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1 Software Installation

1.1 Put the Installation CD into CD-ROM drive.

1.2 Browse the CD, and double click on file “Setup.exe”.

- E Attendance

Managzeme. . .
| S
1.3 The installation wizard will start, click “Next” to proceed.

i'él' Attendance Nanagement System Setup

Welcome to Attendance
Management System Setup
Wizard

The 5etup wWizard will install Atkendance Management
System on vour computer, Click Mext to continue or Cancel
ko exit the Setup \Wizard.

E.ul\_.l.ext:b q [ Cancel

1.4 Select installation path and then click “Next”.



i'-‘%l Attendance Hanagement System Setup

Select Installation Folder

This is the Folder where Attendance Management System will be installed.

Toinskall in this Folder, dick "Mext". To install to a different Folder, enter it below or click
"Browse",

Eolder:

|C:'|,Pru:ugrarn Files\attendance Management System! Browse, .,

[ < Barck ]uext:b i [ Cancel

1.5 Click “Next” to begin the installation.

i'-_%-" Attendance Nanagement System Setup

X)

Ready to Install
The Setup Wizard is ready ko beagin the Typical installation

Click. Install ko beqin the installation, I you want bo review or change any of your
installation settings, click Back. Click Cancel ko exit the wizard.

[ < Back ]| Tnskall || [ Cancel

1.6 The system will begin to install the program.



i'.g!;! Attendance Hanagement System Setup

Installing Attendance Management System

Please wait while the Setup Wizard installs Atkendance Management Swskem., This
may take several minutes.

Skakus: Publishing produck infarmation

| |

1.7  Click “Finish” to complete the installation.

i'g!;l Attendance Nanagement System Setup EI

Completing the Attendance
Management System Setup
Wizard

Click the Finish button to exit the Setup Wizard,

Einish




2 Login and Interface Preview

2.1 Login

2.1.1 Click in desktop to enter Software.

2.1.2 The default login account is “system”, and the password is blank (no
password).

% Account Isystem

Passwordl

o O | X Cancel |

2.2 Main Window

2.2.1 A: Menu Bar B: Shortcuts Bar

C: Current Login Account D: System Date/Time

H B e 5 8 B & [

f N

Date 2008-10-30 | Time [09:36:4




2.3 Child Window

2.3.1 Clicking items on Menu Bar or Shortcuts Bar will open the individual
child window.

Each child window will have there own Icon Bar.

| -statt Infommation ESREN
J +ﬁﬁldd -!]]elete /!Modif}' DS&VE xl:smr_'el| [|I:lose

Click here to select Dept. M
[ Show sub-Department Find I ;

[~ Show Resigned Staff

——

Hame | Staff Wo. |

lcon Bar

Select]

Account: 0O /

|_B_ciast Shift Sohadule VA

=6 ﬁ
J TiAd New 3iBatch Scheduling *iDelete [SModify | [$]Refresh | []Close

mick here to zelect Dept. LI MI

I~ Show sub-Department Find I

[~ Include resigned staff

Hame | Staff Wo. |

heeount: 0 View Shift Detail




3 Software Operation Guide

Time Attendance System is designed for collecting staff clock in/out records.
The collected data will be processed in order to generate required attendance
report. The followings are procedures for different tasks and their
corresponding sections in this manual.

3.1 First Time Run
3.1.1 Setup device connection (Section 4)
3.1.2 Setup device clock (Section 9.1)
3.1.3 Configure analysis parameters (Section 17.1)
3.1.4 Add department (Section 5.1)
3.2  Check Staff In/Out Records
3.2.1 Add staff account (Section 6.1)
3.2.2 Match staffs fingerprint (Section 7.1)
3.2.3 Download in/out records (Section 8.1)
3.2.4 View records (Section 8.3)
3.3 View Attendance Report
3.3.1 Input public holiday (Section 10.1 and 10.2)
3.3.2 Allot holiday to staffs (Section 10.3)
3.3.3 Create shift (Section 11.1)
3.3.4 Create shift pattern (Section 12.1)
3.3.5 Assign shift to staffs (Section 13.1)
3.3.6 Download in/out records (Section 8.1)
3.3.7 Run attendance Analysis (Section 17.2)
3.3.8 Generate attendance reports (Section 18.2)
3.4 Add Leave Records in Attendance Report
3.4.1 Add absence reason (if not available) (Section 15.1)

3.4.2 Add new absence record (Section 15.2)



3.4.3 Run attendance Analysis for affected staffs on leave dates (Section
17.2)

3.4.4 Generate attendance reports (Section 18.2)

3.5 Adjust In/Out Records in Attendance Report
3.5.1 Add manual adjustment reason (if not available) (Section 16.1)
3.5.2 Add new adjustment in/out record (Section 16.1)

3.5.3 Run attendance analysis for affected staffs on adjusted dates (Section
17.2)

3.5.4 Generate attendance reports (Section 18.2)
3.6 Staff Resignation
3.6.1 Remove staff fingerprint matching (Section 7.2)
3.6.2 Change staff employment status to “resigned” (Section 6.3)

3.6.3 Delete staff after certain time period (Section 6.2)



4 Connection Configuration

4.1 Go to “Device Management”, and then “Device Management”.

it Steim
ozl B Device Management (D) Attendeice Management (]

4.2 Press “Add” to add new fingerprint device.

-E—Bm s zemmeint
‘Q.ﬁ.dd @;Mndif}l =1Delete EHsave ";_,‘Fiefresh [l Cloze
—Levice
Device Mo. I LI Device Mame I

4.3  Specify “Device No.” and input “Device Name”. “Device No.” should be
same as “Machine ID” in FINGERPRINT.
(Notes: for details of “Machine 1D " setting, please refer to
Fingerprint Hardware Manual 7.4).

& Device Hanagement

Hadd  aModiy  sDelete F] Cloz=
D eyice
evice Mo, j Dewi ellame |DEI‘I [+ Metwark
COM Ethernet
Part IP Addreszs
Fart Mo

B audrate




4.4  For TCP/IP connection, select “Networked?”. And then specify the “IP
Address”, “Port No.” and “Password”. The “IP Address” should be same
as the one in Fingerprint. The default “Port No.” is “5005” and the
“Password” is “0”. Both values SHOULD NOT be changed.

(Notes: for details of the IP configuration, please refer to the
Fingerprint Hardware Manual section 7.6)

Device
Device Mo |'| j Device Mame (001 W Metworked?
COk Ethermet
Part | | ﬂ IP Address |'| 92.168.1.224
PartMe.  [5005
Baudrate | ﬂ
Fazsword |D

4.5 For COM connection, do not select “Networked?”. Specify “Port” number
and “Baudrate”. The Port Number is the COM-PORT number that the
FINGERPRINT connected to. The Baud Rate is “38400” by fault.

Device
Device Mo. |1 ﬂ Device Mame |EID1
COm Ethernet
o o T = IP Address |
Port Mo. |
Baudrate |384DD ﬂ
Paszword |

4.6 Click “Save” to save the settings.

s Dewvice Hanagement

Refresh [||:|I:ISE
Device

Dewvice Mo, |'I j Dewvice WName (001

4.7 The new device will be shown in the device list. Repeat Step 4.2 to Step 4.
6, until all devices are added to the system.

132.168.1.224 5005




4.8 Go to “Device Management”, and then “Fingerprint Transport”.

AU Device Management () ESETS LIS TN

. Deviee Management (1)

e Ling

4.9 Select target device.

1001
20012
3003

4.10 Click “Connect” to establish the connection.

Connect | Set Time | Read Time | Record Status | Download Record | Delete Record |

Dowrdload Template

Tpload Template | Delete Template | Read Hame | Set Hame | Disconnect |

Clear Screen | Close |

4.11 If the connection configuration is correct, “Connection succeeded” will be
displayed in the communication message window.

Conmnect 3

Download Template Upla:

Clear Screen |

|I:|:|nnecti|:|n succeeded, |

4.12 Click “Disconnect” and “Close” if exit this window.



Department Management

“Department Management” handles department settings in the system.
User can add/delete/modify department here. There should be at least
ONE department in the system, as department must be assigned during
adding new staff record.

