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Software Installation Wizard

1) | f your computer6s system is the Windows XP syste
Microsoft .NET Framework 2.0. The Check.exe, below the Framework Folder in the Operation
and Installation Disk, can automatically check the installation of the Framework.

2) If there is no Microsoft Windows Installer 3.1 version suggested in the process of the install
Pl ease find the wupgrading patch <corresponding to t
I nstallerodo, install it and try again.

3) Directly delete the RAMS folder after installation if it needs to unload the RAMS.

4) The installation folder of the RAMS System is the Folder Setup.exe that below the RAMS
directory in the Installation Disk.
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Chapter 1. System Functional Properties

The RAMS Access Control & Time Attendance Management System, with the
comprehensive performances such as the User Management, device
management, attendance management access-control management and others,
have been being continuously improved and updated.

System Functional Properties:

1™ The personnel and device management possess intelligent interaction.

2" The device management possesses asynchronously operational
processing capacities.

3" The access control management possesses the intelligently real-time
operating capacities.

4~ The attendance management can assess, suggest and feedback
intelligently.

5" The system maintenance possesses the functions of abnormal catch-up,
break-down protection and intelligent 6 | O DBzLJ
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Chapter 2: System Requirements

21. Hardwar e Requirements

i CPU: above 1 GHz
U  Memory: above 256MB

U  Hard disk: The available data space of the hard disk must above 2 GB (require
larger storage space as the increase in the attendance recorded data)

U  Communication Port:

A. RS232/485: one COM port (if there is no COM port, it needs USB/COM
converter cable)

B. TCPI/IP: the port that connect the Local network and the ether-net one.

C. USB: Support the computer with USB port.

2.0Dperation Environments
Operation system: Windows XP, Windows Vista, Windows Server 2003/2008,
Windows 7.

% Note:

The Microsoft .NET Framework 2.0 needs the support of the Windows
XP, Windows 2003 (it is contained in the software installation Disk)
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Chapter 3: Software Installation

3.1 software installati on
1. Run the set up file

1) Run the setup.exe file (If your PC system is windows7, please righiralicks administratar
to run install the software.)A choose the install path,@ recommended that install the
software under thenon-System DiskIt@ defaulted to the Disk DA, clickdnstalk.

2. It will check if your PC system already installed the Micorsoft. NET Framework during the
installation.If not, it will install it automatically.

&

Time
Attendance.

3. When finish the installation, the@a shortcut of the software on your deskto

3.2 uningtwalrle the sof

If you need tauninstallthe software, just go to the installation path to delete the RAMS folder.

3.3 Fiarfstterusienstal l ati on

o

Time
Attendance..

A Rght clickérun as administratarto open the software:
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p
Welcome

Welcome to Access Control and Time Attendance Management System. Then the system will guide you step-
by-step guidelines for the initial configuration to operate.

Now, click "Next."

e ]

ClickoNexE to the following window:

(Note: for thefollowing settings, you could close this window and skip to
the homepage of the softwareYou could enter thedMaintenancee to
modify the password, company info, and entéAttendance managéto
set the company attendance rule and such.

It@ recommendedhat we learn how to use the software first, thewe
set theattendancerules according to the company working rulés.
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p
= Set administrator password ==

— e

Now, Password |
Please set up an
administrator password, the
password used to log system
to use, possess all the
operating system
pemissions.

Re-enter

You can change the
password in system
maintenance.

Lose | [N |

. J

In this window, you could set the password to enter the softwéyed clickdNexE to set the
company info:

s == ™
4 SetCompanyinformation I d > L=l
Step by step: Company abbreviation XXX Company
Now, Company full name XXX Company —
Please enter your company’s
name and select the 7] LOGO
company’s LOGO. C]

OGO

f CEmad) [t

= = J

In this window, you could add the company name and logo to the softw@iek dNexg to the
following:
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( = Set the rule of attendance

Step by step:

Now,

Please set the right
parameters according to the
company’ s performance
appraisal system of the
specific circumstances
of the attendance
rules. It can alsoc be
used in future to
adjust the relevant
parameters..

Nomal | Late/Eary/Absence | Overtime |

[] One workday as 180 5] hours
Effective attendance 5 = y
records at intervals of not P& minutes

less than
Access control records dealing with attendance

In out records dealing with attendance
[T Strict attendance

(Fovms ]

A

J

In this Attendance Rule setting, you could set @ttendancerule according to your company

working rules.

Qick éNexE to the following:

p
¢ Set the public holidays

=
Step by step: e 4 X
Set the company’s public
holidays. Holiday New Year W
Start Date 0101 :
End Date 0101
[ Previous ] Next

"

In thiswindow, you could set the holiday rules.

-10-
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Qick dNexE to the following:

([ = Set weekend -_ ﬂgu‘

Itep by step: e X

Set up the qompany‘; public

v M g

different ‘weekend'.

T Monday [ 1AM [ PM

Tuesday L[| AM [ PM
Wednesday [_| AM  [| PM
Thursday [ | AM [ PM
Friday 1AM []pPm
Saturday [ | AM [ PM
Sunday “JAM ] PM

"

We could set the weekend rules in this window.

Qick éNexE to the following:

-
4 Set company's duty time =
tep by step: Duty Time | Shift IS-Gmup
In this step, you can add : -
company's duty time. igp 4 X
"Duty time” can be set as the
default time of attendance to Duty Time [Notmd v]
the staff. — ]
If you need to set more At. Type |Actual At. | [ ] Crossdays
complex shift time, you can
find it in the rule settings of On duty time 09:00:00 Begin att. time 07:00:00
attendance. - B S
Off duty time 18:00:00 End att. time 23:00:00
[Z] Must clock-n Result Time
[V] Must clock-out @ Auto
[7] Calc leave eary Manual
[7] Calc Iate
= it e o v [0 riricites
|] Calc absence CECSEl =t v =
[ Previous J [ Next ]

"

J

In this window, we could set the duty time, the softw&ealculation depends on this duty time.

-11-
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Qick dNexE to the following:

r —
¥ Create company's Department ==

Btep by step: e A X

Now, < XXX Company Super dept. r 3 = ‘
Please create the o
departmental composition of Dept. 'XXM . |
your company.

| Pevoss | [ Nex |

- J

In this window, we could add the department name to the software.

ClickaNexE to the following:

~

p
= Finish =

Jtep by step:

Congratulations!

You have completed the

basic configuration of the

system. You would like to do:
Now, you can begin to add

the company’s employee -

information, or skip this step, : ~

to connect the device and oV
test the configuration. : G
: >

: Addusers  Connect

Previous | | Finsh |

-12-
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| t AFDiBHE téithe homepage of the software.

r R
= Time Attendance Management System U=l =)
D 9
User Management Device Management
»\ 7
(—\‘ Q’p & M
User Sync User USB.User DeviceM. Download  USB.Data
Attendance Manage System Maintenance
W URL)
OR2%TRL B3
R 0 = o3
tt.M. Add Att. Leave Schedule Report Att.Rules Maintain  Backup Restore
Manager | 12/12/2012 2:49:48 PM _:
- A

-13-
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Chapter 4: Descriptions for the Software functions

4.1 User Management
User Management include Use© ,d Syn. Useéd ,6 USB. UséD .

4. 1.1 User

0 Use : We could add & modify & view the employee infich as: department, ID, name,
enroll ID, gender, default attendance rule, Card No., password, identification No., entry date,
attendance rule, etc.

4.11.1 Add department info

Frst of all, we need to add the department info in the User Management window, if your
02 YLIJ y & h&vedad¢mariment, just skig\dddepartmentinfoé steps:

"l

. &4‘ . s »'Q“ Dept.

1) dick U= toenterthed User Managemer@® window A “& to enter the
oDepartment Managemeidtwindow:

-14-
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& . A
?k User Management Liu‘
@G) ¥ &Tuew *3 Dept. View - 2 Refresh ; Batch Edit E}Import Lz Export ~ @Device ~ | 4§ Upload All Usernames

5 -
..... HQ
% Department Management =L =
i A XV
Super dept.  ~]

Current Date 2-12-2012 (104

Fom 12122012 @+
To 12122012 [+
Type Attend v
Foce
-
k_&
Search
|HQ |0 ltem(s) .:
o — J

2) Qick” ¥ to add the new department info:

fi )
% Department Management =
7
" m! = Back
- S

We add some departments as an example here:

-15-
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p
= Department Management =

+ 4 X

=-HQ Super dept. v|
- Marketing Dept. 2
- HR Dept. Dept. HO
[=)- Deveploment De

... Hardware Di

‘... Software De
- Finance Dept.
- Service Dept.

- Production Dept ~ g
< | 1 | » Mﬂe

Back

Note:

1) How to add thedHardware Dept and 6Software Dep€ underdDevelopment Depé?

SelectediDevelopmenDept£ that you created, and clic “ to add a new dept:

Y

p
= Department Management L= s,

x ‘Vl e

=-HQ

- Marketing Dept.| F

--HR Dept. : Hardware Dept |

(=)~ Deveploment De
‘... Software De

-- Finance Dept.

~- Service Dept.

- Production Dept

@D

Back

" A

2) If you need to delete théDevelopment Depé, need to delete its sullepts.dHardware
Dept¢ and&Software Depk first. And you need to remove the employee from

-16-
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oDevelopment Depé.to other department firstOr you cannot delete the
oDevelopment Depé.

4.11.2 Add employee info

Note: normally, i@recommendthat we first register the user info such as Enroll ID, fingerprint
data, password, RFID card info on the time attendancécdethen connect the device to the PC
software, then oGet all enrolt from device to the softwareAnd modify the user info, such as
user name on the software, and upload the username from softw@the device.

dick = to enter thed User Managemerd window A ‘Im_uew to enter thedUser
Informatioré window:

g |
% User Management SRR D
@‘-,’,’ v &ruew Q: Dept. EView - z Refresh §7 Batch Edit E}Import r:(z Export ~ Device |~ ai Upload All Usernames

0~
E-Ha |
i~ Marketing Dept. (: i o
. HR Dept, %= User Information
(=)- Deveploment Dept. n & ik
- i~ Hardware Dept. Basic Info | Extend info | Rule Options AN oD
i i Software Dept.
- Finance Dept. B HQ O Dept. HQ
b s Peap. i Marketing ; - = =
Pemn:lf:tio:p[t)ep{ i~ HR Dept. Eocl (D f =
; & D_eveploment De 9
. -~ Hardware De Name
i i Software Dey|
- Finance Dept. | User!D
i Service Dept.
‘... Production Dept. Gender [Male ']
Cument Date 2-12-2012 (E1hg Defautt Att. [Dutmin v] [Moming ,] 09:00 - 12:00
Device Access
12-12-2012 B~
Fom Card No.
To 121122012 [@~
< | m * | Password
T
= ftteod b Role User v
Place
‘ |HQ | 0 Item(s) i
\ J

For example: we add Ama{i®=100} info :

-17 -
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-
= User Information l -
Basic Info | Extend Info | Rule Options | \ it A3 (/O
=-HQ Dept. (HQ
- Marketing Dept.
-+ HR Dept. Enroll ID 1001 k& O
=+ Deveploment De - o
.. Hardware De| Name Amaris L
‘... Software Dey —
.. Finance Dept, | YserID 1001
- Service Dept.
- Production Dept. Genider [Female ']
Defaut At. [Duty T v | [Moming  +| 09:00 - 12:00
| Device Access
Card No
1 n | » | Password
Role Manager -

"

Note:

1)

2)

3)

For the Enroll ID, we could set it from 1 to 999 999 999 999. For some special models,
the Enroll ID could be 18bithat means we could set thenroll ID from 1 to 999 999

999 999 999 999.

