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D Series

Casovy a dochazkovy systém se snimanim otisk( prstd

Softwarovy pruvodce
V1.1

Vyrobce si vyhrazuje pravo zmeén bez predchoziho upozornéni v tomto navodu.
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1 Instalace systému

1.1 Prostfedi

Hardwarové pozadavky:

Pentium Il 266 a vy$Si; Pentium 111 500 a vy$Si - doporuceno;
RAM 128MB a vice; Min 100MB paméti na HDD;

COM (USB Port);

CD-ROM (CD-ROM pro instalaci);

Podpora VGA (min rozliseni 800*600);

Operacni systém:

Microsoft Windows 2000/XP (doporuceno);
Microsoft Windows Vista;

Microsoft Windows 7;

1.2 Postup instalace:
VloZte disk oznac¢eny T&A do mechaniky CD-ROM. Disk se automaticky nacte a spusti instalaci programu. Pokud ke spusténi nedojde,
spustte ru¢né soubor setup.exe v kofrenovém adresafi.

5 Fingerprint T&A Nanagement System X

‘Welcome to Fingerprint T44 Management System Setup
program. This program will install Fingerprint T&A Management
System on your computer

It stiongly recommended that you exit all Windows programs
before unning this Setup Program

Click Cancel to quit Setup and close any programs you have
8l tunning Click Next to continue with the Setup program

WARNING: This program s protected by copyright law and
intemnational treaties.

Setup willinstall Fingesprint T4A Management System in the following foldes

To instal into & different folder, click Browse, and select another folder.

\s‘wmdwwmlbu\rwlal Fingespiint T4 Management System by clicking Cancel to et
etup.

‘You are now ready to install Fingerprint T4A Management System.
Click. the Next button to begin the installation of the Back button to reenter the installation
information.

Klikpéte na tlacitko [Browse...] pro volbu cesty.

Destination Folder
Char

Unauthorized reproduction of distribution of this program, or any
paition of i, may result in severe civi and criminal penalties, and
will be prosecuted to the maximum extent possible under law.

Kliknéte na tlacitkio [Next>]

(EF=) el

TéA Installation Guide

TaA Installation Guide

Cancel |

Kliknéte na tlaCitko [Next>]

Next>]

Fingerprint TéA Nanagement System 52 Fingerprint TéA Nanagement System

Fingerprnt T4A Management System has been successfully
installed

Click the Finish button to exit this installation.

& )

Copying fe:
CAAIIDIsk exe

Time Remaining O minutes 0 seconds

se Installation Yizard

Kliknéte na tlaCitko [Finish] pro
W= néeni operace.




2 Operace

Kliknéte 2x na ikonu [E], nebo spustte program pro spravu dochazky - [Start]-[All Programs]-[Fingerprint T&A Management System].
Zobrazi se hlavni okno:

E Anviz T&A Nanagement System ¥2.5.1 =Erx
2011-05 AT Employee:

2 7 Mame:

Dept.:

Aktugini datum .

15:51:12 '

Podget zaméstnanctli — Total (celkem), Passed (pfitomni) Stav spojeni
Kliknéte na tlacitko [Function>>]:

B Function Hanagement -

E mplayee Information | Basic Config | Comm Management | &bnomal Téd | Téé Management |

Department List: Employee List:
ﬁ All ﬂ|EmponeeID |Name | Employee D
M ame
Gender M
Tel
Type -
A
Mo Picture
Add
[ Export ] [ Impaort
Add




2.1 Sprava oddéleni
2.1.1 Pfidani oddéleni

B Anviz T&A Nanagement System V2.5.1 -8 X
2011-05 T Employee:
2 7 -
Dept.:
Fri. .
ime:
15:51:12
Total0 Passed:0 Not Connective 7{"’?1‘0"7517 1 }Fliknéte na tlaél’tko [FUI’]CtIOﬂ]
B Function Hanagement X

Employes Information | Basic Config | Comm Management | Abnormal Téa, | Tt Management

Department List: Employee List:
;i H i Employee ID|Name “ | Employes ID 2101
)
> - 1 P King JI
2. Zvolte polozku [Egad office] s iz Name King in
48 Fi0 Gender e
a8 HR

Tel

B3 Add Department

p.easeen.eW4. VloZte nazev ndvého oddéleni.
|

[ QQK)) ] Cancle

e

5. Kliknéte na tlaéitko [OK] pro ulozeni.

-

[ Add | [ Deete | [ Save |
[ Export ][ Import ] [ View ]
[ Delete Employee From Terminal J

<>

3. Kliknéte na tlacitko [Add]

Poznamka: Kliknéte 2x na polozku [Head office] pro kontrolu pfidaného oddéleni po prvnim pfidani.
Systém podporuje pouze pfidavani oddéleni pouze pod [Head office] - vedeni.



2.1.2 Modifikace oddéleni

2. Zvolte Oddi

kliknuti na tut

B Anviz T&A Nanagement System V2.5.1 -0 X

2011-05 : 3 Employee:

i

B Function Nanagement

Name:

Dept.:

15:561:12

Employee Information | Basic Config | Comm Management | Abnormal T84 | TéA Management |

Department List: Employee List:
m Head office IEmponeeIDlName |
28 A ﬂ Employee ID
Name
Gender
Tel
Type
leni, které ma byt modifikovano. Po
polozku je mozné provadét upravy.
No Picture

3. Kliknéte na jiné misto v prostredi
nebo stisknéte tlaCitko [Enter] pro
ulozeni. Add

1. Kliknéte ng

X

L Export JL Import J L View

=

tlacitko [Function]



2.1.3 Smazani oddéleni

2. Vyberte
chcete sma3

B Anviz T&A Nanagement System ¥2.5.1 -0 X
2011-05 T Employee:
2 7 Name:
Dept.:
755 1, Kliknéte n&
15:51:12
Total0 Passed:0 Not Connective lm.
. ——

B Function Nanagement

‘Employee Information | Basic Config | Comm Management | Abnoimal T&4 | TéA Management |

Department List: Employee List:
@ Head office IEmponee ID|Name | Empl D
a8 At !] i
a8 Rta Name
g PLD
CAEED Gender e
48 HR
v ’ s Tel
pddéleni, které 2
zat. Type v

Please confirm...

