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Glossary

Absence: Based on attendance parameter settings, the case of no check-in or check-out in attendance statistics can be
counted as absence, or late arrival/early leave for more than N minutes in attendance parameter settings can be counted as
absence.

Actual Attendance Time: It refers to the actual attendance time of an employee on which statistics are collected based on
the check-in/out record in due attendance time during the start and end time. The default unit is workday, and the statistical
rule can be changed in Attendance > Calculation Item > Expected/Actual.

Attendance Duration (Time): It refers to the time span between actual check-in time and actual check-out time.

Attendance Status: It refers to what type of the attendance for punching will be counted in the attendance result. By default,
the system has eight statuses: Check-In, Check-Out, Dinner-Start, Dinner End, OT-In, OT-Out, Break-Out, and Break-In.

Attendance Timetable: It refers to the timetables possibly used during attendance settings and

configuration of all parameters such as work start/end time, permissible time for late arrival/early leaving,whether check-in/
out is mandatory, permissible check-in/out time range, break time, and overtime. This isthe minimum unit in attendance time
settings.

Auto Overtime: When the punching time is later than work end time, this parameter determines whether the excessive time
is counted as overtime.

Correction of Status: It refers to determine whether an employee checks in or out by following the attendance calculation
rule according to the shift timetable and attendance time of this employee. The calculation is based on this status during
statistics.

Due Attendance Time: It refers to the duration when an employee should be at work from the start time to the end time
based on staff schedule. The default unit is workday, and the statistical rule can be changed in Attendance > Calculation
Item > Expected/Actual. Specifically, the value is determined based on the unit (workday, hour and minute) as well as count-
ed workdays and work minutes in the shift timetable.

Due Check-in/Due Check-out: Due Check-in/Due Check-out refers to mandatory check-in/out time in timetable setting. Yes
means check-in/check-out is mandatory, and No means check-in/check-out is optional.

Early Leave: Early leave includes the time setting for corresponding timetable and the setting of starting calculation of early
leave, and whether actual check-out time is earlier than due check-out time in the timetable. On the other hand, if Manda-
tory Check-out in the timetable is set to Yes and the attendance parameter is Ending Work Without Check-out is Counted as
Early Leave for N Minutes, the actual time without check-out is counted as early leave for N minutes. The time of early leave
does not affect the work minutes for attendance calculation.

Exception: It refers to the leave time during this timetable.

Flexible Shift: It refers to a default attendance shift set in the system. It is a cycle of flexible timetable within a week. If an
employee works in a flexible schedule and attendance checking is required, a flexible shift can be arranged. If an employee
has a punching record without a shift arranged, the attendance is calculated based on flexible shifts and classified as some
overtime such as overtime on days off or on holidays. The flexible shift is applicable to business owners, business personnel,
service staff and order-oriented production people.

Flexible Timetable: It refers to a default timetable set in the system. In the settings of a flexible timetable, the work delay is
not counted as overtime, and late arrival, early leaving or absence is not counted. The attendance calculation for a flexible
timetable is second punching time minus first punching time, fourth punching time minus third punching time, and so on.
The line numbers of its report are generated automatically. If four records exist, the daily report on that day has two lines. If
six records exist, the daily report has three lines. Besides, the attendance time in a timetable is check-out time minus check-in
time of this timetable.

www zkteco.me 4



ZK

Late Arrival: Late arrival includes the time setting for corresponding timetable and the setting of starting calculation of late
arrival, and whether actual check-in time is later than due check-in time in the timetable. On the other hand, if Must Check-in
in the timetable is set to Yes and the attendance parameter is No Check-in, Count as Late 60 Minutes, the actual time with-
out check-in is counted as late arrival for N minutes. The time of late arrival does not affect the work minutes for attendance
calculation.

Must Check-in/Check-out: In some companies, only check-in or check-out is carried out. If check-in or check-out is set to be
mandatory, corresponding items are included in the range of attendance.

No Check-in/No Check-out: No Check-in/No Check-out refers to the times of no actual implementation in the times of due
check-in/due Check-out.

Permissible Late Arrival/Early Leaving: It refers to the permissible time for late arrival/early leaving before the designation of
late arrival/early leaving starts during specified work time.

Role: When using the system, a super user needs to assign different levels to new users. To avoid setting users one by one,
you can set roles with specific levels in role management, and assign appropriate roles to users when adding users.

Schedule: It refers to what kind of shift will be used in a timetable for employee attendance. It is a main basis for calculating
attendance results. If an employee works in a flexible schedule and attendance checking is required, a flexible shift can be
arranged. If an employee has a punching record without a shift arranged, the attendance results are calculated as overtime
based on flexible shifts.

Shift: It refers to a preset work schedule for the personnel and is composed of one or more preset attendance timetables
based on certain order and cycle period. For employee attendance, the employee shifts to be used must be set first.

Start/End Check-in: It refers to a timetable which is the valid range of check-in. The check-in records out of this range are
invalid.

Start/End Check-out: It refers to a timetable which is the valid range of check-out. The check-out records out of this range
are invalid. The check-out start time cannot overlap the check-in end time.

Superuser: It refers to a user with all operation permissions of the system. A superuser is able to assign new users (such as
company management personnel, registrars or attendance administrators) and configure corresponding user roles.

Temporary Schedule: If the shifts on some dates are adjusted due to temporary changes of employee work time after
scheduling, the temporary schedule can be used. Temporary schedule can be set as only temporarily valid or appending to
an employee shift (two schedule records in the attendance statistics in this case). This mode of schedule is very applicable to
the posts without fixed schedules.

Time in a Timetable: It refers to the work time of an attendance timetable in the shift setting on that day.

Unit/Minimum Unit: The unit covers day, hour and minute and the minimum unit is a numeric value. The combination of
these two is used to set the minimum computing unit of a parameter in statistics such as one day, one hour or one minute.
For example, the minimum unit of leave is set to one hour. When rounding-off is enabled, the value 1.5 is counted as two
hours and the value 1.4 is counted as one hour after rounding-off.

Work Minute: In normal attendance, the work minute is the time set in Work Minute of a shift timetable. When the valid
attendance duration in a shift timetable is smaller than the time set in Work Minute of a shift timetable, the valid attendance
duration prevails. When the valid attendance duration in a shift timetable is larger than the time set in Work Minute of a shift
timetable, the time set in Work Minute of the shift timetable prevails. The work minute in a flexible shift is 0.

Work time: It refers to the time between an employee’s work start time and end time (measured in minutes). The filled value
may not be equal to the actual interval between punching in and out. The value may be larger or smaller than this interval,
depending on the company system. Normally, this value can neither larger than 480 nor smaller than 0. If this value is 0, this
timetable is overtime and needs not to be counted as work time. The system will automatically count this timetable as over-
time.
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Chapter 1 System Introduction
1.1 System Function Introduction

This system implements unified management for customers in terms of time and operation safety and helps the cus-
tomers continuously improve safety management efficiency, so as for simpler and more reasonable time management
as well as more value.

System Features

With powerful data handling capacity, the system can manage the attendance data of 10,000 employees.
The visual and reasonable operation procedure integrates years of attendance management experience.
The automatic user list management makes management more scientific and efficient.

The permission management based on multiple-level management roles guarantees user data security.
The real-time data collection system ensures that administrators can acquire attendance data in time.

AW =

Requirements of Server Hardware Configuration

CPU: basic frequency more than 2.0 GHz;

Memory: 2 GB and above;

Hard disk: with available space of 10 GB and above. It is recommended to use an NTFS hard disk partition as the soft-
ware installation directory. (An NTFS hard disk partition provides better performances and higher security.)

Software Operating Environment

Supported operating system: Windows7/ Windows 8/8.1, Windows Server2008/Server2012
Supported database: MS SQL Server2005/2008, Oracle 11g, MySQL 5.0.45

Supported mainstream browser: IE 11+, Google Chrome 33+, Firefox 27+

Functions

This system mainly consists of the following functional modules:

+  Personnel system: The personnel system includes three parts: department management settings for setting the
company’s main architecture; employee management settings for entering employee information into system,
allocating employees to departments and then conducting employee maintenance; card issuing to employees in
the system so that the employees swipe cards for attendance.

+  Device system: Set the communication parameters for connecting to devices. The communication with devices is
successful only after communication parameters are set correctly, including the settings in both the system and de-
vices. After the communication is successful, you can view the information on the connected devices and perform
operations on them such as remote monitoring, uploading, and downloading.

«  Attendance system: Achieve the collection and statistics of employee attendance data, data query, improve
personnel management, facilitate employee check-in, facilitate the statistics and assessment of employee atten-
dance conducted by management staff, facilitate the query and assessment of attendance rate in each department
conducted by management staff, well understand employee attendance and effectively manage and understand
employee turnover.

«  System setting: Mainly to assign system users and configure user roles, set the system parameters and manage the
system operation logs.

1.2 Basic System Use Procedure

The following takes a superuser as an example to introduce how to use the system. Different users have different oper-
ation permissions, so corresponding operation procedures are different. Users need to only follow the procedure below
to operate the items displayed on the interface.

Step 1: Log in to the system and modify the default password for your account.

Step 2: Assign accounts and roles for the personnel using the system (such as company management personnel, regis-
trars and attendance administrators).

Step 3: Set common system information such as system parameters, announcements and alerts.
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ZK

Step 4: Set the department organization architecture according to the company structure and set corresponding posi-
tion information.

Step 5: Enter employee information, issue cards to the employees, and conduct daily maintenance.

Step 6: Set the regional structure of the company, add a T&A device for the system, and configure basic information
about the device.

Step 7: Set the attendance parameters. You can use the default settings or modify the settings as required.

Step 8: Set the attendance timetables which may be used during attendance, and set relevant parameters.

Step 9: Set the shifts frequently used in attendance system, that is, the cycle combination modes of attendance timeta-
bles within the time interval.

Step 10: Schedule the shifts for employees and set which employees are in which shifts. For an employee with the shift
arranged, if a temporary change occurs, the temporary schedule can be used for setting.

Step 11: Conduct attendance maintenance. During daily attendance, because of abnormalities, the settings of leave,
holiday, and compensatory leave are required.

Step 12: Enable the system to output an attendance report. The system collects statistics and outputs attendance
reports on the basis of attendance period.

www.zkteco.me 7
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Chapter 2 System Management
1. Login

User Login

1. After the program is installed on the server, a user can double-click the program icon on the desktop to access the
system login interface.

2. Assoon as the user completes program installation on the server, other computers can access this server through
network to user this system.

3. Open the browser, enter the server IP address and port number in the address bar and click Enter to access the
system login interface.

BiolTime 7.0

To use the system on a server, choose Program > BioTime > BioTime Server Controller and start the service, and then
double-click the shortcut icon of BioTime Home Page on the desktop. The system login interface pops up.

j.| BioTime
E BioTime HomePage
‘ BioTime Server Controller
ﬂ Uninstall BioTime Attendance System

Note: In Windows 7/Vista, right-click BioTime Controller and choose Run as administrator from the shortcut
menu.

4. When you enter the system, authentication is required to guarantee system security. A superuser (with
all operation permissions) is provided for a user using this system for the first time. Enter the username and
password, and click Login to access the system home interface.

ZKTeco Middle East
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Note: The username and password of the superuser are both admin. After the user logs in to the system for the first
time, in order to guarantee system security, use the change password function to change this password.

This superuser is able to assign new users (such as company management personnel, registrars and statistics clerks) for
the employees inside the company and configure corresponding user roles. For specific operations, please refer to 6.1.2
“User Management!

5. After the user log in, the system displays the main interface, as shown in the figure below.

- Prasent o Antendance Exception
-

Beal Thr bow Bl Didag]

On the main interface, five menu panels are displayed: Personnel, Device, Search, Attendance, and Attendance Report.
Click a related following function below any panel to quickly access the corresponding interface.

2. Logout

Click the logout button on top-right of the interface to return to the system login interface, or close the browser
directly to log out of the system completely.

After logout, stop the service in BioTime Server Controller and quit the service counter.

3. Preferences

Click the setting button to access the Settings interface. Enter corresponding information, select system lan-
guage and click OK to complete setting.

Settings X

E-mail Address: [1983242613@qq.com
First Name:
Last Name:

Language: | English |
Simplified Chinese

Traditional Chinese
Arabic

ZKTeco Middle East
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4. System Manual

This is the system help file. Click @ to view the system help file.

5. Change Password

A superuser or new users created by the superuser change their passwords (the default password of new users is
123456) to guarantee safe system operation. Click the change password icon [(]] and the Modify Password interface
pops up. Enter the old password, new password, enter the new password again, and click OK to complete change.

- Modify Password _e_

*Old password:
*Mew password:
#New password confirmation:

| ok || cancel |

ZKTeco Middle East
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Chapter 3 Personnel Management

Before using the attendance function of the system, enter the personnel system for setting first: department settings
for setting the main architecture of the company, and personnel settings for entering employees into system, allocating
employees to departments and then conducting employee maintenance.

3.1 Department Management

Choose Personnel > Department to access the department management interface, as shown in the figure below.

m - Preusnines] Pl Brwss Cantni At L e

et bopiden  Feroswwl  Bpgudey  Bmes (o3 Dooenen fetap

Before managing company personnel, set the department organization structure of the company. When this system
is used for the first time, a level 1 department named Department and numbered 1 already exists in the system by
default. This department can be edited (modified) but cannot be cancelled.

3.1.1 Adding a department

1. Choose Personnel > Department > Add to access the department adding interface, as shown in the figure below.

&3 demarirerd forrutien o testoniong the e izsbomal st bet < masasor it
Cetarwere
“en e R o

Parent Capamant

Set the parameters as required based on the following steps:

Department: Enter the department name which can be composed of any character (a combination of 100 characters
at most).

Department No.: The value cannot be the same as any other department number, with a length limit of 20 digits. You
can click Check to check whether duplication exists.

Parent Department: Click and select the parent department of this department from drop-down list.

2. After the completion of setting, click OK to save the settings (click Save and New to add another department) and
return to the Department interface, and the information on the new department is displayed in department list. The
company’s department structure chart is displayed on the right side of the interface in the form of department tree.

Click Refresh to refresh the department tree.

www.zkteco.me 11
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Notes:

1. You can click Import to import the department information in other software or data into this system. For specific
operations, please refer to 4.“Import”in Appendix 1.

2. You can click Export to export the department data in software locally. For specific operations, please referto 5.
“Export”in Appendix 1.

3.1.2 Editing a department

If a department change or organization structure change occurs in the company, you can modify the department
name, number and parent department. Click Department of the department to be modified directly or click Edit under
Related Operation in the line of the department to be modified to access the editing interface. After modification, click
OK to save the modified department information.

3.1.3 Canceling a department

Click to select the department to be canceled, and then click Delete on upper left of the department list. Or direct-
ly click Delete under Related Operation in the line of the department to be deleted to access the confirmation interface
for department canceling. Click OK for confirmation of canceling the selected department.

Notes:

1. Departments cannot be deleted or modified at will. Deleting or modifying a department causes the personnel who
belongs to this department to be included to no department. This also causes the failure to query for some histor-
ical data. If deletion or modification is indeed required, transfer the personnel in this department to other depart-
ments, and then delete the department.

2. The number corresponding to a deleted department cannot be used again.

3.1.4 Setting a department

In department setting, you can modify personnel department information and department position information in
batches.

1. Choose Personnel > Department > Set Department to access the department setting interface.

vhalect R Depatment

Splel e FESTION

2. In the personnel list, select the pefédnnel requiring department setting in batches (you can screen personnel by
department, name or personnel No.). For specific operations, please refer to 7.“Query Function”in Appendix 1.

3. Select the new department (mandatory) and new position, and click OK. The departments and positions of selected
personnel will all change.

www.zkteco.me 12
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3.1.5 Setting an Approver

Choose Personnel > Department > Set Approver to add the approval for each department.
There are two types of approvals: Single level & Multi-level approvals.

1.Single Level Approval

The employees can be set by different hierarchal levels approvers. All the subsidiary employees’approval can be done
by the approver of just above level.

Example: If employees like 6001,6002 & 6003 are the apporovers.6001 can approve all employees under the department
app_testdepartment And 6002 can approve 6001's datas. 6003 can approve 6002's data.

Select Department{s):11 app_testdept

*hpprove Type: | Single Level "
Approver:
2229
6001 6002 6003
S5 @
1
1111

oK (A Cancel

2. Multi-Level Approval
The multi-level approval can be also set by hierarchal level with different employees.
But in this case all approver need to confirm the employees application, then only it will be finalized.

Example: All the employees under app_testdept need approval from all these approvers 6001,6002 & 6003.

ZKTeco Middle East
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Department Position Personnel Resignation Issue Card Document Setup

™ Position: Personnel -> Department ->Set Approver

Select Department(s):11 app_testdept

*Approve Type: | Multiple Level v

oy & 20

6001 6002 6003

Notify: 5 0

1
1111

W 0K ) Cancel

Notify option to define the employees who needs the notification for the approvals.

3.2 Position Management

Before setting company personnel, you need to add corresponding position information for
the company.

Choose Personnel > Position to access the Position interface, as shown in the figure below.

