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PREFACE

Honorable customers:

Thanks for choosing products of our company. The product with world cutting edge
technologies—fingerprint/card recognition, computer communication, as well as microelectronics,
is considered to be combination of three technologies: electronics, optics and computer
communication. It is no doubt that it has become the first choice of standalone time & attendance
for enterprises with its strong function and veracity. Please read this user manual carefully to have
an initial understanding of functions and basic knowledge of installation, debugging, maintenance,
application and management to better use this product.

Utilizing the latest biometric technology, this product will bring you a unprecedented reliability,
convenience and benefits.
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Software Operation Flowchart

This software includes: System parameter, department management, Employee maintenance,
shift management, Employee leave and statistic report etc. Then how to use this system in a right
way? It is far from enough to understand only the function of each module but to know the
connections between them and the system operation flowchart. Thus, a correct report can be

generated.

Software operation flowchart can be described in brief as follows:

Set T&A rule, statistic rule, company

1. System parameter .
name and leaving class.

Vv

2. Department management

Add, delete and modify departments.

<

1 e e

Add, delete and modify employee.

3. Employee maintenance
ploy Import and transfer employee.

<

4. Shift management Set timetable and shift.

<

Allocate employee shift or temporary

5. Employee schedule Shift

<

Collect records from the unit or import

6. Record collection
I the backup record file.

<

Deal with business leave/asking for

7. Exception management
P g leave/forgetting clock in/collective late.

Vv

8. Statistic report

Track, check and calculate records to
generate time attendance report.

1.  When the software is run for the first time, please set parameters including company name,
time attendance rule, statistic rule for early, late and overtime etc. leave class. When the
setting is completed, it is usually not needed to be modified unless the management rules of

this company changes.

2. Normally there are many departments in one company and all departments need to be
entered manually unlike the directly import of Employee. Department setting should be

completed before Employee maintenance.
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3.  When the software is used for the first time, please make a Text file (*. txt) or MS Excel file
(*.xls) for company Employee in accordance with certain format. For the format, please
refer to [import Employee list] so that all Employee can be imported to the system at one
time. Employee can be added, deleted, modified and transferred to new department during

future use.

4. First add the proper timetable (from on-duty time to off-duty time) according to the company

rule and then set shifts.

5. After the shift setting is completed, it will work until shift is allocated to Employee. Each
Employee can only have one shift. Please note the starting date of the shift. After the
allocation of the shift, the arranged working date and time can be seen clearly for each

Employee.

6. Attendance records are stored in the time attendance unit. Please download the records
from the unit before report calculation. In addition, staff information and fingerprint
templates can be uploaded and downloaded between the unit and the computer. Please

refer to “Background management” for detailed information.

7. There is always staff away for business, asking for leave and forgetting clock happening in
a company. Once it occurs, please deal with it in time in the software to ensure the

correctness of the statistic report.

8.  After all the above mentioned operation is done, the calculation of report can be operated.
The report can calculate the time attendance status of all Employees or a certain Employee

from a certain department in a certain time period.

In [Attendance Calculating and report], first please select the starting and ending date of the
Employee, click “Calculate” and the system will calculate automatically and check the validity of
the records. (There are some invalid records during the use of the unit. For instance, if one
Employee presses the finger twice during a very short time period, one of the records will be
regarded as invalid.) If there is any error in the software calculation, admin can also modify

manually to ensure the correctness of the result.

Note: From the above flowchart, we can see that if there is an error in calculation report for one

staff, the possible reasons are as follows:

Employee shift or temporary shift is incorrect.
Exceptions such as Employee away for business/ask for leave/forgetting clock infout is
incorrect.

® Checking and calculation of transaction records is incorrect.
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1. Notice For User

1.1  Security Considerations

Please read carefully before using the manual:

1. Please read it carefully first of all;

2. Don'tinstall the terminal under direct light, humid, dusty or sooty environment;
3. Don'tinstall the terminal near the magnetic field;

4. Don’t install the terminal near the calefaction device;

5. Don’t sprinkle the liquid (water, drink, chemistry) on the terminal;

6. Always keep the surface of the terminal clean;

7. Clear the terminal by towel when there is water on the surface;

8. Don’t break the terminal;

9. Don'’t press two keys at the same time;

10. Don’t take down, repair or change the terminal without authorization;

11. Don't allow children to touch the terminal;

12. This terminal is only used for fingerprint verification, don't use it for other purposes;

13. If in doubt, please contact the local distributor;

1.2 lllustration for Pressing Fingerprint *

Correct method:

E 0

Place the center of the finger on the center of scanner window.

E: LR B

Too less valid area Too left Too right Defluxion Too down

Wrong method:
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Note:
1. Itis better for each user to register two finger prints in case of one finger can't work.

2. Place finger flatly and the center of the finger is on the center of scanner window and
press a little hard on scanner so it can scan as large finger area as possible to extract
enough minutia.

3. Keep the angle and direction of finger the same each time placing on scanner.
4. If your finger has sweat or water, please make it dry first and then register.

5. If your finger is too dry, make it a little wet or touch the forehead to increase oily of the
finger, press a little hard on scanner. (The dry finger can cause the finger image not
clear .)

6. Avoiding the callus , peeling or injury of the finger to ensure the register and
identification successful.

7. You’'d better register the thumb first , then index finger or middle finger to increase the
precision.
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Operation Guide

This chapter is mainly about appearance
illustration and relevant system settings such as
how to add and delete users etc.

ey




NANVI2
inbeligent. Secusity User Manual

2. Operation Guide
2.1 Menu Listkx

Press [M] key to enter system management menu.

(This requires the administrator authorization if there is admin registered in the system.)

Menu List:
—{_beviD__|
—
| Language |
[ User |1 VerifyMode | Workcode Scope g | P Address |
T [ Subnet Mask |
_| Group Setup*| _| Daylight Saving | Subnet Mask
Admin Setup - [ Netk || L MACAddress
Admin Clear —|_GatewayIP_|
— [ Voume # | | LocalPort |
—|  system |+ Unlock«x | [~ ServerlP ]
fel Auto Off
Auto Update %
Log Setup o0
—{Hardware Test |—— Keypad, LCD,Voice, Sensor * , Flash |

System Info User, FP %, Log, Serial,FirmVer

Note: Fmark for special model function.
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Button Function Button Function
[Fn] Work Code [M] Menu
[OK] Confirm [C] Delete / Exit
(O] Power [1-9] Number

[IN] [OUTP] | status/Navigate
[A][V] Key

Note: [C] also is work code function for T60 device. %

2.3 Time Attendance Status

Standby status we can run: time attendance, status setting, entering management mode
and power off operation.

2.4 User

Employee info management includes user registration, user deletion; verify mode,
group setting, manager setup and deletion.

Press [M] to enter system management mode. Select [User] option with [<] IN] or
[OUTD>] key.

Press [OK] button to enter the sub-menu.

2.4.1 User Enroll

Select [Enroll] option and press [OK] to enter user registration interface. Input user ID,
i.e. 8101
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Press [OK] to continue.

Fingerprint registration:*

Press [<I IN] or [OUTD>] key to select 1 or 2, 1 is to register the 1st FP, 2 is for 2nd FP.
Press [OK] to continue.

Place the finger on sensor scanner. Please follow the screen prompts to register the
fingerprint.

Remove finger, the system will prompt.

Place the same finger on sensor scanner again. After scanning successfully, the system
will prompt as follow:

Press [OK] to save fingerprint. Press [C] back to user registration interface.
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The 2nd finger registration as the same steps as above.
Password registration:
Press [<] IN] or [OUTP>] key to [Password] option. Press [OK] to continue.

Please Input 1-6 digits as password. Press [OK] to confirm and input same password
again. The system will prompt:

Press [OK] to save interface.

Press [OK] to save password. Press [C] to cancel and exit back to user registration
interface.

Card registration:
Press [< IN] or [OUTP>] key to [Card] option. Press [OK] to continue.

Swipe the ID card on card reader area. The terminal will get card number and enter
save interface.

Press [OK] to save, press [C] to cancel and exit back to user registration interface.
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24.2

243

User Deletion

When there are employees leaving, we need to delete these employees to free more
memory space.

In [User] menu, press [<I IN] or [OUT[>] to select [Delete] option.

Press [OK] key to enter user deletion interface.

Input employee ID to delete. Press [OK] enter delete confirm interface.

Press [OK] to confirm delete. Press [C] to cancel.

Note: Employee deletion will delete all information of the employee and can’t be
resumed. Please take caution!

When machine do not have this employee ID, the system will prompt as follow:

Verify Mode

Setting verify mode of the employee, there are four modes: SEPT, RF+PW, PW+FP, and
RF+FP.

In [User] menu, press [<] IN] or [OUTP>] key to select [Verify Mode] option:
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244

Press [OK] key to enter setting interface:

Press [<] IN] or [OUTP>] key to select employee’s ID or press [OK] to input user ID:

After input user ID, press [OK] to enter setting interface.

Setting employee’s verify mode through [< IN] or [OUT[>] key, then press [OK] key to
confirm and enter save interface:

Then press [OK] key to save; Press [C] key to cancel this operation.

Group Setupk

Group is based on time zones. One group can set max 4 time zone. There are supply 16
groups. Normally, system will default group 0 as normal close, group 1 as normal open.

In [User] menu, press [<] IN] or [OUTP>] key to select [Group Setup] option.

Press [OK] key to enter group setup interface.

10
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Press [<] IN] or [OUT[>] key to select user ID or press [OK] to input user ID manually.

After input user ID, press [OK] to enter group interface.

Group number can be input through [<I IN] or [OUT[>] key or number key. (Max group
number is 16 ). Press [OK] key to confirm and enter save interface.

Then press [OK] key to save employee’ group settings. Press [C] key to cancel this
operation as well.

Admin Setup
To prevent illegal operation, we need to set device admin to enter menu.

In [User] menu, press [< IN] or [OUT[>] key to select [Admin Setup] option:

Press [OK] key to enter [Admin Setup] interface.

11
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Press [OK] to start adding admin.

Input the user ID i.e. 8101. Press [OK] key to enter admin setup save interface.

Press [OK] key again to confirm saving. After adding completed, exit to admin setup
interface.

You can press [OK] key to continuously add other admin, and press [C] to exit as well.

After adding admin, it needs the verification of the administrator’s fingerprint to enter
Menu. The interface is as following:

246 Admin Clear
Select [Admin Clear] option in [User] menu.

12
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2.5

Press [OK] to enter admin clear interface.

Press [<] IN] or [OUTP>] key to choose the admin ID to be deleted, i.e. 8102:

Press [OK] key to confirm the admin ID.

Note: in admin clear interface, you can press [OK] key to input admin ID and delete it
manually.

Press [OK] key again and confirm to delete manager 8102. Then exit to manager clear
interface.

Press [OK] key to delete manager continuously. Press [C] key to exit manager clear
interface as well.

Setup
[Setup] menu mainly includes [system], [log setup] and [Hardware Test].

Enter management menu, press [<! IN] or [OUT[>] key to select [Setup] option.

Press [OK] key to enter [Setup] sub-menu. Press [<] IN] or [OUT[P>] key to shift menu.

13
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251

2511

2512

System Setup

Device ID
In [Setup] menu, press [<] IN] or [OUT>] key to enter [System] setup option.

Press [OK] key to enter system setting sub-menu.

Note: Device ID range is 0-99999999, and default is 1.(Device ID must enter as same
as in the communication software), When the device as “0”, must use the lasted 8 digit
of the serial number to communication with software.

Time
Press [< IN] or [OUTD>] key to select [Time] option,

Press [OK] key to enter time setting interface.

You can press the [OK] key to move the cursor to shift the year, month, day. And use
number and [<] IN] or [OUTP>] key adjust the time. After setting completed, press [C] key
and enter system time save interface.

14
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Press [OK] key to save system time. Press [C] key to cancel and exit to upper menu.

2.5.1.3 Calibrationk
In [System], press [<I IN] or [OUT[>] key to select [Calibration] option.

Press [OK] key to enter the time setting (Time unit; second).

You can press [<I IN] or [OUT[>] key to get the calibration time you need. And press [OK]
to confirm. Then you can continue to do other function settings.

2.5.1.4 Language
In [System], press [<I IN] or [OUT[>] key to select [Language] option.

Press [OK] key to enter language setting interface.

You can press [<] IN] or [OUT[>] key to switchover the language. And press [OK] to
confirm.

Then you can continue to do other function settings. And press [C] key to enter setting
save interface.

15
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2515

2.5.16

Press [OK] key to save system setting. Press [C] to cancel and exit to upper menu.

Work Code Scopek

Work code is a code for different work. Use for device supply a parameter to label an
attendance record as which kind of the work. It is easy for count attendance time for
different work. The scope of the work code is: 0-999999. It is an invalid when over this
scope.

In [System], press [<I IN] or [OUT[>] key to select [Work code scope] option.

Press [OK] key to enter work code scope interface.

When you finish setting, press [C] key enter save interface.

Press [OK] to confirm and save.

Daylight Saving
Automatically switch daylight saving time base on week or date.
In [System], press [<I IN] or [OUT[>] key to select [Daylight Saving] option.

Press [OK] key to enter Daylight Saving interface:

16
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25.1.7

When you enable “Daylight Saving” function you need select week or date format first.
Then you need set the time point for “Daylight Saving” start time and end time. And
press [C] key enter save interface.

Press [OK] to Confirm and save.

Net %

Network setting main includes [IP Address], [Subnet Mask], [MAC Address] and
[Gateway IP] settings.

In [System], press [<I IN] or [OUT[>] key to select [Net] option.

Press [OK] key to enter net parameter interface.

Mode:
There are two modes for networking.
Press [<] IN] or [OUTP>] key to select [Server] or [Client].

Server: Normal net mode;

Client: Only communication with the PC which has server IP.

17
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IP Address
Press [<] IN] or [OUTP>] key to select [IP address] option:

Press [OK] key to enter IP address setting interface:

Press [< IN] or [OUTP>] key or number key to input IP address. Press [OK] key to shift
between the 4 segments. After set is completed, press [C] key to enter IP address save
interface.

Press [OK] key to save the modification. Press [C] key to cancel.
Subnet Mask
Press [< IN] or [OUTD>] key to select [Subnet mask] option.

Press [OK] key to enter subnet mask setting interface.

Press [<] IN] or [OUTP>] key or number key to input subnet mask. Press [OK] key to shift
between the 4 segments. After set is completed, press [C] key to enter subnet mask
save interface.

18
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Press [OK] key to save the modification. Press [C] key to cancel.

MAC Address
Press [<] IN] or [OUTP>] key to select [MAC address] option.

Press [OK] key to enter MAC address setting interface.

Please do not change the MAC address for device.

Press [OK] key to save the modification. Press [C] key to cancel.

Gateway IP
Press [< IN] or [OUTP>] key to select [Gateway IP] option.

Press [OK] key to enter gateway IP setting interface.

Press [< IN] or [OUTP>] key or number key to input gateway IP. Press [OK] key to shift
between the 4 segments. After set is completed, press [C] key to enter gateway IP save

interface.
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Press [OK] key to save the modification. Press [C] key to cancel.
Local Port:
Press [<] IN] or [OUTP>] to select [Local Port] option:

Press [< IN] or [OUTD>] key or number key to input port. After set is completed, press [C]
key to enter save interface.

Server IP address
Press [<IIN]. [OUTD>]to select[Server IP]option:

Press [OK] key to enter Server IP setting interface.

Press [<] IN] or [OUTD>] key or number key to input server IP. After set is completed,
press [C] key to enter save interface.

Press [OK] key to save the modification. Press [C] key to cancel.
Server port
Press [<IIN]. [OUTD>]to select [Server port] option:
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2.5.1.8

Press [< IN] or [OUTP>] key or number key to input server port. After set is completed,
press [C] key to enter save interface.

Press [OK] key to save the modification. Press [C] key to cancel.

Anti-Back *

The anti-back feature is designed to prevent misuse of the access control system. The
anti-back feature is most commonly used at parking gates and employee entrance
doors, where there is both an “in” reader at the entry gate and an “out” reader at the exit
gate. The anti-back feature requires that for every use of a card at the “in” reader, there

be a corresponding use at the “out” reader before the card can be used at the “in” reader
again.

Standalone access control (T60, VF/VP30 etc.) must work with T5s to realize anti-back
function.

Via [<] IN] or [OUT[>] select [Anti-Back] option:

Press [OK] to confirm enter “Anti Pass Back” menu.

Enable: Enable or Disable anti-back function.
Stranded
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2.5.1.9

2.5.1.10

Native: Setting device always as “In” or “Out” states.
Empty User: Clear all the stranded user records which have been accessed in.

Press [<] IN] or [OUTP>] key to setting the anti-back function and press[OK]to confirm,
then press[C]save and exit.

Print %
Via [<] IN] or [OUTD>] select [Print] option:

Press [OK] to confirm:

Set up if enabled print function, and then press [C] key to set to be saved.

