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Software Installation Wizard

1) I'f your computer 6s XPsystem,then itanust eenstalédn d o ws
the Microsoft .NET Framework 2.0. The Check.exe, below the Framework
Folder in the Operation and Installation Disk, can automatically check the
installation of the Framework.

2) If there is no Microsoft Windows Installer 3.1 version suggested in the
process of the install  Please find the upgrading patch corresponding to the
system in the Folder of fAWindows Installero,

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

4) The installation folder of the RIMS System is the Folder Setup.exe that below
the RIMS directory in the Installation Disk.

-5- Software Installation W



Chapter One System Functional Properties

The RIMS Access Control & Time Attendance Management System, with the

comprehensive performances such as the User Management, device management,

attendance management access-control management and others, have been being
continuously improved and updated.

System Functional Properties

1

o

The personnel and device management possess intelligent interaction.

The device management possesses asynchronously operational processing
capacities.

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

The attendance management can assess, suggest and feedback intelligently.

The system maintenance possesses the functions of abnormal catch-up,
break-down protection and intelligent backup DB.

The RIMS system contains five sub-systems, which are User Management,

attendance management, access control management, device management
and system maintenance.
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Chapter Two System Requirements

2.1Hardware Requirements

U CPU: above 1 GHz

[

Memory: above 256MB

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

U Communication Port:

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

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

C. USB: Support the computer with USB port.

2.20peration Environments

Operation system: Windows XP, Windows Vista, Windows Server 2003/2008,
Windows 7. The RIMS software only works under the 32bit Operating System by
now.

7 Attention:

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

3.1Software installation

1. Getthe installation process in the Folder Setup.exe of the RIMS directory in the
Operation and Installation Disk. Click Browse in the popup installation wizard,
and select the installation path. It is advised to select the non-system disk
(default C Disc) to install, whose default installation directory is D:\RIMS. Click
Install and start the installation system.

{8 Access Control and Time Attendance Management System Installati... EHE\E|
-
Access Control and Time Attendance Management System, [t
includes four systems: Personel Management, Device
Management, Attendence Management, Access Control
Management And it cantinues improving and updating
Access Control and Time Attendance Management System
is published without assuming any express or implied
guarantee. Their own use at their own risk Whether the author or
- o the author's agent will not assume use of this software's duty or
g—' ‘ mistake use ofthis software's duty, which bring about data loss,
/” ‘ Diestination folder
q D:AFIMS v| [ Browse I
m Inztallation progress
[ ]
[ Instal ] [ Cancel ]
3.1-1
2. The installation process automatically inspects the system configuration and

conducts the installation.

{8 Access Control and Time Attendance Management System Installati... EHE\E|

5

q
/
(

Ertracting Datat\SEPCCOMM. DLL
Extracting DatatSE100PC ocx
Extracting Data

Entracting Check. ere

Extracting RAS. exe

Estracting zh-CHTARAS resources.dl
Ertracting emRAS resources. di
Ertracting RealandsPl dll
Extracting RAS. exe. config
Ertracting Check. exe.manifest
Extracting RAS. exe. manifest
Extracting en

Extracting zh-CHT

Extracting dotnetfx.exe

Liestination folder

Inztallation progress

Cancel

3.1-2
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In the process of installation, sometimes the system automatically inspects

Microsoft. NET Framework. If this program has not been installed, the system
will automatically install it. The span time of this installation may be a little longer,

please wait patiently.

4. |

nstallation completed. The desktop and
shortcut automatically after the installation.

3.2Software Primary Service

The

users, first register the ¢ggsteredowumber!l 6s

on the fingerprint attendance machine, and conduct soft-ware operation.

i

i

Double click the RIMS shortcut icon on the desktop. Enter the welcome

interface.

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

Moy, click "Mext."

3.21

According to the TIP, click Next and set the administrator password. Actually,
this step can be skipped. Please set the password if it is necessary, and

re-enter and confirm it.
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Set administrator password

According to the TIP, Click Next,

Step by step: Admin User Administrator v
. . - [(—
Pleaze set up an administrator
password, the password used to log Fe-ent I:I
system to use, possess all the operating EEET
system permizsions.
“'ou can change the password in
syztem maintenance.
The Skip will skip this step. J
—_—

set up companyds informat

short & full for it as well as its LOGO representing its image.

¥¢ Set Company information

Step by step:

Mo,
Please enter your company’s name and
select the company's LOGO

Company abbreviation
Company full name

LOGO

[Rims |

l0GO

(o] (2]

3.2-3

Click Next to enter Set the Rule of Attendance that can be established

accordi t o

ng
corresponding item, make the 0 &

companyobs

appraisal
O to set the rules of attendance, then click

Next. If click Next directly without settings, the system will conduct attendance

according to the default attendance rules

-10- Chapter Three Software Inste
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Step by step:

How,

Flease according to your
company’ s performence appraisal
system of the specific
circunstances of the attendance
rules setting the right
parameters, can alse be used in
future to adjust the relevant

parameters.

~ Set the'rule of attendance : - 1

Mtendance Dptions

Wormsl |Late/Early/absence |Overtime

[] tne workday as

hours

Effsctive attendance
[¥] records at intervals |5

2] minutes
of not less then

[] hecess control records dealing with attendance

[ Strict attendance

Erevious

Click Next to enter Set the Public Holidays that can be added, edited and
default

delet e d . Thi s

as public holidays. Click Add for new holidays, click Edit to edit the current

3.2-4

the New Year 6s

holidays, and click Delete to remove the current one selected.

Edi Delet [ sav ][ Cance]
] -
\ 1 ya // e

Click Next to enter Set Weekend, where you can add, edit and delete

v";- Set the public holidays exk=irs)
Y » A~
Step by step: 1, f‘ x A
Set the company’ = public Holiday Hew Vear [v]
holidays.
Start Date
End Date
Frewious ] [ Hext

Weekend item. The system has defaulted the Saturday and

Sunday and Sunday as weekend break.

Day,

-11-
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=0 Set weekend : i 1

I;Stel:u by step: + f X

Set up the company’ = public
rest days. Different kinds of

employees can have different

Yeckend  Weekend Rest |v|

Time

‘weekend' | Monday AN En
Brceilsy i N
Yednesday | | MM B
Wit A N
Bl A N
Srfimriry A N
Sy A N

Previous Hext

3.2-6

Click Next to enter Set Company 6s, abdigetyup dutynttme
according to ogpsgseaanyds wor ki

*":" Sef’ company's duty time i 1

=

Step by step: + 4 ?(
In this step, you can add Duty Time BT [ |

company’ = duty time.
Att. Type
‘Duty time' can be zet as the

default time of attendance to U dnyy Gina

the staff. OFE duty time
If you need to set more complex
shift time, you can find it in Must clock-in Muszt eloclkeout

the rule settings of

attendance.

3.2-7

Click Next to enter the Cr eat e Company 6sto deteypathiet me n t

companydés departments according to
company.

t he

-12- Chater Three Software Instal
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= Create company's Department

I;Stel:u by step:

How,
Flease create the departmental
composition of wour company.

&+ 4 X

Corporate HY Super dept

Dept.

3.2-8

Click Next to connect to User Management window for the import of

personnel information, or to the Device Management window for operation

setup, such as device link, or directly click Finish to skip to the software main

interface

~& Completes

Step by step:

Congratulations!

You have completed the basic
configuration of the system,

Maw, you can begin to add the
company's employes information, or
skip this step, to connect the device
and test the configuration.

E)o)E)

ou would like to do:

e
L s
o9

i pdd users

Conneck

3.29
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Chapter Four Instruction of the Software Performance

4.1User Management

The User Management possesses the functions of Department Management, User
Management, device connection and others.