Dopartment  Neston  Ferwnral - Reagracen . Bess Cam

Fawsh Foudn Mo Bogen Bann AAsaooel « Cax

st I ) . Total ¢ Bl e QOOQ 1 O i
= FIulmnies [Tyt _ Favmd rmier g o Suied G | P
4T Deata Do)
Edb Ceiuuw ]

o L

+ S L zdt Camia

- i Bef o

¥ i Braben i Vi Tae Cigze

i 4 g Tk i

i el d e e i L s

24f Sewn

3.2.1 Adding a position

1. Choose Personnel > Position > Add to access the position adding interface.
R g ) =
Dafine the Bolion efamation lor aach depait=ent
=g el
Parent Posiion
Roiion
Pt e Check

spproved: N -

= D ared Mew 0K o Carresd

Set the parameters as required based on the following steps:

Department: Click the drop-down list and select the department to which the position belongs.

ZKTeco Middle East
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Parent Position: Select the parent position.
Position: Enter the position title.

Position No.: Enter the position number (exclusive). Click Check to check whether the entered position number is
exclusive.

2. After the completion setting, click OK to save the settings (click Save and New to add another position) and return to
the Position interface. The information on the new position is displayed in the Position list.

3.2.2 Editing a position

If the related position information changes in the company, you can use the position editing function to modify the po-
sition name, number and department. Directly click Position or Edit under Related Operation in the line of the position
to be edited to access the editing interface for modification. After modification, click OK to save the modification.

3.2.3 Deleting a position

Click to select the position to be deleted, and then click Delete on upper left of the position list. Or directly click
Delete under Related Operation in the line of position to be deleted to access the confirmation interface for position
deletion. Click OK for confirmation of deleting the selected position.

3.3 Personnel Management

When starting to use this management system, you need to register personnel in the system or import the personnel
information in other software or data to this system. For specific operations, please refer to 4."Import”in Appendix 1.

3.3.1 Adding an employee

Choose Personnel > Personnel > Add to access the personnel adding interface.

224 persoral infoemation, enroll fogerprick 20d Al in the ward number 35 regwred. ficbe: The panmeter with ™ meaes i cannet be smaty.

Personnel Profile

sperianel No. DDOC00002 (hech Flent Namw: 2

Cignae . LAt Fia
*Departne = furigte Poition
1 — .

Pagiimerd

epister Firgasprink:
RBSIEDIF R FingerpenL0 ]

* Persannel Detais
£ Explory Aleri
© Aiendamie Seltings

3 Acows Contred Satting
shresss Growge| | Dafacht Grocp  * | whuthesticstisn Methad:| Apphy Cooop Mode  *+

sy Gt TImEzanes: | wes w|  shzcess Time Zenes: 00 00 00

Payrall Seithng
Easic Salary Banik rama: Bark accourt: |

Persea 101 Agerd 1D A2 Number:
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Set the parameters as required based on the following steps:

Personnel Profile

+  Personnel No.: The length cannot exceed nice digits. For an employee No. with the length less than nine digits,
one or more O's are prefixed to make the length 9 digits. The numbers cannot be the same. Click Check to check
whether a number is exclusive.

+  Department: Select a department from the drop-down list. (If no department has been set, only the default de-
partments existing in the system can be chosen.)

«  Card No.: Assign card numbers to personnel for attendance checking. Enter the card No. manually or use a card
enroller for issuing cards.

«  Password: Set the personnel password. The black-and-white T&A device supports passwords with only five digits.
The color-screen T&A device supports passwords with only eight digits. Passwords with digits exceeding the spec-
ified length are cut out by the system automatically. When you change a password, clear the old password in the
text box and then enter the new password.

«  Employment Date: It is set to the current date by default. The employment date is considered as the start date of
attendance calculation. The attendance before this date is not calculated in the statistical result.

«  Employment Type: Select the employment type from the drop-down list, It can be set to Employee or Contractor.

«  Type: Select the employee type from the drop-down list. It can be set to Permanent or Temporary.

«  Position: Select the position from the drop-down list.

Employee Photo

1. Click Browse and select the photo to be uploaded. After selection, the photo is displayed, as shown in the figure
below.

Browse

Note: The size of an employee photo cannot exceed 16 KB.

2. Click OKto save the settings and return to the Personnel interface. Click to display a photo in photo form so
that you can view the selected user photo, as shown in the figure below.

www.zkteco.me 16
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Personnel Details

Click on the left of Personnel Details to expand Personnel Details.

Personnel Details

Work Address: Cffice Telephone: Birthday:
Home Address: Home Telephone: ID Mumber:
Postal Code: Mobile Phone: Email:
Social Security Number:
Set each parameter as needed.
Expiry Alert
Set parameters for document expiry alerts.
Expiry Alert
passport  Expire On: Email Alert: | yeg v | Beforep day(s)
visa Expire On: Email aAlert: | ves v | Befored day(s)

Expiry on: The expiry date of documements can be set for email alert before the days of expiry.

Attendance Settings
Click on the left of Attendance Settings to expand Attendance Settings.

Attendance Settings

Area: Irclude Sub-Areas Enable Attendance Function: | Yes
[] Area Name Device Privilege: | Employze
[] Test Area
[ iface

Set Area (headquarters by default if not selected) and Enable Attendance Function (the default value is Yes and No
means this employee is not included in the result of attendance statistics). For some top management personnel and
temporary personnel requiring no attendance checking, it can be set to No.

Note: For attendance area setting, please refer to 4.1 "Area Settings.”

Personnel Device Permission: Set the permission of a user in the device, with the options including the following four
types.

Registrar
System Administrator
Super Administrator

After the completion of setting, click OK to save the settings (click Save and New to add another employee) and return
to the Personnel interface, and the information on the new employee is displayed in the personnel list.

Degartrrent  Postion Feonnel  Depavue  [siue Card

ZKTeco Middle East
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Note: Whether an employee is on the job or not, their numbers must be unigue. During verification, the system auto-
matically conducts number query in the resignation library.

Note: The personnel information is displayed in a list. You can click to display the information as a photo. When you
place the cursor on the photo of an employee, details on this employee is displayed, as shown in the figure below.

Position: Personnel -> Personnel

Search Personnel Mo, First Name:

Remove facial -Adjust area More...
All

Personnel No.: 000000001
First Name:
Card No:

000000001 Department No.: 2
Department: Development
Positicn:

Gender:

Privilege: Ordinary Employes
Lrea: Area

Fingerprints No.: None

1D Number:

Mobile Phone:

Face: Mone

Access Control Settings

Access Control Setting

#Access Group:| 1 Default Access Gr ¥ | sfuthentication Method:| Apply Group Mode ¥
sApply Group Timezones:|Yes v #Access Time Zones: 01 00 00

Click on the left of of Access Control Setting to expand Access Control Setting.

Access Group: To assign access group per employee.

Authentication Method: The option to select authentication method.

Apply Group Time Zones: The option to enable/disable group time zone.
Access Time Zones: It will display the current timezone assigned for employee.

Payroll Setting

Payroll Setting

Basic Salary: Bank name: Bank account: |

Person ID: Agent ID: Account Number:

Click on the left of of Payroll Setting to expand Payroll Setting.
Bank Name: Field to enter the Bank Name information for each personnel.

Bank Account: Field to enter the Bank Account number for each personnel.
Basic Salary: Field to enter the Basic Salary details for each personnel.
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3.3.2 Deleting an employee

On the Personnel interface, select the employee (or employees) to be deleted, and click Delete on upper left of the
personnel list to access the confirmation interface for deletion.

Delete selected records: deletes staff attendance schedule, appended log, overtime sheet, leave, the original records table information, please delete properly!

Select Personnel(s):000000001 Taylor

OK Cancel

Click OK to complete the deletion operation.

Note: When you delete an employee, the information on this employee in the database is also deleted.

3.3.3 Resynchronizing information to devices

In the personnel list, select an employee (or employees) and click More > Resynchronize Device to access the confir-
mation interface for synchronizing personnel information.

Department  Position  Personnel  Departure  Issue Card
Position: Personnel -= Personnel -=Resynchronize Device

Synchronize the personnel information to devices within the area that the personnel belonging to

Select Personnel{s): 000000001

oK & Cancel

Click OK for confirmation and the information on selected employee is synchronized into all devices in the area to
which this employee belongs.

3.3.4 Deleting a fingerprint template

In the personnel list, select an employee (or employees) and click More > Delete Fingerprint to access the confirma-
tion interface for deleting a fingerprint template.

Delete fingerprint and send to device

Select Personnel(s):000000001 Taylor

oK Cancel

Click OK for confirmation, and the fingerprint template of the selected employee is deleted, and the fingerprint tem-
plate of this employee in the devices is also deleted.
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3.3.5 Deleting a face template
In the personnel list, select an employee (or employees) and click More > Delete Face Template to access the confir-

mation interface for deleting a face template.

Delete Device UserFace

Select Personnel(s):000000001 Taylor

Ok Cancel

Click OK for confirmation, and the face template of the selected employee is deleted, and the face template of this
employee in the devices is also deleted.

3.3.6 Adjusting personnel

Personnel adjustment covers personnel transfer (department adjustment, position transfer, reqularization, area adjust-
ment) and resignation.

1. Personnel Transfer
This includes department adjustment, position transfer, reqularization, and area adjustment.

The following uses department adjustment as an example to describe the specific operations.
(A) Inthe personnel list, select an employee, and click Adjust Department to access the department adjustment inter-
face, as shown in the figure below.

Department Position  Personnel Departure . [ssue Cand

If the personnel dapartment after adjusting the onginal sector ks the sams depatmant, potition remaing unchanged, othenwiss & will adjust the perscrinel offics will ba set after

eITipky
Select Personmel{<h: 000000003

sdustnd to Department:

Transher rodson:

Rgmdrks:

(8, @ Canos

(B) Inthe Adjusted to Department drop-down list, select the department to which the employee is to be adjusted
and enter the information in Transfer Reason and Remark as required.

(C) After the completion of the setting, click OK to save the settings and return to the Personnel interface.

Note: The operations of area adjustment, regularization and position transfer are the same as the operation of depart-
ment adjustment and are not described here.
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2. Personnel Resignation
On the Personnel interface, select the employee for resignation, and click Resignation to access the personnel resigna-

tion interface. For specific operations, please refer to the 3.4."Personnel Resignation.

3.4. Personnel Resignation

The operations of personnel resignation cover personnel resignation, reinstatement from resignation and disabling
attendance.

3.4.1 Adding an employee for resignation

Choose Personnel > Resignation > Add to access the new departure adding interface, as shown in the figure below.

Department Position Personnel Resignation Issue Card Document Sefup
Position: Personnel -> Resignation-=> Add

Process the procedures of personnel dimission.

*Personnel:

*Resignation Date:

*Resignation Type: | Quit v
Reason:
Blacklisted: | Mo v

Diszble Attendance: |#

Save and MNew OK Cancel

1. The following shows how to perform the operation.

+  Personnel: Click the drop-down list and select the employee for resignation.

« Resignation Date: Select the date of departure.

+ Resignation Type: Select resignation types such as Quit/dismiss/resign/transfer/retain job without salary

« Reason: Enter the reason for resignation as required. It can be left blank.

«  Whether Blacklisted: The default value is No, that is, resignation without being blacklisted. The operation of rein-
statement from resignation cannot be conducted on the resigned personnel in the blacklist.

« Disable Attendance Function: Tick if attendance needs to be disabled. (If ticked, then personnel details will be
removed from the T&A device)

2. After the completion of setting, click OK to save the settings and return to the Resignation interface, and the just
added employee for resignation will be displayed in the resigned personnel list.
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3.4.2 Disabling Attendance

For an employee newly added for resignation with attendance not disabled immediately, follow the following method
to disable attendance.

In the resigned personnel list on the Resignation interface, click to select the resigned employee whose attendance
needs to be disabled, and then click Disable Attendance Function above the resigned personnel list to access the
confirmation interface for disabling attendance, as shown in the figure below.

Disable Attendance Function

Select Resignation(s):000000001 Taylor

OK Cancel

Click OK for confirmation and disabling the attendance of the selected resigned employee.
3.4.3 Reinstating an employee from resignation

Reinstate a resigned employee from the resigned personnel list to the personnel list, delete this employee from the
resigned personnel list and recover his/her file.

1. In the resigned personnel list on the Resignation interface, click to select the resigned employee who needs to be
reinstated from resignation, and then click Reinstatement above the resigned personnel list to access the confirmation
interface for reinstatement from resignation, as shown in the figure below.

Reinstate Personnel

Select Resignation(s):000000001 Taylor

oK Cancel

2. Click OK for confirmation and reinstating the information of this resigned employee to the (on-the-job) personnel list.
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3.5 Card Issuing to Employees

Choose Personnel > Issue Card to access the Issue Card interface.

Department  Posifion  Parsansél  Kesignafion  [eaue Card  Dodumant Sisup

Saarck Porganrsl M Card Ho. T Ghatus - Sagech MAGeniE o s

trgad Card Tokal % Beconds! | Faoe DO 0 & 7o *

You can issue cards to personnel on the Issue Card interface for personnel attendance checking.

Note: During issuing a card to an employee, the card must be placed at the card sticking position of the card enroller.
Do not move the card, or else the operation may fail.

3.5.1 Issuing a card

Assign card numbers to personnel for attendance checking. The system supports card issuing with a card enroller or by
manually entering card numbers.

1. How to Use the Card Enroller
The card enroller is connected with a PC through a USB port. Click the card number entering bar, swipe the card on the
card enroller, and this card number is automatically displayed on the entering bar.

2. Specific Card Issuing Procedure
(A) Choose Personnel > Issue Card > Issue Card to access the card issuing interface, as shown in the figure below.

Please connect the card reader to your PC on server,the operation object only available for the registered personnel.

Persocnnel:

#Card Mo.
Save and Mew OK Cancel

Parameter description
«  Personnel: Click on the right side of Personnel and select an employee from the popped up personnel list.
«  Card No.: Enter a card number or obtain a card number by using the card enroller.

(B) After the completion of the setting, click OK to start card issuing. After the operation is successful, the system auto-
matically returns to the Issue Card interface. Now the related information on this card is displayed in the card informa-
tion list on the interface.

Dopartmant  Poption  lorconnel  Daparturg locus Card

by carid

Loy KT

Fajumr

Note: A card can only be issued to one employee once.

ZKTeco Middle East
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3.5.2 Issuing cards in batches

The specific steps are as follows:
1. Choose Personnel > Issue Card > Batch Card to access the batch card issuing interface.

The personnel with card numbers will not appear on the generated list,
Start Personnel MNo.: Issue Card Way:| Card Reader v
End Personnel MNo.: Generate List Input Card NO.: Ok Clear
No Card Issued: Issued Cards:
0K Cancel

2. Set Start Personnel No. and End Personnel No. (Ensure that the entered numbers do not exceed the maximum
numbers of personnel number digits supported by the system). Click Generate List. Information on all employees with-
out card numbers in this number range is displayed, as shown in the figure below.

The personnel with card numbers will not appear on the generated list.
Start Personnel No.: |1 Issue Card Way:| Card Reader v
End Personnel No.:|2 Generate List Input Card NO.: 0Ok Clear
No Card Issued: Issued Cards:

Taylor
Joe
Mike

[ERN RN

OK Cancel

3. Entera card number in the Input Card No. box or obtain a card number by using the card enroller. (The following
uses the card enroller for obtaining a card number as an example.)

4. Place cards at the card placement position of the card enroller one by one. The card enroller automatically obtains
card numbers and starts card issuing from the first employee in the list of personnel without cards assigned. After
successful card issuing, the information on related personnel in the list of personnel without cards assigned is automat-
ically cleared. The information (including card numbers) on the personnel with cards issued is displayed in the right list
of personnel with cards issued.
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Start Personnel No.:|1

Issue Card Way:| Card Reader v
Input Card MNO.:| |
Issued Cards: 1

o~ Wl v st e e ppinn]
1 2

End Personnel No.:| 2 Generate List
No Card Issued: 2

2
]
2
&

000000002 Joe 3 000000001 Tayler 1234567
000000003 Mike 3
0K @Cancel

5. Click OK to save the settings and return to the Issue Card interface. The card information list now displays the per-
sonnel with cards issued and the information on their card numbers.

Search Parsernel No. Care Me.| Card Stabus! —-----—— - O Search M Advanced o Clear
; Total 1 Recorcs/! Page D@L O
| 8 meoveive  rekdene [Dwartmenthu. Dwsrimenidens GadNe. i A———
000000001 Talor 2 Orerseas Sale 12345467 Erablad 2015-06-25
[xlaledutizilalak d St 3 Denvelopment AS6TEE Enalded £015-05-25
000000003 Bhdoe b Develoorment TB3455 Enalbied 2015-06-25
3.6 Document Setup
Choose Personnel > Document Setup to access Document Setup interface.
Dopartmant  Potition  Peresans]  Reslgnation 1asus Card  Document Setup
- Polbicn: Peipsrite - > Document Seted
Seach o Documant Rame G Eeaoch M Advanied o Clapt
DvbeEn Total 3 Recordu/l e QOO O z0 ¢
L i, Daturwest Hams et el Cipe atn
3 Mo Insranoa Edt Delege
1 Einlrate 10 Lot Delete
i Pyt Edit Dplsts

You can add document names in this interface, in order to set expiry alert for personnel’s as shown in the figure below:

Choose Personnel > Document Setup> Add to access Document Setup Add interface.

Department Position Personnel Resignation Issue Card Document Setup

P Position: Personnel ->= Document setup-= Add

*No. | |

*Document Name: | |

I#] Save and New w” OK ) Cancel

ZKTeco Middle East
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Chapter 4 Device Management

To use the attendance function, a user must install devices and connect them to the internet first. Then, the user needs
to set the corresponding parameters in the system so as to manage connected devices from the system, thereby imple-
menting digital management, including uploading user attendance data, downloading the configuration information,
and exporting various reports.

