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CHAPTER 1

1.Install and uninstall program

1.1 Install Program

It better turn off other application program before installing, in order to
avoid conflict ininstalling process.

Attention: some software edition number maybe doesn’t tally with
CD real contents, please allow CD installing program for standard.

Insert the CD into your CD-ROM, the CD automatically display the
installing menu: Pop-up follow dail ogbox

Select Setup Language IE

Select the language to uze during the installation:

B |

[ 8 J[ Cancel ]
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Select a language you want to install, click (Next) to enter follow
interface:

w

Aftendance Management

Click on the (Next) , thewindow appear

| Setup

License Agreement
Fleaze read the following important information before continuing.

Fleaze read the following Licenze Agreement. You must accept the terms of thiz
agreement before continuing with the installation.

EMD-USER LICENSE AGREEMEMT FOR THIS SOFTWARE
Impartant - read carefully:

Thiz End-User License Agreement ["ELILA"] iz a legal agreement between pou
[either an individual or a zingle entity] and the mentioned author of thiz S oftware for
the software product identified above, which includes computer software and may
include aszociated media, printed materials, and "online’’ ar electranic
documentation ["SOFTWARE PRODUCT']. By installing, copying, or othenwize
uzing the SOFTWARE PRODUCT . pou agree to be bound by the terms of this

EULA, If you do not agree to the terms of this ELILA, do not install or use the
SOFTWARE PRODUCT.

| accept the agreement

@ | do not accept the agreement

< Back

Cancel




Time&Attendance Software V3.0

This page is an agreement of using program , please read carefully. If
you agree with this agreement contents, click onthe (I Agree). Enter the
next installing process; if you don’t agree with the agreement , please
click on the (No) to Exit the installing process; if you need come back
the last operating, please click (Back). The next installing window is
following:

Setup

Select Destination Location
‘wihere should Attendance b anagement be inztalled?

Setup will inztall Attendance b anagement into the following folder.

To continue, click Next. If vou would like to select a different falder, click Browse.

22007 Browse...

Al least 0.7 ME of free disk space iz required.

| < Back || Mext > | | Cancel |

Theinstall interface is used in installing catalog of definition attendance
management, you can choose default catalog, can also choose or create
another catalog. Confirm, Click (Next) display interface appear
following:
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Setup

Select Components
“w'hich components should be installed?

Select the components pou want to install; clear the components you do not want to
install. Click. Mext when pou are ready to continue.

[ ‘v
|,_J'_'j Attendance kanagement 8.8 MBE
[#] Manual 5.4 MB

Current zelection requires at least 14.8 ME of dizk space.

l < Back ” Mewut > I l Cancel |

After selected, click onthe (Next) , thefollowing interface appear:

Setup

Select Start Menu Folder
“wihere should Setup place the program's shortcuts?

| Setup will create the program's shortcuts in the following Start kenu folder.

To continue, click Next. If vou would like to select a different falder, click Browse.

Browse...

l < Back |[ Mext > ] l Cancel |

In the page, local folder "Sart/Program" to create the program name.
Click (Next), the display is following
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Setup

Ready to Install
Setup iz now ready to begin installing Attendance Management on pour computer

Click Install to continue with the installation, or click Back if you want ta review or
change any settings.

D estination location: -
Cohat2007

Setup type:
Full

Selected components:
Attendance kanagement
tanual

Start Menu folder:
Attendance Management

l <Back |f_Install l Cancel |

Enter the window, it is show that you already finish all setup of
installing program, if you want to modify the setup, click (Back);
otherwise click on the (I nstall) button, theinstalling program will copy
file to hard disks and write relate information, after finish installing
process, click( Finish), theinstalling processis over.

The shortcut will appear on the windows, only click thi

on the windows to enter softwareis available.

1.2 Uninstall software

If you do not need to use this software again, and want to del etes it from
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the computer, then may follow next steps to operate:

Close the entire fingerprint management system program.

Enter Sart ------ Control panel------ Add/Cancel, choice the Time &
Attendance management system standard version, and click on (Cancel).
Like doing this, you still fail to delete all file, you have to enter to install
directory of the software to delete named the folder att2007.

1.3 Work flow of the software

1. Downloads user's fingerprint or the card which have been enrolled
in the Device to software (Connection Device -Downloads
personnel data from Device)

2. Upload staff's name and other materials which have been modify in
Device in the Employee maintained (Connection Device —Upload
personnel information to Device)

3. Assign Employee to department (enter Department management)

4. Setup Shift Schedule and Time Period(enter Shift Schedule and
Time Period mai ntenance)

5. Setup Shift Schedule (enter Shift schedul e management)
6. Assign the staff Schedule (enter Employee Schedule)

7. Download attendance data to software in (connection Device —
download record data from Device)
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Examine Attendance report form (enter Time Attendance report
form)



Time&Attendance Software V3.0

CHAPTER 2

2. Management Program

2.1 Exchange Data between Device and

Program

2.1.1 Device Management

If want to download data from the Device with software, be sure that the
communication between Device and PC has established. So add the
device to the system firstly, input the related parameter, after connection
successful, may carry on uploading and downl oading data.

Device Maintainance

Click (Device Maintenance) in the main interface or right click (Device
Maintained) with mouse in My Device List, in here you able to
complete to add, cancel, and modify Device.
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There are two default communication parameters provided in the system,
one is RS232/R485, anther is Ethernet.

u Add: User may newly add Device, input the corresponding
parameter of Device for connection, save it, the device name will
display ontheleft sidelist.

u Device name; named the Device, which machine has been connect
with system.

u  Communication way: which communication way is used in
between the Device and computer.

u Baud rate: must definit baud rate is same with it in the machine,
Here.

u |Paddress: Device IPaddress 1P

u  Communication password: if there is the communication password
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to be set in the machine option, you must filful the same password ,
otherwise, not need tofill in

u  Serial number: Device identity number.

u Port: Theport is used by computer. The RS232/RS485 way is com
port, the default port of Ethernet is 4370.

u Ddetion: If you do not need to use the Device more, single-click
the Device of your choice in the left sidelist, click on (Cancel)
to delete this Device from the system.

u Save If after sdecting and modifying connection parameter of the
Device of your choice, click (Save) to preserves the i nformation.

@ Note: Some machine does not support the Ethernet

communication. It is unable to use the Ethernet way to connect the
machine

And that serial number: If the RS232 way is used, please input
random number which between 1 ~ 100, 133 ~ 255 in blank enough.If
the RS485 way is used, inputs the machine address.

Connection Device: the Device which has been add to the system will
display in the " My Device list”, single-click the Device to choose it,
then click (connect Device) button, or right-click the Device that want to
be connected, select the connection Device from following menu
appeared.

10
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I e A T e ek R

When the system connect with Device, the prompt " connecting, please
wait " will appear on below right side status cloumn, wether the link
success or not will inform you.

If fail to connect, please check

1) Whether the Device connecting parameters equipped with
communication parameters of the menu option

2) whether the communication line linking well

Disconnect

When the system and Device continue to upload and download data,
the Deviceisin a"work" status, so it is unable do other operating at this
time. after uploading and downloading data, disconnect Device, and
click (Disconnect) to disconnect the Device communication.

11
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2.1.2 Upload and download data

This is data exchanging windows for between the management software
and Device. Through this menu, download recorded data and the user's
information to the software from Device, also can upload the users
information which has been saved in Software to the Device, Follow
operation, the first complete to hookup Device.

Download recorded data from Device: Download all records which
have pass verification from the Device;

Download staff infor mation from Device: Download staff information,
the staff’s fingerprint can be download at same time

Upload staff’s information to Device; upload the staff’s information
and fingerprint together at sametime.

Device management: Examined the Device information and modify the
Device option through software.

Download data record from Device: It is unable to download data
from the Device unless the system and the Device are at the connection
condition. Directly click on "related Device operation" in the main
interface right side to download data record from the Device Or enter
management menu, chooses downloading data recording from the
Device.

12



Time&Attendance Software V3.0

......
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The system could prompt "is working ", by now please wait for moment,
after the completion of data downloaded, the prompts will appear in the
below right side of table, informing you that the to download data was
successfully, the communication between the Device and the software
already has disconnected. The downloaded data should be added to the
system, if dataistoo bigger, it is possible need to take much more time.

The downloading record can completely display in the circle record
region like as above figure. At the same time, the new data record will
be stored in the staff’s record data list in the system, you will be allowed
to view it from the attendance record; The new user will be stored in the
staff information table of the system, it is allowed to view through the
staff’s maintenance. After downloading data, the system still cannot
automatically clear data which is stored up in Device. under this option
-> maintenance/setting-> Downloads record -> you choose item as
that download the record and delete the record data on the Device

13
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together at same time, system can automatically remove data record
from Device

@ Note: If the machine model is M100 please note! maybe the

M 100 machine does not need to enroll the user first directly through
dip the card to verify user identity, therefore the corresponding user
infor mation does not possibly along with downloading data record,
after the downloading, the software can prompt whether add these
user who hasn’t been regisered but still has the data recording
to the database.

Download the personnel infor mation from the Device:only when the
system and the Device are at the connection condition, the downloading
data is available, Directly clicks on " related Device operation”the main
interface right side, the column to download the personnel information
from the Device, access Device management menu, choose download
the personnel information from the Device

View user on the Device: Click (view User) the button Device . For
new users, it will display in the "new user" column. Meanwhile, it will
suggest new users added to the system database.

Downloading: when the data has to directly download, click the
button to downl oads

If thereis anew user in "the new user" the column. At the sametime,
prompts whether add the new user to the system databasein. If user on
the Device were a user which already existed in the system database,

14
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then these users could display in “thereis auser in the local database" in
the column.
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Delete: Choose user who want to be canceled from the list area, also can
select all users. Delete fingerprint or password only, just need to put the
tick in front of the corresponding item, then click (Delete) button, if
want to select many item record, may hold down Ctrl key and click with
mouse at same time.

Upload the per sonnel infor mation to Device

When it was careless of user to cancel personnd information or many
Device are used together at same time, for provide user with convenient
to use, reduce the enralling work, the software provide to upload
personnel information from the database to machine.

The upload data operation is unable to execute till system and Device is

15
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in connection status. Directly click upload personnel information to
Device in the “related Device operation” column, or enter Device
management menu, select upload personnd information to Device.

Select staff by department: E.g there are mare many department in
some company, if need to upload some staff of some, department, you
can click this department with mouse, the all staff in this department
will display inthelist. Shown as following figure
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Upload:

1) choose the staff to be uploaded in the “user” column

2) Choose the staff who will be uploaded to assigned machine in the
“fingerprint machine” column.

User information/ Fingerprint: Put the tick in the information which will
be upl oaded.

Upload in High Speed: When if these machine hookup by Ethernet,
and have large quantity of data to upload.

16
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Delete: Choose this user which want to be canceled, and then choose
“Cancel” button.

Device M anagement

Only when the system and the Device are at the connection condition,
the downloading data is available, Directly click Device M anagement
in the column “related Device operation” on the main interface right side,
choose the Device Management, access Device management menu,
choose download the personnel information from the Device

1) If the device is a M100 you connect, then “Advance Option” will

appesr. -
oo e A

! kol Eftencad Faireria:
[ [Hsckee Hase
p_
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| [Resd oo il

Set Password for logining : if wnat to enter the machine managemnet
inteface, you must input the management password firstly, the defaut
password is 888888. in order to guarantee security for using machine,
you can change this password ( the password consist of 6 digital figure.
Other format isinvaild))

17
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Clear all datain the equipemnt: systemwill clear up al datain the
equipmet , that include User and record.

Notice: if you clear up all data, the data will be damage and unable
to berestored. To help avoid possible lost, download all data and
keep in system befor e perfor mance this oper ation

Synch Devicetime: may synch the Device time to the computer.
2) Connect Fingerprint Machine

a. it is the first to show fingerprint machine information, though this
page you can view the information about this product type, product
module, serial number, firmware etc. click Read Setting, you can know
detail about Device.
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@ Note: it is unable to modfiy this information ,view these only
b. In oder to gurantee machine reliablely run for long time, some

18
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machines support power management function, such as timing

idletiming shoutdown, etc pagenat .
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Click read in setting, the machine idle setting will appear on the main
interface:
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Modify the setting you want to use, after doing this. Click Apply

Setting.
c. Click other function pagination, view other function of Device
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Clear all datainthe Device: Systemwill clear al datasin the device,
include fingerprint and record.

@ Notice: if you clear up all data, the data will be damage and

unableto berestored. To help avoid possible lost, download all
data and keep in system befor e per for mance this oper ation

Elimiate administrtor privilege : when if the operator forget the name

and password in the device, and fail to enter the option menu, you can

use this order to emlimate old administor, then reenroll the administrtor

Synchtime: Synch Devicetimeto PC, keep the Device timeis same as

PC.

20
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Upgrade firmware: if need to upgrade firmware, my click “ Upgrade
firmware” button, following prompt appear

Device manage £

You must keep the power and connection betwen PC and device
b when updating.
Please restart device after updated

Do you want to update firmware?

i
2

Click “Yes” to upgrade firmware, Click “No” to give up. if after clicking
Yes, upgrade file is wrong, informing you that the firmware in the
Deviceisthe newest one.

@ Caution: User do not voluntarily upgrade the firmware, you

must contact and be allowed by the dealer before to upgrade the
firmware, maybe these trouble and problem which affect normal
use occur cause you voluntarily upgrade.

Capture Fingerprint Image: Capture the fingerprint image which present
by you currently press finger on the machine sensor face.

@ Note: thisfunction some machine don’t support thisfunction

Download Management Record: download management record from
fingerprint machine to system.

21
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d.Click communiaction setting pagination , view the Device
communication setting, click Read in to lookup al communication
setting.-
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If you want to fast modify this setting, may directly input corresponding
item in the text box, after modifying it, Click Apply to savein Device.

2.1.3 Real Time Monitor

The real time Monitor function make management software staff to
known staff attendance or door controlling status in time, may find and
deal with the exception status.

Run this function, It is need to open this software only, and connect with
the fingerprint machine that want to be monitored, if there are many
fingerprint machine want to be connected, just need to hookup all

22
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fingerprint machine, after normal user verify successfully, its
verification record will appear in the displaying area:
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@ Note: some device does not support this function

2.1.4 U flash disk management

As usual, there are following way to download data, like as RS232,
Ethernet, and RS485.

When if it is difficult to communication or fail to communicate, you can
use U flash disk to upload or download staff’s information and
fingerprint, save these downloading data in the software.

Choose the system option from the Maintained /Option, put tick in U
flash disk in “Function Configuration” box, so U flash disk management
in the data menu become valid.

23
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Because the machine type is different, the data construction which has
been download to U flash disk also is different, so before using the U
flash disk, choose the machine type you use firstly.

€2 Ush Import/Export =]l = | [eE.]

Fleaze Select the below item by M achine

{715 Code(tax Ac No is B5535)

() 5elf Service Feader

s

After choosing, press the OK to enter U flash disk management, maybe
the error occur while download data is downloading cause of the
mistake choice

Import user datato PC

Select put U flash disk into the USB dlot of the fingerprint device,
choose “Menu” —“U flash disk management”—“Download User Data”,
Press OK, when the window inform that system copy data successfully,
take out U flash disk, and then plug it into PC USB dlot, enter software
“Data’-“U flash disk management”, choose “import user into PC,
Following interface will appear.

24
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The current user data file which have been in U flash disk will display in
“examine record information” left column, after choose this file, click
“Import user datato U flash disk”, system will import data, this data will
display inthe middle list to inform that download data successfully.

Clear Datafrom U flash Disk: Erase all data from the U flash disk.
Clear List: Clear staff‘sinformation in the current list.

Refresh: Refresh Staff’s information in the current list

Import from local disk: Import user data from PC other disk.
Export User Datato U flash disk

Export user data in the software to U flash disk for saving it or
transferring other Device, here you can select user you want to upload,
shown as following figure.

25
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You can view all staff’s information in the left staff’s brown column;
click the button for moving data in the middle area to import data
“Export User datato U flash disk” area.

], Moveall record in the Ieft side “Export User Data to U flash disk”
area
'l; Move the staff who has been selected to “Export User Data to U
Flash disk” area.
[<]. Remove all record in right side from « Export User Datato U Flash
disk” area.
L), Remove the staff who has been selected to “Export User Data to U
flash disk” area

Import therecord datato PC

Plug U flash disk into Device, sdect “Menu”—“U flash Disk
Management”, Press OK, the window will inform that download data

26
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successfully. Take out U flash disk from Device, then plug it into USB
dot of PC, enter “ Data” — “U flash disk Management” and select
“Import record to PC” option card, shown as following interface.
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The information of user data which has been saved in U Flash disk
will display in the left side wait for importing data list. choose this file,
Click import record from U flash disk system will import data, this
data will display in the middle list to inform that download data
successfully,

Clear Datafrom U Flash Disk:. Erase all data from the U flash disk
Clear List: Clear short messagein the current list.
Refresh: Refresh Staff’s information in the current list

Import from local disk: Import user data from other disk of PC.

27
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Import Short M essage

Plug U flash disk into Device, sdect “Menu”—“U flash Disk
Management”—“Download SMS”, Press OK, the window will inform
that download data successfully. Take out U flash disk from Device ,
then plug it into USB slot of PC, enter «“ Data” — “U flash disk
Management” and select “Import SMS to PC” option card, shown as
following interface
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Click Import Short Message from U flash disk, system will import
data, after import data successfully, this total of data will display in the
following prompt, all content of short message which has been imported
will dispaly onthelist.

Add new short message to PC: Add the short message which has not
existed in the software into the software.

