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INSTALLATION AND ACTIVATION

Installation And Set Up

To install the software, you need to insert the software installation CD intoa CD-ROM or a
DVD-ROM.Browse the CD and run the installation file. If your computer has an AUTORUN
feature, it will be initiated automatically.

Step 1: Double click the icon to initiate the installation process. For PC with
AUTORUN feature, the installation process will be initiated automatically.

Step 2: Click “Next” to proceed.

Step 3: Check “I accept the terms in the license agreement” after you have
read the license agreement. Click “Next” to proceed.

Step 4: Click “Next” to install the software to default installation folder at
C:\Program Files\Founder\DiGiTime. Click “Change” if you want to specify a
different location to install the software.

Step 5: Click “Install” to start the installation, which takes a few minutes and
varies with performance of computer.

Iﬂ Step 6: Click “Finish” after the installation is completed. A new icon is cre-
Found ated on the desktop. Click the icon as shown below to start the software.
DiGiTirme v2
Step 7: Choose a language and click “Select” for your the preferred lan-
guage.
o el aall oAV s yal Arabic &
BEFELMBEBLAFESEEERSE Chinese Simplified
FERLEBLEAEERERES Chinese Traditional
Select this option for English version
S A | s el e AR s Farsi
Choisissez cette option pour la version Frangaise French
Diese Option fiir clie deutsche Version auswihlen German
Pilih opsi ini untuk versi bahasa Indonesia Indonesian
Selezionare questa opzione per la versione in lingua Iltaliana Italian
Pilih pilihan ini untuk versi Bahasa Malaysia Malaysian
Seleccione esta opgéo para versdo em Portugués Portuguese (Portugal)
Seleccione esta op¢ao para Versao em Portugués - Brasil Portuguese (Brazil)
'
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Setup Wizard

Congratulation! You have successfully instaled this.s
YOUF COmputer system.

Note: The product key and the software

I'm a smart Setup Wizard which

activation key can be found on the sticker.

complete this one time initializs)

Step 8: You can find the

Plesse locate your Produ §

this cods on the genuine & Product Key:

setup CO 2 B4NZ-AEQY-JW6A
S 1 Ty A
3 S/N: 8203602 Activation Key: K2EWF5SZ
E 001010
8 ©2008-2009 HRM System All ight reserved.

== | B4NZ |- AE9Y -|TWEA ‘

Setup Wizard

LB

By default, the system slways records the time in 2400 hours format
Hows do you wart the date to be recorded ?

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

(COIMM 7DD 7YYy
(DD T Y
CYYYY MM DD

Example of date & time:-
19/02/2009 15:19

& working day is & day which requirss one's present ta work, or otherwiss it can be
& holickay or restday, stc which dont nesd himier to come ta wotk

By defaut, the system have suggested the following specisl key words to reprassnt
sach of the above day types, if you want, you may wish to change them. For sase of
reference, it's recommended you don't change them

The normal warking day is WWORKDAY
The non-warking holiday is HOLIDAY
Cther non-working days &re RESTDAY
OFFDAY
First day of the week iz Sunday v
Cancel l [ = Back l { blest = Ek
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product key, activation key
and serial number of the
terminal printed on a genu-
ine sticker.

Step 9: Select the date
display format to be used
in the software and reports.
Click “Next” to proceed.

Step 10: By default, the
software displays the name
of working and non-work-
ing day and they can be
changed according to your
preference. All these infor-
mation will be displayed in
the software and reports.
By default, the first day of a
week is Sunday, and it can
be changed accordingly.

However, the software
always defines the first
day of the week when you
choose the display lan-
guage 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.



. « »
Step 11: In “Password Mowe come tothe part whers you might wart to protect this program from
. unauthorised usage.
column, insert the ad- o can enter your secret password Using mesimum of 10 alpha-numeric characters
ministrator’s password to pratect i for auihorised usage anly, or leave it blank if you dont require it now.
At your convinent, you can alweys actiawts or deactivate this password protection
tO prOteCt access tO the shiould you decided to change it &t & lster stage

software.
In “Retype” column, type

Password | =

. Retype | ==

agam the same password Finally, you may briefly introduce yourself to me so that we may cortact each ather in
to reCOnﬁrm. future, that iz, if wou wart to.

) X Company
Password is an optional .
field. You can ignore it if Emei
you have any other facili- Country v
ties to guard your compu-
ter.

[ Cancel ] [ < Back ] [ Mext > hJ

In the “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: Click “Finish” to end the software setup. A welcome message will prompt to inform
you that the setup is completed. Click “OK” to accept.

Step 13: Software will start Enter Password

automatically. Insert the ad-
ministrator’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.

Connecting and Activating Terminals in Software
USING TCP/IP, RS232 OR RS485 CONNECTION

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

Step 1: When the software is initiated for the first time, a page will pop up.
Follow the steps below:

[1] Insertthe 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 Communica-

tion Option in the terminal.
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[2] Select the model of the terminal.

[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.

Step 2: A message will pop up and request you to confirm that the terminal has been con-
nected properly. Click “Okay” after you have checked the connection.

—

Specify the ID number and the type of madel for each instalied termingl, and s known communication port for RS-232485 connection, o its Unigue IP address for TCRIP connection.
In ardler o enable & disabled terminal, make sure the terminal i cannected oniing to your PC kefare you untick the Disakied checker.
IMPORTANT: Click *Activate Terminal' button to activate the terminal in order o able to dovnload clocking data from terminal.

Disabled | Frouct Key Activation | D [ Group Description Mosel Serial No. | Connection | Baudrate I Adeiress -]
B4I-AETY-IVBA 1 o R2 TCPP 115200 1921681 222

Confirm Terminal is Online.

Pleasse ensure that the selected terminal s connected online and the
communication settings are set correctly hefore proceed

Are you sure you wart to cortinue 7

Cancel

A o]

[IShaw TCMS2 Yiewer Activation

At [ Terminal Group | [[aeey | [[aese |

Activate Terminal

¥ou are ahout to activate the selected terminal to enable the downloading of clocking dsta from . n N

theterminal Step 3: A new window will pop up to
ou may choose to activate it using internet online activation, or you can erter the activation . . N . .

ey if you alreacly have i indicate that connection is established.

The software will connect to the termi-
Praduct Key nal to read the serial number. Insert the

sensi o, [GEDETTE Activation Key into the column. Click
“Apply” to save settings.

(Ol have the internet connsction, | want to activats my terminal oniine

(31 alrsady have the activation key, | want to enter the activation key
Activation Key | 7THU4ADEN 1 i
Y 2108 : Activate Terminal

Wisit our website for international warranty registration

! Caongratulation! You have activated the selected terminal successFully,
LAY

The software has been activated and it is ready to run. Click “OK” to accept the message.
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If “Apply” button is deactivated after
you inserted Activation Key, please
check the genuine sticker. Make
sure that the key numbers shown on
the screen are the same as the ones
printed on the sticker.

USING USB FLASH DISK

Activate Terminal

You are about to activate the selected terminal to enable the downloading of clocking data from
the terminal

*ou may chooss to activate ft using internet onling activation, or you can enter the activation
key if you alveatly have t

Froduct Key

SerialMo. | 8202478

Ol have the internet connection, | want to activate my terminal onine.

@ already have the activation key, | want to enter the activation key
Activation Key |RE3VT 4}47

Wistt our website for international warranty redisteation

Step 1: Uncheck the Disable column to activate the terminal.
Step 2: Insert the Serial number of the terminal into the column.Click “Apply” to proceed.

Specity the ID number and the type of model for each installed terminl, and its known communication port for RS-232/485 connection, or its unique IP address for TCPAP connection
In oreer to enabie a disabled terminal, make sure the terminal is connected online fo your PC before you urtick the 'Disablec checker.
IMPGRTANT: Click ‘Activate Terminal' button to activate the terminal in order to able to download clocking data from terminal

Disabled Procuct Key Activation | 1D | Group Description Wiode! Serialho. | Connection | Baudrate IP Address -]
] BANZ-AEIY-JES | THUADEN 1 0 Terminal 1 2 5202478 TCPAP 115200 192.168.1 222
RL57-QEGS-LWES 2 0 IKio=sk 100 usB 115200 192.168.1 201

82027238

R [Cap ]

1|

o

[Jshow Viewer Activation

( Terminal Group ] [ewey ] [(gese |

Step 3: Insert Activation Key into
the column. Click “Apply” to pro-
ceed.

Activate Terminal

“fou are about o activate the selected terminal to enable the downloading of clocking data from
the terminal.

“¥ou may choose to activate it using iternet online activation, or you can enter the activation
key if you already have .

Product Key

SerialNo. | g202728

(01 v the Internet connection, | want o activats my terminal oniine:

(5| alresady have the activation key, | wart to erter the activation key
Activation Key |RE3VT4A7T

Wisit our website for international warranty recistration.

Close
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2108 : Activate Terminal

! E Congratulation! You have activated the selected kerminal successfully,
Step 4: Software will be acti-

‘You are abolt to activate the selected terminal to enable the downloading of clocking data fram vated. Click “OK” to accept the
the terminal « " .
Yol may choose to activate t using internet online activation, or you can erter the activation message. If Apply button is

key if you alveatly have t

deactivated after insertion of Ac-
tivation Key. Make sure the key
numbers shown on the screen are

garial No. the same as the ones printed on

(1 have the internet connection, | wart to activate my terminal online. the sticker.

Froduct Key

@ already have the activation key, | want to enter the activation key
Activation Key |RE3VT 4}47

Wistt our website for international warranty redisteation

Adding or Deleting Terminals
ADDING NEW TERMINALS INTO THE SOFTWARE

Step 1: Click “Add” to add a new terminal into the software.
Step 2: Insert the Software Product Key. Click the “key” icon to confirm.

‘Specity the ID number and the type of model for each installed terminal, and its known communication port for F:S-2321455 connection, or its unique IP address for TCRAP connection
In order ta enable  sisabled terminal, make sure the terminal i connected online to your PC before yau urtick the ‘Disablest’ checker.
IMPORTANT: Click 'Activate Terminal button o activate the terminal in order to able to dovwnioad clocking data from terminal.

Disabled Product Key Activation D | Grous Description Madel Serial No. | Connection | Baudrate IP Address H=]
B4NZ-AESV-MEA | THUAADEN 1 0|Terminal 1 R2 6202478 | TCPP 115200 192.166.1.222

Please enter Product Key

H & | in

[show Viewer Activation

il [ Advanced setings ] [__Terminal Group ] [Caoy | [(gos= |

Step 3: Repeat steps as mentioned in page 16.

Teri L

Specify the ID numker and the tyne of model for each installed terminal, and its known communication port for RS-232/485 connection, or its unidue IP address for TCRAP connection.
In oreler to enable & disable terminal, make sure the termingl ks connected onine to your PC befare you untick the Disabled checker
IMPORTANT: Click 'Activate Terminal' button to activate the terminal in order to able to download clocking data from terminal

Disabledt Product Key Activation | D | croup Description Madel Serial No. | Connection | Baudrate IP Aderess i
BANZ-AESY-JMEA | THUADEN 1 0 R2 202478 |TCPAP 115200 1921661 222
% RL57-QE33-LIWES 2 i R2 TCRAP 115200 fa21681.223 b
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DELETING TERMINALS FROM THE SOFTWARE

Check the box to select terminal you want to delete and click “Delete” to proceed.

Terminal

Specify the 1D number and the type of model far each installed terminal, and S known communication port for RS-232/485 connection, or ts unidue IP address for TCPIP connection
In order to enakis a disabled terminal, make surs the terminal is connected online to your PC before you untick the Disabled checker
IMPORTANT: Click *Activate Terminal button to activate the terminal in oreer to able to download clocking data from terminal

Disablest Product Key Activation | D | Group Description Madel SerialNo. | Connection | Baudrate IP Address
B4NZ-AEQY-MWEA  |THU4ADEN 1 0/Terminal 1 R2 6202478 TCPiP 115200 192,168 222
RLS7-QEB9-LWES  |REIVT4A7 2 1[Terminal 2 R2 6202728 TCPiP 115200 192,168, 223

-

4]
I Show Viewver Activation

Close

sdvenced Setings | [ Termingl Group

[

Interacting With Terminals

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

Step 1: Check the terminal ID to connect to the terminal and to retrieve settings. Click “Ad-
vance Settings” to proceed.

Terminal

Specity the ID number and the type of model for each installed terminal, and its known communication port for RS-232/485 connection, or its unique IP address for TCPAP connection.
In oreler to enable a disakled terminal, make sure the terminal i cannected online to your PC hefare you untick the Disabled’ checker,
IMPORTANT: Click *Activate Terminal' button 1o activate the terminal in order to able to dawnioad clocking data from terminal

Disabled Product Key Activation | ID | Group Description Madel Serial No. | Connection | Bawdrate IP Address
BANZ-AESY-JWEA | 7HUAADEN 1 0[Terminal 1 R2 8202478 |TCPAP 115200 192168 222
] RLS7-GEBI-LAEI  |REZVT4AT 2 0Terminal 2 R2 a202728  [TCPP 115200 1921681 223

< | j_l

[[]showe Viewer Activation

advanced Setings ] [ Terminal Group

Add

[

Step 2: Click “Get Settings” and the software will retrieve information from the selected termi-
nal. Once information is retrieved, click “OK” to save the settings.

Terminal Advanced Settings

Terminal ID
Description
Pulling Host IP

Mo sttendance records

| Terminal 2

O

Baudrate
IP Address
Connection

Communication Key

115200 -

192.163.1.223

<

5

o

=
|:|i||

Language
Date format
Woice

1:M Threshold
1:1 Threshald

Only 1:1

1 Process completed |
LAY

Sleep time

o'clock

o'clock

L

o
o
=3
9
&

Wer B.18 Jan 4 2008

@

=}

w

X}
3
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Step 3: Descriptions of Terminal Advanced Settings are explained below:

Terminal Advanced Settings

Terminal ID Model [iosk 100 Baudrate 15200 v

Description Terminal 1 IP Address 1921681222

Pulling Host IP Connection TCPAP “

Mo attendance records (il Communication Hey

Language English R Sleep time o | o'clock

Date formst Y -MiM-DD » Paowver aft time - o'clock

Woice on w Powver on time - | o'clock

1:M Threshold 45 & SDK wersion 6032

1:1 Threshold 3= Firmmeare version Wer 620 Mov 11 2006

@t to 3 Aclministrator l:l

Ielle: mirwte: 0 Uzer l:l

Idle action Sleep Mode A Fingerprint

Halicka:

Lock delay 150 % | (x20ms) IFEEsaE] l:l w

Wiegand format 26 v User log | | [ Workcode ]
Lot Seftings [ Default Settings ] [ Set Settings I [ Print Settings ] [ Update Firmware I [ Cloze I

¢ Terminal ID: Specify the terminal identification number.
¢ Model: Choose from a list of the terminal models.

¢ Description: Describe the terminal’s details for example terminal 1 location is at the front
entrance.

¢ Polling Host IP: Retrieve and display the host IP. (Only a computer with this IP address can
download the data from the terminal.)

¢ No Attendance Records: A check on this box will provide no attendance records at all. This
function is suitable for terminal for door access only.

¢ Language: Choose the language for the terminal.
¢ Date format: Choose the date format from the list for on the terminal.
¢ Voice; Enable or disable voice emission in the terminal.

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

¢ 1:1 Threshold: specify the value for 1:1 matching threshold in the terminal. The valid range
should be between 0-50. Recommended range is 35-50.

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

¢ |dle Minute: Specify the number of minutes to trigger the idle action with either power off or
sleep mode. Choose value “0” to disable this function.

¢ |dle Action: Specify the idle action with either power off or sleep mode.

* Lock delay: Specify the timer of the door after verification is done and before the door is shut
again. This function is for door access only.

¢ Wiegand format: Specify the Wiegand format used. This is only used when you are using a
WG model. Wiegand format is another communication interface besides ethernet, RS232
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or RS485. Wiegand format normally is integrated with a third party software or a controller.

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

o [P Address: Specify the IP Address of the terminal. This is only effective when the TCP/IP
communication method is bering used.

¢ Connection: Choose from the list of connection types available. Ethernet, RS232 or RS485.
Choose only one method.

¢ Communication Key: Specify the communication key, which is a password for software to
communicate with device; the default value is 0.

¢ Sleep Time: Specify the time for the terminal to rest.

¢ Power Off Time: Specify the time to turn off the terminal automatically.

¢ Power On Time: Specify the time to power on the terminal automatically.

¢ SDK Version: Displaying the SDK version of the terminal.

¢ Firmware version: Displaying the Firmware version of the terminal.

¢ Administrator: Displaying the number of administrators available in the terminal.

¢ User: Displaying the total number of users available in the terminal.

¢ Fingerprint: Displaying the total number of fingerprint templates available in the terminal.
¢ Password: Displaying the total number of password users available in the terminal.
¢ User Log: Displaying the number of transactions being done in the terminal.

¢ Get Settings: Click to get the current settings of the terminal.

¢ Default Settings: Click to get the default settings of the terminal.

¢ Set Settings: After changes have been made, a click on this button will update settings to the
terminal.

Note: Firmware file is

¢ Update Firmware: Update to the latest terminal firmware. always in .cfq formats.

You may obtain this firmware update file from resellers.

¢ Close: Close the terminal Advanced Settings window.

Assigning 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 tasks. For example, you can assign
all terminals installed at ground floor into a group labeled Ground Floor, and those on 1st floor
labeled as 1st Floor. During data downloading/uploading, you choose terminals by choosing
group(s). This is an option to facilitate the software operation in an environment with multiple
terminals. Please follow the steps below:

Step 1: Click “Terminal Group” to define group name.
Caution: A check on Dis-
able will stop the software
Step 2: Insert number to represent Group ID into Group column. from connecting to the
. L. L ” terminals in the group.
Insert group name into Description column. Click “Close

to save settings.
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Terminal

Specity the ID number and the type of model for each installed terminal, and its known communication port for RS-232/485 connection, or ts unigue IP address for TCPAP cannection.
In order to enable a disabled terminal, make sure the terminal is connected online to your PC before you urtick the ‘Disabled” checker
IMPORTANT; Click *Activate Terminal’ button to activate the terminal in orcler to akle to download clocking data from terminl.

Disabled Product Key Activation | D | Group Description Made! Serial No. | Connection | Baucrate IP Address
B4NZ-AESY-IWEA | PHU4ADEN 1 0|Terminai 1 R2 6202478 |TCPAP 115200 192.168.1.222
O RLS7-QEBI-LABI  [REIWT4AT 2 0|Terminal 2 R2 8202728 [TCPIP 115200 192.168.1.223
<l [

[show Viewer Activation

Advanced Seftings Terminal Group [:

Specity the ID number and the type of model for each installed terminal, and its known communication port for RS-232/485 connection, or ts unigue IP address for TCPAP cannection.
In order to enable a disabled terminal, make sure the terminal is connected online to your PC before you urtick the ‘Disabled’ checker
IMPORTANT: Click *Activate Terminal’ button to activate the terminal in order to able to download clocking data from terminal.

Disabled | Procuct Key. Activation | D | Group jon | Bauckete P Address
BANZACSYIEA  [THLAADEN 7 3 ta:r:ﬁmss & table consists of user-definahle group description for 15200 21661 222
] RLS7-QEBS-LWVES  |REAVT4A7 2 0 115200 1921681223
Disabled | Group Description B
0] Ground Foor |
1 1|R&D
2|Production
To add 2 new resord, press the doun-amou key uhen it s 2t the
bettem of the fist
o remoue a record, just srase the deserption
<l |

[show Viewer Activation

[ Advanced Seftings | [_Terminal Graun ]
Step 3: Assign terminals into the corresponding group. Click “Apply” to save settings.

Terminal

Specify the ID rumber and the type of model for sach installed terminal, andl s known communication port for RS-232/485 cannection, or 1S Unidue IP address for TCRP connectiorn
In order to enabi a disabled terminal, make sure the terminal is connected onlin t your PG befare you urtick the ‘Disabled checker
IMPORTANT: Click ‘4ctivate Terminal' button to activate the terminal in order to akle ta download clocking data from terminsl.

Disahled Product Key Activation | ID | Group Description Madel Serial No. | Connection | Baucate IP Address
BANZ-AESY-IWEA | PHUADEN 1 0/Terminai 1 R2 6202478 |TCPAP 115200 192.168.1.222
RLS7-QEGI-LWVBS  |REIvT4A7 20 Terminal 2 R2 6202728 |TCPAP 115200 192.168.1.223

0 [@round Floar

12 [Praduction

<] | J_‘

[JShow Viewer Activation

[ advancedsetings | [ Temnsicrows | [_awey | [ close |
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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

= =1k
The following configuration components are available:
Date f Hour format ~
Day type
Leawe type
Staff extended leave
Clocking scheduls Department Name Definition
Graup duty roster

Comparry & cartact person Below is & table consists of user-definable department names
Change password
Preferred language
Re-build database indexes
Backup/Restore database files Department Password Liser ID
Department definition

Section cefintion Engineering

Remark definition Information Technology
What's new inthis release 7 Froduction
amEac e
To add a new record, press the down-amem key when it is at the bottom of the list.
Use this setting o key nthe pre-c| 1o remoue a record, just ersse the deseription
name
Cancel |

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.

¢ To add 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 the software 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 software.

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 pass-
word and press DEL on keyboard.
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The following configuration components are availshle

Date /Hour formst

Dary type

Leave type

Staff extended leave
Clocking schedule

Group duty roster
Company & contact person
Change passyord
Freferred language
Re-build database indexes
Backup/Restore database files
Department definition

Section Name Definition

Below is a table consists of user-definable section
names.

Section

Feermark definition FE—
Wwiat's new in this release 7 Team &
Team B

Uss this setting to key in the pre-

To add @ new recond, press the doun-amow key when it is 2t the
bottom of the list
To remove a reoord. just erase the description.

Cloze

The following configuration components are available;

Date / Hour formst

Day type

Leave type

Staff extended leave
Clocking schedule

Group duty roster
Company & contact person
Change password
Preferred languaoe
Re-build databaze indexes
Backup/Restore database files|
Department definition

Attendance Remark Definition

Belowr is & table consists of user-definahle remark far
attendance.

attendance

Section defintion Remark Code J
What's newy in this release 7 Going to mest client 11
Attempt to training e
CheckIn o0
onfigure ot o
Use this setting 1o key in the preg OT out 05 ‘

To add a new revord. press the down-amow key when it s at the
bottorn of the list
To remove a recond, just erase the description.

Cloze

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.

To add a new Section, insert the
name of the section into the col-
umn. Press | to insert the next
section.

To delete, select a Section and
press DEL on keyboard.

Click “Close” to save changes.

Remark Definition

Remark is a tag to explain user’s
clocking activities. It is in combi-
nation with the work codes used
by a terminal. A user can insert a
predefined work code during his
fingerprint verification at the ter-
minal. The inserted code is meant
to identify activities, for example
code “20” represents “Emergency
Leave”, code “10” represents
“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 Mon-
itor Terminal Activity.

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

00 | Check In

01 | Check Out

04| OTin

05 | OT Out

A | Check In

V | Check Out

ESC|OT in

OK| OT Out
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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.

User can press the keypad buttons to define their clocking status during veri-
fication.

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



User Management

The tollowving terminal control functions are available:
Click to go to User Management. e e — -
Devices = .

User acoess codes
Terminal users cortrol

H “ ” Terminal last update status
Click “User management” to open the page and you Configure acosss zones

will see the following window. Set terminel dete and tine
Set automatic download interval

Davnenlozd dta from terminel
Clear all data in terminal
Terminal data audi list

Monitor terminal activilies

USB flash disk management
Instart message display

FRIS database server management

Usze this setting to dovnload enrolled users from reader into

User Fingerprint Management is a page to interact | iacaicetabase, anc to distrisute stored users to other reacier.
with all connected terminals in handling transfers
of users. The details of each column are explained

below.

B User Management:

List of fingerprint templates stored in PC database for the each users, indicating no. of fingerprints enrolled, type of user priviege and manusl input
passwort
Click the buttons below to dovvnioad users from terminal, upeate users to terminal, delete users from terminal, or delete users from PG
Select Department:-

User D Name Departmert Fingerprirt | Liser Name Priviege Passwort Carel ID Disabled [ 7.1 [1] -]

z
&

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 settings 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).
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DOWNLOADING USERS FROM TERMINALS
After users are enrolled at a terminal, the data must be downloaded into the software before
using any other features in the software.

er Managemen Download Users from Termina =

List of fingerprint templates stored in PG database for the each use|
password
Click the buttons below to downioad Lsers from terminal, Lpdate U

Use this function to doverioad all (including new) or selected user(s) data
from selected terminal to PC. ‘fou can sither choose to dowrlosd
fingerprirts, username + priviege + password, or ath data set

Department:.-
v

Mo, User ID Name Def ard 1D Disabled T.1|T.
“You may select the range of records by:
o [q v/ [
User D w1 a
@ ,'Z g
v
OMone N
Some s
o

Selected data: Fingerprirt
ard D
jSername + Priviege + Password;

3 [ Apply ,\r] [ gancel | _,H
13

[_povmioed User | [ Upeste User ] [ Delete User Termina | [ _elete User )|

[1] Click “Download User”.

[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.

[T Tr— =)

List af fingerprint tempiates storec in PC database for the sach users, Indicating no. of fingerprints enraled, type of user priviisge and manusl input

passwort
Select Denartment -
v

Click the buttons belowy to download users from terminal, upeiate users o terminal, delete users from terminal, or delete users from PC.

Mo | UserD MName Departmert Fingerprirt | User Name Privilege Password Card I Disabled | 7.1 [1]
1 1 [Eise Jahnsan Aciministration 1 User 4252892 ]
2 2|Tony Stone 1 User [erae ]
3 3 |Felivia Dicksan Information Technology 1 User |
4 4|Gilbert Kazt Production 1 User ]
s 5|Sheena Jazz oA QT 1 User [

: ‘ e

[ pownicsguser | [ Uptiste User ] [ peeteuserrermina) | [ Destenserpc) | [ saveuser | [ ciose |

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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UPLOADING USERS TO TERMINALS

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

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

Update Users to Terminal

Use this function to updste all or selected user(s) data from PC 1o
selected terminal. You can either choose to update fingerprints,
LSErmEme + privilege + passyword, or both data set.
You may select the range of records by:
o9 »
User ID w1 Elize Johnson ~
@AH v 2 Tor.wi Sto.ne
O More v 3 Felicia Dickson
v 4 (Gilhert Kazt
Some v 5 Sheena Jazz
w
Selected data: Fingerprint
Card ID
{ Lpply %J [ Cancel

[1] Click “Upload User”.