The Enroll ID need to be same as the one on the time attendance device. For example,
Amari€d Enroll ID=1001 here on the software, so, when we enroll her fingerprint info on
the time attendance device, we need set her Enroll ID=1001 on the device also.

Role = Manager, this is related to the role on the time attendance device. If
role=manager, that means Amaris can enter the device MENU and change the settings
on the device.

-18-
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r-k« User Information I EHE
[ Basic Info | Extend o | Rule Optons | OO+ X v Q[N
Register Date 01102010 (G~ Title Manager
Bithday 02061987 [~ DNo.
Phone 1234567 |
Email:
| | Address

- _— A

In the Extend Info, we could adify the register date, title, birthday, phone, ID No.,etc. If you
don®@need this info, please keep it blank.

Note: please enter the correct register date, that means the date the employee entry the
company for the job. For example, if we 84t10-2010 for Amaris, we can only check Am@ris
attendance records from 610-2010.

. ]
% User Information l EH.L
[Basic nfo | Exend Ifa | Rule Options 6O+ A
Default Weekend | Weekend Rest -
At Rules Defaut Att Rule -

-19-
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4

When finish entering the info, please cli’. to save the settings.

If we want to modify Amarf info, please clic.

2 to editit,

DIN 01001

D 1001
Dept. HQ

Amaris

New
Edit |

4.1.13 Manage the employee info

Delete

demission

Get Enroll

Upload Username
Get Newly Log
Delete Enroll

Upload Enroll

Get All Enroll

Upload All Enroll

Upload All Usernames

Right click the user infdCard, you could add new user, edit the selected user info, demission

the selected user, get enroll from devitethe software, upload the username from software to

the device, get newly log from device to the software, deléi current employe@ enrollinfo
on the time attendance deviceypload the current employe® enroll info from software to the

device, get all the enroll info from device to the software, upload all enroll info from software to

the device, upload allser names from software to the device.

-20-
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% User Mansgement T . L ot=s
@ s - !!r New 43 Dept. View » 2 Refresh / Batch Edit @]mport f;}t Export ~ _@ Device ~ £ Upload All Usernames
P~ DIN 01007 DIN 01002 DIN 01003
=-Ha g Amaris 4 9 Peter 4 g David 4
i~ Marketing Dept. D 1001 , D 1002 D 1003
B g:v[e)slzlr;'nent Dept. Dept. Marketing Dept. Dept. Marketing Dept. | Dept. Production Dept.
b Hardware Dept. &/ New
. Software Dept. |/‘? Edit
/| - Finance Dept. -
..... Service Dept Delete
‘... Production Dept. DIN 02020 demission DIN 03001
3 V7 i
® Lil g e Katy 4 9 Paul 4
LSS D | @ Upload Username o A : - D 300
Dept| = P Dept. Software Dept. Dept. HQ
(3 GetNewlyLog
Curert Date 2122012 [~ 7<  Delete Enroll |
a5 Upload Enroll
DIN 03002 - —~
Get All Enroll (€] @ @
Fom 12122012 @~ 9 War  ypload All Enroll Song 4
To 12122012 @- ID Upload All Usernames D 3003 Selected Dept HQ
Dept vept: Dept. HR Dept. G Page: 8 tem(s)
Type oo = Remain ltems: 2
| o
Search
! |HQ |10 tem(s) ;||

Some of the operations need to connect the softweréhe devicefirst.

1) New
We could add new employee info on the software diredigase refer to 4.1.2.2 Add
employee info.

2) Edit

We could edit the selectedmployee info.Remember cliciéSavé to savethe settings.
3) Delete

Delete the selected employeé enroll info and the attendance records.
4) Demission

Demission the selected employee, this emplo@e@afo will be movedo the Demission
List.You could go® check the demission employ@danfo under the Demission List:

-21-
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5)

6)

7

8)

%+ User Management - = R — e .
(7 7 — - —
O‘.;l v ‘!.". New ’\: Dept. | , ) View ~ z Refresh 7 Batch Edit gz’ilmpurt :
: o~ ¥ | User Cards » ‘
- |
Wl
Zect. Comporate HQ
Get Enroll

Get the enroll infofrom device to the software, including the fingerprint, password,
RFID card info and save it in the software database.

Upload Username

Upload employe® name from software to the device. You could modify the empl&@ee
name on the software, and upload it to the device. then when the employee do the
attendance, their name would be shown on the LseEeen

Get Newly Log

Download the rew attendance recordshbse are never downloaded before.

Delete Enroll

Delete the current employe® info on the deviceincluding thefingerprint, password,
RFID No. and attendance rul@sit this employe®& info is stilbn the software.

For example:l need to deletedAmarig enroll info on the device.

Right clickéAmarig info card”A Delete Enroll, as the following:

¥ User Managemen

- - ¢ .- - ‘ E@g

@!.’ v &,r New 6: Dept. [jjview - z Refresh F Batch Edit E} Import E:E; Export ~ T’ Device ~ a4 Upload All Usernames

P~ DIN 01001 OB 2 DIN 01002 ¥%| | o 01003 )

- Corporate HQ o Amaris 4 oi 1002 4 o 1003 4
\ 9 ID 1001 *P D 1002 ¥ D 1003

Dept. Comporate HQ Dept. Corporate HQ Dept. Corporate HQ

2/ New
Z  Edit

| ————— 11X Delet
DIN 02002 L 9| | oin 00303 )
= demission

| 4 7
o 2002 D23 2 o 303 4
' | & D A% Get Enroll 2023 | & 0 303

Dept C¢ '2)  Upload Username ot Comporate HQ Dept. Corporate HQ
| @ GetNewlylLog

|| Corert Date 122012 3 [/ Delete Enroll
=5 Upload Enroll

18-12-2012 Bk g Get All Enroll
Upload All Enroll

Upload All Usernames

m From
To 18-12-2012 B~

-22-




Fingerprint Time Attendance & Access ConBoltware Manua(RAMS

s 3 ST
Time Attendance Management System ‘ o @

I9| Are you sure to delete all the Enrolls of "Amaris” in the device.

ok || cance |

" A/

dick dOK to delete Amari® enroll info on thelevice.

9) Upload Enroll
Upload the employee enroll info from software to the device, includingfihgerprint
data, password, RFID No. if th&still no fingerprint data, password and RFID in the
software, you could seleaiUpload Usernamefirst, then register the fingerprint,
password and RFID on the device later.
10) Get All Enrall
Download all the eroll info from device to the software, and save in the software
database.
11) Upload All enroll
Upload all the enroll info from software to the device.
If thereQ still no fingerprint data, password, RFID Mou could selectiUpload All
Username first, then register the fingerprint, password and RFID on the device later.
12) Upload All Usernames
Upload all the employee name info from software to the device. so when employee
doing the authentication, their name would be shown on the device LCD screen.

Note: in the employ enroll info card¥® = fingerprint, = password, ' = RFID card NO.

For example: Amar® enroll info card:

DIN 01001 OB
Amaris /

D 1001
Dept. Overseas Market De

Clock-in Today 10:13

It shows Amaris has 2 fingerprint data, one password, one card NO.

-23-
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411.4 View

Normally, ther&@e 3 view modesd User CaisO ,0 User Ligh ,0 Demission usef3 .

1) The default mode i® User Card® , you could check the employee info on this mode,

as the following:

DIN 01001 B DIN 01002 ¥ | Din 01003 B
g— Amaris /4 Peter / 9— Song
t D 1001 D 1002 L@ (| D 1003
Dept. Overseas Market De Dept. Comporate HQ I Dept. Service Dept.
Clock-in Today 10:13 Clock-in Today 10:13
¥P| | Din 00303 B

David 4

D 2002
Dept. Corporate HQ

Clock-in Today 10:13

Katy Z

D 2023
Dept. Finance Dept.

Hedley Z

ID 303
Dept. Corporate HQ

2) You could also check the employee info on theJser lis© mode, as the following:

Y

mView v z Refresh / Batch Edit E} Import Ip:(j; Export ~ {@R Device ~ .} Upload All Usernames

User Cards » Gender
| ¥ | UserList
Demission users
David 2002 2002
Hedley 303 303

Corporate HQ- > Overseas Market Dept.
Amaris 1001 1001

Corporate HQ->Service Dept.

Song 1003 1003
Corporate HQ->Finance Dept.
Katy 2023 2023

Default ...

Defaultt ...

Att Rules

Default ...
Default ...
Default ...

Default ...

Default ...

Default ...

Card No.

8672906

Register...

12-11-2...
12-11-2...
12-11-2...

12-11-2...

12-11-2...

12-11-2...

Title ID No.

Phone

3) When someoneesignsrom the company, and wR 2 yn@rii to delete heir data from
the software,we could move it to th& Demission usef list.
For example, Hedley resigned from the companyl,rgght click his name card, and click
éDemissios, now, his enroll info is moved the d Demission usef list:
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» [2)vi P o | =2 i R Devi
t iew v G Refresh ) Z ‘Batch Edit {g.:—?lmport ]Wﬁ‘ Export ~ @De\nce v _&‘A Upload All Usernames

DIN 01002 | | DiN 02002 8| | bin 00303 )

g Peter 4 g David £ O | Hedley k
. D 1002 D 2002 | D 303

Dept. Comporate HQ Dept. Comporate HQ Dept. Corporate HQ
2/ New
4 Edit
< Delete
DIN 01001 O DIN 01003 | [Din 02023 demission

9 Amaris Z 9 Song 4 g K¢ Get Enroll
d D 1001 1D 1003 4 ID Upload Username

Dept. Overseas Market De Dept. Service Dept. De;

Get Newly Log

Delete Enroll

Upload Enroll

Get All Enroll
Upload All Enroll

Upload All Usernames

Time Attendance Management System u

@3 Sure to demission ? If need please to Demission window
'S to Resume or Delete

| ok || cance |

w

Qick GOk, andéHedley enroll info card is moved t© Demission usef list now, you cannot
check iton thed User card® mode.

You could go t@ Demission usef@ mode, to check his info.

3 z Refresh ‘/ Batch Edit E}Impor’t !:E; Export ~ Device v “Upload All Usernames
User Cards > 6
User List
Demission users

Dept. Corporate HQ

And after checking Hedl&info on the Demission users mode, you need to éidekmission
Userg to exit this mode.
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4.1.15Refresh
z Refresh )

, refresh the user info.
4.11.6 Batch Edit

/ Batch Edit

Batch edit the employee info, including modifying the department, register date,
attendancerules,and attendanceveekends.

For example, if Amaris, Peter afrhvid all these 3 perso¥lepartment is the saméOverseas
Market Dept.) we could use théBatch Edi to modify it

QickoBatch Edit A selecthe persons (Amaris, Peter, David) on the left column, and modify the
settings you need (modify their Dept. foh @ S NEar&elt Depte) A clickGApplye.

( - . N
“¥= Batch Edit Information ] T

@“fﬂ :

© + 3, |Dert- |Register Date | AttRules | Defaut At. | Defaut Weekend

Name UseriD  Enroll ID B Coma

Corporate HQ ' m
Peter 1002 1002 -~ Service Dept. \
David 2002 2002 - Finance Dept.
| Overseas Market Dept. I
Amaris 1001 1001 |

1 = 7

4.1.17 Import

E}f Import . .
; we could import the employee info from the Excel flfeyou dor@know the excel
file column name can import to the softwareQirecommend that you created a new employee
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info on the software first, then export to the excahd add other employee info on the excel
file, and import to the software.

A B c D E E G H | J K L M N o [P
Dept Name UserlD EnrolllD CardNo AttRules Default Att Default\WeGender  Register CTitle Birthday 1D No Phone  Email Address

oo W —

Follow the tips and clicéiNex¢ to the final windowA import finished, clickcancet to quit the
window.