28



Time&Attendance Software V3.0

Overlay PC data: Use the imported data to overlay the data in software.
Delete data from U flash disk: Cancel the short message data in the U
flash disk.

Clear Uplist: Clear the short message in current list.

Refresh: Refresh Short messagein the current list.

Export short message

Export short message in the software to U flash disk or upload this
message to other Device, here, may select this short message you want
to upload, shown as following figure.
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You can view all short message in the software from the | eft side column,
this short message till exist in the “short message box” after choose a
piece of short message, when if there are lot of short message to search
for, you many utilize following way to find it, such as short message
serial No., content, Public short message, User short message.
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Move the record to right side list: choose the short message that want to
be uploaded, click (M ove) the record to right side list, the short message
will betransferred to « wait for moving to U flash disk list” area

Move al record to right left list: choose and remove all short messagein
the system to “wait for moving to U flash disk list” area

Clear al record in the list; erase al record in the ““ wait for moving to U
flash disk” ,it is unable to upload the short message or reselect the short
message which need to upload.

Clear al record of your choice: Choose these record which don’t need to
be uploaded, then click (clear) to clear the record from this list , then
this short message will be deleted from ““ wait for moving to U flash
disk”.

Note: thisfunctionisvaild only for the machine with U flash disk

2.1.5 Short management

Some type product provide a function which can send a massage to
appointed person through public to person way, before using the
function, it is need to setup short massage, customize the short massage
according to staff. Then load the short massage into the device. The
device fully support two way to load the massage in. one is to directly
load by connected attendance device, anther way is to utilize the U flash
disk toloadin, follow we take an exampletoillustrate how toload in :

30



Time&Attendance Software V3.0

Enter the attendance software “System Option” under maintained
[setting menu— put the tick in front of U flash disk management in
function configuration box, then U flash disk management take effect
and may useit.

Short management (SMS)

EHERREREE = ==
TG CH TENT WARAGE || Erplpus S4E nutansstan rasp
Galaci 20| Uraslss
Ewa == = 3o ERME Erplops: 5K E Cidlnsestion
Daka
=SSl avwwiarere roadees LI
Earcad B | il waste] [ Topm |
Ewsnbs
T SFTTIHR
o o | ARE0F 80 - EAE
Mackineras) |1 =
Enrase Swalndy Foa [COWT =l
Corctior: [Srmad =] Db T buckue [TTEBD =]
i || coLETE| FEFESH Pt [
Smxfharkez 0

1. communication setting

we offer two connection ways --- serial port/ Ethernet, determining
mode of communication depend on the connection way of your device
and PC, according to the machine setup, complete to fill the number of
device and communication password, click “Test Connection”, if the
connection is successful, this item will trandate “Disconnection”, if the
connection s failure, the system will prompt “Fail to connect”

2+ Inquire short massage
This system support four inquiring way ---rely on serial number,
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contents, public and person short massage, you may select a needful
way via the “Condition” drag-down box, Click “Inquire” button, the
qualification result will appear on thelist area

3+ maintenance short massage
This page also supports to maintain basics information of the short

massage. The four functions that include adding, deleting, modifying,
refresh

Add: Click add key, the following interface appear:

= ADD SMS (=5
" Public Sms
Smsid: (00001 [ Set TimeLimit
Smz Content: =
Ok | Cancel | -

Public short massage: for public short , as soon as the attendance
machi ne start the short massage will be saw, it will appear for ever;

Personal short massage: for personal short massage, it will not show
until the user verification is positive;
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Period of validity setting: After choose the item, a line will add on the
interface, define the starting time and term of period of validity is
available

Cancel: Click cancd key, the system will prompt “Are you sure you
want to cancel the selected short massage ?” after confirming, the
system will appear prompt again “whether delete the short massage in
the attendance machine together or not” Click OK the short massage
will be deleted absolutely.;

Modify: after select atopic massageinthelist, click modify, ability to
modify the serial number, period of validity setting, and short massage
contents ;

Refresh: after to perform “inquire SMS” , there are only short
massage which accord with the inquiring condition on the list area.

4. Send short massage
Form the short massage list in left side; choose a topic massage you
want to send, Click “Send SM S”.

5. Customize staff's short massage
Click “Employee SM S customize ™ , appear following interface
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Saff’s information: This list shows the staff information that
customizes short massage. ;

Short massage: Thislist display the shot massage which is customized
by staff;

Operation selection : if the software link with the machine, can click
“send immediately”, if the software has not been linked with the
attendance machine, “Not send temporarily”, and return the main
interface of the short massage management, then choose the topic of the
short massage which has not been send, click “send SMS” to achieve
exporting user’s information or use a U flash disk to export the short
massage which  has been savein U flash disk,

6. Cance

Select all short massage in the attendance machine, click “execute”,
may cancel all short massage in the attendance machine, select a topic
massage form the short massage list in the left side, click “execute” to
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delete all short massage in the T&A device, If a short massage is
selected in the left-side, Click execute, the select ed massage will be
canceled.

Select all staff customized short massage, click execute to cancel all
user short massage in the T& A device

I nquire the Customize staff’s short message.
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Inquire: This system support four inquiring way ---rely on seria
number of the short massage, the department, Attendance No. Name,
you may select a needful way via the “Condition” drag-down box,
Click “Inquire” button, the qualification result will appear on the left
side area ligt, click “Refresh” the all user’s customized short massage
will appear on |eft-side list area.

Cancel staff’s short massage by defined condition: Select a staff who
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want to be delete in the customized short massage left side list, click
execute to cancel “the short massage by define condition” completely
to delete the customization. .

@ Note: Only the function is valid for this device with SMS
function

2.2 Maintained/Setting

In order to get correct and accurate Time Attendance result, you must
configure M aintai ned/Setting in the main windows, here you can set up
software database and system setting. firstly enter department
management setting and assign staff to department, then performance
First set up database password, then set up holiday. set up leave style
and attendance rule, department. staff maintenance and administrator
setting, at the finals, maintenance timetable, maintenance shift schedule,
staff shift assignment

@ Note: unless the staff has been assigned shift schedule, the

system don’t produce Time Attendancereport
This system provide with enrolling fingerprint or card by after
connecting with PCiit is avoild the trouble that personnel don’t match
the fingerprint and fingerprint, please see 2.2.2 Staff maintained.

2.2.1Department M anagement

This module provide with convenient to manage each department,
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mainly add, cancel department, enroll staff, for more detail as following

Click on the “Department list” sub-item on the menu “M aintenance
/Setup”, the windows appear:
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In adding department, you first left-click the superior department of the
new department, click onthe “adding department” button , input the
name of new department in the dialog box, click (confir m)to save.

In deleting department, you only firstly left-click the department
selected , click the “cancel department” button, select “confirm” in
the display caution box, OK.

If you want to modify a department's subordination relationship, first
selected the department to modify ,left-click, hold, drag the name within
the new superior department. Then follow the instruction to operate.

37



Time&Attendance Software V3.0

Click on the “Enroll staff’ button. the following appear:
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Staffs in the Employees box are those who don’t belong to any
department, that is, who have left their posts. This is the same as on
leave No salary

In the box of staffs select those employees that your department wants
to employ, and click (Add) button, and then those selected employees
will be added into your department.

In the box of Our Department’s Employees sdlect those employees
that Will leave your department, and click (Remove) button, and the
select employees will leave your department (leave their posts).

After operations, click (Close) button or X/ to return to Department
Management main Window
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2.2.2 Employee Maintain

Select the “Maintenance/Setup”, click staff maintenance item, open
“staff list”, within this window, maintenance staff's various information
and attendance setting. Through the staff list you can view the
department the staff belongs to, here to view and modify staff’s
information is available, at here attendance setting privilege is superior
to Assign Staff Schedule.
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The upper half of the window of Employee List is a list of employees,
and the lower half is designed to select and set staff’s varied information.
The lower half is paginated to three pages; click the pagination label on
the bottom to enter different pages. Many performance corresponding
operation.

When if there are many staff, you can use this way to search for, input
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condition you inquire, click inquire button so you can get detail
information about this staff.

1. Must filful the blank of the staff’s information list with the staff’s
name, enrolling number, according to the actual need you can add other
information about staff.

Note: it is different with old software, we have increased a new
function in maintained/setting item , User Number, to this
software, the User number distinguish from enrolling number,
the enrolling number is suit for Device, and according to normal
Device, the enrolling number don’t more than 65535 ,but the user
number have not limit to its size number .

Addition New Staff

When usual execute this management program at first time, after
registering the user in the Device, than directly downloads it to software,
and revise name, as well as saveit, upload it the machine to use again. If
have to directly add the staff in software, in order to guarantee the user
information and the fingerprint or the card one to one correspondences,
connect with Device to go on the real-time registration fingerprint and
the card is available in this interface. After connects the Device, every
time while add a staff the corresponding person's fingerprint or the card
will be registered simultaneously. Avoids the trouble which the
fingerprint or the card and the personnel does not correspond appears.

A, registration fingerprint

Under in "fingerprint or card registration” drag-down box, choose the
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fingerprint Device that have connect with registration, after connects
successfully, starts to add the staff. Select the department which the staff
is at, after click =the button, then input staff's register number, the
name and other related information. Single-clicks register the button to
start to the fingerprint registration.

Fingerprint machine registration: Uses the standalone fingerprint
Machineto register the fingerprint.

Fingerprint device registration: Uses the on-line fingerprint device to
register the fingerprint.

Picture registration: With the saved fingerprint picture to registers the
fingerprint.

Registration flow:

Single-clicks registers the button, shown as figure:
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Fimgerprint regis braison =::

Start to register, click any finger in the interface with the mouse, then
the fingerprint Device that has been linked with is in the registration
condition:
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Fingerprint registration

According to prompts or press fingerprint on sensor face of the
fingerprint device or fingerprint scanner, after Press 3 times, prompt
inform you registers successfully, then has completed a fingerprint
registration. If the backup fingerprint a must be registered, then chooses
a finger registration. After the registration complete, press the
confirmation to return add the staff interface, continue to add the staff.

B, registration card

Under "fingerprint or card registration” drag-box, choose the Device
with radio frequency card function, after connects successfully, and
starts to add the staff. Selects department which the staff is at, Click =
button, wave the card which want to be registered on the radio
frequency card machine, after waving the card, this staff's register
number and the card number can display the corresponding card the
information, according to needs to change the serial number and the
name, the card number do not change at random. The cursor locates in
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the name column
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If want to add new staff, press®* button to repeat above this operation.

2) Add Batch Saffs.
When some departments enroll alot of staff, you can use this function to
add staffs, lighten an operator work. E.g., alot of staffs want to be added
to the bill department, first select a department; click on the “Add batch

staffs” button, the adding batch staffs’ window appears.

If there are not staffs in this department, the foll owing appear
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Add a batch of employee

AC-No
MHumber pattern; m‘

Wildcard "[¥]' length:
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If there are staffs in the department, the following appear
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Add a batch of employes

Copy dataz from Simon(1109),

Select fields to be copied:
AC Mo
ACMo Hoa.

= Mame
Mumber pattern: g Gender

Title
tobile/Fager
Birthday

Add.

Home Tel.
department
om Adminizgtrator
Mationality
CardMo
Privilege

wildeard "*]" length: 3

From |1 ﬂ To 1

o o
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The backup data of staffs witch select from bill department display on
the left-up corner, if the new added staffs and selected staffs own the
same the shift and attendance setup , left-click (Copy selected
employee attendance option and schedule), if there are other same
words, select relating to words from the selected words box.

Attendance No batch increase that department on adding batch staff.
through the (*) “asterisk wildcard, it is easy to add staff No.

The number format: That means a attendance serial number, E.g. the
staff No of this department isthe figure 1 at the first, so its serial number
is1*** input 1 (*) totheserial box, the window display following:
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#dd a batch of employes [==3=]

Copy datas from 2[2].

[[1Copy selected employes att options and scheduls Select fields to be copied:
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‘wildcard "'[*1" length: J Birthday
1 - 10 - Add.
g A L A Home Tel
department
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1002 M ationality
1003 Cardio
1004 Privilege
1005
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The asterisk wildcard length: That is mean, how many figure the
symbol indicates? E.g. the forward section of the serial number is 1772,
its asterisk wildcard range is 3, if the serial number is ?? , so its
asterisk wildcard length is 2. After the asterisk wildcard width has
been defined; by use the “from” box “to” box to create serial humber
range. E.g. create the serial number range from 106 t0118, input 6 to
“from” box, import 18 “to” box, the symbol wideis?2, but from 6to9
width is one figure. at this, the system will add zero automatically.
Shown as following interface:
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add a batch of employes

Copy datas from 2[2).

Select fields to be copied:
AC Mo
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Click on the “OK” button, add staffs, and click on the “Cancel” button,
return the staff interface.

3 Modify Saff

Do not modify Staff’s enrolling No. or name modified randomly. Avoid
there information don’t match corresponding information in the Device.
Click button, enter new data in the corresponding input box, and then
press (Save) button.

4) Transfer Employee

Click * (Transfer Employee) button to transfer employees from one
department to another department and this dialog box will pop -up
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Employee Transfer |

Please choose a department:

OUR COMPANY A
= Diap shift
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" Shift B

=1 Night S hift
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.. Shift B
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In the box of Fold Department select the department to add new
employees in, and click (OK) to transfer the employee, or (Cancel) to
cancel this action.

5)No pay leave: Some employees may remain in the company, but who
don’t belong to any department now, which is similar to the currently
quite popularized lay-off phenomenon. Leaving-post employees can be
re-employed through Employ Staff in Department Management. Click

f#  buttonto present this dialog box

Attendance Management Program [

M?(} Do these employvees really wank ko leave their posks?
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Press Yes (Y) button to transfer the employee to a new department, or
press No (N) to abandon this action.

2. Right shortcut key operation

Right click a region of the staff’s list to export staff's basic information,
production report is available; also can hideaway or show entire rank
datain the current interface. Shown as following figure:

Export Data

Create report for current grid

Save grid layout

Show all columns

Hide all columns

Columns b

Advanced Export

RS TSRS

Export data: export all staffs' information of the current department.
Operation step like as Time Attendance port.

Production report: all staffs information in current department will
display by report form. .the operating method likes to export the data in
Time Attendance report.

Save rank of data setting: After change setting of data rank, save the data
rank setting, it is allowed to use after through directly write down the
data rank setting.

Show entire rank of data: After clicks this option, staff’s all information

appears.
Hides entire rank of data: After uses this option, staff's all information
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will be hided.

Rank of Data: show the name of composition rank of staff information
in the staff view

3, Click department settingsia button, it is allowed to set the department
setting. Its method is the same with the operation in department
management.

4. Click the pagination label of other information. The windows will
appear as follwing:
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At here be allowed to input the important staff’s related information
About the staff important information is input in relating page, select
department, select staff, press * button, add an item record, type

information style in words row, input relating material to contents, then
save it, select department, and choose staff, input information in the
field column, as well as input related content in content column, than
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just save thisinformation only.
5. Attendance rule option

Click the pagination label of AC option. The windows will appear as
follow figure:
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Active AC: Theitem means weather the attendanceis valid, if thisitem
is defined, the staff will be accounted and statistic attendance in
accordance with the attendance rule and other select item, otherwise,
this staff doesn’t need to keep the attendance record, and regard his
record as normal on-duty ,E.g. A leader of the department doesn’t go to
attendance, but his attendance is accounted on normal duty.

Count OT: Signthisitem, counted by the staff over time.

Reset Holiday : Signthisitem , the staff will have arest on holiday,
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if the staff is on duty, it will be signed to over time. Otherwise, the staff
have to be on duty, if the staff is off duty, he will be accounted to absent.

On duty check-in/off duty check-out: The setup can control if the staff
have to check-in or check-out, the setup privilege in the item is super
than it in the shift schedule.

Saff Time Attendance setting

Click Time Attendance schedule; enter staff’s Time Attendance setting
widows, shown as following widows

Employee attenclance options { Marry ) [#5a)
Clack Ir Clock Out [ &uto-assian timetable
(CIBy timetable () By Timetahle ;
(I Must Cln (%) Must CADut i =
() llows na CAn ) Allaws o CAOuE | o0 2n
[#] &ttendance Active [ICount 0T R =
Haoliday Registry for OT
Lizsigned schedules list i ==

Stat Date |End Date | Shit Scheduls|
2000111 | 2933/12/31 Nomal

I 0K ’ X Cancel ]

The method of attendance statistics is similar to the method of
attendance setup, it is only that there increase optional which the
over-time has to be registered and examined, In the option, all over-time
must be registered and examined, otherwise, the over-time will be no
pay.
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A current shift list indicate the staff on duty scheduler, the box show that
the staff shift include beginning , stopping date and shift name, if need
to modify the staff shift, first select the shift item in the current shift list,
it will turn blue, then click on (- ) button, cancel the current shift, after
this, click on (+) button, add a new shift, thewindow is following:
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Select a new shift from shift that has setup, definite starting and
stopping date, click on “Confirm” button to confirm action, click on
“Cancel” button to cancel operation, return attendance setup window.

While a staff shift in Normal work hours, you can add a lot of item of

schedule. E.G.: Starting date  stopping date shift
03-3-1 03-5-30 springs
03-6-1 03-9-1 SUMMErs

The intellect assignment staff's shift be selected, the window will appear.
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Employee attenclance options { Marry ) (===
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The auto-assignment staff’s shift function is that, while staff who does
not assign shift to Time Period, but he/she has attendance record, the
system will can define automatically the Time Period. This function
main use in more changes shifts.

Min auto- assignment shift time: when you setup atime period, example
one day, at this time the system will accord with setup time period to
determine after it expire more one day, otherwise Not to determine.