4.1.1 Department Management

On the main menu, please click User Management Y Department Management to
add and edit departments in accordance with the structure of property and
performance of the company. It is advised to arrange the departmental structure of
the company before applying this operation. Before adding a department, click the
above one first, then click Add to import the name of the department, finally click
Save.

Click Add for adding more departments. As to adding the sub-department, click the
department selected, re-click Add and choose it as the super department, then
import the name of the sub-department and click Save. This method is also available
to add multi-level ones.

=2 Department Managemen s .
4 X
Corporate HQ Super dept.

Dept.

nliedinen %

+ Eack

4.1-1

‘s Attentions:
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It is not allowed to delete the department with sub-department or personnel
information. But it is allowed to do so by deleting the sub-department first or
move the personnel information to other departments.

4.1.2 User Management

The User Management aims to import & modify the basic information of the staff,
including his department, enroll ID, user ID, name, gender, password, certificate
number, date of entry, attendance rules and so on.

4.1.2.1 Personnel Registration

Click User Management on the main menu or User Management in next menu to
enter the User Management window, and then click New for the establishment of the
window of Personnel Information

Please prepare the personnel information including their departments, user ID, enroll
ID that in accordance with the number of the attendance machine, name, gender,
time of entry, shift, weekend and others.

First of all, import personnel basic information into the optional card of Basic

Information. Select current department enrolling personnel on the left column,
successively import the enroll I D (10x065535),
select the option of Default Attendance.

< User Information @lﬁ‘@‘
Basc o | Eendinto| A Optors | 0 8

= Corparste HO Dept.
Softifare

Hardware Enol 1D 1 z e
Name Caiging Huang e

UserID HOo001
Gender Male v

Default At

EREICITE) | | Auto.S-Group v Shift: Regular Shift
03:00 - 12:00
Dewvice Access TE- e
Shift: Evening Shift
Card Mo, 1200 -18:00
1500 - 2300

Paszword

4.1-2
Default attendance instruction:

1. Duty Time
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This is only available to the company with simpff-on-duty working time (two time
points).For example: orduty time at 9:00, offluty time at 18:00 then we only need to
set one duty time simply.

2.

This

non-overlapping dutgimes.F o r

Shift

is available to variouwduty-time attendance.

exampl e:

Its shift

is consisted of
-olutydimeciso9ragi 2200 (sdi s

on

as Forenoon working time) and 13:0@:00 (set as Afternoon working time), which can
be combined into one shift for attendance.

3.

S-Group

It is available to the attendance of various andxedfshifts or rotating shifts. The group

is consisted of different shifts. For the group attendance, the system will automatically
select the best shift for attendance statistic according to-oloacords.For example:

dng ¢tlags (6:0018xe0), fmrermon clase (1.0n308:30),
afternoon class(14:0Q8:00)3 evening class(19:002:00).Then we can combine the
morning class and the forenoon one into Shift 1, forenoon clasafterdoonone into

Shift 2 afternoon class and evegimne into Shift3Employees can clogk by the Shift

1, Shift 2 and shift 3 consisted of them. WAvat only need to do is to sgtoup for
attendance instead of tediousgehedule, because the system will automatically collate
the Shift 1 and Shift 2 foattendance statistics according to the actual attendance record.

one

Second, clickextendInfoopt i on al

companyos

card,

i mport

personnel 6s

birth, ID number, or leave blank space if-m@cessary. Then clicRule Options and
selectthe deultweekend and others in optional card.

& User Information EE\EJ

Basic Info || E2nd 12| Rule Options 4°J
Register 022010 v Title
Birthday 240241985 v 1D Me,
Phone
Email
Addiess
9
4.1-3
-16- Chapter Four Instruction of the Software Pel



After the import, click Savet o

~¢ User, Information,

e Al

Basic Infa | Extend Infa |

(SEIES)

ule Options |

Default weekend kil nd Rest

Defaul Att Rule v

Att Rule

9

4.1-4

preserve

~¢ User, Information,

(B35S | Extend Info | Fule Dplions | AN O
Teavel

personnel 6s i

nf or mat

(SEIES)

E Coposeriesd ]
I
[Comnatirs ]
(o]

9

4.1-5

Click Add for adding more information on the Personnel Information, Edit for

modi fying

current

registration and attendance record.

- User Management

Ofs . 3§l

. —
vem - 22 Refresh | Bschede |[CF tmport | Export - (G oevee -

e
= CoponieH
Hardware Dest. o
5

0 00000
Amaris Song .f

<) oo
4. E-busress Depl

Curert Dale (9082010~

Edusiess Degt. 1 Ttem(s)

4.1-6

-17-
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'Y Attentions:

While registering Personnel Information, the Enroll ID in the Basic Information
must remain the same with the one in the terminal. Otherwise, that will be
different between the fingerprint & password and Personnel Information,
leading to mistakes or failure on attendance.

4.1.2.2 User Management

After adding the Personnel Information, the User Management window will
automatically add a little information card for the registration personnel. Click Edit on
this card or right-click it, then we can conduct the operation of New, Edit, Delete, Get
Enroll, Upload Username, Get Newly Log, Upload Enroll, Delete Enroll, Demission
and others.

E-busiess Degt. | 1 eas)

4.1-7
1) New

Click New to set new personnel information. Please refer to 4.1.2.1 Personnel
Registration for more details.

2) Edit

Click Edit to re-edit, set the personnel information registered. Then Click Save to
preserve re-edited information.

3) delete

Click Delete to delete the registered information of the current person. (This function
works only under the Demission. It should first make the person to Demission

-18- Chapter Four Instruction of the Software Pel



User, and then it can delete the person under the Demission condition.)

4) Get Enroll

Click Get Enroll to get the current personnel information of fingerprint data, password

and card number preserved. And preserve this information in the data base. If there

are fingerprint, password and card number of the current personnel on the Fingerprint

terminal, there will display the icon of fingerprintd ¥%0 , password ® **G and card

number & O on the top right corner. One icon displayed demonstrates only one

identification mode that the current personnel has registered, while no icon suggests

no registration on the fingerprint terminal or the Enroll ID is different from the one

preserved on the terminal. The latter si t uati on requires modifying
Enroll ID and re-obtains registered information.

5) Upload Username

Click the Upload Usernamet o i nput current personnel 6s name
terminal. This information will be displayed on the screen of the terminal during the
attendance.

6) Get Newly Log

Click Get Newly Log to get newly attendance record on the terminal.

7) Upload Enroll

Click Upload Enroll, and upload the fingerprint data, password, and card nhumber of
the personnel into the fingerprint terminal. © PLEASE CONFIRM THAT THERE IS
NO DIFFERENCE BETWEEN CURRENT PERSONNEL& ENROLL ID ON THE
RIMS AND THE USER ID ON THE TERMINAL. That& to say Amaris Song&
enroll id on the RIMS software is 0001, then her user id on the terminal should
be 0001 too.” .

8) Delete Enroll

Click Delete Enroll to remove all report of the personnel in terminal, including
fingerprint data, attendance records and so on.

9) Demission

Click Demission to remove the person to the Demission User. The information of
the very person still exists. The information can be viewed under the Demission User
view, and it also allows doing more operation under this view.

-19- Chapter Four Instruction of the Software Pel



4.1.2.3 Device Connection

Click the Device icon on the menu to connect and operate the devices (refer to the
Device Connection for details) Right click the light blue blank area to get all enroll, get

newly log, and upload enroll and others.