4.1 Setting an Area

Perform area division on devices to make sure various devices and personnel information are set in a designated area.
(One device can belong to only one area.) The system will automatically issue the personnel information to the devices
in real time and it is unnecessary for users to manually manage personnel information on devices each time.

Choose Device > Area to access the area setting interface.

Mistage  Work Code  Zres Dévice  Devioe Operation 1og - Real-Time Monilsring

Seardh Arga Code| &3 Nama R arh g

The system will set a default area, with the name of Area Name and number of 1.

4.1.1 Adding an Area

1. Choose Device > Area > Add to access the area addition interface.

akran Code:
RArgd Namg:

Parsnt Araar

Set the parameters as required based on the following steps:

« Area Code: Enter a unique area code.

+ Area Name: Enter an area name.

«  Parent Area: Select the parent area of this area from the drop-down list. (Optional)

2. After the completion of the settings, click OK to save the settings and return to the Area Settings interface. The Area
list displays the added area. An area tree will appear on the right of the interface. Click Refresh to update the interface.
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4.1.2 Deleting an Area

In the area list, select the area to be deleted and then click Delete Area on the upper left of the area list or directly click

Delete Area under Related operation in the line of the area to be deleted to access the area deleting confirmation inter-
face.

Delete Area

Select Area(s):2 1st floor

OK Cancel

Click OK to delete the selected area and return to the area setting interface. The area list no longer displays the deleted
area.

4.1.3 Editing an Area

1. Inthe area list, click an area code, or click Edit under Related operation in the line of the area to be edited to access
the area editing interface.

*Area Code:
*hrea Name: Arez Name
Farent Area:

Remarks:

Ok Cancel

2. Modify various parameters as needed. (The modification method is the same as the method of setting parameters
in the area adding section.) After modification is completed, click OK to save the area information modified.

4.1.4 Synchronizing Device Data

Synchronize data in the server to all devices in the designated area. (Generally, this operation needs to be performed

only when the data in devices is inconsistent with that in the server due to objective factors, such as the Internet abnor-
mality or other conditions.)
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In the device list, select the area in which the devices with the data to be synchronized reside and click Device Data
Synchronization to access the confirmation interface of data synchronization.

Sychronize all current regional data (personnel, fingerprint face) of the software to Time & Attendance devices, and use
high-speed buffer transfer. Please note that the machine data software data prevails after synchronization, all registered
un-uploaded data will be lost.,

Select Area(s):1 Area Name

Ok Cancel
Click OK to reboot the device.

Important tip: The operation of synchronizing the software data to the devices will delete existing data (excluding
event records) in the devices at first and then re-download all setting information. It is essential to ensure a smooth
Internet connection and avoid power failure during this operation.

4.2 Device Management

Set communications parameters for connecting to devices. The communication with the devices is successful only after
parameters on the system and the devices are set correctly. After the communication is successful, you can view the in-
formation on the connected devices and you need to change the area of the device then perform operations on them
such as remote monitoring, uploading, and downloading.

After a T&A device is connected to the system, if Real-Time Data Upload is checked in the device setting, all attendance
records will be automatically uploaded to the system. Otherwise, it is necessary to select a T&A device and click Syn-
chronize All Data to synchronize information of all personnel who belong to the same area as the device to the device.

Choose Device > Device to access the T&A device management main interface. All connected T&A devices are dis-
played in a list.

Massage  WorkCode Area Device  Devics Cosrstion g Raal-Time Mankering

Bowrch  Dircs Barma Farisl Nrrdzen Somn K T p— ' Gedech M ASancel o Cle MAR

Lz

The above interface shows below columns:

+  Device Name: It shows the name of the device. For automatically connected devices, it shows auto_add.
« Serial Number: It shows the device serial number.

« IP Address: It shows the device IP Address.

- Area Name: It shows that the device is added in which area as defined in the software.

- Status: Green tick shows connected, @ shows not connected.

«  Device Model: It shows the name of the model.

«  FV Count: It shows the number of Finger veins registered.

«  Palm Count: It shows the number of Palms registered

«  Cmd Count: It shows the number of commands running in the backend.
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+  Firmware Version: It shows the build firmware version.

+  User Count: It shows the number of employees already registered on the device.
«  FP Count: It shows the number of Fingerprints registered.

«  Face Count: It shows the number of Faces registered.

« Transaction Count: It shows the total number of attendance records.

4.2.1 Adding a T&A Device
There are two ways to add a T&A device: manually adding a T&A device and automatically adding a T&A device.

Manually adding a T&A device
1. Choose Device > Device > Add to access the device addition interface.

Fizase selact the rype of device and the cormesponding communication, device name, and belongs to the region each communication parameters is reguired|

*Deavica Name:
anerial Number:
'[P Address:
sPort No. 24370
*Area:
Tk Towiss | ERe/GMT+6 w
Fivad Transmigsion Time: (00:00:14:05

Real-Time Data Upload:

Set the parameters as required based on the following steps:

+  Device Name: Enter any characters, with 20 characters at most.

+  Serial Number: Enter the serial number of the device.

« [P Address: Enter the IP address of the device.

«  Port No.: Enter the port No. of the device, with the default value of 4370 in the Ethernet communication mode.

« Area: In the drop-down list, select the area to which the T&A device belongs.

« Time Zone: When a time zone is selected, the time on the T&A device will be automatically synchronized to the
standard time in this time zone.

«  Fixed Transmission Time: Set the time for the device to automatically transmit data to the system, with the format
of MM:SS. If multiple time points are set, please separate them with semicolons.

« Real-Time Data Upload: Select whether to upload data in a real time.

2. After the setting is completed, click OK to add the device and return to the device interface. The device list displays
the T&A device.

Note: If an employee is added to a device, when the employee information is uploaded to the server, the information
will be automatically synchronized to other devices in the same area as the employee on the server.

Automatically adding a T&A device
It is unnecessary to manually add T&A devices of certain models. You can connect such devices to the system via HTTP

by completing settings on relevant menus on the devices. After the devices are connected to the Internet, the device
list in the system will display the T&A devices. Please refer to relevant user manual for detailed operation procedures.

4.2.2 Editing a Device

Click a device name, or click Edit under Related operation in the line of the device to be edited to access the device
editing interface.
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Please selact the typa of cevele and the comespending communication, devite name, and balongs ©o the regon sach CoMIMUNICALIon parameters i reguired!

"Davics hame: Device |
+Sarial Number: (3215145180001
IR Agcdress: 10 (168 I <141
short Mo, 2 laaTo
*Areat |2 Lek fleer
Time Iene: | Erc/GMT+3 v
Fixad Tramgmesson Time: 0000014408

R -Timg Dota Upload: =

a 7 Cancel

Note: Grey items cannot be edited. The device name cannot be the same as the name of another device.

4.2.3 Deleting a Device
Detailed operations are described as follows:
1. Click to select the device to be deleted, and then click Delete above the device list, or directly click Delete un-

der Related operation in the line of the device to be deleted to access the device deletion confirmation interface, as
shown in the following figure.

Delete Selected

Select Device(s):3215145180001(Device 1)

W OK ) Can cel

2. Click OK to delete the device selected and return to the Device interface. The device list no longer displays the device
deleted.

4.2.4 Clearing an Attendance Photo

Users can choose to clear an attendance photo on a T&A device.

1. Click to select a device and click Clear Att Photo to access the Clear Att Photo interface.

Clear 4tt Photo

Select Device(s):3215145180001(Device 1)

wOK (A Cancel

2. Click OK to delete the attendance photo.

ZKTeco Middle East
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4.2.5 Clearing Records
Clear all records on an A&T device.

1. Click to select a device and click Clear Records to access the Clear Records interface.

Clear Records

Select Device(s):3215145180001(Device 1)

oK Cancel
2. Click OK to delete all records.

4.2.6 Clearing a Device Command
Clear the command issued by the software to a device during communication.

1. Click to select a device and click Clear Records to access the device command clearing interface.

The current operation will clear the command device to be executed, if not an order blocking occurs, it should not usel

Select Device(s):3215145180001(Device 1)
OK Cancel

4.2.7 Matching Attendance Data

Users can view whether the attendance records are complete on the software and check them up with the data on the
devices.

1. Click to select a device and click More > Data Matching to access the attendance data matching interface.

Are proofreading server and attendance data on the device specified period of time consistent

Select Device(s):3215145180001(Device 1)

*#Start Time:

*End Time:

Ok Cancel
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2. Click OK to perform data matching.

Important tip: The data matching operation requires the support of the firmware protocol of T&A devices.

4.2.8 Uploading Data Again

Users can choose whether to upload the personal information on the T&A devices again or whether to upload the
attendance records to the server again.

1. Click to select a device and click More > Upload Data Again to access the Upload Data Again interface.

Upload Data Again

Select Device(s):3215145180001(Device 1)
Are upload personnel information: ¥
Upload attendance records @ |+

oK Cancel

2. Select whether to upload personal information and “attendance records as needed. Click OK to upload data after
the setting is completed.

Note: You can upload personal information on a T&A device to the server in batches by using the function of uploading
data again. If timeout occurs, the uploading is interrupted and you need to perform the operation again.

4.2.9 Rebooting a Device
Remotely reboot a device via the system.

In the device list, select a device to be rebooted, and then click More > Reboot Device to access the device rebooting
confirmation interface.

Reboot Device

Select Device(s):3215145180001(Device 1)

OK Cancel

Click OK to reboot the device.
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4.2.10 Reading Device Information

Read the number of persons, attendance records, and the firmware version on a device.

Select a device and click More > Reading Device Information to access the confirmation interface of reading device
information. Click OK to download the information or click Cancel to abort this operation.

4.2.11 Synchronizing Software Data to Devices

Synchronize data in the server to all devices. (Generally, this operation needs to be performed only when the data in
devices are inconsistent with those in the server due to objective factors, such as the Internet abnormality or other
conditions)

In the device list, select the device to which data needs to be synchronized and click More > Sync Data to Device to
access the confirmation interface for data synchronization.

Synchronize data in the server to devices.Only used when data in devices and the server is inconsistent

Select Device(s):3215145180001(Device 1)

OK Cancel

Click OK to confirm the synchronization.
Important tip: The operation of synchronizing the software data to the devices will delete existing data (excluding

event records) in the devices at first and then re-download all setting information. It is essential to ensure a smooth
Internet connection and avoid power failure during this operation.

4.3 Device Short Message Management

To identify different operation types performed by the user on the Device. When you open this interface, you can see
the list of operations performed on each device.

Choose Device > Device Operation Log to access device operation logs interface.

Meszage Work Code  Amea,  Device  Devics Operation log  ReslTime Monitoring

fearch Devics SH Operakan bps - L Start Tima Lred Tomee

4.3.1 Adding a Public Message

1. Choose Device > Message > Public Message.
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*Device:

*Short Message Content:

#Start Time:
#Message Duration (min): 80
OK Cancel

Set the parameters as required based on the following steps:

« Device: Select a device to which a message needs to be issued from the drop-down list. (You can choose more
than one device))

«  Short Message Content: Enter the short message content to be issued.

«  Start Time: Select the start time for issuing the short message. Please refer to 8."Select a Time” in Appendix 1 for
the method of selecting time.

«  Message Duration: Enter the message display duration.

2. After the completion of the settings, click OK to save the settings and return to the short message setting interface.
The short message list displays the added short message.

4.3.2 Adding a Private Message

1. Choose Device > Message > Private Message.

Set the parameters as required based on the following steps:

«  Personnel: Select the personnel receiving a short message. Please refer to Appendix 1 “Personnel Selection”for the
method of selecting personnel.

+  Short Message Content: Enter the short message content to be issued.

«  Start Time: Select the start time for issuing the short message.

+  Message Duration: Enter the message display duration.
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2. After the completion of the settings, click OK to save the settings and return to the short message setting interface.
The short message list displays the added short message.

4.3.3 Issuing a Short Message to Devices

1. Select the short message to be issued in the short message list, and click Short Message Issued.

Deliver message to devices.

Select Message(s):Message (ID:1)

wOK (A Cancel

2. Click OK to issue public messages to designated devices and private messages to devices to which designated per-
sonnel are added.

4.4 Real Time Monitoring

Real time monitoring is a process through which an administrator can monitor the status and events of devices in the
system in real time.

When you open this interface, you can see which person is punching at that instant.

Choose Device > Real-time Monitoring to access the interface.
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The Real Time Monitoring function gives a brief description of the personnel who punched.
Preview

Personnel No.
Punch Time
Status
Verification Mode
Device S/N

Area Name

ZKTeco Middle East
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4.5 Work Code

To add different Work Codes and upload it to single device or multiple devices.

Choose Device > Work Code to access Work Code interface.

Mossage Work Code  Area  Device  Dwdcs Oparation log  Real-Time Monitordng
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4.5.1 Adding Work Code and uploading to Device

1. Choose Device > Work Code > Add to access Work Code adding interface.

Message  Work Cole  Area Dn-h:\d 'Da‘vlmﬂ'pql'ﬂlmlm] Beal-Time WIrq

= Pesithan; Device -5 Work mde-= didd

*Ne.
Hiama:
Cevice:
e = [T] L Area Name
[ [ aute_add1583154900045]

=2 [0 - Task Area
[0 ) aute_ada DAET0I00E 7021400

Set the parameters based on the following steps”

. No. : Enter the Work Code Number.
. Name: Enter the Work Code Name.
. Device: Choose the device from the device dropdown list, to which work code has to be assigned.

2. After the completion of the settings, click OK to save the settings and return to the work code setting interface. All
the work code names added will be displayed in the Work Code interface.

ZKTeco Middle East
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Chapter 5 Attendance Management
The system can exchange data with the T&A devices and collect attendance records kept in it. Primary functions imple-

mented by the attendance system include regional user management and management of attendance parameters,
shift timetables, scheduling, daily maintenance, attendance calculation, attendance reports, and attendance devices.

5.1 Attendance Parameters

As attendance systems set up by different companies vary, it is necessary to manually set attendance parameters to
ensure the accuracy of the final attendance calculation.

Basic Saiting
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5.1.1 Global Rule
Global rule is applicable for all the departments. Here you can set all the general attendance parameters.

Basic setting

«  Check-In Rule: It can be set to Based on schedule or First check in.

+  Check-Out Rule: It can be set to Based on schedule or Last check out.

+  Overtime Sheet Rule: It can be set to Auto OT, Not OT.

«  Duplicate Punch Period (m): To set the time period (unit: minutes) for duplicate punches. If a value ‘1’ (minute) is
set and if a user tries to do multiple punches within 1 minute, the system will accept only the first punch.

Calculation

- The following check-in and check-out settings are valid only when mandatory check-in and check-out items are set
to Yes in shift timetable settings.
Late for over N + 1 minutes or early leave for over N + 1 minutes is counted as absence.
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On-duty without check-in entry is counted as late arrival (or absence) for N minutes.
On-duty without check-out entry is counted as early leaving (or absence) for N minutes.

Calculation item

You can set statistical rules and symbols for normal arrival time/actual arrival time, late arrive, early leave, leave, absence,
overtime,short,breakin/out, no check-in and no check-out on this interface.

Min. Unit: N minutes/hours/days

Round-off Control

+  Round-down: Omit the decimal part smaller than the minimum unit.

«  Round-off: Count a minimum unit if the decimal part reaches half of the minimum unit.
+  Round-up: Count a minimum unit if the decimal part is smaller than the minimum unit.
Note: Use minutes as the minimum unit when calculating the absence time.

Report Display Setting
Users can set the date and time format to be displayed in report.
+  Function Key Name: You can set the function key status.

Report Display Setting

Short Date format | vy MM/ DD A Short Time Format | HH: mm A
Display The Resign Staff: | Mo ¥ | Display Multiple Department | Mo r
Function Key Mame
Check-In Check-Out
Break-Out Break-In
OT-In OT-0ut
=] 7
g 9
10 11
i2 13
14 Unknown

Sign in report: Users can set symbols of normal arrival time/actual arrival time, late arrival, and early leaving in the
report as needed.

2. After completion of the setting, click OK for saving.

B ey B et G emsts Sl e S e
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5.1.2 Rules

Rules can be added for separate departments.

Fis  Tmgtids R Schodds  Appreaan Troroscsione  ARendoncs Pepert  Zaes  blidey  Lagos Tem

Attendance > Department rule > Add.

Here you can add the rules specially for departments.

Position: Attendance -= Department rule-> Add

*Rule Name:
Department:

#Check-In Rule: |Base On Schadule ¥

*Check-Out Rule: |Base On Schedule ¥

*OT Rule: |Auto OT v
*When Late exceeds 100 minutes,count as absence,
*When Early Leave exceeds 100 minutes,count as absence.
*When there is no Check-In record,counted as | Late ¥ | for |50 Minute
*When there is no Check-Out record,counted as | Early Leave ¥ | for |60 Minute
Save and New oK Cancel

5.2 Shift Timetable

Set the time periods that may be used during attendance and set various parameters. The timetable is the minimum
unit in personnel attendance time settings. For example: These settings include work start/end time, allowed late arriv-
al/early leaving duration, whether check-in/check-out is mandatory, allowed time period for check-in/out, rest time, and
overtime.

Before scheduling the shift, you must set all shift timetables possibly used. Only in this way can various parameters set
be valid.

