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System Management
1. Login

[x]

Password| b
= Close
Year| 2011 bl 1l
Manth |08 Ea

Note: Amin means the Administrator and there is no password for the software.

1. Main Interface

Baze Satting Staff Mamagement Machine Management Attendsncs Managenent Report Management System Tool
[¥]Display Mavigation
Exit Attendance Systen

Staff Hanageme #
Dept Management

Staff M

agsmant

Attendance Managem *

Shift Configuration
Machine Management o Ple

- i s
°r Eg> lhﬂ Waskend Management
s Dept Management Staff Management

Hachine Banageme %

Machine Management

Attendance Analysis %

=
Shift Management Attendance Analysis

Attendance Rule d’._"g > ! Shift Configuration 4;;}' o —
Swipe Report
Leave Management Daily Report

Month Repert

System Teool ES

g & Database Baclmp
wipe Report i

4} Daily Report
% Punch Mangement @ % Attendance Analysis mD
Vﬂ Month Report

Note: 2.1 Main interface provides the operation menu of the time attendance management system, the
navigation provides the daily use function.
2.2 The system includes the major six functions.
1) The first Function: Base Setting
® Company Setting, You can set the company name.
®  Attendance Period, set the begin date and end date of the attendance month
® Rule setting ----- Attendance rule, You can set “ The repeat of the fingerprint is valid within

some time” such as it is 5 minites. It means the software will calculate one time of the

fingerprint within 5 minites whatever you put the fingerprint within 5 minutes. “The software
calculate overtime when you work more than some time.” ““ Later is not as later within some
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time” “The software calculate later or early leave after sometime”

Shift Configuration: To set the working timetable of the staff

Holiday Setting: To set the national holiday. After set the national holiday, the attendance
report will show the national holiday in it. If you work in the national holiday the system will
calculate you work overtime.

Leave type setting: The system provide the type of the leaving, you can revise the type
according to your requirement. The type of the leave will show on the attendance report.
To revise the password: you can revise the password of the system after login.

2) Second function: Staff Management

®  Department Management: To set the relative department of the company
®  Staff management: you can set the basic information of the staff such as position and so on.
®  Staff information:

A Can establish the file of the company staff. You should establish the department at first, then
establish the staff file. You will use the <dept management> <staff management> when
you estabalish the employee file..

B Provide EXCEL to import the staff information. There is excel standard form in the staff

interface.

C Can revise staff information: you can revise the department, shift, time attendance rule and

SO on.

3) Third Function: Machine Management

Major functions are below:

Add machine

Set time attendance machine: such as revise the time of the time attendance machine, cancel
admin of the machine, remove time attendance record, default time attendance machine and so
on.

Data Collection: Collect the data from machine, import the data from USB flash drive, or
import the data from file and so on.

Register

A Read the staff information from time attendance machine

B Read the fingerprint information of the staff then save it to the local database.

C Use the pendrive stick to download data from machine and Save the fingerprint information

to database

D Import staff information which save in the local data to the time attendance.
E Import the name of the staff to the time attendance

F Delete the fingerprint information which register in the machine

G Import the ID number of the staff to the machine.

4) Fouth function: Attendance management

Major functions

Shift configuration
Can set the timetable of the company
Shift Configuration

Can set the timetable of the staff. You should set the shift at the shift configuration.
Leave Management
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Can set the leave time of the staff and can set the detail time for the staff to ask for leave.
“Leave Type setting” is in the base setting

®  Punch Management
If the staff forget pressing the finger, you can add the time attendance for the staff in the punch
management.

®  Weekend Management
Set the weekend of the staff. It usually use for the monthly salary, such as Saturday and Sunday
is rest.

5) Fifth Function: Report Management

®  Attendance Analysis, Calculate the daily report of staff according to the record of staff, rule
setting and punch management.

®  Swipe report, the original time attendance of staff.

Daily Report. After analysis the data you will see the daily report.
®  Monthly report. The summary of the daily report.

6) Sixth Function: System Tool
Major function:
®  Previlege management: can set the user of the software system, can allow the user use the some
of the software function, can set “delete” or ““ add” the right of the every function.
®  Database backup: includes system initialization, database backup, database restore, database
compress, restore default setting.