O € - 2 vew §Boen [TTview - 2 pefresh | | satchedk | (5 moort | [ xport - (@) vevice

£ | (oo | [ ooa

) Peter / o) Amaris Song /
& I 002 vy 001
Dept.Corpor: Jept. E-busins

ate D ess Dept

L tew

Current Date 16-08-2010  [v| Get Al Enroll
Get Newly Log
Upload All Usernares
Upload All Enoll

Corporate HQ | 2 Ttem(s)

4.1-8
1) New
Please refer to 4.1.2.1 Personnel Registration for more details.
2) Getall Enroll

Click Get all Enroll to get all information of fingerprint data, password, and card
number on the fingerprint terminal and preserve this data into the database.

3) Get Newly Log
Get the new and un-collected attendance records on the device.
4) Upload All Usernames

Click Upload All Usernames to import the names of the personnel information in the
RIMS software into the terminal, which will be displayed on the screen of terminal.

5) Upload All Enroll

Click Upload All Enroll to input all fingerprint data preserved in the database into the
terminal.
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'Y Attentions:

1) The weekend break is designed for the fixed weekend for the staff every

week. Manipulate weekend registration while the
nor unfixed

weekend is unavailable

2) The personnel information requires the exact entry date because the

attendance begins from the day of entry. If the inputting date is later than
the entry date, it will display nothing, while the earlier one displays the

redundant attendance record.

4.1.2.4 View

The appearance form of personnel information can be switched among three views;

they are User Cards, User List and Demission Users accor di ng

to t he

requirements. The User Cards, User List view display the in-service personsd

information. The Demission Usersvi ew di spl

ays t heformationi s s i

The User Card is optional to show & hide attendance report and shifts

- User Managemen e
O - 2w et !fmew «| @ mefresh L/ Batchear 57 mport | Expont - (G pevice -

User List Shows User Shift

s |
i » =

usiness Dept.

o~ shon At Records |

Current Date 16-08-2010 [

Corporate HQ | 2 Item(s)

4.1-9

4.1.2.5 Refresh

The Refresh can reload personnel information.
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4.1.2.6 Batch Edit

The Batch Edit can modify personnel information to a large extent, such as
department, entry date, attendance system, default attendance, default weekend and
others.

First: select the item of personnel on the left column that needs to be modified.

'~ Batch Edit Information

QO
o - gl [ Det. [Register Date |LAtt Rule | Defeult tt. [[Def[$12)
Name User ID  Enrol... ‘ T S Corporate HQ
| =
E-business Dept. Hardware Dept.
Software Dept.
Petexr 002 2 E-business Dept.
al!!;!’l. i gg; ; Financial Dept.
iko
Notis ot

4.1-10

Second: select the item that needs modification, such as entry date, and then click
Apply.

2 Batch Edit Information

(IR
0 -2 |Dept.

Hame User ID  Enrol... Register Date:
_ E-business Dept.

Peter ooz 2

Amari... 001 1

Miko 003 3

o1 b M L

4.1-11

4.1.2.7 Import

The import can add batch personnel information through the self-defined column
Excel file or the following path: first establish one personnel item on the User
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Management window, t h e n

export this per shenmmaddeothérsd i nf or mat

information according to the export format. The save format of the Excel file must be
the compatible version of 97-2003, whose postfix is.xls

A B Cc D E wk G H | J K L M
1 |Dept Name UserlD  EnrollID CardNo At Rule Default At Default\Weekend Gender  Register Date  Title Bithday 1D No
2 E-business Dept Amaris Song 001 1 Default At Rule Normal Female  16/08/2010 24702/1985
3 E-husiness Dept. Peter 02 2 Default Att Rule Normal Male 16/08/2010 24/02/1985
4 E-business Dept Miko 003 3 Default Att Rule Normal Female 16/08/2010 24/02/1985
5 Software Dept. Edmond 04 4 Default At Rule Normal Male 16/08/2010 24/02/1985
6 Hardware Dept. Edward 05 5 Default At Rule Normal Male 16/08/2010 24/02{1985
7 Financial Dept. Marry 006 3 Default Att Rule Normal Female  16/08/2010 2402/1985
8

4.1-12

First: select the designed Microsoft Excel file.

ser data import wizard

1. Choose data source

Specify the Excel data source

File name:

F 1
|/ C:\Dacuments and Settingsalpha\Desktop\User Information_201008161: [ Browse...
L |

Previous Cancel

4.1-13

Second: Click Next, and select the matched column and field. (This step is generally

aut omat i

c

and

you

d ofield yoursel§ elick Néxbdirectyb os e t he
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¥ User data import wizard g]

@ 2. Match field

The system will automatically analyzes the first table of the Excel, and the first row set as Header.
Please select the match fields, the blue one can not be blank.
Dept. Gender | Gender v

Name Register Date | Register Date

v
User ID Title | Titte v
Enroll ID Bitthday | Bitthday v
Card No. - ID No. /1D No v
Att Rule At Rule v Phane [Phone v
Default Att. PelaultAll | v Email ‘ Email v
Default Weekend | Default Weeker v Address | Address v

[ Previous J I Next l [ Cancel ]
4.1-14

Third: Data Check, check the imported data. If there is something wrong with this data,
double click to edit the very data. Or open the file directly to edit the data and then
re-import it.

There are two colors prompt:

Red: it means that there already exists the info. of the very enroll id in the RIMS
software. If you dond edit the importing data, it would fail to import the info. of that
enroll id. For example: because my RIMS software has already had the id (1-8) enroll
info. So when | import another id (1-8), then it shows red as the following.

Green: It means that the AttRule, Default AttType or Default Weekend of the enroll id
do not exist in the RIMS database. The software will match it to a default one or make
it nothing. If you dond need to set a Default AttType to it, so you can leave it null. If
you want to edit it, please right click the very cell and select the item. For example:
the id=88& Default AttType is HR-Shift, but there& no HR-Shift on my RIMS software,
so the software make it null, that& to say there® no Default AttType for id=8 now.
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PIN DIM CardHumnber AttFule Default&tTypeale Defaulf

Drefault &bt Rule eekel

Default &bt Rule eckel

Diefault &bt Rule Mormal weekel

Drefault &bt Fule Mormal Weekel

Drefault &bt Fule Mormal Weekel

Default At Rule Mormal Weekel

Drefault At Rule Mormal wieekel

Drefault &bt Rule Mormal ‘wieekel

< Al | >

4.1-15

After editing the data, there® no Red Prompt, then click NEXT to import the user info.

FIN DM CardMurmber AttRule DefaultditTupeval. Defaultw'e

1 (017 17 Drefault Atk Rule Evening ‘weekend b

2 (00 10 Default Atk Rule Evening Weekend F

3 |om i Diefault Atk Rule Mormal Wweekend b
4102 12 Default Atk Rule Mormal wieekend |

5 |013 13 Drefault Atk Rule Mormal Weekend F

6 || 014 14 Diefault Atk Rule Mormal Wweekend b

7 |015 15 Default At Rule Mormal wieekend |

g |06 16 Default At Rule Mormal wieekend |

< il | >

4.1-16

Fourth: Click Next to import data if there is nothing wrong with the data.

-25- Chapter Four Instruatibthe Software Perform



s import data

Frocessed: a Succes: 8 Failure: 0

’:ompletinn of the data to impart, click the "Cancel" ta retum.

Previous Mext Cancel

4.1-17

Fifth: Click Cancel and reverse back User Management interface after finishing the
data import.

4.1.2.8 Export

Export personnel information from the Excel file for preservation or query

First: Select the Save Path.

