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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 leaving 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 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 is the 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 counted 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 Leaving: Early leaving includes the time setting for corresponding timetable and the setting of starting
calculation of early leaving, and whether actual check-out time is earlier than due check-out time in the timetable.
On the other hand, if Mandatory Check-out in the timetable is set to Yes and the attendance parameter is Ending
Work Without Check-out is Counted as Early Leaving for N Minutes, the actual time without check-out is counted as
early leaving for N minutes. The time of early leaving 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.

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,
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the actual time without 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 settin
g users one by one, you can set roles with specific levels in role management, and assign appropriate r
oles 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.

Super user: It refers to a user with all operation permissions of the system. A super user 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 overtime.
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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
customers continuously improve safety management efficiency, so as for simpler and more reasonable time
management as well as more value.

» System Features
1. With powerful data handling capacity, the system can manage the attendance data of 10,000 employees.
2.The visual and reasonable operation procedure integrates years of attendance management experience.
3.The automatic user list management makes management more scientific and efficient.
4.The permission management based on multiple-level management roles guarantees user data security.
5.The real-time data collection system ensures that administrators can acquire attendance data in time.

» Requirements of Server Hardware Configuration
CPU: basic frequency more than 2.0 GHz;
Memory: 4 GB and above;

Hard disk: with available space of 100 GB and above. It is recommended to use an NTFS hard disk partition as
the software installation directory. (An NTFS hard disk partition provides better performances and higher
security.)

> Software Operating Environment
Supported operating system: Windows 8/8.1/10, Windows Server 2003/2008/2012
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
devices. 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
attendance 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.

Access Control: Assign time periods, holidays, and access groups, unlock combinations etc. to employee or
devices. Also the related access control parameters, such as Door Lock Delay, Door Sensor, Anti-Passback, Duress
options etc. can be set for device to control the lock and other devices.

Payroll: In this function, salary of each employee can be defined along with the allowances, deduction, expenses,
loan and cash advance. Payroll formulas can be assigned also such as OT formula, Exception formula, and Leave
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formula and can set to deduct from employee’s salary. It can also export payroll reports in different formats.

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 super user as an example to introduce how to use the system. Different users have different
operation 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,
registrars and attendance administrators).

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

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

Step 5: Enter employee information, 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
timetables 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.
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Chapter 2 System Management

2.1 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) As soon 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.

HELLO!

SIGN IN TO YOUR ACCOUNT

Admin Login | Self-Service

O

X 6 o m

ZKTzco

Copyright ©2024 ZKTeco Security LLG. All rights reserved.
Data Processing Agreement Personal Information Protection and Privacy Policy

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.

.. BioTime
{2 BioTime Server Controller
{@ BioTime
i% Uninstall BioTime

(4) When you enter the system, authentication is required to guarantee system security. A super user (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.

/QgNote: The username and password of the super user 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 super user 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
t0.6.1.2 "User Management.'
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(5) After the user logs in, the system displays the main interface, as shown in the figure below.

===
Today
&8 C Xk C X
0(0%)
0 (0%) —00%)
1137 (100%) 3(100%)

@ Online
@ Absent @ Offline
- Present B Unauthorized

Attendance Exception

History O-Late O Early-Leave Absent

6(0.53%)

131 (99.47%) —

. Scheduled
@ Not Scheduled

Real-Time Monitoring

Q
I+
&

Q

[

00%)

. Approved
8 Fending
. Rejected

Approvals

0(0%)

View Leave

N
2R

On the main interface, six menu panels are displayed: Personnel, Device, Attendance, Access Control, Payroll and
System. Click a related following function below any panel to quickly access the corresponding interface.

2.2 Logout

Click the menu button & on top-right of the interface, select Logout and click [Confirm] 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.

2.3 Change Password

A super user or new users created by the super user change their passwords (the default password of new users is
123456) to guarantee safe system operation. Click the menu button @ on top-right and select [Password]. Enter
the old password, new password, enter the new password again, and click [Confirm] to complete change.

Password

Modify your password.

Original Password™®
Password™

Password (again)”

X
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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.

o0

Employes Cty. Resrgned (ty. Technical

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 deleted.

3.1.1 Add a Department

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

Add X

Department Code™:
Department Name™:

Superion: | ----------

m Cance'

Set the parameters as required based on the following steps:
Department Code: The value cannot be the same as any other department number, with a length limit of 50 digits.

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

Superior: Click ° and select the superior department of this department from drop-down list.

2. After the completion of setting, click [Confirm] to save the settings and return to the Department interface, and
the information on the new department is displayed in department list. The company's department structure chart
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~u
is displayed on the right side of the interface in the form of department tree. Click ™  to refresh the department

tree.

Department Code = . lame = Superior Employes Oty. esigned Gty Technical
w HR
¢ Admink
War
Sales
Marketing

=
T}
o]
=

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 ~ to export the department data in software locally. For specific operations, please refer to_5.
"Export" in Appendix 1.

3.1.2 Edit 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 Code of the department to be modified directly or click

s

A
' inthe line of the department to be modified to access the editing interface. After modification, click [Confirm]
to save the modified department information.

3.1.3 Delete a Department

Select the department to be deleted, and then click [Delete] on upper left of the department list. Or directly click I
in the line of the department to be deleted to access the confirmation interface for department canceling. Click
[Confirm] for confirmation of canceling the selected department.

/@5 Notes:

Departments cannot be deleted or modified at will. Deleting or modifying a department causes the personnel
belonging to this department to belong to no department. This also causes the failure to query for some historical
data. If deletion or modification is indeed required, transfer the personnel in this department to other departments,
and then delete the department. That is, the department being used cannot be deleted.

3.1.4 Adjust Employee

You can adjust employees to selected department in batches.

1. Choose [Personnel] > [Department], select corresponding department, click [Adjust Employee].




Adjust Employee X

Department Employee Q Selected 0

Employee ... First Name Last Name Department Employee ... First Name = Last Name =
100 Sneha Software

101 Shilpa Software nens

102 Rosemol Software

103 Kajal Software

104 Merlyn Software

20 v Total 5 Records 1 Page

Cancel

2. In the personnel list, select the personnel requiring adjusting to selected department in batches (you can search
personnel by department, name or personnel No.).

