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Preface

Honorable customers,

Thanks for choosing products of our company. The product with world cutting edge technologies—fingerprint/card
recognition, computer communication, as well as microelectronics, is considered to be combination of three
technologies: electronics, optics and computer communication. It is no doubt that it has become the first choice of
standalone time & attendance for enterprises with its strong function and veracity. Please read this user manual
carefully to have an initial understanding of functions and basic knowledge of installation, debugging, maintenance,
application and management to better use this product.

Utilizing the state-of-the-art biometric tech, this product will bring unprecedented reliability, convenience and benefits

to the top management of enterprise in HR.



Software Operation Flowchart

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 right way? It is far from enough to
understand only the function of each module but to know the connections between them and the system operation
flowchart. Thus, a correct report can be generated.

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

1. System parameter .
name and leaving class.
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2. Department management

Add, delete and modify departments.
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Add, delete and modify employee.
Import and transfer employee.
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. Employee maintenance
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4. Shift management Set timetable and shift.
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Allocate employee shift or temporary
shift.
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. Employee schedule
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Collect records from the unit or import

6. Record collection the backup record file.
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Deal with business leave/asking for
leave/forgetting clock in/collective late.

~

. Exception management
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8. Statistic report

Track, check and calculate records to
generate time attendance report.

1. When the software is run for the first time, please set parameters including company name, time attendance
rule, statistic rule for early, late and overtime etc. , leave class. When the setting is completed, it is usually not needed
to be modified unless the management rules of this company changes.

2. Normally there are many departments in one company and all departments need to be entered manually unlike
the directly import of Employee. Department setting should be completed before Employee maintenance.

3. When the software is used for the first time, please make a Text file (*. txt) or MS Excel file (*.xls) for company
Employee in accordance with certain format. For the format, please refer to [import Employee list] so that all
Employee can be imported to the system at one time. Employee can be added, deleted, modified and transferred to
new department during future use.

4. First add the proper timetable (from on-duty time to off-duty time) according to the company rule and then set
shifts.

5. After the shift setting is completed, it will work until shift is allocated to Employee. Each Employee can only
have one shift. Please note the starting date of the shift. After the allocation of the shift, the arranged working date and
time can be seen clearly for each Employee.

6. Attendance records are stored in the time attendance unit. Please download the records from the unit before
report calculation. In addition, staff information and fingerprint templates can be uploaded and downloaded between
the unit and the computer. Please refer to “Background management” for detailed information.



7. There is always staff away for business, asking for leave and forgetting clock happening in a company. Once it
occurs, please deal with it in time in the software to ensure the correctness of the statistic report.

8. After all the above mentioned operation is done, the calculation of report can be operated. The report can
calculate the time attendance status of all Employee or a certain Employee from a certain department in a certain time
period.

In [Attendance Calculating and report] , first please select the starting and ending date of the Employee, click
“Calculate” and the system will calculate automatically and check the validity of the records. (There are some invalid
records during the use of the unit. For instance, if one Employee presses the finger twice during a very short time
period, one of the records will be regarded as invalid.) If there is any error in the software calculation, admin can also
modify manually to ensure the correctness of the result.

Please note: From the above flowchart, we can see that if there is an error in calculation report for one staff, the
possible reasons are as follows:

Employee shift or temporary shift is incorrect.

Exceptions such as Employee away for business/ask for leave/forgetting clock in/out is incorrect.Checking and
calculation of transaction records is incorrect.
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1. Product Overview

1.1. Product Description

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

FacePass attendance system with friendly user GUI interface, voice prompt, touch screen operation, convenient WEB
server management software as well as 724 working endurance, is the best partner for enterprise users. Furthermore,
active auxiliary illumination technologies make the systems strongly robust against light-changing environments, USB
import/export, face recognition mode, and built-in powerful attendance management software; it provides a “Convenient
and Effective” attendance management solution.
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Terminal Structure

1.2. Product Features

Anviz Latest face recognition algorithm:

Multi-level gray-scale can be better performance contours of the face, prominent features point for face recognition.
Even if in the strong light also can capture and identify the face immediately.

Multi-point processing no only multi-point acquisition facial feature points but also convert feature point to data directly,
to ensure the face recognition speed and accuracy, which reduces the recognition false accept rate.

Advanced infrared light source design

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

7*24 continuous working

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



7*24 continuous working

Stable performance, low power and energy conservation

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

Easy to use, friendly user interface

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

Terminal intelligence updates

Automatically synchronize time, capture face images. Template self-studying also built in that makes face template
database keep updating along with dynamic changes of hair style, complexion, and age and so on. Always store the

most updated version of user information to make correct recognition.

1.3. Packing List

TERMINAL FIXING FRAME

CAT. 5 UTP CABLE POWER SUPPLY (12V1A)

S,

OPERATION MANUAL




1.4. Terminal parameters

Ite

FacePass

Camera

Dual-Cameras

Recognition Mode

Face, ID+Password

Maximum User 300
Recognition Speed <=1s
Recognition Rate >=99%
Failure Rate <=0.1%
Anger Range Horizontal: +20°, Vertical: +20°
Fitting Height 145-195CM
Recognition Distance 30-80CM

Records Supported

200,000 records

Relay 1 relay supported simple switch signal output
USB Flash Drive Supported
Offline User Profile Edit Supported
Network Support TCP/IP (RJ45 Interface with signal light)
Built-in Web server Supported
Tamper Alarm Supported

RTC

Built-in RTC, Network time synchronization(SNTP)

LCD

TFT, 2.8 Touch Screen LCD 320*240

Function Key

Up to 10 function keys are supported

Signal Light

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

Prompt

Supported (Voice, LED)

Environment Requirement

llumination: 0-20000LUX;

Working Temperature

20%~80%

Working Humidity -20~45°C
Dimension 175*110*145mm
Installation Desktop and Wall Mounting




1.5. Installation Environment Requirements

The recognition distance of the FacePass is about 30-80cm. So the terminal mounting or put at proper height is very
important. The recommend installation height is about 57” (110cm). Please refer to the Figure 1.1.

:

[\

ana B TE.TE"
{190em) [ Bt {15}
Floor
E ¥
Blam

Figure 1.1 Installation Heights

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

Environment 1: Sunlight shines into the room. Environment 2: The room is surrounded by glass wall.
As the picture shows, locations with marked blue ring are  Window curtain is necessary to shelter from sunlight. The
not good for terminal installation. It shall be installed at the terminal shall be installed at the place where sunlight is
places where there is no sunlight interference. sheltered.

Environment 3: Sunlight shines into the room from Environment 4: Sunlight shines into the room from
the door. the door and there is glass window on one side.
Install the terminal at the place where there is no sunlight Do not install the terminal at the side with glass window.
interference.




1.6. How to Use Enterprise Face Access System

Stepl. Register Face Template. As the picture shows, stand in front of Terminal, the best distance between terminal
and user is 0.3-0.8 meter (depending on the height of user).

0.3-0.8M
B

Step2. Look at the camera and move the face as per the instruction mentioned above, the system will capture the face
image and save them into database automattically.

Step3. Stand in front of the device and input your user ID, then look at the camera. the system will make face
verification automatically.

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



2. Terminal Operation

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

Page.

*/Cc WEel #/«

Input Page

2.1 Main manage interface

C
5_1 2y

28/09/12

Standby Page

Friday

Enter Admin Password

*/c Hgel #/«

Administrator Verify Page

In the Input Page press three or click | % enter to Administrator Verify Page then input the default

admin password "88888888" and then click to enter Main Menu Page

Comm

ANVE2
[ D Name
1 Usersi
2z Users2
3 Users3
4 Users4

Delete

Search

T

Edit

Main Menu Page

User Manage Page

Mame: , Mame

1D:

User Enroll Page



2.2 User management

2.2.1 User Enroll

In the Main Menu click the “User” option to enter User Manage Page. Click “New” to enter User Enroll Page to
register new user. Via the trouch screen input user name directly press “#” back to User Enroll Page. Press “Enroll” to
register user face. Before starting register user face the terminal will prompt on the screen.

ANVIZ =

o & B [
5] (¢ (@ [&

H 2 ABC 3 DEF

4ch | 5kt | 6mno

Name: , Celeste |

7rars | 81wv | 9xvz . pre=r

*/C R #/ € Puud: [r——

A RN v I

Text Entry Page User Enroll Page. Register Prompt Screen

Note: During face template capturing process, please keep face in the yellow frame and move face
forward and backward slightly.(Yellow frame: the valid recognition area; Blue frame: the valid pictures

captured area; Red frame: the invalid pictures captured area)

: , Enrollment
' ‘“’I"/ successfully t
Save user templates

in progress, please
wait a minute ......

¥

< -

_ ' e __
Flease Forvard and Bockeard Please Foruard and Backuard Flease Foreard and Backeard

User Face Template Capturing Process

When face is registered successfully, click “Back “”and return to Input Page. Click to enter the face

verification Page. Then you can verify the registered face on the terminal.



Mame: Celeste
ID: 8865 )
Date: 03-31 1625

Verifying, Place Face In Yellow

Registered Successfully Face Verify Face Verify Successfully

2.2.2 Modify User

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

ANNVEE S AnNvEE

(8] Name 1] Harmie | e Al
1 Usersl 1 Usarsl ke =
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3 Users3 3 Users3 ™
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Name: L Celeste ]
ID: ‘8865 b
NEW Edit = : Pwd: Hotokokk
Delete Search Delete Search E
User Mange Page User Edit Page
2.2.3 Delete User
In the User Mange Page select the user to be deleted in users list and click “Delete”.
AV s ANV - AnveE -
D T o e [X [ o Hame o | P r,b
1 Users = E I Users] » [-5
Fi Vel 2 U
) Usersd i | E i/ fire you sure to N
4 Usersd L . =+ delete the user 7 :  Renoving user
E B ——— ""l'.r"f information, pleaze
: — Sl s
9ra | | [l |
B m b | | &= | E vl
HEW Edit HEW Edit HEW Edit

Delete User




2.2.4 Search User

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

[ .
L AT

-
|
HEW Edit

E;H |u_|‘.. ! e ————

Search User

2.3 Communication Setting

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

ANVEZ

Network

Comm

Main Menu Communication Setting Page

2.3.1 Network Setting

Click “Network” option to setting IP address, Mask, Gateway and Port (Communication Port).



