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Chapter 1 Installation

Before operating the manage software, you should first install it in your PC.
Now please insert CD into CD-ROM (DVD-ROM), and then run ‘setup’, it will come to the following interface:



‘,q Fingerprint IT&A System

Fimgerprint T& A System

Mersion 1.0.0

Welcome to Fingerprint TA System Setup program.
This program will instsll Fingerprint Th Systen
on your computer

It is strongly recommended that you exit all
other Mindows programs rurning before continuing
- setup.
Click cancel to exit Setup and then close any
prograns you have rurming. Clieck Fext te
continue with the Setup program

Warning: This program iz protected by copyright
law and international treaties.

Unauthorized reproduction or distribution of
thiz program, or any portion of it, may result
in severe civil and criminal penalties, and will
be prosecuted to the maximum extent possible

Click ‘Next’ to enter the subordinate menu as follows:

EFimpgerprint I'& A Sy steimm

Version 1.0.0

Select Destination Directory

Fingsrprint TA System will be installed to the
directory shown belaw.

To install to other directory, either type in
new path or click Browse to browse for
destination directory. [ Fingerprint TA System’
iz automatically added. )

Destination Directory

C:\Frogram Files'\Fingerprint ThA Spstem |

Browse

<Back || Hext > | [ Ganicell ]

Its function is for you to select the destination directory. System default installation route is ‘C:\Program
Files\Fingerprint T&A System’, if you want to change route, please click ‘Browse’.



After selecting route, please click ‘Next’ to enter into next interface:
'_:" Fingerprint T&A System

Fimgerprint TS A System

Version 1.0.0

Shortent icons %ill be added to your Start merm

o
i You may type = mew folder or select one of the

F existing cnes

% -
e |Fingerprint Téh System
W * Wicrosoft ¥isual SourceSafe
Wicroseft ¥isual Studio 2005
& @V |Wicrosoft Web Fublishing
e Morzilla Firefox

Wultimedia Fingerprint System
Realtek

Snaglt &

Symantee Client Security
Wimdswe Tien

(Back ][ Install

Click ‘Install’, it will appear the following interface:
'_:" Fingerprint T&A System

Fimgerprint TS A System

Version 1.0.0

Fingerprint TA System installation successful

Click Finizh to end inztallation,

There are two hints: one is “restart instantly”, and the other is "restart later”, we suggest the former.
Click ‘Finish’ to quit installation.

The installation has been finished.



Chapter 2 Execute procedure

2.1 Signing In System

After installation, there is an icon “Fingerprint T&A System” shortcut on the desktop, double click the icon, and then it

will appear the following window:

S WELCOME
"~ Sign In YWednesday 2007-7-18 17:14:41
ISEE Sign In
PASSWORD: | A D

It is a “Sign In” interface:

(1). USER: Before signing in, input Administrator No.. System default administrator is as Admin.

(2). PASSWORD: Input the relative password under user. System default as blank, you can setup login password
after landing on system. (If you need to change password, please study 1.3 Password Set)

Click “Sign In” directly to enter the main procedure as follows:



DIGITEK SYSTEM INTERMATIONAL [INC. I:”E|gl

Help | Exit

v

BT | Ttenore et oracton 8 e

.D‘-‘_;.+
rzx [Unit]

2.2 HR attendance software operation procedures:

Basic operation procedures
Login in system

Double click ‘Fingerprint T&A System’ icon on desktop, then spring a window to select login name and password.
System default administrator is Admin, password is blank).

Staff archives record
——HR Management(1>Department setup: Enter department structure and department name.
—— staff management——append staff

Register fingerprint in the terminal
Steps: please refer to the Hard Manual of DTK400.

Terminal communication parameter setting
——Connect with terminal(1>Add terminal: Add terminal communication information according to fact circs.

Assign staff fingerprint enroll No. and fingerprint enroll
——Connect with terminall>Fingerprint management: Enroll fingerprint for staff according to assigned fingerprint
enrolled No.

Upload staff sign in data
Connection——Connect with terminal——Fingerprint management(/>Upload fingerprint: After connecting terminal
with computer, then execute the operation.
Note: If hint connection failed, please check communication parameter is correct, and management computer’s COM
port Baud rate parameters are the same as terminal.



Check Attendance
After communication, you can check attendance in the machine

Query original sign in record
——TA screen]>Select terminal——Upload all records: Query staffer original sign in records when on/off duty.

2.3 System management

After signing in the system, click the System Menu, it appears the following window:

) % Set Database Connection (SR

»> [Unit] % Administrators

Password Set
f Backup Database
Recover Database

Compress Database

H Clear Obsolete Data

Initiglize Svstem

@ Exit Svystem

Wwelcorme [Admin ] to uze Fingerprint Ta Svetem Thursday 2010-5-27 10:48:36

The first submenu under System is” Set Database Connection”

2.3.1 Setup Database connection

Click this item, it will show you as follows:



W_ISE‘IZ Databaze Connection

—® ACCESS Database

Datahase Path:|C:1F'rngram Filezihultimedia Fingerprint Verification Bystem'l.Main_Data.m|

O SQL2000 Database

Save Cancel

There are two database connections for option: access 2000 database and SQL 2000 database

2.3.3.1 ACCESS Database
Click in front of “ACCESS Database”, it will show you the Database Path:

Database FPath:|C\Prograrm Files\hultimedia Fingerprint Yerification SystemlMain_Data.m|

‘D:\Program Files\ Fingerprint T&A System \Main_Data.mdb’ is as ACCESS read route, which is an installation route.
Click “Save” to finish this connection. and the system will exit automatically, please re-start the software.

2.3.3.2SQL2000 Database
Click in front of this item to establish SQL2000 Database



W_ISE‘IZ Databaze Connection

O ACCESS Database

@ SQL2000 Database

502000 Server Name: | |
S0L2000 Database Mame: |rv1air'|_Data |

O Use Windows NT Integration Security Set
® Use user name and passward far login
SCL2000 Database Login Mame: | |
S0L2000 Database Login Fassword: | |

Establish SOL2000 database in the PC |

Save Cancel

Click “Save” in the above window, it appears the following dialogue box:

Fingerprint

\_:.:/ Are wou sure bo establish QL2000 database in the PCY

(a]4 | Zancel

Click “OK” to finish operation, system will exit automatically, and then please re-start software.

Note:
Here SQL2000 need to install by customer, you can consult details installation procedures “[I Install SQL 2000

Server”.

2.3.2 Administrators

Click Administrators item under the Menu” System”
It appears the interface as follows:
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Administrators Set E

Append  Modify  Delete

MNarme I:I Functions Range Department Range Terminal Range

Class | J +-- [ System Management OoBs
+- [ HR Management Odepl
+- [ Attendance Management Odepz
+- ] Exception Management
4 Connection
dmin +-[QT&A Screen
£ *

There are three operations you can do for administrators setting: append, modify and delete
In original condition, there is a default administrator ‘Admin’ as ‘Super Administrator’, and its name can’t be changed.
If change password, please setup ‘Administrator’s password setup’.

2.3.2.1Append
Its function is adding new administrators
Click ‘Append’, it shows you the following window:
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Administrators Set

Save  Cancel
Mame |:| Functions Range Department Range Terminal Range
Class ‘Super j +- [ Svstem Management Qares
+-- OQHF Management Odepl
LB I:I +1-- [ Attendance Management Odep2
Confirmation I:l +-- ] Exception Management
+1--[JCannection
QT4 Screen
£ >

Name: Input the name for a new administrator.
Class: There are two classes of administrators: super administrator and general administrator.

(a)Super administrator: The administrator who can manage all departments, it is useless even you set its functions
range.

(b)General administrator: The administrator who can select certain functions range to manage department or
group-manage.
Password: Input the password you set for the administrator.
Confirmation: Input the password the second time to make sure it is the password in your mind.

Administrator range:

There are three managing ranges

(1)Through the Functions Range, you can select the function range for an administrator

Draw at the front of ‘Function range’ to manage items of toolbar.

Drawing at the front a certain item means to assure the administrator of this managing function.
(2) Through the Department Range, you can select the department an administrator can manage
Draw ¥ at the front of ‘Department Range’ to select department.

(3) Through terminal Range, you can select the device that an administrator can manage

Draw ¥l at the front of ‘“Terminal Range’ to select terminals.

Click OK after appending, and remember to save it, then it will hint “Operation done’.

2.3.2.2 Modify

Through this item you can modify an existed administrator, including its password, functions range, department range
and terminal range. Click a name of an administrator on left interface, and then click “Modify”.
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Administrators Set

L=
Append  Modify  Delete

Functions Range

Department Range

3

Terminal Range

Class ‘

[-

Addrmin

[ [ [

[[ &vstem Management
M HF Management

[ Attendance Management

[ Exception Management

[F Connection
[ T&4 Screen

| *

FLCBS
depl
dep?