? ) Are you sure to delete the selected department?

(D) [ Conce ]

No Picture

4. Kliknéte na tlacgitko

Add

I

[ Export Import ] [ View ]

o

EeAdds (EDdos)

Vystraha: PoloZku [Head office] neni
mozné smazat.

3. Kliknéte na tlacCitko [Delete]

tlacitko [Function]

[OK] pro potvrzeni.



2.2 Informace o zaméstnanci
2.2.1 Pridani nového zaméstnance

© Anviz T&A Nanagement System ¥2.5.1 _0 X
2011-05 o B Employee:
2 7 Name:
Dept
Fri.

wd. Kliknéte pa tlaCitko [Function]

15:51:12
Total0 Passed:0 Not Connective ‘@.
e
—
B Function Nanagement X

Employee Information | Basic Canfig | Comm Management | Abnormal TéA | T84 Management |

Department List: Employee List:
i Head office |Employee ID|N | |
& A&D !l mployee ame Emp|°yee|o
a8 Ria Name
i,' P&D
"’ﬂ) Gend = i 1 e 5
HR P 4. Vlozte informace o zaméstnanci
5 = e Tel
2. Vyberte oddéleni, do kterého e
bude novy zaméstnanec patfit. 1ipe

6. Kjknéte na tlacitko [Save] pro uloZeni. i
No Picture :L:"{
3. Klifnéte na tlagitko [Add] .0, Vyberte fotografii zaméstnance
' va kliknéte na polozku [Save] pro pridani.
(D) e _— || =
Bt et e || 2 T S o)

Poznamka: ID zaméstnance [Employee ID] je jedine¢né Cislo, které nemuze byt duplicitni a jehoz prvnim znakem nesmi byt [0];



2.2.2 Modifikace informaci o zaméstnanci

B Anviz T&A Nanagement System V2.5.1 -0 X

2011-05 = Employee:
2 7 Name:

Dept.:

& e 1. Kliknétg na tlacitko [Function]
15:51:12
Total0 Passed:0 Not Connective ‘@’
®.m

B Function Nanagement

Employee Information }V Basic Config | Comm Management | Abnormal T3A | TeA Management |

Department List: Employee List:
# Employee ID| Name ~  [Employes1p 8161
4 4D ' KingJin
g Ez‘g 8108 Lizzy Name
§ e 2. Vyberte zaméstnaiice, jehoz”
informace chcetg modiikovat
Type Administiator v

3. Provedte editagi informaci

No Picture

(Ga#. Kliknéte na tlagitko [Save] pro ulozeni.
L Export JL Import J L View J

Add Delete Employee From Terminal ]

Poznamka: Fotografie zaméstnance je mozné vybirat nebo mazat kliknutim na polozky [View] a [Clear].



2.2.3 Smazani zaméstnance

B Anviz T&A Nanagement System ¥2.5.1 -0 X
2011-05 o B Employee:
2 7 Name:
Dept.:
Fit e 1. Kliknétg na tlacitko [Function]
15:51:12
Total0 Passed:0 Not Connective ‘m.

B Function Nanagement X
Employeelnlormation{ BasicConlig{ ComanagemerﬂAbnoude&Ai T&AMmagemenﬁ
Department List: Employee List:

Head office - 8306
@ a8 AtD Employee 1D

48 RiA 8108 Lizzy Name Jone Tang

48 Pi0 8306 [ Jone Tang o —

48 FiD Gender Female

38 HR =

2. Vyberte zaméstnance, kférého
chcete smazat Type User ¥
Please confirm...
3/ Are you sure to delete the selected employee?
o) e )
—
3. Kliknéte na tlacgitko [Delete] 4. Kliknéte na tlacitko [OK] pro potvrzeni.
Add ( Delete 2 Save
Export Import View
Add [ Delete Employee From Teminal |

Poznamka: Provedenim této akce dojde také ke smazani zaznami o dochazce a zaznamu o pozadavcich na odchod (propustka,
dovolena, atd.).



2.2.4 Transfer zaméstnancu

B Anviz T&A Nanagement System V2.5.1 -0 X

2011-05 : 3 Employee:

2 7 Name:
Dept.:
Fri.
15:51:12
Total0 Passed:0 Not Connective l@m

B Function Nanagement

_Employee Information | Basic Config | Comm Management | Abnormal T4 | TéA Management |

Department List: Employee List:

) Head office Employee ID|Name Emplovee ID 5108
mployee
&8 Admin Dept Hﬁ
Select All Ctrl+i Lizzy

&& R&LD Center Name

& Production Center Reverse Selection Ctrl+X

| e binin Tt
R&D Center
Financial Center R
HR

zobrazi se podnabidka oddéleni.
3. Zvolte zaméstnance, které chcete
pfesunout na jiné oddéleni.