3. Select the personnel (mandatory), and click [Confirm]. The departments of selected personnel will all change.

Adjust Employee o
Department Employee Q Selected 2

Employee ... First Name Last Name Department Employee ... First Name = Last Name =
100 Sneha Software 104 Merlyn
101 Shilpa Software 103 Kajal
102 Rosemol Software

103 Kajal Software

104 Merlyn Software

20 v Total 5 Records 1 Page

Cancel

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.
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Z i h Personnel

@ Baokmarks »

S, 9 0 e = oo

Add Delete Import

Pedition Cade & Superior Employes Gty Resigned Cry. Software Engineer

b

Sgbes Representative

Manager
Technical Support
Executive

B by by i) )

(=h =P E) B} 3

3.2.1 Add a Position

1. Choose [Personnel] > [Position] > [Add] to access the position adding interface.

Add X
Position Code™:
Position Name*:

Superion  ----------
Confirm Cancel

Set the parameters as required based on the following steps:
Position Code: Enter the position number (exclusive).
Position Name: Enter the position title.

Superior: Select the parent position.

2. After the completion setting, click [Confirm] to save the settings and return to the Position interface. The
information on the new position is displayed in the Position list.

3.2.2 Edit a Position

If the related position information changes in the company, you can use the position editing function to modify the

position name, number and department. Directly click Position or L% in the line of the position to be edited to

access the editing interface for modification. After modification, click [Confirm] to save the modification.

3.2.3 Delete a Position

Select the position to be deleted, and then click Delete on upper left of the position list. Or directly click @I in the
line of position to be deleted to access the confirmation interface for position deletion. Click [Confirm] for
confirmation of deleting the selected position.

3.2.4 Adjust Employee

You can adjust personnel position in batches.

1. Choose [Personnel] > [Position], select corresponding position, click [Adjust Employeel.




Adjust Employee

Department Employee

Employee ... First Name Last Name
100 Sneha
101 Shilpa
102 Rosemoal
103 Kajal
104 Merlyn
105 Monet
106 Sowmya
107 Carlo
12 rosr

20 ¥ Total 9 Records 1 Pag

Selected O

Department
Software
Software
Software
Software
Software
Marketing
Finance
Technical

Software

Employee ... First Name =

Last Name =

2. In the personnel list, select the personnel requiring position setting in batches (you can screen personnel by

department, name or personnel No.).

3. Select the personnel (mandatory), and click [Confirm]. The positions of selected personnel will all change.

Adjust Employee

Department Employee
Employee ... First Name Last Name
100 Sneha
101 Shilpa
102 Rosemol
103 Kajal
104 Merlyn
105 Monet
106 Sowmya
107 Carlo
12 rosr
20 v Total 9 Records 1 Pag
Notes:

Selected 3
Department Employee ... FirstName =
Software 100 Sneha
Software 101 Shilpa
Software 104 Merlyn
Software
Software
Marketing
Finance
Technical
Software

Last Name +

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

2.You can click
in Appendix 1.

to export the position data in software locally. For specific operations, please refer to 5. "Export”
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3.3 Area Management

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 [Personnel] > [Area] to access the area setting interface.

Personnel
W O = e Employes Pasitin Ares
b o - 3 BBoskmarkas ¥ Filters =
Addd Celee S D M0 M = o0
AsClode ®  AnaMame = Sinencr Divice Dty Revgned Oy, Mot Authorized
§ — = Visible Light
e a1
= sasn
o - =
&

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

3.3.1 Add an Area

1. Choose [Personnel] > [Area] > [Add] to access the area addition interface.

Add X
Area Code™
Area Name™:

Superior: | ----------

Confirm Cancel

Set the parameters as required based on the following steps:
Area Code: Enter a unique area code.

Area: Enter an area name.

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

2. After the completion of the settings, click [Confirm] 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 ™ to update the
interface.




FiLs Perso
' ersonnel

Department

Employee

& Bockemarks = ¥ Filters =

Add Crelete L 9 0O e = o0

Area Code 3 Superior Device Oty Employee Cty. Fesigned Oty. fiat suthorized
Visibie Light

G3

SAS0

Arenco

3.3.2 Edit an Area

1. In the area list, click an area code, or click (£ in the line of the area to be edited to access the area editing
interface.

Edit *
Area Code:
Area Mame®  Dubai Arenco

Superior; | ----------

m Cance'

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 [Confirm] to save the area information modified.

3.3.3 Delete an Area

In the area list, select the area to be deleted and then click [Delete] on the upper of the area list or directly click ]ﬁl
in the line of the area to be deleted to access the area deleting confirmation interface.

Prompt *®

Are you sure to delete the selected 1 item?

m CEnce'

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

/QS Notes:

1. The default area cannot be deleted.
2. Areas that have been used by personnel or equipment cannot be deleted.

3. Areas with subordinates cannot be deleted.
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3.3.4 Adjust Employee

You can adjust personnel area in batches.

1. Choose [Personnel] > [Area], select corresponding area, click [Adjust Employee].

Adjust Employee
Department Employee
Employee ... First Name Last Name
100 Sneha
101 Shilpa
102 Rosemal
102 Kajal
104 Merlyn
105 Monet
106 Sowmya
107 Carlo
108 Tin
109 Jonathan
110 Jhoane
111 Cidalia
20 T Total 19 Records 1 Page

2. In the personnel list, select the personnel requiring area setting in batches (you can screen personnel by

department, name or personnel No.).

Selected O

Department Employee ... First Name

Software

Software hone
Software
Software
Software
Marketing
Finance
Technical
Administrative

Warehouse

Project

Cmlmm

a~
-

Last Name =+

3. Select the personnel (mandatory), and click [Confirm]. The area of selected personnel will all change.

Adjust Employee
Department Employee

Employee ... First Name Last Mame
103 Kajal
104 Merlyn
105 Monet
106 Sowmya

107 Carlo
108 Tin

109 Jonathan

110 thoane
111 Fidelia
112 Freya

113 lovany
114 Kiran

20 ¥ Total 19 Records 1 Page

Department
Software
Software
Marketing
Finance
Technical
Administrative
Warehouse
Project
Sales

Sales

Sales

Cales

Selected 4

(CJ <]

Employee ...

107
109
110
113

First Name =

Carlo
Jonathan
Jhoane

Jovany

Last Name <

Confirm

Cancel




Notes:

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

2.You can click ~ to export the position data in software locally. For specific operations, please refer to 5. "Export”
in Appendix 1.

3.4 Personnel Management

1. 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.

2. You can click Export to export the personnel data in software locally. For specific operations, please refer to 5.

"Export” in Appendix 1.

3.4.1 Add an Employee

1. Choose [Personnel] > [Employee] > [Employee] > [Add] to access the personnel adding interface.

Add X
Profile
Employes ID* First Name
Department™  ---—---—-- Last Name
Position  ---------- Area®
Employment Type  ---—------ Hired Date 2019-10-02

Private Information Device Access Setting Attendance Setting App Setting Payroll Settings

SSN Local Name Gender
Passport NO. Automobile License Maotoreycle License
Contact Tel Office Tel Mobile
Mational Religion City
Address Postcode Email
Birthday

Set the parameters as required based on the following steps:

»  Profile

Employee ID: User ID, no more than 20 digits in length, no duplicate numbers.
First Name: User’s first name.