[2] Inthe “Upload Users to Terminal” win-
dow, select terminal ID.

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

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

[5] Click “Apply” to upload.

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

Use this function to update sl or selected user(s) data from PCto
=selected terminal. Y'ou can either choose to update fingerprints,
USErname + privilege + password, or both data set

You may select the range of records by,

e} v
Usger ID v 1 [Flise Johnson ~
@AH w2 TOI?W Sto.ne
Onione v 3 Felicia Dickson
v 4 Gilert Kazt
Zome v S :Sheena Jazz
w
Selected data Fingerprint

Select Terminal ID [ gance |

N

[1] Click “Upload User”.
[2] Inthe “Upload Users to Terminal” win-
dow, ignore the ID column.

[3] Click “All” to select all users to upload
or you can choose to upload a particu-
lar user by clicking his user ID.

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

[5] Click “Select Terminal ID”.

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

[7] Click “OK” to proceed.
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3 User Management
_ Update Users to Terminal
List of fingerprint templates stored in PC database for the each users, insicating no. of fingerprints
passwor Use this function to update =il ar selected user(s) data from FC 1o
Click the buttons belovwy to downioad users from terminsl, update: users totermingl, defete users fr]  Selectec terminal. You can efther choose to uptiate fingerprints,
usermname + privilege + password, or hoth deta set
B
No. [ Userp I » . -
2 =5 2D Tick checker below to select the data terminal:-
i 1|Blise Johnson
% 2 [Tany Stone [setect] © [ eroup Descrigtian Status C
3 3|Feficia Dickson o 1 [N terminal e — =
v 2 OUT terminal ()
4 4|Gilbert kazt iy Stone
3 §|Sheena Jazz & [Hicia Dickson
£ foert Kazt
Do |Ground Floor -~ eena Jarz
Ichl R&D .
2 Production
st b
Cancel
=)
~ Wisername + Priviege + Password
" Okay Iy X Caneel -
Ld T T Select Terminal ID | [Ccancel | |»
1
Envell Liser [ oownkedUser | [ Updlete User | [ Delete User (Terminay | [_Delete UserPe) | Save User

[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.

DELETING USERS FROM 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.

Delete Users from terminal

[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 +

Privilege + Password) to delete.

[4

Click “Apply” to proceed.

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

Use this function to delete all or selected user(s] data from selected
terminal. You can either choose to delete fingerprints, username +
privilege + password, or both dsta set.
“oumay select the range of records by:
o v \ |
User ID 1 Eiise Johnsan ~
Oa [z Tony Stone
On W3 Felicia Dickson
s W Giloert Hert
o s |sheena Jazz
v
Selected data: Fingerprint
Card ID
[ Apply ,\eJ [ Cancel ]
oy
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[1] Click "Delete User (Terminal)"

Use this function to delete all or selected user(s) data from selected [2] In the Delete Users frOm Termmal
terminal. You can stther choose to delete fingerprints, username + window, ignore the column ID of termi-
privilege + password, or both data set
nal.
[3] Click “All” to select all users to upload
You may select the range of records by or you can choose to upload particular
(] . . .
| 8| | | users by clicking their user ID.
User ID (R ‘Elise Johnson ~
@ ¥ 2 Tony Stone [4] In “Selected Data”, please select all
Orore = e e (Fingerprint, Card ID, User Name +
— Os Shesna Jazz Privilege + Password) to upload.
[5] Click “Select Terminal ID”.
[6] A new window with all terminal IDs will
ad be displayed. Uncheck irrelevant ter-
Selected datar [ Fingerprint minal ID.
car?i-li':'rﬁé""'i'?i;\'\}iié"""”m"""m [7] Click “OK” to proceed_
py e + Password;
[8] If you want to sort the terminal by
[___sefect Termna o M I group, select Group by the Terminal

Group column.

Select the Group and Click “OK” to
proceed.

=

erprints envolled, type o user privilege and manusl input

Select Department.-
v

|erorint | Dser Name Priviege Password Card D Disaied | 1.1 [1]~]

Use this function to delete all or selected user(s) data from selected
| terminal. You can either choose to delete fingerprints, username +

isers from terminal, or delete users from PC
priviiege + password, or both data set

o may select the range of records by

rel ID

L ® Sl Tiick checker, below to select the data terminal:- O
H erD o1 o | sroup Descrigtion Stetus = =
5 Ol i ; 1 Termine 1 =
= O None % . 2 Terminal 2 =
I Some Bs

H [ow | [oms |

i Selected data: Fingerprint

Username + Frivilee + Passward oucton % |
|
T
L S [(eancer ] »
[ oownosduser | [ UpdsteUser | [ DeleteUser emina) | [ Deiete User ey

DELETING USERS FROM COMPUTER

Once user information is deleted from a terminal, the particular user will not be allowed access
anymore. However, his information is still available in the software. To remove a user from the
software, please follow the steps below.
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Delete Users from PC

Use this function to delete all or selected user(s) data from PC databasze,
not terminal. You can either choose to delete fingerprints, username +
priviene + psssword, or both data set

*You may select the range of records by,

L

User ID

1 [Bis= donnson -~
Qal w2 Tony Stone .
On 3 [Felicia Dicksan
one B (Gilbert Kazt
— s [Sheena Jazz
b
Selected dats Fingerprint

Cancel

[1] Click “Delete User (PC)”.

[2] Click “All” to select all users to delete
from the software or you can choose
to delete particular user by clicking his/
her user IDs.

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

[4] Click “Apply” to upload.

The user information will be cleared and
highlighted in grey. However, his User
ID, name and department will still be in
the software. It is recommended that the
Company keeps the information for future
reference.

If the Company wants to delete the user from the software, please follow the steps below.

[1] Click S8 1to open User Record page.

Users

[2] Double click the “Dustbin” icon.

Mo, | UserD Name = Department | Section [ crown [ Reteirr | Suspena B
1 1 |Elise Johnson | | mciministration 0 [
2 2{Tony Stane 0 ]
3 3| Felicia Dickson Purge User ID 0 O
4 4 Gilbert Kazt o 1
3 & Shesna Jazz Please selact the user ID which you vvart to purge away. )
All clocking transaction related to these purged users wil slsa ke =
removed
User D 1 [Bis= Johnson -~
Al —
gN 3 [Feiicia Dickson hd
one 4 lGilbert Kzt
5 [sheena Jazz
Some
Tony Stone ~
Fame
Enginesring =)
Click for photo e
&
Section
f5sued O
Add User Change ID Import User Apply £ cancel

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

User details and photo can be inserted in User Records.

Ignore this step if the Company does not want to insert details or photo of users.

80
[1] Click to open User Records.

o, Hame: Emp Mo Department Section Group | RateHr | Suspend
B Eice Jornson AD15EZ Administration Locsl ] | |

2 2|Teny Stane ENGSSE4. Oversea ] |

3 3|Feiicia Dicksan 7568 Technokogy | Oversea ] 0

4 4|Gilbert Kazt D533 Froduction Team A ] o

5 5|Sheena Jazz 895 at 8 6C Team B ] |
Eiise Johnson A739665455857 ~
ame Social Seeurtty Ha E]
Advministration v~ Chsssgssizss v

Glick for photo Departmert Mo Edress
Local v BD122081118
Section Fhone e
1 24272009 B i = 207122009 3171202009 =

E=r=) Expred Eman Facatan )

[2] Select the user ID and insert information into the corresponding field.

[3] Click the “Click for photo” column to find photo of the user.
[4] Repeat the same steps for other users.

[5] Click “Apply” to save settings.

In case you wish to change the User ID to another new User ID, follow the steps below.

D
No. | User D Name Emp o Department Sestion Group | Reter | Suspend
1 1 |Elize Jobnson AD1582 Administration Lacal o L
2 2|Teny Stane ENGS5584 Owersea o L
3 3 |Felicia Dickson IT7568 Intormation Technology Oversea [ ]
4 4|Gilbert Kazt PDS933 Production Team A o :
s 5|Sheena Jazz 1895 Q& & QC Team B o :
Change User ID. J
Use this function to change =n existing old user 1D to  non-existing new
user D
NE"SE dohnisan B reltertdetasase wil have the niew User D cnce & has been changed,  [1o1 &4 372 !
e b
Administration ~
Clck for photo | f—e
Local
Section NewID 1001
1 24in2i2008 = 20000 B
fesued Py Unil
[ Adduser Change I Import Liser Ay £ cancel

[1] Click %to open User Records.
[2] Click “Change ID”.
[3] Select the user ID that you want to change.
[4] Insert the new user ID.

[5] Click Apply to save settings.
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Setting 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.

[1] Click [,o..| @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 synchro-
nize 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.

=

The tallowing terminal cortral functions are avallable:
Setup FingerTec terminals ~
User management

User access codes
Terminal users control
Termingl last update status
Configure access zones
Setterminal date and time

Set Date & Time

Set automatic: dovwniozd interval
Download data from terminal
Clear all data in terminal
Terminal dats aucdt list

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

Monitor terminal activities 032003175502

USB flash disk management
Instant message display
FRIS database server management

Apply Close

Use this function to set the currsnt daf
FingerTec reader terminal.

Close

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

computer.

Downloading Data from Terminals

Users verify their fingerprints, passwords or cards at a terminal to report attendance or gain ac-
cess. The date and time of verification is captured as clocking data and saved into local memo-
ry of terminals. To enable viewing of these clocking data, the data needs to be downloaded into
the software to generate attendance 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

Devices

“Download data from
terminals”

[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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The tollowing terminal cortrol functions are available:

Setup FingerTex terminals ~
User managemert

User access codes

Terminal users contral

Terminal last update status
Configure access zones

Set terminal date and time

Set automatic download interval

Manual Download Clocking Data.

a from terminal
Use this function to download the clocking transaction data from data
terminal manually. These clocking data will be remave from terminal
once t has been downloaded to PC

Please oo nat interrupt during the download and converting process.

Clear all data in terminal
Terminal data audt izt

Monitor terminal activiies
USH flash disk management
Instant message display

FRIS database server managemert

Use this function to download clocking
manzly.

Close




Select| ID | Group Diescription Statuz [4] Uncheck irrelevant termi-
1 Terminal 1 nal IDs.
2 Terminal 2 . « »
[5] Click “OK” to proceed.
~ Note: Please do not quit the software;
Terminal Group 3 or disconnet terminal from the soft-

ware during the downloading process.
Interruptions will cause the incomplete
download process and data loss.

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

AUTOMATIC DOWNLOADS

and select “Set Automatic Download interval”

[2] The automatic download = olx
interval can be predefined |~
by The following terminal control functigh] 33 Clncking Download Interval

Setup FingerTec terminals

Seconds User management Use this function to specify the time interval for the system ta
User access codes automatically download the clocking data from the data terminal.-

Minutes (Download process Terminel users cortrl
Terminal last update status
will only start when it is ap- Configure acoess zones a0 | Second(s)
. . Set terminal date and time
proaching the pre-defined Set auto =

Set auton ad irterval Specify the time interval for the system to activate the automatic
clocking time. In case of

Download data from terminal downioad process before and after each clocking time: -
Clear all data in terminal

10 minutes, if the pre-de- Tomndslaaii | e
flned IN tlme Is gooam’ Eg;n:l;::;:::;g;::‘am Specify daily o oz ti for thi stem ta activate the automsti
download process will start bt message drly e
10 minutes before 9:00am

which is at 8:50am and 10 1000 | ofclock

minutes after 9:00am which 1500 | ofclock

. L. . Use this setfing to specify the inter]
is at 9:10am. This is differ- will automatically deswrios the cio

terminal

ent with normal minute in- —
terval.) (o ]
Specific timer

[3] Click “Apply” to save settings.

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.

Clearing 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 soft-
ware, 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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[1] Click g and select

“Clear all data in termi-
nal”.

[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.

B Fingerprint Terminal | JO%

The following terminal cortrol functions are available:
Setup FingerTec terminats ~
User management

User access codes

Terminal users cortral

Terminal zst update status
Configure access zones

Set termingl date and time

Set automatic download interval
Downlaad data fram terminal
Cle: data in terminal
Terminal data audi list

Clear All Clocking Data

Use this function to clear away all the clocking transaction data in the
dlata terminal permanerthy.

Montor terminal activies
LIS flash disk management In St tes Gontinue, you must retype the code provided below to

nstart message dsplay confirm the process.

FRIS database server manageme) 58508

Use this function ta clear ewsy clocking data in reader
terminal.

Close

Backing Up/Restoring

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.

[1] Click #* to select “Backup/Restore database files”.

Configuration

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

[3] To restore database, se-
lect “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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Esystem Configuration [ O

The following configuration components are available:
Date /Hour format ~
Day type

Leave type

Staft extended leave
Clocking schedule

Group duty roster
Company & contact person
Change password
Preferred language
Fe-build datab:

Backup/Restore Databases

Click the 'Backup Database' option if you want to hackup the current
database into a comprassed file, or click the 'Restore Database' option if
you want to restore and overwrits the current database with the
previous backup file

Department defintion
Section definition
Remark definition

Wihat's new in this release ? ‘

(O Restore Database

| |

Use this function to backup existil  perform automatic backup everyday at: o'clack

storage mediia, of restore from pr]
Cancel

irto the system

Cancel




SETTING UP 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.

Setting Up Clocking Schedules

Different clocking schedules can be created to support users with different working times or
working rules. The software provides a maximum of 1,000 clocking schedules for definition and
3 types of clocking schedules to configure.

a. Weekly schedules are working schedules that apply for one week. Most of the general work-
ing schedules are based on weekdays and weekends.

b. Daily schedules are working schedules that apply for a day. This is an application for multi-
ple 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.

[1] Click #* and select “Clocking Schedule”.

Configuration
Schedule: Schedule is identified by code ranging from 0 to 999.
Description: Description of the schedule.

Work Schedule: 3 types of the work schedules (Weekly / Daily / Flexi)

Clocking Schedule

List of clocking schedules to be ussd in oroup duty roster. & scheduls can be efther base on weekly routing vith optionl flexble clockings, o
according o daily clockings for rotational shifts.

Schedule Description Wyiork Schedule
Weskly (et ]

Add Schedule ] [ Delete schecuie
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start.
To add nevw clocking scheduls, select an availsbe scheduls code and specify the

[3] To delete a schedule, select the desivedt wark schecule.
schedule code and Click “Delete
Schedule”. Schedule

[4] To add a new schedule, click “Add Besmipiien
Schedule”. Wiatk Schedule

[5] Select a schedule code and name
the schedule.

[6] Define the “Work Schedule”. Click “Okay” and start to configure settings.

CLOCKING PAGE
If  you select

Snecity the clocking schedules and its seings as indicted below. Fixed clocking schedule s not applicablz to flexi-work schedue “Week|y" schedule
type, the clocking
ocking | o | Setns | el WO I| schedule as below
Weskday Day Tyne [ Bresk [Resume| O | OT | Dane will be displayed.
Sunday v
onday WORKDAY 0500 1700
Tuesday [WORKDAY 09:00 1700
[Wednesday  [WORKDAY 0300 17.00 If you select “Da”y"
Thuasdsy |WORKDAY 0500 1700
Fricey WORKDAY 03:00 17.00 schedule type, the
Saturday WORKDAY og:00 1300 R
Do you want ta use OT/Dane s scheduled work instead of overline ? . . .. . . . . . . [Jyes clocking schedule
Please specify the time interval if you wart to hawe rates cifferertial for overtime I:l_l:l as below will be
displayed.

Specify the clocking schetlules and fts Settings & indicated below. Fixed clocking scheeule is not appicable to flexi-wark schedule.

= | If you select “Flexi”
schedule type, the
clocking schedule
as below will be
displayed.

Clcking | satings |

In Bresk  Resume

Clocking Time:-
Aotual closking time
Leave it blank if not used

Clocking Range:-

L]
L]
a]

o [}

Clcking befae this ime ]
Lz 1 biank for dsfaut range

Latest Clocking:-
Repizee uth most recart choking witintne [

clacking range

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

Please specify the time interval if you want to have rates|

Clocking Schedule

If this s = ratational shift, specify the qualify minutes beft
Specify the clocking schedules and its seltings as indicated below . Fixed clocking schedule i not spplicable to flexi-work schedule

Clocking ‘ 1 Settings I Schedu\e Description |
Instniction
Wieekiay Day Type. In ot | m [ o | m | om
Sunday RESTDAY ~
Monday WWORKDAY
Tuesday WORKDAY
[Wednestay |WORKDAY
Thursday WWORKDAY
Friday WVCRKDAY
Saturday WWORKDAY

Please specify the meximum numier of in-out clocking pairs for his flexi-hour scheele . . .

2 subseguert clocking is considered of same warking day if i's before mid-night or within |:| Hour

Double punch for conseculive clocking in & clocking slat f s wifin minutes of ]
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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”.
e 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 applica-

ble 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.

[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 overtime”. (Only applicable

on Weekly and Daily Schedules)

e 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 applica-

ble on Flexi Schedules)

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

¢ |f 2 pairs clocking, the software will display In — Break -Resume — Out (4 time slots).

¢ [|f 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 considered 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.

It

-

“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, taking the first time he clocks in.
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Clocking Schedule

Specify the clocking schedules and its seftings s indicated below . Fixed clocking schedule s not spplicable to flexi-work schedule.

Coocking  Range ‘ Settings Schecle| Description
Optioral: You may specify  mavimum fime that a particular clocking fals inthat fime slot
eekday Day Type In Break | Resume | Out ot Done
Sunday ~
Mondary WORKDAY 1200
Tuesday (HORKDAY 1200
|Wednesday WORKDAY 1200
Thur sday (WHORKDAY 1200
Friday AORKDAY 1200
Saturday MORKDAY 1200
Replace withthe lstest clocking- O O ] O

RANGE PAGE

Click “Range” tab to
determine the presen-
tation of clocking data
into corresponding
time slots. Range only
applies to Weekly and
Daily schedules.

Do this, if you select
“Weekly” schedule:

Save

Do this, if you select “Daily” schedule”.

[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.

Clocking Schedule

Specify the clocking schedules and its seftings as indicated below . Fixed clocking schedule is not spplicable to flexi-work schedule.

Clacking ‘Semngs ‘ Schedule| 4 Description
In Bresk  Resume  Out ot Done
Clocking Time:-
Fotual clacking fime 0300 1700

Leave it blank if not used
Clocking Range:-
Clocking before this time
Leave it blank for defaut range
Latest Clocking:-
clooking range:
Do you want to use OT/Done s scheduled wark instead of overtine ? Oites
Please specify the time interval if you wart to have rates differential for avertime. o

If this i< & retational shift, specify the quelify minutes before the shift starts

Replace with most recent closking uitinthe [ [} 0 O =]

You also can choose
to ignore the above
and let the software
decides on the alloca-
tion of time slots for
you. By default, the
software will refer to
the mean time between
2 time slots to allocate
the clocking data. For
example, if the IN time
is 9am and Break time
is 12:00pm, the Mean

time is at 10:00am.

Any clocking time before 10:00am is allocated automatically into the IN column, after
10:00am is allocated into the Break column. The same concept applies to all the other 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 and
Done columns only. The software will always check the latest “Out” time of the users and

will publish them in Attendance Sheet.
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SETTINGS PAGE

: “ ] ” Specity the clocking schedules and ts seftings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule
Click “Settings” tab

to define the clock-

. . Ciocidng | Range  Setings ‘ Schedue| o Description
ing rules for clocking
Allowe & grace period in minutes for late-in 10
schedules. If you se- .
Allow & grace period in minutes for sarly-out P P - P 10
lect Weekly or “Dai |y Minimuen inutes must worked to qualify for overtime &0
SChed u Ie: Maximum no. of hours sllowed to claim for overtime 2400
work hours is ether round-up or round-dovwn (-ve) in minutes of 15

Overtime hours is efther round-up or round-down (-ve) in mintes of 15

Lunch/Dinner time duration for flexi-unchffies-dinner range in minutes:

Do you wart to exclude the lunchidinner hour from working haur 7

Do you wart to provide overtime for work before in time (earytime) 7. .. . . . . [Ffes §

¢ 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, overtime & 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.

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 over-
time 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 am-
ployee is eligible to claim for OT hours in a day is 24 hour. You will need to leave the space
blank if the users are not entitled to any OT claimed. You will not see any OT time displayed
in Attendance Sheet or reports.

Work hours is either round-up or round-down (-ve) in minutes of = 15

All minutes will be rounded up as below:

1-15 minutes = 15

16 - 30 minutes = 30

31 - 45 minutes = 45

46 - 59 minutes = 1 hour

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

1-15minutes =0

16 - 30 minutes = 15

31 - 45 minutes = 30

46 - 59 minutes = 45

Lunch/Dinner time duration for flexi-lunch/flexi-dinner range in minutes
¢ Specify duration of lunch if flexi-hour is implemented.
e Specify duration of dinner if “OT/Done schedule work instead of overtime” is implemented.
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Do you want to exclude the lunch/dinner hour from Working Hour?
If “YES” is selected for in the lunch column, the working hour will deduct lunch hour.

Working hour =8 hours - lunch 1 hour

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

=6 hours

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

If you select “Flexi” schedule:

Clocking Schedule

« . . . Specity the clocking schedules and its settings as indicsted below . Fixed clocking schedule is not spplicable to flexi-work schedule
[1] “Overtime if total flexi-
work hour exceeds o S| soree| 1| Deseron
tH :
Work hOUr Of Allow = grace period in minutes for late-in
(Applicable on Flexi- Ao 8 arace e I e or ety o
Sched u | e on Iy) Minimum minutes must worked to quality for overtime
Mgximum ne. of hours allowed to claim for overtime .. .. .. .. P - ~ | 2400
The software on Iy Work hours is eiher round-p o round-down (-ve) in minutes of
treats eXtra ti m e as Overtime hours i sither round-up o round-cown (-ve) in minutes of .
. . LunchDinner time duration for flexi-lunchiflesxd-cinner rangs in minutes Ve
OT if the total worki ng Do you want tn exclude the lunchidinner hour from working hour ? Dlyes ~
hour exceeds the pre- D0 you want to provide overtime for work hefore in time (earlytine) 7 [lyves
defined value (Only
applicable to flexi
schedule).

[2] “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 minutes, software
still deduct 60 minutes (as predefined).

For 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
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Settings of Group Duty Roster

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

o«

[1] Click [contigwreton | and select “Group Duty Roster”.

Group Duty Roster;

List of group code to be used by users. A group duty roster can ke either on weekly routine, or rotational dally shift with maximum of three shifts vithin = day.
For open-schedule duty roster withaut pre-defined schedule code, the actual schedule code will be determined from the list of possible clocking schedules only when user clock in for work.

Group Description Roster Shifts.Day Open Schechle Qvertime Only After -]
= CEa | |

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

Description: Name of the group.

Roster: 2 types of roster. (Weekly and Shift)

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

Open Schedule: Represent the schedules available in the group. Applicable to open sched-
ules only.

Overtime only after:Show the quantity of working time for overtime claim. This is an op-
tional 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”.
[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”.

List of group code to be used by users. A group duty roster can be either on weekly routine, or rotational daily shift wih maximum of three shifts vithin = day.
For open-schedule ety roster without pre-tiefined schedule code, the actual schedule cods will be determined from the list of possible ciocking schedules only when user clock in for wark.

Group Description I Roster [ shmspay | Open Schedule Overtime Only After
0 ek
Add Group.

Tov atld niew group duty roster, select an availsbe oroup code which can be same
code tothe clocking schedule for weekly roster schedule, or daiy shift roster with
specific clocking schedules.

Group

Description

Roster

[ Add Group | [ Deiete Group )

[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.
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Add Group

To add neve 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 | Weekly

8 Glck “Okay" o start configura

To add newve aroup duty roster, select an availabe group code which can be same tion'
code to the clocking schedule for weekly roster schedule, or daily shifft roster with .
specific clocking schedues. [4] You can see a calendar displayed
&R in the middle of thg page if the
Description | | roster type selected is Weekly.

Group Duty Roster

Select oroup yearly duty planner according to the year selected!, Use 'Holidary List' for holidays thet applicable to all oroup duty resters, and 'Auto-Schedule' to faciitate the rotational shift
planning and optional open-schedule codes. Different Restday' is appicable for users of same weskly duty roster but have differsnt restday inthe week
You may change each day planner by right-click on the celin order to change the day type or clocking schedule.

O] Grow| o Description Overtine Cnly After

Normal Shift 1 1 /

5|8 12

1
o

Feb

Holikary List
Auto Schedule

0
]
0
0
0
0
0
0
0
0
0
0

Save

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.

Overtime Only After: The software treats extra working time as OT when it exceeds the pre-
defined 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.
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Holiday List: You can define the holidays ap-
plied in your company. Follow the steps below

to add in a new holiday.

¢ Insert the date and holiday name into the

column.
e To delete, select the holiday’s

name, press DEL on keyboard to delete the

holiday.
¢ (Click “Close” to save settings.

Auto Schedule Assistant: You can

arrange the schedule to be applied

for the group within a week. To con-

figure:

¢ Define the Day type as Restday or
Workday.

¢ Define the clocking schedule to
follow by particular day.

¢ Define the date range to take ef-
fect.

¢ Click “Okay” to save settings.

Different Holiday: You
can assign a specific
user from a group for a
different rest day or off

Holiday List

Below i a list of haliday to be included in the group duty

rosters
Date Halidkay J
Mewy Wear |
date and 01M572009 |Labor Day

bottam of the list

To add a new record, press the down-amow key when t is at the

To remave a record, just erase the description.