Network = ANVZ Comm *5

IP: 192.168.0.218 [E]_.E E_.@

Mask: 255.255.255.0 —
Gateway: 19216801 Ll SR
Port: 33302
“Downioad User il Upiosd User
"Ditz Sackup [ Dot Recovery:
Networking Setting Page USB Management Page

2.3.2 USB Manage Setting

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

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

vl records. cow
xa- Microsoft Exeel ... ¢

ANV Comm 3 Download Records Dowrloal Record s

(#)Export all the lazt records Record Format :
{JExport records of the specified

(s )General

“Data cackip [ Dota Recovery:




Export records successfully

t

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

% | Backup will overurite
*# the original data on
USE dizk. fre you

sure to do it T
Export user successfully ¢

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

72, Backup will overurite
*#  the original data on

Backup data successfully.
USE dizsk. fire you
sure to do it 7

Upgrade Firmware: When there is a system firmware file in USB storage device. The terminal will reboot



automatically after successful upgrade, system upgrade pop up window will be shown

ANVEZ Comm 5

9, Backup will overurite
i the original data on

USHE disk. fire you

Hhen the Frofile is same :

@_,E E_.@ ) verurite

[« )SKIF

h?/ Sure to import users?

Data Recovery: When there is backup data in USB storage device, data recovery operation could be performed to
retrieve all related data. The default storage password is “8”.

AnNnvE Comm *= ANV h ANV =

- Enter storage password Enter storage password
ill ]iHJ ..'ﬁ iii. _

“ , Restore will

¢ overurite the
original data on F
device. Are yoi sire 2
to do it ¥
- L2
[ MO bkl 7 8

x/c e #/« */c #a



Recover data successfully.

2.4 System setting

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

m & Language:

= Delay: (ms)

Option Admin

Body Induction

'-(l’) Sensitivity:

Tamper Alarm
Time Sound Disorder Keypad
Q| e°
it

Configuration Page Option Page

Enable ID+Password

2.4.1 Option

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

Language: Click combo box to choice system language. The default language include English, Chinese

Delay: It is relay response time.

Body Induction: This function use to automatically activated terminal into face recognition mode when some body
comes close the FacePass terminal.

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

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

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

Enable ID password: Enable this function that when verify face failed in the terminal you can input ID and
Password to verify pass the terminal. And the FacePass will capture current user facial image.

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



2.4.2 Admin

Click “Admin” can setting terminal Administrator. The terminal has a default Administrator and the default
password is “88888888". The default Administrator cannot be deleting in the terminal. You can modify the
password and enroll face via the “Edit” option. The FacePasss device can enroll 10 administrators.

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

Click “Edit” option to modify the Administrator password and enroll face.

Click “Delete” option to delete Administrator.

The details enroll operation step please refer to the “2.2.1 User Enroll” chapter.

Fal\'\Vi—3 Admin ‘:- ANVIZ)

D Name ™ | FC Enter Admin Password
1 Admin IRE E

|
Delete */C O/'Q‘ #/4‘
Admin Management Input Page Administrator Verify Page

After enroll administrator when input three “*” or click n at Input page to enter Administrator Verify Page. Need

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

ANVIZ Date & Time 5

Time Zone:

Date: (YYYY-MM-DD)

[2010 ' -[03]- [12°

Time: (hh:mm}

[06 :[48

v Act as NTP-SERVER
Sync with NTP-SERVER:

Please try again or theck with
Info

Administrator

Main Menu Page Verification Failed Page Time Page

Verification Failed




2.4.3 Time

Click “Time” option can setting terminal’s time and date.

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

Data: The data format is fixed: YYYY-MM-DD

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

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

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

2.4.4 Sound

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

Key Mute: Enable/Disable the key sound.

Voice Mute: Enable/Disable terminal prompt tone.

Speaker Volume: 0-100 grade. 0 is mute.

Volume Test: Test terminal current setting speaker volume.

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

Amwz — ‘:

¥ ey Mute Attendance voice prompt
: Interval (minute)
Yoice Mute
Threshaold
SPEAKER YOLUME 30 Undate Threshold
pdate Threshol
-
Function Key Guiillans

Sound Setting Page Attendance Setting Page

2.4.5 Attendance

“Attendance” option is for terminal time attendance setting.

Attendance Voice Prompt: Active time attendance voice prompt function. The terminal will prompt whether
access the time attendance.

Interval (Time): This is the repeated attendance interval time. In interval time range only record one attendance
record.

Threshold: The higher the threshold value is the better the accuracy of verification will be however the verification
speed will be slower. Default recommendation setting is 60-70.

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

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

Choice “Function Keys” enter “Keys” Page. Select “Enable Function Key” to active function keys list. There are 10



keys (Default 6 keys “On-duty”, “Off-duty”, “Overtime On-duty”, “Overtime Off-duty”, “Out” and “Back” and four user
defined keys) in the terminal. Select the status key which you need and click “Edit” to “Close” or “Open” the

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

terminal.
AnNvVIZ Keys 9 nnviZ T
ON-DUTY OFF-DUTY
Enable Function keys O Close
& Open
o
o i OFF-DUTY =
OFF | OVEATIME f
OFF | OUERTINE
'

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

2.4.6 Advanced

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

L.,
- -

Power Saving

Advanced

2.4.6.1 Timing Ring

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



m MVIEI . Eonﬁg ‘:I

Ringl Ring Time{hh:zmm}): 00 : 00
m’ ﬂ Play Times: 1
v enable
Ring2 Ring Select: OTTEN
enable [ Config oneey
Ring3
Elenahle m Wednesday
Ring4 Thursday
enable m Friday
Ring5s Saturday
enable [ _Config_| Sunday mm
Timing Ring Page Ring1 Config Page

Ring Time(hh:mm): Setting Ring Time
Play Times: Ring replay times
Ring Select: There are five ringtone types in the terminal.

Week: This is week can be selected which you need to schedule the ring.
Try Play: Play the ring voice.

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

2.4.6.2 Power Saving

Power Saving is for automatically turn on/off the terminal on time to save power.
“Power Saving Time Set”: Select option to enable the power saving function
“Time” is setting the “Start Time” and “End Time”. You can set four times in the terminal.

ANVIZ Date&Time 5

Power Saving Time Set

Start Time End Time
Timet: [ 00 [:[ 00 ~[00 :[00
Time2: | 00 |2 00 [=[00 2 00
Time3s 00 2 00 f=( 00 f& 00

Timeds| 00 & 00 B[00 & 00

Power Saving Page

2.4.6.3 Touch Panel Calibration

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



Screen Cursor Calibration Screen Cursor Calibration Screen Cursor Calibration

Point The Center Of Red Cross Point The Center Of Red Cross Point The Center Of Red Cross

Touch Screen Cursor

<9
Screen Cursor Calibration “"-‘/ Is Calibrated. fire

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

——

2.4.6.4 Reset

Click “Reset” will initialize the terminal to factory mode. This function will empty all the setting and user information
in the terminal. Please be carefully to reset the terminal.

Advanced 5

Ly

L
-

Power Saving

:-’/ Equipment init, all
uset information will
be deleted,

C- )

Reset Page

2.4.7 Info

The “Info” option will display terminal information. Such as “SN”, “Total user” capacity, “Storage Capacity” and
Firmware Version.



Info Page



3. Webserver Software Instruction

Please ensure |IP address of terminal is in the same LAN as client-end PC before you run the software. Note:
The default IP of terminal is 192.168.0.218.

Please enter the IP address of termminal from IE, for example, the terminal IP is 192.168.0.218, please input
Http:// 192.168.0.218 and click Enter, then login Client-end software by User name and Password. Note: The
default user name is admin and password is 88888888

3.1. Home Page

® standalone Facial Recognition System v 10 oct 18 2012
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Toueh s Welcome to
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Recognition System.




The administrator can make the setting of Network, Time Attendance, records of attendance, attendance statistic,
access records, etc. Through webserver softtware, the administrator can also perform software upgrade, gateway
reboot, password change, etc.

3.2. Network Setting

Check and change the network, IP address, Subnet Mask and Gateway.

* standalone Facial Recognition System v 1.0, oct 18 2012

Home Network

. = Network Type:
Function Keys S—

i [182. 188. 0. 1 |
User Mask: |255. 255. 266. 0

MAC Address: [00-40-5C-26-04-5E |
Time Attendance

Gateway: I—IHB_ZTIE-E_.E-. 1 |

Personal Record

Daily Record

e

3.3. Function Keys

Check and change the setting of different function keys

AANIVIZ2" standalone Facial Recognition System v 103 0t 182012

Home Function Keys

Network

[0 Enable Function Keys

[ [on-duty

et 0O [ore-auty \

[ [overtine On-duty

Time Attendance Fl imme Off-duty]|
El iOu‘t

[ |Back

Daily Record [] |Undefined 7

[ |Undefined & |

I Function Keys

Personal Record

[ [ndefined o |
Undefined 10 |

o s
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Home Function Keys

Network

[ Enable Function Keys

Function Keys
‘0 duty
User [Off-duty

i} \Ove rtime On-duty |

Time Attendance D [ovartine OFf-duty

Personal Record

Daily Record O rm
[ [Undefined 8 |

[ [indefined 8 |

i

3.4. User Management

Create new user, browse, edit and delete existing user

ANVI2® standalone Facial Recognition System v 108, 0ct 18 2012

i User

Network
an|Nam9 ;Eﬁ VDept | Photo |Edit Delete

1 |UsErL
I

Function Keys

User!

2 |USER2

Time Attendance |

Persanal Record

Daily Record
4 |USER4

5 |USERS |5 |Default

| I
I l 6 iUSERE 6 |Default

o |




JAANIVI2° standalone Facial Recognition System v 108, 0ct 18 2012

o User

Network

|No |Name o[ Dept | Photo |Edit |Delete

. 1 iUSERl 1 lDefauItI& @ x

Function Keys

Time Attendance 2 !USER2 2 Defaultl

ﬂ » \‘\!‘J live ot ent e Lo dalete fuer ISERZ %

Personal Record

Daily Record

|

I - = || @ [ o
3 |USER3 3 @efault'& @ x
[

;. |
4 iUSER4 4 Default & @" b4

| I r "
5 iussRs 5 Default & | X

w u .6 iUSERG 6 jDefamtl\&Ji@. ”

Current Page: 1 Tots! Pages:2 Total records 7 | Paze Uo | [ Page Down | ppgeft ‘@
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Username: |USER3 |[[Feice of nane
Home .

ID:
Network Dept:

Function Keys

Upload Photo: (Limit 32 KB}
Time Attendance | |-

Personal Record

Daily Record

e i

AANIVIZ" standalone Facial Recognition System V103, 0ct 18 2012

Username: | \ You can use voice of name after saveing user
Home T ]

ID: [
Network Dept: |7‘

Function Keys

| s
Upload Photo: (Limit 32 KB)

Time Attendance ...