Last Name: User’s last name.

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

Area: Select an area from the drop-down list. (If no area has been set, only the default areas existing in the system
can be chosen.)

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

Hired 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.

Employee Photo:

Click [Photo] and select the photo to be uploaded. After selection, the photo is displayed, as shown in the figure
below.

Click [OK] to save the settings and return to the Personnel interface.

>  Private Information

Click tab [Private Information] to expand Personnel Details.

Private Information Device Setting Attendance Setting App Setting Payroll Settings

SSEN Local Name Gender  ---------
Passport NO. Automobile License Motorcycle License
Contact Tel Office Tel Mobile
MNational Religion City
Address Postcode Email
Birthday

Set each parameter as needed.

SSN: Set personnel social security number.

Local Name: User’s local name.

Gender: Select the gender of the user.

Passport No. : Set personnel passport number.
Automobile License: Set personnel automobile license.
Motorcycle License: Set personnel motorcycle license.

Contact Tel: Set personnel contact telephone number.




Office Tel: Set office telephone number.
Mobile: Set personnel mobile phone number.
National: Set personnel national.

Religion: Set personnel religion.

City: Set Personnel city.

Address: Set personnel address.

Postcode: Set personnel postcode.

Email: Set personnel email address.

Birthday: Set the user's birthday.

»  Device Setting

Click [Device Setting] to expand the setting interface.

Private Information Device Setting Attendance Setting App Setting Payroll Settings

Verify Mode  Any Device Privilege  Employee
Card NO. PIN
Enroll Device FP Registered(v10)

Verify Mode: Set the verify mode when the user punches.

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

Device Privilege = Employee

PIN

Employee

P Registered(v10) = Register
System Administrator

Super Administrator

Card NO.: Assign card numbers to personnel for attendance checking. Enter the card No. manually or use a

card enroller for issuing cards.

PIN: 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 specified 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.
Enroll Device: Personnel enroll device.
FP Register (v10): Register the user’s fingerprints.

Bio-Photo: The bio-photo of personnel.

»  Attendance Settings

Click [Attendance Setting] to expand the setting interface.

BioTime User Manual 17



Private Information Device Setting Attendance Setting App Setting Payroll Settings

Enable Attendance Yes Enable Holiday = Yes

Self-Password  eessssssssssssssssssnnn Workflow Role  —————————-

Enable Attendance: (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.

Enable Holiday: Whether to enable holiday function. The default value is Yes. No means while there is holiday, does
not calculate this employee’s attendance.

Self Password: Personnel self-login password.

Workflow Role: Set personnel workflow role.

»  App Settings
Click [App Settings] to expand setting interface.

Private Information Device Setting Attendance Setting App Setting Payroll Settings

APP Status  Disable APP Role  Employee

APP Status: The default is No, set to Yes, then the user can use the mobile APP.

APP Role: Set personnel role.

»  Payroll Settings

Click [Payroll Settings] to expand setting interface.

Private Information Device Setting Attendance Setting App Setting Payroll Settings

Payment Period®* Monthly Payment Type® Cash
Bank Name Bank Account
Agent ID Agent Account

Personnel ID

Payment Period: Set the payment period of personnel. Now only support monthly.

Payment Type: Set the payment type for employee. With the options including the following three types.

Payment Type* Cash

Bank Account

Cheque

Agent Account | Bank Transfer

Bank Name: Set the bank name corresponding to the bank card held by personnel.

Bank Account: Set the bank account of personnel.




Agent ID: Set the agent ID of personnel.

Agent Account: Set the agent account of personnel

2. After the completion setting, click [Confirm] to save the settings and return to the Personnel interface. The newly
updated personnel information is displayed in the Personnel list.

Department Employee
& Bookmarlks » Y Filters v
Add Delete Impart Adjustment App More
Employee ID First Name Department

Sneha Software
Shilpa Software
Rosemol Software
Kajal Software
Merlyn Software
Menet Marketing
Sowmya Finance
Carlo Technical

s S 9D 0O e =

Device Privilege Area APP Status Fingerprint Face  Palm  VLFace

Employee Visible LightG3,5A50 o &
Employee Visible Light G3,5A50 e Ver 12:1 (& ™
Employee Visible Light G3,5A50 e &
Employee Visible Light,G3,5A50 e = m
Employee Visible Light G3,5A50 ) Emw
Employee G3,5A50 e & ™
Employee G3,SA50 e 4
Employee G3,5A50 ) EAT|

/ggNote: No matter whether the personnel is resigned or employed, the uniqueness of the number must be
guaranteed, and the system will automatically go to the resignation database for number query when verifying.

3.4.2 Edit an Employee

. . . [ #
1.In the personnel list, click a personnel number, or click =

personnel editing interface.

Edit

Profile

Employee ID*

Department®

Position

Employment Type --

Private Information

SSN

Gender

Passport NO.
Motorcycle License
Contact Tel

Mobile

National

City

Address

Email

Birthday

Sales

Sales Representative

Device Access Setting

in the line of the personnel to be edited to access the

First Name Anson
Last Name
Area®

Visible Light,G3,5A50,

Hired Date 2019-10-02
Photo

Attendance Setting Document App Setting Payroll Settings

Local Name
Automobile License
Office Tel

Religion

Postcode

Confirm Cancel
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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 Confirm to save the personnel information modified.

3.4.3 Delete an Employee

On the Personnel interface, select the employee (or employees) to be deleted, and click [Delete] on upper left of the

personnel list or directly click W in the line of the personnel to be deleted to access the confirmation interface for
deletion.

Confirm b4
Are you sure?

Cancel

Click [Confirm] to complete the deletion operation.

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

3.4.4 Adjustment

Personnel adjustment covers personnel transfer (transfer department, transfer position, transfer area, pass probation)
and resignation.

1. Personnel Transfer

This includes adjust department, adjust position, adjust adjustment, pass probation.

The following uses department adjustment as an example to describe the specific operations.

(A) In the personnel list, select an employee (or employees), and click [Adjustment] > [Transfer Department] to
access the department adjustment interface, as shown in the figure below.

Transfer Department %
Department®  -—------—-

Remarks:

Cancel

(B) In the 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 [Confirm] to save the settings and return to the Personnel interface.

Note: The operations of adjust position, adjust adjustment, pass probation are the same as the operation of
department adjustment and are not described here.

2. Personnel Resignation
The operations of personnel resignation cover personnel resignation and disabling attendance.

(A) In the personnel list, select the employee (or employees), and click [Adjustment] > [Resignation] to access the




resignation setting interface.