Printer Settings:
Com Port Communication or Print function
Baud Rate Baud Rate:19200 for print function

Baud Rate:57600 for communication function

Output Code Font coding for Print

GPRS*
Insert the standard SIM card. The device will search the GPRS signal.

Via [<] IN] or [OUTP>] select [GPRS] option:
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25111

In the GPRS option there are two options:

Server IP: The server IP is the Public IP address (it is from ISP). It is the PC Server IP
that the T60 device will connected with.

Press “OK” to enter IP setting interface. And input public IP address.

Server Port: The port is the software communication port. The device will send the
attendance data and get commands via this port to attendance software. (The default

port is 5010)

The next step need set the software. In the Pricomm.exe software interface, Please add
a terminal first. Please notice you just select “ LAN(Client)” mode for device GPRS
communication.

1 Teminal Irle

=
TeminaiNo, i £ USB[no diver)

Device D |1 _— ——
— L

Device Name: ~

Device Group | Group1 =l
THA staus | Feal status ~|

" RS485 COM1 b

DKIMI

Matching Precision *

There are three fingerprint matching precision levels (0, 1, and 2). O is lower precision
(Basic) .1 is standard precision (Good). 2 is high precision (Excellent).

Press [<] IN] or [OUT[P>] key to select [Precision] option.

Press [OK] key to enter precision setting interface.
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Press [<I IN] or [OUT[>] key or number key to adjust the precision. Press [OK] key to
confirm. Then press [C] to save the setting.

2.5.1.12 Volume %
There are five levels for device’s volume,0-mute,MAX-5

In [System] setup, press [< IN] or [OUT[>] key to select [volume] option

Press [OK] key to enter volume setting interface, Press [<] IN] or [OUT[>] key set the
volume. Press [OK] key to confirm. Then press [C] to save the setting.

2.5.1.13 Unlock *

Lock delay is the time range since lock open to close after user access granted. ‘No’
means no delay and the max delay time is 15 seconds.

Press [<I IN] or [OUT[>] key to select [Unlock] option,

Press [OK] key to enter delay time setting interface,

Press [<] IN] or [OUTD>] key or number key to input delay time. Press [OK] key to
confirm. Then press [C] to save the setting.

2.5.1.14 Door Alert %

Door alert use for monitor lock whether door was closed after user access. If lock does
not close the device will alarm out. The delay time for door alert is 1-99 sec and “No”
means disable the door alert function.
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2.5.1.15

2.5.1.16

Press [<] IN] or [OUTP>] key to select [Door Alert] option,

Press [OK] key to enter door alert setting interface,

Press [< IN] or [OUTP>] key or number key to input door alert value. Press [OK] key to
confirm. Then press [C] to save the setting.

Ring *
Ring is the time range for ring delay. “No”- no delay with ring, the max is 15 sec.
Press [<] IN] or [OUTP>] key and shift to [Ring] option,

Press [OK] key to enter Ring setting interface,

Press [< IN] or [OUT[P>] key or number key to input delay time value. Press [OK] key to
confirm. Then press [C] to save the setting and press[ OK] to be saved.

Auto Off

Auto off is the time period from the last operation on device to coming into dormancy
status. Time range is 1-250 minutes. ‘No’ is no dormancy forever.
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2.5.1.17

2.5.1.18

Press [<I IN] or [OUT[>] key to select [Auto off] option.

Press [OK] key to enter auto off setting interface,

Press [<I IN] or [OUT[>] key or number key to input dormancy time. Press [OK] key to
confirm. Then press [C] to save the setting.

Auto Update *

Update the fingerprint template intelligently: During fingerprint sensor identification
process, the senor replaces the lowest-quality data with new, higher-quality data that it
acquired in the matching process. This enables the sensor to maintain high quality data
at all times, saving the user from repeated authentication attempts.

Press [< IN] or [OUT[>] key and shift to [Auto Update] option:

Press [OK] key to enter auto off setting interface:

Press [<I IN] or [OUT[>] key to choose ‘Yes’ or ‘No’, and then press [OK] key to confirm.
Then press [C] to save the setting.

Image Display *

Whether display the fingerprint image on the LCD after user access granted.
In [System] setup, press [<I IN] or [OUT[D>] key to select [Image Disp.] option,
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252

Press [OK] key to enter setting interface:

Press [</ IN] or [OUTP>] key to choose ‘Yes’ or ‘No’, and then press [OK] key to confirm.
Then press [C] to save the setting.

Log Setup

Log warning number has the highest limit of 5000. When the available records memory
is less than the “Glog Wrn”, system will prompt corresponding operation.

Press [< IN] or [OUTD>] key to select [Log Setup] option.

Press [OK] key to enter sub-menu,

Press [<I IN] or [OUT[>] key to select [Log Alert] option. Press [OK] key to enter log alert
setting interface.

Press [<] IN] or [OUT[>] key or number key to input log warning number. Press [OK] key
to confirm. Then press [C] to save the setting.
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2.5.3

254

Re-Verify Time

The Re-verify time is the time interval in which you make continuous records with the
same finger (1-250 minutes), and then the device will only save the first record. If the
re-verify value is “NO”, it means that you every record saved in the device.

In [Log Setup] menu, press [< IN] or [OUT>] key to select [Re-Verify] option,

Press [OK] key to enter re-verify setting interface,

Press [<I IN] or [OUT[>] key or number keypad to input time. Press [OK] key to confirm.
Then press [C] to save the setting.

Prompt: If the same finger is identified continuously in re-verify time period, only the first
record will be saved in device memory.

Hardware Test
Test the functions of machine keys, LCD, voice, scanner and Flash.

Select [Hardware test] option in [Setup] menu:

Press [OK] to enter setting interface as following:

Press [<I IN] or [OUT[>] key to choose testing option and press [OK] key to start.

Keyboard: press [<] IN] or [OUT[>] key to select [Keyboard] option, and press [OK] to
enter keyboard testing interface. Then press any key to start keys testing (i.e. press key
3, if interface shows current key as 3, it indicates the key 3 works.)
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Press “C” exit the test

LCD: Press [<I IN] or [OUT[>] key to select [LCD] option, and press [OK] to enter LCD
testing interface.

Press “C” exit the test

Voice: Press [<] IN] or [OUTD>] key to select [Voice] option, and press [OK] to enter
voice testing interface.

Sensor: Press [<] IN] or [OUTD>] key to select [Sensor] option, and press [OK] to enter
sensor testing interface.

Press “C” exit the test

Flash: Press [<] IN] or [OUT>] key to select [Flash] option, and press [OK] to enter flash
testing interface.

Two steps: 1. Erase all data; 2. Check
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2.6

26.1

2.6.2

2.6.3

After checking completed, the interface will show the checking result,

After each test are finished, press [C] key to exit.

USB Flash %

Put U flash driver into terminal USB port and press [M] to management menu. Select
[USB Flash] Press [OK] enter sub menu.

New Log Backup
Download the new records into U flash driver.

Press [<I IN] or [OUT[>] key to select [New Log Backup] option, press [OK] key to
download the new attendance record.

After back successful, Press [C] key exit to upper menu.
The new record file stores in the BAK.KQ file which under G:\00000001 directory.
[G]: The driver letter of the USB flash driver; [00000001]: is the terminal device ID.

All Log Backup
Download all the records into U flash driver. All attendance files store in the BAK.KQ file
which under G:\00000001 directory.

Note: Please copy the backup record files to another direction of the local PC,

Otherwise running [All Log Backup] will instead backup files.

User Backup

Download user information and fingerprint template to USB flash driver, the backup file
store in BAK.YG and BAK.ZW file under G:\00000001 directory.
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2.7

Recover the user information back to the terminal from USB flash driver.

There are two methods for recover the data:

Copy BAK.YG and BAK.ZW files to root direction of the USB flash driver, and put

USB flash driver into terminal USB port to recover the records;

Through USB flash driver management software export employee information to root
direction of the USB flash driver, will generate BAK.YG and BAK.ZW two files, then

put USB flash driver into terminal USB port to recover the records. j
N

Press [<I IN] or [OUT[>] key to select [User Record] option, press [OK] key to recover
the user records.

After recover, Press [C] key exit and back to upper menu.

System Info %

System info shows the current usage status of device, such as user quantity, fingerprint
guantity, records quantity and the firmware version etc.

In management mode, press [< IN] or [OUT[>] key and shift to [System Info] option,

Press [OK] key to enter system info interface, and check info of correct operated device.

User: Registered user number in device

FP: registered fingerprints number. Select it and press [OK] key and you can check the
password and card number x*

Log:The number of the attendance record stored in the device.
Serial: The unique identifier of the device and cannot be modified.

FirmVer: the firmware version of program which write in EROM or EPROM
(Programmable read only memory). So called firmware is firm program saved in
integrated circuit firmly, responsible for controlling and dealing with integrated circuit.
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After checking completed, click [C] to exit.

2.8 T&A Status Setting

Press [<I IN] or [OUTP>] key to shift attendance status. System default statuses are IN,
OUT.

2.9 Shut Down

In time attendance status, keep pressing [OK] key until interface shows as following,

Then device will shut down.

Notice: If external power is connected, you can press [OK] key to power on device.
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OYETIEIRE System Installation

This chapter mainly discusses the installation and
un-installation of T&A software as well as the

hardware and operation system requirement.
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3

3.1

3.2

System Installation

First we should install background management software on the computer. Please refer
to the following steps:

Running Environment
Hardware environment:
Pentium [1266 and above; PentiumIII500 and above is recommended;
128 Memory and above; Minimum 100M hardware space;
COM Port;
CD-ROM (CD-ROM needed in installation);
VGA support 800*600 resolution and above;
Operating system:
Microsoft Windows 2000/ XP (recommended);
Microsoft Windows Vista;

Microsoft Windows 7;

System Installation

Please insert CD-ROM and the disc will automatically run the Guide interface. If not,
please run Guide interface.exe in the root directory of the disc. The following window will

pop up:

Click [Installation] to continue installation (see the picture below):

NNVI2
Bior & RFID Technology
24 English Spainsh Argentina Italian Romanian

Russian Portuguese Polish French Hungarian Croatian
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Please select local dialect:

Please select the installation path
DA

Previous Next

Select installation path,default as:“D:\” click “Next month”:

Biometric & RFID Technology

Instalation Checklist

Previous | Installation |

Please confirm the installation list and click “Install”

Prompted

lake sure to install?

Click “Yes”

Biometric & RFID Technology

£ \Software\AIN-Lte\Al Lk IER WoPhoto brp

The installation will be done after seconds (see the picture below):

ANVIZ World Leader In
Biometric & RFID Technology

[V] Create a desktop shortcut
[V] Create a program group shortcuts

[¥I Run Program

Finish

100%
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Click [Finish] to close the installation program and an icon [‘Z)] will be added to the
desktop.
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Background Management

The main theme of this chapter is how to collect
attendance records from different terminals with
management software and generate different
reports. The background software can manage
employee information, set rules of attendance

etc.
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4

4.1

4.2

Background Management

Management software can collect attendance records from different terminals, calculate
according to shift setting and finally generate different reports. The background software
can manage employee information, set rules of attendance etc.

Log in System

Double click the icon [@] on the desktop to start the attendance background
management program. The log-in interface will pop up as follows:

Administrator:

Password:

o] o]

The default administrator's name is “Admin” and password is empty. Log in system and
the following interface will be displayed:

2130903151207 Admin Anviz Inteligent Management System Be True & Safe

The main interface includes three parts:
1. System menu: Include the whole function module & information

2. Shortcut button: Shortcut button of common function module, array in working order,
easy to work on

3. Status column: Show the current time, logged-in administrator and system
information.

System

Click [System] on the main menu, following springs:
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42.1

n Farameter Settings

By Administrators

Administrator’s Password Set

Modified Record Log
Managing Log

DataBase Linking

Exit System Crl+

Parameters Settings

Click [Parameters Settings] in system menu. The following window will prompt:

#) System parameters setting 3

Basic parameters:

; Basic parameters || Stat Fiules | Leave class | Field definition

Basic info
Uit Hame: |hesd offics

Common Rule -
& workday count a5 | 180 ¥ pnute

[
80 B Minute

[
[ Met elock out count as sary &0 Ei Minute

0
[londay " = min eatlier clock-in count as overtimz

shift expands two days
) Count as the 15t day
() Count as the 2nd day

I Mat clock in count as late

Overtime Calculation

1}
Normal Day
Doty |50 ] nin ater ook out count 35 overtime o
Wieekend
[ deduct the 'On duty ¥ minutes earlier 0
Festival
[ deduct the 'Dif duty % minutes later'

Unit Name: Set your company name, the default is “Head office”. Input your company
name that will be deemed as the head of departments list.

Common Rule:

A working day count as how many minutes is the base for time attendance calculation
which will be the transition standard to calculate the late to work/early to leave /free
overtime items, minute is the good transition standard of hours and working day.

“Late for work as how many minutes” can be set when no clock-in on duty, “early to
leave as how many minutes” when no clock out for off duty.

The minimum time that can be calculated as overtime before on duty time or after off

duty time.

The “X minutes” will be automatically deducted from the total overtime if you select the
item “deduct the on duty X minutes earlier/later”.

“Shift expand two days” is set under real condition.

Stat. Rules:

Click page [Stat. Rules], following shows:

#) System parameters setting &

Basic parameters :.glgi Rules | Leave class | Field defirition

Stat. Iters:
Stat. Rule

Late Unit Set

Early

Business Leave

Leave

Absence

Stay away

Dvertime

Free Overtime

Unit.| Day b

Minirmum; | -0
Round-off contral
© Round cown
O Round up
() Round off

Fourd at tatal
[ &ccumulate by times
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This page describes the stat. rules of items: normal, late, early, business leave, leave,
absence, overtime, free overtime.

Accumulate by times: Only calculate the total times, display the accumulated times in
report.

Round at total: Add up the total time and then round according to corresponding unit.

Round down: Abandon the decimal regardless it is. For example, if the minimum
calculation unit is 1 day, if the accumulated time is 1.1 days or 1.9 days, the result of
calculation is 1 day.

Round up: Add one unit regardless the decimal is. For example, if the minimum
calculation unit is 1 day, if the accumulated time is 1.1 days or 1.9 days, the result of
calculation is 2 day.

Round off: If the decimal is equal to or over 0.5, add one unit, or else, abandon it.
Notice: the setting of stat. Rules above will directly affect the statistical result

Please make above setting according to the true status of your company to ensure the
accuracy of reports.

Leave class:

Click page [Leave class], following shows:

#) System parameters setting EJ

Basic parameters | Stat. Rules Leavec\ass Field defiitioh

%
Append Delete  Modify
Color ~

Leave Class: Administration Departmer

Show Color; | Aed 3

Indicating Sumbal

Add new leave class:
Click [Append], input the name of leave class and choose color and click [save] to finish.
Revise leave class:

Select the name of leave class which one need to be revised, click [Modify], input new
name of leave class and color, and click [Save] to finish.

Delete leave class:

Select the name of leave class which one need to be deleted, click [Delete], and click
[OK] to finish.

Field definition:

Click page [Field definition], following shows:
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4.2.2

#) System parameters setting @\

Basic parameters | Stat. Rulss | Leave class | Field definition

Field Mame ; |=iCEEklees Input rew figld value:

Chinese
English

This page add the corresponding value for [Nation], [Specialty], [Position] [Education] in
menu [Employee maintenance].

Administrators
Click [System]-[Administrators], following window shows:

0 Administrator set El

=
|
Append Delete Hodify

Name Administatar, AN

* B Deptoperable:  [ygf|(H]  ttems operable WA

¥ head office
[ 48D
[ R&D
¥ Sales
¥ P&D

! E The new administrator has a default pagsword: 838888

Append new administrator:

Click [Append]—input the name of new administrator in the field of [Administrators],
select corresponding privileges below and click [Save] to finish adding of new
administrator. The default password of new administrator is 888888. Please log in as the
new registered administrator and click menu [System] -- [Administrator’s password set]
to set new password of administrator for system security.

Note:

1. Before you using the administrator mode, you need to set the privileges for every
administrator with which the administrator can modify the operation items after he log in
the software; there are all the items in the “ltems operable” list in above picture, such as
“Employee maintenance, Shifts settings, Calculating and Report”; we can set different
privileges for different administrators so as to divide and manage the task
systematically.

2. After you add a new department, you must modify the privileges of the “Department
operable” for the administrators (select the new department in the “Department operable”
list and save), who will have the privileges to modify the new department, and then you
may do other operations.

Modify administrator:

Select the name of administrator, click [Modify], input new name of administrator and
corresponding rights in [Administrator] and click [Save] to finish.

Delete administrator:
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Select the name of administrator who will be deleted and click [Delete] to finish deleting

according to the prompt.

4.2.3 Administrator’s Password Set

Click menu [System]--[Administrator’s Password Set], following springs:
k3

a Administrator modify password

0ld Prad: ||

New Pwd: |

Confim Pwd: |

Input the original password in [Old Pwd], enter the new password in [New Pwd], enter

again in [Confirm Pwd] and click [OK] to finish.

