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PREFACE

Honorable customers, thanks for choosing Anviz product. Our product adopts
world leading technologies — fingerprint recognition, computer communication and
microelectronics, which is the combination of three technologies. It is no doubt that it
already becomes the first choice of standalone time & attendance for enterprises
with its strong function and accuracy. Please read the user manual carefully before
installation. You will know the production/installation/debug/operation/maintenance

and management methods and knowledge.

The product adopts the latest fingerprint and RFID recognition technology. It will
bring enterprises the unparalleled reliability and convenience. The enterprise

manager and employee will get much benefit from the product.



Fingerprint Time Attendance System Advantage
e Accurate and scientific

Record and reflect employee time attendance data equally, accurately and
promptly.

If make attendance records by password and card (paper card, magnetic card,
IC card, etc), it is hard to avoid buddy-punching and cannot reflect the actual
attendance condition. Application of fingerprint recognition, it is easy to solve all the
problems like buddy punching, card loss or stolen or password forgetting. Thus, HR
dispute is avoided and the justness of time attendance is realized.

¢ Convenient

It is very convenient to use fingerprint standalone time attendance device. We
do not need the card issuing device, attendance card (paper card, magnetic card, IC
card, etc) again. We will not worry about cards loss or damage. No need to do
system maintenance and it will save time and decrease the cost for HR
management.

Place the registered finger on the fingerprint sensor, system will verify user’s
fingerprint automatically and record the correct time and attendance status.

e Multiple Functions

The system can realize different functions, such as attendance data
management, records remark / calculation and report printing. You can remark for
business leave, absence, marriage holiday and etc.. You can search and calculate
many combined absence reports according to different time periods, departments,
individuals. It can create the perfect reports and print too.

¢ Flexible Shift Maintenance

The software supports shift on week basis, rotation shifts, one shift with several
attendances, etc. You can set various shifts, public holidays, individual leave and
overtime, which can meet the complicated attendance requirements of every
enterprise.

¢ Work Standalone

The device can work without connecting to PC which will save the resource and
cost .The operation is easy and convenient.

e Support Multi Network Management

Many devices can be connected to the network for central management. It is
convenient when there are many users for time attendance at the same time and will
save much time.



Software Operation flowchart
(Important chapter please read carefully.)

This software includes: system parameter, department management, Employee
maintenance, shift management, employee leave and statistic report etc. Then how
to use this system in a correct way? It is not enough to only understand the function
of each module, but to know the relation between them and the system operation
flowchart. Thus, you can get the correct report.

Employee Software operation flowchart is as following.
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1. When running the software for the first time, please set parameters including
company name, time attendance rule, statistic rule for early, late and overtime etc.
Make sure the system parameter is complied with as the enterprise management
requirement .When finishing the parameters configuration; you do not need to
modify the configuration unless the management rules change.

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

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

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

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

6. Attendance records are stored in the time attendance device. So please
download the records from the device before report calculation. In addition,
employee information and fingerprint templates can be uploaded and downloaded
between the device and the software. Please refer to Chapter 4 for more information.

7. There are always business leave, personal leave, forgot clock happening for
the employee. When the above cases happens, please deal with it in time in the
software to ensure the accuracy of the statistic report.

8. After all the above mentioned operations are finished, you can calculate and
get the report. You can get different statistic reports, such as the report of all
employees / the report of some department employee / the report of a certain time
period.

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

Note: From the above flowchart, we can see that if there is any error in
calculation report, the possible reasons are as following,

Attendance rules setup is incorrect.



Employee shift or temporary shift is incorrect.

Dealing with employee business leave/personal leave/forgot clock in/out is
incorrect.

Attendance records calculating and checking is incorrect.
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(@1aF-To) (=@M Product Introduction

This chapter mainly introduces the advantage,
performance and functionality for C2 fingerprint and
card identification device




1 Product Introduction
1.1  Fingerprint Identification Device Instruction

C2 is a fingerprint attendance device specially designed for large and medium-sized
enterprises. It integrates colorful LCD, keyboard and the optical fingerprint sensor
together. 3 cm ultra-thin design make it much classy and elegant. Fashionable 3 inches
real colorful wider LCD can display different languages. Unique function keys can meet
complex self-defined work types and special attendance status, which provide great
convenience for the users. Standard USB communication and power supply combination
make it plug and play. No need additional adapter.
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C2 fingerprint and card device
1.2  Function and Feature

* Ultra-thin and exquisite appearance design make C2 looks much classy and
elegant.

The design of the exterior of the ultra-thin delicate and elegance

* 3 inch high definition real colorful wider TFT LCD can display the realistic words
and images.

* Friendly and graphical human-computer interaction interface and high quality
human voice prompt make C2 operate easily and enjoyable.

* South Korea low power consumption and high speed processor ensure the high
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speed calculation.

* New generation fully enclosed, waterproof, dustproof optical fingerprint sensor
and long life

* Anviz BioNANO V10 core algorithm makes the fingerprint verification fast and
accurate.

* Standard MINI USB, USB Pen Driver communication, TCP/IP connection. It can
transmit the data in different environments.

¥ Wiegand signal input/output and relay signal output. With great expansibility (such
as access control and ring output)

* Optional built in RFID card or Mifare card reader module. It is the perfect
combination of fingerprints and RFID technology.

* Multiple verifying methods combination of Fingerprints/ password/ card can
guarantee the attendance data complete and safe.

* Support 1-6 digital work code, 16 user-defined attendance status and short
message function.

* Employee can check the attendance records from the device directly.
* Fingerprint Capacity: 3000
* Record Capacity: 50000

1.3 Technical Parameters

ltem Description

Processor South Korea low power consumption and high
speed processor

Algorithm Anviz BioNANO V10 Core Algorithm

Fingerprint Sensor AFOS optics sensor

Scan Area 22mm X 18mm

Resolution 500DPI

LCD 3 inch high definition real colorful wider TFT LCD

Fingerprint Capacity 3000

Record Capacity 50000




Verifying Method

FP, Card, ID+FP, ID+PW, Card+PW , Card+PW,
FP+PW.

Verifying Time <0.5 second
FRR 0.001%
FAR 0.00001%

Communication Port

Mini USB ,TCP/IP

Card Reader Module

Optional 125KHz RFID or 13.56 MHz Mifare card

Name Display Yes
Fingerprint Image Display | Yes
Attendance Status IN, OUT
User-defined Attendance

Yes
Status
Attendance Status Switch

Yes

Automatically

Work Code

1-6 digital




O gF=Te] (1@ Operation Guide

This chapter mainly introduce C2 fingerprint and
card identification device appearance, operation
(include how to add / delete users and how to set
system parameters, etc.)




2.

Operation Guide
2.1 Structure Instruction

C2 fingerprint and card device structure is as following.
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Introduce as following.

1 LCD Display 7 Fn/Work Code

2 Digital Number Key 8 Fingerprint Sensor
3 Status /direction key 9 Menu / EXIT

4 Card Read Area 10 Confirm Key

5 LED Indicator 11 Delete Key

6 Speaker



2.2 Product Power On

After connecting the power supply to the device, the device will start
automatically. The interface is as following.

Anviz2

OROZ50 T

| IN

22-08-2011 02:37:15PM Press M to Access Menu

In the main interface, you can make the attendance records. You can also input
administrator password to enter the system management menu.

2.3 Menu Management

In the main interface, input “0” and press [OK], the system will prompt : “Please
input password”. Input the default password “12345".

Password

22-08-2011 02:37:15PM Menu/Exit

Press [OK] to enter the [main menu] .

Main Menu - Manage User

- - -|
V4 . =

Manage User Comm.Setup Pen Drive

L

Clock Setup Clock Information Search Record

2208-2011 02:3715PM M=Return OK=Enter

In [main menu] , press number keys or [IN/«<-]. [OUT/—] key to select and
operate [Manage User] , [Comm. Setup] , [Pen Driver] , [Clock Setup] ,
[ Clock Information] and [ Search Record] options.

2.3.1 User Management



Select [Manage User] option , press [OK] to enter the [Manage User]

interface.

In [Manage User] interface, you can add ,modify or delete users.

Main Menu - Add User

[ 4

Add User Modify User Delete User

22-08-2011 02:37:15PM M=Retumn OK=Enter
2.3.1.1 Add User

Press number keys or [IN/«]. [OUT/—] direction key to select
User] ,press [OK] to enter editing user interface.

Enroll New User

IETI I 5108 PW ]
Name I cod¢ I
Enroll FP Setup Admin  [FEERE

MatchMode Sefup

Save/Next
2208-2011 02:37:15PM M=Exit

[User ID]1 User ID number, 1-12 digital number valid.

[Add

[ Password]: Register user password, 1-6 numbers valid. The user who

registered password can make attendance by password.

[User Name]: Can be uploaded user name by attendance software.

[Card No.): Register user card. The user who registered card can make

attendance by card.

[ Register FP]: Register user fingerprint, max 10 fingerprints for each user. The

user who registered fingerprint can be attendance by fingerprint.

[Admin]): Set the user privilege of operating device. "No” as a normal user

can only make daily attendance.



Normal User Only make daily attendance.

Super Admin: have all privilege of operating
device. Default ID is ‘0’ and Password is"12345".(Set

) in “Clock setup”-“Advanced Setup”-“Admin level”)
Admin

Admin: have 4 levels, Every level have different
privileges (Please refer to 2.3.4.3.4 Admin leveD);

[Match Mode): 1. The system default verify method: Set the user verify
method as the system default verify method.

2. Personal verify method: Set user verifies method.

After setting, press [M] to save and exit.

Example: add new user according to the process as following.
Input user ID:

Input user ID from keypad. Press the [C] to delete and re-enter, press [OK]
to confirm.

Register Password:

Press [IN/«<]). [OUT/—~] key to fix the cursor in “password” field, input the
password , and press [OK] .

Register card:
Swipe RFID card on Card Read Area
Register Fingerprint:

Enroll FP

User ID 8108

@

0 _

Place Your Finger

22-08-2011 02:37:15PM M=Save and Exit
The default fingerprint registering order: 0. 1. 2. 3. 4. 5. 6. 7. 8. 9.

Select one finger to register by pressing number keys or [IN/ 1. [OUT/ 1]
key , then press the same finger 2 times in correct way following the prompt voice.

Admin Setup:

Press [IN/«-]. [OUT/—] key to fix the cursor in “admin” field, set the user as



administrator or not.
Match Mode:

Default Verification Method

Default Method 2 ID+FP

Fingerprint Only ID+PW+FP

EP+PW Card Only

FP+PW + Card O Card+PW

ID + Password 2 Card+FP

22-08-2011 02:3715PM M=Save and Exit

Press [IN/«<-1.[OUT/- Jkey to set the verify method as default method or other
personal method.

Save/Exit user registration: Confirm the registered information is correct , then
press [M] to save and exit.

2.3.1.2 Modify User

Press number keys or [IN/«<-1. [OUT/—1] key to select [ Modify User] , press
[OK] to enter [ Modify User] interface.

Modify User

IETI I 5108 PW I
Name [ cod¢ I
Enroll FP Setup Admin NG

MatchMode Setup

Save/Next

22-08-2011 02:37:15PM M=Exit

Input the user ID to modify, and press [ OK] to confirm. The user information will
display automatically, and now you can modify user information .Press [M] to save .

2.3.1.3 Delete User.

Press number keys or [IN/«<-]. [OUT/—1] key to select [ Delete User] ,press
[OK] to enter [Delete User] interface.



Deleter User

User ID 8108 PW

Name NN Cav#

Enroll FP Setup Admin

MatchMode Setup

Save/Next

22-08-2011 02:37:15PM M=Exit

Input the user ID to delete and press [OK] to confirm, the system display as
following.

®  Prompt Message

Successful

Press [OK] to confirm deletion.
2.3.2 Communications Setup

In main menu, select [ Comm. Setup] and press [ OK] to enter [Comm. Setup]
interface.

Time Clock Communication Setup

Real Time

Comm
IP Address
Mask

Gateway

Server IP

M=Save and Exit

[Real Time] : “Disable”, inactivate the Real Time Monitor function. “Enable”,
the device will upload the attendance data to the server on real time.

[ Comm.] :Set the T&A device communications method.
Server Mode: Normal TCP/IP mode.

Client Mode: There is one computer which works as the server for this T&A
device. Set the server IP in T&A device first, then this device can only connect to the
computer with TCP/IP mode.

[IP address] :The T&A device IP address for TCPIP communication mode.
[ Mask] :Submask
[Gateway): The default gateway for the LAN.

10



[ Server IP] :Set the management server IP address for T&A device when use
the client communication mode.

[DNS]: Domain Name Server
2.3.3 Pen Driver Setup

Export the user information, fingerprint templates, attendance data .etc in the
T&A device to the time attendance software via USB pen driver. Or export the user
information and fingerprint templates to other T&A devices.