Mo Picture

Export Import View

Add Delete

e L. Kliknéte na tlacitko [Function]

2. Zvolte zaméstnance, potom Kliknété na pravg tlacitko mysi —



2.3 Export dat zaméstnance
Ulozeni dat zaméstnance do Excelového souboru.

B Anviz T&A Nanagement System V2.5.1 -0 X

2011-05 : 3 Employee:
Fri.

Name:

Dept.:

e 1. Kliknéte na tlaCitko [Function]

15:51:12

Total0 Passed:0 Not Connective ‘m.
e

B Function Nanagement

Department List:

Saven: | <e» working (D) Y «BcB

B Head ofice * EmplogesD §
&8 Admin Dept 8101 |King Jin I Le)
&8 R&D C‘enler 3108;.“225,' Name 3 ot ? The record has been exported to file ” E:\Att\Employee info.xls “.
&8 Production Center 8306|Jone Tang

&8 Financial Center

Gender 7
8 A =1 8 QLD

2. Vyberte zaznamy o ™1 ™ 4. zvolte cestu pro ulozeni, /

zaméstnanci, které maji byt  Twe = zadejte nazev souboru
exportovany. “™* akliknéte na polozku [Save] | Kiiknéte na tlagitko [OK] pro potvrzeni.
8
My Computer
Fie game User infor v
My Netwok  Save astype Microsoft Excel Files (*xis) - ‘/DD userinfor 1214.xIs [Compatibility Mode] - Microsoft Excel Viewe IO
- Home @ - = x
No Picture = = 5 . = =
o Ed = @E B
Open Quick Print Copy Find Go Page Print Switch
Print Preview To || Setup Area~ | Windows~
- Office Document Edit = = Page Setup Wlnqayv )
T ‘ S A B 7D D E F J K
‘ ‘3. K};};ngﬁee:mgtlasxﬂ@ [Export] I Saferl0 e
[Z Export Z] Import View 3 8,108 Lizzy

Add [ Delete Employee From Teminal | 5
;
9
10
11
12
13
14
4 4 » »| staffer Information !
Ready | ‘@;-

10



2.4 Import dat zaméstnance
Pfenos dat zaméstnance z excelového souboru do systému.

B Anviz T&A Nanagement System ¥2.5.1 -0 X

2011-05 T Employee:
Fri.

Name:

Dept

L. Kliknéte ha tlacitko [Function]

15:51:12

Total0 Passed:0 Not Connective @‘

e

B Function Hanagement

Employee Information | Basic Config  Comm Management | Abnomal T84 | TéA Management |

Department List: Employee List:
i ga:;r:lfii:e[)ept “ Employee 1D 5107
g sas;o ?enkecl n 8108 Lizzy Name KingJin
rodguction Lenter
S8 Financial Center 8305} Jone Tang Gender
HR
& Tel (T
Type Administiatol B A Total employees:3 ; Imported successful:3 .
.
=/
we=seel 3 Zvolte soubor s daty CIxD)
gt zameéstnance a kliknéte
wemse | na polozku [Open o é 5 .
_ P [Open] 4. Kliknéte na tlacitko [OK] pro potvrzeni.
“e Fie name Userinfo. xls -
No Picture My Network  Files of type Microsoft Excel Files (¢ x15) -
[%%kglkné;g fna tlacitko [ImpOIIt]
! ' Export S Impcul 2 View
L Delete Employee From Terminal J

Poznamka: Data v excelovém souboru maji fixovany format: V prvnim fadku jsou informacni pole, 2. fadek obsahuje data zaméstnance. Viz
exportovany format souboru.

11



2.5 Vymazani zaméstnance z terminalu

Data zaméstnance budou selektovana a nasledné smazana z dochazkového terminalu

B Anviz T&A Nanagement System V2.5.1 -0 X

2011-05 o

i

15:51:12

Total0 Passed:0 Not Connective

Employee:
Name:

Dept.:
L. Kliknéte pa tlaCitko [Function]

B Function Nanagement

'Employee Information | Basic Config | Comm Management | Abnarmal T4 | TéA Management |

Department List: Employee List:
@ g’a:d'::i:enept “  Employee ID 101
g 2&1;0 E_emecr : 8108 Lizzy Name KingJin
roduction Center
&8 Financial Center S o Torg Gender v
&8 HR
2. Zvolte zaméstnance ™
Type Administrator v
Are you sure to delete the selected employees?
g oK ) Cancle
Pi v v 7 ,
£"Kiiknété na tlacitko [OK] pro potvrzeni.
[ Add ] [ Delete ] [ Save ]
- < L Export J_L Import J L View J
[ Ak | (C Delete Employes From Temminal )

3. KIIKNEte na tlacitko

[DeleteEmployee From Terminal]

12



3 Zakladni konfigurace

Slouzi pro nastaveni parametrt systému a vypocet pracovni doby zameéstnance.

B Anviz T&A Nanagement System ¥2.5.1

2011-05

i

15:51:12

Total0 Passed:0 Not Connective

B Function Nanagement

Employee Infarmation @. Comm Management | T&A Abnormal ‘ T&A Management

‘Work Day

vMen  2.12v0lte polezku [Basic Gonfig]

Sun
‘Work Time
On duty1 0300 Off dutyt 1730
On duty2 —— Off duty2 ——
Stat Rule

Minutes calculated as a day work time

Minutes after On duty calculated as late

Minutes before Off duty calculated as early
Minutes calculated as late if no clock-in
Minutes calculated as early if no clock-out

V| Minutes after OFf duty calculated as overtime

v|'Work time in day off calculated as overtime

Login Password

Work long 430
Work long 0

480

60

13



3.1 Nastaveni zakladnich parametr(

3. Nastavte zakladni parametry,
[Work Day] — pracovni den,
[Work Time] — pracovni doba a
[Stat Rule] — staticka pravidla.