4.11.8 Export

\m? Export ~
s, =P We could export the employee info to Excel file and TXT file.

4.1.19 Device Management

“ Device ~

1) we could enter the Device Management windowa fast way, just clicdDevice.

2) When the software manage different devices, waild select the very device ID. For
example: my softwareis connectingto 2 devices now, andrieed to check the
employee info on device 2, stickéDevice_Usess:
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[T 2] view ~ z Refresh \E Batch Edit | lmport \Q; Exp;rt—v -\ 4’@ D;icejv 3

Upload All Usernames

| @eleteEnml | |demission M|

DIN 01001 B o | [ o oroo2
' g Amaris / ' g Peter ' T—song /.
D 1001 ID 1002 ] ID 1003
Dept. Overseas Market De Dept. Overseas Market De Dept. Service Dept.
DIN 02002 &/ [ i 02023 )
I 3 David # | g Katy 4
ID 2002 ' D 2023
Dept. Overseas Market De Dept. Finance Dept.
:?k ; Device_Use[_s
QO ® @
Device'’s Users Users for operating System Users
I P~ p-F p-F p-T
@ Temp Place(1) Name Enroll ID  Envoll Name Enroll ID Enroll Name Enroll ID  Enroll
@ Temp Place(2) Corporate HQ
Hedley 303 S0
Overseas Market Dept.
Peter 1002 S0
David 2002 S0
Service Dept.
Song 1003 S0
Finance Dept.
Katy 2023 S0 I::> <:l
o> <m
|<? UpLoad |Gaw E:>|

o~

(=) Comporate HQ
- Overseas Market [

U

Descriptions:

a. Device status:
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% Device_Users j
G- &

Device's Users

pv

Name

Corporate

-

i efresh
| % Option
i@ Offline
/< Delete
T

b. The user info on the device: for example, the following picture: the user info on the

Device 2.
Device's Users
o | o-®
*@ Temp Place(1) Name Enroll ID  Enroll
= Corporate HQ
o ||
4 4 S0
5 5 S0
6 6 SC
7 7 SP
303 303 S0
Amaris 1001 SO01PC
Peter 1002 S0
Song 1003 S0
David 2002 S0
2023 2023 S0

c. The selected items nmatter from device or from software, waiting for the next
operation:
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Users for operating
p-®
Name Enroll ID Enroll
Corporate HQ
1 1 S0
2 2 S0
d. The user info from thesoftware database
System Users
p-T | o~
Name Enroll ID  Enrdl || ..
Corperate HQ

1 1 0
2 2 0
3 3 0
4 4 0
5 5 0
6 6 5
7 7 P
303 303 0
Amaris 1001 01PC
Peter 1002 0
Song 1003 0
David 2002 0
2023 2023 0

e. COEnrolE column: 0~9 stands for the fingerprint dat@stands for Card. P stands for
Password.
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f. Yellow color: when the info is in yellow col®hat means the user info on the software
not syn.With the user info on the dewceas the following:

knmm gees “ il L M S LA = - . - —
Q00 8@
Device's Users Users for operating System Users

—— p-F p-® o~

o~
@Temp p,aoe“;I 'Name Enroll ID Enroll Name Enroll ID Enroll Name Enroll ID Enroll . Comporate HQ

3 @ Temp Place(2)

1 1
2 2 S0
3 3 S0
4 4 s0
5 5 S0
3 3 sc
7 g P
| 1001 1001 SO1PC
1002 1002 s0
I 1003 1003 S0 = =
2002 2002 S0 > <m
2023 2023 S0

| e
|

o
|

g. Descriptions for the 4 arrows in red frame
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Q0 & @

Device's Users
P~ p-8
| & o Pace(t) | | Name Enol D Envol
(@ Temp Place) Corporate HQ

1

N O s W

¥ N W N -
gﬁ
g

1001

Peter 1002
Song 1003
David 2002
2023 2023

|<p Vpload Imw C">|

==

: move the selected items from left to right column.

&
<o

<;:] Upload
Get Enroll (::>

"@Delete Enroll
demission 2/
software.

: move the selected items from right to left column.

: upload the user info from software to all the connected devices.

: get enroll info from the selected device to the software.

: delete the selected users from all the connected devices.

: move the selected users from user list to themission uselist on the
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4.1.2 Sync. User

1.Qick ¥YneUser it you have@connect the device to the software, it will prompt a
connection window:

fﬁb“meaf‘“e"d“e ManagemeptSystem & g s m s BB

User Management Device Management

Communication
Device ID
Attendance Manage

W i

| Manager |12/20/20127:05:37 PM _:

2. When connect successfully, it will get the enroll iinéon devicedo the software
automatically, as the following:
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“ Time Attendance Management S}stemv

— - —

User Management
o)

Sync.User USB.User

o

User

Device Manag

L)
!V-‘

G

»

Device.M.

@ 9
&3

Download USB.Data

| Attendance Manage System Maintenance
M ok b -~ 3
{O2%TTs Ras
| F R o R 3
Att.M. Add Att. Leave Schedule Report Att.Rules Maintain  Backup Restore
I
L @ |
|
lGet 12 item(s). l [ l

3. When finish the Syngit will turn to the User Managment window:

(G — = 2 A
‘% User Management S S— g 7 B
- L O T e
@Q - | Ry New §BDept. [T7]View + @ Refresh | || Batch Edit | (55 Import (ot Bport ~ {8 Device + | 4§ Upload All Userames
P~ | | DIN 000D | | oiv o10m B - | | biv ooz @]
<<<<< 8 14 g Amaris /4 g Peter Z
| D 1 D 1001 D 1002
| Dept. Corporate HQ ‘ Dept. Corporate HQ ‘ Dept. Corporate HQ
DIN 01003 ¥%| | oiv oooo2 &| | oiv 02002 @
Q Song 4 3 24 g David 4
; D 1003 ) D 2 D 2002
| Dept. Comporate HQ ‘ Dept. Corporate HQ ‘ Dept. Corporate HQ
Curert Date 0-122012  [@v
DIN 02023 B | oin 00003 3| @ @ @ @
Fom 20122012 B~ 3 2023 4 g 34
Ta 20122012 [@~ D 2023 D 3 Selected Depi Comporate HQ
Dept. Corporate HQ ‘ Dept. Corporate HQ G Page: 8 kemis) |
Type fitend 2t Remain ltems: 5 |
Place Total fems: 13
=
A
[l Search

Corporate HQ | 13 tem(s) .:
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4. if youR A Ruplénd the username to the device before, the info you Siram the device, is
without the username.You need to modify the user info according to your requirement.

4. 1.3 USB User

Import the user info from device tdhe software

1. Rug the USB flash drive to the time attendance deic®ENUA 3.U-DiskA 1.Dopwnload
A All Enroll Info (Or Personnel Enroll Info), after download, tBeaéUserDataifolder in your
USB flash drivelf you downloadedyAll Enroll Infé just now, theNB ®filedAllEnrollData.fps
underdUserData folder. If you downloadedPersonnel Enroll Infsuch as ID=1 user info just
now, there® a filedOD_000000000000000001.élhnder dUserDatéa folder.

2. Plug the USB flash drive to your PC.

-~

i

~a”
3.Run the software, clicl Y5B:User 1o the following window:
“ USB User Management _— < &M
QO .7 d &
Enroll ID Name Fingerpr... Fingerpr... Fingerpr... Fingerpr... Fingerpr... Fingerpr... Fingerpr... Fingerpr... Fingerpr... Fingerpr... Password Card Role
(|
|

~u

' v

4. click the icol
drive.

to open one enroll info or open all enroll info that from the USB flash
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= USB User Management I
- - - ]
A -~
QO ¢ 7 d &
Enroll ID N ‘&' OpenOne Enroll |Lrpr Fingerpr... Fingemr... Fingemr... Fingemr... Fingemr... Fingemr... Fingl
OpenAll Enroll

. -
~
Fingerpr... Fingempr... Fingepr... Fingerpr... Fingerpr... Fingepr... Fingemr... Fingerpr.. Fingerpr... Fingempr... Password Card Role
Yes No No No No No No No No No No No User.
Yes No No No No No No No No No No No User
Yes No No No No No No No No No No No User
Yes No No No No No No No No No No No User
Yes No No No No No No No No No No No User
Yes No No No No No No No No No No No User
Yes No No No No No No No No No No No User
Yes No No No No No No No No No No No User
Yes No No No No No No No No No No No User
Yes No No No No No No No No No No No User
No No No No No No No No No No No Yes User
No No No No No No No No No No Yes No User
Yes Yes No No No No No No No No Yes Yes User

We could double click the selected person, and modify his/her info.
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4 USB User Management

@
5

QO ¢ 7 H &

Enroll ID
1002

1

1003
2002
2023
303

2

N oW

g

Name
Peter
1
Song
David
2023

Fingerpr... Fingerpr... Fingerpr... Fingerpr... Fingerpr... Fingerpr... Fingempr... Fingerpr... Fingempr... Fingerpr... Password
Yes No No No No No No No No No No
Yes No No No No No No No No No No

¥ User Information . - - - - - . @iﬂ

Basic Info | Extend Info | Rule Options

GO I+EXV/O|n

Comporate HQ

Dept.
Enroll ID
Name
User ID
Gender

Default Att.

|Corporate HQ

foo2 )
Peter

1002

—]

Device Access

Card No.

Password

Role

Role

User
User
User
User
User
User
User
User
User
User
User
User
User

-~

Note: Ctrl+A to selectlbthe user info, and clic ** , to import all the enroll info to the
software.

We can also use this method to import one per@oimfo, this method is recommended for the

new registered employee.

Export the enroll info from software, and upload to thgoftware

2

1. ick YSB.User o the following window:
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B USB User Management ~ .__ - — - — l ot @M
QO . 7 [
{| Enroll ID Name Fingerpr... Fingerpr... Fingerpr... Fingempr... Fingerpr... Fingempr... Fingerpr... Fingerpr... Fingerpr... Fingempr... Password Card Role
|
l |
|
|

|
l
|
|
2. Clich'_&| to the following:
f % Advanced st = J)
0O @

Dept. User

Candidate department Selected department Candidate Users Selected Users

J- 5 o - o -3
- Corporate HQ Name User... Enroll ID Name User... Enroll ID
o> o>

3. Selectthe department on the&dCandidate departmerdtcolumn and double click or click

2

to select to thedSelected departmerdtcolumn:
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[« ™y
:k Advanced e ‘ L=lE=r
Dept. User
didate department Selected department Candidate Users Selected Users
P-Rd Rl P - | L~
- T —
Name User... Enroll ID Name User... EnrollID
o> o>
A J
e — N
% Advanced w -— - U=l
Dept. User
Candidate department Selected department Candidate Users Selected Users
P- L~ L | L~ |
B Comporate HQ [N I /" Comorate HQ Name User... Enroll ID Name User... Enroll ID
Corporate HQ
1 1 1
Amaris 1001 1001
Peter 1002 1002
> Song 1003 1003 =
2 2 2
David 2002 2002
& 03 223 2023 &
l 3 3 3
303 303 303
> 4 4 4 m>
5 5 5
[ 3 6
< 7 7 7 <
[
L )

2

Select the user on thécandidateUsersé and click to select it to thedSelected Useks
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4 Advanced - - =
QO @
Dept. User
Candidate department Selected department Candidate Users Selected Users
o~ P+ P+ o~
- Corporate HQ / Comorate HQ Name User... Enroll ID Name User... Enroll ID
Corporate HQ Corporate HQ

1 1 1 Amaris 1001 1001
Peter 1002 1002
Sona 1003 1003

= 2 2 2 (ED
David 2002 2002
2023 2023 2023

& 3 33 =
303 303 303
4 4 4

o> 5 5 5 >
6 6 6
7 7 7S

< <

When finish selecting the users, click the apply i--..