In main menu, select [Pen Driver] ,press [ OK]to enter [ Pen Driver ] interface.

Main Menu - Add User

e &

To Pen Drive Upload To Clock

2208-2011 02:37:15PM M=Return OK=Enter

2.3.3.1 To Pen Drive

Connect the USB pen driver to T&A device USB port to download user
information, fingerprint templates and attendance data to USB pen driver.

Press number keys or [IN/«-1.[OUT/—1] key to select [ To Pen Drive lto enter
the following interface.

Download

All Records Mew Records

All Users Some Users

22-08-2011 02:37:15PM M=8ave and Exit

[All Records] :Download all users’ attendance records. When the system
prompts download successfully, it will generate a folder named Anviz-c in USB pen
driver. In this folder, there is an attendance records file named as: KQ.

[New Records] :Download all new attendance records . When the system
prompts download successfully, it will generate a folder named Anviz-c in USB pen
driver. In this folder, there is an attendance records file named as:NKQ.

[ All Users] :Download all user information and fingerprint templates. When the
systems prompt download successfully, it will generate a folder named Anviz-c in

11



USB pen driver. In this folder, there is a user information file named as: YG and
fingerprint templates file named as: ZW.

[ Some Users] : Download designated users information.

Download Users

Add

M=5ave and Exit

Fix the cursor to the user ID field , press [OK] to activate user ID field. Input
user ID , ex 8248.Press the [C] to delete when input by error and input again , then
press [OK] to confirm. Press the [Add] to add the users to the list. Then press

[IN/«-]. [OUT/-~1] to select [Done] to download.

Notice: All records and all new records are downloaded to the user attendance
records files: KQ, NKQ.

What download are users’ basic information, fingerprint templates .The files are:
YG, ZW ,NYG,NZW.

2.3.3.2 Upload To Clock

Upload users’ information and fingerprint templates stored in USB pen driver to
the T&A device.

Connect the USB pen driver to device USB port. Press number keys or
[IN/<]). [OUT/—] key to select [Upload To Clock] ,and press [ OK] to enter the
following interface.

Upload

All Users

Some Users

Upgrade

22-08-2011 02:37:15PM M=Save and Exit

Select [ All user)/[ Some user]and press [OK1key , will upload the “YG”, "ZW”
or “NYG”, “NZW" two folders to the attendance device. If the two folders not existed
in USB pen driver, it can't be uploaded successfully.

2.3.4  Clock Setup
Set the system parameters including [ Time Setup]. [ Display

12



Setup). [Advanced Setup). [Other Option]. [Self Test] .

In Main menu , select [Clock Setup] and press [OK] to enter [ Clock Setup]
interface.

Main Menu - Time Setup

L <

Time Setup Display Setup Advanced Setup
g + I
Other Options Self Test

22-08-2011 02:37:15PM M=Retum OK=Enter

2.3.4.1 Time Setup

In [Clock Setup]l menu, select [Time Setup]) and press [ok] to enter the
[ Time Setup] interface.
Time Setup

Time 11:45:35 Set
Date 22-08-2011 Set

DST Setup

22-08-2011 02:37:15PM M=Save and Exit

[ Clock Time/ Clock Date] Set the device time and date .The device time date
and time should be correct in order to guarantee the attendance time is correct.

[DST] It is daylight saving time. Normally in summer set few hours forwards,
and set few hours backwards time in autumn.

“Enable” means active the DST.

There are two modes for DST. One is set as Date mode. It is means set a
specific date as DST's Date note. The other is Week mode. It is means set the fixed
week cycle for DST.

DST Setup

o=

Madify
DST Starts  [fHFS

DST Ends

22-08-2011 02:37:15PM M=Save and Exit
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[ Modify] : Modify forwards the daylight saving time as N hours.
[DST Starts/Ends] Daylight saving time start date and end date.
2.3.4.2 Display Setup

In [Clock Setup Imenu, selectl Display Setup Jand pressl OK] to enterl Display
Setup] interface.

Time Clock Display Setup

Language English
DateFormat

LS nElaN 24 Hour Format
FP Image

22-08-2011 02:37:15PM M=Save and Exit

[ Language 1 : Select the device display language including Chinese,
English ,Persian now.

[ Date Format] :There are three date display formats in the system:
DD-MM-YYYY, YYYY-MM-DD and MM-DD-YYYY,;

[ Time Format] : The system time display format: in 24 hours and 12 hours;

[FP Image] : The LCD whether will display the fingerprint image or not when
user makes attendance.

2.3.4.3 Advanced Setup

In[ Clock Setup]lmenu, , select the [Advanced Setup] and pressl OK]to enter
[ Advanced Setup] interface.

Main Menu - FP Precision

®

FP Precision InfOut Att. Setup Clock Options

o
V]

Admin Level

22-08-2011 02:37:15PM M=Retumn OK=Enter

2.3.4.3.1 FP Precision

Press number keys or [IN/«<-]. [OUT/—] toselect [FP Precision] , press
[OK] to enter [FP Precision] interface.

14



Fingerprint Matching Precision Setup
1: N
11
AutoUpdate
VerifyMode Setup

All user verify Setup

-2011 02:37-15PM M=Save and Exit

[1 : NI : The fingerprint to be scanned will be matched with all the fingerprint
templates in the database automatically.

[1 : 1] Input the user ID first, then press the fingerprint or input password. In
this mode, the fingerprint to be scanned will be matched with the fingerprint template
of the specific user ID.

[ AutoUpdate] :In the process of verifying fingerprint, the system will replace
the old low quality fingerprint template with the new high quality fingerprint template.
Keep the best fingerprint template in device and avoid verifying several times.

[ VerifyMode ] : set the system default user verifying methods, including
“Fingerprint Only” , “FP+PW”, “FP+PW+Card”, “ID+password” , “ID+FP” ,
“ID+PW+FP” , “Card Only”, “Card+PW" , “Card+FP”.

[ All user Verify] Set verifying methods for all users. Now all the users will be
set this same verifying method.

2.3.4.3.2 IN/OUT Att. Setup

Press the number keys or [IN/« 1. [OUT/—] to select [IN/OUT Att.
Setup] .Press [OK] to enter [IN/OUT Att. Setup] interface.

InfOut Attendance Setup

Re-verity Interval(0-250) [N
Log Capacity Warm(0-5000) [EEOEIEEEEN

Auto In/Out Status Switch Setup

22-08-2011 02:3715PM M=Save and Exit

[ Re-Verify Interval(0-250)] :The time interval between repeated attendance
records for the same user. Default is O which means you can make records
continuously. If the time interval shorter than this value, the system will prompt
already passed and only save the first record.

[ Log Capacity Warm(0-5000) ]: If the rest memory space for the records is less
than the threshold value, the device will alarm automatically and remind the
manager to delete the records timely. Please backup all data first before delete
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records.

[ Auto In/Out Status Switch] : Select [ Auto In/Out Status Switch] , and press
[OK1] to enter the following interface.

Auto In/Out Status Switch

MON
=
WED
THU
FRI
SAT
SUN

22-08-011 D2:37-15PM M=5awe and Exit

According the different work conditions set the time point to switch attendance
status. You can set 10 time points max.

2.3.4.3.3 Clock Option

Press number keys or [IN/<-]. [OUT/—] key to select [ Clock Option] menu,
press [OK] to enter [ Clock Option] interface.

Time Clock Options

Volume

Password 12345
Device ID

Reset to factory seftings

22-08-2011 02:37:15PM M=Save and Exit

[Volume]: Adjust volume of device prompt voice. The volume range is: 0-5.

[ Password]): Password for enter management menu. The default password is:
12345.

[Device ID): Device ID is the unigue identification mark for each unit. If
different devices use the same device ID in the same network, software can’t work
well or get error when communicating. So make sure that each device in the same
network has its own device ID.

[Reset to factory settings]: All data will be lost after system initialization and
system will resume to factory configuration, please caution when initialize.

[ Notice] : Device ID in the device menu must be same as the Device ID in the
time attendance software. Then the device can communicate with time attendance
software successfully.

2.3.4.3.4 Admin Level
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Set general Admin’s permission. There are four groups for different permissions.

Press number keys or [IN/<-]. [OUT/— ] key to select [Admin Level] menu,
press [OK] to enter [ Admin Level] interface.

Admin Level

cowp [

Function

Add User No
Modify User No
Delete User No
Search Record No
Time Setup No
To Pen Drive No

22-08-2011 02:37:15PM M=Save and Exit

For example: Set one group administrator without “Modify User” permission.

Press [OK] to active the group management options box, press [IN/«< 1.
[OUT/—1] key select group “1” and press [OK] to confirm and select the
“Modify User” option with[ IN/<— 1. [OUT/— lkey. Then press[ OK ]to switchover
“Yes” or “No”, set as “No” and click [setup] to save.

Main Menu - Add User

L

Delets Usar

M=Retum OK=Enter

The icon m means cannot operating it.
2.3.4.4  Other Options

In [Clock Setup] ,select [ Other Options] and press [OK] to enter [ Power
Manage] interface.
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Main Menu - Power Manage

® &

Power Manage Access Control

11 02:37:15PM M=Return OK=Enfer
2.3.4.4.1 Power Manage

Press number keys or [IN/«<-]. [OUT/—1 key to select [ Power Manage ] menu
and press [OK] to enter [Power Manage] interface.

Time Clock Power Manage

Siees woce e

22.08-2011 DZ37-15FM wEasor e

[Sleep Mode]): Enable/Disable the sleep mode. Sleep Mode: Close Display/
Screensaver

[Sleep Setup]: Set device beginning time for timing sleep mode when without
any operation on the device. The range is: 1-15 minutes.

[Notice): Timing sleep means the device will enter sleep mode after timing
sleep time passed when there is no operation on the device. You may press [OK]
to wake up the device.

2.3.4.4.2 Access Control

[ Access Control] setup include “Relay Mode” , "Wiegand Mode”, "Wiegand
Area Code” and “Lock Delay(0-15Sec)”

Press number keys or [IN/«<-]. [OUT/—1 key to select [ Access Control] menu
and press [OK] to enter [Access Control] interface.
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Access Control Setup

Relay Mode Open Door
Wiegand Mode Wiegand 26

Wiegand Area Code BT

Lock etay(0- 1<) R

22-08-2011 02:37-15PM M=5ave and Exit

[Relay Mode]: Set relay output for controlling the door lock or ring bell.

[ Wiegand Mode ]: Three optional Wiegand modes: Wiegand26 Anviz Wiegand
/ IFixed Wiegand. Default mode is Wiegand 26.

[ Fix Wiegand Area Code 1(0-254): Normally when upload the same fingerprint
to different devices, the wiegand signal code output may be different. If set same fix
wiegand area code for different devices, then the wiegand signal code output will be
same.

[Lock Delay] (0-15 Sec): Unlock time length. The lock will be locked again
after the time length. Press [M] to save and exit.

2.3.4.5 Test

In [Clock Set] menu, select [Self Test] and press [OK] to enter [ Self Test]
interface.

Time Clock Self-Test
FP Sensor Test LCD Test

Keypad Test Waoive Test

2011 02:37:15PM M=Save and Exit

Test the following device hardware function: [FP Sensor Test]. [LCD Test].
[Keypad Test]. [Voice Test] .

2.3.5 Clock Information

Check the system basic information, including product model, serial number,
company name, etc.

In main menu, select [Clock Information] and press [OK] to enter [Clock
Information] interface.
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Time Clock System Information
Mode
Serial#
Company

Fingerprint
User
Record

Firmware\e

15PM M=Save and Exit

[ Model] : Production model
[ Serial #] :The unique identifier of the device and cannot be modified.

[ Company] :The user company name which can be modified by updating the
firmware.

[ Fingerprint]: Display the registered fingerprint number and the total fingerprint
capacity.

[User]: Display the registered employee number and the total employee
capacity.

[Records] : Display the stored attendance records number and the total
records capacity.

[Firmware]: The system firmware version information.
Press [M] key to save and exit to the previous menu.
2.3.6 Search Record

In main menu, select [Search Record] option and clickl OK]to enter [ Search
Record] interface.

Main Menu - Attiendance

M=Return OK=Enter

Select [Attendance] press [OK] to enter [Attendance] interface.

2.3.6.1 [Attendance]
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Records Search

User0 N Sexh

User ID Time WorkCode T&A Status

22-08-2011 02371590

Pressl OK Jand fix cursor to user ID field, input user ID and clickl OK Jto confirm,
select [IN/«<-]. [OUT/—]1key to move cursorto [Search], click [OK] to confirm,
and all T/A records of this user would be displayed as following.

Records Search

vsert> FEN S

User ID Time WorkCode T&A Status
el 2011-08-28 14-58-220 IN

22-08-2011 02:37:15PM M= Exit

Press [M] to save and return to previous menu.
2.3.6.2 System Log
Select [System log] and click [OK] to enter [System Log] interface.