Personal Record

Daily Record

el




3.5. Time Attendance Setting

Set attendance time.|
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Home Time Attendance
Network - - - — — - . — - -
On-Duty AM: | 00 | {hhmm) |Late Interval: \Attandance within the late grance time will be treated as on-duty late, otherwise,
et Vi Off-Duty AM: ’m {hhimm) \will be treated as no on-duty attendance.
Moon Division:  |12:30 | (himm) ;Ear\y-leave: jATtance within the early-leave grance time will be treated as early-leave. Otherwise,

(will be treated as no off-duty attendance.

sBp On-Duty PM: 13:00 | (hh:mm) P I
S—) |Noon Division:  [TA before this time is regarded as off-duty AM, and TA after that will be regarded
Off-Duty PM: UEIJ (Hhmm) as on-duty PM.
Evening Division: |18_3_D_! (hh:mm) |Evening Division: TA before this time s regarded as off-duty PM, and TA after that will be regarded
Personal Record On-Duty Night:  [19:00 | (hhimm) | .as on-duty Night.
OFf-Duty Night: [22:00 ! thh:mm) |Date Division:  |TA before this time is regarded as overtime work of previous day; and TA after that
DailyRecord | A |will be regarded as on-duty of today.
Bt Late grace: 5 [minutes)
Early-leave grace: 10 | (minutes)

Qwertime Time: ’m {hhimm)
Date Division: m (hhimm)
Late Interval: ’m thh:mm)
@ {hh:mm)

Early-leave:

3.6. Personal Attendance Record

Inquire the records of attendance as per Time, Name and ID No.
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Home Personal TA Record Inquiry

Network:

G Starting Date:[2012-10-25 | Ending Date: [2012-10-25 |
Function Keys e - |

User
Time Attendance
I Personal Record

Daily Record

e i
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I Personal Record
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Personal TA Record Inquiry

Starting Date: |2012-10-25 Ending Date: |2012-10-25 J

[off-Duty Nignt

Name: 1D: 6 ]
[ [ |on-Duty AM |off-Duty am On-Duty PM [Off-Duty PM |on-Duty Night
|No |Date |Name [ID Dept - - = = T ; T T = T I
Time [Status [Photo  [Time Status[Photo  Time 'Status  |Photo  Time [Status Photo [Time [Status Phota
— ; =t = — i —
201210 cers 6 Default |05:39 [Normal [ R 13:3p] “noue ‘ - INR [ NR |
= I - | | | s |
I | | | \ \ \ \
[ [ | [ [ [ [
) [ I | | \ [
[ [ \ \ \ \
Gisrent Page’t:” Total Pages'1 Tatal raco ragel_ (%)

V 1.0.8, Oct 18 2012

Standalone Facial Recognition System

\
|-=== |NR

Time Status Photo

2

‘
(

Home

Network
Function Keys
User

Time Attendance
I Personal Record

Daily Record

Personal TA Record Inquiry

Starting Date: |2012-10-25 | Ending Date: [2012-10-25

Name: | 1D: 8
| o |on-Duty Am off-C
|No |Date Name [ID Dept - - —
| | |Time |Status Photo  |Time
| -10- I
2012-10 |USERE [B |Default [05:39 ‘\Iormal
[ ||

125 ‘

Current Page:1  Total Pages: 1 Total records: 1

2

n b

Some bay can harm poar comgaten 1 the e indoemushion badow
hook s prsperaoe i o oL i ol Rully sl the sasce. do fol open of
e s e

Fila nawrer 5 soemshdy MNFSS00MN, cow

Fils hype:  Microsoft Becel Workshest

Faoam, L9E. 168.3.47

Sy Thas type of fils could karm. yoar compube # & conbsn
malcanin oods

Waondd pona o b g e il o v i BO Jons Compuben T

L J |

Saae

Open | Coresi | | Mooieis |

Standalone Facial Recognition System

V 1.0.8, Oct 18 2012

|Off-Duty Night
T :Statu; Photo

Home

Network

Function Keys

User

Time Attendance

Personal Record

Daily Record

)

Personal TA Record Inquiry
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3.7. Daily Attendance Record

Inquire the daily attendance records of all employees
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Home Daily TA Record Inquiry

Network

1 10— .
Function Keys Date : 2012-10-25 | [[Inquicr |

User
Time Attendance
Personal Record

Daily Record

e
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Home Daily TA Record Inquiry
Network
Fortion ks oat?;lzmzqn—zs | [ Inquiry ]
I N \On- Duty AM |Off -Duty AM (On-Duty PM |Off-Duty PM |On-Duty Night |Off-Duty Night
User |No Date [Name D Dept B = b : Sl ;
o | Time |Status Dhum |Tm1e |status | thtu Time  Status Photo  |Time [Status Photo  |Time (Status [Photo | Time Status Phutu
) | I B | T | &l T ] a1 | 8
Time Attendance i 5212 10- |ysera 1 Defau\t‘ NR NR & ‘——:—— NR & | - [NR ‘& === |NR f&
B 7\7 \7I7 I . _“s a8 @ |&as
Personal Record 52012-10- | ‘ | |
2 |USER3 |3 [Default |--i-- [NR NR - INR NR NR |
I Daily Record = 1 ‘[ } |[ === < = = — ‘[ = } ‘( = =
T T I ‘ I
I3 292220 lcrpala [Default e |NR .- |[NR ——i-- |NR i~ INR == |NR
il \ L | \ ‘ | 1 L
|, [2012-10- T ‘ | ‘ | | ‘
la | JUSERS |5 [Default - - |NR - |NR |-=- INR | === INR
125 I | = \ | | || |
= |

I | |2012-10-
i % ‘ i — I 15 }25 |USERG 6 |Default 05:39 | \Jﬂrmal

Current Page:1 Total Pages: 2 Total records: 6

3.8. Monthly Attendance Record

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

Standalone Facial Recognition System v 108 oct 182012

Monthly Statistie
Identification
Record
Door apen Name: [ 1D:
‘ '

Select Month ;| 2011-1 |
Touch Screen P
Calibration

Software Update

Reboot Device
Change
Password

Data
Maintenance

e
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Manthly Statistic Monthlv Statistie

Identification

Record

Door open Name: [ 10 | |

—

Select Month ;| 2011-1 |»

Touch Screen

Calibration 2011-2
2011-5

Sofware Update ggﬂ:‘é
2011-8

Reboot Device 20117
2011-8
2011-8

Change 2011-10

Password 2011-11
2011-12

bty 2012-1

Maintenance 2012-2
2012-3
2012-4
2012-6
2012-8
2012-7

- 2012-8

20129
2012-10

nition System v 1.0.8 Oct 18 2012

Monthly Statistic Monthly Statistic

Identification

Record

Door open Name! [ 10: | |

pattern [ —
Select Month ;| 2012-10

Touch Screen N . .

Calibration |No |Name [D | Dept |NR |Late Serious Late Early Leave |Seriaus Early Leave Private Affair Leave Sick Leave |Compensatory Leave (Other
1 [user1[1 [Defaurt|186[ o 0 o | 0 [ 0 0 0 0

Software Update = ! Ll | AL | | S
2 |USER3 |3 Default|{186| 0 0 0 0 0 0 0 0

Rebisot Dewes 3 |usera/a Default|186] 0 0 0 | 0 ) o | 0 | o
4 |USERS |5 Default|186| 0 0 0 | 0 0 0 | 0 |0

Change = T = =

it 5 |USERs 6 Default|183| 1 1 0 0 0 0 0 0

e 6 |USER7 |7 Default|185| 0 0 0 0 0 0 0 0

Maintenance

sl i

Current Page-1. Total Pages:1: Total racords:6 | F228 T Fage Down |poge [l |@ Export Th Records

3.9. Identification Record

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

Door cpen All records before this date will be removed: |

pasen Name: \7\

Touch Screen T ‘7‘
1D

Calibration

Software Update

Reboot Device

Identification Record Inquiry

Change

Password

Data

Maintenance i i

Maintenanc Sterting [2012-10-25 |Endmg |2v12-10-25 |
Date: Date:
Name: | |1D3 ‘ |

Verification —————;
A11 v
. i I I i Status: I;f‘
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Menthly Statistic Remove Identification Record

Identification

Record
Door open All records before this date will be removed: | 2012-03-01 |
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= Name: | ‘
Touch Screen . ———

1D: ‘ |

Calibration

Software Update

Reboot Device

Identification Record Inquiry

Change
Password
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Menthly Statistic Remove Identification Record
Identification
Record
Door apen All records before this date will be removed: |2012-08-01 |
pattern R i O
Name: | |
Touch Screen B —_
1D: | |

Calibration

Softwars Update

Reboot Device

Identification Record Inquiry

Change

Password

Data

Maintenance Starti Endi

aintenance ST | "9 [e0re-10-25 |

Date: ! Date:
Name: \ | ID: | ‘
Werification

" | 411
i E i i i Status: ===
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Morthly Statistic Successfully removed all records meeting the following conditions:
Identification ID : 1

IRemrd Before this date: 2012-09-01

Door open

Touch Screen
Calibration

Software Update

Reboot Device
Change
Password

Data

Maintenance

)

AANIVIZ2® standalone Facial Recognition System v 105 Oct 132012

Monthly Statistic Remove Identification Record
Identification
Record
Door open All records before this date will be removed: | 2012-08-01 |
Satith ¢ S—
Name: | |
Touch Screen o ———
ID: 1 |

Calibration

Software Update

Reboot Device

Identification Record Inquiry

i

Password

Data

Maintenance Starti Endi

aintenance a9 Tapre-1o-26 | "9 [z012-10-25 |

Date: ! ate:
Name: | |10 ‘ |
Verification

A11 o

| i l I l Status:
Success
Fail




Standalone Facial Recognition System

V 1.0.8, Oct 18 2012

Monthly Statistic

Remove Identification Record

Identification

Record

. "

Door open All records before this date will be removed: | J
Touch Screen . —_—

Calibration 1 — — 1

pattern
Name:

Software Update

Reboot Device

Identification Record Inquiry

Change
Password
Data
Mainten i jEod
aintenance Starting - 10-28 |59 oiz-10-2 |
Date: " Date:
Name: | |10 | |
Verification ——————
p - | A11 i
— Status: s
—

3.10.Touch Screen Calibration

Activated the screen calibration mode

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

Monthly Statistic

Touch Screen Calibration

No |Name 1D Dept | Date | Time |Verification Scores| Status Photo
1 |USER6 6 |Default|2012-10-25 |05:39:32 66 Successful &
2 |USER6 |6 |Default [2012-10-25 (13:30:33 | 60 Successful 8
3 |USER6 6 |Default|2012-10-25 |13:53:54 62 Successful &

Current Page:1 Total Pages: 1 Totsl records: 3

.

Page:
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Reboot Device
Change
Password
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Maintenance

e i

3.11.Software Upgrade

Start TFTP server and put the software to be upgraded into the TFTP folder. Then enter the IP address and the

name of the software as Picture blow, click “upgrade”.

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



ANIVI2® standalone Facial Recognition System v 1.05, 0 18 2012

Monthly Statistic Software Update
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Door open Software Filename: | B
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Note: Do not make any operation untill updation finished. The device will reboot automaticall after updation.
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3.12.Reboot

Reboot the terminal.