Resignation X
Resignation Date™:  2019-08-14
Resignation Type*:  Quit

Attendance*: Enable

Reason:

Cancel

The following shows how to perform the operation.
Resign Date: Select the date of resign.
Resignation Type: Choose the types of leave such as suspension, dismissal, resignation, transfer, unpaid retention.

Attendance: Check if attendance needs to be closed. (If checked, personnel details will be deleted from the
attendance device)

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

(B) After the completion of setting, click [Confirm] 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.

3.4.5 App Enable/Disable Settings
1. In the personnel list, select the employee (or employees), and click [App] > [Enable/Disable] to access the App
enable/disable confirmation interface.

Prompt X

Are you sure to enable mobile application 1
items

Cancel

2. Click [Confirm] to enable/disable the user's access to the APP.
3.4.6 Re-synchronize to Device

Synchronize personnel on the software to devices in the corresponding area.

1.In the personnel list, select an employee (or employees) and click [More] > [Synchronize to Device] to access the
confirmation interface for synchronizing.

Prompt X

Are you sure to resynchronize user data to
device?

Cancel

2. Click [Confirm], personnel are synchronized to the device.
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3.4.7 Re-upload from Device

Re-upload personnel from device to the software.

1.In the personnel list, select an employee (or employees) and click [More] > [Re-upload from Device] to access the
confirmation interface for re-uploading. Here you can re-upload personnel from all device or specified device.

Re-upload from device X

Device™ | All

Serial Number

Specified

Cancel

2. Click [Confirm], personnel are synchronized to the device.
3.4.8 Delete Biometric Template

In the personnel list, select an employee (or employees) and click [More] > [Delete Biometric Template] to access
the confirmation interface for deleting biometric template.

Delete Biometric Template X
Fingerprint*: No
Face*: No
Finger Vein®:  No

Palm™ No

Cancel

Select the type of biometric template to delete. Click [Confirm], and the biometric template of the selected employee
is deleted, and the biometric template of this employee in the devices is also deleted.

3.5 Personnel Resignation

3.5.1 Add a Resignation

1. Choose [Personnel] > [Employee] > [Resign] > [Add] to access the new resignation adding interface.




Add X

Department Employee Q Selected 0
Employe... First Name Last Name Department Employe... First Name Last Name
100 Sneha Software
101 Shilpa Software None
102 Rosemol Software
103 Kajal Software
104 Merlyn Software
105 Monet Marketing
106 Sowmya Finance
107 Carlo Technical
108 Tin Administrative
109 Jonathan Warehouse
110 Jhoane Project
111 Fidalia Calac

20 ¥ Total 20 Records 1 Pa

.

5]

Resign Date* 2019-10-02
Resign Type* Quit Attendance® Enable

Resign Reason

Confirm Cancel

The following shows how to perform the operation.

Employee: Select the employee for resignation. (You can screen personnel by department, name or personnel No).
Resign Date: Select the date of resignation.

Resign Type: Choose the types of leave such as Quit, Dismissed, Resign, Transfer, Retain Job Without Salary.

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

Attendance: Check if attendance needs to be closed. (If checked, personnel details will be deleted from the
attendance device)

2. After the completion of setting, click [Confirm] 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.

3.5.2 Delete Resignation

On the Resignation interface, select the employee (or employees) to be deleted, and click [Delete] on upper left of

the personnel list or directly click ]E in the line of the personnel to be deleted to access the confirmation interface
for deletion.

Prompt ®

Are you sure to delete the selected 1 items?
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Click [Confirm] to complete the deletion.
3.5.3 Reinstate

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 [Reinstate] above the resigned personnel list to access the confirmation
interface for reinstatement from resignation, as shown in the figure below.

Prompt X
Are you sure to reinstatement 1 items?

Cancel

2. Click [Confirm] for confirmation and reinstating the information of this resigned employee to the (on-the-job)
personnel list.

3.5.4 Disable 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] above the resigned personnel list to access the
confirmation interface for disabling attendance, as shown in the figure below.

Prompt X

Are you sure to disable attendance function 1
items

Cancel

2. Click [Confirm] for confirmation and disabling the attendance of the selected resigned employee.

Notes:

1. You can click Import to import the personnel resignation information in other software or data into this system.
For specific operations, please refer to 4.'Import" in Appendix 1,

-
2. You can click mark to export the personnel resignation data in software locally. For specific operations,
please refer to 5. "Export” in Appendix 1.

3.6 Workflow

3.6.1 Role

> AddaRole




1. Choose [Personnel] > [Workflow] > [Workflow Role] > [Add] to access the Add role interface.
Add X
Code*: 32
Role Name®*:

Description:

Cancel

The specific operation method is as follows:

Code: Set the serial number of the role (cannot be repeated).
Role Name: Set the name of the role (cannot be repeated).
Description: Job description (optional).

2. After the completion of setting, click [Confirm] to save the settings and return to the Role interface, and the just
added role will be displayed in the role list.

> Delete aRole

On the role interface, select the role (or roles) to be deleted, and click [Delete] on upper left of the list or directly click

E in the line of the role to be deleted to access the confirmation interface for deletion.

Prompt X
Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to complete the deletion.

Note: A role cannot be deleted when it is already used by personnel or workflow.
»  Assign Employee

1. On the role interface, click to select corresponding workflow role, and then click [Assign Employee] to enter the
employee assignment interface:
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Assign Employee

Department Employee Q
Employe... First Name Last Name
100 Sneha
101 Shilpa
102 Rosemol
103 Kajal
104 Merlyn
105 Monet
106 Sowmya
107 Carlo
108 Tin
109 Jonathan
110 Jhoane
111 Fidalia

20 ¥ Total 20 Records 1

Selected 0

Department Employe... First Name Last Name

Software
Software
Software
Software
Software
Marketing
Finance
Technical
Administrative
Warehouse
Project

Calac

Cancel

2. Select personnel in the personnel list who need to set up roles in batches (you can filter by searching for

departments, names, job numbers, etc.)

3. Click [Confirm], and all the roles of the selected personnel will be changed.

3.9.2 Workflow Builder

>  Add a Workflow Builder

1. Choose [Personnel] > [Workflow] > [Workflow Builder] > [Add] to access the Add workflow interface.

Add
Start Date*
Code*
Content Type*  ---------

Position  ------—---

Node Number Node Name

The specific operation method is as follows:

Start Date/End Date: Duration of workflow usage.
Code: Number of workflows (cannot be repeated).

Name: Naming of workflows.

End Date*

Name*

Employee

Department = ----------

operation

Cancel

Content Type: Select the type of workflow (including leave, overtime, change shift, training, and retroactive)

Employee: Click to select "yes', then enter the personnel selection interface, and directly select the personnel
executing the workflow; Select "No" to select departments and positions.