Save As @
Save in: l@ Desktop v @ @ e @
2 iaMy Documents
(£ :ﬂ My Computer

My Recent \3 My Metwork Places
Documents [Z)photoLog
.| |)user-photo

@

(=]

eskt

S
°

&

My Documents

=z
<
=8
& i€
3
2
g

V‘ I Save ]

File name: ! Uset Information

MyNetwok | Saveastype | Excelfies (") v| [ cancel |

4.1-18

Second: click Save to conduct information export that will show a success, then click
OK to open the current export data.
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Access Control and Time Attendance Management System [g|

\:‘? The data has been successfully exported, open now?

[ K, |l Cancel l
4.1-19
4.1.2.9 Query
I f there is too much personnel information and

please input his name; enroll ID, user ID to query his information quickly.

~¢ User Management

@!" ‘3)- Mew ﬁnept. [ 7] vimer ~ z Refresh |/ Batch Edit |E}[mpnrt
BT

o - | [om ooooz

= Corporate HQ BT i
Softw ars g I H@oooz

Hardv/are [iept Carporate HO

Current Date | 07-02-2010 >

Corporats HQ | 1 Itemis)

4.1-20

As the following:

C—| T

[ N User ID Enrall ID
Name UserID Enroll ID Ll = AL 12 Ip > B4

Hardware Dept.

E-business Dept.

' Edward 005 5 Name User ID Enroll ID
Mika 003 3 E-business Dept.
Software Dept.
Peter 002 2
Edmond 004 4
4.1-21
Complete spelling query: inputt he compl ete spel |l iangtheaf t he wuse

search for his/her information. Let 6 sii Miakkeed as annput@ampMekoo, t he

clickthequeryiicon, then Mi ko6s information will con
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[vik |2 b

Name User ID Enroll 1D |

i
‘ E-business Dept.

Miko 003 3

4.1-22

Initial query: input the first letter of the name then search. For example: we want to
s e a r Edmondd , then Boe alnlputhdé& person t Mosw Inhame st
come to the result.

Example: |letds query fEdmon ¢ conitmepitcome8 E6 and cl

out:- Edmond, Edward.

E |,O | &

Name User ID Enroll ID

Hardware Dept.

Edward 005 5

Software Dept.

Edmond 004 4

4.1-23

Search the whole department: it allows searching the information of the whole

department. It supportsfic omp |l et e spel | i ng ouitretmewidldcaednhd Ai ni t i &
Please first input the query condition, wildcard i @0 s t a querging the whole

department.

As the following:
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@E-business| | Pl At =

o £ -3

Name User ID Enroll ID
E-business Dept.

Name User ID Enrall ID
Hardware Dept.

Amaris 5... 001 1
Peter 002 2 Edward 005 5
Miko 003 3

4.1-24

Query user information according to gender: query the female or male information

in the company. We can count the gender ratio of the company easily. We can input

A# mda AtgtgMary theentrema |l e 6 s tiinofno,r man dif®E® al | t he f emal e
information.

As the following:

& R
Name UserlD | Enroll ID Name UserlD | Enroll ID
_E-business Dept. E-business Dept.
Amaris S... 001 1 Amaris §... 001 1
Miko 003 3 Miko 003 3

~_ Financial Dept. Financial Dept.

May 008 5 Mary 006 B

#M >
e s el

Name User ID Enroll ID
Hardware Dept.

Name User ID Enroll ID
Hardware Dept.

Edward 005 5 Edward 005 5

Sl __ Software Dept.

Edmond 004 4 Edmond 004 4

__E-business Dept. E-business Dept.

Peter a0z 2 Peter 002 2

4.1-25

4.1.2.10 Advanced for selecting person

On the Report window, there®& an fAdvancedooption for selecting person. As the following:
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L -2 | From | 18-
Mame zer 1D Mame i
HR User ID :
Enrall 1D
Zoe nog |
Momoco 009 m Advanced
BEDk_',' 010 0 T
4.1-26

Click the user selection to a pull-down menu, and select the fAdvanceoto pop-up the

Advanced window.
ia AEE
(<IN

Dept. User

Candidate department
£

= Corporate HO
- Dievelopment dept,

HR
E"> E:) Momoc o3 9
Ze ong 8
-
@ i &
lice
HR
> i >
Becky omo 10
Suki a7 17
<o <o
After-sales Service Dept.
Many oms 6
Denris e 18
< >

4.1-27
Advanced Instruction:
Candidate departments the department list that can be selected.
Selected departmenis the departmens selected from the Candidate departmenist.
Candidate Userss the users from the Selected department. They can be selected to the
Selected Users list.
Selected Users the users selected from the Candidate Users list.
When you select the department from the Candidate departmigsitto the Seleted
departmentlist, the usersfrom the Selected department will show on the Candidate Users
list.
If youwant to select someone to the Selected Usétd sayAmy(from Hardware dept.)
You should first select thiglardware dept from the Candidate épartmentlist to the
Selected departmenthendAmye will show on the Candidate Users liiu could select
0Amye from the Candidate Users list to the Selected Users list then.
Icon instruction:
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RIYE

B It meansSuper department of the Selected department.

O It means department selected from the Candidate department list.

i It means the super department of the very department has been sele&edQ
the selected department too.

Operation instruction: Search, Doublelick, button, drag.

U  Searchplease refer tahe 4.1.2.9. Each column has its own search scamesxample:
from the Selected department list, you can select the persons whose department is on
the Selected deparement ligts pic 4.125, we can search the person that from the
Development dept, Haveare dept, Software dept, HR dept, or Afsales dervice dept.

If you want to select the person whose enroll id is 013, please first search 013 on the
Candidate department list, then it comes out a departniétardware Depg, select it

to the Selected gmrtment. Then you could select 013 from the Candidate Users to the
Selected Users.

U  Doubleclick:double-click the item, it would be selected from the left column to the
right column automaticallyFor example: doublelick thedHardware dept on the
Candiate department list, then it would be selected to the Selected department

i Button: = < make the selected department or person from agideto the
otherside 0> < Selecall thedepartment or persons from one side to the other
side.

U Drag:select the Candate user or Selected User and drag it directly from one side to
the other side.

N

s BEE
Dept User
Candidate department Selected department Candidate Users Seleoted Users
e L Lo 2o
= Corporate HI = P Coporate HQ Name Us. Enrall 1D Name Us. Ermoll ID
i Development dept. =+ Development dept. Hardware Dept. Hardware Dept.
HR ) Hardware Dept I~ -
E-comr Dept. 1) Software Dept. Peter 003 3 Amy m3 13
Sales Diept, ’ HR Pater 003 3
Altersales § Diept, / Altersales Service Dep _HR
Software Dept
= 5 om ws 9
Fanky 002 2 z i
Adam 007 7
& Wicky 011 11 =)
A oz 12
x> e x>
Becky oo 10
Suki or 17
o 0
<:J | After-sales Service Dept. <J
Mary O B
Denris os 18
< >

According the pic above, you could search throdgbarch the whole departmeégt
oComplete spelling quegydnitial queng or éEnroll 113.
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Selected department Candidate department
Amaris X ~ J @E-commerce Dept X ~ J
= p Comporate HO | | @ Corporate HQ 7
o E-commerce Dept. E-commerce Dept.
Candidate Users Selected Uzers
K X - | |nos X - |
Name Us... Enrall 1D | Mame ... Enrall 1D
| Sales Dept. After-zales Service Dept.
Kathy 014 14 b arry 00G B
4.1-30

On the Candidate or Selected department list, it shows only the department no matter you
search the department namer the user nameWhen you search someon, RBtsay Amaris

in the Selected department, it shows her departmeri:commerceDept. More details for

the query function, please refer to the1.2.9

dick * or clear the query box to turn back.