Log Search

Ty

User ID Date Time Log info

22082011 D2:37-15PM

Press [OK] and fix cursor to user ID field, input administrator user ID and click
[ OK1to confirm, select [IN/«<-]. [OUT/— 1key to move cursorto [Search], click
[OK1] to confirm. Press [M] to save and return to previous menu.
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OYELIEIRYE System Installation

This chapter mainly discusses the installation and
un-installation of T&A software as well as the hardware
and operation system requirement.
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3  System Installation
First we should install background management software on the computer.

Please refer to the following steps:
3.1 Running Environment

Hardware environment:

Pentium [1266 and above; PentiumIII500 and above is recommended;
128 Memory and above; Minimum 100M hardware space;

COM Port;

CD-ROM (CD-ROM needed in installation);

VGA support 800*600 resolution and above;

Operating system:

Microsoft Windows 2000/ XP (recommended);

Microsoft Windows Vista;

Microsoft Windows 7;

3.2  System Installation

Please insert T&A disc into CD-ROM and the disc will automatically run the
installation program. If not, please run setup.exe in the root directory of the disc. The
following window will pop up:

;‘:—_ Fingerprint T&A Nanagement System

Welcome to Fingerprint TEA Management System Setup
program. This program will install Fingerprint T& M anagement
Sypstem on vour computer,

Itis stronaly recommended that you exit all Windows programs
before rurning this Setup Program.

Click Cancel to quit Setup and close any programs pou have
wrning. Click Mest to continue with the Setup program

WARNING: This program iz pratected by copuright law and
international treaties.

Unauitharized reproduction ar distribution of this program, or any
portion of it, may result in severe civil and criminal penalties, and
will be prosecuted ta the maximum extent possible under law.

ks Cancel

Click [Next] to continue installation (see the picture below):
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42 Fingerprint T&A Nanagement System

Setup willinstall Fingerprint T4A Management System in the following folder

Toinstallinto a different folder, click Browse, and select anather folder.

You can chooss nat ta install Fingerprint T84 Management System by clicking Cancel to exit
Setup

Destination Folder
’VE At

T ‘

TEA Installation Guide

L Carcel |

Select the target directory to install the program and the default is “C:\Att". Click
[Next] to continue installation (see the picture below):

‘ou are now ready to install Fingerprint T84 Management Syste

Click. the Mext buttan to begin the installation or the Back button to reenter the installation
infarmation.

THA Installation Guide

<Back [ Hewts | Concel |

Click [Back] and installation will return to the previous screen and re-select
target directory; Click [Next] and the installation will start as the following picture
shows:

Fingerprint T&A Nanagement System

Installing

i~ Cument Fil

Copuing file:
C:hAmNPricomm, exe

ENEEEEEEENEENEEEEEEEEEEEEEEE
&l

Time Remaining 0 minutes 0 seconds

ise Installation \wizard’

<ack | Hews | [ Cancal ]
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The installation will be done after seconds (see the picture below):

42 Fingerprint TkA Nanagement System &|

Firgerprint Thé Management Spstem has been successhully
installed.

Click the Finish button to ext this installation.

T Finishy 1 ‘

Click [Finish] to close the installation program and an icon Q) will be added to
the desktop.

Double click it and the T&A management system will be started. In addition,

[ Anviz Fingerprint T&A Management System] has been added to [All Programs].
Please see the picture below:

() hanizenaat syave

FHEF® b

m Ae 3

[F Communication Menagemant Software

Fingerprint Tih Managsment

Macromedia {¢) Fingerprint Tk Managsment System

- herobat Distiller 9
RRAXE r
Bl idobe Bridgs £34

%@ U Disk Management

# Uninstall Fingerprint Toh Management System

The shortcut of, [ Anviz fingerprintT& A Management] , [Communication
Management Software] and [U Disk Management] are included in [Fingerprint T&A
Management System].

3.3  Uninstall the software

Click [Uninstall Fingerprint Time and Attendance System] in the above picture,
click [Next] and the program will be uninstalled automatically.

Please note: All the files and data will be deleted after uninstalling the program
so please make sure before operation.
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OUPEINEIZM Communication

The chapter is mainly about how to add, delete
and set communication between PC and terminal.
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4  Data Communication

Select [Start] - [All programs] - [Anviz Fingerprint T&A Management System] -
[Communication management Software], the main interface will show as following
(default password is empty):

T) O/ @ () Enelish -P= Comaunication Nanagement Software ¥3.8.1 - = x
Unit Menagement Record Supervision  Employees Menagement Eecord Management
) (r @& (P : > J
2ERE QO @ 9 » o EY =
Add  Modify Delete | Synchronize Initislize | Terminal Ring Auto update Dowrdoad  Download  Clear Fackup Rezuns
Unit  Unit Vni t time uni t parameter settings the T8A status

new record  all record record

Terninal Managnent Unit Wanagenent

Enployees  Employees
= Al Groups

Groupl

Group2

Group3

Groupd

GroupS

‘ 0%

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

System Logining

ManagementPuD: ]

oK Lancel

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

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

9} romg adnin password, you have 2 chances to try again,
\_:/ F nter the adnin password again!

Click the button [OK]. And then try to enter the correct password

4.1 Communication management software
4.1.1 Add Unit

Click the button [Add Unit]. Following windows pops up:

= Terminal Nanazement E‘
Temninal Infor .
Communication Method
Terminal Mo & USBino diver]
1
Device 1D LN
[Check Device D from the device menu]
" LAN[Client]
Device Name |1
o
Device Group |Groupl El
¢ o
Tob stabys | Feal status b
oK LCancel

Remark:

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

* Device ID: Device ID is used to identify every time attendance terminal :
* Device Name: You can set it as you like.

* Device Group: This group is used to manage the terminal machine.

* T&A Status: There are three options: Actual Status, on duty and off duty. When
we set it as “Actual Status” the attendance records’ status in the software are as
same they are in the device. If you set it as “ON Duty”, all the records’ status which is
from this machine will be “On duty”.

* USB: Connect the terminal via USB cable; (support plug &play)
 Lan: Input the terminal’s IP address. The default IP address is 192.168.0.218.
* Lan(Client):Input the server’s IP address. The server which you connect with.

¢ Click the button [OK] to save the information. Can see a saffron yellow
terminal icon (r ). Please move the cursor to the terminal icon it displays as follows:
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( N\
Machine Number: 1
Machine Name: Head office
Serial Number: 500
Communication Method: USB
Connection State: Abnormal

. J

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

B.H
will become blue ( estoma),
4.1.2  Modify Unit

Choose the terminal and then click [Modify Unit], the following window pops up:

= Terminal Nanagement X
Teminal Info -
Commurnication Method
VERERD & USB[no diiver)
1
Device 10 O LAN ’7
{Check Device 1D fram the device menu)
¢ LAN[Client)
Device Name |1
[
Device Group | Groupt = . ET
Tob stabys |Feal status =
oK LCancel

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

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

System prompt

',L) Pkl fhemn o moabipn sy oedl (o dxden 1)
S

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

4.1.3 Delete Unit

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

Please confirm...

P Thiz eperation will deal with the selected machine
\_.H 1[Headofficel

hre you sure to continue?

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

4.1.4 Right Key Menu

& | Select Al
@ | Reverse Selection
Set the IF configmwation
Terminal information
Open the door via software
Message Managenent

Dizsble the manager

[Select All]: Select all the terminals.

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

4.1.4.1 Setthe IP Configuration

Click [Set the IP configuration] and open the window:

Set the terminal’s IP configuration [

Set the terminal's IF configuration

[ AR address:

[~ Default gateway:

|
[
I Sub mask, [
r [
[ ServerIP addiess: |
I~ Work mode: [ =l

Select the check box and then modify the parameters. Click the button [OK] to
save

[2011-08-25 10:10:36]1[1]Set the network parameters successfully;

4.1.4.2 Terminal Information
Display terminal information as follows:

Terminal information 3]

Terminal information

User number B
Firgerprint rumber 1
Passward number 2
Card rumber 0
Hew 1ecords number 1
Total tecords nurmber 37

Firmysare version 031280
Device SN 0000000000000000

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

4.1.4.3 Open the door via software

Open the door via software

If you click the item [Open the door via software], you can see the information in
the main interface as follows:

[2011-08-25 13:35:58]1[Head office]Open the door via software successfully!

And meanwhile you can hear the sound from the relay.
4144 Message Management
Send the message to the user when he clock in.

Click the item, a window pops up as follows:

Nessage Nanagement ﬁl
Message Type  MAMMEREER ™| Emplores |D Bogin datel 21101217~ g dare 20101217 <]
Messags Content] Add Message
Message List Fiead Message

NO Message Typ Emplotes 1T Name Begindste | Enddats Messags Content

[ ] |  DeleteAlMessages | Delote Selected Messages|

There are two kind of message type: Private message and public message

Private message need the employee ID. If you do not input the employee ID, the
system prompts message: Input message not compete!

Click [Add Message] button to add the message.

Click [Read message], you will see the message in the [Message List]. And you
can select one message and click [Delete Selected Messages] to delete the
message.

Click [Delete All Messages] to delete all messages on the terminal.
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The message displays on the terminal’s LCD as follows:

ID# 8001
Good morning!

At: 16:07:36 <1/1>

Message length: 16 Chinese letters or 32 English letters.

Notice: You can shift the messages by pressing [<], [] key.
4.1.45 Disable the manager

Clear the device manager.

Choice [Disable the manager] menu, the system will prompt as follow:

:-:J e gom Gwe o o ddile @ noeger P

0K T Eancal

Click the [Ok] button to delete manager, Click [Cancel] to cancel the delete
operation.

[2011-08-25 14:10:00]1[Head Office] Clear the manager succeed.

4.1.4.6 Download logs
Click [Download logs] the main interface will show as follow:

[2011-09-06 14:57:10]1[1]Download logs successfully. Records:1, success: 1

4.1.4.7 Browse logs
Browse administration operations in period of time.
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= Nessage Nanagement

X
Messape Tyoe | RERRETEES = | Erpkyen 0] Begndwel NI x| grgaua[ @B 3]
Maseage Centant |

kg Messos |
Message L

FeadMertags |
MO Meroge Typ Empleyse i Hame Bogndue  Erddwe  Message Cantent

[

[ Drekete

4.1.5 Synchronize Time

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

Blease confirm...

@) Thiz oparation will desl with the selected machine:
\_.‘j 1 [Headoffi ce]
Are you swre to contime?

Cancel

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

Some operation information displays in the main interface as follows
[2011-08-25 13:49:24]Synchronizing time...
[2011-08-25 13:49:25]1[Head office]Synchronization successful!

4.1.6 Initialize Unit

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

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

Please confirm. .. &‘
€y This cperation will deal with the selected machine:
\_.‘/ L[Headoffice]
Ar

e you sure to contimme?

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

Some operation information displays in the main interface as follows:
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[2011-08-25 13:52:59]Initializing...
[2011-08-25 13:53:01]1[Head office]lnitialization successful!

4.1.7 Terminal Parameter Settings

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

Termianl parameter settings x
Management password(1-999899) 238
Sleop tinel0-250 minute) o
Velume{0-5) &
Date foimat yy-mm-dd hd
Time format 24 How :"
Matching precision Good :"
Fiecord alam thieshold value(0-5000) il
Time period between repeated clocking(0-250 minute] o
Upidate the fingerprint template inteligently Enable hd
Ring furction Disable hd
wiegand mode Anviz Wiegand -
Fixed wiegand area code(0-254]
Lock Relay time[0-15 second)
Default identification method on the device

Display Default setting |

[Management password(0-999999)]:Set the managerment password for the
device. This feature is reserved for functions, is temporarily unavailable

[Sleep time (0~250 minute)]: How long dose the terminal turn to the sleep mode
if there is no one operating the terminal.

[Volume (0~5)]: The volume of the prompt sound in the terminal. The default
value is 3.

[Date format]: There are three kinds date format: yy-mm-dd, mm/dd/yy,
dd/mmlyy.

[Time format]: There are two kinds time format: 24 hour and 12 hour.

[Matching precision]: There are three kinds: ‘Normal’, ‘Good’ and ‘Exact’. The
default value is ‘Good'.

[Record alarm threshold value (0-5000)]: If the rest memory space for the record
is less than the threshold value, the machine will alarm.

[Time period between repeated chocking (0~250 minute)]: The maximum value
is 250 minutes. And the default value is 30s.

[Ring function]: Enable is function before using the Ring time settings.
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[Wiegand Mode]: Wiegand26, Encrypted wiegand.