Close

Auto Schedule Assistant

Use this function to faciltste the assignment of recurring weekday's working

schedule by & day type and a clocking schedule number

E]

Sequence Day Type Schedule
Sunday v]o |
Moncay VWORKDAY 0
Tuesday VWORKDAY 0
Wednesday VWORKDAY 0
Thursday VWORKDAY il
Fricay WORKDAY o
Saturday VWORKDAY il

Effective date range

pre-determined schedule code:- ie. 111213

Possible option of schedule codes for open schedule sttencance that has no

Cancel

Different Restday Schedule

You can &ssign a different non-working veeekday for an individual staff if 's different from the schecduled
non-working weekday from the group's weekly duty roster
And sny non-working weekday defined in the group duty roster will be considered as normal working day.

day. Follow the steps

below to configure.

¢ Select the User ID.

e Define the day as

Mo, | User D Mame Group RESTDAY OFFDAY
1 |Elige Johnson 0| Moncsy
2 2| Tony Stone 0 Wednesday
3 3|Felicia Dickson 1}
4 4|Gilert Kazt 1}
5 5 Sheena Jazz a

rest day or off day.

e Click “Okay” to

save settings.

Cancel
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Import Duty Roster, Records El@@

You may specify either MS-Excel spreadsheet ( x1s) or delimited ASCI ( txt) format, and the |mp0l‘t Roster: If your
file name to import from
Mote: Existing records will ke overwritten by this import function. COmpany has a ready_made

group duty roster, you can
choose to insert them into
the software, without hav-
ing to redo the roster.

You can choose either to
import EXCEL file or ASCII
file and click “View Sam-
ple” to see the correspond-

j jJ ing format.

Erase Duty Roster

Use this function to erase the existing yestly duty roster by

hdoritty

.
.
R
-
.
;
.
.
b

el e greey e i spesie gy e Erase Roster: If you have wrongly defined

a group duty roster, or the duty rosters are

vear [2008 2|  Group v | (piank for = no longer in use, you can delete it from the
software.

Cancel
Group Duty Roster,

Select group yearly duty planner according to the year selected. Uise Holisay List' for holidays that applicable to all group duty rosters, and 'Aute-Schedule' to faciliate the rotational shift
planring and optional open-schedule codes. 'Different Resteiay s appicable for Users of same weekly duty roster but have different restaay inthe week
“ou may change each day planner by right-click on the cell in order to change the day type or clocking schedule.

2009 % || 01/01s2000 Group| 4 Description ShiftsDay| 3 % Quertime Orly After

50,00 Wieek v
1t Shitt 2nd Shit 3ret it | | es

Auto Schedule

Import Roster

Zave

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 example 9 days per
cycle. Extra information can be added on the page as below:

Shift/Day: You can configure total shifts available for a working day for example, 3 working
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 day or holiday.
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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 Out
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 Software.

Clocking Schedule

Step 1:
In Clocking

List of elocking schedules to be used in graup duty roster. & schedule can be either base on weekly routine vith citianal flexible clockings, or
accarding o daily clockings for rotetional shifts.

Description

Work Schedulz

Schedule

Schedules, click

Weekly

Edit

“Add Schedule”

to start.

[

Delete Schecile |

Add Schecle || (
)

Close

Step 2: Select a schedule code

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

Step 3: Define the day type with
Rest Day and Work Day. Insert the
time into each corresponding col-

Schedule

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

Description | Gtfice]

Work Schedule | yweekly M

umn, please use 24-hours format
for example (13:00 for

Cancel

1:00pm).

Clocking Schedule

If you want the Specify the clocking schedules and its seiings s indicated below . Fixed clocking schedule is not applicable to flexi-work scheduls
software to treat
any working time Clocking 1 o [&smngs | Schedue| 1| Deserition ofice
as OT during
VAeekday Dey Type In_| Bresk |Resume| out oT | Done
rest day’ please Sunay RESTDAY H
define C|ocking Monciay WWORKDAY 000 1230 [1330  [1800
Tussday WORKDAY 0200 1230 1330|1800
slots for rest day [Wednesday |WORKDAY 0200 1230 1330|1800
th Thursday WORKDAY 0200 1230 1330|1800
as otner. Friday WORKDAY 0200 1230 1330|1800
Saturclay WORKDAY 10:00 13:30
Ignore the OT and
Do you wart to use OT/Done as schedulzd work instead of avertine 7 .. e Oxes
Done  columns esse 5 ; : C -]
. pecify the time interval If you want to have rates differentiel for overtine -
Click “R ’
icl ange” to
continue.

Save
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Clocking Schedule

Specity the clocking schedules and its seftings as indicated below. Fixed clocking scheelule is not applicable to flexi-work schedule Step 4: Check to
enable the option
« :
Clockdng Range I Setting Schedule Deseription | Office | Replace with the
oo
Opticnial: Yfou may specify a maximum time that 3 partieular cloeking falls in that time slot latest CIOCkIng
Woskday Day Type in__| Break |Resume| Out oT | Done
= — for Out column.
Mondsy WORKDAY Click Settlngs to
Tuesday WORKDAY .
[Wednesdsy |[WORKDAY continue to the
Thursday WORKDAY
Friday WORKDAY next page.
Saturday WORKDAY
Replace with the latest clocking.- O O O O

Specity the clocking schedules and its setings as indicated kelow. Fixed clocking schecle is ot applicaiss to flexi-work schedule,

Step 5: 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.

Clocking | Range  Settings Description | Otfice |

Allow & grace period in minutes for laten

Allow & grace period in minutes for early-out

Minimum minutes must worked to qualty for overtine .

Meximum no. of hours allowed to cleim for overtime

Work hours is either round-up or round-down (&) in minutes of
Overlime hours is efther raund-up or round-doven (-ve) in minutes of
Lunch/Dinner time duration for flexi-lunchiflexi-dinner range in minutes
Do you want to exclude the unchiinner hour from working hour 7

Do you want to provide overtime for work before in fime (earlytine) ?

Clocking Schedule

List of clocking schedules to be used in graup duty roster. & schedule can be efther base on weekly routing with optional flexible clackings, or

according to daily clockings for rotationsl shifts step 6: The soft-
ware will return to

[ scheaue | Description Wiork Schedule B .
ieeily the main page and
Office ekl Edit |

you can see a new
schedule is creat-
ed. Click “Close”
to save settings.

£dd Schedule ] [ elete scheduie
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Step 7: In “Group Duty Roster”, click “Add Group” to add a new roster.

Step 8: Select a group from the checklist. It is recommended that you use a group that is at-
tached with the name of the predefined clocking schedule. Click “Okay” to continue.

Group Duty Roster:

List of group code to be used by users. A group duty roster can be either on wweekly routine, or rotational daily shift with mazimum of three shifts within = day.
For open-scheduie cuty roster without pre-tiefined schedule code, the actual schedule code will be determined from the list of possisle clacking schedules only when user clack in for work

Group Description I Roster [ shimspay | Open Schetule [ overtime ony atter
o ek Eat
Add Group

To el new aroup duty roster, select an availabe oroup code which can be same
Gode ta the ciocking schedule Tor weekly roster scheduls, or daily shift raster with
specific clocking schedules.

Graup

Deserigtion

Frrrrrrrr

Foster

[ Add Group %J [ Delets Group

Step 9: In the new roster, click “Add Schedule” to start.

The software will automatically arrange the predefined weekly working schedule for example:
clocking schedule 1. Check the date range. By default clocking schedules always start on Sun-
day. 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.

Select aroup yearly duty planner according to the [T LS B BN BT el Auto-Schedule to faciltate the rottional shift

planning and optional open-schedule codes. Dif dlaiy in the weel
ou may change each day planner by right-cick of  Use this function to faclitete the sssignment of recurring weekday's working
schedule by & day type and a clocking schedule number
ms sl orau || Overtime Only After
!
Norme Shift
oL S Sequence Day Type Schedhle
1 23|45 |67 |8|9 | Sunday RESTDAY 1
dan || 1| 1| 1] a| 1| 1| 1] 1| 4] [monday [WORKDAY u Holiday List
Fob | 4| 4| 1| 1] 4] 4| 1] 1] qf [luesdar msigﬁ: 1
™ IRIEEIEIEIEIEE 11 Ao Schedule
o Thursday  WORKDAY 1
Apr 1 1 1 1 1 1 1 1 Al Friciry WORKDAY T 1 1
May | A AL ] ) [Saturday WORKDAY 1 1o
I ERIEREIEEEEE 1 1
MaEEEEEEEEE stz T invort Foster
Possible option of schedule codes for open schedule attendance that has no
I EEEREEREEE T
det d schedule code:- i.11,12,13
Sep Al oA 1] ) Erase Roster
Oct 1 1 1 1 1 1 1 1 1] ‘ | 1 1
A RIEEEEREE 1 1
IR EREE Cancel i

Step 10: 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.
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Group Duty Roster,

List of group code to be used by users. & group duty roster can be either on weekly routine, or rotstional daily shift with maximum of three shifts within a day.
For open-schedule duty roster without pre-defined schedule code, the actual schedule code will be determined from the list of possible clocking schedules only when user clock in for wwork.
Group Description Roster ShiftsDay Open Schedule Orvertime Only After A
o (Weekly Exiit
| 1 eskly ]
Add Group ( Delete Group
If you are entitled to 2 breaks per | 7ime (Monday In Lunch | Resume | Dinner | Resume| Out
d ay. and you wish the software [to Friday) 9:00am |12:30pm | 1:30pm | 6:00pm| 7:30pm |10:30pm
’ -
Time (Saturday) | 10:00am 1:30pm

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.

Clocking Schedule

Specify the clocking schedules and its seftings as indicated belov. Fixed clocking schedule is not applicable to flexi-work schedule:

Clocking 1 Range ‘ Settings ‘ Scheduls Descrigtion | oifice
Weekday Day Type In | Breax |Resume| out oT [ Done

Sunciay RESTDAY

Monday VWORKDAY 0300 1230 1330 [1800  [1830 2230
Tuesday \WORKDAY o0 1230 1330 |1800  [1830  |2230
[Wecnesday | WORKDAY Um00 1230 [1330 (1800 1930|2230
Thursday WWORKDAY gao0  [1z30 1330|1800 [1830 2230
Friday \WORKDAY o0 1230 1330 |1800  [1830  |2230
Saturday VIORKDAY 1000 1330

Do you want ta use OT/Dane as scheduled work instesd of overtime ? ..

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

Save

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

Time (Monday to Saturday)

In

Break

Resume

Out

11:00pm

3:00am

4:00am

6:00am

FLEXI-WORKING ROSTER
Some companies apply flexi-working hours. There are no fixed times for checking in or check-
ing 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.

» CONTENTS

Configure  the
time into the
corresponding
time  slots.En-
able 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).

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



Clocking Schedule

List of clacking scheciules to be used in group duty roster. & schedule can be either base on weekly routine with optional flexible clockings, or
acording to daly clockings for rotational shits.

Schedule Description Work Schedule B
0 Wiaekly Edt
W 1|otfice Weekly |

Step 1:

In “Clocking
Schedules”, click
“Add Schedule”.

[ Addsohecule ] [ Delete Schedue__|
a3

Add Schedule

Toadd new clocking schedule, select an availabe schedule code and specify the
desired work schedule

Step 2: Select a schedule code
and name it, for example sched- Sohedule
ule code 2 for R&D. Select Work Descripton | RaD |

Schedule as “Flexi”. Work Schedule

Step 3: 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.

Clocking Schedule

Specify the clocking schedules and s settings & indicated below. Fixed clocking scheduls is not applicable to flexi-work schedule

Clocking I 1 Seﬂms% Schedule Deseription |Rap
Instruction
Weskday Day Type In out In ot | m | o
[Sunday ESTDAY v
Monday WORKDAY
Tuesday WORKDAY
Wiednesdey  |[WORKDAY
Thursday WORKDAY
Fridary WORKDAY
Seturday WORKDAY

Please specify the meximum number of in-out clocking pairs for this flexi-hour schedule

A subseguent clocking is considered of same working day If t's before mid-night o within |:| Hour

Double punch for consecutive clocking in & clocking slot if it's within minutes of I:l

Sawe
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Step 4: Define

Specify the clocking schedules and its settings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule. the CIOCklng ruIeS
by inserting value
Clocking et | Schedkle Description |Rep || into each column.

Ignore the setting
if it does not apply
to your Company.
Wiork hours is either round-up or round-down (-ve) in minutes of C“Ck “Save” to

OVEHINE hoLrs [5 SRher FOURC-UR OF PaUnd-down (&) N MINASS OF . o . . o o o .o I:l save Settll’lgS.

Overtime if total flexi-work hour exceeds workhour of

Winimum minutes: must worked to qualfy for overtime

Masimum no. of hours sllawed to claim for overtime .

Lunch/Dinner time duration for flexi-lunch/flexi-dinner range in minutes

Da yau want to exclude the lunchdinner hour from warking hour 7 R
If es, flexi-work hour is calculated based on Ist clocking minus first clocking.

Clocking Schedule

List of clocking schedules to be used in group duty roster. & schedule can ke either base on weekly routine with optionel flexible clackings, or

according to daily clockings for rotational shifts Step 5: The soft-
ware will return

Schedule Description Work Schedule - N
0 ieeity to the main page
1| Office (eekk
) and you can see
a new schedule
is created. Click
“Close” to save
settings.
( Add Schedule )| [ petete schedue |

Step 6: In Group Duty Roster, click “Add Group” to add a new group. 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.

Group Duty Roster

List of group code to be used by users. A graup duty roster can be either an weekly routine, or ratational dely shift with meximum of three shifts within a day.
For apen-schedule shiy roster without pre-defined schedule codle, the actual schesile code wil be determined from the list of possible clocking schedules anly ehen user clack in for wark

Description ShiftsDay Open Scheculs Overtime: Only Atter

Add Group

To acd new oroup ey roster, select an availsbe oroup cade which can be same
cotle 1o the clocking schedule for weekly roster schedLle, of dally shift roster with
speciiiz clocking schedules:

Group

Descriptian

Roster

| sddcroup [N [ Deiete Group
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Step 7: In the new roster, click “Add Schedule” to start.

The Software automatically arranges the predefined weekly working schedule, example: clock-
ing schedule 2. Check the date range for the schedule. Click “Okay” to save settings. You may
insert other information such as Holiday List, Different Reset Day, if there is any.

Select group yearly suty planner according to the ndl ' Auta-Schecle' to faciitate the rotational shitt
planning and optional open-schedule codes. DiffEIN U T ERESHEL TS stday in the week.

Yo may change each day planner by right-click
Use this function to facitate the sssignmen of recurring weekday's working
sthecule by & day type and & clocking schedule number.
w08 &) sroup | | Overtime Only Atter
Marmal Shift 1 l:l i &
1 lzl3a]s]el7]z]d Sequence Dy Type Schedule 28 |29 ‘ a0 ‘ 2
Suniay @ <z
Js 2( 2| 2| 2| 2 2| 2 2 2 Holictay List
an onday WWORKDAY 2 ;JD‘ <
Feo || 3l 21 2) 2) 2) 2] 2] 3) | [upegey WORKDAY B
Mar | 2| 2z 2| 2| 2| 2 2| 2 AHORKDAY A 2o Schedie
apr | 2| 2[ 2] 2[ 2] 2] 2] 2 | |Thussey  woRKDAY 2
mey | 2| 2| 2| 2] 2| 2 2] 2 Fridery WWORKDAY 2
wn | 2| 2 2| 2| 2| 2| 2| 2| | |[Setwdsy  womkpay B
mport Fost
wa |2 2 2 22 2 2 2 | ciecivecdoreroe
Aug | 2172 2] 2| 2| 2| 2| 2 Possible option of schedule cores for apen schedule attendance that has no
sep | 2| 2| 2| 2[ 2[ 2 2] 2 | pre-determined scheduie codex- is.11,12,15
ot | 2| 2[ 2| 2 2| 2 2 2
wov | 2| 2| 2| 2| 2| 2| 2] 2 [ |
Dec 2 20 2 2 2| 2/ 2 2
_

Save

Step 8: A new group duty roster will be created. Click “Edit” to change any settings in the cre-
ated group duty roster if there are any changes required. Click “Close” to end process.

Group Duty Roster

List of proup code to be used by users. & oroup dudy roster can be sither on veeekly routine, or rotational deily shift with mecxmum of three shifts within a day.
Far open-schedule duty raster without pre-defined schedule code, the actual schedule eode will be determined from the ist of possible clocking schedules only when user clock in for wwork.
Graup Description Roster ShiftsDay Open Schechle Overlime Only After -
[ Weekly |
1 |Ottice ieekly
| 2[rap Wieekly ]
( Add Growp | [ Delete Group

MULTI-SHIFT WORKING ROSTER

In Break | Resume | Out | For factories that are running on shifts, some
Morning shift | 8:00am | 12:00pm | 1:000m | 4:000m | of them apply multi-shift working schedules.

Evening shift 4:00pom | 8:00pm | 9:00pm |12:00am e
Night shift T5:00am | 400am 1 5:00am | 5:00am Use;st 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.
» CONTENTS



Step 1: In Clock-

List of clocking schedules to ke used in group cuty roster. & schedule can be sither base on weekly routin with optional flexible clockings, or |ng Schedule, Click

according to daily clockings for rotational shifts « "
Add Schedule” to

Schedule Description ‘Work Schedule B start.
Weekly
1 office Weekly Ecit
2|R8D Flzxi Ecit
CETTE || Step 2 Select a
To adef new clacking schecule, select an availabe schedule code and specify the SChedUI_e codeand
desired work schedule name it “Morn-
: eun
et [5— ing Shift”. Select
ERTE rorr i ‘ Work  Schedule

Work Schedulz as “Daily”. Click

(okay” o con-

[ AddSchedue || [ et schedue |

Clocking Schedule

Specity the clocking schedules and s seftings a3 indicated below, Fixed clocking schedule is not applicable to flexi-work schecule.

P ISE“'"ET%} Das.:npnun|Mnmmgshm | Step 3: Insert
L Bk Eoae @6 @ e the time into each

L)L time slot. Enable
Clocking Range:- “ H ”
st W e S N e e Y e e Latest Clooking

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

Latest Clocking:- option for Out col-
S:ZE:: :nnhg;nm recent clocking within the O O O O O umn. CIle “Set'
Do you want to use OT/DENe a8 scheduled work instead of overtine ? . . .. . . . . . []yes ‘tings” to continue.
Please specify the time interval if you want to have rates differertial for overtime l:H:l

Ifthis is & rotationsl shitt, specify the quality minutes before the shift starts

Clocking Schedula

Specify the clacking schedules and its seftings as indicated belowy. Fixed clocking schedule is not applicable to flexi-work schedule. Step 4: Def|ne
clocking rules by
Clocking ~ Seftings I Schedule Description | Worning Sttt J lnsemng value

into the columns.
Ignore the setting
if it does not apply
to your Company.
Click “Save” to
save settings.

Allows & grace period in minutes for late-in

Allow & grace period in mindes for early-out

Minimum minute s must worked to qualty for overtime

Waximum na. of hours allowes to claim for overtime

wiorle hours is either round-Ug or round-down (-ve) in minutes of
Overtime hours is either round-up or round-down (-ve) in minutes of
LunichiDinner time duration for flesi-unchiflexd-cinner range in minutes .
Do you wart ta exclude the knch/dinner hour from working hour 2

Do you Wt ta provide avertime for work betore in tine (sartytine) 7 .

ave %
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Step 5: Repect
Step 1 to 4 to

create another 2
clocking schedules
for evening shift
and night shift. e

Leave it blank if net used

Specify the clocking schedules and its seftings as indicated below. Fixed clocking schedule is not applicable to flexi-work schesle:

Clocking }smngs | Description | Night Shit

Eesume out o1 Done

Clocking Range:-
Clacking hefore this time
Leave it blank for defaul range

Latest Clocking:-

Replace with most recent elocking ithin the O O O F

clocking range

Do you want to use OT.Done as scheduled work instead of overtime 7 [ves

Please specify the time interval if you want 1o have rates differential for overlime |:| 7|:|
fithis is @ rtational shitt, specify the auaiy minutes before the shiftstarts . . . ..o [ |

Step 6 Al 3

cIocking schedules List of clocking schedules to be ussel in oroup duty roster. & schedule can ke efther base on weekly routine with optional flexdble clockings, or

. according to daily clockings for rotational shifts.
are created. Click

“Close” to save Schedule Description Work Scheduls B
. Wieekly
settlngs. Office eizekly

RaD Flexi
Morning Shitt Daily
Evening shitt Daily

0
1
2
3
[
(I i srin Daily

[ Add scheouie ] [ elete scheduie

Step 7: In Group Duty Roster, click “Add Group” to start.

Step 8: Select a group duty roster with “Shift” for example “6” and name it as “Factory”. Click
“Okay” to continue.

List of graup cock to be Used by Lsers. A group duty roster can be efther on weskly ratine, of retational daily Shift with maximum of thres shifts within & day.
For open-scheshle cuty roster vwithout pre-tiefined schedule code, the actusl scheshule code will be determined from the list of possible clocking schedules only when user clock in for wark

Group Description Roster

Shiftsay | Open Schedule Gvertime Crly After

1|Office: Add Group
2|RaD

Tor i riesw grop duty roster, select an avallabe group code which can be same
codle to the clocking schedule for weely roster schedule, or daily shift roster with
specific clocking scheculzs

Graup

(o

[ Ak Group | [ Deiete Graup
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Step 9: Define the total working shift for 1 day. The software supports a maximum of 3 shifts
per day.

Step 10: Click “Auto Schedule” to define the working schedules. Define the Day Type. As-
sume 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.

-

Select group yesrly duty planner according to and "Auto-Schechle' to faciltate the rotstionsl shift
planning and optionsl open-soheduie sades. DAL AT G estday inthe wesk
“ou may change each tay planner by right-click

Use this function 1o faciltate the assignment of recurring weekday's warking

schesils by a day typs and 2 clocking schedle number
2008 2 Group Overtime Orly After
; J v
T3 uli-Shifts

Sequence Day Type
RESTDAY
o
(WORKDAY
Ry
WORKDAY (Ctfice.

IWORKDAY
(WORKDAY

v it 1

Effective date range EciiRoste]
Possisle option of schesule cores for open schedule aitendance that has no
pre.-determined scheclle code:- ie.11,12,13

e

Auto Schedule Assisti

Use this function to faciitate the assignment of recurring weskday's working
schecule by a day type and a clocking schedule number

Step 11: Define the date range. If you treat the first

v day of a week as Sunday, always choose Sunday
= L e j as the starting date. Click “Okay” to continue.
2 WORKDAY 3 4 5
&l IWORKDAY 3 4 5
4 (WORKDAY 3 4 5
5 WORKDAY 3 4 5 .
o [rORHDAY ER TR ‘ Step 12: The software arranges the roster in 3
7 (WORKDAY 3 4 5 - . . « »
T — o pages. Click to see them. Click “Save” to save set-
Possible option of schedule codes for open schedule attendance that has no tl ngS,

pre-determined schedule codle:- 2. 11,1213

Select oo yestly duty plannsr acoording 1o the year selscted. Uss Holiday List for holidays that applicable to all group duty rosters, and ‘auto-Schetule' to faciltate the rotational shift
planring end optional open-schedule codes. 'Differernt Restday'is appicable for users of same weekly duty roster but have different restday in the week
You may change each day planner by right-click on the cel in order to change the day type or clocking schecule.

2009 % || 01012008 Group| g Description sShiftsDay| 3 | Overtime Orly After

1st Shift 2nd Shift 3rd shift ‘

16 23|23‘30‘31

Haliday List

Autn Schedule

Import Roster

.

Erase Roter
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Step 13: 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.

Group Duty Roster

List of group code to be used by users. & aroup duty roster can be ether on weskly routing, or rotational dsily shift wih meximum of three shitts within = day
For open-schedule duly roster without pre-defined schedule code, the actual schedule coste will e determines from the list of possible clocking schedules onily vhen wser clock in for wark
Group Description Roster ShiftsiDay Open Schedule Overlime Cnly After B

o Weskly Edi
1] Gffice Weekly =
2|raD Wieekly Edit

L 6 |Factory Shift 3

I Add Group ] [ Delete Group

ROTATIONAL WORKING ROSTER

Some factories apply rotational work-

) The available shifts.
ing roster, where users are always ro-

tate to another working shift periodical- Clocking | in | Break | Resume | Out

ly. The roster normally is not circulated | morning shift 3 8:00am | 12:00pm | 1:00pm | 4:00pm
weekly, but the management defines it, | Evening shift 4 4:00pm_| 8:00pm | 9:00pm |12:00am
for example 12 days cycle Night shift 5 12:00am | 4:00am | 5:00am | 8:00am

The sequence of rotation is as below.

To configure the above working roster, | Day 124|567 |8]|9]|10]11]12
follow the steps below. Shift 3[3]3|r[4|4|4]RrR[5]5]5]R
R = Rest day

Clocking Schedule

List of clocking schedules to be used in group duty roster. A schedl can be ether base on weekly routing with optional fisxble clockings, o
aecording to dally clockings for rotationdl shifts
Step 1: As de-
scribed in MUltI- Schedule Description Work Schecule ]
R X Weskly =0
Shlf‘t WOrkIng 1|otfice ieekly Edt
R fi 2[R0 Fiexi Edt
oster, configure 3[horning Shift Deily Edl
: N 4|Evening shift Daily Edl —
3 CIOCkmg sched 5| Mgrt shit Daily Eat
ules by the same
method.
Add Schedule | [ Delete Schedule
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Step 2: In each

Specity the clocking schedules and s Settings as indicated beiow., Ficed clocking sehedule is not appicable 10 fiex-work schedle. CIOCking sched-
ule, insert a

Clocking ISEﬂi”ES‘ Deseription | Morring Sritt | value for “If this
i Sresk  Remme  od - is a rotational

Clocking Time:-
Retual clocking time
Leawve it blank if net used

quantity minutes

1 shift, specify the
]

Clocking Range:-

Clocking bafors this time .

e - IESEN [ I Y ES O before the shift

Latest Clocking:- » -

Replace vith most recent clocking uithin the Stal’ts ’ for ex

slocking range .
ample: 10 min-

Do you vwart to use OT/Dane as scheduleel work instead of overime 2 . . . . . . . . .. .. []yes t P

Please specify the time interval if you wart to have rates differential for overtime l:l’ I:l utes.

Ifthis is & rotational shift, specity the quality minubes before the shift starts . .. - o Please locate

the details of
this option in
page 33.

Step 3: In Group Duty Roster, click “Add Group” to continue.