ANIVIZ2® standalone Facial Recognition System v 108, 0ct 152012

Monthly Statistic Reboot Device

Identification

Record

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

ttern i
patterr Reboot Device

Touch Screen

Calibration
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Reboot Device
Change
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3.13.Change Password

Change the login password of the software.

Standalone Facial Recognition System v 108 0182012

Monthly Statistic Change Password

Identification

Record

Door open Old Password: | |

pattern _—
New Password: |

Touch Screen e ——

Calibration Confirm Password: | |

Software Update
Reboot Device

Change

Password
Data
Maintenance

Standalone Facial Recognition System v 1.0 Oct 182012

Monthly Statistic Change Password
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Touch Screen

Calibration Confirm Password: |
Save
saiiware Update
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Change
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i



3.14.Data Maintenance

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

JANIVI2® standalone Facial Recognition System v 105, 0ct 18 2012

Monthly Statistic Data Maintenance

Identification

Record

Door open @ Re-extract Features
pattern

Touch Screen

Calibration

Software Update

Reboot Device

Change




4. 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.

4.1. Log in System

Double click the icon [@] on the desktop to start the attendance background management program. The

log-in interface will pop up as follows:

Passwoard: | ‘

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

) Fingerprint ThA Nanagenent Systes V4. 4.5
Syt B Smugwent Altmdwer Bsogptios Bute Suistescs Extumd Salp

iob
’

The main interface includes three parts:
1. System menu: Include the whole function module & information
2. Shortcut button: Shortcut button of common function module, array in working order, easy to work on

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

4.2 System

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



B Parancter Settings

B¢ Adninistraters
Administrater’ s Password Set

Modi £ied Reeord Log
Managing Log

DataBase Linking

Exit System Ctrl+X

4.2.1 Parameters Settings

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

0 System parameters setting @

. Basic parameters || Stat Rules | Leave class | Field definiion
Basic infar

Uit Name: | head office

Common Fiule -
& workdoy count as |99 3 vinute shilt e4pands two daps
p
60 [ Mirte (®) Count as the Tst day
) Count a3 the 2nd day

[C] Mot clock in count as late:

[
[ Mol clock out count as cay | B0 51 Minute
Ovwertime Calculation

;
Clonduy |2 B in ealer clock in count as overtins i

Mormal D ay
[
[t duy 50 = mir later clock-out court as avertime ]
Wweekend
[ deduct the 'Or duty % minutes earlier’ 0
Festival
[ deduct the 'Off duty i minutes later'

Pic4 .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 pic4.1, following shows:

0 System parameters setting E‘

Biasic parameters [{ Stat. Aules | Leave olass | Field definition

Stat. Items:

Nomal | Stat. Fule
Late Unit Set
Early

Business Leave

Leave

Absence Mirimurn:
Stay away

Olvertime:

Free Dvertime Found-off control

(O Aound down
() Round up Round at total
® Round off [ Acoumulate by tmes

Unit:| Day b

1.0

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 it.

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 pic4.1, following shows:

Add new leave class:

0 System parameters setting

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

52
Append Delete  Modity
Name Color ~
(4 2 drinistration
R&D
Sales

Shaw Color: | B Fed

Indicating Symbol:

nDepaitn] | Leave Clags; [Sdministration Departmen

v

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 pic4.1, following shows:

¥ System paramcters setting

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

Input new field value

Chinese
English




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

4.2.2 Administrators

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

# Administrator set

e

Append Delete Modify

Mame: Administratar: 0N

k Dept operable:  [ygf)(3) Items operable W
¥ head oifice
W 8D
¥ FitD
¥ Sales
7 Pt

! ! The new administrator has a default password: 838538,

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.

4.2.3 Administrator’s Password Set

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



o Administrator modify password

adPwet |
New Pd
Canfirm Pud.

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

4.2.4 Modified Record Log

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

# Attendance record modification log (=113
Search Restore Close
Time Range

Departmert|§ head office | Emplopee No. 41 v Feml201092-1 v oovo1 2] To[amoizie v |[23ssm 2

Deparment Emploee Mo, | Name Clocking Time Stale Modiy type | Reasons Adminisirator
[
< >
EecordCount o

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.

4.2.5 Managing Log

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

#) Administrator operation log

Search Close
Time Range
Administratar | &l - From |EIE- 314~ | ooo01 2| To 2009 413~ || 235359 2
1D Name I anaging Time Remark ~
»[ admin 2009-4-1311.53.48 Operating system parameter settings
21 Admin 2003-4-1311:563:30 Operating spstem parameter settings
20 Admin 20039-4-1311:571:47 Operating spstem parameter settings
19 Admin 2009-4-1311:49:33 Operating system parameter setings
18 Admin 2009-4-1311:44:10 Clear the data before * 2009-03-01
17 Admin 2003-4-1311:43:21 Operating business leaveleave
16 Admin 2003-4-1311:42:38 Operating business leave/leave
15 Admin 2003-4-1311:41:52 Operating business leaveleave
14 &dmin 2003-4-1311:40:55 Operating business leaveleave
13 Admin 2009-4-1311:36:39 Operating festival/holiday settings
12 Admin 2003-4-1311:32:16 Operating system parameter settings
11 Admin 2003-4-1311:25:10 Operating spstem parameter settings
10 Admin 2003-4-1311:24:47 Operating spstem parameter settings
3 Admin 2009-41311:24:0 Operating spstem parameter settings
8 Admin 2003-4-1311:24:21 Link the database to
7 Admin 2009-4-13 11:23:08 Operating system parameter settings
E Admin 2003-4-1012:01:08 Operating system parameter settings
~
£ >




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.

4.2.6 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

(] Database connecting failed, Fleaze collocate the database again
LY

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

&, Data Link Properties §|

Provider |Connection | Advanved | All

Specify the following to connectto Access data:
1. Select or enter a database name:
:Test\Backgroup managementiAttZ003. mdb  |[_]
2. Enter information to log on to the database:

User narme: Admin

[¥] Blank password ] Allow saving password

Test Connection

ok | [ cancel ][ Help |

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

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

4.2.7 Exit System

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

Please make sure ... @

?/ Are you sure to exit?
g

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

4.3 HR Management

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

¥ Department Management Ctrl4D
@ Enployees Maintenance CtrltG



4.3.1 Department Management

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

# Departaent Nanagement

& % < Y

Append

Departments List Being Selected Dept

&% RuD Input the new depatment name

Y

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

When deleting a department,
Emplovees of the department will be
move to head office automatically!

A& Sales
4 PiD

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 ...

?/ Fise om0 (0 Gl G Aprstinemt)
~

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.

4.3.2 Employees Maintenance

Click [Employees Maintenance] in [HR Management] menu, the following window appears:



& RiD Emphoyen No. Hame Depatment Fuostion Enploy Date | Telaphone  Addess Sew  Langasge  (Commend  CadHo  Mobde

Sex M Larguage bl Bty O b [¥] Cacndae Aumndance

Educsion b Spmeasly b Fendze v [E] Coknite Ovestime
T nee (O
hephane Mokds Employ Diate (2] R (s Hokely
1D N Comment Mokl Stahs ™

Addrery User Type | Homnal User ~ GroupMe |1 £

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

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



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

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

Employes Na. Mame: Department Paszition Emplop Date  Telephone  Addiess

108 b Select ML Cirl+h
Cancel A11 Chrl+Z

Export Data
v Enployee o

Hw all columns v Hame
T o Department

v Eosition

 Enploy Date
 Telephone
v Address

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

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

Click [Export Data] and following window will prompt:

Save hs a5
S i (L Yachgroup managesent v M-
: o Tt
- Cpnebas
......
]
uuuuuuu
'y
Wy Decumants
.yg
r Crapatar
b
Uy Baresrk
Flacan —
Fil paers | - g |
Siveasfor | Tan Tile Gt *  [Ccemn |

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.

4.4 Attendance Management

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



Holiday List

TimeTable and Shift Ctrlt+E
% Staffer Scheduling Ctrl+F

Attendance Record
Lé Attendance Caleulating and Report CirltR

4.4.1 Holiday List

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

- R e =

Append Delete Modify

Name |[EliEd StatDate | 2009- 416 v Days |3 &

Holiday Name Start Date Days

d Doy 20030501

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.

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.

4.4.2 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.

# TimcTable and Schedule Eaintenance

Timetable Maintenance | Shift Maintenance

LYY

Bppend Delete Modify cel

Timelable Name | On Duty Time Oif Duiy Time ~ Timetable Nama | D2
a0  Joeoo 0|

maring 04:00 1200 On Duty Time 9500
afternoon 12:00 20:00 . 17.00
right 2000 0400 Off Duty Time

Begin Clock-n Time | 2700

End Clockn Time |13:00
Begin Clock-Out Tims | 16:00

End Clock-Out Tirme | 20:00

Late enor slowance |2 Mintes
Early ertor allowance |2 Minutes
Count As Workday |1

Count &5 WarkTime | 480 Minutes

Must Cn Must C-Out
> [ Free Time 10T Time

Pic4.2
Add a new timetable:
Click [Append] and enter the corresponding information:

[Timetable Name] For instance: Day Shift

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

[Count as work day] (1)

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

(Please note: Every item should be setup in timetables with no blank left.[Begin Clock-in Time]Jand[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
Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

(Other information can be setup according to practical situations. Please refer to Pic4.2. Please note there
should be no blank left.)

Shift Maintenance

Click [Shift Maintenance] in Pic4.2 and the following window pops up:

# TimeTable and Scl

Naintenance @

| Timetable Mantenance i Shif
B
Append Delete Modify
Shift Name: A~
Qdayshit | Shift Name | day shift Cycles |1 3] Cycle Unit |Week — +
thiee shift
|
Date Timetable 1 Timetable 2 |nmgTama 3 |TmeTahIe 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 Pic4.3 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.).