[Fixed Wiegand area code (0~254)]: If you upload one fingerprint to two
terminals, the same fingerprint's wiegand outputs are different in the different
terminals. If the two terminals’ wiegand area codes are same, the same fingerprint's
wiegand outputs are same in these two terminals.

[Lock Relay time (0~15 second)]: The door open delay.

[Default identification method on the device]: Set identification method for the
device. Such as: Fingerprint , Fingerprint+Password, Fingerprint+Password+Card
ID+Password, ID+ Fingerprint, ID+Password+Fingerprint, Card, Card+Password,
Card+Fingerprint etc.

Click the button [OK] to save the settings. Following message box pops up:

Please confirm...

9 This operation %will deal with the selected machine
o/ LDesdoffical

hre you sure to continue?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation information in the main interface is as follows:

[2011-08-25 15:05:08]Set Advanced Parameter...
[2011-08-25 15:05:10]1[Head office]Parameter setting successfully!

Click the button [Display Default setting] to see the terminal’s default settings
4.1.8 Ring Settings

Set the ring time. Please enable the Ring function in the parameter settings first
of all.

Click the button [Ring settings]. [Set ring time] window pops up as follows:
Set ring time 3

Ring time list
[ Detailed infarmatior

Ringtims /0000

v Monday [V Tuseday v \Wednesday W Thursday

I Friday [~ Satwday | Sunday

4 add | = Delets | ok | conea |

Input the ring time and then click the button [+ Add)] to add the ring time to the
“Ring time list".

You can also click the button [-Delete] to delete the ring time from the “Ring time

35



list”.

Click the button [OK] to save the settings. Following operation information
displays in the main interface:

[2011-08-25 13:57:32]Setting ring time...
[2011-08-25 13:57:33]1[Head office]Set the ring time successfully!

4.1.9 Auto update the T&A status
Automatic switchover status for attendance device.

Click [Auto update the T&A status] button, enter [ T&A Status auto updating
settings] interface.

T&A Status auto updating settings E|
SetGM - Retrieve
T&A Status auto updating settings

ThA status - Set
WMorday begin/end time 000000 <= 000000 <=
Tuesday begindend time 000000 <= 000000 <=
‘Wednesday begindend time 030000 = |0300:00
Thursday begin/end time 030000 = |0300:00
Friday begindend time 000000 <= 000000 <=
Saturday begindend time 030000 = |0300:00
Sunday begindend time 000000 <= 000000 <=
Exit

First set the SN (serial number) of the T&A status, Serial number range is 1-16.

For example: The serial number set as: 1 and set the T&A status as “IN”
means check in for work. Then set the time range for “IN” status, click “Exit” button to
save and exit the interface.

4.1.10 Download new record

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

Please confirm...

@) This operation will deal with the selected machine
4 1 Headoffi ce]
Are you sure to contimue?

Cancel

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

Following information shows on the main interface:
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[2011-08-25 15:12:11]1[Head office]Reading attendance records...
[2011-08-25 15:12:12]1[Head office]Read the records completed,Records:4,
Read successfully:4

4.1.11 Download all Record

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

Please confirm...

::/ This operation will deal with the selected machine:
o) 1[Headoffice]

Are you sure to continue?

S e

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

[2011-08-25 15:13:23]1[Head office]Reading attendance records...
[2011-08-25 15:13:24]1[Head office]Read the records completed,Records:6,
Read successfully:6

4.1.12 Clear Record

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

Blease confirm...

9 Thiz operation will desl with the zelected machine:
ice

\'/ 1[Headoffice]

Are you swre to contimue?

Cancel

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

Following information shows on the main interface:

tendance records...
[2011-08-25 15:14:16]1[Head office]Clear time attendance records
successfully

4,1.13 Backup Employee

Download the employee information and employee’s fingerprint templates from

the machine to the computer. You can edit the employee information in the database
Att2003.mdb. The user information is saved in the table “UserInfo” of the database.
And the fingerprint templates information is saved in the folder “Template” in the
installation directory.

Click the button [Backup Employee]. Following message box pops up:
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Blease confirm...

This operation will deal with the selected machine:
adoffice]

- 1 [He:
~1J Are you suwre to contimue?

Cancel

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

The operation information displays on the main interface as follows:

[2011-08-25 15:15:07]Back upping employees...

[2011-08-25 15:15:07]Backup employee:1[Head office]

[2011-08-25 15:15:08]1[Head office]Backup employee information completed,
Records:1, Read successfully:1

[2011-08-25 15:15:08]1[Head office]Backuping fingerprints...

[2011-08-25 15:15:08]1[Head office]Backup employees and fingerprints
completed!

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

Please confirm...

9 operation will deal with the selected machime:
4 Thaaiiend
Are you sure to continue?

S e

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

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

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

Pleaze confirm..

This operation will deal with the selected machine:
.H 1 [Heado£fi cel

s
Are you sure to continme?

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Some operation information displays as follows:

[2011-08-25 15:16:37]Get back employees...
[2011-08-25 15:16:37]Get back employees:1[Head office]
[2011-08-25 15:16:38]1[Head office]Get back employees completed

Notice: 1. Please make sure that the User ID is existent in the terminal.
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19 15:08:07]Get back employees...
[2011-08-25 15:08:07]Get back employees:1[Head office]
1[Head office]No such ID existed, recovery failed!

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

4.2  Record Supervision

Get the records from the terminal real-time.

"‘_“') |l V@ () Enclish ~s Communication Nanagement Software ¥3.8.1 =X

Unit Management | Record Supervizion | Enployees Management  Record Wanagement

e Begin Tins Checkin Tinss 0
Jo End Tims Checkoont Tinss 0
Aetivate | Prohibit
vealtine | veeltime ||| Enployes Funber Other Status Tines O

Real Time Management Real-Tine Moni tering Records Information

= Al Groups
Group!
Group2
Group3
Groupd
Groups

No. Name Date/Time Status Descrption | Terminal No| Device |D Device name Department Position wiork Code | Identification Mel

| [E] ‘

4.2.1 Activate Realtime

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

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

Begin Time 2010-12-1T 12:29:24 Check-in Times 0
End Time Check-out Times 0
Emplores Fumber O Dther Status Times 0

Eeal-Time Monitoring Records Information

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

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

ID: 107

Warme: David
Dept: RND
Posttior: Software
Engineer

4.2.2  Prohibit real-time

Click the button [Prohibit real-time] to stop the real-time monitoring. You can see

the begin time and end time of the real-time monitoring in the [Real-Time Monitoring
Records Information] as follows:

Begzin Time 2010-12-20 15:32:14 Checl—in Times O
End Time 2010-12-20 15:32:53 Checl—out Times 0

Enplorss Funber 3 Other Status Tines 0

Eeal-Time Monitoring Records Information

4.3 Employees Management

Employees’ management interface is as following:

) [B]@ B etk - Communication Nanagement Software ¥3.8.1 - = x
Unit Management  Record Supervizion | Enployees Menagement | Record Management
Q ™9 Download FE Enployee I =
ri;' @ Upload Enployees & FE | Enployee Kame é_)
Add Modify — Delete Transfer Set Copy Check
Enployse Employee Employee | Department privilege Privilege || SRDelete from Unit Terminal Employee
Enployess Managnent Enployess communication Enployes Checking
=1 Al Groups
Group
Group2
Groupd
Groupd
Group5
i Headoffice Ernployes b 2 Card No. Name Sex Postion Bithday Employ Date | Phone Address Uril

>
] =

4.3.1 Add Employee

Click [Add Employee] button, open [Add/modify employee info] window as
follow:
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B Add/Nodify Employee Infa

Basis nfo |

Na I
Card No.
Name
Password

Sex

Dept, | Headoffice -

S T
\derfification Method |5

1D Mo,

4

Phone

Bihday L hd
Nation :" Ermploy Date 11 =
Position Political Featurs hd
Education ~ Spacisity -

Mabile

o # x|

Hative Placs |

Address ‘

Save LCancel

Notice: The No. is exclusive as well as the first digit cannot be 0! And the

administrator’'s name will show as red color

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

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

[Edit picture] window as following,

__".-."7_#.5»

Click the button [View] to choose one photo. And Crop the photo by the

[Cut-down] button and then click the button [Save] to save as follows:

41



= 444/ Nodify Eaployee Info ]
Banic Inka |

N

o [

Momo[lE
Passwoid |15

I —

e [B s =]

|

Userype [NomiUs ]
EE—

Iderdication Mathod |5

al a x|

10 Mo | Betbdnp |1
ke | =] gy e I
Posiion | =] Poiical Fasurs [Party Momber
Educaion | =l Spsciniey |
P [ ke
M Place |
Ak |

(K1 | ER{EREN

save | Coenl

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

Click [!l] button, open [Pictures shooting] window as following,

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

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

Click the button [il] to delete the employee photo.
4.3.2  Modify Employee

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

4.3.3 Delete Employee

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

4.3.4  Transfer Department

Choose the employee and then click the button [Transfer Department]. The
window [Employee Transfer] pops up:

Please select the department:

B ﬂ head office
&8 200

oK LCancel

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

4.3.5 Set Privilege

We can only upload the employee to the authorized terminal.

Choose the employee from employee info list (you can choose some or all the
employee by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the
button [Set privilege]. The [Set privilege] window pops up:
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=0
1[Head Difice]
O 2Shanghai]
=0 Group2
O 3(Bsiing]
O #[Shenzher]
O Groupa
O Groupd
O Groups

Set privilege E]

akK LCancel

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

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

Emplares Mo Card No. | Mame Sex  Posiion | Bithday  Employ Date | Phone  Address 1stFP 2ndFP Unit

8103 Micheal 20101247 O (]
8108 Lizay O O

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

4.3.6  Copy Privilege

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

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

Cnpy Function and Privilege

Copied Emplores 1D @

0%

"] Cancel

Input the one employee’s ID. And then you can click the button [&I] to browse
the employee’s privilege in the [Set privilege] as follows:
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Set privilege &l
=0
L 1[Head Offic]
2[Shanghai]
= Group2
O 3(Bsiing]
4[Shenzhen]
O Group3
O Groupd
O Groups

LCancel

Click the button [Cancel] to exit the [Set privilege]. And then click the button [OK]
to confirm or click the button [Cancel] to cancel.

Pleaze confirm. ..

\_?#' e gom Eme G ey e sdlasied il s prEilead

Cancel

System prompt

?/ The Selected emplores’ s privileges are suceessfully copied!
NS

4.3.7 Download FP
Download the fingerprint from the terminal to the software.

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

confirm. ..

9 This operation will deal with the selected machine:
\_./ L[Headoffice]

Are you sure to continue?

Cancel
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Click the button [OK] to confirm or click the button [Cancel] to cancel.
The operation nformation shows on the main interface as follows:

[2011-08-25 16:18:44]Download fingerprint...
[2011-08-25 16:18:44]Download fingerprint:1[Head office]
[2011-08-25 16:18:44]1[Head office]Can not connect to the T&A machine

4.3.8 Upload Employee & FP
Upload the employee information and fingerprints to the terminal.

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

Blease confirm...

@) Thiz oparation will desl with the selected machine:
doffice]

&/ LDMeads
Are you sure Lo contimue?

Cancel

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

The operation information shows on the main interface as follows:

[2011-08-25 15:10:18]Upload employees and fingerprints...
[2011-08-25 15:10:18]Upload employees and fingerprints: 1[Head office]
[2011-08-25 15:10:19]1[Head office]Upload employee and fingerprint completed

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

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

Please confirm...

This operation will deal with the selected machine
doffice]

=/ LlHeaio
Are you surs to contimme?

Cancel

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

The operation information shows on the main interface as follows:

[2011-08-25 15:11:21]Delete the employee from the device...

[2011-08-25 15:11:21]Delete the employee from the deviece:1[Head office]
[2011-08-25 15:11:22]1[Head office]Delete the employee from the device
completely
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4.3.10 Employee Checking

Search the employee information.

Enplores IO

B
Enplores Name é

Check

Terminal Enploves

Enplores Checking

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

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

Modi £y dept

hdd dept
Delets dept

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

Input Department Hame

Please Input Department Name:

Ok LCancel

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

[Modify dept]

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

= Input Department Name

Please Input Department N ame:

ok LCancel

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

[Delete dept]

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

Please confirm...