2. Previlege Management

i Previlege Nanagement

Add Iodify Delete Save Close

User | Pazzword | 7]

M| Admin = :
™| | Machine Management

| Attendance Management
| Report Management

| Systern Taal

HEEEE

Note: You can add the new user, revise the password of login and so on.
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2. Data Backup

[ Sy=tem Initialization ]
Begin Date | EIJEl-06-2 ~]
[ Dstavase Backy | End Date | 2011-06-28 ~]
[ Database Restors ] Repaort |1‘5""'i|:"E Report |
[ Databaze Compress J Delete History
Attendance Record
ﬁ_[ Reztore Default Setting ]

Note: There is system Initialization, database backup, Database Restore, Database Compress, Restore
Default setting and so on.

Base setting
1. Attendance Rule

CountLate | CountEarly Count
D Mame PuncLh R_ti:'peat Count OT Limit| To Come To Leave Ahsence Is Late To Come And Early
i Limit Limit Limit [V To Leave Counted
Attendance
» Default Rule 5| a0 5 0 120

‘ Dls Rest at Section of Shift
Counted Attendance

[ISwipe Time With Mac.Mo

| | |
;0 T T T - |
i } Add Dele di | Save I B8

. o
2. Statistic Rule

=3
lin
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uie

AEE

(%) Simple Round

x [
Add Madify Delete Save
Field |n;c Vel

() Complicate Round

| FieldNamBiCcntinu& ot

1
Export

=

Print

"

Close

| unit  [H B| ways

To Aszume the Round Condition s 77 And Round Value:

Then Y= | 1

IF X< | 1
IF == 1|

Then Y= 1|

1

G

Remark:
1 Statistic Unit Has DayiD), Hour(H)

And Minute(M}

2 statistic Ways Has 0(On Shift Time)

Hinutes 60]

And 1 (Fixed Time)

Erelid eliens izt (el e B e e B s B
| |DAYCO3 |Annual LeaveH |1 | 1] 1) 1] | 60
_|DAYCO4  |Wedding LeaH |1 1) 1) 1] 1) 1] B0
_|DAvCOS  |Maternity Lea H 1 1] 1] 1] 1] 1] B0
_|DAYCOE [Sick Leave FcH 1 1 1 1| 1] 1 50
| {DAYCO7 |Custom LeavH 11 4 1] 1] 1] 1] 60|
| |DAYCOE  |Custom LeavH {1 1 1 Sl 1 1 g0
| |DAYCO8 Custom LeavH 11 il 1] 1 1 1 60|
_ |DAYC10  |Custom LeavH Ik 1 1| 1 1) 1) B0
| [DAYC11 Custom LeavH 1 1) 1 1] 1) 1] 60|
Ld Dayved Continue OT H E 1 1] 1 1) 1 B0

1. Staff Management
2. Department Setting

i Dept Hanagement

Add

Input the Ceptartment Mame |

R
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2. Base Setting

X -
Delete Save Close

o | Name | | Job
ID [ Name |
id | Education
Position
MNationality
Flace

3. Staff Mangement

Staff Nanagement

B X v 2 5] E]
Add IModify Delete Cancel || Refresh || Search Print Imp Batch Madify

[
Export Close

= Dept

TN User ID Enroll Humber

Card No

ort
Name

Dept

Attendance

Rule

Entry Date

Shift

Dizmizs Date |

Total Records iz0

il
o
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Baze Info || Other Info |

Deptim j Picture

Lser ID| |

Enrall Numberl |

Card No| |
Name | | Shift[Normal -]
Gender| | Entry Date 2011-08-28 K4
Job ~|  Dismiss Date| &
Education| | Attendance Rule| |

- T-T-TETETSLS
i | | | A | Wodify. Save Cancel

9.1 Revise the staff information
<department > which have set in the dept management, Job, Education should be set in the Staff

Management,  Shift has been set in the shift configuration, Attendance Rule has been set in the
<Attendance Rule>

9.2 Select the staff then press right key of the mouse, you can set the leave of the staff or cancel the
leave of the staff.

9.3 Set Grid Columns Visible
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usns Visible

™l User IDIEMELIDI

Enrall MumhberEMPCAR]
Card Mol[EMPSPA]
Mame[EMPMALT
CeptiDEFPMARM]
Aftendance Rule[EMPATTI
Entry Date[EMPEMNT]
ShiftiEMPCLA]

Dismiss Date[EMPLEA]
Wage TvpelEMPSALL
Gender[EMPSEX]

[Marital Status[EMPIMART
ID Card MolEMPIDCT
Bithday[EMPBIRT
Anel[EMFPAGE]

Job[EMPJCE]

EducationEMFEDUT

Position[EMPP OS]