¥ Add Shift Timetable E|

Choice a timetable Choice the date: Clan
Timetable ... |On Duly Ti... Off Duty Time & Sunday
» EETI T T v '}“”dday
uesda
moming 0400 1200 v Wedneaday
shteoon 1200 2000 | Thursda
ht 2000 0400 G
L Salunday
v
< >
x| Cancel
Pic4.3

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 Maintenance ShilMalntenance
o =
1 == 4
Append Delete Modify
Shift Name o’
P day shitt Shifl Name Cycles |3 3| Cycle Unit | Week |~
| |
Date Timetable 1 Timetable 2 |TirrleTabIe 3 |TimeTabIe 4 L
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:

9 Add Shift Timctable

Chuice a timetable:
Timetable ... | On Duty Ti...| Off Duty Time 4

Day 08:00 17:00
afternoon 1200 20:00
night 20:00 04:00
v
< >
Ok

Chuice the date:

Sunday
v Maonday
| Tuesday
vl Wednesday

¥ Thursdar
v T —

Saturday
Sunday
Monday
Tussday
Wednesday
Thursday
Fiiday
Saturday
Sunday
Monday
Tussday

Lancel

‘Wednesday

)
(P

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):

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

# Add Shift Timetable

Choice a timetable:
Timetable ... | On Duty Ti...| O Duty Time

Day 0800 17.00
marhing 04:00 1200
» BT
night 20:00 04:00
v
< ba

Chuice the date:

Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday

¥ Monday

v Tussday

v wednesday

| Thursda

v
Saturday
Sunday
Monday
Tuesday

Cancel |

Wednesday

5]
Can

The third week (night shift, from Monday to Friday)

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

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

# Add Shift Timetable

Choice a timetable:
Timetabls ... OnDuty Ti... Off Duty Time ~

Day 08:00 17:00
morning 04:00 1200
afternoon 12:00 20:00
Qg oo oo |
“
<
o |

Choice the date:

Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday

¥ Monday

¥ Tuesday

Concel |

| Wednesday

X
Can

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):



o‘[l-e'l'ahle and Schedule Naintenance E]

| Timetable Maintenance

B & = )

Append Delete Modify

Shift Name &

P day shift Shift Name | thiee shilt ] Cycles 3 2] Cycle Unit | wesk v
|
Date Timetable 1 Timetable 2 |TimeTabEe 3 |TimeTab!e 4 ~
Tuesday moining
‘Wednesday | moining
Thursday moning
Friday moining
Saturday
Sunday
Monday afternoon
Tuesday aftemoon
wWednesday afteroon
v v

4.4.3 Employee Scheduling

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

# Employee Scheduling \:. \E‘ E‘

Select Al gelect Home | A

e gl
Employes No Name Department Shilt ~
» [B102 head office.
5108 head ofice
A
Time Range
From | 20101216+ @ & = ) (W )
= V=M= BV
Ta | 2101216 v Del. Temporary hdd Temporsry

Date ‘T\metab\e 1 ‘T\metab\e 2 ‘T\meTab\e 3 ‘T\meTab\e 4 |

12-16 Thursday

Pic4.4

Choose the department or several personnel that need to arrange shifts, click [Arrange], the following window
appears:



#) Staffer shift maintenance 3

Shift List: Shift Timetable:
Shilt Name | Cycle quantiy |4 [Date Timetablz 1 Timetahis 2 |T|meTah\e 3 |T\meTah\e 4 |
1
thiee shift g
Monday Day
Tuesday Day
Wednesday Day
Thursday Day
Friday Day
Saturday Day
v
< >
The cunent shift scheduls:
Time Fiange Shift name Beginning date Ending date
» 2003-04-01 2010-04-01
Beginning | 20080401 v
Ending | 2010-04-30 »
75 Add S8 pal oK Cancel
Pic4.5

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 Pic4.5 to finish the adding of new shifts.

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 ...

? ) kre you swe to make temporary shift schedule to the selected Enployees from Z010-12-01 to 2010-12-167

<,
| Canecel

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

# 4dd a tcmporacy timetable %]
Select the timetabls to add Select the dates mEl
Timetable. . | On-duty time | OFf-duby time| 4 04125 unday
hight 20:00 000

maming 08&:00 1200

[T [ Concel




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;

4.4 .4 Attendance Records

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

o Search Employee’ = Attendance Record \:I@@\
. v o [~
O 9 =

Search Report Espert Modify Log

Time Range
Deparment| ff headoffice v Empioyes M. |1 ¥ Fon@i216 | | ooom $| To|ainizis v [2zmess 2
Depatment | EmployesNo. | Name Dale Time State Location D | workCods

RecordCount: 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 Employee’ s Attendance Record 9 (=13}

ooy =
< |9 =
Gearch Report BExport Wodify Log
Time Rangs
Depatmert |} headaffice v Emplope No. A1 ¥ Fom 2m0iz 1 v | | o000 3| To[mmoazie v | [z3s9s9 %
Department Emploves Mo, Mame Date Time State Location 1D ‘WaorkCode ~
8103 Micheal 2010-12-03 0&:53:00 1}
head office 8103 Micheal 200-12-06 02:53:00 o
head office 8103 Micheal 2010-12-06 18:03:36 1}
head office 8103 Micheal 2M0-12-07 02:53:00 o
head office 8103 Micheal 20101207 180336 1}
head office 8103 Micheal 200-12-08 02:63:00 o
head office 8103 Micheal 2010-12-08 18:03:36 1}
head office 8103 Micheal 200-12-09 02:63:00 o
head office 8103 Micheal 20101209 18:03:36 1}
head office 2102 Micheal 20101210 026300 o
head office 8103 Micheal 20101210 180336 1}
head office 2102 Micheal 20101213 026300 o
head office 8103 Micheal 20101213 180336 1}
head office 2102 Micheal 20101214 026300 o
head office 8103 Micheal 2010-12-14 18:01:35 1}
head office 2102 Micheal 20101215 026300 o
head office 8103 Micheal 201012415 180552 1}
head office 2102 Micheal 20101216 026300 o
head office 8103 Micheal 201012416 176952 1}
head office 2102 Lizzy 20101201 026600 o
head office 8108 Lizzy 20101201 18:12:00 1}
head office 2102 Lizzy 20101202 026600 o
head office 8108 Lizzy 20101202 18:12:00 1}
head office 2102 Lizzy 20101203 026600 o b
RecordCount: 75

Attendance record report form preview:

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



EEX

-
= 4
7 Preview

o EEHES @R X
Head office attendance record report
2008-04-01 To 2008-04-16
E Jake Chen 2001 2009-4-1017.0434 | Clock Out 200947 74516 | Closkin
3000.41 72305 | Clockin 2003413 7:35:46__| ClockIn 200547171420 | Glock Out
200841 170058 | Clock out 2009-4-1317.27.06__| Clock Out 20094870812 | Closkin
0054774535 | Clockin 2003414 7:06:12 | Glockin 20094872453 | Glockln
200842170516 | Clock oul 2009-4-14 17,1625 | Clock Out 2009-4-817.20.05 | Clock Out
004375212 | Clockin 2003415 7:46:56__ | ClockIn 20094574352 | Glockln
200843170154 | Clock oul 2009-4-15 17,0853 | Clock Out 20094975156 | Clockln
0054474350 | Clockin 2008-4-16 B:00:56__| ClockIn 20094980215 | Clockln
2009-4-5 73636 Clock In Count: 27 2009-4-917:11:24 Clock Out
2009410 7:4519__| Clockn
éununggi_ﬁy?f::ﬁz c;?;:k?nm BE SRR 2008-4-1017.04.34 | Clock ot
200947 17,1420 | Cleckout alr el [T 2008-4-137:35:46 | ClockIn
2009-4-0 7 0617 Clockin i o O A 2009413 17:27:06 | Clock Ot
el e 2005 42745:35 | Clockin 2009414 70612 | Clockin
200928172005 | Clock oot Al onigagy |00 UM 2009414 17:16:25 | Clock Ot
i ot 20054376212 | Glockln 2009415 74658 | Clockin
2009-4-9 7 51 56 Clackin e o ALl i e 2009416 17:08:53 | Clock Ot
20094550215 R Lk R Clachhi 2008-4-16 80059 | ClockIn
200949171124 | Clock Out znunui-i-:1?f?§é?fz g'nucikézt Count 27
e 200947 74516 | Clockin P&D Mark Simth 8105
R 200847 17:14:20__|Clock Ot 20094172505 | Glockln
e | e 2003-4-87:08:12 | Clockln 2009-4-117.0059 | ClockOut
T T R 20054 87:2453 | Glockln 20094274535 | Glockln
S e 2009-4-817:20:08 | Clock Out 2009-4-217.0516__| Clock Out
T e e 70054974852 | ClockIn 20094375212 | Clockln
e e 2003-4-97:51:56 | Clockln 2009-4-317.01:54 | Clockout
INAAARNT1E | Cnckin MNA-4-4 T4%R4 | Cinckin

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.

4.4.5 Attendance Calculating and Report

Inquiry of report form:

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

#) ttendance Calculating and Report

(]
&) =
Caleulate Eeport Export FException
Time Fiange
Department| ] head office % Emplayes| Al v|  Fomamoi2 1 &) [ ooom 3| Tol20101216 | [z3ssse 4
Aiterwdance Exceptions | Shift Eaceptions | Other E xceptions | Caloulsted tems
Department | Employee Mo Hame Dite Time Stale Operation | Exception Desc...| Timetchle Check  Wokfode |~
v E]
M)
Pic4.6

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:

# Attendance Calculating and Report

% =
% =
Caleulate Report Export Exception
Time Flange
Depaitment| {j headoffice | Employee|l v|  Fom[zmoiz 1 w| [ ooom §|  To|mmpizis v (zssss 4
#ttendance Exoeptions: | Shift Exceptions | Dther Exceptions || Calculated ltems
Department | Emploes No. Name Date Time State Operation | Exception Desc Timetable Check WokCode |~

} ihead aifice il SH0-T20 085600 Clock In Nomalrecord Dy i
head cifice [l 20101207 181200 Clock Out Nomalrecord  Daw 0
head cfice 108 2010-12-02 0856:00 Clock In Momalrecod  Day 0
head cifice 1l 2010:12:02 181200 Clock Dut Momelrecord Dy 0
head cifice il 2010:12-03 0856:00  Clock In Momalrecord  Dap 0
head cfice 108 2010:12-03 181200 Clock Out Momalrecod Dy 0
head cfice 108 2010-12-05 0856:00 Clock In Momalrecord  Day 0
head cifice il 2010:12:05 1812200 Clock Out Momalrecord  Dap o
head cifice 108 201011207 0856:00 Clock In Nomalrecord  Daw 0
head cfice 108 2010:12-07 181200 Clock Out Momalrecod  Day 0
head cifice 1l 2010:12-08 0856:00  Clock In Momelrecord Dy 0
head cifice il 20101208 1812200 Clock Out Momalrecord  Dap 0
head cfice 108 2010-12-03 0856:00 Clock In Momalrecod Dy 0
head cfice 108 2010-12-09 18:24:00  Clock Out Momalrecord  Day 0
head cifice il 20101210 0856:00  Clock In Momalrecord  Dap o
head cifice 108 2010:121018:24:00  Clock Out Nomalrecord  Daw 0
head cfice 108 2010:12-13 0856:00 Clock In Momalrecod  Day 0
head cifice 1l 20101213 18:28:00  Clock Out Momelrecord Dy 0
head cifice il 20101214 0856:00  Clock In Momalrecord  Dap 0
head cfice 108 20101214 183200 Clock Out Momalrecod Dy 0
head cfice 108 2010-12-15 0856:00 Clock In Momalrecord  Day 0
head cifice il 20101215 18:56:00  Clock Out Momalrecord  Dap o
head cifice 108 201011216 0856:00 Clock In Nomalrecord  Daw 0
head cfice 108 2010-12-15 1856:00  Clock Out Momalrecod  Day 0
head cifice g0z 2010:12-01 0300:00 Clock In Momelrecord Dy 0

v

LI "o«

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

Depatrend | Ergloges No M Dt Trrn Slate Opmistn | Eacaphon D Trnelabin Chack W Codde
Fead oltce o ANDI20 EBSEI0 Clock In ‘ol reconsd Doy o
Pead alfce e 20001200 181200 Clock Ot Homal record Doy []
Fead aifce 208 2001202085600 Clock In Nomal record Do 0
Pead alfce nea AM01202 181200 Clock Out Homal record Doy []

