Deserption [ rowr [ owtoowy | opensoreuie Overtne oy Afer

Eat

Add Group

Group Description Roster ‘ShiftsDay Open Schedule Owertime Cnly After
ety |

o ack new oroup dty roster, select an availahe orovp code which can be same.

code
specifc ciocking schectes.

Grown

Deseription

Roster gy

[ owome ] [ omeown ]

oo ] [_pwmonw

COLUMNS FUNCTIONS

Group Group can be represented by code ranging from 0 to 999.

Description Name of the group.

Roster 2 types of roster. « Weekly « Shift

Shift/Day Represent total shifts available in a day for the group.
This is applicable to multiple working shifts only.

Open Schedule Represent the schedules available in the group. Applicable to
open schedules only.

Overtime only after | Show the quantity of working time for overtime claim. This is an
optional calculation for Weekly or Monthly calculation. Ignore this
feature if your Company does not apply this OT scenario.

[2] To edit a group, click “Edit” to start.
[3] To delete a group, select the group and click “Delete Group”.
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[2] A new window will pop up. Select Group code and type of Group whether
Weekly or Shift.

+ Weekly is applicable to working hours running by week, including flexi-working hours.
+ Shift is applicable to multiple shifts, open schedules, rotational shifts etc.

Add Group

To sdd nevww group duty roster, select an availabe group code which can be same
code to the clocking schedule for weekly roster schedule, or daily shift roster with
specific clocking schedules.

Description “ |
Roster  iaizekly




Add Group

To add new group duty roster, select an availabe group code which can be same
code to the clocking schedule for weekly roster schedule, or daily shift roster with
specific clocking schedules:

Group SRR

Description

Roster | Shift

[3] Click “Okay” to start configuration.

[4] You can see a calendar displayed in the middle of the page if the roster type
selected is Weekly.

Cancel

Group Duty Roster

Select group yearly cuty planner aceording tothe year selected. Use ‘Holday Li 1 el
planning an appicabe for users of
planner by right-cick an o change the day type or clocking schecl .

P and o
it

2009 % orow| o Descrition Overtine Only After

Normai it | / A2

4s[s s a [0

BB

Differert Restday

It displays all working days, rest days, and holidays. You can observe the working
schedule pattern by studying the group duty roster. The pattern is varied by type
of working schedules.

On the right panel, you can find the followings.

A. OVERTIME ONLY AFTER

The software treats extra working time as OT when it exceeds the predefined
value. You can choose to accumulate extra time either by week or by month.
For example, a predefined working hours is 40 hours per week. If a user
works for a total of 45 hours in a particular week, the software will calculate
40 hours as the working time and another 5 hours as OT. If the total working
hours of the user does not exceed 40 hours, the software will treat it as normal
working time.

B. HOLIDAY LIST

Holiday List

Belowe iz & list of holiday to be included in the group duty
rosters.

Halitsy -]

Mesny Year |
010552009 |Laboar Day

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

Cloge

You can define the holidays applied in your company. Follow the steps below

to add in a new holiday.

+ Insert the date and holiday name into the column.

+ To delete, select the holiday’s date and name, press DEL on keyboard to delete the
holiday.

+ Click “Close” to save settings.
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C. AUTO SCHEDULE ASSISTANT D. DIFFERENT HOLIDAY

You can arrange the schedule to be applied for the group within a week. To You can assign a specific user from a group for a different rest day or off day.
configure: Follow the steps below to configure.

+ Define the Day type as Restday or Workday. + Select the User ID.

+ Define the clocking schedule to follow by particular day. + Define the day as rest day or off day.

+ Define the date range to take effect. + Click “Okay” to save settings.

+ Click “Okay” to save settings.

) Different Restday Schedule
Auto Schedule Assistant

Use this function to faciltate the assignment of recurring weskday's working *'ou can a.ssign a different non-working weekdsy for an individual staff if t's different from the scheduled
schedule by a day type and & clocking schedule number . non-warking weekday from the group's weekly duty roster.
And any non-working weekday defined inthe group duty roster will be considered as normal working day
Mo, | User D Mame Gralp RESTDAY OFFDAY
Sequence Day Type Schedule B 1 |Elize Johnson 0| Manclay
Suncay + |o | 2 2| Tony Stone 0 Viednescay
hlonday WHORKDAY Ii] ) 3 |Felicia Dickson o
Tuesday WWORKDAY il 4 4 | Gilbert Kazt i}
WWednesday WWORKDAY il 5 4| =heena Jazz o
Thurscay WORKDAY ul
Fridary WORKDAY 0
Saturdany WIORKDAY 0
Effective date range 0100 12009 5| 3 1202009
Pozzible option of schedule codes for open schedule sttendance that has no
pre-determined schedule code- (2111213

E. IMPORT ROSTER
If your company has a ready-made group duty roster, you can choose to insert
them into the software, without having to redo the roster.
You can choose either to import EXCEL file or ASClI file and click “View Sam-
ple” to see the corresponding format.
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[5] If you select roster type Shift, you will see the following page.

Group Duty Roster

Import Duty Roster Records:

ou may specity ether MS-Excel spreadsheet (xlz) or delimited ASCH { ta) format, and the Select group yesrly cuty plarner according{o the year sslected. Uss Holiday List for hoidays that applicabie o al oroup cuty rosters, snd "Auto-Schedle'to facilate the rotationsl shift
| H lanning and optional open-scheeule codes. Different Restday' is applicable for users of same weekly duty roster but have different restday in the weel
file name to impart from. et s S At 3 A M o Ao i Y
Maote: Existing records will be overwriten by this import function.
et | -, | s -
EXCEL [ | ASCI | |
[|
Group Year (Month| 1 2 g 4 ] B 7 g 9 N
[ Adoscresaie ]
| 2

In the middle of group duty roster, the working schedules pattern does not exceed

- 7 days a week. You can configure the cycle of the working schedules pattern, for
[ view sample | ¢ . (
W example 9 days per cycle. Extra information can be added on the page as below:
F. ERASE ROSTER SHIFT/DAY
If you have wrongly defined a group duty roster, or the duty rosters are no | Yoy can configure total shifts available for a working day for example, 3 working
longer in use, you can delete it from the software. shifts per day. However, you cannot define different rest days under this scenario,

because there is no more weekday or weekend. You will only find work day, rest

Erase Duty Roster, day or holiday.

Uze this function to erase the existing yearly duty roster by
selecting the year and the specific group code.

Year GHoUE [hlank for all)
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SAMPLE OF CONFIGURATION
NORMAL WORKING ROSTER
Most offices and factories apply working hours similar as the onesshown below:

IN BREAK RESUME ouTt
Time (Monday to Friday) 9:00am 12:30pm 1:30pm 6:00pm
Time (Sat) 10:00am 1:30pm

Follow the steps below to start the configuration of the working hours in the Soft-
ware.

STEP 1

Clocking, Schedule

List of clocking Schedules to be used in group duty roster, A schedule can be sther base on weskly routine with optional flexikle clockings, or
accarding to deily clockings for rotational shifts.

Description wiark Schedule -

Schedule B
hieedy

[ eddschesue |

[ Delete Schedue

In Clocking Schedules, click “Add Schedule” to start.
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STEP 2

AddSchedule

To add new clocking schedule, select an availabe schedule code and specify the
desired work scheduls.

Schedule

Desciption | Office] |

Wiork Schedule | wieekly hd

Cancel

Select a schedule code for example “1” and name it as “Office”. Select the Work
Schedule as “Weekly”.

STEP 3

Clocking Schedule

Specify the clocking schecles and its seftings as indicated) below. Fixed clacking schecle is not appiicable to flexi-wark schedule

Deserigtion | office

Seedule

Clocking hange Eksemngs I

Woskday Day Type in | Bresk [Resume| Out | OT | Done
Sunday. RESTDAY H
Wonday WORKDAY o0 1230|1330 [18:00
Tuesday WORHDAY 0x00 1230 1330|1800
Wodnesday | WORKDAY ogoo 1230|1330 [1800
Thursday VVORKDAT Ux00 1230 1330|1800
Friday WORKDAY gaon 1230|1330 [1800
Ssturday WORKDAY 1000 13:30

Do you wart 1o use OTiDone &= scheduled work instescl of overtine 2 .. ..

oo xes

[ -]

Please specify the time imterval if you wart 1o have rates differential for overtime

Save

Define the day type with Rest Day and Work Day.



Insert the time into each corresponding column, please use 24-hours format for
example (13:00 for 1:00pm).

If you want the software to treat any working time as OT during rest day, please
define clocking slots for rest day as other.

Ignore the OT and Done columns.
Click “Range” to continue.

STEP 4

Clocking Schedule

Speciy the clocking schesdules and s settings as indicated below. Fixed clocking schedule is not applicable to flexi-veark schedule

Scheduls | 1 Descrigtion | Gfice

Clocking  Range } Setting:

Optional: Vou may specity @ maximum time that a particular clecking falls in that time slot
Wieekday Day Type In Bresk | Resums | oOut o1 [ Dore
Suncay ~
Moy WORKDAY
Tuesday WORKDAY
Weenesday | WORKDAY
Thursday WORKDAY
Friday WORKDAY
Seturcay WORKDAY
Replace with the latest clocking:- O O O O

Save

Check to enable the option “Replace with the latest clocking” for Out column.
Click Settings to continue to the next page.

STEP 5

Clocking Schedule

Specify the clocking schecules and its seftings es indicated below. Fixed clocking schedule is not applicable to flexi-wark schedule

Clocking | Renge  Settings Schedule| 1 Description | oifice
Allow & prace period in minutes for late-in 5
Al & GYACE REriD N MNASE TOD SAMY-0LE. .« . o oo e e e 5
Minimum minutes must veorked to quality for overtime B
Mescimum no. of hours allowed to claim for overtime: 24.00
Wiork hours s either rounch-up or round-dawn (-ve)inminutes of. ..o 15
Overting Rours 15 ether FoUncHUR oF FoUnc-awn (-VE) N minUtes o . . .. .. .. 15

LunchiDinner time durstion for flexilunchéfle:d-dinner range in minutes

Do you wart o exclude the lunchidinner hour from working hour 7

Do you wart 1o pravide overtine for work before intime (eartime) 7. . ..

Define the working rules by inserting value to each setting. Ignore the setting if it
does not apply to your Company.

Click “Save” to save setting.

roup Duty Roster
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STEP 6 STE

P8
:

Listof by users. A groun can b eiher or day
v

List of clacking Schedules to be used I Group duty roster. & scheduls can be ether base on weskly routine with ptionsl flexiale clockings, o For e rose frmine s ot clockn o wark,
according to daily clockings for rolationsl shifts:
Grown Dessription [_shitsbay | OpenSchedue Overtime Only After ]
- CeaJ
[ scheaue | Description Wiork Schedule B dd Group
[ [Wieskly
s ek | op slect can o sane

‘schedle, or

specific clocking schedes.

Groun

Deseription

Roster

[ mwoor ] [_owom

| Select a group from the checklist. It is recommended that you use a group that is
T T attached with the name of the predefined clocking schedule.

- - - Click “Okay” to continue.
The software will return to the main page and you can see a new schedule is cre-
ated. Click “Close” to save settings.

STEP 7 STEP 9

Group Duty Roster i
Mt S S W B Ly iy el e Selct group yearly duty plnner accorcing o the [ANIOE ST IEY EERET f‘Auto-Schetiet factae the rotatona it
et bt metzr i d o C=iicr Planning andl opfionl open-schecle codes. Diff clay in the week.

Yourmay chang each dey plenner b righ-cick f  Lse his functon o factate the assigrment o recuring waskday's wworking
Schede o  cay type and s locking schedle number
Group Description Roster ‘ShiftsDay Open Sthedule. Overtime Orly After
= e ) o] | Ovetne oy Ater
=
WS T T Sohois
T[]« 5 o7 o] Fumar resmoav T
Feb |1 1] 1| 1| ] ] aa| af et womeAY ! 1
fcvesday R
wer |4 1| 1| 1] 1] 1| 1] 1| 1 T Ao Schectie
Thusday  [WORKDAY "
e I L B R ORDAT i ORI
Wy || 1] 1] 1] 1] 1] 1] ] | (Swurdsy [woRKDAY i [RI Different Restiay
.30 T T T A T T T T O
T R R (ot marzo0s = | 1208 - Fo——
u [ rootfoser ]
Passibieoptio of schedte codes for open schedue aftendance trat has o |11
e I K K K R I R T
8 ore-determined schedue code:- ie. 11,1213
o I K K K K I
et | 1| 1| 1| 1| 1| 1] 1] 1 | — ] (] R
Nov || | | | | 4] [ IR
IR i
[ sscom %J [ oeetecrom

In “Group Duty Roster”, click “Add Group” to add a new roster.
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In the new roster, click “Add Schedule” to start.

The software will automatically arrange the predefined weekly working sched-
ule for example: clocking schedule 1. Check the date range. By default clocking
schedules always start on Sunday. Please make sure you always select Sunday
as starting date in the Date Range column.

If Friday is selected as first day of a week, you must define Friday as a starting
date in Date Range column.

Click “Okay” to save settings.
Click “Save” to save settings.

STEP 10

List of oo ook {0 be usect by Lsers. & oroup dty roster can be sifer o adsy.
For open: roster X st of clock infor wark.

Grow Description Roster
0 eekly
1 eckly

ShiftsDay Open Sehede

[ R )

A new group is created. You can click “Edit” to change any settings in the created
group duty roster if there are any changes required.

Click “Close” to end process.

If you are entitled to 2 breaks per day, and you wish the software captures both
break times, for example: Lunch and Dinner, you can refer to the steps above, but
you have to do a different setting in step 3. Check the following steps.

IN LUNCH |RESUME | DINNER |[RESUME | OUT
Time (Monday to Friday) | 9:00am |12:30pm | 1:30pm | 6:00pm | 7:30pm |10:30pm
Time (Saturday) 10:00am 1:30pm

Clocking Schedule

Specify the clocking sehedules and its settings as indicater below. Fixed clocking schecle i not applicable to flexi-work schedule

e ‘ e ‘ Setings 1 Schedus| ¢ Description | ottice
Veshday Day Type in__ | Break | Resume | out o1 Do

Sundey RESTDAY
Monday VIORKDAY 0300 [1za0 1330|1800 1530|2230
Tuesday WORKDAY 0900 (1230 (1330 (1800 [1930 2230
Wednesday | WORKDAY 0300 [1za0 1330 1800 1930|2230
Thurstiay WWORKDAY 0900 1230 [raan 1800 [1930 2z
Fridy VORKDAY 0300|1230 [1330  [1800 (1530 [2230
Satureiay VIORKDAY 10:00 1330
Do you want o use OT.Done a8 Schedlisd wark instead of overtime 7 - e
Please specify the time interval if you wart to have rates differential for overtine -

Save

+  Configure the time into the corresponding time slots.

+  Enable the option “Do you want to use OT/Done as scheduled work instead of
overtime”. All OT calculation only starts after Done time (10:30pm).

If you would like to configure overnight working hours similar to below:

IN BREAK RESUME out

Time (Monday to Saturday) 11:00pm 3:00am 4:00am 6:00am

You can refer to the steps above, but you have to do a different setting in step 3.
Please see below.
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Clocking Schedule

Specify the clocking schecules and s seftings as indicated below. Ficed clocking schedule is not applicable to flexd-wark schedule

Clacking 1 Rane 1 settings 1 Schedule E Descrigtion | Office |
eskday Day Type | Bresk | Resume | Out o1 [ Done
Sunday RESTDAY
Monday \WORKDAY 2300|0300 |pa00  |oBOD
Tuesday WORKDAY 2300 (0300 (0400|000
Wednesday | WORKDAY 2300|0300 |oa00  |0BOD
Thursday WORKDAY 2200 |ozo0 |oao0  |0mo0
Friday WORKDAY 2300 (0300 (0400 |0.00
Saturday WORKDAY 2200 |ozoo |oaoo (omo0
Do you wart o uss OTIDEN: &5 Sheckled work MStesd of oveine 7 . . . . . . . . . . [Jes
Please specify the fime interval if you want to have rates differertial for overtime I:l - I:l

STEP 1

Clocking Schedule

List of clocking schedules o be usedin oraup duty roster. & schetule can be sfther base on wesky routine with optionsl flexible clockings, or
according to daily clockings for rotationsl shifts.

Schedule Description Work Schedule -
o Wieekly Eciit
Y 1|Otfice eekly

Save

FLEXI-WORKING ROSTER

Some companies apply flexi-working hours. There are no fixed times for checking
in or checking out, going for lunch or resume working. Users can come to work
anytime or leave any time. To configure flexi-schedule, check the following steps.
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| ~dd schedue § [ Delete Schedue
In “Clocking Schedules”, click “Add Schedule”.

STEP 2

Add Schedule

To add newy clocking schedule, select an availabe schedule code and specify the
desired wiork schecule

Schedule

De=cription | R&D |

Work Scheckie

Select a schedule code and name it, for example schedule code 2 for R&D. Select
Work Schedule as “Flexi”.




STEP 3

Clocking Schedule

Specity the clocking schedules and ts settings as indicated below. Fized clocking schedule is not spplicable to flexi-work schedule

et 1 1 Smms% Scheaus| 2 Descrigtion | Rap
Instruction
Wicekday Day Type. In ot | in | ot | | ou |
Sinday ESTDAY
Mondey WORKDAY
Tuzsiay WORKDAY
Wednesday | WORKDAY
Thursday WORKDAY
Friday WORKDAY
Saturciay WORKDAY
Please specify the masximum number of in-out clacking pairs for this flexi-hour schesdule 3 B
A subsequent clocking is considered of same working day if it's befors mid-night or within Hour
Dauble punch for consecutive clocking in a clacking slot if i's within minutes of

Define the day type to the schedule. You do not need to define any time into the
time slots, as this is a flexi-working schedule.

Click “Settings” to continue.

STEP 4

Define the clocking rules by inserting value into each column. Ignore the setting if
it does not apply to your Company.

Click “Save” to save settings.

Clocking Schedule

Specify the clocking schecules and its seftings es indicated below. Fixed clocking schedule is not applicable to flexi-wark schedule

Clocking Settings Schedule | 2 Description | R&D
Overtime if totsl flexi-work hour exceeds workhour of 800
Minimum minutes must veorked to quality for overtime B
Mescimum no. of hours allowed to claim for overtime: 24.00

Work howrs is efther round-Ug or round-tiown (-ve) in minutes of
Overting Hours is ether rounc-up or round-tiown (-ve) in minutes of
LunchDinner time duration for flexilunchiflexi-dinner range in minutes

Do you wart o exclude the lunchidinner hour from working hour 7
If e, flexi-work hour is calculated based on last clocking minus first clocking.

STEP 5

Clocking Schedule

List of clacking schedules o be usedlin graup duty roster. & schedule can be sither base on weskly routine with aptional flexible clackings, or
according to daily clockings for rotationsl shifts.

Sohedule Desoription Work Schedule -
[ \ieskly Edit
1 office Wieekly
| 2[R0 Flexi
[ #ad Schedule ] [ Delteschecue |

The software will return to the main page and you can see a new schedule is cre-
ated. Click “Close” to save settings.
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STEP 6 STEP 8

Group Duty Roster
For open-: roster .\ list of clock in for work. planning and optional open-schedule codes. DiffEN TSI N EW EHHEL TS stay in the week.
Grolp Description Raster ShiftsDay Open Schedule. Owertime Only After o @ MBI O T2 R SRR T CEFDETOR
= | we sl ] rou || wertine Only After
i = Cead et | 2
1l2]3le]s]s]7]s Sequence Day Type ‘Scheclule: 28‘29‘3["31
ey 2l 2| 2] 2] 2 2| 2[2 | Tuesday [WORKDAY 2
May 2| 2| 2 2 2 2 2 2 [Friclay WORKDAY 2 Different Restday
dul 2| 2| 2| 2f 2] 2| 2| 2 I = [ = Import Roster
Sep. 2 2] 2| 2 2] 2 2| 2 pre-determined scheciule code:- ie. 11,1213
Nor |72 2| 2| 2| 2| 2| 22 [ ]
.
[ R =]

In Group Duty Roster, click “Add Group” to add a new group. In the new roster, click “Add Schedule” to start.

The Software automatically arranges the predefined weekly working schedule,
STEP 7 example: clocking schedule 2.

= Check the date range for the schedule. Click “Okay” to save settings. You may
el ek vk insert other information such as Holiday List, Different Reset Day, if there is any.

List of group cocle 10 be usecl by Lsers. A group dlty roster can be sifer o
For open-schecile cuty roster without X

) Descrpton [ Foser [ smohmy | opsnscrease Gverime orly After [
[ o e
1 Add Group. CEat J STEP 9
[ b besane
cade to the clocking scheke for weekly raster schede, or daly shift aster wih Group Duty Roster
sneciic lacking schedies.
Listof by users. A group can e ther o iy
oo For open- roster . Tt of clackin for work
Description —
Roster | — = T Roser e Open Screiie Ovetine oy e[ =
— Ol = i
H— 1ok Weskly
s fshitt H— 2[RaD isekly
{ it vh—

[—rrr— N -

Select a group from the checklist. It is recommended to use Group that is attached
with the name of a predefined clocking schedule. Click “Okay” to continue.

oo ] [_ooeoow
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A new group duty roster will be created. Click “Edit” to change any settings in the
created group duty roster if there are any changes required. Click “Close” to end
process.

MULTI-SHIFT WORKING ROSTER

For factories that are running on shifts, some of them apply multi-shift working
schedules. Users can work for more than one shift if they want to. However, a
user must complete their first shift (primary shift) before they can continue to other
shifts. Please see the example below.

STEP 2

List of clocking schedules o be usedin oraup duty roster. & schetule can be sfther base on wesky routine with optionsl flexible clockings, or
according to daily clockings for rotationsl shifts.

Schedule Description Work Schedule -

To skl new clocking schedule, select an availabe schedule code and specify the
desired work schecule

Scheduls |3 v

Description | worning Shift

IN BREAK RESUME ouT
Morning shift 8:00am 12:00pm 1:00pm 4:00pm
Evening shift 4:00pm 8:00pm 9:00pm 12:00am
Night shift 12:00am 4:00am 5:00am 8:00am

To configure, follow the steps below:

STEP 1

List of clocking schedules o be used in group duly roster. A scheule can be sither base on weekly routine with optional flexible clockings, or
accarding to daily clackings for rotational shifts.

schetle Description wiark Scheduls B
eekly Edlt

1|Office Wieekly
2|RED Flesi Edi.

otk Schedule | Daily &

Select a schedule code and name it “Morning Shift". Select Work Schedule as
“Daily”. Click “Okay” to continue.

STEP 3

Specify the clocking schecules and its settings as indicated below, Fized clocking schedule is not applicablz to flexi-work schedule

Deseription | Morming Shitt

Seedule

Resume  Out o1

Clocking } semngw

In Bresk

] ] G
Late st Clocking:-

Replac uith mest racart clocking uthinthe [ O O i
clocking range o

Clocking Time:-
otual clocking time
Leave it blank if not used

Clocking Range:-
Clocking before this time
Laave it blank for dsfaut range

[
[ ]

Do you wart o use OT/Done as scheduled work instead of overtime 2

[es
Please specify the time interval if you swart o have rates differential for overtime |:| - I:l

It this is & rotational shift, specify the gualfy minutes hefare the shitt stars .

( AddSchecue | I

In Clocking Schedule, click “Add Schedule” to start.

Delete Schedule

Clase

Save

Insert the time into each time slot. Enable “Latest Clocking” option for Out column.
Click “Settings” to continue.
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STEP 4

Clocking, Schedule

Specity the clncking schedules an ts settings & indicate below. Fixed clocking schedule is not applcabls to flexi-wark schedle

Clocking  Seftings 1 Scheduls| 3 Description | warring Sitt
Allowe a grace period in minutes for late-n 10
Alloyy a race period in minutes for early-out 10
Minitnum minutes must worked to cuaify for overtime 0
MEAIMUM 10, 0 HOUFS B0WEH 0 CIBIM 107 QVEITIME . o o o o o e o o o oo o e | 2400

Work hours is sither round-up o round-cioven (-ve) in minutes of
Overtime hours is efther round-ug or round-down (-ve) in minutes of
LunchDirner time curation for flexi-Lnchflesd-tinner range in mindes . . .. ..o Va

Do you wart to excluds the lunch/dinner hour from working hour @ .. ..

Do you wart to provide overtime for work befors in time (earlytime) ? [es

Save

Define clocking rules by inserting value into the columns. Ignore the setting if it
does not apply to your Company. Click “Save” to save settings.

STEP 5

Repeat Step 1 to 4 to create another 2 clocking schedules for evening shift and
night shift.
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Clocking Schedule

Specify the clocking schecles and its seftings as indicated) below. Fixed clacking schecle is not appiicable to flexi-wark schedule

Clocking 1 Settings 1 Schedule | 4 Deseription | Evening shitt
n Bresk  Resume out o1 Done
Clacking Time:-
£ (e 1800 2000 21:00 o000
Leave it blank if not used
Clocking Range:-
Clocking before this time
Leave f blank for defaut range
Latest Clocking:-
Replace uith mast resert clocking within the O O O i O
clocking range
Do you warnt to use OT/Done as scheduled work instead of overtims ? Oves
Please specify the time interval if you wart to have rates differential for overtime =
It this is & rotational shift, specity the qualify minutes before the shifl starts

Clocking Schedule

Specify the clocking schedules and its seftings as indicated below. Fixed clocking schecule is not applicable to flexi-wark scheduls

Schedule| 5

Clocking lggmﬂgs } Description | Night Shift

In Bresk  Resume  Out or Done

Clocking Time:-
e e 00:00 04:00 0s:00 0z00
Leave t blank if not used

Clocking Range:-

Clacking before this time
Leave it blank for default ange

Latest Clocking:-

Replace ith mast recent clocking uithin the O O ] O O
closking range

Do you want to use OT/Done as scheduled work instead of overtine 2 . . . oo oo o [ves

Please specify the time interval if vou wart to have rates differential for overtime P -

If this is = rotstional shift, specify the gualify minutes hefore the shift starts .




STEP 6

STEP 8

Clocking Schedule i
Litor oy users. & grous can bz strer o oy
List of ciocking schedules to be used in group dy roster . # schesule can be either base on weekly routine with optional flexible clockings, or For ; [ clockinfor work
acearding to dally ciockings for rotational shits.
Grown Deseription Roster | GhifisDay | OpenSchedus Overtime Orly After
B e —
‘Schecule Description otk Scheduls B T [offes Add Group —
0 i ekly Ecit 2|ReD .
1 |Gffice Weekly Falt 2 b L e XD
2RaD Flesi il spesic clocking scheclies.
3 |Morning Shift Daily Edt cow [FEE
4 |Evening shift Daiy Edl pescriion
C_mwoer ] [_oweomr
Sl GQ upn ; “ »
= Select a group duty roster with “Shift” for example “6” and name it as “Factory”.
ol » .
lick “Okay” to continue.
[ Add Sehedule | [ elete scneaue | Click “0 ay" 1o col ue

All 3 clocking schedules are created. Click “Close” to save settings.

STEP 7

Group Duty Roster

Lt ofgroup ode 10 used by usrs, A grup iy ot can s i o ™
ez e i o sk orwork
T = o T S Soreais Overime oy Ater
T o ety
1forice sty
o sty
oo ] [_owmows

In Group Duty Roster, click “Add Group” to start.

STEP 9

Group Duty Roster

Select group yesrly cuty planner accorcing to the ysar selected. Use Hoicay List for hoiidays that , and ‘uto.Schedle'to
Flanning an optionsl open-schedule cores. Differet Restoay! s applicable o users of same weekly cuty roster but have differert restciay n the wesk:
o in orcer

Group B Description ShiftzDay 3 % Overtime Only After
st \

Holday List
Auto Schectie

Define the total working shift for 1 day. The software supports a maximum of 3
shifts per day.
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Define the date range. If you treat the first day of a week as Sunday, always
W | choose Sunday as the starting date. Click “Okay” to continue.