5.1 Add New Department

5.1.1 Go to “Staff Management”, and then “Department Management”.

i

Department

Depa.ft.mnt Management (D)

5.1.2 Click “Add” to add new department.

it Management

Eradd |BSDelete BModify | ] Close

5.1.3 Input “Dept. No” and “Dept. Name”. Click “OK” to save and exit.

Mew Department Info \g

Tlepartment |

Dept. Ho. ||:|1

Dept. Hame|UEM

Underl LI
Dapt. T}'pel LI

Tel ephnnel

Faxl

Addressl

Fastal Eodel

Remarle




5.1.4 New Department will be shown.

E Diepartment Management

J Eiadd EoDelete EModisy | ] Clese

5.2 Add Subsidiary Department
5.2.1 Click “Add” and then input “Dept. No.” and “Dept. Name”

5.2.2 Specify the parent department in “Under” and then click “OK”.

New Department Info Ig

Department |

Dept, Ho |02

Tept. NameISales|

Under |UEM -]

Dept. T}'pel LI

Tel ephnnel

Faxl

Addressl

Fastal Codel

Remark

o E | X Cancel

5.2.3 The new department will be added under specified parent department.

E Department Management




5.3 Edit/Delete Department

5.3.1 Select department and then click “Modify” to edit department info

E Department Management

I=tadd ElDeletel EiModify || ] Close

Elh Department
=2z [011VEM

...... h 02]5ales

5.3.2 Select department and then click “Delete” to delete a department.

E Department Management

I=tad) IESDelete] I=imodify | ] Close

Elh Department
=-F2 [01]UEM




6 Staff Management

“Staff Management” handles all staff settings, including
adding/deleting/modifying staff information. User can also handle staff
resignation here.

6.1 Add New Staff

6.1.1 Click on function bar “Staff Management”, and then “Staff
Management”.

» Attendance Nanagement System

System Management (S) EIPSIM FNPPIUNSNENIGN Device Ma

% a_ Basic Information (B)
e

) . 3 o "
Department Jta , =
Staff Management (S)

I i

6.1.2 Click “Add” to add new staff.

Staff Information E

-!Delete qrﬂudif}' uSave szmcel| [|Clu:use
Click here to =select Dept. - ﬁl

[ Shew sub-Department Find I
[T Show Resigned Staff

Vo - [ oymce w. |

6.1.3 Input “Name”, “Staff No.” and “Dept.”. The other fields are optional.
Click “Save” to save the new staff.

B New Staft Info (= B [

J +!Add _!Delete /!Modify ESave xCancel| [|Close

IClick here to select Dept. LI Ml Baze Info IDther Info | Rﬂarkl

|~ Show sub-Department Find I Hame ||
|~ Show Resigned Staff
IDDDDUDDI =x 1 IDI
Hame | Staff Ho. | Staff No. > Uspr
Tept. I Yl
ol x| &
ID Card Ho. |
Gender I 'l

Birthday I 'l
Marital Status I 'l
Hationality I
Residence I 'I

Yage Type Il—Quantity Seale ;I

Aceount: O




6.1.4 New staff will be displayed in Staff List.

B New Staff Info

J hdd BDelete ‘EModify

IClick here to select Dept. LI d

[~ Show sub-Department Find I

[~ Show Resigned Staff

Hame | Staff Ho.
 Dominic 00000001

6.2 Modify/Delete Staff

6.2.1 Select target staff.

Modify Staff Information

J *add WDelete WModify |

IClick here to =zelect Dept. ﬂ |

[~ Show =ub-Department Find I
[T Show Resigned Staff
am | Staff Ho. |

Hame
g Doninic |

6.2.2 Click “Modify” to edit staff information.

Modify Staff Information

J *0hdd WDelete| “WModify ||

IClick here to select Dept. |

[~ Show =ub-Department Find I
[T Show Resigned Staff

Hame Staff Ho. |
i Dominic




6.2.3 Click “Delete” to remove staff from database.
(Note: Once the staff is deleted, all related data, including attendance
records, will be removed. This process is NOT RECOVERABLE)

B Modify Staff Information
N JE 'ﬁneletel AeModi £y

||:1ic1': here to select Dept. j |

[ Show sub-Tepartment Find
[~ Show Resigned Staff

Hame Staff No.

¢ [T

6.3 Staff Resignation

When a staff resigned, user can first set the staff to be “resigned”,
rather than deleting the staff directly. The resigned staff will be not
shown in the staff listing, unless user enables “Show Resigned Staff”
option. The resigned staffs will also be excluded in reports unless

specified. However, all records of resigned staff is still preserved in the
system.

6.3.1 Select target staff.

B Modify Staff Information
Phdd @Delete “WModify

||:1ic1': here to select Dept. j |

[ Show sub-Tepartment Find
[~ Show Resigned Staff

l Wame Staff Wo.

¢ [T




6.3.2 Click “Modify” to edit staff information.

' Modify Staff Information
| e B
J Phdd T@Dalete| “WModity ||

IClick here to select Dept. |

[~ Show sub-Department Find I
[T Show Resigned Staff
ame | Staff No. |

H
¢ [T

6.3.3 Select “Resign” and then click “Yes” to confirm staff resignation.

Baze Info |Dther Infa I Remarkl

Hame I]:Inminic
Staff Ha. ||:|nn|:u:|nn1 User II |nn|:u:|nn|:|7
Dept. UEM -
= = E
Cuestion

\?r) Bre wou sure to mark this staff resigned’?

Mar ITET Staras | |

Hationality I

Residence I LI

Wage Type Il—Qua.ntit}' Scale LI

Resiglv

6.3.4 Specify the resign date and reason. Click “Save” to save the changes.

fesiglv Date POOT1212 ~]  [Resiened =

Reazon -

-




6.3.5 The resigned staff will not be listed unless “Show Resigned Staff” is

selected.

’E el Tt Modify Staff Information

J add T@Delete “@Modifr | J "add T@Delete “WModify
D - | [ =]

[T Show sub-Tepartment Find I E Show sub~llepartment Find I_
[~ Show Resigned Staff IV Show Resigned Staff
Hame Staff Ho. |

Staff Ha.
| Dominic 00000001

6.4 Display Staff in Subsidiary Department

6.4.1 Click on the parent department.

6.4.2 No staff will be listed if there is no staff belongs to selected
department. Once “Show Sub-Department” is selected, all staffs in
subsidiary department will be listed.

Modify Staff Information Modify Staff Information
J "Gadd T@Delete WModify J 0add @Delete “WiModify
[ - | ([t ~

[

[~ Show sub-Department
T

ind I_ v Show sub-Department! Fijnd I_

Hame Staff Ho. | Hame Staff Ho.
€ Dominic 00000001 € Dominic 00000001
¥ Benny 00000002




7 Fingerprint Management

Before downloading records from fingerprint machine, user must match
the fingerprints with corresponding staffs. All un-matched fingerprints

will not be saved.
7.1 Staff Fingerprint Matching

7.1.1 Go to “Device Management”, and then “Fingerprint Management”.

nent System

Management (1) Davi:a EINN Attendance Manay
Maisirs Managernen |_|.
@ I Fingerprint Management | @

7.1.2 Select Staff and then click “New”.

Staff Fingerprint Manazement
Add [EModify 3 Dele

D -

[ Show sub-Department Find I_
[T Show Resigned Staff

Hane | Staff Ho
¥ Doninic 00000001

7.1.3  Specify the “Fingerprint No.”. The “Fingerprint No.” is the “User ID”
in FINGERPRINT.
(Notes: for fingerprint enroliment of FINGERPRINT, please refer to

FINGERPRINT Hardware Manual section 1-4)

admin I Pazzword I

Template I Backup Template I



7.1.4 Select “Save” to save the settings.

E ataff Fingerprint Management

Save ERefresh EL*'Cl-:use

| [011UEN ~| dh
[ Show sub-Tepartment Find Staff Ha. _

[ Show Resigned Staff

admin |

Staff Ho.

Hame
beloninic |

L DR |

7.1.5 Alog will be shown for staffs completed the fingerprint matching.
Repeat Step 7.1.2 to 7.1.4 until all staffs have been matched with
corresponding fingerprints.

Staff No. |Fingerprint Ho. |admin Password |Template |Backup Template

[T¥|oon0001 T 0 Memcy Memo)

7.2 Remove Fingerprint Matching
7.2.1 Go to “Device Management”, and then “Fingerprint Management”.

7.2.2 Select Staff and then click “Delete”.

0 hdd [EModify] X Delete
| [01 JUEM ~| ¢

[ Show sub-Tepartment Find
| Show Resigned Staff

Staff Ho.

Hame
ﬁ Dominie

7.2.3 Click “Yes” to confirm the removal action.

rQu.estinn I*J‘I

2 2
\“'fa‘/ Are yom sure to delete?




8 Data Download

8.1 Download Data form Device

8.1.1 Go to “Device Management”, and then “Fingerprint Transport”.

8.1.2

8.1.3

8.14

8.1.5

8.1.6

(M Device Management (D)

Select target device.

1-001
2002
3003

Attendance Ma

Click “Connect” to establish the connection.