T M g 0 N ST
Fead oifice fali ] Bxpert Data Homal record ™ 0
haad offce a10g Crests report for curvant grid | T 0
Fead clfice @ L]
head cifice a0 L]
Fead cifice a0 []
Fead cifce oo ]
Fead cifice #08 .
e cifce #08 L]
head cltce N U]
] el am o
] cllce sm o

o o
o a
s o
s o
Fead ot Ll ANPI2TISESED0 Cock In ‘Nermal oot Doy o
Pead alfen snm A5 125600 Clock Dut Homnal recond Doy n
Pead alfee £l AM01216 085600 Clock In Hommal recend Day L]
Pead alfice 08 AM01216 185600 Clock Out Homnal recoed Dy []
head oifice " 201200 020000 Clock: In Nomal recond Dy L]

The definition of each option as follows:

[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 state. Manually deal with the attendance
record according to the practical situation;

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

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

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

[Columns]: Define the fields displayed. Meanwhile, the modification will take effect and be saved;
[Show all columns]: Display all fields in [Columns];

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 3
Columns L4
Show all columns

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

Export Data
Create report for cwrrent grid

Columns L4
Show all columns

The operation is the same as stated above.
Report:

Click [Report] in pic4.6 and the following menu will pop up:

httendance Report

Daily Report

General Report

Exceptions Report

Create a Report For Current Grid

Pic4.7 Exception menu

[Attendance Report]: Calculate employee’s attendance record;
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Head office attendance record report
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[Daily Report]: Calculate employee’s daily attendance record;

to SHS # X

head office Employee daily report
G120 To G126
[Mame W o m(wfuls[s[v[w[e[u[a]e[ofuls[s[v[u[e[a[a[=]a[a]=]=]7]a]a[=x]n
atfican
ooz [ols0el T Tefolelolel 0 Podefefel 1P VLT T VDT T TP U]
o o111 1 VTolololodo U T Vobolelel 1T 1T T T VT T T T T T T
os Jolelsof [ leleleloelod 1 Todofofel T 0 1 1 1 T 00 B U0 T T 1

RemarkiNormal »Late <Eaity -Abiwet [HaCdn [NoC-OW Rest «Overime BLButiness Lamwr Llomw

Ve ke MA217 151819 1

[General Report]: Calculate all employee’s attendance items such as “normal’, “actual’, “late”, “early”,
“absent”, “overtime” etc;



to SHS # X

head office atlendance stat. total report
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[Exceptions Report]: Calculate employee’s “out”, “overtime”, business leave/ personal leave” etc;

72 Preview

fFox: =EHE A X

head office attendance exceptions report

201012401 To 20101216
Name [ Datet Time [ Exceplionpe | Worklong |
head office

Jucy [ioz Jeo10-12.04 180000

Judy [roz emo1207 102300

Remark

2010-12-08 03:00:00

[ Free overtime
20101207 135600

[ 150000 |
| Busiessleave | 033300 |8

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



tor UG AR X

ns_of shifts report

Eaployee

[Micheal |
head office  |Wecheal  |3003 |
i Juzzy 8

tor UG AR X

Clock In Clock Out Late Early OverTine

2010-12-01 09:00.00

101 180000
: [}

202 180000

O
-9 18 00,00
10 180000

2010:12-15 180000 _
2010-12-16 18.00.00

Print Report:
Toolbar of report preview is as the following picture:

o S EHE #h X

T 100% Adjust the ratio of preview content;

= Open the existing report file;

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

= Save report to file;

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



=] Print Report;

X Close Preview

Data Export:

In picture 4.6, click [Export] and the displayed data of grid in the current window will be exported to a file (*.txt
or *.xls). It has the same function as [Export Data] when right clicking in each grid.

Exceptions dealt with:
In pic4.6, click [Exception] and the following menu will pop up:

Append Record
Late/Early Collectively

Business Leave/Leave

Modified Record Log

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

4.5 Deal with Exceptions

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

fway On Business/Leave CtrltL

Append Record Crl+f
Append Record Collectively
Dealing With Collectively Late/Early

4.5.1 Away on Business/ Leave

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

0Elployee Be away on Business & Asking for Leave |;|@El
CEEERIEY

Append Delete Modify Search Report

Time Range

Department (I head office
Beginning Time 2mao1247 ~ | 0000 3

Employee Ho. EINEMENENENENENIN,

Leave Tupe

Erding Time | 2001217~ [ 17:3000

Reason

Department Employee No. | Name Beginning Time Ending Time Leave Type Reason
3




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].

4.5.2 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:

Deepartment i head office

~
Emplopee No, b
State | ECEECK AP

x

Record Time | 20101217 [» | &o0.00

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

4.5.3 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:

# tppend record collectively

Departments list: Employees list e '
.y

: Employes .. | Name ~

& 2D ) I Wnen Enployess can not slack—in or
&% RiD clock-out for some reasons, Tou can
& Sales add the massive clock-in or

28 Fi0 clock-out record here.

You can use the Ctrl key when
selecting many Employees:

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

State: | Clock in v

Pecord Time: 20101217 v | OO0 =

v

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.



4.5.4 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

(el Szl e
() Coming Late O Leaving Early
Emplopee No. Name ~
Ignere clock in ecard y [E10z Ly ]
2103 Micheal
From 20101217 PIEE 108 Lizay
Ta w000 4
The modified clock in time
20101217 ~ || 75000
Search Employess
@ Depariment i head office w
O Shift Mormal L
v
0%

Steps as follows;

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

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

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

6. Click [OK] to confirm.

4.6 Data Maintenance

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

¥ Inport Employee List CirltT
Inport Attendance Record Ctrl4l

Clear Dbsclete Data
Compress Database
BB Bacioup DataBase

Initialize System

4.6.1 Import Employee List

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



# Iaport Employee List

Select a file to import
File: D

Failures in importing:

Open 7%
Lookin £ Backgr owp managesant v 5 B
) CaTesplate
M e
BRecent
Baskiop
nnnnnnnnnn
48
e Gomputar
l,j
Ny Fetvork
et
File pame: I Open
Filesof hpe:  |Text File (v ) Gancel

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

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

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

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

4.6.2 Import Attendance Record

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

# Tmport Attendance Record

Select a file to import

File E

Failures in importing:

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



4.6.3 Clear Obsolete Data

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

”Clear The Obsolete Data

Select the end date
R
Before: | EIIE- 317 - —
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).

4.6.4 Compress Database

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

4.6.5 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.

4.6.6 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. )

4.7 Device Management

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

Time Attendance Dewice




4.7.1 Connect to Communication management software

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

Gl



5 Data Communication

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

Pj 0 @ () English s Communication Nanagement Software ¥3.9.4 - = X
- Unit Management | Record Supervizion  Employees W Record M U Disk i
(7 NO \ (
Lol RO W T E B &
Add  Modify Delete || Synchronize Initislire | Terminsl  Ring  Time zonefGromp | Download  Download  Clear EBackup Resune
mit  Uni Unit tine uni t paraneter settings settings new record  all record recor 4 | Enployees Enmployees
Terminal Menagnent Uni t Managenent
=1 All Groups
Groupl
Group2
Group3
Group4
Groups

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

System Logining

Management WD l:l

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:

System prompt

9} Mrong sinin password, you have 2 chances Lo Wy again,
uwj Please enter the adnin password again!

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

5.1 T&A Machine Management

5.1.1 Add Unitk

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

E Terminnl Eanagesent E Terminal Eanagement
Device Type Davics Typa
Dwce Type | FingesprtTad Verly i | Drrvice Type | R
Tenranal kb Tesminal Info
G Methad Communication Parameter
Temiaito. [T g Temnai v, |1
DeviceD ! ~ LAN — Devicald |1 1P ks
[Check Divice 1D fiom the device mens {Check Divace 10 o the devica eed] |
.  LAN[CEerd] i Cearen P
Device Name Do M
]  COM — CommPot |73
Group - 10w -
L En ~ Rs4s [comn -
ThA shaty | o shotus = T4 statgs | Rval stahies -
ok Concel o Cancel




Remark:

Device Type: There are two device types one is Fingerprint/Card Verify, the other is Facial Verify FacePass.
Please according to the actual device type to select.

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

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

Device Name: You can set it as you like.

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

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

USB: Connect the terminal via USB cable;

LAN: Input the terminal’s IP address. The default IP address is 192.168.0.218.

LAN (client): Only communication with the PC which has server IP.

RS485: The default COM value is COM1;

IP address: The FacePass terminal’s IP address.

Comm PWD: It is the FacePass terminal’s management password.(Default is :88888888)

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

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

. Please move the

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

cursor to the terminal icon it displays as follows:
( N\
Terminal Number: 1

Device Name: 2
Device ID: 2
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 will become blue (%),

5.1.2 Modify Unit

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

Diwricn Ty Dranics Type
Device Type | LT I - | Devive Tyve [ EENEIR
ermnal Teaminal |
u R¥ r - Cormmmsrcstan Mathod = e |‘ Communication Parametnr
Terrranal Mo J . ~ LSB[na 1 Tesmanal N
pevicem I _ e [T | Pakes
Lot  Lan B 'I"":-‘ R =
Twnck [horvacom [0 oo he dhervace msras Lhech Devace 10 hom the dence mer . p
- T LAN[Cherd] i [ Pl
Device Hame Do M
 cM CommPut 135302
Dievice Group | Gros! z) Devica oy |Grounl -
R4S [comn -]
TAA stobu | Foeal status z) T4 shatug | Feal stz -
Q. Corcel Or 0% Cancel

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

',T_) Already have the machine number and the dewice ID
&

Click the button [OK] to set the Unit information again.
5.1.3 Delete Unit
Choose the T&A unit and then click the button [Delete Unit]. Following message box pops up:

Please confirm...

@, This operation will deal with the selected machine
\_.‘/ 1[Keadoffice]
fre you swe to continne?