2

4.Then click—__ to save the enroll info to éUserData folder.

5. Then,we could put this folder to your USB flash drive root directduyd upload the enroll
info from USB flash drive to the time attendance device.

Note: for some client, s/he cannot connect the PC to the device via the USB connection nor TCP

connection, so s/a could use the this method to upload the username to the device.

4. 2 Attendance Manage

There®e 5 submenws under the Attendance Manage windotv:Add AttO ;0 Leave ,
O Schedul® ,d ReporD 0 Att.Rule® .
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(o S———— - 2 - )
4+ Time Attendance Management System L=l
D e
User Management Device Management
- 7
@ 2> & &
£~ »
User Sync.User USB.User DeviceM. Download  USB.Data I

System Maintenance

i ttM.  Add Att. Leave Schedule Report Att.Rules Maintain  Backup Restore
— — — '
\
' @
Operation Complete Manager [ 12/20/2012 7:51:16 PM  .:

4. Add Attt .

[t@ mainly for adding the attendance record that the employee forgot.

For example, we need to add a record for Amaris:
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Frst, need to selectt ! Y | dith@ keft column, and clic - to add the record.

- _ : S
“ Add employees forgotten punch in/outr’ : M

P-4
Name User ID Enroll ID

Corporate HO _ :
u Amaris 1001 1001

Remark
| ﬁ |
' P 4 ‘of1 2

4. 2.2 Leave
Add the leave record for the employegych as Amaris asked for a sick leave on 20A29:
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P
%= Ask for a leave = ‘ =

P -2/ v 0

e - Y
Name UserlD  Enroll ID At. Type I"S"'k Leaye I

IurpurW' Date Range
Amaris 1001 1001 V] Unintemupted |

From 15-12-2012 @v To 1912:2012 E~

ll ) Time () Duty Time (@ Shift () SGrdup

Shift | Regular Shift v
Moming(09:00-12:00)
4| Aftemoon(13:00-18:00)

Remark !

ot » b %

41

Note:

Setting for thebeginningand end date and time: default time is the current time on the PC
system.Need to set the date and time according to your requirement.

The beginningdate cannot be latter than the end date.

When select thedUninterruptect and thebeginningdate and the end date arihe same, the
beginningtime cannot be latter than the end time.

When select thedUninterruptec and thebeginningdate and the end datare in different date,
the beginningtime can be latter than the end time.

When youR 2 ys€dttdUninterruptect, no matter thebeginningdate and the end date are
different or not, thebeginningtime cannot be latter than the end time.

4. 2.3 Att. Rul es
4.2.3.1Attendance rules management

St the attendance rules according to your company working rules and requireniaat.
ON

Attendance rules is setting for the software calculati*®®'=
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1o [E=NE=—)
PndanceRu[eMgagg P WYY TYT =
06

|

I & Rule Options 80 Rule Options
Attendance rules and the relevant options

% Attendance ltem

@ Holiday

44 X VD | [Defouk At Rue v |

Nomal | Late/Early/Absence | Overtime |

[] One workday as 80 & hours
Effective attendance 1@ =
[7] records at intervals of not minutes
less than
[7] Access control records dealing with attendance
[7] In out records dealing with attendance I

[ Strict attendance

_ =

1) Normal
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% Attendance Rule Managemer C=aLe

S -
Rule Options Rule Options
- # Attendance rules and the relevant o

%’f} Attendance ltem
@® Holiday
[;' Weekend

X @ | Defaut AtRle =«

Nomal | Late/Early/Absence | Overtime |

Dy Twe [] One workday as lﬂ = ‘\ hours
D Shift Effective attendance 5 L‘i" ;

'1 records at intervals of not 7] minutes
[ 5Group less than

Access control records dealing with attendance
In out records dealing with attendance
l [] Strict attendance

- —

Descriptions

A. One workday as 8 hoursyou could change it to 7hours or 9hours according to your
company requirement.

B. Effective attendance records at intervals of not less than 5 minlkesexample:
when theemployee doeshe attendance at 10:00, 10:01@tless than 5mins
between 10:00 and 10:01, so the software will ignore the record at 10:01.

C. Access control records dealing with attendance. if your device has access control
function, you need to tick this option, or the software cannot calculatevtbeking
time.

D. In Outrecords aradealing with attendance. The In and Out records during working
time, will be calculated to the working time.

E. Strict attendance. The software only calculate the attendance records that marked
by thedDuty Org and éDuty OfE.
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2) Late / Early /Absence

Vs

“ Attendance Rule Management

-

G-

Bule Options
Attendance rules and the refevant

e o

Eg"éé Attendance ltem

@ Holiday
Nomal | Late/Early/Absence | Overtime |
Weekend
' [7] Clock-in over 10 5| minutes count as late
0

T\ Duty Time [7] Late exceed

D Shift [ Clock-out over
] S<Group [ Eary leave exceed

&

V' © | Default Att Rule v

51

| minutes count as absent

|

minutes count as eary

60 - minutes count as absent

[T ¥ no clock in, count as —__[xijmns
leaveei v |0 5 mins
[ ¥ no clock out, count as

-

You could tick the options according to your company working rules.

Descriptions:

A.

Clockin over 10 minutes count as late. For example: the working time is 9:00, and
Peter clock in at 9:11, then, this record is marked as late.

Late exceed 60 minutes count as absefir example: thevorking time is 9:00, and
Peter clock irafter 10:00, it will mark Peter absent today.

Clockout over 5 minutes count as early. For example: the working time is@:00
18:00, and Peter clock out ek 17:50, then this record will be marked @zarl¢.
Early leave exceed 60 minutes count as absent. For example: the working time is
9:00¢ 18:00, and Peter clock out before 17:00, then it will mark Peter absent today.
If no clock in, count as late/abse For example: Peter forgot to clock in today, so
the software will mark Peter as late for 10mins? 20mi@sthark as absent.

If no clock out, count as leave early/absent. For example: Peter forgot to clock out
today, so the software will mark Peter @sve the work early for 10mins? 20mins?
Or mark as absent.
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3) Overtime

p
= Attendance Rule Management «

G-

@ Rule Options & Rule Options
= Attendance rules and the relevant o
Eé’ié Attendance ftem '
f ' © | Default At Rule v .
W Holiday
| Nomal | Late/Eary/Absence | Overtime | '
' Weekend
| @ Duty Time [7] Ovettime morethan 30 5|  minutes to an effective |
D Shift [7] Advance in as overtime Deduct 0 = breakfast time
' ’_‘ S-Group [ Bdra work as overtime Deduct |7 [ suppertime
| [7] Weekend/Holiday work as overtime
L — S

Descriptions

A. Overtime more than 30 minutes to an effecti@r example, working time is 9:G0
18:00, and Amaris clock out after 18:40, so it mark Amaris Overtime for 40mins. But if
Amaris clock out at 18:29, less than 30mins, ti&Ere Overtime mark fohkmaris

B. Advance in as overtim®educt thebreakfasttime, if still match the first rule, mark as
overtime.

For examplel setéOver time more than 30 minutes to an effectha@ndGAdvance in as
overtime, deduct 15mins breakfast tifheAnd Amaris working time isom 9:00¢ 18:00, she
clocked in aB:10, then, 9:0@ 8:10 = 50mins, then 50mirs15mins breakfast time= 35mins >
30mins, sat mark Amaris overtime today for 35mins.

C. Extra work as overtime. Deduct the supper time, if still match the first rule, mark as
overtime.

For examplel setdOver time more than 30 minutes to an effectivend GAdvance in as
overtime, deduc® suppertimeg¢. And Peter working time ifom 9:00¢ 18:00, he clocked out at
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19:00Q then,19:00¢ 18:00 = 60mins, then(®nins¢ Ominssupper time= 66hins > 30mins, so it
mark Peterovertime today for6Omins.

D. Weekend / Holiday work as overtime.

For example, we set Amaris weekend rest, and she came to wdBatmday, so we mark her
Saturday record as overtime.

4.2.3.2Attendance Item

[@g Attendance Rule Mana_gemerﬁr‘ PI‘;";&‘
H&;héf'

89 Rule Options

Attendance Item
¥ Modify these parameters can implement & cUsto

- Holiday al i X O
W Holiday = Leave A
- Leave

I;‘ Weekend - Sick Leave Name
- Annual Leav

@ Duty Time mam'age 1 |
I:’ Shift Nur::.'g'bc(:ar; [7] Show times
- Breastfeedir
(] sGroup - Home leave
= - Injury leave
- Bereavemen
[#- On business B

[#-Go out '
=

£

Symbol

m

H- Absence
et >

L" —

Descriptions

A. Name: the name of thattendancetype in the attendance Report.

B. Symbol: the symbol mark on the Report.

C. Show times: when you tick this option, you could check the times for the very
attendance type in a Monthly Att. Report and the Symbol log report.

4.2.3.3Holiday

We could set different holiday rules according to different country holiday laws.
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-
= Attendance Rule Management ==
Fey
S
89 Rule Options e Holiday
5= - Usually set to the statutory National He
é’f} Attendance ftem
l cqp 4 X
2
weses | | o -
010 =
Duty Time Start Date 1-01
0101 & |
D Shift End Date
D S-Group |
|
! N1 g

You coud click - to add the new holiday rulesThen click v to save the settings.

4.2.3.4\Weekend

ItQ default to Weekend rest = Saturday + Sunday rest, Sunday rest = Sund8ytéstsome
country, the weekend rest is Friday + Saturdéyu need to set it according to your requirement.

4.2.3.5Duty Time

For the duty time setting, @ for the company that has simple working time, such as 8:00
18:00, one punch in and one punch out.
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-
3 [ RS T
% Attendance Rule Management an

8-) Rule Options @ Duty Time
= = Set up duty{ime for the attendance.
@53 Attendance ftem
“\.p""vlg
@W Holiday
Test v
Weekend Dity Tine E
Att. Type Actual Att. v Cross-days
o> =
D On duty time 09:00:00 |34 Begin att. time 07:00:00 |24
Shift — —
Off duty time 18:00:00 | End att. time 20:00:00 |44
D SHue Must clock-n Result Time
Must clock-out @ Auto
Calc leave eary @ Manual

| Calc late i
Cals aliaence Deduct meal orresttime |0 |4 minutes

1) dick - , enter the name for this duty time, heteame it agiTest. St the
Attendance TypeAnd set the Duty on time, Duty off time, and the earliest calculating
time, and the latest calculating timéor example:

Duty Time Test v
At Type [] Cross-days
On duty time 09:00:00 |2+ Begin att. time 07:00:00 24

OFf duty time 18:00.00 & End att. time

And we apply it to Amaris on the User Management window,:
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FE e LTy )

%= User Information

BaSiC|nf0|E:dendkioIFUeOptions| ee +dXv0O "‘
..... Comorate HQ Dept. |Corporate HQ i
Enroll ID 1001 B
Name Amaris '@
User ID 1001
Gender (Female v '
Defautt At. r [Duty Tim ] [Test v 09:00 - 18:00 :
Device Access |
. Card No. 8672506
Password i
| Role User %
| |
L — — /
Begin att. time m
Case AAmaris do attendance at 7:05 and 18:00, the time rangs =¢*m 200000 =

so in the report, the software will calculate as the following:

From 19-12-2012 B i~

: \ 53 .- ;| T
e 5 ;e int : %,qu_ ”
1o Bz B .& Query Q) Stat. gl’rmt [z Import ‘5@‘ Export ﬂ Back

| Raw Clock-In/Out Log | Access Control Loa | Leave Redistration | Daily Log | Daily Att. | Monthly Att. | Symbol Log | Schedule |
: 2] | Rounding: 0.1 v | [ Summary | Type: v All

| Dept. User ID Name Enroll ID Date Planned T1 Actual T1 Planned T2 Actual T2 Planned T3 Actual T3 Planned T4 Actual T4 Actual Att.(Hour) Acte
» o100 |Ameis  |1001 [1312 [os00 o705 [18:00 [18:00 | | \ 109 01

Case BAmaris do attendance at 6:30 and 21:00, the time range is outside
Begin att. time 07:00:00 |2

End att. ti 200000 4 - ing ti
me o , SO in the report, the software cannot calculdbe working time:

From 18-12:2012 B i

= & — =
p— R B it bl Print (B0 zz: 8 -

To [E122012 T il %\, Sat @ Print. (g Import. (g Export ﬂB“"

Raw Clock-In/Out Log | Access Control Log [ Leave Redistration | Daiy Lo | Daily Att. | Monthly Att. | Symbol Log | Schedule |

: (2] | Rounding: 01 - Summary | Type: ~ All

[Dept.  UserlD  Neme  EwolD  Date  Pemed Tl  ActalTl  PlmedT2  ActlT2  Plmned T3 Acual T3 Pamed T4 AcalTé  ActalAt(How)  Ac
» o [Aves 100 [1B12 | [ \ \ [ o o
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Begin att. time 07:00:00 =

Note: be attention of the setting ¢ End at. time 20000 , When settBegin at.timé to

7:00, employee cannot do the attendance bef@r@0, or the record is useless, the software will
not calculate this recordAnd when we setEnd att. timé& to 20:00, ve cannot do the

attendance after 20:00, otherwise the record is useless, the software will not calculate this
record.

2) set the rules accordintp your requirement,

V| Must dock4n Resut Time

V| Must clock-out 9 Auto

V| Calc leave eary Manual

V| Calc late

] Calc absence Deduct meal or rest time |0 + minutes

r
3) click * to save the setting.

4.2.3.6Shift

The shift is made up of differeDuty time. The Shift rule isecommendto the company that
has different duty time.

For example, company A working time: 9:02:00 andl4:00-18:00.So we could add twaDuty
timee first (Morningtest: 9:0612:00 and Afternoosiest: 13:0018:00.)
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{25 Rule Options
{0 Atendance tem
@ Holiday
Weekend

@
Shift

SGroup

(=] o

@ Duty Time
= Set up duty4ime for the attendance.
é + [ﬁ x ‘o"’ :'j: |

r
Duty Time [ Moming-est
At. Type Actual Att. =
On duty time 09:00:00 |34
Off duty time 120000 |

‘IEZ Must clock+n
[7] Must clock-out
[7] Calc leave eary
[7] Calc late
[/] Calc absence

Deduct meal or rest time

0 ':'3':' minutes

Fingerprint Time Attendance & Access ConBoltware Manua(RAMS
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SO -

8-) Rule Options
@ Attendance ltem

@W Holiday
Weekend
@
[] shift
SGroup

Fingerprint Time Attendance & Access ConBoltware Manua(RAMS

= — T ™
-‘.,. - o el

Q Duty Time

= Set up duty4ime for the attendance.

e 4 X
- .

Duty Time [Memoon'ted vJ

Att. Type |Actual Att.  ~ [ ] Crossdays

On duty time 14:00:00 : rBegin att. time 12:30:00 = l

OFf duty time 180000 End att. time 200000 1
T ot dockin e T

!j Must clock-out |jc__)_'| Auto

[7] Calc leave eary Manual

&
(2]
&
@

|| Calc absence

Deduct meal or rest time

-

Note: the ime on the duty time Moringest cannot be overlapping with the duty time

Afternoontest. That means, th@Begin att.time in éAfternoonteste Duty time, cannot be
earlier than thedEnd att.time in dMoring-testé Duty time.

Then we create a new Shift to combine Duty tithMoring-teste and dAfternoontteste.
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( ——
= Attendance Rule gemer

S
8;) Rule Options - Shift

L

Different dutytime amange in Shifts.

@i‘g Attendance ltem
i~y

X / 0 ]
@® Holiday
i Shift-Test -

E;' Weekend pat .

Select dutytimes for the shift
Duty Time

[] Moming(09:00-12:00)
D [] Aftemoon(13:00-18:00)

[7] Evening(19:00-23:00)
] sGroup 7] Nomal(09:00-18:00)

[] Test(0S:00-18:00)

Moming-test(09:00-12:00)
- - Q0 -t - .' : "

4.2.3.7SGroup (ShifiGroup)

The SGroup is made up by different shift@ recommend for the company that has the shifts
system. The software will auto match the evking time to the very match duty time.

For example: Company A hasw®rking time, Moring working time : 6:600:00, Noonworking
time: 10:3013:30, Afternoon working time: 14:008:00

The employee can go to work for any working time, that means sthédd go to work for the
Morning, or s/he cold work for the Afternoon, etc. In this case, the comp&ng yhékd to set
the fixed working time for the employe@he software can calculate the working time according
to the auto match.

We set the 3duty time A 2 shiftA 1 SGroup:
3 duty time: Moning: 6:0010:00, Noon : 10:3@3:30, Afternoon: 14:04.8:00
2 shift: Shift1 (Morning + Noon), Shi2(Noon+Afternoon).

1 SGroup: Shiftl + shift2.
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S—Group .
Combination with different Shifts inta & Group fe

S-Group SGmup{est v

Select shifts for the Shift-Group

[7] Regular Shift

[7] Evening Shift

[] Shift-Test

Shift-1
Note:

The SGroup isavailablefor the compary that hasregular working timelf not, need to set the
working time indSchedulé.

For example: the compa®/working time isMonday¢ Thursdayworking time 9:0618:00,
Friday working time 10:06Q7:00. For this situation, we need to use t&chedulé.

4. 2. 4du%ehe
The 6Schedulé is available for the company th& 2 S &hav@aifixed working time.

For example: the compa®/working time isMonday¢ Thursdayworking time 9:0618:00,

Friday working time 10:0Q7:00.And this working schedule is for Amaris, Peter and David these
3 personsFor this situation, we need to use tid8chedulé. This working schedule is for 2013
January.
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We need to set it 2 different duty time first: Te$t(9:0018:00), Tes2(10:0617:00).And go to
the Schedule window:

m 01-01-2013 B~
o 31012013 [EL

DN Query |1 Stat. e Print lmport ?@ Export ~ ﬂ Back

Raw Clock-In/Out Log | Access Loq | Leave Reaistration | Daiy Loa | Daiy Att. | Monthiy Att. | Symbol Log| Schedule |
i [Z] | Show mode: Week v | Shift Mode: Name v | Edit Mode: Multi-edit ~ | Type: ]Single Shif '}
| Stat Date ~ Monday  NJuesday  Wednesday  Thusday  Fiday  Satuday  Sunday

e
Delete

Corporate HQ y
Amaris 1001 100

Peter 1002 1002
David 2002 2002

Save

1) select the persons on the left column (Amaris, Peter, David), set the date rang€®2012
01¢ 201201-31.Rght click on the blank sheet, and clitkemplate:

(% Scheduling Shit R
QO @

D A

All shift

Please select a tem and setting ,drag can set more days
Ti =

@ Duty Time 7] EmptyShitt Moming-test-E007(09:00-12:00)

D SHit [] Moming:E001(06:00-10:00) Aftemoon-+est:E008(14:00-18:00)
[] Aftemoon:E002(14:00-18:00) Noon:E009(10:30-13:30)
Evening:E003(19:00-22:00) Test-1:E010(09:00-18:00)

SGroup Normal:E004(09:00-18:00) Test-2:E011(10:00-17:00)
[] Test:E005(09:00-18:00) Regular Shift:S001(E001:E002)
Test1:E006(08:00-18:00) Evening Shift:S002(E002:E003)

< L m | r

e T
Monday Tuesday Wednesday Thursday Friday Saturday Sunday

| | | [ ]
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2) click VRESEEUEEEIAENUR then click the white cell und@Mondayé

Monday Tuesday Wednesday Thursday

GTuesday éWednesday dThursday. | | | I, then it turns
L Monday Tuesday Wednesday _Thi_.lrsdfy_'

to the foIIowingET“"l Testl Testl [

| Friday |
3) Click VIREESLERNNRNAIEEIR, then click the white cell undé@Friday: _

4) dick to save the settingsThen it shows as the following;
 Repor - S ) A gl (ol
P -2 Fom 01012013 @~ = : =
= \ pl Pri e v
To 31012013 - A, Query Stat. - Print Import [‘5@‘ Export % Back
Name User ID Enroll ID
Corporate HQ | Raw Clock-In/Out Log | Access Control Log | Leave Redistration | Daily Log | Daily Att. | Monthly Att. | Symbol Log | Schedule
Amaris 1001 1001 [ | Show mode: Week - | Shift Mode: Name « | EditMode: Multi-edit + | Type: [Single Shif ~|
Peter 1002 1002
David 2002 2002 ‘ Start Date Monday Tuesday Wednesday Thursday Friday Saturday Sunday
> 120121231 e Test-1 Test-1 Test-2
2 20130107 Test-1 Test-1 Test-1 Test-1 Test-2
3 (20130114 | Test-1 Test-1 Test-1 Test-1 Test-2
4 1201301-21 Test-1 | Test-1 Test-1 Test-1 Test-2
5 20130128 | Test-1 | Test-1 Test-1 Test-1

We can also import and export the Schedule table.

4. 2.5 Report

There@e different kinds of repors: Raw Clockn/Out Log report, Access Control Log report,
Leave Registration report, Daily Log report, DailyRgport, Monthly Att.Report, Symbol Log
report.

4.2.5.1types of report

1. Raw Clockn/Out Log report

LA, Query

Set the date mnge, users and clic to get the report:
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p -
*f"“‘”"m_-- PSS T T W -
O~ Fom 01112012 B i =
| e T To 0B O § A, Query { ' Stat. &Print lmport % Export ~ ﬂ Back
\ Corporate HQ Raw Clock-In/Out Log | Access Control Log | Leave Redistration | Daily Log | Daily Att. | Monthly Att. | Symbol Lo | Schedule |
1 § ; CE | Type: Al - Place: All - From: All -
Amais 1001 1001 :
Peter 1002 1002 Dept. User ID Name Enroll ID Device ID Place Clock Time Att. Type =
Song 1003 1003 3| 0 Unknown | 2012-12-17 09:00
Ill 2 B 2 2 |Comorat... |1 1 1 0 Unknown | 2012-12-17 18:30 Attend
jj = e e 3 |Coporat... | 1001 Amais 1001 0 Unknown | 2012-12-17 09:00 Attend
2023 2023 2023
Il 5 3 3 4 | Comorat... | 1001 Amais | 1001 0 Unknown | 2012-12-17 18:30 Attend
303 303 303 5 |Coporat... | 1001 Amais | 1001 0 Unknown | 2012-12-18 06:30 Attend 5
; ; ; 6 | Comorat... | 1001 Amais | 1001 0 Unknown | 2012-12-18 21:00 Attend
z G % 7 |Coporat... | 1001 Amais | 1001 0 Unknown | 2012-12-19 07:05 Attend
|l 7 7 7 3 |Coporat... | 1001 Amais | 1001 0 Unknown | 2012-12-19 18:00 Attend
I 9 |Coporat... | 1001 Amais | 1001 0 Unknown | 2012-12-20 06:00 Attend
10 | Corporat... | 1001 Amais | 1001 0 Unknown | 2012-12:20 21:00 Attend |
11 | Corporat... | 1002 Peter 1002 0 Unknown | 2012-12-17 09:00 Attend i
12 |Coporat... | 1002 Peter 1002 0 Unknown | 2012-12-17 18:30 Attend
13 | Coporat... | 1003 Song 1003 0 Unknown | 2012-12-17 09:00 Attend
14 |Coporat... | 1003 Song 1003 0 Unknown | 2012-12-1718:30 Attend
15 | Comporat... |2 2 2 0 Unknown | 2012-12-17 09:00 Attend
16 | Comporat... |2 2 > 0 Unknown | 2012-12-17 18:30 Attend
17 | Coporat... | 2002 Davd 2002 0 Unknown | 2012-12-17 09:00 Attend
18 | Comporat... | 2002 Davd 2002 0 Unknown | 2012-12-17 18:30 Attend |
I [y m | »
;u4of1» Mog|il < ofl| b M | £ X |

Page:l, Total Pages:1, 32ltems

select and edit the record

Select and double click the record and edit it,

(% Edit Att. record : R ERRE X
I Enol D 1001 | Name |Amaris 1 |
Date 122012 [@~ Tme 09:00 Py
i
Att. Type [Pttend v] Remark ‘
( |
Q| 9 |
' Update Back :
(8 _ i _ i _ |I

Select and delete the record
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Select the record, cIicx to delete it.