B Anviz T&A Nanagement System ¥2.5.1

2011-05

i

15:561:12

Total0 Passed:0 Not Connective

Employee:
Name:

Dept.:

1. Kliknéte

na tlacitko [Function]

B Function Nanagement!

Employee Infarmation ( Basic Canfig | Comm Manap I
‘Work Day
V|Mon. VI Tue V/'wed V| Thu,

Bat Sun.
‘Work Time
On duty1 0300 Off dutyt 1730

|~ On duty2 —— Off duty2 ——

Stat Rule

Minutes calculated as a day work time

Minutes after On duty calculated as late

Minutes before Off duty calculated as early
Minutes calculated as late if no clock-in
Minutes calculated as early if no clock-out

V| Minutes after Off duty calculated as overtime

V|'Work time in day off calculated as overtime

T84 Abnomal | T

?AM|

V| Fii.

Work long 480
Work long 0

480

te na tlacitko [Save] pro ulozeni.

14



3.2 Nastaveni svatku

2011-05 ' Employee:
2 7 Name:
Dept.:
Fri.
15:51:12
Total0 Passed:0 Not Connective (@M

B Function Hanagement

Employee Information(| Basi

Working Day = :

2. Zvelte polozku [BasiC #1h
Canfig] risun

‘Working Time
On duty1 0300 Oif duy1 1730
On duty?2 —— Off duty2 ——
Stat Rule

Minutes one workday included
Minutes after On duty calculated as late
Minutes before OFff duty calculated as early
Minutes calculated as late if no clock-in
Minutes calculated as leaving early if no clock-out
V| Minutes after Dff duty calculated as overtime

Vv Warking time on off day calculated as overtime

Login Password

an | Comm Management = Abnormal T&A | T&A Management |

V| Fii.

Q Hulicday Setup j)

3 Klikqn?;cger},g [Holiday
SetL{pj:ing Time 0

480

60

1. Kliknéte na tlacitko [Function]

B Holiday Setup

Haliday Information

Starting D ate 2011-01-30

Holiday Name Spring Festival

= Blens Al =

Huoliday M ame

Spring

Starting D ate Daps
2011-01-30

,doplnite [Starting Date] po¢ate¢ni datum.

na [Add] pro dokonceni.

Zvolte ze seznamu svatek a kliknéte

15



3.3 PfihlaSovaci heslo
Modifikace pfihlaSovaciho hesla.

2011-05 o B Employee:
Dept

Fii L. Kliknéte jna tlacitko

15:51:12 Fundtion
Total0 Passed:0 Not Connective ]

B Function NHanagement

Name:

Employee Information a.- Comm Management | Abnomal Thé | T4 Management
‘Working Day z .
2/évoltepelozkujBasic/Gonfig]vri
‘Working Time
On dutyt 03:00 Off dutgt 17:30 Working Time 480
On duty2 —— Off duty2 —— ‘Working Time 0
Stat Rule A Admin password modification successful!
Minut kday included 480 -
inutes one workday include: m
Minutes after On duty calculated as late 5
Minutes before Off duty calculated as early 5 [ aK ] [ Qanclf ] 4 5 s
Minutes calculated as late if no clock-in 0 \/ 5 ’ Kllknete na tIaC|tkO [O K] pro
5 " g y potvrzeni.
Minutes calculated as leaving early if no clock-out 0 4 Zad Bjte sve Sta re heS|O, nove heSIO a
V| Minutes after OFf duty calculated as overtime 60 pOtom \Ilknéte na p0|0iku [O K]
V|"Working time on off day calculated as overtime
3. Kliknéte na polozku [Login
LognPassward ) Password] [ seve |

16



4 Sprava komunikace

Zobrazeni zakladnich parametr
dochazkového terminalu.

Vstup do zakladniho nastaveni
komunikaénich parametru.

B Anviz T&A Nanagement System ¥2.5.1

2011-05 : 3 Employee:
2 7 Name:
Dept.:
Fri.

15:561:12

Total0 Passed:0 Not Connective m.

1..Kliknéte na

B Function Hanagement

Employee Information | Basic Wm@uw TéA | TeA Management

Terminal Information

Employess 178 Fingerprints 282 Serial Number |
Records 1188 New Records 0 Fimware Version ©1.11.00
Teminal Setup
Date Format mvddiy v [ | Auto Update Enable [7]
Time Format 24-hour Auto DI{0-250 minute) 10 W
Volume 5 Re-verify(0-250 mirute) 0 E;}]
Precision el Log Alert{0-5000) 100 E?j

[ Time Syncheonization || ClearRecords || Inialize Terminal || Disable the Admin |

Data Communication

@mad New Hemdﬂ@owrﬂoad Al HecmdsJL Backup Data \L Restore Data

Zobrazeni informaci o komunikaci

(=]
o

tlacCitko [Function]

17



5 Vyjimky (T&A Management — sprava ¢asu a dochazky)

Sprava dochazky zaméstnance (vyjimky) v€etné zapomenuti pfichodu, dovolené, pracovnich cest, atd.:
5.1 Zapomenuty pfichod (T&A Management)

3 Anviz T&A Nanagement System ¥2.5.1 -0 X

2011-05 T vy
2 7 _. Y_ Name:
\ ) < / Dept.:

Fri. ; . . .
15:51:12 .. Kliknéte ng tlacitko [Function]

Total0 Passed:0 Not Connective ‘@.
N __—

B Function Hanagement

ku [Abnormal T&A]