.-:J e gom e o Odleie (e sdlesied dpastnmie
e

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

Remark: Right button menu:

Select AL
Cancel Seletion

N O

Transfer Departnent
Copy Privilegs

Add Enplores

% Medify Empleres
% Delets Emplores
T) €0 @ () English - Communication Nanagement Software ¥3.8.1 - = x
h Unit Management Record Supervision Enployees Management Eecord Management
= Text file(k, txt) - 8
8 Besin Date S 2001-09-14 - @) | Export Format Employes No. Length
é Frport Field Ho. :Date/Time;Terninal Fo.:Sta - Space zymbel [Tsb  +
= 2011-09-14 -
B End date |5 Search Time format yyyy-nm-dd hhimmiss - Space symbol Length 1 Expert
Record Search Export Record
= Al Groups
Group!
Group2
Group3 10
Groupd
Groups
Mo Name Date/Time Status Status Desoription | Teminal No' Device 1D Device Name Dept Position Work Code | Id

| 0

a0

4,41 Record Search

[ Bezin Date Fri 12/17/2010 - (@)
P End date Fri 12/17/2010  ~ | Ssarch

record
Record Search

Set the Begin Date and End Date as follows:

4 Decenber 2010 P

S MT¥TF S

1 2 3 4

56 T8 91011

12 13 14 15 16 [IT]18

18 20 21 22 23 B4 £5
25 27 26 29 30 31

Today

Click the button [Search record] to search the record.
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Mo. Mame Date/Time Status Statuz Description  Unit Mo, Unit S/M

¥ 373 Peter 32042003 10:28:10 AM | In 1 300
386 Jack 320/2000 10:28:37 AM | In 1 300
387 bay /2042009 10:28:34 AM | In 1 300

4.4.2 Export Record

Set the export format, export file and time format.

Export Format Text £ile (k. tet) ~ Emploree Ho. Length B
Export Field He.:Date/Time:Unit Ho. :Status - Space symbol . -
E t
Tine format ¥¥yymn-dd hhimm:ss ~ Space symbol Length 1 reoord

Export Record

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

C. file (¥,
Excel file(*.xls)

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

[]Fame
[#]Date/Tine
[#] Uit Ho.
[JUnit name
[¥]Status
[[5tatus Fame
[ Depar tment
[JPosition

Time format: 4 optional formats

Trg—mm—dd hhomm: ==
y¥yy—m—d hhomm: ss
wy—mm—dd hh:mm:ss

1dL%
I¥F

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

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

System prompt

',p Records have besn sxported to " E:\Test\Report\Ki-Rep. tat
~:

Click the button [OK] to confirm.
45  System settings

Click the icon [=2] on the top left corner, the menu pops up as follows:
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-
) Basic Parameter Setting

L4 TAA state Setting

-

) Timing Downloading Becord

(]
“U’ Nanagement PT setting

]"1 Database linking setting

‘2 Exit system
Sy

45.1 Basic parameter settings

Click the [Basic Parameter Setting]. The [Basic Parameter Setting] pops up:

B Basic Parameter Setting 3
Basic Parameter
Cam Port Communication delay time(1-5] Seconds 3
Network Communication delay time(1-20] Secands o
IP Patt £l
[~ Communication Failed, sutomatically exit curent aperation
I In Realtime Monitoring, vaice prompts "D epartment Name''
[” Clear the data after downloading
i Lancel

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

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

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

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

Click the button [OK] to save the setting.
45.2 T&A Status setting

Click the [T&A Status setting] option, and the [T&A status setting] window pops
up:
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B T&A Status setting X

A Plese sort it in ascending order
Status valie | Symbol Status Desciprion
» I n
10 ut
22 2
33 3
1t 4
55 5
66 6
77 7
88 8
a3 3
1010 10
11 11
1212 12
1313 13
1414 14
1515 15
Upload ta the selected terminal |

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

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

45.3 Timing Downloading Record

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

= Tining Downloading Record

[~ Run Timing Downloading Record

Downloading Time: ‘

Timg | 0000 == Add Delote Time
ok Cancel

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

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

Click the button [OK] to save the setting.
4.5.4 Management PWD Setting

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

Old P |

New Pwd: |

Comfirm Py |

ok Cancel

[Old password]: Default password is empty.

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

System prompt

\_‘::) e ol peesmad) fs feommest, flocms miar @ posmerd sl

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

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

System prompt

\?/ Confirmation failed, please enter the new password again!

Click [OK] button to input confirm password again.

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

System prompt El
\_? Admin password modification suecessful!

45.4 Management PWD Setting

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

Nodify management password

Qld P |

Mew Pud: |

Comfirm Pyad: |

ok Cancel

[Old password]: Default password is empty.

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

System prompt

\_?/ Ty ] peesmasdl A5 fammmed, fleess o e pessmd agml

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

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

System prompt

\:_:/' EentFimetfan Foiiled, floren cnter (o nen poemmesd agdml

Click [OK] button to input confirm password again.

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

System prompt

?) ifi |
\:\/ Admin password modification successful

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

B Data Link Properties @

Provider | Connection | Advanced | All
Specify the fallowing to connect to Access data:
1. Select or enter a database name:

2. Enter information to log on to the database:
Username. [Adnin ]

Blank password [ Allow saving password

Test Connection

[ 0K l[ Cancel ][ Help ]

Click [_|] button beside [1. Select or enter a database name:] to choose the
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linking database directory. And then choose database name, click [Open] button to
confirm database linking and exit to [Data link properties] interface. If the database
has set [User name] and [password] already, we must input [User name] and
[password] in [2. Enter information to log on to the database]. After completed, click
[Test connection] to test the connection correctness of the database and system
prompts:

Nicrosoft Data Link §|

',:/' Test cormsction succesdsd.
-

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

System prompt

',t/' Mriscorn @mmosdeg e, flren st Mo melirsol
-

45.6 Exit system
Click [Exit system]. It prompts:

Please confira...  [K)

\_',T/' e Fom Eme G G

Click the button [OK] to confirm or click the button [Cancel] to cancel.
4.6  User interface configuration
4.6.1 Interface skin color

Shift the skin color by press the button [“® ] The style is Windows XP
system style.

4.6.2 Change the software language
Choose the language in the option [ e V]
4.6.3 Set quick access button

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

| In!.' ) English ~ 'S Communication Nanagement Software

Unit Management | Reeord Supervision  Employses Management  Record Management

DES O 2|0 » ¢ |
Add  Modify Delste | Symchromize Initislize | Termimal  Ring huto updats Dow:

Unit  Unit  Unit tine the TOA status | mew:
R Add to Quick Accesz Toolber [ i
it Wanagement

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

p:) 0@ ¢ Enaisn VB Communication Nanagement Software ¥

| v 51
Unit Mansgement | Racord Sit ‘-/-; e weas Manazement  Record Management
. = | ¥ | Black s |
mZ2s g @ B <
Add  Modify Delete Symehyoni V| Language erminal Ring huto update | Down
Tnit  Unit Unit time it Parameter settings  the TR statuz | new r
Terninal Managnent Unit Wanagement

Move the cursor to the quick access button. And then click the mouse’s right
button. It prompts:

) £/ @ () English -8 s Communication Nanagement Software ¥
J Renove from Quick Access Toolbar
Unit M t n

Record Sup d

v
— — p p -
&= R 9 L
Add  Modify Delete  Synchronize Initialize | Terminsl  King Aato update Town]
Unit  Unit Uni t time unit parameter settings the T&h status new re
Terminal Managment Unit Management

Click the item “Remove from the Quick Access Toolbar”.
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OaF:Te](elgeYBackground Management

The main theme of this chapter is how to collect
attendance records from different terminals with
management software and generate different reports. The
background software can manage employee information,
set rules of attendance etc.
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Background Management

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

etc.
5.1 Login System

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

Adriristator 4

Passworet | |

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

# Fingerprant T8A Nanngement Sysics V4.4.5
Srzves B Mazageasnt Attesdancs prisn Dats Muintanssce Extarsal Halp

2110024 1556017 Adwin Fingerprant Thh Bunsgoment Systen Ta Trus & Sale

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

2. Shortcut button: Shortcut button of common function module, array in working

order, easy to work on
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3. Status column: Show the current time, logged-in administrator and system
information.

5.2  System

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

E Farameter Settings

Be Administrators

Administrator’ s Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Cirl+i

5.2.1 Parameters Settings

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

o System parameters setting @

ers || Stat, Rules | Leave class | Field defintion

asic info

Uit Name; | head affice

Common Fuls
p
A workday count as |80 = Minuts shift expands two days
(&) Count as the 1st day
O Count a5 the 2nd day

p
[ Mot ciock.incount as lte. |50 1) pinuns

[
[ Mot clack out count as early 60 (8] binute

p Dverine Caleulation
Dlonduy |9 ] min caier cockin count as avertins 0
Marmal Day
I
DClottauy |90 Bl rin ater clackeout count as avertime oskord 0
EEK e
[ deduct the 'On duty X minutes earlier’

[ deduct the 'Dff duty X minutes later

Featival |0

Pic5.1

Basic parameters:

Set your company name, the default is “Head office”

Input your company name that will be deemed as the head of departments list.

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

“Late for work as how many minutes” can be set when no clock-in on duty, “early
to leave as how many minutes” when no clock out for off duty. Free overtime work
can also be calculated on the base that how many minutes working after off duty
time.

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

Click page [Stat. Rules] in pic5.1, following shows:
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#) System parameters setting &

Basic parameters |{ Stat. Hues || Leave class || Field definition

Stat. ltems:
Stat. Rule
Late Unit Set
Early .
Business Leave Unic  Day hs
Leave
Absence Hinimum: | 1.0

Stay away
Overtime
Free Overtime Round-off cantral
O Round down
) Round up Round at total
@ Round off [ Accumulate by times

This page describes the stat. rules of items: normal, late, early, business leave,
leave, absence, overtime, free overtime.

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

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

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

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

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

Notice: the setting of stat. Rules above will directly affect the statistical result

Please make above setting according to the true status of your company to
ensure the accuracy of reports.

Leave class:

Click page [Leave class] in pic5.1, following shows:
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#) System parameters setting f‘S?

@ % o

Append Delete  Modiy

Calar s

Leawe Class: Administration Departmen

Show Color: | Il Fied

i

Indicating Symbol:

|

Add new leave class:

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

Revise leave class:

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

Delete leave class:

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

Field definition:

Click page [Field definition] in pic5.1, following shows:

#) System parameters setting ﬁ?

Basic parameters | Stat. Aules | Leave class | Field definiion |

Field Name : |IBeteed Input new figld value:

Chinese
English

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

5.2.2  Administrators

Click [System]-[Administrators], following window shows:
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» Adwinistrator set El

=
& |
-— |4

Append Delate Wodify

Mame Administratar: Admin

.3 £:dmin Diept operable: @ Items operable; @

¥ head office
¥ a%D
[ R&D
¥ Sales
[ PtD

! ! The new admiristratar has a default password: 830830

Append new administrator:
Click [Append]—input the name of new administrator within input field.

Of [Administrators], select corresponding privileges below and click [Save] to
finish adding of new administrator. The default password of new administrator is
888888. Please log in as the new registered administrator and click menu [System]
-- [Administrator’s password set] to set new password of administrator for system
security.

Note:

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

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

Modify administrator:

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

Delete administrator:

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

5.2.3  Administrator’s Password Set

Click menu [System]--[Administrator’s Password Set], following springs:
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” Adwinistrator modify password

Old Prwd: ||

|
Mew Prd: | |
Confirm Prd: | |

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

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

# sttendance record modification log M=)

O 5
Search Restore Close
Time Range
Deparment {f] headoffice | Employee No. Al v Fom|201042-1 v 00001 3| To[amoazis v |[z3siss 3

Departrent Employes No. | Name Clacking Time Stale Hodiy ype | Reasans Administrator
3

RecordCount : 1]

Select department, employee No. and time range and click [Search] and those
records which match the above condition will be displayed.

Notice: Modified record log shows all the time attendance record modifications;
If there’s record that has been revised incorrectly before, it can be recovered by
selecting this record and clicking [Restore].

Click [Close] to exit.
5.2.5 Managing Log

Click menu [System]--[Managing Log], following springs:
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‘oAdlinis'trator operation log |;|@E|

g:rﬁch Cloze
Time Range
Administrator | Al - From |EEEE- 314 % | 000:01 3| To|2003- 413 & ||235353 3
[] Mame Managing Time Remark. A
P Jadmn 2009413 11:53:48 Operaling system parameter setfings
21 Admin 2009-4-1311:53:30 Operating system parameter settings
20 Admin 2009-4-1311:51:47 Operating system parameter settings
19 Admin 2009-4-13 11:49:33 Operating system parameter settings
18 Admin 2009-4-13 11:44:10 Clear the data before "' 20050301 "
17 Admin 2009-4-1311:43:21 Operating business leave/leave
16 Admin 2009-4-1311:42:38 Operating business leave/lsave
15 Admin 2009-4-13 11:41:53 Operating business leaverleave
14 Admin 2009-4-13 11:40:55 Operating buziness leave/leave
13 Admin 2009-4-1311:36:39 DOperating Festival/holiday settings
12 Admin 2009-4-1311:32:16 Operating system parameter settings
11 Admin 2009-4-1311:25:10 Operating system parameter settings
10 Admin 2009-4-1311:24:47 Operating system parameter settings
9 Admin 2009-4-1311:24:41 Operating system parameter settings
2 Admin 2009-4-1311:24:21 Lirk the database to
7 Admin 2009-4-1311:23:08 Operating system parameter settings
E Admin 2009-4-1018:01:08 Operating system parameter settings
v
< >

This log records all the operations of every administrator. Select [Administrator]
and the time range then click [Search] to see what operations have been done by
this administrator within the selected time range, which makes it possible that the
multi-administrators can use the software at the same time.