Show/Hide some column

Page:1, Total Pages:1, 32ltems

2. Access control log Report

“::g Query

Set the date range, users and cli- to get the report:

g
% Report " . . = E].SE
P~ Fom 01112012 B i~ -
e ‘ug Query | ' Stat. &Print Import % Export ~ ﬂ Back
5 : & X
Name [ UseriB o |- Errot 10 [ ISR L2013 [ § '
Corporate HQ Clock-In/Out Log | Access Control Log | Leave Redistration | Daily Loa | Daily Att. | Monthly Att. | Symbol Log | Schedule |
1 § i 2| Type: A « Place: All - From: All -
Amais 1001 1001
Peter 1002 1002 Dept. User ID Name Enroll ID Device ID Place Clock Time Att. Type =
Song 1003 1003 ] |Coporat...| 1 |1 K o | Urknown |2012:12:17 09:00 Attend
2 2 2 e
David 2002 2002 o
M| 2023 2023 2023 £
3 3 3 Attend
303 303 303 Attend L
l 4 4 4 Agtend i
5 5 5
6 5 5 = Attend
7 ¥ 7 5 Attend
Device ID = Attend
Place
Clock Tine 2 Mo
At. Type Attend
Verfy Mode 5 e
Remark 6
Attend
7
Attend
8
Attend
9
Agtend
10
Agtend
Attend
B
TR ofl borl I select Select Invert Default setting
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(% Report T— F=EE—)
3 C=ren
YRt b [ " YY" i
P -2 Fom 01112012 Br| i ~ =
To BOM20B O \..& Query & ' Stat. dPrmt [ﬁ‘j Import % Export ~ ﬂ Back
Name User ID Enroll ID 3
I|| Corporate HQ Raw Clock-In/Out Log | Access Control Log | Leave Registration | Daily Log | Daily Att. | Monthly Att. | Symbol Log | Schedule |
1 § ; (| Type: Al - Place: Al - From: Al -
Amaris 1001 1001 |
Peter 1002 1002 ] Dept. User ID Name Enroll ID Device ID Place Clock Time Att. Type Verify Mode b
Song 1003 1003 0 Unknown 2012-12-17 0.
il 2 2 2 2 |Comorat... |1 1 1 0 Unknown |2012-12-171... | Attend Input
ol e A 3 |Co 1001 Am 1001 0 Unknown | 2012-12-170... | Attend I
202 2023 22 foret o oW (20722178« i
3 3 3 4 | Comorat... | 1001 Amais | 1001 0 Unknown |2012-12-17 1... | Attend Input
303 303 303 5 |Coporat... | 1001 Amais | 1001 0 Unknown |2012-12-180... | Attend Input
; ; ; 6 | Comorat... | 1001 Amais | 1001 0 Unknown | 2012-12-182... | Attend nput
5 s z 7 |Coporat... | 1001 Amais | 1001 0 Unknown |2012-12-190... | Attend Input
7 7 7 3 |Coporat... | 1001 Amais | 1001 0 Unknown |2012-12-19 1... | Attend Input
9 |Coporat... | 1001 Amais | 1001 0 Unknown | 2012-12:200... | Attend Input
10 |Coporat... | 1001 Amais | 1001 0 Unknown |2012-12:202... | Attend Input
11 | Coporat... | 1002 Peter 1002 0 Unknown | 2012-12-170... | Attend Input
12 |Coporat... | 1002 Peter 1002 0 Unknown | 2012-12-17 1... | Attend Input
13 | Coporat... | 1003 Song 1003 0 Unknown | 2012-12-170... | Attend Input
14 |Coporat... | 1003 Song 1003 0 Unknown |2012-12-171... | Attend Input
15 | Comporat... |2 2 2 0 Unknown | 2012-12-170... | Attend Input
16 |Coporat... |2 2 > 0 Unknown |2012-12-171... | Attend Input
17 | Coporat... | 2002 Davd 2002 0 Unknown | 2012-12-170... | Attend Input
“ 18 | Coporat... | 2002 Davd 2002 0 Unknown |2012-12-171... | Attend Input
I < m | »
4 4 alil 4| ofl | b b |k & X

Page:l, Total Pages:1, 32ltems

3. Leave Registration report

\

LA Query

St the date range, users and cli . to get the report:

(=[O

B Repod ‘4- Ry oy e BOS & = - -
P -2 Fom 01112012 O~

L 1 o g e
% ﬁ ; .«Query ¥ Stat. wpnnt @ Import ) Export ~ ﬂ Back

Name UseriD  Enroll ID

Corporate HQ | Raw Clock-n/Out Log | Access Control Log | Leave Registration | Daily Loq | Daily A, | Monthly Att. | Symbol Log | Schedule |
! d ! (B | Type v Al
|| Amaris 1001 1001
R s oo Dept.  UserD  Name  Emoll D BeginDate  EndDate  Att.Type  Remark
Song 1003 1003 201212-180.. | 2012-12-18.. | Sick Leave
2 2 2 2 |Comorat... | 1001 Amais | 1001 20121218 1.. | 20121218 ... | Sick Leave
N Dowd; e 4B 3 |Comorat... | 1001 Amais | 1001 201212190... |2012-12-19 ... | Sick Leave
2023 23
5 3 4 | Comorat... | 1001 Amais | 1001 2012-12191... |2012-12-19 ... | Sick Leave
303
4
5
6
7
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4. Dalily Log report

*.Ag Query

Set the date range, users and cli to get the report:
(e Repot o T was s ai » STA v ele )
I P -2 Fom 01112012 B | i ~
I Name User ID Enroll ID To m A\-& Sl otat #Print 555 4 fmport @%‘1 Export:i~ ﬂ Back
Corporate HQ | Raw Clock-In/Out Log | Access Control Log | Leave Registration | Daiy Log | Daily Att. | Monthly Att. | Symbol Log | Schedule |
Il ! i i : [] | Show mode: Text -
Amais 1001 1001
Peter 1002 1002 Dept. User ID Name Enroll ID Date 1 2
Song 1003 1003 » 1 orate HQ 1 1 1 17-12-2012 09:00:00 18:30:00
2 2 2 2 | Comorate HQ 1001 Amaris 1001 17-12:2012 09:00:00 18:30:00
f o0 22 22 3 |Coporate HQ | 1001 Amaris 1001 18122012 06:30:00 21:00:00
2023 2023 2023
' 3 3 3 4 | Corporate HQ 1001 Amaris 1001 19-12-2012 07:05:00 18:00:00
303 303 303 5 |Comorate HQ 1001 Amaris 1001 20-12-2012 06:00:00 21:00:00
‘; '; ‘; 6 |Coporate HQ | 1002 Peter 1002 17122012 09:00:00 18:30:00
6 p s 7 | Comporate HQ 1003 Song 1003 17-12:2012 09:00:00 18:30:00 i
7 7 7 8 |Comorate HQ 2 2 2 17-12:2012 09:00:00 18:30:00
9 | Comporate HQ 2002 David 2002 17-12-2012 09:00:00 18:30:00
10 | Comorate HQ 2023 2023 2023 17-12:2012 09:00:00 18:30:00
11 | Comorate HQ 3 3 3 17-12:2012 09:00:00 18:30:00
12 | Comorate HQ 303 303 303 17-12:2012 09:00:00 18:30:00
13 | Comorate HQ 4 4 4 17-12-2012 09:00:00 18:30:00
14 |Comporate HQ 5 5 5 17-12-2012 09:00:00 18:30:00
15 | Comporate HQ 6 6 6 17-12:2012 09:00:00 18:30:00
U 16 |Corporate HQ b 7 7 17-12-2012 09:00:00 18:30:00
< | m »
U [ S R ER IR ofl | b bl |

Page:l, Total Pages:1, 16ltems

5. Daily Att. Report

’V‘T:
%‘5‘\5 Stat,

Set the date range, users and cli--- to get the report:

If you cannot get any datiom the report, please go to théDaily Log repoétand clickdQuenyé
to get that report first, then back to théDaily Att.Reporto clickéState to get this report.
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et — [ESEEER=)
P2 Fom E122012 B] i ~ = .
Nare U | EvalD | 10 22012 B-] A Query @ Stat g/ Pint [ Import % Hport. = ﬂ Back
Corporate HQ Raw Clock-In/Out Loq [ Access Control Loa [ Leave Redistration | Daiy Loa | Daly Att. | Monthly Att. [ Symbol Loa | Schedule |
Lms 1001 :001 ] | Rounding: 01 |7 Summary | Type: ~ Al ‘
S e R e Dept.  UserlD  Name  EnolD  Date  PlammedT1  Actusl T Plamned T2  Actusl T2 Actusl At(Hou)  Actusl At(Day)  Nomal Overtme(Hou) *
Song 1003 1003 ﬁ@1 1 1 1612 [) 0 0
2 2 2 2 |Comporat... 1 1 1 1712|0900 03:00 18:00 1830 95 1 0
by e A2 3 | Comorat... 1001 Amais 1001 1612 [} 0 0
02 w3 22
3 3 3 4 | Comporat... | 1001 Amais | 1001 1712|0900 09:00 18:00 18:30 95 1 0
303 303 303 5 |Comorat... (1002 Peter 1002 1612 0 0 0
; ‘; ‘; 6 |Coporat.. | 1002 Peter  |1002 1712|0900 09:00 18:00 18:30 95 1 [
% 3 & 7 | Comorat... | 1003 Song  |1003 1612 [} 0 0
7 7 7 8 | Comorat... | 1003 Song | 1003 1712|0900 09:00 1800 18:30 95 1 0
9 Coporat.. 2 2 2 1612 [} 0 [
10 |Coporat... |2 2 2 1712|0900 09:00 18:00 18:30 95 1 0
11 |Corporat... | 2002 David | 2002 1612 [} 0 0
12 |Coporat... | 2002 David | 2002 1712|0900 09:00 1800 18:30 95 1 [
13 |Coporat... | 2023 2023 |22 1612 0 0 0 =
14 |Coporat... | 2023 2023 |2 1712|0900 09:00 18:00 18:30 95 1 0
15 |Coporat... 3 3 1612 [} 0 0
16 |Corporat... |3 3 3 1712|0900 03:00 18:00 18:30 95 1 0
17 |Corporat... | 303 203 303 1612 0 0 0
18 |Coporat... | 303 303 303 1712|0900 09:00 1800 18:30 95 1 0
Ll P— W i " " " o
LI O = S I ET IR ! ofl| b M |% B X
Pageil, Total Pagesil, 26ltems

1) Descriptions for the color:

. late, early or absent.
-: no stat. result.
: itQ@ Saturday.