For example, add administrator range, or reduce administrator range. Remember to save it after modifying.
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Administrators Set E

e

Save  Cancel

Marne Functions Range Department Range Terminal Bange

Class |Super j +-- [#] System Management FDB=
1 ] HR Management [ dept
+-- [ Attendance Management depZ
+ Exception Management
+-- [ Connection
S—
4 |

2.3.2.3 Delete
Click the administrator name on left interface, then click ‘Delete’. It hints you:

gerprint THA System

Are you sure bo delete administrator [ 5] 7

K Cancel

Click OK to delete this administrator

Note: Please pay more attention to ‘Administrators’ of ‘System’ when selecting functions range, if you append a
general administrator, then when you select its functions ranges, we suggest not to draw ¥ in front of Administrator,
such as following window:

et Database Conn
[ Administrators
[#] Backup Database
[#] Fecover Database
[l Compress Databag
Clear Ohsolete Dat
[ nitialize System

+ HR Management

Otherwise the general admin can manage super admin.
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2.3.3 Password Set

Click the “Password Set” item under System menu, it enters the following window:

W_ Nodify Administrator Password

v Q

Sawve Cancel

Current Administrator

0ld Paszward

ew Pazzwaord

Mew Pagzzword Confirmation

Note: you can only modify current login admin password, and also need to input old password and new password.
So if you want to modify a certain administrator password, please first login in system under this administrator

2.3.4 Backup Database

Function: you can use this item to save a backup data in order to prevent computer failure or manpower wrong
operations, which may cause losing data, and also can seal up keeping old data, then make run speed more quickly.
Click the” Backup Database” item, it shows you the following interface, and then you can choose where to keep this
backup database file.



Save in: ] @ Deszklop

E

iy Recent
Documents

;-—L‘:%
Deszktop
i
ky Documents
ky Computer
by Metwork,
Places

gl |

BMy Documents
'j My Computer

‘:}Mv Metwork Places

|C5yz010-5-27
EF

!Fingerprint T&A System
5.'; Shorkcut ko Some Cocuments

5 Shortout to FEE B 4D
Ig]Schtl.-warE Manal of 55,doc

File narme:

Save as lype:

2.3.5 Recover Database

Its function is recover the data from backup database when some data losing
Click the “Recover Database” item, and it shows the following window for you:

[2010-5-27 10_54 17]

Lol Lel

e
e ]
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Open

Laak, ir: |@' Deskiop ﬂ £ Ed-

ﬂMy Documents
-_J My Computer
My Recent ‘-_} My Metwork, Places
Documents [5)2010-5-27
DEFED
’! Fingerprink T4 System
E,Q Main_[akalZ010-5-27 10_54_17).mdb
ér..r Shortcut ko Some Documents
[50 Shorkout to FERE BB ED
IEﬂSu:uFtl.-warE Manual of 55.doc

eife

Deszktop

\$

ky Documents

-

%

ky Computer

i;g File narme: |Main_Data[2El1 0-5-27 10_54_171.mdb ﬂ Open
by Metwark, Filez of type: ﬂ

* mdb Cancel
Places

I [ Open as read-only '

Recover route: you had better backup the database in advance in case of losing current data. After successful backup
the database, you can find the assigned files in mdb format to recover the database according to the saving route of
backup database.

2.3.6 Compress Database

Function: Compress database so as to make it occupy less space

Use: save space in the hard disk

Note: you had better backup the database in advance in case of losing current data, and then you can compress the
database.

2.3.7 Clear Obsolete Data

Function: Clear old-time data.
Use: Reduce redundant space
Select this item, then it will show an interface for you to choose the time range of clearing obsolete data.

2.3.8 Initialize System:

Function: Avoid man-made errors, select this item to initialize system, then all the information on the system will be
lost, it goes back to the default condition, so as to get rid of errors and transfer backup database. Default password for
initializing is ‘654321°.

Note: Initialization refers to put your setting to default setting after leaving factory, after initialization, it will delete the
attendance records, staff information, staff schedule, please do not enable this function casually. If it is your improper
operations, we are not responsible for consequences caused by this reason.
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2.3.9 Exit System

Click this item to exit the system. It is with the same effect as pressing the close signal on the top left corner.
Exit system after finishing operation.

2.4 HR

It is a menu for setting department and staff
Click it and three are be the following windows:

Set Departmant w7 'dh

=2 [DES] @ Skaff Info Definition
ﬁ Staff Management

Welcome [Admin | to use Fingerprint TA System Thursday 2010-5-27 10:55:24

2.4.1 Set Department

Function: add lower department under a company or a certain department, modify and delete a certain department.
Click the item "Set Department” under Menu “HR” , (Operation: ‘HR’->’Set Department’), and it appears the
“Department Management” interface as follows:
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Department Management m

fAppend Modify Delete

Cormpary Marme |DE:S | [ todify ]

Being Selected Dept| |

dep1
dep?

There are three operations you can do on this window, including: Append, delete, save department.

For example: If modify company name, you can click company, then input the new company name on “Company
Name” column, then click “Modify” on the right to finish this operation (see the following picture).
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X

Department Management

Append  Modify Delete

Compary MName |DEES | l

angSemdedDem| |

= DBS
depl
dep?

L3
1 ) Operation done!
0] 4

2.4.1.1 Append

Function: Set a department under a company, or set a lower department under a certain department.

Operation: Select a company or department name that needs to append lower department, click ‘Append’, it will
appear a dialogue box ‘Please input department name’, then input dept name in it, click ‘OK’ to finish the operation.
(See picture below)

Note: The department maximum level is with 4 levels, and the total departments must not be more than 99.
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Append  Modify  Delete

Cormpary Mame |DEES | l tdodify ]

Being Selected Dept [ 155 |

Pls input dept. name:

Pls input dept. narne:

HiiH

Idep3|

2.4.1.2Modify

Function: modify the department that needed.
Operation: Select department that need to modify, click ‘Modify’, it will appear a dialogue box for you to input new
name, then input the new name of the department, and click ‘OK’ to finish the operation.(see picture below)
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‘.ﬁ.ppend Modify  Delete

Corparty Marme |DE:S | l todify ]

Being Selected Dept |dep3 |

pls input modified dept. name:

Dept. [ dep3 ] change ta:

HIiH

b Ide1:-4|

2.4.1.3 Delete
Functions: Delete the department that needed
Operation: Select department that need to delete, and click ‘Delete’, it will appear a dialogue box for you to ensure of

this step, click ‘OK’ to finish the operation.(see picture below)
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Append Modify Delete

Comparny Mame |DEES | l hodify l

Being Selected Dept | |

= DBS
depl

dep2 Fingerprint TRA System [‘5_(|
depd —

Are you sure bo delete dept [ depd ] 7

Ik | Cancel |

Note: If there is staff in the department, then the department can’t be deleted, so in this situation, firstly you need to
remove or delete this staff from the Department, please consult details on ‘Staff Management’.

2.4.2 Staff Info Definition

Functions: define staff information, such as name, age, telephone and so on

There are staff parameters on system under default condition: Name, ID number, Department, and can't be
changeable.

Operation: select this item, it will appear an interface as follows, at this interface, users can self define parameter
information, click ‘Open’ button, then it comes out a dialogue box, showing ‘Please input item name of staff info’, then
you can input the parameter information that you want to define, click ‘OK’ to finish the operation
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% Staff Info Definition

Please input item name of staff info:
Staff Info 1 Flease input item name of staff info: [ Open |
Steff Info 3] | Cancel | [ open ]
Staff nfo 5[ | | [ open |
Staff Info 7 | | open | Staff Info 8| [ Open |
Staff Info 9 | open | Staff Info 10 || open |
Staff Info 11 | | open | Staff Info 12 || open |
Staff Info 13 | open | Staff Info 14| [ open ]
Staff Info 15 | | open | Steff Info 16| [ open |
Staff Info 17 | | open | Staff Info 16| [ Open |
Staff Info 19| | Open |
2.4.3 Staff Management

Function: select this item, it will appear the interface as follows: you can add or modify or delete the staffs, and you
can also search print staff information

2.4.3.1 Append

Function: it is used for adding new staff and his information

Click ‘Append’, then it comes out a dialogue box as follows, input the new staff's name, and select his department,
input his relative information at the same time, after fill all information, then click ‘Save’ to finish the appending.