Meed at FactorEMP QAT

Probation[EMPPROT

a1 limm o T T EAT LT
' Save | X Cancel J

9.4 import: can import the staff information by excel.
A press <import> at first then enter the below interface:

Z_Staﬁﬁeﬁn;drlwn;t_

Select Excel File |
DB Fields | EXCEL Columns
B
]
] B ] |
ElmwseLog] [ Impaort template ] [ Import ] [ Cancel ]

B Press <import template>. The system will open the “excel” file. Please remember
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press<save> the excel, the system will have a hint and ask whether use the latest Microsoft Excel,

Please select “yes”

Bl Nicrosoft Exzcel - aaa.xls T &
] s e B ABW #HAO Ao IED BEO BOw BB A FRE ARG -8 x
S G BE kB 98 AL s @ wia »9 - » s ou =E] B
A1 - & User ID
A | B G ] | E | F | G | H | | J =
1 UserlD | Enrall Number | Mame | Dept | EntyDate | Gender | Jab | IDcardMa | Flace | Mationality | —
2
En
4]
5|
6|
7|
8 |
9 |
10|
1]
12|
13|
14|
5| L2
16|
17|
b
M4 4 > M\ Sheetl/ - il [ 3
HheE

C Note: The four column (user ID, Enroll number, name, department) must edit. You can set the
four information in excel. It is more better to set the fifth column at first because the time
attendance and information of staff is closely related to the date of the entry date. The entry date
also can be revised in the staff information. (There is the standard format, The entry date of the
staff is YYYY-MM-DD)

@j MFE O HEE JEW A HBdo TR #dEo B0 FERh o i)
il [ ; PR 212 - B J U E==G8$ % 2 B A
- o
A B [ |5} E F G H [
LlTEr  (meamamEleee (EIE DOMHE R (my |sfviieise
2 1 00000001 [BE= SRR 20100629 |
3|2 QOODD002 | 2=y HffsgsEl 20100629
4 13 00000003 ER - fFEEE 20100629
s

D: System add the department to the excel automatically according to the department name.

Machine Management
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2. Manchine Management

—-\

‘ Yer 5 [}
Ry e h
Set Machine Download Aftendance Records Staff Register Real Collect Close

IMachine List

“Add Machine” Help How to Add a New Machine
& Al Machine

Add machine

o @

“Set Property” Include(Modify Machine Mo, Check Machine Time etc.)

Set Property

*i'; “Cancel All administrator Previlege” Help Delete All c Tt
All Administrator's Previlege In Machine A;rrr]]?r?\str:tur Previlege
g
Delete Attendance Record Delete Attendance
Recard

“Initialize Machine™ Help Initialize Machine(Careful: Please Confirm
L to Have Downloaded all Attendance Records Before Initialize the Machine)

]

Initialize Machine

Browse Log

4]
[~}

Ci ctthe Mach
Set MachiHE/(Dﬂwn\uad Aftendance Recnrds/[ StaﬁRegisler/(Rea\ Collect

IMachine Management

Note:
A Add machine---USB communication

Add Mew Machine, SetModify the Connection Params of The Machine

Wachine Type | [ENMNINNNN

Communication iUSEI @|
Maching Mo |1 |
Location | |

[]Do not connecting the machine to check

e [ o ]

B Add time attendance---TCP/IP communication
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Add/Nodify a Nachine

Add Mew Machine, SetModify the Connection Params of The Machine

Machine Type | Mg 'V' IF Address |192 168 1 224 [ 1By Domain Name
Ccommunication G [ Port 5008 |
Machine Na |1 | Passwaord |U |
Location | |
[JDo nat connecting the machine to check

e ) (o]

C add machine—RS232/485 communication

Add Mew Machine, SetMaodify the Connection Params of The Machine

Mam{neType|Mg | ‘
Communication ‘

Machine No |1 |

Location | |

[]Do not connecting the machine to check

ron ) (o]

Time Attendance Management
3. Shift Configuration
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r'—- Sluft Cnnflg_uratlnn

Mudlfy Delete Copy Frint Export Close |
i Sl im0 | SRR e el i Time | D] | ket swne i ook
o Type Out
4 Mormal
| B 001 001 01 0730 |08:00 12:00 13:00 2
| oo 0oz 01 12:00 13:.00 1700 (2200 2
] ! | | | | | . | =
2 | | | B
|

Operation is below
9.1 Press [ add]

Shift Mo

081 |

Shift Name | [ |
Attendance Durer Minutes Count OT

oo ] Come

Note: Attendance Over some minutes Count OT. It cannot set as 0. The function of the setting is:
If the company requires the staff work more than 8 hours as count over time, it should be 480
minutes. It is 1440 minutes which means that we donot use the over time function.