" it@Sunday.

2) We can double click the record to get the attendance rule info:
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g o™\
Monday, December 17, 2012 Statistical Analysis - [
N | a5 & s
OO no%
| Name Amars Dept. Comorate HQ Enroll ID 1001 User I 1001 Register Dz 20-11-2012
Default At Rule Default Aft.
EJ One workday as 8 Hour ED Normal
| /| Effective attendance records at intervals of not less than £ f i
l [7] Access control records dealing with attendance frrs @ 09:00-18:00 .
[ "] Strict attendance |
|| Clock-n over 10 minutesLate
[ "] Late exceed 60 minutesAbsentesism _ :
|| Clock-out over 5 minutes count as eary Begin att. time:07.00 |
|| Eary leave exceed 60 minutes count as absent E"d att. time:23:00 o
| ] #no clock in, count asLate 0 minutes | | Crossdays [V] Calc leave eary |
[ ¥ no clock out, count asLeave Eary 0 minutes [7] Must clockin [V] Calclate
[7] Must clock-out [/] Calc absence
I |
! || Overtime more than 30 minutes to an effective w Time
[ ] Advance in as overtime Deduct 0 breakfast time © Auto ,
[ | Bxtra work as overtime Deduct 0 supper time Manual
l:| Weekend/Ho]lday wo[k as overtime Dedud meal or rest ﬁme:o minutes J
i
Planned T: 09:00: 18:00 |
Actual T: 09:00: 18:30
Attendance
*@2012-12-17 05:00:00 Attend |
||| °@2012-12-17 18:30:00 Attend
I Remark: q
u
|
>
6. Monthly log Report
Ko
@a Stat.
Set the date range, users and cli=-— to get the report:
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|

g __inihdieedbelbelibeile

I P+ Fom 15122012 B i =
4, Query @ Stat. ,d Print (% Import % Export ~ ﬂ Back
e sy o ol 5 ORCRL  2 22128~ [t} = :
Corporate HQ Raw Clock-in/Out Log | Access Control Loa | Leave Redistration | Daiy Loa | Daiy Att. | Monthly Att. | Symbol Log | Schedule |
J § I H Rounding: 01 + |7 Summary | Type: ~ All
Amais 1001 1001 g 2
bid e e Dept.  UserlD  Name  EnolD  Date  Actual At(How)  Actual At(Day)  NomalOverime(Hou)  Weekend O Holday O Week
Song 1003 1003 y 1 1 1 15122.. |95 1 0 0 0 0
2 2 2 2 |Corporat... | 1001 Amaris | 1001 15122.. |95 1 0 0 0 0
by @ A2 3 1002 Pet 1002 15122.. (95 1 0 0 0 0
55 aE b Comporat... er 2. |9,
3 3 3 4 |Corporat... | 1003 Song 1003 15122.. |95 1 0 0 0 0
303 303 303 5 | Coporat... (2 2 2 15122.. 95 1 0 0 0 0
; ‘; ‘; 6 |Comporat... | 2002 David  |2002 15122... |95 1 0 0 0 0
% ¥ & 7 | Comporat... |2023 2023 22 15122.. |95 1 0 0 0 0
7 7 7 8 |Coporat... |3 3 3 15122... |95 1 0 0 0 0
9 | Coporat... 303 203 303 15122.. |95 1 0 0 0 0
10 |Comorat... |4 4 4 15122.. (95 1 0 0 0 0
11 |Comorat... |5 5 5 15122.. (95 1 0 0 0 0
12 |Comporat... |6 6 6 15122.. |95 1 0 0 0 0
13 |Comorat... | 7 7 7 15122.. |95 1 0 0 0 0
< I >
H < ro g N U | oft [ b Ml |dk ,
Page:, Total Pagesi, 13ltems
R Rerort s S | o i B [ESEEE =)
= Il
P+ Fom 01122012 B i =
§ LA Query @ Stat. ,&Prine (& mport % Export ~ ﬂ Back
Nerme sy e ol 1 ORLCRL  2 20128~ [} = .
Corporate HQ Raw Clock-n/Out Log | Access Control Loa | Leave Redistration | Daiy Loa | Daiy Att. | Monthly Att. | Symbol Log | Schedule |
1 1 1 ‘2] | Rounding: 0.1 - | Type: ~ Al
o m 0 02 03 o4 06 07 Al al Nomal
u m;
:‘e' mﬁ :% fame  User D Dept. Duty Time 2. |Sn Mo, [Tl Wed | Thr R | At At (Day) Overtime{Hour)
4 ( L 5 1 1 Corporate HQ | Nomal a - a = - = = |95 10 [) I
e 202 22 2 mais  |1001 Corporate HQ. | Nomal o= & - 5 a a = |95 10 0 i
2023 2023 2023 3 ster 1002 Corporate HQ | Nomal £ a” 3" a* a" a" a" 35 10 0 |
3 3 3 4 png 1003 Comorate HQ | Nomal a & a & a & a 95 10 0 I
303 303 303 5 2 Corporate HQ. | Nomal a a & 5 > 5 a |95 10 0 |
4 4 4 6 avid 2002 Corporate HQ | Nomal a* a a” a” a* a” a" 95 10 0
5 5 5 7123 2023 Corporate HQ | Normal a” AS a* a* a a* a 95 10 0
6 6 6 8 3 Cormporate HQ | Normal a” a" a* a” a" a” a" 95 10 0
7 7 5 91 303 Comporate HQ. | Nomml s - - - - = |5 10 [)
10 4 Comorate HQ | Nomal 2 s 5 5 5 5 a |95 10 []
n 5 Corporate HQ | Nomal a* a” a” a° a” a" a" 35 10 0
12 3 Coporate HQ. | Nomal = a - 5 a 5 s |95 10 0
I » 13 7 Corporate HQ | Nomal £ a” a" a* a" a* 35 10 0
I
I U
LI m >
M < [ I (R [oft | » | ?
Page:1, Total Pages:1, 13ltems

Note:

how to search and check someone or some per§attiesndance records in a fast way:
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1) select by name, ID, or Enroll ID:

For example, we need to select Am&imfo in 2000 persons. Amaris, ID=1001.

= x-a | |x - @
Name  UseriD  Enrol ID Neme  UseriD  Enroll ID
HQ HQ
Amads 1001 1001 e LU

2) select by department:

For example, we need to select the Marketing dept. employee.

@Marketing X - &4

Name User ID Enroll ID

Marketing Dept.
Amaris 1001 1001
Peter 1002 1002

3) select by gender:

For example, we select the male or female employee.

[# |x - o
[#ml | X - &
[ Name E User ID Enroll ID
Name User ID Enroll ID HQ
HQ Lity 2020 2020
David 1003 1003 Katy 2021 2021
Paul 3001 3001 Marry 3002 3002
Jojo 3005 3005 Song 3003 3003
Marketing Dept. Babara 3004 3004
Peter 1002 1002 Marketing Dept.
Amaris 1001 1001

4) select employee in an advanced way:
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For example, we need to check the report dfthé employedrom Marketing Dept.,

Service and Production Dept. please refer to the following:

. From 12-12
Name )
UserID
Enroll ID

Advanced

Qick GAdvanced to the following:

}
r

|

' = = - == ——
= Advanced — - N — _— =l
0 9
Dept. User
Candidate department Selected department Candidate Users Selected Users
o~ o~ o~ P
=-HQ Name User... Enroll ID Name User... Enroll ID
- Marketing Dept.
| i HR Dept.
& ngeplomerﬂ Dept.
- Hardware Dept.
i i Software Dept.
Finance Dept. C> ¢>
P Service Dept.
} ... Production Dept.
> >

following:

Then doubledMarketing Dept, dService Depé.and gproduction Dept, to the
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( = -~ — — = ~— = N
% Advanced -t - w s |i=k
Dept. User
Candidate department Selected department Candidate Users Selected Users
o~ o - -2 -
E=-HQ E-p HQ Name User.. Enroll ID Name User... Enroll ID
- Marketing Dept. i ~
H ki 2
‘- HR Dept. ./ Service Dept Ma.r eting Dept.
- Deveploment Dept. ioff Production Dept. Amaris 1001 1001
: . Hardware Dept. Peter 1002 1002
- Software Dept. I:> Service Dept.
- Finance Dept.
. Service Degt. Marmy 3002 3002
Production Dept.

David 1003 1003

&

L

g ¢ & ¢

\ = — —— — ==

After you selectthese BS LI NI YSy G asx | ff (KSASandodteldseeg SS oA f f
and double click all of these employ, the, they will move todBelected Useés

[ . - — T — — -— g M)
% Advanced p— - - w =
0O @

Dept. User
Candidate department Selected department Candidate Users Selected Users
P~ n's -2 R

E-Ha E-p HQ Name User... Enroll ID Name User... Enroll ID

- Marketing Dept. ioff Marketing Dept. 3

H i Marketing Dept.

i HR Dept. iff Service Dept. i

(=)- Deveploment Dept. ioff Production Dept. Amaris 1001 1001

- Hardware Dept. Peter 1002 1002

P - Software Dept. ¢> Service Dept.
Z\:\f:gz Mary 3002 3002
i Production D-ept. Production Dept.

&

David 1003 1003

)

g v & ¢

&

Then click to check these employe& attendance report.
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4.2.5.3 export and print the report

1. print

;”/ Print

Qick— | tothe following window and select the content you need to print.

( =
= Print Settings =

*
- - -

Select the print items

Print Ran
Name j‘ e R
User ID @ Al () Selected Only

Automatically adjust columr Print 1 Print all page v]

ual Att.(Hour)
ual Att.(Day)
Normal Overtime(Hour)

ZXZSREER

Document Title
Saturday, December 01, 2012~ Monday, December 17, 2012 -

SISISISISISISISISISIS|ES

Page Settings Printer Beain Print Cancel

"

2.export

dick to export the report to excel file and txt file.

4. 3 Device Management

In the device management window, we could connect the softwarthe device and get the
data and upload data, import dafeom USB flash drive.
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r e A
J= Time Attendance Management System M
EV)
User Management Device Management
-~ - o - o
l = ‘.l "", ‘ . = - -~
User Sync.User USB.User DeviceM. Download  USB.Data
Attendance Manage System Maintenance
N D ) e R 0\
L ) V4 ; .
AO? e L@ * 5
Att.M. Add Att. Leave Schedule Report Att.Rules Maintain  Backup Restore
1 Manager ‘ 12/12/2012 2:49:48 PM .
" S

4. 3.1 Connect the device
4.3.1.1Add device

Connect the device to the computer (select the suitable communications: RS232/RS485,
TCP/IP or USB) If there are several networkipgly devices, these devices must be set
to different numbers to avoid repeating, for example: 001,002

1) RS232/RS485 Communication

/| tA01 5SOA0S alyl3aSyYSyi f%yfrAa‘fdms/icefoﬁydz M 2yySOoid
the left column to popup Connect to the Device window.

Select RS232/RS485 communication, the settings of Device ID and date remain

the same with the ones on the terminal, select the COM Port. Then click Search,

as the following.

It will display Successful Connect Prompt Box, corresponding to the data
searched Click OK and there will be the icon of Add Device on the left of the
window, as the following.
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vice Management

Re2

Device Control | Access Contral |

o

Add Device

Devicefl

&

Deviceft2

Draily operation of the device

Get Mewly Log

Collact the newly Log of the device.

Getall Log Empty &ll Log
Collzct all the Log of the device.