5.2.6  Set Database Link

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

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

Prompt information

1} Datshaze conmecting failed, Fleaze collocate the datsbaze agzain
LY

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

B3 Data Link Properties &

Praovider Connectlon\Advanved Al
Specifythe fallowing to connectto Access data
1. Selector enter a database name:
|E:\Test\Backeroup management\Att2003. mdb [

2. Enter information to log on to the database:
Username:  [Adnmin ]

[ Blark password [ allow saving password

Test Connection

[ ok ][ Cantel |[ Help |

Input the database name or click the - button to select the correct database

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

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

Please make sure ... @

;) it?
\__/ Are you sure to exit?

| [ cancel

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

5.3 HR Management

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

B Department Management CirltD
) Enployees Maintenance ClrltG

5.3.1 Department Management

Click [Department Management] in the [HR Management] menu, springs the
following window:
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) Department Nanagement §|

Departments List

hppand

Being Selected Dept

& 25D
&8 RLD
&8 Sales
&8 PLD

Input the new department name

&

‘when adding a new department .
You can't use any same department
name.

“w'hen deleting a department,
Emplopees of the department will be
move to head office automatically!

Add a new department:

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

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

Department modification:

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

Delete the department:

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

Please make sure ...

'_:J Are you sure to delete this department?
NS

Cancel

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

5.3.2 Employees Maintenance

Click [Employees Maintenance] in [HR Management] menu, the following
window appears:
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) Eaployes Baint snance

& a0 Emgicyes Ho Hame Depatment Posttion Employ Date | Tebsphone | Addiess Sex  Langasge  |Commend  CadHo | Mobie
BB S n head aifice
& P10 3 e head clfice

. »
Employens Infoimaton | Ereod Frgers

Baployes Ho |B1E [ CandNo e

Soa v Languige v Bty - [#] Caadare Anerdance
Educsion b Spmeasly b Fendze v [E] Coknite Ovestime
nee (O -
Telaphone Mokds Employ Diate. (2] R O Hokely
1 He Corrmment Marksl St e
Addeery User Type | Hommal User ~ GroupMe |1 -

FecondConnd 3

Employee's adding:

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

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

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

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

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

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

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

Choose the employee you want to shift the department click [Transfer] and

following window will pop up:

Select the department ta tansfer:

A& 280
A& R0
38 Sales
4& Pi0

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

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

Employes No. Mame Department Position Employ Date  Telephone | Address
I
a0s K Select Al Ctrlta
Cancel AL Cirl4Z

Expert Data

w all columns v Hame

v Depar tment
v Position

v Epploy Date
v Telephene
v hdrass

v Zax
 Language

v Comment

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

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

Click [Export Data] and following window will prompt:
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e e G5

L
Uy Compitar
oy ureark
™ Fiie game ™ =
Savaague  [Tast File @G0 | [Comen ]

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

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

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

Holiday List

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

Attendance Record
i Attendence Caleulating and Report Cirl+R

5.4.1 Holiday List

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

#) Holiday List g\
5
= o))
1 i 4
Append Delete Modify
Name | [T | StartDate | 2003 416 v Days [3 (3]
Holiday Name Start Date Days

2003-05-01

Add festivals or holidays:

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

Modification of festivals or holidays:

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

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

5.4.2 Timetable and Shift
The relationship between shift and timetables:

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

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

Timetable maintenance:

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

#) TimeTable and Schedule Naintenance x
Timetable Maintenance | Shift Maintenance
: J
|
Append Delete Modify cel
Timetable Name | On Duty Tme | Off Duty Time ~ T |
» [ =
morning 04:00 1200 On Duty Time |19'00
stteroon 1200 anon —
right 20:00 0400 Oft Dty Time

Begin Clockdn Time 1700

End ClockIn Time | 1300
Begin Clock-Out Time | 16:00
End Clock-Out Time | 2000
Late enmor alowance |3 Minutes
Early emor allowance 5 Minutes

Count As Workday 1

Count AsWarkTime | 480 Minutes
[#] Must C-ln [#] Must C-Out
v [ Free Time [T Time

Pic5.2
Add a new timetable:

Click [Append] and enter the corresponding information:
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[Timetable Name] For instance: Day Shift

[On duty Time] (08:00) [Off duty Time] (17:00)

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

[Count as work day] (1)

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

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

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

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

The timetable Modification

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

The timetable Deletion

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

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

Example——Add a timetable:
Complete process for adding four timetables:

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

(Other information can be setup according to practical situations. Please refer to
Pic5.2. Please note there should be no blank left.)

Shift Maintenance

Click [Shift Maintenance] in Pic5.2 and the following window pops up:

o‘li-e'l’ab].e and Schedule Naintenance gj

Timetable Maintenance | Shitt Maintenance |
h & 79
Append Delete Modify
Shift Mame ~
[ cayshitt | Shift Name | day shit Cycles [1 2] Cycle Unit| Week  +
three shift
I
Date Timetable 1 Timetable 2 |TrmeTah!e 3 ITIneTahIe 4
Sunday
Monday Day
Tuesday Day
‘Wednesday Day
Thursday Day
Friday Day
Saturday Day
v
Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as:
normal shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables
and time range required in this shift in the springing window (see the Pic5.3 below)
For instance, select the timetable — Day shift and select from Monday to Friday and
then click [OK], back to this window and click [Save] to complete. (Please refer to the
example for details.).

# 1ad Shift Timetable K

Cheice a timetable: Choice the date: Oa

Timetable ... | On Duty Ti...| Off Duty Time # Sunday

moming 0400 1200  Wemeday

sftemoon 12:00 2000 ! Thursda

ht 2000 0400
L Saturday
g
¢ 5
oK Carcel

Pic5.3
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Delete the timetable: Select the timetable you want to delete and click [Delete].
Clear the timetable: Clear all the timetables of the shift.

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

Modify a shift:

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

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

Add “Three shifts” Shift (Please note: It is assumed that the shift goes around
every week, cycle every three weeks and employee is on holiday every Saturday
and Sunday.)

Step 1:

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

#) TimeTable and Schedule Naintenance @

| Timetable Maintenance | Shift|
@ @ ﬁa :-—?4’-v
Append Deleste Modify
Shift Name o
ket Shift Name Cycles |3 2] Cycle Unit [Wesk v
| |
Date Timetable 1 Timetable 2 |TirrleTabIe 3 |TimeTab\e 4 A
Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
Monday
v = = v

Step2

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

Click [Add] and the following window pops up:
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¥ 4dd Shift Timetable [
Choice a timstable: Choice the date: i
Timetable ... | On Duty Ti...| Off Duty Time # Sunday Wednesday
Day 05.00 17:00  Monday Thursday
e M v Tuesday Fiiday
4 V| Wednesday Satuiday
afternoon 1200 20:00 W Thursda
viight 20:00 04:00 )

Saturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
v tManday
= Tugsday

K | Lancel |

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

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

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

¥ Add Shift Timetable f‘5_<\

Cheice a timetable: Chaice the date Clan
Timetable . | On Duty Ti..| Of Dty Time # Sunday Wednesday
i tonday Thursday
Dy e 1w Tuesday Friday
04:00 12:00 ‘wednesday Saturday
EENEE | | Tho
2000 04:00 Friday
Saturday
Sunday
/| tonday
v Tussday
v Wednesday
| Thursday
v
Saturday
Sunday
3 Monday
< |5 Tuesday

o | Concel |

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

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

Choice a timetable:

Timetsble
0800
04:00
12.00

1700
12:00
20:00

Dap
rsiring
sftemaan

=

On Duty Ti...| Off Duty Time 4

T ET T

[Clan
v wiednesday
| Thursda
v
Saturday

Chaice the date:

Sunday
honday
Tuesdap
‘wednesday
Thursday
Friday
Saturday
Sunday
Monday
Tuesday
‘wiednesday
Thursday
Friday
Saturday
Sunday

v Manday

| Tuesday

Concel |

Click [OK] to complete the working

hour setting for the third week.

After the completion of above steps, please don't forget to click [Save] and the

setup of “three shifts” will be done (see

the picture below):

'a TimeTable and Schedule Naintenance @

| Timetable Maintenance
Append Delete Modify
Shift Name o
b day shift Shift Name | tves shift Cycles [3 2] Cycle Urik | Week v
|
|
Date Timetable 1 Timetable 2 |T:‘meTable3 |Tim=ra;a=a A
Tuesday marning
‘Wednesday  [morning
Thursday morning
Friday merning
Saturday
Sunday
Monday afteroon
Tuesday afternaon
‘Wednesday afternoon
v - 0 v

5.4.3 Employee Scheduling

Click [Employee Scheduling] in
appears:

[Attendance] menu. The following window
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# Employee Scheduling \ZI|EJE|

& 4O

Select ALl gelect Home | hrrange Shift

‘T\metable 1

|TimeTab\e 4

‘T\metable 2
12-16 Thursday [ :

Employez No. Hame Department Shilt ~
» (2102 head office
108 head aifice
A7
Time Range
Fom | 20101216 » @ @ LL;J ) () )
= M = W [W4
Ta | 2010-1216 v Del. Temporary Add Temporery
Date TimeTable 3

Pic5.4

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

[Arrange], the following window appears:

o Staffer shift maintenance E]

Shift List Shift Timetable:
Shift Mame | Cycle quantity || | Date Timetable 1
oy i
» EETET B
three shift 3
Monday Day
Tuesday Day
wednesday | Day
Thursday Day
Fridap Day
Saturday Day
L
< 2
The curment shift schedule:
pEc=e Shiftrame B
» ) shift 2
Beginning | 20090401 &
Ending | 20100430 &
& Add 98 Del

Timetable 2 ‘T\meTahleS ‘TimaTahle!i ‘
ining date Ending date
-04-01 2010-04-01

oK LCancel

Pic5.5
Add a new shift:

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

Pic5.5 to finish the adding of new shifts.
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Please note:

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

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

Deletion of the shifts:

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

Arrange a Temporary Shift:

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

Please make sure ...

\_‘:?' hre you sure te meks tanporary shift schedule to the selected Employses from 2010-12-01 to 2010-12-167

Canecel

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

# £dd a tcmporacy timetable 3
Select the timetable to add Select the dates e
Timetable...| On-duty time| Off-duty time| 04125 unday

|3 nomal day [09:00
hiight 20:00
moming 0800

a

[ o ] [ Caneel |

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

[Delete]: Delete the selected timetable;

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

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

Click [Attendance Records] in [Attendance] menu, the following appears:
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B

#) Scarch Employee’ s Attendance Record

TN
¥ A\ | © 4
Search Report Export Modify Log
Time Aange
Depatnent [ hesdofice v |Employeetio |4l ¥ Fon|mlize v [oom 3] To[moizie v [z
Department | EmployeeNo. | Mame Date Time State Location D workCode
FiscordCount 0

Inquiry of attendance record:

Select the department, employee, the beginning and ending time that need to
inquire about, then click search, you can get the corresponding attendance record.

# Search Employes’ s Attendance Record B]

By C & =
i ﬂ =
Search Eeport Export Wodify Log
Time Range
Departnant | headofice v |Employeao |4l ¥ Femlo0iz 1 v [oom #) Toamoizis | [2zmms 3
Department Employee No. | Name Date Time State Location D | WorkCode e
head office 8103 Micheal 20101203 08:53:00 0
head office 8103 Micheal 2010-12-06 08:53:00 0
head office 2103 Micheal 20101206 18:03:26 0
head office 8103 Micheal 20101207 08:53:00 0
head office 2103 Micheal 20101207 12:02:36 0
head office 8103 Micheal 2010-12-08 08:53:00 0
head office 8103 Micheal 201012-0818:03:36 0
head office 8103 Micheal 2010-12-09 08:53:00 0
head office 8103 Micheal 201012-0918:03:36 0
head office 8103 Micheal 20101210 08:53:00 0
head office 8103 Micheal 201012-1018:03:36 0
head office 2103 Micheal 20101212 02:52:.00 0
head office 8103 Micheal 201012-1318.02:36 0
head office 8103 Micheal 20101214 08:53:00 0
head office 8103 Micheal 20101214 18:01:35 0
head office 8103 Micheal 2010-12-15 08:53:00 0
head office 8103 Micheal 20101216 18:08:52 0 =
head office 8103 Micheal 2010-12-16 08:53:00 0
head office 8103 Micheal 20101216 17:68:52 0
head office 8108 Lizzy 2010-12-01 08:56:00 0
head office 2108 Lizzy 20101201 18:12.00 0
head office 8108 Lizzy 2010-12-02 08:56:00 i}
head office 8108 Lizzy 201012-02 18:12:00 0
head office 8108 Lizzy 2010-12-03 08:56:00 1) b
RecordCourt: 75

Attendance record report form preview:

Click [Report] when the window displays the attendance inquiry records, you
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can get the report form automatically.