Connect

| Set Time | Read Time | Record Status | Download Record |

Dlelete Record

Dowrdoad Templatel Upload Template | Delete Template |

Read Name

Set Name |

Dizconnect

Clear Screen | Cloze |

Click “Download Record” to start the download action.

Connect

| Set Time I Read Time |

Record Statu

| Download Record |

Delete Record |

Towrload Templatel Upload Template I Delete Template |

Read Hame

| Set Hame |

Discomnect

Clear Screen | Cloze I

Record will be transferred from device to computer database.

Mo
Mo
Mo
Mo

—

Drate: 2007-12-12 Time: Pk 05:52:00
Drate: 2007-12-12 Time: Pk 05:52:00
Date: 2007-12-12 Time: P 05:52:00
Drate: 2007-12-12 Time: Pk 05:52:00

Click “Disconnect” and “Close” if exit this window.



8.2 Delete Record
8.2.1 Repeat Step 8.1.2108.1.3

8.2.2 Click “Delete Record”.
(Notes: Please download the records before deleting them, the deleted
records are UNRECOVERABLE.)

| Set Time | Read Time | Record Status Dowrload Recordl

Dlelete Record

Eead Hame | Set Hame | Dizconnect

Download Template Upload Template Delete Template

Clear Screen | Close |

8.2.3 “Delete attendance records succeeded.” will be displayed in the
communication message window.

"Delete attendance records succesded.

8.2.4 Click “Disconnect” and “Close” if exit this window.

8.3 Preview Raw Record

8.3.1 Go to “Attendance Management” and then “Raw Swipe Record”

A ttendance kMan Sl Eeport (R
=l Public Holidaxw ()
=& -  Holiday Llotment (H)
Downlo ) 2dule
Shift Management () —

Shift Pattern Management (P

Staff Bhift Schedule (F
Temp Shift Management (T}

Crvertime hlanagement (20
Abzence Management (40

Manual &djustment (b4
v wweipe Record (B

Attendance Lnalysiz (F)




8.3.2 Click on “Click here to select Dept.” and then select the department.

E Baw Swipe Recond

M-:-dif}' rEDelete | Refresh |

Il:licl': here to zelect Dept. _*J ﬂ

[ Show sub-Department Findl
[ Show Resigned Staff

Hame

Staff Ho. |

- 1’—3—.5 [02]5ales=

8.3.3 Select target staff and the then specify “Begin Date” and “End Date”.
All swipe records in the specified time period will be listed.

| 01 7uEN =l Ml Begin Date|2007-12-01 +| End Dats [2007-12-12 -]
[~ Show sub-Department Findl ¥ Show Ignered Records
[ Show Resigned Staff Swipe Time

[J 2007-12-12 FM 05 :52:0C Undmown
i Dominic | 2007-12-12 PW 05:52:0CUndmown | ||
2007-12-12 PM 05:52:0CUndmown | [

0

2007-12-12 FM 05:52:0CUnkmown




9 Device Communication
“Device Communication” handles all communication processes between
computer and fingerprint machine.
9.1 Set Device Clock
9.1.1 Repeat Step 8.1.2108.1.3

9.1.2 Click “Set Time” to synchronies the device time with computer time.
(Notes: Please ensure the computer time is correct before
synchronizing the time, otherwise all swipe records after the
synchronization will be incorrect.)

Download Record

| Set Time | Read Time | Record Status Delete Record |

Read Hame | Set Hame | Discomnect

Towrload Template| Upload Template | Delete Template

Clear Screen | Cloze |

9.1.3 Device time is synchronized with computer time.

||Set time succeeded.

9.1.4 Click “Disconnect” and “Close” if exit this window.

9.2 Set Staff Name
To display staff names on screen of fingerprint machine during taking
time records.

9.2.1 Repeat Step 8.1.1t0 8.1.3.

9.2.2 Click “Set Name”.

| Set Time | Read Time | Record Status

Read Hame | Set Hame | Dizconnect

Dowrload Record

Dlelete Record |

Download Template

Upload Template Delete Template

Clear Screen | Close |




9.2.3 Staff names will be uploaded to fingerprint machine.
(Notes: User must finish staff fingerprint matching, section 7.1 in this
manual, and registration of staff fingerprints on the FINGERPRINT,

section 1
- 4 of FINGERPRINT Hardware User s Manual.)

Mo, 000000071 Mame: Dominic
Mo, 00000002 Mame: Benny

9.2.4 Click “Disconnect” and “Close” if exit this window.

9.3 Download Template
The fingerprint information registered in fingerprint machine is

saved as “Templates”. Each template refers to fingerprint

information of one finger. The templates are not image of any kind,
and they are NOT ABLE to regenerate the original fingerprint image.
These templates can be saved in computer database for future
fingerprint information transfer.

9.3.1 Repeat Step 8.1.1t08.1.3.

9.3.2 Click “Download Template”.

| Set Time | Read Time

| Record Status | Download Record | Delete Record |

Dowrload Template I.’pload Template | Delete Template | Read Hame

Set Hame

| Disconnect

Clear Screen | Cloze |

9.3.3 Templates will be downloaded from fingerprint machine to computer

database.

(Notes: User must finish staff fingerprint matching, section 7.1 in this
manual, and registration of staff fingerprints on the FINGERPRINT,

section 1
-4 of FINGERPRINT Hardware User s Manual.)

Mo
Ma.:
Mo
Mo

[ — —L

D ovnload template succeeded.
Dawrilnad template succeeded.
Dowrload template succeeded.
D ovnload template succeeded.

9.3.4 Click “Disconnect” and “Close” if exit this window.



9.4 Upload Template

The templates in computer database can be uploaded to fingerprint
machined. Effort saved for repeat registration in different fingerprint
machines.

9.4.1 Repeat Step 8.1.1t08.1.3.

9.4.2 Click “Upload Template”.

| Set Time | Read Time | Record Status

Download Record

Delete Record |

Read Hame | Set Hame | Discomnect

Dowrlead Template Upload Template | Delete Template

Clear Screen | Cloze |

9.4.3 All templates will be uploaded to the selected fingerprint machine.
(Notes: all existing templates WILL BE OVERWRITTENY))

[ —

Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Ma: 1 Template upload zucceeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 1 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Ma: 2 Template upload zucceeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
Mo 2 Template upload succeeded.
2

Mo Template upload succeeded.

9.4.4 Click “Disconnect” and “Close” if exit this window.



9.5 Delete Template
Delete ALL fingerprint templates in fingerprint machines.

9.5.1 Repeat Step 8.1.1t08.1.3.

9.5.2 Click “Delete Template”.

| Set Time | Read Time | Record Status

Dowrload Record

Dlelete Record |

Dowrdead Template

Upload Templat e | Delete Template

Read Hame | Set Hame | Dizconnect |

Clear Screen | Close |

9.5.3 All templates will be deleted.
(Notes: This process is UN-RECOVERABLE)

Humber; 1 delete succeeded,
Murmber: 1 delete succeeded.
Mumber: 2 delete succeeded.
MHumber: 2 delete succeeded.

9.5.4 Click “Disconnect” and “Close” if exit this window.






10 Holiday Management

User has to specify the date of holidays and then allot the holidays to
different departments.

10.1 Add New Public Holiday

10.1.1 Go to “Attendance Management” and then “Public Holiday”.

Dievice Management (D | Attendance M ment (1) Report ()

Public Holiday (F)
% : Holday allotment (H)

Fingerprint Downle

Bhaft Management &)
Shift Pattern Management (£

ataff Bhift ichedule (F)

10.1.2 Click “Add Holiday” to add new holiday category.

9 Public Holiday

7 i4dd Holiday| *iDelete Holiday [oijMedify Holiday “ab-Qui,

Tear I]'[-:-lid.:aj-r Category Hame I ;Hulida}'g

[

J T iAdd Detail ¥ iDelet

Eezin Date End Date

Ld

10.1.3  Specify “Year” and enter “Category Name”. Click “OK” to proceed.

Edit Holiday Category |

Year 2007

Category Hame IZEIEIT Fublie Holiday

X Cancel |




10.1.4  Select the new category, and then click “Add Detail”.

g Fublic Holidayr

J T34dd Holiday *iDelete Holiday [SjModify Holiday “WhQuick Setr

I TiAdd Detail IrEDelete Deta

Begin Date IEnd DNate

L4

10.1.5 Specify “Begin Date” and “End Date”. Input the “Holiday Name”.
Click “OK” to proceed.

Edit Holidayr Detail

Eegin Date IEE, December 2007 -

End Dats [2B, Decenber 2007 |

Holiday Hame IIIhri stmas

o O | X Cancel

10.1.6  New holiday will be added. Repeat 10.1.4 to 10.1.5 until all public
holidays have been added.

Holiday |

J F3Add Detail *iDelete Detail [ojMedify Detail
I_Be in Date End Dlate Holiday Hame

b

10.1.7  Click “Delete Detail” or “Modify Detail” to delete and edit the public
holidays.



10.2 Sunday and Other Regular Day Off

10.2.1 Go to “Attendance Management” and then “Public Holiday”.

10.2.2 Click “Quick Setup”.

9 Public Hl:l]ilﬂ.:ﬂ.j:.’

J Tihdd Holiday *iDelete Holiday [oModify Holidaf “EQuick Setup | ] c1ese

Tear IHoliday Category Hame I Holiday I
4 - . -
— J F3iAdd Detail *iDelete Detail [SyModify Detail
Eegin Date IEnd Date I]‘[olida}' Hame I
4