Employee Information \ Basic Config | Comm Manageméy Abnomal Tha

3. Zvolte [Dept] — oddéleni a [Empl@yee _
- zamés!tnaﬂf]:e el yDent] Head office ¥ Employee 8108  Lizzy -

Forgatten Management

4. Nastavte [T&A Time] a [Status], Tt T | 20110170 || 0600 o S fr——
kliknéte na polozku [Add] pro

Leave Management

L]pravu T&A Starting Time 20110110 08:00 Leave Type Business leave bt
Ending Time 2011-M10 | 17:00 Leave Reason
[ Search ] [ Leave Report ] Add 6 V

v ; ra : yberte ,Seznam
5' NaStthe cas OdChOdU, Zadejte |Department |Emp|c-yee|D|Name |SlallingTime |EndingTime OdChOdloJ Zaméstnance“ a
duvod, kliknéte na polozku [Add] o| X o o
: IKnete na elete ro
upravu. RRAIRA [ . ] P

Smazanl zaznamu.
Seznam odchodl zaméstnance
4 »
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5.1.1 Report odchodl
Zobrazeni odchodi zaméstnance.

B Anviz T&A Nanagement System V2.5.1 -0 X

2011-05 : 3 Employee:

27

Name:

Dept.:
1. Kliknéte ng tlacitko [Function]

15:51:12

Total0 Passed:0 Not Connective m‘
—

u [Abnormal T&A]

B Function Hanagement

Emphyeelnfulmatinn\ Basic Config | Comm Managemégt |

3. Zvolte [Dept] — oddéleni a [Employee] | opept Headoffice T Employes Al -

- zaméstnan
amestnance Forgotten Management fuc GHS A X :
TaA Time 20110110 = 08:00 Status On duty -

Empl s Away on BusinessjlLeave Report
Leave Management

Starting Time 2011-01-10 ~ 08:00 Jick leave Towe Bare [P Rewon

Leayg Tupe > | el Hae
4. Vyberte ¢as odchodu | endngTine 20110114 v 1700 6. Klikhéte na polozku [LpayE S T K

Leave Reasgn 6108 N MI2B0000 20N GIIT0000 | Sick beave

[ Search D[ @eave Hepmmpro ZOb razen I’ repomlﬂe I

ARG A0

5. Klik kpﬂoﬁ&ﬂp MName \lmﬂme |Ending Time [Leave| «
: netena King Jin 2011-0111 08:00:00  2011-0111217:00:00  Busine:
p0|0 k [Seamh},- 2011-01-1208:00:00  2011-01-1317:00:00  Sick le.
pro Yyhledani

zazrnpmu.

-
e

Fage 11 ]




6 T&A Management — sprava Casu a dochazky

Vypocet dochazky zaméstnance v urcitém ¢asovém obdobi.
6.1 Kontrola zaznam( ¢asu a dochazky

B Anviz T&A Nanagement System ¥2.5.1

2011-05
Fri.

Total0 Passed:0

15:51:12

Not Connective

ol
X

1

Employee:
Name:

Dept.:
4. Kliknéte na tlacCitko [Function]

B Function Nanagement

3. Zvolte poloZky [Dept] a [Employeg], esdafice

Report
4. Zvolte Casovy rozs

0 Hime Range 2011-01-01 ~ - 201101110 ~

7Enpbyeelnfotmaﬁon[ Basic Conlfig | CmanapementEAbmtde

-

Employee Al

S~————
v

Zvplte polozku [T&A Management]

Daily Repent

(

Mﬁmml Report )][ Export to Excel JLClea Obsolete Data J

Employee IDI Name

F Proview

| Duty ctual

-

IAbsent

o GES B X 8101 KingJin 6 to: GEHS® A X
8108 Lizzy 6
8306 Jone Tang 6
Employee Daily T&A Report Employee T&A General Report
AN e 2Nman
Cngloyes 10: 9101 Nate:  KrgJin [ Adman Dept 20110101 10 20110110 l [ | [ | [ |Dume" |
Dy Actusl Aserd Lale Eady Overtere Lom-!" Leave  |Work Tene
Tenetabie) Ttz | Lo | Eoty | Overtme | Abseoce | MO0 | exception . . . . l =
o x e Ten 5 [ Oay | Daw | Da | Twws | Tews | How | How | How | How
e B . T&A records list (zdznamy o dochazce a i Dot
210101 | 0000 v B0 | Kegdin | 5] 3| | | | | | | [
anma Casu) WE | bew | | il 7| [ | | | | =
2110103 | 000 | 173 8 HR
20110104 | 0000 | 1736 8 BE | Jomlag | 5] | 5] | | | | |
2010105 | 085 | 173 3 )
2110106 | 0% | 173 8
00007 | 8% | 7% s
N\!Ql@
2010008
2110110 | 0% | 7% 0 -
Touk « >
mﬁt ﬂ | u»‘-uﬂu | munt-lo .| -
_ Abssrdaf0 [ 1 Eblavebanfo ] 2 Lewebanfo ] | :
5 H
Pogn 173 J 2| Page1fl I | al
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6.2 Export do excelového formatu

B Anviz T&A Nanagement System V2.5.1 -0 X
2011-05 o B Employee:
2 7 . : Name:
Dept.:
Fri.