Position: Click to select the position to perform the workflow.

Department: Click to select the department that executes the workflow.

2. After the completion of setting, click the edit button on the interface to enter the interface of adding
approval node.

Node Number Node Name operation
1 Ty

3. Set the number of approval nodes, and after setting the node name, click [Confirm] to complete the setting of
workflow node.

Notes:

1.When Employee is selected as "Yes", it goes directly to the selection of personnel, and the Position and Department
functions are blocked, indicating that the executor of this workflow is the selected personnel.

2. When Employee is selected as "No" and neither Position nor Department is selected, the execution object of this
workflow is the user with department but no position (provided that the department corresponding to this person
has no special approval flow).

3.6.3 Workflow Node

When the workflow is set up, the workflow of the newly added successful node is displayed under Node, as shown
in the figure:

ECd Personnel Welcomeadmin () ¥ {7

Workflow Builder

Workflow Node

& Bookmarks = Y Filters =

B Employes 7 2 9 @m0 =

= Workfiow Workflow Name Code Name Approver Approver Scope Notifier Notifier Scope

main Own Department leader boss,main Own Department E4

main Own Department leader,boss,main Own Department F4

B O o= = =

1

1

1 Own Department Own Department E4

2 Own Department Own Department =

1 Own Department Own Department =
7 1 mainb main Own Department Al (74

2 b boss All leaderboss All (IF4

1 a leader All leader,boss All F4

3 E Own Department Own Department E4

2 D Own Department Own Department E4

1. Click the workflow name corresponding to the node or click the edit button B after the node to enter the node
editing:
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Edit X

Node Mumber* 2 Node Name* second
Approver 2 Approver Scope  Own Department
Notifier 1 Motifier Scope  Own Department

Cancel

The specific operation method is as follows:
Node Number: The node number cannot be modified.

Node Name: The name of the node, which can be modified.

Approver: Click to select the role that approves the node.

Approver Scope: Select "Own Department" means that only personnel in the selected role can approve the
application from own department. Select "All" means that personnel in the selected role can approve the application
from all department.

Notifier: Click to select the role to notify.

Notifier Scope: Select "Own Department" means that only the personnel in the selected role can receive the
notification of application from own department. Select "All" means that the personnel in the selected role can
receive the notification of application from all departments.

2. After the completion of setting, click [Confirm]. When the corresponding personnel applies, the application must
be approved by the auditor. Only after the workflow is completed can the application be successful.

For example:

The user with ID 1 belongs to HR Department and the position is HR;

The user with ID 2 belongs to HR Department and the position is HR, the role is manager;
The user with ID 2 belongs to HR Department and the position is HR, the role is boss.

The overtime workflow for the user with ID 1 is shown below:




Edit
Start Date®
Code®
Content Type*®

Position

Node Number

1
2

2019-02-01

999

Cvertime

= Node Name
manage
boss

End Date®
Name* 999

Employee

Department

operation

o}
w

2019-02-28

HR Department

The application for overtime work of the staff should go through two nodes, one of which is the Manager and the
otheris the Boss. After setting up, the workflow of the two nodes will appear in the interface of the Node. The diagram

below:

Personnel

L WeREEd Cepartment  Employee

& Bookmarks -

Name =

Node Engine

T Fllters -

Name =
Boss

manager

Click edit to enter the following interface:

Position

Role

Approver

Approver Scope

# BestFit D Histery [0 Columns

Notifier Natifier Scope
Cwn Department
Cwin Department

Edit

Approver

Node 2

Number#®

Notifier

Node Name*

Appraver
Scope

Motifier Scope

boss

Own Department

Own Department

Select the role and scope of the approver, the notifier, and the notification scope. The scope of this approval is
selected as Own Department. The first node selects the person whose role is Manager for approval, and the notifier
is also Manager. The second node selects the person whose role is Boss for approval, and the notifier is also the Boss.
Click [Confirm] and the interface of node list is as follows:
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7-E|.'.'ﬂ Personnel

Welcome admin ® - {7

Workflow Builder Workflow Node

& Bookmarks = T Filters =

Workflow Name Code Name Approver
main

main

Y S N

mainb main
b boss

leader

[TV I R P N R

omauo

Approver Scope
Own Department
Own Department
Own Department
Own Department
Own Department
Own Department
All

All

Own Department

Own Department

s S99

Notifier Notifier Scope

leader,bossmain Own Department

leader,bossmain Own Department
Own Department
Own Department
Own Department
Al

leaderboss Al

leader,boss Al
Own Department

Own Department

Eg
£
£
3
@
@
g
&
£
[

When user No. 1 issues the application for overtime work, at this time, user no. 2 will receive the approval notice, and
when user No. 2 passes the approval, user No. 3 will receive the approval notice. When every node passes the
approval, user No. 1 will receive the email notice. (The application for overtime work and approval by ordinary users

are all completed within the self-service of employees)

3.6.4 Delete Workflow

On the workflow interface, select the workflow (or workflows) to be deleted, and click [Delete] selected record on

upper left of the list or directly click ]ﬁl in the line of the workflow to be deleted to access the confirmation

interface for deletion.

Prompt

X

Are you sure to delete the selected 1 items?

Click [Confirm] to complete the deletion.
Note:

Cannot delete and edit while the workflow is being use.

3.7 Document Management

3.7.1 Add Document Type

1. Choose [Personnel] > [Configurations] > [Document] > [Add] to access the adding document interface.

Add

Cert Code®: 34

Cert Name™:

The specific operation method is as follows:

x




Cert Code: Set the serial number of the certificate (cannot be repeated).
Cert Name: Set the name of the certificate.

2. After the completion of setting, click [Confirm] to save the settings and return to the Document interface, and the
just added document type will be displayed in the document list.

Notes:

1. You can click [Import] to import the document type in other software or data into this system. For specific
operations, please refer to 4."lmport" in Appendix 1.

o
2. You can click to export the certificate type in software locally. For specific operations, please refer to 5.
"Export” in Appendix 1.

3.6.2 Delete Certificate Type

On the Document interface, select the certificate type (or types) to be deleted, and click [Delete] selected record on

upper left of the list or directly click E in the line of the personnel to be deleted to access the confirmation
interface for deletion.

Prompt b4
Are you sure 1o delete the selected 1 items?

Cancel

Click [Confirm] to complete the deletion.

Note: The type of document used cannot be deleted.
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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 implementing digital management, including uploading user attendance data, downloading the
configuration information, and exporting various reports.

4.1 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 information on the connected devices and perform operations on them such as remote monitoring, uploading,
and downloading.

Click [Device] > [Device] to access the T&A device management main interface. All connected T&A devices are
displayed in a list.

The above interface displays as follows:

Serial Number: - It shows the device serial number.