Used timetable: that is, this staff is able to on-duty time period, click on
(+)button, the selecting period of time appear, this shift Time Period is
shift name list which has been set up in shift management . The windows
following
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Employee attendance options ( Marry ) (=)
Clock Irn Clack Out
Ellyu::ng;ﬁ::ule 8 Ellyul'tlrgtuastle Least time for Auto-assigh:
v ne CAln oy o CAOL > Dayis = |Hours
O Allowy o T/ O Allow na C/0 1 3+ Dais) (0 = Houts)
[#]atendance Active [CICount T Used timetable: b= -
Haoliday Fegistry for OT Daytime

Marnin
Azzigned schedules list E] Day

Stat Date |EndDate | Shift Schedule| =
2000411 25899/12431 | Maormal

[ ox | [ % cence |

Left-click shift names that select from display shift name list add
selected shift. If want to cancel shift where there are used period of time,
first define period of time, click on ( - )button, it will be canceled.

Employee attenclance options { \Wood ) ==
Clack Ir Clock Out [ &uto-assian timetable
(CIBy timetable () By Timetahle ;
(I Must Cln (%) Must CADut i =
() llows na CAn ) Allaws o CAOuE | o0 2n
[#] &ttendance Active [ICount 0T R =
Haoliday Registry for OT =

Lizsigned schedules list i ==

Stat Date |End Date | Shit Scheduls|
2000111 | 2933/12/31 Nomal
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After set up, click on(OK) tosavesetup, click on (Cancel)to give up
action, return attendance setting label

2.2.3 Administrator Setting

Set administrator
To help protect you system from security, to prevent the data are
changed by unauthorized personnel, this management program provide
with the function to set administrator, Click the “maintenance/setting”
sub-item on the menu of administrator setting, this window will pop up
following diag-box

<2 administrators = | e

AC Mo. Marne Frivilege
b

’ ¥ Administrator ] % Modify Password | |5585 Dperation Purview

Click on the (administrator) button, the display isfollowing
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Add Super Administrator

Ldd Department &dministrator
Add Level L Dep. Administrator
Add Level 2 Dep. Administrator

Cancel Administrator

Select the administrator type you want to add (it is better to add supper
administrator), after clicking, following interface appear

Department Employee List
Department; Employee: o
i€ OUR COMPANY ~ | [ache [Name ~
-8 Dap shift S

- E g:!:“; 1109 Simon

et ift =

1110 Suzh

E1-E3 Night Shift = 2

£ ¥ Shift 4 ___.'I'I'I'I W agner

- ¥ Shitt B 1113 K.ent
=K officer ___1114 bd arry. B

“§ Order-picking 1115 B.k

LW Finanee Y [ Y

Choose the administrator you want to add in the interface, all administer
must be a company’s staff.
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& Administrators

[Mame |Priviiegs |

Jacqueline

uper Administrator

pttendance Management Program

i The 1 administrator has been successfully added
administrator's initial password is hisfher own attendance checking number

l & Administratar I [ W Modify Password ] [ - Operation Purview

Administrator'sinitial password is heself/herself register number, clicks
(OK) to enter the administrator privilege interface, may set this
administrator is allowed to software inthisinterface beallowed to
software

59



Time&Attendance Software V3.0

Set Administrator's Purview ALl o
choeice I E Choice
Itemns that can be autharized: g

Initialize System e
Clear Obzolete Data/Backup Databaze/Restore D atabaze/E=p
Import AC D ata
Uszb Dizk Manage/SMS management/Dizconnect
Employee Leaving on Businessddsking for Leave
Fargetting to Clock, indout
| Coming Late Collectively
| Current Employes's On-Duty Status
Attendance Calculating and Reports
System operate log
Department List/Employes M aintenance
Administratar
Maintenance Timetables/M aintenance Shift Schedules
Employee Schedule
Haoliday List
Attendance Rule
Leave Class
[ atabase Optior... »

Single-clicks each item of front box to select, this item is able to switch
from selecting to no selecting , ¥ indicated this item has been selected,
al no seecting express that the system give each kind of
administrator privilege by default setting. After choosing, click
"confirmed" to complete the setting, if click “giving up" to be allowed to
set the privilege in the next time again (administrator which will have to
revise in administrator interface, click “operation privilege" button to
reset). For more detail please see authorized the item

Note: administrator is unable to revise own privilege, delete oneself,
only the upper of administrators is allowed to revise, add or delete next
level of administrators. Be unable to change the privilege or cancel the
administrator unless when thereis only an administrator.

For more detail, please see administrator's classification and the
privilege.
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After set the administrator, the system default administrator's password
is this staff's register number, it is better to revises the password for
individual password to guarantee system data security. After the
administrator has been set in the system, the system prompt will appear,
unable to enter the system till inputs the administrator to login umber
and the password.

Login to system

To login to the system,

Flease input your usermame and passward, or
press your finger on the fingerprint senzor.

Login Account

User Mame I

Pazzword

[ togn] [ % £ | [[Erapest ]

Administrator's privilege and classification
Administrators' classifications

There are four kinds of administrators in the system, depending on the
privilege height arrangement: Super administrator, second levels of
departments’ administrators, first level of departments’ administrator,
department administrators

Administrator’s privilege: the super administrator may manage all
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staffs; the department administrators only can manage this department
staff.

u Super administrator privilegee The super administrator is
highest level of administrators in the system, the super administrator
own privilege to add, revise, delete administrator besides onesdf, it is
allowed to initialize the management system and set the database. Its
default privilege is allowed do any operation for the system. If all the
option are not selected in the option interface of administrator privilege,
then the default privilege will be used; If only several items has been
selected, then this administrator who has the operation privilege only
can select the corresponding project.

u Second levels of departments administrators privilege:
second levels of departments administrators is allowed to add this
department administrator, and same level perhaps the low level of
administrators revise privilege, ddete this department besides oneself,
who is not allowed to operate other departments' any administrators. If
only several items have been sdlected, then this administrator, who has
the operation privilege, only can select the corresponding project.

u First level of department’s administrator: first level of
departments administrator may add this department administrator, and
same level perhaps the low level of administrators revise privilege,
ddete this department besides onesdlf, who is not allowed to
operate other departments any administrators. If several items have
been selected, then this administrator, who has the operation privilege,
only can select the corresponding project.

62



Time&Attendance Software V3.0

u Department administrators: The department administrators
may add this department administrator and the same level administrator
revise privilege, delete this department in besides oneself, who is not
allowed to operate other departments administrators. If several items
has been select, then this administrator, who has the operation the
privilege only can select the correspond project.

Authorized project

Clear the expired data’lbackup database/export the Time Attendance
data:

There are 3 projects under the data menu, the administrator own this
privilege to save and examine the data.

u Import the Time Attendance data: , it is able to import recording
data in the file to the system through Import AC data under the data
menu.

u Leave on businessasking for leave:, click "Employee leave on
business/ asking for leave" sub-item under Attendance menu, may set
the staff leave on business / asking for |eave condition, and produce the
corresponding data sheet.

u  Forgetting to clock-in /out:, if the staff forget to clock-in/out, add
clocking —infout record for this staff through this sub-item under
Attendance menu.

u Coming late/leaves early collectively: |, if staff have forget
collectively to clock-in/out, then neglects assigned time clock-in/out
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record, or add the clock-infout record again this sub-item under
Attendance menu.

u Going out on duty record:, may search staff's going out on duty
record exanimate system and revises the diary through this sub-item
under Sear ch/printing menu.

u  Current staff at-post situation: ability to Search the staff current
timeinthe At-post/not At-post situation through Sub-item.

u Attendance exception inquires and report: Under search/printing
menu, also may click on "Attendance Calculation report” icon to enter,
may inquire each kind of exception, statistics the Time Attendance,
produce report , and print the report .

u  Department management/Employee maintenance:;, may set the
department in the department management; revises the staff information
and staff's Time Attendance setting in the Employee maintenance
through sub-item Department list/ Employee maintenance under the
M aintenance/Option menu.

u  Administrator setting: Under the mai ntenance/setting menu , set up
the administrator and assign the privilege.

u Time Period maintenance/Shift Schedule management: through
sub-item under the M aintenance/Option menu, may create the working
Time Period in the Time Period maintenance, manages the shift schedule,
chooses properly  working Time Period or the Time Period combines to
establishes the different shift schedule.
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u  Assignment staff shift schedule: Under the Maintenance/Option
menu, assign the Shift Schedule which already set to staff.

u Holiday Maintenance:;, set the holiday under the
M aintenance/Option menu.

u Leave setting: Under the Maintenance/setting menu, carries on a
leave setting, and hypothesis leave in report form statistical rule.

u Time Attendance ruleset up the Time Attendance rule, and
statistical rule for Time Attendance project in report.

u Database setting: Set up the database connection through this
sub-item under the M aintenance/Option menu.

u  System setting:, Be able to carry on the setting to software some
options under the M aintenance/Option menu.

u  Connection Device: Be able to connect with Device through this
sub-item under the Device M anagement menu.

u  Download data record from Device: To download the datarecord is
available through the Device M anagement menu.

u  Upload the personnel information to the Device: ability to upload
the personnel information through the Device M anagement menu.

u Downloads Employee and hisher fingerprint: Under the Device
management menu can download the staff fingerprint information.

u  Clear the datarecord in the Device: eli minates the Time Attendance
data recording in machine through sub-item Delete AC log under the
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Device management menu

u  Device Management: Be able to examine the Device information
and carries on some operations to the Device through this menu.

u  Device Edit:can add , delete, revise the Device the communication
information through this sub-item under the Device M anagement menu

u Synchronized Device time: synchronize Device time with
Computer time through Under Device M anagement menu,.

2.2.4 Time Period Maintenance

Before shift schedule are assigned schedul e, the Time Period must be set
up to complete, select (Maintenance/ Option menu, click on the
( Time Period Maintenance ) in the main menu, can set Time Period
which is used to arrange staffs shift, theinterfaceisfollowing
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Maintenance/Options Device managemer
3 Department List
& Employee Maintenance Ctrl+E
tﬁ Administrator
@ Maintenance Timetables
& Maintenance shift schedules
B Employee schadule
Holiclay List
() attendance Rule
Leave Class

@) Database Option...

ﬂ System Options

If you has not set the shift schedule while set the Time Period, the

system will auto-prompt you should go on shift scheduled management
setting, shown as following figure.

‘System Infarmation

@ Mo zchedule

There is no shift schedule. Shift schedule waz combined by
timetables, which are arrayed repeatediy in certain period. Shift
schedule iz prepared to azzign to employees,

Do you want to open the shift schdule window to add some
shift schedules?
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Click(Cancel)button, return main menu windows, click on(OK)button,

start to set Time Period, the window is following
"Shifr Tarvstabrle BaintEn e =]

T rsstable H arss On Trna{OH Tam C CAn|B
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Mzt CAn Wi TR

i 5| M Changethe Digiss Dok

Select Add to enter Times for on/off duty Guide interface, follow the
guide to set Time Period and shift schedul e.
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<3 attendance schedule wizard (= o=

Times for On/Off duty

Setting the On A0 duty times in this organization.

(=3 duty in marming, G duty in aftermoon
Or duty time | 08:30 Off duty time | 17:30

() 0n duty and OFf duty in moming and afternoon
0830 12:00

14:00 If b b | 18200

According to the company real condition, the method of on-duty and
off-duty is selected, istwice attendance (morning and evening ), oris
four times (morning, Noon, Noon ,evening), input correspond to on-
duty and off-duty time, Click(Cancel)button, return main  windows
click(Next)button to continue setting, thewindow isfollowing
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<3 attendance schedule wizard (= o=

Clock In/Dut

The time range of allowing employess clock indout.
Outzide thiz range iz invalid.

08:20 - 17:20

Start Cdln (0830 | End CAn |11:30 | Must CAln
Start C/0ut{14:30 | End CAOut | 23:30 | Must CAOUE

[ <Baek | [ _Hety |

Thiswindows may carry on  seting up begin times for clock-in/out
definite the time range of clock-in and clock-out, and whether at  this
time empl oyee must be clock-in and clock-out, if want to select thisitem,
just put tick inthe selecting box, alsocanset diffirent option
dependiing on  deffirent department and employee ,click (Next) the
window is following
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<3 attendance schedule wizard (= o=

Att Rule
Set the attendance rules of the whole organization.

How many minutes after on duty time will be counted
as Late?

5 =

How many minutes before off duty time will be
counted az Leave Early?

5 3

o] |

On the window, set regard as coming lately time and regard as leaving
early time, click on (Next) button to enter next window

<3 attendance schedule wizard (= o=

oK

Suztem will add a timetable named "'Daytime' and a shift
zchedule named "M ormal'.

Aind after that, pou can azsign this new shift scheduls to
employees,

Assign thiz zchedule shift to emplovees who has not
azzigned any schedule

Dﬂssign thig ghift zchedule to evern department az
default schedule

Click "Finish" to commit this operation.

<gack | |
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On the window, the system prompt that it will add named “day” atime
period and named “Nor mal shift” a shift, because, before we selected
method that is twice attendance in a day, system will add two new

Time Period, eachis“A.M” and “P.M”. There are three options on the
window, according to need to select, then click on “finish” button,
compl ete setup. If selected open “period of time maintenance window
to detail setting”, click on “finish’, enter period of time maintenance
window

[eFift Tarsataiale RAsinten e ==
n E | BT T, ———A P
e = et e ] o
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Ending (4 | #2301
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Lo 2 vt el o
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the Shift Time Period maintenance interface may be divided into two
parts, left part mainly are the Shifts Time Period list, right sideis the
Shift Time Period management. May add, del ete,and revise Shift Time
Period.

n Add: Single-click (+ Add) button to add a new Time Period, than
input the Time Period name, the coming and going to work time,
the hour of Clocking in/out, recording the time as coming lately,
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recording the time as leaves early aswell as how many working
day arerecords, the Time Attendance record is the effective record
only within the hour of Clocking in/out, take these recording as
standard to statistics logs . Simultaneously definite this Time
Period, whether employee must Clock in/out or not. The input time
formate is hh:mm, which separately corresponds the hour,the
minute.

Deletion: Selects the Time Period which has already existed,
single-click (% Delete) the button to del ete the Time Period which
has been sel ected

Save: Single-clickst (" Save) to renew, when revised or addd a

Time Period, clicked this button to save the Time Period setting
information.

Record the hour (minute) as coming lately: as above figure show,
the setting value is5 minutes, E.g. lllustration is on-duty time at7:
50, A.at 7: 53 check-intime, B. at 8: 00check intime, sotheA is
not coming late, because he check-intimeis not over 5 minute, the
B is coming late for 10 minutes, because he check-in time is over
for 5 minute.

Records hour as leaves early (minute): it is the same as record
coming lately, depand on the difference between the clocking out
time and the rush hour time.
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Begining /Ending in: Must input.within check-in range of This
Time Period the record regard as validity, outside this scope
checking record isthe invalid record.

Begiinng/Ending out : Must input. within check-in range of This
Time Period the record regard as validity, outside this scope
checking record isthe invalid record. Begin and End Clocking out
time can not overlay.

How many working days to records : Refers to each Shift record
how many working day, if here the val ue has been set, the program
will defer to the setting value to statistics working day, otherwise
according to Time Attendance rule in option statistics.

How long time (minute) to records: the period of thisTime Period
will berecorded how long time in the statistical report , may set it
by user. For example: When some o'clock Time Period the reality
length is 9 hours,may record it as 8 hours, also records in the Time
Attendance statistics this o'clock Time Period is 8 hours.

Must checking infout: According to the different post and the
different request may definit the Shift Time Period whether have to
check out/in.

Changes the demonstration color of Time Period : May change
each Shift Time Period color, used to differentiates each different
Shift. just left -clicks the color with the mouse ,which the color
region want to be modified .
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2.2.5 Shift Management

After setting Time Period, Be able to set Shift Schedule,Select
“maintenance/ option” menu, click “shift management” sub-item, and
then you can enter shift menu with the following window:

5 thif Mdnag st =N
Pa; B Tree e
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4 iarchey
Eundm
) 5
[ st [orwn | @ e || [#htTnd = = [ 9 crackaa]

Thisinterface may be divided into Shift name and Shift Time Period, the
Shift name box include Shift name, Shift Cycling Periodicity,
Periodicity unit

The shift name can’t be repeated, and all the fields in the form can’t be
empty.

Application Beginning Date is in the form of yyyy-mm-dd, for example,
November the 15", 2003 is recorded as 2003-11-15, and March the 6™,
2003 is recorded as 2003-03-06.
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Shift cycling periodicity = periodicity count * periodicity unit
Periodicity unit consist of day, week, months
Can set empty shift that is no no-duty?

Shift Management Tool Bar to add, cancel, modify shift. Under the
status of adding or modifying shifts (when { V} button is valid) , you
may Add/M odify/Delete Shift Time Periods.

Single-Click (*) button to add a new Shift, the blank Shift Time
Period will appear in the right side, then add a Time Period, Following
window will pop up:

Add shift Time Periad (=3

Select shift category for this time period: Select date for adding this period:

D aptirme(05: 30-17:30) LD et
vl Tuesday

v| Wednesday

v| Thurzday

v/ Friday

| Saturday

vl Sunday

[C1Record thiz time period as OT
OT minutes: 0 g

Lo | [ ceres |

Select a Time Period  which has been setup in down -drag menu, add
shift Time Period directly. Which day are you on duty, you make a mark
(\) on the day you selected. At same time sign the day as over time or
not, then click (OK) button to save setup, click on(cancel)button to give
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up the action.