72 Preview

tu: = HE A7 X

EEX

Head office attendance record report

2009-04-01 To 2003-04-16

£ Jake Chen 6001 2009-4-1017:04:34 | Clock Out 200547 745:16___| Clockin
094172905 | Glockin 2009413 7:35:46 | ClockIn 200947 17:14:20__|ClockOut
TR TR 2009413 17:27:06__| Clock Out 2005-4-87.08:12 | ClockIn
0054774535 | Glockin 2009414 70612 | Clockn 2005 467:2453 | Glockln
200042170516 | Clock Out 2009-4-14 171625 | Clock Out 2009-4-817:20:05 | ClockOut
0054375712 | Glockin 2009415 7:46:50 | Clockin 20054874552 | Clockin
200043170154 | Clock ot 2009416 17:08:63 | Clock Out 20054976156 | Clockln
0054474554 | Glockin 2009-4-16 8:0059__| Clockn 20054980315 | Clockln
20092673936 | Clogkin Count: 27 20094517:11:24__|Clockout
08 200941074518 | Clockin
zznunuag_‘:_igfﬁaj? %fucrk?:t Eas ) 2008-4-1017.04.34 | Clock Out
2008-4-7 171420 | Clock out Ch s Rl | Gl 2008-4-137:35:48 | Clockln
00948 70512 Clockin B ERes | Ciaiiot 2005-4-1317.27.06 | Glock Out
J005-2-8 7 3453 Clah e ] Gt 2009414 7:0612 | ClockIn
2008-4-8 17:20.05__ | Clock Out AU 05 1, Julocko 2008-4-14 17:16:25 | Clock Out
IN05-4-9 7 4552 Clackin Sl Sl 2009416 7:46:88 | Clockin
2009-24.9 75156 Clackin BORSS Sl Bs |tk 2008-4-1517.08:53 | Clock Out
094980215 i e s sl 2005416 8:00:58__ | GlockIn
200943171124 | Clock Out ;DDDD;':'EE;BUB;‘Z Ccl‘o‘liko‘”m Gount 27

;DUDE';_;TDU177'4DTBB4 glnucikcl)?n 00G-4-7 74516__| Clockin P&D Mark Simth_§105
e [T 200947171420 | Clock Out 2005417:23:05 | Glockln
T T Y 20094870812 | Closkin 2009-4-117.00:58 | Clock Out
R T LT 20094872453 | Glockln 20054274535 | GlockIn
neaasiress e o on 20094817.20.06 | ClockOut 200942170516 | ClockOut
e [ 20094974952 | Clockln 20054375312 | Clockin
e G 200049 751:56 | Glockln 20094.317:01:54__|Clockout
Clnek In TNNA-4-4 74354 Cloek In

Attendance records exporting

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

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

5.45 Attendance Calculating and Report
Inquiry of report form:

Click [Attendance Calculating and Report] in [Attendance] menu, the following
window appears:
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# Attendance Calculating and Report =13

s C 9 #
A (© -
Caloulate Report Export Exception
Time Range
Depallmer\tﬁheadnflma v Ermplovee | All v From|201012- 1 |~ () B Tal 201011216+ | (235353 2

Attendance Exceptions | Skilt Exceptions | Other Exceptions | Calculated Items:

Department Employee No. Name Date Time State Operation Exception Desc. Timetable Check VokCode | A
s .

v

Pic5.6

Select the beginning, the ending date and the department and employee that
need to be calculated and then click [Calculate].

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

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

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

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

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

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

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

Open the attendance exceptions option card to deal with the records:
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Attendance Calculating and Repor

B¢ Y =
< g =

Caloulate Report Export Exception

Time Fange

Depattment§ headoffice v | Employee Al vl Fem[2mp12 1w [ om0t 2] To[2moaz1e v [23mas 2

Atendance Exceplions | Shift Exceptions | Other Exceptions | Calculated ltems

Department | Employes Mo, Name Date Time State Operation Exception Desc. Timetable Check workCode [

» head office g108 201012401 08:56:00 Clock In Normal recard Day 0
head ofice . Bi0E G TETZ00 Ciack O Nomelecord Diay ]
headofice 9109 20101202 035600 Clack In Nomalecord  Day 0
head office g108 2001202181200 Clock Out Normal recard Day a
headofice 5108 20203 D560 Clock In Nomalecord  Diay o
hesdofice 5109 21203181200 Clack Out Nomelecord  Diay o
head office a108 2010-12-08 08:56:00 Clock In Normal recard Day a
head office g108 20101206 18:12:00 Clock Out Normal recard Day a
hesdofice 8109 201012407 DESE00 Clack In Nomelecord  Diay o
headofice 9109 20101207 121200 Clack Out Nomalecord  Day 0
head office g108 20M1012-08 08:56:00 Clock In Normal recard Day a
headofice 5108 208181200 Clock Out Nomalecord  Diay o
hesdofice 5109 20101209 DESE00 Clack In Nomelecord  Diay o
head office a108 20101203 18:24:00 Clock Out Normal recard Day a
head office g108 20101210 08:56:00 Clock In Normal recard Day a
hesdofice 8109 21210152600 Clack Out Nomelecord  Diay o
headofice 9109 21213035600 Clack In Nomalecord  Day 0
head office g108 2010:121318:28:00 Clock Out Normal recard Day a
headofice 5108 201214 DE5E00 Clock In Nomalecord  Diay o
hesdofice 5109 2011214 153200 Clack Out Nomelecord  Diay o
head office a108 20101215 08:568:00 Clock In Normal recard Day a
head office g108 2010:121518:56:00  Clock Out Normal recard Day a
hesdofice 8109 20101216 DESE00 Clack In Nomelecord  Diay o
headofice 9109 211216 135600 Clack Out Nomalecord  Day 0
head office g102 201012401 03:00:00 Clock In Normal recard Day a

~

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

following menu):

Depatrimnd  Erployen B Maen Do Timm
head olfce e
head oifice mo
head olfice e

Fead otfce nog AN0202 1
esicice (|

b il B Bapert Dat

Fead clten BIE x

Pead citen B

head olfce. nes
head olfice: mnw
head slfice. am
head olfice. noa

Slate

20101201 025600 Clock In
2001201 181200 Clock Dut
HN012402 085600 Dlack In
00 Clock Out

® ragart Lor surrant grid

Wedify wnd vowe Txaaphion

Chagge filter
Fead ifce. 08 . v
bl cllen am o

o how all calmns
brad cller B b ————
Fead citee ] ANOT2I0THA00 Clock Out

head olfice. Ll
head olfice. mo
head olfice. am

hread dlfce o8

2101292085600 Clock In
2112000 Clock Dut
201294 085600 Clack In
head oifice. o8 A2 4103200
ANOI2I5 085600 Clock In

Clock, 0wt

Do [l

Clock In

P cllen 1)
bl clben B
Pead citen nm NO12TE 18600 Clock Out

head olfce. Ll

The definition of each option as follows:

20101241 030000 Clock In

Ot

Cancsl sparatian far salectad Cirl4T

Cirlds

click the right key and springs the

e [war: Tonmtabide Chwck. Wk Coxdn
Momalrecord  Dsv []
Homaliecod D ]
Momaliwcord D ]
Momalmcerd  Day 0
T (N I W A
Momal moerd Ly 1
Homaisead Dy (]
Glock in b 1
Clock gun w L]
Dvertine in  fo 0
Mygertime sut ay a
Tyt o o
- L]
Ty [}
Homalisrd Dy (]
Hormal incerd Daw o
Homaliocond  Da L]
Bomalocond Dy ]
Mol iscerd D ]
Mol incend Do ]
Homlisod [ ]
Boimal meod Dy n
Bomal imeed Doy ]
Nomalmeord Do n
Momaliecord Do (]

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

or xIs format;

[Create report for current grid]: Generate report based on the data in the current

attendance record list for preview and print;

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

state.
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[Delete selected]: Mark the record as manual deleting, deleting when save it;

[Cancel operation for selected]: Cancel revision to this record;

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

menu;

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

[Columns]: Define the fields displayed. Meanwhile, the modification will take

effect and be saved;

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

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

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

Export Data

Create report for current grid

Filtering Record 4
Colunns 4
Show g1l columns

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

Export Data

Create report for current grid

Columns »
Show g1l columns

The operation is the same as stated above.

Report:

Click [Report] in pic5.6 and the following menu will pop up:

Pic5.7 Exception menu

Attendance Report
Daily Report
General Report
Exceptions Report

Create a Report For Cwrrent Grid

[Attendance Report]: Calculate employee’s attendance record;
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to: S #A X

Head office attendance record report

2003401 To 2000416

| mosoeas 5
20050415 17.0053
200730416 0800 73

| omsne0: 07 435
2009406 07 36

ANBO408171124

20030414 171625
L:]

757577 |E]

TR0 T
“_“ﬂ’!f NP 048 (08 08 (218

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

Tt SHS M X

head office Employee daily report
MBI To ANBIZIE

[Mame W [o[e[ofu[e[w[o[o[e[un[e[ofuls]s]v]u[o(ala[z]a[a]=][=]=][a]a]=]n

officn

ity oz [ 0 e) T Tefoefofoded 1 Qedofeded P LT T TV E T TT U
fchas T I S N N2 PN A AN T I A I O
e pos VoV sVo] | [efololelod 1 Hefofofeld T 0 D 1 T 0T 00V VT J 1
Ramark/Narmnl 3Lal <Eaty -Abiest [NaCln NoCOW Rest Ot BLBusiness Lasw Llsmw

Tt Ak 27 11818 1

[General Report]: Calculate all employee’s attendance items such as “normal”,

“actual”, “late”, “early”, “absent”, “overtime” etc;
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Tt SHS M X

head office attendance stal. total report
et NG To2NB1I1E

[ T | Gy | fown [ ot | Toe | Gy | O7 [ fmeT | O | 8 [ o | W | s | wime [t
L% [ow]ow|ow [unsfune] viw] tow |nie] ow | ow [tum [Tmm ] o | 5 |
| I | || I I I ]
[ 1 1 1 | I 1

Ty ke W27 152025 [

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

o Preview |:||E||Z

fuox: = HE A4 X

head office attendance exceptions report

201041201 Ta 20101216

Name No. | Date & Time [ Escepliontype | Wark fong | Riemak
head office

[y [102 [om0120418.0000 0101205090000 | Freeoveime | 150000 |

[y |10z Jemo1207102300  20101207135600 | Businessleave | 033300 |mr

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

tur GHS AN X

Date |Timetahle On Duty

@01201 A0 1201 B0

b’i 101000 (5 00|
] 01012000800 |
1“-12‘-030300

0101207 (2.0

wad oice X 5 OI01208 300 |
habad office y a 010 b 20101
head office 2010-12-10 09:00
head ofice
head ofice g m!uol'l-l-l
head ofice | i M0 1215 |0
head ofice | Jud !I NIU-'I 15
head office [ Mecheal

v Whcheal |
head ofice Micheal |
head ofice mhoil

harad o
haad Mi:‘
head ofice  [Micheal 8103  [OW12-16 [Day  [2010-1218 WW
_lwnd ohce  |Lizey | _II:B _Dvl m— 10-12-0 1]
i 0101201
7 e P e

Cleck In Clock Out Late Early OverTime
0701201 (30000 _|2010.1201 18.00.00
200101200 09,0000 _|2010-12-02 18:00 00

2010-12-0 09.0000_[2010-12-03 18,0000
10[2{5 ﬁw N'Iﬂvi?‘ﬁ 180000

H

{2010:12-16 030000 _[2010-12-16 18.0000

mlmz«ul EBiaw 20101201 18\03%
1

20101206 180338
20\0-12-0? ussaw ENRTRCTEE:
i 18,033

:mmmu B0 %
|U\2~l3 lﬁ‘ﬁw 012131803 %
1 141801 ﬁ

'IU-IE-LE [ EI'IU-F‘A-EE 1812m

0101207 5600 (20101207 18 1200 -
20101208 08 66,00 _|2010-12.00 18 1200 x

.19 AR N NIV 1R 74T

Print Report:

Toolbar of report preview is as the following picture:



i = EHE #h X

T 100% Adjust the ratio of preview content;

u

=~ Open the existing report file;

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

E Save report to file;

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

% Print Report;
>

Data Export:

Close Preview

In picture 5.6, click [Export] and the displayed data of grid in the current window
will be exported to a file (*.txt or *.xIs). It has the same function as [Export Data]
when right clicking in each grid.