10.2.3  Specify “Year”, and then select the day of regular day off.

Cnick Holiday Sething

Tear |2|:||:|T —

[T Alternate Weelend

% First week off
" Second week off

“Holiday Ttem
v #11 Sunday I

" K

x Cancel

]|

10.2.4  Select “Customize” to define a customized day off.

Quick Holiday Setting

Tear |2|:u37 5

—Holiday Ttem

¥ 411 Sunday
[ All Saturday
[¥ Customized

e Yeelend

Tuesday L. ¢
Wednesday |
somestay eelr off

pr—

Friday

T

" K

]|

x Cancal




10.2.5 Click “Alternate Weekend” for alternate long week and short week.

CQuack Holid,

Tear SO07T -

Holiday Ttem
[v A1l Sunday
[ A11 Saturday

[v Customized

[v Alternate Weelkend J ()i
* First week off
("~ Zacond weslk off x Cancel

10.2.6  Click “OK” to proceed. The system will generate a new holiday
category with selected day in whole year.

g Public Holday

FiAdd Holiday *iDelete Holiday raiModify Holiday “Quick Setup | [f] Clese

Year |]‘[olida5«' Category NHame ﬂ Holiday l
2007 2007 Public Holiday
> F3Add Detail *iDelets Detail rhjModify Det
Begin Date End Date Holiday Hame

[ |zo007/01/14  zooTsolf1d Sunday

|zoo7/o1/21 2007/01/21 Sl

[|zoot/ot/es zo07/01/28 Sunday

[ |zo07/02/04 200702404 Sunday

|zo07/02/11 |2007/02/411 Sunday

|zoo7/0zi1e zo07/02/16 Sunday

[ |zo07/0z/25  |z007/02/25 Sunday

|e007/03/04  2007/03/04 Tl

|zo07/03/11 (200703411 Sunday

[ |zo07/03/18  z007/03/18 Sunday

|z007/03/25  |2007/03/25 Sunday

|zo07/04/01 2007/04/m1 Sl

[ |zo07/04/08 200704408 Sunday

[ |zo07/04/15  2007/04415 Bl

— [lemwr/oarzz 2007/04/22 Sunday

(| Nml! Z007/04/29  2007/04/29 Sunday




10.3 Holiday Allotment

10.3.1 After defining Public Holidays, the holiday must be allotted to staff
before they are taking effect.

10.3.2 Go to “Attendance Management” and then “Holiday Allotment”.

Device Management (L) | Attendance Managemgnt Ty Eeport ()

S O

Fingerprint Downlo

Shift Management &)
Shift Patterm Management (£

10.3.3  Click “Batch Allotment” to allot holiday to more than one department.

@ Holiday Allotment

FiBatch Allotment | 3Delete Allotment | [lClc-se

J FiSingle Allotment

IEM L]0 day Allotment! |
=-I2. [01]UEM

""" z%? [02]Zales
""" z%? [03]5hipping —

P [T T

Tear I]'[-:-lida}' Category Hame I

10.3.4  Select Departments, and then Holiday Category. Click “OK” to finish.

Batch Setting Up Organization Holiday |
h Department
= lif-ﬂ [01]UEM Holiday
...... .h [02]5ales ;I
...... ~[w| 2z [03]5hippin - -
...... .h [04]I.T. 2007 Sunday b
W UK
x Cancel




10.3.5 The Holiday will be allotted to selected departments.

[»

= h Hold otment l
=l es ‘feair |]'[u:-%idav Category Hame
h [03]5hipping

I=. [04]I.T.

10.3.6  Repeat Step 10.3.4 to 10.3.5 to allotment other holiday categories.



11 Shift Management
“Shift” refers to “office hour”. User has to define all possible “office hour”,

e.g. 09:00 am to 06:00 pm.

11.1 Add New Shift
11.1.1 Go to “Attendance Management” and then “Shift Management”.

Dievice Management T0 | Attendance Management (T)  Eeport B

Public Holidaxy (F)

&g FE o
= Holiday Allotment (H) !

Fingerprint Dewnle

Shaft Management &)

11.1.2  Click “New Shift”.

@ 2hift Management
Shift |7"iNew Shift

Shift Type Flciose

+iDelete Shift [HjModify Shift

AL Shafts ]
|Total Time |Default Shift |Remark

Shift Ho. Shift Hame

Ld

11.1.3  Input “Shift No.” and provide a “Name” for the new shift. Click “OK”
to proceed.

Shift Ne. |001

Fame [0900- 1500
Tyz= [T |

[ Default Shift

Remark

W UK | X Cancel |




1114

11.15

Select the new shift and then click “Add Detail”.

© Shift Management

Shift 3FiNew Shift *iDelete Shift rEjModify Shift | Shift Type | []Close

A1l Shift=

I I
T (STt [T “wmmﬂ_
p L

Shift Detaill *3Add Detail |+ iDelete Detail [ofjModify Detail

Period|In Time [In Swipe |[Uut Time|Out Swipe|Calculate|Calculate Out-Farly |OwerTime |Absent

L4

[« |

Input the necessary information:
In Time: Clock in time.
Out Time: Clock out time.
Earliest In: The possible earliest clock in time. In this example, the
time is set to be 07:00. That means for staff swiping card on/after
07:00, the swipe records will be considered as a valid clock in record.
If staff swipe at 6:59 or before, the system will ignore those records,
and they will be taking into account during attendance analysis.
However, those swipe record and still be seen in raw swipe record.
Latest Out: The possible latest clock out time. The idea is same as the
“Earliest In”, but this is for clock out time. In this example, if staff
works over midnight and swipes card at 01:59 AM, the system will
still take this swipe record as a valid clock out record.

(Notes: The “Earliest In” and “Latest Out” time settings should not be

overlapped, otherwise swipe record in the overlapped time period
will be taken as both clock in and clock out record.
Also, for “Earliest In” and “Latest Out” to taking effect, a analysis
parameter must be set, refer to Section 17.1 for details)



Ldd Zhift Detadl

Shaft Harne|EI'.-'.IEII:I—18I:IEI Feriod 1

In Ot

In Time [09:00 Out Time|15:00 o 0K
Earliest In|OT:00 Latest Out|02:00

Heed Swipe W Heed Swipe ¥ x Cancel

Count Late Arriwallw Count Early Depaturefv
Mlow Late [00:15 Mllow OE|00:00

Early as OT [ Latef0ut-Early az OT[w

OT Shift [ | =l

Absent type|fbsent | Worle Time [

11.1.6  Need Swipe: Whether staff required to swipe cad or not. If this option
is NOT selected, the system will take the “In Time” as staff clock in
time regardless of staff swipe records.

Count Late Arrival: Whether late arrival time will be counted.
Count Early Departure: Whether early departure time will be
counted.

L4 Shift Dietadl

Shift Hme|EIEIEIEI—18EID Feriod 1

In Ot

In Time [09:00 Out Time|15:00 «’ 0K
Earliest In|07:00 Latest Out [0Z:00

Heed Swipe [ Heed Swipe W x Cemasl

Count Late Arriwallw Count Early Depature[v
AlTow Late [00:15 AT Tow TE[OT 00—

Early as OT [ Latef/lut-Early as OTW

0T Shift [~ | =

Absent type|fbzent w | Worlc Time [




11.1.7 Allow Late: A buffering time zone for late arrival. In this example, the
setting is 00:15, which means 15 minutes buffering time is provided.
For staff arriving at 09:15 or before, the system will not count the staff
as late arrival. However, if staff arrival at 09:16, then the staff is late,
and the late time will be 16 minutes, instead of 1 minute.
Allow OE: A buffering time zone for early off. The concept is same as
“Allow Late”.
Early In as OT: Count the work time before “In Time” as overtime.
Late Out as OT: Count the work time after “Out Time” as overtime.