STEP 10
e

Select group yearly duty plarner according to

and Auto-Schedle' o facitte the rotational shif

planning and optionl open-scheclul codes. DR AT I (T CIENTS estolay inthe week

Youmay change each day planner by rigtcic
Usethis functon to faciiate the sssignment of recurring weekciay's working
schediule by & day type and a clacking schecule number.

STEP 12

2000 5 crow StitsDay| 3 5| Overim Only Afer
T 5 Group Duty Roster
Soquence DayTyee 7 > 5 [=
asence | Ty [ [=] =[] Select ot yearl cay planner acoording o th year Seecte, e Holday List for hoidays tht ont Ao Schecde'to
" }mw [ I T planring At opinal open-schedu codes, Diferert Restaay’ s pplal for users of Taster but have ifferert
b WORIOAY v I 1 p norcer o
g WoRIOAY
5 AAORKDAY 0 lotfice 2009 2 |[01/0172000 Group| 5 Description ShitsDay | 3 & |  Overtime Only After
eo v
s oA 1o s s awasn | d
7 WoRKoAY

afs[s]7]a]e

415 |18

e B[z [5]m] ]
for Erase Roster - - - N
:

Holday List
Auto Scheciie

Cancel

Click “Auto Schedule” to define the working schedules.

Define the Day Type. Assume the first day of a week is Sunday and it is a rest day.
Other days are defined as workday.

Select the corresponding clocking schedule to apply for the shift. The software arranges the roster in 3 pages. Click to see them.

STEP 11

Select group yearly cuty planner accorcing tothe year selected. Use Hoiday List for holidays that 3
Flanning and aptional open-scheule codes. Differert Restday’ s applcable for users of roster but have different
r - planner by igft-cick onthe cell in order to change the day tyke or clocking schece.

and Auto-Sehedle'to

Select group yearly duty plarner according tot

Nl ‘Auto-Sehedule'to faciltate the ratational shift 2009 % | 01/01/2008 Growp| 8 Deserigtion shitsDay| 3 (S  Overtine Only After
planning and optional open-scheciule codes. DN EL NN ENHED 12 restdlay in the week. i v
ey e each sy e by - st B sushin |
Use tis funclon to facitatethe: sssignert o recurting weekciay's werking 215 s [e [7 Lo [ o e [1e s [ [ [ [0 ]2t [ [ [ [ s [ o [ [
schekie by day tyne and »clocking schedte rnber
009 % Group SritsDay| 3 5|  Overime Only Afer - [ [ Holday List
1 3 4 o[ 4] o 4 [
1stshit YIS in Ao Y o Schecis
Sequence Doy Tyee 7 2 A bFaTa=s B .
i RESTOAY. o T
2 [WORKDAY 3 4 5 fohiay
3 WORKDAY B 3 s [ adoschesie |
0 WORKDAY 5 ] s
d oroY s ‘ 5 E
= ot oser
Effective date range 412008 = | 3111212008 7 s
re.determine schedie code- 12. 11213

ey Corcnl
i

Click “Save” to save settings.
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Group Duty Roster

STEP 13

Group Duty Roster

ROTATIONAL WORKING ROSTER
FHE R AR || Some fatores apply otational working rostr, where users are aways ofae fo
another working shift periodically. The roster normally is not circulated weekly, but
2008 % | otimaa0a Grow Deserpton| | Overtine only aftr ) X
‘:TI = E the management defines it, for example, 12 days cycle.
=== e e [ e [ e s o o o o [ e = [ R e zz\zgﬁ\mﬁ\mﬁ — The available shifts.
el : e s CLOCKING
= SCHEDULE IN BREAK | RESUME out
Morning shift 3 8:00am 12:00pm 1:00pm 4:00pm
Lsr=e | ening shift 4 4:00pm 8:00pm 9:00pm 12:00am
Night shift 5 12:00am 4:00am 5:00am 8:00am
The sequence of rotation is as below.
Day 1 2 3 4 5 6 7 8 9 0 | 1 12
Shift 3 3 3 R 4 4 4 R 5 5 5

R = Rest day

To configure the above working roster, follow the steps below.
=
§|Factory Shift 3 List of clocking schedules to be used in group duty roster. & schedule can be either base on weekly routine with optional flexible clockings, or
according to daily clockings for rotational shifts.
Schedule Description Work Schedule |
iekly [ Edit )
1| Otfice ieekly Eciit
2 R&D Flexi Eciit
3|Morring Shitt Dily Eciit
4|Evening shift Dily Eciit —
S Might Shift Daily Ecit
[ pmorow [ oeeecom
The software will return to the main page. You can see a new group duty roster
is configured.
The Shift/Day column is displaying 3, to indicate that this roster is a multi-shift
roster with 3 shifts in a day.
Aeld Schedule ] [ elete schecue
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As described in Multi-Shift Working Roster, configure 3 clocking schedules by the | STEP 3

same method.
oo B oo lockinfor work
STEP 2 Do [ s =
. 1[Office. Wisekly CEitJ
Specity the clocking schedules and ts settings as indicated below. Fized clocking schedule is not applicable to flexi-work schedule
Clocking }sms} scheaue| 3] Descrigtion | Morring Shitt
o Break Resume Out oT Done.
Clocking Time:-
i L[]
Clocking Range:-
R L] L1 1 L ]
Latest Clocking:- [ AdeGrowp [\ | [ Delete Group. )
clocking range
o O Ca e e TS e e In Group Duty Roster, click “Add Group” to continue.
Please specify the fime interval if you want to have rates differertial for overtime I:l 7|:|
If this iz & retational shitt, specify the guality minutes befare the shift starts . e -m
STEP 4
£
In each clocking schedule, insert a value for “If this is a rotational shift, specify the S— E— e -

. . . " . [ 1]Office. Add Group |
quantity minutes before the shift starts”, for example: 10 minutes. ka0 -
Please locate the details of this option in page 33.

e
Descripion | Factory 2
[ woow ] [ owesoow ]
Select a group duty roster with “Shift” for example group number “7” and name it
as “Factory 2. Click “Okay” to continue.
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STEP 5 STEP 7

Group Duty Roster
Select group yearly duty planner according to the: Auto-Schedule' to faciltate the retational shift ‘Select group yearly duty planner according to the year selected. Use Holiclay List' for holidays that -, and 'Auto-Schedule' to
planning and optional open-schecule codes. Dif fer uto Schedule Assistant y inthe week. Rlanning and optional open-schedule codes, ‘Different Restday' is applicakle for users of same weekly duty roster kut have different restday inthe week,
ety e P e B I norer A
Use tis funetontofacitels the ccsinmen o recuting weekdays working
schesi b & dey tyoe an & ocking schedee b,
S el ttspay| 18] verime oniyAter 2005 ] [Gumiiaes o[ 7] Descrbtin [Facary 2 Stitspey [ 1 3 overne ony Ater
5
Normalshit f Normai st | _
e e le 7 oo ] [Seweree Day Type Scheckte A [ e e e e[ = e ]v o] e]= o 2]z = B = == ]
o ! RESTORY, T
T S E L B N )y IWORKDAY Y

i g [woRKoRY

Her . woroay Auto S [ aaosoreaie ]
Apr 5 RESTDAY
ey 5 woRioAY

wan i [woRkoRY g Ho

= nport Foser npor Fster

Jul 0102020(5
A

5 - rathes o
Ead pre-determined schedule code:- i2. 111213
o

Click “Auto Schedules” and define the day type according to the schedule. The software automatically arranges the roster according to your settings. Click
Define clocking schedules for each of the day according to the schedule. Save” to save settings.

STEP 6 STEP 8

c Group Duty Rester
» o o Lto-Sched'to fcitate the rolstionsl it e EIDAEED ey o o
plrning and optionl apen-scheclie codes. Differer o inthe wesk For Y et of sty et
¥ planer by igft-cick ont
Lse this functon to facitate the assignment of recurring weekday's warking
scheckie by a day type and a clacking schedie rumber.
= Grou Descriion Roster ShitsiDay Open Schedule Overtime Orly After =
208 5 orom| 7] iftsay| 1 3| Overie Only After "D i = =1
Normel Shit a “[offce = Eat
= 2ReD Wieskly it
TTaTale el 7 aalu [ Sewence Day Type Schedhie e e . =
T RESTORY
- . estoay - _ v 7 Factory 2 it ) |
g JNORKOAY : [ asresie ]
ver o WORKDAY 5
o 5 RESTOAY
May a WORKDAY 4
wn | | L AlE WORKDAY ] &
impart Roster
] Etfectve date range o1nz2008= (31122009 T
£ for that has o Erase Roster
Sen pre.determined scheciile code:- (2. 112,13
|
[ ssaorom )| [ oeeeorom

Define the date range for the roster. Click “Okay” to continue. A new group is created. Click “Close” to save settings.
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OPEN WORKING ROSTER As described in Chapter Multi-Shift Working Roster, you can configure 3 clocking

Some factories apply open working roster. There are various shifts in a day, and | Schedules by the same method.

users are free to attend to any shift. The software will allocate users into corre- | FEEEEEEAEED

sponding working shift by checking into their clocking time. However, the working Specify he closking schedtes and s seltings as indicated below. Fixed locking schedude s ol applicable o flexi-work schects
time of every shift should not be overlapped and must be clearly defined. The
software cannot allocate users into the correct shift if the In time and Out time of
the shift are overlapping.

Clocking | setinge | Scharhle Beserilion | poring Shit

Bresk  Resume  Out or Done
Clocking Time:-

[m =t jo18
For example: e L1 ]
A factory provides 3 working shifts as below: o

CLOCKING maRGe Rt IEH IS R FFR N N O
SCHEDULE IN BREAK | RESUME out Latost Clocking:

Replace with me=t recent clocking within the
clocking range

Morning shift 3 8:00am 12:00pm 1:00pm 4:00pm Do you want to use OT/Done as schedulsd work Insteat of Qvertine 7 . . . . . . . . .. .. []yes
Evening shift 4 4:00pm 8:00pm 9:00pm 12:00am Plesise specify the time interval it vou wart o have rates differential for overtime P I:H:'
Night shift 5 12:00am 4:00am 5:00am 8:00am Ifthis is & rotational shift, specify the qualify minutes before the shift starts

Notice that the In and Out time of each schedule is not overlapping. To configure,
follow the steps below.

In each clocking schedule, insert a value for “If this is a rotational Shiﬂ, SpeCify
l0CKINg >chedule

the quantity minutes before the shift start starts”, for example: 10 minutes. Please
:‘ij:nﬂ;ﬁg?;;:?;ﬁ;g:f:j:m:ﬁmﬁsduw roster, & schedule can be either base on weekly routine with optional flexible clockings, or Iocate detalls of thIS optlon on page 33
Schecule Description Work Schedule - STE P 2
: o -
1 |Office Wieekly Ecitt Listaf by users. A group can be either L or day.
e e = gt
o [ 3|marning sttt Daily Ecit
< Foerine it i o y | E=r = T o ]
5|Night Shift Dally Eelit Y= azz:}j e
P = T
DI ooy 2 shit i ) |
|
#dd Schedule | [ Delete Schedule Close =
soon || [ vadeorow
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In Group Duty Roster, click “Add Group” to continue. Click “Auto Schedules” and define the day type according to the schedule. Define
the Date Range for roster to start with.
STEP 3

Insert code of the in-use clocking schedules into the column, example 3 - clocking
schedule 3, 4 - clocking schedule 4, and 5 - clocking schedule 5. Click “Okay”

||

List of g oup cocle 0 be usect by uisers. & oroup dlty roster can be eiher Lor aday.
- roster 3

R Tt o R to continue.
Grom | = [ Reser | snnsbay | Openscheaue Overtime Orly After =]
i =
1 |Office Add G =L S 5
?j@ roup = TEP

specific clocking schedues.

Group Duty Roster

cow (s v

2009 % | 010172009 Group 8 Description | Factory 3 ShifteDay | 1 & Overtime Only After

Normal i | / A2
= IR EEEERE T

[ tosoreaie ]

[ R T |

Select a group duty roster with “Shift” for example group number “8” and name it
as “Factory 2”. Click “Okay” to continue.

STEP 4

||

Select group yeary duty planner sccorcing tothe yeo

.to-Schedule'to facitste the retational shit

planning and optional open-scheciule codes. Differerf X O T[T XL HEL TS y in the week,

Roster is ready as displayed above. Due to open working schedule, clocking

I schedules are not displayed on the screen.

ormal Shif / *

t ‘ The software will allocate users into the shift by checking their clocking time. Click
Vemony “Save” to save settings.

o
o
e

oy

344

sove
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STEP 6

List of g oup cocle 10 be usect by wisers. & group dlty roster can be sther Lor

For open-schedue ity roster without : fistof clackin for wark
Grow | Description Roster St Day Open Seheule Overtime Only After =]

of ey =

Tlofes sty )

2[re0 ekl )

| Factory st 3 )

]

7 Factary 2 it 1 Edt
Factory 3 it 1 345 Eat

[ R |

A new roster is created. Click “Close” to save settings.

TO ASSIGN USERS INTO GROUP DUTY ROSTER

You must assign users into the corresponding group duty roster before you can
view their attendance. Once you have assigned a user into a group duty roster,
the software will maintain the user in the same roster in the future. If you wish to
switch users into another group, you can follow the steps below.

STEP 1

Uzers

Click to open the User Record page.
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STEP 2

2 UseriD [1]

(o1

Mo | UserD ame Enp Departmert Section Grown | ReteHr_| Suspen
T 7 Eise dohnson A5z |admiistation Local - I
g 2 Tory Store ENGESa4_[Engneering Oversea o
3 3 Felica Dizkson 7568 Informetion Technology |Oversea
4| 4 Giloert Kazt PDS333 Praduction Team & fap
5| 5|Sheena Jazz @185 @4 & aC Team B © [Factory
Factory 2
Factory 3
FingerTec World Wide
Eise dohnsan ATassasiSSEsT HoB,55 10, dalan BK 372, ~
Bancr Kiara 3,
Administration v CNS5B3361258 4 ~
ek for photo Department Do A
Local v soizoeis
Secton Phone o
1 240242000 : T sliss@fingertec.com 204 212000 = 3 H2e008 =
Feed Bpred Bl Vacatan [
Acid User Change D’ Import User Apply £ Cancel

In the Group column, click to select the assigned users into the corresponding
group duty roster. Repeat the step to all users.

STEP 3

B Userd [5]

No. | userd e Emp o Oepartnert Section Grow | Retert_| Suspena B
7 7 e onreon IR minstration ool 0
3] 2 Tory Stone ENGEse4_[Engieering 0
B 5 Fetca ickeon mrseo fornation Technaiogy (oversen 0
B 4 Gibert Kzt P55 rochction eam & O
B sheens azz iess asoc eame 0
FingerTec World Wide
Shesna dazz N
aasac v
Glick for photo Department 1D o Address
Tean 5 v
Sezton et
5 24man008 17 " = it =
S Eed bl Ve o

ckd User Change D

Import User

Click “Apply” to save settings.



rag v sckng. ||

A message will pop up to remind you that you must generate the data in Attend-
ance Sheet before your new settings could take any effect. Click “Okay” to accept
the message.

STEP 5

Click ‘%

Aftendance

to open Attendance Sheet.

STEP 6

Click “Generate” button and a new window will pop up. Select the users assigned
with new group duty roster.

Define the date range for the new settings to take effects. Click “Generate” to
continue.

Dte User ID Show Tardiness:- []Late-In [overtime:
b e Generate New Attendance Records i
Departnent Section Reter_| Suspend 76022005 [Thursday =
T DrE2 dmnstraion ocal O 2702009 _|Friday ontem: [ | || Porse eyt et wichyouert e atendemorecoris o e
z nossed [Engneeting versea O 29022008 Satwelay gencrted. Any existingrecords wil b remaved and new aendanc
3 T7568 Information Technology versea ] Absert: records can be converted from terminal data audt list
z e soc e ) - chay roster winthe new scheclie code. v
UserD | Name | DayType | Sthe | [ B oumay selectthe range of records by Leave Taken Fenark -
T o
2|Tony Stone_[VWORKDAY 0] E=d
RIDAY 0 for]
4/ Gibert Kozt WORKDAY o Oiane
I affect on the new
1\ attendance records o next caendar month. = | SlSreena sezz [WoRDAY o
1F you wiish apply the new changess to the existing attendance records, you are required to click the ‘Generate’ button in the attendance sheet. Some
Date F F‘
ame: ‘Social Securtty No. 010272008 2600202008 [ h-Shitts.
arsac v = Grangeta new scheie cod: [ ™ ~ =
Clck for photo | Bopomert [ Tddress Convert 2
Teamd) v ,—‘
Secton Phore o
5 242008 T = P pm= Clreta
= Bprer Bl Veam o =
& (oo ] [ ] [or Comee ]
] Se

STEP 7

Date User D Shaw Tarsiness:- []Lato-n [Covertine Drag drop clacking | - |
Dae edkany |~ el AT e P

Zov2n0m Thursday pesent ||
Zrin2oos ey .
Zonrs sy e [
Asert
R o S =

Please specify he date which you wart the attendsnce records o be
generated. Any existing records wil be removed and new sttendance
records can be converted from terminal deta audt It

User ID Name. Day Type Sche i Confirm Generate Records Leave Taken Remark -
; ;
RIDAY 0] B &
4|Giloert Kazt WORKDAY 0 Arg You SUre you want to cortinue ?
-
L v
Date 01022008 [ 2817202008 [P i
(Change to new schedule code: “ v H . ™ H . v ‘
—
[rotal
[ o | Lo ]

A message pops up to inform that generating process is about to start.Click “Okay”
to start. Window will close automatically after the process is completed.

STEP 8 Click ‘g

Aftendsnce

to open Attendance Sheet to see the details.
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4 « ATTENDANCE SHEET

Ignore this chapter if you are not using the software for time attendance function.

Attendance Sheet displays all attendance data as In time, Out time, Work time, Overtime, Leave taken, and etc, in a same page. You can check attendance data by date
or by user ID. Given acceptable circumstances, their attendance data can be edited. However, all the changes are recorded for future reference.

VIEWING DATA

«

Click | agarearce | t0 OpeN attendance sheet.

If “Overtime per week (or month)” is applied to a group duty roster, there will be 3
extra columns appearing on the Attendance Sheet.

Attendance Sheets [ 1]

Drag rop clocking

Leave Taken

There are a total of 15 columns in Attendance Sheet. The function of each column o e ST Qe o e
is given below: [ Johnson Dlotenedtrosk Dlonteare
\;zs:‘;z:m [Miss Punch [Oabsent
COLUMN | DESCRIPTION t
! = =
User ID Refers to ID of each user. The length of user ID varying from 1 ~ 9 digits, as =t e e e e e

enrolled in terminal.

Date | Weskday | DayType
017022008 [Sunday |RESTOAY.

020212008 [wonday  wORKDAY

osss 1234|1315 1est a0 151

03022008 [Tuesday  [WORKDAY

oso2 [1215 1340|1804 73 im0z

Name The full name of each user. 041521200 [Wecneccny_[WORIDAY CECRN PP BT 75 o

Day Type | Day o ofh parcr SR CEamEesemm—
Schedule Schedule to apply to a user for the particular day. 'Dw ‘ -
In Refers to the time an user starts working. T P T
Break Refers to break such as lunch, tea-time etc.

Resume Refers to the time a user returns from a break. COLUMN DESCRIPTION

Out Refers to the time an user finished working. Total Hr. Total working hours in a week or a month.

oT Refers to the time overtime starts. Total OT Total overtime claim in a week or a month.

Done Refers to the time work finishes. Short Total short time in a week or a month.

Work Total work ime for a day. You can choose to view Attendance Sheet in various formats such as:
Overtime Total overtime claimed by a user in a day. + By Date +By User ID

Short Total short time of a user in a day. * By Tardiness * By schedule of department

Leave Taken | Leave applied by a user in a day.

Remark To notify unusual scenario (or reason) to a user’s attendance in a day.
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BY DATE

%

Click | senuance | to Open attendance sheet.

BY USER ID
To change the display to a user ID format, click the “User” ID button.

Attendance Sheets [1]

By default, attendance sheet will display information by date format. It will show all
attendance of the same day on a same page.

Date. usro Show Tardiness:- []Late-n [Covertine Drag drop clocking
No. [ UseriD. HName Ceary-out Clon Leave
£3 Attendance Sheets [ 02/02/2009 ] 1 1|Elise Johnson [JExtended Break [ absent
Dale User D Show Tardness- [JLaten [overime = 2 7o Sore [lviss Punch
Dete Weskday | 4 ClEsrly-out [onLeave 4 4|Gilbert Kazt
01022009 __|Sunday | presert [ 5| [JEstended Bresk [asent 3 5[Sheena Jazz |
22005 [ednesday Aooeri [ Dete_| Weekaay | DoyType | Sche | n | Eresk [Resume| O | o7 | Done || werk [overime] Snon | Leave Taken Remark =
ser®D | _teme | DayTvee Srea [resume | _ow | ot | bore | work [verime] St | Lomve Taken Remart < 045212009 [Wedneadey [WORKDAY ms Ton Jon vz 75l 02 ood
Tl z3e 1315 1880 000 140 0510202008 [Thurssay  pwomkDay s 1235 132 e3 R
2[Tony Stone WORKDAY. 1234 1315 195 a0 15 (0510272008 [Fridey. ORKDAY lossa 1z:  13:0 1780 754 00g,
I 1234 1315 20:12 8.00| 212 0710242009 |Saturday [RESTDAY 1 -
4/Gilbert Kazt |[WORKDAY 1234 13:25 2012 8.00| 212 f
T f Clrots
Creta (oo ] [rsoy ] [ ex ] [Coeremz ] g ] [ cmn ]
(B = - —)
You can check the attendance data of a particular user on a same page. The

information will be arranged according to the date.

When there are a lot of users in the software, you can insert a particular user ID
to find the user.

L [B]X]
Date User . Show Tardiness:- []Late-n [overtime Drag drop clacking
Vo | Ueery are Clesy.ou [Jmerkior Totss
1 1 Eise Johmson [ Extened Bresi [ConLeave
4 2/{Tony Stone s punch [apsent
3 3 Feleia Dickeon
0 4 Ciert ezt
B 5 Sheena Jaz |
Dats | wieskany | oy Tpe [ Sohe |1 [ ek S Teteire [Tomor | sron_Jiemve eren] <
(510272008 [iecesday [ WORKDAY [CETEE=] User D CE - -
26020000 Thursday  WWORKDAY Tloso0 123 1
27022008 [Frsmy [ WORKDAY [ | - s
2810272008 |Saturcny |RESTOAY i e 74|
o1m52000 Frdey HOLDAY i 5 5
(210572008 |Saturcny  [RESTOAY i

o

ci
Cotal

Dowrload

) [romsey ) &= oo

[1] Move the cursor to the user ID column and it will turn into an arrow icon as
displayed above.

[2] Right click and insert a user ID.
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BY TARDINESS

BY SCHEDULE OR DEPARTMENT

“Show Tardiness” is located on the top middle of Attendance Sheet. You can
select to view attendance data sorted by tardiness.

- Late inis to show attendance data of users who come late to work.

= Early Out s to show attendance data of users who leave office earlier than predefined Out
time.

- Extended Break is to show attendance data of users in which his rest time exceeds the
predefined Break-Resume time.

= Miss Punch is to show attendance data of users who fail to clock in or out for any time
slots.

= Overtime is to show attendance data of users who work overtime.

= On Leave is to show attendance data of users who are on leave.

= Absentis to show attendance data of users that are absent from work and do not apply for
aleave at the same time.
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Attendance Sheets [ 02/02/2009 ]
bete LD Srow Tardness: [Late:n Dloverime Drag iop ook
Attendance Sheets [ 02/02/2009
I ! Date | Vieekamy [~ [Clearv-oue [lonteavs
Date \ User Show Tardness- [JLatedn Clovertine Drag drop clocking 0110212008 |Sunciay Present: [ 5 [Jextended Bresk [Cabsent
bae [ weskany [ Dear-out Dlontease w0200 o @l
030212003 |Tuesday nLeavs:
ST2R005 [y presens [ 5 Dletencecrea Dlassent
| —opmiis S o008 Wednesday At
On Leave: fiss Punct
030212009 uesday 0522008 | Thuirsday Select Schedule:- v ‘Select Department.- v
0410212009 fednesday Apsent: 06212009 |Fricay h
OSUA08_Trursdy SelctSchedle. | 3] Selet Deparmrt- = oo | e | beytos [ sobe [ 1o | oreat [resume] ou | o1 | oo | Work [overte] Srort | Lemveraren = 5
00272009 [Fricey R 1 [Eliss Johmson WORKDAY 1)0s5s 1234 [1315 [1&50 Bo0_ 150
T | N | Daytyee | s | n | wes [resume] ow | or [ vowe | e [overime] St [ Leavetaen = 5 2[Tony Store_WorKDAY tlosss iz J1ats fisst ECIRE]
Tl Iesom WORIDAY s T Tiasr e 5 Pl DicksofWoRKDAY soess lizst J1ats ot o212
oy st o e Tiaer e 4 oibet et WORKDAY aloess izt 1am | S0y 210
e oy e ou o 5 Shesna Jozz IWORKDAY sloess izt 13z Jots ol 219
5 Shesna dozz [WORKDAY 234 [ramJots o219
Jj Clrasi
Drete (Coownons ) [Cronsy ] [ em ]
Sowioed ] [ Tomeey ] [_e® G o] o ]

You can also choose to sort data by schedule or department.
= schedule is to show users who are assigned to a predefined clocking schedule.
- Department is to show attendance data of users who are assigned to a predefined depart-

ment.

TO MANIPULATE ATTENDANCE SHEET
TO EDIT ATTENDANCE DATA

Under a certain acceptable circumstances, the Company can edit attendance data
of a user. For example: If a user left early because he needs to go for a training,
an administrator can edit his attendance data so that he will not be considered as
“Early Out”.

STEP 1

22 Attendance Sheets [06/02/2009 ] LBX
Date. User D Show Tardiness:- [JLate-n [overtine Drag drop clocking | 4|
Date Weelday | & [Esriy-out Clon Leave
w2200 fesms [ & [ Extened Bresi [assert
Ormam0s  Setwdey - 7]
02008 Sunday
Oam272008 | oray aeert
101272009 {Tuesclay. Select Sehede - | select Department- v
212008 ednesiay | <
Userd | wane | aytyee | soe Bresk |Resume | o | of | Done | work [Overtme| Shon | Leave Taken Remark S
RiDAY 2w s i 754 a0 .
2[Tony Stone_WoRKDAY (EE (E o0 oig
oY =D 748 o1s  ori
4 Gibertart_[WORKDAY 25 1330 [18% 500 0%
- 1235 [0 [ieso 7asoss 0] =
Cotal




Click “Edit” to start. B2 Attendance Sheets [[06/02/2009 CIE®

Date User D Show Tardinessi- [Late-n [Clovertime Drag srop cocking |4 |
Dste. Weelday [ 4 [Cearty-out Conteave osoznoos1rse |
06022009 _|Friday Fresert s [lEstended Break [labsent
STEP 2 R
tomazo0a ey onee [ |
090272008 |Monday Aosert: [ |
E2 Attendance Sheets [06/02/2009 ] BEE] e x:j::gﬁay = Seectschede- | v | SeedtOeparinent- | =
te vy Tardiness:- en wertime. Drag sirop clocking
Dste. ieskday | 4 Cearty-out DOonteave 1 |Elise Johnson WORKDAY 1235 (1330 |18:00 800 |
06022000 Fiday | | presert [IEtended Break [ asent 2|Tony Stone [ WORKDAY. 1235 1330|1816 800 o019
031022009 | Monday osert || 5 Shena Jazz WORKDAY. 23 (13m0 |1ese a8 0% 012,
10022008 Tuesday f J;l
100 ey T sectcheie. [ v Sectospatnen-| .
UserD | tame | Daytye | Sohe | n | Bresk [Resume| ow | of [ vone | work [overme] Shon | LeaveTaen Remark = et
 [Eise Jofinson PWORKDAY i 2 o8 T =
e oo ionoay 0 T e (o ]
] .| | The corrected time slot will be displayed in bold font to indicate that the data has

e been inputted manually. You can view the original data for the time slot displayed
[r— T e in “Drag/Drop Clocking” column.