4.2.4 Modified Record Log

Click menu [System]--[Modified Record Log], following springs:

Search Restore Close
Tire Range
Depatmert| ) hesd offics | Emplopee Mo, 41 v Fom|z00dz 1 )| nonot 2] To[amoizie v 2amess 2
Department Employes No. | Name Clocking Time State Modily type | Fieasons Adriristrator
3
< | >
RecordCount: 0

Select department, employee No. and time range and click [Search] and those records

which match the above condition will be displayed.

) sttendance record modification log

Time Flangs
Depotwert ] Hosdolfies  w  Siaisba 21 w  Fom @R R
Denaent Slalbes Ho Hame Prekiep Town Eishe
00 A0H0402 18000 Cloch. Ot
00 050802 083000 Clatk I
H i et eg B ] Clogk In
2 i 050802 130000 Clock. Out
H] i M05-08 01 130000 Clock, Ot
* H v eipe 1 GRG0 Clock
<
Lecordlomt ]

To| 28 43 ||23%% 3

Rassern

Foigette] chock alind
Forgetting clok infint
Fougetting clogk invout
Fosgetirg clock nvdond
Fogatting clok indond
Foigetteg chock nviond

inston

FEEREEE
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4.2.5

4.2.6

Notice: Modified record log shows all the time attendance record modifications; If
there’s record that has been revised incorrectly before, it can be recovered by selecting
this record and clicking [Restore].

Click [Close] to exit.

Managing Log
Click menu [System]--[Managing Log], following springs:

om‘llinistrator operation log ‘Zl@@‘

=4
=
Search Cloze
Time Range:
Administiatar | Al hd From |EIIE- 314~ || 0001 | To|2009- 413 | || 235359 &
D MName Managing Time Remark. ~
P Admin 2003-4-1311:53:48 Operating system parameter settings
21 Admin 2003-4-1311:53:30 Operating system parameter settings
20 Admin 2009-4-1311:51.47 Operating system parameter settings
19 Admin 2009-4-1311:49.33 Operating spstem parameter gettings
18 Adrin 2009-4-1371:44:10 Clear the data before " 2009-03-01 "
17 Admin 2003-4-1311:43:21 Operating business leave/leave
16 Admin 2009-4-1311:42.38 Operating business leaveleave
15 Admin 2003-4-1311:41.53 Operating buginess leaveleave
14 Admin 2009-4-1311:40.55 Operating business leave/leave
13 Admin 2009-4-1311:36:39 Operating festival/holiday gettings
12 Admin 2003-4-1311:3216 Operating system parameter settings
11 Admin 2003-4-1311:25:10 Operating system parameter settings
10 Adrmin 2009-4-1311:24:47 Operating system parameter settings
9 Admin 2005-4-1311:24.41 Operating system parameter settings
8 Admin 2003-4-13171:24:21 Link the database to
7 Admin 2009-4-1311:23:.08 Operating spstem parameter settings
6 Admin 2003-4-1018:01:06 Operating system parameter settings
-
< >

This log records all the operations of every administrator. Select [Administrator] and the
time range then click [Search] to see what operations have been done by this
administrator within the selected time range, which makes it possible that the
multi-administrators can use the software at the same time.

Set Database Link

This system adopts the database interface of Microsoft ADO. The acquiescence
database is Access2000.The defaulted is att2003.mdb under the main setup directory.
You can set up the database linking again according to the actual conditions.

When the following mistake appears, you should link database again:

Prompt information

l} Datshase connecting £ailed, Fleass collocats the dstabass agsin
.

Click [Database linking] in system menu, the following springs.
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4.3

431

B9 Data Link Properties &\
Provider |Connection | Advanved | All
Specify the following to connect to Access data:
1. Belectar enter a database name:
[E:\Test\Backeroup management'att2003 ndb  |[]
2. Enter information to log on to the database!
Username:  [Adnin |
[¥]Blank password  [] allow saving password
Test Connection
[ ok [ Cancel |[ Help |

Input the database name or click the =1 button to select the correct database file.

Notice: You can click [Test connection] to test the connection correctness of the
database.

Exit System

Click [Exit System] in System menu. The following menu springs:

Pleasze make sure ... @

\g/ Are you sure to exit?

ok [ cancel |

Click [OK] to exit management software and return to Windows system.

HR Management
Click [HR Management] on the main menu, following springs:

u Department Management CirltD
'g Employees Maintenance CtirltG

Department Management

Click [Department Management] in the [HR Management] menu, springs the following
window:

” Department Hanagement &‘
- O a )|
E .Eq ‘\Eﬁ B N w4
Append
Departrnents List Being Selected Dept

&8 PeD Input the new department name

A

When adding a new department ,
You can't uze any same department
name.

‘wihen deleting a department,
Employees of the department will be
move to head office automatically!
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4.3.2

Add a new department:

Click [Append], input the new department name and click [Save] to add a sub
department for the chosen department.

Note: when you want to do some other operations to the new department, you need to
set the privilege of modifying the new department for the administrator in the
[administrator set] first (choose the new department you just added in the “Department
operable”).

Department modification:

Choose the department, click [Modify] and input the new department name, then click
[Save].

Delete the department:
Choose the department, click [Delete] and then click [OK] to complete.

Please make sure ...

?/ Are you sure to delete this department?
o

o) [Caneel )

Notice: Repetition of department name is not allowed; if there are employees existing in
the deleted department, those employees will be automatically transferred to
department of head office.

Employees Maintenance

Click [Employees Maintenance] in [HR Management] menu, the following window
appears:

#) Esployee Naintenance

5 ~

'Y D) B
ippend Delete Modify | | Irensfer Inport

T head office Search Employees [&
&8 a0

&% ReD EmployecNo. / |Name  |Depatment | Position Emplop Date | Telephone | Address  |Sex |Language | Comment | CardMo. | Mobie
& Seles 8102 head office
& PeD » 8108 head oifice

. >
Employees Information | E ol Fingers

Aittend Set
Enployes Ne. 3103 Name Card No eneance 3¢

Sex ¥ Celoulate Attendance

Language 4 Bithday |1

Edusation ¥ Specialty ¥ Position Caloulate Overtime
Rest On Holiday

v
v
Telephone Mobile Emplay Date |1 3
ID No Cornment t Maital Status ¥

v

Address User Type | Nomal User GroupNo. |1 v

RecordCount 2

Employee's adding:

Choose the department that the employees belong to, clicks [Append], and input
employee’s information, then click [Save] to complete.

Note:

1. The items of “Calculate attendance”, “Calculate overtime”, “Rest on holiday” below
“Attendance Set” is correlated with report, please set it correctly. If the checkbox of
“Calculate Attendance” of this employee is not checked, there will be no statistical result
for this employee in the report. If checkbox “Calculate Overtime” is not checked, the
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statistical result of overtime of this employee will be 0, unless he had [Temporary Shifts]
which defines as overtime working; If the checkbox of “Rest On Holiday” is not checked,
holidays will make no effect on the shifts for this employee; if the checkbox of “Rest On
Holiday” is checked, thus for those holidays, even there are shifts on those days for the
employee, those shifts will be invalid. And if there are time attendance records of this
employee, those records will be deemed as free overtime.

2. Employee No. is exclusive as well as the first digit cannot be 0!

Employee's modification:

Choose the employee, click [Modify] and input the new information, then click [Save].
Employee’s deletion:

Choose the employee; click [Delete] and then click [OK] to complete.

Please be cautious when delete the employee since all this employee’s time attendance
records, shift arrangement will be deleted at the same time.

Import employees:
Click [Import], employee importation window springs for importing employees.
Employee’s department shifting:

Choose the employee you want to shift the department click [Transfer] and following
window will pop up:

” Employee Transfer EI

Select the department to hansfer

Select the new department and click [OK] to complete.
Export Employee:

Right-click on employee list and the following window pops:

Emploves No. Mame: Department Position Employ Date  Telephone  Address

&108 b Select A1l Cirlth
Cancel A11 Cirl4Z

Export Data
 Enpleyes No
e 411 colunnz  Hame
T @ Department
v Position

v Enploy Date
« Telephone
v Address

All displayed fields in employee info list can be defined through submenu of “Column”.
Meanwhile, the modification will take effect and be saved.

Click [Show all columns] to display all fields in the list.

Click [Export Data] and following window will prompt:
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Sve ha [@=
Sa 3 Packz oup nansgement, v ¥ i @
= | e
Recent
(7
=/
e
-8
et
<
e
File pame: I v Save
Saveashpel  Taxt Fils (r 1xt) & Cancel

Please select your target directory of your export, file format (txt or xIs) and the file name.
Click [Save] to confirm the operation.

Notice: Exported Excel file can be used as backup information and can be imported
again.

4.4  Attendance Management

Click [Attendance] in the main menu, following springs:

Holiday List

TimeTable and Shift Ctrl+E
9 Staffer Scheduling CtrltP

Attendance Record

Y Attendsnce Caleulating snd Report CirltR

4.4.1 Holiday List

Click [Holiday List] in [Attendance] menu. The following appears.

9
L

Append Delete Modify

Nams | (I Stan Date |2008- 416 v Days 3 (3]
Holiday Name Start Date Days

2009-05-01

Add festivals or holidays:

Click [Append] then input the festival or holiday name and the rules. Click [Save] when
ready.

Modification of festivals or holidays:

Select the festivals or holidays you want to revise, then click [Modify] and input the new
information. Click [Save] when ready.

Deletion of festivals or holidays:

Select the festivals or holidays you want to delete, and then click [Delete] to perform
Deletion of festivals or holidays.

442 Timetable and Shift

The relationship between shift and timetables:
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Shift setup should be done in two steps: First, setup necessary timetables. Second,
setup shifts. One or more timetables can be included in one shift.

Timetable is the time period between On-duty and Off-duty required in the company rule.
For instance, the company rule requires the working hours be 08:00-12:00 and
13:00-17:00; so 08:00-12:00 and 13:00-17:00 are two timetables. If such a shift needs
to be setup, these two timetables should be setup first. Here, we use time table
“morning” to indicate “08:00-12:00” and time table “afternoon” to indicate “13:00-17:007;
so two timetables have been setup. (Please refer to the following chapter for details of
how to add time tables) and then we can add a shift such as “Normal shift” in which “shift
cycle” and “cycle unit” will be setup. Then we should add two timetables - “morning” and
“afternoon” so that a shift setup is completed. Brief introduction is mentioned here for
you to get a general picture of the relationship between timetable and shift. The details
of shift setup will be found in the next two sections.

Timetable maintenance:

Click [Timetable and Shift] in [Attendance] menu. The following window appears.

# TimeTable and Schedule Haintenance

Timetable Maintenance | Shift Maintenance

LY

pppend Delete Modify oave

Timelable Name | On Duly Tine | 01 Culy Time -~ Timetable Kame | D
» I = (T

nnnnnn a 0400 1200 On Duty Time | 0500
Sftemoon 1200 2000 7m0
right 20:00 04:00 (Ol el Ui

Begin Clockn Time | 0700

End Clockn Time | 1300
Begin Clock-Out Time | 15:00
End Clock-Out Time | 20:00

Late srror allowance |7 Minutes

Eaty srror allomance 5 Minutes
Count As Workday |1
Count s WorkTime | 480 Minutes
[#] Must C-ln [#] Must C-Out
v [ Free Time 10T Time

Add a new timetable:
Click [Append] and enter the corresponding information:

[Timetable Name] For instance: Day Shift

[On duty Time] (08:00) [Off duty Time] (17:00)
[Begin Clock-in Time] (07:00) [End Clock-in Time] (13:00)
[Begin Clock-out Time] (16:00) [End Clock-out Time] (20:00),
[Late error allowance] (5) [Early error allowance] (5)

[Count as work day] (1)

[Count as work time XXX minutes] (480).

Tick [Must C-In] and [Must C-out],

Finally click [Save] to confirm.

Note: Every item should be setup in timetables with no blank left.

[Begin Clock-in Time] and [End Clock-in Time] setup the valid time period for clock-in.
Records out of this time range will be treated as invalid ones. For instance [Begin
Clock-in Time] is 07:00 and [End Clock-in Time] is 13:00. If clock-in record is 07:01 or
12:59, they are valid records but if clock-in record is 06:59, it is invalid. Besides, [Begin
Clock-in Time] and [End Clock-in Time] can be more than one day (meaning [End
Clock-in Time] can be before [Begin Clock-in Time]) but it can’t be longer than 24 hours.
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[Late error allowance] means how many minutes after [On duty] are treated as “late”,
[Early error allowance] means how many minutes before [End Clock-in Time] are
treated as “early”; [Count as work day] and [Count as work time XXX minutes] are used
in calculating business leave, leave, absence and overtime.

Checking [Must C-In] and [Must C-out] or not will affect the result of calculation. If [Must
C-In] is checked and the timetable is included of Employee A’s shift, he will be either
considered absence or treated according to [Not clock in count as late XXX minutes] in
[Parameter Settings] If he didn’t clock in or ask for leave. Otherwise, even if there is off
duty record for him only, his attendance will be treated as normal.

The timetable Modification

Select the timetable name you want to revise, and click [Modify], then input the new
information, clicks [Save] when finished.

The timetable Deletion
Select the timetable you want to delete, click [Delete], and click [OK] to make sure.

Note: Begin Clock-in Time and End Clock-in Time makes the valid time range for Clock
in. Clock in out of this time range will be treated as invalid records. It is the same with
Clock-out time. Please setup in accordance with practical situations.

Example——Add a timetable:

Complete process for adding four timetables:

Day shift 08:00 - 17:00 Morning shift 04:00 - 12:00
Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

(Other information can be setup according to practical situations. Please note there
should be no blank left.)

Shift Maintenance

Click [Shift Maintenance] and the following window pops up:

o TimeTable and Schedule NMaintenance @

Timetable Maintenance || Shilt Mantenance |

b 9
Append Delete Modify
Shift Name »~
oy shit | Shift Name | day shift Cycles 1 3] Cycle Unit|‘Week v
three shift

Date Timetable 1 Timetable 2 ITimeT able 3 IT'meT able 4
Sunday

Monday Day

Tuesday Day

‘Wednesday  [Day
Thursday Day
Friday Day

Saturday Day

Add a shift:

Click [Append] and enter corresponding shit information in [Shift Name] such as: normal
shift [Cycle] (1), [Cycle Unit] (week), and click [Add], select the timetables and time
range required in this shift in the springing window. For instance, select the timetable —
Day shift and select from Monday to Friday and then click [OK], back to this window and
click [Save] to complete. (Please refer to the example for details.).
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# Add Shift Tiaetable X
Choice a timetable Choice the date (WE]
Timetable ... | On Duty Ti...| Off Duty Time # Sunday
Q0 [o300 1700 . ';';gj;g
moining 04:00 1200 v Wedneiday
altemoon  12:00 20:00 v Thusda
ight 2000 04:00 d
g Saiurday
v
< >
oK | LCancel |

Delete the timetable: Select the timetable you want to delete and click [Delete].
Clear the timetable: Clear all the timetables of the shift.

Arrange the shift automatically: when an employee has several shifts during one period,
he need to finish all the shifts if it is not arranged the shifts automatically otherwise he
will be regarded as absence; if you select the [Arrange the shift automatically], just
finishing one shift of the period is reared as normal attendance.

Modify a shift:

Select the shift to be modified and click [Modify], and enter new information in [Shift
Name] etc., click [Save] to complete.

Delete a shift:
Select the shift to be deleted and click [Delete].
Example---Three shifts:

Add “Three shifts” Shift (Please note: It is assumed that the shift goes around every
week, cycle every three weeks and employee is on holiday every Saturday and
Sunday.)

Step 1:

Click [Append], enter “Three shifts” in [Shift Name], set [Cycle] to “3” and [Cycle Unit] to
“Week”. Please see the picture below:

Timetable Maintenance ShﬂMﬂ‘mEMﬂcg
e -
App;ml Delete Modify 5.
Shift Name A
¥ day shit Shift Name Cycles |3 =] Cycle Unit | week v

I |

Date Timetable 1 Timetable 2 |TimeTah\e zl |TimeTabIe 4 ~

Sunday
Monday
Tuesday
‘Wednesday
Thursday
Friday
Saturday
Sunday
Monday

Step2

Add corresponding working hour timetable in accordance with “Cycle”: first week
(morning shift, from Monday to Friday)

Click [Add] and the following window pops up:
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# Add Shift Timetahle E|

Choice a timetable: Chuice the date: T
Timetable ... | On Duty Ti..| Off Duty Time Sunday wednesday
Diay a0 1700 | Monday Thursday

atichns s ¥ Tussday Friday

] dnesday Saturday

sftemoon 1200 2000 | Thursds

night 20:00 04:00 v

Saturday
Sunday
Monday
Tuesdap
‘Wednesday
Thursday
Friday
Saturday
Sunday
2 Morday
Tuesday

o | Cancel |

Select the timetable “Morning shift” to be added and select the time range to apply to
this timetable “from Monday to Friday of the first week” and click [OK] to complete the
setting of the first week.