4.2 Attendance Management

On the main menu, focus the mouse on the icon of Att. Manage icon, where will
display four sub-menus: Ap pend Us etendiClockkndout,d eate Registration,
Attendance Rule Management, Report Query and Scheduling.
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. Access Control and Time Attendance Management System

User Manat;ve}nent Att Manage Device Management

aEE

Nf:;ih A\
& |

Maintenance

-

Clock-infout  For Leave Atk Rule

P

Scheduling

Report

e

| Administrator | 17/08/2010 22:59:49 .

4.2-1

4.2.1 Manual INJOUT

This item is mainly designed for those staff who had forgotten clock-in/out for the

re-attendance.

Please click Att. Manage Y Manual IN/OUT, and enterthe Append

Clock-in/out window.

~> Append user’s forgot Clock-infout

I— ] [

2 oL 6 |

Name User ID Enroll ID

Date

Time:

Remark

g.“ 4 I:“_ll o kbl

Att. Type

Duty Time Shift

S-Group

4.2-2

Us etend s

Forgot
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++ Append user’s forgot Clock-infout

Name User ID Enroll ID

280 | Wb A KO

Operating Steps:

Att. Type e
Hardware Dept. =
Date | 15-08-2010 v
Edward a0s 5
[] Duty Time [] S-Group
Shif | Regular Shitt v
Remark [ |
4 4 ?Df 1 b bl B ;’

1) Select the personnel who needs re-clock-in in this way: click the name of the
personnel and select the little iconi, or right-click personnel information

window on the left column to popup theright-c | i ¢ k

user ID, name, enroll ID for query and adding.

As the following:

¥ Append user’s forgot Clock-infout

menu; oOr input

P~ -
!! Corporate HQ ~ » Hardware Dept. »
Name User ID Enroll ID At Type Software Dept. »
f E-business Dept. »
Dale — Financial Dept, >
Duty Time
Time \ E | ©
Remark ‘
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2)

3)

¥+ Append user’s forgot Clock-infout

2o | idh <
[ Name | UserlD | EmollD | g0,
|
‘ Date 08-201
\
Dot Tira, Shift S-Group

Corporate HQ »

Hardware Dept. »
Software Dept, » j G
E-business Dept. »

»

Financial Dept.

Remark

~¢ Append user’s forgot Clock-infout

e |esal s

of 1 ©

Name User ID Enroll ID
E-business Dept.

Miko 003 3

i B

Att. Type i
Date 17-08
Duty Time Shift S-Group
Time C)
Remark [ ‘
4.2-6

Click the icon i Add, and select the corresponding attendance type for
same opt i Duty OnyDuty Ofb n t h e

re-clock-in. Ther eds

t he

Overtime On, Overtime Off, Go out on and Go Out Off.

Al Type

Ovwertime wWork
Owertime Off

Out
In

4.2-7

Set the clock-in date and time for the personnel in the item of Date and Time.
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~¢ Append user’s forgot Clock-infout

pvg,]i VAx]

Name: ||| UseriD. || ErioliD/B3 -

Att. Type [AE& v|
Hardware Dept. g 1
Date | 18-08-2010 v
Edward 005 5
] Duty Time ] Shift [] 5-Group

Software Dept.

Tine | 00:07 *}@_—
Edmond 004 4 (0007 & e
E-business Dept. T 12:00
Amaris §... 001 1 B 7 13:00
Peter 002 2 e i 18:00

L. poy -

g > 19:00
L of i b bl ! | 23:00

L it

4) It is also available to re-attend by Duty time, shift and S-Group. If you manual
IN/OUT as 09:00am-12:00pm, then it will conduct two records: clock in at
09:00am and clock out at 12:00pm. And it will match the Duty on and Duty off
type automatically.

“+ Append user’s forgot Clock-infout

PRE TN i N x)
Name User ID Enroll ID 4 At Type
Hardware Dept. :
Date |18-08-2010 v |
Edward 005 5 S
| ] Duty Time: Shift [[] S-Group
Software Dept.
Edmond 004 4 ot (RegarShit_ 8|
Morning(09:00-12:00) |
__ E-business Dept. 3
Amaris S... 001 1 |
Peter 002 2 Remerk i |
v Ao - ¥s
< | S|
Pld 4 oft b bl ! : ;’

5) Click Save to preserve the Manual Clock-in settings.

4.2.2 Leave Registration

The leave registrationi s avail able to record personnel 6s
outgoing, business trip and others. Click Att. Manage Y For Leave, and enter the
Leave Registration (Ask for Leave/Over/Out/Travel) window.
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¥ Ask For Leave/Overtime/Out/Travel

@E L3 | J 0
Name User ID Enroll ID Alt. Type Normal Overtime v
E-business Dept. Date Range
Amaris S... 001 1 Uninterrupted
Peter 002 2 Bana: ] =
Miko 003 3 Fom | 18-08-2010 To [18082010 v
[] Duty Time [] shift [] 5-Group
Time Range

Fom (1732 (&1 To [17232 (3]

Remark [ ‘

of 1 | B :'

4.2-10

Operating Steps:

1) Select the personnel. Refer to personnel option on the Manual IN/OUT for

detailed operating steps.

2) Click Add to select attendance type in the Att. Typeitem. Ther edédr e 13 ki nds
types now: Normal Overtime, Weekend Overtime, Holiday Overtime, Weekend,
Leave, Sick Leave, Annual Leave, Wedding Leave, Maternity Leaving, Injury
Leave, Funeral Leave, On Business, and Outgoing.

F Leave
rom I Sick Leave

Annual Leave
[] By 9 Mariage bt

4.2-11

3) Setthe date and time range for the Leave Registration.
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SRS Select the Date and Time

@E £ -2l j adh
‘ Name User 1D Enroll ID Alt.
‘ E-business Dept. Date Range
AmaiisS... 001 1 !
Peter 002 2 [17.na. X
Miko 003 3 From |17-08-2010 N To 18082010 V‘
[] Duty Time [ Shift ] 5-Group
Time Range
Fom [1222 2] To [17:2 2] ]
Remark ‘ ‘
Pl ofl b bl B :;>

4) ltis also available to register according to Duty Time, Shift and S-Group.

~= Ask For Leave/Overtime/Out/Travel

E - J g -“: . - -
ke Lukil) il Register according to Shift.
Name UserlD | EnrdllID Att.
E-business Dept.
Amaris S... 001 1 ] Unintet
Peter 002 2 708 ¥ 10 Btz ™
B o . From | 17-08-201%, | 1o 18082010 ¥
Duty Time Shift [] 5-Group
Shit | Regular Shif v/
' Morming(09:00-12:00)
|C] Aftemaon(13:00-18:00)
Remark ! I
N e | of 1.k bl ! ::,
4.2-13

5) Click Save to preserve current leave registration.

'Y Attentions:

1) Select the Uninterrupted there is only one attendance record even if the span
time excesses 24 hours. Cancel the Uninterrupted, there will be one
attendance record daily.

2) Time Range The system usually defaults the current time of the system as the
time range. It is necessary to input other time and date range in reality. The
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beginning date cannot be later than the ending date. When Un-interrupted is
selected, and the date range within the same day, the beginning time can not be
later than the ending time. If the time span excesses 24 hours, the beginning
time can be later than the ending time. But the beginning time can be later than
the ending time regardless of 24-hour excess or not if the Un-interrupted is
cancelled.

4.2.3 Attendance Rule Management

The attendance rule management is designed to manage the company and
standardize its attendance rule & regulation system.

Click the Att. Manage Y Att. Rule and enter the Attendance Rule Management
window.