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

5.14 Right Key Menu (The FacePass don't have this function)

Select terminal icon ,right click and perform the menu:

& Select ALl

@ BEewerse Selection
Set the machine number
Set the IF configuration
Terminal information
Open the door wia software
Mezzage Management
Dizable the manager

GPES

Pic 5.1.4 right key menu
[Select All]: Select all the terminals.
[Reverse Selection]: Select the terminals which are not selected. Cancel the terminals which are selected.

5.1.4.1 Set device ID

In Pic 5.1.4 select [ Set the machine number] and open [Set up] interface:

M achine Mo. (1-99999939)

a. | Caticel |

Modify device ID and click [OK] to save, you can check the device ID in the setting menu of the terminal.

5.1.4.2 Set the IP Configuration¥

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



= Set the terminal s IP configuration

X

Set the terminal's IP configuration

I

|

[ Default gateway: |
[ Sub mask: |
[~ MAC address: |
|

|

|

[~ Server IP address:
[~ ‘work mode:

[~ |

[~ Comm Port

ok | LCancel |

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

[2009-03-18 13:26:14]1[Head office] Set the network parameters successfully

5.1.4.3 Terminal Information

Display terminal information as follows:

Terminal information X

Terminal infarmation

Usei number E
Fingerprint number 2
Password number -
Cord number o
Mew records number B
Total records number 6

Fitmware version 01.A0.HT
Divice SN 1234567591 234567

Betrieve LCancel

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

5.1.4.4 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:

[2009-03-18 13:35:58]1[Head office] Open the door via software successfully!

And meanwhile you can hear the sound from the relay.

5.1.4.5 Message Management

Send the message to the user when he clock in.
Click the item, a window pops up as follows:



Nessage Nanagement g‘

Message Type S <k 71 Emploree ID| Beain datelzm 01247 j End date/ 20101217 =
Message Enntenll Add Message
Message List Read Message

NO Message Typ| Emploree I[ Name: Begindste | Enddale Message Content

[ 0% | DeletcaliMessages | Delete 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.

The message displays on the terminal’s LCD as follows:

[Public] v [ID 008108] A
Good morning! Good morning!
Public message Private message

Message length: 27 Chinese letters or 54 English letters.
Notice: You can shift the messages by pressing [«], [—] key.

5.1.4.6 Disable the manager

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

',T/ Are you suwre to to diseble the manager 7
"

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

[2010-11-22 14:10:00]1[Head Office] Clear the manager succeed.

5.1.4.7 GPRS

Create GPRS communication.



GPRS =16

GESN [V Enabled
severl [192 2] [168 2] [0 27 2]
Pt [5010 %
Peddess [0 2[ [0 20 2[[0 2]

Useiame |

Setp Cancel

GGSN: Gateway GPRS Support Node

Server IP: The public IP address of the server connect with Internet

Port: software communication port.

IP address: The PC’s IP address which installed the management software in the LAN.
User Name: GPRS account name.

Password: GPRS account password.

Click the [Setup] to setting the GPRS in the software. Click [Cancel] to cancle.

5.1.5 Synchronize Time

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

Please confirm. ..

@, This operstion will desl with the selected machine
\_.(t 1[Headoffice]
dre you sure to

continue?

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

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

5.1.6 Terminal Parameter Settings

Click the button [Terminal Parameter]. The [Terminal parameter settings] interface pops up:
The “Initialize unit” and “Clear record” function suit for the FacePass terminal.

Termianl parameter settings X
Matching precision Good hd Management password(-933333)
Record alarm threshold value(0:5000) 1000 Slesp time(0-250 minLte] 10
Tirme period between repeated clooking(0-250 minute) |7 Volumel0-5) 5
Update the fingerprint template inteligently Enable = Date format vymm-dd hd
‘wWorkeods prompt Disable = e lias: 24 Hour -
Ring function [Dissbe =]
Wemdih Anvia Wisgand - EE—
Fised wiegand area cade(I-254) —
Lock Relap time(0-15 second) 5
Door sensor alatm delay{0-250]
Company name [
Company Addiess [
Company Tax \
Iritialzs unit Clear recor d Display Disfault setting ok

[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.

[Update the fingerprint template intelligently]: During fingerprint sensor identification process, the senor
replaces the lowest-quality data with new, higher-quality data that it acquired in the matching process. This
enables the sensor to maintain high quality data at all times, saving the user from repeated authentication attempts.
Default status is limited.

[Ring function]: Enable is function before using the Ring time settings.

[Wiegand Mode]: Wiegand26, Anviz Wiegand (Encrypted wiegand.) and Fixed Wiegand area code.

[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.

[Door sensor alarm delay(0-250)]: The Door sensor alarm delay time range setting.

[Management password(0-999999)]: Setting device management password.(Suit for: C2, C2C, C3, OA1000
and OA3000 device)

[Sleep time (0~250 minute)]: How long does 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/mm/yy.

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

Click the button [OK] to confirm.

[Add Card]: Suit for T5 device to register Add Card.

[Delete Card]: Suit for T5 device to register Delete Card.

[Company name]: Uses for print to display the company name on the ticket.

[Company Address]: Uses for print to display the company Address on the ticket.

[Company Tax]: Uses for print to display the company tax number on the ticket.

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

Please confirm...

@, This operation will deal with the selected machine
</ 1leadotfice]
fre you swe to continne?

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

[2009-03-18 15:05:08]Set Advanced Parameter...
[2009-03-18 15:05:10]1[Head office] Parameter setting successfully!

Click the button [Display Default setting] to setting the terminal as recommendation default settings.

[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...

@, This operation will deal with the selected machine
</ 1leadotfice]
fre you swe to continne?

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



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

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

Please confirm...

@, This operation will deal with the selected machine
</ 1leadotfice]
fre you swe to continne?

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

Following information shows on the main interface:

[2009-03-18 15:14:15]Clearing time attendance records...
[2009-03-18 15:14:16]1[Head office] Clear time attendance records successfully

5.1.7 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

Ring time list
Detailed informatior

Fing e 0000

[ Friday [~ Saturday [~ Sunday

+ add | = Deke | ok

v Monday [ Tuseday [V Wednesdsy v Thursday

E3

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

[2009-03-18 13:57:32]Setting ring time...
[2009-03-18 13:57:33]1[Head office] Set the ring time successfully!

5.1.8 Time zone/Group settings *

This function is only for the terminals which have the access control output.
Click the button [Time zone/Group settings]. The [Set time zone/Group] window pops up:



B Set time zone/Group

Time zone settings
Timze zone number —_- | gt
Mandsp begindend tin o000 < | ooom =
Tnezdey brgrling [wogoo = [oooo0 =
Wednesday begin/end tie oooo0 = [ oooon =
Thursday begin/end time e
Friday begin/end time GO = [ oo =
Salurday begin/end time oo = [ oonoo =
Sy R e [@oooo = [ooooo =
Group seftings
Gioup number - Set
Tirwe zane 1 -
Tie 20ne 2 [~
e =
Tirwe 20ne 4 -

Bt

[Time zone settings]:
Select the time zone number. And then you will see the time zone settings.
If you want to modify the time zone, you can just set the parameters again and click the button [Set] to save.

[2009-03-18 15:06:31]Setting the time zone...
[2009-03-18 15:06:32]1[Head office] Set the time zone successfully!

[Group settings]:

Select the group number and then you can see which time zones are arranged in this group.

If you want to modify the group settings, you can just change the time zone number and then click the button
[Set] to save.

[2009-03-18 15:06:42]Setting the group...
[2009-03-18 15:06:43]1[Head office] Set the group successfully!

5.1.9 Download new record

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

Please confirm. ..

@ Thiz cperation will deal with the selected machine
s/ 1lHesdoffice]
bre you

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

Following information shows on the main interface:

[2009-03-18 15:12:11]1[Head office] Reading attendance records...
[2009-03-18 15:12:12]1[Head office] Read the records completed, Records: 4

Read successfully: 4

5.1.10 Download all Record

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

@ | Thiz operstion will deal with the selected machine
\'/ 1[Headoffice]
Are you sure to continue?

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



[2009-03-18 15:13:23]1[Head office] Reading attendance records...
[2009-03-18 15:13:24]1[Head office] Read the records completed, Records: 6

Read successfully: 6

5.1.11 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 “User Info” 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:

Please confirm. ..

@ Thiz cperation will deal with the selected machine
o/ 1lHesdoffice]
e you sure to contimue?

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

[2009-03-18 15:15:07]Back upping employees...

[2009-03-18 15:15:07]Backup employee: 1[Head office]

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

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

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

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

message box pops up:

Please confirm. ..

%

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

5.1.12 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:

Blease confirm...

@ | Thiz operstion will deal with the selected machine
\'/ 1[Headoffice]
Are you sure to continue?

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

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

Notice: 1. please make sure that the User ID is existent in the terminal.



19 15:08:07] Get back employees...
[2009-03-19 15:08:07]Get back employees: 1[Head office]
1[Head office] No such ID existed, recovery failed!

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

5.2 Record Supervision

Get the records from the terminal real-time.

[ @ ) Enlisn s Communication Nanagement Software ¥3.9.4 = x

=

Unit Hanagement | Record Superwision | Enployees M Record It U Disk W

o Begin Time 2011-11-09 14:23:59 Checkmin Times O
]

End Time 2011-11-09 14:24:00  Checloout Times O

hetivate | Prohibit
redlting | resliine || Employes Hamber O Other Status Times 0

Beal Time Management Beal-Time Monitering Records Information

=+ 4l Groups
Group! -
Group2

Groupd i
Groupd -
Group§

o, Mame Date/Time Status Descrption | Terminal Mo Device (D Device name Department Pasition “whork Code | dentification Method

0%

5.2.1 Activate Real-time

Click the [Activate real-time] button, the status bar shows message: Reading attendance records...
Now the software is beginning to supervise the terminal, and then collect the records every 5 seconds. You
can review the record information in the [Real-Time Monitoring Records Information] as follows:

Begin Time 2010-12-1T 12:29:24 Check—in Times 0
End Time Checkout Times 0

Emplores Humber O Other Statusz Timez 0
Real-Time Wonitoring 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 and Position pops up:

1D; 107

ame: David

Dept: RND
Position: Software
Engineer

5.2.2 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:

Begin Time 2010-12-20 15:32:14 Checkin Times 0
End Time 2010-12-20 15:32:53  Checkont Times U

Enplorze Humber 3 Other Statns Times 0

Real-Time Monitoring Records Information

5.3 Employees Management

Employees’ management interface is as following:

U Tacti P Communication Nanagement Softwars VA.0.2
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5.3.1 Add Employee

Click [Add Employee] button, open [Add/modify employee info] window which includes 2 pages: Basic info
and fingerprint registration as follows:

Add/Nodify Employee Info E|

Basic o |

wl

Cadto |

Neme|

Fezrer [

Sen

Dept ’W
tmpmrtz LT | af al x
Usertyps [Nomallser — ~]
dentficationMethod |55t 7]

|

Ll | KN | KN K

o, | Binhday |- El
Hation | =l Empioypate [T =[
Position | ~] Potical Feature | ~l
Education [ =l specisiy| =]
Phone | Mobie |
Native Place |
Address |

Save Cancel

[Basic info]: Edit employee’s basic information.