Step 4: Select a group duty roster with “Shift” for example group number “7” and name it as
“Factory 2”. Click “Okay” to continue.

oup Duty Ro

List of aroup code to be used by users. A group duty roster can be either on weekly routine, or retational daily shift with meximum of three shifts within = day.
For open-schedule duty roster wiihout pre-defined schedule code, the actual schedule code wil be determined from the list of possible clocking schedules only when user clock in for wark,

Group Description I Roster [ shitspay | Open Scheduls Quertime Orly After
o Edi
1 |otfice Add Group Eot )
2|rap B
6|Factory To add new groun duty roster, select an avallabe arou code which can be same Edt ]

coide tothe clocking schedule for weekly roster schedule, or dally shift roster with
specific clocking schecules.

Grop 7 v
Description | Factory 2
Roster | shift

Cores ]

[ 2dd Group | [ Delete Group ]

Step 5: Click “Auto Schedules” and define the day type according to the schedule. Define
clocking schedules for each of the day according to the schedule. Define the date range for
the roster. Click “Okay” to continue.

Select group yeerly duty planner accarding to the yeq t.to-Schedule' to faciltete the rotational shift
planning and optional open-schedule codes. Ditfererl AT CRIA T R ChIt v Inthe week.
“ou may change sach day planner by Hght-cick ont
Use this function o facilitats the assignment of recurring weskday's working
schedule by a day type and a clocking schedule number
] Grow| 7 iftsDay Overtime Only After
Normal Shift ! ad
Telzlal=Te iz = Sequence Day Type: Schedule -
Jan i [RESANT Holictay List
= 2 WORKDAY -
] 3 WORKDEY
Mar n AAORKDEY 0 Auto Schedule
Apr 5 RESTOAY [office
May A WORKDAY
Aun 7 [WORKDAY
Import Roster
I r—
AL
2 Possible option of schedule codes for open schedule attendance that has no
Sep B I B B B | ] I pre-tietermined schedule code:- ie. 11,1213
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Step 6: The software automatically arranges the roster according to your settings. Click
“Save” to save settings.

Step 7: A new group is created. Click “Close” to save settings.

Group Duty Roster

List of proup code to be ser by users. A oroup duty roster can be eiher on weekly rotine, or rotational sty shift with maxinum of three shifts within a day.
For open-schedul sty roster wilhout pre-definert schedule cote, the aclual schedule cods wil be determined from the it of possible clocking sehedules orly when ussr clock in for work
Growp Deserintion Roster ShiftsiDay Open Schedule Overtime Cnly After B
o Wkl Edit |
1| Office: Weekly Edit |
2|raD eekly =
& |Factory st 3 Edt
Add Group | [ Deleiz Group

OPEN WORKING ROSTER

Some factories apply open working roster. There are various shifts in a day, and users are
free to attend to any shift. The software will allocate users into corresponding working shift
by checking into their clocking time.

However, the working time of every  For example:

shift should not be overlapped and A factory provides 3 working shifts as below:

must be clearly defined. The soft- gzggg,g In Break | Resume | Out

ware cannot allocate users into the  [“yoming shift 3 8:00am | 12:00pm | _1:00pm | 4:00pm
correct shift if the In time and Out Evening shift 4 4:000m | 8:00pm | 9:000m |12:00am
time of the shift are overlapping. Night shift 5 12:00am | 4:00am | 5:00am | 8:00am

Clocking Schedule

List o clocking schedules to be used in group duty roster. A schedule can be eititer base on weskly routin with optionsl flexikle clockings, or
step 1 : AS de_ according to daily clockings for rotational shifts
scribed in Qhap_ Scheduls Description vork Scheduls B
ter Multi-Shift ] Wieekdy Eat
. 1o ek Edt
Working Roster, e Pt o
. o | 3[Morning Shit Dily Edit
yOU can conflg- 4 |Evening shift Draily [ Edt ] —
ure 3 c|ocking 5| Might Shitt Daily Edit
schedules by
the same meth-
od.
M|
Add Schedule | [ Delete Schedule
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In each dlock:

Specity the clacking schesdules and its seftings as inclicated kelow. Fixed clocking schecule s not applicakle to flexi-work schedule, Ing sched U|67

insert a value
for “If this is a

Clacking ‘ Settings 1 Schedule| 3 Description | Morning Shift
rotational shift,
n Break Resume Qut [aig Dons
Clocking Time:- H
ol socking time TE| 20| [1z0] [1em specify the
Leawe it blank if not used uantlt m|nutes
Clocking Range:- q y
Clocking before this time i
before the shift
Latest Clocking:- S‘tar‘t Stal"ts",
Replace with mest recent clocking within the:
clockng range for example: 10
Do you want to use OTIDoNe a5 scheduled work instead of overtime ? .. . . .. . P D Yes

minutes. Please
locate details of
this option on
page 33.

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

If this iz & rotational shift, specify the gualify minutes before the shitt starts . . .. .. ©w 10

Save

Step 2: In Group Duty Roster, click “Add Group” to continue. Select a group duty roster with
“Shift” for example group number “8” and name it as “Factory 2”. Click “Okay” to continue.

e E

List of aroup code o be used by users. A group duy roster can ke either on weekly routine, or rotational dally shift with maximum of three shitts within = day
For open-schesule tuty roster without pre-tefined schedule code, the actual schedule code will be determined 1rom the list of possible clocking schedules only when user clack in for wark

Group Description | Roster | shitsmay | Open Schedule Overtime Only After -
0
1|office Add Group
2|raD
6 |Factory To sdd nesw aroup dity roster, select an avallabe group code which can be same [
7|Factory 2 carde tothe ciocking schedule for weekly roster schedule, or daily shift roster with Edt

specific clocking schedules

Group |8 v

Deseription | Factory

Roster | shit

[(concer |

Step 3: Click “Auto Schedules” and define the day type according to the schedule. Define

the Date Range for roster to start with. 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” to continue.

e -
Select groug yeerly duty planner according to the yesy iuto-Seheduls! to Taciitate the rotational shift

planning and optional open-schedule cades. DiffererfUN T T W G EE & v inthe week
Yol My chande each tey planner by right-click on t

Use this funclion to faciltste the assignment of recurring weekday's working
schedule by a day type and a clocking schedule number.
2009 & Group Owertime Only After

<

Normal Shift /

Sequence Dary Type: Schedule

EESTDAN Holidery List
VWORKDAY

PonGay [_tdoscneowe |
WORKDAY Auto Schedule

VORKDAY
VWORKDAY
VNORKDA YT

= Import Roster
Effective diate range 040172008 = | 311272008
Possible option of schedule codes for open schedule attendance that has no.
pre-determined schedule code:- ie. 11,1213

344
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Step 4: Roster is ready as displayed above. Due to open working schedule, clocking sched-
ules are not displayed on the screen. The software will allocate users into the shift by checking
their clocking time. Click “Save” to save settings.

Group Duty Roster

Normal Shitt

Select group yearly duty planner according to the year selected. Lise Holiday List' for holidays that applicable to all group duty rosters, and 'Auto-Schedule! 1o faciltate the rotational shift
planning anct optional open-schedule codes. 'Different Restday' is applicable for users of same weekly duty roster but have different resteay inthe week
Vou may change each day planner by right-click on the cellin order to change the day type o clocking schecule.

Group Description | Factary 3

ShiftsiDay Cvertime Orly After
[ —

s|e

ZE‘Zﬁljﬂ‘SW

Holday List

Auto Schedule

Import Roster

Step 5: A new roster is created. Click “Close” to save settings.

Group Duty Roster

List o group coe to be used by users. A group dty roster can e efther on weekly routine, o rotational daly shift with maximum of thres shifts within & ey
For open-schedle sty roster without pre-siefined schedlule code, the actual schedle code willbe determined from the list of possible clocking scheules ony when user clock in for wark
Grou Description Roster ShiftsDay Open Schedle Ovwertime Only After B
0 iekly Edt
1|otfice Iweekly Eat )|
2|RaD wieekly Edat )|
& |Factory Shitt 3 Eat )|
7|Factory 2 Shitt 1 Edat )|
D F -ctory 3 Shitt 1 345 Bt ) |
Add Group ] [ Delete Graup.

Assigning Users Into Group Duty Roster

You must assign users into the corresponding group duty roster before you can view their at-
tendance. 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: Click

3

Uzers

to open the User Record page.

Step 2: In the Group column, click to select the assigned users into the corresponding group
duty roster. Repeat the step to all users.
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B2 User ID [1]

Mo, | User D Name Emp Mo. Deparimert Section Growp | Retedr | Suspend
1 1 |Elise Johnson D1582 & dministration Local |t ~ [
2 2| Tony Stone ENG5584 Oversea
3 3|Felicia Dickson IT7ses Infarmation Technalogy Oversea
4 4|Gilbert Kazt FD5H33 Froduction Team & a0
5 5/Sheena Jazz atass Qs aac Team B [Factery
7 [Factory 2
Factory 3
Elize Johnson A739685455857 e |
Mame ool Secury o B
Adrinistration v CNS589351258 v
Cllok for pnoto | Bepartment oG Ftress
Lacal v B0122081118
Sechon Phiane Mo
1 2422009 = i = 20122009 = 22009 =
Izsued Expired Email Wacation e
[ adduser | [ crengen ] Import Uiser Apply £ cancel

Step 3: Click “Apply” to save settings.

No. | UserID Name Eimp Ho Department Section Growp | Reted | Suspend -
i 1| Eie Jannson D152 Administration Local 1 L
2 2[Tony Stone ENGESE4 Oversea 6 O
El 3|Feticia Dickson 7565 Information Technology |Oversea 1 0
0 4|Gilbert Kazt PDS333 Production Team A E] O
| <] sheena oz @iags Qs s ac Team B 7 J

Sheena Jazz

-
ame Facil S=curly e
ataac v v
Click for photo Departmert O Eddress
Team B v
Sechon Phiane Mo
5 2422009 = i = it =l it =

Izsued Expired Email Wacation i
[ dduser ] [ crenger ] Import Uiser apay £ cancel

Step 4: A message will pop up to remind you that you must generate the data in Attendance
Sheet before your new settings could take any effect. Click “Okay” to accept the message.

388 : User ID.

1 you have made some changss ko the aroup code, these new changes wil not affect the currently existing attendance records, and they wil oy take effect on the new
1\ attendance records of next calendar menth,

1F you wish apply the new changes to the existing attendance records, you are required to cick the 'Generate button in the attendance sheet,

—

%

Step 5: Click | asendance | 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.
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Attendance Sheets [ 26/02/2009 ]

Date User ID Show Tardiness:- [_] Late-in [Jovertime

Date Wieekaay | =] Generate New Atlendance Records ©
26/02:2009 | Thursday Present:
2702:2009 Frickay

280202008 |Saturday @mleeres

Please specify the date which you want the atindance recorets to be
genersted. Any existing records wil be remaved and new sttendance
records can be converted from terminal data At fist

Yol may overwrite defalt schedule code (%) from the pre-defined oroup

duty raster with the new schedule code. |

Absent:

User D Name Day Type | Sche " | B oumey sslect the range of records by: Leave Taken Remark B
1 |Elise Johnson VWORKDAY 0 Lo
2[Tony Stone | WORKDAY 0
3 |Felicia Dickson VWORKD A o @AH
4|Gibert Kazt | WORKDAY [ Omane
5|Sheena Jazz VWORKDAY o
Some

Date | 1u0202009

Change fo nevy schedule code:

Convert from data st list 7

£ o1
[JTotal

Commes ) (o ] [ on ] oo

Step 7: 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.

Attendance Sheets [ 26/02/2009 ]

Date User ID Show Tardiness:- [_] Late-in [Jovertime
i ey |19 Generate New Attendance Records N
260212009 | Thursday Present: l:l
20022008 Friciay P I:l Please specify the dats which you want the attendance resords ta ke
ZE02009 | Saturday g generdtert. Any existing records wil be remave and new atendance
Absent records can be converted from terminal data sudt list
“ou may averwrite detault schedule code (%) from the pre-tefined groug
duty roster with the new schedule code |
User ID Name Day Type | Sche [i Confirm Generate Records Leave Taken Femark B
1 [Elise Johnson [WORKDAY q
2[Teny Stone. [WORKDAY ) ‘ou are shout o delets away the selected existing aftendance 3
S TFelcin Dicka WORHDAY 5 records, i any, before the new records are generated.
4|Gilbert Kazt |WORKDAY 0 Are you sure you wart to continue ?
5|Sheena Jazz VWORKDAY o
-
L ]
bete (012008 ulti-Ghifts:
Change to new schadule code: [~
Convert from data audt list 7
. _I_I
[JTotal
Covonors ) [woreny ] [_em

Step 8: Click g to open Attendance Sheet to see the details.

Attendance

» CONTENTS



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
L

Click mnﬁce to open attendance sheet. There are a total of 15 columns in Attendance Sheet.

The function of each column is given below:

User ID: Refers to ID of each user. The length of user ID varying from 1 ~ 9 digits, as enrolled
in terminal.

Name: The full name of each user.

Day Type: Day type of the particular day.

Schedule: Schedule to apply to a user for the particular day.

In: Refers to the time an user starts working.

Break: Refers to break such as lunch, tea-time etc.

Resume: Refers to the time a user returns from a break.

Out: Refers to the time an user finished working.

OT: Refers to the time overtime starts.

Done: Refers to the time work finishes.

Work: Total work time for a day.

Overtime: Total overtime claimed by a user in a day.

Short: Total short time of a user in a day.

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.

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

Attendance Sheets [ 1]

Dete User D Show Tardiness:- [JLate-n [overtime Drag drop clocking
No. | UseriD Name: = [CEarty-out [CwerkiaT Totais
1 1[Elise Johnson [JExtended Bresk [ConLeave
2 2/Tony Stone [IMiss Punch [ Absent
3 3|Felicia Dickson
4 4| Gilbert Kazl
S 5|Sheena Jazz Select Schedle:- | Select Departmert: - v
Date | Weekday | DayType | Sche I | Ereak [Resume| out | oF | Done || ork |Overtme| Short || TotalHr Leave Taken [§~
01022008 [Sundky |RESTDAY 1 I
Monday  [VORKDAY tlomse 1234 1315 [1as1 go 151 i
Tuesday  [\WORKDAY tlosoz 1315 1340|1904 738 104 om| B
WWORKDAY Tloess 1224|1323 |1e2 754 [ 4 )
Thursday  [WORKDAY Tloess 1235|1323 |1833 soa| 139 / Total Hr.: Total working
Friciay [VWORKDAY 10854 1233 [1330 1754 7 54 o hours in a week or a month.
070212008 |Seturdiay  |RESTDAY 1 | Total OT: Total overtime
< [ \ claim in a week or a month.
e Short: Total short time ina
week or a month.
oot (toiton (]

You can choose to view Attendance Sheet in various formats such as:
¢ By Date ¢ By User ID ¢ By Tardinesse® By schedule of department
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BY DATE Click MECE to open attendance sheet.
By default, attendance sheet will display information by date format. It will show all attendance
of the same day on a same page.

Attendance Sheets [ 02102/2009 ]

Date User [0 Show Tardiness:- [ Lste-In [ overtime Drag srap clocking
Dale Vieekday | =] [Jearty-out [JonLeave
010272009 | Sunday | Present [JExtended Break [ Atesert
0210272009 ontesee: [ | [Miss Punch
03022009 | Tuesday
040272008 (Wednesday At I:l
050212008 | Thrsday
Select Schedule:- ~ | Select Depariment:-
060272008 | Frickay - "
User ID Name | DayType | Sehe In_ | Breck |Resume | Cut | OT | Done | Wk |Overtime| Short || Leave Teken Remark -
1|Elise Johnson WORKDAY 1/08:59 12:34 1315 1951 8.00 151
2[Tony Stone_[WORKDAY 1ogss [1234 has  rest s00 180
3|elicia DicksorWORKDAY 3losss [1234 (1315|2042 a00 242
4[Gilbert Kazt[WORKDAY 3losse  [1234 (1328 |a0i2 300 242
5|Sheena Jazz [WORKDAY 30859 1234 1325 20013 .00 213

[ 1otal

Cowms ) (s ) [

BY USER ID

To change the display to a user ID format, click the “User” ID button. You can check the at-
tendance 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.

Date User D Showe Terdiness:- [ Late-In [l overtime Drag drop clocking |+
No. | Usersy Hame [earty-out [JwiorkioT Tetals
d 1|Eiise Johnson [JExtended Bresk [onLeave
2 2|Tony Stane [Iniiss Punch [ asent
3 3|Feiivia Dickson
4 4 Gilbert Kazt
g 5|Sheena Jazz Sedect Schecule: - Select Department: - <
Date | Weekday | DayType | Sche n | Bresk Short | Total Hr [ Tatal OT | Short_[Leave Taken|~
250272009 [Wechesday _[WORKDAY [T EE User ID 0as| - - -
260212008 [Trhursdlay [WORKDAY 1ogmo 2z |
27/m212008 [Friday WORKDAY 1 I - S
28202008 [Saturcay  |RESTDAY 1 3218 744
010512008 [Friay HOLDAY 1 -
Satwcay  |RESTDAY 1 .
O T [ 3
[otel

Comwes ) [y | [ o

Move the cursor to the user ID column and it will turn into an arrow icon as displayed above.
Right click and insert a user ID.

BY TARDINESS
“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 is 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.
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Attendance Sheets [ 02/02/2009 |
Date: User D Show Tardiness:- [ Late-In [Covertime Drag sirop clocking |+ |
Dale Weekday |~ [Early-out [JonLeave
01/02/2008 | Sunday | Present: [JExtended Break [ absert
020212009 | O
Mizs Punch
030272008 |Tussday Ol l:l
040272009 Wednesday spsert: ||
05/0212003 | Thursday
Select Scheduie:- v | Select Department:-

0610272008 |Friday ~ i
User ID Maime Day Type Sche In Break | Resume Out o1 Dane Wiork | Owertime | Short Leave Taken Remark -~

1 |Elize Johnzon WORKDAY 1//08:59 12:34 1315 19:51 8.00/ 1.51

2[Tony Stone_[WORKDAY tfozse  [1234 1315 135t &o0 151

3 |Felicia DicksonWORKDAY 3||08:59 12:34 1315 20012 8.00/ 212

4[Gllert Kazi_[WORKDAY 3losss 1234 1325|2012 500 217

5|Sheena Jazz [WORKDAY 3||08:59 12:34 1325 20013 8.00/ 2.13|
Cotsl

e e ——

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

¢ Qvertime is to show attendance data of users who work overtime.

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

¢ Absent is to show attendance data of users that are absent from work and do not apply for
a leave at the same time.

BY SCHEDULE OR DEPARTMENT

Attendance Sheets [ 02/02/2009 |
Dete: UserID Show Tardiness:- [ Late-In Flesere Drag crop clocking | = |
Dale Weckday | 4] [Jearty-out [JonLeave
010272008 | Sunday N Fresent: H [Jedened Break [ absert
020212009 | O
) Miss Punch
06122008 | Tuesday ez ([
040202009 [Wednesday Absert: I:l
050272009 | Thursday
Select Schedule: - Select Departmert:-

oemans sy »
User ID Mame Day Type Sche n Break | Resume Qut oT Done Work | Owertime | Short Leave Taken Remark -

1 [Eise Johnison [WORKDAY 1(0s58  [1234 1315|1351 500 151

2[Tony Stone_[WORKDAY 1oass  [1z34 1315 (1851 800 151

3|Ficia DicksoWORKDAY 3losss 1234 1315|2012 500 217

4[Gllert Kazi_[WORKDAY 3(oass 1234 1325|2042 go0 249

5 |Sheena Jazz [WORKDAY 3/ 08:59 12:34 1325 20113 8.00| 213
[7atal

oot ] (oriiy ) [z

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.

Manipulating Attendance Sheet
EDITING 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”.
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Step 1: Click “Edit” to start.

Attendance Sheets. [ 06/02/2009 ]

LB
[«

Date User D Showy Tardiness:- [Lateln [Jovertime Drag drop clocking
Date Veekday | [l Earty-Out [Jon Leave
06/02/2009 Present: [JExtended Break [Cabsent
07022009 |Saturday [hiss Funch
08/02/2009 | Sunday @l l:l
09/02/2008 | Monday Absent l:'
100272008 _ | Tuesday Select Schedule:- Select Departmert.- =
110272008 Wednesday |
User ID Mame Day Type Sche In Break | Resume out oT Dane Work | Owertime | Short Leave Taken Remark -
1 |Elise Johrzon WORKDAY 1)08:54 1233 1330 17:54 7.54 0.08| J
2[Tony Stone_ WWORKDAY. 1losss 1235 1330|1816 800 04§
3|Felcia DicksorVWORKDAY 3loesz 1218 1330 1816 748 016 o
4|Gilbert Kazt  WORKDAY 3| 0547 1254 1330 1858 8.00) 0.58|
5|Sheena Jazz WORKDAY 3

oa1z 1235 1330 18356 748 058 0.2 =

T

Step 2: Point to the time slot and delete the data.

Showy Tardiness:- [ Late-n [Jovertime
Cate eskday |~ Cleany-ou Don Leave RO 1T |
06/02/2009  [Friday J Present. El [JExtended Break [ absent
07/02/2009 Saturday DM\SS Punch
08022009 |Sundiay onLasee [ |
09272009 _|Monday spserts ||

10/02/2009 | Tuesday
11/02/2008 _ [Wednesday | =

Select Schedule:-

User D Name Day Type | Sche In Bresk | Resume | Out o1 Done || Work |Qwertime | Short || Leave Taken Remark -
1 [Elise Johnson [WORKDAY 1foese 1233 [1330 8.00 1
2[Tany Stone  [WORKDAY 1fosss 1233 [1330  [1816 .00 0.8
3|Felicia DicksofWORKDAY sfomzz 1218|1330 [1&16 7.4 0.8 011
4|Gilbert Kazt  [WORKDAY 3foee7r  [125¢  [1330 [1@5@ .00 0.56
5|sheena Jazz [WORKDAY 3

oa1z 1235 1330|1858 7.48 058 0.2

[ e ) [ wumsnns | [ LeaveTeken |

Dbl cick on the respective sl for sxcused clocking
[ Tetal

The corrected time slot will be displayed in bold font to indicate that the data has been inputted
manually. You can view the original data for the time slot displayed in “Drag/Drop Clocking” column.

Attendance Sheets [ 06/02/2009 ]

Date ‘ Show Tardiness:- [ Late-n [Jovertime

Date: Weekday |~ [CEarly-out [Jon Leave
06022000 _|Friday H Pt [ Extended Break [ asert
07/02/2009 Saturday DM\SS Punch
08/02/2009 | Sunday ontesve: [ |
09/022009  |Monday Absert: l:l
10M22009 | Tuesdey Select Schecle:- Select Department -
111022009 |Wednesday |

User I Niame Day Type | Sche In Bresk | Resume | Out ot Done || Work |Overtime| Short [ Leave Taken Remark B
1 |Elise Johnson [WORKDAY 1lomsa 1233 1330 [1aw0 a.00] ]
2|Tony Stone  [WORKDAY 1logss 1233 1330 1816 800 04§
3|Felicia DicksarwWORKDAY slomz2 1218 1za0 [1&s 749 04§ 011
4[Gibert Kazt [WORKDAY 3oa47 1254 1330 [1ase 800 054
5|Sheena Jazz [WORKDAY 3

0g12 1235 1330|1558 745 05 0.2

[ wde | [ wwsniis | [ LeaveTaken |

Joubl click on the rezpactive slat for axcuzed closking

[ Total

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 its original position. Click
“Edit” button at the bottom of the Attendance Sheet. Drag the attendance data into the “Drag/
Drop Clocking” column. Drop the attendance data into its original column. Click “Apply” to save

settings.
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APPLYING LEAVE TO USERS

You can insert leave days of users in the Attendance Sheet. Follow the steps below to assign
leave days to users.

Step 1: Click “Edit”.

Attendance Sheets [ 27/02/2009 ]

Date: 1 User ID Show Tardiness:- [ |Latedn [Jovertime Dray drop clocking
Date Veekday | & [JEary-out [Jon Leave
271022009 Present [JExtended Break [ absent

L]
R e e e
020032009 |Monday Bbsert El

030372009 | Tuestlay
041032009 Wednssay_| -

Select Schedule: -

User D hame Day Type | Sche In Bresk | Resume | Out o7 | Done || Werk [Overtime| Short | Leave Taken Remark B
1|Efise Jonnson [WORKDA'Y 1 J
2|Teny Stone [WORKDAY oz1s [1zz [13ts [2033 G00 239
3|Felicia Dickson WORKDAY 4l1B01 [onee |212e |04 458 248 001
4[Gilbert Kazt |WORKDAY 4l1749 2037|2124 (o308 500 308
5|Sheena Jazz |WORKDAY 4li7ds [eoz4  [2128  |030s 454 305 00R Jl‘

[ Total

e e  —

Step 2: 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.

Attendance Sheets [ 27/02/2009

Date ‘ Showy Tardiness:- [ Laten [Jovertime Drag trop clacking
Dete Weckday | 4] [earty-out [JonLeave
2710272009 |Friday Presert: [ClExtended Break [ Aasent
00000 [Saturcay || T
01032009 |Sunday Enl=E l:l
02032008 |Monday Absent:

03032009 |Tuesday
04032009 [Wednesday | v

Select Schedle:-

UserlD | Name | DayType | Sche i [ Bresk [Resume| Ow | OT | Done | Work |Overtime| Shori || Leave Taken | Remark B
1 |Eise dokrison WORKDAY 1 1|
2[Tony StoneWORKDAY 1ozi8_ 1234 1318|2033 800 23 ABSENT
3 |Felicia DicksorwORKDA 41801 2004 [21:23  [n245 4.59 245 0,01 | ANNLIAL
4|Gibert Kazt_[WORKDAY 41749 o037 224 0308 500 3o [
5[Sheena Jazz [WORKDAY 4)1ras 028 2128 |o3os 454 308 00g|HOSPITAL

TiMATERNITY hd
PATERNITY
\ouble CRel or The FeSpective SIet or excused clocking EMERGENCY

Orotal

[ e ] [ mutisnis | [ Leave Token

Alternatives: Click| % | to open “Staff Extended Leave”.