Device Name: - It shows the name of the device. For automatically connected devices, it shows Auto_add.
Area: It shows that the device is added in which area as defined in the software.

Device IP: The IP address of the device.

Device Model: - The model of device.

Firmware/Push Version: - It shows the build firmware/push version.

State:- @ shows connected, @ shows not connected, ' means need to assign area except the default area to
device

Last Activity: Represents the last time the command was executed.

User Qty: It shows the number of employees already registered on the device.

FP Qty: It shows the number of Fingerprints registered.

Face Qty: It shows the number of Faces registered.

Palm Qty: It shows the number of Palms registered.

Transaction Qty: It shows the total number of attendance records.

Last Sync: It shows the time that the system issues data to the device last time.
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4.1.1 Add 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 Add a T&A Device

1. Choose [Device] > [Device] > [Add] to access the device addition interface.

Add X
Device Name® Access Control Device®  No
Serial Number® Device |P*
Area -----mmee- Timezone® Etc/GMT+8
Registration Device® MNo Attendance Device™  Yes
Reguest Heartbeat® 10 Transfer Mode* Real-Time

Set the parameters as required based on the following steps:
Device Name: Enter any characters, with 50 characters at most.

Access Control Device: Set whether this device as an access control device, if yes, then this device will be
added to Access Control Module automatically.

Serial Number: Enter the serial number of the device.
Device IP: Enter the IP address of the device.
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.

Registration Device: Set the device as a registration device or not. If yes, then the personnel registered from
device will be uploaded to the software automatically.

Attendance Device: Set the device as an attendance device or not.
Heartbeat Request: Set the time for the device to automatically transmit data to the system.

Transfer Mode: Set the data transfer mode between software and devices. Here are two kinds as following:

Transfer Mode® | Real-Time

Timing
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2. After the setting is completed, click [Confirm] to add the device and return to the Device interface. The device list
displays the T&A device.

/gNote: 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 Add 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.

Note: Automatically added devices need to be assigned to custom areas to communicate with the software.

4.1.2 Edit a Device

Click a device name, or click in the line of the device to be edited to access the device editing interface.
Edit X
Device Name®  Auto add Access Control Device™ Mo
Serial Mumber® Device |P*
Area® gaimingtest Timezone®  Etc/GMT+8
Registration Device®™ No Attsndance Device™  Yes
Request Heartbeat™ 10 Transfer Mode®  Real-Time
Cancel

Note: Grey items cannot be edited. The device name cannot be the same as the name of another device.
4.1.3 Delete 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 ™ in the
line of the device to be deleted to access the device deletion confirmation interface, as shown in the following figure.

Prompt b4
Are you sure to delete the selected 1 items?

Cancel
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2. Click [Confirm] to delete the device selected and return to the Device interface. The device list no longer displays
the device deleted.

4.1.4 New Area

Click [Device] > [Device] > [New Area] to create a new area conveniently. For the detail operation, please refer to
3.3.1 Add an Area

4.1.5 Enroll Remotely

This function is suitable for the case while having set device administrator for device, and administrator is not
available to operate device and enroll fingerprint for personnel.

1. Select corresponding device, and click [Device] > [Device] > [Enroll Remotely] to access the enroll remotely
interface:

Enroll Remotely X

Bio Type*  Fingerprint
Employes ID* 1122

Finger® (Right Hand)Fore Finger

Cancel

Set the parameters as required based on the following steps:

Bio Type: Select the biometric type, now only support fingerprint.
Employee ID: Input the employee ID.

Finger: Select corresponding finger which need to enroll remotely.

2. Click [Confirm], the software will issue command to device, and the device will open the enroll fingerprint
menu, then the personnel just need to press the finger and finish the enroliment:

4.1.6 Data Clean

» Clear Attendance Data

1. Click to select a device and click [Data Clean] > [Clear Attendance Data] to access the Clear data interface:

Prompt b

Are you sure to clear all the transactions in

selected 1 device(s)?

Cancel
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2. Click [Confirm] to delete all transactions from device.

» Clear Capture Photo
Users can choose to clear attendance photo on a T&A device.

1. Click to select a device and click [Data Clean] > [Clear Capture Photo] to access the Clear Capture Photo interface
(Mainly delete attendance photos and blacklist photos):

Prompt pd

Are you sure to clear the capture of selected 1
devica(s)

Cancel

2. Click [Confirm] to delete the capture.

» Clear All Data
Users can choose to clear all data on a T&A device.

1. Click to select a device and click [Data Clean] > [Clear All Data] to access the Clear All Data interface:

Prompt X
Are you sure to clear all the data in device?

Cancel

2. Click [Confirm] to delete all data.
4.1.5 Data Transfer

»  Upload User Data

Upload user data from the device to the software.

1. Click to select a device and click [Data Transfer] > [Upload User Data] to access the Upload User Data interface:
Upload User Data X

Employee® | Specified

Employee ID | All

Cancel

Here you can select to upload all or specified user to software.

2. Click [Confirm] to upload user data.

/gNote: 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.
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» Upload Transaction

Upload attendance data from the device to the software.

1.Click to select a device and click [Data Transfer] > [Upload Transaction] to access the Upload Transaction interface:
Upload Transaction %
Transaction® | Specified

_ ) All
Start Time

End Time

Cancel

Here you can select to upload all transactions or set the Start Time and End Time to upload specified time
period transaction.
2. Click [Confirm] to upload transaction.

» Sync Data to Device

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 [Data Transfer] > [Sync Data to
Device] to access the data synchronization interface. Select the data to synchronize.

Sync Data To Device X
Employee Photo
Fingerprint Face
Palm Bio-Photo
Finger Vein
Cancel

Click [Confirm] to confirm the synchronization.

gNote: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.

4.1.6 Device Menu

» Reboot
Remotely reboot a device via the system.

In the device list, select a device to be rebooted, and then click [Device Menu] > [Reboot] to access the device
rebooting confirmation interface.
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Prompt x
Are you sure to reboot of selected device(s)?

Cancel

Click [Confirm] to reboot the device.

> Read Information

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

Prompt X

Are you sure to read information from selected
device

Cancel

Select a device and click [Device Menu] > [Read Information] to access the confirmation interface of reading device
information. Click [Confirm] to download the information or click [Cancel] to abort this operation.

» Clear Pending Command

Select device and click [Device Menu] > [Read Clear Pending Command] to access the confirmation interface. Click
[Confirm] to clear all pending command.

Prompt X

Are you sure to clear all the pending
commands?

Cancel

» Duplicate Punch Period
Set the duplicate punch period on the device.