Lidd Shift Detadl

Shift Hame|EIEIEIEI—18EIEI Feriod 1

In Ot

In Time [09:00 Out Time|15:00 «’ 0K
Earliest In|07:00 Latest Out [0Z:00

Heed Swipe @ Heed Swipe W X Cancel
Count Late Arripallg | | Count Early Depaturef -
Mlow Late [00:15 Allew COF (0000
Early as OT [~ Late/Out-Early az OTW
0T Shift [~ | |
Absent typef[absent  +| Werk Timf09 00 -

11.1.8 OT Shift: Define whether the shift is an Overtime Shift.
Absent Type: If this is an Overtime Shift, specify the way to handle
staff absence. Whether it is regarded as “Absent” or “No OT”.

0T Shift [ | =]

bhzent type|Abzent » | Work Time [




12 Shift Pattern Management

After setting the “Shifts”, user has to define the shift pattern. Shift pattern
describes work hour in each day on a yearly/monthly/weekly base.

12.1 Add Weekly-based Shift Pattern

12.1.1 Go to “Attendance Management” and then “Shift Pattern
Management”.

Device Management (T | Attendance Management (T)  Eeport !

=l Public Holidagr ()
\%i — - Holiday Allotment (H) !

Fingerprint Downla ) Bdule
Shaft Moo nmanant (2

ataff Shift chedule (F

12.1.2  Select “Weekly” and then click “New Pattern”.

?'EHEW Fattern rEDelete Fattern Mu:u:'lif}' Fattern | [ll:l-:use

Yearl}’l Monthly| | Weeldsy Eustumizel

Shift Hame |Remark | Shi £t |

4 . .
— J TiAdd FiDelete [HEdit

12.1.3 Input “Name” for new shift pattern.

Type I'l'l'eell:l}'

HamelSt:a.ndard




12.1.4  Select the new shift pattern and then click “Add”.

@ Edit Shift Pattern

J ;'"EHew Fattern rEDelete Fattern Mu:-dif}' Fattern | [|Clu:-5&

Yearl}'l Monthly  Weelds Custnmizel

Herrertame {fmrari

Shi £t |

Fiadd *FiDelete rEjEdit

il:lrder Ho[Start Date [Shift Wame

12.1.5 Select “Begin Date”.

Edit $hift Detad

Eegin Date

Shift Hame

Tuesday

Wednesday

Thur sday

Friday x Cancel |

—[Saturda

Edit 3hift Detadl

Shift Hn.l 1
Bezin Dateannda}' TI

Shift Name ||
Find |
Shift No|Shift Hame

0900-1300




12.1.7 Click “OK” to proceed.

Edit $hift Detad

Shift Ha. 1
Begin Date|Monday -

Shift Hame

12.1.8 Shift will be assigned to selected day.

Shi £t ]
Findd *FiDelete rE]Edit

Order NolStart Date |Shift Hame

=1

12.1.9 Repeat Step 12.1.4 to 12.1.7 until all work days have been assigned

with a shift.

(Notes: If shift in next work day is same as the one in previous day, no

shift assignment is required, as the system will automatically use

the shift in previous for days without shift assignment.)
In the following example, the shift pattern will be:
Mon — Fri: Shift 0900-1800
Sat: Shift 0900-1300

Sun: Ignored as it is set to be public holiday (Refer to Section 7 for
details)

Shi £t ]

TiAdd FiDelete rEEdit

Teaiies Hn|star+ Mt !'-21-.1'F+ T

1 feekdasMON 0900-1300

)

12.1.10Click “Close” to exit.



13 Staff Shift Schedule

After setting shift pattern, user has to assign the shift pattern to staffs. For

staffs without any assigned shift, no attendance records will be shown in
attendance reports.

13.1 Add New Schedule

13.1.1 Go to “Attendance Management” and then “Staff Shift Schedule”.

Device Management (O | Attendance Management (Td  Report (B

% g Fublic Holiday (F)

Holidayr Allotment H)

Fingerprint Downle

Shift Management (2
Shift Pattern Management (F

Staff Bhift Schedule

ETIAL wa [T P a0ia ZETIETLT (1)

13.1.2 Click “Batch Scheduling”.

Fihdd Hew [FiBatch Scheduling [TiDelete raiModify | [#]Refresh

[l Close

[End Ds

Click here to select Dept.

- | & Begin Date |Shift Hame
[~ Show sub-Department Find B

[T Include resigned staff

Hame Staff He.

13.1.3 Click “Select staff”.

Il Batch Scheduling

Select l

Az=1zn Shift

] Selent Staffl & Cancel Staff | [-1
Findl Begin Date

|2007/07/03 |
Hame Staff Ho.

End Date

[+ Wo Ending Date




13.1.4  Click “Click here to select Dept.”, and then select the target
department.

Select Staff |

IIClick here to =zelect Dept. "’I Ell

Find K

=-Eze [01UEM
""" z‘—f'ﬁ [02]5ales
""" z‘—f'ﬁ [03]5hipping

&

Cancel

Acount: 0O

13.1.5 Putatick in the box for all target staff. Or, right-click on the blank
area, click “Select All” on the popup menu to select all listed staffs.
Click “OK” to proceed.

Select Staff
[ (o1]vBm ~] ”|
S 7 : 0K
[V Show sub-Departmen Find I J—
[T Show Resigned Staff X Cancel

Name Staff No.

€ Bryan 00000001

€ Eric 00000002

€Iy 00000003
Select
Unselect AL
Inverse Selection

Acount: 3

]




13.1.6  Select shift pattern in “Assign Shift”, and then set the “Begin Date”
and “End Date”. The system default setting is no end date.

Il Eatch Scheduling

Select ]
Select Staff §¢ Cancel Staff
. Begin Date
Find
|z007/07 /03 x|
Hame Staff Ha.
End Date
€ Bryan 00000001 )
€ Eric ON00000E I o Ending Date
Iy 0000000

o UK
C 1
ot 3 _ X cenca |

13.1.7 Un-tick the “No Ending Date” if there is a specify end date for the
assigned shift pattern. Click “OK” to proceed.

|l Eaich Scheduling
Jelect ] Azsign Shift
T Selact Staff ¥ Cancel Staff |5tandard =]
; Begin Date
Find
2007 f07/03 =]
Hame Staff Fo.
End Date
€ Bryan 00000001 _
Q Fric 00000002 [T Fo Ending Date
€ Iy 00000003 2007710731 =]
\/ 0K
x Cancel
Count: 3




13.1.8  The selected shift pattern will then be assigned to the staffs in the
specified period. Click “Cancel” to close the Batch Scheduling

Window.
Beheduling
St | Assign Shift
B Select Staff @ Cancel Staff |Standard |
. Eegin Date
Find
2007 f07/03 =]
Hame Staff Ho.
End Date
€ Bryan 00000001 .
 Eric nonononE [ Fo Ending Date
Iy 00000003 |2|3|:|-|rfr1|jj.r31 ﬂ
J OK
x Cancel
Count: 3

13.2 Modify/Delete A Shift Schedule
13.2.1 Go to “Attendance Management” and then “Staff Shift Schedule”.

13.2.2 Click on “Click here to select Dept.” and then select the department.

TiAdd New PiBatch Scheduling ¥ iDelete [GModify | [¢]Befresh | []Close

|Click Lere to zelect Dept. -

3

Begin Date [Shift Hame |End Date

Fiznd m|_

=== [O1]VEM
Iz, [02]5ales
I=. [03]15hipping
Iz, [04]I.T.

hecunt: 0O ¥iew Shift Detail




13.2.3  Select particular staff, corresponding shift schedule will be shown.
Select the shift schedule which required being deleted/modified.

J Tihdd New 3iBatch Scheduling ¥ilelete [EModify | [2]Refresh

[lClose
jﬁl ﬂn oDk !C‘L'f; AL !'I?Jnx I

[ Show sub-Department Find I

[T Include resignmed staff

I [02]5ales

Hame | Staff Ho. |

F Bryan 00000001

13.2.4  Click “Delete”/”Modify” to delete/modify a shift schedules.

J Fihdd Hew 3FiBatch Scheduling
I [02]5ales

'E]:Ielete

M Refresh | [lClnse

E[ ,ﬁ| |
|
[ Show sub-Department Find I

[T Include resignmed staff

IEnd Date I

Hame

| Staff Ha. |
€ Bryan 00000001




14 Temp Shift Management

Instead of assigning shift to staff by shift pattern, user can assign the shift
directly to staff on particular dates, which is called “Temp Shift”. Temp
Shift has highest priority in the system. Once temp shift is assigned on
particular date, it will override all Holiday or Shift Schedule settings.