Configuration

Staff Extended Leave

« ”
Use the table below to erter the extended leave taken by an individual staff during certain periocd SeIeCt USer ID
These leave records will be automatically be included in the current sttendance sheet to reflect the leave taken and user “ Leave
And it will be excluded from the sttendance sheet if you remove the leave record from the table 9

taken type”.

User ID Mame: Leave Taken From
Elize Johnzon SICK 270272009

Define the dura-
tion of the leave.
Insert the same
date in “From”

and “To” columns,

To add a new record, press the down-amow key when it is at the bottorn of the list. H
e e e e ] if user only takes a

one day leave.
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APPLYING 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: Click “Edit” to start.

Step 2: Click the “Remark” column to select the remark for user’s attendance data for example
“Going to meet supplier”. Click “Apply” to save settings.

Attendance Sheets [ 16/02/2009 ]
Dete: I Showy Tardiness:- [Late-ln [overtime Drag drap clocking
Date Weekday |+ [Cearty-out [on Leawe
110272008 Wisdnesday J Present: 5 [JExtended Break [Jabsent
1200202006 | Thursdary [Miss Punch
13022008 |Friday Emlemrs
140202006 [Saturday Absert
1510212008 |Sunday Select Schedule:- ~ |  Select Departmert:- v =
16/0212000  [Monday ~
User D hame Day Type | Sche In Break | Resume | Out of | pone | work [overtime| Shot | Leave Taken Remark -
1 [Elise Johnsan [WORKDAY 1losas 1228 1326 1815 I EE
2|Tony Stone [WORKDAY lomss (1234 1326|1928 go0 0.2
3 |Felicia DicksorWORKDAY 3oa1s (1243 1328 [19:03 745 1o nag v
4 |Gilbert Kazt [ WIORKDAY 41753 20:47 21:27 01:29 5.00) 1.29| Attemipt o training
5|Sheena Jazz [WORKDAY af1mo2 2034 (2130 |00z 458 1.02) 0.0z Going to meet client
[Douibiz ook o The respective Siet for exoused Aocking
[Total
[ unae ] [ matisnits ] [ Leave Taken Apply

Generating Attendance

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

Note: This process will erase any of
the manually inserted information/
attendance data from the records.
Therefore, please include the relevant
user IDs and date range to generate
accurate attendance data.

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

Any of the above settings will affect time attendance calculation in the software. The software
must publish the most updated attendance data on the Attendance Sheet. To get updated data
that complies with the new settings, the software requires you to perform “Generate” process to
refresh the Attendance Sheet. Else, the new settings or changes will not be applied.

For example:

Spesity the clocking sohedules and fis setlings as indicated helov. Fived clocking schedule is not appiisabls to flexi-work schedue

A new setting is done in
clocking schedule 1. All

. . Clocking Range  Settings Schedule 1 Description | Office
users in this schedule 2l
Allow = grace period in minutes for late-in
m USt Work at IeaSt 30 Allows & grace period in minutes for earky-out
minutes to entitle them hinimum minutes must werked to quality for overtime. .. e . a0
for an Overti m e Clai m . hdeximum no. of hours sllovved to claim for overtime . . e . . '24 oo

Work hours is efther round-ug o round-down (-ve) in minutes of . ..

Any users with overtime Overlime hours is ther Faund-up or round-down (-ve) in mindss of

periOd |eSS than 30 min- LunchiDinner time duration for flexi-Unchfesxd-dinner ranas in minutes /
utes will not be entitled Do you want ta exelute the luinchitinner hour fram working hour 7 Hlyss
for an overtime claim Do you want ta provide overtime for wark betare in fine (sariytine) 7 Dyes
Click “Save” to save
settings.

Save
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Step 1: Before generating any attendance data, all users are entitled to overtime after a pre-
defined working time. With the new setting done in clocking schedule, users with overtime less
than 30 minutes will be ignored. Click “Generate”.

Attendance Sheets [ 11/02/2009
Date I User ID Show Tardiness:- [|Late-in [Jovertime Orag drop clocking
Dste Weehday | & [JEarty-0ut [JonLeave
1110272009 | Present [JExtended Break [ dbsent
12022008 [Thursday i Punch
130202008 |Friday =T I:l
14022009 |Saturday Absent: l:l
150272008 |Sundzy Select Schedule:- Selsct Department:-
16022008 _|Monday -
UserD_| _Meme | DayTyos | sSche | Bresk |Resume | ow | or | Done | wwork |overtime| Snon | Leave Taken Remark <
1 [Eise Johnson VWORKDAY. 1083|1238 1325|1827 500 077 |
2[Tony Stone_[WORKDAY 1oss3 [1238 1325|1818 800 013
3[Felicta DicksofWORKDAY 3lossse  [1238 1316|1836 800 03
4[Glert Kazt_[WORKDAY 41751 2047 2124|0028 500 o029
5[Sheena Joz [WORKDAY 41757 2038 2134|0118 455 119 004
[ Total
Coovions ] [y J (=

Generate New Attendance Records

Please specify the date which you want the sttendance records to he
generated. Any existing records will be removed and new attendance

recards can be converted from terminal data aucdt list . :
You may overwrite defsult schedule code (*) from the pre-defined group Step 2' Sele(:t the users and defme
duty roster with the new schedule cods. the date rangelcﬁck “Generate” to

start the process.

You may select the range of records by

User ID

@A
O MNone

Some

Step 3: Click “Okay” to accept the
message.

Confirm Generate Records

Date | 01.02/2009

Change to new scheduls cocde:

Step 4: After the generate process is done, the new setting will take effect. Any user with
overtime for less than 30 minutes will be ignored.

“ou are about to delete away the selected existing sttendance
records, if any, before the new records are generated.
Convert from data audt list ?

Are you sure you vwant to continue 7

Iy

Attendance Sheets [ 11/02/2009 ]
Date User D Show Tardiness:- [ Late-In [Jovertime Drag _srop clocking
Date Weekday | 4 [CEarty-out [Jon Leave
1110212009 | e [JExtended Break [] apsent
12022008 | Thrsday [hies Purch
13022009 | Friviy onenve: ||
140202009 | Saturday Apsent: ||
15122009 | Sunday Select Schedule:- Seleot Department -
160202009 | Monday -
User ID Meme | DayType | Sche [ Bresk |Resume| out o7 | Done | Work [overtime| Short || Leave Taken Remark -
1 |Elise Johnzon [WORKDAY 1)08:34 12:38 13:25 18:27 5.00) J
2|Tony Stone  [WORKDAY 1)08:43 12:38 13:25 18:18 5.00)
3 |Felicia DicksonVuORKDAY 3| 08:54 12:38 13:16 18:36 5.00) 0.38|
4|Gilbert kazt  [WORKDAY 417:51 20:47 21:24 00:29 5.00) 0.29|
5 |Sheena Jazz [WORKDAY 41757 20:36 21:34 01:18 4 56| 1.19| 0.04)
Jrotal
Coomot ] (ot ] [t
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Exporting Attendance Data

Attendance data from the software can be exported for payroll or to be used in other soft-
ware. However, it is important to make sure that the exported attendance data can fit into the
targeted software. The exported attendance data is available in text (.txt), Microsoft® Excel
worksheet (.xIs) or ODBC manager.

There are two types of data exportation.
Ae Export Details is to export attendance data on a daily basis for a certain time period.
Be Export Summary is to export a summary of attendance data for a certain time period.

The type of exported data depends on the requirements of payroll, HR software or other soft-
ware.

EXPORT DETAILS
Step 1: In Attendance Sheet, click “Export” to start.

Attendance Sheets [ 02/02/2009 |
Date User b Show Tardiness:- [ Late-n [Covertime Drag drop clocking
Date Weekday | [Early-out [lonLeave
010202009 |Sunclay Present: [l Extended Break [ sbsert
020272009 I [Iiss Punch
030272009 | Tussdiay ontemver [ |
044022009 |Wednesday Absent l:l
Satemos s ;
Select Schedules- Select Department: -
060202003 |Friday. - elect Scheclle e A
User ID Name Day Type | Sche In__ | Bresk | Resume| ou o7 | Done | work [Overtime] Short | Leave Taken Remark -
1 |Elise Johnzon [WORKDA Y 1 ||08:59 12:34 1315 1951 8.00/ 151
2|Tony Stone  [WORKDAY 1|08:58 12:34 1315 1951 8.00 151
3|Felicia Dicksor VORKDAY 3058 1234 1315 |02 ao0 242
4|Glbert Kazt [WORKDAY 30558 1234 1325 2012 a00 212
5 |Sheena Jazz [WORKDAY 3|08:59 12:34 13:25 20013 8.00/ 2.13| -
[ Total
e ST —
Export Attendance Records
Step 2: Select users to export (by user
|D‘ A” users or by Depanment)_ Defme Please =elect the badge Fards arjd attendance date range you want to be
exparted to an external file as a input attendance recards for ather
the date range of attendance data to payrall system.
. . ou can choose to export either detail atendance records or summary
“ »
export. Click “Export Detail”. R Gy

You may select the range of records by

Step 3: Define the sequence of ex- peparment
User ID

ported data by labeling the Position
@ al

column (column 1 - User ID, column O hone
2 - Employee No., column 3 - Depart-
ment etc). Define the length of each
data field to fit the maximum charac-
ters for each column. Click “Apply” to
save settings.

Some

Date | [01/02/2009 [ | 280252009 =

Step 4: Select the type of file for
exported attendance data. If EXCEL
format is selected, continue to define Errenineei
the path to save the file. Click “Export
Detail” to start the process.

] [Expoﬂgummary ] [ Cancel
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If ASCII format (.txt) is selected, please check the 3 extra options at the bottom. These 3 op-
tions only work if the date is exported into ASCII format. Ignore this step if you do not need
them. Define the path to save the exported attendance data.Click “Export Details” to start the
export.

Export Attendance Records

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

Description Size Description Size Position Description Size pDS_H Description Size
User ID 9 Date 10 In 5 Work done in days S
Mame 40 Wieekiiay 20 Break 3 _g Work done in hours 5
Emp Mo. 14 Day Type 15 Resume 5 _g Overtime 5
Department 30 Shitt k. 1 out 3 T Ditf.oT 3
Section 30 Schedule 3 a7 5 ? Short 5
Group 3 Done 3 | Tatal Hr 5]
Social Security Mo, 20 | Total OT 1
0 Na. ol | Totaishant 3
71| Leswe Type 15

Specify the output target file name: (12| Leaveindays E
CPROGRAM FILESFINGERTEC YWORLDWIDETCMS'Y 218 TTENT [ Le=ve nhours §

[ Delimited with double quotation mark and separated wih comms [ Remark -

|:| Suppress hundredth decimal poirt
|:| Append data to existing output file

EXPORT SUMMARY

Attendance Sheets [ 02/02/2009 ]

Date 1 User D Show Tardiness:- [ Late-in [Jovertime: Drag drop clocking
Dale Weshday | =] [CEarly-out [ClonLeave
1022009 |Sunday | Present [JExtended Break [ ebsert
02022009 0
Miss Punch
030272009 |Tuesday onlesve: [ |
040202008 (Wednesday Apsent: ||
OSM0272009 | Thursday Select Schedules- Select Department - ~
OBD2/2009 | Fricay -
User ID Mame: Day Type Sche n Break | Resume Out or Done Work | Owertime | Short Leave Taken Remark -
1 |Elise Johnson [WORKDAY 1|08 (1234 1315|1951 goo| 151
2|Tory Stone  [WORKDAY 1/08:59 12:34 13:15 1951 8.00) 1.51
= wosices 2o.co < o 800 212
Export Attendance Records 800 219
800 213 .
Please select the badge cards and attendance date range you want to be

exported o an external file as a input attendance records for other
payroll system.

Yo can choose to export etther detail sttendance records or summary

recards only.

Yo may select the range of records by:

Department
User D
&)
Otane Step 1: In Attendance Sheet, click “Export”
Soma to start.

: Step 2: Select users to export either by user
ID, All users or by Department. Define the date
range of attendance data to export. Click “Ex-
port Summary”.

Date | 0 /0212009

[ Exportpetal | [Export gummary | [ gancel |
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Step 3:Define the sequence of exported data by labeling the Position column (column 1
- User ID, column 2 — Employee No., column 3 - Department etc). Define the length of each
data field to fit the maximum characters. Click “Apply” to save settings.

Export Attendance Records

You can select which summary data fislds you wart to export out by specifying their column postions with order of precedence . The lenoth of each
selected column is indicated by ts field size.

Position  Description Size DayTIvpe Day  vork Ovedime Diff.OT Shott Size Leave Taken (%) Day () Exit Size
1| Userin 9 WORKDAY | g 7 5 3 8 ABSENT 3
Mame 40 HOLIDAY 8 AMNUAL 8

2 | Empho. 14 RESTDAY g SICK g

3 | Department 30 OFFDAY 8 HOSPITAL 8

4 | Section 30 Late-In 8 MATERRITY 8

5 Group 3 Early-Cut g PATERMITY g
Social Security Mo, 20 Tatal Hr g EMERGENCY g

1D Ma. 20 Total OT 8 8

Tetal Short 8 8
Specify the output target file name: g
8

ExceL | |azan| [obec
[[] Delimited with double quotation mark and separated with comma

|:| Suppress hundredth decimal point
|:| Append deta to existing output file

Step 4: Select the file type of exported attendance data. If EXCEL format is selected, con-
tinue 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 op-
tions only work if exported into ASCII format. Ignore this step if it is not required.

Export Attendance Records

You can select which summary data fislds you wart to export out by specifying their column postions with order of precedence . The lenoth of each
selected column is indicated by its field size.

Position  Description Size DayType Day  wyork Overtime Dift.OT  Short Size Leave Taken (5) Day O Exit Size.
1 User ID 9 WORKDAY g 7 8 g g ABSENT g
hiame 40 HOLIDAY =) AMNUAL =)
2 | Empho 14 RESTDAY 8 SICK 8
3 | Department 30 OFFDAY 8 HOZRITAL 8
4 | Section 30 Late-In 8 MATERMTY 8
5 Group 3 Early-Cut g PATERMITY g
Social Security Mo, 20 Tatal He 8 EMERGENCY 8

1D Mo 20 Tatal OT 8

Eclit Total Short g

Specify the output target file name:
ExcEL DOTCHE 42 DATABASEMTTENDANCE it
[] Delimited with double quotation mark and separated with comma

|:| Suppress hundredth decimal point
[ Append deata to existing output file

Define the path to save the exported attendance data. Click “Export Details” to start to ex-
port.
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Housekeeping

It is advisable to carry out housekeeping periodically to maintain the software. The software
might response slower (especially in Attendance Sheet or Generate process) if it is approaching
the storage limit. It is recommended to keep all previous attendance data into the history folder
once a year. To do the housekeeping, follow the steps below.

Step 1: In Attendance Sheet, click “To History” to start sending the previous attendance to
the history folder.

Attendance Sheets [ 02/02/2009 | CER
Date Userin Show Tardiness:- [ Late-n [Jovertime Drag drop clocking | = |
Date Weekday | 4 [JEarty-out [JonLeave
01M02/2009 | Suray | Fresent El [CJEdented Break [ absert
0210272009 D
Miss Punch
03M02/2008 | Tuesday i l:l
0410272008 |Wedhesday Ahsert, l:'
05/02/2009 Thursday
Select Schedule:- Select Depariment:-
06/02/2008_|Fridkay - ¥ >
UserlD | Meme | DayType | Sche | In | Break |Resume| Ou | OT | Done || Work |Owerlms| Shorl | Leave Taken Rematk -
1 |Elise Johnson [WORKDAY tlossa 1234|1315 [1851 500 151
2[Tany Stene _[WORKDAY 1foasas 1234|1315 1em: 800 151
3 |Felicia DicksorWORKD &Y 3|08:59 1234 1315 20012 8.00| 212
4[Gilbert Kazt_[WORKDAY slossa l1za (1325 |;12 sog 212
5[Sheens Jazz [WORKDAY sloese  1za4  [1325  [2013 800 249
[ otal
Coomm ] (] (=

LE1ZL £ Step 2: Select the users involved, it is rec-

Please specify the date which you want the old sttendance records to be Ommended tO SeleCt a” Deﬂne the date
transterred to history sttendance sheet. .

This will result in better system performance with tewer sttendsnce range of pr’evious attendance data_ C||Ck “TO
records in attendance sheet. . M
History” to start.

Step 3: Check in Attendance Sheet. The
starting date of history is 1st of May instead

“You may select the range of records by,

User ID

S of 1st of February. This date indicates that the

OMene Attendance Sheet will run from 1st of May,
come instead of 1st of February. If you would like

to recheck the history attendance, follow the
s steps below.

Date | 010172009 31/0362009 [

[In History R% [ Cancel ]

Click

to open the History folder. All his-

tory attendances are saved in this page.

Date User D Show Tardiness:- [ Late-n [Fleyerne Drag crop clocking |
Date Weekday | = [l Earty-Out [JonLeave
01/02/2008  |Sunday | Present: [JExtended Break [ stosert
0210272009 | O
Miss Punch

0310272008 |Tuesday e [
090212009 [Wednesday Absent I:l
0510212008 _ | Thursday Select Schedule:- Select Department: -
0610212008 |Friday -
User D Name Day Type_| Sche In [ Break [Resume [ out 0T | Done [ work [Cvertime| Shot [ Leave Taken Remark -

1 Elise Johnsan [WERKDAY (0888 1234 [1345 1981 R

2[Tony Stone[WORKDAY 1fogss (1234 (1315 1951 [ RE

3 |Felicia DicksofWORKDAY 3| 0859 12:34 1315 20012 8.00/ 212

4|Gilert Kazt_|[WORKDAY 3lomss [1234  [1325 202 go0 212

5|Sheena Jazz [WORKDAY slogss (1234 1925|2013 600 213

[ 7atal
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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.

Time Zone 2

Sunday 23:59 ~ 0000

Monday 08:00 - 1800 | For example: All users can access an area from 8:00am to
Tuesday 0800 ~ 1800 | 6:00pm (Monday to Friday) and no access is allowed during Sat-
Wednesday 08:00 - 18:00 | urday and Sunday.

Thursda; 08:00 ~ 18:00 . . . X .
Friday Y 0300 ~ 1800 The software provides 50 different time zones for configuration,
Saturday 23:59 ~ 0000 from TZ1 to TZ50.

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 example: TZ1, TZ5
and TZ6. In some scenario, users can apply multiple time zones.

For example, a cleaning

Time Zone 3 4 5

worker can only access

. X . . Sunday 23:59 ~ 00:00 23:59 ~ 00:00 23:59 ~ 00:00
into an office during office Monday 09:00 - 12:00 13:30 - 16:30 17:00 - 18:00
hours, but not _durmg lunch Tuesday 09:00 ~ 12:00 13:30 ~ 16:30 17:00 ~ 18:00
hour and teatime. There- Wednesday 09:00 ~ 12:00 13:30 ~ 16:30 17:00 ~ 18:00
fore, the 3 time zones set Thursday 09:00 ~ 12:00 13:30 ~ 16:30 17:00 ~ 18:00
for the cleaning lady will ap- Friday 09:00 ~ 12:00 13:30 ~ 16:30 17:00 ~ 18:00
ply as below, Saturday 23:50 ~ 00:00 | 23:59 ~ 00:00 23:59 ~ 00:00

Group Time Zone | Time Zones | All 3 time zones (TZ2, TZ3 and TZ4) are grouped into the Group
1 P Duty Roster 2 as shown in the table below.
j 3:4:5 There are a total of 50 Group Duty Roster available in the soft-
p ware for definition. However, only the first 5 groups are marked
s 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.
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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 Access 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

e Access Code 2 - Access in the morning only

¢ Access Code 3 - Access after working hour

e 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.

For example:

Access Code| Name Group Time Zone | Time Zone | Note: All new enrolled users
0 Access from 8am to 8om 1 2 / greoigtg'%a:%%ye afsgg:ge’”to
1 Only access during office hour 2 3:4:5 ‘ assign the new users into the
2 Access in the morning only 3 6 g?[e’ffﬁ eo gg;g%%zttl%t%iez'one
3 Access only after working hour 4 7
4 Access only after 8om 5 8
5 Part time workers Free group 11:12:13
6 Contractors Free group 18: 20

THE SETTINGS OF TIME ZONE
Step 1: Click to open Terminal User Control.

Step 2: Select a Terminal ID to configure, for example Terminal 1. Click Time Zone tab.

Step 3: For example: User can access from 8:00am to 8:00pm (Monday to Friday), but are denied
access during Saturdays and Sundays. The time zone settings will be configured as below:

Terminal Users Control ‘;|@\X\

Select the avallablz terminal readers and specity the desired access codes that are authorised t access to i, 5o that users of authorised access codes wil be enrolled it the termingl. The
time zone seftings are optionsl to certain reader models to limit the users accessibilty with the specified time periods.
Click the 'Upiate Terminal bttan to Upioad the autharised users, or optional fime zone settings 1o terminal

Select Terminal ID. Authorised Access | Exception Users  Time Zons I Check Users:
1 [Terminai 1 ~
2 [Terminal 2 & maximum of 50 time zones can be used to define the fime frame that entry is alowed for each respective day of the week. A comkination of

maximum 3 fime zones can be wiised to define the access time zone combinations, eg. ":2:3' means time zone 1, 2, 3 are used.

Time: Zone Sunday Mansay Tuesday | Wednesday | Tnursday |  Friday Seturday B
i 00002358 [00.00-2359 (00002350 [00.00-2353  |00.00-2353__|00.00-2359 |00.00-2359
2 23:58-00:00 08:00-20:00 08:00-20:00 05:00-20:00 08:00-20: mﬂ | 23:58-00:00
3 00002358 00002359 (00002358 (00002358 0000-2359 N\ N——leedddgy |
4 00002358 [00.00-2359 (00002350 [00.00-2353  |00.00-2353 B
5 00:00-23:59 00:00-23:59 00:00-23:59 00:00-23:59 00:00-23: y
3 00002358 |00.00-2359  |00:00-2358  |00.00-2358  |00.00-77 | Time Zone 2
7 00:00-23:59 00:00-23:59 00:00-23:59 00:00-23:59 0o: [I/ Sunday 23:59 ~ 0000
8 00002359 00002359 (00002359 |wo0-zsss oo
a 00002358 [00.00-2359  (00:00-2353  [00.00-2358 o Monday 08:00 ~ 18:00
10 0000-2359  |00:00-2353  [O0OD-2353  [DD.00-2353 0N Tuesday 08:00 ~ 18:00
- 1 0000259 [00.00-2599  [00:00-2350  [00.00-259 |O 08:00 - 13:00
12 00:00-23:59 00:00-23:59 00:00-23:59 00:00-23:59 o
Model[R2 13 00002359 (0000-2359  |0GOD-2359 [U0.00-2359 (00 Thursday 08:00 ~ 18:00
14 00002358 [00.00-2559  |00:00-2350  [00.00-2358 |00.00N\ Friday 08:00 ~ 18:00
Last update | 020312008 17:30 \
\\ |_ Saturday 23:59 ~ 0000

[ UedateTerminal | [ Duplcate Settings | | [ Save Changes \
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Insert the time zone settings into the corresponding time zone, for example, Time Zone 2. 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.

Select the available terminal readers and specify the desired access codes that are authorised to access to #, so that users of authorized access codes will be errolled into the terminal. The
time: zone settings are optional to certain reader models to lint the users accessibility with the specified time periods
Click the Update Terminal' button to upload the: authorised users, or optional time zone settings to terminal
Select Terminal D T epxe: Select a data terminal below to copy to:-
Amaimum of oM respective day of the week, A combination of
maximum 3t [ Trerminart Fz | feans time zone 1,2, 3 ve usea
Time Zone y Friciay Saturday -l
1 9 [DO00-2555  |00:00-23:59
2 o 08:00-20:00 23:58-00:00
£ 9 [00:00-2359  [00:00-23:59
4 9 (00002555 |00:00-23:59 |
5 ] 00:00-23:53 00:00-23:59
3 9 [00:00-2359  [00:00-23:59
T =] 00:00-23:58 00:00-23:59
8 ] 00:00-23:53 00:00-23:59
9 | 9 [0000-2550  [00:00-23:50
10 — ] 00:00-23:53 00:00-23:59
1 9 [00:00-2359  [00:00-23:59
v
= 12 Copy [ 9 (00002555 |0000-23:59
Model | R2 ‘ 13 T 2 T = T = T - T 2 00002353 | 0000-23:59
14 |oo00-2359  [oo00-23:59  [0000-2359 (00002359 (00:00-23:58 00002359 |00:00-23:59 .
Last update | n2m3r2009 17:30 e 1 I T I
[ upsate Tenminal | [ oweatesetngs || Save Changes

Step 4: Click to select Terminal ID to update time zone settings. Click “Update Terminal” to
start.