9.2 Shift Selction:
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a

BER

. l 2| X % *
iadd! Modify || Delete || Cancel Save Close
Shift Mo 001 Shift Mame Mormal
Section Type |Attendance =]
Earliestin |07:30 | InTime 08:00 —_{| OutTime |12:00 | LastestOut i13;nn -
Resttime |EIIJ ! Minute
Need =wipe In Need =wipe Out Count Late arrival
Count Early Depature Count Absence
Sechon | o oo Type | | Barkestin In Time oulTame: | T Lot Need swip &
I Ot Cut
Too1 o1 07:30 08:00 12:00 13:00 v 3
ooz o1 112:00 13:00 17:00 22:00 2 v
&
¥

Note:
A There are two selections, one is time attendance another is over time, such as:
09:00-18:00 is daily time attendance.
But 19:00-21:00 is over time, you should select as over time.
B [need swipe in] If you select it, you should press your fingerprint when you work, If you donot press
your fingerprint the system will think you donot work. If you donot select it the system will think you
work at the working time.
C [need swipe out] is the same with [need swipe in]
D [count later arrival] If you select it the system will count the later if you come later.
E [Count Early Depature] If you select it the system will count you leave company early.
F [account absence] The system will count as account absence according to the attendance rule.

9.3 Night shift
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Shift Mo 002 Shift Mame  Might

Section Type [Attendance -]

Resttime I:I Minute

EarliestIn |22:00 - In Time |03:00 — Cut Time |08:00 e Lastest Qut 0500 |

Need =wipe In Need swipe Out Count Late arrival
Count Early Depature Count Absence
BN | o ction Type| | Edriostin In Time gutTame. |7 ot swipam| 0 oW
I Cut Out
El 01 23.00 03:00 08:00 0g00 | W W

]

3. Shift management

7% Shift Eanagement

T & X v +
Iodify Delete Cancel Save Refresh || Search Print Export Close

shift | ~|
Selected Staff ~Time Range
Begin Date End Date
UserlD | Ervoll Number | Name ST Manual

|2011-08-01 |2011-05-3u B O

The Shift Report
=Delete
000=Rest

002=Night(03:00-08:00)

001=Normal{08:00-12:00 13:00-17:00)

Selectedl lMonth |User\D| Mame | Dept | 1 |2|3|4|5|B|7|B|9|10|11|12|13|14|‘IS|16I17|18|1

LG

Copy Last Menth Shift J | | | | | | | |
e ————

Operator: hdmin

Operation is below:
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12.1 Press [add], Select the staff

12.2 Select the shift, the shift have been set in the <shift configuration>,

12.3 Intelligent shift, You can select many shift within one day. When the system analysis the data the
system will select the shift which is close to.

12.4 Begin date and End date, From the first day to the last day for the shift.

12.5 Manual selection, which is suitable for the monthly rest.

X
- 75 H 2011 > Date  Week

EHR EBHE— EHi- EHi= EHM EBEHH  BHiS
1 2 3 4
5 B 7 8 g 10 11
12 13 14 15 16 17 18
19 20 Pt 23 23 24 25

26 27 23 29 30

2011-06-28 [confirm| | Delete | [ close |
12.6 Delete the shift

A Under the state of scaning, if the current shift that chose is empty, double click the corresponding cell
which the line title is 1-31,just delete the corresponding date of shift.
B Delete month shift, selected the first column cells, then click [Delete].

3. Leave Management

Page 16 /20



iz Leave Hanagement

BT x v *
Add Modify Delete Cancel Save Refresh || Search Print Export Close

~Time Range
Begin Time End Time Leaving TYDE-'l ;I
2011-06-28 00:00 ~[2011-06-28 23:59 j|

Select Staff ¥

Selected Staff

Reason| |

| UserlD | Enroll Mumber | Mame

Leaving
Type

Operation
Time

Begin Time | End Time Reason

Uperator:)\‘dmin

Note:

A There is one kind of the leave [replace the working day by holiday], such as, there is holiday by at the
working day or replace the working day by holiday.

B You can ask leave for many days a time. several hours or a whole day according to the setting. Please
pay attention to the shift time, for example: night shift 20:00-04:00, then the leave time could be begain
at 20:00 and over at morrow 04:00.