B Add/Modify Employee Info

Group rumber |1 =2 J ﬁ ﬂ
Idertiication Method |Sert hd
ome Bithday (1.1 =l
Hatian | =1 Enpypate [T El
Fositon | | Poltical Featurs | =
Educaion | =] Speciaity | =
Phene | Moile |
Native Place |
Address |
Save Cancel

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

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,

st Pict
= AW e
E & 9 & ‘ B ==

Vew | Swe Besiore | CuDown|  Close e e e

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

button [Save]
2nd way: You can install camera to take pictures and edit then save. Make sure there is camera equipment

installed in your PC.
Click [il] button, open [Pictures shooting] window as following,

#

Gl D

M

Teke Fie

H)

Bedas o

Clo

-

Gave

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.



5.3.2 Modify Employee

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

5.3.3 Delete Employee

Delete the employee from the database.
Choose 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 [Delete Employee] to delete the selected employee.

5.3.4 Transfer Department

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

up:

Flease select the department:

= E head office

&8 a0
&% RiD
Sales

oK Cancel

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

5.3.5 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:



Set privilege @

1[Head Difice]
O 2[Shanghai]
=0 Group2
O (Beiing]
O 4[Shenzhen]
O Group2
O Groups
O Groups

ok Cancel

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:

Card No. Mame Sex Position Bithday  Employ Date  Phone Address 1stFP 2nd FP - Unit
I O O O S
Micheal 20101217 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.

5.3.6 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:

B Copy Function and Privilege

Capied Emplores 1D

Input the one employee’s ID. And then you can click the button [@] to browse the employee’s privilege in the
[Set privilege] as follows:



O 1iHead Offics]
2(Shanghai]
=0 Group2
O 2Bciing]
4[Shenzhen]
O Group3
O Groupd
O Groups

Cancel

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

Please confirm...

:,ZJ Are you sure to copy the selected emploree’ s privilege?

cuca

Click the button [OK] to confirm or click the button [Cancel] to cancel.
System prompt E‘

\_‘,t/ The Selected emplores’ = privileges are successfully copisdl

5.3.7 Download Template *

Download user template (face or fingerprint) from the terminal to the software.
Choose the employees from employee info list (You can choose some or all the employees by using the
button [Shift] or [Ctrl] on your computer’s keypad). Click the button [Download Template]. Following message box

pops up:

Please confirm. ..

@ Thiz cperation will deal with the selected machine
) AlKesd
fre o o continus?

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

[2009-03-18 16:18:44]Download fingerprint...
[2009-03-18 16:18:44]Download fingerprint: 1[Head office]
[2009-03-18 16:18:44]1[Head office] Can not connect to the T&A machine

5.3.8 Upload User Template

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

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



Please confirm...

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

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

5.3.9 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. ..

<P Thiz operation %ill deal with the zelected machine

i
s/ 1lHeadoffi
(U

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

[2009-03-19 15:11:21]Delete the employee from the device...
[2009-03-19 15:11:21]Delete the employee from the deviece: 1[Head office]
[2009-03-19 15:11:22]1[Head office] Delete the employee from the device

5.3.10 Checking Employee

Search the employee information.

mploree =
Enplovss Hame é

Check
Enploree

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

5.3.11 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

Add dept
Delete dept

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



B Input Department Hame

Pleaze Input Department Mame:

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 Mame:

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 Are you sare to delste the sslected department?

] cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Remark: Right button menu:

| Select A1

@  Cancel Seletion

T Transfer Department
Copy Privilege

Add Emplores

Y €%

% | Modify Emploree
% | Delete Emploree

5.4 Record Management

o [0 @ ) zarion -)s Communication Nanagement Software ¥3.9.4 .= x
- Unit Managensnt  Recor. ision  Enplopees N Record U Disk i
= xport Format Text file (k. tat! ~ Employee Ho. Len, Ll
[ Becin Date 2H= 2001-11-08 - p Export Format Text file (%, txt) Enployee No. Length
xport Fisld o :Date/Tine:Terninal No.:Sta ~ Space swhol |Teb
EEI= 2011-11-09 + | Search Export
[ End date JE=l | Time format yyyymamdd Khimn:ss ~ Space symbol Length 1 et |
Becord Search Export Record
= All Groups
Groupl ||
Group2
Groupd e
Groupd E
Grouph
Ho. Name Date/Time Status Status Descripion  Terminal No' Device ID Device Name Dept Position ‘Work Code  |dentification




5.4.1 Record Search

[ fegin Date Fri 12/17/2010 - @
M End date Fri 12/17/2010  ~| Search
record

Record Search

Set the Begin Date and End Date as follows:

S MTH¥TTF S
1 2 3 4
5 6B T & 91011
12 13 14 15 16[17]18
1920 21 22 23 24 25
6 BT 28 20 30 3L
Today
Click the button [Search record] to search the record.
Ma. Mame Date/Time Status Status Description  Unit Ma. Unit /M
» 374 Peter 3/20/2009 10: 2810 4M | In 1 300
386 Jack 372072009 10:28:31 AM | In 1 300
387 tay 3/20/2003 10:28:34 AM | I 1 300
5.4.2 Export Record
Set the export format, export file and time format.
Txport Format Text filelk. txt] ~ Emploree Wo. Length B
Export Field Fo. Date/Tine;lnit No Status - oo epate | =
Tims formst 7wy mn—dd Rhimmiss - Space symbel Length | S

Export Record

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

Text o (k. txt)
C3V file (k. csv)
Excel file (*.x1s)

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

[Hame
[#]Date/Time
[#]Unit He.
[Junit name
[¥]5tatus
[Jstatus Hame
[JDepartment
[JFosition

Time format: 4 optional formats

yryy—mm—dd hhomm:ss
w¥yy—m—d hhimm:ss
wy—mn—dd hhimm:ss

b

14k
¥¥Y

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

',:/ Eecords have been exported to ” E:iTest\Report\KQ-Rep. txt "

Click the button [OK] to confirm.

5.5 U disk management program *

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



Read the attendance record from USB flash driver, must make sure all data store under G:\00000001 folder in
the USB flash driver first. [G]: The driver letter of the USB flash driver; [00000001]: is the terminal device ID.

The shows as following:

r-:) [ @ 1 Enetizn s Communication Nanagement Software V3.9.4 = x
Unit Menagement  Record Supervision  Employees Record U Disk

D 8 @

P Find U Disk | Besd Records Bestors Emploves Backup Employes
from U Disk from U Disk to U Disk
U Disk Menagement

=1- Al Graups
roupl ]
roup2

a0k

207111103 14: 230811 [1]0pen the door via software suscesshulld

| 0% =

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

The facepass terminal only with “Read Records from the U flash disk” function.

Restore Employee from U Disk: click [Restore Employee from U Disk] button, the system will export the
employee information data to local database and fingerprint template to root index “Template” folder.

Prompt: If the local database has had this record aleady, the system will prompt “record repeated”.

Backup Employee to U Disk: The database of the existing employee information and fingerprint template,
backup to U plate

5.6 System settings

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

| Basic Parameter Setting
4 Tk state Setting
L@ Timing Downloading Record
=
“U’ Nanagement F¥ setting
'_'I’I'i Datsbase Llinking setting

‘2 Exit system
~

5.6.1 Basic parameter settings

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



Basic Parameter Setting E‘
Basic Parameter

Com Por Commuricalion delay time(1-5) Seconds ?

Network Communication delay time([1-20] 5econds 5

[~ Carmmuni led, automaticaly exit cunient operation

[~ InRealime Monitoring, vaice prompts "Department Name'*

[™ Clear the data after downloading

ok | LCancel ‘

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.

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

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

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

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

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

D
. Pleaze sort it in azcending arder,
Statuz value  Swmbol Status Descriprion
» I In
10 Out
22 2
332 2
44 4
55 5
BE [
77 7
ae 2
99 El
1010 1o
1 1
1212 12
1212 12
1414 14
1618 15
Upload to 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.

5.6.3 Timing Downloading Record

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

Timing Downloading Record

[~ Fiun Timing Bowriaating Fecard

Downloading Time: |

Tine, [00:00 == Add Delete Time
oK Cancel

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

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

Click the button [OK] to save the setting.



5.6.4 Management PWD Setting

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

=lndify management password

0ld Prud: ‘

Mew Pred: ‘

Comfirm P ‘

Ok LCancel

[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

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

'{J Confirmation failed please enter the mew password again!
A

Click [OK] button to input confirm password again.

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

System prompt

5.6.5 Database linking setting

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

E) Data Link Properties @

Provider | Connection | Advanced || All
Specify the fallowing to connect to Access data;

1 Selecta

2. Enter infarmation to 0g on to the database:

Username:  |kdmin
Blank password  [] Allow saving password
Test Conneclion
[ aK | [ Cancel ] [ Help ]

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

in [2. Enter information to log on to the database]. After completed, click [Test connection] to test the connection
correctness of the database and system prompts:



\_',:J Datsbass cormecting successful, plasse restart the softwars]

5.6.6 Exit system

Click [Exit system]. It prompts:

Please confirm...

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

5.7 User interface configuration

5.7.1 Interface skin color

Shift the skin color by press the button [©@<].The style is Windows XP system style.
5.7.2 Change the software language
Choose the language in the option [ == V.

5.7.3 Set quick access button

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

“1 . 4 English k] Time and Attendance Communication Program ¥1.63 o X
=4 L Management | Keesrd S
= @ Q u M & ﬁ 3;:
tH l di fy Y ‘ Symeks || mla R "p-).‘ntl Clawr Buebp  Ravums
T A J ras Al racer recerd [‘:1 [-D\o 1%

ruun. lunignn

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

) [ 5 Euchich @ Program V1.63 = X
;
| Uit Munagement | Eecord Supes
y . -
oaEs O N E @ &
Add Medify Dalats | Symebranive Downlosd  Downlasd  Clear | THE Te—
Unie i Wain L1t B 4 wll serd erd Eaplorsss  Eapl
nt

Terminal Bansguant

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

“1), . ! English r \S :l = ,r:“, f\ﬁ A\\:ndmcc Communication Program ¥1.63 2 X
L Managrmsnt | Record SOPRPYTSTI—BeyTOre |rlmmm—nm 4 Wanngument
o @ Q u 4 ) ] Y & @
2 @ W0 Da e &
Mi Wadify Dalste | Spusbwamive Initisline | Tersina lKi . Time zane/ Dewslond  Dowslasd  Clewr Faslep Rerme
e saw racerd Al racord  race Baglorsss  Enplovass
n inal anagnen i o anagensnt

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