The second week (afternoon shift, from Monday to Friday)

Click [Add], make corresponding operation in the springing window (see the result
below):

# Add Shift Timetable E|

Cheice a timetable Choice the date: (mE]

Timetatle ... | On Duty Ti...| Off Duty Time A aunliay w‘edndesday
onday wnsday

Day 0500 17:00 Tuesday Friday
rarning 04:00 1200 Wednesday

4 aftemoon [1200  [2000 | Thursday
right 2000 0400 Friday
Saturday
Sunday

¥ Monday

v Tuesday

v wWednesday

| Thursda

v

Saturday

Sahurday
Sunday

B Manday
Tuesday

oK | LCancel ‘

Click [OK] to complete the working hour setting for the second week.
The third week (night shift, from Monday to Friday)

Click [Add], make corresponding operation in the springing window (see the result
below):

# 4dd Shift Timetable @

Cheice a timetable: Chaice the date: i

Timetable .. | On Duty Ti..| OF Duby Time 4 Sunday v Wednesday
Day 0800 17:00 ’%"f:f;‘; v Thursda
marming 0400 1200 ‘wednesday Saturday
aftemoon 12:00 20:00 Thursday
» Fidor
aturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
P v Monday
v Tuesday

o | Concel_|

Click [OK] to complete the working hour setting for the third week.

After the completion of above steps, please don’t forget to click [Save] and the setup of
“three shifts” will be done (see the picture below):

51



NANVI2

Intelligent . Security

User Manual

#) TimeTable an

intenance

| Timetable Maintenance |
‘YYYE
{ ==
Append Delete Modify v
Shift Name o
¥ | day shilt Shift Name |three shift Cycles 3 3| Cycle Unit|'wWeek v
|
X |
Date Timetable 1 Timetable 2 |TimeTah\e 3 |TimeTable 4 o
Tuesday morming
Wednesday  [morning
Thursday moring
Friday merning
Saturday
Sunday
Monday aftemoon
Tuesday afternoon
'Wednesday afternoon
v = b~

3]

4.4.3 Employee Scheduling

Click [Employee Scheduling] in [Attendance] menu. The following window appears:

#) Exployee Scheduling L E&

& & @0

Select Al Selact Home | Arrange Shift

Employee Ho Name Depatment Shift ~
» 102 hesd office
a108 e cffice
Time, Range
Fom 20101216 » & u.‘//j 2)) [ a))
= = ) | g
To[20101216 %]  Del Temporary Add Tenporary

Date ‘T\metah\e 1 ‘T\melah\e 2 ‘TlmeTahlE 3 ‘TlmETahle 4

12-16 Thursday

Choose the department or several personnel that need to arrange shifts, click [Arrange],

the following window appears:
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#) Staffer shift maintenance @
Shift List Shilt Timetable
Shift Name | Cycle quantty |~ [Date Timetable 1 Timetable 2 |TimETah\33 |TimeTah\54 |
three shift 3 S
tManday Day
Tuesday Day

‘Wednesdsy  |Day

Thursday Day
Friday Day
Saturday Day

< >

The: current shift scheduls:
Time Range

3
Beginning | 20030401+
Ending| 20100430 v

5 add 98 pel. oK Cancel

Shilt nams Beginning date Ending date

2009-04-01 2010-04-01

Add a new shift:

Select the corresponding shifts, for instance: The commencement date and deadline of
this shift of “normal class ", click [Add] button and then click [OK] to finish the adding of
new shifts.

Note:

If the cycle unit of scheduling is “week” and the amount of cycle is more than 2, the
starting date should setup as “Sunday”.

If the cycle unit of scheduling is “month” and the amount of cycle is more than 2, the
starting date should setup as “1st day of a month”.

Deletion of the shifts:

Select the shifts in the shifts form which you want to delete, click Delete button, and click
ok on the pop up dialog box to finish the deletion.

Arrange a Temporary Shift:

When one or many employee's working time needs to be changed temporarily, you can
arrange a temporary shift. Click [Add Temporary] the following window appears:

Pleaze make sure ...

Click [OK] and the temporary scheduling can be operated. Then click [Add] and the
following window will pop up:

” Add a temporary timetable E
Select the timetable to sdd Select the dates [mE
Timetable . | Or-duty time | OFff-duty time| A 04-125unday
night 20:00 0500
marking 08:00 1200
v
[ ok ] [ Cancal |

Click [OK] and the timetables will be saved. Click [Save] and the temporary scheduling
will be saved.

[Delete]: Delete the selected timetable;
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[Clear]: Delete all the timetables in the current time range;

[Cancel]: Delete the existing temporary scheduling in the selected time range;

4.4.4 Attendance Records
Click [Attendance Records] in [Attendance] menu, the following appears:

# Scarch Employee’ s Attendance Record N=(c3]
9 9 B
- \/ 5] =
Search Report Export Medify Log
Tirne Range

Department | headoffics v | Emplaee No Fom @216~ | [ 0oom 5| Tolao104z16 | [235350 2
Department Employes No. Mame Drate Time: State Lacation D “workCode

RecordCaunt: 1]

Inquiry of attendance record:

Select the department, employee, the beginning and ending time that need to inquire

about, then click search, you can get the corresponding attendance record.

# Scarch Employee’ s Attendance Record L Ex

™ C 9 =
4 ﬂ =

Search Report Export Medify Log

Time Range

Deparment [ headstice v Enployes o Fom| 201012 1w | [ ooom (&] Tolzoizie v [23sass &
Department Employee No. | Name Date Time State Location 1D | WorkCode: ~
head office 8103 Micheal 20101203 08:53:00 [t}
head office 8103 Micheal 20101206 08:53:00 1}
head office 8103 Micheal 20101206 18:03:36 o
head office 8103 Micheal 20101207 08:53:00 1}
head office 2103 Micheal 20101207 18:03:36 o
head office 8103 Micheal 20101208 08:53:00 1}
head office 2103 Micheal 20101208 18:03:36 o
head office 8103 Micheal 2010-12-09 08:53:00 1}
head office 2102 Micheal 20101209 18:03:26 1}
head office 8103 Micheal 2010-12-10 08:53:00 1}
head office 2102 Micheal 2010121018:03:26 1}
head office 8103 Micheal 20101213 08:53:00 1}
head office 2102 Micheal 20101212 18:02:36 1}
head office 6103 Micheal 20101214 08:52:.00 0
head office 2102 Micheal 20101214 18:01:35 1}
head office 8103 Micheal 20101215 08:53:00 [t}
head office 8103 Micheal 20101215 18:05:52 1}
head office 8103 Micheal 20101216 08:53:00 [t}
head office 8103 Micheal 20101216 17:55:52 1}
head office 8108 Lizzy 2010-12-01 08:56:00 a
head office 8108 Lizay 20101201 181200 1}
head office 8108 Lizzy 201012402 08:56:00 a
head office 8108 Lizay 20101202 181200 1}
head office 8108 Lizay 2010-12-03 02:56:00 a v

FecordCaunt: 75

Attendance record report form preview:

Click [Report] when the window displays the attendance inquiry records, you can get the
report form automatically.
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4.4.5

7 Preview

tuwx =S #4K?

*®

Head office attendance record report

2009-04-01 To 2009-04-16

rl" Jake Chen 8001 2009-4-1017:04:34 Clock Out 2008-4-7 7:45:16 ClockIn
00T =25 05 R RC 6K 2000-4-137.3546 | Clockin 200047 17:1420 | Clock Ot
J00541 170080 | Clockon 2008-4-13 17.27.06__ | Clock Out 2008-4-8 7:08:12 ClockIn
TS |G 2008414 7.0612__| Clockin 200848 7:24:53 | Clockin
AT | CheT 2008-4-14 174625 | Clock Out 2008-4-6 17.2005__| Clock Out
s | G 200941574650 | Clockin 2009-4-97:48:62 | Clockin
TS | CheT 2008-4-15 17:08553__| Clock Ot 3008-4-97:51:66__| Clockin
0004674354 | Clockn 2008-4-16 80059 | Clockin 2009-4-9 0215 | Clockin
2009-4-6 7:38:38 ClockIn Count: 27 2009-4-917:11:24 | Clock Out
2009-4-10 74518 ClockIn
zgnunugg_‘:_?;fﬁaﬁ Ccl‘n.]ﬁ:k?nm R&D Wi __EHTE) 2008-4-10 170434 | Clockout
200947 17:1420__| Clock Out 20084172908 | Clockin 2009-4-137:3548 | Clockin
J009-4-8 70512 Clockin 2008-4-1 170050 | Clack Out 2005413 17:27:00 | clock Ot
200848 7:2453 | Clockin 200813 74535 | Clockin 2008-4-147.0642 | Clockn
2008-48172005 | Clock oot 2009-4-2 170516 | Clock Out 2009414 17:16:26 | Clock Ot
2008-497:43:52 | Clockin 20084379212 | Clockin 2008-4-157:46:58 | ClockIn
3008-4-0 75156 Clockin 2007, & M7 015 {(C lockiou 2008-4-15 17:08:53 | Clock Out
20094980215 | Clockin 200844 714590 | Clockin 2009-4-168:00:59 | Clockln
200943171124 | Clack Out ;;;;i::fi;z Cﬁ‘o”;ko‘”m count 27
;UUUU;:TUU;:BTEBA cclgiiké'lt 300847 74516 __| Clockin FeD Mark Simih 5105
oL 200947 17:14:20 | Clock Ot 200841 7:23:05__| Clockin
e T a0 Tonn o 3008-4-87:08:12__| Clockin 2008-4-117.0050__| Glock Ot
TR TTvL N S 2009-4-0 72459 | Clockin 2009-4-27:45:35 | Clockin
e i e Tonn o 2000-4.817:20.05 | Clock Ot 200042170516 | Clock Ot
S000-4-15 74550 Clockin 2008-4-9 7:49:52 ClockIn 2008-4-3 7:52:12 ClockIn
AT E= s Fermiran 20084.97:51:86 | Clockin 2000-4-317.01:54__ | Clock Ot
ANN4-4-4 AN218 Clnek In ANN4-4-4 74344 Clnek In

Attendance records exporting

If need to lead out the attendance record, only need to click export, you can lead out the

data inquired. (File format: *.txt, *.xIs)

Click [Modify Log] and the log-modifying window will be called for reviewing the

modification log of time and attendance records.

Attendance Calculating and Report

Inquiry of report form:

Click [Attendance Calculating and Report] in [Attendance] menu, the following window

appears:

# ittendance Calculating and Report
' g ]
A [>) 4

Calculate Report Export Exception
Time Range

Depatment ] headoifice | Employee Al v Fom|aii2 1 | [ oooo 2]

To 0216 v | (235359 2

AttendanceExcept\ons\ShutExcepnons Other Exceptions || Caloulated ltems

3]

Departrent Ermplayes Na, Nane Date Time: State Dperation Exception Desc.. Timetable

Check

“wiorkCode

~

b

v

Select the beginning, the ending date and the department and employee that need to be

calculated and then click [Calculate].
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There are four Tabs of information after search and calculation which can be viewed
respectively:

[Attendance Exceptions]: Display the dealt result of the original attendance records;

[Shift Exceptions]: Display Employee’s attendance result in the scheduled time period;

[Other Exceptions]: Display Employee’s leave, out and overtime etc.;

[Calculated Items]: Display all Employee’s calculated items such as “normal”, “actual”,
“late”, “early”, “absent”, “overtime” etc.

Note: When dealing with “Out” calculation, there should be “Out back” and only “Out”
and “Out back” in one shift can be calculated.

Working hours in the report="Actual” -’Late”-"Early”-"Out”

Exceptions of attendance records dealt with:

Open the attendance exceptions option card to deal with the records:

#) ittendance Calculating and Report

] @
& =
Calculate Report Export Exception
Time Range
Depatment §f headoffice v Emplopes|al v Fom|20109z 1 || moom 2| Tolamimizie v 235ES 3
Attendance Exceptions | Shift Exceptions | Other Exceptions || Calculated ltems
Depaitment | Employee Mo, Date Time Shate Operation | Exception Dese. Timetable Check workCode A

» fhead office ANTT20 08EE00 Clock In Hormal record @ [}
head office 2108 20101201 181200 Clock Dut Momalecord  Day 0
head office 3108 20101202 08:56:00 Clock In Nomalecord  Day o
head office 2108 20101202 181200 Clock Dut Nomalrecord  Day 0
head office 2108 20101203 02:56:00 Clock In Momalecord  Day 0
head office 2108 20101202 181200 Clock Dut Momalecord  Day 0
head office 3108 20101206 03:56:00 Clock In Nomalecord  Day o
head office 2108 20101208 18:1200 Clock Dut Homalrecord  Day 0
head office 2108 20101207 02:56:00 Clock In Momalecord  Day 0
head office 2108 20101207 121200 Clock Dut Momalecord  Day 0
head office 3108 20101208 08:56:00 Clock In Nomalrscord  Day o
head office 2108 20101208 181200 Clock Dut Nomalrecord  Day 0
head office 2108 20101209 02.56:00 Clock In Momalecord  Day 0
head office 2108 20101209 18:2400 Clock Dut Nomalecord — Day o
head office 2108 20101210 02:56:00 Clack In Nomalrecord  Day 0
head office 2108 20101210 18:2400 Clock Dut Nomalrecord  Day 0
head office 2108 20101213 02.56:00 Clock In Momalecord  Day 0
head office 3108 2010121318:28:00 Clock Dut Nomalecord — Day o
head office 2108 20101214 02:56:00 Clack In Nomalrecord  Day 0
head office 2108 20101214 18:32.00 Clock Dut Nomalrecord  Day 0
head office 2108 20101215 02:56:00 Clock In Momalecord  Day 0
head office 3108 20101215 18:56:00 Clock Dut Nomalecord  Day o
head office 2108 20101216 02:56:00 Clack In Nomalrecord  Day 0
head office 2108 20101218 12:56:00 Clock Dut Nomalrecord  Day 0
head office 2102 20101201 03.00:00 Clock In Momalecord  Day 0

v

We will see such mistakes as “state mistake”, “invalid record”, “repeated record”, etc.
are described. (If we will revise to write down, click the right key and springs the
following menu):

» T I N

Depariment | Employes No
head office 108
head office 108
head affice 108
head affice 108
head office 108
head office 108
head affice 108
head alfice 108
head olfice #0g
head office 108
head office 108
head alfice 108
head affice g
head olfice #0g
head office 108
head office 108
head alfice 108
head office 08
head olfice #0g
head office 108
head office 108
head alfice 108
head affice #0g
head alfice #02

Name Date Time State
20101201 08:56.00 Clack In
20101201 181200 Clock Out
2010-12:020856:00 Clack In
20101202 181200 Clack Out

Operation

Export Data
Create report for current grid ‘

Delete selected Tel
Cancel operation for selected CirltZ
Medify and save Exception Chrl+s
Change filter 3
Colunns »

Shov all eolumns

20101210 18:24:00
201041213 08:56:00
20101213 18:28:00
2010-12-14 08:56:00
20101214 18:32.00
20101215 08:56:00
201041215 18:56:00
201041216 08:56:00
20101218 18:56:00
20101201 03.00:00

Clock Out
Clock In
Clock Out
Clock In
Clock Out
Clock In
Clock Out
Clock In
Clock Out
Clock In

The definition of each option as follows:

[Clock | E—“ Homal record

Exception Dese.
Normal record
Normal record
Nommal record
Nommal record

Nomal record
Homal record
Clock in
Clock out
Overtine in
Overtine sut
Out

Out back
Hormal record
Homal record
Nomal record
Homal record
Nomal record
Homal record
Homal record
Nomal record
Homal record
Nomal record
Homal record
Homal record

Check “workCode

Timetable
Day

Day

oo:::o::::o::::o::::!::::

Day

[Export Data]: Export the data in the current attendance record list to a file in txt or xIs

format;
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[Create report for current grid]: Generate report based on the data in the current
attendance record list for preview and print;

[Change state]: Change the selected attendance record to a new state. Manually deal
with the attendance record according to the practical situation;

[Delete selected]: Mark the record as manual deleting, deleting when save it;
[Cancel operation for selected]: Cancel revision to this record,;

[Deal with and save]: You can save the records that have been treated. If you want to
see the changed records, you can click [modified record log] in system menu;

[Filter the record]: If there are too many records, you can filter them, and keep down the
corresponding record you want;

[Columns]: Define the fields displayed. Meanwhile, the modification will take effect and
be saved;

[Show all columns]: Display all fields in [Columns];

Note: We can manually modify the record as stated above to assure the veracity of the
report according to the practical situation. If there is disoperation, the records can be
recovered through [Modified Record Log] in [System].