+¢ Attendance Rule Management E‘E‘@

G
fo] Fivle Options % Rule Options
: Attendance rules and the relev
T Holiday
_ i 4 | [ D efaut Att Rule v
- Weekend
B MNaoirnal | Late/Early/tbsence | Dvertime
{1 Duty Time:
o/ v One workday as l:l
Shift Effective athendance
records at intervals of nat 8 B
S-Group less than
Access contral records dealing with attendance
Shiict attendance

4.2.3.1 Rule Options

U Add New Attendance Rule

1) Normal settings
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¢ Attendance Rule Management E]\ 0 @
(€ISN
495 Fie Options g DlsDrts
Attendance rules and the relevs
T Holiday
il Default At Rule v
[ weskend -~ | -
i Normal | Late/E atly/Absence | Ovettime
() Duy Time T
= One workday as | |
[] st Effective atendance .
— tecords atintervals ofnot (5 1 3
|| S-Group less than
Access control records dealing with attendance
Stiict attendance
¥ Attendance Rule Management =8 m
Gle |
£ Rule Options g DuleUnbay
Attendance rules and the i
B Holiday
i /| [Realand Ttt. Rule v|
B ‘Weekend o
Normal | Late/E arly/Absence | Overtime |
() puyT . -
@ DuyTie [] One workday as hous
[] shit
Effective attendance
X records atintervals of nat |5 £ minutes
|| S-Group less than o
[[] Access control records dealing with attendance
[[] Strict attendance
| —

4.2-16

Specification:

A: For the setting: one work day defaults 8 hours as work time, which means 8-hours

or more work time is regarded as one work day.

B: For the Setting: the recorded at interval of no less than 5 minutes count as
effective attendance. In 5 minutes after the attendance, it is ineffective for other

attendance of the same person.

C: the record of the access control terminal is connected with the attendance stat.
(itéds available to the access control

D: Strict Attendance: the attendance record will be only these two statuses: Duty on

and Duty off.

2) Late/ Early /Absence settings

t er mi
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¢ Atendance Rule Management ®EE
S|
% Rule Dptions Rule Options
- & Attendance wles and the
TF Holiday
O | [Detaul At Fule v
weekend
- MNomal | Late/Early/dbsence | Dvertime
.
(9 Duy Time =
= Clock-n over 10 2] minutes count as late
Shift Late exceed 505 minutes count as absent
S-Group Clack-aut over 5 % minutes court as eary
Ealy leave exceed |50 5| minutes count as absent
[ It no lock in. count as late ~ ming
[ ifno clack out, count as [ leave & ming

Specification:

a) Clock-in over 10minutes Count as Late This rule can be just taken as a
standard to who is late or not.

b) Late Exceed 30 Minutes Count as Absent. For example, if it is regulated 9:00
am as clock-in time, the personnel who clock-ins later than 9:30 am can be
recorded as absent.

c) Clock-out over 10 Minutes Count as Early. For example: the normal
clock-out time is set as 17:00, anybody who leaves before 16:50 can be
regarded as early.

d) Clock iout over 30 minutes count as absent. For example, if it is regulated
17:00 as the clock-out time, the personnel who clock-outs before 16:30 can be
recorded absent.

e) If no clock-in, count as late/absent. For example, one personnel who forgets
to clock-in, can be regarded as late and set the lagged time, or as one-day
absent.

f) If no clock-out, count as early/absent. For example, one personnel who
forgets to clock-out, which can be regarded as early and set the early minutes,
or as one-day absent.

3) Overtime Rule Settings
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+i¢ AMtendance Rule Management EEk
S|
5 Ruie Options
IF Holiday
o 5 B | [Default dnt Fule v
L Weekend

Normal || Late/EarlyAbsence | Overtime |

(1) Duy Time

Shift Dvettime more than minutes to an effective
T SGrowp [ Advance in as overtime Deduct|!| | breakfast tme

[ Evtrawerk a5 overtive Deduct| | supper e

4.2-18
Specification:

It is available to set the overtime that which is more than certain minutes to an
effective one.

4.2.3.2 Holiday

Usually, the holiday is nationally official hol
and Chinads National Day. The holidahg can al sc
company®6s rsequirement

Click Holiday on the left column of Attendance Rule Management to add/edit holiday

~¢ Attendance Rule Management E\:‘®
EIoN
ON - = :
25 Fule Oplions = Holiday
& gl Usualy set ta the statutory National
- ide A XK
] Weekend
Q/h Duty Time
— satbate [0 7]
Shift
[ sGraup

1) Click Add; input the name of holiday and its Starting and Ending date. As
followings:
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‘ 2) Click iSave icon to complete the setting.

“¢ Attendance Rule Management E‘E\@

(<128

E}\-,\ Rule Optiohs

& oliday
| Weekend

T‘u Duty Time

Shift

SGroup

F_.E Holiday

" gually set to the statutory Nalio
)

Start Date | 01-01 =

End Date o0 E

3) Edit Holiday

i

Names, then click ZEdit.

0 Modifyhol i dayods
modify its beginning and ending time holiday.

4.2-20

Select the name of holiday that needs modification on the columnofHo | i day 6 s

n akhe!l iwd & yhd box N dorsasponding and

0 After cIickingiSave icon, the information of the holiday will be updated

automatically.

4.2.3.3 Weekend Settings

The weekend can be set accordingtothec o mpany 6 s

rrequi rement
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1

2)

3)

+¢ Attendance Rule Management Eli\@
@ s ‘

2 Rule Options Weekend
8 L Usualy set ta the public rest day
¥ Holiday
ide A X
5 Duy T Weskend | Weekend Rest %
 shit Time Monday A
S-Group Tussday A

Wednesday | | AM

P
PM
PM

Thursday A PH
Friday Ab P
Saturday At al
Sunday Ab PH
4.2-21

Click[:’ on the left column of Attendance Rule Management, and turn to

the Weekend window. Click iAdd; input the name of the weekend and its

ti me that can be

as the following:

di f f er e ndctual rulsseand shafts,c or di ng

HIC R A A ]
—

Time

Click iSave after setting.

Modify Weekend settings

Monday |:| A
Tuesday [ am
wednesday (] &M
Thursday [ &M
Friday [ am
Saturday [ &M
Sunday [ &M

4.2-22

[mE
[ PM
[ PM
[ PM
[ PM
] PM
[ PM

U Select the name of the weekend on the pull-down menu below the

Weekend, and click ﬁEdit

U  Modify the name of the weekend within the box Weekend and input the

weekend time before the corresponding weekend time.

U Click iSave to finish.
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Y Attentions:

0  The Weekend that has been applied to the personnel cannot be deleted.

0 Itis not allowed to repeat name and time of the fixed weekend.

4.2.3.4 Duty Time

This is only suitable to the simple -@ff-duty company that needs two simple time
points. For example: eduty time at 9:00, offluty time at 18:00. The various
on-off-time companiesequiresettingup several time and shifts. Please refed2.3.5.

Shift for details.

Setting steps of on-duty time following:

Click ®Duty Time on the left column of the Attendance Rule Management;

enter the setting window of Duty Time.