Terminal Users Control

Select the avalable terminal reacers and specify the desired access codes that are authorise to access to f, 3o that users of authorised access codes will be envolled into the terminal. The
time zane settings are optional to certain reader models to limit the users accessihility with the specified time periods.
Glick the "Lipdats Terminal kuttan ta upioad the authorised users, o optional tims zone settings to tarminal

Select Termiral D Muthorised Access | Exception Users  Time Zons 1 Check Users:

1 |Terminal 1

A maximum of 50 fime zones can be used to define the time frame that entry is allowsd for each respective day of the wesk. A combination of
maximum 3 time zones can be tiised to define the access time zone combinations, eg. "1:2:3' means time zone 1,2, 3 are used

Time Zone Sunday Monsay Tuesday | Wednesday | Thursday Fritay Salurday B
1 0000-2353  [00.00-23.59 (00002359 |OD00-Z358  |00.00-23:59  [00M0-2359 (00.00-23.59
2 23830000 [0500-20.00 (08002000 |0500-2000  |08.00-20:00  |0&:00-20:00 |23:58-00:00
3 00:00-23 59 00:00-23:59 00:00-23:53 00:00-23:59 00:00-23:59 00:00-23:53 00:00-23:59
4 0000-2353  [0000-23:59 (0000758 |N00-ZX5E  |00:00-23:59  [0000-23S9 (00002359 |
5 00:00-23 58 00:00-23:58 00:00-23:53 00:00-23:59 00:00-23:59 00:00-23:58 00:00-23:59
B 00:00-23 58 00:00-23:58 00:00-23:59 00:00-23:59 00:00-23:59 00:00-23:58 00:00-23:59
7 0D00-2353  [0000-23.58 (00002550 (0002558 |00.0D-230  |00:00-2355 (00002359
8 00:00-23 59 00:00-23:59 00:00-23:59 00:00-23:59 00:00-23:59 00:00-23:53 00:00-23:59
E] 0000-2359  [00.00-23.59 (00007359 |OD00-ZE5S  |00.00-23:59  [00M00-2359 (00002359
10 0000-2353  [0000-23.58 (00002550 |000-2358  |00.0D-2350  |00:00-2355 (00002359
& ail 00:00-23 59 00:00-23:59 00:00-23:53 00:00-23:59 00:00-23:59 00:00-23:53 00:00-23:59
= 12 00:00-2359  [00:00-23:59 (00007359 |OD00-ZE5S  |00.00-23:59  [0000-2359  |00:00-23.59
Wods! 13 00:00-23 58 00:00-23:59 00:00-23:53 00:00-23:59 00:00-23:59 00:00-23:58 00:00-23:59

14 00:00-2359 00002359 [DO000-23:59  [0000-2359  |00:00-2%59  |D0:00-2359  |00.00-23:59

Last update | 02103/2009 1726 s
Updite Termnal_[1 [ Duplicate Setings | Save Changes

Step 5: Click “Apply” to start updating settings to the selected terminal.
Step 6: Click “Close” to end process.
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Select the available terminal readers and specify the desired aceess codes that are authorised to access to i, so thet users of authorised access codes will be enrolled inta the terminal. The

time zone seftings are oational to certsin reader models to limit the users accessibility with the specified time periors
Click the "Lipdate Terminal' button ta upload the aLtharisej N =
Upload Users and Time Zones to Terminal

Select Terminal ID Authorised Aod  Use this function to upioad all suthorised users and fingerprints basedl on
specified access codes from FC to the selected terminal, togsther with
2 ermingl 2 A mazimum of  he optional acoess time zones. respecive day of the week. & combination of
meximum 3 i eans time zone 1, 2, 3 are used

e zone e (3] b [ ey [ e B
i Undate data 9 |0000-2359 (00:00-23:59
2 Connecting device 1 [192.168.1.222] .0k ~ 0 [0600-2000 |2959.0000
3 = = fo_|wooozess (00007359

4 Uploasing users .. Ok G |0000-2359 |00:00-23:89 |
5 Uploading time zones Ok 9 00:00-23:59 00:00-23:59
& iieicdiscpes 9 [00.00-23:59  [00:00-23:59
7 I a |0000-2359 |00:00-23:89
8 9 00:00-23:59 00:00-23:59
E] 9 |0000-23:59 |00:00-23:59
10 ~ =) 00:00-23:59 00:00-23:59
= 12 G |0000-2359 |00:00-23:89
13 9 00:00-23:59 00:00-23:59

Mol 14 9 |0000-23:59 |00:00-23:59 .

[ Updete Terminal ] [ ouplcate setings |

Step 7: Repeat Step 4 to 6 to update settings to another terminal.

nal Users Control

Select the available terminal readers and specify the desired access codes that are authorised to access to f, sathat users of authorised access codes wil be enrolied into the terminal, The
tine zone setings ae optional to certain reader models 1o limit the Lsers accasskilty with the specifisd tins periods
Click the "Upclate Terminal butten to uplosd the authorised users, or optional time zone settings to terminal.

Select Terminal ID Authorised Access | Exception Users  Time Zone | Check Users.
[rerminal 1 ~
dm ~| & maximum of 50 time zones can be used to define the time frame that entry is allowed for each respective day of the week. & combination of
maximum 3 time Zones can be Ulised to tefine the access time Zone combinations, eg. '1:2:3 means time zone 1,2, 3 are used
Time Zone: Sunday Monday Tuesday | Wednestay | Thursday Fricay Saturay ]
1 00002559 00002359  [DO00-2559  |00.00-2369 00002353 [0O00-25.59  |00:00-23:59
2z 2353.0000  |08.00-2000  [08.00-2000  [08:00-2000 08002000  [0500-20:00  |23:59-00:00
£ 00002559 |00.00-2559  [D000-2550  [00.00-23:59  |0G002HSG  (00:00-2350  |00:00-23:59
4 0000-2359  |00:00-2359  [DO00-2359  |0000-23:59 00002353 |0ON00-23:59 |00:00-23:59 .
s 00002359 [00:00.2359  (00:00-2359  |00.00-23:59  |00:002353  (00.00-23:59  |00:00-23:59
3 0000-2559 00002559 [DOO0-2555  |0000-23:69 0000254 (00002356 |00:00-23:59
7 0000-2359 00002359 [DO00-2359  [0000-23:59 00002353 (0OND0-23:59  |00:00-23:59
& 00002359 |00:00.2359  [00:00-2359  [00.00-23:59 (00002353 (00.00-23:59  [00:00-23:59
a 0000-2559 00002559 [DOO0-2555  |0000-23:69 0000254 (00002355 |00:00-23:58
0 0000-2359 00002359 [D000-2359  [0000-2359 00002353 [0ON00-23:59  [00:00-23:59
3 11 00002559 |00.00-2359 (00002559 |00.00-23:59  |0GO0ZESE (00002359 |00:00-23:59
= 12 00002359 |00:002359  [DD00-2359  |0000-23:69 00002353 |0ON00-23:59  |00:00-23:59
woel[rz | 13 00007359 |00.00-2359  [D000-2358  |00.00-2359 00002353 [0000-23:58  |00.00-23:59
14 0000-2559 00002559 [DOO0-2555  |0000-23:69 0000254 (00002356 |00:00-23:59 .
Last update | 10032009 09:57

[ pdsteTerminel | [ Dupicate Sefiings

THE SETTINGS OF ACCESS CODE AND GROUP TIME ZONE

Step 1: 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 selected access
code. Click to add a new Group Time Zone into TZ Group column, for example 2.

Ignore Overwrite TZ columns.
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User Access Codes ]

Each user can be assigne o an access code of 0-9, with default code set a3 0. These access codes are Used to organise the Users accessibiity &s according to their access priviege. The
authenticity of users in = terminal reader can be verified by the access codes permitted in thet terminal,

Click the access code to view fhe list of Lisers that belan to the Selected actess code. You can select the Users from the list to be included or removed from the selscted access cotle using
ihe left-shift or right-shift buttans.

DG EE [ERjEEl
\ \

List of users not in the selected access code,

User D Name Department Access Code User D Name Department Access Code
1 [lise Johnson [dministration 0 ~ ~
2 [Tony Stone: [Encineering [ B E|
3 Felicia Dicksan Information Technology |0
4 (Gilert Kazt IProsiction o
5 [Sheena Jazz las 3 e o

o b

Step 2: 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: A new window will pop up to indicate that a terminal has been updated. Click “Apply”
to update settings.
Step 4: 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

Select the available terminal readers and specify he desired access codes that are autharised to accessto it, so that users of authorised access codes wil be enrolled into the terminal. The

time zone settings are optionsl to certain reader models to limit the users accessibilty with the specified time periods.
Glick the ‘Lipdate Terminal button to uplosd the authoriss, ) )
Upload Users and Time Zones to Terminal

Select Terminal D Autherised ACd Use this function to uploae! all authorised users and fingerprints based on
specifisd access codes from PC to the selected terminal, together with

Specifythe u{  the optional acoess time zones. each access code. Lsers of each access cote

can eiher fol ifferent avervyriing fime zone.

Please refer 1

ccess G T verwite T2 | erty Tyre =
) Updte data: iser Data FPIFVIRE
1 Connecting device 1 [192.1681 222] . Ok ~ FRPHIRE
2 - FPIPIRF
3 Uploading users ...Ok FRPWRE
4 Uploading time zones ...k FRPYRF
5 Device disconnected P PNIRF
[} FRFVRE
7 FRPYRF
8 FPIPWIRF
E] v FRFYRE -
8 | —
= XN I IR
oy EE— -
Last updste | 10/03/2009 0958

[ tpsstetomina | [ Duplste Setings__|
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Terminal Users Control

Select the avalabie terminal reaciers and specify the desived access codes that are suthorise to access to b, 3o that users of authorised access codes wil be entolled intothe terminal. The
time zone seftings are optiona to certain reacer models to limit the users sccessibility with the specified time periods.
Click the 'Lipate Terminal buttan to upioad the autharised users, or optional time zone sattings ta terminal

Select Terminal ID Authorissd Access | Exception Users } Time Zone ‘ Check Uisers
ll'm ~
2 [Terminal 2 Specify the user access codes that are allowved for this terminal by ticking the checkbox next to each access code. Users of each access code
can either follow one of the five time zone sroups (1-8) for vald time acoess, or with fts iven different overwriting time zone
Plzase refer to Time Zone' page for time zone setting
Access Code Description Hlowed TZ Group | Overwrite TZ | Werity Type -
[ Free Access ] 1 FRFIRE
1 Access during office hours O 2 FPPWRF
2 Fingerprint and Password Verification ([ 3 FPaP
El After working hours O 4 FRFIRE
4 Midnight O 5 . FPPWIRF
5 [V} 1 111718 FRPWIRF
[ [ FPFWIRF
7 [} FPPWIRF
] (] FRFIRE
[ O FRPWIRF |
2 TZ Group | 1 [ 2 | 3 [ 4 [ 5 ]
Wl Tme Zone 1 B Il I \ [

[ uposte Terminal | [ owcatesetngs | | Save Changes ]

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 ex-
ample 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 updated to termi-
nals. Next group corresponding users into the access code to control their access rights.

Step 1: Click
Step 2: Click the number button on the left top to select an Access Code, for example 1.

oees| @NA OpeN the User Access Code.

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.

User Access Codes

B

Each user can he assigned o an access code of -9, with defaul code set as 0. These access cades are used to organise the users accessibilty as according to their access priviege. The
autherticity of users in & terminal reader can be veritied by the access codes pernitted in that terminal

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

O gl (2) (5 (3 (5] () () () (o
\ |

List of users not in the selected access code

UseriD Name Departmert Access Code User i Name Department Access Code
1 [Eise dobnson [cimiristration [ ~ ~
2 [Tony Stone Engineering 0
3 [Felicia Dickson Information Technology |0
4 [Gilbert Kazt Procuction 0
5 [sheena Jazz s 8 @c 0

- v

Update Liser
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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. Click the button to move users into
the access code.

Step 4: Click “Update User” to update settings to the terminal.

User Access Codes (=]

Each user can be assigne o an access code of 0-9, with default code set a3 0. These access codes are Used to organise the Users accessibiity &s according to their access priviege. The
authenticity of users in = terminal reader can be verified by the access codes permitted in thet terminal,

Click the access code to view fhe list of Lisers that belan to the Selected actess code. You can select the Users from the list to be included or removed from the selscted access cotle using
ihe left-shift or right-shift buttans.

DM@ E EE MO E G

| aceess auring offize nours |

List of users not in the selected access code,
User ID Hame Department Access Code User Hame Depariment Access Code
~

n ~

|sheena Jazz

<

v

[ Updiate Liser ] | Sawe Changes |

Step 5: A new window will pop up and you can define information to be updated to the ter-
minal. It is recommended to select “Users with access code changed”. Click “Apply” to start
updating the terminal.

% Use ess Code ]

Each user can be assigned to an access code of 0-9, with detaut code set as
autherticity of users in = terminal reader can be verified Quthe accass cade
Click the access code to view the list of users that belor
the lefi-shift or righi-shift buttons.

dles are Used to oranise the users accessibiity as according to thelr access priviege. The

Upload Users to Terminal hiect or removed from the selected access code using

Use this function to Update Selscted authorised users and fingerprints

o] () (3) (3] (5] (&) (7] fremPCtoalterminais. Existing enralled users wha are not authorised

based on the access codes will be removed from the terminals

| access auring offize hours

Undste data:  (3) Lisers with access code changed jrotin he selected access code.

) Hame O Users of selected access codes Cpaine RS Eh
2 Tory Store [Encine O selective Lsers [Betmiristration 0 ~
3 Felicia Dicksan Inform Production 0

User ID @A & o o
®an
O None

Some

<
=

( Updiate Liser ] | Sawe Changes |

Step 6: Click “Close” to end the process.
Step 7: 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.
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Ench user can be assigned to an access code of 0-8, with defaut code set as 0. These access codes are sed to erganise the users accessiblity as eccording o their access priviege. The
authenticty of users i a terminal reader can be verified futhea ccies nerniied in that e
Click the access code ta viewrthe list of users that belo Uplnad [T —— fied or removed from the selectedt access code using
the left-shift or right-shift buttons,
Use this function to update selected authorised users and fingerprints
[l = (57 (5 (7] tromPCts shterminals, xisting enrolid users who are nl suthorised
based on the acoess codes will be removed from the terminls
| necess aurng office hours
notin the selected access code
User i Name Terminal & |2 [Terminal 2 Department Access Code
2 [Tony St E | [
5 Fu‘r_w DD": : r"gm Connecting device 1 [192.168.1 222] .0k ~ L . o]
slicfa Dicksan Infermd | ynchronising users ...k roduction
Uploading users Ok [aA & ac o
Device discomnected
Connesting device 2 [192.188.1 223] .0k
Synchrorising users ..Ck
Uploading users ..k
Device disconnected
v
Aty
] [ ]
[ Upaste User ] [ Save Changes )

Different Verification Methods

By default, all models support one of these verification methods, fingerprint, password, 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 verifica-
tion, the user must provide his fingerprint followed by his password to gain a successful
verification.

There are a total of 15 verification types available:

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

Type of verifications | Operations Group Typtt'a,s gf Verification
FP/PW/RF Terminal verifies users with fingerprint, password OR RFID card. metho

i P o - 1 |FP/PW/RF
FP Terminal verifies users with fingerprint only. >
PIN Terminal verifies users with User ID only.

- — - 3 |PIN
PW Terminal verifies users with password only. YRR
RF Terminal verifies users with RFID card only. 5 [AF
FP/PW Terminal verifies users with fingerprint OR password. s TFr/Pw
FP/RF Terminal verifies users with fingerprint OR RFID card. > Tre/AF
PW/RF Terminal verifies users with via password OR RFID card. = TP AE
PIN & FP Terminal verifies users with 1:1 fingerprint matching only. o [PN&FP
FP & PW Terminal verifies users with fingerprint AND password only. 0 [FPapw
FP & RF Terminal verifies users with fingerprint AND RFID card only. 7 {FPaeF
PW & RF Terminal verifies users with password AND RFID card only. 2 |PwarF
FP & PW & RF Terminal verifies users with fingerprint AND password AND RFID card. 3 (FP&PWEFRF
PIN & FP & PW Terminal verifies users with User ID AND fingerprint AND password. 4 |PNaFPaPW
FP & RF/PIN Terminal verifies users with fingerprint AND RFID card OR 1:1 finger-

print matching. 15 | FP & RF/PIN

Now you can assign users into the groups so that they can comply with the verification

methods.
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THE SETTINGS OF DIFFERENT VERIFICATION METHOD
Step 1: Click to open Terminal User Control.

Step 2: Click Terminal ID to configure settings, for example Terminal 1. Select an Access
Code to use, for example Access Code 2. Select a group time zone, for example Group Time
Zone 3.

Terminal Users Control

Select the available terminal readers and specify the desired access codes that are autharised to access to t, so that users of authorised access codes will be enrolled inta the terminal. The

time zone seftings are optional to certain reader models to imit the users accessibiity with the specified time perids
Click the "Lpdate Terminal* bution to upload the authorised users, or optional fime zone settings to terminal

Select Terminal ID Authorised ACcess | Exception Lsers ] Time Zone } Check Lsers
m A
2 [Terminal 2 Specify the user access codes that are allowed for this terminal by ticking the checkbox next to each access cade. Users of each access code
can efther follow one of the fivetime Zone eroups (1-5) for valid ime access, of with 1 given dfferent averwriing fime Zone
Plzase referto Time Zone' page for time zone setiing.
ccess Code Description Allowed TIGroun | Overwrte TZ | verify Type -
0 O 1 FFPIRE
1 Aceess dUring office hours ] 2 FPIPAIRE
2 O v FRFRE
3 O 1 FPPWIRF
4 O 2 FRPYRF
s ] FPPIRE
5 O M FPIPWIRF
7 ] FRFRE
3 O FPPWIRE
9 [} FPPWIRF -
v
[ TZ Group | 1 I 2 I E I 4 | 5 ]
| T Zre | = \ \ I ]

[ tpostetermna | [ Dupicate Seftings |

Step 3: Select a verification method to apply to this group, for example: FP&PW.

Select the avalable terminal readers and specify the desired acoess codes that are authorised to access to ft, s that users of athorised acoess cades will be enrolied inta the terminal. The
time zone settings are optionsl to certain reader models to limit the users accessibilty with the specified time periods.
Glick the "Lipdate Terminal button to upioad the authorised users, or optional time zone settings to terminal

Select Terminal D Authorised Access

Exception Users I Time Zone } Check Users:

~
..m_Q Termingl 2 Specify the user access cotes that are allowed for this terminal by ticking the checko next to each access code. Users of each access code
can ether folow one of the fivefime zone graups (1-5) for valid time acoess, or with its given different avervriting fime zone.
Piease refer o ‘Time Zone' page for time zone satting
ccess Code Deseription Allowed TZGroun | Qverwrite TZ | Verify Type 4
L Ll 1 FRIPWRF
1 #ecess during ofics hours ] z FRFRE
2 O 3 FPSPW &
3 | [PruaFr A
4 |
5 [} FPaRF
3 ] PuiarF
7 O FPapyiarF
) ] PrsFPaRyy
3 FParEPN =
v
[ 1Z Group I 1 [ 2 [ 3 [ Il | 5 1
Mode! |:| Tine Zone |1 l2 | | [ 1
Last updste | 120032009 10.06

[ psteTemina | [ Duplate Setings__|

Step 4: 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: Click “Duplicate Settings” to copy the settings to apply to other terminals.

Select the terminal to copy to. Click “Copy” to start copying the settings. Ignore this step if you
do not wish to copy settings to other terminals.
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Select the avalsble terminal reacers and specify the desired access codes that are authorised to access to i, 5o that users of authorised access codes wil be enrolled inta e terminal. The
time: zone settings are optianal ta cartain reader models to imit the: Users acoessibity with the spesified time periods
Click the 'Lpdate Terminal button to upload the authorised users, or optional time zone ssttings to terminal

Select Terminal I Authorised Access | Exception Users } Time Zone ‘ Check Lisers

Specify the user acoess cades that are allowed for this terminal by ticking the checkbox next to each access sode. Lisers of ach acoess code

can efther follow one of the five time Zone oroURS (1-5) for vald time ACCess, of Wit s given different overwriting time zone

Plzase refer ta Time Zone' page for fime zone s=tting

Access Code Description Alowed TZGroup | Overwrite TZ | verity Type -
0 O 1 FPPWIRF
1 Access during affice hours (] 2 : FPIPWIRE
2 O El : FR AR
3 O FPPWIRF
4 (] FRPAIRE
5 ] FPIRE
5 [} FPPWIRF
7 (] FRFWIRE
8 O FPWIRE
g ] FPPWIRE
= [

TZ Group T 1 I 2 g I 4 I 5 [ ]

N Time Zone |1 2 I ] I ]

[ upsdteTerminal | [ Duplicate Settings ,\J [ Save Changes
L

Select the avalakls terminal readers and specify the desired access codes that are authorised to access to f, so that users of authorised access codes will be enrolled intathe terminal. The
time zone seftings are optiona ta certain reader models to fimt the users accessibiity with the specified time periods
Click the 'Lipdate Terminal button to upioad the autharised users, or optional time zone sattings ta terminal

Select Terminal I IIEISPTE Sclect o data terminal below to copy to:-

Specifytheuf oM each access code. Users of each access code
caneither fol| [ 1 [Terminal{ [z | ifterent overwriting time zone.
Please refer tf
Accsss Cod verwrite TZ | Werify Type -
o FPPWIRF
1 FRRWRE
2 FPaPY
3 FRPWIRF
4 FPPWRF
s FPPWIRF
6 FRRWRE
T FPPWRF
8 FPPWIRF
El FPRWRE
v
o T | ER S -
o T o T 2 ™ [ [ [
Last update | 1200372009 10.08

[ UpgsteTeminal | [ Cuplicate Settngs | [ SaveChanges |

Step 6: Click “Update Terminal” to update settings to the terminal.

Select the avalakls terminal readers and specify the desired access codes that are authorised to access to f, so that users of authorised access codes will be enrolled intathe terminal. The
time zone seftings are optiona ta certain reader models to fimt the users accessibiity with the specified time periods
Click the 'Lipdate Terminal button to upioad the autharised users, or optional time zone sattings ta terminal

Select Terminal I Authorised Access | Exception Users } J—— \ Check Users

Specify the User access codes that are allowecl for this termingl by ticking the checkbox next to each access code. Users of each access code
can sither follow one of the five time zone aroups (1-5) for valid time access, or with its wiven different overwriting time zone.
Pleass rafer to Tims Zone' pags for time Zane satting

Access Code Descrigtion Mlowed TZ Growp | Overwrite TZ | Werify Type -
0 1 : FPPWIRF

1 Access during office hours 2 : FRFWIRF
2 3 : FPap

3 FPRWIRF
14

5

FPFWIRF
FPFWIRF

\ TZ Group \| 1 ‘ 2 | 3 ‘ n ‘ z ‘ ‘
wowel | Time Zone |1 [2: - I8 | I —]

[ uposteterminal [ | [ Duplcatesetings | [ Save Changes.
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Step 7: A new window will pop up. Click “Apply” to start updating the settings.

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

Select the avalable terminal readers and specify the desired access codes that are authorised to access to ft, so that users of authorised acoess codes will be enrolied inta the terminal. The
time Zone settings are optional to certain reatier models 1o limit the Users accessibilty with the specified time periods
Click the ‘Updlate Terminal button to upload the authorisey X )

Upload Users and Time Zones to Terminal

Authorised ACQ Use this function to upload! all authorised users and fingerprints based on
specifizd access codes from PC to the selected terminal, together with

Specifythe u{  the optional access time zones. each access code. Lisers of each access cote
can either fal ifferent overwriing tine zone.
Please refer t
ccess o eI verwite T2 | erty Tyre z
0 Update it Time Zone FPIPVIRF
i Connecting device 1 [192.168.1 222] Ok ~ FRPAIRE
2 users .0k FPEFVY
3 Uploating users .. Ok FRPWRE
4 Uploading time zones ...k FPPWIRE
5 Device disconnected. FPPIRE
3 I FRFRE
7 FPPWIRE
8 FPIPAIRE
] ~ FRFMRE -
& | —
- s [« T s T ]

o e -

[ UpseteTermnal | [ Duplicate Settings | [ Save Changes

Step 9: Click “Close” to end the process.

Terminal Users Control

Select the avalable terminal readers and specify the desired access codes that are authorised to access to ff, 50 that users of autherised access codes will be enrolied inta the terminal. The
time Zone settings are optional to certain reatier models 1o limit the users accessibilty with the specified time periods
Click the "Updlate Terminal button to upioad the authorised users, or optionial time Zone settings to terminal

Select Terminal ID uthorised Access | Exception Lisers ] Time Zone ‘ Check Lsers
Specify the user acoess codes that are allowed for this terminal by ticking the checkbox next fo each access code. Users of each access code
can either follow one of the five time zone groups (1-5) for validtime access, or with its given different awerwwriting time zone.
Flease refer o Time Zone' page for fime zone setting.
Access Cods Description Bllowed TIGroup | Overwrite TZ | Verify Type N
[i] [} 1 FPPWIRF
1 Access during offics hours ] 2 FRFRE
2 O 3 FPAPY
3 [} FPPWIRF
4 ] FRFMRE
5 [} FPFWRF
B L] FPIPWIRF
z O FRFRE
8 [} FPPWIRF
El FRPWIRF -
v
=0 TZ Group | 1 I 2 I 3 I 4 | 5 ]
Mm‘l:l Time Zone |1 2: 1 [ | [
Last update | 12/03/2009 10:28

Duplicate Settings:

GROUP USERS INTO ACCESS CODE WITH DIFFERENT
VERIFICATION METHOD

Step 1: Click to open User Access Code.

Step 2: Select Access Code as configured in Terminal User Control, for example, Access

Code 2.
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Iser; Access Codes
Each user can be assignec 1o an access code of 0.9, with defaut code set as 0. These access codes are Uset to organise the Users accessihilty &s according to their access priviege. The
authenticity of users in a terminal reader can ke verified by the access codes permitted in that terminal,

Click ths access Gods to visw the list of users that keiond to the selscted accsss oode. YoU tan select the Users from the lstto b included or remaved from the selscted acoess oome using
the left-shift er right-shift buttans

o)M= (IR} [ERjERl

‘ ‘ List of users not in the selected access cade

User D Name Department Access Code User I Name Department Access Code
1 [Eise Johnson [Administration B - 2 [Teny Stone [Engineering [ -~
B 3 [Felicia Dickson Information Technology |0 B

4 (Gilkert Kzt PProduction 0

5 [sheena Jazz s g ac 0
b L

Update User

Step 3: Name the Access Code 2, for example, Fingerprint and Password Verification. Se-
lect 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.

Each user oan be assigned 10 an access code of 0-9, with defaut cade set as 0. These access codes are used to organise the users accesskilty &s according 1o their access priviiege. The
autherticity of users in a terminal readsr can be verified by the access codes permitted in that terminal

Click the access cads to visw the list of users that kelong ta the selected access code. You can select the users from the st to be inoluded or remaved from the selected acoess code using
the left-shift or right-shift buttons

(AR ED} [ERjE R AR [ERj el

| Fingerprint ant Password Verification |

List of users not in the selected access code

USEA?’ o Mame. Depattment Access Code User ID Name Department Access Code
-
2
5 [Sheena Jazz Razac 0
) >
[ Update User ] [ saechanges |

Step 4: Click “Update User” to update settings to all terminals.

ser Access Codes

Each user can he assigned o an access code of -9, with defaul code set as 0. These access cades are used to organise the users accessibilty as according to their access priviege. The
autherticity of users in a terminal reader can be verified by the access codes permitted in thet terminal

Click the aroess code to view the list of users that belang ta the selected acoess code. You can select the users from the listto be included or remeved from the selected access code using
the left-shift ar right-shift buttons.