: : Attendance Sheets [|06/02/2009] - [BX
Point to the time slot and delete the data. S e o e -
Dz | weskday [ = Clearty-out ClonLeave |
060222009 _|Friday N Present [JExtended Break [Jasent

7022008 _[seturday S
STEP 3 oneme | D
[ apsent [ |
= 10022008 | Tuesde
B2 Attendance Sheets [ 06/02/2009 ] FBEX eamos v Select Schedule:- Select Departmert:- v -l

ednesday | v

te vy Tardiness:- en wertime. Drag drop clocking
o S Dows o sy [ o> [ e[ owrime [ soe o [reome [_oa [ o1 ooe | viow [ovene] s | Lo Toen | -
06022009 Friday || prosent [ 5 [Jestendedt Bresk [lawsert 2]Tony Stone_ WORKDAY 123 {1z 1816 e o0y
0700272008 | Saturay ot [wiss Punch 1218 1330 1816 749 oag  odi
oon22005 sy ez ] 4lcher oz (WoRKOAY s am s 5o osq
022009 Wonciy ssert || < Sheea ezz WORKDAY 23 iz [iese T os  oi -
10272008 fecnesday | - Jouble click on the respective siot for excused clocking.
7 e Johnson WORKDAY. 23 am 00) | Ee ol
2 Tony Stone_ WORKDAY. 1235 1330 |16 500 o018 L S s
s|reemior pronioiy - If you want to undo the changes, you can reallocate the original attendance into

the column. Follow the steps below to reallocate the original attendance data into

P I —— its original position.
Click “Edit” button at the bottom of the Attendance Sheet.

Insert a neyv value. Click *Apply” to save seftings. Drag the attendance data into the “Drag/Drop Clocking” column.
The result s on the next page. Drop the attendance data into its original column.
Click “Apply” to save settings.
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TO APPLY LEAVE TO USERS Altematives,

You can insert leave days of users in the Attendance Sheet. Follow the steps : g_
below to assign leave days to users. STEP 1 Click to open “Staff Extended Leave’.

Configuration

STEP 1 STEP 2

Staff Extended Leave

- BX
-]

Attendance Sheets. [ 27/02/2009 ] E]
Drag ciop clocking

Date User D Show Tardness:- [Latein [Cloverine

25 eekey = Dleevout Dlontemve Uz the table below to enter the extended lesve taken by an individusl statf during certain period
21022009 Present EI ] Extended Break. [Jabsent : ) N ;
28022008 |setwaey | _| 7 —— These leave records will be automatically be included in the current attendance sheet to reflect the leave taken
o100 sy | #ind it will be excluded from the attendance shest if you remove the leave record from the table

w008 encay sosent
Select Schedule:- v seectDeparment-| v

User ID Mame Leave Taken Fram =

oo [ e [ v tee | 5o |0 [ e [resune] ow | o1 | e | wior o] 5 u e = 7 1 |Eise Johnson SICK 721008
T voR T
T tlozie | e % e
ORI dlien oa s s 459 248 001
T 4[ias (e |rros Joaoe o0 509
0 afires | |rim oo s 308 009
T -
Cotal
oo ) [y e ) Gorerae o] [omea )
Click “Edit”

ICi T, T add @ new record, press the doun-amau key when ft is 2t the bottam of the list

Ta remove a recard, just erase the user id

STEP 2

Attendance Sheets [ 27/02/2009.]

S Al e Select “User ID” and user “Leave taken type”.
Date Weekday |+ [ Early-out [onLeave

e % et e Define the duration of the leave. Insert the same date in “From” and “To” columns,
St s if user only takes a one day leave.
ooty [ty | solctschece- | ] SebctOmrtnent- [ 9]
UserD | tame | oayTywe [ sone | [ oreak [resune| 0w [ or | bore [ werk [overime] Srot [ Lesetaten | remar B

1 [Elise Johnson WOR 1 \IAESENT vl 1|

S Fommbasinon T FrE T P

lomert ez o v Jma (i oate o030
5[Siheena azz [WORY a[mas |20z zres [oace 454 ags oo |TOSTAL I
aremnry E
Parere
e T EET e
[ Total
C oo (o ] (roweromn ] Cow ) (o

Point to the “Leave Taken” column and click to open a drop box.
Select the leave type applied to the user. Click “Apply” to save settings.
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TO APPLY REMARK TO USERS

Remark can be added to attendance data to notify unusual record. For example, a
user came in at 1200pm even though his IN time should be at 900am. He was late
for meeting a supplier, therefore remark can be added to explain the tardiness.

STEP 1

TO GENERATE ATTENDANCE

You MUST generate attendance data in the Attendance Sheet if you have done
the followings:

1 = Change any settings in clocking schedules
2 = Change any settings in group duty rosters

3 = Assign users into a group duty roster

4 = Change users into a new group duty roster

Click “Edit” to start.

STEP 2

2 Attendance Sheets [ 16/02/2009 ] EX
Dde Show Tordiness:- []Lete-n [Joverime
Date sy |~ [eary-out [Clontesve
g0 {fesder | | et [ 5 [Jextenea presk [lasent
2022008 Trursaay S 7,
13022009 |Frcay
14022008 Satuniay ssent
150272009 _|Sundey. Select Schecile:- v Select Department- v
16022000 [Mondyy |+
e | Naw | Doytyps | Sohe [ 1 [ sk [Rosums| O | oF [ Dowe | W [overtne] Shot [ LewveTaten ]
7 i o FHORKOAY Toe s w7 T om0 i
2 Tony Stone_[WORKDAY. Tloss 123 [1326 [1eze M I
3 Feloia Dicksar WORKDAY Sosts |izes |13 |1eom 2 | =]
4[Gilbert Kazt [WORKDAY 41753 |7me7 7177 |onzs 500 129 [Aftemet to training
5 Sheena Jazz [WORKDAY. E TR e T R (I P T T (Gong to meet clert
oot ek ot rspeciv st o sreuaed A
Cretal
[ ] [ wmshrs ] [Lewetaen ] Aoy

Click the “Remark” column to select the remark for user’'s attendance data for
example “Going to meet supplier”. Click “Apply” to save settings.

E1 Attendance Sheets [ 16/02/2009 ] nEE] ] . . ) )

e ot i Any of the above settings will affect time attendance calculation in the software.
R —-— e i The software must publish the most updated attendance data on the Attendance
s ey Gneno Eesrmen Sheet. To get updated data that complies with the new settings, the software
g T - : requires you to perform “Generate” process to refresh the Attendance Sheet. Else,
e e e e e e e T o o1 | the new settings or changes will not be applied.

e e aRiOAY $ (FETRIEE W LT Y —
e ooy e as T Jores e | - NOTE: This process will erase any of the manually inserted information/ attend-
JJ ance data from the records. Therefore, please include the relevant user
Dra IDs and date range to generate accurate attendance data.
[oownossJ [ orsoy ] et ) ot et ]
For example:

Clocking Schedule

Specify the clocking schecles and its seftings as indicated) below. Fixed clacking schecle is not appiicable to flexi-wark schedule

Clocking | Renge  Settings Schedule| 1 Description | otfice
Allov & grace period i minues for latedn . .
Allove 3 grace period in minues for early-oud.. ..
Minimum minutes must veorked to quality for overlime 0
Mescimum no. of hours allowed to claim for overtime: ()

Wiark hours is ether rounc-Ug o round-dawn (&) inminutes of.. ..

Gvertine hours is efther round-up or round-down (-ve) in minutes of

LunchDinner time duration for flexilunchiflexi-dinner range in minutes S
D you warnt o exclude the lunchidinner hour from working hour 2 Flyes
Do yiou want to provide overtime for work before intime (satbtine) 7. . . . . . . . . [Jyes

Save
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A new setting is done in clocking schedule 1. All users in this schedule must work
at least 30 minutes to entitle them for an overtime claim. Any users with overtime
period less than 30 minutes will not be entitled for an overtime claim.

Click “Save” to save settings.

STEP 1

Attendance Sheets [ 11/02/2009 ] M=)
Date User D Show Tardiness:- [Late-n Clovertne YR
Date Wieekday | 4 [Earty-out ClonLeave
022009 [ [Clextendea greak [assert
12022008 Thursdsy ot [ —
o200 ey e ]
141272008 _|Saturdiay Apsert [ |
15022008 |Suncay
Select Schell- | Soect Departnert.- v
Teanons _|ventey |+ :
R R I I e e I e o e e e B
7 |Fise dormeon HORIDAY N M I w07 .
2 Tony Stone_ WORKDAY (CTNE M o0 o
3 Feica DicksarWORKDAY Sloess 123 131 J1ee EXE
4 [Gibert ket WORKDAY afirs |anar |rze Jooe soi oz
5 Sheena Jazz IWORKDAY e mw  rw oua as 119 00d
f T -
Cotal
[Coownoss ] [(zoristory ] [ em ] [ generae %] Export Cancel

Before generating any attendance data, all users are entitled to overtime after a
predefined working time. With the new setting done in clocking schedule, users
with overtime less than 30 minutes will be ignored. Click “Generate”.

Generate New Attendance Records

Pleaze specify the date which you want the aftendance records to ke
generated. Any existing records will be removed and new sttendance
records oan be convertsd from terminal data audit list

Yo may overwrite default schedule code (%) from the pre-defined group
duty roster vwith the new schedule code.

STEP 2

ou may select the range of recards by:
User I

[OF1]
O hone

Soime

Date

o1/02/2009 ]‘:E“ amz2iz009 F

Change to new schedule code:

Coreegrt from data suct list ?

Cancel

Generale r&
i
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Select the users and define the date range.Click “Generate” to start the process.

STEP 3

Confirm Generate Records

You are about to delete sway the selected existing sttendance
recards, if any, hefore the new records are generated.

Are you sure you swant to continue 7

Okay R

Click “Okay” to accept the message.

STEP 4

Attendance Sheets [ 11/02/2009 |
Date. User D Show Tardiness:- [ Late-n [Covertime
Date. Weekday | 4 [JEarly-out [JonLeave
11022009 || Present: [ Extended Break [ absent
140212009 | Saturday Absent: |:|
T RROAY T 00 -
[ Total
Commer J (o ] ]

After the generate process is done, the new setting will take effect. Any user with
overtime for less than 30 minutes will be ignored.




TO EXPORT ATTENDANCE DATA STEP 2
Attendance data from the software can be exported for payroll or to be used in
e xpaort Attendance Recornds
other software. However, it is important to make sure that the exported attendance
data can fit into the targeted software. The exported attendance data is available L2 RS N DG G N B s
. . exported to an external file &3 a in| endance records for et
in text (.txt), Microsoft® Excel worksheet (.xls) or ODBC manager. Rl "
. You can choose to export either detail stencance records or summary
There are two types of data exportation. records oriy.
A= Export Details is to export attendance data on a daily basis for a certain time feuiay S;'Em:"* rene CHGEEEE S (7
period. e
X X X User ID
Be Export Summary is to export a summary of attendance data for a certain time Sy
period. Citiome
The type of exported data depends on the requirements of payroll, HR software Some
or other software.
EXPORT DETAILS v,
STEP 1
Attendance Sheets [ 02/02/2009 ] FBEX
Date User . Show Tardiness:- [Late-n [Clovertime Drag drop clocking |
Date. Weskday [ 4 [Cearly-out [JonLeave
ﬁ EE OPTSE"‘ g;zz":::::’eak Dltioset l Export Detail ] [Expﬂrt Summary ] [ Cancel ]
iz reneets st [
e u = Al | Select users to export (by user ID, All users or by Department).
oSt DAY % o T So i Define the date range of attendance data to export. Click “Export Detail”.
o Ea STEP 3
P T [1] Define the sequence of exported data by labeling the Position column
(column 1 - User ID, column 2 — Employee No., column 3 — Department etc).
In Attendance Sheet, click “Export” to start. [2] Define the length of each data field to fit the maximum characters for each
column.
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Export Attendance Records

“You can select which detail data fields you wart to export out by spesifying their column posttions with order of precedence . The length of each
selected column is indicated by it field size.

Festion  Deseription Size  Postion Deserigtion Size  Postion Deseription Size  Fostion Descristion Size
1| UserlD 9 5| Dite 10 In 5 work done in days 5
Mame: 40 eekday 20 Break ) & Work donein hours S

2| Empho 14 7| Day Type 15 Resume 5 5| Overtime 5

3| Depariment El it N 1 out 5 Diff.oT 5

4| Section 30 Schedule 3 or 5 10| Short 5

5| Group 3 Done 5 Total Hr 3
Sovial Security No. 20 Tatsl OT 6

1D Mo, 20 Total Short 3

11| Leave Type 15
Sneciy the output taret file name 12| Leaveindeys s
Leave in hours 5

[[] Delimited with double quotation mark and separated with comma | | Remark 30

[[] Suppress hundrecth decimal point
[] &ppend data to existing output file

Export Attendance Records

*ou can select which detsil eata fields you wart to export out by specifying their column posttions with order of precedence . The length of each
selected column is indicated by ts fisld size.

Position  Deserigtion Size  Postion Deserigtion Size  Posfion Descrigtion Size  FPostion Descristion Size
1| Userin 9 6| Date 10 In 5 ork done in days &
Mame 40 Wieekeay 20 Break ) & Workdonein hours S

2| Emp Mo, 14 7| DayType 15 Resums 5 G| Overtine 5

3| Department n Shift Mo 1 Ot 5 Diff.oT 5

4 Section 30 Schedule 3 or 5 10 Short 5

5 Group 3 Done 5 Total Hr B
Social Security No. 20 Tatal O 6

1D Mo 20 Total Shart B

11| Leawe Type 15
Snecity the output target fil name: S| Leave indeys °
Leave inhours 5

C:IPROGRAM FILESIFINGERTEC WORLDIAIDETCMS VA TTEND
Delimited with dlouble quotation mark and separated with comma enen B
Suppress hundrecth decimal point

Append deta to existing output fle:

Click “Apply” to save settings.
STEP 4

Export Attendance Records

ou can select which deteil date fields you want to export out by specifyingtheir column positions with order of precedence . The length of each
selected column is incicated by its fisld size.

Postion  Description Sre  Postion Descriton Size  Postion Deseription Sze  Postion Descripton size
1| UserD s 5| Date 10 In B Work done in days &
Name 40 leeksay 20 Ereak 5 g workdoneinhows 5

2 Empo 14 7| DayType 15 Resume 5 g Overtine 5

3 Deperiment 30 Shift Mo 1 out 5 Diff.OT 5

4| Section k] Schedule 3 ot 5 10 Shot 5

5 Groun 3 Done 5 Total Hr 5
Socel Securty No. 20 Tetal OT 5

Mo 2 Total Short 6

1 LesvaType 15
Specify the outpL target file name: I Lcavendays 5
Leave in hours 5

Delimited with double quotstion mark and separated with comma Remark 30

Suppress hundredth decimal poirt
Append data to existing auiput fie

Click “Export Detail” to start the process. If ASCII format (.txt) is selected, please
check the 3 extra options at the bottom. These 3 options only work if the date is
exported into ASCII format. Ignore this step if you do not need them.

Export Attendance Records

ol £an selsct which cetall data fields you wart to export out by specitying their column positions with orcler of precetience . The length of each
selected column is indicated by fs fisl! size.

Postion  Descrigtion Sre  Postin Description Sze  peston Descripton Sre  Postion Descrigtion Size
1| usero s 5| Date 10 In 5 Work done in days S
Hame 40 Weskeiay 20 Break 5 g Workdonein hours

2 Emp Mo, 14 7| DayType 15 Resume s g Overtime 5

3| Departmert 30 Shift Mo 1 ot 5 Diff.OT 5

4 Section 30 Schedule 3 ot 5 10 Shot 5

5| Grou 3 Done 5 Total Hr 6
Social Securty No. 20 Total OT 5

Do 20 Total Short 5

Ecit 11| Leave Type 15
Specify the output target fils name: Il Le=vendays &
Leave i hours 5

CAPROGRAN FILESFINGERTEC WORLDWIDETTCHSY 2V TTEND
[ Delimitex! wvith couble quetation mark anel separated with comma

[] Suppress hundredth decimal point

[] Append data to existing output file

Remark 30

ck ncel

Select the type of file for exported attendance data. If EXCEL format is selected,
continue to define the path to save the file.
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Define the path to save the exported attendance data.Click “Export Details” to
start the export.




EXPORT SUMMARY Select users to export either by user ID, All users or by Department. Define the
STEP 1 date range of attendance data to export. Click “Export Summary”.

Attendance Sheets [02/02/2009 ]
bort oo T e Dloverte STEP 3
Date. Weskday | 4 [Esriy-out [JonLeave
010272009 | Sunday | Present [Extended Break [ aksent
o200 — Clviss punch Export Attendance Records
03022008 _|Tuesciay
041022008 icnesda Aosert
Seatts Trhesrn i iU Can select which sUmmary data figkis you vwant 10 export out by Specifying their collmn positions with order of precedence . The length of each
022000 Jrroey 2 Select Schectie:- Select Department - v E selected column is indicated by its field size.
oorb [ tame [ bayives | e Bro [Resume [ 0w |07 [ bore [ o [overime] Sron_ [ seveTaen e = prstion Desorption N R OB @ED &0
7 Eise dohnson WORKDAY 2w 1315188t a0 T B ooy e el | e
2|Tony Stone_ WORKDAY 123 [1315_1ast 800 151 |
3 el Dicksor WORKDAY 123 1315 w12 a0 212 Name 40 HOLDAY ANNLAL 8
4/Gilert Kazt | WORKDAY 123 1325 12 a0 212 —
& Shesna Jazz WORKDAY 23 1325 013 ao0 213 e Exalis 14 REESIER Ec #
! f Department 30 OFFDAY . HOSPITAL 8
Creta Section 0 MATERNITY 8
Group 3 - FATERNITY @
Covms ] (om ) Con ] R s 1 :
acial Security o
Pl s " 10 hio 20 8
In Attendance Sheet, click “Export” to start. .
Apply @
Specity the outpud target file name: 8
8
Excel] [asar] [ooec] | | L
STEP 2 [] Delimited with ciouble quetation mark and separated with comma
Export Attendance Records [ Suppress hundrecth decimal pairt
[] Append data to existing output file
Please select the badge cards and sftendance date range you veant to be
exported to an external file &= a input sttendance recards for other

payroll system.
You can choose to export either detail attencance recordds or summary
records only.

[1] Define the sequence of exported data by labeling the Position column
(column 1 - User ID, column 2 — Employee No., column 3 — Department etc).

“ou may select the range of records by

Department
User [2] Define the length of each data field to fit the maximum characters.
8:!% Click “Apply” to save settings.
Same

STEP 4

Select the file type of exported attendance data. If EXCEL format is selected,
continue to define the path to save the file.

Click “Export Summary” to start to export.

If ASCII format (.txt) is selected, please check the 3 extra options at the bottom.

These 3 options only work if exported into ASCII format. Ignore this step if it is
not required.

Date | 00202008 280202009

[ Export Detail ] [Expﬂﬂﬁummary ] [ Cancel ]
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Export Attendance Records

*¥ou can select which summary data fields you swant to expart aut by specifying their column postions with order of precedence . The length of each
selected column is indicated by ts fisld size.

HOUSEKEEPING
It is advisable to carry out housekeeping periodically to maintain the software.
The software might response slower (especially in Attendance Sheet or Generate

Postion  Descrintion Size DavTye Dav  Work Quedime DIfft.OT Short Size  LeaveTaken DDay  Obd Size
1| Usern 5 WORKDAY | & 7 8 a| & ABSENT &
Mame: 40 HOLIDAY 8 AMNUAL 8
2 Empho 14 RESTDAY 0 sk 8
3 Deparmert 30 OFFDAY & HOSPITAL 3
4 Section 30 Late-in 8 MATERNITY 8
5 Group 3 Early-Out 8 PATERNITY 8
Social Security Mo, 20 Total H & EMERGENCY 3

1D Mo, 20 Total OT 8

Edit Total Short 8

file name;

DUTCMS V2 DATABASE\ATTENDANCE et

with double quotation mark and separated with comma

Occurrence

[ Supsress hundrecth decimal paint
[] &ppend data to existing output file

Eomtgmns

Define the path to save the exported attendance data. Click “Export Details” to
start to export.

Chapter 4=Attendance Sheet

Postion  Deseristion Size DevType Dav  (vork Overtme Diff.OT Shod Size  LesveTsken (DDay  (OExt Size T : o f :
8 e s woroay B B B Y e 5 process) if it is approaching the storage limit. It is recommended to keep all previ-
Heme 40 HOLDAY B amaL e ous attendance data into the history folder once a year.
2 EmpMo. 14 RESTDAY g SICK g .
5| Departmert 30 OFFDAY & HOSPITAL 8 To do the housekeeplng, follow the Steps below.
4 Section 30 Late-in 8 MATERNITY 8
5 Group 3 Early-Out 8 PATERMITY 8
Social Security Mo, 20 Total Hr g EMERGENCY g STEP 1
Bl el T & & Attendance Sheets [ 02/02/2009 ]
Total Short 8 8 D User D Show Tardiness:- []Late-n Cloverime Drag sop docking
I — 5 o [ e | [Jeary-ou [lonLeave
: . SR Sy prsert | s [Jesenszaprenk Dlasent
DATCMS W2 DATABASEWMTTENDANCE DATA xis 020212009 Pp— [IMiss Punch
with double quetation mark and separated with comma Ei/’gigzz; '“::::syuev ot
e Lo 050202009 Thursday ‘Select Schedule:- | Select Department.- v
Append datato existing output file 06022008 Friday.
e | tame [ oaytype | Sowe | [ oresk [mesume] o | ot | oone | werk [overtime] Sror | Leme Taken Remerk =
T e dorneon WORKOAY I ] ECRE]
Export summany] [ gancel 2]Tony Stone_[WORKDAY tloses 1234|1315 [test 800 18t
3 Feics DotsoroROAY Slosss |izse |15 |7z o217
¢ Giber et WORKOAY Sloses Jrese |1 2oz O
< Sheena sazz (WORKOAY Slosss Jr2se |15 |2os s 213
Export Attendance Records ! ! J—‘
Vou can select which summary data fields you want (o export out by specifying their column positions with order of precadencs . The length of each Orota
selectsd column is indicated by its fisld size. [ Download ] \ Tomistory [+ J [ Bt ]

In Attendance Sheet, click “To History” to start sending the previous attendance
to the history folder.

STEP 2

Select the users involved, it is recommended to select all. Define the date range
of previous attendance data. Click “To History” to start.




Please specity the date which you want the old attendance records to be
transferred to history sttendance sheet
This will result in better svystem performance with fewer attendance

Date User Srow Terdiness:- [Late-n Overtine Drag cop clocking
recaords in sttendance sheet = =
Date. Weekday | 4 Oeariy-out Clon Leave
00208 [Suday || presert [Estended Breok Cansert
02022009
hiss unch
[ == Gl ] a
YYou may select the range of recards by: 047122009 |Wednesday Absert |:|
05022009 Trursday Selct Schele:- Select Depariment:- v
User D 081022009 Friday = E
Goerto | Nams [ Dortpe | sore || oreok [Reswme| o | ot | one [ vk [overime] st [ omvetaren e 5
[CFY] T RIDAY 23 s [est K]
2| Tony Stone_ [ ORKDAY 123 [1315 1950 o150
O Mone coay EE e am 2rz
4/Gibert Kozt WORKDAY 123 1325 2012 o 212
Some 5/Sheena Jazz WORKDAY 123 [1325 (2013 o0 213
Cretel
~
Coe 1= 3 Com
Date | 010152009 F"v 310352009 F"'
To History k Cancel Y page.
ttendance Sheets. [|01/05£2009 ] )
Date UserD Show Terciness- [JLsledn Clovertine Drag dropclocking ||
Date. < [eary-out ConLeave b
Presert || [JEstended Break [ absent
020 Onteme || [Clwiss Funch
oans2008
oansren aosert [ |
] Erp—" Sect Dparnert- i
05m52008_ Wednesday |+

UserD | Meme | DayType | Sche | i | Bresk |Resume| Ot | OF | Done | Werk [Overime| Short || Leave Taken Remark <
1 [Elise dohrson| HOLDAY 1
2|Tony Store_|HOLDAY 1
3 Felcia Dicksar HOLIDAY

HE HOLIDAY

s
Comwn ) [y ) (o]
Check in Attendance Sheet. The starting date of history is 1st of May instead of

1st of February.

This date indicates that the Attendance Sheet will run from 1st of May, instead
of 1st of February. If you would like to recheck the history attendance, follow the
steps below.

[Cretal
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5« ACCESS CONTROL SETTINGS

Ignore this chapter if you are not using the software for access control function.

THE RELATIONS BETWEEN TIME ZONE,
GROUP TIME ZONE AND ACCESS CODE

TIME ZONES

Time zone can be defined in the software to control access time of users. Time
zone consists of a pair of access time (starting time and ending time), for example:
08:00 ~ 18:00. A terminal treats the time in between the time zone as the valid
time. The terminal opens the door if a user is verified during the valid time. To
block access for the entire day, please define the time zone as 23:59 ~ 00:00. The
terminal will not open the door to users if this time zone is applied.

For example:

All users can access an area from 8:00am to 6:00pm (Monday to Friday) and no access is
allowed during Saturday and Sunday. The time zone settings will be shown as below:

GROUP TIME ZONE
All defined time zones must be assigned under a group called Group Time Zone.

A Group Time Zone can support a maximum of 3 different time zones, for exam-
ple: TZ1, TZ5 and TZ6. In some scenario, users can apply multiple time zones.

For example, a cleaning worker can only access into an office during office hours,
but not during lunch hour and teatime. Therefore, the 3 time zones set for the
cleaning lady will apply as below,

;m% Sunday | Monday | Tuesday |Wednesday| Thursday | Friday Saturday

3 |23:59~0000 | 09:00 ~ 12:0009:00 ~ 12:00| 09:00 ~12:00 |09:00 ~12:00{09:00 ~ 12:00 23:59 ~ 0000

4 123:59~0000 | 13:30 ~ 16:30 13:30 ~ 16:30| 13:30 ~ 16:30 |13:30 ~ 16:30|13:30 ~ 16:30 23:59 ~ 0000

5 23:59~0000 | 17:00 ~ 18:00 | 17:00 ~ 18:00| 17:00 ~18:00 |17:00 ~ 18:00|17:00 ~ 18:00 23:59 ~ 0000

;ion:]ee Sunday | Monday | Tuesday |Wednesday | Thursday | Friday |Saturday

2 |23:59~0000 08:00 ~ 18:0008:00 ~ 18:00| 08:00 ~18:00 | 08:00 ~ 18:00| 08:00 ~ 18:00|23:59 ~ 0000

All 3 time zones (TZ2, TZ3 and TZ4) are grouped into the Group Duty Roster 2 as
shown in the table below.