Cancel Shift: choose a Shift that want to be deleted, click (%) button to
delete.

Modify: Choose a Shift that want to be modified, Click ( El) to
complete revise

Cancel Time Period Click on (#%)button , selected Time Period will
be cancd, display all Time Period will be cancel.

Save: After a Shift has been modified or added, Click(*") to save

related i nformation

2.2.6 Assign Staff Shift

If staff has not been scheduled, then at finally system is unable to
statistic the Time Attendance records, if a staff did not bel ong to shift the
system will be unable to distinguish his Time Attendance record which
was goes to work or gets off work, and fail to count his Time
Attendance.

After setting the Time Period and the Shift Management, Select

M aintenance/Option menu, click employee Schedule, open the
window of schedule employee's A C Here, you can maintain data
related to staff's shifts.
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Left side of the page demonstrates that shift schedule depanding on the
department . click department name with mouse, can show all staffs and
its Shift Schedule in theright side staff module.

Assign Staff Shift by department :  according to the different
department's characteristic to assign staff shift,

Single-click" Eﬂp Department Schedule" the button on the left angle, the
following dialog box appears
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Default Shift schedule : select a shift from down-drag menu, make it as
default Shift which is used for enrolling new staff, after enrolling new
staff it will give new staff a shift.

May used Shift schedule : ableto display name of current setup shift
in the shift schedule list, when arrange department shift, the shift will
not display list until selected shift.

Normal Assign staff Shift

The part of the page in right side is the assignment staff shift the module.
Assign staff shift not only individu all, but also by the batch . Click

(¥ @l choice) button to assign all staffs shift. in the staff’s list interface,
hold down the ctrl key and with the mouse single-click the staff to
complate the multiple-choice, choose the staff  who needs to be
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assigned to shift ,then clicks ( Eﬂp Arrange Employee’s shifts) button,

the following interface appears

Employee attenclance options (1) [e5a)
Clack Ir Clock Out [#] &uto-assian timetable
(CIBy timetable () By Timetahle . s
Wust C/ln (3) Must C/A0ut LeasAt tirne for Auto-asjlgn.
(D) Allaw no CAn (D) Allow no CAO0 1 2 payts) |0 2lHouts)
[#] &ttendance Active Count OT Used timetable: = =
Haoliday Registry for OT
Lizsigned schedules list i ==

Stat Date |End Date | Shit Scheduls|
5/1/2007 | 12/31/2393 Nomal

[/ ] [ omen ]

Clock infout: May set whether staff has to Clock in/out, according to the
corresponding time Time Period to judge whether need to Clock in/out
the setting privilege in this project is higher than one in Shift Time
Period setting.

Count Time Attendance: Refers whether Time Attendance is effective or
not, after choosing this item, according to the Time Attendance rule and
the shift sechedule, total of Time Attendance record is available,
otherwise, this staff will not participate in Time Attendance, whose
records regard as normal work.. For example some leaders do not need
to count the Time Attendance for normally go to work.

Records regard as working overtime: After choosing this item, ability to
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calculate this staff’s working overtime.

Holiday Vaild: after choosing this item, this time the staff who has been
assigned shift will rest in the holiday, if he/she will go to work, his/her
record will regard as working overtime, otherwise, this time the staff
who has been assigned shift have to go to work in the holiday, if he/she
does not go to work, his’her record will regard as absence from work
without an excuse records.

Working overtime needs obtian approval or the verification: Refers to
staff's all working overtime which is this time to assign staff shift must
pass through the registration or the verification only ,then it take
effective.

In current arrange shift under the option to be allowed toexamine this

staff's all shift, may add and delete change staff's shift. Click ¥ add key,

the following interface appear
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all shifts and the shift Time Period display in this interface . chooses a
new shift from these shifts which have been set, determine its beginning
and ending time, single-click"confirmed" button to confirme the
operation,single-clicks "cancel" button to give up operation, returns to
the assignment staff shift window. After arranges successfully, the
corresponding shift name will diplay in staff's shift column, and time list
can show on-duty Time Period in the interface.

Auto- assign timetable

If assignment staff shifts or changing shifts schedule istoo
frequently,and there is not the rule to follow, auto- assigning staff shifts
isavailable, auto- assign staff shift refers to staff does not has fixed shift
schedulein the defintetime,  but he /she has the Time Attendance
record, the system may automatically judge the Time Period which
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record belong to. After choosing the auto-assigning staff shift , the
following interface appears

Employee attendance options { 1) (=3
Clock Ir Clack Out Re[Auto-assign timetabte
() By timetable () By Timetable . o
&) Must CAn (3) Must C/0ut LeasAt tirne far Auto-as:lgn.
O Allaw na CAn ) Allaw no A0t 1 2] pas |0 FHHows
[¥] &ttendance Active Count OT Used timetable: is =
[“]Huoliday [“]Registy for OT
Azsigned schedules list E]

Start Date |End Date | Shift Scheduls|
5/1/2007  12/31/2933 Nomal

L 0K ’ X Cancel l

Then choose the least hour of the intelligences to assign staff shifts,the
least hour of intelligences to assign staff shiftsrefer to after you have set
the time, for instance 1 day,the system only could not carry on the
judgement by the shift Time Period until the time which the staff has not
arranged in groups is more than 1 day, otherwise did not judge. Finally
chooses the shifts Time Period which may be used to assign staff ~ shift
from the Time Period. Possibly Time Period: this staff possibly  shift

Time Period,single-click "% the button, the choice shift Time Period

appears, these shift Time Period are the name list of the set shift which
have already been set in shift management. Interface as follows
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Employee attenclance aptions ( 1)

Clack Ir

() By timetable
() Must CAn
{Dallow no CAn

==l

Clock Out [#] &wto-assign timetable
8 Ed}'ul'tll‘gjtuaﬂle Least time for Auto-assign:

(D Allow no CAOLE 1 ﬂ Day(z] |0 gHour[s]
e

[¥] &ttendance Active [“] Count OT Used timetable: | =
[#]Holiday [¥] Registoy for OT Daytime

Marning
Aggighed schedules list E] Afternoon
Stat Date|End Date | Shift Schedule] =
5/1/2007 1 12/31/2333 Mormal

[ Vel [ X Cancel ]

Beableto click = key inthe Time Period which need to delete it

(=3

Employee attenclance options (1)

Haoliday

Lizsigned schedules list

%Ck I El)oCk Ot [#]&uto-assign timetable
By timetable By Timetable . s
Must G (3) Must C/A0ut LeasAt tirne for Auto-asjlgn.
(D) Allaw no CAn (D) Allow no CAO0 1 2 payts) |0 2lHouts)
[#] &ttendance Active Count OT Used timetable: =k =

Registry for OT

=

Stat Date |End Date | Shitt Scheduls|
5/1/2007 | 12/31/2393 Nomal

Employee temporary shifts

If one(or several )staff needs to change his’her work hours temporarily,
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his’her shift can be arranged temporarily, click staff temporary
arrangement button, pop up dialog box, window is following:

Attendance Management Program

L] You selected 1 emploves(s):Simon,
. Arrange kemparary scheduler For them From 57172007 ko af8/2007 ¢

I

[ e |

Click (OK)button, enter temporarily schedule, click(Cancel )button,
return staff's schedule window. First definite schedule hour, select staff,
if you want to select a lot of staffs, can hold down (Ctrl) key,
simultaneously click staff or use all selected button, then click on (add
period of time) button, select to add period of time on the window of
adding period of time, and what day or how many is to add. The
operation method is the same in shift management to add period of
time.Click (save temporarily schedule) button, to save temporarily
schedule or click cancel to canced the action.

Temporarily schedule is superior to shift schedule.
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Add shift Time Periad (=3
Select shift category for this time period: Select date for adding this period:

D aptirne(08: 30-17:30) CAHI R S

Morning(02;00-12:00) v| 04-29 5un

Afternoon(13:30-18:00) v| 04-30 Mon
v 0501 Tue
v 05-02wed
w| 0503 Thu
vl 05-04 Fri
v 05-05 Sat

[C1Record thiz time period as OT
OT minutes: 0 g

Lo | [ ceres |

Choose a Time Period you want to add, click( OK) button to confirm,the
Temporaarily sechedule will appear in the shift schedule list.

Before saving this Time Period, be allowed to choose this Time Period,

press this = key to cancel it , Press( HAII Delete) to delete all

Time Period, if this temporarily schedule you add have been saved,

press A button to cancel temporarily schedule.

Shift schedule regularly change

there shift schedule regularly change that exist in most company, how to
arrange the shift schedule regulary change,To handle various Shift
schedule regularly change is a software’s strong function.

Here ,illustrate change shift method with four shifts three times change a
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week,

example ,there are A, B. C. D four shifts, working hours

schedule are divided into, morning shift, day shift, night shift, three
Time Period, the application beginning dateis 1.

As before instruction finish the operation, the following window appear

T iruahabls M arsar By <y Tirwa 1 chaks Torse| Bgarrangg | Ering DB &
I | e L
_|Marirg~" mm 100 M 1
] e 1900 e 173 18 [
_NH::E:"‘---_E_DZI 180 [k . m

4

A

=

==

i + fad |i o Pt || :a{rrdue|

Titabla i | Siterroon
[ Dy Tarsn | ECCH)
K [ Tars (200
Lt Tirwibis] 5
Luarvs Eddln Tirsalldiral 5
Begngln (173
Endingln 1D
Hiscirwang Cug (O30
Ending (4 | 0=
Court wi W orkder 1
Lo 2 vt el o
i_ﬁfl\-hﬂ CAn EHHIEM

I oot Dngiss Dok

Staff working hours schedule list:

Date shift | Morning shift | Day shift | Night shift | Haverest
1 A B C D
2 D A B C
3 C D A B
4 B C D A
5 A B C D
6 D A B C
7 C D A B

87



Time&Attendance Software V3.0

From schedulelist, theregular arefund, cycle of all staff work hour
isfour day. so, A. B. C. D four shifts sfour day work ing hours are
divided into four shifts. Other shift follows the instruction.

5 thif Mdnag st = irE ||
By Fi TresFeind
01234507 001011 213147510617 1013 202122 74
Diw 1 (103 Tedd]
Dep 2 JiE
Do jleag |
Depd |
("1
)
[ ki I_as.,.[w!m|>.;r.-¢..i|+m1.._..! % . (7 crecha

Beginning/Ending time: Refers toshow all staffs schedule time which
day start , and which day end Time Period in the below rolling region .

2.2.7 Holidays maintenances

In the legal holiday, according to the related laws and regulations the
staff will take the leave, the staff will be unable to Attendance for this
period, in usually situation, if staff has not checked record, these staff
will be regard as absent from work without an excuse by the system,
moreover also the staff holiday working overtime will be unable to take
effective in the computation, according to this kind of situation perporly

88



Time&Attendance Software V3.0

set  management system.. Choose the Holiday List under
mai ntenance/Option menu, opens the Holiday List mai ntenance window

<2 Holiday Maintenance [E=5EoR
[~ [e]u]e]=]  [v][x]e]
Holiday M ame |HOIiday Time ]Holida_l,l Length|

=

Thisinterface mainly dividesinto the Holiday List and tool column
option of the Holiday List maintenance. May add, delete, and modify
the Holiday List through maintenance tool column.

Add: Left -clickl # a blank which is used to add information
appears in the holiday list module.Put the holiday name, the
holiday time, and the total of holiday into the corresponding
blank. Following figure
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@ Holiday Maintenance E@
[ JeIm]e]=]a]~[*[c]
IHoliday Mame 1H0|ida}l Time ]Holida_l,l LengthJ

!] Mational day

Note: when input holiday time , the formate you input is 06- 05 - 01,
after input, the default formate 2006 - 05 — 01 by the system, must use
English inputing method to input"-" this mark.Otherwise, the system

prompt error.
Attendance Management Program @
g '06-7-8' is nok & valid date and time.

After correctly input the information that wants to be add, Click ¥

button to save thisinformation.
Deete: Click "= lbutton to delete the holiday information which does
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not need to use.
Revision: When need to adjust to the holiday time which has been added,

may click # , to revise holiday information. Then click ¥ to save the

information which has been revised.

After adding the holiday, while assign staff shift, the system cannot
schedule these Time Periods .Because assign staff shift record does not
exist, thereforeset holiday period, in the Time Attendance report
form,the system cannot count this period of time the Time Attendance. If
in holiday period had the staff to carry on the Time Attendance
registration, counted in the Time Attendancereport form for this staff
freely working overtime

2.2.8 Leave setting

It is possible that When staff encounters the seriours problem needs to
ask for leave, cause the different reason, hope asking for leave can
be automatic statisticed in the system.This system provides with the
leave kind of maintenance function,Click (L eaving Class) in down-drag
menu, following window pop up.
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Establish Naormal Leave Class [
> b o = oA A
#1 Leave Class Mame:
Sick
Statistical rule
Min, unit Found-off control
100 2 {JRound down
(&) Round off
Hour B (D FRound up
[Jce. by times
Found at Acc.
Surnbal in repart B Count to leave
“

The system provides 3 kind of ordinary default leave: sick leave, leave, t
home leave, it is unable to delete and revise these 3 kind of leave.if need
more kind of leave, just Click ~# button to add the new common kind
of leave.

Add: Click ¥ button to add the new common kind. in the rightside
module May define a leaves name, statistical rule, as well as
performance way of this leaves in the report and whether counts for
asking for leave. After filfuling this blank, Click »"to save above these
the operation, if Click = X button to abandon current operation.

While this process, the information which needs to add as follows:

Leave name: aname which takes for this kind of leave.

Statistical rule: the certain rule in the Time Attendance report for
counting the leave.

The kind of leave satistics rule: Min-unit, round off control,
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accumulation by times, Round up after the accumulation, four kind of
rules.

The min-unit is the smallest unit of measurement for leave. The
common unit has the day, the hour, minute, in the working day several
kind of units of measurement. Shown as following figure.

Huaour w

Haour
e |
Wiorkda

The round -off control refersto if the hour of the leaves is not integer in
the attendance report while we ccalculate Time Attendance record , in
order to get convenience in the computation of the Time Attendance
statistice, provides with one computing mode. Round up, round off,
Round down.

the computation by the number of times refers to this leaves statistics
way in the Time Attendance report: The staff asks for leave in a period
of time by the number of times which asking for leave takes the
computing mode. If chooses this option, then the computation of the
Time Attendance calculation does not comply with min-unit and the
round control in the statistical rule . Shown as following figure
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Establish Normal Leave Class

4 A e e e = s T 5T

25 Leave Clazz Mame:

Wacation

Statistical rule

Mir, unit Found-off control
1.00 - (D Found daovn
_] (&) Round off
Hour  » {JRound up
[Jéce. by times

Found at Acc.

Syrnbal in report 5 [V]Count ta leave

After accumulating, rounding off is to accumulate all time of this project
and converts it into the corresponding statistical unit, then depending on
the smallest unit to setup the method for rounding off. the identification
signinreport isthe symbalic representation way of this leaves appears
inthe report while print report.

Regard as asking for leave refers whether set this leaves for asks for
leave. Attention, if put tick in this option, then the date of asking for
leave which is newly added will statistic as the asking for leave in the
this leave computation of Time Attendance report.

Deletion; Be allowed to delete a leaves. Selects a leave name which
needs to be deleted, click = = button to be able to delete a leave which
selects.

Revision: Revises a leaves. Selects a leave name which need to revises,
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click * button to be able to revise the leave in the right side
frame

2.2.9 Attendance Rule

All attendace computation of statistical comply with attenduce rule,

1. Select M aintenance /Option menu, click (Attendance rules) option,
and this window will pop:

Formulate attendance checking rule

Bazic seltiﬁgs Calculation || Statiztic tems

Uit name | <ksoftware Inc

Ahbreviation | Zk Shift expands bwo days
Fram | Monday = | start a week {5315t daw shift
() 2nd day shift

Fromm |1 ﬂ start a manth

The longest time zone under | 840 ﬂ miris

The shartest time zone exceed | 120 ﬂ mirs

Least minutes of shift interval |2 ﬂ miir
Cut State OT State
(Jlgnore the state () lgnare the state
s Dut (O)is OT directly
)4z Business Out
(=) it it (&) A it

| Lok || X cancel |

Thisinterface consists of three pagination pages,
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It is required to set the beginning day for each week or the beginning
date for each month. Some companies calculate their attendance record
from Sunday, and other from the 26th, after these setup, it is
convenience for calculation to select time.

If a shift expires 0:00, it should be defined which workday this shift
belong to.

How many minutes are the max shift Time Period no more than? How
many minutes is the min shift Time Period no fewer than?.

In order to determine attendance status, verify record correctly, grant
smart schedule demanded, so that the valid attendance time is not litter a
few minute. Otherwise the system will determine record asinvalid

E.g. aninterval of five minute, thereisvalid record at 8:10, so, among
8:10 between 8:15 records areinvalid, it isvalid record only after 8:15.

Out state: There are four methods to be selected to handle leaving status

*lgnore state: This status is ignored while attendance statistic to
handle.

% AsOut: Thisout statusis signed Normal out.
% As Business Out: This status is sided on business out.

Y Audit it: make verification for record by hand, examine staff whether
go out.

Over time (OT) sate: The over time consist of, counting over time, not
counting over time, leader allowing and count over time, three status
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*Ignorethe state: attendance statistic does not count over time;

*As OT directly: over time does not need to be examined, count it
directly:

Y Audit it: make to verification for record by hand, in order to examine
whether staffs have over time

Examine operation is sub-item which attendance exception require and
record list other exception require.