(AR 51 G 5] G Cs1 o

| Fingerprint s Password Verificstion

List of users not in the selected access code

UseriD Name Departmert Access Code User D Name Department Access Code
1 [Eise dobnson [cimiristration 2 ~ F3 [Tory Stone [Engire=ring i
[Feicia Dickson Inormation Technology |2 N 4 (Gilkest iazt [Prociuction 0
s [Sheenia Jazz easac 0

) ]

[ Update Lser ( Save Changes
L\Fl
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Step 5: 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: Click “Close” to end the process.

Step 7: 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.

User, Access Codes

the left-shit or right-shitt buttons.

DU EHO @ G

| Fingerprint and Passvword Verification

Each User can be assignec to an access code of 0-9, with defaul code set a3 0. These access codes are Uset 1o organise the Lsers accesshilty as according to their access priviiege. The
autherticity of users in a terminal reader can be verified by the access codes permitted in that terminal.
Click the acoess cads 1o viw the list of users that helong to the selected acoess code. You can select the users from the st to be included or remaved from the selected acoess code using

Upload Users to Terminal

Uze this function to updste selected authorised users and fingerprints
from PC to all terminals. Existing enrolled users whio are not authorisedd
based on the access codes will be removed from the terminals

Updats data

(®) Users with access code changed
(O Users of selected access codes
O selective users

User ID

@ an
() None

Some

Upload Users to Term

Uze this function to updste selected authorised users and fingerprints
from PC to all terminals. Existing enrolled users whio are not authorisedd
based on the access codes will be removed from the terminals

Terminal [ 2 ] [Terninal 2

Connecting device 1 [182.168.1 222] Ok ~
Synchronising users .. Ok

Uploading ussrs ... Ok

Device disconnected

Connecting devics 2 [182.168.1 223] .. Ok
Synchronising users .. Ok

Uploading ussrs ... Ok

Device disconnected

~

|

List of users not in the selected access code

v

UseriD Name Departmert Access Code User D Narme Department Access Code
1 [Eiise Johnsan [achmiristration 2 ~ 2 [Tory Stone [Engineering [ ~
3 [Felicia Dickson Iformation Technology ‘ 2 a (Gilbert Kazt [Production o

5 [Sheena Jazz (1 Fele} [

~

i Update zer 1

Select a new Access Code, for example, Access Code 5. Check the Allowed column. 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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Terminal Users Control :@| X

Select the avalable terminal reaciers and specify the desived access codes that are suthorised to access to b, 3o that users of authorised access codes wil be entolled into the ferminal. The
time zone seftings are optional to certain reacler models to limit the users accessibiity with the specified time periods.
Click the 'Lpeate Terminal buttan to upioad the autharised users, or optional time 20ne sattings ta terminal

Select Terminal ID Aultoriset ccsss | Excepton Users | Time Zone | Crick Lsers
m ~
2 [Terminal 2 Specify the user access codes that are allower! for this terminal by ticking the checkbox next 1o each access code. Users of each access code
can sither follow one of the five time zone oroups (1-5) for vald tine access, or with its eiven different overwriingtime zone
Please refer to ‘Time Zone' page for time zone setting
Access Code Desoription Alowed TZ Group | Overwrite TZ | Verity Type -
0 Free Access ] 1 : FRRWRE
1 Access during office hours O 2 FPPWRF
2 Fingerprint and Password Verification || 3 FPaP
3 After working hours O 4 FRRWRE
4 Micinight O 5 . FPPWIRF
5 uLi 1 1 FPPWRF <
] L FRPWRF - A
7 O lid
8 0 PN
3 O Py - \
2 TZ Group [ I 2 [ = e s ]
. Time: Zone |1 2 [ |FrRF___ & 1

[ vpoetetermrat | [ Dupicatesemngs | | Save Changes

Configuring 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. All 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.

to open Configure Access Zone.

Step 1: Click

Step 2: Define the name of the zone, for example, R&D. All connected terminals will be dis-
played on the left panel for reference.

Access Zone Configuration

Specify the access zone which can have muttiple access doors with a pair of entry and exit terminals attached to each door. Each terminal can be assioned
only once either as an entry terminal or exit terminal for an access daor

Access Zone [[s] Description Model Zone
Zone Description A
& ) [OUIT terminal R2
v
Access door with attached terminals for the selected Access Zone
Door Location Lo} Entry Reader D ‘ Exit Readsr
slertrance 1 1 [IN terminal v ]
1 I termingl

Step 3: Name the door location to ease checking process. Select the terminal as ENTRY
Terminal and EXIT terminal. Repeat the steps above to add in more Entry-Exit terminals. Click
“Apply” to save the settings.
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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 stored in this
page. Filtering of data can be done with user ID and date range to look for a particular clocking
activity, if required. If you activate online function on this page, the software will connect to all
terminals (or selected terminals) to download all of the stored clocking data, in order to make
the software “online” with all the connected terminals. Any clocking activities at any terminals
will be downloaded into the software immediately. Therefore, you can monitor all activities at
all connected terminals.

IR Clocking data audit list

Belowy is the list of clocking data downloaded from clock terminal. Clocking record without IO St indicates current clocking fails to register clocking siot inthe sttencance sheet due to improper
schedule
o Desoripton = Teme Closking Transaciion bate | 105kt B
2 OUT terminal 4 |Gibert Kad s i7es |00 2722008 |
2|0UT terminal 5|Sheena Jazz 270202009 17:49 0o 270272009 |In
2/0UT terminal 2|Tony Stone ozas 20 |0 27mazo0s (ot
2|0UT terminal 4 |Gilbert Kazt 27022008 20:37 0o 270272008 |Break
2/0UT terminal 5(Sheena Jazz armzz0s 2024 o0 27maz0s  [Bresk
2/0UT terminal 3/Folcia Dickson oroazocs2t28 oo 27m212009 [Resume
2|0UT terminal 4 |Gilbert Kazt 270202008 21:24 oo 270272008 |Resume
2/0UT terminal 5(Sheena ez ormazone 2128 o0 2722009 [Resume
2|0UT terminal 2|Tony Stone 270202008 0218 oo 270272009 |In
2/0UT terminal 4(Gilbert Kazt ooz 0304 00 '
2|0UT terminal 5|Sheena Jarz 270202008 0318 oo s
2/QUT terminal 3 Felcia Dicksan mazce 204 o0 2722009 [Break
2|0UT terminal o 270202009 20:44 oo s
2/0UT terminal 0 om0 204 o0 '
2|0UT terminal 3 |Felicia Dicksan 28/022008 02:46 oo 270272009 |Out
20UT terminal 4Gibert Kazt 2amzz008 0308 oo 27mazo0s|out -
¥ OUT terminal 5|Sheena Jazz 28/02/2008 03:08 (i) 270272008 |Cut | v‘
Enter your selection crteria for selective transaction viewing-
) User ID From To Transaction Total
[ 1 1 Ll e F F v | 2]
[_onine 1+ [Cconvert | [(Ewot | [ pwee | [Coese |

Data field Functions

D ID of the connected terminal.

Description Name of the connected terminal.

User ID User ID verified at the terminal. O refers to a failed verification at the terminal.
Name The full name of a user verified at the terminal.

Clocking The date and time of clocking activity at the terminal.

Transaction The transaction code from the terminal. Ignore it if you do not use Work Code.
Date The date of the clocking activity downloaded to the software

1/0 Slot The software allocates the type of clocking activity in Attendance Sheet.

There are 6 buttons at the bottom of Terminal Data Audit List.

Select Terminal ID To select for a terminal to be connected during online status.
Online / Pause To start or pause the online process.

Export To export clocking activities into .TXT file.

Purge To delete clocking activities from the database.

ONLINE DATA MONITORING Gataldd

Close To close the page.
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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: Click “Online” to connect to terminals.

to open the Terminal Data Audit List.

=2 Clocking data audit list
Below is the list of clocking data dosvrioadied from clock terminal. Clocking record without 110 Slot' indicates current clocking faiks to repister cincking sict in the sttendance sheet dus to improper
schedule.
D Description User D hame Clocking Transaction Date 10 Siot -
2|GUT terminal 4|Gilbert Kazt 2722009 17:49 oo 2TNZE006 |In
2|0UT terminl 5 |Sheena Jazz 270202009 17:49 0o 2722009 [In
2|0UT terminal 2|Tony Stone 2TA22008 20:33 o 27MZI2006  |Out
2|0UT terminl 4 |Gilbert Kazt 270202009 20:37 0o 27NZ2009  (Break
2|0UT terminal 5|Sheena Jazz 270212008 20:24 0 27122009 [Bresk
2|GUT terminal 3 Felcia Dickson 2TA2E009 21:29 oo 27M22008  |Resume
2|0UT terminal 4 |Gilbert Kazt 270202009 21:24 0o 27122009 |Resume
2|OUT terminal 5 |3heena Jazz ZTAZZ008 21:28 o 27NZ009  (Resume
2|0UT terminal 2|Tony Stone 270202009 02:18 00 2722009 [in
2|0UT terminal 4 |Gilbert Kazt 270212008 03:04 0 i
2|GUT terminal 5 |Sheena Jazz 2TA2009 0315 (il I
2|0UT terminl 3 Feitia Dickson 270202009 20:44 0o 27N22009  (Break
2|0UT terminal o ZTM2Z008 20:44 o I
2|QUT terminal 0 270212009 20:44 0o I
2|0UT terminal 3 |Felcia Dickson 2800212008 02:48 0 27122009 [Out
2|GUT terminal 4 Gilbert Kazt ZEMIZE009 0305 oo 2722006 |Out _
LT terminal 5|Sheena Jazz 2810212009 03:08 [ 27020008 |out |-
Enter your selection crieria for Selective transaction viewing -
D User 0 From Ta Transaction Tatal
[ 11 | E E © [ =
[onine 1] [Ceavert | [CEwot | [CPwae | [Conse |

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.

R Clocking data audit list B

Below is the: list of clocking data dosvnloaded from clock terminal. Clocking record withaut 0 Siot' incicates current clocking fails to register clocking sict in the attendance sheet due to impraper
schedue.
D De=cription User ID Mame Clocking Transaction Date 10 Slot -

1[I terminal o 1200352008 14:22 oo s

1IN terminal 0 12032009 14:25 00 i

1IN terminl 0 121032008 14:26 00 i

! {IM terminal 2|Tory Stane 1120352008 14:26 00 12/03/2003 | Break

41N termingl 1234567 121032009 14:33 00 1200312008 |out

! {IM terminal o 1200352008 14:41 00 s

4| IN terminl 1234567 120342009 14:47 0 12032008 |out

2|00 terminal [ 021032008 10:15 00 i

2|0UT terminal o 08M0352008 10:15 oo s

2| terminal 2{Tony Stone 1003/2008 1017 0 10032008 [in

2|0UT terminal 2|Tory Stane 10/0352008 10:54 oo 10/03/2003 | Break

2|UT terminal 2{Tony Stone 100372009 1054 00 i

2|00 terminal 2|Tony Stone 10/032008 10:54 00 i

2|0UT terminal 2|Tory Stane 110/0352008 10:55 00 10/03/2003  |Resume

2| terminal 2|Tony Stone 100372009 1055 00 it

2|oUT terminal 2|Tony Stane 10/032008 10:55 00 I _

2|OUT terminal 2|Tony Stone 100372009 10155 00 i =
Enter your selection crieria for ssleciive ransaction viswing -

User om To Transaction Total
I Y E Bl o e
Feuze T\ [comwet | [ Ewot | [ Puge Close

SELECT TERMINAL FOR MONITORING THE TERMINALDATA 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.
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Step 1: Click to open the Terminal Data Audit List.
Step 2: Click “Select Terminal ID”.

B2 Clocking data audit list
Below is the list of elocking data dosvnioaded from clock terminal. Clocking record without 10 Slot' indicates current clocking fails to register clocking sict in the attendance sheet due to improper
schedule:
D Description User D hame Clocking Transaction Date 10 Siot B
1 [IN terminal [ 2032008 142202 |00 I
I terminal o 12032009 142550 |00 I
1IN terminal a 12032008 142620 |00 I
1IN terminal 2|Tony Stone 12032008 142626 |00 121032008 (Break
4 [IN terminal 1234567 2032008 143857 |00 121032008 |Out
1 [IN terminal o 12032009 14:41:21 |00 i
1 [IN terminal 1234567 12032009 14:47:04 |01 121032009 [out
2|0UT terminal a 08032008 10:15:43 |00 i
2|0UT terminal o 0RN32008 10:1545 |00 I
2|0UT terminal 2|Tony Stone 0032003104713 |00 10032009 [In
2|GUT terminal 2|Tony Stone M0M0G2009 10:5458 |00 101312006 |Break
2|0UT terminal 2(Tony Stone 10032003 105457 |00 I
2|0UT terminal 2|Teny Stene 10032008 10:5459 |00
2|GUT terminal 2/Tony Stone O0E009 105501 |00 10132008 |Resume
2|0UT terminal 2|Tony Stone 0032003 10:5503 |00 it
2|0UT terminal 2(Tany Stone MO0F2009 105508 |00 i _
2|0UT terminal 2|Tony Stone 0032003 105508 |00 5 -
e yOUr Selection Crieria for SeleClive transaction viewing -
o User IO From To Transaction Total
[ | Tee o L= 2 ~| [ 428 |
[onine__ ] [(comvent | [(Ewpot | [ Puge | Qose |

Step 3: If you group termi-
nalsinto the Terminal Group, et IO | Group

Tick checker below to select the data terminal:-

Select terminals by Terminal Group:-

. 1 I
you can select by using the 2 5 5:’ [rou Floer ~
Terminal Group. Click “Se- [z Fradiion

lect Terminal Group”.

Check the Terminal Group

to start the monitoring. Click v
v O X cance
“Okay” to start. o ..

Select Terminal Group ;

Step 4: If you do not group any Terminal Group, you can select the terminals to monitor.
Check the terminals and click “Okay” to start.

Wm—ﬂ

Below is the list of elocking tata dovnloasieetfram clock terminal. Clocking recors! whout 1O Sict indicates current clocking fails to register clocking sict inthe sttendance sheet due to improper
schedle.
D Description Date. 140 Slat B
1 [N terminal T
1IN terminal seiect] D [ oroup Deserption Status r
1| terminal i1
: 1 INterminal
1IN termingl 5 e 1200312009 [Break
1| M terminal 1232008 [out
1IN terminal i
1IN terminl 120032008 |out
2|0UT terminal i1
2|UT terminal it
2|oUT terminal 10032008 [in
2|UT terminal 10032008 [Break
2|60 terminal i
2|0UT terminal | i1
2|UT terminal [ ekt Terminai Group. ] ooy ]y [conce 101032008 [Resume
2|0UT terminal i1
2|UT terminal 2[Tory Stone 10032009 10:55 00 i _
2|60 terminal 2|Tony Stone 10/032008 10:55 00 i -
o1 your selection orferia for Selective transaction vewing -
v o Transaction Tetal
i = B vl 4|
[ onne ] [comvent | [ Epon | [ purge aese |
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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.

Step 1: 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.

E}_‘ﬂ

Below is the st of clocking data sovnloaded from clock termi fing slot in the attendance sheet due to improper
schedule
Please specify the range of clockin ault records you want to be
o Bosea, oo exported to an external file 53 & raw inplt clocking data for other time aie e e
atterdance system.

2|0UT terminal 4|Gilby 26/M02/2009  |Break

2|UT termingl HER 261202008 |Break

2|ouT terminal 1 |Elisd  YYou may sslect the range of records by 26M22008 | Resume

2/0UT terminal 2|Ton o[ o 261022008 | Resume

2|0UT terminal 4/Gib 26M22008 | Resume

2|0UT terminal 5| shef User I 1 [Bise Johnson A 26122008 | Resume

2|0UT terminal 1 |Elies ®al 2 [Tony Stone 261022009 | Out

2|0UT terminal 2|Tan O More W3 [Felicia Dickson 26/2/2009 | Out

2|ouT terminal 4/Gib 4 [Gilbert Kazt 25Mm22008 | Out

2|UT terminal 5 shel Some Fs {shesna Jazz 261202008 |Out

2|0UT terminal 2|Taon 270272009 |In

2|UT terminal 2|Ton 270202008 |Break

2|0UT terminal 2|Taon 270272009 |Resume

2/0UT terminal 2|Ton - 270202008 |Out _

2|0UT terminal 3 Feli = = 270202008 |In

2|0UT terminal 4Gib, Date | 01/02/2009 00:00 F 22008 0000 F 27/0202008 I

2|UT terminal HER 27022008 |In -
Erer your seleclon creris fo selecie iransaction v i) et - Cercel

i E [ T 1 T 1 KLl
[ omre | [conven | [CEmor | [ pwge Close

Step 2: You must arrange the data field and the length of the data field in the column.

Eﬂ_‘ﬂ

Belour is the st of clacking data cownloaded from clack termi kig <lat in the sitendance sheet due to improper
schedule
You are required to define the fixed length data export format using the
D Descrigtion User D G iy 1 (TE 2 P Date 110 Slgt -
ou must verify the formt before you are sble to perform export data,
2[O0T terminal 4/Gib 26122008 |Break
2|UT terminal 5|she| 2610202008 |Break
2|0UT terminal 1 |Eisq TT: terminal I DO: day hh: hour A aotivity (s) 26M22008 | Resume
2/0UT terminal 2[Ton| U user ID (s) MM morth mm mindte X transaction 261022008 | Resume
2|oUT terminal 4/Gib] 1 username: ¥Viyear  ssisecond  C:terminal cescription 260202008 | Resume
2|0UT terminal 5| shef 26122008 | Resume
2|UT terminal 1 Elisd  Type in the desired sxport format: 26022008 |Out
2|0UT terminal 2[ton] [T, . DD-MM-Y¥, hh:mm [[27 e ] 26m2r2008  |out
2|0UT terminal 4|Gib]  1234567890123456765012345675901234567850 26022009 | Out
2|0UT terminal 5|Shel Automatic sppend data to output file during data dovvnioad 26/02(2008 | Out
2|0UT terminal 2|Ton 2722008 |In
2/0UT terminal 2[Ton] Specity the output target fil name: 270202008 |Break
2|OUT terminal 2[Ton{ | CDOCUMENTS AND SETTINGSIHENRY PANGIDESKTOPTE | % 2722009 |Resume
2/0UT terminal 2|Ton e ————— 27M20008  |Out |
2|UT terminal 3 Feli 27022008 |In
2|0UT terminal 4/Gilb 27m22008 I
2/0UT terminal 5 she| 27022008 |In -
Eter your sefclion erfera for sgleciive iransaciion vie i = Back
[ 1 i Tl T T - L)
Co= 1 Ca= ) e (o Com

Example, the target software needs to import terminal ID (2 digits), User ID (9 digits), date
format dd-mm-yy, hour format hh:mm. Therefore, you need to configure the data field as
shown as above.
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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 during each of the
downloading. Click “Verify” to save settings.

Step 3: Click to define path to save the exported B TEST - Notepad EIBX

il di i |
file. Only enable “Append data to existing output e T

02, 000000001, 02-02-09,08:59 ~
ile” i i i 02, 000000002,02-02-09,08:59
file” if yqu had .enabled Automatu’:’: gppend dat.a to R TR R T L
output file during data download” in the previous 02, 000000004, 02-02-08, 081505
L ” 02, 000000005, 02-02-09, 08159
step. Click “Export” to start. 02, 000000001, 02-02-09,12 134

02, 000000002,02-02-09,12:34
02, 000000003,02-02-09,12:34
02, 000000004, 02-02-09,12:34
02, 000000005,02-02-09,12:34
02, 000000001,02-02-09,13:15
02, 000000002,02-02-09,13:15

Step 4: You can check the contents of the export- 02, 000000003, 02-02-09,13:15
. . 02, 000000004, 02-02-09,13:25
ed raw clocking data. Sample is shown above. 02, 000000005, 02-02-09,13:25

02, 000000001, 02-02-09,19:51
02, 000000002, 02-02-09,19:51
02, 000000003, 02-02-09, 20:12

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 to open Terminal Data Audit List.

Step 2: Click “Purge” to start deletion of clocking data.
= CIolx]|

Belowy is the st of clocking data sovnloaded from clock termigal, Clocking record wibout 4O Sig pa slot inthe attendance shest du to improper
EHEENS Purge Clocking Audit
Please specify the date which you wart the unwanted clocking audit
D Desoriplion oo © records to be purged away. Please be reminded that you will not able to Tate e Y
recaver them hack once they have been deletd

2[00T terminal 4]Gi 26122009 |Break

2|0 terminal 5 hef 261202008 |Break

2|ouT terminal 1|isq oumay select the range of records by 26022009 |Resume

2|oUT terminal 2|Ton o = 26022009 |Resume

2|0UT terminal 4|Gilby 260272009 |Resume

2|0UT terminal 5|Shey User ID v 1 [Elise: Johnson ~ 260212009 |Resume:

2[QUT terminal 1 |Elise for V2 [Tony Stone 260212009 |Out

2|0UT termingl 2|Tonf OMone 3 [Felicia Dickson 260272009 |Out

2|0UT terminal 4|l W 4 [Bilaert Kazt 25102/2009  |Out

2|ouT terminal 5/she Some s {Sheena Jazz 261272008 |Out

2|0UT terminal 2| Ton 27022008 |in

2|0 terminal 2|Ton 27202008 |Break

2|0UT terminal 2|Tan 270272009 |Resume

2|oUT terminal 2| Ton 2 27212009 |Out _

2|0UT terminal 3 |Feli 270272009 |In

2{ouT terminal 45 pete [ o0teons oo T [5t012009 o0 T2 g |n

2|oUT terminal 5 hef 270202008 |in =
Frter your seleclon orers o seleclve ansacton vewls Corcel

i E [ TIE
Co 1 [oow ) (o ] Com ] Co=

Step 3: A new window will pop up. Select the user ID and define the date range to delete.
Click “Delete” to start.
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Monitoring Terminal Activity

This is a special function to monitor door accessibilities. Unlike Terminal Data Audit List, this
page does not show previous clocking activities but it shows only the current clocking activi-
ties. 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.

Step 1: Click to open Monitor Terminal Activity.

Step 2: Click “Online” to connect to all terminals. Click “Select Terminal ID” if you wish to se-
lect terminals for viewing. The same methods for the Terminal Data Audit List is applied here.

B2 Wonitor Terminal Activities
This screen alloves you to monitar and sisplay the status of the installed clock terminals on screen
Click the 'Sync' button to synchronise time.
ou may tick the *Skip' checker to hypass that terminel maritoring
Lacal Time
120372008 15:07:40
Skip | 1D Description Cpen | Sync Time User D Name Time | Transaction
1 |IN terminal ( ) 1 ]
2[QUT terminal ( ) ¢4
Select Terminal D Show Phete

Step 3: 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 application 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.

B Monitor Terminal Activities

This sereen allows vou to menitor and display the status of the installed clock terminsls on sereen
Click the 'Sync’ buttan to synchronise time.
*ou may tick the ‘Skip* checker to bypass that terminal monitoring

Local Time

120032008 15:0813

Skin | ID Descrigtion Open | Sync Time User I Hame: Time Transaction
1M terminal ( J12/03/2009 15:0818 2|Tany Stone 1508 |m
2[0UT terminal ( )1 200372009 15:07: 56 3|Felicia Dickson 1507 |07
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USB PEN DRIVE MANAGEMENT AND
INSTANT MESSAGES DISPLAY (SMS)

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 ID number and the type of model for each installed terminal, and s known communication port for RS-232/485 connection, or its unidue IP address for TCRAP connection
I oreler to enable a disabled terminal, make sure the terminal is cannected anline to your PG before you untick the Disakled" checker
IMPORTANT: Click *Activate Terminal button to activate the termina in orler to able to tavwnioad tiocking date from terminal

Disabled Product Key sctivation | D | Group Description Mode! Serisl o, | Cornection | Baudrate IP Address
B4NZ-AEQV-TWEA  [THU4ADEN 1 0|INterminal R2 2202478 [TCRP 115200 1921681 222
RLS7-GEB3-UNBA  [RE3WT4A7 2 0/UT terminal R2 a202728  [ToPP v 115200 192.168.1 223

CoMz A

oM
o4
oM

G
TCRiP

4] | ﬂ_l

] Show TCMSV2 Viewer Activation

A [ Advenced Sefings | [ Terminal Group ] (Camy | [(gese |

[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, fingerprint, pass-
word, 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 to open USB Pen Drive Management.

Step 2: Select “Read user info from USB disk downloaded from remote terminal”. Click
“Next” to continue.
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B2 USB Flash Disk Management A=

You can perform dats transfer betvween your PC and & remote Finger Tec reader of & selected model using an USB flash disk,
Clocking data or enroled user fingerprint templates can be downloaded from & remote resder into sn USH disk snd then transferred it to the PC, or user
fingerprint templates can be transferred from the PC into an USB disk and then uploaded it to a remote reader

Read data from USB disk into PC

O Read clocking data from an USB disk downloaded from remote FingerTec terminsl

@ Read user info from an USB disk downioaded from remote FingerTec terminal;

Wiite data from PC into USB disk

) wiite user infa into an USE disk to be uplosded into remate FingerTec termins!

Step 3: Click to select the drive of USB pen drive, for example: G. Click “From USB” to start
reading users from the USB pen drive.

B2 USB Flash Disk Management EE&E

Read user info from an USB disk downloaded from remote FingerTec terminal
Please specify the sttached USB flash disk drive location: -

Select Department: -
“ou may select the range of records by:

User IO Uszer I Uszer Mame Department Fingerprint  Priviege  Password Card

w1 |Aciministration 1 User ~

v 2 [Engineering 1 L=zer

v 3 Imformation Techno1 zer

v 4 IProciction 1 zer

S !

ome 2] A& QC i User

~

[ From USB ] [ Save to PC [ } [ Close ]

Step 4: 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 soft-
ware.

UPLOADING 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 to open USB Pen Drive Management.