The software provides 50 different time zones for configuration, from TZ1 to
TZ50.
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Group Time Zone Time Zones

2

3:4:5

o o |ro |~

There are a total of 50 Group Duty Roster available in the software for definition.
However, only the first 5 groups are marked as Group 1, Group 2, Group 3, Group
4 and Group 5. Another 45 group time zones are considered as free groups,
where they are attached with an Access Code only.



ACCESS CODE

All defined group duty rosters are linked to a code number for easy handling.
These code numbers are known as Access Code. By default, there are 50 Access
Codes (from 0 ~ 49) and by default as well, Access Codes 0 to 4 are applied to
Group Time Zone 1 to 5. Any other “free group time zone” are assigned with Ac-
cess Codes 5 to 49.

You can arrange the level of accessibility by Access Code, for example:
* Access Code 0 - Full access

+ Access Code 1 - Only access during office hour

* Access Code 2 — Access in the morning only

+ Access Code 3 — Access after working hour

* Access Code 4 — Access after 8pm only

+ Access Code 5 — Part time workers (midnight)

+ Access Code 6 — Contractors (Morning before 10am)

Furthermore, you can name the Access Code so that you can refer them easily.

Example:
Access Code Name Group Time Zone Time Zone
0 Access from 8am to 8pm 2

Only access during office hour 3:4:5

Access in the morning only 6

ENRERE RN

Access only after working hour 7

Access only after 8pm 5 8

Part time workers Free group 11:12:13

oo |w|N—

Contractors Free group 18:20

NOTE: All new enrolled users are automatically assigned into Group Time Zone 1.
Please assign the new users into the corresponding group time zone after the enroll-
mentis done.

THE SETTINGS OF TIME ZONE

STEP 1 Click to open Terminal User Control.
STEP 2

Terminal Users Control [m[=]
, o thet users of The
nogels to it e
Clckthe Updte )
Select Terminal D Auttorised Accese | Exception Users  TiTE e | Cheelc Users
2 (Tomingl 2 B | & esimu o 50 tine zones can b ssd o definethe the frame that for day of the week. & combinati
o 12,3 aresen
Tme Zone || Sudey | vonday | Tuesday | Wednescy | Thursdsy | Friy | Seuraey =]
T 0000359 (06002359 (0000359 (0000205 00002359 0000359 [0000-2358
2 o0w023ss (0000235 (00002363 (00002358 (00002563 |0000-2358 [0000-2558
s %
4 5 |
s %
5 %
7 %
S o0w023ss (0000235 (00002369 (00002358 (00002563 [0000-2358  [0000-2558
10 |00m02368 00002359 (00002363 (00002083 (0000263 [D000I3SO 00002368
o 11 |oooozsss (00002359 (00002368 (0002359 (00002668 [0000-2358 [00:00-2558
2 |oooozsss (00002359 (00002368 [o002359 (00002568 [D000-2358 [00:00-2558
e 13 002368 0000235 (0000368 (0000238 (00002563 [D0002350 0000.2588
14 |oooozsss (00002359 (00002368 (0002359 (00002668 [0000-2358 [00:00-2558 .
Last upsiate | 0210312009 1730
[ pteramnd ] [ owsesetrgs ]

Select a Terminal ID to configure, for example Terminal 1. Click Time Zone tab.

STEP 3

Terminal Users Control CER
Saecttne b The
tine models o
ik the Updt Terminet users,or
— e e )

1 [fermina 1 ~
2 ez A e of thetine for thewesk. & conbination of
00,123 1,2, 3are uses,
o T e T e B I T =

T 0002359 (00002359 [0000.2358 (00002359 00002658 (00002358
2 08002000 (06002000 [0500-2000 (06002000 08002000 |2356-0000
B 00002559 (00002359 [0000.2558 |o0002359 00002658 |0000-2358
0 00002358 (00002359 [0000.2558 |o00023s9 00002658 00002358
5 0000235 (00002359 (00002358 [0002589 (00002358 00002358
B 00002559 (00002359 [0000.2558 |o0002359 00002358 00002358
7 00002358 (00002359 [0000.2558 |o00023s9 00002658 00002358
B 00002355 (00002359 [0000-2358 00002559 (0000:2358 00002358
s 00002359 (00002359 [0000.2558 0000235 00002358 00002558
o ¥ z . . ¥ ¥
I
2

ol 2 B
4 E

Lastupcte
e oy o
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Example:

User can access from 8:00am to 8:00pm (Monday to Friday), but are denied ac-
cess during Saturdays and Sundays. The time zone settings will be configured as
below:

;iggz Sunday | Monday | Tuesday |Wednesday| Thursday | Friday | Saturday

2| 23:59~ 0000/ 08:00 ~20:00 08:00 ~ 20:00| 08:00 ~ 20:00 | 08:00 ~ 20:00| 08:00 ~ 20:00| 23:59 ~ 0000

Insert the time zone settings into the corresponding time zone, for example, Time
Zone 2.

STEP 4

Terminal Users Control

Selectthe

Click the Updste Terminel

Select Terminal ID

Authorised Access

1 [Terminal 1 A
A mainum of

Exception Users  Time Zone. | check Users

Click to select Terminal ID to update time zone settings. Click “Update Terminal”

to start.

STEP 5

EIEX)|
Select e avalib . ot users of ——
Py focaran i e wers e prct
Cickthe Ut it
Select Terminal ID PRI Sclect a data terminal below to copy fo:-

l-m_z rermingl 2 Amadnumof O the week. & combinstion of
et [T F2 ] | e
Tin Zone : g | sy | Sewisy =]
1 [rerminal 2 3 [0000-2353  |00:00-2353
2 o oz mamn
3 s [owas  ownes
. s |mooaiss ooz il
5 s ooz oz
s s (w2 wwns
7 s |moass oz
s s ooz o
s o o loomzsss |oosssse
0 s |moass oz
0 s Jmoass ooz
2 Cony [y s [roozsss |ovovzass
s 5} T T w0z oz
e lono0235s (0002359 (0002353 00002359 (00002353 (00002359 |0000-2359 =
Last update 0203/200917:30 = = = =
[ pomoTomiel ] [ Dupowesetiogs ] [__swecges ]

If you would like to duplicate the same settings to other terminals, click “Duplicate
Settings”.
In a new window, select the terminal where settings are duplicated to.

Click “Copy” to apply. Ignore this step if you do not wish to duplicate settings to
another terminals.
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- o< |

Select

Select Terminal D

Model Ry
Last updste | 023008 17:30

2 [rerminel2

codes that are authorised to access to , 5o that users of authorised acoess codes wil b enroledtinto the terminal. The:
time zane seftings are optionslta certain reader madels to it the users accessilty wih the specified ime periods.

Clickthe Udate Terminal bufton to Upioad the authorise . "
Upload Users and Time Zones to Terminal

st ] Use i urtonto ol e users o fngerprts besed on
S g ST A
Amasinumof e ot scces e ones, T p——
EE b e A e
e Zore e v [ iy [ Saw
1 Update data: User Data [“]Time Zone 3 [00.00-23:53  [00:00-2359
2 o b lmmmn swmue
s s mozs o
. s mons s
s s monns s
s s mons wwwss
i s mons o
s s monns wwxns
s : mmnn wwxns
® v b lemnn wnns
i e mons mwxns
2 : monns s
iF : : mons wwzs

(

UpisioTomina | [__bupleaeseiings

Click “Apply” to start updating settings to the selected terminal.




STEP 6

L[] x|

Clck the Updits Terminal hutton

0 uploaclthe authorise

Upload Users and Time Zones to Terminal

P co83510 f, 5 that Users of authorised access cocles wil be envolled nto the terminal. The.
time zone setings are optinl o Certain reater maels to i the wser= accessiaity with the specifiet tine periods.

Seec Terina D Authorisec ] Use s functf pload o st users o ngerprts basedlon
. A o o S o e 1
|CoeEl P | e = T ——
esanim cons e 16 1,2,5 & e
T 7o Terminel D 5[ Froey [ Sanwromy B
1 Update data: jser Deta [Time Zone. 9 00002359 |0000-2359
2 —_— b mwann (mswnn
g Syncrorising users .0k 9 [0000-2359  |00:00-2559
. & s looo02s58 |onoozss i
s Uoading lme zonee Ok s [ooov-2559 Jovoszass
] Device disconnected. 9 |00:00-23:59  [00:00-23:59
7 s Jooos2s58 Jononzass
. s [ooov-2559 Jonoszass
s s Jooov-2s59 Jonoszsss
10 9| | mnnn wons
i s [ooov-2559 Jonoszass
5 s Jooov-2s59 Jonoszsss
[ s Jooos2s58 Jononzass
o [72 o o
i o v .
Lot upate
[ oetomie ] [_owloaesetngs ]

Click “Close” to end process.

STEP 7

Select the available

o

Clck the Update

Select Terminal D

1 [rerminal 1 -

o

ot Accse | Bcetontiers T 2o | crck s

& maximum of 50 time zones can b usert{o define the tine frame that ertry is slowel fo each respective day of the wesk. & compinston of
120 1

Terminal Users Control =]

accessto t, 50 that Lsers:of authorised acoess codes willbe envolled nto the terminal. The
periods.

e Zove | Sminy | erony | Tussany | Wednessny | Trrsiy | radny | Sawsay ]
i Twas mwonn poms wons (nnos oons
2 G000 0oz0ee acozmto oetez000 [0eo0z0co [zmsataco
i ww2ss 0ss 0meze mwzass (0002 o000z
. mw2iss moozss ocezs emaiss [oomsss (000025 _
s s moomss sz emaiss [oomzsss [o0oozs
. w2 0z oz wmz [0 0o
7 w25 moozss ocezs emaass [oomsss (000025
o s moomss sz ewaiss [oomsss o000z
s towis ooz ooz mweis (00w [000zs
0 w25 moozsss ocezs omezass [oomsss o000z
0 s moomss sz ewaiss [oomzsss [00ozs
[ omw23sa moozass ocezas momzass [oomsss loooozse
e 13 259 0vzse 0oz Wuzas [0000zsss [o000zas
“ s moozmss sz ewanss [oomsss o000z -
Lost ot
ot ] [ oupomesengs ]

Repeat Step 4 to 6 to update settings to another terminal.

THE SETTINGS OF ACCESS CODE AND
GROUP TIME ZONE

STEP 1

Terminal Users Control
Sekctine
tne mast o nt
Gick e Updete Temine
o — At ccese | ceptn e | T 2o | checksers |
]
Ramnaiz . e
canether olow one of e o orwinte gven dtferent
Fieace refeto T Zone'page o s 2ane Seing
= Desarition e e oo e 5
0 m g T PR
1 0 T ~] FRPRE
2 ] i FRIRE
s O FePwRE
4 O PR
5 O M FPIPVIRF
. 0 FePwRE
g O FPPIRF
g 0 FePRE
B (] FPWIRE -
2 Zoow [ T = [ 5 [ + [ 5 1]
Model Rz Tine Zone |1 [ [ [ [ ]
Lastupats| 1032005 0955
[_tpsdotomina ] [ owtstostige ] [ Saecrmgs ]

Select Terminal ID to configure, for example, Terminal 1. You can do different
settings for different terminals.

Select an Access Code to use, for example, Access Code 1.
Check “Allowed” column in same row with Access Code 1.

Assign a group time zone into the TZ Group column in the same row as the se-
lected access code.

Click to add a new Group Time Zone into TZ Group column, for example 2.
Ignore Overwrite TZ columns.

Chapter 5=Access Control Settings




STEP 2

STEP 4
L [olx||

Selectthe o

Click the Updte Terminaf buiton to uploac the authorisef = =
Upload Users and Time Zones to Terminal

Select Terminal ID

The

uthorised Acd s tis
= framPCtothe
Specifythe uf  the optionsl acoess time zones
can either ol
Please refer

on
together with

2 Terminal 2 b each access code. Users of each access code

iferent aversiing time zane.

Update detar  [7] iser Data [¥]Time Zane, FPIPYIRF
1[192.168.1 222) ..Ok ~
3

‘access Col

1

Uploaing users Ok IR
Uploaing tine zones . Ok IRF
Device disconnecte.

[

- EXE T R
B e NN —E—

tacel | Rz

Last update

” — e
e s Sirer et
Chine Ut ol
SoctTemn D auhorset acces. | cooptnUsers | T Zore | creskUsers
Ty S D NS W
S st oo
e rciero-Time Zona paue for e one st
e oesoton Rowe | Tzorow | overwietz | verty e 5
O PR
i 0 z o
(] IRF
O 3
O 3
0 3
O 3
o s
. 0 o
s m FOPWEE .
g
T [+ [ = T =5 T +« [ 5 T
Mool 2 Tine Zore |1 q | [ [ ]
Lt unte 100200809
[ Goectome [y ] [ Dwemosetis ] [ o )

[ wstemia ] [ owsesetngs ]

Now you can insert the predefined time zone to the newly-added group time zone
2. Click “Update Terminal” to update settings to the terminal.

STEP 3
BEE

Select the availabl P , sothat users of
time zone sefings are optonsl ta cerain reader mardes to it the wsers acoessibiity with the specified fime periads.
Click the Uncate Terminal button to Upload the autherise; 5 "

Upload Users and Time Zones to Terminal

terminl. The

Click “Close” to end update process.
Repeat Step 1 to 4 to configure and update settings to any other terminals, if
required. There are a total of 50 access codes ready to be used.

Reminder:

To assign free group time zone with Access Code

= e
_fm_z fermnet 2 Sl | R b cech acoees coe et of each sccess e St Termina D suinorset Access | omption Users | Tie zone | Check sers
0] Update dater  [/] User Data (V] Time Zone. FPPWIRF Please refer to Time Zone' page for time zone setting.
1 ~ [FPRWRF Access Code Description Allowed TZ Group. Overwrite TZ | Verify Type -
2 [FPIPIRE [ Free Access. ] " FPIPVAIRF
3 [FPPVIRE 1 ‘Access during office hours. ] 2 FRVAIRF
g [FPPWRF 2 Fingerprint and Passward Verification | [ ] 3 FRaPw
5 [FPPVIRE 3 Adfter working hours (] 4 FPIPVIRF
s [FPPVIRE 4 Midnight (] 5 FPIPVAIRF
7 [FPPVIRE. 5 = 1 111718 FPPYWIRF
8 [FPPVIRE. 6 FPIPVIRF
s g iR = g = rerwiee
) o O FPPVRE
3 4 4 B [m] FRPIRE 5]
vl 72 EN R R -
TZom [ [ = [ & [ « [ 5 T[]
Vol 72 T Zore 1 2 T I [ 1
[ Upddetemina | [ Owictesetngs ] [ Swecremges | Lastupdte 121032209 1050
. . s . - [ ummetomina ] [_Dudostesetings ] [__Savecranges ]
A new window will pop up to indicate that a terminal has been updated. Click “Ap-

ply” to update settings.
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Select an Access Code for example Access Code 5.
Check the “Allowed” column; do not insert any value into the TZ Group column.

Insert the time zones into the Overwrite TZ column, for example TZ11, TZ17 and
TZ18.

Continue the above steps to update the settings to the terminal.

GROUPING USERS INTO ACCESS CODE

Now all information for time zones, group time zones and access codes are up-
dated to terminals. Next group corresponding users into the access code to control
their access rights.

STEP 1 Click .

STEP 2

User Access Codes

and open the User Access Code.

[ B

Each user can he assigne o an access code of 0-8, wih defaul code set a0, The
autherticity of users in  terminal reader can ke verifia by the access Codes permited nthat terminl.
Cick the access coreto view the st of users that You from

the let-shift o rigft-shift butions.

@%E@E@@P

List of users not inthe selected acoess code.

User D Name. Departmert Access Code User D Neme. Department Access Cade.
1 [Bie Johnson |aciminisration [ a a
2 frony Stone [Eninesing o

3 [Felia Dicksan Information Techology |0

4 (Gilbert Kazt lProsuction o

H |Sheena Jazz loa s ac o

Click the number button on the left top to select an Access Code, for example 1.

The left panel displays all users who are assigned under the selected access code.
The right panel displays all users who are not assigned under the selected access
code.

STEP 3

Name the Access Code, for example, access during office hours. Select the users
from the right panel to include them into the access code.

[Ty —. [@=15)

Ecch user can be assignedto an access code of 0-9, with defaut Code et as 0. These
authericty of users access codes

according tother access priviege. The

the left-shiftor right-sfit buttors.

OO E O G G

‘access during offis hours
List of users not inthe selected access code.
Department

Access Cade User D Hame. Acoess Cade.

Department

User Neme.

[T

Sevocrange: ]

Click the button to move users into the access code.

STEP 4

User Access Codes CER
Enchuser can be assgnedto an access code of 03 witdefaul code set a5 0. These acoess codes e used f orgrise the users accessibiy 85 accordngtother access piviege. The
aihertity of

it o, Yo can Seectthe users from he I3t b nckuld o removed fom the seleced aceess cods usig
e e chit cr rigt-shift stons
O ®EE [Enjars] & &
Acoess duing ofice hours
List o users not nthe seected access code.
user o N Ospertnert  access Cote et Name Dsparimert  Access Cote
2 [rony Stone [Engneering [ ] [ — [pameistretion o a
B [etce Dckson Informatn Technoiay |1 . lort ot Proctctin 0
s Isheena Jazz loazac 0
o v
Ee

Click “Update User” to update settings to the terminal.
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STEP 5

STEP 7

Lol User Access Codes CER
i o e s cae 1o e et
e oo o e el o gt bt
et o
() 05) () 5] (5] (50 ) (o] onrcio it ot anctoporae i et o alelaslesl=3lezleal=sleslea]
st site Ot - I T——

sy o e L b e sy e Mo e Lo e b e
T e e famisroon v a3 T farysiens 1 8 ; st . &

UserD 2 s & ac o 5 [Sheena Jazz @A & QC o

or)

O None.

-App\v ‘ -_ Close |
[ | T e ] [ oo [

A new window will pop up and you can define information to be updated to the
terminal. It is recommended to select “Users with access code changed”. Click
“Apply” to start updating the terminal.

STEP 6

BEE

Esch user can b assineio onaccess code of 0.8 wihdefat code ot a5 0 access priviege. The.

autherticity of users in  terminalreader can be verifiec &
Clck the access code to view the st of Lsers that bela
the lef-shift o right-shit butions.

the users g

Upload Users to Terminal

fed or removed fromthe selected access code using

Usethis erpr
r0m PC to all terminals. Existing ervolled users who are not auhoriset

[enjenjen sy jenjaaje

‘access during office hours

scoess code.

Ueero Nams Termnaity [ 2] [ Deparinent_Access Cot
3 fony Sons fenare [ranincation o E
Connecting devie 1 15218812221 0K
B Feica D e 1 froductin o
Uploading users .0k [os & aC o

Device disconnected

Connecting dewice 2 [192.168.1.223] .0k
Synchronising users ..Ok

Uploating users Ok

Device chsconnected

[ .|

Click “Close” to end the process.
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Click “Save Changes” to end the process.

Repeat the steps above to configure other access codes for users. Always name
the access code to avoid wrong settings.

DIFFERENT VERIFICATION METHODS

By default, all models support one of these verification methods, fingerprint, pass-
word, card or fingerprint with card. However, some of the models support two
verification methods for one user, for example, a user enrolls with both fingerprint
and password. During verification, the user must provide his fingerprint followed
by his password to gain a successful verification. There are a total of 15 verifica-
tion types available:

TYPE OF VERIFICATIONS | OPERATIONS

FP / PW / RF Reader verifies users with fingerprint, password OR RFID card.
FP Reader verifies users with fingerprint only.

PIN Reader verifies users with User ID only.

PW

Reader verifies users with password only.

RF Reader verifies users with RFID card only.

FP / PW Reader verifies users with fingerprint OR password.




FP /RF Reader verifies users with fingerprint OR RFID card. THE SETTINGS OF DIFFERENT VERIFICATION METHOD

PW / RF Reader ver?ﬁes users w?th via plassworld OR RFlID card. STEP 1 Click o open Terminal User Control.

PIN & FP Reader verifies users with 1:1 fingerprint matching only.

FP & PW Reader verifies users with fingerprint AND password only. STEP 2

FP & RF Reader verifies users with fingerprint AND RFID card only. EB.Terminal Users Control

PW & RF Reader verifies users with password AND RFID card only. e e L e L

FP & PW & RF Reader verifies users with fingerprint AND password AND RFID card. et oD A | [

PIN & FP & PW Reader verifies users with User ID AND fingerprint AND password. o 8 sz o

FP & RF/ PIN Reader verifies users with fingerprint AND RFID card OR 1:1 fingerprint — : HW:M:O VVVVV T =
matching. v

Each terminal can support 15 groups for different verification method.
Configurations can be done as below:

FPPAIRF

Group Types of Verification method v - o I T ‘WMT 7] .‘
1 FP/PW /RF = e Z ‘ ‘ ‘ =
2 FP R
3 PIN [ tpsetetomns | [ Ouplcmtesetmge |
4 PW Click Terminal ID to configure settings, for example Terminal 1.
5 RF Select an Access Code to use, for example Access Code 2.
6 FP/PW Select a group time zone, for example Group Time Zone 3.
7 FP/RF
8 PW/RF STEP 3
9 PIN & FP
10 FP & PW I e :
" FP &RF
12 PW & RF . - cecomc o ot s of s e
13 FP & PW & RF oo [ Sverarie 2 | Ve =
14 PIN & FP & PW (N s g s O z Fomine
15 FP & RF/PIN S — R
Now you can assign users into the groups so that they can comply with the verifica- 7 0 Fripve
tion methods. 5 5 g =
2l [ [ = [ 5 [ + T 5 11

Select a verification method to apply to this group, for example: FP&PW.

Chapter 5=Access Control Settings

77




STEP 4

Select the terminal to copy to. Click “Copy” to start copying the settings. Ignore this

. it vou d ish ’ h inal
Pt e step if you do not wish to copy settings to other terminals.
Aocess Coie Bescrion Rowed | T2 Groun | Overwrie T2 | veriy Type B e oD r—ye
5 0 ; o
[ = e e g : FePWRE ST ., o
2 ) 5 e 2 flamaz S| [T F | [t sereringinesne
4 L [FPRWIRF Access Codf ol verwrite TZ | Verity Type -
B ] [FPPWRF 1 FPRANRF
: B oo : G
8 Ll [FPPIRF 3 FPPAVIRF
s 0 e - : e
v s S
[ T 2 [ 5 [ « T 5 T] : o
odel 2 Tine Zone |1 l2 i 1 [ 1 7 FRPARE
& z 2 s
[ tpietommd ] [ owcdosstngs ] [ sevectees ] N 3
: H H H H Last update | 12/03/2009 10.08
Insert a time zone to apply to this group, for example, TZ1. Without assigning a

time zone, the group will not have time zone and terminal will not verify the user.

STEP 5

Terminal Users Control.

[ pieetomind ] [ owmesoigs ] [ Swechme
Terminal Users Control

Sokc e

e ol

it U Temoet

Select Terminal ID

1 [Terminal 1 A

2 [reminai2
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Click “Duplicate Settings” to copy the settings to apply to other terminals.
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Click “Update Terminal” to update settings to the terminal.




STEP 7

L o] <]

, S0 that users of The
time zone settings are aptionsita certain reader madls to it the sers accessialfty wih the specifie time periods.
Click the Updiate Termin button to Uploa the authorise = =

Upload|Users and Time Zones to Terminal

Select Termingl D Authorised Ac

2 [Teminalz

Usethis function o upioad ol authorised users and fingerprins based on
inl, together with

Specify the g the optional acosss time zones
can sither foll

Please refer 1

each access cade. Uisers of each access cade
Litterent overwriting tme zane.

Terminal D

Time Zone

ocess Cod
o Update dte:

erwiite TZ | erity Type. <

;

Model Rz

(S E S —

Last updiate | 1203/2008 1008

STEP 9

oo ] [ Save Cranges

Dupiorte e[

Terminal Users Control =]
Seectine o ,sothet users of The
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A new window will pop up. Click “Apply” to start updating the settings.

STEP 8

CIElx |
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Pesse refer
ocess o s verwte 12 | vty Tye =
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g [192.168.1.222] Ok A [FPIPRF
2 ‘Synchronising users ..Ok [FPaPW
s o FepnRE
4 Uplaang i zones .0k FRPNRE
3 W R
5 | FPIPWRF
7 R
g FepnRE
s = FepnRE 5
X S IR
wodel 2 2oy N E R .|
Lo s
[pomoromna ] [_owlosesetngs ] [ sevocrees ]

Click “Close” to end process. Repeat Step 6 to 8 to upload settings to other termi-
nals. Remember to select the correct terminal ID before updating it.

Click “Close” to end the process.
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GROUP USERS INTO ACCESS CODE WITH DIFFERENT
VERIFICATION METHOD

STEP 1 Click to open User Access Code.
STEP 2

User Access Codes

LB

Each user can he assigne o an access code of 0-8, with dafaul code set as 0, acoess priviege. The.

autherticity of users in  terminal reader can be verifia by the access Codes permited inthat termin.
Yo can select the users from

the users g

view the st of Lsers that
the let-shift o rigft-shift butions.

OO ERCOOEOE O 0O
[ J

Listof users not inthe selected access code.

Userld Name. Department. Access Cade

User D Nare Departnert Access Code
[ ise otmson fpcnrisiaton 2 ~ 2 fony Stne fraeeting o ~
5 Feicia Dickson Itormatin Tectroogy |0
. lotert ezt proccton 0
s [sheens sazz Joa s ac 0

it o

Select Access Code as configured in Terminal User Control, for example, Access Code 2.

STEP 3

Each user can he assigned 1o an acoess: code of 0-9, with dsfaul code set as 0
autherticity of users in  terminal reader can be varifisd by the access codes permited nthat terminal.

view the st of Lsers that Yo can select the users from
the let-shift o right-shift butions.

the users g acoess priviege. The.

OO EEOE
J

[ r—————

Listof users not inthe selected access code.
Departnent

UserD Name. Departmert. Acsess Code Access Code

e oo ] [ savechanes
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Name the Access Code 2, for example, Fingerprint and Password Verification.
Select users from the left panel to be included into the Access Code 2. Click the
arrow button to place users into the Access Code 2.

STEP 4

User Access Codes EEE
OOE@E [Enjwrs] G
| Fingernt an Passwerd Veration ]
g g
[ Opteeer [ sovcnmges ]
o
Click “Update User” to update settings to all terminals.
£ o] |
©an
Omone
— g
Upotetser ] [ seveChanges ]




A new window will pop up and you can define information to be updated to the
terminal. It is recommended to select “Users with access code changed”. Click
“Apply” to start updating data to the terminal.

STEP 6

- [5]]
o] O 2 )6 @
aj hased onthe access codes wil be remaved from the terminals.
o
User Nare Terminal 10 [ 2] [Femmini 2 Deparmert Acsess Code
3 Feicia ks L broctcton 0
Uploading users ..k o
S
[ tpomtetser ] [_sevecrges ]
Click “Close” to end the process.
User Access Codes
OoEE [Enjurs] & &
B B

Click “Close” to end the process.

Repeat the steps above to group users into Access Code and update the settings
to the terminal.

Reminder:
To assign a free group time zone for a different verification method

22 Terminal Users Control CER
Sekctine . ,sothetusers of The
Clckthe Uit Temminet users o
e — P e ] [

PR e slowed or Users ot
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Fleace referto Tne Zone!page o i 2one Seing
ocess coe Descriion Bowsa | 126w | Overwite T2 | veriy Tyse -
o m T PP
o ] z FePRE
2 Fgersintsnd Pecsword Verieaton |1 5 Frarw
5 B ] 0 S
& gt ] 5 i
5 v il n PPWRE
L} |} [FPPWRF A
7 O e
0 O o
s g o 5
C Trow [ T = [ 5 [ T
e
o ez |1 7 i 1 —
Lastupdele 1232008 1050
[ mroms ] [ omseswe ] [ sweowes

Select a new Access Code, for example, Access Code 5. Check the Allowed col-
umn. Do not insert any value into the TZ Group column.