Choose Attendance >Timetable to access the Timetable interface:

netabis

The system will set a default shift with the name of Flexible Timetable.

Flexible Timetable: Work delay is not counted as overtime, and late arrival, early leaving or absence is not calculated.
The attendance for a flexible time period is calculated by the even number of card-punching times. The line numbers of
its report are generated automatically. If four records exist, the daily report on that day has two lines. If six records exist,
the daily report has three lines. Besides, the attendance time in a time period is check-out time minus check-in time.
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5.2.1 Adding a Normal Timetable

1. Click Add on the Timetable interface to access the Add interface:
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Set the parameters as required based on the following steps:

Timetable Name: Enter any characters with 20 characters at most.

Check-In Start Time/ End Time, Check-Out Start Time/ End Time: Valid range for checking in/out in this time pe-
riod. Check-in/out records out of this range are invalid. The start check-out time cannot overlap the end check-out
time.

Check-in, Check-out: Set the check-in time and checkout time.

Necessary Check-In, Necessary Check-out: Decide whether check-in and check-out are mandatory in the selected
time range. If an employee needs to check in/out, select Yes; otherwise, select No.

Late Arrival, Early Out: This refers to the permissible time for late arrival/early leave before the designation of late
arrival/early leave starts during the specified working time.

Work Time (minute): Total Work Time can be defined here.

Duplicate Punch Period (m): It can be set either based on rule or can be user defined.

*For example, if Allowed late minute is set to 5 and check-in time is set to 9:00; Employee A checked in at 9:.03 and
Employee B checked in at 9:05, we can conclude that Employee A is not late as the interval between his or her check-in
time and check-in start time is less than 5 minutes and Employee B is late for 6 minutes as the interval between his or
her check-in time and check-in start time exceeds 5 minutes.

2.

Workday: It refers to how many workdays are calculated for each shift. If a value is set for it, the workday will be
calculated according to the preset value. Otherwise, the workday will be calculated according to settings in the
attendance rules.

Auto OT(check-out delay): When overtime is calculated, if select Yes for Count delayed time as overtime, the
overtime is the delayed time (the difference between check-out time and check-out end time) + the fixed overtime
(minutes) during this timetable. The value is 0 if No is selected for Count delayed time as overtime.

Auto OT(check-in early): It will count the time delayed between check in start time & check in time.

After the completion of the settings, click OK to save the settings and return to the Timetable interface. The timeta-

ble list displays the added timetable.

Notes:

1.

The interval between check-in start time and check-out end time is not allowed to exceed the maximum/minimum
timetable length set in the system. Please refer to 5.1 "5.1 Attendance Parameters”for further information.

There is no timetable with the same start time and end time.

Please refer to“3. Time Selection”in Appendix 1 for time setting.
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5.2.2 Adding a Flexible Timetable

1. Click Add on the Timetable interface to access the Add interface & change type to Flexible Timetable.

RBule Timetable Shift Schedule Approvals Transactions Attendance Report Zone Holiday Leave Type
Position: Atterdance -= Timetable-> Add

1.Mecessary Check-In/Check-Out: When "Mo" is selected in here, the system will automatically create corresponding random check-in/check-out logs.
2. If there is a shift (regular or temporary) in a timetable, the timetablz cannot be edited or deleted.

*Timetable Name: *Type: |Flexib e Timetable ¥
*Change &t |0o:00:00 “Work Type: | Normal r
“Work Time (minute): |g *Duplicate Punch Period(m): | Base On Rule v
=Only consider first and last punch: |No v “Base On Punch Type: [Yes v
=Auto OT: |No v Min minutes of OT: g
Save and Mew {04 Cancel

Set the parameters as required based on the following steps:

« Timetable Name: Enter any characters with 20 characters at most.

«  Change At: This is the day extending time using for cross day shift.

«  Work Time: Total work time can be defined here.

«  Only consider first and last punch: If No is selected, it will consider all the punches or it will consider only first and
last punch.

«  Auto OT: Automatic overtime calculation on timetable. If Yes is selected, you can define N time so N+1 time will be
calculated as Overtime.

«  Duplicate Punch Period (m): It can be set either based on rule or can be user defined.

«  Work Type: To define the flexible timetable for work types such as Normal, Day Off and Weekend.

« Base on Punch Type: To define whether to use function keys or not.

5.2.3 Editing a Timetable

1. Click Timetable Name or the corresponding Edit under Related Operation to access the timetable edit interface.

2. Modify relevant settings as needed. The detailed modification method is the same as the operation of adding a
timetable. Click OK for saving after completing the modification.

5.2.4 Deleting a Timetable

1. Select a timetable, click Delete on the upper left of the timetable list or directly click Delete under Related Opera-
tion to access the timetable deletion confirmation interface.

2. Click OK to delete this timetable and return to the Timetable interface.

Note: The default flexible timetable in the system is not allowed to be deleted.

5.3 Shift Management

Shift is composed of one or more preset attendance timetable based on certain order and cycle period. It is a preset
work schedule for the personnel. It is essential to set shift if you want to perform check on work attendance for employ-
ees. This system supports 999 shifts at most.

Choose Attendance > Shift to access the shift management main interface that displays the search field and shift time
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table details. With the search function, you can easily query shifts. All shifts in the current system are displayed in the list.
Click the line where the shift is and the timetable details list on the right will display the timetable details of this shift in
a chart.

e Timatable Skt Schedule Exceplion AC Lo Attendance feport . Zone - Holiday  Leave Type
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Flexible Shift

The flexible shift is a default attendance shift in the system and is a cycle of the flexible timetable within a week. If an
employee works in a flexible schedule and attendance checking is required, a flexible shift can be arranged. If an em-
ployee has a punching record without a shift arranged, the attendance is calculated based on flexible shifts and classi-
fied as some overtime such as overtime on days off or on holidays.

For example, if employees in a certain department only work when there are assignments and perform normal check-in

and check-out, the flexible shift will be adopted by default when checking on work attendance for them. Every check-in
time and check-out time will be displayed and even number of overtime times will be recorded.

5.3.1 Adding a Shift

1. Click Add on the Shift interface to access the shift addition interface;
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Set the parameters as required based on the following steps:

- Shift Name: Enter any characters, with 30 characters at most. A shift name must be unique.

«  Unit of Cycle: including day, week, and month.

« Number of Cycle: Shift cycle period = Number of cycles * Unit of cycle.

«  Count weekend as: The weekend work can be forwarded to normal work/weekend OT/holiday OT.

Note: The system displays optional dates in the Select Date box based on the values of Unit of Cycle and Number of
Cycle.

ZKTeco Middle East
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Select Timetable: Select timetable for the shift. It needs to be preset in the Timetable. Please refer to 5.2 “Shift
Timetable”for the detailed operation method.

2. After the completion of the settings, click OK to save the settings and return to the Shift interface. The shift list
displays the added shift details.

Note: A shift refers to the circulation of a timetable chosen by the users in the cycle period set by the user. Dates
unselected represent rest days. When scheduling shifts for an employee, a user needs to select only the start date, end
date, and the shift used and it is unnecessary to indicate the date which an employee should work or take a vacation.
After a shift is selected, the system will automatically determine the dates on which an employee should work or take a
vacation according to the cycle settings of the selected shift.

5.3.2 Maintaining a Shift

Adding a Timetable

Select a shift, click Add Timetable to access the edit interface. After completing the edit, click OK to save the settings
and exit. A timetable is added to this shift.

Note: This function is applicable to an irregular timetable.

For example, in a company, the (attendance) timetable on Monday, Wednesday, and Friday is 8:00 to 12:00, and the
(attendance) timetable on Tuesday and Thursday is 9:00 to 18:00. This result can be realized by the following operations:

1. Click Add on the Shift interface to access the shift adding interface and perform settings, as shown in the following
figure.

*Shift Name: Select Date
#Unit Of Cycle: | week v Selected(3)
*Number Of Cycle: |1 Sunday
#| Monday
Select Timetable: Tuesday
new(09:00-18:00) ¥ Wednesday
Thursday
#| Friday
Saturday
Count Weekend As | Mormal v
Only consider first LT NN

Mormal OT
| Weekend OT

Save and New 0K Cancel

(A) Enter a shift name in Shift Name.

(B) As this company schedules shifts by week and the work schedule for every week is identical, set Unit of Cycle to
Week and Number of Cycle to 1.

(@) As this company adopts 8:00 to 12:00 as its timetable on Monday, Wednesday, and Friday, select the timetable 8 to
12 (8:00 to 12:00) in the Select Timetable box and select Monday, Wednesday, and Friday in the Select Date box.

(4) Select the Weekend as Normal working hours or Normal OT or Weekend OT.
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2. After completion of the settings, click OK to save the settings and return to the Shift interface. The shift list displays
the shift details. Click the line where this shift is to check the shift timetable details, as shown in the following figure.

Search  chit K Nt OF Cyche £ 0 Cy .

Shilft List & shift TimeTable detaib

3. Inthe shift list, select the shift in which a timetable needs to be added, and then click Add Timetable on the upper
left of the shift list to access the interface of adding a timetable to the shift and perform settings.

As this company adopts 9:00 to 18:00 as its (attendance) timetable on Tuesday and Thursday, select the timetable 9 to
18 (9:00 to 18:00) in the Select Timetable box and select Tuesday and Thursday in the Select Date box.

4. After the completion of the settings, click OK to save the settings and return to the Shift interface. The shift list
displays the shift details with the added timetable. Click the line where this shift is to check the shift timetable details, as
shown in the following figure.

Samch  £hift name Humber Of Cycle unit of Cycle

Slnife List B Shift Timwe Lable details

As shown in the figure above, the (attendance) timetable on Monday, Wednesday, and Friday is 8:00 to 12:00, and the
(attendance) timetable on Tuesday and Thursday is 9:00 to 18:00.

Clearing a Timetable

In the shift list, click the check box before a shift name (this operation is applicable only to a single shift and cannot be
performed in batches), click Clear Timetable to access the timetable clearance interface, and click OK to confirm and
delete the timetable from the shift selected.

Deleting a Shift
In the shift list, click the check box before a shift name (this operation is applicable only to a single shift and cannot be

performed in batches), click Delete or directly click Delete under Related Operation to access the deletion confirma-
tion interface, and click OK to delete the shift selected and exit.

5.4 Staff Scheduling

You can arrange shifts for employees after setting the attendance timetables and shifts. If you fail to schedule shifts for
employees, overtime will be calculated according to flexible shifts.

5.4.1 Personnel Scheduling
On the Schedule interface, users can schedule shifts for personnel by adding schedules or adding temporary schedules.

1. Adding a Schedule
(A) Click Schedule on the Schedule interface to access the schedule addition interface.
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The following describes the specific setting method.

«  Personnel: Select personnel for whom shifts need to be scheduled. Multiple choices are allowed. (Refer to 1."Per-
sonnel Selection”in Appendix 1 for personnel selection.)

- Start Date, End Date: Set the start date and end date for shift scheduling. Please refer to 2. Date Selection in Ap-
pendix 1 for data selection.

«  Shift Name: Enter the Shift Name.

«  Unit of Cycle: Select the type (day/week/month) in order to add cyclic schedules.

« Number of Cycle: Enter the number of cycles, which has to be repeated for the selected Unit.

« Timetable: Select the timetable from the Timetable list and set timetable for weekdays and weekend separately.

+  Replace existing shift even using: User can use this function, if previously set shift/existing shift has to be replaced.

+  Remove overlap schedule: User can use this function, in order to remove overlapping schedule

«  Count Day Off as: Normal Work/Normal OT/Weekend OT as per the organization policies

«  Count Weekend as: Normal Work/Normal OT/Weekend OT as per the organization policies.

«  Auto Shift: This is to control multiple timing for employee.

If you enable this and assign more than one timing per day then report will take appropriate timing depend on em-
ployees punch.

Note: By default, the start date and end date are set to the first day of this month and the first day of next month re-
spectively.

- Selected Shift: Select a shift in Shift List, and click to move this shift to Selected Shift.
(B) After completing settings, click OK to save the settings and return to the Schedule interface.

Note: Only one shift can be selected for employee shift scheduling. Only the last settings are saved when date ranges
are identical during multiple shift scheduling.

2. Adding aTemporary Schedule

Temporary schedule is complementary to the existing schedule. If employees in a shift need to overtime temporarily,
it is necessary to arrange one (or more) timetable(s) for overtime temporarily. Generally, temporary schedules are shift
scheduling for overtime, for example overtime at night, on weekends, or on holidays and festivals.
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(A) Click Temp (Temporary) Schedule on the Schedule interface to access the Add temporary schedule interface.

Add temporery schedule
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The following describes the specific setting method.
«  Personnel: Select personnel needing temporary schedules. (Multiple choices are allowed). Please refer to 1.“Person-
nel Selection”in Appendix 1 for personnel selection.
«  Start Date, End Date: Set the start date and end date for a temporary schedule. Please refer to “Date Selection”in
Appendix 1 for data selection.
«  Timetable: Select a timetable used by a temporary schedule. (Multiple choices are allowed.) Please refer to 5.2 “Shift
Timetable”for timetable setting.
«  Date: Click to select the date for temporary schedule. (Multiple choices are allowed.)
« Had schedule in current day: Select Only temporary scheduling is effective or Add after the existing scheduling
when arranging shifts for employees working in the company in the current day.
- Only temporary scheduling is effective: Whether an employee is scheduled a shift, only temporary schedul-
ing is effective when work attendance is checked.
- Add after the existing scheduling: is complementary to schedule for employees. The attendance data
includes shift arrangement and temporary shift arrangement. It will be displayed with two shift assignment records in
calculation.

«  Specify work type: Specify work type for the temporary schedule. The options include Normal Work, Overtime on
Week Days, Overtime on Rest Days (overtime on weekends) or Overtime on holidays. The late arrival, early leaving,
leave, and absence will not be recorded when the work type is set to Overtime on Rest Days or Overtime on holi-
days or festivals.

Note: Multiple timetables can be selected for temporary schedule, but the start time of timetables should not be the
same. The timetables selected can be applicable to all dates selected.

(B) After completing settings, click OK to save the settings and return to the Schedule interface.
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5.4.2 Querying Schedule Details
1. Querying a Schedule List

(A) Choose Attendance > Schedule to access the Schedule interface. The interface displays personnel schedule
records in a list by default.

Cgarch  Gelast Dersomnal Shieft Fasi, Sgarch Sohgdhia Sgacch Tomporgry Soheckiie
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(B) Click the drop-down box next to Select Personnel, select an employee whose schedule records need to be
queried (refer to 1."Personnel Selection” in Appendix 1 for personnel selection), and click Search Schedule to view the
schedule records of employee. In Personnel Schedule Table, click the line where the schedule records are to view the
schedule timetable details in Schedule Shift Timetable details on the right of the interface.
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2. Querying a Temporary Schedule List

(A) Choose Attendance > Scheduling to access the Schedule interface.

(B) Click the drop-down box next to Select Personnel, select an employee whose schedule records need to be
queried (refer to 1.“Personnel Selection”in Appendix 1 for personnel selection.), and click Search Temporary Schedule.
Then Temporary Schedule Table displays temporary schedule records of the employee.

Note: No shift timetable details are displayed in Temporary Schedule Table. If no employee is selected, the temporary
schedule records of all employees will be displayed.

5.4.3 Clearing Schedule Records

In this system, users can delete schedule records selected and can click Delete Schedule Records on the Schedule
interface to clear all schedule records, including temporary schedule records.

1. Deleting a single schedule record or multiple schedule records at a time.

Search  Select Personnel 000000001 Taylor,0001 | Shift No. Search Schedule ] Search Temporary Schedule

Temporary Schedule Table

Delete Temporary Schedule Total 1 Records/1 Page

000000001 Taylor 2015-06-25 08:00:00 |2015-06-25 18:00:00 MNormal Work |Activate Temp Schedule

(A) Select a schedule record to be deleted in Personnel Schedule List, as shown in the following figure. (Multiple
choices are allowed)
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When there are a large number of schedule records, you can accurately screen the schedule records of an employee by
searching for the employee’s schedules. Refer to“5.4.2 “Querying Schedule Details" above for the search method.

(B) After selecting a schedule record, click Delete Schedule Records to access the schedule records deletion confir-
mation interface.

Delete Schedule Records

Select Schedule(s):Joe

W OK & Cancel

(@) Click OK to delete the schedule record selected.

Note: All temporary schedule records in the system will be displayed when you click Search Temporary Schedule. You
can screen the schedule records by entering an employee number in the search box so that the temporary schedule
records to be deleted are accurately displayed.

2. Emptying all schedule records at a time

Empty schedule records
(A) Click Empty on the Schedule interface to access the schedule records clearance confirmation interface.

Empty

Confirm To clear all shifts select shift type?

Staff Schedule Recording: #
Temporary Schedule Recording: #

W DK ) Cancel

(B) Click OK to confirm and empty all schedule records, including temporary schedule records.
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5.5 Attendance on Holidays

Attendance time on holidays and festivals may be different from that on week days. To simplify operation procedures,
the system offers settings designed for attendance time and rules on holidays and festivals.

5.5.1 Adding a Holiday for Attendance

Choose Attendance > Holiday > Add to access the holiday addition interface.
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5.5.2 Editing a Holiday for Attendance

In the holiday list, click the name of a holiday, or click Edit under Related Operation to access the edit interface.
Modify parameters as needed and click OK to save the modifications.
5.5.3 Deleting a Holiday for Attendance

In the holiday list, select the holiday to be deleted, and then click Delete on the upper left of the holiday list, or directly
click the Delete under Related Operation in the line of the holiday to be deleted to access the deletion confirmation
interface.