2.Click Calculation pagination, account window appear, it is
following:

Formulate attendance checking rule =]

Baszic settingz | Calculation | Statistic items

Ore workdav az | 420 mirnz

Clock-n over |10 =] minz count as late
Clock-out aver |5 5|  mins count as early

[“11f no clack in, count as Late S =

[“1If na clock out, count as | Early Leaw | B0 ﬂ ring

[z late erceed 100 5| minutes, count as absent.
[[&s early leave excesd 100 3| minutes, count a3 absent.
[ sfrer B0 3| mins. leaving count az 0T

| ok | [ X cancel |
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You need to set that the work hour account by minutes; this value should
be the same with on-duty hour, because statistics result correct depends
on this value.

In the step, how many minutes will be recorded as coming late after
expire on-duty time, how many minute will be recorded as leaving early
before near off-duty, the definition of time period must be the same with
time period of the maintenance setup, otherwise the statistics result is
Not correct.

For the clock-in record, how many minute means coming late of neglect
work, for the clock-out record, how many minute means leaving early or
neglect work.

If you’re coming late or leaving early is over to dinfite minutes, there
will be regard as absent work

Can set overtime which are how many minutes it exceeds clock-off time,
so this will berecord overtime.

3. Click statistic item on the pagination, and following window will
pop up
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Formulate attencdance checking rule

Baszic settingz | Calculation | Statistic items

Mo CAn on Leaving Post

Statistical rule

Bleave [N

Morrmal 3 Fir. it

Late Y
Eaily 0.50 o
AL

e Wwiorkday -
aT

Rest

MAn [Jace. by times
MHADut ]

ROT Round at Acc.
BOUT

auT

FaT

w7 Symbaol in report
"

" w

Fiound-off contral

(IR ound down
(=1 Round off
(JRound up

[]Group by time periods
[ Group by holidays

| ok | [ X cancel |

You can set statistical rules and symbols for staff leave on business,

coming late and leaving early, etc, on the pagination label.

Freely over time: Over timework is not registered in schedule, staff

attendanceisregard as freely overtime.

Notice: the system default setup only suit attendance situation which
one day is divided into two Time Period, if one day is divided into more
than three parts for attendance, please select al item and total them to

ensure the accuracy of the calculation.

% Group by time periods: This item will define whether attendance
record will be distributed into their corresponding shift Time Period. E.g,
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select all items that are without clock-in item and group them, then you
will get the total of time without clock-in and clock-out item.

% Groups by halidays: only count the times, how many times are to
display ontherecord list, No time record.

 After cumulate to round: select thisitem's all time to amount, which
become into corresponding statistic unit, then according to min unit
setting rule to round.

% Round up: when the statistic data have point, the system will make
after point figure to carry upward as 1. For stance, the min unit is
1-work hours, so that the calculation result of 1.1and 1.9-work hour will
be record 2-work hour.

% Round off: If the left value which after point figure excess 5, the
value add 1, otherwise the left value is abandon

Y Round Down: Abandon the value No matter how many it is.

E.g. minunitis1 work hour, sothat the calculation result’s 1.1and 1.9
count as 1 work hours

2.2.10 Database Option

The system adopts Microsoft ADO database interface, default single
Access2000 database, filename is att2000.mdb, you can set up database
link according with real situation.

When system appear following error prompt, you need modify you
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database link setup
x|

0 Authentication Failed.

Connect Microsoft Access databass |

Sdlect sub-item "Maintenance/Option”, Click data option, the
following window pop-up

1.) How to set Link Microsoft Access databass ,Select Microsoft Jet 4.0
OLE dB Provider;

B Dots Link Properijes

Ie : aa
Salact the data pods waet 1o carreed b

OLE DE Faarvicke(z]
biciogoit 1554 1.1 OLE DE Froside

Mininecit LE [ Prownder for DTS Packapes
oot OLE D Prowiac Fod |rechiesneg Sevce
Mt (LE D Prowadar fiar Irnarmal Pubdzhieg
Micipeott 0LE D Frosnder for OD BC Derrerc
Brogoit OLE D Provcr Fon el Savces 8.0
Menaait E D) Prowadar for Ouscle

Minimecit (LE [H Prowider for S0L Server

Bl rpegocdt, QILE DM Sivplle: Prvcrvicien

LS DS bunpen

OLE DB Frosde b Mmool Deecioy Semvices
SO Servwr 0TS Flat File OLE DE Prgvadier
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2) Click Next to enter next step, or create alink to enter following
window.

o Dot Link Properties

Prosncder | Connachon | Advencad | A8
Spacily the followendg bo cormact b docaes dabs
1. Selescd o enflen a galahase newme:
EPasguss Fla S A0 =100 mal
Z Erber mbommadion b0 bog on b B database
v e | et

W [ank patoeord [ dliow taving patseord

J ==t Connection

Halp

|r 0 Ir(wel | { |

click putton, select database filename
A: For asingle computer

Through the pop-up menu of File Manager, attach it in the attendance
database file. The default file path is C:\ProgramFiles\Zksoftware
\Att\2007att2000.mdb

Click test connection, if the prompt inform you the connection is
successful, that means that the software have been create link between
databases, shown as following figure:
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Microsoft Data Link @

\II) Test connection succeeded.

User may use the password to guarantee databases security,if you do not
wantto input password, please remove tick from( blank password), put
the tick in the password inputing box, click confirm to enter next,
Shown as following figure

2. Enter information to log on to the databasze:

Uzer name: |.ﬁ.|:|min

Iv Blank pazzwaord [ Allow saving pazsward

B: For aNetwork

For instance, three Time Attendance systems are linked together, with
their computers labeled with Computerl, Computer2, Computer3
respectively and Computerl is the host. First, make the installation
directory of the attendance system on Computerl to share with other
computer, and grant Computer2 and Computer3 to read-write and access
Computerl is available. The Database link on Computerl is pointed to
the local Time Attendance database, and database link on Computer2
and Computer3 is pointed to the database on Computerl. Thus the three
machines are able to share data.
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Link to SQL Server

If you want to use a network database, first you should establish the
Fingerprint Attendance System database on the database server. In the
installation directory of this Time Attendance system, you can find a file
with the name of sglserver.sgl, which isthe SQL script for establishing
the Fingerprint Attendance System database on Microsoft SQL Server
7.0 . If you are using other database server, please refer to this document
to establish the Fingerprint Attendance System database.

Provider Select Microsoft OLE DB Provider for SQL Server clicks next
or connection to enter this foll owing window

B Dsta Uik Properies

Prosndar || Connachon | Advencad | A8

Sipascily then falinwing b sormact i thin day
1. Erdar o cate pousom andor g ton of Hhe data
Data Souce: [EP0CRET

I

2 Enter nbomsation o log on bo the server

] o=t Connection

[ ok J[ ewed J[ W |
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Prosndar || Connachon | Advencad | A
Harcl ssitrae
Dby
L H
#Ageess pemissionz [ 1GIE 0 F
] Fimadiarae
B hare Dheany Nore
Shrs o Ao
] Siiare Coemrep e
] Share Enchusive -

[ ok [ Cweal |[ He |

Dinfited Name of the server which store up the database severs
information and database you logon. Click button to complete setting

2.2.11 System Option

Set system auto-monitor, function configure, and mainly window
display.
Normal

User can change the display mode and the style of some interfaces
depending on his/her favour a. Only need to put tick in front of item.

Auto-monitoring: provide administrator with convenience to view Time
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Attendance record or open the gate the condition in the first time. After
the system connect with the device, when through the device the user
verification is successful, its transation will real-time transmisfer to
software, and display in the demon region of the software maininterface

when program start up, activate the auto-monitoring:Start up all device
this program connect with, cyclically auto- inquire the monitoring , if
this option does not is selected, after starting this program, the device is
unable to cyclicaly auto- inquires the monitoring.

Default the periodicity cyclically auto-inquire: while the device
continuly and cyclically auto- inquires the monitoring, because all sorts
of reasons can cause some device disconnection temporarily , here be
able to set a cyclical second number while the device cyclically auto-
inquire (generally decide as 120).

Retention recording number in device: total of device record, refers to
the user data record which each device downloads, may input a general
number to dispost record in here, after surpasses over the definite
value, automatically clear user data record in device. For instance here
set is 1200, when the recording number downloads to 1201, in the
device user recording number will be able the automatic cleared, the
number to be able to become 0.

Total of failure to connect: try connection again, the number of times
(generally to decide as 3), in order to restores the normal; the device will
automatically reconnect with in the situation.

Assigns monitoring Time Period: May define some the Time Period to
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start the monitoring. If the cyclically auto-monitoring is uninterruptible,
then the entire monitoring network will bear very big load, so define a
Time Period to begin using the monitoring, like this can reduce the load
for the monitoring network. Attention writing format, for example:
06:00-22:00.

Perodically downloads al records: set the time for automatically
downl oading the record .24 hours systems.

Synchronized device: May define time to complete the computer synch
up al devices which has been added. When this time arrived, the
auto-synch up the entire device those connect with the system, Attention
writing format, for example: 10:00.

Function configureation

Time Attendance: The Time Attendance function is must select. USB
Manage: it is option, under data menu ,USB flah disk management is
availabe.

Short message: Under the data menu, short message management is
available.

Access Control: add the function of Access Control software, Time
Period and group setting and so on, in this software, when machine
mainly is used in Time Attendance field and it with Access Control the
function, may use this function. After selecting this option, Access
Control the management menu will appears in the software main
interface, single-click ¥ to showthe detailed menu of Access Control
management. For detailed setting, please see also "Access Control
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Software Manual"

»

| door manage

reiramret I Timezone

e & Group

m Unlock Combination
€. Access Control Privilege
4 Upload Optiong

B\

=T

Writes the card by the fingerprint machine: after selecting this option,
able to write the card and €liminate the card button under the staff
maintenance, after it connect with PC, the device is available.

Support 9 pin: When software connects with the machine that support
9 digital code, put tick in this option, then this software will support 9
digital code.

Sart option:

When start up window, starts up this program: put tick in front of the
option, when next time windows will start this program will
automatically will start up.

when start program, activate auto -monitor: Put atick in the this option,
when next time windows will start this program will automatically will
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connect to device that has been addded
Download Record:

Download all Record/Download new record: select any one option ,
when anyoneitem is selected, press here to download record.

Downloads the record the progress indicator strip appear: When
downloads the data from the device the downloading progress indicator

strip appear.

When downloading simultaneously save file: When chooses this item,
download the record at the same time save the data record to file which
has been assigned.

2.3 Handle Attendance

2.3.1 Employee Leaving on Business / Asking

for Leave

When a staff business trip or ask for leave are unable to attend Normal
attendance, in order to ensure end statistic result is correct, it is required
that utilize the function to set. Click "Staff leaving on business/ asking
for leave" command on menu, the window is following
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the option page of the staff business trip/asking for leave may be divided
into two pages that is the daily view and list ,The situation of staff
businesses trip/asking for leave is able to be set in the daily view page.

Department: through this drag-down box user can examine and to
choose each department, the default department in the systent is the
main corporation.

Staff: through this drag-down box user can examine and choose the staff
from each department, default staff by the systemis"completdy". When
view the lot of record, may set option for staff business trip staff/ ask for
leave by a department.

Note: the staff isin "completely"by default, Be unable to add the staff
businesstrip /asking for leave.

Leaves view: through the view al leavs name which exist this system
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will be shown. Double-click name of leaves, may choose the color to
distinguish the leaves.

Beginning and ending time: Is same with the majority module in
beginning and ending time, all is used to determine some Time
Period,perovide user with convenient to inquiry.

Production report: Determined beginning and ending time, click this
button to produce the staff business trip /asking for leave data sheet
which display by the report.
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Export: Export the related record of all asking for leave in period of time
into a folder by the text or the list ,for detailed operation, please sees
also 3.7 to export the data.

Inquiry: This inquiry way is to demonstrate the record of all staffs
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asking for leave by the list in period of time, this function link
with"List" page labe , when click this button , system will automatically
jump to the pagelabe , diplay the record of asking for leave by list.
Shown as follow
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Add: Add arecord of business trip/ asking for leaves for a staff, there are
two methods to add leaving on business or asking leave

1) One way: After selecting departments, staff and date/time, lift-click
on the box of Select Set Asking-for-leave Time, and hold, drag to draw a
time period bar, and then loosen the left button of the mouse, and the
following dialog box of Select Leave Typeswill pop: b
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~Time Fange
From | 4/29/2007 ~| 00:00 =
To | & 672007 |v |23:59 =

Fleaze choose the leave type:

| Wacation v |

Reazon

Choose asking for leave from the selected style box, typereasonin the
cause box, or not to do ,click (OK) button to save adding leave, click
(cancel) button to cancel all action, after, the window is following.
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. 2) Another Way : sdect newly DD add from tools column,

determine beginning and ending time, type correct time into time box,
and reason in the cause box click (OK) button to save modify ,Click
(cancel) button to abandon the operation, the pop-up window is
following

Modify :You can modify one asking —for leave time period on the
window,You may move the cursor of the mouse to one end of the
asking-for-leave time bar, and when the cursor changes to + ,
right-click and hold, drag the mouse to modify asking-for-leave time.

You may also move the cursor to the asking-for-leave bar, and when the
cursor changes to*¥* , right-click, hold and drag to move the
asking-for-leave time as awhole.

*If you want to modify accurate time, and when the cursor
changes to **, double-left-click or click « ” button on the setup
window. The following dialog box will appear.
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{3 Add the Item of Leaving on Busin... &)

Time Fange
Fiom | 4/29/2007 v | o000
To | 5 een7 v 2353 =

Pleaze choose the leave ppe:

Reason

[ ok || X Cancel |

Choose the date, time. leave style, then type into asking leave reason,
click (OK) button to save setup , click (cancel) button to cancel the
action. After saving, the window appears as before way

Deete: If you want to cancel one item setup, eg. just Click #%

asking-for-leave will be canceled, Shown asfollowing figure

Attendance Management Program ' £|

9 [4/30/2007] - [4}30{2007 11:59;00 PM]

\'-'f’ sick

Do you want to delete this item?

Click (yes) key to cancel the setup, click (No) key to abandon the action.
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you can left-click on the asking-for-leave bar, which wants to cancel,
then click "DEL" key to cancel. Or you can drag mouse cursor to end of
asking-for-leave time, when cursor become ++, left-click, hold and drag
mouse till all asking-for-leave time bars disappear, by the time the
caution box will appeaYou may select any asking for leave utilize cancel
setup to left-click cancel button on the setup window, after click, the
following prompt box appear;

When you add leaving on business time period, and if this time period
overlap exited time period, the following caution box will appeer

Attendance Management Program

@ ‘ou can't add this item of Asking For Leaving/Leaving on Business:

Mew Time Period will overlap with existing time of Asking for Leave/Leaving on Business!

Click (yes) key, the operationisinvalid.

After click "confirmed", the added asking for leave/ business trip is
invalid currently. After you add the record of business trip/asking for
leave successfully, then the shift detailed situation will belong to the
exceptional case in the Time Attendance report, the situation of business
trip /asking for leave will display in other unusual situations, default
business trip/asking for leave take effective, system can directly comput
the Time Attendance record , be allowed to business trip and asking for
leave in here the verification, verifies for invalid, then does not count
in the report has verified for is invalid the time which business trip/asks
for leave.
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2.3.2 Handle Staff’s Forgetting to Clock In/Out

Handle Staff’s Forgetting to Clock In

If one staff forgets to check in due to some cause, this function of
Handle Saff’s Forgetting to Clock In can be used to add a clock-in
record. Click Handle Saff’s For getting To Clock In under the menu of
Handle Time Attendance, and the following dial og box will pop-up
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You first select department and staff, and choose the record style you
add, Set record the date and time, click (Append) to add a new clock-in
record

When a new record has been added, the add button becomes gray and
invalid. But it will become bright and valid again after the employee has
been changed to another one, or the clock-out time has been changed.

117



Time&Attendance Software V3.0

Click the close button to close this dialog box and return to the main
menu.

There are many sdect statuses of not only clock-in and clock-out, but
also other option in select box, the window is following.

This module not only may individually add staff's time & attendance
record, but also may choice al staff, also may carry on mulit- selects, if
must carry on mulit-selects, only needed to hold down the Ctrl key to
left click the key.

Single-click “close” button to close dialog box, returns to the main
menu.

The type of choice box is allowed to choose the condition that not only
has clocking in and clocking out, but also includes other options, if had
to operate other types only to need to choose the different type , other
types step of operation and handle the staff forget checking the
seguence of operation to be same, interface as follows:
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If need to handle all staff to forget clocking-in ,click*~" all choice button,
shown as following figure:
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Press (X No choice)button, the cursor to return to the previous

119



Time&Attendance Software V3.0

condition click all choice with mouse. If there are lot of staff, this
module has provided with the function to inquiry to the staff, the
operating procedureis in the staff view directly input staff's register
number, the name, the name Pinyin as well as the name Pinyin first

letter, presses the enter key or left click -With the mouse. If want to

inquiry staff named Wang Chao, with name Pinyin first letter method
inquiry,shown as following figure:
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The goal which after presses the enter key or the left key clicks on

inquiry symbol- appears must search

Handle Saff’s Forgetting to Clock In

If one staff forgets to clock- out due to some special reasons, this
function of handle staff forgetting to clock-out can be used to add a
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clock-out record, the operation process is the same with operation of to
staff forgetting to clock-in. See up part.

2.3.3 Coming late /leaving early collectively

Coming late collectively

If part or al of the staff of one department come late, this function can
be used to modify staff clock-in time, click (Coming late collectively)
on the down drag menu, and the following dialog box will pop up:
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In the department option, select the department to which the staff who
come late collectively belong and then click the staff of your choice in
the staff option box, if you want to choose staff more than one, you can

click the mouse while press Ctrl key. Click (*all choice) buttons to
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select all staff, click (% cancel) all buttons to call off all selected staff.