Insert time zone into the Overwrite TZ column, for example, TZ 1.
Select the types of verification method to be applied.
Continue with the steps above to update the settings to the terminal.
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CONFIGURE ACCESS ZONE

Ignore this step if you do not install 2 terminals to control an entrance

In some scenario, two terminals are installed in and out to control accessibility of a
door. User must verify whenever he enters or leaves the zone. The record will be
captured and you can always refer to Entry-Exit report to check for the details. Al
IN and OUT records are arranged in pair to ease the checking.

You need to define the IN and OUT terminals for a zone before you can start using
it. Follow the steps below to configure.

STEP 1 Click to open Configure Access Zone.
STEP 2

Access Zone Configuration:

Specify the access zone which can have muliple access dooes with & pair of entry and ext teminls sttached to each door. Each terminal can be assigned
aniy once efther as an entry terminal or exit terminal for an access deor,

Access Zone [ Description Model Zone
Zone Dastrption 1 [terminal 1 IRz ~
) 2 [renmina 2 i
-
Access doot with attached terminals for the selected Access Zone
Do Lacation 3] Ertry Reacier o] Exit Resder

Define the name of the zone, for example, R&D. All connected terminals will be
displayed on the left panel for reference.
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STEP 3

Access Zone Configuration

Speify the access zons which tan havs MUtpls acoess doars with & pait of sntry and ext terminals attached to sach toor. Each terminal can ke assianed
enly ence efther s an erlry terminal or exit terminal for =N access doo.

Access Tone o Descrigtion Mode! Zone
Zone Desoriion B ~
o ) [OUT terminal 2
| ]
Aceess door with stiached terminsls for the selected Access Zone
Daar Location [ Ertry Reader [ e T Ext Reader
»lertrance 1 1IN terminal | v ]
T [Wiemina

=

Name the door location to ease checking process.

Select the terminal as ENTRY reader and EXIT reader.
Repeat the steps above to add in more Entry-Exit terminals.
Click “Apply” to save the settings.



6 = ONLINE DATA MONITORING

Skip this chapter if you do not wish to monitor clocking activities or door accessibilities online.

The software can be connected to terminals to monitor all activities. All verification results including failed or successful verification are uploaded to the software directly.
Monitoring of all clocking activities or door activities is possible from a computer monitor.

TERMINAL DATA AUDIT LIST
This is the main database of the software. All downloaded clocking activities are | pata field Functions
stored in this page. Filtering of data can be done with user ID and date range to || D of the connected terminal
look for a particular clocking activity, if required. If you activate online function Descrintion Name of the connected terminal
on this page, the software will connect to all terminals (or selected terminals) to p : — - — -
download all of the stored clocking data, in order to make the software “online” User ID User ID verified at the terminal. O refers to a failed verification at the terminal.
with all the connected terminals. Any clocking activities at any terminals will be | Name The full name of a user verified at the terminal.
downloaded into the software immediately. Therefore, you can monitor all activities | Clocking The date and time of clocking activity at the terminal.
at all connected terminals. Transaction The transaction code from the terminal. Ignore it if you do not use Work Code.
i - e Date The date of the clocking activity downloaded to the software
[—— T — it 10 Sef ot e ek o oegtr clekng st e erdonce st e fo prper /0 Slot The software allocates the type of clocking activity in Attendance Sheet.
T e e - =TI There are 6 buttons at the bottom of Terminal Data Audit List.
{auticme ey me s @ e (o Buttons Functions
EEEHE gz‘h“f; ggégggg% EE zggéggg EK: Select Terminal ID | To select for a terminal to be connected during online status.
p ] P e TR S Onling / Pause To start or pause the online process.
2{ourtermina o H Export To export clocking activities into .TXT file.
o e . e o 0 Purge To delete clocking activities from the database.
Jost b e @ e low = Close To close the page
%ﬂte‘vrgﬂa\ e SEhE?naJau @ o0 @ out J= .
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TO START/STOP ONLINE MONITORING ON TERMINAL
DATA AUDIT LIST

Follow the steps below to monitor activities by using Terminal Data Audit List.
STEP 1 Click
STEP 2

0 open the Terminal Data Audit List.

= Clocking data audit list
Below s the st of Sk terminal ser falls toregister worops
schedue
D Descridion User D Name Closking Transacton Date | 10l =
2[ouT terminal 3| Gibert ezt Tmzzna iTas |00 T2z
2{ouTtenminal 5|Sheena Jazz smzooatras (o0 270
2{ouTterminal 2| Tony Stone anensznzs oo a7maa fout
2{oUT terminal 4{Gibert ezt Zmzzne;a |00 27n200s  [Ereak
2{ouTterminal 5|Sheena Jazz mzomazzs |00 272200 [Bresk
2{ouTtenminal 3|Feicia Dickson omeomaziza (oo 27ma00s Resune
2{0UTterinal 4|Gibert Kozt Zmzzoosziz4 |00 27n2o00s  Resune
2{ouTterminal 5|Sheena Jazz smzomazizs (o0 27mzz00s Resune
2{ouTterminal 2| Tony Stone 2nznmosnzis o 27z
2/0UT terminal 4{Gibert ozt 00 i
2{ouTterminal 5|Sheena vazz oo
2{ouTtenminal 3| Felcia Dickson mzooaas |00 7m0 [Eresk
2{0UT terinal o 2o 0as |00
2{ouTterminal o oo nas |00 i
2{ouTterminal 3|Felcia Dickson smzoanzas |00 a7z fout
2|ourtermine 4| Givert ezt nemereos oo mmao o il
U terminal 5 Sheena Jazz [2suzno0s0308 00 ’#mzfznns o ]+
Erter your seleclion cria fo seleclve transaclon VWG
i i) from b Transaction Total
I B [ E v 428

Click “Online” to connect to terminals.

STEP 3

Every time a user verifies at any connected terminals, the clocking activities will
be downloaded into the software immediately. All clocking activities are available
on screen.

Click “Pause” if you wish to stop the monitoring process.
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2 Clocking data audit list
of ser e to recister worops
Schectie.
D Descrilion User D Name Clocking Transaction Dete | 10kl =
T ierminal o Tamsme 42z [0 I
+ terminet o ramsmostazs (oo i
+ terminel o ramso0ataze (oo i
+ N terminel 2[Tony Stone 12mame 1428 00 12032008 [Breck
+ terminal R ramsm0stacs (o r2nse0s jout
+ terminet o ramsosas (oo
1 Nterminal 1234587 2o t4d7 o 2032008 ot
20T termina o oenzos01s (oo
20T terminal o cemsonoat01s oo i
20T temina 2[Tony Stone: 100370081017 00 10032009
20T terminal 2|Tony Stone fomaR008 1054 00 10032008 Bresk
20T termina 2|Tony Stone omaz00e 1054 00 i
2/0UT teminal 2|Tony Stone fomomstose |0
20T termina 2|Tony Stone omazo0e 1088 00 1on300s Resune
20T termina 2|Tony Stone fomano0e 1085 o0 i
20T teminal 2/ Tony Stone omomoe0ss |0 i _
20T termina 2|Tony Stone tonsoncaoss oo i &
e your Seieclon crkera for Sglecive ransacion VWIS -
B it} from bt Transaion Totel
I E [ = v 428

SELECT TERMINAL FOR MONITORING THE TERMINAL
DATA AUDIT LIST

If you wish to monitor a few terminals in a multiple terminal environment select the
relevant terminal in the terminal data audit list, follow the steps below.

STEP 1 Click to open the Terminal Data Audit List.
STEP 2 Click “Select Terminal ID".

2|oUT terminel 2|Tony Stone oma008 105505 00 m _
i = i = v 428




STEP 3

= C o) |
1IN terminal Tick checker below to select the data terminal:-
1IN terminal Select| ID | Group Description Status i
2/ouT erminel SekciTamnalcrow || 1onan008 [Resune
2/0UT terminel 2[Tony stone lonanms 105505 a0 m _
i = ir = v 428

If you group terminals into the Terminal Group, you can select by using the Termi-
nal Group. Click “Select Terminal Group”.

B P G | m T o g EOREED =
20U terminal e ' 1010372009 | Resume
2louTterminal 2[Tony stone fomszonsioss oo m _
i B i = v 428

Check the Terminal Group to start the monitoring. Click “Okay” to start.

STEP 4
= o] |

St fais to register prope

scheclie.

D Descrilion Dete__| 10Sel =
T ierminal I
+ terminet i
+ terminel i
+ N terminel 12032008 [Breck
1 N terminal 2 ouT termingl 120032008 | Out
+ terminet
1 Nterminal 2032008 ot
20T termina
20T terminal i
20T temina 10032009
20T terminal 10032008 Bresk
20T termina i
2/0UT teminal
20T termina 1on300s Resune
20T termina i
20T teminal 2[Tony Stone Tomsome 085 |00 i _
20T termina 2|Tony Stone tonsoncaoss oo i &
e your Seieclon crkera for Sglecive ransacion VWIS -
B it} from bt Transaion Totel
I E [ = 428

If you do not group any Terminal Group, you can select the terminals to monitor.
Check the terminals and click “Okay” to start.

TO EXPORT RAW CLOCKING DATA

Raw clocking data can be exported into .txt file, where it can be imported into the
3rd party software for further analysis, for example, into a HR software. Arrange
the data field of the clocking data before the exportation process, so it matches
the requirement of your 3rd party software. Follow the steps in the following pages
to export.
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STEP 1

25|

Bl i the st o cocking cata dowiosded from cock termia Jizg st inthe stenaance shest us tomproper
schesie
Plesse spaciy the range of clocking it records you wartto b
5 S =5 exported o an external e a2 raw noutclocking data forcther fine T

3 o0t e 1[aH T [Break
2[ouTtermina s/sne 26022009 [preak
2/ou teminal 1| Eiod Vou may seectthe range ofrecord by 26m2m008 Resune
2{0UTterminel 2|Ton o = 28022009 [Resume
2|ouTtermina +/ain 26m22009 [Resune
2[ouTtenmina s T 1 fiee Johmzon ] 26022009 [Resume
2{OUT terminal HES o] w2 [Tony Stone semaE0ne  |out
2/0UTterminal 2|7on) Ohire V3 [Feicia Dickson 26022008 0wt
2|ouTtermina o[ain 2] foer et 2sm2z009 |out
20U terrminal 5| Shef Some: Fs iSheens Jazz 260212009 |Out
2{ouTtermna 2[7on 2z |
2|ouTtermina 2|ron 22009 [preak
2|ouTtermina 2[7on 2722009 [Resune
2/ouTtermina 2[7on 2wz (o
20U terminal 3| Felic o 270212009 [In
2{ouTterminal 4| Dete | 012008 omon T | panarzons o000 T 7m0
2JouTtermina s/ste] 2209 _|n

Dmer your se\eﬁ\swir'v IBmena for sﬁﬁwe transaction viewing|

Ix E [y T

In Terminal Data Audit List, click “Export”. A new window will pop up.

Click to select user ID to export.
Define the date range of data to export.
Click “Next” to go to the next step.

STEP 2

You must arrange the data field and the length of the data field in the column.
Example, the target software needs to import terminal ID (2 digits), User ID (9 dig-
its), date format dd-mm-yy, hour format hh:mm. Therefore, you need to configure
the data field as shown as above.

Enable “Automatic append data to output file during data download” if you would
like the Software to append new downloaded clocking data into the same file dur-
ing each of the downloading. Click “Verify” to save settings.

STEP 3

z HEE
By is th st ofclacking date dowrloaded from clock termial Clacking recerd wibaut 0 Sa igicaies cuttert lacking fals o tegister lackig skt inthe ttendance shel die to nproger
sehecte Export Audit Data

5 ] =T veservedt ey as ndicated below. EREEET <
2 (00T temina pEr o200 [Eresk
2/ouT termina s[sne] 2en2z00 [Bresk
2|OUT terminal 1|Elisq  TT: terminal ID DD day bk hour A activity () 260212009 |Resume
2/ 0UT terminal 2Ton| U user D (s) MM merth  mm: minute X: transaction 2602/2009 | Resume
2(0UT terminal 4[Gibf 1 usemame Viyesr  sssecond  Citeminaldescripon 26022008 Resune
20T terminal s[snel 2enzz00s Resune
2/0UT temina 1 Eisq Tyne inthe desied export ormat 8n2ems (ot
2 our tema 2on] 7, DUUUUUULY, DDt ¥, Bt n 2oz (ot
2{0UT terminal 4Gk} 1234567550123456789012345676901234567590 260212008 |out
2/0UT terminal 5[She| | autometic apper deta o cutput i curing det dowriosel 28022009 |out
20T termina 2[Ton 2mae0s
2{oUT terminal 2[Ton] - Specity the utput targe fe name: 27mze00a [Eresk
2 ouT teminl 2| [cuonns wosemosrew amcossorne | L s [Recuns
20T terminal P BTy ——— 7z jout B
20T termina 3|Fei 7m0
20T teminl 4/ 2mee
20T termina 5 srel 2200 5
Eer o SRl e or seechve b ansactin vV
I E [/ ki

=2
Bl isthe st of clocking data dorwrlosdedt from clock terming worops
GEEEN) Export Audit Data.
o Descriion User Dtz | oSt
format before you are sbi o perform expor cata

2[OUT terminal (G 28moNe [Brek
2{ouTterminal 5[sne] 28m22008 [Bresk
2/0UT terminal tEisd TTterminalD  DDiday  hchar A ity (5) 26m22008  Resume
2|OUT terinal 2Tonf U useriD(s) M morth mmminute % bansaction 26020008 Resume
2/0UT terminal 4[Gib 1 usemane Y¥iyew  ssisecond  Citermineldescrition 28020008 Resune
2{ouTterminal s[sne] 28m2008 Resune
2{OUT terminal 4 Bisd Type inthe desied export fornat 2emaons (out
2loutermina 2ftenf vy, yuwut, DD-- Y, han z 2om20s (ot
2{ouTterminal 4/6ib] 12345678501294567890 1234567850123 4567890 28022005 Jout
2{0uTterminal 5|Shel [7] Autametic ppend detato cutput e uring det coviosel 2m02i2009.Jout
2{oUT terminal 2[Ton 2702209
20U terminal 2|Ton] - Specity the output terget e rame: 27200 [Eresk
2lourtemina 2lton] [croocumenTs ano sErmoseENRY pancoEskToRTe (o) vruzne s
2{0UTterinal 2[Ton] [5] appene satato sdsting ouput fle 27n2oms fout
2{ouTterminal 3| el 27ma0s
2{ouTterminal 4| 7m0
2/0UT terminal 5/sne] 27209

ey gl s o s Garsactor Ve

i E [ i
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Click to define path to save the exported file.

Only enable “Append data to existing output file” if you had enabled “Automatic
append data to output file during data download” in the previous step. Click “Ex-
port” to start.



STEP 4

TEST - Notepad
File Edit Format Yiew Help

02, 000000001, 02-02-09, 08:59 ~
02, 000000002, 02-02-00, 08:53
02, 000000003, 02-02-0%, 08:59
02, 000000004, 02-02-09, 08:59
02, 000000005, 02-02-00, 08:53
02, 000000001, 02-02-0%,12:34
02, 000000002, 02-02-09,12:34
02, 000000003, 02-02-09,12:34
02, 000000004, 02-02-0%,12:34
02, 000000005, 02-02-0%,12:34
02, 000000001, 02-02-09,13:15
02, 000000002, 02-02-03,13:15
02, 000000003, 02-02-0%,13:15
02, 000000004, 02-02-09,13:25
02, 000000005, 02-02-09,13:25
02, 000000001, 02-02-0%,15:51
02, 000000002, 02-02-0%,15: 51
02, 000000003, 02-02-09, 20:12

You can check the contents of the exported raw clocking data. Sample is shown
above.

TO PURGE CLOCKING DATA FROM TERMINAL
DATA AUDIT LIST

If you discovered that there are strange or improper clocking activities (wrong
date, wrong user ID etc), you can delete them. However, we strongly recommend
you not to delete any contents in the Terminal Data Audit List, as it is the main
database of the software.

To delete clocking data, follow the steps below.

STEP 1 Click 0 open Terminal Data Audit List.

STEP 2

B Clocking data audit list (= B

D Description User D Name. Clocking Transaction Date 10 St B
2/OUT terminal 5|Sheena Jazz 2710212009 17:43 00 27/02/2009  [In j
I 1= i = v 446
e
ick "Purge..to.startjdeletion of clocking.dafa.

STEP 3

& EIox)
Below fsthe Ist of chocking data downioaced from clock termigg e cigciog siot nhe attendance sheet due to mproper
hectie Purge Clocl
Please specify the date which you wantthe Lnwanted closking audt
o Deseripion User 0 eSSy ate | ot <
vecaver them kack once they have been deeted

2 [oUT terminal 3Gl ZEm22008 [Ereak
2{oUT terminal 5/srel 26m22008  [Ereak
2|oUT terminal 1 Eisd  You may selectthe range of records by 26022009 Resume
2{0UT terminal 2/Ton o 26m212008 Resume
2(0UT terminal 4/t b4 26m22008  Resume
2|oUTterminal ssne|  UserD w1 fise Johmson & 26022008 Resume
2(0UT terminal 1 i ©a 2 [reny stene 26m2008 (ot
2{oUT terminal 2ftorl  Oione v Felca Dicksan 26m2008 (0wt
2/0UT termingl 4(Gi 4 [Bilert <azt 260202008 Ot
2{0UT terminal 5 shel Some ws Sheena Jazz 26m2008 (ot
2(0UT terminal 2/Ton 2200
2{oUT terminal 2/Ton 21208 [Eresk
2(0UT terminal 2/Ton 2122008 Resume
2{oUT terminal 2/Ton 220 Jout
2 ouT temivel e = s | 4
2{0UT terminal 4/t Dste o120 00:00 T 3101 2008 0000 T 22008
2/0UT terminal 5 srel 2200 5

Epte your selecton orteria for Selecive transaciion Ve

. e = [
N “ Seiget Termina | Orine Carvert Export Puge Close.

MONITOR TERMINAL ACTIVITY

This is a special function to monitor door accessibilities. Unlike Terminal Data
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Audit List, this page does not show previous clocking activities but it shows only
the current clocking activities. The same concept applies to the Terminal Data
Audit List, where user’s clocking data is downloaded immediately to the software
for viewing.

Synchronization of the date and time of the terminals can be done from this page.
It can also be used to open door(s) for users. You can upload photo of users into
the software, and these photos will be shown on the screen if user is verified at
the connected terminal.

Follow the steps below.

STEP 1 Click to open Monitor Terminal Activity.
STEP 2

= Monitor, Terminal Activities [
Stb | © | Desorvtion [ open [ syme T oo oo =1 e
i o
] 2 OUT terminal i
Llick "Ontine-to-connect to all terminatss=—

Click “Select Terminal ID” if you wish to select terminals for viewing. The same
methods for the Terminal Data Audit List is applied here.

STEP 3

Chapter 6+0nline Data Monitoring

E2 Wonitor, Terminal Activities (@S
Locsl Tine
12092008 150513
S [© el =0 = =l v
] 1 Jh2032008 150818 2 Tony Stone 1508 |01
2/0UTtermina Fatamm o075 3 Felia Dickeon (A

During online status, all verified user IDs at the connected terminals will be down-
loaded into the software. The user ID and its verified time will be published on the
screen.

Click “Open” button to request a particular terminal to open door and this applica-
tion is invalid if you are using AdapTec AC to control the door.

Click “Sync” button to synchronize date and time of the connected terminals to the
computer’s time.

You can click “Show Photo” and the software will show the photo of the verified
users.

Click “Pause” if you want to stop the Online status.




7 = USB PEN DRIVE MANAGEMENT AND INSTANT MESSAGES DISPLAY (SMS)

Note: USB Pen Drive refers to an external USB Flash Disk.

Ignore this chapter if you do not want to use USB pen drive management and instant messages display in terminal, or your terminal does not come with these 2 functions.

USB PEN DRIVE MANAGEMENT

You can use USB pen drive to download or upload users and download clocking
data from terminals. Downloaded data will be copied into the software for further
analysis.

Before you start using this function, you must do the followings:

[1] Select Type of Connection USB in Terminal Setting page. The sample is
shown below.

FingerTec Terminal

Specify the D number and the type of mode! or each
In order to enable & cisabied terminel, make sure the termina s connected! online o your PC before you unfick the Disablect checker.
IMPORTANT. Click *Activate Terminal button to activete the terminalin arder to able ta dovwrlaad clacking deta from terminal

Disatled | Proctict Key Activatin | D | Graup Deseription Model
BANZ-AESY-JEA | THUAADEN 1 0[N terminal 2
FLS7-GEBG-UNES | RESVT4AT 2 0[O0 terminal 2

,or s e P address for TCPAP cormection

ot [ Comecion | B
EECR

e02rzs[rcei 15200

[comz

P Address
1921651222
1924681223

lcoms
lcoma
s
e

=7 |

Kl | ;lJ

[show T2 Viewer activation

o [

Temraoor ]

[2] Make sure the ID assigned is the same as Dev ID in the terminal.
[3] Activate the product key and activation in the software.

Missing any of the above information will result in no data being displayed when
you try to read data from the USB pen drive.

DOWNLOAD USERS FROM USB PEN DRIVE

Plug a USB pen drive to a terminal to download user information (user ID, fin-
gerprint, password, card ID etc). The information can be copied and saved in the
software. To download users from terminal, follow the steps below.

STEP 1 Click
STEP 2

2 USB Flash Disk Management

to open USB Pen Drive Management.

EoX

“fou can perform data transter between your PC and a remote FingerTec reader of 2 selected model using an UISE flash disk.
Clacking data or enrolled user fingerprint templates can be downiDaded from & remate reader into an USE disk and then transterred it1o the PC, or user
fingerprint templtes can be transferred from the PC inta an USE disk and then uploaded it & remote rearer.

Read data from USB disk into PC

() Read clocking data from an USE disk downloaded from remete FingerTec terminal

(©)/Read user nfo fram an IS disk dowrloaded from remote FingerTec terminal

Write data from PC into USB disk
(O rite user info into an LISE disk to e uploaded into remote FingerTec termingl

Close

Select “Read user info from USB disk downloaded from remote terminal”. Click
“Next” to continue.
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STEP 3

2 USB Flash Disk Management [ A=13)
Read user info from an USB disk dewnloaded from remote FingerTec terminal
Please specify the alached USH flash disk drive location - N~
Selact Department -
“ou may select the range of records by: v
User UserD  Userbame  Depariment  Fingerprint  Priviege  Password  Card
(o7 ~
(&) Nane
Some
v
=1 \ T —

Click to select the drive of USB pen drive, for example: G. Click “From USB” to
start reading users from the USB pen drive.

STEP 4

B2 USB Flash Disk Management [
Read user info from an USB disk downloaded from remote FingerTec terminal
Please specify the altached USB flash disk drive location:- o v
Select Depariment.-
ou may select the range of records by:
User D UserlD  Userame  Deparment  Fingerprint FPriviegs FPassword  Card
PO 1 [Bdministration [t [ser -
¢ w2 Engineering [t luser
Ohore w3 Information Teckngl luser
o4 Production i luser
2 w5 ansoc 4 dser
-
[ <geex | ( From UsB ] | Save 1o PC Lo | [ gose |

You can select users to download by checking the column next to the User ID,
and you can also select “All” to download. Click “Save to PC” to download users
into the software.
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UPLOAD USERS THROUGH USB PEN DRIVE

You can copy users into a USB pen drive and upload them to any terminals. To do
this, follow the steps below.

STEP 1 Click
STEP 2

*fou can perform data transfer hetween your PC and a remate Finger Tec reader of  selected model using an USB flash disk.
Clocking data or envolled user fingerprint templates: can e downloaded from a remete reader into an LSB disk and then transferred t 1o the PG, or user
fingerprint templates can be fransterred from the PCinta an USE disk andthen uploated i 10  remote reader

to open USB Pen Drive Management.

Read data from USB disk into PC

(O Read clocking data from an USE disk downioaded from remate Finger Tec terminal

) Read user info fram an U3 disk dovnioaded from remete FingerTec terminal

Wiite data from PC into USB disk

(@) iifits Gser info into an USH sisk to be Upioated im0 Femate FingerTeo {armina

Click “Write user into an USB disk to be uploaded into remote terminal”.
Click “Next” to continue.

STEP 3
Click to select the drive of the USB pen drive, for example: G.

You can select the range of users by using Terminal ID or Department. Select
either one to continue.

Click “From PC” to continue.




ER USB Flash Disk Management [[iSES

[] Write user info into an USB disk to be uploaded into remote FingerTec terminal
Please specify the sttached LSB flash disk drive locatior- 6 v
Select Departmert -
‘ou may select the range of records by, o [1 & 3
User ID UserlD  Userbame  Deparimeni  Fingerprint  Priviege Password  Card  TZGrowp  Time Zone
Oan -
@ Hare
Some
v
<Back | From PC N

STEP 4

[] Write user info into an USB disk to be uploaded into remote FingerTec terminal

Please specity the ettached LIS flash disk drive locstion:- o v
Select Department -
ou may selectthe range of recards by, o1 - v
User D User I UserMame  Department  Fingerprint  Priviege  Password  Card  TZ Group  Time Zone
i v [sdministration |1 |user h -~
V2 [Enginesting I lser I
(@3 ] Ifarmetion Techncft luser i
P4 Prodution I lser i
S w5 om0 i LUser i
v
[(<Back | [ From PC ] Save to USE N [gese ]

You can select users to upload by selecting the column next to the User ID. How-
ever, you can select “All” to upload.

Click “Save to USB” to upload users into Software.

DOWNLOAD CLOCKING DATA FROM USB PEN DRIVE

You can plug a USB pen drive into the terminal to download the clocking data. The
downloaded clocking data is read by the software to do further analysis. Please
always delete clocking data manually at the terminals after you have finished
downloading all clocking data into a USB pen drive. To read clocking data from a
USB pen drive, follow the steps below.

STEP 1 Click.
STEP 2

2 USB Flash Disk Management =

to open USB Pen Drive Management.

EE]

*ou can perform tiata transfer hetween your PC and & remate FingerTec reader of & selected model using an USB flash disk
Clocking data or envolled user fingerprint templates can be downloaded from = remete reader into an LS disk and then transferred it o the FC, o user
fingerprint templates can be transterred from the PG into an USE disk andthen uploaded it to  remate reader.

Read data from USB disk into PC

(@fRead ciacing dat from an LS disk fram rermote FingerTec termingi

() Read user info fram an USE disk dovvrioadst from remete FingerTec terminal

Wiite data from PC into USB disk

() wite user infa into an LISB sisk to be uploaded into remote Finger Tec terminel

Close.

Click “Read clocking data from USB disk downloaded from remote terminal’.
Click “Next” to continue.
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STEP 3

B2 USB Flash Disk Management [ A=13)

Read clocking data from an USB disk downloaded from remote FingerTec terminal

Please specify the altached LISB flash disk drive location:- 6 v

D | User Hame: Clocking Transaction

Enter your selection eriteria for selective transaction saving -
[} User ID From To
i E [ |2

From USB R

Click to select the drive of the USB pen drive, for example: G.
Click “From USB” to download clocking data from a USB pen drive.