1..Kliknéte na tlacitko [Function]

15:51:12

Total0 Passed:0 Not Connective lm.
SS——

plte polozku [T&A Management]

B Function Nanagement

Enpbyeelnfotmaﬁoni BasicCodig\' ConranagementiAbnotde

3. Zvolte poloZky [Dept] a [Employeg), esdafice -

Employee Al 26

w1010 B B @ 5. Kliknéte na tlagitko [Stat.] pro vypocet

Report
4. Zvolte ¢asovy rozsjHm Ranee

L Daily Report JL General Report J(Expomo&'nceé 5 CleansoleleDataJ

8101 KingJin
8108 Lizzy
8306 Jone Tang

Prompt

\?/ The record has been exported to file “ E:‘\Att\Employeeinfo.xls “.
] wi}r‘ 8. Kliknéte na ftlacitko [OK] pro potvrzeni
. File pame: User infor v Save
MyNetwok  Saveastpe: | Microsoft Excel Files (“xls) v

7. Zvolte cestu pro ulozeni
vyexportovaného souboru, vlozte jeho
nazev a kliknéte na polozku [Save]
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6.3 Smazani starych (nepotifebnych dat)

4. Zvolte hrar

B Anviz T&A Nanagement System ¥2.5.1 -0 X

2011-05 o B Employee:

2 7 Name:

Dept
Fri. . v s .
me 1. Klikn@te na tlaCitko [Function
15:51:12 [ ]
Total0 Passed:0 Not Connective ‘@.
B Function Hanagement ww

Employee Information | Basic Config | Comm Management = Abnormal T4 | T&AManagemerﬂ 2 VOlte pOIOZkU [T&A Management]

Dept. Head office - Al -

T
Report
Time Range 20110101~ - 20110110 =

100%

[ Daily Report ][ General Report ][ Export to Excel ][ Clear Obsolete Data ]

Crplee DlNare 0wy _Jpowd et = 3| Kliknéte na tlagitko [Clear Obsolete Data]
8108 Lizzy & ®
e e e estladitko [OK] pro potvrzeni

Select the Deadiine

s L e <
ici pro hezani __ gmon . @» Closs

\?/ Are you sure to delete?

[ Cancel ]

? ) Clear the obsolete data successful.

6. Kliknéte na tlacitko [OK]

7. Kliknéte na tlacitko [OK] pro potvrzeni
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PFilohal Slovnik pojm

[Basic Config] — Zakladni konfigurace:

[How many minutes a workday to be calculated — po€et minut pracovni doby]: Platna pracovni doba je doba v rozmezi od okamZiku 1
(On duty — za€atek normalni pracovni doby) do okamziku 2 (Off duty — konec normalni pracovni doby). Defaultni (pfednastavena) hodnota
pro platny pracovni den je 480 minut (8 hodin). Méjte na paméti, ze se vypocet provadi v minutach.

[Minutes after on duty time is calculated as late — minuty po za¢atku normalni pracovni doby se pocitaji jako pozdni pfichod]: Vypocet
je provadén v minutach. Tato volba je efektivni po platném nastaveni pracovni doby. Pfiklad: Pokud je zacatek normalni pracovni doby
nastaven v rozvrhu na 09:00 a je nastavena tolerance pro pozdni pfichod 5 minut, potom oznaceni pfichodu po 09:05 bude povazovano za
pozdni pfichod (coming late). Cas opozdéni bude potom vypoéitan od zakladniho asu pro pfichod (09:00). Pokud si tedy zamé&stnanec
oznaci pfichod v 09:08, bude mu zapocitano opozdéni o 8 minut.

[Minutes before off duty time calculated as leaving early — minuty pfed koncem normailni pracovni doby jsou zapocitavany jako
pred&asny odchod]: Vypocet je provadén v minutach. Tato volba je efektivni po plathném nastaveni pracovni doby. Pfiklad: Pokud je konec
normalni pracovni doby nastaven v rozvrhu na 17:00, je nastavena tolerance pro pfed€asny odchod 5 minut, potom oznaceni odchodu pred
16:55 bude povaZzovano za predéasny odchod (leaving early). Cas predéasného odchodu bude potom vypoéitan od zakladniho &asu pro
odchod (17:00). Pokud si tedy zaméstnanec oznaci odchod v 16:52, bude mu zapoditan pfed€asny odchod o 8 minut.

[Handle no clock in when on duty — sprava pfi neoznaceni pfichodu na zaatku normalni pracovni doby]: Pokud je zvoleno nastaveni
“minutes calculated as coming late if no clock in”, budou minuty pfi neoznaceni pfichodu povaZzovany za pozdni pfichod. Pokud tato volba
nastavena neni, budou tyto minuty povazovany za absenci.

[Handle no clock out when off duty - sprava pfi neoznaceni odchodu na konci normalni pracovni doby]: Pokud je zvoleno nastaveni
“minutes calculated as leaving early if no clock out”, budou minuty pfi neoznaceni odchodu povazovany za pfed€asny odchod. Pokud tato
volba nastavena neni, budou tyto minuty povazovany za absenci.

[Minutes after off duty time calculated as overtime work — minuty po zkon€eni normalni pracovni doby jsou zapocitavany jako prace
prescas]: Vypocet je provadén v minutach. Tato volba je efektivni po platném nastaveni pracovni doby. Pfiklad: Pokud je v tomto parametru
nastaveno 60 minut a konec normalni pracovni doby je v 17:00, potom bude oznaceni odchodu po 18:00 povazovano za praci prescas.
Pokud si tento zaméstnanec oznaci odchod v 18:20, potom bude do pfes€asovych minut zapocitano 80 minut.