Staff Management

]

Import Info

Ry

4 gl

Appl\nd Madify Delete Search ataff
% MName | otaff Nlﬁ'| Dept | Sex| Duty | birthday | phone

& E

Print Export Excel

|1 |Richard 100523 depl M Technology 08-05-1963
|2 |%ictor 100572  depl M Technology 25-6-1966
|3 |Charles 100562 depl M Technology 22091977
|4|Fose 100633 depz F Sales 29-03-1981

First  click [5]Jenny 100662 dep? F Sales 13-07-1980
E F

Faren 100697  dep? Sales 16-09-1974

here
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Append Staff Info

X

MName |[Fose Yan | Staff No |100633 |
Then click depZ Dept |dEp2 |
here
Sex |F | Duty [Sales |
birthday [28-03-1981 | phone | |
2.4.3.2 Modify

Function: Move staff to some a certain department; or change archives information of some staffs
Operation: firstly select the staff that needed to modify, and then click ‘Modify’ item (see picture below).
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Staff Management

™ ST C

Append

Bl &

Delete Search Staff | Impork Info Print

]

Export Excel

= DBS

Name | Staft NE| Dept| Sex|

Duty

| birthday |phune

E---------dem |1 |Richard 100523  depl M Technalocy 08-08-1968
e dep2 | 2 |%ictar 100572 depl W Technology 25-6-1366
|3 |Charles 100582 depl M Technalogy 22-09-15377

| 4 |Pose 100633 dep2 F Sales 29-03-1981

Then click 5|Rose YanN100635  dep? F Sales 29-03-1981

here B |Jenmy dep? F Sales 13-07-14980

if 7 dep? F Sales 16-09-1978

First select
the staff

Here you can modify some basic information, and make department redeployment, after modification, then click

“Save”.

For example: If you move Rose Yang from department “dep 2” to department “dep 1” you can operate as the following

procedures:
First, select the staff,
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Modify Staff Info

Q

Cancel

Marme |Ruse “an |

Click here |
B Dept |dep1 |

Sex |F |

birthday [28-03-1981 |

And then click the department that you will redeploy, then click ‘Save”.

%

Staff No 100635

Diuty |Sales

pthe|
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Staff Manageme nt

]

Impark Infa

= E)

Prink Expart Excel

2
.5

Delete Search Skaff

MName | Staff NE1'| Dept | Sex| Duty | birthday | phone

From above picture, we have removed “Rose Yang” from ‘Group 2” to “Group 1”.

2.4.3.3 Delete
Function: Delete the staff that is dismissed or left
Operation: first select the staff, and then click the “delete” item

Richard 100523 depl M Technology 08-05-1968
Yictor 100572 depl B Technolooy 25-6-1966
Charles 100582 depl M Technology 22-09-1977
FoseYan 100635 depl F Sales #9-03-15981
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]

Import Info

= Name |Staif Mo|Dept[Sex] Duty | binhday | phone
|1 |Richard 100523 depl M Technology 08-08-1968

| 2 |*ictar 100672 depl M Technolooy 25-6-1966

3|Charles, 100582  depl M Technology 22-09-1977

4|Foseypn 100635 depl F Sales 29-03-1981

=

Prink Export Excel

77

Search Skaff

Then
here

click
First select
the staff

2.4.3.4 Search staff

Function: you can check the information of a certain staff by inputting his name or ID number.
Operation: click this item, and then it will appear a dialogue box for you to input the staff name or ID number. Click
“OK” after inputting, then it will show the earching for

Note: For example, you want to search f Jiind out all the staff numbers containing the number ‘6".

” b
o |
Delete Search Staff Print Export Excel

MName | Staft Ntl'l DeptlSexl Diuty | birthday |ph0ne

Richard 100523  depl W Technoloogy 08-08-1968

Yictor 100572 depl W Technology 25-B-1966

Chatles 100582 depl W Technoloogy 22-09-1977

Rose 100633  dep? F Sales 29-03-1931
F
F
F

Staff Management

]

Import Info

- Demission dept

BoseYan 100635  depl Sales 29-03-1981
Jenmny 100662 dep? Sales 13-07-14980
1006497 16-09-1978

Sales

K.aren dep?

2.4.3.5 Import Staff Info

It means import staff information including Name, Department, ID number, and Birthday and so on.

Function: it is used for inputting staff information in large volumes. You need to do large work when input too many
staff information one by one, so select this mode to import staff information.

Operation: first you should fill the staff information in an Excel file, the definition of the imported information must be
the same as that in the staff information definition.
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Then refer to the following picture, select Excel files read path, and it must be imported in branched according to the
appointed order.

T . . o irport files

Flease select Excel file|
Mote: Mote: Please don't open Excel file imported when import staff info. The maximurn is 1,000 lines per time.
Excel File List Imported Info o Imported Besult
A MName
B Staff Mo
C Dept
D Sex
E Dty
F Diploma
G MNation
H Birthclay
| Fhone
l Farnily
K
L -
bl
I
o]
P
R
S
T
U -

Note: 1. Please don'’t open the files when you import the staff information, and it import less than 1000 rows at one
time.
2. All the parameters must be set well before import. [1Please consult 2 .2 Staff Info Definition[
3. It can’t import repeated staff NO.
4. The ID number must be figure

5. The definition of the imported information must be the same as that in the staff information definition.

2.4.3.6 Print

Function: you can print all the staff information with this item.
Click it then it will come to the following interface, it is a print preview, here you can set the format for printing

Ko Print Preview

Grrint | Setting [aeins (1008 =] 4 (4 11 | c1ose

— Staff Info

Mame | Staff No Duty birthday | phone | Diploma | Nation | family
Richard 100523 (Technology |08-08-1968
Wictor 100572 Technology [25-6-1966
Charles  |100582 Technology [22-09-1977
Fose 100633 Sales 29-03-1961
Fiose Yan (100635 Sales 259-03-1981
Jenny 100662 Sales 13-07-1980
Karen 100637 Sales 16-08-1978
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Note: It can be printed when the computer connects with the printer correctly, as shown in the above chart.

After setting format, then you can print it.

2.4.3.7 Export Excel
Function: you can export all the staff information as an excel file, and save it in the PC
Click this item as the following picture:

Staff Management

After clicking, then there will be a window as follows:

2 b4 3 ) O e
Append Modify Delete Search Staff | Import Info Prink Export Excel - - ;
= DBS Name |Staﬂ‘ Nﬁ|DEpt|Sex| Duty |hirthdﬁv|phunE|DipIuma|Nﬁtiun|fan
o depl | 1|Richard 100523 depl M  Technology 08081968
o dep? | 2 |"ictar 100572 depl M Technology 25-6-1966
é---------DemissiDn dept 3|Charles 100582 depl M Technology 22-09-1977
4|Bosevan 100635  depl F Sales 29-13-15981
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Export To Excel

Save in: ]@ Desktop ..1] « Bz ck Bl

__.2. BMy Documents
] :} My Compuker

My Recent %My Network Places
D W 0010527
[: D EPEm

é} Shortcut ko Some Docurments
Desktop =5 sharteut to FEANEH5E4D

=

\$

by Documents

M-

kdy Computer

My Metwaork  File name:; | _v.j Save
Places
Save as ype: IE:-:CE| wiorkB ook [ #1z) _'J Lancel

Select the saving route, and then save. We suggest save it in fixed disk.
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2.5 Attendance

Attendance | Exception |Connection| TA Screen
% Parameter 2et
Haoliday Lisk

»> [DBEE]
Shift set

Skaff Scheduls

H Attendance Log
E Atkendance Stat Report

Welcorme [Admin ] to uze Fingerprint TA Svetermn Thursday 2010-5-27 124057

2.5.1 Parameter Set

Function: set the relative parameters of checking attendance
Select the menu "Attendance”, and then click the “Parameter Set” item, it will shows as follows:
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W Parameter Set

v Q

0K Cancel

Owertime Dynameter

YWv'orkd -1.DE|
Take first time when wipe card many times Within AR =
“acation -'I.DEI

Keys / YWark Time: 480 Mirute Festival

rCommon Fule rLeawve definition

Late Unit |Haur <
Early
Business leawe Digit Append

Leawve
Absent
Earess
Crwvertime

Free Owertime

Take firsttime when wipe card many timesg W|th|n, you can set the time here, its unit is minute.

This means a staff wipe card for N times in the appointed time, but system only adopts the first time as valid
attendance in the appointed time. For example, if set 10 here, then it means that when you wipe your card for N times
in 10 minutes, just the first time you wiped is valid for attendance.

Note: N means the correct times for wiping card.
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ﬁ_. Parameter Set

v Q

0K Cancel

X

Ohertime Oynameter

Yvlorkd 1.00
Take firsttirme when wipe card many times Within R
“Yacation 1.00

Keys / YWark Time: 480 hirute Festival

rCommon Rule rLeave definition

Mormal Click here I
Late it |Hour -

Early :
Business leawe Digit
Leawve
Absent
Egress
Crvertirme

Free Cwertime

Common Rule:

it |Hour -

‘Hour

Time

The measure units are minute, hour, time and workday.
Default one is hour which is very convenient.
E.G.: if it is minute, it will be 480 minutes. The work time is 8 hours.
If it is time, terminal will only record whether staff is working attendance, IN is as one time, OUT is as one time,
LATER is as one time, EARLY is as one time etc..

Owvertime Dynameter

YWaarkday
Yacation
Festival

Overtime Dynameter: If overwork in workday or vacations or festivals for one hour, or one minute, one day, how
many times to count as working day.
Leave definition: according to the needs of company, you can set the definition of holidays, for example: you
can set it with private affair leave, funeral, wedding and so on.
Operation:

Click “Append” as above, then it will appear the box as follows:
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Mame:

Hame:

Cancel |

IF'rivate AffarLeave

Input the name of holiday you want to define, and click OK to save the setting.