Selected style consists of "coming late collectively" and "leaving early
collectively", when you select, only lift-click on item you select.

Neglect clock-in record means to neglect selected staff all clock-in
record during the time period is defined by the from time box and the to
time box, clock-in time after modification means the time of the clock-in
recordsto be addsin.

Click (OK) button to delete all neglect clock-in records or add clock-in
record after modification, and to return the main menu.

Click (cancel) to abandon this action and return main menu.
L eaving early collectively

If part or al of the staff of one department leaving early with reason ,
this function can be used to modify staff clock-out time, the operation
process is the same with to handle coming late collectively , it is only to
select leaving early collectively.

2.4 Search/ Print

2.4.1 Attendance Record

This module is used to inquity all staff attendance record which is
download from the device, the compution of all attendance statistical
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base on this record.

Click (Search/Print) on the main menu, pop up menu is following Click
"Attendance record" sub-item on the main window of "Search/print",
and the following window will pop up

1. Search

Department: Display all departmentsin this unit.

Staff: Display al staffs in this unit; through drag-down box choice needs
to inquire sub-item.

Beginning and endiing time: determin time scope that needs to inquire.

Inquiry: choose the department, staff, and determin the begnning date,
the time, the ending date, time, single-click "inquiry" button, the
inquired result in lower part the window to show the staff's of your
choice attendance record in period of time will dispay in result box in
low side of windows..
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List has the department name, the register number, the serial number,
the name, the date time, the machine number has six fields. The user
also may choose the attendance statue, and the working code.

The display statue: The addendance stutue will display in list . (Clock
—inout so on)

In order to distingust the clocking in and clocking out, this module give
clocking-in and clocking-out with the different displaying color

Note: When device does not have the condition key, then attendance
condition compl etely display as clock-in.

If needs to revise the displaying colour for the clocking —in and the
clocking out record , with the mouse single-clicks | eft -key on the colour
code block, pop up choice box of the color, choose the perporly color,
saveit.
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Show working code: Display working codein this row.

Note: Thework codeis asymboal to differentiates the staff different
classes of working, only the device has the work code function the
machine (need to custom-made) only able to demonstrate the
corresponding symboal.

Simple analysis historic record: After selecting ainterface,be allowed to
see some software simpldy class process the orignal record in this
interface ,completely show staff's record by the day
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2. Preview and print

The module provide user with convenience to view thetime
&attendance report , print,save and so on . opteration step as following

Click (view) button to view report in user’s favour, shown as following:
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for printing report, only need to left click on the the printing button.in
report left side
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3, Export
(please sees  appendix 6.1.7 to export data)
4, high-level exports

This function is equiped with exporting data that has the strictly
requestment , here will be allowed to export attendancing record
depending on the user setting . For detailed operation please see
appendix 6.1.8 high-level to export

5, Madify the diary log

If the use has revised the original Time Attendance record , the system
provide a convenient way to inquiry the Time Attendance record which
has been revised , and reverse the misoperation.

Clicks (M odify L og) the button, enter(Record changing L ogs)
window, shown as following interface:

1) Inquire

The inquiry method and to inquiry the record of user’s attendance is
similar. after choosing the department, the staff, determined the
beginning date, the time, the ending date, the time, single-click" inquiry”
the button, the inquired result in lower part the window to show the
staff of your choice the modified attendance record in period of time
will dispay in result box in low side of windows
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2) Preview:

the content of list to preview and print is available . Clicks'Preview"to
view the report style, shown as following
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3) Export:

Single-clicks "Export" the button, may search result to export file, the
operating procedure and the attendance record to export are completely
same.
4) Restore record:
Some times ,as a result of the misoperation or the actual situation
change, user has to abolish modfiied to the Time Attendance record, by
now through function to restore record the to realize. Only select the
record list which must be restored ,single-clicks the restore record to
completes, then reinquire it again, may get this record of attendanc

2.4.2 Attendance exception searching and

record list

In attendance management, we usually need to search exception
situation and to print various attendance record.

Through the Attendance exception searching and record list, to modify
attendance exception and record list is available, there are four operation
windows which are attendance record exception situation . shift
exception situation. other exception situation and attendance statistic .

Click exception search on the main window, or exception search
sub-item under " Sear ch/print" and the foll owing window will appear
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Select department fristly, choose the staff who is your choice, detemain
beginning/ending time, click (search) button to view the statistical
record of time & attendance

a) View the department through drag-down box

Londitiar
Dep.: | Produce j
|1Ek
Mame: |~

b) Select staff

there are two way to select staff, one way is to select staff through
drag-down box, another way is to search staff by enrolling number,name,
if you need to search a lot of staffs at same time, you can put tick in
front of staff of your choice, click (inquiry)

Condition

Dep: |Zk~ ﬂ

Mame: |<&l: -

AL 13 Marry -
T 4 Jack
55
i B Sucy
7 Simon
2 Tom
9 Jacqueline
Primary Logs{ | 10 Scat
11 Hamy
13 T-bay -
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c) Determine the date secope of your choice
Time Range
From | 5/ 172007 s | |00:00 ==
To | B/ /2007 |v| 2353 =

[ 4| May. 2007 B

Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5
5 7R 3 10 M o2
13 14 15 16 17 18 119
20 A 22 23 024 5 2k
2028 29 30 A

ogs

= 3 Today: 5/8/2007

d) after selecting, click (inquiry) , therecord of attendanceis avaiable.
Shift Exception

The Shift Exception mainly view coming lately, leaves early, the absent
no cause and the working overtime, working on/off hour and
Clock-in/clock —out time, may relaxed carry on the computation of each
month statistcal, checkup and calculates whether has error. And handle
staff business trip / forgetting the clocking out in this page setting, Shift
Exception shown as following interface:
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the defaults data in the shift exception list include the register number,
name, date,corresponding Time Period, working hours, working off
time, clocking in time, clocking out time, should arrive, coming lately
time, leaves early time, whether absence no cause ,overtime, the running
time, exceptional case, should the registration, be supposed to
clocking out , department, working day, weekend, holiday, on duty
timeworking day overtime, weekend works overtime, holiday working
overtime. If wants to display more, may right-click “data row" item in
the table, after choose other rows that need to be show , put tick in front
of the row that will be cancel.

1) Item explanation

Corresponding Time period: The staff Clock-in/clocking-out time
corresponds Time Period name.

Coming lately hour: the difference value between working hours and
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actual clocking —in time, if did not clock in, and the time when staff go
to work without clocking-in record will be regard ascoming x1 minute
late in the Time&Attendance rule asking, its item will be able to
corresponding display. If has set option in theTime Attendance rule, the
coming ately time is bigger than a x2 minute time will be regarded as
absence from work, when x2 is smaller than x1, coming lately time will
not display, record it as absenting from work on cause; When x2 is
bigger than x1, coming lately time correspondingly show the x1 minute.

Leaves early hour: the difference val ue between the woking off hour and
the clocking out time, if did not clock out, and the time when staff gets
off work without clocking-out record in the Time Attendance rul e asking,
the record time will be regard as leave early x1 minute, then the leaving
early time correspondingly display. If has set option in the Time
Attendance rule, the leaving early time is bigger than a x2 minute time
will be regarded as absence from work, when x2 is smaller than x1,
leaving gearly will not display, record it as absenting from work on
cause, When x2 is bigger than x1, the leaving early time
correspondingly show the x1 minute.

Overtime: in the Time Attendance rule option, put atick in front of item
that clocking-out after getting off work xx minute will recorded as
working overtime, then diffreance value between after getting off work
XX minute to clock out time in clocking-out record and the woking off
hour record isthe overtime. If the shift has a period of time to count as
working overtime ( in the shift schedule management whlie add shift
Time period, Just put a tick in front of this Time Period , and
record it as working overtime), also setup has counted a working
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overtime minute ;total of working overtime minute is the overtime.

Attendance time: the differrence value between check in time and the
check-out time

Work hours: the difference val ue between Work on work off, if there are
coming lately or leaving early time, use the difference value to reduce
the coming lately or leaving early time.

Exceptional case: Record exception; Sick leave, business trip and so on.
For other item, please refer to item explanation about Time Attendance
statistical table

2) Tool column;

Change indication color: Be able to change various statues appearance : In
order to better distinguishes each kind of dsplaying statue, Be able to
change various statues appearance.

Filter Exception: Single-clicks the here, the choice menu appears, which
exception may be selected to demonstrate, which didn't display, Put the
tick intheitemwhich is sdl ected.

Filter Time Period: Single-clicks the here, the choice menu appears, may
choose the Time Period will display, which Time Period is in
execption, when there is tick " ¥" in front of the Time Period name ,
that the express this Time Period is selected, and in exception

Asking for leaves /business trip option: the operations of Asking for
leave/Busi ness Trip are same with to handle Time Attendance.

Statistical result detailed list
The page of statistical result detailed list mainly is to examine original
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record statue which download from the eguipment and revise to the
Time Attendance record stutes.

1) View the Time Attendance record

After inquirying and computation, chooses the statistical result
detail ed situation, Shown as the following figure:
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In the statistical result detailed list the default data row includes the
name, the register number, Attendance time, the working statue, the
correction statue, the exception and operates 7 items, if wants to display
more,may right- click " data row" the item in the list, put atick in front
of the row that needs to be demonstrated . Shown as following figure:
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Export Data
Create report for current gricl
Copy dataifrom first to current)

Copy dataiffrom current to last)

Calumns » Emp Mo.
Show all columns v AC-No.
Hide all columns ¥ MName
Save grid layout ¥ Time
Load grid layout ¥ Gtate
Advance Export v | New state
v Exception
Shift
¥ Operation
Department

After change the setting of data row displaying, save the data row
setting, later directly write down the data row setting is avaiable.

Staff serial number (EMP-NO): in staff maintaince option, every time
add a staff, the system will assgin a number to the staff.

Register number (AC-No0): number which manager assigns to the staff.
Checking time( Time): The staff clock in or clock out by fingerprint the
time.

Checking Status (State): there are six kinds of status. check-in,
check-out, overtime check-in, the working overtime check-out, business
trip, Business returns.

@ Note: If the device has the status option, the checking status will
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show corresponding statue in the Time Attendance record ; If the device
does not have the statue option, all show as "checking-in" in attendance
this row , the system depend on the Time Period setting in management
program to judge the Time Attendance statue, display in the correction
status.

Correction Statue( New State): When the Time Attendance machine has
option setting, this rank is in empty; Otherwise, in the correction statue
system depend on the assigned staff the shift Time Period and the
fingerprint verification time to judge whether the staff is in checking-in,
checking-out, the overtime -in or the overtime out, system computation
of the statistics by this status.

Exception( Exception): there are 8 kinds of situations: The normal
record, the invalid record, duplicate the record, the statue is wrong, free
working overtime, working overtime, business trip, the auto-assign staff
shift.

Invalid record: the clocking-in, clocking-out without shift Time Period
the time scope the record completely regard as invalid. The invalid
record will be regarded as this record does not exist, during Time
Attendance statisticing it will not to be count.

Repetition of record: when the Time Period of the Time Attendance
record is smaller than the effective interval of "Time Attendance rule",
the record regard as repetition of record.

Free overtime: The staff has checking-in/out record within the Time
Period which has not been assigned to staff, and maintains this staff's
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Time Attendance setting page in the staff "to count working overtime"
the item to select.

Overtime: there is a statue setting in the device, the Time Attendance
record the attendance statue as the overtime-in, the overtime -out, the
demonstration is working overtime in the abnormal state column.

Businesstrip: thereis a statue setting in the device, the Time Attendance
record the attendance statue as business trip, the demonstration is
appvoal absence in the abnormal state column.

Auto-assign staff shift: Staff's checking-in/out record does not exist in
the Time Period that has been normally assigned to the staff , but the
record is in the staff auto-assigned the Time Period , then this record
show as auto-assign abnormal state clomun.

Corresponding Time period: Is one kind of sign in the software interior
(do not display it, has nothing to do with with user operation)

Operation: show the operation for record of your choice.
Department: The staff is at department.
2) Revises the Time Attendance record

Choose the corresponding operation to revise the Time Attendance
record with tool colmun in the right side page.

Tool column: change color: May change each kind of condition that
express color, single-click the here the following interface appear
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Single-click colorblock in front of each kind of condition, may choose
the color which you needs in thisinterface, after selecting, Be sureto
single-click "OK" the button to save.

change filters condition: definite that status record in displayiing box,
click (Changefilter) the following window will appear:

(] 4

Invalid
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Make a check it to show it selected status, appear on the display box,
utilize clicking(¥ ) to switch status between selected and unsel ected.

eModify it as new status: able to make a present status of selected
record to become a select status, after selected arecord, click (Change
state) the window is following:
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Because Attendance statue all is checking —in record, therefore this
statue is unpossible to use, may single-click other statue to select.
Deletes this Time Attendance record: May sign the attendance record of
you choice as deletion condition, after useing this function, in the tool
column can add two items:

Applies all the setting operation, After sdlected this item, all setting
operation which display in operation column is valid before this,

Cancel all setup operation (Cancel all) : after select thisitem, all setting
operation isinvalid before this, all operation will disappear in operation
column.

Cancdl current record operation (Cancel oper ation for selected) : only
cancel current record operation.

Make all smart schedule record to become over time (change records
which auto assigned timetable to OT record) : Make system smart
schedule record to overtime.

Handle forgetting check-in or clock-out (Append Clock in/Out Log) :
The process is the same as attendance handling operation.
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Search modification record log clock-in operation history): The process
is the same as sub -item of search/print attendance record operation.
Right key menu:

Under the inquiring record window, right-click the sub-item the
following menu appear

Export Data
Create report for current grid
Copy dataifrom first to current)

Copy datafrom current to last)

Columns 3
Show all columns
Hide all columns
Save grid layout

Load grid layout

Advance Export
Export data: is same with "Export data’ the button function in the
interface, for detail please see exporting data
Create report current grid: is same as "Preview record list" to
establish current data record list function, make searched attendance
record as record list to export. Able to list prints to export, save, and
search for inlist, etc. operation
Copy Data ( from beginning to current position):  Searched record
result copy directly, form duplicating to current position) and can patch
in Excel list directly
Copy Data (from beginning to ending ): searched record result copy
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from current copying position to ending, and can patch to Excel list
directly.

Column (Data row): select item name on the searching window
appearing, click pop up menuisfollowing

Show all Column: All item name of data row display on search window
Hide all column : All item name of data row except surname and name
hide on the search window, only show surname and name

Save grid layout: item name on which the search window appear can be
saved, load datarow setting to use.

Load grid layout: According to store data row to show item

Click (preview). Following window appear

Other Exception

Other exception mainly is used to verify and appraise staff hour of
overtime and business trip, default leave, sick leave, home leave are
effective; overtime, free overtime, business trip, approval absence, are
invalid by default, it need a calmer appraisal of whether effectively,
writes down in the statistical report. Other exception interfaces show as
follow:
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In other exception list , the default data include department,name, enroll
number, start time, end time, exception, verified statue, the statue before
verifies, total hours, effective hour, Time Attendance date, assignment
staff shift, working day. If you want to show much more item, just
right-click "data row" item of your choice , if you want to show anther
row, putatick infront of therow you have selected.

Start time: start time for abnormal statue.
End time; end time for abnormal statue.

Exception: there are 8 kinds of statue: free overtime work,overtime
work, businesstrip, approval absence, sick leave, leave, home leave.

Verified statue; After the verification, show that overtime work or isin
invalid statue,.

Before verifies statue: Verification statue.
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Total hours: The diffrence value between end time and start time t. the
Assigned shift work day: The exception situation across the working day
which has assigned shift.

Tool column:;

If the Time Attendance rule limit the business trip and the overtime work
statue must through verification, then verified statue column is empty, if
has regulated the statue of verification,the corresponding statue column
will appear in the verified column.

Returns to original state before the verification column: this operation is
not effective unless the record has been verified, return record statue to
initial verification state. After the return to original status, be sure to
reinquire and compuit.

All overtime work is invalid: in Exception list shown as the overtime
work record all takes invalid record.

All free overtime work effective: The system regard personnel's ,who
has not assigned to Time Period ,Time Attendance record (who must
own clocking-in/clockiing-out record simultaneously)  as free overtime
work , if selects this item, systems judge all free overtime work will be
showed as overtime work.

Save the verified record: make the confirmation to the verification
which has carried on, change the statue of the record which will be
verified to the statue which has already verified. After saving, be sure to
reinquire and compuit.
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Cancels this verification: Do not confirm the verification which you has
already done, the statue which will be verified record save as the initial
statue.

Record all egress record as business trip: ~ staff all egress record regard
as business.

Cancels al business trip: All the business trip record will be canceled,
these record will be generally egresses or according to the actua
situation handleit.

Set this record invalid:  change the record statue of your choice to be
invalid.

The displaying window for inquiring record: right-click to be possible
to operate. is same with the statistical result detailed page.

Time Attendance Satistic

The Time Attendance page is a page to which commonly used, count all
item in the staff assigned time to produce report , is easy to examineand
the settlement.
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In the Time Attendance statist table the default data include name, ID
card number, enrolling number,should arrive, coming lately, leaves early,
absence without an excuse, overtime work, no checking-in, no
checking-out, egresses, business trip, hours of work, should sign the
number of times, clock-in, clock out,business trip, sick leave, leave,
home leave. If you want to show much more, may right click on"data
row" the option in the table, needs to show other rows of your choice,
thereisatick in front of the row.