Click OK to delete the holiday and return to the Holiday interface.

5.6 Attendance Approvals

Daily maintenance includes viewing the AC logs and performing various operations on leave, overtime and appended
logs.

5.6.1 Leave
1. Leave Type Management

Choose Attendance > Leave Type to access the Leave Type interface.
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Employees will request a leave and superuser will review and approve/reject the leave which will be displayed in the
system statistics. In this case, leave type should be selected when entering a leave record.

The superuser can also add leave on the behalf of the employee for some cases.

There are six default leave types in the system: sick leave, casual leave, maternal leave, compassionate leave, annual
leave and business trip.

Add a leave type. (Note: The new leave type has the same function as the default leave types of the system.)

(A) Click Add on the Leave Type interface to access the leave type addition interface.

*Name Of Leave:

#Min. unit: |1
*Unit: | Hour v
*Round Off: | ves ¥

*Symbol In Report: |-

Save and MNew OK Cancel

Set the parameters as required based on the following steps:

«  Name of Leave: Enter the name of a leave type, with 20 characters at most.

+  Min. unit and Unit: Set the measurement unit and minimum value of the leave type. Unit can be set to Hour, Min-
ute or Workday.

+  Round Off: Set whether the values are rounded off.

+  Symbol In Report: Set the symbol of the leave type in the attendance report.

(B) After the completion of the setting, click OK to save the settings and return to the Leave Type interface. The leave
type list will display the new leave type.

2. Leave management

For different leave cases, an operator needs to enter the leave information manually, and the system collects the final
attendance statistics based on the entered leave information.

Adding a leave record
(A) Choose Attendance > Exception > Leave to access the Leave interface.

Timatable Shift  Schedule  Approvals  Tramsactions  Attemdamce Repert  Zome  Molldey  Leave Typs

e h Fervsane Mo Fari! Narme Enatan starch Madvenced o O

(B) Click Add on the Leave interface to access the Add Leave interface.
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Rule Timetable Shift Schedule Approvals Transactions Attendance Report Zone  Holiday Leave Type

Position: Attendance -> Leave -=Add
Add
Personnel:
= Search By Department *'Search By Personnel No./Name
Select All Personnel In The Department
Tatal Records/4 Page 1 20 ¥ Selected Personnel (0) Clear
ooQooooos 3 Department
00QooOo004 4 Deopartment
000ooooas 5 Department
000000006 5} Department
oooooooo7 7 Department
000000003 8 Department
000000010 10 Department
000000011 11 Department -
*Start Time:
*End Time:
®Leave Type: |--------- v
Reason:
oK Cancel

Set the parameters as required based on the following steps:

«  Personnel: Select an employee asking for leave (multiple choices are allowed). Please refer to Appendix 1. Person-
nel Selection for the selection of personnel.

« StartTime and End Time: Set the date and time of the leave.

+ Leave Type: Set the leave type of the leave. Click % to select a leave type from the popped up drop-down list.

« Reason Of Leave: Enter the reason for leave.

«  Completion Time: The time on which the new leave is recorded, which is generated by the system by default.

(Q) After the completion of the setting, click OK to save the settings and return to the Leave interface. The leave list
will display the new leave.

Note: When you add a new leave, after you click Save, the system automatically determines whether the leave time is
duplicated (same leave type and same time). If duplication occurs, the system displays a prompt: Time of leave repeat-
ed!

Deleting a leave record
(A) Inthe leave list, select a leave record to be deleted, and then click Delete in the upper left of the leave list to access
the leave deletion confirmation interface as shown in the figure below.

Delete Selected

Select Leave(s):Taylor: 06-22, Sick Leave

oK Cancel

(B) Click OK to delete the selected leave record.
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Approving a leave record
Choose Attendance > Exception > Leave to access the Leave interface.

Once the leave request is entered, it needs to be approved/rejected by the Approver. So for this approver needs to

review the leave record.
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Select the requined employes

Select the required record and click Approve.

You will get below interface.

™ Position: Attendance > Leave <=Approve

Approval Leave Appheation

Select Leave{sl:achal: 10-29, Casual Leave

*Status Of Review: | Audit By L]
Audit Reasen:

wOE 3 Cancel

“Status of review” is defined by two parameters: “Audit By” & “Reject”.
Selecting Audit By and clicking OK will approve the leave record.
Selecting Reject and clicking OK will reject the leave record.

Once the employee request leave record, it will reflect on the leave interface.
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This function is used to disapprove the approved leave records.
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Select already approved leave recond and dick Cancel Audit
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After when you click Cancel Audit, below interface will come.

® Position: Attendance -> Leave ->Cancel Audit

Revocation the leave application that has been audited

Select Leave(s):sam: 10-29, Casual Leave

W’ OK {7} Cancel

Click OK.

Status will be changed to “revoked” accordingly.
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5.6.2 Manual Punch

When an employee leaves on business trip or forgets to punch in or out, entering an attendance record to the atten-
dance report manually is called adding a manual punch. The manual punches are generally entered by the manage-
ment personnel based on the attendance result and the attendance system of the enterprise after an attendance cycle
ends.

Adding a Manual Punch

1. Choose Attendance > Manual Punch > Add to access the Manual Punch interface.
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2. Select employees. The list on the right displays the selected employees. Set Punch Time, Status (check-in, check-out, break out, break in, over-
time in, overtime out, others) and Reason for applying Punching data.
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3. After the completion of the setting, click OK to save the settings and return to the Manual Punch Log interface. The
list of manual punches will display the new manual punches.

Note: Adding a manual punch will simultaneously add an identical entry in the transaction log table, and modifying
it will simultaneously modify the same entry in the transaction log table. The manual punches added by the system
administrator require no further approval.

Deleting a manual punch
The method for deleting an appended log is same as that for deleting a leave.

Approving a manual punch
When the employee register a manual punch, the same will be reflected as below.

Select the required log and click on Approve.

Position: Attendance -> Manual punch -=Approve

Retroactive card approval

Select Manual Punch(s):3 3

*Approve Status: | Approved ¥

Remarks:

oK Cancel

“Approve Status”is defined by two parameters: “Approved” & “Reject”.
Selecting Approved and clicking OK will approve the appended log.
Selecting Reject and clicking OK will reject the appended log.

Cancel Audit
This method is same as of Leave.

5.6.3 Overtime
Overtime details can be entered in two ways. Through admin login, admin can add overtime for each personnel (which
will be auto approved) and through employee login, employees can apply for overtime (which will be approved by the

Approver).

Adding an Overtime
1. Choose Attendance > OT > Add Overtime Sheet to access the Add Overtime interface.
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2. Select employees. The list on the right displays the selected employees. Select Start Time, End Time, OT Type (Normal
OT/Weekend OT/Holiday OT) and Overtime description.

3. After the completion of the setting, click OK to save the settings and return to the Add Overtime interface. The list of
overtime will display in the Overtime grid.
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Note: Adding an overtime log will simultaneously add an identical entry in the transaction log table, and modifying it
will simultaneously modify the same entry in the transaction log table. The overtime logs added by the system adminis-
trator require no further approval.

Deleting an Overtime Log
The method for deleting an overtime log is same as that for deleting a manual punch.

Approving an Overtime log
When an employee applies for overtime, the same will be reflected below.

= Posibon: Afeedence -+ Aibendance Excepbion - Overtime

Saarch Perecnnd Ma Tt feamma Overmme Dezonphan | zEsrch M adesnced o Claar
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QOODCHSES HESIMALD STEPVEN DGOUSA J007-00-08 THEIUS00 J007-06-09 151 10:00 wWeskend OT washand mdrk JE T-0E-F9 1055510 Apply

Select the required overtime log and click on Approve.

™ Position: Attendance -> Ot ->Approve

Approval overtime sheet

Select OT(s):000004555 REGINALD STEPHEN D'SOUZA

=Approve Status: | Approved v
Remarks: | |

WOK ) Cancel
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5.7 Transaction

A Transaction Log Table displays the attendance records of all employees, including those uploaded by the
T&A device.

Choose Attendance > Transaction Log to access the Transaction Log interface, and the main interface lists the atten-
dance records of all employees by default.
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(A) Users can export a Transaction Log table to an xls, pdf, or csv file based on requirements. Please refer to 5. Export
in Appendix 1. Export for the specific method of exporting the transaction log table.

(B) Users can select the fields to be displayed in the transaction log table based on requirements (the fields are dis-
played after being checked)..

(Q)  Users can change the column width by dragging the column border to the left or right.
(D) Users can define the number of records to be displayed on each interface in the transaction log table.

(E) Click the line where an attendance record is located, and view the corresponding photo in the Att Photo box on
the right.

5.7.1 U Disk Import
Import the attendance records downloaded from a device to the USB disk to the attendance system.

1. Click U Disk Import on the Transaction Log interface. An interface as shown in the following is displayed.
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Select Device
Click ¥ tothe right of Select Device, and select a device from the popped up device drop-down list.

Select Records File
Click Choose File, and select an attendance record file to be uploaded.

2. After completion of the setting, click Upload to upload the attendance records in the attendance record file to the
selected device.
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5.7.2 Auto Export

The transaction file can be exported for integration purpose.

5.8 Attendance Report

5.8.1 Attendance Statistics

Rules for selecting the check-in/out time

The check-in time should select the time that is earlier than and closest to the due check-in time. For example, when
you check in at 8:55 and 9:01, it is considered that you check in at 8:55. The check-out time should select the time that is
later than and closest to the due check-out time. For example, the due check-out time is 18:00, if you check out at 18:01
and 18:20, it is taken that you check out at 18:01.

Calculation process

First determine the shift of each employee on a day, then determine the work type on that day, then select the check-
in/out time and the leave list; then select the compensatory leave information. When selecting the work type, only the
holiday settings of 100 days prior to the current day can be selected. Select the attendance parameters, calculate the
attendance results, and save the results to the database.

Calculation prerequisites

The attendance calculation date should be later than the entry date and calculation is only made when Enable Atten-
dance Function is set to Yes. If attendance check is not required for an employee, no attendance data of the employee
will be displayed in the attendance calculation.

Work type judgment rules

If there is no schedule or temporary schedule, the system considers the day as a rest day, and calculate the attendance

of the current day using the flexible shift. If Auto OT is selected, the overtime is calculated based on the settings of the

attendance parameters, and the calculation result is rounded based on the rounding rules. If the work time of the time-
table is set to zero, it is considered that the timetable is overtime, which will be calculated as the daily overtime.

Rounding rules

The rounding rules include rounding down, rounding off and rounding up:

- Forrounding down, when the remainder of the value of a calculated item exceeds the minimum unit, the system
automatically truncates the remainder.
For rounding off, when the remainder of the value of a calculated item exceeds half of the minimum unit, the value
will be increased by a minimum unit; if the remainder of the value of a calculated item is less than half of the mini-
mum unit, the remainder will be directly abandoned.

- Forrounding up, if the remainder of the value of a calculated item exceeds the minimum unit, the value will be
increased by a minimum unit.
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Scheduling principle

1. When there is a normal schedule, the system considers the day as a workday. However, if there is a temporary
schedule, the timetable of the additional temporary schedule will be considered as the normal working hours by
the system.

2. Ifthereis no existing schedule or temporary schedule, the system considers the day as a rest day. The system will
not calculate the attendance for employees who come to work.

3. Ifthereis no existing schedule but a temporary schedule is arranged, the temporary schedule will be considered as
the normal working hours.
4. Determining whether there is existing scheduling first:

(A) Calculate the attendance based on a schedule if any, and check whether there is a temporary schedule. If
yes, check whether Only temporary scheduling is effective or Add after the existing scheduling is selected for calculat-
ing the attendance. The work type of the temporary schedule can be designated during temporary scheduling.

(B) Ifthere is no schedule, check whether there is a temporary schedule.

(Q) Ifthere is no schedule or temporary schedule, the attendance is not calculated.

5. The attendance is not calculated when there is no schedule.

5.8.2 Attendance Report

The attendance report lists the daily attendance information of the queried personnel within a designated time period,
and collects statistics on absence, late arrival/early leave, overtime and leave, to check whether the listed information

is consistent with the actual conditions. If the obtained result is inconsistent, adjust the shift, add an overtime sheet or
compensatory leave sheet or directly modify the data in the report based on the requirements.

Choose Attendance > Attendance Report to access the Attendance Report interface.
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The following describes how to view an attendance report.

1. Click behind Select Personnel, and select an employee whose attendance report information needs to be
viewed from the popped up personnel drop-down list. You can select multiple employees or all employees.

2. Set Start Date and End Date. Please refer to Appendix 1 Date Selection for the method of setting the date.

3. Click Search, and view the attendance report information of the selected employees between the set start date
and the end date.

Note: When you click a report name, the corresponding report information is displayed.
Scheduled report
The scheduled report incudes the attendance data based on schedule and there is two formats during export with

break and without break. Also the report will display multiple entries.

(A) Users can export an attendance report to an xls, pdf, or csv file based on requirements. Please refer to Appendix 5.
Export for the specific method of exporting the report.
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Users can select the fields required for displaying in the attendance report based on requirements (the fields are dis-
played after being checked).

Users can change the column width by dragging the column border to the left or right based on requirements.

Daily attendance report

The daily attendance interface displays the daily attendance status, attendance statistics, overtime statistics, leave
records, and leave summary within a designated period, and uses symbols or digits or the combination of symbols and
digits to represent different items. The meanings of the symbols in each report can be changeable in Daily Attendance.

Total Timecard
The total timecard interface displays the statistics on the schedule, attendance status, overtime and holidays of all staff
by date. The attendance list is a statistical table of attendance records in each shift timetable.

- Total time: interval between the check-in time and the check-out time.

«  Attendance Duration: timetable time-(late+early-+break)

- Total time worked: attendance duration + OT

+  Exception: all abnormalities other than on-duty and off-duty, such as leave.

- Timetable: valid duration of actual attendance in Work Time (Minute) of a timetable.
«  Short: timetable — worktime.

Attendance Summary
The attendance summary interface displays the attendance summary of each employee in the time period, including
the lists of attendance, leaves and overtime, namely the summary table of the attendance lists.

The leave records are calculated by the leave type. The data in the leave column is the sum of the data of all leave types.
For example, leave = sick leave + casual leave + maternity leave + compassionate leave + annual leave + self-defined
leave.

Leave Summary

The leave summary interface displays all valid time and leave types of all valid leave records in the selected date range.
Valid time (minutes) means the minutes between the start time and end time of a leave record.

First In Last Out
It provides statistics on the earliest and latest punching data among the punching data of each employee for each day.

Exception
It provides all attendance exceptions.

Summary Sector
It provides all the data of an employee in a particular department. It is like a statistic of all employees in a department.

Time Card
It provides the detailed punching information of the selected personnel.

5.9 Zone User Management

Click Attendance > Zone to access the Zone User Management interface.
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Users can add personnel to an area on the interface. Select an area from the area list on the left, and the system auto-
matically screens and displays the personnel of the area in the list on the right.

The steps for adding an employee to an area are as follows:
1. Click Add Personnel to access the personnel addition interface.
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2. Select areas (multiple choices are allowed) and employees (multiple choices are allowed).
3. Click OK to save the settings, and return to the Zone User Management interface.
4. On the Zone User Management interface, click the selected area, and the area personnel list on the right displays

the information of the employees.

S B Totl ) ety Pae DO Q1O
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Note: After employees are added, the employees are set to be in the selected attendance area, the employee informa-
tion is issued to all devices in the attendance area, and the employee information in all devices in the original atten-

dance area is deleted.
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Chapter 6 Access Control

Access control option is to set user’s open door time zone, control lock and related device’s parameters.
The current unlock time should be in the effective time of user time zone or group zone.

The group in which the user belongs to must be in an unlock combination (or in the same unlock combination with
other groups, but the door can be unlocked only when all the groups in this combination pass verification).
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6.1 Access Time Zones

The whole system can define 50 time zones. Every time section is the effective time zone within 24 hours
every week. Every time section format is HH:MM-HH:MM, namely, accurate to minute.

Choose Access Control > Access Time Zone.
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6.1.1 Adding Access Time Zone
The time zone can be defined per week and assign different time.
Choose Access Control > Access Time Zone > Add to add different time intervals for the access.
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« Access Time Zones: Enter the AC Time Zone's name.
Start and End Time: Set the Start and End time for each time interval within a week.

6.2 Holidays

The holiday settings can be configured to control the door access on holidays.
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6.2.1 Add holiday

Choose Access Control > Holidays > Add to assign the timezone for holidays.

Also can set the recurrence level for holidays.
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6.3 Door

AC time zone is used to set the effective door open time. You can set the AC reader to be valid in a specified time zone
only, and you can also set a normal open (NO) time zone of the door. AC time zone can be used to set the access con-
trol right to allow the user to only access the specified door (including AC group and unlock combination settings) in
the specified time zone. The system implements access control according to the AC time zone setting.