2.5.2 Holiday list

Function: As request, add legal holiday, please pay more attention to the beginning time and number of days.
You can append new legal holiday or delete the existed holidays

5 Holiday List

append Delete

Mame: |Labor Day EleginningData:IZDD?-DB—‘ID j .ﬁ.mnuntnfday:|1 vl‘

Huoliday MName | Diata of holiday
1] April Fool's Day 2007-04-01
| 2 | Lakbaor Day 2007-05-01
3] Christmas Day 2007-12-25
4 Mew Year's Day 008-01-01

(1) Click “Append” then you can input its name, beginning date and amount of day
(2) Select the holiday, and click “Delete” to delete it directly
Note: If modify holiday, it only can be recovered old record, or add after deleting.
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2.5.3 Shift set

Function: It is the shift you need to set for checking attendance
Click the “Shift Set” item to enter into the following interface:

Timetahle Maintenance | Shift Maintenancel

L b
Append Modify  Delete

Timetable Name [time

I time |08:00 = hust C-ln

Timetable Name|In Time | Out Time

Cut Time |17:00 = hust C-Out
Begin Clock-In Time [08:00 : O oT Timetable
Enel Clack-In Tire |09:20 B O rust 0T
Begin Clack-Out Time [16:00 £

End Clack-Cut Time |18:00 =

Count As YWorkday |1.00
Count As Wark Time [480 Minutes

Free OT minimurm time |30 binLtes Free OT

ISULELLL

There are two interfaces for exchange:

2.5.3.1Timetable maintenance

Function: Setup staff on/off duty time. You can append a new shift and modify or delete an existed shift

Timetahle Maintenance | Shift Maintenancel

M 2

L b
Append Modify  Delete

Timetable Name [time

I time |08:00 = hust C-ln

Timetable Nﬁme| In Time| Out Time

Out Time [17:00 = hAust C-Out

1 [kua tian 20:00 08:00
2 [time 03:00 17:00 ) ) )

- - = OT Timetabl
[3]fimez1 0500 1300 Begin Clack-In Time |08:00 O IAIEEIENS
|4 |timez-2 13:.00 17:00 End Clock-In Time [09:20 [ tust 0T
5 [try 20:00 0§:00

LI

Begin Clock-0Out Time |16:00

4

End Clock-Out Time |18:00

E

Count As YWorkday |1.00

Count As Wark Time [480 Minutes

Free OT minimurm time |30 binLtes Free OT

x|
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Timetable name: you can set it with any name, but should be different from others when there is more than one
timetable.

In Time: the regular on-duty time

Out time: the regular off-duty time

Begin Clock-In Time: the earliest valid on-duty time for clock in

End Clock-In Time: the latest valid on-duty time for clock in

Begin Clock-Out Time: the earliest valid off-duty time for clock out

End Clock-Out Time: the latest valid off-duty time for clock out

Count As Workday: how to count the period of this timetable, or how many workdays does this period count
Count As Work Time: how many minutes does this period count as work time

Free OT Minimum time: how many minutes will be count as free over-work time

Note: you must check attendance in the time zone between the begin clock-out time and end clock-out time, system
will record your normal work time, otherwise, you will be absent for workday.

Note:

Must C In/Out: It means “Must Clock In/Out” , then staff must check attendance on/off duty; If doesn’t select, this
means staff needn’t to check attendance, system still regard normal on/off duty.

OT Timetable: It means “Overtime Timetable”, It is for company stating overtime timetable, if define overtime, it must
select this item.

Must OT: It means "Must Overtime”. Staff must work overtime by overtime timetable

Free OT: it means “Free Overtime”. When staff work exceed normal work time, system count overtime automatically,
but it can’t be less than least time.

There are three operations you can do about timetable maintenance: append, modify and delete.
(1)Append Timetable:

[5F shift List x|

Timetahle Maintenance | Shift Maintenancel

o > Timetable Name [time

5 )
Appendy Modify  Delete In time |09:00 S kust C-In

TimeNble Nﬁme| In Time| Out Time : -
T [ kua tian N\ 2000 0&00 Out Time |17:00 bust C-Out
2 [iime AN 0800 1700 : , - O ot i

_ . OT Tirmetabl

[3[imez-1 0900 1300 Begin Clock-In Time |08:.00 Imetable
|4 time2-2 N300 1700 End Clock-In Time [09:20 O tust 0T
5 [try : 0g:00

Begin Clack-Out Time [16:00 £
End Clack-Cut Time |18:00 =

Click here

Count As YWorkday |1.00
Count As Wark Time [480 Minutes

Free OT minimurm time |30 binLtes Free OT

ISULELLL

After clicking “Append” item in the above interface, you can set a new timetable, then input on/off duty timetable,
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including workday and work time, and free overtime minimum time.

Note: If overtime work is free on workday, you can draw “¥” at the front of “Free OT”, such as above window:
If overtime on weekends or on holiday, you need to append another timetable, and need to select “Free OT” or
“Must OT”, or decide by overtime timetable.

x

Timetahle Maintenance | Shift Maintenancel

Timetable Name
N— -
Append Modify  Delete In time Im:ﬂﬂ j hugt C-In
Timetable Nﬁme| In Time| Out Time : =
1 |kua tian 2000 0800 Cut Time |1 700 = hdust C-Out
2 [time 09:00 17:00 ) ) )
- | o0 =| [ T Tirnetabl
[3]fimez1 0500 1300 Begin Clock-In Time |08:.00 =i Irnetable
|4 time2-2 1300 17:00 End Clock-In Time [os:20 = O tust 0T
5 [try 20:00 08:00
Begin Clock-Out Time [15:00 =
End Clock-Out Time [18:00 —
Count As Workday
Count As Wark Time MinLtes
Free OT minimum time Minutes Free OT

(2) Modify

Select the timetable existed in the “timetable maintenance” interface as above, then you can modify the time you
need to change

(3)Delete

Select the timetable that need to delete, and then delete it directly

2.5.3.2 Shift Maintenance

Function: plus each timetable together, and get a completed shift.

You can setup one shift, but there are three periods of time, and shift period of time must get value from “Timetable
maintenance’.

Note: System can identify automatically from three periods of time, it will range by time, if upper timetable is blank,
system will upgrade automatically.

In the below picture, through an adown arrowhead, you can see several timetables in “Shift Maintenance “here.
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& Shift List

—
Append  Modify Delete

Timetahle Maintenance  Shift Maintenance

Shift Marme

Tirnetakle 1

Timetakle 2

Tirnetakle 3

Shift Name | |
Timetable 1 INDne j
Timetable 2
Timetable 3 |None Rk

(a) Append:

It is for appending a new shift
Click “Append”, then it will appear the following window:

& Shift List

1

Save  Cancel

Timetahle taintenance  Shift Maintenance |

Shift Marme

Tirnetakle 1

Timetakle 2

Tirnetakle 3

Input Shift
Name

Shift Name [wark1-5

Timetable 1 |Work1-5 -

Select
Timetable

Timetahle 3 INDHB j

Select the right timetable for the existed timetable and click “Save”.

(b) Modify

You can modify an existed shift by this item

(c) Delete
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You can delete an existed shift directly by this item

2.5.4 Schedule

Function: Make one staff or in batches assign by the shift, and regulate correct on/off duty time.

2.5.4.1Append

Function: Add certain staff or department to a certain schedule

Operation: Click “Schedule” to enter the menu, (system default all the staff), select the staff that need to schedule,
then select date, then click “Append” (see picture below).

Staff Schedule

=
A, - = | X
Appe SearchiModify | Search Staff Shift Al Cancel
Time Ran Select | Mame | Staff N§| Dept| Sex| Dty | hirthday | phone | Diplom)

v Richard 100523  depl
Yictor 100572 depl
Charles 100582  depl

Technology 08-08-1968
Technolooy 25-6-1966
Technolooy 22-09-1977

KSR IR SR

Fose 100633 dep? Sales 29-03-1981
S Fosean 100635  depl Sales 29-03-1981
Jenmy 100662 dep? Sales 13-07-1980

m M m M= = =

Sales 16-04-15973

Click here | Karan 100697  dep?
- Demission

After clicking “Append” it will enter into next interface, at this interface you can see schedule staff, date, cycles (Week
or Day), then select the shift under shift title, click ‘Save’ to finish operation.

Note: If modify shift for few staffs or one staff, you can click ‘Search/Modify”, refer to the following window, click
downwards arrowhead to adjust shift parameters.
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v

Save

Q|

Zance

Amount ;7

Time Range : From 2007-05-01 To 2007-03-31

Cycles: IWeek vI

E]Indudel4uhday

| ShittMame | Timetable 1 | Timetable 2 | Timetable 3

Sunday
kondasy
Tuesday
“Wednesday
Thursdan
Friclay
Saturday

From above picture, there is “Include Holiday”, if you draw at the front of Include Holiday, this means staff

needs to work in a whole year, and there is no rest time in a year.