~¢ Attendance Rule Management

(€158
E;}-) Rule Dptions @ Duty Time
y St up duty-time far e attenc
WF Holiday . .
i} P A X
| Weekend
. v
7) [ Duy Tine
_ A, Type Cross-days
Shit
Ondptme  [B0 2] Begnarine  [E001]
S-oup
0ff duty time [2 ] Endattime [zzm0 2]
Must elock-in
Must elock-out futo
Cale leave early Manusl
Cal late
Cae absence =

1) Click iAdd, set the name of the shift within the box of Duty Time, and set Att.
Type and On/off-Duty Time. Such as:
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# Attendance Rule Management

(<IN
£ Rule Options @ Duty Time
o Set up duty-time for the atten;
T Holiday
_ : v 8
| Weekend
- i HNomal v
o . Duty e Momd ]
- o Tiee ] Cosedape
St
O duty time: 0300 % | Begmnatt time 0700 %
S-Graup
OFf duly time: 1200 2| Erdalt time 2700 %
Must clock-in Figsult Time
Must clock-out @ Auto
Calc leave early O Manual
Calc late
P Dieduct mes or est time minutes

2) Click Save after finish. The pull-down menu of Duty Time will display Normal
duty time.

3) Click Edit to modify and set the optional shifts.

'Y Attentions:

The attendance type of Actual in, Normal Overtime, Holiday Overtime, and
Weekend Holiday will be shown as the Must Clock-in or Must clock-out in the stat.

report.
4.2.3.5 Shift

This is available to the company of various-afftduty-time attendancesThe shift is
consisted of nomver |l apping duty ti me. -datptime sxampl e:
9:00-12:00 and 13:04.8:00, which can be set as Morning Class duty time and Evening
Class one respectively. The mornicigss and the evenirgjass ca be combined into
one shift for attendance. The-tegular/rotating shift can be set as shifts &gfroups
Please refer td.2.3.6S-Group for details.
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¢ Attendance Rule Management g‘i‘@
G- |
“5 Rule Options Shift
& i Different duly-fime arrange
¥ Holidsy
i A&
[ ) weskend
f\I\ Duty Time: Shift Regular Shift .
i’ . Select duty-times for the shilt
Shift
—
] 5Bioup

'Y Attentions:

i

When creating a new Shift including two or threatyltime, the End attTime of the
previous duty time can not be latter than the Begin atime of the latter oneFor
example: i am creating a new shift now, including two duty time: morning:
08:3012:00, and afternoon: 14:008:00.When i creat thesewo new duty time, i
should make sure that thend att.Time of the duty timedMorningé cannot be latter
the Begin att.Time of the duty timedAfternoore. Let® say when the Begin affime of
the dAfternoorg is set to 13:00, then the End afime ofdMorningé could not latter
than 13:00We could set it to 12:30, 12:50,0r 12:5@.e

Doty Time |Mnrning -

Al Type [ Aictual att v| [ Crozs-days

O duty time 0830 > Eeqin att. time 0E:30 %

(ff duty time 12K & End att. time ! 1250 =
4.2-26

Diuty Time | afternoon |

Al Type Actual At hd [ Cross-days

O duty time 14:00 3 | Beqgin att. time [1300 = |

O duty time 1200 : End ait. time BT
4.2-27

According to the two duty time and shift abowehensomeone le® say Peter closk
out at 13:10 for lunch, then it will be recorded as P&aalockin time for the duty time
Afternoon, and no cloclout record for theduty time Morning, and it count as
oForgotten clocloute for the duty time Morning.
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4.2.3.6 S-Group

This is available to the company with-tegular shifts. The group is consisted of shifts.

As to the group attendance, the system will automatically select the best shift for
attendance statistics according to the records. For example: a company: morning class is
6:00-10:00, noon class 10:31B:30, afternoon class 14:0@:00 and evening class
19:0022:00 then we can combine the mornimpon classes o Shift 1 and
noontafternoon ones to Shift 2 respectively, which can be combined in a group. Then

we only need to set up th&group for the attendance instead of tedious shifts, the

system will automatally select Shift 1 or Shift 2 for attendance according to actual
attendance records.

~ Attendance Rule Management E‘El@
2% Rule Options S-Group
- . Combination with different
T Holiday

i 4 X
" ‘Weekend

r ‘\‘ Duly Time 5-Group Auto.S-Group ~

Select shifts for the Shift-Group

Shift

4.2-28
'Y Attentions:

i SGroup is for the regular attendancé/hen one compangoesr®have a regular
working time, such as for Monday, Wednesday, Friday in one worikirgg and
Tuesday, Thursday, and Saturday in another working time, please schedule their

working time in thedSchedulingwindow. Please refer to thet.2.5 Rift Schedulingfor
more detalils.

4.2.4 Attendance Report

The attendance report offers query and print of the personnel attendance.
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Click'= Att. Management Y Report to enter the Report window, as following.

l £ -2 Fiom 17082010 vl i

o} e B
To ‘17-08-2010 v‘ _/\ Query g"Pnnt E‘ilmpovt i@ﬁ; Export ~ % Back

Name UserlD  EnrollID
Hardware Dept.

Raw Clock-In/Out Log | Access Control Loa | Leave Redistiation | Daily Loa | Daily Att. | Monthly &tt. | Scheduling
Edward 005 5 P | Type: Al 7 Place: all -

Software Dept. Dept. User ID Name Enroll ID Device ID Place Clock Time Alt. Type Remar

Edmond 004 4

E-business Dept.

Amaris S... 001 1

Peter 002 2

Miko 003 3
Financial Dept.

Marry 006 6

4.2-29

4.2.4.1 Clock-in/fout Log

Select the optional card of Clock-infout Log for the personnel information (please
refer to personnel option).Input the beginning and ending time then click Query for
oneds det -infodt @&tedndande oecokds.

“EReport =i
P~ &l Fron |01-07-2010 [v] - ; = ==
e (A Query Print (% Import | Export ~ %B&ck
To |21-08-2010 (] o (5F Six
Hane User D Enrol... (]
L T e Raw Clock-In/Out Log |Access Control Log | Leave Registration | Daily Log | Daily Att. | Monthly Att. | Scheduling|
Edward 005 s | Type: all ~ Place: Temp Place -
P R— [ [Dept. o User ID  Hame Enroll 1D Device ID  Place Clock Time  Att. Type  Re
1 |E-business Dept. (003 hiko 3 1 Temp Place 21-08 09:41  Clock-in
Edmond 004 4 T T
2 |E-business Dept. 003 hiko 3 1 Tenp Place 21-08 10:17  |Clock-in
_ E-business Dept. 3 |E-business Dept. 001 Amaris Song|1 1 Tenp Place 21-08 10:17  |Clock-in
Amari... 001 1 4 [E-business Dept. 002 [Peter 2 1 Temp Place 21-08 10:17  |Clock-in
Peter 002 2 2 8 T
Miko 003 3 S |E-business Dept. 001 Anaris Song|1 1 Temp Place 21-08 09:41  Clock-in
6 |E-business Dept. 002 Peter 2 1 Tenp Place 21-08 09:41  |Clock-in
Finencial Dept.
2 7 |E-business Dept. 001 Anaris Song|l 1 Tenp Place 18-08 11:46  |Clock-in
Merry 006 [ T
8 |E-business Dept. 003 hiko 3 1 Temp Place 18-08 17:43  Clock-in
9 E-business Dept. 002 Peter 2 1 Temp Place 18-08 17:43 Clock-in
10 |E-business Dept. (001 Anaris Song|1 1 Temp Place 18-08 17:43  |Clock-in
11 |E-business Dept. (001 Anaris Song|1 1 Temp Place 18-08 14:27  |Attend
12 |Finencial Dept Marry 6 1 Tenp Place 18-08 17:43  |Clock-in
13 |Finencial Dept 6 1 Temp Place Clock-in
[T Financial Dept 5 1
15 Software Dept. 004 4 1 Temp Flace % Clock-in
[« 2]
of 1 & 1 of 1 + 4
Page:1, Total Pages:1, 15tems

4.2-30

0  Edit the selected record that displays blue, right click or double-click the very
record and edit the attendance type and clock-in time.
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< Edit Att. record

Date [E-02-20110 w Time | 1%00 -
Update Back

If the terminal is with the camera function, it will display this interface with the Enroll
photo, as the following:

photo and the immediate

Enroll ID ,: Name
Date [W0s-2010 [ Tine  [17:43 =5
Mt Type  [Clockin [v] Remark
Enrol photo Immediate pho
- e |
Update Back
4.2-32
U Delete the selected record. Select this record; right click the X delete below
to delete i t . And itos avail abl e to del et e
unavailable to cancel the records downl
been edited yet.
For Example: (HOW TO DELETE A NEW RECORD?)