[Work time in rest day calculated as overtime — pfitomnost na pracovisti mimo normalni pracovni dobu je povazovana za praci prescas]:
Pokud je nastavena tato volba, je pfitomnost na pracovisti mimo normailni pracovni dobu povazovana za praci pfescas.
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[Comm Management] — komunikace s terminalem:
[Terminal Information]: Zobrazeni zakladnich informaci terminalu;

[Terminal Setup]---Nastaveni zakladnich parametri terminalu:
[Date Format]: Existuji 3 formaty pro zadavani datumu: rr-mm-dd, mm/dd/rr, dd/mm/rr.
[Time Format]: Existuji 2 formaty pro zadavani Casu: 24 hodin a 12 hodin;
[Volume]: Hlasitost pokynl z terminalu. Vychozi stupen je hlasitosti je 3.

[Matching Precision — poZadavek na pfesnost otisku]: Tfi stupné: [General - bézna], [Good - dobra] a [Accurate - pfesna]. Vychozi
hodnota nastaveni je ,Good" - dobra.

[Smart Updates]: Béhem otisku prstu a jeho ovérovani je pfedchozi vzor otisku s nizsi kvalitou automaticky nahrazen novym otiskem
o vySSi kvalité.

[Dormancy Time]: Doba necinnosti, po které pfechazi terminal do rezimu spanku. [No] znameni nikdy. Maximalni hodnota nastaveni
je 250 minut.

[Repeat Interval]: Doba pro opakovani oznaceni pfichodu/odchodu jednim zaméstnancem. [No] znamena bez limitu (bez ¢asu Re-
Verify), max. hodnota je 250 minut.

[Record Alarm Threshold Value]: Pokud je zbyvajici pamét’ v zafizeni mensi nez nastavena mez, terminal spusti alarm. 0-bez
alarmu, Maximalni nastavitelna hodnota je 5000 zaznamu. No-znamena, Ze je funkce vypnuta.

[Time Synchronization]: Synchronizace ¢asu terminalu s PC.
[Clear Records]: Smazani vSech zaznamul o dochazce z terminalu.
[Initialize Unit]: Jednotka bude uvedena do vychoziho nastaveni. Pozor, vS8echna ulozena data budou v terminalu smazana!
[Disable the Manager]: Smazani Administratora z terminalu.
[Download new Records]: Stazeni novych zaznamu o dochazce z terminalu.
[Download all Records]: Stazeni vSech zaznamu o dochazce z terminalu.
[Backup Data]: Stazeni informaci o zaméstnanci a vzoru jeho otiskt prsta do PC.

[Restore Data]: Obnoveni dat zaméstnance z pocitace do terminalu.
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Pfiloha 2 Format souboru pro export:

User.xls [Compatibility Mode] - Microsoft Excel Viewer
i Home |
SBQ Eh=mg B
Open Quick Print Copy Find Go Page Print Switch
Print Preview To Setup Area~ | Windows ~
Office Document Edit Page Setup Window

4] 1 B _ c ; D _ G
1 | 2010-11-01 to 2010-12-27 Employee T&A Report
Pl Department Employee ID Name Clocking Time
,3 R&A 8,108 Lizzy 2010-12-10 08:54:00
4 R&A 8,108 Lizzy 2010-12-10 18:04:00

5 R8A 8.108 Lizzy 2010-12-13 18:04:00
6 R&A 8,108 Lizzy 2010-12-14 18:04:00
7 |R&A 8.108 Lizzy 2010-12-15 18:04:00
§ |R&A 8,108 Lizzy 2010-12-16 18:04:00
9 R&A 8.108 Lizzy 2010-12-17 18:04:00
10 ‘R&A 8.108 Lizzy 2010-12-20 08:54:00
11 'R&A 8,108 Lizzy 2010-12-20 18:04:00

71_2 R&A 8,108 Lizzy 2010-12-21 08:54:00

13 R&A 8,108 Lizzy 2010-12-21 18:04:00

14 R&A 8,108 Lizzy 2010-12-22 08:54:00
15 R&A 8,108 Lizzy 2010-12-22 18:04:00
16 R&A 8,108 Lizzy 2010-12-23 08:54:00
17 |R&A 8.108 Lizzy 2010-12-23 18:04:00
18 R&A 8.108 Lizzy 2010-12-24 08:54:00
19 R&A 8,108 Lizzy 2010-12-24 18:04:00

20 R&A 8,108 Lizzy 2010-12-27 08:54:00

21

2|

2]

24|

25|

26|

27

28|

29

30

=40

32

33

34

35

36|

37 |

38

4 4 » »| TRA Report ~ Daily T&A Report -~ General Report ~ Asking for Leave Report [Tl
Ready |
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[Employee Daily T&A Report] - Denni report o dochazce zaméstnance:

‘Qﬂ, Userxls [Compatibility Mode] - Microsoft Excel Viewer - X

= | Home | @ - x
| ~ =k A

I L

Open Quick Print Copy Find Go Page Print Switch

Print Preview To Setup Area~ || Windows ~

! Office Document Edit Page Setup Window |
4| A , B —— D = F , G bl K N i

1 2010-11-01 to 2010-12-27 Employee Daily T&A Report

Employee ID Name Week Timetable1l Timetable2 Late Early Absent OverTime Work Time Description Leave Time

3 R&A 8,101 King JIn 2010-11-01 Mon. 0 0 8.00 0.00 0.00 0.00

4 R&A 8,101 King Jin 2010-11-02 Tue. 0 0 8.00 0.00 0.00 0.00
5 R&A 8,101 King Jin 2010-11-03 Wed. 0 0 8.00 0.00 0.00 0.00