In “Cycle”, there are two options: Week and Day, so user can select according to the different instances.

Week: make shift by this cycle for every week

Day: make shift by this cycle for every day, and the maximum number can’'t exceed 31 days.

Take “Week” for example, such as following steps:
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4 ©

Save Zancel

Amaount : 7 O Include Haliday

Time Range : From 2007-05-01 To 2007-058-31

Cycles: IWeek 'I

|  ShiftName | Timetable 1 | Timetahle 2 | Timetable 3

|1 |Sunday —Fest—

| 2 [Monday wiark1-b wark]-h
|3 [Tuesday  workl-h wark]-h
| 4 ["Wednesday workl-b work1-5
|5 | Thursday  workl-5 wiark -5
| B |Friday wiark1-5 wark1-h

Z | Saturday hd

-——Fest——

Such as above picture:

You have to set the shift for seven days for a week, from Sunday to Saturday. And then it cycles by week

(System default Rest as timetable, and don’t account as attendance stat, attendance time is as 0). If you select “day”
in Cycles item, then it will show the next chart:
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5 Append

4 ©

Save Cancel

Amount © 1 O include Haliday
Time Range : From 2008-1-1 To 2008-1-31

Cycles: IDay vl Cycles: |1 vI

[Shift Name] Timetable 1 | Timetable 2 | Til o *limetable 0T

M
12

1

Function key:

If you select it, the others will be hided.

If one staff on duty by pressing function key, for example, Tom is on duty, so he press “IN”, then press his finger, so in
the report, that record will be showed in the “IN” item.



44

v Q

Save Cancel

Amount © 1 O include Holiday

Time Range : From 2008-12-1 To 2008-12-31

Cycles: IWeek 'I

| ShiftName | Timetable 1 [ Timetable 2 | Timetable 3 ]|

Sunday —Feys—
kondea —Kens—
Tuesday —Feys—

Wednesday —Kews—
Thursday  —Kews—
Friclay —kKens—
Saturday

~[o e[ e ]ra [~

Advantage: No need shifts, software account time automatically.
Please check the next charts.
When you select “Function Keys”, others will be null and report has not shift (Timetable)

"'_ Search Attendance Result

]

Export Excel Print

OnDuty ql Exception Logl Owertime Log | Business/Leave Logl Daiky TA Report | TA Collect Log |

Show Photo

Mame Staf‘fN(’J_‘ Dept Date ‘Week ‘ Tvpe ‘Timetable In | Qut OT‘ DOME Hourls)
| 1 |helle 1 Groupl 2008-1-23 Wednesday Mach Key [Rle]
| 2 |hella 1 Groupl 2008-1-24 Thursday  hach Key [gle]
| 3 |helle 1 Group1 2008-1-25 Friday kach Key MO
| 4 |hella 1 Groupl 2008-1-26 Saturday kdach Key [gle]
| 5 |helle 1 Groupl 2008-1-27 Sunday hdach Key [Kle]
| 6 |helle 1 Groupl 2008-1-28 hMonday hdach Key [Rls]
| 7 |hello 1 Groupl 2008-1-28 Tuesday hach Key MO
| 8 |helle 1 Groupl 2008-1-30 Wednesday Mach Key [Rle]
| 9 |hella 1 Groupl 2008-1-31 Thursday  hach Key [gle]
Subtotal

For example, please check the next report:

2.5.4.2 Search / Modify
Function: search or modify schedule for some certain staff/staffs if needed
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Operation: first select the staff/staffs that need to search or modify, then click the “Search\Modify” item (see picture
below)

Staff Schedule

X

Cancel

Shift All

59Iec:1| Nﬂme|5taﬂ Nﬁ| Dept| Sex| Dutv| birthday | phune|DipIumﬂ| Natid

v Fose 100633 dep? F Sales 29-03-1981
NN Jenmy 100BEZ  depd F =ales 13-07-1380
To |2007-8-31 B; Faren 100637  dep? F Sales 16-09-15978

Append Search/Mod Search Staff

Time Range

From |2007-8 -1

First select staff that

search/modify, then

Lo Demission dept click here

It will appear as follows[

i edule L]
Wednesd Thursday Friday Saturday Sunday kdonday Tuesday Wednesday
Mame | Staff Mo | Dept | 2007-08% 07-08-02 | 2007-08-03 | 2007-08-04 | 2007-08-05 | 2007-08-06 | 2007-08-07 | 2007-08-08
11| Jenny 100662 Group2 (EINES ™ warkl-5 wiark1-5 —Rest— —Rest— work]-5 weork1-5 weork]-5
| 2| Karen 100697 Group2 workl-5 work1-5 wiark1-5 —Rest— —Rest— work]-5 work]-5 work]-5
3| Roze 100633 Group? workl-5 wark]-5 work] -5 —Rest— —Rest— work]-5 work]-5 work]-5

4 »

In the picture, there is a down arrowhead at arrowhead, click here, you can change intraday work and rest time,
especially for temporary schedule.

2.5.5 Attendance log

Function: you can see staff attendance log here, including PC-sign, No register exception instance.
Operation: Under the menu "Schedule” click “Attendance log” item, it shows you the following interface:
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Staff Attendance Log

EAL:

Search T Search staff

4 X

all Cancel

D, Mo IAII vl State IAII 'l

="
|
7813 ~v|235850 Made [l - PC-Sign
Mo register
\ Selec:t| Name| Staff NE| Depl| Sex| Duty | birthday | phune| Diplumﬂ| Natid
1 g FRose 100633  dep? F Sales 28-03-1931
. v Jenny 100662 dep? F Sales 13-07-19380
Click here Fo™ e 100897 _dep? F__ Sales 16-09-1976

PNy |2007-8-13  =|f 0 00:00
Time Range
To

e Demission

Select staff that needs to query, you can see all registered records from beginning and end date.
Then click “Search TA log”

Then it will show the relative information of staff attendance as follows:
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"i'r, Search staff attendance Log

B =

Export to TXT | Export to Excel Prt
MNarme | Staff Mo | Dept | Dev. Mo | Date Time ™ State hdode -

1 |Richard 100523 Groupl PC-Sign 01marzo0y 08:02:00 Clock-ln In
2 |Victor 100572  Groupl PC-Sign 01marzo0y 08:02:00 Clock-ln In
3 |Rozeang 100635 Groupl PC-Sign 01/0852007 08:02:00 Clock-ln  In
4 |Charles 1005882  Groupl PC-Sign 01/08/2007 08:02:00 Clock-ln  In
5 |Richard 100523  Groupl PC-Sign 01/0852007 17:45:00 Clock-0Out Qut
f |Fosze“ang 100635 Groupl PC-Sign 01/0852007 17:45:00 Clock-0Out Qut
7 |Charles 100582  Groupl PC-Sign 01/0852007 17:45:00 Clock-0Out Out
g |Victor 100572  Groupl PC-Sign 01032007 17:45:00 Clock-Cut Qut
9 |Richard 100523 Groupl PC-Sign Q2Mar2007 10:00:00 Clock-ln In
10 |Richard 100523 Groupl PC-Sign Q2Marzo07 17:00:00 Clock-Cut Qut
11 |Richard 100523 Groupl PC-Sign Q3marzo0y 08:00:00 Clock-ln In
12 |Richard 100523  Groupl PC-Sign 03082007 17:00:00 Clock-0ut Out
13 |Rosze Yang 100635 Groupl PC-Sign 04/0852007 08:05:00 OT In In
14 |Charles 1005882  Groupl PC-Sign 04/0852007 08:05:00 OT In In
15 |Richard 100523 Groupl PC-Sign 04/08/2007 08:05:00 OT In In
16 |Wictor 100572  Groupl PC-Sign 0450852007 08:05:00 OT In In
17 |Foze*ang 100635 Groupl PC-Sign 04/0ar2007 17:05:00 OT Out Ciut
18 |Richard 100523 Groupl PC-Sign 0410852007 17:05:00 OT Qut Ot
19 |Charles 100582  Groupl PC-Sign 04/0ar2007 17:05:00 OT Out Ciut
20 |Wictor 100572  Groupl PC-Sign 0/08/2007 17:05:00 OT Qut  Out
21 |Richard 100523 Groupl PC-Sign 05082007 08:30:00 OT In In
22 |Richard 100523 Groupl PC-Sign 05082007 17:05:00 OT Qut  Out
23 |Richard 100523  Groupl PC-Sign 0B/0E/2007 08:10:00 Clock-ln In .

And there staff attendance log can be exported to text or exported to Excel or printed according to your needs.