Scoes T e Holdes Do Acoessiewrh S Acces By Level et Aooess By Employes  AolePaosbad  Acoeas Gioep  Coniblesd e Boation

= Eoarhpn . scoeer -5 Ougs
mih B Marma Lo Midonoe o Gl

Tokal © Becertn/| P QOO0 O (D 7
T

i e ] 7]
1 T i Ex

al e TRIRALT A i i
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You can set the AC reader to be valid in a specified time zone only, and you can also set a normal open (NO) time zone
of the door. AC time zone can be used to set the access control right to allow the user to only access the specified
door (including AC group and unlock combination settings) in the specified time zone. The system implements access
control according to the AC time zone setting.

M Position: access -= Door-= Details

+Door Name: Lok Delay: <(0-255)
Retry Times To Alrmi “Daor Alarm Delay: <(0-255)

Mormal Open Time Period: Mormal Clese Time Peried:
“Valid Holiday:

W 0K {7} Cancel

6.4 Access Levels

The access levels can be created with time zone and can add door to the access level.

L T p— aaw PR f—— e

s iy [T AT I TPY p
) e R LR L L - R R T R T e L L L T~
8 e i eveimwwm

r—. [T

Choose Access Control > Access Level > Add door to assign the door to access level.

M Position: access -> Access levels ->Add Door

Select Access Levels(s):2

Door: "

=[] iArea:area 30
=[] Device:sa(3583154900046)
OWU1sa1

W’ OK ) Cancel
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6.5 Set Access by Level

It's an optional function to create access level and add person to created level.

Eotam Thoe Boemn  fisfideen Cwwr dceess et et ddiem B Leel e Aloem By Bl Spthacbeth  fovrm Grur Dol VerFutias

= Ferien monn =

Emeck  oomtn Lrd Rama T Eeey 1Esnih B i T [——
Aniy
Bt P el For Ll Mo Lirvnbi Jaig sl 5| el
Sbche - i | Fusian] Pt RO D (30 T - e foee e i Yo | Maseral) P QDDIO D 28t
L] et ) e [l Tratn sl Bk
T ——— oy p— PRROCRIL REEL [

Choose Access Control > Set Access by Level > Add person to add person to the access level.

= Fepson o - - AcTen bl - -koid Paroy

Select Aevess Livels{n):2

Perssnne:

®Zaweh By Departrest | Canreh By Perseans e lame Al
[[] 1 Getest il Fersannal [= The Deparmant
Tetsi &1 Becords’) Peee @ODOET | Z0 T Selected Porsaresd (9] o e

e Fin Lajim

18 [ =

100 Foe e

(Lo ] =
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1 1L W
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Wik O

6.6 Set Access by Employee

The created access levels can be assigned to employees here.
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Choose Access Control > Set Access by Employee > Add access level to assign access level.
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™ Position: Personnel -> Personnel -=Add Access Level

Select Personnel(s):000000001 1111

Access Levels: -
s
Oa
-
W DK {7 Cancel

6.7 Anti-Passback

The anti-passback is using in some special occasions there its required that the card holder who entered from a door
by punching must exit from a door by punching, with the entry and exit records strictly consistent.

The user can use this function just by enabling it in the settings.

fuccs Firm Doemy  froliars  Dess  docems Leeeh . Sl fooc By Level Sl fooms By Biclome— Atifmckel. Sima Grae Qunlined Yer st

- Foumer moegd - - brk-PErtack

Ewwrh Srvh Bl e L] LV TR ¥ Sent Mool & Cim

it Toul LB/ FamDODDE: O (30T

# R ety * i e ] Rl Jiets

6.7.1 Adding anti-passback

Choose Access Control > Anti-Passback > Add to add the anti-passback options or master and slave device.

® Position: access -= Anti-passback-= Add

«Door: | |

=Anti-Passback: | Mo Anti-Passback T |
*In/Out Status: [None |

@Save and MNew W’ 0K ) Cancel
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6.8 Access Group

AC group defines which door or door combination can be opened in a specific time zone after users pass verification.

] - Tas R i Frt Heew B ]

T vty Pl ecmm |0 P
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6.8.1 Adding Access Group

Choose Access Control > Access Group > Add to add the access group with specific verification mode & time zone.

M Position: access -= Access group-= Add

#Access Group Mumber: |1 v

*Access Group: |

Werification Mode: | Fingerprint/Passwol ¥

|
|
|
Access Time Zones: | ------——-- v |
|
|

Include Holiday: | Mo v
Remarks: |

@Save and MNew s’ 0K {4 Cancel

The employees can be assigned to created access groups.

™ Pagsliom: mcttas - o Aetemi grisid « nAdd Persan

Salect docwer Group(e]s] Befalt Accese Group

Parconnal;
* Zearch By Cepartorack ' aarch By Persorasl o, Name [ 4]
Select all Bersnnned [n The Department
Toisl 1 Records/! Paze @D @ (o ¥ Selected Feraomed (0] Ty
(®  Perscorsibe (st fane Dot
T Fahul D -
1t wimed Hi
LLLTT TIkr) D
L3 raagmsl i
2 ran Fils
3 @ Fig{
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6.9 Combined Verification

Access control groups can be put into different unlock combinations to enable multiple authentication and improve
access control security.

It's a combination of the personnel in one or more multi-person personnel groups. When setting the number of people
in each group, you can configure one group (such as combined door opening by two people in one group) or multiple

group.

decess Thne Jonew Holidess Door Accasd Leiehl Sl Acom Dy Level Sl dcoeis By [mgiote  Actl-Passbuch oo itun  Combined varfication

= Pl Botmi Cambved Jorfcdten

“Leidy ntel | bemaedu'l P @ODO D 8 T

6.9.1 Adding Combined Verification
An unlock combination can consist of a maximum of five AC groups.

Choose Access Control > Combined Verification > Add to assign the access group and add the employees to make
combination.

M Position: access -> Combined verification-= Add

sCombined Verification Numoer: | 2 T |

*Combined Verification Name: | |

=Door: | |
Combined:
ok R Ll E— v]
SRR Ll dl
roup 3: [T 7] [ v
roup 4: [ V] [ 2
roup 5: [-——— ] [ l

ﬂSave and Mew W OK /) Cancel
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Chapter 7 System Settings

The system setting is to assign system users (such as company management personnel, registrars, and statistics clerk),
configure roles for corresponding users, and set system parameters, notices, reminders and operation logs.

7.1 System User Management
7.1.1 Role Management

When using the system, a super user needs to assign different levels to new users. To avoid setting users one by one,
you can set roles with specific levels in role management, and assign appropriate roles to users when adding users. The
permissions of four functional modules are included: personnel, device, attendance and system. The default super users
of the system have all privileges permissions and can assign new users based on requirements and set corresponding
roles (permission) for them.

Adding a role
1. Choose System > System > Add to access the Add Role interface.

When usng the system, the super user needs Lo assegn aiferent levels bo néw users. To avod setting users one by one, you can set robes with specihe levels i role

managersent, and asson appioprale rols Lo uters when Jdding users

b personng Denice  Atkerdancs Tystem

L1 Personnel

=RV POG New e 3 LAmos

Note: Select corresponding permissions based on the selected permission type.

«  Role Name: Enter the object type, namely the role name (such as the personnel staff and device administrator).

«  Permissions: The permissions of four categories are included: Personnel, Device, Attendance and System. In the
operation permission list under each permission type tab, tick the check box [ in front of the operation permis-
sion to select the permission, or click the highest permission in the list to select all the sub-permissions under it.
For example, click Personnel with the highest permission. Then, all sub-permissions under it such as Department,
Position, Personnel, Resignation, and Issue Card will be selected.

2. After the completion of the setting, click OK to save the settings and return to the Role interface. The role list will
display the new roles.

Editing a role

1. Intherole list, click the role name or click Edit under Related Operation in the line of the role to be edited to access
the interface for editing roles.

2. Modify the parameter settings based on requirements (refer to the parameter setting method in "Adding a role”).
After the completion of the modification, click OK to save the modified role information.

Deleting a role

1. Intherole list, select a role to be deleted, and click Delete on the upper part of the interface or click Delete under
Related operation in the line of the role to be deleted to access the role deletion interface.
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Delete Selected

Select Role(s):Rolel

wOK (A Cancel

2. Click OK to confirm the deletion of the selected role.

7.1.2 User Management
Add new users to the system and assign roles (permissions) to users.

Adding a user
1. Choose System > User > Add to access the Add User interface.

If check box 'Activate' is not selected then the user will be disabled and cannot log in to the system!

#lsername:
Required. 30 characters or fewer. Letters, numbers and @/./+/-/_ characters
*Password: sessss
The length range is 4 to 18 digits. The default password is 111111
*Confirm Password: sessss
The length range is 4 to 18 digits. The default password is 111111
Authorize Department:
If you select no department, you will possess all department rights by default
Authorize Area:
If you select no area, you will possess all area rights by default
First Mame:
Last Mame:

E-mail Address:

Staff Status: & _ _ -
Designates whether the user can log into this admin site

Super Status: _ - . -
Designates that this user has all permissions without explicitly assigning them

Role: Rolel

Fingerprint Registration Fingerprint Reqistration

Save and MNew W OK /) Cancel

Set the parameters as required based on the following steps (Parameters marked with * are mandatory):
« Username: 30 characters or fewer. Only letters or numbers are allowed.
«  Password/Confirm Password: The length range is 4 to 18 digits. The default password is 111111,
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«  Authorize Department: Click the ' and select a department from the popped up department drop-down list. (If
you select no department, you will possess all department rights by default.)

«  Authorize Department: Click and select an area in the popped up area drop-down list. (If you select no area,
you will possess all area rights by default.)

«  Staff Status: Designates whether the user can log into this admin site.

«  Super Status: Designates that this user has all permissions without explicitly assigning them.

+ Role: Roles need to be selected for non-superusers. Select a preset role, and the user has all operation permissions
of this role.

2. After the completion of the setting, click OK to save the settings and return to the User interface. The user list will
display the new user.

Note: You can modify or delete existing users. Click Edit or Delete behind the username to perform corresponding
operations. The detailed operations are the same as those in “Editing a role”and “Deleting a role!
7.2 Database Management

The database management interface is to get the databse logs and you can export the logs in xIs,pdf & csv.

7.3 System Parameters

Choose System > System Parameter to access the System Parameter interface.

The System Parameter interface displays the list of system parameters: including parameter names, parameter values,
description, and related operations. The descriptions of parameters are as follows:

Browse_Title: title of a Browser. If the value is changed, the changed value directly takes effect after interface refresh.

DB Version: database version, which cannot be edited.

7.4 Company Settings

The company settings interface includes the option to upload the company logo and company details.
This company logo can be displayed in the report also,if you select option ‘show in report’

Choose System > Company Setting to access the Company Setting interface.
R - |

Rk i S| e Ly
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7.5 Alert Setting

7.5.1 Mail Setting

Click System > Email Settings.

Email setting is used to trigger alert when the specific value set by the administrator has crossed the limit.
Set the email sending server information.

Note: The domain name of E-mail address and E-mail sending server (outgoing server) must be same. For example, the
Email address is test@yahoo.com, and the E-mail sending server must be smtp.mail.yahoo.com.

Obtain your mail server details and fill accordingly. Below form is for example only.

Rele User  Complery S415ing  Alert Semings  teg Dta Cleaning

2 Ml sentings
Emad Sandng Sareel ot 5k ess com [P .
Sarver Fort: 35 Lo
Pl Aresiint: a0 s, T i P doneake ey
Ewmmerd: feees
el Addresy: [mxw@wes wuw]
(5 Al Settisgs
“ijhan ca of Laks duresde 3 tirmwi sefial ot will B dmr?
“iWhan mo. of Exty Leanve dacesdt 3 timed, sciad St will B Gt
Fihar o of Alsen! snteeds 3 Hmes. emal dat =l be snd
Hmall fandng Freguirdy: | Honthly 7 |l psndng dey; | 1 * | dima sandeg e L0000
SEmal Absrt Tor Soapacted Attemdanos Besulks) s v
5 Approval Alert
Emall Al Fop AMart
Lo
7.5.2 Alarm Settings

Through Alarm setting, user can set the values for alerts. As per above example, when an employee exceeds a specif-
ic number of late punches, an email alert will be sent to a given E-mail. Administrator can set the other values as per
requirements.

Alarm Settings

#When no. of Late exceeds|0 times, email alert will be sent
#When no. of Early Leave exceeds0 times, email alert will be sent
“When no. of Absent exceeds|D times, email alert will be sent
*Email Sending Frequency:| Manthly v | sEmail sending day:| 1 v | sEmail sending time; |19:00
sEmail Alert for Suspected Attendance Result:| No M

7.5.3 Approval Alert

You can select the alert mode through approval alert function. There are two types of alert mode: email alert and pop
alert. The pop alert is useful for administartors, when the notification of leave or append log request from employees
comes, it will show pop-up message.

o Approval Alerl

Email alert * Pap Alert

W Ok
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7.5.4 E-mail Template

User can either use the default email template or can update their own template using the default template.

Rola  User Company Seling  adet Seiticgy  Log  Dels Caning

= Perbitn Sybhim == At Bettings - =Emsl Terplaic

eyt | Manus Pusch v
*herpreree Thibus . apply .
sEpC | el Ror b
Mepra (Becararbn ) {Recmoafintiare} (B ecenariathlame]
Haads (e}, (Frvtieese], (Lniese], (Department) {Funtk e, {PonchType). (essan] [ Same]), {sperivm}
Wt {PaCal), {FrrtiarsCel ), [LaothsmeC el ), (Dopartmane el ) {PorchTimaCall), (PuschTyesl s}, [FesssaCall), [ St Call), [dpp

Tehijet
oTamphidal
Il I == o - L |
adiveableteas [SeceivesTitwsHasm)id Bl dive
lie yiesThoriar-barian: Ipw eelif SERARRITsrklath Snielleid nieidive
caavr
ipablar
selapacesi® paplesTbasigroosdecalos: Asdades; SasghniiipmiTe
|
I Al

Editing Email Template
Select the fields such as (Event, Approve Status and Receiver) for editing the email template, click on “ “clean”and
clickon # to preview and edit the necessary changes from the editor as indicated in the below figure.

*Termnplate:
B I & == o & o

cdivachiz>Dear [ReselvezFlzaclame) 1/ milxe diva
<div style="border-bottom: 1px solid #dSafdz™>-haxplésse check informatiss below:</hi
ALV
ceivy
L=t 108 -]
SEEICth ColaphnaTi® Styles"backyroutd-color: sadatas; Belght:S0px: " HAazual 1
= Ll st el ok e
Strrdehy[Plal</shedr[Pinlall] </ udeg nel
Shraehy [Floathass] </ thr<uds [FL armlalll« ndes s
srrrdehy [Lastlaze] < /chaeds [Lasclasalall | </ odm 0o
nt e ehyerdy | DeparemeneCel 1 e fnda g fuy
el o edsgSery

crryechy{Depar

crrchy | e/ ehreeds [y
e/ Threeds [y ypelelllc edse ey
M/ ERMEAR [ RER Dl L PR EARSTE

T A [STATUACELL |4/ TAMSTE

cerreeha{fu
SLICERD [REsS
SEICER[STATO LS
ALICE RS [ADPTOVED [/ TR AP e TR L] I/ a0/ R

</ tanlen '9,

Dear {ReceiverFirstName}:

Please check information below:

{Pin} [{PinCell}
{FirstName} {FirstNameCell}
{1LastName} {lastMameCell}

4 Department } {DepartmentCeall }
APunchTime} [{PunchTimeCell}
APunchType} {PunchTypeCsll}

{Reason} {ReasonCell}
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7.5.5 E-mail Sending Test

User can send test email to check whether the email sending server settings is working fine or not.

Testing Email Sending
Enter the Receiver ID, Subject, Content and Click on‘OK'to test email sending.

# Position: System -> Alert settings -=Email Test

Sending one testing email.

*Receiver: | |
Subject: | |

=Content:

o’ 0K 2 Cancel

7.6 Log Record

The default main interface of Log displays all operation log records in the system.

Choose System > Log to access the Log interface.

Sawch  Lusmams s ity TSR T TR — -
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Mg WL -7 B
iy T = ify i
Pebtull'y Attt CrbrSire e e Teettenr wuds il
Phgaly Attt s Lasttre b - mm u:m,-i_
Cihers ary Matchrg | BreT eve= 20 15-04-23 3031 020, ShrfTemes I
Mok bt wen
.:' Dt !-l:ll-\.ll.drl\. R
n I CFY 13 Pesnad ppt; .l.- sorailpenn o Pty asursen- #then
P T15-De-2 2L Comurn Compeansy Cthery Clmawr - comwnarady
o bt 2 § o e 184 Lyartine Lhet
A 21D aanm sofen  Baasealugan abjecl Mzt dalueaieh i e
b Tranalaras o duts | h-on] Base o ds dagrm Traddng Crurege - Tradensd Chesss &34
T il 3 10T Temnplatad o duts {ifeon| B cods taple dapas Seareed -3 Spanen Ead
B 307507 160 Trwm mm Ame ety M g5y Lettn oo Sesiaf |.~|:--|'\- ()
e = 1088 Tromisel b dele [ifdn| Beie® Sy Lalde frrpidml Cl=roam segiifrml Chomey B
et r 'l I nlq.n- e T BEo, |uu dienga setensrg o> Sungn mbeusng  had
[ ] 103 PR Troeipbes b duts friv—<n| commnt hpasge label: e - mih Rk
s 300508 21 180 TE TH nn.-thr I“L"W"""' Liom s ldid dlepi oo dlacs skl
% |

Due to the large data amount, you can use the search function to search for required log records. Please refer to Appen-
dix for detailed operations.
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7.7 Data Cleaning

Clean up the data in the system, including log records, expired folder uploaded from devices, failed commands, device
communication log, temporary file and user’s session records.