1. Select a device and click [Device Menu] > [Duplicate Punch Period] to access the duplicate punch period setting
interface, set the time:

Duplicate Punch Period b

Duplicate Punch Period (m)® 1

Cancel

2. Click [Confirm] to successfully set the duplicate punch period.

»  Capture Setting
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Set the capture mode of attendance photos during verification.

1. Select a device and click [Device Menu] > [Capture Setting] to access the capture mode setting interface, select
the mode:

Capture Setting ®

Capture®:  Verify photo and save

Cancel

2. Click [Confirm] to successfully set the capture mode.

»  Upgrade Firmware

Upgrade the firmware for corresponding device.
1. Select a device and click [Device Menu] > [Upgrade Firmware] to access the upgrade interface:

Upgrade Firmware X

Upgrade File*: | Choose File Na file chosen

Cancel

2. Click [Choose File] to select corresponding emfw.cfg file, click [Confirm] to successfully upgrade firmware for
device.

4.2 Device Command

Click [Device] > [Device] > [Device Command], the command list will be displayed. Check the command issued by
the software to a device during communication.
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% O = e Device Command

@ Bookmarks= ¥ Fiters =

Device Name  C

(R (R I COED OO D (D b (D B D

Clear the command issued by the software to a device during communication. Click @ to access the device
command clearing interface:

Prompt X

Are you sure to delete the selected 1 items?

glmportant tip: Attendance data collation operation, need attendance device firmware protocol supports.

4.3 Device Short Message Management
The software supports adding short messages in the system and issuing them to a designated device.
4.3.1 Add a Public Message

1. Choose [Device] > [Message] > [Public] > [Add].

Add «
Device® | --—-------
Start Time™
Duration™ 60

Content™

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

Duration: Enter the message display duration.

Content: Enter the short message content to be issued.

2. After the completion of the settings, click [Confirm] to save the settings and return to the short message setting
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interface. The short message list displays the added short message.
4.3.2 Add a Private Message

1. Choose [Device] > [Message]> [Private] > [Add].

Add x
Department Employee Q Selected 2
Employee ... First Name Last Name Department Employee ... First Name Last Name
1 steven Software 106 Sowmya
10 Mark Software 1 steven
100 Sneha Software
101 Shilpa Software
102 Rosemol Software
103 Kajal Software
104 Merlyn Software
105 Monet Marketing
106 Sowmya Finance
107 Carlo Technical
108 Tin Administrative
1nn Lamadhan Warnhaiira
20 ¥ Total 44 Records > 1 Page m
Start Time® Duration® 60 minutes
Content®

Set the parameters as required based on the following steps:

Employee: Select the personnel receiving a short message.

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

Duration: Enter the message display duration.

Content: Enter the short message content to be issued.

2. After the completion of the settings, click [Confirm] to save the settings and return to the short message setting

interface. The short message list displays the added short message.

4.3.3 Send Message

1. Select the short message to be issued in the short message list, and click [Send Messagel.

Prompt X

Are you sure to send the message?
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2. Click [Confirm] to issue public messages to designated devices and private messages to devices to which
designated personnel are added.

4.3.4 Delete Short Message

When a short message is deleted on the software side, it is deleted on the device.

1. Select the short message to be deleted in the short message list, and click [Delete] to access the deleting short
message interface.

Prompt pre

Are you sure to delete the selected 1 items?

m Cancel
2. Click [Confirm] and the message will be deleted from the list and the device.

4.4 Work Code

Add different work code and upload them to a single device or devices.

Choose [Device] > [Data] > [Work Code] to access the work code interface.

Device Welcome admin ® - 17

Public

Private Work Code

& Bookmarks~ Y Filters ~
Add Delete Send To Device Remove From Device S S D O - =
Code Name Last Activity
2 2019-08-05 10:48:54 @
n - [E4|

4.4.1 Add Work Code

1. Click [Device] > [Work Code] > [Add] to access the adding work code interface:

Add x
Code®

Name™:

Set each parameter, the specific method is as follows:
Code: Enter the work order number.
Name: Enter the name of the work code.

2. After the completion of the settings, click [Confirm] to save the settings and return to the work code setting
interface. The work code list displays the added work code.
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4.4.2 Issue Work Code to Device

Issue work code to the device.

1. Click [Device] > [Work Code] > [Send to Device] to access the issuing work code interface, select the device in
the pull-down list:

Send To Device X

Device® UA100

Cancel

2. Click [Confirm] to send the work code to the device.
4.4.3 Remove Work Code

1. Click [Device] > [Work Code] > [Remove From Device] to access the removing work code interface, select the
device in the pull-down list:

Remove From Device X

Device® UA100

Cancel

2. Click [Confirm] to remove the work code from the device.

4.4.4 Delete Work Code

Delete work code on the software side.

1. Select the work code to be deleted in the work code list, and click [Delete] to access the deleting work code
interface.

Prompt x
Are you sure to delete the selected 1 itemis?

Cancel
2. Click [Confirm] and the work code will be deleted from the list.

4.5 Bio-Template

Check the detail information of employee’s biometric template.
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Device Welcome admin ® -]

Device Device Command Private Work Code

Bio-Template

& Bookmarks ~ T Filters «

/S 9 0O~ =

Employee Bio-Type Bio-Index Major Version Serial Number Update Time

101 Shilpa Palm o 3 BKBI174960012 2019-10-02 15:52:01
132132 o 58 5789192800014 2019-10-02 13:17:57
123 Freya ] 58 5789192800014 2019-10-02 13:17:56
50 Merlyn ] 58 5789192800014 2019-10-02 13:17:56
40 Jovany ] 58 5789192800014 2019-10-02 13:17:56
37 Kurian o 58 5780192800014 2019-10-02 13:17:56
36 Sneha o 58 5789192800014 2019-10-02 13:17:56
35 Carlo o 58 5789192800014 2019-10-02 13:17:56
34 Khajal ] 58 5789192800014 2019-10-02 13:17:56

4.6 Bio-Photo

4.6.1 Register Bio-Photo

Register visible light comparison photos to verify and punch on the visible light device.

1. Choose [Device] > [Data] > [Bio-photo] > [QR Code] to access the QR Code getting interface.

QR Code X

CRefresh &Download

2.Scan the QR code and register the comparison photo of the user on the mobile phone (the user must be stored in
the software), the following interface is entered after successful scanning:

ol REEGE T T44:50 ® o m
X

Photo Register

Employee No.*
First Name

Last Name

ZKTzco

3. Take the photo, enter the employee's ID number, First Name and Last Name are not required. Click [Enroll],
complete registration, and return to the Bio-photo page as below:
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Device
% Q = Bio-Phate
& Bookrmads = T Fltere =
Delete Apprave QR Code impart Bio-Phato
Eployen 10 First Name Last Name Ermadd Sevial Nurnber
4 Ken Brownie
Al ¥
100 MNinat Asswamanachal -
C s “ 2 0% .10 ¥ Total 160 Reeords 1

Welcarme sdmin @v 1:?