2.5.6 Attendance Stat Report

Function: it is an attendance statistic reports, through it you can see all attendance information with combination of
staff schedule. See picture below

-Ioix]
Expart Excel %
On Duty Log | Exception Lag| Ouertime Log | Businass/Leeve Log| Deily TA Report | T4 Collact Log |
e | StaffN& | Dept | Date Week e | Timetatle | n | out | 07 | ot out ok [overtime] shon [ Late [ Eaty | Absert [ Loace
[ Hour(s) | Hourts) | Hourts) [ Hour(s) | Hourfs) | Hourts) | Hour(s)
| 1 |Richard 100523 Groupl 01/10/2007 Monday Wworkday tirne 08:00 17:00 a
| 2 [Richard 1005623 Groupl 021002007 Tuesday Wiorkday time 0s:00
| 3 [Richard 100523 Groupl 03/10/2007 Wednesday Workday time 17.00
| 4 [Richard 100523 Groupl 04/10/2007 Thursday — ‘Workday tirme 08:01 002
| 5 |Richard 100523 Groupl 05/10/2007 Friday ‘workday time 16:59 0.0z
| 6 [Richard 100523 Groupl 0BM0/2007 Saturday — Restday
| 7 |[Richard 1005623 Groupl 07/10/2007 Sunday Rest day
| 8 |Richard 100523 Groupl 08/10/2007 MMonday Workday time 08:00 16:59 7.93 0.0z 0.02
| 9 [Richard 100523 Groupl 09/10/2007 Tuesday workday time 09:01 17:00 798 0.0z 00z
| 10 |Richard 100523  Groupl 10/10/2007 Wednesday Workday tirne 08:50 17:50 a 083
| 11 [Richard 1005623  Groupl 11/10/2007 Thursday  Workday time 0%:02 18:00 7.97 1 0.03 003
| 12 |Richard 100523  Groupl 121042007 Friday Workday time il il
| 13 |Richard 100523  Groupl 13/10/2007 Saturday Restday
| 14 |Richard 100523  Groupl 14/10/2007 Sunday Rest day
| 15 |Richard 100523  Groupl 15/10/2007 MMaonday Wiorkday tirme a a
| 16 [Richard 100523  Groupl 16/10/2007 Tuesday Workday time il il
17 |Richard 100523  Groupl 1711072007 Wednesday Workday time 2 2
| 18 |Richard 100523 Groupl 181012007 Thursds Workda; time 8 8 =

This is all attendance data stat results, including attendance setting, shift schedule, exception, as long as these tree
items deal with correctly, then you can get the correct attendance stat report.

Select date and staff, then click ‘Search”, you can see ‘Attendance log”, “Absent”, “Business/Leave”, every day
attendance report and attendance stat report.
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Now we will take an example for this instance:
1. We will take 10-10-2007, on duty 09:00, off duty 17:00 (please see shift set for shift details), must sign in, ID

No 100523 staff on/off duty normally (sign in-off), from “Search Attendance Results” show this staff identification
records, and the results can query from “Attendance Report” (such as following windows)(]

i search Attendance Result ol x|
=

Export Excel  Print

OnDuty |=5:l_g?| Exception Lngl Owertime Log | Business/leave Lngl Daily TA Repnrtl TA CallectLog |
[ wark [ Overtime | Short | Late | Eary | &hsent | Leave

Mame SlaﬁN€| Dept ‘ Date Week Type Timetable In Qut | OTIn | OT Out
| Houris) | Hour(sh ‘ Hour(s) | Houris) | Hour(sh ‘ Houris) | Hour(s)
|1 [Richard 100523  Groupl 10/10/2007 Wednesday Workday time 08:50 17:50 g 083
2 Subtotal g 0.83 1} 0 0 1} 0
3

Results: Software will count staff on duty time to deal with attendance instance according to the setup shift and

shift segment.

2. We will set 03-10-2007, on duty 09:00, off duty 17:00 (please see shift set for shift details), must sign in as
example, if staff didn’t identify his fingerprint correctly on duty, such as following windows:

B Search Attendance Result =10 x|

I Exception Lngl Owerime Log | BusinessfLeave Lngl Daily TA Report | TA CollectLog |

Mame | StaffN&"| Dept | Date week | Type | Timstable | 1n| out | oTin | orou | ork | Overime | Shon [ Lete | Eartr | Absont [ Leavs
2 & | Hourts) | Hourts) | Hourts) | Hourts) | Hourts) | Hourts) | Hourts)
|1 |Richard 100523  Groupl 03A0/2007 ‘Wednesday Workday time 17.00
2 Subtotsl 0 0 0 0 0 0 0
3

Results: This staff hasn’t any records for his working time on a day, because the software can'’t get his on duty time.

3. We will set 02-10-2007Jon duty 09:00, off duty 17:00 (please see shift set for shift details), must sign in as
example, if a staff didn’t identify his fingerprint correctly on off duty, so there hasn’t any records on that day, such as

following windows:
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BF Search Attendance Result =] 53 |

5) o

Expart Excel Prink
"on Dty LDE{Z' Exception LDg' Overtime Log | Business/Leave LDg' Daily TA Repurl' TA Collect Log |
Marne | Staft Né“ Dept | Dats | Wesk | Typs | Timstabls | In ‘om oin | o7 ou |tk | overime | Shot | Lote | Eaty [ absent [ Loave
‘ Hour(s) | Hour(s) | Hour(s) | Hour(s) ‘ Hour(s) | Hour(s) ‘ Hour(s)
Groupl 021072007 Tuesday Workday time 0s:00
Subtotal 1} 1} 0 0 1} 0 1}

Richard 100523

R
2
3

Results: This staff hasn’t any records for his working time on a day, because the software can'’t get his off duty time.

4. We will set 04-10-2007104-10-2007on duty time 900 off duty time17/00 Iplease see shift set for shift details,
must sign in as example, if staff late on duty or leave early off duty, system will count the time so as to take relevant

action, such as following windows:

il

£

Export Excel Print.
On Duty Log | Exception Log | Owertime Lag | Business{Leawe Log | Daily TA Repart | TA Collect Log |
Mame | StaffN& | Dept | Date | ‘wWeek | Type | Timetable | In | Out |OTIn o7 ut | otk Overtine | Short | Late | Eerv [ absen | Leave
[ Hourts) | Hourts) | Hourts) | Hourts) | Hourtsh | Hourfs) | Hourts)
09:0 0.0z
0.0z

Richard 100523  Grouwpl 04A10/2007 Thursday Waorkday time
16:59

Richard 100523  Groupl 05M0/2007 Friday  Workday time
Subtotal 0 0 1} 0.02 0.0z 0

= e [ [=

Results: As long as late for work, or leave early, system can record staff attendance instance correctly.

2.6 Exception

Click the menu "Exception”, and then it appears as following window:
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=X

Help | Exit

Attendance | Exception |Connection| TA Screen

ﬁ Awaay on Business/Leave
>> [DBS] €4 Forget to Clack InfOut

@ Owertime Register

2.6.1 Away on business/leave

Click this item under the “Exception” menu, it appears the following interface:
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3

i | 2

v X

F\\pp? Search Delete Search staff Al Cancel
Leave Type IBu&ine&s - Unit Fram |2DD?—8—13 j
Feasan | | IDay j Tao I2E|D?—8—13 j
Seleu:t| Mame | Staff Nﬁ| Dept| Sex| Duty | birthd sy | phone | Diplor

1] v Richard 100523 depl M Technology 08-08-1968
2] + Yictor 100572 depl M Technology 25-6-1966
é---------DemissiDn dept 3] ¢  Charles 100682 depl M Technalogy 22-08-1977
4] ¢ Fose 100633 dep? F Sales 29-03-1931
5] + Roseyan 10063% depl F Sales 20-03-1931
6] + Jenny 100662 dep?2 F Sales 13-07-15980
7 v karen 100697 dep? F Sales 16-08-1978

At this interface, you can add/modify staff holiday type, unit is as hour or day.
Note: Holiday type can be added on ‘Holiday definition’ on attendance parameter.
Here you can append one by one or in batches, and also can query records to rectify.

2.6.2 Forget to clock in/out

Function: if staff/staffs forget to check attendance, you can use this item to record the affair by inputting it
Select this “Forget to clock in/out” item, it appears the following interface:
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7

Search Skaff

4 x

‘ Append SearchfDel All Cancel

Cl/Out Time [2007-813  ~|g:0000 = State

Select | MName | Staff N|j‘| Dept| Sex| Duty | birthday | phone | Diplor

]« Fichard 100523 depl M Technolooy 08-08-1968
2] + Yictor 100572  depl M Technology 25-6-1966
13| + Chatles 100582 depl M Technolooy 22-08-1977
4] +«  FRose 100633  dep2 F Sales 29-03-1951
6] v FRoseYan 100635 depl? F Sales 28-03-1481
6] + Jeniy 100662 dep? F Sales 13-07-1980
7 v Karen 100697 dep? F Sales 16-08-1978

At this interface, you can add staff attendance condition, and there has 6 kinds of condition for option. If there is staff
that forgets to check attendance, you can use this function to do.
When make up staff attendance information, you also can query and modify attendance information.