Total

STEP 4

B2 USB Flash Disk Management PEx

Read clocking data from an USB disk downloaded from remote FingerTec terminal

Please specify the altached LISB flash disk drive location:- 5 v

El

User D Hame: Clocking
1002720090934 |00
100220090934 (00
100272009 0935 (00

10/02/2009 09:35 (00

Transaction -]

3| Tory Stane
3|Felicia Dickson
4 Gilbert Kazt
&|Sheena Jazz

[

Tetal
0

Enter your selection criteria for selective transaction saving -
D User ID From To
A E [ |-

= Back |

From Ueg 1 SaveloPC |

] (oo ]

All clocking data is displayed on screen.
Click “Save to PC” to download into the software.
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INSTANT MESSAGES DISPLAY

You can configure messages and upload them to terminals. There are 2 types of
messages, Public and Personal.

Public messages always pop up after user is verified at the terminal. Personal
messages are only assigned to some particular users. The message will be
shown only after the dedicated user is verified.

All messages uploaded into a terminal come with a valid date range, for example:
1/3/2009 to 15/3/2009. The message in the terminal will be deleted automatically
come the expiry date. However you can choose to delete them manually.

TO WRITE PUBLIC MESSAGES TO TERMINAL
STEP 1 Click n

Devices

to open Instant Message Display.

STEP 2

Terminal Message 1 User Message }

The Terminal essage’ short message is used to display static message on the terminal screen. Each short message has a unigue SMS 1D, = specified
starting time and its durstion in minutes. Short messaes wil be automatically removed from terminal upon expiry . Click <tte Terminal Message= button

to write the selacted Short message ta the terminais, or click <Erase Terminal Messages to erase the short messages from terminal. Enter 0 for SMS 1D
to lelete record from the list

SMS ID Short Message

0|Plearse use 2nd fioor ext during lunchtime. |

Stert Tme_

EndTime B
0110372009 00.00

31/03/2008 0000 ]

e

) [ ]
Assign a number as SMS ID, for example: 10 (varying from 0 to 99999).

Insert the short message into the column, for example: “Please use 2nd floor exit
during lunch time”.

[wrte Termnai tessage L, [Erase Terminal message | [ 2ppty

Define the start date and time, for example: 1/3/2009, 00:00.
Define the end date and time, for example: 31/3/2009, 23:59.
Click “Write Terminal Message” to continue.

nd Instant Messages Display (SMS)



STEP 3

Write Terminal Message

Terminal Message ‘ User Messag

TO DELETE PUBLIC MESSAGES FROM THE TERMINAL

STEP 1 Click to open Instant Message Display.
it to b the lected The short il b

S e anaeshensmscies | | STEP 2

starting time and its duration in

to write the selected short mess)

o delete record from the list.

fte Terminal Message= button
terminal, Enter ‘0" for SMS 1D
ol may select the range of records by

Please selsctthe short message and specify the terminals which you

2 Instant Message Display
Terminal Message 1 User Message }
Terminal Message | 10 v | Please use 2nd floar exit during b
M ID o ime - -]
10| Please use 2| 7 ; |‘§J:’:"‘”ﬁ‘ : L 00:00
@ | T termia
() None

The Terminal Message' short message is used to display static message on the terminal screen. Each short message has a unigue SMS 1D, = specified
starting time and itz durstion in minutes. Short messaes wil ke sutomatically removed from terminal upon expiry . Click AAtte Terminal Message= button
Some

to write the selected short message ta the terminais, or click <Erase Terminal Message= to erase the short messages from terminal. Enter 0 for SMIS 1D
to lelete record from the list

Short Message
i

Start Time
01/03/2008 00.00

End Tins B
510572008 00:00

a

appty | [ gose |

Select the SMS ID to upload. Select the terminal(s) to upload the message to.
Click “Apply”.

[ Apply h]

[Cconcal | |[

o
STEP 4

[wrte Terminai Message | [ Erase Terminal messae J}

Click “Erase Terminal Message”.

B2 Instant Message Display

appy | [ gmse |

Terminal Message ‘ User Message }

The Terminal Message' short message is used to display static message on the terminal screen. Each short message has a unigue SMS (D, a specified inal Message
starting time anel its duration in minutes. Short messages will be automatically removed from terminal upon expiry. Click <Write Terminal Message= button
to write the selected short message to the terminals, or click <Erase Terminal Message= to erase the short messages from terminal. Erter '0* for SMS 1D Terminal Message 1 User hessa N
Please specify the terminals which you want to erase the short
o delete record from the list.
messages. Al messages wil be erased from the terminals upon
The 'Terminal Message' shot mel  compistion, & urigue SMS D, & specifid
= starting time and ts duration in ite: Terminal Messages button
SMS ID Shart Message Start Time: End Time ** B to write the selected short mess| terminal. Enter 0 for SMS ID
| 01/03/2008 00000 | 3140372009 00:00 ‘ to delete record from the list “You may select the range of records by:
SME D 1
D i
10 Please use 21d o3 ; gu':'tm‘"a_‘ ; o
On ] erminal
(O Mane
Some
ki Terminal Message | [ Erase Terminal Message |ty ,\! = e
1%
Click “Apply” to end process. o]\ Comreet ) |[Camay ] (oo
Select terminal ID to delete message. Click “Apply” to continue.
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STEP 4

Click “User Message” tab.
ER Instant Message Display Assign a number as SMS ID, for example: 31 (varying from 0 to 99999).
T il Wi . .
i [l Insert the short message into the column, for example: “Managers, Operation
The T | M ! shiort ol to dlisplay stati the t 1 Each short h SMSID, ifiett 5 ”
S o ST e SERERE s (T Co e o e A B ) (S s A Meeting, 16/3/2009, 10am, Room Alpha”.
to write the selected short message to the terminals, or click <Erase Terminal Message= to erase the short messages from terminal, Enter '0' for SMS 1D . .
to et rcor o the . Define the start date and time, for example: 16/3/2009, 00:00.
ETD Shor Mezsage SetTie ] Evatine | Define the end date and time, for example: 16/3/2009, 10:30.
L] 10 2. 01/03/2009 00:00  |31403/2008 00:00 ‘ . @ . » .
Click “Write User Message” to continue.
STEP 3
[~ Wiite User Message - 7] x|
_,—‘ Terminal Megsage  User Messag Terminals 1 ‘
The 'User Message' short mess: Pleasze select the short message and specify the terminals which you sful verification. Each short
[ rite Terminal Message | [Erase Terminl Message | fmpty ,\L [(coee | message has & unique SMS 1D, 8 want to have the selected message. The short message wil be emaved fromterminal upon
1% expiry. Click <Write User Messag self-erased from the terminals upon its expiry. sage> to erase the short
messages from terminal, Erter '
Click “Apply” to end the process. A SRS R TS -
ShiS 1D - -
31 [Managers,Cper User wessage SN v | Managers, Operation Meeting, 16/ ‘Z; )
[ V1 \w terminal ~
TO WRITE PERSONAL MESSAGE TO THE TERMINAL ©a w2 ouT termina
= O Mare
STEP 1 Click to open Instant Message Display. s
STEP 2
B2 Instant Messe Display : a _‘;
Terminal Message  User Message | I
The 'User Message’ short message iz usedio deplay =5 gresting message on the erminal screen Upon an user's successful verification. Each short et > L [gors | [ oty | [ o |
message has @ unigue SMS 1D, a specified starting time and its durstion in minutes. Short messages will be automatically removed from terminal upon
Click =wirite L L button te ite the lected short 1othe te IS, lick =Er ] M 1 the short
PaRSes homeial Ertr .6 SHE ID 0 e e hem e o o LSS e S Select the SMS ID to upload.
=5 e S i = Select the terminal to upload the messages to. Click “Apply” to continue.
P 31 | Managers,Operation Meeting,16/3/2008,10am, Room Alpha 16/03/200900:00  |16/03/2008 10:30
o
[ wirte User message ,\l [ Erase User Message apply | [ gese |
Las
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STEP 4

TO DELETE PERSONAL MESSAGE FROM TERMINAL
STEP 1 Click| &

Terminal Message  User Messa

Terminals  Users

to open Instant Message Display.
The 'User Message' short messq Yol are reguired to specify the users which you wart to have the 3tul verification. Each short STE P 2
message has a unigue SMS D, greeting short message upon successful verification. emoved from terminal upon
expiry. Click <Wite User Messal
messages from terminal. Erter '

sage> to erase the short B2 Instant Message Display

Terminal Message  LUser Message ‘
“You may select the range of recards by
SMS 1D ra— Jrime a The 'Liser Message' short message s Lsed to display as oreeting message on the terminal screen upon an user's suocessful verification. Each short
31| Managers Opet) iser Message Ell s hoasa message has a unigus SMS 1D, & specifisd staring time and its duration in minutes. Short messages wil be automatically remavad from terminal upon
User ID w1 [Eise Johnsan = expiry. Click <V\iite User Messages button to wiite the selected short message 1o the terminals, or click <Erase Lser Messages to erase the short
D 2 ITory Stone messages from terminal. Erter '0' for SMS 1D to delete record from the list
Qal "
Otions ] [Felcia Dickson
s [Gitkert Kazt SMSID Short Message Stert Time End Time 4
Some ke 2 Sheenaaz Managers,Operalion heeting, 1 8/32009,10am, Room Algha 16032009 D0:00 |1 BA032009 2559

T [cameel | (e | [omse |

Select users whom this message is intended for. Click “Apply” to upload.

o
STEP 5

[ vtz user essage | [ EraseusevMessage,\l

Click “User Manage” tab. Click “Erase User Message”.

2 Instant Message Display.

Appy Close

Terminal Message  User Message 1

The 'User Message' short message is used to display &5 gresting message on the terminal screen upon an user's successful verification. Each short
me:

5532 has a unigus SMS 1D, a specified startingtine and its durstion in minutes. Short messages will be automatically remaved from terminal upen

expiry. Click #Atite User Message= button to write the selected shart message to the terminsls, or click <Erase User Message= to erase the short
messages from terminal. Erter ‘0’ for SMS 1D to delete recard fram the list

Erase ser ossoga
Liser Messa
VLD Please specify the terminals which you want to srase the short
= T messages. All messages wil be erased from the terminals upon
SMS 1D Shart Message Start Tima = End Tme The ‘User Messege’ shortmesse  compietian. sful verification. Each short
Managet s Opetation Meeting, 1632009 ,10ain, Room Alpha 6032003 0000 | 16/03/2003 10:30 message has & unigue SMS 1D, ‘emaved romtarminal upon
expiry. Click <rite User Messag |sages to erase the short
messages from terminal. Erter 'S oy may select the range of records by:
SMS 1D B e
31 |Managers,Oper| I ; ‘(']“U'j’t””“a‘ ’ o
(o] v i
(O Mane
Some:

[ wvrite Lser Message |

| Erese User Messane

Anply !%[ dose |

Click “Apply” to end the process.

["cancel

[y | [ ges= |
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Select to delete messages from the terminal. Click “Apply” to continue.

STEP 4

B2 Instant Message Display [=[E3
Terminsl Message  User Message I

The 'User Messaoe' short message is used to display as greeting message on the terminal screen upon an user's successful verification. Each short
message has a unigue SMS D, a specified staing fime and its dutation in minutes. Short messages wil be automatically remaved Trom terminal upon
piy. Clck e User Mes sages BLEN10 e the Selecte short messags 1o the terminals, o lick <Erase User Messages o ersse the shert
meszages fromterminal. Erter '0' for SMS D to delete record from the list

SMS ID Short Message Start Time -
L 31 |Managers,Operation Meeting,16/3/2008,10am, Room Alpha 16/03/2009 00:00
[t User wessage | [ Erase User Message [apo [ [ clese |
Ll »
Click “Apply” to end the process.
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8= OFISTA

Ignore this chapter if you are not using OFIS TA

OFIS TA is the simplest time attendance solution. No terminal installation is required for OFIS TA, only installation of the software to a computer and a plug-in of an

OFIS scanner.

All users are required to enroll their fingerprint templates using the OFIS scanner and the fingerprint templates are stored in the software. Users are required to place the
enrolled finger on the OFIS scanner to report attendance and the system will save the date and time of the verification as attendance data. Before you can use OFIS TA,
make sure that you have plugged the OFIS TA into your computer. Once done, run the software first before attempt to capture any fingerprint. The fingerprint templates
captured by OFIS scanner are compatible with other models of terminals, and upload-able to any terminal.

ADDING OFIS SCANNER TO THE SOFTWARE

Similar to the standard fingerprint terminal, product key, activation key and serial
number of OFIS scanner are available in the OFIS TA package. Plug in the OFIS
scanner into the computer and follow the steps below.

STEP 1 Click
STEP 2

Specify the I number and the type of model or each
In order to enable @ disabied terminal, make sure the terminal s conestec! online o your PC before you urick the Disablee checker,
IMPORTANT. Click *Acthvte Terminal button to activete the terminalin arder to sble ta dovwriaad clacking deta from terminal

to open Setup Terminal.

o1 s uiue P address for TCPAP cormection

Disatled | Product Key

T R Dot I T e I T
BT AEs s [N | 1| 0N = oo e e wmeston
e e o w2 ot e[ Jisaent 22

STEP 3

Iy

P i the type of model for for o
Inarckr to enable & disabled terminal, make sure the terminal i connecied aniine to yaur PC before you Lfick the Dissblec checker.
IMPORTANT: Click 2ctivate the terminal i order- et from terminal.

Diabea] produetkiey | Actwaton | © | orow Deserpion Wouel | sereiNo. | Gomnecton | Baverae | P dress
[ [ozacsvma omvm |1 o ) N e (T X e
[ [msrceesumes e |2 olourtamea w2 s ook s [1etse1 228
Please enter TCMS v2 Product Key

@w SE59 = E4MB |~ 90GT

4 [ jJ

o [ > H
[TShow TOMSv2 Viewer Actvtion
A Do coee
ky

Click “Add” to start.

[ rovousetins ] [ Temomiorow

[JShow TOMSv2 Viewer Activtion
[ roesasarg: ] [ temrmoon

Insert the product key of the software. Click the key icon to continue.
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STEP 4

FingerTec Terminal

Specify the ID number and the type of model for
Inarclr

 or s unique P aciess for TCPAP connecton.

the Disablect checker.
toablet from terminal

IMPORTANT: Click activate

o [ oo ez o[ Serao. | Comection | Baurate | agwes:[{e]
T o = I T LI A TR
3 olourtemm r o (o nam  hmissm

3 0[oFiS scamer OIS Soanner use 115200 1821881 201

4

o

The software will detect the OFIS scanner’s connection through a USB port.
Insert the Activation Key into the column. Click “Apply” to activate.

STEP 6
f

! |

Specify the ID number end the-type of model for for R or
Inarckr to enable & disabled terminal, make sure the terminal i connecied anine to yaur PC before you Linfick th Dissblee checker.
IMPORTANT: Click ctivate Terminal butont

o for TCs

ooea | Pty | At o s boutto it t oot teminlts skl the dowrioaing of cocking ot o || perete | P awwess e]
[ [enzacsv-men [mace teterma TR
H | oy choos o actvat g et oriin acvalion, o you canefer e acivaton
[ [rusroeooume eavranr| Y24y choneeto ot s easetan
sess £ s0T sz 2tsst20r

2108 : Activate Terminal

A Congratulation! You b

o

[ JStow TCHSv2 Viewer Activaton

Insert ID for OFIS scanner into the ID column, for example, 3.
Name the OFIS scanner into the description column.

Select model as OFIS Scanner in Model column.

Select Connection as USB in Connection column.

Uncheck the Disable column to activate the OFIS Scanner.

STEP 5

[

Specify the ID number and the type of model for each andis for o
In order to enable @ cisabiec terminel, make sure he terminl s connected online o your PC before you unfck the Disablect checker
IMPORTANT. Click "Actvate Terminaf buiton @y =

Activate Terminal

Distied | prouct ey | Actval] You are bt cocking et fom || e F aress

BANTAESYJnea  Trusapen|  theforminal s iseieeian
[ rercesives |resviasy| Vo et st ervmemeerthesstelon o limasa1
] |SE59.E4MB-90GT 118200 [192.188.1 201

Productkey (5859 - £ 4mE -[90eT

Serial No. 67377742

(O lhave the internet connection, | wart to activate my terminal oriine.

(@l already have the activation key, | want to enter the activation key.

Activation Key | FEHZIUUG

Visit our vwebsite for infernationsl warranty recistrafin.

| T

[]Stow ToMSv2 Viewer Actvation

8=0FISTA

Activation Key | FEHZIUUG

Viskt our webste for international warrarty recistrafion

(= =
< - »

Clshow Tcwsv2 viewer ctivation

A message will pop up to indicate that activation process is done.
Click “OK” to accept message.



TO ENROLL USERS USING OFIS TA

OFIS scanner can enroll fingerprints of new users. To enroll new users please
follow the steps below.

Listof fingerprict templates stored n PC database for the each users, indicating na. of type
passwor
ik the butons below to downioad users from terminal upcate users to terminl, delte users from termina, o delee sers from PC.

Select Depsrimert-
Enroll User Fingerprint
GoerD | = b [ oaea 7111

o
. - B
STEP 1 Click | X |to open User Management. E— B
n 4[Gibert ezt userd [ ~ Name [ eson sonmson O
STEP 2 3 £ Sheene s User Name | etson | ocpatnert [Engneerng v =
Priviege | User vl
B User Fingerprint Management FE=E ey |
S Card
Cickth buton beow 0 covirioal sersfro erminal, Ucte Lsers tteinl cles sers from i, o sk usrs rom PC I [ ]
ul
T Eise Jonrson administration 1 User O I [ I [ [ [ [
2 2[Tony Stare Engineering 1 User m] T T T T T T J_l
s 3 Ema Dickeon tormaton Tecoiony 0 User m il | >
5 S Sheens vazz oasoc [ User 0 [_ewaivser ] [ oownoaauser ] [ Upastetssr | [ Delel Usor (remina) | | _peeteUser ey |

STEP 4

FingerTec Online Fingerprint Identification System (OFIS),

i} | JJ

Uptiate User

Evaiteer (|, [ pownomiiesr ] [ ) (oot ser rermirah ] [ ostte tser ey

A new button, Enroll User will appear on the User Management page.
Click “Enroll” User to start.

STEP 3

Assign a new user ID, for example, 6.

Insert his user name (shorter name), example: Nelson.
Define the privilege, for example: User.

Insert the full name of the user, for example: Nelson Johnson
Assign user into the department, for example: Engineering.
Click “Enroll” to continue.

Listof stor] y
password
cowr| ONLINE FINGERPRINT IDENTIFICATION SYSTEM
.-
No | User | Please place your finger on the FingerTec Disatledt [ 7.1 |1
1 1Elise Jons{  scanner to start registration O
3 2 Tory Stne O
3 3[Feicia Dik ]
4 “lowen | (EREERE R Ene S e G e e e 0
5 5[Sheera e ]

Capyright 2008 FingerTec Worldwide Limited. Al rights reserved.

Eroiioer ] [ bownosdtomr ] [ Upisiouswr | [ DoleoUser emine) ] [ boie User 0

OFIS enrollment page will pop up. Click to select the finger to enroll.
Place finger on the scanner to capture fingerprint for 4 times.




FingerTec Online Fingerprint Identification System, (OFIS)

List of fingerprint ternplates stor|
password.

Clektre tastons betowto dowr| QNLINE FINGERPRINT IDENTIFICATION SYSTEM |

mert-

Click “Verify” to test the verification of his enrolled fingerprint.

However, if a fingerprint was enrolled before, it will be rejected and you can see
the following message.

User © Discbled [ T
T/Ese Jomns| - Succeed in fingerprint registration
2] Tony Stone|
3]Felca Dick
7
5

Gibert Kaz]

Sheena Js:
6 Nelson dof

PINE T J_‘

<l Copyright 2008 FingsrTes Worldwide Linited. Al rights reserved

Listof fingerprict templates stored n PC database for the each users, indicating no. of type
password
Clickthe butons below to dowrlaad Users from terminal Update Users to terminal, delete users fram termine, o delete Lsers from PC.

Select Departmert.-
Enroll User Fingerprint
User D Wame b [ Disstes [T4]1

3
! 1]Elise Johnson Enroll fingerprint directly using OFIS scanner for new or existing user. =3
7 2[Tery Stane u
3 5 Pl iksen 0
] 4 Gt et 09.: Enro = o
s 5 Shesnavazz 0
0 s ek s 6 , N

Fingerprint

e

T T T (O RS

The software will capture the fingerprint and save it into the database.
Click “OK” to continue.

STEP 6

o ‘ p— ‘ ‘ ‘ o

e T (T [ (ST

STEP 7
2 e Figerprimanagomen. | [o]x]

List for elcating no. of fingerprints enrolled,type of user priviege and manual input
passwore.

from terminel, , delete users fram terminal, or delete users from PC.

Select Deparimert.-
Enroll User Fingerprint
User D e b [ Disablea [ 110

Listof fingerprict templates stored n PC database for the each users, indicating no. of type

o
Clickthe butons below to dowrlaad Users from terminal Update Users to terminal, delete users fram termine, o delete Lsers from PC.

Select Departmert.-
Enroll User Fingerprint
User D Wame b [ Disstes [T4]1

e, e
‘2 ‘2 :“S? J;””S“” Enroll fingerprint directly sing OFIS scanmer for news or existing user. = al 1 [Bise Johnson Envoll fingerprint. directy using OFIS scanner for new or exiting user. =
ony Stone ] E] 2[Tony Stone ]
3 3[Felcia Dickson 0 3 3[Felca Dickson |
4 éf‘he" Hazt Userio [ v Name | Nefzan dohnson t 4 4[Giert Kazt UseriD [ > Name | Nefzon dohnson |
5 5| Sheena Jazz eona inzz
UserName | neson Oepartrert [engneering v = = lgreera User Nams | Netson | Depatment [Engncerng v -
Priviege | User v Priviese | Lser v
password || Password
s [ | Corat
Figerprint | 1 Clear Figerprnt | 1 ool ear
= ol = .
I T I I I I T T I I I I
I I I I I I
‘ 1 ‘ ‘ ‘ ‘ e 1 } 1 ! ! !
| | > « | >

[eotvssr ] [_oownesither ] [ Upsdotser ] [oskte ser remine ] [_poetemree) ]

[evottse ] [ oowniostteer ] [ Upieetser | [Dokts User (remine ] ooty ]

If this is the user’s first time, the software will allocate a user ID for the fingerprint
template.
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Click “Close” to save the settings. In User Management, you can see a new user
ID created.




B2 User Fingerprint Management EX
Ut aba o 5
prssword

Select Department-

= Monitor, Terminal Activities B

Click the ‘Sync'
~ou may tck th

Locsl Time

150372008 1208.08

Wo. | User | e Password | CardD | Dieabed [ 1.1 [T S [ | Open [ Symo Time UserD Name Tine | Transacton
7 [e7oe donmson 0 7 term I
;| %” e b T -
F [ =T e 0
<l | jJ
[ Govrosatier ] [_tpeousn ] (ol Gomin) ] [ owever ] [_Swetem ] [[gee ]
Click “Save User” to save settings. STEP 3

TO USE OFIS TA TO CAPTURE ATTENDANCE

Now you can start to use OFIS TA to capture the attendance of users. Please
always plug in the OFIS scanner and then start to run the Software.

STEP 1 Click to open Monitor Terminal Activity.

STEP 2
The same page as described in Monitor Terminal Activity (page 88) will appear.
Notice OFIS scanner is on the monitoring list.

You will find a new button “CaptureZ”. This button only appears if OFIS scanner
is activated in the software.

Click “Capture” to start capturing attendance of users.

NLINE FINGERPRINT )
DENTIFICATION SYSTEM | OFIS car
5 Press finger flatware T o -
...... o

Two new windows will pop up.
On the left, it will display user’s information after verification.

In the middle, it is the OFIS scanner capturing window, showing the image of
fingerprint after capturing process.

These 2 windows are always displayed when OFIS TA is on.

Chapter 8=0FIS TA
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STEP 4

EREIE) c.cng checuie

| ONLINE FINGERPRINT ©
IDENTIFICATION SYSTEM  ( OFIS.
Verifying fingerprint —
...... o

User can place a finger on OFIS scanner to capture fingerprint. The software will
start to verify user.

For successful verification, you will view this. User information will be displayed in
the User Information box.

s

ONLINE FINGERPRINT [0
| IDENTIFICATION SYSTEM | OFIS ;
Press fings T s | =
St s e =

lacling schedule

| ONLINE FINGERPRINT D
IDENTIFICATION SYSTEM | \OFIS o
o s
Press finger flatware s
o

e LBl

FingerTec Online Fingerprint Identification System (0FIS) [5]

This screen alows youto montor end dispiy the stet ——
Ciekthe Sync bufton o synchronise fine ONLINE FINGERPRINT ©
Vou may tick the Sk checker to bypass thatterminel | JDENTIFICATION SYSTEM  ( OFIS
4 Local Time
(16003 121216 |
Sio [0 | vesoion [ oo [ 5] Press finger flatware Transecton
TNtemna
2/0UTtermina
] 0[OFIS scanner [0
Cvgxngm 2008 Fmgerﬁc ‘Worldwide Limited, All r\gms reserved,

For failed verification, you will view this. User Information box will show a “?”
icon.

Chapter 8=0OFIS TA

To stop the capturing process, click an “X” on the right top ofthe window.

The Software will always show the last captured user information after OFIS TA
is turned off.




Clck the ‘Syne" hutian to synchronise time.

o may fickthe 'Skix checker o bypass that terminal moritoring.

This screen alows youto montor and dispiay the status of the installt cock terminals on screen

Locs Tine

160372008 121237

S [0 [ oesermon [ owen [ S = =C| T TN s
5] Termine m
5] 2[our et I

‘Select Terminel D

Click “Close” to end process.




9 « FRIS 2 SERVER MANAGEMENT

Ignore this chapter if you are not using FRIS 2 server

The software can be used to retrieve data from FRIS 2 server. The information includes user information and clocking data.
Information can be downloaded into the software to calculate attendance and to prepare reports.

TO CONNECT TO FRIS 2 SERVER Insert username to login to database, for example: FRIS
Follow the steps below to connect to FRIS 2 server. Insert the password to login to database, for example: 123.
Click “New” to connect.

STEP 1 Click
STEP 2

to open FRIS 2 Server Management. If your FRIS 2 server is running on MSSQL database, select SQL.

Connect to remote FRIS database server host Connect to remote FRIS database server host

Specify the server host name of s IP address where the FRIS database is Specify the server host name or its IP address where the FRIS database is

installed. Login the server host using the database's default username and installed. Login the server host using the databass's default username and
e e authorized password

FRIS database server | 1921661 125 v FRIS database server | 1921661 125 -
CDBC driver | hySGL ODBC 3.51 Driver ~ CDBC driver (TS e -
) MySGL ODBC 3.51 Driver
Description | Aftendance Server Description T \
Database | FRIS Datskase | FRIS
Username | FRIS Username | FRIS

Password | 2= Passward | as

T

Insert the IP address of FRIS 2 database server. For example: 192.168.1.125

Select the ODBC driver. For example: MySQL ODBC 3.51 Driver (MySQL data-
base)

Insert the name of FRIS 2 Server, for example: Attendance Server.
Insert the name of database, for example: FRIS

r 9« FRIS 2 Server Management




TO DOWNLOAD TERMINAL INFORMATION
FROM FRIS 2 SERVER
You can download the terminal information from FRIS 2 server. It is similar to the

software’s connection to the terminal in retrieving information, such as terminal
settings and storage. Follow the steps below.

STEP 1

R FRIS Database Server Management X
FingerTec Terminals 1 User Enrollments ‘ Transaction Logs ‘
FRIS Server
@
Mo, FRIS Server D Model Serial No. IP Address Valid ~
2

Select the name of FRIS 2 server, for example, Main Server.
Click connect button to connect to FRIS 2 server.

STEP 2

All terminals connected to FRIS 2 server are downloaded and displayed on the
screen. Click “Advance Settings” to configure settings to these terminals.