4. Punch Management

&% Punch Nangement

~Time Range
Begin Date End Date T
Select Staff 3 : ! Time| : -
2011-08-01 B |2011-08-30 ~] ‘ B
Selected Staff i
Reason | |

iUsetID Enroll Mumber | Mame

Operat
Timg

Enrall ;
Selected UserlD Niitribior Mame Dept Date Time Reason

L

I Operator:Admin
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5. Weekend Management

i Yeekend Nanagement

X v 5 [+
Delete Cancel Save Refresh || Search Print Export Close
Monday Tuesday WednesdThursday Friday Saturday Sunday
Select Staff T
Cam  CJam [Cam CJam Jad [Jam [Jam
Selected Staff CIpm [CIPM CIPm [IPMm [CIPm [CIFPM CIrm
.éUserlD Enrall Mumber | Mame I
Enrall §
Selected UserlD Nimbar Mame ‘ Dept Rest Type
U
DI il | @u J
Operator:Admin 0%
Report Management

6. Data analysis

Pﬂ e e st s akﬂa}

@ALL Staff (O Dept
) UseriD () Enroll Humber ) Hame
| ~]
-Times Range—
From {201 1-08-01 bl To E-P_IJ*I 1-06-30 [;j

oo ] [ome

Data analysis manual:
16.1 There is the rule of the statistics shift:
®  If there is <shift> at the current date, the system will analysis by the shift. If there is many of
the shift in the date, according the the time attendance record, the system will select the shift
which is close to.
®  Ifthere is no shift configuration, the system will select the regulate shift.

®  Ifthere is shift the system will select the default shift which is in the staff information.
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If there is no any shift for the staff, the system will not analysis the data, you can check the
swipe report which person donot have shift.

16.2 The statistics rule of the time attendance:

16.3 After

According to the <leave management> the system will calculate the kinder of the leave and
the days of leave.

According to the <weekend management> the report will show the weekend with different
color of the words. If there is time attendance record in the weekend the report will show
overtime for the weekend.

According to the <Holiday setting>, the report will show in corresponding to the date as the
general holidays project reflected.If there is time attendance record in holiday,the report will
show in corresponding to the date as holiday overtime project reflect.

Later, leave early, overtime, absence and so on will show on the report according to the
attendance rule.

The unit of the statistical results is based on the <Statistic rules> in corresponding project as
defined the units to compute, the actual value of the statistic project’s int situation is based
on<Statistic rules>which defined the int base number and the direction of up and down to

determine.

analysis the time attendance the daily report and monthly report will show the time attendance

record. If there is any change at 12.1 or 12.2 please analysis the data again, otherwise the daily report and

monthly report will not be changed.

7. Swipe report

&

Base Sestting Staff M t Machine M t httendance M t Eeport M t System Tosl

=
Exit Attendance Sys

Begin Date

2011-08-01 fl| [2011-08-20

[#Displ:

tem

:Refresh:

] il P
Search Print Month Clock Report Export Close

End Date User(D Enroll Mumbsr Name Dept

Staff list
E-- ALL Staff

Swipe Report

Enroll Nu... o - Enroll _ "
Date User ID Simber Name Dept

Week ‘ o ‘ 02 ‘ 03 ‘ 04 ‘ 05 ‘ 08 ‘ 07 ‘ 03

[h.d

8. Daily Report
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Base Setting Staff M t Attendance B t Report M t System Tasl
= [¥]Dispk
Exit Attendance System
=] [+
o | | Y B
Refresh || Search Print Export Close
Begin Date End Date UserlD Enroll Mumber  Mame Dept
[2011-0601 Bl & || [ searen |
Stafflist ‘ Enroli ... | ‘ User D Name NE’""“’ Dept Date Tresk shft | Swipsihn | Swioe Out |Attendance|  Late Early | Absence w‘::
=1 ALL Staff y

Totel Records is0

| Daily Report

9 Monthly report

Base Setting 3Staff M t Machine t Attendance t Report W t System Tool
[#]Cispl
. [T E BB *
iRefreshi|| Search Print Export || Close
Begin Date End Date erlD Enrall Mumber MName
[priroso1  @E|fporroean | =i | [ searen |
Staff list Enroll N... Enroll " Vieekend Continue | VWeekend
| ‘ .—‘ User D Hame M 5 Dept Attendance| Late LateTimes, Early  |Early Times| Absence Rest o7 oT RestoT
B~ ALL Staff >
foee ARA

]
| T

1l [ [ [ [ I [
—

e
I Month Report -
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