Should arrive: depending on the staff shift, count the staff’s working day
which should go to work between the start and end time. the defaults
unit is the working day, may change the statistical rule in the " normal”
of the Time Attendance rule calculation page

Actual arrive: according to The Clocking in/Clocking -out record ,
statist the staff working day which actually goes to work between the
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start and end time. The Defaults unit is the working day, able to change
the statistical rule in the “normal” of the Time Attendance rule
calculation page

Normal: according to The Clocking in/Clocking -out record , statist the
staff working day which actually goes to work between the start and end
time. the Defaults unit is the working day,able to change the statistical
ruleinthe" normal" of the Time Attendance rule calculation page

Coming lately: 1) according to the "Coming lately"statistical rule in
theTime Attendance rule in and the shift manages to record is late x time
which in the time establishes to calculate, after namely if staff's
registration time surpasses x time to record for is lateis late when the
length is the registration time with the work hoursbad value;

2) non- registration recording, according to Time Attendance inthe rule
Time Attendance computation to go to work the non-registration
recording time mark to be late xx minute; Result which obtains in the
beginning and end time all situations statistics. The default unit is the
minute, able to change the statistical rule the Time Attendance rule
computationproject page" late".

Leaves early: 1) according to the statistical rule in the Time Attendance
"leaves early" rule and the time setting in the Shift managesment
record the leaves early time , after namely if staff's clock-out advance x
hours to record as leaves early, hours of leaves early is difference value
between the Clock-out time and the work off time;

2) if there is not the clocking-out record, according to the Time

147



Time&Attendance Software V3.0

Attendance rule, in the computation of attendance statisal, when staff get
off work without the clocking-out record the time regard as leave early
XX minute;

Obtain result from all situations to statistic among the start and end time.
The default unit is the minute, able to change it under the "leaves
early"statistical rule in the computation of Time Attendance rule page.

Absence without an excuse:

1) according to"absence without an excuse" statistical rule under Time
Attendance rule, if staff does not have the checking-in/out record, who’s
attendance record regard as absence without an excuse;

2) according to the Time Attendance rule, in the computation of Time
Attendance time , hours of late is bigger than xx minute, staff record as
absence without an excuse, hous of leaves early is bigger than xx minute,
staff - record as absence without an excuse.

Obtain result from all statistical situations among the start and end time.
The default unit is the working day, can not changeit.
Overtime Work:

1) according to the "working overtime' dtatistical rule of Time
Attendance rule, as well as the computation of the Time Attendance rule,
staff gets off work after x minute, whose work is recorded as overtime
work, obtain hours of overtime from the accumulation;

2) In the Shift management there is a Time Period which directly to be
recorded as the overtime work, idea the minutes of overtime work is the
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hours of overtime;

3) According to the option situation in the Time Attendance
setting/mai ntai nance, the staff’s work record as overtime work, in other
exception situation list the overtime work and the free overtime is
verifiyed as effective work to statistic; obtains two results among the
start and end time all accumulation situations. The default unit is the
hour, able to make a change under the "Overtime work" statistical rulein
the computation of Time Attendance rule page..

Egresses: According to'egresses’ the dtatistical rule in the Time
Attendance rule, as well as the approval absence is effective in other
exception situation list; carry on the compution of the statistics.

Obtain result from all statistical situations in the start and end time. the
default unit is the hour, able to change it under the "Egress'statistical
rule in the computation of Time Attendance rule page.

Business Trip: According to "Business trip" the statistical rule of ithe
Time Attendance rule, as well as the approval absence is effective in
other exception situation list; carry on the compution of the statistics.

Obtain result from all statistical situations in the start and end time. the
default unit is the hour, able to change it under the "Business
Trip"statistical rule in the computation of Time Attendance rule page

Hours of work: the compution of attendance depends on the time of staff
clocking —infout. Obtains the result from completely accumulation
between the start and end time.

Should checking-in times. According to the Time Period, total of the
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Clocking-in/out times between the start and end time.

Check-in: actual checking-in times between start and end time.
Check-out: actual checking out times between the start and end time.
No clock-in: between start and end time no clocking-in times.

No clock-out: between start and end time no clocking-out times.

Asking for leave: accumulate all kinds of vacation total sum, so obtain
the result. the default unit is the hour, able to change it under the
"Asking for leave'statistical rule in the computation of Time Attendance
rule page.

Approval Absence: According to"Approval absence'statistical rule in
the Time Attendance rule, as well as the approval absence is effectivein
other exception situation list, carry on the compution of the statistics..
obtain result from all statistical situations between the start and end time.
The default unit is the working day, able to change it under the
"Approval absence'statistical rule in the computation of Time
Attendance rule page.

Sick leave: According to the sick leave statistical rule under kind of
vacation setting, as well as the sick leave is effective in other exception
situation list by verification, carry on the compution of the statistics.
obtain result all from statistical situations between the start and end time,
the default unit is the hour, be able to changes the "sick leave" statistical
rule under leaves setting.

Leave: According to the the leave statistical rule under leaves setting, as
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well as for the leave is effective in other exception situation list to by the
leave verification, carry on the compution of the statistics. Obtains
Result from all situations statistical between the start and end time.the
default unit is the hour, be able to changes the "leave" statistical rule
under leaves setting.

Home leave: According to the the leave statistical rule under leaves
setting, as well as for the leave is effective in other exception situation
list to by the leave verification, carry on the compution of the statistics.
which obtains Result from all situations statistical between the start and
end time.the default unit is the hour, be able to changes the "home
leave" statistical rule under leaves setting.

Workday: depending on the clocking-infout record, statistic stafff’
actually work day from Monday to Friday beyond holiday between the
start time and end time, the default unit is working day, ability to make a
change under “Normal” statistical rule in the Time Attendance
statistical rule page

Weekend: depending on clocking-in/clocking-out record, statistice staff
actually from from saturday to Sunday beyond holiday between start and
end time, the default unit is working day, ability to make a change
under “Normal” statistical rule in the Time Attendance statistical rule

page

Hoilday: The holiday in which day staff actually takes work, the default
unit is working day, ability to make a change under “Normal” statistical
rule in the Time Attendance statistical rule page.
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Working Hours: Depending on clocking-in/clocking-out record, total of
staff’s hours of on duty between the start and end time, the default unit
is hours, accurate figure inhere after point two digital

Overtime work:  Depending on the “overtime work” statistical rule in
the Time Attendance rule, as well as the overtime and free overtime is
effective in other exception situation list; carry on the compution of the
statistical working hours from Monday to Friday beyond holidays
between the start time and end time.

Obtain result from all statistical situations in the start and end time. the
default unit is the hour, able to change it under the "Overtime
Work"statistical rule in the computation of Time Attendance rule page

Weekend overtime work: Depending on the “overtime work™ statistical
rule in the Time Attendance rule, as well as the overtime and free
overtime is effective in other exception situation list; carry on the
compution of the statistical working hours from saturday to Sunday
beyond holidays between the start time and end time.

Obtain result from all statistical situations in the start and end time. the
default unit is the hour, able to change it under the "Overtime
Work"statistical rule in the computation of Time Attendance rule page

Holiday Overtime: Depending on the “overtime work”™ statistical rulein
the Time Attendance rule, as well as the overtime and free overtime is
effective in other exception situation list; carry on the compution of the
statistical working hours in holidays between the start time and end
time.
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Obtain result from all statistical situations in the start and end time. the
default unit is the hour, able to change it under the "Overtime
Work"statistical rule in the computation of Time Attendance rule page

Preview report

Not only able to search and modify these Attendance Records in Clock
—in/out log exception List, but also able to preview and and print these
Attendance rscords, these following list, Daily Attendance statistical
report, Attendance General report, Department  Attendance
Satistical Report, Staff’s on-duty/off-duty Timetable, Daily Attendance
shift, Creat current report for grid, are availableclick (record list
preview) button, pop up following menu:
r .-[:-aill;:létlttencia;{celStlati:;Itic Rlel|;u:-|t

Aftenclance General Report

Depart Attendance Statistic Report

Staff's On-Duty/Off-Duty Timetable

Daily Attenclance Shifts

Create report for current grid

1. Daily Attendance statistical report

Daily Attendance statistical report is used to list the definited staff daily
attendance status in assigned period of time in the table, and the
statistics  absence without excuse, coming lately /leaves early, working
overtime, asking for leave, business trip, convenience of the checking
whether has the discrepancy with the actual situation.

@Note: In the table it is only can show detailed attendance status from
the inquiry time toword the month time , the report form may count in
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the start and end time situation which the user chooses, the start and end
time scope appear on the right concer .
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and illustrate attendance status in the corresponding time and shift with
the mark, for mark explain,please see at the end of each page.
(Inidentification mark setting in Time Attendance computation rule)

Should arrive (working day): the working day of The staff should arrive
in the assigned time. The working day is the unit of measurement
(recommend), able to make a change in the Time Attendance rule.
According to result in Time Attendance statistical table, output thisitem.

Actully arrive (working day): the working day of the staff actually
arrive in the assigned time. The working day is the unit of measurement
(recommend), able to make a change in the Time Attendance rule.
According to result in Time Attendance statistical table, output thisitem.
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Absence without an excuse (working day): the day of The staff in the
assigned time,who is absence from work without an excuse. The
working day is the unit of measurement (recommend), able to make a
change in the Time Attendance rule. According to result in Time
Attendance statistical table, output thisitem.

Coming lately (minute): Total hour of the staff in the assigned time
come late. The minute is the unit of measurement (recommend), able to
make a change in the Time Attendance rule. According to result in Time
Attendance statistical table, output thisitem.

Leaves early (minute): Total hous of the staff in the assigned time leave
early. The minute is the unit of measurement (recommend), able to make
a change in the Time Attendance rule. According to result in Time
Attendance statistical table, output thisitem.

Working overtime (hour): Total hours of the staff in the assigned time
overtime work. The hour is the unit of measurement (recommend) able
to make a change in the Time Attendance rule. According to result in
Time Attendance statistical table, output thisitem.

Asks for leave (hour): Total hour of the staff in assigned time ask for
leave. The hour isthe unit of measurement (recommend), able to make a
change in the Time Attendance rule. According to result in Time
Attendance statistical table, output thisitem.

Really until (working day): The staff business trip in the assigned
period time. The working day is the unit of measurement (recommend),
able to make a change in the Time Attendance rule. According to result
in Time Attendance statistical table, output this item.

Report upper tool column
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1) Zoom: choose the displaying proportion, preview report form.

2) Opens the report: clicks on here to open the report file which is
saved before.

3) Save: save the current report to the direcity of your choice.

4) Printsthe report : Connect with the printer, prints the reportform.

5) searches the text: Clicks on the here pop-up the search text
dialog box, input the text you look up, click “confirm”, the cursor ~ will
locate to the text which you search.

Find text 5=
Test to find
Optiohs Crigiry
| Case zensitive f* 1zt page
"~ Current page
Ok | Cancel

6) Closes priview
2nd, Attendance General Report

Attendance General report (the sum total of the Time Attendance
statistical result table) is used to show the definited staff attendance
statistical status in the assigned time, carry on the sum computation of
staff attendance status, convenience of paying wages depending on the
Time Attendance situation.
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the computation of should arrive, arrive , absence without an excuse,
come late, leaves early, working overtime, asks for leave, business trip,
the sick leave, leave, home leave same with daily calculating in the Time
Attendance statistical table.

Working hours: Depending on daily staff clock-infout time. Count the
staff working hours Obtains result from all accumulation between the
start and end time

Attendance rate: divide the staff actually goes out on duty the number of
times by staff should go out on duty the number of times. Above the
report tool column is same with the Time Attendance daily statistical
table.

3rd, Department Attendance Statistical Report

Department Attendance Statistical Report (the sum total of the
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Department Time Attendance statistical result table) take the department
as the unit, sum total of all staffs in the assigned department and period
of time attendance status , may know the sum attendance of
department ,facilitates reduces the scope, carries on the detail inquiry.
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The computation of should arrive, actually arrive, absence without an
excuse, coming lately, leaves early, working overtime, asking for leave,
business trip, sick leave, leave, home leave same with daily Time
Attendance dtatistical table. Only completdly accumulate each
department's personnel's situation.

Above the report tool column is same with daily Time Attendance
statistical table.

4th, staff clock in/out timetable

The time in which each staff actually come and go to work produce
report, corresponding date and shift. Convenice for the administrator
viewing, and may print.
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The most right side row corresponds the shift, list the all staff shift,
which correspond date, the time of clocking-in /out display in thetable.

Above the report tool column is same with daily Time Attendance
statistical table.

5th, Daily Attendance shift table

List the staff’s shift which is used in Time Attendance every day,
corresponding date, provide convenice for the administrator viewing
shift, and may print .
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Above the report tool column is same with daily Time Attendance
statistical table.

6th, Create current data report

The create current data report refers to produce report according to the
current screen demonstrated formate, provide convenice for the
administrator reading, and may print

Statistical result detailed situation page current data report form:
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If need to show much more rows, may right-click the data row of your
choiceinthe statistical result detailed situation page .

Shift detailed situation current data report page:

ShiftExzeptlon
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If need to show much more rows, may right-click the data row of your
choiceinthe statistical result detailed situation page .

Other unusual situation pages current data report pages:
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If need to show much more rows, may right-click the data row of your
choiceinthe statistical result detailed situation page

Time Attendance statistical current data report page :
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If need to show much more rows, may right-click the data row of your
choiceinthe statistical result detailed situation page.

Export data

Export the data record you inquire to Excel or the text documents the
backup and saveit, in order to consult in the future. For detail operation
please see also appendix 6.1.7 to export the data

2.4.3 System operation logs

There provide with complete record about all operater opeate trip and
event when this software is apply to, maybe view the log in the

future
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2.5 Data Management

2.5.1 Initial System

This funnnction can restore system to orignal installment status, the
follow is detailed step:

Click initial system menu, this pop-up window is follow

Attendance Management Program | ﬂ

& Initializing the systemn will clear all registered data. Do vou want ko conkinue?
] ey |

Caution: if confirm your selected, the system will clear all staff's data
and all attendance data. Before this operation you must be carefully.

Click (yes (Y)) button, the system will clear all data, and return initial
status just system install.

Click (No (N)) button, the system return main menu without clear data.
2.5.2 Clear obsolete data

After your system has been used for a period of time, a big amount
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of obsolete data are saved in the database, which not only occupy hard
disk space but also affect operation speed. Then you can clear these
usel ess data by using this function

Click thisitem on the menu, this pop-up menu will appear.

Clear Obsolete Data i ﬂ

AL Clock-indout Record

Cloze Date IDE July 200 'i = 0K

Backup to |a331010.ack =]

—Attendance Checking Exceptions Records————————————————

Close Date [05  July  2017] _
=]

Eackup to |cecal TS

—Shift Data for AL Time

Cloge Daate I os  July 200 'i

@‘ LCompact Database File |

When clearing attendance clock-in and attendance exception records,
you are required to back up clock-in data to files. You can click

corresponding input box to type file name, and click E‘ button  to

save your data file's saving path and file name, natice that you should
choose a new filename, if the name has existed in the system ,it will
reminder you to define a new filename.
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Note: you must choose the new name of file, if the file exist in the
system, the system will imform you select a new name of file.

Input the close date of the data that you want to clear in close date box,
and the close date should be ten days before the current day you will
clear the corresponding data after clicking OK, and prompt messages
will display’

Attendance time setup data means to clear obsolete staff's shift schedule
data, select close datafor clearing record, click (OK) and you will clear
obsolete staff's shift schedule data

In the terms of Microsoft Access database, can click "comclick
attendance database file" button to compact the database.

After clearing data , click X! to return the main menu

2.5.3 Back up database

In order to make sure data security and to restore, we suggest you back
up database in regular time , click command on the menu, pop-up
following window.
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Plosse inpol bockisg dats File

H:rpi{i“{d Fi pass i R
Baree o o ks indl Baeeast Diatabaci e | Cargl |

select position to save file, input filename (may be defined filename),
click(save) button. When original database was damage, it need to
restore, you should change back up filename as AT T2000.mdb, copy the
file under attendance install dir to cover same name file, but the action
only restore these data to before back up. E.g. you back up datain 31.3,
so that these data be restored are only one before 31.3.

2.5.4 Import Attendance Data
To import attendance record to another machine or old record to the

current attendance software ,click this command on the menu and this
operation window will pop up:
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£ Import Attendance Checking Data ) o I=] |

* Impart from Lsh flashdisk

" Impart from Files

| F=]

€ |mpart from database

Link D atabase: uickly Choose DB-> Before 1.2 After 41,2
Provider=Microzoft.Jet OLEDE . 4.0:Data Source=D:'Documents and Setti ﬁ

x Close |

1. Import from USB Flash disk

All information of original database can be import to Attendance system
database file; to import attendance clock-in staff attendance data is
imported.

Select import from USB flash-disk, click (Import) following windows
pup-up:

2+ Import from database means to import attendance data from
attendance database backups, and the data include staff information,
shift information, clock-in records, etc. You can import the data from
databases of previous version, or databases of the same version. For the
data format of database files of versions previous to 1.2 differs from that
of Vearsion 1.2X, if the version of the database file that you want to
import is below 1.2(Not including 1.2), please select versions beforel.2
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option; Otherwise please select 2.2x option.

Note: Before importing data, if it is unnecessary to remain the data in
your system, please first sdlect initialize the system. This is because if
some data remaining in the current system overlap with the data that will
import, errors will appear when importing data, and data’s importing
speed will slow down.

Click versionsl.2 or version 1.2xbutton, and a file manager will pop up.
Enter the path and file name of the database to import, and click Open,
the system will import data automatically.