Right Click in [Shift Exceptions] the following shortcut menu will pop up:

Export Data

Create report for cwrrent grid

Filtering Record »
Colunns 3
Shew 411 columns

[Other Exceptions], [Calculated Items] the following shortcut menu will pop up:

Export Data

Create report for cwrent grid

Columns L4
Show all columns

The operation is the same as stated above.
Report:

Click [Report] and the following menu will pop up:

Attendance Report
Daily Report
General Report
Exceptions Report

Create a Report For Cwrrent Grid

[Attendance Report]: Calculate employee’s attendance record;
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o Preview

fFuox =S # X

Head office attendance record report

2003-04-01 To 2003-04-16

Page 1/1

AAMIHERr  ake Chen G001 2003.041017.04:34__| Clock Dut 20090407 17:14:20 | Clock Dut
20030401 07.2305__| ClockIn 20030413 07. 345 | ClackIn 20090408 07.0812 | Ciockln
20030401 17:0053 | Clock Out 003041317.27.06__| Clock Out 030408 07.2453 | Diackln
2094020745 | Clackln 200304713 07.0612__| ClockIn 2003040817.2005 | Dlock Out
20030402 17.0516 | Clock Out 20030414 17.16:25__| Clock Out 003040907.4352__ | Ciackln
2090403 075212 | Clackln 2003047507.4653 | ClockIn 2003040307515 | CiockIn
20030403 17.0154__| Clock Out 20030415 17,0853 | Clock Out 0030403080215 | Clockln
20090404 074354 | Clockin 0030476080053 | ClockIn 20090403 17.1124__| Dlock Out
20030406 07.3836__| ClockIn Court: 27 20090410 07.4513__| Ciockn
20030406 17:08:92__| Clock Out 0 o 2005041017.0434__| Dlock Out
20030407 074516 | Chackln S DA TII0r 23 R I REiEe 05041307545 | Cackln
20030407 17:1420 | Clock Out T IRl o=Ton 20030413 17.2706 | Clock Dut
20030406 070812 | Chackln TETTHRTR 1 oan | 0030414070612 | ClackIn
20030408 072453 __| ClockIn ST Rl 2003041417.1625 | Clock Dut
20030408 17:2005 | Clock Out SRR R 20090415 07.4559 | DiackIn
20030403 07:4352__| ClockIn IR T e 20030415 17:0853__| Clook Out
20030403 075156 | ClockIn TR R 20090416 060059 | DiackIn
20030403 060215__| ClockIn R E TR E o Court 27
20050409 17:11:24 | Clock Dul 20030406 17.05:42__| Dlock Ot FiD Matk Sinth_ 8105
2005041 0.07:45:1 SN M ClockIn] 20030407 07.4516__| Clockln 20030401 07.2305__| Clockln
2005041017043+ | Clock Oul 200390407 17.1420 | Dlock Ot 20030401 17.0059 | Clock Out
20050413 073516 M M EIock I 20030408 07.0812__| ClockIn 2003402074535 | ClockIn
2005:04:153i17. 27 06T AG kDL 20050408 07.2453__ | ClockIn 20030402 17-06:16__| Closk Dt
2005 01,4107 06, T2 M W GlocklIn 20050408 17,2005 | Dlock Out 2003403075212 | ClockIn
200504 4iT715 25 ACOc DL 0050408074852 | Clockln 20030403 17.0154__| Closk Dt
2050415 07:4659 | ClockIn 2003040907515 | Clackln 20030404 07.435¢__ | Ciackln
2005041511708 533 NE ek 0w 20050408 08 0215 Clock In 20030406 07,3836 | ClockIn

[Daily Report]: Calculate employee’s daily attendance record;

T SHS M X

20109200 Ta 201216

o o 5 [t [0 [ |7 [ 08 [os [0 [ 1 [z [ [ [ [ [ [ [ 18] o & | = [ B2 & =] 7|55 [3]=
head office

uty TN N N I 8 I I I I A e e I I I I I
(= e T A NN NN A I A I I I P P A I | I |
[ G0 2 I N I I 2 I I O I A N N N I

Flomark /Nommal »Lale <Early -Absent [NoCdn JNaC-Out Rest +Ovetme BLBusinessleave Lleave

ToblingAdmin

0101217151313

T L

[General Report]: Calculate all employee’s attendance items such as “normal”, “actual”,
“late”, “early”, “absent”, “overtime” etc;
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T SHS M X

head office attendance stat. total report

- 101201 Ta 20101216
N Emplo [ Duy | Acusl | Absent | Lale | Eal | OT | FreeOf | Ou | BL | Leavs | NAn | n/0ul | Wline | Atfige

one Mo | Day | Day | Day | Minude | Miste | How | How | Mrwte | Doy | Doy | Tees | Tees | Wow | %

head office
uy Jernz [ RE| 5] B
Micheal |G = 1 ElES
Ly |er0a 12| 12| s 1mz|
Sublotak 3 1 1# 20 o)
Totak 3 I 0 15 D
Tabhrg Acdmn AT 152 1

[Exceptions Report]: Calculate employee’s “out”’, “overtime”, business leave/ personal
leave” etc;

7o Preview

fFu: = HE M ¥

head office attendance exceptions report

20101201 To 20101216

Name No. | Dale & Time
head office

gy [0z [emo120410.00.00  201012050900:00 | Fresoveime | 150000 |
Huy [moe Jemoizo7 102300 20101207 135600 | Businessleave | 033300

[ Exceptiontype | Waklong | Femark,

[Create a Report for Current Grid]: Print preview of the current displayed grid. For
example: Attendance Report
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7 Preview

t: @ EdE MR X

head office exceptions of shifts report

DE"‘f‘““ Raxe E"”‘;’“E Date |Timetable on Duty
head ofice__[udy 502 Z010-12-01_|Day Z010-12-01 (B.00
head ofice_ [Judy B102 2010-12:02_|Day [2010-12-02 09.00
head ofice__[Judy 5102 Z010-12-05_|Day 2010-12-03 (8,00
head ofice_ [Judy B102 2010-12-06_|Day [2010-12-06 09.00
head ofice  [Judy 5102 20101207 |Day Z010-12-07 (B.00
head ofice_[Judy 5102 70101208 _|Day Z010-12-08 09.00
head office udy 5102 2010-12-09  |Day 2010-12-09 09:00
head ofice_[Judy 5102 20101210 _|Day 20101210 09.00
head office udy 5102 2010-12-13  |Day 2010-12-13 09:00
head ofice_[Judy 5102 20101214 |Day 20101214 09.00
head office udy 5102 2010-12-15  |Day 2010-12-15 09:00
head ofice_[Judy 5102 20101276 _|Day 20101216 09.00
head office Micheal 8103 2010-12-01  |Day 2010-12-01 09:00
head ofice _[Micheal 5103 Z010-12:02_|Day Z010-12:02 09.00
head office Micheal 8103 2010-12-03  |Day 2010-12-03 09:00
head ofice _[Micheal 5103 20101206 _|Day Z010-12:05 09.00
head office Micheal 8103 2010-12-07  |Day 2010-12-07 09:00
head ofice _[Micheal 5103 20101208 |Day Z010-12:08 09.00
head office Micheal 8103 2010-12-09  |Day 2010-12-09 09:00
head ofice _[Micheal 5103 20101210 _|Day 20101210 09.00
head office Micheal 5103 2010-12-13  |Day 2010-12-13 09:00
head office Micheal 8103 2010-12-14 | Day 2010-12-14 09:00
head office__[Micheal 5103 Z010-12-15_|Day 2010-12-15 (8,00
head office Micheal 8103 2010-12-16 | Day 2010-12-16 09:00
head ofice__|Lizzy 5108 Z010-12-01_|Day Z010-12:01 (8,00
head office Lizzy 8108 2010-12-02 | Day 2010-12-02 09:00
head ofice_|Lizzy 5108 Z010-12-05_|Day 2010-12-03 (8,00

Page 1/3

7 Preview

t: @ EdE MR X

Off Duty

Clock In

Clock Out

Late

Early

OverTine

[2010-12-01 17:30

[2010-12-01 09:00:00

2010-12-01 15:00:00

[2010-12-02 17:30

[2010-12-02 09:00:00

2010-12-02 168:00:00

[2010-12-03 17:30

[2010-12-03 03:00:00

2010-12-03 15:00:00

[2010-12-06 17:30

[2010-12-06 09:00:00

2010-12-06 168:00:00

[2010-12-07 17:30

[2010-12-07 05:00:00

2010-12-07 18:00:00

[2010-12-03 17:30

[2010-12-03 03:00:00

2010-12-08 15:00:00

[2010-12-09 17:30

[2010-12-09 09:00:00

2010-12-09 168:00:00

[2010-12-10 17:30

[2010-12-10 03:00:00

2010-12-10 15:00:00

[2010-12-13 17:30

[2010-12-13 09:00:00

2010-12-13 168:00:00

[2010-12-14 17:30

[2010-12-14 03:00:00

2010-12-14 158:00:00

[2010-12-15 17:30

[2010-12-15 09:00:00

2010-12-15 168:00:00

[2010-12-15 17:30

[2010-12-15 03:00:00

2010-12-18 15:00:00

[2010-12-01 17:30

[2010-12-01 08:53:00

2010-12-01 18:03:36

2010-12-02 17:30

2010-12-02 08:53.00

2010-12.02 18:03.36

[2010-12-03 17:30

[2010-12-03 068:53:00

2010-12-06 17:30

2010-12-06 08:53.00

2010-12-06 18:03.36

[2010-12-07 17:30

[2010-12-07 068:53:00

2010-12-07 18:03:36

2010-12-08 17:30

2010-12-068 08:53.00

2010-12-08 18:03.36

[2010-12-09 17:30

[2010-12-09 068:53:00

2010-12-09 18:03:36

2010-12-10 17:30

2010-12-10 08:53.00

2010-12-10 18:03.36

[2010-12-13 17:30

[2010-12-13 068:53:00

2010-12-13 18:03:36

2010-12-14 17:30

2010-12-14 08:53.00

2010-12-14 18:01:35

[2010-12-15 17:30

[2010-12-15 068:53:00

2010-12-15 168:05:52

2010-12-16 17:30

2010-12-16 08:53.00

2010-12-16 17:69:62

[2010-12-01 17:30

[2010-12-01 08:56:00

2010-12-01 168:12:00

2010-12-02 17:30

2010-12-02 08:56:00

2010-12.02 18:12:00

[2010-12-03 17:30

[2010-12-03 06:56:00

2010-12-03 168:12:00

2010-12-06 17:30

2010-12-06 08:56:00

2010-12-06 18:12:00

[2010-12-07 17:30

[2010-12-07 08:56:00

2010-12-07 168:12:00

[2010-12-08 17:30

[2010-12-08 08:56:00

2010-12-08 16:12:00

P01N-19.N8 1730
Page 2/3

SRR A5 e BR T

ENEENEREEY )

Print Report:

Toolbar of report preview is as the following picture:

= 100z

T 100% Adjust the ratio of preview content;

L=~ Open the existing report file;

=EHE # X

Find the report file (*.frp) to be opened, select it and click [Open] to see the report.

= Save report to file;

Select the directory to save the report to, enter the file name and click [Save] to
complete the backup of the report for future check or copying to another computer for
printing; extension file name is “*.frp”.

= Print Report;
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4.5

45.1

x Close Preview
Data Export:

Click [Export] and the displayed data of grid in the current window will be exported to a
file (*.txt or *.xIs). It has the same function as [Export Data] when right clicking in each
grid.

Exceptions dealt with:

Click [Exception] and the following menu will pop up:

hppend Record
Late/Early Collectively

Business Leave/Leave

Modified Record Leog

Click options one by one in the menu and the following modules will pop up respectively:
[Append record], [Late/Early Collectively], [Business Leave/leave] and [Modified Record
Log]. If the calculation result is incorrect for some employee, first, please check whether
there is leave or forgetting Clock in or Clock out for this employee. If there is, please
deal with the records through above menu. Please refer to the next chapter for more
details.

Deal with Exceptions

Click [Exception] on the main menu, following springs:

Away On Business/Leave Ctrl+L

Append Record Ctrl
hppend Record Collectively
Dealing With Collectively Late/Early

Away on Business/ Leave

When the employee can't punch in/out because of going out on business or asking for
leave, in order to guarantee the exactness of the final statistics, we should make these
settings through this function. Click [Away on Business/ Leave] in [Exception] menu, the
following interface springs:

# Eaployee Be away on Business & Asking for Leave [ (=1E3]
L 9 - >
Lo YY) i
Append Delete Modify cel | Search Repert

Time Range

Department B head office
Begirring Tme| 20101217 v || gonoo 2

Emplayee No. EIRNERININNN

Leave Type

Ending Time 20101217 ~ |(17:30:00

Reasan

Department Employes Mo, Mame Beginning Time Ending Time Leave Type Reason
»

£ >

Deal with employee away on business / leave:

Click [Append], then select the proper department, employee ID, beginning time, ending
time, leave type, and click save when ready.
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45.2

45.3

454

Modification of employee away on business or leave:

Select the appointed employee whom you want to make this modification to, and click
[Modify]. Then you can modify the relative information; click [Save] when ready.

Deletion of employee away on business or leave

Select the appointed employee and the relative information you want to make this
deletion, and click [Delete].

Append Record

If a employee didn’t punch in because of special reason, you can use this function to
append the forgetting attendance record. Click [Append Record] in [Exception] menu,
the following window Springs:

# ippend record

Department | 0 head offcs v

Emplopee No.
State v

Recod Time | 20101217 v || goomn

Select the relative items and click [Append] when ready.

Append Record Collectively

When part or all of the employees in a department did not punch in/out because of some
reasons, please you can use this function to add punching in/out collectively, click
[Exception]--[Append Record Collectively], following springs:

#) Append record collectively X

Depatments list: Emplopees list Can 3
Erploges .. | Name ~ L)
& A0 > When Employsss can not clock—in or
R&D clock-out for some reasons, You can
Lock T T
&8 Sales add the massive clock-in or
28 P10 clock-out record here.

You can use the Ctrl key when
selecting many Employees;

The added record can be found in
the record modification log.

State: | Clock in -

Record Time: | 20101217 v | 0000 %

v

0%

Select the department, thus the employees in the department will be listed in the
employee list, select the employees whom you want to add records on to, then select
record’s state and time, then click [OK] to finish.

Dealing with Collectively Late / Leaving

When collectively coming late / leaving early takes place for some allowable reasons,
you can use this function. Click [Dealing with Collectively Late / Leaving] in [Exception]
menu. The following springs:
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# Dealing with collectively Late/Early X
el Employess lis &l
@ Coming Late ©) Leaving Early
Erployee No. | Hame -
Ignore clock in record » [Tz a1
8103 Micheal
From| 20101217 v|[ somo0 2 oS Ly
To oo

The: madified elock in time

200412417 || 75000

Search Emplopess

@Department | {f head office v

() Shift Normal N4
v

0%

Steps as follows;

1. Click “Dealing with Collectively Late/Early”;

2. Select time range for “Ignore clock in record”;
3. Select the “The modified clock in time”

4. Search employee through department or shift;
5. Select employee;

6. Click [OK] to confirm.

4.6 Data Maintenance

Click [Data Maintenance] on the main menu, following springs:

W Inport Employes List Crl+T
Inport Attendance Record Cirl+l

Clear Obselete Data
Conpress Datsbase

B baclop DatsBase

Initialize System

4.6.1 Import Employee List

Click [Import Employee List] in [Data Maintenance] menu. Pop up the following window:

n Import Employee List &l
Select a file to import
Fii ]

Failures in importing:

[ o ] [ Ol |

Click [J to select the personnel list file for importing.
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open (&3]
Lookjn: | 3 Backgroup managen c s R g
D Tenplate
- Oapnebep
froey
f .-}
nnnnnn
)
I
5l
i
<
 feek
| fiegame: i B
Files of tpe:  |Text File o txt) v Cancel

Select the right file which can be in *.txt or MS Excel (*.xIs) formats, then click [open]to
get back to above window, click [OK] to start!

The definition of (*.txt) data format as follows:

This format of file only can import the employee info of “ID, Name, and department”;
The format of data must follow: Employee ID + Tab + Name + Tab + Department;
The information each employee takes one line, no blank line between one another.

This format of file can import the employee info includes: “Employee No., Name,
Department, position, Employ Date, Telephone, Address, Sex, Language, Comment”;
put those items on the head line and input the items by order, the order can not be
changed.

4.6.2 Import Attendance Record

Click [Import Attendance Record] in [Data Maintenance] menu, Springs the following
window:

# Import Attendance Record 3

Select  file bo import

File D

Failures in importing:

[ ] [ O |

Click [J to select the attendance record file for importing, and click [OK] to start.

46.3 Clear Obsolete Data

Click [Clear Obsolete Data] in [Data Maintenance] menu, springs the following window:

#) Clear The Obszolete Data

Select the end date
Before: |EIEE- 317 v E :
Clear Cloze

After your system is used for a long time, you will get a large number of obsolete data in
the database. It ties up the hard disk space and influences your system operation speed.
At this moment you can use this function to clear these useless data.