1. Choose System > Data Cleaning to access the Data Cleaning interface.

Clean Up Data Before2015-06-17

Choose Items To Clean Cleaning Results

=0 select All

[ clean up log records

[ clean up expired floder uploaded from devices

[ clean up failed commands

O clean up device communication log

O clean up tempaorary file

[ clean up the user's session records

« Clean Up Data Before: Set the date. Please refer to Date Selection in Appendix for the method of setting the date.
The data records before the set date are cleared.

+  Choose Items To Clean: Select the items to be cleaned.

Note: The data cannot be restored after being cleaned. Please be careful with the operation.

2. After completion of the setting, click OK to clean up the selected items. After the cleaning success, the Cleaning
Results area will display the cleaning results.
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Chapter 8 Payroll Function

8.1 Base

8.1.1 Formula Sign

Click Payroll > Base > Formula Sign.

The basic salary, workdata, workhours & daily salary can be defined as symbols for future formula generation.
Below example is for an formul sign.

Base Formula  Salary Structure  Increment  Allowance Deduction Expense Cash Advance  Payroll Report

. Position: Payroll->Base-=Formula Sign
Formula Sign

Currency Only Support Letter

*Basic Salary BS

*Warkdays
Deduction Type “Work Hours [\WH
“Daily Salary DS (Daily Salary = Basic Salary / Work Days)

Allowance Type

Ok

8.1.2 Currency
Click Base > Currency.

In this interface, you can add the currency using for payroll calculation. The operations like add, delete, log & export
options are avilable. Also you can set one of the currency as basic currency.

Rass  Permsls  Seleey Struchess  Incrietent  Aldwaee  Deductios  Daperis  Cob advarcy - Prerall Ripen

Bortnils S
Cursency
Ty bty i ol <] Toasl 3 Beimdali P DODIDOE D 30 ¢
ABgmunca Type _::;:; £
Daduction Tepe _1 ?-
8.1.3 Allowance Type

Click Base > Allowance Type.

The allowance types can be added with code.

s Formula  Salary Snecfuie  [ecremest  Alowancs  Defucthn  Dapiess ik Advecss  Pawvrol Rigort

Fesmuls Siga

Custrency

Al o Prpst

Desduycibon Tios:
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8.1.4 Deduction Type

Click Base > Deduction Type.

The deduction types can be defined.

Rise  Fomsls  Seley Wructore  Incensnl  Alcwetds  Dedection  Dupsnis  Cach ASwaecs  Pavvell Report

ks Siges

..
B
B
i
.
¥
1
B
2]
L=
i O
o
o

Desduction Tyee

8.2 Formula
8.2.1 OT formula
Click Formula > OT formula.

The formula for different types of OT can be defined according to the organizational rules.

Basd forraln  Salare Sboocfurd  Dngremest  alowinck  Dedutie Doendd  Coah adaecs Pavrsl Ripont

Lxcoglion Fermuls

ke

Click Formula > OT formula > add.
You can add overtime formula with description.
Base Formula  Salary Structure  Increment Allowance Deduction Expense  Cash Advance  Payroll Report

® Position: payroll -= Ot formula-> Add

Basic Salary(BS) Workdays(WD) Work Hours(WH) OT Hours{OTH) Daily Salary(Ds)

*MName:
*OT Type: | Mormal OT r
*Description: | Increment T
*Type: | Formula r
*Formula:
Basic Formula: | MO v
Remarks:
1 Save and New w” OK ) Cancel
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8.2.2 Exception Formula
Click Formula > Exception Formula > add.

In this interface, you can add the formula for exception.

® Paosition: payroll -= Exception formula-= Add

Basic Salary(BS) Workdays(WD) Work Hours{WH) OT Hours{OTH) Daily Salary(Ds)

*MName:
‘Exception Type: | Late hd
‘Description: | Decrement hd
‘Type: | Formula r
*Formula:
Basic Formula: |NO r
Remarks:

Save and Mew s O (4 Cancel

8.2.3 Leave Formula

Click Formula > Exception formula > add.

Base Formula  Salary Structure  Increment  Allowance Deduction Expense  Cash Advance  Payroll Report
# Position: payroll -= Leave formula-> Add

Basic Salary(BS) Workdays(WD) Work Hours{WH) OT Hours{QTH) Daily Salary{Ds)

*MName:
‘Leave Type: |--------- =
*Description: | Decrement v
*Type: | Formula v
*Formula:
Basic Formula: | NG v
Remarks:

1 Save and MNew WOk () Cancel
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8.3 Salary Structure
Click Payroll > Salary Structure.
The list of employees who all having the defined salary structure.

Base  Formuls  Saliey Sructure  Ircrestent  Agwance  Oetucton  Deperss  Ciih Addance  Parcl Kepon

ity Toil 2 Recarde! | Pee DDDGT S (o -
O L e L L L :

EdEdiiaid e TR o OLE-DF- 39 Nk Deniy

Lk LB £530 oHE 00K ] o & £l Cigiy

Click Payroll > Salary Structure > Add.

The basic salary, OT formula, exception formula & leave formula of employees defined here.

= Posfion: payroll == Salary structure == Salary Sething

‘Emporee
& Samrch By Department " Search By Personnel Moo fame D
§ [0 fisect 2l Parganmsl In The Departeent

Total 71 Records/! Page@D@ DL @D (20 * Sebected Persanned (1] u Cloat
D e T T e £ onougoout abecur | Desirien
“ [T shairy Tirparimenl .
o  § ilnly Cmpai { rewartt
= bk ] & Cepartrdnt
COOG0G004 a DCepartment
[ o Departrment
CODDDOTRE Earayin Ceg mitrment
=L LEEET tamnr It
GO0010002 £l et mdrreenl o I3
By Cidreney | G -
=Basic Salmry:
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8.4 Increment
Click Payroll > increment.

The list of employees having salary increment will be displayed here.

ceetsl | e @QODQ D F0E

[
£ Dt

Bt Dlsta

Click Payroll > Increment > Add.

The increment in the salary can be updated here for further calculation.
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= Baulmn: paerall s Diiresemn - add
*Erployes:
diganrch Dy Oupartrant Dianrch Dy Buntonnad G ilnee 7]
: Sebect Ml Persanne In The Department
Total 10 Aecerds/ L Pge@ODO QL 1@ 3 -] Selscted Persannd {0) & Chenr
T TN
[rer e inl] [ = 2l ] Deeparimes =
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"ecniplion: | Imerement
“amaunt:

“Fasup Date:
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o6 Canesl

8.5 Allowance
Click Payroll > Allowance.
This is the records of employee allowance.

iy Tolel 4 e’y P DOOE T D (71 s
. L ~

Click Payroll > Allowance > Add.

Here you can add the employee allowance and the allowance is predefined in the previous section.

= Papnea nwrall - Blowenes ooddd

gl
® Sadeeh By Dipbrtmant . Gadfeh By Pareanasl i ive
Seiwct Al Ferpannd In Tha Depertmect
Teial 1| Becordns Pee@DD@ 1 D Falacted Parpcansl {00 & e
SIOGT| shasus e —
SOOHM000T Y gt
ot E [p—— il
rrarree 5 [ — "
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AT Lasialti Claguictinact
00003100 Imhe it
QOO LikL] Lo et w
LR [ T p— .
=il
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8.6 Deduction

Click Payroll > Deduction.

The deduction amount is defined with employee list.

Total 1 hecordi/ L Pege DDID@ T D (30 +

Edk Peinle

Edst Ciste
£t Coieln
Click Payroll > Deduction > Add.
Here the add option to add the employee with selected/predefined deduction type.
m Fosdion: peyroll - Deduchon »+&dd
“Employves: ﬂ
& Search By Depwtment ' Ssarch By Personred Mo Hams
by 8l Bermonned In The Department
Tersd 21 Recsrde/2 Poge@ DO (@D 30 v Sefeched Persanng (3] £ laae
T
Tt ] T Degarbent
ooCo00Y dads Dhrjsgr tramil
INOCOO008 a Peepar {rrwerit
RO 1] Drepdrtavent
el pymeelt b Q@ Degartonent
DO000000E Aarnst Crepaariznent
DOQOCT 100 ENE teat
BODGC ¥ ] Do trmanmik m
Deduchin Tygig: | srrees - *
S Amaunt;
[zaue Dte:
Rl
W 0E @ Cancd
8.7 Expense
Click Payroll > Expense.
The expense amount listed with employee details.
Waie  Fomuls  Salary 52 I a2 Deduitian Cnk: Achance  Paryroll Repoit
= Pouman; payrell -> Lipsrse
e Totd 3 Recordy ) FepeDDD@ T D (D v
O T R e =
LU [ 1000 3 [ e
aeesmon e B e Ed2 Daiete

Click Payroll > Expense > Add.
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* Pokiicn: peed - > Expeinie ->fdd

sEimplayee: n
= feaich By Department - Seaich By Personnel Ho.Mame
L) LiSelect &l persannd In The Departmant
Total 21 Recorde/s PageDDD@ @ (20 * Selected Peracnnel (0) EGlear
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aasananal AT Drrgiartimenil =
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00032 100 immr et
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e ) Sance
8.8 Cash Advance
Click Payroll > Cash Advance > Add.
& P payred e Cmb tdvere
o Tekel | Asconde’] Proe QOVDIE O 19 -

T E¥ Duity

Click Payroll > Cash Advance > Add.

® Position: payroll -> Cash advance ->Add

L] .
S ® 5earch By Department 'Search By Personnel No./Name
|: _ Select All Personnel In The Department
Total 21 Records/2 Page @@ OO | @ Selected Personnel (0) ‘@ Clear
= lpersonnel No.____first Name __[Department | _
(] 000000001 abacus Department e
(0] 000000002 dab Department
(0] 000000003 0 Department
(0] oooooooo04 0 Department
] 000000005 o Department
(0] oooooooos Aazaath Department
] 000002100 laine test
o 000009999 9999 Department v

B —
T —

Remarks:

W'OK () Cancel
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8.9 Payroll Report
Click Payroll > Payroll Report.
The salary reports available in 4 formats.All the reports can be filtered employe wise or department wise.

The reports export format available in PDF, EXCEL & CSV.There is statistics available for both payroll and attendance.The
save layout is using for set a fixed format and orginal layout for returning to orginal.

8.9.1 Salary formula report

Car Pawadi Sl Shiapt Ssere Dee rwekic By
o Bt g e P oy Bt S5y T S iyt [ St Lyt

Foruremiile,  Frdfiams - Capciist  Dessimny - Coseny e 0F  Waokead O buimei 01 - Bt i el L] L e
RS BT Coportvast 500008 e

mmer A taparen D e

sttt N

8.9.2 Salary change report

e S g Reot FIF g ket Ui 57 Gaen oyt § 7 Delml avew

8.9.3 Salary detail report

by i ey R e Lokl My Ly
i C S g CoeA PO g Dot 55 (] S vt £ el Lo

e I — W e
wakmeel 4 ezaman

e e
wrima Mg fepmmen
ORI s R .

8.9.4 Monthly salary report

Saliry Porraidi Raliry Thivge  Lalery Selad Hontt ) Sy

Bt S o B PO o Eapit £5 £ Siew Liwtid [ Dl Liipout

AT Q [ T | iy [ ETEEE ] 1

AT Y Cuparimssi 0130 My D 150 0 A

ik arramm [arere e T s O s iz

L rees e gt i i [T ekt i
8.9.5 WPS Report

Base Formula Salary Structure Increment Allowance Deduction Expense Cash Advance  Payroll Report

Search Select Personnel|000007111 SAM, 00000 | Start Date|2017-06-01 End Date|2017-06-30 ) Search [E] Att Statistics Pavroll Statistics

Salary Formula Salary Change Salary Detail Monthly Salary WPS Report

i | Export XLS fzm Export PDF e Export CSV [ Save Layout [] Default Layout

‘Personnel No First Name Record Type Person ID AgentID  Employee Account Start Date  End Date  Days in Period Salary  Variable Salary Leave Days
000007111 SAM EDR 10007118747528 703420114 AE470340003708202783401 2017-06-01  2017-06-30 30 7600.00 125000 2.00
000000712 GEMS EDR 20507198747527 708708457 AEB50820278570125784508 2017-06-01 2017-06-30 30 4562.00 41850

Rscord Typa Parsen iD “AgemtiD “Employss Aceouns T iareOate  GndDwie  Duys inPariad Salary Variahla Salary Leave Diys

EDR A0 T11ETATIIE TORAI0114 AEAPISA000F MOEBIITER01 20170400 I00 70630 an 000 00,00 2

FOR YSEOTEASEETISE TORIOEED AFSRTASGOGSIRTAIISE6TIR  IO1T-06-00 0N T30 an 453500 .00 1

Lo 1OESOERET A5 TOMASHLAT ALSSANBASHSIE TESHS 16514 200 T-06-01 200706300 w oonLs2 .00 LK}

EDR FSEATRIEASTGL S0GTE4IS AETIRMSGOGS0SRSGSE5165 301 7-06-01 200 7-06-30 A 450000 a.00 a

DR IASISEBATETHS BAMITEE ALLGASGABASTROTRETEEMAS 20017-04-01 2AT-06-30 il 000,00 250,00 L]

v
5O AR T SEITEASEA. 20170705 1219 BT 5 EFLED AED I Tedn Seturity LLC
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WPS Report Description

EDR [Employes Detail Record)

Column_|Field Label

Description

Recard Type

Alphabet

Pust be EDR

B Person 1D

Alphanumeric

The Unique identifier as provided by Ministry of Labowr. This infarmation will be
printed on the Emplayes Labour Cards. If the number mentioned is bess than 14 digits,
ir the file the field should be prefimed with zeros to add the count te 14 digies,

€ |AgentiD

Mumeric

This is the 9 digit routing code which i assigned 1o the Employes's BankfAgent where
their accounit is hald. All WAE Banks and Excharges have their routing codes.

=] Employes Account

Alphanumeric

Employee's account number as provided by the Bank/Agent where the salary is to be
credited.

E Pay Start Date

The Pay Start Date. Should be entered in YYYY-MM-DD format. For eg: if the salary
payment is for the month July 2007 then the Pay Start Date should be “2017-07-01°,
Mote: This date cannot be less than 2017-07-01

F Pay End Date

The Pay End Date Should be entered in YYYY-MM-DD format. For ag! If the salary
payment is for the month July 2017 then the Pay End Date should be *2017407-317,

Neta: This date must ba greater than the date indicated in Column E

] Drays in Period

Mumeric

The rumber of Calender days for which the Salary is being paid.For Eg: M the salary is
being paid for the full month of July which has 31 days in total, then the value entered
shiould be entered &3 "31°

15

Numeric

Enter the Fixed Salary amount paid 1o the employes. This shauld include all fived
salary components such as Basic Salary, Accomodation Allowance, Transpart Allowance
etc. This must be calculated as [Sum of all Fixved Components (paid Monthly) -
Daductions [Monthly deductions such as Leaves Late timaes,Early leaving

timas Absance timaes)]. Valid amount [eg: 582757/ 3700/ 57). f no contribution
for this component, then type 0.00 in this columa.

Mete: Nagative ameounts are not permitted and the fils will be

l Variable Salary

Numeric

Enter the Variable Salary amourt paid to the employes. This should include all variable
salary components such o OverTime [NormalWeekend/ Haliday], any Incentives,
Bonus et This must be cakulated a4 [Sum of all Variable Components which is paid
manthly such OTary Paid Leaves,any incentives,bonus et

Walid amount [eg: 5827.57 £ 27.00 / 57). If no contribution for this companent, then
type 0,00 in this column.

WMIM-IM MEW!M“MH"MM

Mumeric

The number of days the employes has been on leave without pay in the pay period. If

s b g bben svalled off then enter 07 in this columan.

SCR (Salary Control Record)

Column

Field Label

Max, Size

Type

Description

Recard Type

03

Alphabet

Must be SCR

Employer Unique 1D

Alphanumeric

The Unigue 10 {Establishment 10} of the Company issued by the Ministry of
Labour. This field shall be validated against the databasa held in WPS. This
10 can vary in length from 13 to 35,

Note: If the length is less than the maximum specified length of 13 digits,
then this fleld should be padded with leading zeros.

Routing Code of the
Employer's Bank

Numeric

This is the 9 digit routing code which is assigned to the Employers Bank
where the corporate account is held.

File Creation Date

10

Date

Pust be in YYYY-MM-DD format. For Eg: If the file is prepared by the
employer on 28th July 2017, then the date mentioned will be 2017-07-28

File Creation Tine

Humeric

Must be in HHMM format.For Eg: If the file is prepared by the employer at
4.30pm, then the time mentioned will be 1630,

Salary Maonth

06

Numeric

hust be in MMYYYY format. The actual menth for which the salary is being
paid. For Eg: If the salary payment is being done for the month of July 2017,
then the month wall be mentioned as 072017

EDR Count

Numeric

The Total number of Employees for whom the salary is being paid.

Tatal Salary

Numeric

Total Salary amount paid to the Employees. This will be validated to be equal
o the sum of all fiked and variable salary components indicated in all the
EDR records in the file,

Payment Currency

Alphabet

Currency is always assumed to be in AED

Employer Reference

Alphanumeric

This is a documentary field to be entered by the Employer if they maintain a
unigue file ientifier at their end. If not applicable then the freld can be left
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Chapter 9 Appendices
Appendix 1
1. Personnel Selection

(The following uses the operation of adding a person to an area as an example.) Choose Attendance > Zone > Add
Personnel to access a interface as shown in the figure below.