2.6.3 Overtime register

Makeup Overtime is set up according to overtime timetable of shift, you can only register overtime after setting the
schedule.
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Staff OT Register,

&

S
Append SearchiDelete

4 x

Search skaff All Cancel
OTTime |2007-8-13 ~| — |2007-34{E - OT Timetable | Overtime -~
= DBS Selec:t| Mame | Staff Nuj‘| Dept | Sex| Duty | hirthday | phone | Diplom
(- dep 1] « Richard 100523 depl M Technology 08-08-1968
.......... dep? 2] v ictor 100572 depl b Technology 25-6-136R
__________ Dermission dept 3] ¥  Charles 100582 depl M Technology 22-08-1877
4] ¥ Fose 100633 dep?2 F Sales 29-03-1931
5] ¢ Rosean 100635 depl F Sales 29-03-1931
6] v Jenry 100662 dep2 F Sales 13-07-1330
7 v Karen 100697 dep? F Sales 16-09-1978

Operation: First select the staff, then select overtime date period and overtime shift name, then click “Append”.
In “Search/Delete”, you can monitor and delete the overtime staff.
Note: it can only be showed when you set OT shift, please study (3.3.1 Timetable maintenance)

2.7 Connection

It is @ menu for connect the device with PC and its software
When click this menu, it shows “connection to terminal” as follows
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=]
Help | Exit

Flm h Y 3 B .-:‘! I Connect To Terinal

s i

»x [DBS]

2.7.1 Connect to terminal

Click it to enter into the connecting interface as follows:
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Z 2 | B 1 i
=
: 2 2
Append Modify Delete Communication Clear Admin Initialization  Set Alarm Clock
Dey. No | Dev.MndeI| Cnmm_Mnde| COMl Baud Rate | TCPIP Pnri| Cnmm_F'asswnrdl IP Address | Remark
111 DTk400 TCRIP 5005 200409 192 168.1.155

Terminal parameter setting
2.7.1.1 Click ‘Append”, it will spring a window to input some corresponding values.(when select 232/485
Comm.Mode)

Modify B3
Save Cancel ‘
Dev. No |1 | Dev.Type |DTK400 |
Comm.kode |485f232 vI

CiO ICDm1 vI Baud Rate [&f:E

Femarlk

a. Dev. NO: this is terminal No, the default setting is ‘1’ when leave factory, if you need to modify device NO, you
should keep it the same as in device.
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b. Dev. Type: this is main board edition (turn off the device, press ‘ESC’ key to turn on the device. you can see
soft items on showing information).

¢. Communication Mode: there are three options: if computer COM port is through RS485 converter to connect
with terminal, please select ‘485/232’, at the same time, ‘COM’ should select usage COM port (in general as COM 1
or COM 2);

d. There are 9600, 19200, 38400 for option, the default in device is 38400, when connection, you should keep it
same between the two.

e. “Remark” is terminal installation attention (suggest to input important words).
After setting these parameters, click Save, then you can select “communication”

2.7.1.2 When select Comm.Mode with “TCP/IP”, it will appear the following window for you to set terminal
parameter

Modify X

v 9 B

Save Cancel

Dev. No |1 - Dev. Type |DTK400 -
Comm.Mode |TCFRAFP <

TCFF Fart |2005 Comm. Passowrd 2004049

IP Address |192.1aa.1.155| |

Rermark |

a. TCP/IP Port: You should set the Port NO. here, and you must keep it the same with terminal .We suggest
Port No. is 5005

b. Comm Password: it means communication password, it is Password of Communication. Set up password
to connect server with terminal, Default PWD of communication is 200409 or 0

c. IP Address: you must set up fixed IP address and it must be the same as the terminal.

d. “Remark” is terminal installation attention (suggest to input important words).
After setting these parameters, click Save, then you can select “communication”
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2.7.1.3 When select Comm.Mode with “U-Disk”, it will show as follows:

Modify X
Save Zancel

Dev. No |1 - Dev. Type |DTK400 |

Comm.Mode

Baud Rate |38400 A

Femark

Note: it is used for uploading not for communication.

If you want to modify parameter, please select a piece of record, then click “Modify”, please consult ‘Append”
operation.

If you want to delete a certain communication parameter record, please select this record, then click “Delete”
button.

Note: “Administrator”, “Administrator record Alarm” can set for only one time, we suggest user to use default setting
when leave factory.

When “Communication”, you can connect with terminal after setting these parameter, and terminal and computer
can be adjustable time correctly.

Clear Admin
You can delete manage administrator through this item after connecting with terminal, then you can use other
person to act as terminal administrator.

Initialization

When the value exceeds the high point, you need to delete all staffs and records on the terminal due to other
reasons, you can initialize the terminal.
Note: after initialization, terminal all data will lose.

Set alarm clock
This function can give the correct time on appointed time, hint on/off duty time, urgent notice alarm and so on.
Click the "Set alarm clock” item, then it will appear the following window:
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% Set Alarm Clock Time :

Dev.Mo[ 1 | Rermark|T |
Week [Sumday v| LestTime| 0 ] Second [ Alarm State
O |oo:00 —[Home >l O |oooo —[Home >l 0O foo:on —[Home 7|
O |oo:00 ~—|Hone >l 0O foooo ——|Hone >l 0O foo.00 ~—|Hone =l
O |oo:00 —|[Home >l 0O foo:on —[Home >l 0O foo:00 = [Home |
O |oo:0 ——|Heme >l 0O foo:on - |Heme >l 0O foo:0n = |Heme =
O |oo:0 ~—|Wone >l 0O |oo:oo ~|Hone >l 0O foo:0 ~|Hone =l
O |00 <[ ome >l 0O |vo0o <[ ome >l 0O |vo0o <[ Fome =i
O |oo:00 ~|Fone > 0O |oooo ~|Fone >l 0O foo:00 ~|Fone =l
O |DD:DD jlﬂone =l O |DD:DD jlﬂone =l O |DD:DD iﬂmme |

Then you can set the alarming time.

Lock control( optional |

You can connect with access control system through this item, and also can control access control lockup time, that is
open time, close time.

Click the “Lock control” item, then it will appear the following interface:

% | ock Control Info

Dev. Mo| 1| Remark]l |

Start Time End Time

00-00 — |00:00 =

Sawve

At this interface, you can set the start time and end time for lock control

So the whole operation:

Click “Append”->Input relative information, for example, Dev No is from number 1 to 255, Communication Mode
(232/485 for option), and so on. When connect with terminal, you need to check or re-setup.
Click “Save” after inputting these information. Then click ‘Communication”
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Connect To Terminal

2 T
[
4 L2 2, @
Append Todify Delete Communicati Clear Admin Initiglization  Sek Alarm Clock,
Dev. N'E| Dev.Model | Comm_Mode | COM| Baud Ii ¥ | TCFIIP Pnri| Cnmm_Passwnrdl IP Address | Remark
111 DTk400 TCRIF 5005 200403 182.168.1.155

Click here

After connection successfully, it will appear a dialogue box, click “OK” to enter management menu as following

window

- Fingerprint Management

F ENERNE

Dowsrioad FAnger  Dal Mach Finger  Dal Data Fnger

>
Al Canoed

Saarch staff

Fingerprint 1 O Firgerprine 2 O Firgarprint 3

] O Pazzword OFingerprintd [ Mame

Frngerprint Backup

Richard 100523 Groupd
Wiclor 100572 Groupl
Charles 100552 Groupl
Jeriny 100862 Group?
karen 100857 Groupl

Fose 100e33
Fiose Wang 100835

S o= oo |-

Click here

From above picture, you can finish fingerprint management.
For example, if you need to upload fingerprint information to database, such as following procedures:

Select staff>Click ‘Upload Finger”, then it will appear following window:
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Note: ID number on terminal must be the same as software ID number, please don’t transmit the staff without
fingerprint, otherwise the transaction speed will be slowly. Because terminal look for same ID number on server when
transaction, if there is no same ID number on software, terminal will find from first staff to last staff, so this will reduce
exchange speed.

""‘_ Fingerprint Management

& 4 o .

Upload Finger  Download Finger  Del Mach Finger  Del Data Finger

Dew. Mo Fingerprint 1 O Fingerprint 2 O Fingerprint 3

7

Search staff

vi X

all Cancel

Bemiak |SDuth gate | O Passward O card [ Mame

Fingerprint Backup

Select| MName | Staff Mo, | Der:lt"_| Fingerprint 1 | Fingerprint 2 | Fingerpri
v Richard 100523 Groupl v

Yictar 100572 Groupl v

Char Fingerprint

Jenn

Kare

Fose

Foss

~Demission dept

=t o fen [ feo Jro |

Download finger is just reverse as Upload fingerJwhich download database information to terminal, When download,
you can click “Download finger” directly, so this can transmit data from database to terminal. At the same time you
also can operate on software or delete fingerprints on software after connection successfully.