Select the ending date for your data clearing. And click [clear] to complete this operation,
after the clearance, the system will prompt asking you to compress the database as
following shows; select [OK] to finish.
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Note: you can only clear the data of one month ago.

4.6.4 Compress Database

Click [Compress Database] in [Data Maintenance] menu to compress and repair the
database

4.6.5 Backup Database

For ensuring the safety of data and recoverability, we advise you to back up the
database regularly. Click [Backup Database] in [Data Maintenance] menu, then select
the route to backup the database. Click [Save] when ready.

Back up the database manually: Copy the Att2003.mdb from the installation directory to
the route you want to backup the database, so if the system collapses, you just copy
Att2003.mdb to installation directory over again after re-installation.

4.6.6 Initialize System

Click [Initialize System] in [Data Maintenance] to initialize the system. (Note: After the
system is initialized, all information will be lost; the system will get back to the state
when just installed. Please make sure that you want to initialize the system. )

4.7 External Program Management

Click [Device Management] on the main menu, following springs:

Connect To Time Attendance Device |

4.7.1 Connect to Communication Management Software

Click [External]-[Connect to Time Attendance Maching], the system will prompt the
communication interface between the software and the time attendance machine,
control the current machine which connected with the computer, also can collect all
records from the machine, upload and download employee information and fingerprint
templates, or clear the old data on the attendance machine, modify the time on the
machine. More details please reference the [Communication] chapter.
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Employees M Eecord W U Disk B

‘\Pj‘)‘l-l @ () English D= Communication Nanagement Software ¥3.9.4
’

| lnit Nansgenenith [RERTEI T

Add  Medify Delete | Synchronize Initialize | Terminal Eing uto update Dowrload  Dewnload  Clear
it paranster sebtings the TBA status | new record all record record

Unit Uit Unit ine
Terminal Wenagnent Unit Managenent

E Resune

ackup
Enployees Enployees

= All Groups
Groupl
Group2
Group? 1M
Groupd
- Groups

0% | )|
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QIR Communication

The chapter is mainly about how to add, delete
and set communication between PC and

terminal.
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5 Data Communication

Select [Start] - [All programs] - [Intelligent Management System] - [Communication
Management Software], the main interface will show as following (default password is

A\ A @ () Enclish -P= Communication Nanagement Software ¥3.9.4 = X
Unit Management Record Supervisien Enployess M Record M U Disk W
HERE O @ @ L O |0 D E @ &
Add  Modify Delete Synchronize Initialize Terminal Ring Time zome/Group Townload Downlozd  Clear Backup Rezune
Unit Unit Unit time unit parameter settings settings new record all recor d  record = Enployees Employees
Terminal Managment Unit Management
= &ll Groups
Groupl
Group2
Group3
Groupd
Group5

I 0% =

If the time attendance software’s login password is not empty, you should enter the
password firstly.

Sustem Logining

Mansgemeni Py [ ]

oK LCancel

Enter the password and click the button [OK] to login.
If you enter the wrong password 3 times, the software will automatically close.

When you enter a wrong password, a message box pops up as follows:

System prompt

@) Wrong adnin password you have 2 chances te try again,
s/ Please enter the adnin password again!

Click the button [OK]. And then try to enter the correct password

5.1 T&A Machine Management

5.1.1 Add Unitk
Click the button [Add Unit]. Following windows pops up:
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Terainal Nanagement [X] = recainal Nanagement

Device Type

Device Type |Fingerprit/Card Verity ~

Terminal Info

Communication tethod
Terminal o,

* LSB(no diver)

O LAN
)

€ LAN[Cliers)

O COM

ice Name
Comm Fon
ovice Growp |Browel v
C Rstss  [coMt S
Teh s Redses v

oK Cancel oK Cancel

e p |G -
Tha status |Peal status =

Device Type:There are two device types: one is Fingerprint/Card Verify, the other is
Facial Verify FacePass. Please base on the actual device type to select.

Terminal Information:
Terminal No: This number can be set as you need.

Device ID: Device ID is the uniquely identification for management software. Please set
it differently when you communication more devise in one software..

Device Name: You can set it as you need to describe the device.
Device Group: This group is used to manage the terminal machine.

T&A Status: There are three options: Actual Status, on duty and off duty. When we set
it as “Actual Status” the attendance records’ status in the software are as same they are
in the device. If you set it as “ON Duty”, all the records’ status which is from this machine
will be “On duty”. If you set it as “Off Duty”, all the records’ status which is from this
machine will be “Off duty”.

Communication Method

USB: Connect the terminal via USB cable;

LAN: Input the terminal’s IP address. The default IP address is 192.168.0.218.

LAN (client): Only communication with the PC which has server IP.

RS485: The default COM value is COM1;

Communication Parameter:

IP address: The FacePass terminal’s IP address.

Comm PWD: ltis the FacePass terminal’s management password.(Default is :12345)

Comm Port: The FacePass terminal’s TCP/IP communication port. Please check the
port number in the terminal.

Prompt: Create FacePass terminal must input correct IP address, terminal
management password and Communication port.

Click the button [OK] to save the information. Can see a saffron yellow terminal icon

). Please move the cursor to the terminal icon it displays as follows:
( )

Machine Number: 1

Machine Name: Head office
Serial Number: 500
Communication Method: USB

Connection State: Abnormal
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5.1.2

5.1.3

5.1.4

The connection state should be normal. So please do communication operation with
machine (i.e. Synchronize time). When connection state is normal, terminal icon will

o
become blue (‘).

Modify Unit

Choose the terminal and then click [Modify Unit], the following window pops up:

Terminal Nanagement X Terminal Nanagement
Devics Typs Device Type
Device Type | [RAEAL AT AL Device Type |l
TerminalInfa TermindlInfo
’7 Communication Method ’17 Communication Parameter
Teminal Mo, 7 USBIno driver) Teminal No. -
T i adess
Device D & LAN 192.168.0.218 Devu:e\D.
(Check Devise 1D from the davies meru) (Chesk Deviee D hom he devicemens) | L [T
5  LAN(Clisng — o
Device Mame Device Name ’7
© coM CommPart 33302
Devics Group |Group! = Devics Group |Greue =
© Rs4ss  [comt -~
ThA status | Real status ~ Tad status | Real status =
oK Cancel or oK Carcel

Modify the information and then click the button [OK] to save the modification. Click the
button [Cancel] to cancel the modification.

Notice: If the “No” is already exist in the software, following message box pops up:

System prompt

\_‘_:/ Mready have the machine number and the device ID

Click the button [OK] to set the Unit information again.

Delete Unit

Choose the T&A unit and then click the button [Delete Unit]. Following message box
pops up:

Please confirm...

@y This speration #ill deal with the selected machine
‘-'4/ 1[Heado£fice]
Ar

e you sure to continue?

cua

Click the button [OK] to delete or click the button [Cancel] to cancel.

Right Key MenuX

Select terminal icon right click and perform the menu:

& Select A1

m Eewverze Selection
Set the machine number
Set the IP configuration
Terminal information
Open the door wia software
Mezzage Managzement
Dizable the manager

GPRES

[Select All]: Select all the terminals.
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5141

51.4.2

5.1.4.3

5144

[Reverse Selection]: Select the terminals which are not selected. Cancel the terminals
which are selected.

Set Device ID

Select [Set the machine number] and open [Set up] interface:
Set up g|
Machine No. [1-33333333)

ak. | Caticel ‘

Modify device ID and click [OK]to save, you can check the device ID in the setting menu
of the terminal.

Set the IP Configuration*
Click [Set the IP configuration] and open the window:

Set the terminal’ s TP configuration

X

Set the terminal's IP configuration

|

[ Default gateway: |
[~ Sub mask: |
[T MALC address: |
|

|

|

[~ Server IP addiess:
[~ ‘work mode:

[~

[~ Comm Port

oK | LCancel |

Select the check box and then modify the parameters. Click the button [OK] to save

Terminal Information

Display terminal information as follows:

Terminal information El

Teminal infarmation

User number E
Fingerprint number 2
Password number 2
Card number K
Mew records number B
Total records number &

Fitmware version .ADHT
Device SH 1234567831 234567

Betrieve Cancel

Click the button [Retrieve] to retrieve the terminal information. Click the button [Cancel]
to close the window.

Open the door via software

If you click the item [Open the door via software], you can see the information in the
main interface as follows:
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[2011-08-25 13:35:58]1[Head office]Open the door via software successfully!
And meanwhile you can hear the sound from the relay.
5.1.45 Message Management

Send the message to the user when he clock in.

Click the item, a window pops up as follows:

Nessage Nanagement E]
Message Tupe iivate messagci =T ID| Begin datel 2mo1247 j Erd date| 20101217 =
Message EDntEnl‘ Add Message
Message List Read Message

MO Message Typ Emplores [ Name Begin date End date tessage Content

[ 0%

Delete All Messages | Delete Selected Messages|

There are two kind of message type: Private message and Public message

Private message need the employee ID. If you do not input the employee ID, the system
prompts message: Input message not compete!

Click [Add Message] button to add the message.

Click [Read message], you will see the message in the [Message List]. And you can
select one message and click [Delete Selected Messages] to delete the message.

Click [Delete All Messages] to delete all messages on the terminal.

The message displays on the terminal’s LCD as follows:

[Public] v [ID 008108] A
Good morning! Good morning!
Public message Private message

Message length: 27 Chinese letters or 54 English letters.

Notice: You can shift the messages by pressing [«], [—] key.

5.1.4.6 Disable the manager

Choice [Disable the manager] menu, the system will prompt as follow:
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',TJ Are you sure to to disable the manager ?
S

Click the [OK] button to delete manager, Click [Cancel] to cancel the delete operation.

[2010-11-22 14:10:00]1[Head Office] Clear the manager succeed.

5.1.4.7 GPRS
Create GPRS communication.

e =)
GESN [ Enabled
severlP 192 2/ 188 2] 0 2[[F =
Fot [5000 5

Setp Cancel

GGSN: Gateway GPRS Support Node

Server IP: The public IP address of the server connect with Internet

Port: software communication port.

IP address: The PC’s IP address which installed the management software in the LAN.
User Name: GPRS account name.

Password: GPRS account password.

Click the [Setup] to setting the GPRS in the software. Click [Cancel] to cancel.

5.1.5 Synchronize Time

Synchronize the terminal’s time with the computer time. Click the button [Synchronize
Time].
- -.l ﬂ. £ English T T Communication Management Software V4.0.4 l E@I&J
Device Management Record Supervision Employees Management Record Management U Disk Management

E‘J@@QQQ@@&

Add Medify  Delete
Device Device Device

Synchronize Device Download  Download Backup Resume
time parameter new record  all record Employees  Employees

Devices Managment

Device Management

Following message box pops up:

Please confirm..

is operation will desl with the selected machine
'4/ 1[}{ adoffice]
e you sure

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Some operation information displays in the main interface as follows:

[2011-08-25 13:49:24]Synchronizing time...
[2011-08-25 13:49:25]1[Head office]Synchronization successful!
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Device Parameter Settings
Click the button [Device Parameter].
) [ @ ) Enclizn -P= Communication Nanagement Software ¥4.0.4 - o x

Device Management | Record Supervizion  Employess Management  Record Management U Disk Management

neEEg Q|| © ¢ 0O N B &

Add  Medify Delete | Synchromize Device Ring  Time zenefGreup  Auto updaie Download  Dowrlead Baclrup Eesune
Device [Deviee Dewice time parameter | settings settings the Téh status | new record all record | Enployess Employees

Devices Managnent Device Managenent

=I- All Groups [ Device pavameter
Groupl :
Group2 OoL
Group3 1]
Groupd
Grouph

The [Terminal parameter settings] interface pops up:

b Device Parameter Settings &J
tatching Precision :I' Management Passward(0-999999)
Fiecord Alam Threshold Y alue(0-5000) 1000 Sleep time{0-250 minute) 10
Time Period between Repeated Clocking[0-250 minute) 17 Wolume(0-5) 3
Inteligently Update FP Template Enable o [ate fomat wy-mm-dd =
Workcode Prompt hd Time Format 24 Hour -
Ring Function :I'
Wiegand Mode "wiegand2f :I'
Fived Wiegand Area Code(0-254) =
Lock Relay Time(0-15 second) 5
Door Contact Alarm Delay[0-250] 129
Default Verification Mode on the Device 123 Company hame |
P . 0 B
Time calibration (+ 60]: Compapddiess |
Reqistration Card mode: - Bemmer Tt |
FaceFass device without abowe functions.
Initialize: Device | Clear Device ‘ Dizplay Default setting | Ok

[Matching precision]: There are three kinds: ‘Normal’, ‘Good’ and ‘Exact’. The default
value is ‘Good’.

[Record alarm threshold value (0-5000)]: If the rest memory space for the record is less
than the threshold value, the machine will alarm.

[Time period between repeated chocking (0~250 minute)]: The maximum value is 250
minutes. And the default value is 30s.

[Intelligently Update FP Template]: During fingerprint sensor identification process, the
senor replaces the lowest-quality data with new, higher-quality data that it acquired in
the matching process. This enables the sensor to maintain high quality data at all times,
saving the user from repeated authentication attempts. Default status is limited.

[Workcode Prompt]: Enable/Disable the prompt of workcode during verification.
[Ring function]: Enable is function before using the Ring time settings.

[Wiegand Mode]: Wiegand26, Anviz Wiegand (Encrypted wiegand.) and Fixed Wiegand
area code.

[Fixed Wiegand area code (0~254)]: If you upload one fingerprint to two terminals, the
same fingerprint’s wiegand outputs are different in the different terminals. If the two
terminals’ wiegand area codes are same, the same fingerprint's wiegand outputs are
same in these two terminals.

[Lock Relay time (0~15 second)]: The door open delay.
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[Door sensor alarm delay (0-250)]:The Door sensor alarm delay time range setting.

[Default identification method on the device]: Set identification method for the device.
Such as: Fingerprint , Fingerprint+Password, Fingerprint+Password+Card
ID+Password, ID+ Fingerprint, ID+Password+Fingerprint, Card, Card+Password,
Card+Fingerprint etc.

[Time calibration(x60)]: Adjust the accuracy of time on device when you found the time
on device is abnormal. Time unit: Second.

[Registration Card mode]: There are 5 modes: Disable; Big endian,Wiegand 26 mode;
Little endian,Wiegand 26 mode; Big endian,Wiegand 34 mode; and Little endian,
Wiegand 34 mode.

For example: The original Mifare card number is “21 00 A5 EA D9".

No Mode Output

1 Disable 21 00 A5 EAD9
2 Big endian,Wiegand 26 mode A5 EA D9

3 Little endian,Wiegand 26 mode A5 00 21

4 Big endian,Wiegand 34 mode 00 A5 EAD9
5 Little endian, Wiegand 34 mode EAA5 00 21

The factory default format is “Big endian,Wiegand 26 mode”.

[Management password(0-999999)]: Setting device management password.(Suit for:
C2, C2C, C3, OA1000 and OA3000 device)

[Sleep time (0~250 minute)]: How long does the terminal turn to the sleep mode if there
is N0 one operating on the terminal.

[Volume (0~5)]: The volume of the prompt sound in the terminal. The default value is 3.
[Date format]: There are three kinds date format: yy-mm-dd, mm/dd/yy, dd/mm/yy.
[Time format]: There are two kinds time format: 24 hour and 12 hour.

Click the button [OK] to confirm.

[Company name]: Uses for print to display the company name on the ticket.

[Company Address]: Uses for print to display the company Address on the ticket.
[Company Tax]: Uses for print to display the company tax number on the ticket.

Click the button [OK] to save the settings. Following message box pops up:

Please confirm. ..

@ This cperation will deal with the selected machine
/) 1lsadotfica]
\ Bre you sure to continue?

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information in the main interface is as follows:

[2011-08-25 15:05:08]Set Advanced Parameter...
[2011-08-25 15:05:10]1[Head office]Parameter setting successfully!
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[ Device Parameter Settings ﬁ

Matching Precision Good j' Management Password(0-999999)

Record Alamn Threshold Value(0-5000] 1000 Sleep time(0-250 minute) 60

Time Period between Repeated Clocking(0-250 minute] 0 Yolume(0-5) 5

Inteligently pdate FP Template Dizeble = Date fomat o/ dd/yy =l
Workcode Prompt Disable s I i AT Tt 24 Hour -
|Helay Setlings 1-Lock 2-Close A ||

Wiegand Mode |Fi)<ed Wiegand area codﬂ

Fixed Wiegand Area Code{0-254) 0

Lock Relay Time(0-15 second) 10

2m
Default Verification Mode on the Device 201 |
FacePass device without above functions
Initialize Device | Clear Device ‘ Display Default setting Ok

L =

[Relay Settings]: Set the function of relay as lock, ring, or close.
Note: The function-“Relay Setting” will only display if the device has 2 relay. E.g. T60.
[Initialize Device]:

The device will resume to factory settings. All data will be cleaned up. Attention should
be taken for this operation!