14.1 Add Temp Shift

14.1.1 Go to “Attendance Management” and then “Temp Shift Management”.

Dievice Management (L0 | Attendance Management (T)  Eeport (B)

=l Public Halidax ()
% r:Q Holiday Allotment (H) !
Fingerprint Downle ) Bdul e
Shift Management (3
Shift Pattern Management (P

Temp whift Management (T)

Cryertime banagement (0
A hzence Management (4)

14.1.2 Click on “Click here to select Dept.” and then select the department.
e‘
73Add Few 3riBatch Scheduling *iDelete rojModify
Click here to =zelect Dept. ﬂ dh Bezin Dlate|2007-08-01
Find | | Date |2OOT-05-01

== [01]UEN

i gned Dat|Shi £t |

h [03]5hipping

I=. [04]1.T.

14.1.3 Select staff and then click “Add New”.

@\ Ternoorary Shift Mansgement

TiAdd Hew [L*iBatch Scheduling

| [02]5ales ﬂﬂ

[ Show sub-Tlepartment Find
[ Show Resigned Staff

14.1.4 Select “Shift Name”, and then click v to confirm.



14.1.5 Specify the “Begin Date” and “End Date”, and then click “OK” to
save.

Begin Date |2007-05-08 Rd
End Date [2007-05-08 |
& UK | X Cancel |

14.1.6  The assigned Temp Shift will be displayed.

| (02154l es =] 8| 5 Date|2007-08-01 N[ r

[~ Show sub-Department Find End Date |2007-05-08 x| | @ Te
[ Show Resigned Staff

Assigned Dat|Shift Ho. |Shift Hame

Staff Ha. b

Hame
¢ T




15 Absence Management

“Absence Management” handles all absence records of staffs. The records
might be annual leave, sick leave, etc. User can also add special records
such as “Meeting with customer”, “Business trip”, etc.

15.1 Define Absence Reason

15.1.1 Go to “Attendance Management” and then “Absence Management”.

Dievice Management T0 | Attendance Mansgement (T)  Eeport (&)

=l Public Holidax (F
% r:Q Holiday Allotment (H) '
Fingerprint Downle Edul e

Shaft Management &)
Shift Pattern Management ()

Staff Bhift Bchedule ()
Temp Zhaft Management (T

Manval Ldjustment (D)

15.1.2 Click “Absence Reason”.

3444 New 3iBatch Registration Filelate [oiMedif:

Absence Reason

|Click here to select Dept. ﬂ M Begin Date |2l3l3"|’fD'i’;’Dl

[~ Show sub-Department Findl

fbzence Type R

x| End Date [2007/07/03
Bezin Time|fo Ity Reason |End Time

|Need

[ Show BResigned Staff

Hame Staff Ho.

Acount: O




15.1.3 Click “New” to add new absence reason. Input all the absence reasons
and then click “Save”.

O ff Dty Eeazon

Hame |ﬂ
| |Fersonal Leave ;": Hew
_ﬁm.nual Leave
_Sick Leaws = Jelete
Ha Faid Leawe =
[*] Trawel Modi fy

| ; Save

|- [| Close

15.1.4 Click “Close” to exit.

O ff Dty Eeazon

Hame |ﬂ

| Ferzonal Leave ?: Hew

| Antmal Leawve

| |Sick Leawe i Dl eta
Ho Faid Leawe
Trawal St :

- [oa| Modi £
EStl:ll:l': IILEPF_-I:ti oI

¢ Save




15.2 Add Single Absence/Leave Record
15.2.1 Go to “Attendance Management” and then “Absence Management”.
15.2.2 Click on “Click here to select Dept.” and then select the department.
i“

?Ekdd Hew ?EBatch Registration rEDelete M-:-dif}'

|Click here to =zelect Dept. 7 ﬁ Begin Date 2007/
Find] Begin Time|O£f I
=|-F2= [O11UEM ||

zf'.ﬁ [03]3hipping
=, [04]1.T.

15.2.3 Select staff and then click “Add New”.

B Absence Management

'EBatr_'h Begistration =

—I[Dz]Sales j ﬁ|
[ Show sub—Department Find

[ Show Resigned Staff

Heom Lol P o

|| T |




15.2.4  Select “Off Duty Reason”, and then specify the “Begin Date”, “Begin
Time”, “End Date” and “End Time”.

Begin Date[03  Tuly , 200~

Begin Time [09:00

End Date[03  TJuly , 20C~7|

End Time[16 00 W K

Clockin Required [W

x Cancel

Clocl—out Required [w

15.2.5 If staff is absence for half-day or a couple hours, user has to specify
whether the staff still need to swipe card or not. If no swiping card are
required, the system regard the “Begin Time” and “End Time” as
clock-in time and clock out time accordingly.

Clock-in Required: Staff has to swipe card during on duty.
Clock-out Required: Staff has to swipe card during off duty.

Add Abgence B

Off Tty Beason ISt tal Ry

Begin Date[03  July , 20C |

Begin Time [09:00

End Date[03  July , 200~v|

Frd Time|15:00 W K

Clock-in Required [v

x Cancel

Clock—out Required [v

0ff Duty t}'pe| j

Day= |0

Include OT [




15.2.6  Specify the number of “Days” that the leave/absence taken. User can

input “0.1”, “0.5” or “1”, etc.

Add Abszence B

0ff Dty Keason

‘erzsonal Leave

Tuly |, 200v|

Begin Time |19:00

Taly , 20C~]

End Time [15:00

Cloclkin Required [v

Begin Date ||33

End Date |03

o UK

x Cancel
Clock—out Beguired [v

Off Dty t}’pel j

Day= |O

Include OT [

15.2.7 Click “OK” to save. The new absence record will be shown.

Begin Date [2007/07/01 x| End Date |2007/07/03

=]

Bezin Time ||:lff Tty Reazon |End Time

|Need Cloc]rianeed Clock—on;

Id
15.3 Batch Absence/Leave Record Registration
15.3.1 Go to “Attendance Management” and then “Absence Management”.
15.3.2  Click “Batch Registration”.

?Ehdd Hew I?'EBatch Registratinnl fEDelete Mndif}'

|Clir_'1': here to zelect Dept.

ﬂﬂ Begin Date [z007/

[ Show sub-Tepartment Find|

Begin Time|O£f D

[ Show Resigned Staff
Staff Ho.

Hame




15.3.3 Click “Select staff”.

Il Batch Abzence Fegistrati

Select |

Sele-:t Staff kRemnve User

Find |

Hame

| Staff Ho.

15.3.4  Click “Click here to select Dept.”, and then select the target

department.

select Staff

IIClick here to select Dept. Tl Ell

Find

=-f=. [01]UEM

""" h [02]5ales
""" h [03]5hipping

&

s

Acount

1]

Cancel




15.3.5 Put atick in the box for all target staff. Or, right-click on the blank

area, click “Select All” on the popup menu to select all listed staffs.
Click “OK” to proceed.

Select Staff

[ (o1 3uBm ~] 84|
o~ 0K

[V Show sub-Departmen Find I ”—

[T Show Resigned Staff

X Cancel
Name Staff No.
€ Bryan 00000001
€ Eric 00000002
€ Ivy 00000003
Select
Unselect A1
e Inverse Selection

15.3.6  After selecting staffs, input all necessary information. (Refer to Step
15.2.4 to 15.2.7 for details)

I Baich Abzence Regi
Select I
.%Selnt Staff %R“ow lln:r. Absence RE“WITI’WEJ- LI
Find| Begin Date[02 July , 20Cx|
Hame | Staff We. Begin Timlw
€ Bryan 00000001 Bnd Date[z  Tady , 2003]
€ Eric 00000002
€ Iy 00000003 End Time[18:00
Clock-in Required
Clock—out Required ™
Off Duty Type | ~]
Dmll_
Include OT [
. Count: 3 W 0K | x Cam_-ell

15.3.7 Click “OK” to save and then click “Cancel” to exit.



16 Manual Adjustment

If staff does not have either clock-in or clock-out record, the system will
not able to generate an accurate attendance report. User must add the
record manually.

16.1 Add Swipe Record

16.1.1 Before adding swipe record, “Adjustment Reason” has to be defined
first. Go to “Staff Management” and then “Basic Information”.