B2 FRIS Database Server Management

E3)

FingerTec Terminals ‘ Usar Enroliments: 1 Transaction Logs I

FRIS Server

Crra— )

[ FRIS Server 3] Modlel Setial No P Asress ald
ain Server 1|R2 6202478 1824634 222
2|main Server 2[Rz 5202728 1921681 223 ]

Acdvarced Setings [\

STEP 3

Terminal I 1 hiodel Baurale v
Description @ IP Address 1921681 222

Pulling Host P Connection TCRIP v

Mo attendance records [ Communication Key

Language Sleep time: oeiock

Date format Power off time olclack

Voice Foveer ontime olclack

1:M Threshoid SDK version l:l
11 Thresholt Firmurare version ]
iyl Administrator

e minde e User

e action | Fingsrprint

Lock delay l:| (x20ms) ass o

iegand farmat User log

s BB

Defoull Seltings Upsiate Firmware

All settings are similar as discussed in Chapter 2. Please refer page 18 for more
details. Click “Close” to end process.
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TO DOWNLOAD, TRANSFER OR DELETE USERS FROM | STEP 2 _
FRIS 2 SERVER R FRIS Database Server Management X
. FingerTec Terminals ~ User Envoliments: ‘T,fmmm s I
You can manage multiple FRIS 2 servers from the software. Department soction ussrio
[1] Download users from FRIS 2 Server into software ‘ - €@ s
Mo User ID Name Emp ho Department Section User Mame Walic Select
[2] Transfer users among FRIS 2 Servers Hnnum Eise Jonson o000t Baministion Eie MO
2|0o002 Tony Stone. 00002 Enginesring Tony [ O
[3] Delete users in the FRIS 2 server e o e
500005 Sheena Jazz 00005 Qs EQc Sheena =] ]
TO DOWNLOAD USERS FROM FRIS 2 SERVER INTO
SOFTWARE
STEP 1
IR FRIS Database Server Management X
FingerTec Terminals  User Enroliments. ITvansammn Lugs}
Department Section User D
\ =i | | @,
[ synchroniss Temsva [ Copy Database ] [ Transfer User ] ( Delete User ]
Mo User ID Name Ermp Mo Departmert Section User Name alid Select | A
Click “Synchronise TCMS V2’ to copy all downloaded user information into the
software.
STEP 3
FingerTec Terminals  User Enrolimerts: ‘Transamun Logs I
Department Section User ID
O o J Q" [ select this page
Mo, Usger ID Name ‘ Emp MNo. Department Section User Name alid Select
1 {00001 Elize Johnson ‘EIEIEIEH Administration Elize [v| | |
2 2l0oo0z [Tony Stone o000z Engingering Tony v L
3|00003 Felicia Dickson 00003 Information Technold Felicia [v] [
e T
ot ere it o synchvonis local TCHv2 detaase wih FIS T
server database.
Click User Enrollments tab Are you sure you wart o cortine 7
You can choose to download users from FRIS 2 server by department, section or o
individual user. You can also download all users by ignoring these fields.
Click the download button to download users.
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TO COPY USER DATABASE INTO ANOTHER FRIS 2 SERVER 2 RIS D

. . ngerTes Terminals  User Enroliments | Transaction Logs
If you are using multiple FRIS 2 servers, and you want to copy user database to | | ™" In = I —
another FRIS 2 server; all user information from FRIS 2 server A can be copied S —— P
completely into FRIS 2 server B. Therefore, you do not need to re-enroll users into
No. | UseriD e e | - 1651125 2 ame | Vaid | Select
another FRIS 2 server. Follow the steps below. oo e i e [PST—— = B
3loo00z [Felicia Dic Detabase | FRIS [ [l
STEP 1 oos o wesmane [rrs | ]
R FRIS Database Server Management X Passward |
FingerTec Terminals  User Enralinerts Ihansadmn Lngs} Select FRIS database server Status
Department Section User ID
[ | I ] & [ select thi pae
No. User ID Name Ermp ho. Department Section User hlame alid Select
1 00001 Elise Johnsaon 00001 | Administration Elise Il Ll
200002 Tony Stone. 00002 Engineering Tany ] [
3/00003 Felicia Dickson 00003 Intarmation Technol Felicia I~ Ll
400004 Gilbert Kazt 00004 Froduction Giloert ] 1 Close ]
500005 Sheena Jazz 00005 QA & QC Shesna I~ Ll
Synchronise TeMSv2 | [ CopyDatebase | [ Transfer User ] [ Delete User

STEP 3

FingerTec Tertinals ~ User Enrolimerts: Insnsammn Logs 1

Department Section User D

Connect fo remote FRIS database server host [ Selecttis page

Mo [ UserD FRIS database server | ame [ vai | select
Synchranise TCMSY2 Copy batabaze 1] [ Transter User ] [ Delete User 1 0000t Elise John| i o] ]
\—Q\‘\J 2100002 Tony St ODBC driver v o] 0
| 3(00003 Felicia Dic} Dstabase ] O
In User Enroliment page, click Copy Database. 400004 Gibert Lsermane MO
5/00005 Sheena J ] ]
Password

Select FRIS database server Status

STEP 2 = 19211681125

If it is a new FRIS 2 server, you must insert the information of the new FRIS 2
server to copy to.

Copy Database R =

Synchronise TCMSv2 | [ Copy Datshase | [ Transter User ] [ Delete User
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A new FRIS 2 server is added. Select the FRIS 2 server to copy to. e r——
C|iCk uCOpy Databasen tO Stal’t the process FingerTec Terminals  User Enrolimerts ‘Tvar\sammr\ Logs l
Department Section User ID
Click “Close” when the process is finished. Connect to remote FRIS database server host Dlselecttis page
No - Wﬁ::f L) ]| FRSGsbesesener 1aztsen.120 5 e _|_void | seect | 2]
o S ODBC dhiver | MySGL ODBC 351 Driver v M
TRANSFERRING USERS TO ANOTHER FRIS 2 SERVER Slooos et oatabse [rris I
. 4|00004 Gilkert Ha: Usemame | Fris v L
In some cases, you only need to transfer some users into another FRIS 2 server. s[ooucs [sheens 4 o *ﬁ M™ O
You do not need to copy database, but only transfer users. Follow the steps be- I F—— T
low.
STEP 1
B2 FRIS Database Server Management X
FingerTee Terminals  User Enrolinerts Inansammn\.ugs} Close ] _
Department Section User o A
‘ "l "I | u [ zeiect this page
Mo, [ UseriD Name. Emp o, Departmert Section UserName | valid | Select | =] Synchronise TOMSv2_ | [___Copy Database ]I WiEnhiar Ll J [ Dekicley
100001 Elize Johnson 00001 Adminiztration Elize [v] v
2[00002 Tony Stane 00002 Engineering Tany ] [ |
. e et STEP 3
500005 Sheena Jazz 00005 Q4 & QC Sheena Il T ERIS D base
FingerTec Terminals  User Enroliments ‘ Transaction Logs I
Department Section User ID
Connect to remote FRIS database server host. [select this page
No. | UseriD FRIS database server 2 aine | valid | Select | 4
1 |oooat Eie Johr| ] ]
2000002 [Tony Sto CEEeiher s o4 3]
3|o0003 Felicia Dic| Detabase ] O
4|00004 Gilkert Ha: | 4] )
5|00005 Sheena J; Usermams ‘ Iv] L]
= Password ‘
Select FRIS database server Status
v] 192168 1.125
[ synchronise Temsvz | [ copy Database ][ Transter User [ | | Delete User
In User Enrollment, click “Transfer User”.
STEP 2 [N G |
If it is a new FRIS 2 server, you must insert the information of the new FRIS 2
server to COpy to. [ synetronseTeusvz | | Copy Datahase ] [ Transfer User ] [ Delete User

Click “Transfer User” to start. Click “Close” to end the process.
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TO DELETE USERS IN FRIS 2 SERVER STEP 2

You can delete users directly from FRIS 2 server without login into FRIS 2 server. | The software will always alert you before users are deleted.
You can do this with the software. Follow the steps below. Click “Okay” to confirm the deletion of the selected user ID.
STEP 1

2 FRIS Database Server Management X 2 FRIS D
FingerTec Terminals  User Enrolments. 1 Transaction Logs ‘ FingerTec Terminals  User Enrolimerts: ‘ Transaction Logs I
Department Section User ID Department Section User ID -
&) v v )
[ vl ~ | & FTo [ [ ‘ [ select this page
Mo, | UseriD Hame. Ermp s Departmert Section User Name | vaid | Select | =] Mo, [ Userd Neme [ Emotie Depariment Section User Wame | Vald | Select |
100001 Elise Jahnsan o001 Admiristration Elise [] ] 100001 Elize Johnson |oooot Administration Elize vl v
2|00002 Tony Stone 0a002 Engineering Tany. [ ] 2|00002 Tany Stane o000z Engineering Tony. v v
3[00003|Feicia Dickson 00003 Information Technol Felicia = 3[00003  |Feliia Dickson 00003 Information Technolc Felicia o O
4|00004 Gilbert kazt 00004 Froduction Gilbert [ 4]00004 Gilwert Kazt Confirm Purge Records lert vl [
5/0000S Sheena Jazz 00005 Q8 & ac Sheena [ 5|00005 Sheena Jazz heena M [
Vou are about to defete away the selected records fromhe table
permanently which cannot ke recovere later
Are you sure you want to cortinue 7
E= | |
[ synomonsetomsve | [ copyostapsse | [ mensteruser | [ pewteuser |\ | Synchronisa ToMSv2 | [ ComyDatabase | [ Transteruser | [ oeleteUser

In User Enroliment page, you can select and delete user ID. You can put a check
in the Select column of the user ID.

Click “Delete User”.
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TO DOWNLOAD CLOCKING DATA FROM
FRIS 2 SERVER

Clocking data stored in FRIS 2 server are raw data. FRIS 2 Server cannot con-
duct any time attendance calculation for these data. Therefore, no reports can
be generated from FRIS 2 server. You must download clocking data from FRIS 2

server into the software. The software can calculate user attendance and prepare
the reports.

You can choose to download clocking data by department, section or all users.
Follow the steps below to download clocking data.

[2] View from “date range” - to define the date range for downloading.
[3] Select Department — to define date range of downloading according to depart-

ment.

2 FRIS Database Server Management

FingerTec Terminals 1 User Enraliments  Transaction Logs ‘

O View new transaction since last download

Oewitont | r03z00a 0000 T | 310az00e 2as i

Last downloaded transaction Iog 0
Select Department:- ~

3

[T Logld | UseriD hame User Name

FRIS Server

[}

Log Time

~

STEP 1

B2 FRIS Database Server Management X
FngerTes Terminais | User Envolments Transcin Logs |
(3 view new transaction since last downioad - Last downloaded transaction lag ID: ,7
O view from ’—!F I—JF e/ Select Departmert.- | v

[ LoglD | UserlD Hame User Hame FRIS Server D Log Time, ~

[Cinetuste this FRIS database server during subsequent TOMSV2 data download

[Cincludethis FRIS database server during subsecuent TCMSv2 data download

In the Transaction logs page, you can choose to download clocking data by:

[1] View the new transaction since last download - to download the new clocking
data since the final downloading.

110 | Chapter 9« FRIS 2 Server Management

Define the type of download and click download button.




STEP 2

STEP 3

Example:

Clocking data from 1/3/2009 to 31/3/2009 is selected. All clocking data read from

FRIS 2 server published on screen.
Click “Download Log” to copy into Software.

tion or reports.

FRIS Database Server Management &2 Clocking data audit list
FngerTes Terminais | User Envolments  Transactian Loge. | ot of st tolstoregistr prop
(O wiewe nesw transaction since last download v Last downloaded transaction log ID:
@viewfron | poazonsoco0 T [ s1mseooazese & Select Departmert.- | v D Deseriion UserlD Name Clacking Transaclion Date | 10Set <
No. | LoglD | UseriD Name. User Name FRIS Server D Log Time ] o bttt : :::j it sitodnd B o -
T 100004 [Gibert fazt Gibert T 1332008 1740  INtarminsl 2[reny Stone: P 12032008 [Rosume
2 2000005 |Sheena azz Sheena 113032008 17.40 2/0UT teminal 3|Feicia Dickson ranamstsor (o7
3 300002 Tany Stone Tony 1130372008 17:40 4|Cibert Kazt 16032009 12:11 o0 i’
+ terminet 2|Tony Stone ramsomostzan o
4 400001 {Elee Johnson Flee 1 {1B00/2009 16.42 + Nterminal 2|Tony stone e ez |00 1803200 (ot
5 sloo002|Tomy Stane Teny 11610312000 16:42 1| temint 2[Tony Stons e
5 500003 |Felieia Dicksan Felicia 1 161372008 18:42 + nterminet 2| ony Stone ransm0s71a oo
7 7|oooa4 Gilbert Kazt Gilbert 1 [1BGE008 15:42 mevmna\ 2[Teny Stone 160372008 1447 o BI5003_|Break
8 800005 [Sheena azz Shezna 1 161372008 18:42
3 3000004 [Gibert Kazt Gibert 11332008 1743
10 10/00005[Sheena azz Sheena 1 1332008 1713
11 11/00001[Eise dofnsan Elise 113032009 1743
12 12/00002[Tony Stone Tony T 1332008 1713
13 1300003 |Feliia Dickson Felicia 113032009 173 S
14 14)00004 | Gikert Kazt Glbert 1 130312009 174 BT R o g renen e Transaction Tota
15 1500005 Sheena Jarz Sheena 1[13m3zo0g 1714 | | e LR B v [ 454 |
16 16/00002|Tony Stone Tony 11332008 1744
Selct Terminal D Onine Cgrwert Egort Brge ose
7 oot isedomen o 1 Hemoncns 1447
18 18/00002|Tony Stone Ton 1 [1Bmapne 1447 |~
Now you can check into the Terminal Data Audit List in the software, as all new
inciice 3 FRIS tatabase server durine subsscuent TEMSVS data dawiaad Downlaad Log downloaded |OgS are saved in it. You can continue to prepare attendance calcula
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10 «TERMINAL MULTIMEDIA MANAGEMENT

Ignore this chapter if you are not using models with color screen display.

You can upload themes, wallpaper and user photos to the terminal. These features are only available in models with color screen display.
+ Theme is displayed as desktop or background picture of the terminal during operation.

+ Wallpaper is displayed when terminal is in idle mode, for example a company logo, product information, company vision etc.

+ User Photo is displayed when the terminal verifies a person.

THEME STEP 3

TO UPLOAD THEME TO TERMINAL = Terminal Multimedia Management

All color screen terminals come with a default theme. However, if you found your @‘O‘

color screen terminal having no theme or having a theme which you do not prefer, e e .

you can upload a theme to the terminal by following the steps below.

STEP 1 Click to select Terminal Multimedia Management.

= mairmenu
B2 Terminal Multimedia Management
- {Dispiay Thame § | ser protos
Setup FingerTec terminals
User manegement Lo @as @y O @0en)
User access codes O A o ”

Temte s orl
etk it St
o otess ones
Settemia e crte
Se ol donoadriesel FiNG RIEC

Downlasd data from terminl

Doy e | Adertsener s | se Pt

Clear all data n terminal

Terminal dt audit st Lo @3stEux2n  Os (B00xE00)

Monitor terminal activiies

USA flash disk management ceskiop
Instart message displsy

meinmeny

Use this wity o upload adsertisemert]
theme or user phatzs to terminal.

eskion manmenu

Sthmenuog

A new window will pop up.

SUbmenug
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Select the size of display screen either 3.5” or 8.0". For 3.5” display screen, the
size of the picture is 320 x 210, 8.0” display screen, the size of picture is 800 x
600.

Please select the correct size of display screen to fit the picture.

STEP 4

BB Terminal Multimedia Management

8 5
Display Theme Mdvemsemem Fictures: } User Photos

STEP 5

Click “Okay” after uploading process is finished. Click “Close” to end the process.
Terminal will restart automatically for the theme to take effect. Check the terminal
to view the newly uploaded theme.

B2 Terminal Multime dia Management

Display Theme | Advertisement Pictures ‘ User Photos
LD @35 @20x210) (8" (B00xE00) LD @55 Gamzin) ()8 (800xE00)
M| | 2 [ 7 2
One finger sohmes it all
w
J
£ i
deskion mainmeny A Process completed
| - | |
submenibg b shutcloran . SuBMEnLRg
s |] ST

Now select the picture to upload to the terminal. Click “Upload Theme” to start
uploading the theme to the terminal.

Chapter 10«Terminal Multimedia Management
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TO ADD A NEW PICTURE INTO A THEME

You have an option to add a new theme into the software. Firstly prepare the
picture in correct size. For 3.5 display screen area, the size of the picture must be
320 x 210. For 8.0" display screen area, the picture size must be 800 x 600.

STEP 1

Prepare the picture in the correct size and save them into the TCMS v2 folder
(example C:\Program Files\FingerTec\TCMS v2\)

& TCMSv2 (=13
File Edt View Favorites Tools  Help -

eBack M Y lﬁ /I__\J Search || Folders v

Address |@ CH\Program Files\Finger Tec Worldwide! TCMSw2 V| G0
B m &

= ~

ad 5_3.5 ad 5_& ad_f_3.5 ad_&6_8

&

ad_§_3.5 desktop_3.5

H 5 5 &

deskbop_5  mainmenu_3.5  mainmenu_g mngbg_§

H &5 5 &

shutdown_3.5  shutdown_§  submenubag...  working_S

3
S
=,

minal Multimedia Management

You have an option to save them into the other location, so that you can browse
them easily.

STEP 2 Click to select Terminal Multimedia Management.

STEP 3

Select the size of display screen that fits your terminal, for example 3.57(320x210).
Click the button to browse for the new picture.

EE Terminal Multimedia Management
iDisplay Theme | | advertisement Pictures ‘ User Photas: }

Lo @38 Em2in (OB (800xE00)

FING RII

Dne finger solves

mainmen

Submenuby shutcoin

Clase




STEP 4

STEP 5

B2 Terminal Multimedia Management
Display Theme I Advertisement Pictures | Liser Photos

LD (235" (320x210) O e a00xE00)

o FinNG@RIEC.

it o i

mainmen

shutdoswn

SubmEnLbG

= Terminal = ”’X\
Open Picture i "’i\ ==
Look in | £ TCMSv2 ¥ O & E-
Y |2 backap [#ad_5_3.5 5] shutdawn_s 2
{ [Sicapture a5 8 | submenubg_3.5
MyRecent  |CDetcom [Ead 6_3.5 & warking_a
Documents  |)logs [Ead_6_8
— |iremote [F)ad 735
I
@ [Flad 0z [F)ad 78
i [Flad s [F)ad 8 25
[E]ad_t 3.5 | deskkop_3.5
[¥]ad_t & ] deskiop_8
,J Hlad 2 38 [Emainmenu_z.5
[Hlad_2 8 [Elmainmenu_s
My Documerits [Had 335 e
- Flad 38 "]
gj [¥]ad_s_3.5 |5 iew wallpaper_00x500
L [Flad_a e |E)shutdown_3.5
My Computer
ﬁg File name: [ Wew walpaper_320:210 ~ [l
MyNetwork.  Flesofype: [ JPEG v [ cawel |
Submenuby shutdawn
Close

Close

Now select the new picture as a replacement. Click “OK” to replace.

The new picture is inserted to replace the old picture. Follow the steps in page
112 to Upload Theme to Terminal
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ADVERTISEMENT PICTURES

STEP 3
TO UPLOAD ADVERTISEMENT PICTURES TO TERMINAL &2 Terminal Multimedia anagement (=][e3)
All color screen terminals come with a default advertisement picture(s). You can | | o OB(EDLUEDD:M‘
upload the pictures to the terminal by following the steps below. T [P~ s Fiara @

HiToch with human fauch

4 '._!j '!

STEP 1 Click

to select Terminal Multimedia Management.

STEP 2

BB Terminal Multimedia Management

»0 0O

Display Theme  Advertisement Pictures lUsethDtDs ]

o @FF

2010 Os* (300:E00)
[} Frcrstsc. | Oj

Hi-Toch with human fouch

e L

ad 0

Finaielec. W

Alwoys kosp
an open
biekind

Sror ceri

s o
b e

aclosng door

O

Fnctalec | )

Close

A click on “Advertisement Pictures” tab will bring you to this new page.

Close

Choose the correct size of the picture.
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STEP 4 STEP 5

= ) .
= Terminal Multimedia Management B2 Terminal Multimedia Management
Display Theme ~ Advertisement Pictures I User Photos Display Theme  Advertisement Pictures ‘ User Phatas }
Lep (35 (3200210) ()" (B00XEON) LcD (235" (320x210) 8" (500x600)

Frcesiee. @) g

Hi-Toch with human fowch

Fricpatc. | W = 7ec. 1

Hi-Toch with human fouch

168 : Terminal Multimedia Management [X]

FincgrTec. @

Always k26
b ean e B

aclosing door

[ Reovepowe | [[gwe | [ renwerenre | oo |

Select all pictures to upload to the terminal as advertisement pictures. Click “OK” after the uploading process is finished. Click “Close” to end.

Click “Upload Picture” to upload to the terminal. Terminal restarts automatically for the new settings to take effect. Check your
terminal for the newly uploaded theme.
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TO ADD NEW PICTURE INTO THEME STEP 2 Click . to select Terminal Multimedia Management.
You can add in a new picture as advertisement picture.

STEP 1 STEP 3
—— B2 Terminal Multimedia Management FEX
& TCMSv2 ['-_|['E|E\ Display Theme ~ Advertisement Pictures ILIsErPthDs I
File Edit ‘Wew Favorites  Tools  Help |',’ LD ()38 men )8 (Bonxeom
_ — Frscpstec. | )
@ Back i ) Search Falders -
\s lm‘ s = Hi-Tech with human fouch I%

Address |@ CiiProgram Files\FingerTec Worldwide) TCMSv2 V| Go
) =) L

‘-';ﬂ.j 'n

(= A
ad 5 3.5 ad 58 ad 635 ad 6.8 | a0
FinGErTeC. w
an oeen mrd
Rl
ad_7 3.5 ad 7.8 ad 535  deskhop_ 35 e e

§ 5 &H o

desktop_&  mainmenu_3.5  mainmenu_3 mngbg_8&

§ 5 &€ o

shutdown_3.5  shukdowr_8  submenubg...  working_& [ remove Picture ] [[oose |

Click to select the display area of the terminal. Click the button to browse for the
new picture.

A G

Prepare the picture in correct size and save them into the TCMS v2 folder for
example C:\Program Files\FingerTec\TCMS v2\

You have the option to save the pictures into other location, so that you can browse
them easily.
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STEP 4

[I\BNO! Open Picture

Look in:
A

My Recent
Documents

G

Deskiop

by Documents

)
by Computer

My Network

B2 Terminal Multimedia Management

Display Theme  Advertisement Pictures }user Photos \

[0 Tomse2 ¥ @%@

[S)backup Flad 5_3.5 | shutdown_5

(Sicapture Flad 5 & |#) submenubg_3.5

eteom [Flad 6 35 |#)working_&

[Clogs [E]ad 6 s

(Ciremate Hlad_7_3.5

[Flad 038 [Elad_7 &

[Flad 08 [Flad 835

[Ead_1 3.5 ] deskrap_3.5

|#)ad_t 8 ¥ deskiop_8

|Fad_2 3.5 |El mainmenu_3.5

[Flad 2 8 |E mainmenu_8

[Ead_33.5

[#)ad_s8

[Fad_4 3.5

[Fad 4 8 [ shutdown_3.5

File hame: [Wew wallpaper_3206210 v [ ok )
Files of type |PER v [ camcel |

Select the picture and click “OK” to add the picture.

STEP 5

B2 Terminal Multimedia Management

Display Theme  Advertisement Pictures ‘ User Photas ]
LD @as@0xein) (s (a00x600)

Firc2Te

=i

Uplaad Picture: Remave Picture Close
Ly

The new picture is inserted to replace the old picture.
Follow the steps in page 116 To Upload Advertisement Picture to Terminal

TO REMOVE ADVERTISEMENT PICTURES FROM TERMINAL

If you do not want some advertisement pictures to be displayed in the terminal,
you have the option to delete those pictures from the terminal. The deleted pic-
tures will not be displayed in the terminal after this process is complete.

STEP 1 Click

to select Terminal Multimedia Management.
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STEP 2

B2 Terminal Multimedia Management

Display Theme ~ Actverlisement Pictures wuser Photas ‘

O @ (900x500)

LD ()35 (320:210)

Alwoyskasp
an oren md
bhind

e orke s oma,
e A

@ dlosig doar

Uplod Picture [

Remove Ficture |, | [ |

Click to select the display area of terminal. Select and delete the pictures. Click
“Remove Picture” to delete from terminal.

STEP 3

ER Terminal Multimedia Management
Display Theme  Advertisemert Pictures wuser Photos ‘

LD ()35 (320:210) O (800x600)

FrvcERTes,

! Process completed |
HAY

o0 O.

e =
Click "OK” to end the process. Click “Close” to close the page.

hapter 10« Terminal Multimedia Management

USER PHOTO

You can upload user photo to the color screen terminals. The photo is displayed
after the terminal verifies users. However, you must make sure your color screen
terminal has core board version FEM 510 or above, or else you cannot upload user
photos to the terminal. Check with your local resellers, or email support@fingertec.
com for assistance.

TO ADD USER PHOTO AND TO UPLOAD TO TERMINAL

It allows user photo with the size of 320x210 only, and file size less than 30kb.
Please make sure you get the correct size of photo from users before uploading
them to the terminal.

STEP 1

File  Edit View Favorites  Tools  Help .','

e Back ~ </ Lﬂ; p, ) Search 1% Folders -
Address |l'f) CiiProgram FilesiFingerTec Worldwide) TCMSw2 ~ ‘ a0
SCHEWEEK, DEF ©lad_435 &) submenubg_3.5
SECT_TEL.DEF Hlad_ s &) working_s
SIREN.DBF ©lad_5 3.5 SAMPLE.QRY
sys.dbf E] ad 5.8
TIMER DEF ad 635
TIMEZOME . DEF #ladts
ZONE.DEF Ead_7_a5
=zonedoor. DBF Elad 78

f| FPTHP.FRT [Hlad & 35

COMFIG.FPYW & desktop_3.5

.5‘] ad_0_3.5 E‘] deskkop_&

E] ad_0_8 E] mainmenu_3.5

.5‘] ad_1_3.5 E] mainmenU_g

E] ad_1 & E] mngbg_&

E] ad_Z_3.5 E] New wallpaper_320x210

E] ad_Z & E‘] Mew wallpaper_S00x600

.!‘] ad_3_3.5 E] shukdown_3.5

.5‘] ad_3 & E] shutdawn_&

< b3

Prepare the picture in correct size and save them into the TCMS v2 folder (ex-
ample C:\Program Files\FingerTec\TCMS v2\). You have the option to save the
pictures in other location, so that you can browse them easily.



STEP 2 Click - to select Terminal Multimedia Management.

BB Terminal Multimedia Management

Display Theme | Advertisement Pictures  Liser Photos

STEP 3

ER Terminal Multimedia Management Q@@
Display Theme } Advertisement Pictures  User Photos }
to. | Userin Hame Department Username Photo
1 1 Eiise Johnson | Administration
] 2 2Tony Stene e
B 3 5 Felicia Dickson Information Technology
0 4 o Gilbert Kazt Production
B 5 5 Eheena Jazz Qs ac
User D ’)
(o]
(&) None
Some
X

Click “User Photos” to turn to the new page.

STEP 4

Check the user ID to upload with photo. Check the photo column.

Click to browse for the user photo to upload.