Click the button [Initialize Device]. Following message box pops up:

Please confirm... &l
<2 hiz operation ill deal with the selected machine
\_.H 1[Headoffice]
i ntinme?

Click the button [OK] to confirm or click the button [Cancel] to cancel.
Some operation information displays in the main interface as follows:

[2011-08-25 15:20:59]Initializing...
[2011-08-25 15:20:01]1[Head office] Initialization successful!

[Clear Device]:
Click the button [Clear Device]. Following message box pops up:

Please confirm. ..

@ This speration #ill desl with the selacted machine
\_.H 1[Headoffice]
dre you sure to continue?

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Following information shows on the main interface:

[2011-08-25 15:24:15]Clearing time attendance records...
[2011-08-25 15:24:16]1[Head office] Clear time attendance records successfully

Click the button [Display Default setting] to setting the terminal as recommendation
default settings.
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Ring Settings *

Set the ring time. Please enable the Ring function in the parameter settings first of all.

5.1.7

Click the button [Ring settings].
=) H.. ) English e
=

BnEeExs Q @9

Add Modify  Delete
Device Dewice Device

Communication Nanagement Software ¥4.0.4 - =

Device Management | Record Superwision

Enployess Management

4

Record Management

Auto update
the T#A status
Device Management

U Ti sk Management

0 8 &

Download  Downlead Baclup Resune
new record all record | Employees Employees

W
Time zone/Group
zettings

Ring
settings

Device
parameter

Synchronize
time

Devices Managment

= &ll Groups
Groupl
Group2
Group3
Groupd
Group5

Ring settings i

[Set ring time] window pops up as follows:

Set ring time %)
Ring time list
[ Detsilsd infomnaticr
Fingtine |00:00
W Mondsy [ Tussdsy [ Wednesdsy [ Thusdsy
Iv Friday [ Saturday [ Sunday
% pdd | = Delste | ok | Cance |

Input the ring time and then click the button [+ Add)] to add the ring time to the “Ring
time list”.

You can also click the button [-Delete] to delete the ring time from the “Ring time list”.
Click the button [OK] to save the settings. Following operation information displays in
the main interface:

[2011-08-25 15:57:32]Setting ring time...

[2011-08-25 15:57:33]1[Head office]Set the ring time successfully!

5.1.8 Time zone/Group settings X
This function is only for the terminals which have the access control output.

Click the button [Time zone/Group settings]. The [Set time zone/Group] window pops
up:

B set time zone/Group 5]
Time zone settings
Timze zone number [—- et
Manday begin/znd fime o000 = | oono0 =
Tieertley betmdl 00000 = | D000
Wednesday begin/end time [‘oooo0 = [ooo0 =
Thursday begin/end time o000 = | oono0 =
it el 00000 = | D000
S aturday begin/end tine [oooo0 = [wono0 —
Sundap begin/end tims o000 = | oono0 =
Group seftings
Brevprrian [ =l Set
it e [ =l
fimoeeE [ =
Tine zone 3 [ =
T ged) [ =l
Fit
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[Time zone settings]:

Select the time zone number. And then you will see the time zone settings.

If you want to modify the time zone, you can just set the parameters again and click the
button [Set] to save.

[2011-08-25 16:06:31]Setting the time zone...

[2011-08-25 16:06:32]1[Head office] Set the time zone successfully!

[Group settings]:

Select the group number and then you can see which time zones are arranged in this
group.

If you want to modify the group settings, you can just change the time zone number and
then click the button [Set] to save.

[2011-08-25 16:06:42]Setting the group...

[2011-08-25 16:06:43]1[Head office] Set the group successfully!

5.1.9 Download New Record

Click the button [Download new record].

=)\ C@ () English s Communication Nanagement Software ¥4.0.4 - = X
Device Management | Record Supervision  Employees Management  Record Management U Disk Management
2ERE QO ¥ b VW < N @& &
hdd  Modify Delate | Synchromize Devics Ring  Time zome/Group  Auto update Download | Download Baclup Eezuns
Device Dewice Dewice tim parameter seitings settings the Ttk status | new record | all recar 1 | Employess Employees

Devices Managment Device Management

Following message box pops up:

Please confirm. ..

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Following information shows on the main interface:

[2011-08-25 15:12:11]1[Head office]Reading attendance records...

[2011-08-25 15:12:12]1[Head office]Read the records completed,Records:4, Read
successfully:4

5.1.10 Download All Record

Click the button [Download all record].

)\ F“" Y English = Communication Nanagement Software ¥4.0.4 - B X

Device Management | Record Supervisien  Employees Menagement  Record Management U Disk Management

= @ H0 LN C) @ [

= = @) 9 2 - N\ 3
Add  Modify Delete | Spnehrenize Device Ring  Time zome/Group  Auto update Download | Download Eackup Eesune

Device Device Device time parameter settings settings the Téh status new record \all record Employees  Employees

Devices Managment Device Management

Following message records pops up:
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Blease confirm...

@y This speration #ill deal with the selected machine
&/ 1leadoftice]
fre you sure to contimme?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Following information shows on the main interface:

[2011-08-25 15:13:23]1[Head office]Reading attendance records...

[2011-08-25 15:13:24]1[Head office]Read the records completed,Records:6, Read
successfully:6

5.1.11 Backup Employees

Download the employee information and employee’s fingerprint templates from the
machine to the computer. You can edit the employee information in the database
Att2003.mdb. The user information is saved in the table “User Info” of the database. And
the fingerprint templates information is saved in the folder “Template” in the installation
directory.

Click the button [Backup Employees].

= Iﬂ.: ) English = Communication Nanagement Software ¥4.0.4 - = x

Device Management Record Supervision Employees Management Record Management T Disk Nanagement

) @ O [N <) [
w = 9 » O < A
8dd  Modify Delete | Symchronize Devies Ring  Time zome/Group  huto update Dowrlosd  Download Backup Y—

Device Device Dewice time paraneler settings seltings the Téh status = new record all record | Employees | Employees
Devices Managment Dewice Management

Following message box pops up:

Please confirm...

@y This speration #ill deal with the selected machine
&/ 1[HeadofE
fre you sure to contimme?

Cunca

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information displays on the main interface as follows:

[2011-08-25 15:15:07]Back upping employees...
[2011-08-25 15:15:07]Backup employee:1[Head office]

[2011-08-25 15:15:08]1[Head office]Backup employee information completed,
Records:1, Read successfully:1

[2011-08-25 15:15:08]1[Head office]Backuping fingerprints...
[2011-08-25 15:15:08]1[Head office]Backup employees and fingerprints completed!

Notice: You can stop back upping the employee by click the button on the right bottom
corner. Following message box pops up:

Please confirm...

@y This speration #ill deal with the selected machine
&/ 1[Headoffica]
fre you sure to contimme?

Cunca

Click the button [OK] to confirm or click the button [Cancel] to cancel.
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5.1.12 Resume Employees

Upload the employee information and employee’s templates from the computer to the
terminal.

Click the button [Resume Employees].

C0 @ () English ~-'s Communication Hanagement Software ¥4.0.4 - =B X
=l
Device Menagement (G E T R P t  Record M t U Disk Management
e @& ile L ) @
= = Q ¥ »z O < 3
Add Modify Delete Synchroni ze Device Ring Time zone/Group Auto update Download Dowrload Baclnp Rezume

Device Device Deviee time parameter settings settings the TéA status | mew record all record | Empleyees | Employees
Devices Managnent Device Management

Following message box pops up:

Please confirm...

@ This operation will deal with the selected machine
w2/ leadori

e you ontinue?

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Some operation information displays as follows:

[2011-08-25 15:16:37]Get back employees...
[2011-08-25 15:16:37]Get back employees:1[Head office]
[2011-08-25 15:16:38]1[Head office]Get back employees completed

Notice:

1. please make sure that the User ID is existent in the terminal.

19 15:08:07]Get back employees...
[2011-08-25 15:08:07]Get back employees:1[Head office]

1[Head office] No such ID existed, recovery failed!

2. You can stop recovering the employee by click the button [Stop] on the right bottom
corner.

5.2 Record Supervision

Get the records from the terminal real-time.
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PJ [5]@ ) Bnclizh - Communication Nanagement Software ¥3.9.d _ = x
Unit Managenent | Record Supervision | Bnploees Mamagement  Record Mamagement U Disk Menagement
O] Begin Tine 2011-11-09 14:23:59 Check-in Timez 0
L] End Time 2011-11-09 14:24:00  Checkout Timez 0
Activate | Frohibit
resliime | realting ||| Enployes Hunber 0 Other Status Tines 0
Eeal Time Wanagement Real-Time Momitoring Records Information
= Al Graups
Groupl ™
Group2
Group? P
Groupd :
Groups
No. Hame Date/Time Status Descrption Teminal Mo DevieelD  Devicename  Depariment Fositan Wiark Code  Identifcation Method
0% [

5.2.2

Click the [Activate real-time] button, the status bar shows message: Reading
attendance records...

Now the software is beginning to supervise the terminal, and then collect the records
every 5 seconds. You can review the record information in the [Real-Time Monitoring
Records Information] as follows:

Begin Time 2010-12-1T 12:29:24 Checl—in Times O
End Time Checl—out Times O
Emploree Humber O Other Status Times O

Eeal-Time Monitoring Records Information

When the employee clock in or out, the [Check-in Times] or the [Check-out times]
increases one. And the real time record shows.

And the following window which includes the employee ID, Name, Department and
Position pops up:

ID: 8107

Name: David

Dept: RND
Posttion: Software
Engineer

Prohibit Real-time

Click the button [Prohibit real-time] to stop the real-time monitoring. You can see the
begin time and end time of the real-time monitoring in the [Real-Time Monitoring
Records Information] as follows:
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Begin Time Z2010-12-20 15:32:14 Check—in Times O
End Time 2010-12-20 15:32:53 Checl—out Timez 0

Emploree FHumber 3 Other Status Times 0

Feal-Time Monitering Records Information

5.3 Employees Management

Employees’ management interface is as following:

)@ ) Enclis
)
7

Unit Nansgenent  Hecord Supsrvisien | Exployees Mumagenes

2
6.

Adi
Teployee Enp

Engloyess Hansgaent

ETTe
Group P~
G2 o

Group3 1

L ] Employeeh . Card No Hame Sex Postion Buthdsy Enpioy Date | Phone Address Unit FP1 FF2 Passworc Face

Flesd attendance tecords compieted

5.3.1 Add Employee

Click [Add Employee] button, open [Add/modify employee info] window which includes 2
pages: Basic info and fingerprint registration as follows:

[ Add/Nodify Employee Info X
Basic Info |

Wl

Cadbo |
Meme|
Eom—
S| T

Dopt |8 headofice w|
Govprumber 1 7| of 8 x|
Userype | NomalUser |

dentification Method | Sept

R | KN KN (RN KT

0 Mo, | Bithelay .. =l
Hation | | Empoppael =l
Position | _~| Poltical Feature | =]
Educaiion | = specis| El
Phone | Matitz |
Native Place |
Address |

Save Cancel

[Basic info]: Edit employee’s basic information.
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Add/Modify Employee Info PX|
Basic Info |

T
ol Mo, |3395985
Name D¢
Passward |123
sex MalE <]
Deps, | head office
Gowpruber [T 7] A ﬂ ﬂ
Useryps [NomalUser ] et
\dentfication Method [ Sept =]

Ll K | K RN K

D Mo Bitthday 1. =
Nation | | EmplopDate [ |
Pasiion | | Poliical Feature | |
Educalion | = speciany| =]
Phane | Mobile |
Native Place |
Address |
Save Cancel

Notice: The No. is exclusive as well as the first digit cannot be 0!

You can also add pictures for employee. There are two ways to add pictures:

1st way: Click [_\|] button, choose employee’s picture stored in PC and open [Edit
picture] window as following,

Py
2
Cose

|| |4

=7
v e | Gece | Cupmer

Click the button [View] to choose one photo. And Crop the photo by the [Cut-down]
button and then click the button [Save] to save as follows:
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B Add/Nodify Employee Info

£

Basiclnfol

No. 81

CardNo. 2235

Nane |Lizzy

Password |123
Sey [Male ﬂ
Dept. ) Headoffice |
B ol e %

User type |Nomal User R
Identification Method |6

D No. Bithday IL.
Nation =] EnpoyDate I v
Position |—ﬂ Peltical Faature |F'uly Mernber -
Edston| ] cpeay 7
Phoe| wakel
Native Place |
Address |

sove |  Concel |

2nd way: You can install camera to take pictures and edit then save. Make sure there is
camera equipment installed in your PC.

Click [!|] button, open [Pictures shooting] window as following,

-

el

TskePic

l)

Bestore

-
o

22 B
CutDown|  Chse

-

Choose camera equipment, and click the button [Take Pic] to take a photo.
Edit the photo by [Cut-down] function and then click the button [Save] to save.
Click the button [l‘_|] to delete the employee photo.

[Fingerprint registration]: Use the external USB fingerprint reader: OA99+ to enroll the
fingerprint.

The sentence “Connect to the fingerprint sensor reader successfully!” means that the
OA99+ is connected successfully.
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5.3.2

5.3.3

B Add/Nodify Staffer Info

E3

BasicInfo | Other Info~ Fingerpiint Registration ]

FP Eriall candition

- Ervol
~ Ervoll

Connectto the fingerprint sensor reader successfully!

Save Cancel

Place the fingerprint on the terminal’s fingerprint scanner window and then click the
button [enroll] to enroll the fingerprint.

[ Add/Nodify Staffer Info 3

Basic Info | Other Info Fingerprint Registration I

~FP Enroll conditior

[7 First Fingerprir Enroll
I~ se ing Enroll

Enroliment successfull

=

Save LCancel

Click the button [OK] to save or click the button [Cancel] to cancel.

Modify Employee

Modify employee operation is to modify the employee information in the window
[Add/Modify employee Info]

:1) a O £ English -'s Communication Nanagement Software ¥4.0.4 - B X
Device Management Record Superwision Employees Management Eecord Management U Disk Management
P E P S~ 2, % @ @ sl 100 p
E_b E% & 8 ’\'ﬁ Employee Hame
Add Modi £x Delete Transfer Set Copy Download VUpload Delete Check
Enployee | Enployee | Employee | Department priwilege Priwilege || Template UserTemplate from Unit Device Employee
Enployees Managment Enployees communication Employee Checking

Delete Employee
Delete the employee from the database.

Choose employee from employee info list (you can choose some or all the employee by
using the button [Shift] or [Ctrl] on your computer’s keypad).
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:1) L2 0 ) English M B Communication Nanagement Software ¥4.0.4 - B X
[ R S e = T Erplogecs Menazement [EEETCT D U N (RS
:) a —~ 5 & @ @ Employee 1D p
_-p 8 ’\% Employee Hame
Add Madi £y Delete Transfer Set Copy Download Upload Delete Check
Employee Employe= Employee Department priwilege Friwilege Template UserTemplate from Unit Device Employee
Enployees Nanagment Enployees communication Enployee Checking
= Al Groups
Groupl r‘ j r‘ j
Group2 O
Group3 1] 2]
Groupd
Grouph
ﬂ Headoffice Employes b Card Mo Name Gender Position  Bithday | Employ Date | Phone  Address Device FP
% | Me 4y 4 1 1 ]
g2 e/ | ‘|

534

5.3.5

Click [Delete Employee] to delete the selected employee.

i“ﬂ) L2 0 £ ) English = Communication Nanagement Software ¥4.0.4 - B X
g e RTINS ©lovees Manacement [N R Ny S
’ L~ 5 & @ @ Enployee I p
E;;I [% 8) f\% Enployes Name
add Wodi £y Trenefer Set ez Mdlaedl Upload Delete ) Check
Employee  Employee | Employee Department privilege Privilege Template UserTemplate from Unit Device Employee
Enployees Managment Employzes communication Employee Checking

Transfer Department

Choose the employee and then click the button [Transfer Department]. The window
[Employee Transfer] pops up:

Flease select the department:

= ﬁ head office
& a0
&8 RiD

&% FiD

ok Cancel

Select the department and then click the button [OK] to confirm or click the button
[Cancel] to cancel.

Set Privilege
We can only upload the employee to the authorized terminal.

Choose the employee from employee info list (you can choose some or all the
employee by using the button [Shift] or [Ctrl] on your computer’s keypad). Click the
button [Set privilege]. The [Set privilege] window pops up:
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Set privilege )
= O
1[Head Offiss]

O 25hanghail
=0 Group?
O 3(Bsiing]
O 4[shenzhen]
O Groupz
O Groupd
O Groups

aK LCancel
Choose the terminal and then click the button [OK] to save.

You can find the employee’s authorized terminal in the column [Unit] as follows:

Emplares Mo, CardMo.  Mame Sex Position Bithday  Employ Date  Phone Address 1stFP 2ndFP | Unit

> I O !
8103 Michesl 20101247 O O
@0s Lizzy O O

Judy's fingerprint is in the unit1.
Micheal's fingerprint is in the unit 1 and unit2.
Lizzy's fingerprintis in the unit2.