Borstemn Management (2
Department ) 2l i ment () ht Downlo:
Staff Manazement (2 =

16.1.2 Select “Manual Adjustment Reason”

Bazic Information

|Department Type ﬂ

Doty -
Contract Type

Education i add
Title

Palitical Party

Device Model i Delete
I ] =i 3“1"..' z

Modify

o Save

F] close




16.1.3 Click “Add” to add new reason and then click “Save”. Click “Close”
to exit.

Bazic Information

Manual Adjustrment Reasan j
Aanual Adjustrnent Reazn:ur{ ;I "
Forgot to bring card ¥ 1 Add
M|Forgat to swipe card
Card damaged i Delete
Modify

- F] close |

16.1.4 Go to “Attendance Management” and then “Manual Adjustment”.

Device Management (T | Attendance Management (T)  Report (B)

2 Fublic Holidaxr (F)
% g Holiday Allatment (H) !
Fingerprint Downle Bdule

Shaft Management (2 —
Shift Pattern Management (F)

ataff Bhift Schedule F)
Temp Shift Management (T)

Crertime Management (20
Abzence Management ()

Mannal Adjnstment (k43

|




16.1.5 Click on “Click here to select Dept.” and then select the department.

9 Manual Swipe Record

J ?Ekdd Hew ?EBatch Begistration rEDelete

Click here to select Dlept. 51 ﬁl Begin Is
| Find|

¥ Show

Sign Ti

‘e [04]1.T.

16.1.6  Select staff and then click “Add New”.

B\ Manual Swine Record

J ;'"Eﬁ;dd Hew EBatch Beziztration rEDelete

j ﬁl Begzin

[~ Show sub-Department Findl W sh
[T Show EResigned Staff

[02]5ales

Sign

31 [T | }

l Agbrvan

16.1.7  Specify “Adjustment Date”, “Adjustment Time” and select
“Adjustment Reason”. Click “OK” to add new record.

Ldd manwal swipe record |
Adjustment Date Adjustment Reason
|2007/07 /04 =] [rard damaged =]
Adjustment Time
peron fF 1 cow || _ S
15:00 CIn @0
I | = T | x Canecal
Il | {* In " Out |

I |FI1'I. " Out




17 Attendance Analysis
17.1  Analysis Configuration

17.1.1 Go to “Attendance Management” and then “Attendance Analysis”.

ipe Record]
Diewvice Management (I | Atendance Management (Ty  Repart (B

L Public Holiday &3
‘% Q— Holidayr Allotment (H)
ngerprint Download ) a M
Shift Management &)

Closze Shift Pattern Management (£

egZin Datelm tadf Shaft Schedule (F)
Temp Shift Management (T)

| 4

# Show Ignored Record:

Creertinne Management (O I
Abzence Management (40

Swipe Time

Manmwal Adjustment (i)
Raw Swipe Eecond (R)

ﬁ.nal}fsis Parameter [| Close

Begin Date |2007/07/01 =]

B Select Staff §# Cancel Staff

Find

Hame Staff Ho.

End Date |2007/07/04 ]

Parameter Infao

1. Hot swipe at InfOut comtroll

2. Work time minimal unit i1s 1

Z. Abzent time mimimal unit 1s



17.1.3

In/Out Attendance Rule: The default setting is “Ignore In/Out”. This
one should not be changed.
Work Time Unit (min): Minimum step unit of work time.
Absent Time Unit (min): Minimum step unit of absent time. Treat
invalid Swipes as Absence: If either clock-in or clock-out record
IS missing, the system will treat it as absence.
Match 1/O record according to Shift def.. Once this option is enabled,
system will search for valid attendance records according to
the “Earliest In” and “Latest Out” settings (Refer to Section 11.1.5 for
details)
Click “Save” to save and exit.

Configure Parameters

Ir/Out Attendance Eule

(" Check In/Out (* Temore In/Out

fork Time Unit(min) |1 =

l\bsent Time Unit [(miz) |1 =

[ Deduct Late Time from Actual Work Time

[v Deduct Early Off Time from hctual Worlk Time

[ Treat inwalid Swipes as Absence

[ Match I/0 record according to Shift def
Define Daily Worl Time (min) 450 =

-
Save | ['Exit |




17.2  Analysis

17.2.1 Go to “Attendance Management” and then “Attendance Analysis”.

ipe Fecord]

Device Management (D) | Attendance Management (Td  Report (B

e Public Holiday (F)
% % Holiday Allotment (H3

ngerprint Download ) 2
Shift Management (2

Claze Shift Pattern Management (F)

egin Datefzoo7-07-01 Stadf Shift Schedule &

Temp Shift Management (T)

&

# Show Ignored Record:

|‘I4

Crvertime Management (20
Abzence Management (&)

Swipe Time

Manmal Adjnztment (k4
Eaw Zwipe Becond (B)

ppalvre M Stop ﬁ.nal}'sis Fara
| By statt]

I=. [02]5ales
z%'.g [03]15hipping

[w|E=: [04]I.T.

17.2.3  Or, click “By Staff” and then “Select Staff”.

E-?, Attendance Ana

J B fnalyze [ Stop ﬁ.:nalysis Paran

By Dept.| By Staff

& Select Staff| §# Cancel Staff

Find |

Hame | Staff Ho.




17.2.4  Specify the “Begin Date” and “End Date”, and then click “Analyze” to
start the analysis.

® Attendance An

P hnalyre |0 Stop ﬁ.nal}’sis Farameter | ['Cl-:nse

By Dept. |By Staff| Begin Date [Z00T70/01 =]
= V.
[v]Eee [D2]5ales End Date |2007/08/30 ]
h [03]5hipping —
o [v]Te [04]1.T. |—Parameter Info

17.2.5 Wait until the progress bar reach 100%.

J b)\nalyze Ml Stop Eﬂnalysis Parameter | .Close

By Dept.
¥ Dept. | By Staft| Bagin Date |2007/08/01 -

- [w|Ez, [01]UEM

VT, [02]5ales End Date |2007/06/30 -]
-[#|E= [03]5hipping
i [V [4]1.T. ~Farameter Info

1. Hot swipe at InfOut controllers.

2, Work time minimal unit is 1 min

2, Absent time minimal unit is 1 min

3. Late time deducted from actual work time.

4, Out-Early time deducted from actual work time.

5. Hot caleulating wrong swipe records.

B. Find swipe time range from Shift definition.

T. Daily work time is: 480 min.

33%
Staff: Bryan Attendance analysis in progress, please wait. ..

17.2.6 Click “Close” to exit.

© Lttendance An

J P hnalwre B Stop ﬁ.nal}fsis Parameter

By Dept. |By Staff|

E‘h
[v]Ezz [02]5ales End Date |2007/08/30 ~|
E—Tﬁ [03]5hipping

[v]E=, [04]I.T. Farameter Info

Begin Date IZDDTfDEIrDI j




18 Generate Reports
18.1 Raw Swipe Record Report
18.1.1 Show all swipe record for selected staffs.

18.1.2 Go to “Report” and then “Raw Swipe Record”.

Attendance Management (T | Report (B Window (W) Help (H)
Department Info (F)

g 4 Staff Information (F)

ad Shift Setting Sha

18.1.3  Click “Select Dept.” or “Select Staff” to select department or staff.

ﬁ Baw i

?{ESE

wwipe B Fepm
arch Ell"review Print
Select Dept| |Select Stafd

= h Department
- [v|E=2z [01]UEM
h [02]5ales
[v|E=. [03]1Shipping
[w|Es. [04]I.T.

18.1.4  Specify the “Begin Time” and “End Time” and then click “Search”.

L mwipe Becord REeport
?4i5earch &Preview Print Exl:u:urt [l Close

Select Dept. lSelect Staff] Order |Ey Dept. ~|
- 11;1”[;;’;?;; Begin Time |2007/07/01 =]
[¥]E2, [02]5ales End Time  [2007/07/04 |
[w|E=. [03]1Shipping —
h [04]L.T. Delimiter | .
[+ Show Manmal Entries




18.1.5 Raw swipe records will be listed.

EpOI
?{iSearch &Preview Print Export [lClose
Select Tept ]Select Staff | Order |By Dept. | I Show swipe record seconds
= I date with d;
Z%—,; Department Begin Time |2007/07/01 - [T Ignore date wi no records
= v o only once for repeated swipes
[v]E=e [011UEM = ¥ Show onl 5 o e
% E02§58195 End Time  [2007/07/04 Y] [ Use Delimiter for same staff
v 03]Shipping L
Z%—g [04]L.T. Delimiter |- [T Show InfOut
[¥ Show Manmal Entries
Dept. [staff Wo. [ Heame [ Date [ Swipe Record
Sales 00000001 Bryan 2007-07-01 (3UH)

Z007-07-02 (MOK)
2007-07-03 (TUE)
. . . 2007-07-04 (YED) 09:00 15:00
Shipping 00000003 Ty 2007-07-01 (SUK)
. . 2007-07-02 MOK)
2007-07-03 (TUE)
. . . 2007-07-04 (YED)
IT. 00000002 Eric 2007-07-01 (SUK)
2007-07-02 MOK)
2007-07-03 (TUE) 19:56 19:56 21:54
2007-07-04 (YED)

18.1.6  Click “Preview” to preview print layout; click “Print” to print the
report; click “Export” to export the report to excel file.
(Notes: To export the report to excel file, Microsoft Excel must be
installed on the computer)

Sweipe Record Report

?{ESearch I @Preview IPrint IExpu:-rt I

18.2 Attendance Detail Report

18.2.1 Go to “Report” and then “Attendance Detail Report”.

Attendance Mansgement (T} | Beport (B Window (W) Help H)
Department Info (F)
2 Staff Information (F)

.
ad Shift Setting Shi: )
Faw Swipe Becord () -

Shift Schedule (T)

Attendance Detadl Eeport L0

ETIEULCE v Iy FLE DO ey



18.2.2 Click “Select Dept.” or “Select Staff” to select department or staff.

© Attendance Detail Report

Ex Dept. By Staff

B Select Staff §#° Cancel Staff

Findl

Hame | Staff He.