Exceptions dealt with:
In pic5.6, click [Exception] and the following menu will pop up:

Append Record
Late/Early Collactively

Business Leave/Leave

Modified Record Log

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

5.5 Deal with Exceptions

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

Away On Business/Leave Ctrl+L

hppend Record Crl
hppend Record Collectively
Dealing #ith Collectively Late/Early

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

[Exception] menu, the following interface springs:
# Exployee Be away on Business & Asking for Leave - Ex
— —

BRLE ) ™g

Append Delete Modify Search Report

- Time Range
Depainen B Fesd e ]

Beginring Time:
Enpieycc o.M - |
e Endmngme
teoetipel ¥
Reason

Ending Time Leave Type

ezl
Beginning Time

Department EmplopessNo.  Mame

»

<

Deal with employee away on business / leave:
Click [Append], then select the proper department, employee ID, beginning time,

ending time, leave type, and click save when ready.

Modification of employee away on business or leave:
Select the appointed employee whom you want to make this modification to,
and click [Modify]. Then you can modify the relative information; click [Save] when

ready.
Deletion of employee away on business or leave

Select the appointed employee and the relative information you want to make

this deletion, and click [Delete].

5.5.2  Append Record
If a employee didn’t punch in because of special reason, you can use this

function to append the forgetting attendance record. Click [Append Record] in
[Exception] menu, the following window Springs:

» Append record

Depatment |8 hoad offce

Etstio |
Stote
i/

Record Tme | 20109217 [ Bocoo 3




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

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

# Append record collectively X
Departments list Employees list: Clan 'z
head office Emploves ... |Name ~ L

4 When Employees can not clock-in or
clock-out for some reasons, You can
add the massive clock-in or
clock-out record here.

Tou can use the Ctrl key when
selecting many Employees;

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

State: | Clock in v

Recod Time: | 20101217 & ][ gon00 %

v [ (o]

0%

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

5.5.4 Dealing with Collectively Late / Leaving

When collectively coming late / leaving early takes place for some allowable
reasons, you can use this function. Click [Dealing with Collectively Late / Leaving] in
[Exception] menu. The following springs:

# Dealing with collectively Late/Early E‘
Bl e Clai
@ Coming Late O Leaving Eally
Employec Mo, | Hame ~
Ignore clok in recard »Ei2 T ]
103 Micheal
From| 20101217 ~| smo 4 108 IS
Ta 0o 4
The modified clock in time
2001217 v || 7m0 2
Search Employees
@iepartment | head office v
0 Shit Nomal -
v
[

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

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

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

6. Click [OK] to confirm.

5.6 Data Maintenance

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

W Inport Employes List Cirl+r
Inport Attendance Record Ctrl+D

Clear Obslete Data
Compress Database
B Pacloy DataBase

Initialize System

5.6.1 Import Employee List

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

Select a fils to impart

File: ‘ ":]

Failures in importing:

[ o ] [ Clse |

Click [ to select the personnel list file for importing.

Lookji | 3 beckerewp asmsgment Yy orem

JTenglate
= Lipngher

By Natwark
Flazes W

Flusol foe. Tewt Fils {0 ) - [ comem |

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

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

This format of file only can import the employee info of “ID, Name, and
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department”;

The format of data must follow: Employee ID + Tab + Name + Tab +
Department;

The information each employee takes one line, no blank line between one
another.

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

5.6.2 Import Attendance Record

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

Select 5 file to impart

File: E]

Failures in importing:

[ o ] [ Cose |

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

5.6.3 Clear Obsolete Data

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

¥ Clear The Obsolete Data

Select the end date
Befors; | EIIE- 317 A I} :
Clear Cloge

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

Select the ending date for your data clearing. And click [clear] to complete this
operation, after the clearance, the system will prompt asking you to compress the
database as following shows; select [OK] to finish. (Note: you can only clear the data
of one month ago).

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

5.6.5 Backup Database

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

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

5.6.6 Initialize System

Click [Initialize System] in [Data Maintenance] to initialize the system. (Note:
After the system is initialized, all information will be lost; the system will get back to
the state when just installed. Please make sure that you want to initialize the
system. )

5.7 External Program Management
Click [External] on the main menu, following springs:

External Progran Management

Connect To Time and Attendance Machine

5.7.1 External Program Management

We can append external program into time attendance program for convenient
operation. Click [External]-[External Program Management], following springs:

0 Exzternal program management E‘

{ 3
L

Append Delete Hodify

Program Name:
Executabls Fie: [-]
Extemal program list

Frogram Name Executable File
»

Firstly, we can click [Append] to add a new menu. For example, we need
“calculator” when we are operating, input “Calculator” into the input field of [Program
name], and then input “C:\WINDOWS\system32\cacls.exe” into the input field of
Executable file or browse [-J to find the calculator program, click [Save] to finish at
last. We will see [Calculator] when you open [External program management] over
again:

External Program Managsment

Connect To Time and Attendance Machine

Caleulator
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5.7.2 Connect to Time Attendance Machine

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

management &communication) chapter.
5.7.3 U disk management program

U disk management program mainly manages the data from U disk to database.

Read the attendance record, must make sure all data store under Anviz-C folder
in the U disk

Open Start—Programe- Fingerprint T& A and Access Control system
management—U disk management option to open the software , the screen shows

as following :
* U Disk Nanagement (C2) ¥2.3 Q@E‘

Sclect U disk, | EMINNE

Fiead the data from the U disk | Modify the datain the U disk | Export data from the database
[[] Replace the existing staffer information
[[] Replace the existing fingerprint templates

23

5.7.3.1 Read the attendance record

Read data from the U disk : first click [Refresh] to select the U disk icon , click
[Read the records from the U disk] read [Attendance Records], the system will auto
read the data from U disk and export to local database”Att2003.mdb” “Checkinout”
table, the screen prompt operation details::
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K:\Anviz—C\KQ
[09:54:28] Reading the T&A records. .

Records:21 ; Success: 2
[09:54:29] Finished!

Read employee information from U disk: click [read employee information]
button, the system will export the employee information data to local database”
Att2003.mdb”  “Userinfo” table, the screen prompt operation details:

K:\Anviz-C\YG
[09:57:54] Reading the employee information ..

Employee Information:3 ;Success:0
[09:57:54] Finished!

If you want to replace the database employee information from U disk , only
need to select [Replace existed user] option.

Prompt: If the local database has had this record aleady, the system will prompt
record repeated” .
Read employee fingerprint from U disk: click [Read employee fingerprint].

System will export fingerprint template to root index “Template” folder , the screen
prompt operation details:

“

K:\Anviz-C\ZW
[09:59:26] Reading the fingeprint templates..

Fingerprint templates:3 ;Success:0
[09:59:26] Finished!

If you want to replace the fingerprint template in Template folder from U disk ,
only need to select [Replace existed fingerprint].

Prompt: If the “Template” folder has had this fingerprint template , it will prompt
“ fingerprint template has exist”

5.7.3.2 Modify data from U disk

Select Modify data from U disk, the interface shows as:
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*= U Disk Nanagement (C2) ¥2.3

Select U disk:

Fiead the data fiom the U disk ;

the U disk”| Export data from the database

Choose the staffer information file.

[[.-) [#nabyse | [ seclectal | [ Sefestnone | [ Update the selected staffers' names |

Number User ID Mame: Card Number | Privilege | Mame in the database

0%

Click the button --| behind “select the employee information files which need
update” , in the new prompt windows select the user information files ( (L:\Anviz-C\
YG) ,then press” analyse “ button to match with the “Att2003.mdb” database
user information ,while analyse completed , the system prompt “analyse user
information complete” , and list the user name in the “name in the database” list.

*= U Disk Nanagement (C2) ¥2.3

Select U disk:
Fiead the data fiom the U disk | Medify the data in the U disk | E sport data from the database

Choose the staffer information file.

[KABNVIZ-CrG [[.-) [#nabyse | [ seclectal | [ Sefestnone | [ Update the selected stafters’ names |
Number | UserID Name Card Number | Fiiviege | Name in the database
> 1 8001 0 1
2 8002 0 1
3 8003 0 1

[10:23:17] &nalyse the staffer information.

[10:23:17] Finished!

By [ All selected ]button or [Shift/Ctrl] button to select the employee record

which you want to modify and click [Update the selected employees’ name to files]
to save the updated employee name..
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5.7.3.3  Export data from the database

*= 0 Disk Nanagement ¥1.7.2

Read the data from the U disk. | Modify the data in the U disk ; E 1

Bt " Fomatl ("YG] (* Fomat2[-Y62) ¢ Fomal2[(YG3

Search Select all Selectnone| Export the selected recards ta the file |

Murnber User 1D Mame Card Number  Privilege

0%

Click the button [Search] to search the employees. Select the employees and
then click the button “Export the selected records to the file” to copy the employee
information and the fingerprint template from the software database Att2003.mdb to
the file: BAK.YG and BAK.ZW in the U disk.

Tips: The filename extension of the employees’ information has two kinds: *.YG
or *YG2 or *.YG3, please based on the actual situation.
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FAQ

Frequently asked questions and answers
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6 FOA

6.1 Fingerprint has enrolled but often gets failure in identification.
Reason Solution
1. The fingerprint was not | Enroll the finger again. Please refer

captured properly

to illustration of pressing finger.

2. Direct sun light or too bright
light

Avoid direct sun light or other bright
light

3. Too dry finger

Touch the forehead to increase oily
level of the finger.

4. Too wet finger with oil or
cosmetics

Clean fingers with towel

5. Low fingerprint quality with | Enroll other fingers with better
callus or peeling quality
6. Wrong way in placing fingers | Please refer to illustration of

when punching in/out

pressing finger.

7. Latent fingerprint on the

surface of sensor

Clean sensor surface (Adhesive
tapes recommended)

8. Not enough finger pressure

Place the finger evenly on the
sensor with moderate pressure

9. Influence by fingerprint image
change

Enroll fingerprint again. Please refer
to illustration of pressing finger.

10. Fingerprint not enrolled yet

Place enrolled finger.

6.2 The machine cannot connect

with PC.

Reason

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or
cable hardware problem

Plug the cable firmly or change
another cable

3. Not able to connect COM

Please enter the right COM No.
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(wrong COM No.)

4. Not able to connect TCP/IP | Refer to the manual for connecting
(wrong setting) Time Attendance terminal

6.3  No records found though employee have clocked in/out.

Reason Solution

1. Unit power break for a long

time (time turn to zero as default) Synchronize the time

1. Add records manually

2. Adjust fingerprint matching

2. Minority employee fingerprint precision

false accepted
3. Change another finger and enroll
again.

6.4 Clock’s time works fine, but FP scanner is off, employee cannot
attendance

Reason Solution

1. Unit in dormancy status Press any key to activate.

Restart the machine or change the

2. Fingerprint scanner abnormal fingerprint module

6.5 We do not use the ID + fingerprint mode to verify.

Reason Solution

1. Wrong ID entered Enter the right ID

2. This user has no right to use | Set 1:1 identification method for this
1:1 identification method user.

6.6  The unit beeps automatically when no one punches in/out.

Reason Solution
1. Direct sun light or too bright Avoid direct sun light or other bright
light light
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2. Latent fingerprint on the | Clean sensor surface (Adhesive
surface of sensor tapes recommended)

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

The main theme of this chapter is the additional
information of this T&A including access control cable
connection and way of pressing finger.
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7 Appendix

7.1 Interface lllustration

/ —_ \
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RJ11 RJ45

WGI1: Wiegand input Signal D1

WGIO: Wiegand input Signal DO

GND: public ground

WGO1: Wiegand output Signal DO

WGOO0: Wiegand output Signal DO

NO: Dry contact signal connector (normal open)
NC: Dry contact signal connector (normal close)
COM: Dry contact signal public connector

RXD: Receive Data

TXD: Transmit Data

GND: public ground
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7.2  Finger Placement lllustration

Correct way to place finger:

E0R

Incorrect way to place finger:

r

[} r ) —

— ]

Too small valid area left-of-center right-of center Defluxion Too
down

1. It is better for each user to register more than two fingerprints.

2. Place finger flatly and cover the sensor surface as bigger as possible in order
to scan more fingerprint features.

3. Try to keep the same direction and angle each time when placing fingers.

4. If your finger has sweat or water, please dry it and then register again. (The
wet finger can cause the finger image not clear)

5. If your finger is too dry, make it a little wet or touch the fore head to increase
oily of the finger; press with a little strength on sensor. (The dry finger can cause the
finger image not clear)

6. Avoiding the fingers with callus, peeling or injury to ensure the register and
identification successful.

7. For improving the precision of the fingerprint identification, it is better to use
the thumb, then forefinger and middle finger.
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