Get All Enrall Empty All Enrall
Get all Enrall[Fingerprint, Password, Carg

Upload All Enrol

Upload all Enrall of the software to

Cancel Privilege

Dizable all managers of the device,

MNarmal |Advanced || Bell || Log Scheduler || Monitoring|

when the storage of the device iz being full,
you can Empty &1 Log after you had collectEg

then you can manage the device without manager.

#2 (Temp Place) | (Operation Complete

Click Add Device for more devices.

2) TCP/IP Communication

It AO]

on the left column to popup @nect to Device window.

550A0S alyl3aSySyi

£ Jor AlKBvic6 Sy dz TH 2y y S§0

Select TCP/IP communication, the Device ID, IP Address and Password must
remain the same with the ones on the terminal. No communication password

defaults as 0.
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g N\
%4 Device Management = .@ | 22_ |

@Q- @3 ORI ': @Sync.User
T~ Device Control |Batch operations

Normal |Advanced [Bell | Timer off [Log Scheduler | Monitoring

20 (Temp Place) | Ces ||

3) USB Communication

J £AO] 580A0S8 al yI 38YSy ick & yor AidDBvicydy dz Ty 2y y S06G
the left column to popup Connect to the Device window.

Select USB communication, the Device ID must remain the same with the ones

on the terminal. Device ID defaults as 1.
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-
%4 Device Management

@G)- @?’ ORI ‘ @Sync.User

@ Device Control |Batch operations
‘ 1

=2 = ]
» - " W e

Normal |Advanced [Bell | Timer off [Log Scheduler | Monitoring

#0 (Temp Place) | A !I

4.3.1.2Device Management setting

Select the deviceonnected, such as Device #1, and click Edit on the menu orctigkt

5S@GA0S | mM O2yySOl (2 2LWiA2yX YR GKSNB gAff o068
LINR LISNI @ ¢KSy @2dz OFy &aSi (GKS RS@OAOSQa O2YYdzyA(
others.About the conrection setting, please refer to 4.3.1.1 .

ggei- ;

Right click the__Place#2
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% Device Management - - .. D s el B

@@ g @ @@ z @SyHC.User
Device Control [Batch operations|

Add Device T¥ Device Status Daily operation of the device

LY

Get Newly Log
] User: 13 Collect the newly Log of the device.
2| Refresh ' Get All Log Empty Al Log
- Conadtione Collect all the Log of the device. —
When the storage of the device is being full, —
Batch Connect  » you can Empty All Log after you had collected them. |
Disconnect All Get All Enrol Empty All Enroll )/
ST Get all Enroll(Fingerprint, Password, Card) from the devige) |
Selecelnver , Upload Al Enroll
| Operate » | GetalEnrol of the software to the devicg
%X Delete Get Newly Log
{ SyncTi
@ Turn Off Q REAIS agers of the device,
Cancel Privilege janage the device without manager.
Empty All Log
Empty Device Data
Upload All Enroll Imomg]

“J #2 (Temp Place) | Operation Complete

When connectthe software to the device, it shows some basic data of the device: amount of
user,fingerprint, card, password, manager, newly log, all logs.

1. Normal
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1)

2)

3)

4)

5)

6)

7

e

% DeviceManagement . & &« & o & & LA R R F I . C=LE

@“'¢ . @3@@ z :@Sync.User

Device Control [Batch operations|

Add Device L¥ Device Status Daily operation of the device
N Get Newly Log
éé(r‘;; Ussed Collect the newly Log of the device.
Fingerprint: 12 - o
Place#?2 Get All Log Empty All Log
Card: 2 Collect all the Log of the device. e
" When the storage of the device is being full, e —— -
Password: 2 you can Empty All Log after you had collected them. 4

Manager: 0 Get All Enroll Empty Al Enroll

Newly Log: 0 Get all Enroll{Fingerprint, Password, Card) from th_ evice.

All Log: 5 Upload All Enroll
Upload all Enroll of the software to the devicegis ™

© Sync Time

(') Turn off device Cancel Privilege

Disable all managers of the device,
then you can manage the device without manager.

Nomal |Advanced [Bell | Timer off | Message | Log Scheduler | Monitoring|

#2 (Temp Place) i Operation Complete

Get newly log

Download the new log from the devices, the logs on the device that never be
downloaded before.

Get all log

Download all the attendance logs from the device.

Empty all log

Clear all the attendance log on thevdee. Once you clidEmpty all log, you cannot get
the old attendance recordsn thedevice any more.

Get all enroll

Download all the employee info from the device, including the fingerprint data,
password, Card.

Empty all enroll

Qear all the enroll info on the device. Once you dfiekpty all enrol§, you cannot get
the old enroll data from the device.

Upload all enrall

Upload all the enroll info from software to the device.

Cancel Privilege

Remove the privilege to enter the device MENWhen your staff that in charge of the
time attendanceresign from the company, and s/he set some admin to enter the device
menu.You cannot enter the device MENU, as it need the admin id and password or
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fingerprint. You could connect the devide the PCsoftwarevia the USB connection and
ocancel Prilege on the software.
8) Sync Time
Sync. the device time with the current PC.
9) Turn off device
Turn off the device via the software.

2. Advanced

fi - - - =
% Device Management - = I =]

@yq' @@i@ z :(ySync.User
Device Cortrol | lBakch i 1

=

g
§
g

Advanced property settings

Empty Device Data
Will clear all the data(Enroll and Log) in the device. Waming: Cannot restore!

Set the Text of the device's screen. Get  Set ,-\,

Device standby display text

l[mn:di Advanced lBell ]Tirner oﬂ] Message | Log Schedule!] Monitoring\

#2 (Temp Place) | Operation Complete

\ = =3 J

1) Empty Device Data
ear all the data on the device, including the enroll info and the attendance records.
Attentions: this operation cannot restore, once you chi&inpty device datg there@
no enroll data anéittendancedata on the device.

2) Set the text of the devic& screen
Set the txt content to the device homepage Qldefaulted asWelcome on the top of
the device menu homepageFor examplel want to set my company hame (Test
Company) | just inputdTestCompany€ and clickiSet to apply to the device.

3) Device standby display text
St the txt content to the device standlgisplaypage.

3. Bell

Thissettingis same as théAlarmé (MENUWA 4.Setting 4.Alarm) on the device menu.
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s - o B
. R — e ali=
“ Device Management ¥ . ———— = | B

@G) . @@@ z %;S;C.Use;

Device Control |Ba:ch

|

Add Devi Bell Settings Get orset the bell settings of the device.
v Get from device Upload to device
ltem(s) Bell Time Cycle Delay
(P - \

0000 | |Eveyday | 0 [

Place#2 0

1

2 0000 4 |Eveyday | |

3 00:00 ke [Everyday «w| |

4 0000 % |Eveydsy ~| 0
5 0000 [ |Eveyday | [0 |
6 o

7 5

8

9

0

00:00 44 |Everyday ~
00:00 [ |Everyday ~
00:00 }-34 Everyday ~

0
00:00 2
10 00:00 8 |Eveyday ~| |
nowo
2 oo o

[Nomal | Advanced| Bell ~ [Timer off | Message | Log Scheduler | Monitoring|

LHRIE

#2 (Temp Place) i Operation Complete

\ — 3 v,

1) Get from device

Get the bell setting info from the device
2) Upload to device

Upload the bell setting info to the device.

4. Timer Off

Thissettingis same as théPower offtime¢ (MENW, 4.Setting 5.PoweA Power off time) on
the device menu.
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r\i Device Managen[ent. - . g .- - T’ B » li‘m‘
@G) M @@@ z @Sync.User
Device Control iBad-. opmns|
M@; Device timer off settings
Get from device Upload to device
@ Device shutdown timer settings
tem{s) Time Status
Place#2 1 0000 [ [ Enabled -
2 te) [ Enabled
3 4| [F] Enabled
4 | [] Enabled
5 ] [ Enabled =
6 {#{ [C] Enabled |
7 | [] Enabled |
I 8 4| [T Enabled i
9 00 4] [7] Enabled = i
10 00:00 (2 [T Enabled !
— - \
| [Nomal | Advanced | Bell |‘1-.mer°ﬁ lpasagelLog Scheduler | Monitoring|
#2 (Temp Place) i Operation Complete i ﬂ
. —

1) Getfrom device

Get the dPower off timé settings from the device.
2) Upload to device

Upload thedPower off timé setting to the device.

5. Message (Available for some models)

This setting is same as tlidlessagé on the device (MENA 2.LogDat& Message)
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r-‘{fﬁ Device Management‘ - . ﬁ ol e - =8 )
@“,, - f@g Q@ z EySync.User
s | Device Control IBatch operatlons[
Add Device Message settings
Get from device Upload to device
@ Target Begin Date End Date Play sound Content
1 [O] Everyone 201212210816 [~ 201212220816 [+
e 2 [ Eveyone 201212210816 [@~v 201212220816 (I~ [Defaut v
3 [ Eveyone 201212210816 [P+ 201212220816 [Jv [Defaut v
4 [ Eveyone 201212210816 [Ev 201212220816 [+ |Defauk
5 [T Eveyone 201212210816 [@~v 201212220816 [@~ [Defast v
6 [T Eveyone 201212210816 [Jv 201212220816 [~ [Defat v
7 [[] Eveyone 201212210816 [@~v 201212220816 [@v
8 [[] Eveyone 201212210816 [Jv 201212220816 [J+v |Defaut v
9 [[] Eveyone 201212210816 [Gv 201212220816 [Gv
1 [[] Eveyone 2012-122108:16 [Jv 201212220816 [J~v [Defaut
|Nomal | Advanced | Bell | Timer oﬂl"Message Fag Scheduler| Monitoring|
#2 (Temp Place) i Operation Complete
L = e = )

Descriptions of setting:

Target:it@ defaulted that apply to everyone. So everyone can see the med3aigéyou want
to set to somespecificpersons, we could input the INo. on the Target.

For example: Amaris (ID=1001), birthday is on JUhes@l set a messag® her as the
following, and clickdUpload to devicéto apply this message on the device.
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[:‘e Device Management ﬂ T 7 wow » s » lﬂlﬂu‘
100 BRS 2 | fosmeve |-
e Device Control ’Bach perati }
Add Device ’Message settings
Get from device Upload to device |
(-4 B Targe! ) Begin Date - End Date - Play sound Content Ll
o 1 Amaris 2012-060206:00 [Fv 201206022000 ([E~ |Default v | Happy Birthday| :
2 [] Eveyone  2012-122108:16 B wzi2z2eE B~ l
3 [] Everyone 201212210816 [@+v 2012-122208:16 [@~v |Default v |
4 [7] Everyone 2012-12-2108:16 [F~ 201212-2208:16 [@~ |Default i :
5 [C] Everyone 2012-122108:16 [@+v 2012-122208:16 [I~ |Defaut Z ||
6 [ Eveyone 201212210816 [Jv 201212220816 [~ [Defaut ~
7 [C] Everyone 2012-122108:16 [@v 2012-122208:16 [I~ |Default v I
8 ] Gy 20200210616 - 202066 G+ .
9 [] Eveyone 201212210816 [+ 201212220816 [Gv
1 [O] Everyone 2012-122108:16 [Ev 2012-122208:16 [F~ |Defaul v i
I
(]
|Notmal|Advanced|Bel| |Tu'neroﬁ| Message |Log Sd'leddetIMoMomg|
#2 (Temp Place) ! Operation Complete
s . J

S, when Amaris do the attendance on 20802, it shows the message to her on the device
LCD screen:

1) Get from device
Download thedMessagé settings from the device.
2) Upload to device

Upload thedMlessagé settings to the device.
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