18.2.3  Specify the “Begin Date” and “End Date”.

=gy

... LICEA
Ell"reviewl %Printl Excel | [l Cloze

Begzin Datelmfﬂfﬂl ;I

End Date |2007/07/04 |

18.2.4  Click “Preview” to preview print layout; click “Print” to print the
report; click “Excel” to export the report to excel file.
(Notes: To export the report to excel file, Microsoft Excel must be
installed on the computer)

P [= 3|
‘Ell’revie |§Print| Excel | [| Close




19 System Tool

19.1 Database Backup

19.1.1 Close application software.

19.1.2 Open “My Computer”, browse following path: “C:\Program

Files\FINGERPRINTENU\db”. There will be a file named
“IMS6S.mdb”.

19.1.3 “IMS6S.mdb” is the database file for the system. All in/out records,
staff information and shift schedules are stored in this database.

19.1.4 Make a copy for “IMS6S.mdb”.

19.1.5 Store the copy to other media, for example, CR-ROM, USB Flash, or
network drive.

19.2  Selective Record Backup

19.2.1 Go to “System Management”, and then “System Tool”.

'G 0297 Attendance Management Sxstem

Syt Management (21 Staff Management (17

Sstern Log (L) H @
Change Passord (0

Device

Tzer Management (113

19.2.2  Anew window will be brought up. User can specify the backup
location first.

19.2.3  To specify the backup location, go to “Database Processing”, and
then “Configure Database Backup Location”.

Fhoto wtorage Lirectory
Aeess 2000 Executable Path




19.2.4 The system will request user to login again.

Login

%& Acocount Isystem|

Paszword I

¢ 0K x Cancel

19.2.5 Select the target backup folder and then click “OK”.

19.2.6  Check whether the configured location is correct in “Database
Backup Location”.

A System Tool

Database Processing Record Froceszsing Import Staff Info

Staff Photo Storage Directory
|C:"-LPr-:|g;ram Files'Fhotah

Database Location

|C:'1Pr-:-g;ram FileshAttendance Management Sysztem‘idb

Database Directory

Database Baclmip Location
|C:'1Pr-:-g;ram FileshBacloph

19.2.7 Begin to backup database if the location is correct.

19.2.8 Go to “Database Processing”, and then “Backup Records”.

A= Systern Tool

Databas Procesing  Fecord Processing  Import 3aff Info

Configire Databaze Location
Configure Databasze Backop Location
staff Photo Storage Directory
Aecess 2000 Executable Path

Eepair Databasge

Backup Records

Re-build Database Index \OEficelOAWME




19.2.9 Specify “Begin Date” and “End Date” for record backup. Then select
the items needed to backup. User can right-click the mouse to bring
up a selection menu. Click “Select All” to select all items at once.

O T5tahaze Backup Configuration

Begin Date  [2007-08-01 =]

EndDate  |z007-08-28 =]

Faw Punch InfOut Record [ Attendance Analysi
O mManual Adjiustrment Record [ Systemn Log

O staff Shift Schedule

Staff Temp Shift Schedule

Zelect Chrl+3
O oT Recard
Oraw Off Duty Records select All Chl+h
—Latoen falaat Rl
1 | -
Cance]l 411 Ctl+C
= Start |

19.2.10  Click “Start” to proceed.

= Backup Configuration

Begin Date  |zo07-08-01 =]

EndDate  [2007-08-28 =]

Faw Punch InfOut Record Attendance analysi
Manual Adjustment Record Systemn Log

Staff Shift Schedule

Staff Temp Shift Schedule

OT Recard

Raw Off Duty Recaords

< | 2

= Start |




19.2.11  Click “Finish” to exit.

atabaze Backop Configiration

Begin Date  |zo07-08-01 =]

EndDate  [2007-08-28 =]

Faw Punch InfOut Record Attendance analysi
Manual Adjustment Record Systemn Log

Staff Shift Schedule

Staff Temp Shift Schedule

OT Recard

Raw Off Duty Recaords

< | 2

| F| Finish ||

19.2.12  The backup file “IMSDB.MDB” will be stored at the specified
backup location.
(Notes: Before the backup process, user has to make sure there is no
backup file “IMSDB.MDB " in the backup location, otherwise backup
action will fail.)

i x &
IM=DE. MDE

# ) Documents and Settings | [
|Z) Ghost
4 [ jcb_1h_wf
=l [) Frogram Files
+ | ) 3e03afebox
+ | ) ACD Systems
+ | ) AMD
4 | ) Attendance Management Sy=
_J Baclup
|Z) EBSpace
4 | ) Common File=
|[Z) ComFlus Applications




19.3 Restore Database

19.3.1 Go to “System Management”, and then “System Tool”.

_. Systemn Management (§)' Staff Management (1)

System Log (L) L @
Change Password (W) ']

Device
User Management ()

m Tool (T)

19.3.2 Check current database location in “Database Location”.

/7 System Tool

Database Processing  Record Processing  Import Staff Info

Staff Photo Storage Directory
|D: ARt o

Database Location

|,.:\Prog:ram Fileshiattendance Management Systemidb’

Tatabasze Directory

Database Baclup Location
|]J DhBackuph

19.3.3  Shut down the ““ Attendance Management System”.

Swstern Management (2)  Staff Management (I)  Device Management (D0 Attendance Management (T} Eeport (B}
Window (W Help (H)

H B &5 E B & ([

Department Staff Dewice Fingerprint Download Shift Setting Shift Schedule Analysis

Confirm




19.3.4  User the backup file “IMSDB.MDB” to overwrite the current
database”.

(Notes: Please backup the current database before restoring any
database.)

19.3.5 Run “FINGERPRINT Attendance Management System” again.
19.4 Remove Antique Record

19.4.1 Go to “System Management”, and then “System Tool”.

Systern Management (8)  Staff Management (U)

System Log (L) J j""
®  Change Password (W) Degvi = T
User Management (U)

19.4.2 Go to “Record Processing”, and then “Remove Antique Record”.

Database Processing | Fecord Processdng  Import Staff Info

Staff Photo St| RS A ntigue ol
I \EETSofth Export & ttendance Eecord

Clear Duplicated Record

19.4.3  Specify “Due Date”.
(Notes: the “Due Date” CANNOT be the date within the nearest 120
days.)

Remove Antigue Attendance Eecond

Thiz function %will clear all attendance.
records before the szpecified Iue Date.  Attention!
Attention! This process is unrecoverable.

ue Date [BEG-0T-27 |

Clear Records | [| Close




19.4.4 Click “Clear Record” to remove all attendance record before the
“Due Date”.

Remove Antigue Attendance

Thiz function %will clear all attendance.
records before the szpecified Iue Date.  Attention!
Attention! This process is unrecoverable.

Tue Date [FEG-0T-27 |

Clear Records | [| Close |

19.45 Click “Yes” to confirm the removal.

19.4.6

Information

Y

Pleaze make sure that all users have logout the svsterm and confinn that you would like to clear ALL the following data:
A } Swipe Record

E } Manual Swipe Record

C } Off Duty Record

D } OT Recond

E } Attendance Analysis Result

The deleted data axe TN-RECOVERAELE!I

Click “Close” to exit.

Thi= function will clear all attendance.
records before the specified Due Date. . Attention!
Attention! This process is un—recowerable.

ue Date [2007-01-27  v|

Clear Records | Cloze !




20 Trouble-shooting
20.1 Cannot see new department after adding the department.

20.1.1 Click the “update” button in the Department List.

Find |
BN o

1’—3—.5 [02]54les

1’—3—.5 [03]5hipping

I=. [04]I.T.

20.1.2  After clicking the button, new department will be shown.

Find |
= B [N

Tz [02]Sales

Z2. [03]8hipping

% [m]T_'r_

h [05]Hew department

END