® Zearch By Department " 'Search By Personnel Mo./Mame
Select All Personnel In The Department

Total 2 Records/1 Page 1 Selected Personnel (07 Clear
000000001 Taylor Overseas Sale
oooooooo02 Joe Development
000000003 Mike Developrment

You can search for personnel in two ways:

«  Search By Department: Tick the check box to the left of Department in the department list of the drop-down
menu, and all personnel in the department are selected. If Select All Personnel in the Department is selected, all
personnel in the department are selected, and are displayed in the Selected Personnel list.

Includes Following Department QK
=[] Department

[] Development

[] Overseas Sale

« Search By Personnel No./Name: Enter the name and number of the employee to be queried in the query box,
click. Then, information on the employee who meets the search criteria is displayed in the personnel list box. Click
+ the check box in front of the employee so that information about the employee is displayed in the Selected
Personnel list.

Search By Department '® Search By Personnel MNo./Name

If the selected personnel are displayed in the Selected Personnel list and you need to delete one or more employees,
deselect the check box in front of the employees. If you need to clear all selected personnel, click Clear.
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® Search By Department “Search By Personnel No./Name A
Select All Personnel In The Department

Total 3 Records/1 Page (DQD O 1 (b Selected Personnel (2) - Clear
| = # 000000001 Taylor Owerseas =
¥ 000000001 Taylor Owverseas Sale ¥/ O0ooooooz2 Joe Developme
] ooooooooz Joe Development

000000003 Milke Development

2. Date Selection
(The following uses the operation of setting resignation date on the Add New Departure interface as an example.) Click

the input box to the right of Resignation Date. The system automatically displays a date selection box as shown in the
figure below.

*Personnel:

*Resignation Date: | |

L L 4
*Resignation Type: 2015 Jun *

Reason: | SunMonTue We«Thu Fri Sat

311 2 3 4 5 6

7 8 9 10 11 12 13

Return Uniform: 14 15 16 17 18 19 20
Return Card: 21 22 23|24 25 26 27
Blacklisted: 28 29 30 1 2 3 4

5 6 7 8 9 10 11

[cx ] [per][ox ]

E Save and Mew o’ OK @ Cancel

Return Tool(s):

Disable Attendance:

(A) Click tothe right of year, and select a year from the popped up year drop-down list (by default, the system dis-
plays the year of the current date).

(B) Click to the right of month and select a month from the popped up month drop-down list (by default, the system
displays the month of the current date).

(C) Click to select a required date in the date selection box.
(D) Click OK. The selected date is displayed to the right of Resignation Date, as shown in the figure below.

*Resignation Date: |2015-06-24

Ct (Current): Click Ct to set the date to the current date.
Del (Delete): Click Del to clear the selected date if you want to re-select the date.
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3. Time Selection
(The following uses the operation of setting the check-in start time on the Add Timeshift interface as an example.)

(1) Click the setup box to the right of Check-in Start Time. Then, a time setup box as shown in the figure below is
displayed.

*Timetable Name:

*Check-in Start Time: |DS:DD:DD | *Check-olt Start Time: [17:00:00

#Check-In3 18 :0 :0 | | Ct || DEI|| DK| *Check-Out: [18-00:00

*Check-in End Time: [10:00:00 *Check-0Out End Time: 19:00:00
*Must Check-In: | yes v *¥Must Check-Out: |ves v
*Late Arrival: |p *Early Out: |p
#*Work Time (minute): |480 #Workday: 1.0
#A0t0 OT: | Mo r

(2) Click the hour box. The hour selection box is displayed, as shown in the figure below.

1.When you select "Mo” in "Must Check-In / Must Check-Out”, the system automactically creates a
2. If that pericd has shift or temnorary shift is in use, you cannot edit and delete!
012 3 4 5

6 7 8 9 1011
1213141516 17
1819 20 21 22 23

*Timetable Name:

*Check-in Start Time: |[( *Checlk-out Start Time: [17:00:00

#Check-In: |8 :0 : 0 - | Ct || DE-I|| DK| *Check-Out: [18-00:00

*Check-in End Time: [10:00:00 *Check-0Out End Time: |[19:00:00

Click the time in the hour selection choice box to select an hour. (Note: You can enter an hour in the hour box manual-
ly.)

(3) Click the minute box. The minute selection box is displayed, as shown in the figure below.

1.When you select "Mo” in "Must Check-In / Must Check-0ut”, the system automactically creates a
2. If that period has shift or temporary shift is in use, you cannot edit and delete!

*Timetable Name:
0 5 1015 20 25

30 35 40 45 50 55

*Check-in Start Time: | *Checlk-out Start Time: [17:00:00

#Check-In: 8 :0 0 | | Ct || DE-I|| DK| *Check-Out: |18-00:00

*Checlk-in End Time: [10:00:00 *Check-0ut End Time: [19:00:00

Click the time in the minute selection box to select a minute. (Note: You can enter a minute in the minute box manual-
ly.)
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(4) Click the second box. The second selection box is displayed, as shown in the figure below.

1.When you select "No” in "Must Check-In / Must Check-Cut”, the system automactically creates a
2. If that pericd has shift or temporary shift is in use, you cannot edit and delete!

*Timetable Name:

*Check-in Start Time: LE:'__I_':_' _2_':' 3040 50 *Check-out Start Time: [17:00:00

#Check-In: |8 :0 :p |* | Ct || DE-I|| OK| *Check-Out: [18:00:00

*Check-in End Time: [10:00:00 *Check-Out End Time: [19:00:00

Click the time in the second selection box to select a second. (Note: You can enter a second in the second box manual-
ly.)

(5) After the completion of setting the hour, minute and second, click OK to save the settings.

Ct (Current): Click Ct to set the time to the current time.

Del (Delete): Click Del to clear the selected time if you want to re-select the time.

4. Import

The following uses the operation of importing personnel information as an example.

If there are electronic personnel or department records available, which may be information about the personnel,
department or human resource system in other software or devices, you can import the information to the system

through the Import function.

(1) Choose Personnel > Personnel > Import to access the Import Personnel interface.

Import Daks

Salact the Bly you wank Do import: | Chodss Fils | Mo e choser Ir=perting Templatet Brimgle:

Oy supoont Bt Jals @nd ooy format S 1 Oeoome g Frw hama i. [eernen Fasbmts | cadts
Diuplicate Parsornsl Moo ™ Mot Import. . Cowar 3 Barid r
4 o Fedd i : 4 |
i1, W ke . 1 Y 1
L Jenen 1
L “aln 1
Dmriphion
1 impart tarmplate recurel haddar
- Parsanned Mo, Tt e, Departsi] Mo b Begured Sels
180 it eveugt b ins Bt Syt

Note: Users can click Get Import Template to obtain and save the personnel importing template, and fill in and save
corresponding personnel information. Users can use the personnel import function to import the personnel informa-
tion of the file (. xls file) to the system.

(2) Click Choose File. The Open dialog box is displayed, as shown in the figure below.
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E Open . -~
o9 I R »

Organize = MNew folder

s

> = - =Ty <m . -
[ Favorites | Libraries

Bl Desktop I d System Folder

, Downloads

= Recent Places Hemegroup
= Q Systemn Folder
4 Libraries

@ . admin
Docurnent= % System Folder
J’ Music

=] Pictures . | Computer
B2 videos === J,' System Folder

Y
# Homegroup ) Network
Lf System Folder

1% Computer i o Bevond Compare 3

File name: | - [l Files

[ Open |v] ’ Cancel

(3) Select the file to be imported and click Open or directly double-click the file to be imported. After file selection,
the address of the selected file is displayed next to Choose File, as shown in the figure below.

Select the file you want to import:| Choose File | Personnel_201..24180013.xls
Only support .txt, .xls and .csv format files
Duplicate Personnel No.: '"®'Not Import ''Cover
Note: Only xIs and .csv files can be imported.
(4) Duplicate Personnel No.: When Not Import is selected, records with the identical personnel number with the
system personnel number are not imported. When Cover is selected, records with the identical personnel number with

the system personnel number directly replace the records with the identical personnel number in the system.

(5) After completion of the setting, click OK to start importing the records. After the importing success, the system
automatically returns to the Personnel interface, which will display the imported personnel information.

Notes:
- Atable header is required for importing templates.

Personnel No,, First Name, and Department No. are mandatory, and other fields are optional.
5. Export

The following uses the operation of exporting personnel list as an example.

(1) Choose Personnel > Personnel > Export to access the Export Personnel interface.
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 Export (X))

Current Export Table | Personnel v |
File Type | PDF File v |
Export Method:

®a Records(max 10000 new records)

Oselect number of records to export

From ND.Drecords, export total records

| Export | | Exit |

When there is a large amount of data, it is recommended to click Select Number of records to export to accelerate
exporting speed and reduce system load.

(2) File Type: If you select Excel file for exporting, click Export to directly export the file.

Personnel_20150624180015 xl=

Notes:

- The exported table is the currently displayed list, namely, the list of queried or displayed results.
« A maximum of 10,000 latest records can be exported.

6. Log View

The following uses the operation of viewing personnel operation logs as an example.
Choose Personnel > Personnel > Log to access the Logs interface, as shown in the figure below.

- Lo ©

Username|:| Action Flag| ————————— v | QSearch - Clear
Total 15 Records/1 Pace QOO Q1 |©

usemame __Action Time __Object Type) Object Description Action Identiication| |

admin 2015-06-24 18:00:12 Per Export

admin 2015-06-24 18:00:12 Persorme Export

admin 2015-06-24 18:00:04 Personnel Export

admin 2015-06-24 18:00:03 Personnel Export

admin 2015-06-24 10:56:26 Personnel 000000001 Taylor Modify Whether owe
admin 2015-06-24 10:56:26 Personnel 000000001 Taylor Modify Whether ove
admin 2015-06-15 11:16:25 Personnel 000000003 Mike Modify Whether owe
admin 2015-06-15 11:16:25 Personnel 000000003 Mike Modify Whether ove
admin 2015-06-15 11:16:23 Personnel 000000003 Mike Add

admin 2015-06-1511:16:02 Personnel 000000002 Joe  Modify Whether ove
admin 2015-06-15 11:16:01 Personnel 000000002 Joe  Modify Whether owe
admin 2015-06-15 11:16:01 Personnel 000000002 Joe  Add

admin 2015-06-15 11:15:30 Personnel 000000001 Taylor Modify Whether owe
admin 2015-06-15 11:15:29 Personnel 000000001 Taylor Modify Whether ove

admin 2015-06-15 11:15:27 Personnel 000000001 Taylor Add
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Notes:
- The Logs interface displays only the operation logs of the current operation module.
« Logs under some operation menus can be viewed only on the edit interface.

7. Query Function

(The following uses the operation of viewing personnel as an example.) Choose Personnel > Personnel to access the
Personnel interface.

Saarch Parsonnel X, Fust Mame CHgRItTens o TRECh My AITON] o DR

«Dialety «Schst Sy oAt Depgrirent «Bogonation S Mo, .-m Toral 3 Recorond| Fage Bﬂu n k=]
OOOGODTEE 2 Oversass Empicves  &res Mama, 15 s Edt _5_;5,
DOoCOpDGT Son 3 Dhraofrhiant Emploven  APas Maima T Nona Lo Delete
i ek Ml } Dlarwaligarriam} Eifigloyes  Afds Mame Hicores More  Ed8 Dalgts

Fuzzy query
Enter the search conditions in the corresponding search fields (such as First Name, Personnel No., or Department), and

click Search. The data area in the lower part displays the search results.

Eaarch |n-nn-.r.r| s 3 | Wl Wiy Dt gt L Saacch b Advanced . Dhage

oDuetn ANt Areg «Ach DOk «BAEOnFNon =M. ';i'm Total L Recorcad) Faoe DD Q1 (1=}

Advanced query
Click # Advanced to access the Advanced Query interface.
. Advanced Query '@,
Select Search Field Select Condition Range
| | Equal To vl |

Conditions Selected

Advanced Query

[ add | [ clear | [ Search | [ Retun

*Mote: For selecting of the same field or same conditions, the last selection is prevailing.

Select the search field from the Select Search Field drop-down list.

Select Equal to Null, Including, Any and Equal To in the Select Condition.

Enter the search conditions in the Range field.

Click Add. The search conditions are displayed in the list beneath Conditions Selected, and multiple search condi-
tions can be selected. The same field and the same condition can be selected only once.

W =

For example, the conditions for advanced query are set as follows:
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= Advanced Query '8
Select Search Field Select Condition Range
Department Equal To ¥ | \Development

Conditions Selected

Perscnnel Mo, Equal To 3 -
Department Egual To Development

| add | | clear | [ search | [ Return

*Mote: For selecting of the same field or same conditions, the last selection is prevailing.

Click Search. The search results are displayed in the returned list.

The query functions under various operation menus in the system are basically the same, and only differ in the settings
of query fields. Enter corresponding content in the fields according to the prompts.

8. Selection of Date and Time
(The following example uses the operation of setting the start time on the Add Leave interface.)

(1) Choose Attendance > Exception > Leave > Add to access the Add Leave interface.
(2) Click the setup box to the right of Start Time. The date and time setup box is displayed, as shown in the figure
below.
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(3) Select the date and time in 2. Date Selection and 3. Time Selection of Appendix 1.
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Appendix 2 END-USER LICENSE AGREEMENT
Important - read carefully:

This End-User License Agreement ("EULA") is a legal agreement between you (either an individual or a single entity) and
the mentioned author of this Software for the software product identified above, which includes computer software
and may include associated media, printed materials, and “online” or electronic documentation (“SOFTWARE PROD-
UCT"). By installing, copying, or otherwise using the SOFTWARE PRODUCT, you agree to be bound by the terms of this
EULA. If you do not agree to the terms of this EULA, do not install or use the SOFTWARE PRODUCT.

SOFTWARE PRODUCT" LICENSE

The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as well as other intellec-
tual property laws and treaties. The SOFTWARE PRODUCT is licensed, not sold.

1. GRANT OF LICENSE. This EULA grants you the following rights: Installation and Use. You may install and use an unlim-
ited number of copies of the SOFTWARE PRODUCT.

Reproduction and Distribution. You may reproduce and distribute an unlimited number of copies of the SOFTWARE
PRODUCT; provided that each copy shall be a true and complete copy, including all copyright and trademark notices,
and shall be accompanied by a copy of this EULA. Copies of the SOFTWARE PRODUCT may be distributed as a stand-
alone product or included with your own product.

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

Limitations on Reverse Engineering, Recompilation, and Disassembly. You may not reverse engineer, decompile, or dis-
assemble the SOFTWARE PRODUCT, except and only to the extent that such activity is expressly permitted by applica-
ble law notwithstanding this limitation.

Separation of Components.
The SOFTWARE PRODUCT is licensed as a single product. Its component parts may not be separated for use on more
than one computer.

Software Transfer.
You may permanently transfer all of your rights under this EULA, provided the recipient agrees to the terms of this EULA.

Termination.

Without prejudice to any other rights, the Author of this Software may terminate this EULA if you fail to comply with the
terms and conditions of this EULA. In such event, you must destroy all copies of the SOFTWARE PRODUCT and all of its
component parts.

Distribution.

The SOFTWARE PRODUCT may not be sold or be included in a product or package which intends to receive benefits
through the inclusion of the SOFTWARE PRODUCT. The SOFTWARE PRODUCT may be included in any free or non-profit
packages or products.

3. COPYRIGHT.

All title and copyrights in and to the SOFTWARE PRODUCT(including but not limited to any images, photographs, ani-
mations, video, audio, music, text, and “applets”incorporated into the SOFTWARE PRODUCT), the accompanying print-
ed materials, and any copies of the SOFTWARE PRODUCT are owned by the Author of this Software. The SOFTWARE
PRODUCT is protected by copyright laws and international treaty provisions. Therefore, you must treat the SOFTWARE
PRODUCT like any other copyrighted material except that you may install the SOFTWARE PRODUCT on a single com-
puter provided you keep the original solely for backup or archival purposes.
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LIMITED WARRANTY

NO WARRANTIES.

The Author of this Software expressly disclaims any warranty for the SOFTWARE PRODUCT. The SOFTWARE PRODUCT
and any related documentation is provided “as is” without warranty of any kind, either express or implied, including,
without limitation, the implied warranties or merchantability, fitness for a particular purpose, or no infringement. The
entire risk arising out of use or performance of the SOFTWARE PRODUCT remains with you.

NO LIABILITY FOR DAMAGES.

In no event shall the author of this Software be liable for any damages whatsoever (including, without limitation, dam-
ages for loss of business profits, business interruption, loss of business information, or any other pecuniary loss) arising
out of the use of or inability to use this product, even if the Author of this Software has been advised of the possibility

of such damages.

Acknowledgment of Agreement.
| have carefully read and understand this Agreement, ZKTeco Inc!s Privacy Policy Statement.

If YOU ACCEPT the terms of this Agreement:
| acknowledge and understand that by ACCEPTING the terms of this Agreement.

IF YOU DO NOT ACCEPT the terms of this Agreement.

| acknowledge and understand that by refusing to accept these terms, | have rejected this license agreement and there-
fore have no legal right to install, use, or copy this Product or the Licensed Software that it incorporates.
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