If your database is SQL Server database, you can click button to begin
settings. For detailed information please refer to Database Setup.

After importing data, click %! to go back to the main menu.

2.5.5 Export attendance data

This function is mainly used to back up all attendance data in the current
attendance system or clock-in data, click this command on the menu and
the following operation window will pop up
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Expart to Files

{JExpart to Datshases

Link D atabaze: uickly Choose DB File
Provider=Microsoft.Jet OLEDE. 4.0.Data Source=c:hatti 2mdb | &%

Conditionz and Range for Exporting Data Records

Begining Date; |urday . IERIEN - Monday . Mz w

(=3 Expart l [ X Close l

€2y Export Attendance Chacking Data o[- (]

1) Export to Files

Export four file style: secret attendance data (*.abt). attendance
clock-indata (*.txt). back up attendance data (*.attbackup.mdb) and

attendance system database file(*.mdb) .cIickE‘button, afile manger

menu will pop up confirm the path and file name for the back file and

click open.

2) Export to Databases

This option means to back up all data, such as staff information shift
information and clock-in record to a database file. Click quickly selects
database file button and you will open a file manger menu. Confirm the
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path and file name for the back up and click open.

If your database is SQL Server database, cIick&Ibutton to begin

setting, for detailed please see Database setup

Notice: you must choose a new filename if the file has existed the
system will suggest you to define new file name.

Exporting record will not lead to clean data in database. After finish to
export data, click(X) up-right screen, return main menu.
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CHAPTE 3

Appendices

3.1 Determine beginning date to export

data

Next let’s take searching staff’s attendance records as an example to
illustrate concrete operations for exporting data:

3.1Determin date

In the box of Date/Time click ﬂ button to select the date, and in the
box of Time click == button to select the time or directly change the

time. In the dropdown box of Date, click 4l or [* button to move the
date one month upward or downward
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< Export Attendance Checking Data

{¥)E =<port to Files
| 2|
{IEwpoit to [ atabases
Link. D atabaze: Quickly Choose DB File
|F'ru:uviu:ler=h-1icru:usnft..]et.DLEDB.4.EI;D ata Source=chattZmdb | {f}\.
~Conditions and Range for Exporting Data Record =
Begiring Date: |_iday apil v | Tuesdap | Me v
April, 2006 =
Sun Mon Tue Wed Thu  Fii
1
2 3 4 5 B 7 8

3 W 1M 12 13 14 15
16 17 18 15 20 21 22
23 24 B/ 2 7 oW 29
a0

= s Today: 5/8/2007

Click the year number to change the year directly, or click == button
to move the date one year upward or downward. Click on the date you
want to select theit.
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3.2 Select Employee

The option box of Employeeis like this:

Employes:
AL Mo M arme -
Mark. pang
| 1& Eliza zhou
1019 E dith zhang
[ 1020 Colir |
[ 1021 Peter mao
| 1022 Elaine hua
1023 Lewiz wang
[ 1024 Jim zhen
| 1025 Ellen ruo =|

Move the mouse to the row the employee to sdlect isin, click the left
button of the mouse, and this row will turn blue.

To sdlect more than one employee, hold down Ctrl key to select.
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3.4 Select Department

The option box of Department islike this

LR COMPANY

With the mouse left-click the department name, waite for the
department name to change blue. It show chooses successfully.

Choice department staffs

Single-clicks department, open a drag-down box, chooses department
which the staff is at, then single-clicks the staff box

3.5 Data table tool bar

The Datasheet Process Tool Bar contains the following operation
buttons:
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Prior Last Delete Dave
P &| +[=[4| v %
Fitst r,-" NEH J &dd Carecel

In the datasheet, the row marked with ® symbol is the current row, and
all operations for he sheet is conducted in the current row.

Click buttons to carry out corresponding operations for the datasheet.
First: To movethe current row to the first row.

Previous: To move the current row one row upward.

Next: To movethe current row one row downward.

Last: To movethe current row to thelast row.

Add: To add a new row in which new data can be entered in, and the
current row isthe new row.

Delete: To delete the current row.

Edit: To modify the datain the current row.

Save: To save the data after edition or in the newly added row.

Cancel: To cance theresult of adding a new row or editing the data.
Under the status of adding or editing, the result of moving data will be
automatically saved.

In the datasheet, click on the row to select it, and select multiple rows by
pressing Ctrl and clicking at the same time when possible. The selected
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rows will change to blue.

3.6Export data

Following take staff attendance inquiry as example, explain to export
data function:

3 Recond changirg bogr [EES =l =]
LT
it =| A Cim ookl el kol oo e e
L% P -pl-pd.bdwcnwrd'z;-nnm#
T » ok ared iy by =
[ TR, J l ﬂ},“ .m.-..- |l-“:t mE P Can
Tirsa Plarge ST
Fon| % 74000 (8 |nop [ Burmm |
T wmme e mw | [ Epo | | o Festwmmcads | caw Cow
[Ty [Woms ocin  [Cwoki0TEs Irm-r |2 |Ho-cu-edm.-n-clne-:-:w [E r
[1}=8 ] H ST B9 AM [=} Append eplope’tfopel | Tang-Supanuar
il L LTI B0 1R AN I:I-¢~1- [~} I:I D appsel et foged | Tang B
F3 Mamy if SETEANSAAN (i | B | O | O sppenderphgestiopol | TanpSuprr
=1 suy  E BWRITEINSAN ©in B | O O appswisrplpeeiiope  TaprSpse

As shown in the above picture, click Export button to pop up the
following window:
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Esport Fields Options
Pleaze select the fields that you want to export: - Predefined Items List:

vi:lent “

vl Marne

V| AC-Mo !

v Clock /0 Time

| Type

W Add o may:

v Modified <Save Current Option: Input a name in

w| Deleted the abowve Predefined Items List, and

v Feaszon then press "0OK".

w| Operatar <Import Previous Dptions: Choose ane

v Date name that have been saved before in
the abowe Predefined ltems List, and
then press 0K

[ ok | [ X cance |

Pre- definition item: The current definition of your choice will be a
name, when the next time export will be allowed to directly selecte and
save hame but not need to choose the field to export in the right box.

Put tick in font of the fields to export. If next time you want to select the
same fields to export data, you can input an item name in the box of
Predefined Items, and click OK to save the selected fields in this item.
if you want to call your previous choices, select a name saved in the box
of Predefined Items, and click OK to enter the foll owing window
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Save in: I =5 My Documents ;I | | |‘=_°f€| |
File name: |2DD2-‘I -1 Save I
Save as lype: IMicrosoft Excel File[* =lz) ;I Cancel |

Dbaze Table(*.dbf)

T ext File [*.txt]

TAB Separated File[* kit
CSY File[".cav]

Enter a filename for this file to save in the column of Filename, select
the type to save this file, and then you will export the selected data to
thisfile. You can save afilein five formats: Excel files ( Microsoft Excel
File(* xls)) , DBF formed database files, right justified text files, text
files separated by TAB, and text files separated by semicolons.

3.7 Advance Export

Advance export mainly is used in two developments to transfer the data
in our software. When needs to export the data, choose in here needs to
export the data the item and its setting attribute. Single-click Advance
Export attendance interface, shown as following figure.
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Export dialog -- Export to [InOutData.xls]

Destination file

Export Tvpe | Fields | Formats | Header & Footer || Caption & Width | Excel Options

Dpen file after export DPrint file after export

Export to

{¥IMS Excel {JIEF {JSTLE File

(OINS Word [@)303 (OJLaTeX

(CJRTF (JText File (J=aL

(CJHINL (JJCsSY File (Otindows Clipboard
(CimL (JITF File

Formats | Options

I Load Export Options ] Save Export Options ] I Start Export ] I Close ]

Here we take the Excel table to export as the example, explaine advance
export the function.

1st, first chooses Export file formate in the "Export the file format and
the option” in the box page.

2nd, set the parametersin the option page.
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Export dialog -- Export to [InOutData.xls]

Destination file

Export Tvpe | Fields | Formats | Header & Footer || Caption & Width | Excel Options

Dpen file after export DPrint file after export

Conztraints
[¥]Go to the first record [turrent record only
Allow export empty data source

Skip |0 records @Export all records

O Export only o

Formats || Options

I Load Export Options ]

Save Export Options ] l Start Export ] l Close

3rd, theinput filename and chooses the saving position..
Export dialog -- Export to [InOutData.s] ===

Destination file

Dpen file after export DPrint file after export
4th, starts to set the field, the formand so on
A, field

Chooses field which want to export, There are seven fidd: PIN, SSN,
Name, CHECKTIME, SENSORID, deptnamewokecode;Separately
expresses enrolling number, serial number,the name, date time, machine
number, department name, work code.

B, format
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Set export the fiedd form, there are the general formate and user
self-definit form two formate.
C, page head and page foot

Here may add the page head /foot page for file which Export, input the
explanation writing in the page head/foot,these writing will be able to
display in the start and the ending of exported the file.
D, title and width
There are seven fidds which Export: PIN, SSN, Name,
CHECKTIME,SENSORID, deptname, wokecode, labe it with the easy
memory thetitle and defines each field the display width.
E, Excd option
May set typeface of the text demonstration and the style to export.
5th,
After setting the field, the formate and so on , for provide the
convenience to export later, will be allowed to save this setting in the
file, next time will export this setting, but not to need there set again.
6th, Import the setting
Directly Import setting file before save, then was allowed to transfer the
setting before you setup, directly exportd the data again.
7th, Export the data
After all options completely set finished, .
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Exporting...
Statuz Finizhed
Exported =3
Tirne [0:00;00
Speed

Click Export data: When indicator inform you compl etes downl oad data,
then may confirm and gets down the data to dircty which the
exami nationExport.
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CHAPTE 4

4, END-USER LICENSE
AGREEMENT FOR THIS
SOFTWARE

Important - read carefully:

This End-User License Agreement ("EULA") isalegal agreement
between you (either an individual or a single entity) and the mentioned
author of this Software for the software product identified above, which
includes computer software and may include associated media, printed
materials, and "online" or el ectronic documentation ("SOFTWARE
PRODUCT"). By installing, copying, or otherwise using the
SOFTWARE PRODUCT, you agree to be bound by the terms of this
EULA. If you do not agree to the terms of thisEULA, do not install or
use the SOFTWARE PRODUCT.

SOFTWARE PRODUCT LICENSE

The SOFTWARE PRODUCT is protected by copyright laws and
international copyright treaties, as well as other intellectual property
laws and treaties. The SOFTWARE PRODUCT is licensed, not sold.
1. GRANT OF LICENSE. This EULA grants you the following
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rights:Installation and Use. Y ou may install and use an unlimited
number of copies of the SOFTWARE PRODUCT.

Reproduction and Distribution. Y ou may reproduce and distribute an
unlimited number of copies of the SOFTWARE PRODUCT; provided
that each copy shall be atrue and complete copy, including all copyright
and trademark notices, and shall be accompanied by a copy of this
EULA. Copies of the SOFTWARE PRODUCT may be distributed as a
standal one product or included with your own product.

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

Limitations on Reverse Engineering, Decompilation, and Disassembly.
Y ou may not reverse engineer, decompile, or disassemble the
SOFTWARE PRODUCT, except and only to the extent that such
activity is expressly permitted by applicable law notwithstanding this
limitation.

Separation of Components.

The SOFTWARE PRODUCT islicensed as a single product. Its
component parts may not be separated for use on more than one
computer.

Software Transfer.
Y ou may permanently transfer all of your rights under this EULA,
provided the recipient agrees to the terms of this EULA.

Termination.
Without prejudice to any other rights, the Author of this Software may
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terminate this EULA if you fail to comply with the terms and conditions
of thisEULA. In such event, you must destroy all copies of the
SOFTWARE PRODUCT and all of its component parts.

Distribution.

The SOFTWARE PRODUCT may not be sold or beincludedina
product or package which intends to receive benefits through the
inclusion of the SOFTWARE PRODUCT. The SOFTWARE
PRODUCT may be included in any free or non-profit packages or
products.

3. COPYRIGHT.

All title and copyrights in and to the SOFTWARE PRODUCT (including
but not limited to any images, photographs, animations,video, audio,
music, text, and "applets" incorporated into the SOFTWARE
PRODUCT), the accompanying printed materials, and any copies of the
SOFTWARE PRODUCT are owned by the Author of this Software.
The SOFTWARE PRODUCT is protected by copyright laws and
international treaty provisions. Therefore, you must treat the
SOFTWARE PRODUCT like any other copyrighted material except
that you may install the SOFTWARE PRODUCT on a single computer
provided you keep the original solely for backup or archival purposes.

LIMITED WARRANTY

NO WARRANTIES.

The Author of this Software expressly disclaims any warranty for the
SOFTWARE PRODUCT. The SOFTWARE PRODUCT and any
related documentation is provided "asis" without warranty of any
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kind,either express or implied, including, without limitation, the implied
warranties or merchantability, fitness for a particular purpose, or
noninfringement. The entire risk arising out of use or performance of the
SOFTWARE PRODUCT remains with you.

NO LIABILITY FOR DAMAGES.

In no event shall the author of this Software be liable for any damages
whatsoever (including, without limitation, damages for loss of business
profits, business interruption, loss of business information, or any other
pecuniary loss) arising out of the use of or inability to use this product,
even if the Author of this Software has been advised of the possibility of
such damages.

Acknowledgment of Agreement.

| have carefully read and understand this Agreement, Radiate, Inc.’s
Privacy Policy Statement.

IFYOU ACCEPT the terms of this Agreement:

| acknowledge and understand that by ACCEPTING the terms of this
Agreement.

IFYOU DO NOT ACCEPT the terms of this Agreement.

| acknowledge and understand that by refusing to accept these terms, |
have rejected this license agreement and therefore have no legal right to
install, use, or copy this Product or the Licensed Software that it
incorporates.
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CHAPTE 3

Troubleshooting

The following isalist of typical troubles you may be annoyed of at the
beginning of working with program and their sol ution as well.

1. Duetothe administrator has changed or forget password , fail to
enter the management program, what will | to do?

Answer: the computer has to have been installed Office2000 at first,
then enter the attendance program installing directory , look for the
att2000.mdb file, double-click it, and find the ‘userinfo’ list in the
appear interface, double-click it , tofind ‘securityflags’ word, cancel
all figure of list inthe sentence (15 indicate administrator )

2. | forget the password of database, howto do?

Answer: enter ‘maintenance and setting’ of management program, click
on the ‘setting password of database’, then have no need to verify old
password ,so can set up new password of database.

3. How to use the business check-in clock-inness clock-out ?
Answer : when the staff need to go out, the staff should check -out on
attendance device. When the staff come back, select business clock-in.

4 . While inquire attendance record , selected the highest
department, selected all staff, why cannot seerecord, but it’strue
display that has been saved to downloading data?
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Answer: (1) itis maybe the data record time expire inquiring range,
want to view the origina record , open the attendance database
(att2000.mdb), enter clock-in-out list, can see all original record,
prove that original attendance record is in the range which you inquire,

specifically pay attention year;

(2) it is maybe that add a highest department again after the general
company name was canceled, installing finish, the default highest
department general company can not be cancel, but it is able to be
modify in the attendance rule.

5. | have assigned shift, why no the result of account and statistics
indicate leave, come late, gone early?

Answer: first enter management to check the setup shift, in normal
condition the name of shift corresponding time period display that
appear in blue color inright time box, if thereisn’t any problem, enter
staff shift list, view the starting date of staff shift, the starting date is
beyond the account and statistics time range, isn’t it?, if itisn’t, assign
shift again, fix new starting date.

6. How to cancel the schedule which have been set up?

Answer: you can add a empty schedule firstly, then use the empty
schedule replace the schedule which will be canceled in staff
assignment , enter schedule management to cancel corresponding
schedule, OK.

7. Why the data which is stored record is fewer than loaded down

data whilein the processto download all data ?
Answer: while loaded down and record, the attendance program can
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determine loaded down record, the repeat record will be cancel
automatically, the stored record will not be store again.

8. Why the loaded record appear, but cannot find it while inquire
it?

Answer: Confirm time range you inquireis accord with attendance time
of loaded record, or it’s not. can check attendance record day, month,
year, after loaded down record, or open database (att2000.mdb), enter
check-in-clock-induler, can see all origin record, confirm time of
attendance original record is within the range of acquirement, pay
attention years record specifically, some independence equipment set
timeisnot real, result in attendance record timeisn’t correct.

9. Why | attendance normally, but it isshow | stay away from work
without leave or good reason?
Answer: examine your period time setting first, confirm your attendance
record is among the range of clock-out time, example, you setup the
clock-out timeisfrom 17: 00 to 18: 00, you clock-out time record is16:
30, sothattherecordisinvalid, system will indicate neglect afternoon
(in attendance rule, no clock-out is neglect) next, examine you
attendance time is correct, or it’s not.

10. Why there are come late and gone early in the attendance
account and statistics shift, but there aren’t their records in
inquiring record?

Answer: please examine the setting of attendance account in attendance
rule, seeif ‘on duty clock-in record: come late/gone early’ have been
sign or have not, if it has been labeled so that the neglect system will
indicate come late/gone early.
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11. Leaders of company don’t require clock-in-out, but their
attendance demand account, howdoit toset ?
Answer: (1) enter attendance setting under staff maintenance, cancel
valid attendance;

(2) set up a period time of unnecessary to clock-in-out, produce a
schedule, the scheduleis used to account with staff. OK

12. Why cannot | add new schedule in shift management ?

Answer: the program hasto set up time period of shift, then can set up
schedule, please seethetime period of shift isset ,or does not.
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