Step 2: Click “Write user into an USB disk to be uploaded into remote terminal”. Click “Next”
to continue.
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ER USB Flash Disk Management

*ou can perform data transfer between your PC and a remote Finger Tec reader of a selected model using an USE flash disk.
Clocking data or enrolled user fingerprint templates can be dovwnlosded from a remote reader into an USB disk and then transferred it to the PC, or user
fingerprint templates can be transferred from the PC into an USB disk and then uploaded it to a remote resder

Read data from USB disk into PC

O Read clocking data from an USE disk dovwniosded from remote Finger Tec terminal

O Read uger info from an USH disk downloaded from remote Finger Tec terminal

Write data from PC into USB disk

@ wirite user infointo an USB disk to be uploaded into remote FingerTec terminal:

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.

B2 USB Flash Disk Management =3
[¥] Write user info into an USB disk to be uploaded into remote FingerTec terminal
Please specify the attached USE flash disk drive location:- -
Select Department.-
Vtonmey e izomss ey B
User D User I Uszer Mame Department Fingerprint  Priviege  Password Carg TZ Group Time Zone
@‘AI‘\T w1 ladministration 1 User U ~
O B v [Encinesring 1 Lzer 1
(e v 3 Imformation Techno1 zer 1
v 4 IProciuction 1 Uzer 1
S5 ! !
ome 5 042 GC 4 Liser 4
v
[eBam | ( From PC ] Save 1o USH N [ ]

Step 4: You can select users to upload by selecting the column next to the User ID. However,
you can select “All” to upload. Click “Save to USB” to upload users into Software.

DOWNLOADING CLOCKING DATA FROM USB PEN DRIVE

You can plug a USB pen drive into the terminal to download the clocking data. The download-
ed 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

to open USB Pen Drive Management.
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Step 2: Click “Read clocking data from USB disk downloaded from remote terminal”. Click
“Next” to continue.

R USB Flash Disk Management

“ou can perform dats transfer between your PC and & remote FingerTec reader of & selected model using an USB flash disk.
Clocking data or enroled user fingerprint templates can be dovnloaded from & remote reader into an USH disk and then transferred it to the PC, of user
fingerprirt templates can be transferred from the PC into an USB disk and then uploaded it to a remote reader

Read data from USB disk into PC

@ Read clocking deta from an USE disk dovwnlosded from remote FingerTec terminal;

O Read uzer info from an USH disk dovnloaded from remote Finger Tec terminsl

Write data from PC into USB disk

O write user info into an USB disk to be uploaded into remaote FingerTec terminal

Step 3: 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.

B2 USB Flash Disk Management =13

Read clocking data frem an USB disk downloaded from remote FingerTec terminal

Please specify the attached USB flash disk drive location: - G |w
o Uszer D Matme Clocking Transaction
1 2|Tony Stone 10/02/2008 09:34 (00
1 3 |Felicia Dickson 10/02/2008 09:34 |00
1 4| Gilbert Kazt 10/02/2009 0335 |00
1 5|Sheena Jazz 10/02/2009 09:35 |00

Erter your selection criteria for selective transaction saving: -
o] User ID From To Total
oo |2 i = o

| From USH F| l Save to PC I J [ Close ]

Step 4: All clocking data is displayed on screen. Click “Save to PC” to download into the
software.

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. Per-
sonal 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.
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WRITING PUBLIC MESSAGES TO TERMINAL

Step 1: Click to open Instant Message Display.

Step 2: 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”.
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.

e Displa =]

Terminal Message l User Message ]

The 'Terminal Message' short message is used to display static message on the terminal screen. Each short message has & unigue SMS 1D, & specified

starting time and its durstion in minutes. Short messages will be sutomatically removed from terminal Lpon expiry. Click =Wirite Terminal Message= button
to write the selected short message tothe terminals, or click <Erase Terminal Messages to erase the short messages from terminal. Erter '0' for SMS ID
to delete record from the list

SMS D Short Message [ SteiTme | EnaTme | B
0 |Please use 2nd floor ext during lunch time: | |010372008 0000 [31/03/2009 00:00 | |

¥

Please select the short message and speciy the terminals which you
wart 1o have the selected message. The short messags will be
self-zrased from the terminals upon s expiry.

“ou may select the range of records by

Terminsl Message | 10 v |Please use 2nd floor exit during It
[} v 1 |IN terminal ~
Om ] LT Termine i
K EH O
Some
Step 3: Select the SMS ID to upload. Se-
lect the terminal(s) to upload the message to.
Click “Apply”. =

Step 4: Click “Apply” to end process.

DELETING PUBLIC MESSAGES FROM THE TERMINAL

Step 1: Click to open Instant Message Display.
Step 2: Click “Erase Terminal Message”.

B2 Instant Message Display

Terminal Message }uSgr Mezsage 1

The 'Terminal Message' short message s used to display static message on the terminal screen. Each short message has & unigue SMS 1D, a specitied
starting time and ts duration in minutes . Short messages will be automatically removed from terminal upon expiry. Click SWite Terminal Message= button
to write the selected short message to the terminals, or click <Erase Terminal Message= to eraze the short messages fromterminal. Enter '0" for SMS 1D
to delete recard fram the list.

Short Message

Start Time: End Tme = |
P Jring lunch time. 010312003 00:00_[31/03/2009 00:00 \

[l/\trne Terminal Message ] lErase Terminal Message K Apply ] [ Cloze ]
15
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Erase Terminal Message

Please specify the terminals which you want to erase the short
messages. Al messages will be erased from the terminals upon

completion
Step 3: Select terminal ID to delete
“ou may select the range of records by message. Click “App|y" to continue.
D Eﬂz e P Step 4: Click “Apply” to end the proc-
on ess.
Some

WRITING PERSONAL MESSAGE TO THE TERMINAL

Step 1: Click

Step 2: Click “User Message” tab. Assign a number as SMS ID, for example: 31 (varying
from 0 to 99999). Insert the short message into the column, for example: “Managers, Opera-
tion Meeting, 16/3/2009, 10am, Room Alpha”. Define the start date and time, for example:
16/3/2009, 00:00. Define the end date and time, for example: 16/3/2009, 10:30. Click “Write
User Message” to continue.

to open Instant Message Display.

B

E= Instant Message Display

Terminal Message  L3er Message

The 'User Message' short message iz used to display as greeting message on the terminal screen upon an user's successiul verification. Each short
message has a unigue SMS 1D, & specified starting time and t2 duration in minutes. Short messages will be automatically removed from terminal upon
expiry. Click \Hite User Messages button to wite the selscted shart message to the tarminals, or click <Erass Uiser Messages to erass the shart
messages from terminal. Enter '0° for SMS ID to delete record from the list

SMS ID Short Message Start Time End Time B
Managers Operation Meeting,16/3/2009,10am, Room Alpha 16/03/2003 00:00 |16/03/2009 10:30

v
=

Write User Message

Terminals } |

Please select the shart message and specify the terminals which you
it User Message wart to have the selected message. The short message wil be
1 Af. o} from the terminals upon ts expiry.
“ou may select the range of recards by:

User Message Managers Operation Meeting, 165

o] W1 [in terminal ~
@al V2 HOUT terminal
(O None

Step 3: Select the SMS ID to upload. ome

Select the terminal to upload the mes-

sages to. Click “Apply” to continue.
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Write Usen Message

Terminals  Users I

You are reguired to specify the users which you want to have the
greeting shar message upon susoesstul verification

Yiou mary select the range of recaords by

Step 4: Select users whom this mes-
sage is intended for. Click “Apply” to

User Message

User D 1 [Eiise Johnson -
upload. Om [WE Irony Stone .
3 [Felicia Cickson
Onone 4 [Gilbert Kazt
S i~ iSheena Jazz

Step 5: Click “Apply” to end the proc-
ess.

DELETING PERSONAL MESSAGE FROM TERMINAL

Step 1: Click to open Instant Message Display.
Step 2: Click “User Manage” tab. Click “Erase User Message”.

2 Instant Message Display

Terminal Message  User Message l

The 'User Message' short message is used to display a5 greeting message on the terminal screen upon an user's successful verification. Each shart
message has a unigue SMS D, & specified starting time and ts duration in minutes. Shott messages will be automatically removed from terminal upon
expiry. Click <ite User Message> button to write the selected short message to the terminals, or click <Erase LUser Message> to erase the short
messages from terminal. Erter ‘0 for SMS D to delete record from the list.

SMS D Short Message Start Time End Time:
Managers Operation Meeting,16/3/2003,10am, Room Alpha 1610352009 00:00 16032009 23:59

D

-
Erase User Message _r
Please specity the terminals which you want o srase the shart Erase User Message ) Apply Close

messages. All messages will be erased from the terminals upon
completion

Wou may select the range of records by:

Step 3: Select to delete messages from
the terminal. Click “Apply” to continue.

D w1 I terminal ~
Om v 3 OUT terminal -
O hone
came Step 4: Click “Apply” to end the proc-
ess.

T
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APPENDIX «SAMPLE REPORTS

TIME AND ATTENDANCE REPORTS

ATTENDANCE SHEET

Attendance Sheet is a comprehensive report detailing activities of all staff in a month.

Attendance Shest 02/02/2008 11.48:40 N
01/02/2009 - 28/02/2009 R =RESTDAY O _oFFDAY H  _HOLIDAY
Vser > Neme T = | | |
1 1 Elise Johason : Do
s aeas o ey Haainsst
ingtnearing
2 2 oay stome fonod e e
iz amm oow i bada i

Information Tachnology

3 3 Felicia Dickeon
wrm 2ea3 1000 1536

Production

B 4 Givert Kam
1365 39.84 0000

g

s 5 Sheema Jazz st I N S 00010000, 05003085111
Cho o T N e ot st b b i i i

w355 4207 0 s ! 120! 1e0s; !

E-TIME CARD
Electronic Time Card comprises of detailed activities of an employee in a month.

Electronic Time Card 03/92/2008 11143131 Page: 1
1 P Elise Johnsen Administration

Dpate weeiday bay Type  Sche| T Break Resume oOut  OT  Dome | Work Overtime Short |Leave Taken Remark

TT/0a/005 Gunday R 1

02/02/2009  wonday wommRy 1 [ .00

03/02/2005  Tuesday wowmRr 1 Gvios 73 o4 o3

04/02/2008 Wednesday  WomwRr 1 0ae3s 75 CE) 0.0

05/02/2005  Thursday womkDAY 1 osiss 1335 (13 500 13

06/02/2005  Friday wowmRr 1 oarss 1233 {13:30 75 0.0

97/62/2008  saturday mesTor 2

98/02/2008  sunday mesTor 2

03/03/2005  Monday womkony 1 Gorez 13038 66 TaE

10/03/2005  Tuseday woway 1 osiss {12038 735 0.5 o

11/02/2008 Weanesaay  WomwDAY 1 sisa 13038 .00 6.5

12/02/2009  Thurséay wowmRy 1 doior {12337 755 i oot

13/02/2008  Fricay wommRy 1 Gean i 355 X5

14/02/2005  saturday esToRY 1

15/02/2009  sunday esToRY 1

16/02/2005  Wonday wowmRr 1 IETREES 758 o5 0.0z

17/02/2005  Tuesday wowmRr 1 Goiss | 12032 .00 EETS

18/02/2008 Wednesday  Womwmmr 1 EROREEES 756 oz CIT)

19/02/2008  Thursday wowsRr 3 Goias 12530 5.0 .32

20/02/200  Friday womkDRY 1 IR EE 753 b s

21/02/200  Saturday rEcToRY 1 [EETINEERT B

22/02/2009  sunday REcTORY 1

23/02/2009  wonday wowmRy 1 [ EtE b £}

24/02/2009  Tuesday wommRy 1 e 338 s o

25/02/2000 Wednesday  womkDmY 1 PEI TR FEPET) 38 003 o5

26/02/2009 _thursday wowmRr 1 Gsio0 {1313 500 o35
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ON LEAVE REPORT

On Leave Report is a report showing leaves taken by staff based on specified dates.

On Leave Report 01/02/2008 11:43:16 Page: 1
01/02/2009 - 28/02/2009
User D Name Date Weekday Day Type  Sche Leave Taken
Taformation Technology
1 3 relicia Dickson 26/02/20098 Thursday WORKDAY - | mmsENT 1.000
! o060

DAILY ATTENDANCE LISTING

Daily Attendance Listing is the listing of staff attendance based on the date required.

Daily Attendance Listing 01/02/2009 11:43:58 vage: 1
01/02/2009
Sunday
User ID Name: Day Type Sche In Break Resume Out or Done Work Overtime Short Leave Taken
1 1 Elise Johnson RESTDAY 1 | I |
angineering
2 2 Tony stons Resmar 1 |
Intormation Technology
3 E Felicia Dickson RESTDAY | i i i | i i
Prosuction
4 4 Gilbert Kazt RESTDAY I
e
s 5 Sheema dazz RestoRY | | H |
Day Type Total Days Present Absent Work Overtime Short ABSENT.
WoRKDAY oy
HoLIDAY stex
ResToRY . sosprTAL
- wireRTTY
T 3 % 7o T eatemny
Jios—
User w0 Attendance o R
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TARDINESS REPORT

Tardiness Report is a report showing daily activities of a staff such as In, Out, Overtime, etc.

Tardiness Report
01/02/2009 - 28/02/2009

©01/02/2005 11:41:38

Lateta  Barirowt | Eetenied bres 0 Lesre

U O e e A A A
0.4 0.45 0.30 1.37 4.8

2T r e E—

OT APPROVAL WORKSHEET

Overtime Approval Worksheet reveals a worksheet of a user and approval given for that particu-

lar person for working overtime.

Overtime Approval Worksheet 01/02/2009 11:41.51 Fage
01/02/2009 - 28/02/2009
WORKDAY HOLIDAY RESTDAY oFFDAY
User 1D Name pate Sche Overtime Bopr- Overtime Bopr- Overtime i Overtime Aeer

1 mise gommson 02/02/2009 1 Ls ) . .
3/02/2008 1 1o, K K X
04/02/2005 1 vz, ) \ .
0s/02/2005 1 im ; . .
as/07/3008 1 TR . ‘ ,
10/02/2005 1 [T ) , .
1275773005 1 EIECI ; . .
12/02/2009 1 R i \ .
16/03/2008 1 ERTI ; . .
170373008 1 I ) ‘ ,
18/02/2005 1 v i \ .
19/07/3005 1 EEEI ; . .
20/02/2008 1 ooz . ' |
21/03/3008 1 ) ) [RTREE .
2370373008 1 [T ; . .
20/02/2009 1 [RTI ) ‘ .
2570773005 1 EIEEI . \ .
26/02/2009 1 0.25

Engineering

:  Tony stons 02/02/2008 1 1, | ) . | .

03/02/2009 T v | | \ | ,

@ » CONTENTS




ATTENDANCE SUMMARY
Attendance Summary is a summarized report of staff attendance which comprises of overall
performance in work rate, absents, leaves, late in, early out, missed punch, etc.

Attendance Summary 01/02/2008 11:42:29 Page: 1
01/02/2009 - 28/02/2009
-pextect AB-Abssnt  IV-leave Taken  Li-late-In  EO-Early-Qut  MP-Miss Punch  OT=Overtime
Workrate
User I Name A Lv LI B0 Mp| Short | WORKDAY oT | HOLIDAY  or | RESTDAY oT | OFFDAY  oOT
[
FERTnistration
N 1 Elise donasen ses o) e a0} wms0 won} s.sal
EENTR [ 340) weso 1moa} 000 o 000 ss2} 000 0.00
Engineering
2 2 Tonmy stome 99.47 13} 5 3 051} 15909 15.28 5.49)
ssan 13 s s os1] 15909 1s.22f oo 000 s8] 000 0.0
Information Techaslogy
3 3 Felicia Dickson 99.16 7} 1 8 N 112 14148 2835} H
R T P 1a2] 1148 2s2s) oo 000 0.0 000  c.00
Production
s 4 Gilbert Kazt 89.07 10} s 5 121) 14333 39.s1% H
tossor a0l s s [ e o0 oo} oo 0.0
@ e
5 5  Sheena Jarz 98.99 EH 10 N 1.28) 14332 4z.08} H
o8.99 ol 10 4 128} 14332 2,08} 0.00 0.00 o.00} 0.00 0.00
.00

GROSS WAGES REPORT
Gross Wages Report is the gross calculation of worked hours of all staff based on their rate per
hour for a specified period.

Gross Wagea Report 01/02/2009 11:26:54 Page: 1
01/02/2009 - 28/02/2009
User 1D Name ratenr | HORKDAY or HOLTDAY or RESTDAY o1 OFFDAY or
x 1008 x 1008 x 1008 x 1008 x 1008 x 100t x 1008 x 1008
Aaministration
N N 14353 13.02 5.87
Elise Johnson s 6.00 0.00 0.00 0.00 .00 0.00 0.00 0.00 0.00
145783 e B
s .00 0.00 0.00 0,00 .00 0.0 0.00 0.00 0.00
Engineering
2 2 15915 1540 .62
Tony stane B .00 .00 .00 .00 .00 .00 0.00 0.00 .00
155715 Frer) By
s 0.00 ©0.00 0.00 ©0.00 0.00 0.00 0.00 0.00 ©0.00
Infornation Technology
3 3 14150 25,42
Felicta Dieksen s 6.00 0.00 0.00 0.00 .00 0.00 0.00 0.00 0.00
41780 ErRes
s 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Froduction
1+ 1+ 143,65 EERS)
Gilbert mazt s .00 0.0 .00 .00 0.0 .00 0.00 0.00 .00
143768 EENT
s 0.00 ©0.00 0.00 ©0.00 0.00 0.00 0.00 0.00 ©0.00
o & ge
s s 14353 42,07
Sheena Jazz s .00 0.00 0.00 0,00 .00 0.0 0.00 0.00 0.00
133753 Fray)
s 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
737,98 13876 1ieo
Total
s .00 0.00 0.00 0,00 .00 0.0 0.00 0.00 0.00
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DUTY CALENDAR
Duty Calendar is a calendar consists of workdays holidays, restdays and offdays based on a
specified group.

Duty Calendar 01/02/2005 11:45:40 Page: 2

Group : 1

W-WORKDAY  H-HOLTDAY  R-RESTDAY  O-OFFDAY  0-999.Schedule
Year Month 12 3 4 5 6 7 8 9 1011 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
2009 B R W W W W WER R W W WWWETRMWTMN W W W R B W W A W W K

DAY BY DAY ANALYSIS
Day by Day Analysis is a report of attendance summarized daily in terms of overall performance
and number of absents, leaves, late in, early put, missed punch, etc.

Day by Day Analysis 01/02/2009 12:42:0 sage: 1
f-Pertect Ap-bsent  iv-neave Teken  Li-late-in  Do-marly-out  Mp-wiss punch  oT-overtime
Dpate weekday workrate A v LI Eo wp| short | WORKDAY or | HOLIDAY  OT | RESTDAY Or | OFFDAY o7

01/02/2008 Sanday

Gz/62/2008 Honday oo.00 5 S0 0.8

G3/62/2008 Ticaday e Y FE i ThEe i

o1/02/2008 Wednesday sz PR o] aeae 1sas

Sj03j200m Ew— WY s T R Py

Se03/2008 Sriday PR PR oas| sear zias

S703/2008 r—

G8703/2008 Sanday

a5/03/2008 wonday w01 4 T 0] e i

10/03/2008 Tussday ses 1 s FIEY RPN

T1/03/2008 Wednssaay s s T FICTY AN

¥2/02/2008 Thursday sz ER FIEY BT R TYeT

¥3/02/2008 Friday sz PR FIEN PR Y

14/02/2003 Satuzday

15/02/2003 Sanday

16/02/2003 onday w06z 1 o TR T

¥7/02/2000 Tucsday TR PR 0] sese 1eis

Ysj03j200m Vednandny e Y ER I R P TR

Ysj03j200m Ew— WY ER S TR TR

Sojeajasen iy W PR ST TR T

Sijeajacen Saturday T

Zajeaj3000 Sanday

3/eaj3000 Vonday sa.0s 3 B oas| seie siaa

4/aaj3000 Tussday w2 PR o] e il

540273008 Wednesaay w1 PR FOCT TR

30/02/3008 Thursday Too.oo 4 I e TiE

Tifaaja008 Friday ez P e It

Zo/a2/2008 Satuzday

Total sras a7 B 35 2 3| saa| warss wisas w0 s.c0 0.0 1141 0.0 o.00

MONTH BY MONTH ANALYSIS
Month by Month Analysis is a report of attendance summarized by month in terms overall per-
formance and number of absents, leaves, late in, early put, missed punch, etc.

Month by Month Analysis 01/02/2008 11:42:57 bage: 1
01/02/2009 - 28/02/2009
R ASibsemt  CV-leave Taken  Li-late-Tn  EO-Early-Out  MP-lMiss Punch  OT-Overtime
Workrata
Nontn Hoad Count A m o om w w| s | wwer o | soumy or | memr o or | omwr o
02/2009 B .00 47 1 35 a1 3} sa2] 7avss 1mas [
Total | S I 3 om0 3| x| mwss seas|  coo o] om0 |  eso o0
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CORRECTION REPORT
Correction Report is a report to indicate if there is any outstanding clocking activity for administra-
tive personnel to take corrective measures.

Correction Report 01/02/2000 11:41:10 Page: 1
01/02/2009 - 28/02/2009
e 1 Name | Tn  Break Resuse Ot OT  Dome | Vork Overtine Short | teave Taken Semarc
1 1 Blise Jomnson Department: Administration
27/02/2009 1 | H H T16:30 | H | | H HIETED) | |
2 3 Pelicta Dickson Department: Information Technology
26/02/2008 - | H H H ! H | | H H | ABSENT |

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

staff Movement Analysis 01/02/2009 11:47:17 Page: 2
User ID Date

2 1 03/03/2000 | omse 13 nas e
Elise Johnson 200 2o 200 200
03/02/2009 | 09:02 12115 130 19:0e
20 200 200 200
sa/o/a00s | om:3s 2 1323 1822
200 200 200 200
o/03/000 | omisa 1235 anm e
200 2o 200 200
os/02/2009 | omisa  12:33 1330 175
20 200 200 200
e3/e/aees | omdz 3 ima 1mas
200 200 200 200
1o/03/2000 | omiss 1336 Baas 1e39
200 200 20 200

1/02/2009 | om0 e 3238 1333 e

200 200 200 200 200
1/e/a0e | omor 3 13 1
200 200 20 200
13/02/2009 ‘ 08:41  12:36 13330 1T:59
200 200 200 200
1e/0i/2000 | omaas 1228 n36 aeas
200 200 200 200
y/oa/a0es | omiss 23 1 2o
200 200 200 200
18/02/2009 ‘ 09:00  12:31 1334 18:12
200 200 200 200
19/03/2008 | om:ad 1230 335 sz
200 200 200 200
20/03/3003 | 08:33 1222 1:26 s
20 200 200 200

21/02/2009 | 09:30  15:32
200 200

/012003 | ossi 1z ma e
200 200 200 200
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TERMINAL ACTIVITY REPORT

Terminal Activity Report is the transactions record of staff by terminal.

Terminal Activity Report 01/02/2009 11:47:29 Page: 1

FingerTec World Wide

™ Description Date

1 1ERe 12/03/2009 I)o 08 00 14:22 00 14:25 00 14:26 00 14:39 00 14:41 00 14:47 01
o o o o 1234567 o 1234567
23/03/2008 [15:24 00 15:25 00 1s:26 00 15:25 00
29 9 29 9
24/03/2009 1128 00 1122 07 1124 00
3 ] 3

LT e P
2 202 17/10/2008 1126 1 116 1 s 3 41 1128 -1 13:25 -1 1135 -1 11:28 -1 11:31 -1
1888 2808 1888 1888 1888 1808 1888 1888 1585 1888
[ 2 anar 3 3 Gl L7 200 127 2 43 3 Ll 3 s 20 dsor L
1888 1808 1888 1555 1585 1555 1585 1555 2888 2008
I)s 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 2888 2888 2888 2888 2888 2888 2888 2888 2888
[25003 -1 1503 -1 3503 41 1503 -l 1503 1 15:03 -1 15:03 -1 1503 -1 1503 -1 1503 -1
2888 2888 2888 2888 2888 2888 2888 2888 2888 2888
J2sios 2 asea o1
2088 2808
27/02/2009 |35:01 00 15:01 00 101 G0 20:44 00 2044 0O
o o o o o
08/03/2009 I)o 15 00 10:15 00
o o
12/03/2009 | 15:47 30
1234567
23/03/2000 1515 10 15:20 10 1825 12 1826 12
1585 9 o 9
aa/03/2009 |31:28 3 a2 -
6 s

TERMINAL TRANSACTION LISTING

Terminal Transaction Listing is the record of all transaction data downloaded from every terminal.
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Date i ] Description User ID Name Transaction
301 18/02/2009 17:58 2 g2t 00
302 18/02/2009 08:53 2 Qa2i I oo
303 19/02/2009 12:22 2 Q21 I oo
304 18/02/2009 13:27 2 Q21 P oo
3058 18/02/2009 18:04 2 Q21 o oo
308 20/02/2009 00:30 2 Q21 P oo
307 20/02/2009 18:01 2 Q21 P oo
308 20/02/2009 20:37 2 Qa2i P oo
309 20/02/2009 21:24 2 Qa2i I oo
310 21/02/2009 00:45 2 Q21 P oo
311 23/02/2009 08:59 2 Q21 [ oo
312 23/02/2009 12:41 2 Q21 P oo
313 23/02/2009 13:22 2 Q21 P oo
314 23/02/2009 18:23 2 Q2i P oo
318 24/02/2009 08:55 2 Qa2i I oo
316 24/02/2009 12:31 2 Q21 P oo
317 24/02/2009 13:22 2 Q21 [ oo
318 24/02/2009 18:19 2 Q21 P oo
319 25/02/2009 08:49 2 Q21 P oo
320 25/02/2009 12:45 2 Q2i P oo
321 25/02/2009 13:36 2 Q2i I oo
322 25/02/2009 18:45 2 Q21 P oo
323 27/02/2009 18:01 2 Q21 [ oo
324 27/02/2009 20:44 2 Q21 P oo
325 27/02/2009 21:29 2 Q21 P oo
326 28/02/2009 02:46 2 Q21 P oo
327 12/03/2009 15:07 2 Q2i I o7
328 23/03/2009 16:24 2 Q2i I -1
-1: 1 00: 77 07: 1
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