5.3.6  Copy Privilege

Copy the privilege from employee A to the employee B. And then the employee B’s
privilege will be as same as the employee A.

Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl] on your computer’s keypad). Click the
button [Copy Privilege]. The [Copy Function and Privilege] window pops up:

Copy Function and Privilege

Copied Emplaree ID

Input the one employee’s ID. And then you can click the button [&I] to browse the
employee’s privilege in the [Set privilege] as follows:
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Set privilege

-0

[ 1[Head Office]
2[Shanghai]
= Group2

O 3Beiing]
4[Shenzhen]

O Group3

[ Groupd

O Groups

Cancel

Click the button [Cancel] to exit the [Set privilege]. And then click the button [OK] to
confirm or click the button [Cancel] to cancel.

Please confirm. ..

System prompt
\_‘{J The Selected emploree’ s privileges are successfully copied!

5.3.7 Download Template *
Download user template (face or fingerprint) from the terminal to the software.

Choose the employees from employee info list (You can choose some or all the
employees by using the button [Shift] or [Ctrl] on your computer’s keypad). Click the
button [Download Template]. Following message box pops up:

confirm. ..

P This operation will deal with the selected machine:
. 1[Headoffice]
fre w¥ou sure to continume?

Cancel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation nformation shows on the main interface as follows:

[2011-08-25 16:18:44]Download fingerprint...
[2011-08-25 16:18:44]Download fingerprint:1[Head office]

5.3.8 Upload User Template

Upload the employee information and face or fingerprint template to the terminal.
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Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the
button [Upload User Template]. Following message box pops up:

Blease confirm...

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information shows on the main interface as follows:

[2011-08-25 15:10:18]Upload employees and fingerprints...
[2011-08-25 15:10:18]Upload employees and fingerprints: 1[Head office]
[2011-08-25 15:10:19]1[Head office]Upload employee and fingerprint completed

5.3.9 Delete from Unit
Delete the employees from the terminal via the software.

Choose the employees from employee info list (you can choose some or all the
employees by using the button [Shift] or [Ctrl]] on your computer’s keypad). Click the
button [Delete from Unit]. Following message box pops up:

Please confirm. ..

@ This cperation will deal with the selected machine
/) 1lHeadofFice]
hre you

Click the button [OK] to confirm or click the button [Cancel] to cancel.

The operation information shows on the main interface as follows:

[2011-08-25 15:11:21]Delete the employee from the device...
[2011-08-25 15:11:21]Delete the employee from the deviece:1[Head office]
[2011-08-25 15:11:22]1[Head office]Delete the employee from the device completely

5.3.10 Checking Employee

Search the employee information.
Emploree ID (=
Emploree Hame é_)
Check

Terminal Enplores

Emploree Checking

Search the employee information by the employee ID, Employee Name and Terminal.
Click [Check Employee] button to check the employee’s information.

5.3.11 Department Management

Move the cursor to the department list and then click the right button of your mouse. The
menu pops up as follows:
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E@ Headaffice Employee b
Add Dept
Modify Dept
Delete Dept

Add dept:
Click [Add dept.]. The [Input Department Name] window pops up:

Input Department Name

Fleaze Input Department M ame;

Input the department name. Click the button [OK] to confirm or click the button [Cancel]
to cancel.

Modify dept:

Choose the department which is going to be modified. Click [Modify dept.]. The [Input
Department Name] window pops up:

Input Department Name

Pleaze Input Department Mame:

Input the department name. Click the button [OK] to confirm or click the button [Cancel]
to cancel.

Delete dept:

Choose the department which is going to be deleted. Click the right button of your
mouse and then click the [Delete dept.]. Following message box pops up:

Please confirm...

\:.:/ fre you sure to delete the selected department?

Cancel |

Click the button [OK] to confirm or click the button [Cancel] to cancel.

Remark: Right button menu:
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Select AL

Cancel Seletion

x) @ @

Transfer Department
Copy Friwilege

Add Emplores
Modify Emplores

. \Ii.. L2

4 Delete Emploree

5.4 Record Management

T) )| @ () English -P= Communication Nanagement Software ¥3.9.4 - = x
Unit Menagement  Record Supervision  Employees Record U Disk
— Text £ile (¥, txt -
P 5esin Date 2HAS 20111108 - = Export Format Text file (k. txt) Enployes Ho
é Euport Ficld Ho.:Date/Tine:Terninal Ho. :Sta - -
EEI= 2011-11-09 + | Search Export
T End date et | Time Format ¥yyy-mm-dd Ehinm:ss - Space symbol Length 1 rorord
Record Search Expert Record
= Al Groups
Giroupl H
Group?
Group3 i)
Groupd -
Group
Mo Name Date/Time Status Status Descriplion | Terminal No| Device |D Device Name Postion Work Code  Idenificatioy
< >
0% =

5.4.1 Record Search

0% Begin Date Fri 12/17/2010
P End date Fri 12/17/2010

Record Search

Set the Begin Date and End Date as follows:

L] December 2010
S MTWTTF S

12 3 4
S 6 T 8 91011
12 13 14 15 16 [17]15
19 20 21 22 23 24 25
26 2T 28 29 30 31
Taday

Click the button [Search record] to search the record.

Mo Mame Drated Time Status
p| 379 Peter 3/20/2009 10:28:10 AM |

386 Jack 3/20/200910:28:31 AM |

387 (E 3/20/2009 10:28:34 AM |

Statuz Descripion  Unit Mo Uit 5/M

1 300
1 300
1 300
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5.4.2 Export Record
Set the export format, export file and time format.

Export Format Text filelk. txt) ~ Emploree Fo. Length B
Export Field Fo :Date/Time;Unit Wo. ;Status - Space symbol | -
Export
Time format ¥yyy—mn—dd Khimn:ss - Space symbol Length 1 ek

Export Record

Export format: 3 formats optional: text file (.txt), CSV file (.csv), Excel files (.xIs).

Text file (¥, txt]
C3Y file (% c=zv)
Fxcel file(®. x1z)

Export field: Choose the fields which are useful for you.

[]Hame
DatefTime
[#]Unit Ha.
[JUnit name
[¥]Status
[JStatus Wame
DDepartment
[JFPesition

Time format: 4 optional formats

vy mm—dd hh:mm: ==
yyrym—d hhomm:ss
ywy—mm—dd hbomm:ss
yyvymmddhbmmss

Employee No. length: Set employee No. length, the default is 6 digits.
Space symbol: Space symbol to separate fields
Space symbol length: Space symbol bit

After setting completed, click [Export record] button, open [Save as] window, choose
save file directory, input file name, click [Save] button. The system prompts as follow:

System prompt

Click the button [OK] to confirm.

5.5 U Disk Management Program *

U disk management program use for load the data from USB flash disk to database.

Read the attendance record from USB flash driver, must make sure all data store under
G:\00000001 folder in the USB flash driver first. [G]: The driver letter of the USB flash
driver; [00000001]: is the terminal device ID.

The shows as following:
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5.6

5.6.1

[ @ ) Emelizn -s Communication Nanagement Software ¥3.9.4 = x

=
Unit Menagement  Kecord Supervision  Employees Becord U Disk

w9 R @

S Find U Disk | Bead Records Restors Enployes Backup Enployes
from U Disk from U Disk to U Disk

U Disk Wanagement

=~ All Groups
Groupl -
Group2

Group3 i}
Groupd B
Groups

[2011-11-03 14:23:06]1[T10pen the dooi via software successiulb]

| 0% ‘

Read Records from the U flash disk: First click [Find U Disk] to fine the path of the
USB flash disk, click [Read Records from the U disk] the system will auto read the data
from U disk and export to local database.

The FacePass terminal only with “Read Records from the U flash disk” function.

Restore Employee from U Disk: click [Restore Employee from U Disk] button, the
system will export the employee information data to local database and fingerprint
template to root index “Template” folder.

Prompt: If the local database has had this record aleady, the system will prompt “record
repeated”.

Backup Employee to U Disk: The database of the existing employee information and
fingerprint template, backup to U plate

System Settings

Click the icon [=] on the top left corner, the menu pops up as follows:
-
) Basic Parameter Setting
v T4A state Setting
L@ Timing Downloading Record
L‘i@‘J Hanagement PT setting

|[‘|"1 Database linking setting

= Exit system
vl

Basic Parameter Settings

Click the [Basic Parameter Setting]. The [Basic Parameter Setting] pops up:
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5.6.2

5.6.3

B Basic Parameter Setting

®

Basic Parameter
Cam Port Commurication delay time(1-5) 5 econds
MNetwark Communication delay time(1-20) Seconds
IF Port 010

1]

[ Commurication Failed, automatically exit current aperation
[ InRealtime Monitoring, voice prompts “Department M ame"

[ Clear the data after downloading

B Cancel

Com port Communication delay time (1-5) sec.: The default time is 3s.

Network Communication delay time (1-20) sec.: The default time is 5s.
IP Port: Communication port.

o Communication failed, automatically exit current operation: If timeout is larger than
‘Communication delay time’, software will automatically exit.

o In Real-time Monitoring, voice prompts “Department name”: During real-time monitor,

if employee is access granted, the software will voice prompt employee department and
name.

o Clear the data after downloading: After downloading records completed, delete the
record downloaded from machine automatically.

Click the button [OK] to save the setting.

T&A Status Setting
Click the [T&A Status setting] option, and the [T&A status setting] window pops up:

T\ —
£ Please sor it in ascending order
Status valus | Symbol Status Descripion
» I In
10 ut
22 2
33 3
41 4
55 5
B 5
77 7
EE 3
33 3
1010 10
11 1
1212 12
1313 13
1414 14
1615 15
Upload ta the selected terminal \

Click the state which is going to be modified. Input the status description.

[Upload to the selected terminal]: Upload the T&A status from the selected terminal.

Timing Downloading Record

Click the [Timing Downloading Record]. The [Timing Downloading Record] window pops
up:

Timing Downloading Record

I~ Run Timing D ownloading Record

Downloading Time: |

Time: 0000 = Add Dielate Time
ok Concel
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5.6.4

5.6.5

Enable this function by choosing the [Run Timing Download Record]. You can set 5 time
point.

Please use the button [=] to set a time. And then click the button [Add] to add the time
to the [Downloading Time].

Click the button [OK] to save the setting.

Management PW Setting

Click the [Management PW Setting]. The [Modify management password] window pops
up:

lurlify management password

Old Prouck: ‘

Mew Prad ‘

Comfirm Piwd: ‘

ok Carcel

[Old password]: Default password is empty.

If user has modified password, please input this password which is used to log on
system. If it's wrong, system will prompt,

System prompt

Click [OK] and input old password again.
[New Pwd]: the password user wants to set.
[Confirm Pwd]: Input new password again to confirm.

If confirm Pwd is different from new one, system will prompt:

System prompt

\_',f/' EonEmetfion E40lal fares ey (o mam peeserd copind

Click [OK] button to input confirm password again.

After modifying completed, click [OK] button to save new password and it prompts:

System proapt

‘,:J Admin password modification smecessfull
s

Database Linking Setting
Click the [Database linking setting]. The [Data Link Properties] window pops up:
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5.6.6

5.7

5.7.1

5.7.2

B Data Link Properties @

Provider | Connection | Advanced | All

Specify the following to connectto Access data:
1. Selector enter a database name

[E:\Test\OAS000 AL+ A++2003 mdb

2. Enter information to log on to the database:
Username: [Adnin |

Blank password ] Allow saving password

Test Gonnection

[ Ok H Cancel ][ Help ]

Click [-—] button beside [1. Select or enter a database name:] to choose the linking
database directory. And then choose database name, click [Open] button to confirm
database linking and exit to [Data link properties] interface. If the database has set [User
name] and [password] already, we must input [User name] and [password] in [2. Enter
information to log on to the database]. After completed, click [Test connection] to test the
connection correctness of the database and system prompts:

Nicrosoft Data Link §|

\_‘{/ Test connection succeeded.

Click [OK] button and it goes back to [Data link properties] interface. Click [OK] button
and system prompts,

S¥ystem prompt

\_‘{/ Databaze commecting successful, please restart the software!

Exit System
Click [Exit system]. It prompts:

Blease confirm... g|

\_“f’) hre you sure to exit?
: Canecel

Click the button [OK] to confirm or click the button [Cancel] to cancel.

User Interface Configuration

Interface Skin Color
Shift the skin color by press the button [©@©]. The style is Windows XP system style.

Change the Software Language
Choose the language in the option [ == V.
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5.7.3 Set Quick Access Button

Move the cursor to the icon [Synchronize time]. Click the mouse’s right button. It

prompts:

) [O@ O zaien D= Time and Attendance Communication Progras ¥1.63
Unit Memagement | Record Swpervizion  Enplerzes Mamagement  Record Menagement

mEE Q Q2 @ Lk O O ™

kid  Modify Delete | Sync g Time zone/Growp | Dovmlead  Download  Clear
mit  Unit  Tnit il Add to Guick Access Taolbar F\ngg settings mew record all record record
Terninal Managnent E— Unit Wanagenent

58

Click the item [Add to Quick Access Toolbar]. And then you can see the quick access

button on the toolbar as follows:

'y [ @ £ metizh @B Time and Attendance Communication Program ¥1.63
Unit Mensgement | Record Supe o bl ent  Record Menagenent
= — = V| Black
sEE Q- @ O MO
Add Modify Delete | Synchronize |V Lanewsee Bing  Time zone/Group Download  Dowrload  Clear
mit  Uni it tine Bl sscheonize tine ettings settings new record sl record record
Terminal Managnent —_— Uit Wanagenent

Move the cursor to the quick access button. And then click the mouse’s right button. It

prompts:

maunication Program ¥1.63

= W. £ English

Unit Managenent | Record Supers mpTorees Manganent ™ Fetord Managenent

Add  Modify Delete | Synchronize Initial: Terninal  Ring  Time zone/Growp | Downlesd  Download  Clawr

Init  Unit  Unit tine mi t paremeter settines settings new record all record rec
Terminal Menagnent Tnit Wanagenent

Click the item “Remove from the Quick Access Toolbar”.

ord | Enp

97



Nnnvi2

Intelligent . Secu

User Manual

FAQ

Frequently asked questions and answers

98



NANVI2

Intelligent . Secu

User Manual

6 FQA

6.1 Fingerprint has enrolled
identification.

but often gets failure in

Reason

Solution

1. The fingerprint was not captured
properly.

Enroll the finger again. Please refer to
illustration of pressing finger.

2. Direct sun light or too bright light.

Avoid direct sun light or other bright light.

3. Too dry finger, too wet finger with
oil or cosmetics.

1, Touch the forehead to increase oily level
of the finger.

2, Clean fingers with towel.

4. Low fingerprint quality with callus
or peeling.

Enroll other fingers with better quality.

5. Wrong way in placing fingers when
punching in/out.

Please refer to illustration of pressing finger.

6. Latent fingerprint on the surface of
Sensor.

Clean sensor surface (Adhesive tapes
recommended).

7. Not enough finger pressure.

Place the finger evenly on the sensor with
moderate pressure.

8. Influence by fingerprint image
change.

Enroll fingerprint again. Please refer to
illustration of pressing finger.

6.2 No records found though staff have clocked

in/out.

Reason

Solution

1. Unit power break for a long time (time
turn to zero as default).

Synchronize the time.

2. The record hasn’t been downloaded.

Please download the record from the
device.

3. The capacity has been fully occupied.

Please clear the records in time.

6.3 The machine cannot con

nect with PC.

Reason

Solution

1. Communication method not set

Select the correct communication
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6.4

6.5

6.6

correctly.

method.

2. Cable not plugged firmly or cable
hardware problem.

Plug the cable firmly or change another
cable.

3. Not able to connect COM (wrong
COM No).

Please enter the right COM No.

4. Not able to connect TCP/IP (wrong

setting).

Refer to the manual for connecting Time
Attendance terminal.

Clock’s time works fine, but FP scanner is off,

Employee cannot attendance

Reason

Solution

1. Unit in dormancy status.

Press any key to activate.

2. The device is on
communication or the route has
been interfered.

1. Please exit the system by clicking [Exit
system].If quit abnormally, the device will
resume collecting fingerprint every 1 minute.

2. Eliminate the interference of the route.

3. The capacity has been fully
occupied.

Please clear the records in time.

verified.

We do not use the ID + fingerprint mode to

Reason

Solution

1. Wrong ID entered.

Enter the right ID.

2. This user has no right to use
1:1 identification method.

Set 1:1 identification method for this user.

punches in/out.

The unit beeps automatically when no one

Reason

Solution

1. Direct sun light or too bright light.

Avoid direct sun light or other bright light.

2. Latent fingerprint on the surface
of sensor.

Clean sensor surface (adhesive tapes
recommended).

Note: Should you have any other problems, please kindly email us the log files in zip or
rar (The log files are in Log directory in the installation directory of the software)!
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