Del Mach Finger: Here you can delete the registered fingers on the terminal

Del Data Finger:  Here you can delete the finger data on the software.
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2.8 TA Screen

 DIGITEK SYSTEM INTERMATIOMAL INC.

AEa

Help | Exit

Flowehart), ) », E

;‘,J TA Screen

*> [DBS]

2.8.1 TA screen

Click “TA screen” to enter into the following interface:
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TH’A Screen

3 A &

Upload Mew Log Upload &ll Lag  Upload U-Disk Log
W

1

@ 4 X |

Timing Upload all Cancel

Staff MNo. Date Time In/Out Mode

Function: Here you can transmit terminal all data to PC.

Upload New Log: Select the terminal, and click this item, then you can get the new log after you did this last time
Upload All Log: Select the terminal, and click this item, then you can get the all log of the terminal.

Upload U-Disk Log: Click “upload u log”, then it will show an option dialog as follows:

Select file route (TXT format), click upload, then it will finish automatically and transmit the data into database (see
pictures below)
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" T@A Screen

=
@ 3 & W x
Upload Mew Log Upload All Log  Upload U-Disk Lag | Timing Upload | Al Cancel
W
1
Name |5taff MNo. | Dept |Dev. Nu| Date Time |In.-"Dut Mode | State

Thong Theary
Thong Theary
Thong Theary
Thong Theary
Thong Theary
Thong Theary

PR (PR R PR R [
o | |oa ma = [o |99 |90 |~ (G2 |an | = |Cd ] —

1

[ Ty ' o o' o' o oS0 e R S Y L R e

2008-12-29 15:15:00 Auto
2008-12-249 132:15:00 ALt
2008-12-28 15:15:00 Auto
2008-12-29 15:15:00 Auto
2008-12-28 15:15:00 Auto
2009-01-14 16:40:00 Out
2008-01-14 18:44:00 ALt
2008-01-14 16:45:00 Auto
2005-01-14 1&:50:00 ALt
2008-01-14 16:52:00 Auto
2009-01-14 17:09:00 Auto
2008-01-14 17:08:00 Auto
2009-01-14 17:09:00 Auto
2008-01-14 17:10:00 ALt
2008-01-14 17:10:00 Auto

Executive Office
Executive Office
Executive Office
Executive Office
Executive Office
Executive Office

T PP R QNS T (PRI RS SIS T Y I ) T I

Note: After uploading, the source file will be deleted automatically

Timing Upload: you can set automatically upload log in a certain time or in a certain period of time.
Click this item, and then it will enter into the following interface for your setting a time partition or a certain time for

uploading.

% Timing Upload

& Time
O [og.00 = O |ozoo =
O [og.00 = 0O |oa00 =

 Tirme pattition I heinite
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Access control details procedures

1. AddD)
1.1. Append department

A v
CF- o
Click Department ----- Click #ppend ----Input department name-----Click =~ dve

1.2. Append staff

A v
=
Click EEEL SESEES- - Click ~#Append ------ Input staff name, ID number, select department -----Click =~ 3ave

Note: Only there has department, then it will have staff, this will pursue staff in/out condition.
1.3. Append device

A v
 Device ‘\
Click EEINESEES - Click #ppend | Fill in relative  parameters----Click Save then

_____ Communication =ommunication

Note: Only the terminal communicate with PC successfully, then you can continue to do following operations.

1.4. Click Device mAdd on/off duty time, shift body (there has saying morning shift and middle

shift)

1.5. Click Device & Make schedule for staff, and assign the setting timetable for the staff.

2. Register the fingerprint, password or ID card in the machine .For details of register process, please refer to
“Hardware of T1”

3. Check Attendance
You should check attendance with fingerprint, password or ID card.

| ;‘J TA Screen

3.1. Click Device Select  the Device that  will download

A @

reCOde—UpIDad all Log OR Upload Mew Log fquery records

. . Attendance Stat Report
3.2. Click Device ﬁ P

Select staff, timetable, and then query relative records.

4. At the same time, please make backup files of fingerprint database, card database, and password database in the
machine
Please refer to “So the whole operation” for concrete steps
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Vil Install SQL 2000

1. Installing MS SQL Server 2000 (Manual Setup)
Open folder of CD-drive[] double click auotrun.exe Select SQL Server 2000 Components.

TL e

| | L

E: Install Components

8 Install Database Server

S0L Server 2000 provides rich and robust
support for scalable database solutions,

9 Install analysis Services

é) Install English Queary

@ SOL Server 2000 Corponents @ Browse Setup/Upgrade Help

@ SQL Server 2000 Prerequisites @ Read the Release Notes

@ Visit Our Web Site

Select Install Database Server.
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veloper Edition

Welcome: to the Microsolt SOL Server Installation
Wiad.

The Installation \Wizard alows you to install a new instance of
SOL Server of modify an existing instance,

Press Next.

] Developer Edition

Computer Name:

instance of SOL Server.

gty Vit SEL

Press Next.

| 1530 1uTAL

! peveloper Edition

crosoft SOL Server 2000

Installation Selection
Select ane of the followng installation options.
(% Create & new instance of SOL Server, of install Chsrd Tools

o Upgrade, (bmove, b add comporients to'an kst
instance ol Sl

" Advanced options

Cieate a New Installation

This opbon allows you lo create a new mnstance of SAL
Server 2000 or instal Chent Tocks on any supparted
Operating System.

Press Next.
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| L,

| Developer Edition

Microsoft SOL Server 2000

=

Entes your name below, It is not necessaty to enter a company
name.

Name: fewe

Write your Name and company name and press next.
{icrosoft SOL Server 2000

ense Agreement x|

Please read the following License Agreement. Press the PAGE DOWM ke to see
T rest of the agresment.

[END-USER LICENSE AGREEMENT d

IMPORTANI -AEAD CAREFULLY: This End-User License Agreement ["EUILA" is & legal

eement between pou (either an individual or & single entity] and Micrasolt Corporation
|a the Micrasoft softwate product identified sbove, mmw ofiwaie
and may includs associsted media, prirted materials, and “orline" or elecironic

ar 1o this EULA may
the Product. YOU AGREE T0O BE BOUND BY THE TERMS OF THIS EULA BY
INSTALLING, COPYING, UH OTHERWISE UISING THE PRODUCT. IF YOU DO NOT
A.GHEE DO NOT INSTALL OF LISE THE PRODUICT; YOU MAY RETURNIT TO
i FLACE OF PURCHASE FOR A FULL REFUND!

The Product may contain the folowing software:

bl
Do you accept all th the preceding Li If you choose No. 5
il clote, TumﬂMnMSDLSmM}wmmﬂlﬁum i

<Back [ ves | Mo |

Press Yes.
Microsoft SOL Server 2000

“You can select ane of the following types of installations.

€ Cherit Tool: Drly

(% Server and Clent Tools

© Connectivly Orly

Thes option allows you to mstall a sever and the chent
tools. Lise this oplion if you wanit 1o set Up a sesver with
‘adminisitation capabilties.

<Back Cancel |

Press Next.
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| 1500 1 uTaL

| peveloper Edition

terasoft SOL Server 2000

[V Defaut
For a defaul installation. leave Default checked and
chck Next.

Toinstsll o maintain & named instance of SOL
Sesver on thiz computer clear the Defaull checkbox
and lype or select an instance name.

A new name must be: 16 chatacters o less and
other

[nstance name:

Press Next.
Hrass MNexT

T eesss—
Microsoft SOL Server 2000

Setup Type
Chick: the tpe of Selup vou prefer, then chck Nedt,

& Topical Installed wilh the opliors

" Minimam Installed wilh i requied optisns.
You may choase the options you want 1o instal. Rlecommended for
advanced users.

Avalable:

Requred:
38073
158694 K.
332K

17551892 K.
17551892 K.
17551692 K

Cancel

Press Next.
Microsoft SQL Server 2000

es Accounts
% Use the zame account for sach sesvice. Aulto start SOL Server Service.
€ Customize the seltings for sach service.
- Services: [~ Senvice Setlings

= SOl Sever

™ Use the Local System account

(% Uzz a Domain User account

LT adniristiator

Fill up following information
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User Name: administrator

Password:

Domain: Server
If you don’t know name of your computer Please, follow these steps. Minimize all applications right click on My
Computer Select Properties click on Network identification tab. Read Name of your computer and press Cancel.

<1 Developer Edition

Mierasaft SOL Server 2000

Select Mixed Mode (windows Authentication and SQL server Authentication)
Give Blank password for “SA Login ID”
And here you can choose “blank Password (not recommended)

+1 Developer Edition = =18 x|

Mierasoft SOL Seryer 2000

Start Copying Files i xj
Setup has enough information to statt copping the program fles.
1f you wani to teview of change ary settings. click Back. If you
are satisfied with the settings. chick Heut to begin copying fles.

Press Next.
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Setup Complete

Setup has finshed instaling an insance of Microsolt SOL Server
% 2000 on your computer.

Chck Finish o comphete Setup.

Press Finish.
Restart machine.