6 [R&A 8,101 King JIn 2010-11-04 Thu. 0 0 8.00 0.00 0.00 0.00 =
7 R&A 8.101 King Jin 2010-11-05 Fri. 0 0 8.00 0.00 0.00 0.00
8 [R&A 8,101 King JIn 2010-11-06 Sat. 0 0 0.00 0.00 0.00 0.00
9 R&A 8,101 King JIn 2010-11-07 Sun. 0 0 0.00 0.00 0.00 0.00
10 R&A 8,101 King Jin 2010-11-08 Mon. 0 0 8.00 0.00 0.00 0.00

11 R&A 8,101 King Jin 2010-11-09 Tue. 0 0 8.00 0.00 0.00 0.00

12 R&A 8,101 King JIn 2010-11-10 Wed. 0 0 8.00 0.00 0.00 0.00
13 R&A 8,101 King JIn 2010-11-11 Thu. 0 0 8.00 0.00 0.00 0.00
14 R&A 8,101 King JIn 2010-11-12 Fri. 0 0 8.00 0.00 0.00 0.00
15 [R&A 8,101 King Jin 2010-11-13 Sat. 0 0 0.00 0.00 0.00 0.00
16 |R&A 8.101 King Jin 2010-11-14 Sun. 0 0 0.00 0.00 0.00 0.00

17 R&A 8.101 King JIn 2010-11-15 Mon. 0 0 8.00 0.00 0.00 0.00
18 |R&A 8,101 King Jin 2010-11-16 Tue. 0 0 8.00 0.00 0.00 0.00
19 R&A 8,101 King Jin 2010-11-17 Wed. 0 0 8.00 0.00 0.00 0.00
20 R&A 8,101 King Jin 2010-11-18 Thu. 0 0 8.00 0.00 0.00 0.00
21 R&A 8,101 King Jin 2010-11-19 Fri. 0 0 8.00 0.00 0.00 0.00

22 R&A 8,101 King JIn 2010-11-20 Sat. 0 0 0.00 0.00 0.00 0.00
23 R&A 8.101 King Jin 2010-11-21 Sun. 0 0 0.00 0.00 0.00 0.00
24 R&A 8,101 King JIn 2010-11-22 Mon. 0 0 8.00 0.00 0.00 0.00
25 R&A 8,101 King JIn 2010-11-23 Tue. 0 0 8.00 0.00 0.00 0.00
26 R&A 8,101 King Jin 2010-11-24 Wed. 0 0 8.00 0.00 0.00 0.00

27 R&A 8,101 King Jin 2010-11-25 Thu. 0 0 8.00 0.00 0.00 0.00

28 R&A 8,101 King JIn 2010-11-26 Fri. 0 0 8.00 0.00 0.00 0.00
29 R&A 8,101 King JIn 2010-11-27 Sat. 0 0 0.00 0.00 0.00 0.00
30 R&A 8,101 King JIn 2010-11-28 Sun. 0 0 0.00 0.00 0.00 0.00
31 R&A 8,101 King Jin 2010-11-29 Mon. 0 0 8.00 0.00 0.00 0.00
32 R&A 8.101 King Jin 2010-11-30 Tue. 0 0 8.00 0.00 0.00 0.00

33 R&A 8.101 King JIn 2010-12-01 Wed. 0 0 8.00 0.00 0.00 0.00
34 R&A 8,101 King Jin 2010-12-02 Thu. 0 0 8.00 0.00 0.00 0.00
35 R&A 8,101 King Jin 2010-12-03 Fri. 0 0 8.00 0.00 0.00 0.00
36 R&A 8,101 King Jin 2010-12-04 Sat. 0 0 0.00 0.00 0.00 0.00
37 R&A 8,101 King Jin 2010-12-05 Sun. 0 0 0.00 0.00 0.00 0.00

38 R&A 8,101 King Jin 2010-12-06 Mon. 0 0 8.00 0.00 0.00 0.00

W 4 > M| T&A Report | Daily TRA Report .~ General Report ~ Asking for Leave Report [

Ready |
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[Employee T&A General Report] - Pfehledovy report o dochazce zaméstnancl :

Userxls [Compatibility Mode] - Microsoft Excel Viewer

I@
ey
> | Home |

| X

g X

EX- Iy

SV

Open Quick  Print

Frint  Preview
Office Document

Copy Find Go

Page Print Switch

Ta Setup Area~ || Windows = |

Edit

Page Setup Window

P

1

A

B | c

D E | F G

2010-11-01 to 2010-12-27 Employee T&A General Report

Department

3 [R8A
L4

R&A

Employee 1D Name

8.101 King Jin
8.108 Lizzy

Duty Actual Absent Late
41.00 0.00 39.00
41.00 6.00 35.00

Early
0
0

OverTime Bus. Leave
0.00 16.00
0.00 0.00

Leave
0.00
6.00

Work Time
0.00
42.00

M4 4+ W[ TRAReport - Daiy T&A Report | General Report - Asking for Leave Report - [

Ready |
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[Employee Asking for Leave Report] Pfehledovy report o odchodech a nepfitomnosti zaméstnancu:

User.xls [Compatibility Mode] - Microsoft Excel Viewer - m X
| Home | @ e
- ) [m==L I
S8 A= @R =
Open Quick  Print Copy Find Go Page Print Switch
Frint  Preview || To || Setup Area~ || Windows ™ |
Office Document | Edit | pagesetup || Window | .
' A i B i c i D I E i F H
2010-11-01 to 2010-12-27 Employee Asking for Leave Report
Employee ID Begin Time End Time Description
8,101 King Jin 2010-12-08 08:00:00 2010-12-09 17:00:00 Business leave
8,108 Lizzy 2010-12-14 09:30:00 2010-12-14 15:30:00  Sick leave

M4 4 W[ TRAReport . Daiy TRA Report - General Report | Asking for Leave Report gy

Ready |
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