No. | UserD Mame Department Username Phoio
= 1 7 Efse Johnson sdministration
] 2 2 Tany Stane
0 3 3 Felicia Dickson Information Technology
n P) & Gilkert Kazt Pracuction
i 5 & Sheena Jazz ansac
User D L]
O I
O hiane
Some
X
T
Upload Phota | [ vownoadprato | | Remave Phota | [ gose

STEP 5

B2 Terminal -

Open Picture

Display Theme|
Lookin | 5 TCgw2 v 0% @
Mo, 5 [backup SR 5] shutdann_3.5 o |
[+ ¢ [hcapture [H)ad 5 8 | shutdown_& E
| MyRecent | [Detcom [Hlad s a5 &) submenubg_3.5 | [
0 Deacumerts | (Slogs [Elad 68 5] working_s L
O — [Ciremate [Ead_7_35 E
| @ [ad 0 35 [Had 78 E
Deckiop [EELE] [Ead_s_3s E
[#ad 1 35 | desktop 3.5 E
[EERE] ¥ deskiop_8 E
J [Hlad 235 K
[EEEE] ] mainmenu_3.5 E
My Documss [Elad 335 | mainmenu_8 E
- [#ad_35 ¥ mngbg_8 i
r,l [t]ad 4 35 5] Hew wallpaper_320x210
User D L [Fad_48 5] Hew wallpaper_600x:00
My Computer
(@]
) None .
.31 File name |oiss v ol
some
My Hefwork | Files of type: [PEG v [ cane |

Select the picture and click “OK”.
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STEP 6 ER Terminal Multimedia. Management
B2 Terminal Multime dia Management [=1E3] Display Theme: | Advertisement Pictures ~ User Phatos
Dispiay Theme } Advertizemert Fictures  User Photos }
no. | User i Hame Department Username Fhoto
[] 1 1 Flise Johnson Aelministr ation Elise ~
ho. | User D Name Department Username Photo 5 = Tory Stare P~ Tony
& 1 7 Elise Jornsan Laministration ~ | B 3 3 Felicia Dickson Information Technology |Felicia
B 2 2 Tarry Stone Enginesring Tony B 3 4 Gilkert Kazt Production Gilbert
& 3 5 Felicia Dickson Information Technology |Felicia B 3 5 Sheena Jazz G B GG Sheena
] 4 4 Gilert Kazt Production Gilbert
] 5 5sheena Jazz Q4 & GC Sheena 168 : Terminal Multimedia Management E|
1 Process completed |
1Y

User D )
User D @ O

() None
[@F1]
O None Some

Some:
X
X
Upiosd Pricto J [ oownosapren | | Remave Fhioto ] [ gose
[ umocaphoto p | [ cowrledPhote | [ Removerhote | [[omse |

The photo is displayed under the user ID column, and with a check in Photo col-
umn. Click “Upload Photo” to upload photo to the terminal.

STEP 7

Click “OK” when the upload process is complete. The terminal restarts automati-
cally for the new settings to take effect.

Repeat the steps above if you want to add a new photo for users, or change the
photo of users.

Chapter 10=Terminal Multimedia Management

TO DOWNLOAD PHOTO FROM TERMINAL

You can check the photos that have been uploaded to the terminal. However,
downloaded user photos are only for viewing purpose in the software only, and
please do not save them in any digital format.

STEP 1 Click

to select Terminal Multimedia Management.




STEP 2

STEP 3

Click “User Photos”. Check to select the user ID of the users to download. Or you
can check “All” to download photo of all users stored in the terminal.

Click “Download Photo” to continue.

B2 Termi rrs
erminal Multimedia Management 3 o g
= g ER Terminal Multimedia Management
Dispiay Theme } Advertizemert Fictures  User Photos }
Display Theme | Advertisemert Pictures  User Photos
ho. | User D Name Department Username Photo T pro Dereriard] — - <

o Eiisz Johnsan - =

o ] 7 Administration = 1 1 Elise Johnson Administration ~

= 2 2(Tony Stone Engineering B E) 3 Tony Stane ineerir

o 3 5 Felicia Dickson Information Technology = 5 3 Felica Dicksan Information Technolo:

= ) 4 Gilert Kazt Production = A < IoThert ezt Procioct £

= 5 55heena Jazz 04 8 GC 5 5 5 Sheena Jazz c: ;G.:n

168 ; Terminal Multimedia Management [X]
1] Process completed |
1Y

User D ) e =

@al Oan

O None Otone

Some: s
ome:
2 x
[ uocaPhoto | [ cowrlsedPhote [ ] [ Removerhote | [[omse | el o W e

User photos are downloaded. Click “OK” to end the process.

TO REMOVE USERS’ PHOTO

You can remove the photos from the terminal if you do not want to store them in
the terminal. Follow the steps below to remove the photos.

STEP 1 Click to select Terminal Multimedia Management.
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STEP 2

STEP 3

B Terminal Multimedia Management L‘@‘ _| B Terminal Multimedia Management: E|E|E‘
Display Theme 1 Acvertisement Pictures  User Photos: 1 Display Theme I Advertizement Pictures  User Photos ‘
Mo, | UseriD Mame Department Ussrname Phato - o, [ useriD ame: Department Username Phato -
v| 1 1 Elise Johnson Administration + \ [+] 1 4 Flise Johnson Administration ~
] 2 2 Tony Stone 5 2 2 Tony Stane Enginesring
] 3 3 Felicia Dickson Information Technology ] 3 3 felicia Dickson Technology
] 1 4 Gilert Kazt Production 1 s 4/Gibert Kazt Production
0 5 5 Sheena Jazz Y ] 5 5 Bheena Jazz Q48 aC
168 : Terminal Multimedia Management rg\
1 Process completed |
LAY
— | okp | [y |
User ID " User ID
(@] O an
() None ) Mone
Same Some
X X
[ Uplasd Phota ] [ Dewrload Phota ] [ Remove Phato [ | [ Close Uploss Phioto ] [ Dawnload Phto ] Remave Phato | Close

Click “User Photos”. Select the User ID to delete the photo.
Click “Remove Photo” to start.

124
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Click “OK” when the process is completed. The photos are deleted from the termi-
nal, but remain in the software.




STEP 4

STEP 5

B2 Terminal Multime dia Management =1 E2 Terminal Multimedia Management (=3
Display Theme 1 Advertisement Pictures  User Photos 1 Display Theme I Advertisement Pictures  User Photos ‘
N, | UserD Maime Department Ussrname Photo No. | UseriD hame Department Username Phota =]
[] 1 1 Elise Johnson Bministration + v 1 1 Flise Johnison Administration ]
[] 2 2 Tony Stone ] 2 2 [Tony Stone Engineering
] 3 3 Felicia Dickson Informatian Technology [ 3 3 Felicia Dickson Technology
] El o Gilert Hazt Froduction o] 4 4/Glbert Kat Production
] 5 5 Sheena Jazz QA ac 1 5 5/5heena Jazz Qm 8 o
User D F) User D 2
Oan O
Chone I Mone:
Soime same
Ty .
[ Upload Phato ] [ Davwnioad Photo ] g Remove Phota | Cloze [ Upload Phato ] [ Davvnioad Photo ] [ Remove Phota ] l Close M

If you want to delete the photo from the software, click the “x” button at the bottom
of photo.

The photo is deleted from the software. Click “Close” to save settings.
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APPENDIX «SAMPLE REPORTS
TIME AND ATTENDANCE REPORTS

ATTENDANCE SHEET
Attendance Sheet is a comprehensive

ili it ; FingerTec TCMS v2.2 Attendance Sheet 01/02/2009 11.46:40 Page: 1
report detailing activities of all staff in g
h 01/02/2009 - 28/02/2009 R -RESTDAY 0 _osEoay H _poLIDAY
a month. p—
User ID  Name | 1 9 1112f13|1s 16| 17| 18| 19f20] 21| 22|23 )24 2526 2a| | | |
Work Cvertime Leave
Administration
i I oo oo o411 iR IR H H
1 1 Elise Johnsom 1630} ' H
149.83 18.88 o 1933 heashsas! 527 frats a9l 80sl1szs, ! !
Engineering
2 2 Tony stons | | neutzho6.colopa g 20 0s.501 | U U O O b
i T o Tt | i i T | I
159.15 123« : 11854} 18:321 1818} 19171 1802! : : 19}18:09] 18:30! 20:33} o

Information Technology

: 2 Felicia Dicksen LI S N : | |
wrer s s beas st i i i

Production
iR Ha iR L T N I IR oorod
2 4  Gilbert Kazt H H H H 17:49 oo
i i i FIE O Y DOt o gt [
143.65 30.84 0.000 § H H T 19181804 1918118:31: 03:08) P

Q= QC

® ® R R Lo m P
c & fheens Tamz H H H R N HE
H H H i 10300 17:49) oo
i i i i (oo et} [
143.55 12.07 0.000 § H ! T 041 19:16¢16:31: 03:08; I
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E'TIME CARD FingerTec TCMS v2.2 Electronic Time Card 01/02/2009 11:43:31 Page: T
Electronic Time Card comprises of 1 P Elise Johnson Administration
detailed activities of an employee in pate  weekdsy  oay mpe  sche| m  nreak memme out  or  pome | work overtine short | ieave 7axen | memark
amonth. St T

03/02/2009 Tuesday WORKDAY 1 12:15 13:40 19:04 7.33 1.04 0.27

05/02/2009 Thursday WORKDAY 1 08:58 12:35 13:23 19:33 8.00 1.33

07/02/2009 saturday RESTDAY 1

09/02/2009 Monday WORKDAY 1 08:42 12:35 13:24 19:15 8.00 1.15

11/02/2009 Wednesday WORKDAY 1 08:34 12:38 13:25 18:27 8.00 0.27

15/02/2005  sunday smemar 1

ar/0z/an0s  erigay worszay e

28/02/2009 Saturday RESTDAY 1

s TEE Total Tays—PrasEnt s WarK— OwErEERE e

estone 2 2 [V —

orroay o

FingerTec TCMS v2.2 On Leave Report 01/02/2008 11:43:16 Page: 1
ON LEAVE REPORT 01/02/2009 - 28/02/2009
On Leave Report is a report showing
Ieaves taken by staff based on speci- uUser In Name Date weekday Day Type Sche Leave Taken
fied dates. Information Technclegy

1 E) relicia Dickson 26/02/2009 Thuraday WORKDAY - | amsENT 1.000
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DAILY ATTENDANCE

FingerTec TOMS v2.2 Daily Attendance Listing 01/02/2009 11.43.58 Page: 1
LISTING 01/02/2008
Daily Attendance Listing is the listing Sunday
of staff attendance based on the date User I Name Day Typs  Sche In  Break Resume Out O  Done | Work Overtime Short | Leave Taken
required. SETeetatien
1 1 Elise Johnson RESTDAY 1 | H H | |
Engineering
2 2 Tony Stone RESTDAY 1 H H H H H H H
Information Technology
3 3 Felicia Dickson RESTOAY - I H i i i H i i
Production
4 A Gilbert Kazt RESTDAY - ' H H H ' H H
QA & QC
B B Sheena Jazz RESTDAY - I H H H H H H H
Da7 TS TR T Ty Teesen e WorE  OverETE e R
WORKDAY ANNUAL
HoLIDAY stex
RESTOAY s sose1TAL
OFFDAY MATERNITY
T 7 5 T R iy oaTERNITY
—
User w/o Attendance o 0.000
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FingerTec TCMS v2.2 Tardiness Report ©01/02/200% 11:41:38 Fage: 1
TARDINESS REPORT 01/02/2009 - 28/02/2009
Tardiness Report is a report showing Berly-Out  Extonded Break  On Leave
daily activities of a staff such as In, Out, | " { -] wemme | o | or | e |0 [ -
Overtime, etc. : : : :
1 1 Elise Johnson Department: Administration
03/0z/2009 1 | 0%:02  0.02 0.15] 13:47  0.10] 19:04 0.27 1 0¢
tafoz/2008 1 | 0EES T.OE1IETEE 18722 U.06 9.22
06/02/2009 1 08:54 12:33 13:30 17:54 0.06 0.06
1o/0z/2009 1 | oB:ss 12:36 13:45  0.15) 18:29 0.15 g 29
12/02/2008 1 |BE:o1 001 12:37 13329 T9:32 G0 1.3z
13/02/2009 1 08:41 12:36 13:30 17:59 0.01 0.01
16/0z/2009 1 | 0EIEY [N AR 18715 U902 g.1s
18/02/2008 1 |93:00 12731 13:347 0.0 | 18:12 G086 g1z
20/02/2009 1 | 0@:3g 0.08) 13:26 18:02 U.08 g.02
24/02/2009 1 | ©08:54 0.14 13:31  0.01; 18:19 0.15 519
25/02/2008 1 [GEdET 0L45T 1253 13318 16:03 .45 5 0
27/02/2009 1 16:30 1.30 1.30
0.48 0.45 0.30 1.37 4.18
2 3 oy stone Departnent: Enginesring
03/02/2009 1 | 0%:05  0.05 0.037] 13:28 18:40 0D.08 g g
05/02/2008 1 |B8:81  0.01:12:39 13328 19:13 G0 113
10/02/2008 1 |WE:ES 13736 JEEFER R TR ) i3 5.7
1zf0z/2009 1 | 0EES 13737 13797 TT0.T7 ) 19541 TI7 111
1B/02/2009 1 |08:59 12337 13734 0.04) 18:21 T.04 g 21
20/02/2008 1 |0E:4E 1736 0 023 13:29 18:03 002 5 o9
24/02/2009 1 |0@:dl 0.061 13:28 18:19 0.06 .19
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FingerTec TCMS v2.2 Overtime Approval Worksheet 01/02/2009 11:21:51 rage: 1

OT APPROVAL WORKSHEET 01/02/2009 - 28/02/2009

Overtime Approval Worksheet reveals a

worksheet of a user and approval given User 1D Name pate T e B

for that particular person for working Saministration

overtime. 1 mise gommson 02/02/2008 1 e ) ) )
03/02/2009 1 1.08 . , ‘ ‘
04/02/2008 1 0.22 : : : :
05/02/2009 1 133, . f
09/02/2009 1 1.15 : : : :
10/02/2009 1 0.29 : : : :
11/02/2009 1 0.27 . f
12/02/2009 1 1.32 ; ; ; ;
16/02/2009 1 0.15
17/02/200% 1 2.1 . , \
18/02/2009 1 0.12 ; ; ; ;
19/02/2009 1 0.32
20/02/2009 1 v.oz . \ '
21/02/2009 1 ; ; 0.00 5.52 ; ;
23/02/2009 1 0.29
24/02/2009 1 0.8 . \ '
25/02/2009 1 0.03 ; ; ; ;
26/02/2009 1 0.25 f f : |

F—
2 Tony Stcne 02/02/2009 1 1.51 N
03/02/2008 1 0.40 : : : :
04/02/2009 1 0.25 : : : :
05/02/2009 1 1.13 : : : :
06/02/2009 1 0.1& ; ; ; ;
FingerTec world wWide
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ATTENDANCE SUMMARY FingerTec TCMS v2.2 Attendance Summary 01/02/2009 11:42:29 Page: 1
Attendance Summary is a summarized 0170272009 - 28/02/2009

report of staff attendance which com- —
H H U D N: Short WORKDAY HOLIDAY RESTDAY OFFDAY
prises of overall performance in work =ex ane s ,/| BE L L1 EO MP) Shor or ot ot ot
1 Administration
rate, absents, leaves, late in, early out,
mlssed punch’ etc 1 1 Elise Johnson 93.64 RE 7 8 3 dﬂi 149.50 13 Oli S.SJE
93.64 si 7 8 3 405 149.50 13 o)i 0.00 0.00 5,525 0.00 0.00
Sngincering
99.47 13} ERY o.s1} 1ss.08 1528} 0.00 0.00 5.9} 000 000
Infornation Technology
3 3 Felicia Dickson i 99.16 7E 1 ] 4 E 1 IZE 141.48 28 ZSE E i
8916 71 1 I 1a2) 1418 ze.25)  0.00 0.0 ©.00f .00 000
4 4 CGilbert Kazt i 95.07 1OE s 5 H 1 lli 143.39 35 Sli H i
95,07 10} s s 121} 1339 3es} 0.0 0.0 oo0f 000 0.00
e
HEECEIEH 0 4 Po128) 1332 a2.0e) 0.00 000 0.0f 000 0.00
Total 98.06 47 1 39 24 3 8.32 737.58 138.45 0.00 0.00 0.00 11.41 0.00 0.00
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FingerTec TCMS v2.2 Gross Wages Report 01/02/2009 11:46:54 Fage: 1
GROSS WAGES REPORT 01/02/2005 - 28/02/2005
Gross Wages Report is the gross calcula-
. WORKDAY or HOLIDAY or RESTDAY oT OFFDAY oT
User ID Name Rate/Hr
tion of worked hours of all staff based on | . cam xam sroot caor s cuor xiom
their rate per hour for a specified period. Fminiserarion
Elise Johnson 3 0.00 o.00 0.00 o.00 0.00 ©0.00 0.00 6.00 0.00
s 0.00 o.00 0.00 o.00 0.00 0.00 o.00 0.00 o.00
Engineering
Tony Stone s ©.00 o.00 0.00 o.00 0.00 0.00 0.00 0.00 .00
K 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Information Technology
Felicia Dickson k3 0.00 o.o0 0.00 0.00 0.00 0.00 6.00 0.00 o0.00
s 0.00 o.00 0.00 0.00 0.00 0.00 ©.00 0.00 0.00
Production
Gilbert Kazt $ 0.00 0.00 o.00 o0.00 0.00 0.00 o.00 0.00 o0.00
3 0.00 o.00 oo 0.00 0.00 0.00 ©.00 0.00 0.00
ot o
Sheena Jazz 3 0.00 o.o0 0.00 o.00 0.00 0.00 ©.00 0.00 0.00
$ 0.00 0.0 0.00 0.00 0.00 0.00 o.00 o.00 o.00
| 73798 138.78 1168
Total
s 0.00 o.00 0.00 o.00 0.00 0.00 o.00 0.00 o.00
. . FingerTec TCMS v2.2 Duty Calendar 01/02/2009 11:45:40 Page: 2
Duty Calendar is a calendar consists of arowp ¢ 1
workdays holidays, restdays and offdays | uomow  ssoumar  msssmay  ccosmmr 0o550.conea
based on a SpeCIfled group Year Month 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
2009 2 R W W w W W R R W w W W w R R w W w W w R R w W W w W R
1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
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DAY BY DAY ANALYSIS

Day by Day Analysis is a report of at-
tendance summarized daily in terms of
overall performance and number of ab-
sents, leaves, late in, early put, missed
punch, etc.

MONTH BY MONTH
ANALYSIS

Month by Month Analysis is a report of at-
tendance summarized by month in terms
overall performance and number of ab-
sents, leaves, late in, early put, missed
punch, etc.

FingerTec TCMS v2.2 pay by Day Analysis 01/02/2003 11:42:48 Bage: 1
-~ amombsent  fveieave Takem  Litate-in  Eo-marly-out  MP-wiss Pumch overtine
Date Weekday wozkratg BB LV LI EC Mp| Short | WORKDAY  or | HOLIDAY  or | RESTDAY or | OFFDAY  oT

01/02/2008 Sunday

02/02/2008 Menday 100.00 5 20.00  10.19

03/02/2008 Tuesday 97.94 N s 2 0.42 33.18 5.35

04/02/2008 Wednesday 99.43 2 1 2 012 39.46  15.15

05 /02 /2008 Thursday 99.45 2 5 0.13 39.47  s.31

06/02 /2008 Friday 98.80 2 1 2 0.29 39.31 2.28

o7/02/2009 saturaay

oa/02/2009 Sunday

09/02 /2008 Monday 99.93 1 1 0.02 19.58  11.28

Tofo272009 Tuesaay saes 1 s o TR e

T/o272008 [re— ss7s 4 T oea] 3me 3os

12/02/2009 Thureday sz 3T o3 3338 1138

13/02/2009 Friday sz 2T oA 3Es aas

14/02/2008 Saturday

15/02/2008 Sunday

16/02/2008 Monday 99.06 2 2 1 0.19 33.41 2.7

17/02/2008 Tuesday 99.00 3 2 1 0.22 36.38  14.18

18/02/2008 Wednzeday 99.50 1 3 1 0.12 39.48 2.5

19/02/2008 Thursday 99.45 2 2 2 0.13 39.47  20.51

20/02/2008 Friday 99.42 2 1 2 011 s0.48  3.26

21/02/2008 saturday 1181

22/0272008 Sunday

23/0272008 wonday ss.0s 3 2 05| 3914 3.4

24/02/2008 Tuesday 98.93 2 2 2 0.26 39.31 108

/0172008 [re— seas 1 PR Ta T T

T6f0172008 P Tos.oo 4 H Simis7

27/0272008 Friday Az e R R e P

2a/0272009 Satusday

Total 97.79 47 1 39 24 3 B8.32 737.58 138.45 0.00 0.00 o.o00 11.41 0.00 0.00
FingerTec TCMS v2.2 Month by Month Analysis 01/02/2009 11:42:57 Page: 1

01/02/2009 - 28/02/2009

JEPEIfECL AB=Rbsent LV=Leave Taken LI=Late-In EO=Early-Out MP=Miss Punch OT=Overtime

vonth Head Count Horkrate a2 W Ll E0  Mp| Snorc | womkpay  or | monmoav ot | mesmoav  or | oFemaY o1

hd |
02/2008 5 98.00 47 1 39 24 3 8.32 T3T.58 138.45 11.41
Total | 98.00 47| 1 39 2s 3| saz| 7arss 13sas 0.0 0.00 v.o0 1.4 0.00  0.00




CORRECTION REPORT FingerTec TCMS v2.2 Correction Report 01/02/2009 11:41:10 Page: 1
Correction Report is a report to indicate 01/02/2009 - 28/02/2009

if there is any outstanding clocking activ-
ity for administrative personnel to take User ID Name | In Break Resume Out oT Done Work Overtime Short Leave Taken Remark
Corrective measures. 1 1 Elise Johnson Department: Administration
27/02/2008 1 | 1 1 Ti6:30 § H | | H T 1.30 | |
2 3 Felicia Dickson Department: Information Technology

26/02/2003 - |

| ABSENT |

STAFF MOVEMENT FingerTec TCMS v2.2 staff Movement Analysis 01/02/2009 11:47:17 Page: 2
ANALYSIS .

Staff Movement Analysis is the transac- Taer 10 Date

tion records of individual staff by user | - . o |

|D Elise Johnson 2 00 2 0o 2 oo 2 oo
03/02/2009 ‘ 09:02 12:15 13:40 19:08
04/02/2009 ‘ 0B:35 12:24 13:23 18:22
05/02/2009 ‘ 0B:58 12:35 13:23 19:33
06/02/2009 ‘ 0B:54 12:33 13:30 17:54

09/02/2009 ‘ oB:42  12:35  13:24 19315
2 00 2 0o 2 00 z o

10/02/2009 ‘ 08:55  12:36  13:45  18:29
2 00 2 0o 2 00 z 00

11/02/2009 ‘ 0B:3a  08:40  12:38  13:25  18:27

2 00 2 0o 2 oo 2 oo 2 00
12/02/2009 ‘ 09:01  12:37  13:29  19:32

2 00 2 0o 2 00 2 0o
13/02/2009 ‘ 08:al  12:36  13:30  17:59

2 00 2 00 2 00 2 0o

16/02/2009 ‘ oB:43 12:28 13:26  18:15

2 00 2 0o 2 00 2 0o
17/02/2009 ‘ 08:59  12:33  13:24  20:11
2 00 2 00 2 00 2 0o

18/02/2009 ‘ 05:00 12:31 13:3¢ 18:12
2 00 2 0o 2 0o 2 0o

19/02/2009 ‘ oB:d¢ 12330 13:25  18:32
200 20 200 200
20/02/2003 | 08:33  12:22 1338 1802
200 20 200 200
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TERMINAL ACTIVITY FingerTec TCMS v2.2 Terminal Activity Report 01/02/2009 11:47:29 Page: 1
REPORT B
Terminal Activity Report is the transac-

FingerTec World Wide

tions record of staff by terminal. ™ Deseription pate Transaction
1 1 R2 12/03/2009 | 10:08 00 14:22 00 14:25 00 14:26 00 14:39 00 14:41 00 14:47 01
0 o o o 1234567 o 1234567

23/03/2009'15 24 00 15:25 00  15:26 00 15:26 00

24/03/2mw|11 18 00 11:22 07 11:24 00

01z 0L T o T

2 20w 37/19/2003 [1136 -1 116 -1 1138 -1 G119 -1 ln2n -3 LL25 -1 1125 -1 QL35 -1 128 1 13
1888 2888 1888 1888 1888 1888 1888 1888 1555 1888

|11 31 -1 11:32 -1 11:32 -1  11:41 -1  14:27 20 14:27 20 14:28 21  14:41 20 14:58 20 15:02 -1
1888 1888 1888 1555 1555 1555 1555 1555 2888 2888

|15 03 -1 15:03 -1 15:03 -1 15:03 -1 15:03 -1  15:03 -1 15:03 -1 15:03 -1 15:03 -1  15:03 -1
2888 2388 2888 2388 2888 2888 2888 22388 2888 2388

|15 03 -1 18:03 -1 15:03 -1 15:03 -1 15:03 -1  15:03 -1 15:03 -1 15:03 -1 15:03 -1  18:03 -1
2888 2388 2888 2388 2888 2888 2888 2888 2888 2388

27/02/2mw|15 01 00 15:01 00 15:01 00 20:44 00 20:44 00
oe/o:/zausllo 15 00 10:15 00

12/03/2009 | 15:47 20
1234567

23/03/2mw|15 15 10 15:20 10 15:25 12 15:26 12
1855 90 a9 1]

24/03/2mw|11 18 -1 11:28 -1
3

T0- 2 122 00:7 -1 3% -5 I T
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[IIESF\jl'IIVII\:CN-}AL TRANSACTION FingerTec TCMS v2.2 Terminal Transaction Listing 01/02/2009 11:48:03 Page: 7

Terminal Transaction Listing is the record

of all transaction data downloaded from Date D Description User ID Name Transaction

every terminal.
301 18/02/2009 17:58 2 Q2i 0o
302 19/02/2009 08:53 2 Qzi | 00
303 19/02/2009 12:22 2 Qzi | 00
304 19/02/2009 13:27 2 Q2i | oo
305 19/02/2009 18:04 2 Qzi [ 00
306 20/02/2009 00:30 2 Qzi 3 00
307 20/02/2009 18:01 2 Qzi | 00
308 20/02/2009 20:37 2 Qzi P 00
308 20/02/2009 21:24 2 Qzi [ 00
310 21/02/2009 00:45 2 Qzi 3 00
311 23/02/2009 08:59 2 Qzi g 00
312 23/02/2009 12:41 2 Qzi P 00
313 23/02/2009 13:22 2 Qzi [ 00
31e 23/02/2009 18:23 2 Qzi 3 00
315 24/02/2009 08:55 2 Q2i g oo
316 24/02/2009 12:31 2 Qzi P 00
317 24/02/2009 13:22 2 Qzi | 00
318 24/02/2009 18:19 2 Q2i | oo
319 25/02/2009 08:49 2 Q2i [ oo
3z0 25/02/2009 12:45 2 Qzi 3 00
321 25/02/2009 13:36 2 Qzi | 00
322 25/02/2009 18:45 2 Q2i I oo
323 27/02/2009 18:01 2 Qzi [ 00
324 27/02/2009 20:44 2 Qzi 3 00
325 27/02/2009 21:29 2 Qzi I 00
326 28/02/2009 02:46 2 Q2i g oo
327 12/03/2009 15:07 2 Qzi [ o7
328 23/03/2009 16:24 2 Qzi [ -1

-1: 1 00: 77 07: 1
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