-50-

Chapter Four Instruction of the Software Pel

sever
oaded



RE " e i ; m ”
A, Query tat Print mport Export ~ ﬂ Badl
- ~
Neme  User I Ewol.. | T° |2 2] SE
| Herdware Dept. Raw Clock-In/Out Log | Access Control Loz Leave Registration | Daily Log | Daily Att. |[Monthly Att. | Scheduling
Edward 005 | Type: all ~ Place: Temp Place -
Seftwire Dest: Dept « User ID Name Enoll 1D Device ID  Flace Clock Time  Att. Type  Re

1 |E-business Dept. 003 Miko 3 1 Tenp Place 21-08 09:41 Clock-in
Bdnond 004 -

2 [E-business Dept. 003 Miko 3 1 Tenp Place 21-08 10:17  Clock-in
| E-business Dept. 3 |E-business Dept. 001 Anaris Seng|1 1 Tenp Place 21-08 10:17  |Clock-in
Anari... 001 4 [E-business Dept. 002 Pater 2 1 Tenp Place 21-08 10:17  Clockin
Pater 002 T T 1 1
Wike 003 5 [E-business Dept. 001 Anaris Song 1 1 Tenp Place 21-08 09:41  Clock-in

6 E-business Dept. 002 Pater 2 1 Tenp Place 21-08 09:41  Clock-in

Financial Dept.
E— 7 [E-business Dept. 001 Anaris Song 1 1 Tenp Place 18-08 11:46  Clock-in
MWarry 006 R 1 T e Ree—

8 [E-business Dept. 003 Miko 3 [t Tenp Place 18-08 17:43  Clock-in

9 |E-business Dept. 002 Peter 2 1 Temp Place 18-08 17:43 Clock-in

10 |E-business Dept. 001 Anaris Seng 1 1 Tenp Place 18-08 17:43  Clockin

11 |E-business Dept. 001 Anaris Song 1 1 Tenp Place 18-08 14:27  Attend

12 Financisl Dept. 006 Marry 5 1 Tenp Place 18-08 17:43  Clockin

13 [Financial Dept. 006 Merry 6 1 Tenp Place 21-08 09:41  Clock-in

» 5 1
1 1 i'l'emp Place 17:43  [Clock-in
& I 2l
I d [of1 b & 4 [1 oft | b M |4k 4
Page:1, Total Pages:1, 15ltems

4.2-33

I h a \editeddtie new logs downloaded from the terminal, as the Pic_4.2-31, |
cannot delete these records. When | edit one record, as the following:

| edit one of Amaris So n g 6 s , suehcas thadTime, change 10:17 to 10:30, and
click update. Then the background color of the very record turns from white to this

one

EditAtt. record

Ewell D |1 | Name ,
Date 21082010 [w] |Time |10

Att. Type ;Cloc]rin !V Remark [ I
Enrol photo Immediate pho

N 4

Back

Update

4.2-34
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= — T et g e e
Raw Clock-In/Out Log |Access Control Log| Leave Registration | Daily Log | Daily Att. | Monthly Att. | Scheduling|
Type: all v Place: Temp Place v
Dept. 4 User ID Hame Enroll ID Device ID Place Clock Time Att. Type
1 Software Dept. 004 Edmond I 1 Temp Place |18-08 17:43 Clock-in
2 |E-business Dept. 001 Amaris Song;l 1 Temp Flace |18-08 11:46 Clock-in
3 f—business Dept. 601 ;\maris Songfi l ﬁTemp Placéil&—os 14:27 | Attend
4 E-business Dept. 001 Amaris Songjl 1 -Temy Place;18—08 17:43  Clock-in
5 E-busi Dept— 001 AmarisSeng L 1 Tenp-Place-21-08-09:41 Cleal
6 E-business Dept. 001 Amaris Songél 1 Temp Plsce5’21-08 10:30 Clock-in
T E=business Dept. [U0Z Peter iz T Temp Flace To-05 TT 43 Clock-1n
8 |E-business Dept. 002 Peter 2 1 Temp Place 21-08 09:41 Clock-in
a [Belaurinare Tlams INA2 Pk e lo 1 Tome Plann 2102 10217 [Plaid—in

4.2-35

Then click to select the edited record, and it can be delete it now! as the following:

P -2 Fron |01-07-2010 [ 7 ‘ :
X . e | A Query Stat g/ Print (x5 Import = Export ~ ﬁ Bacl
T To |21-08-2010 [l N - L Six!
| Nane User ID  Enrol... (e
;J"""" Bavt: Raw Clock-In/Dut Log |Access Control Log | Leave Registration | Daily Log| Daily Att. | Monthly Att. | Scheduling|
| Edward 005 5 = Type: al v Place: Temp Place -
| Software Dept. Dept. o User ID  Name Enroll D Device ID  Flace Clock Time At Type K
[ 1 Softwars Dept. 004 Ednond 4 1 Temp Place 18-08 17:43  [Clock-in
| Ednend 004 4
2 E-business Dept. 001 Anaris Song|1 1 Tenp Place 18-08 11:46  [Clock-in
| (Ecbusinezs Dept- 3 |E-business Dept. 001 Amaris Song|1 1 Temp Place 18-08 14:27  |Attend
| Anari .. 001 1 4 |E-business Dept. 001 Anaris Song|1 1 Temp Place 18-08 17:43  [Clock-in
iEeter, D02 < s ; R L Tenp-Place.21-0 lClolei
| Miko 003 3 - i
> &
Financial Dept.
. T E-hnsine Tlept ITmlm Plac,
| Marry 006 6 : T T :
8 E-business Dept. 002 Peter 2 1 Temp Place 21-08 09:41  [Clock-in
9 |E-business Dept. 002 Peter 2 1 Temp Place 21-08 10:17  [Clock-in
10 |E-business Dept. 003 Mike 3 1 Tenp Place 21-08 09:41  [Clock-in
11 |E-business Dept. 003 Hiko 3 1 Temp Place 21-08 10:17  [Clock-in
12 Financial Dept. |00 Marry 5 1 Temp Place 18-08 17:43  [Clock-in
13 Financisl Dept. 006 Marry 6 1 Temp Place 21-08 09:41  |Clock-in
14 |Financisl Dept. (008 Marry 6 1 Tenp Place 21-08 10:17  |Clock-in
&l B L B |

[T | PR €% W 2 I B ofl | b bl |4 4 X

Page:1, Total Pages:1, 14Items

4.2-36

U Show/hide the column wanted, click Button, select the Show/Hide
Column wanted to be shown or hidden, and click to save it.
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4.2-37
4.2.4.2 Access Control Log

Select Access Control Log, input the date and click Query for all the detailed
clock-infout information on these days. The detailed and selected record of
clock-infout informat i on wi | | s h o w ilf the namensirell, ibvéll shoaw me .
the record without name. It is also available to set the show/hide column. (Please

refer to Show/Hide Column for details)
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