S S D O o=

femark  Approval State Approval Time %

Aute Approved 2019.08-21 1517

Auto Approved 2019-08-21 1517

4. At this point, check the person for approval (more than one can be selected), click Approve, and enter the approval

interface:

Approve
Approvel State™  Approval Passed

Remark:

m Cancel

After selecting Approve State, click [Confirm] to complete the approval process and return to the approval list, which
shows the approval result of the person. If yes, the user can use the face to verify on the visible light device. If not, it

cannot be verified.

4.6.2 Import Bio-Photo

1. Click [Device] > [Data] > [Bio-Photo] > [Import Bio-Photo] to access to the batch import Bio-Photo interface.

Import Bio-Photo

Overwrite®  No Ignore Error® No

*Notice

1.The name of photo muse be employee ID.

2. Click [Upload] to select the photos in batch.

s
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Overwrite: if set as Yes, then the existed bio photo will be overwritten.
Ignore Error: If set as Yes, then the software will automatically ignore the error happened during the importation.

3. Click [Confirm] to finish the importation.

/@5 Note

(1) The name of photo must be employee ID.

(2) The size of photo maximum is 25kb.
4.6.3 Delete Bio-Photo Application

On the application interface, select the application (or applications) to be deleted, and click [Delete] on upper left of

ay

thelist or directly click inthe line of the personnel to be deleted to access the confirmation interface for deletion.

Prompt X

Are you sure to delete the selected 1 items?

m Cancel

Click [Confirm] to complete the deletion.

4.7 Transaction

4.7.1 Transaction Table

An AC log table displays the attendance records of all employees, including appended log, those uploaded by the
T&A device and APP.

Choose [Device] > [Data] > [Transaction] to access the Transaction interface, and the main interface lists the
attendance records of all employees by default.

(1) Users can export an AC log table to an xls, pdf, csv or txt file based on requirements. Please refer to 5. Export
Appendix 1 for the specific method of exporting the AC log table.

(2) Users can select the fields to be displayed in the AC log table based on requirements (the fields are displayed after
being checked in columns).

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

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

4.7.2 Upload USB Transaction

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

1. Click [Upload USB Transaction] on the Transaction interface. An interface as shown in the following is displayed.

Upload USB Transaction x

Upload File*: Mo file chosen

m Cancel

Upload File: Click [Choose File], and select an attendance record file to be uploaded.

2. After completion of the setting, click [Confirm] to upload the attendance records in the attendance record file to
the software.

4.8 Device Log

Display device operation logs, such as power on, device administrator enters menu, registers personnel, and deletes
personnel and so on.

% O = RS Device Command Private Woek Code Blo-Tempiate Transaction Operation Leg
& Bookmarks= T Filers =

Delete
Device Administrator Action Object Fasameters

o

 EEb () (b (D O () O )

4.9 Upload Log

Displays the device operation log, content, and number of records uploaded by the corresponding device at a
specific time.

% O 3= Eea Device Command Private Work Code Bio-Template Transaction Uperation Log Upoad Log

oo il & Bookmarks= Y Fileri =

~
(5]
A
"

it

Diefee
Content Count Ermor Count

101 Shilpa } ]

0 (- @ @ D D @
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4.8 Mobile App

4.8.1 GPS For Employee

Set the punch range for employee while make attendance punch on Mobile APP.

Device Welcome admin ® > 7

Device GPS For Employee

& Bookmarks = T Filters =

Add Delete S S D O o =
Employee Location Longitude Latitude Distance(Meters) Start Date End Date
Norway 61.537 9.624 50 2019-08-01 2019-08-31 & w
D Log 23 120 320 50 2019-08-01 2019-08-21 @ W
Norway 61.537 9.624 50 2019-08-01 2019-08-31 & w
0 Mobile App Norway 61.537 9.624 50 2019-08-01 2019-08-31 & w
Norway 61.375 9.624 50 2019-08-01 2019-08-31 Ef;‘ @
Norway 321.0 4320 50 2019-08-01 2019-08-13 Ef,‘ @
Norway 61.532 9.624 50 2019-08-01 2019-08-31 @ W
Norway 61.375 9.624 50 2019-08-01 2019-08-06 E!,' @

1. Click [Device] > [Mobile APP] > [GPS For Employee] > [Add] to access the setting interface:

Add X
Department Employee Q Selected 2

Employee ... First Name Last Name Department Employee ... First Name Last Mame
1001 ke Duan department1 1001 ke Duan
1004 1004 department] 1004 1004

1005 1005 Department

1008 1006 Department

1007 lbdan hwang Department

1008 1008

1009 1009 department1

72601 72601 departmentl

g 9 department1

10 10 department1

70901 70901 departmentl

annnn ot A mmm =1
20 v n 2 3 .. 15 > Total 282 Records

Location® Distance(Meters)® 50
Longitude® Latitude®
Start Date” End Date”

Set the parameters as required based on the following steps:

Employee: Select the personnel who need to punch within specified range.
Location: Input the name of the location.

Distance: Set the range for the APP punches.

Longitude: Set the longitude of the location.

Latitude: Set the latitude of the location.
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Start Date / End Date: Set the valid period for this setting.

2. Click [Confirm] to save the setting. While the personnel punch out of range on APP, it will show the following
prompt on APP:

Prompt

Out of location

4.8.2 GPS For Department

Set the punch range for department, that means for all employee from specified department should punch within
the range while make attendance punch on Mobile APP.

Device Welcome admin @ - ¢F

Device GPS For Employes GPS For Department

& Bookmarks = T Filters =

Add Delete s 7 9 0O e~ =
Department Location Longitude Latitude Distance(Meters) Start Date End Date
jimei 220 340 50 2019-08-27 2019-00-03 & W
Norway 61.537 9.624 50 2019-08-01 2019-08-31 @ W
Norway 433 26.2 50 2019-08-01 2019-08-31 & w
0 Mobile App v Norway 433 26.2 50 2019-08-01 2019-08-31 @ w
Norway 433 26.2 50 2019-08-01 2019-08-31 & w
waji 220 380 50 2019-08-02 2019-08-03 @ w

1. Click [Device] > [Mobile APP] > [GPS For Department] > [Add] to access the setting interface:
Add x
Department | ----------
Location*® Distance(Meters)* 50
Longitude” Latitude™
Start Date” End Date*
Confirm Cancel

Set the parameters as required based on the following steps:
Department: Select the department.
Location: Input the name of the location.

Distance: Set the range for the APP punches.
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Longitude: Set the longitude of the location.
Latitude: Set the latitude of the location.
Start Date / End Date: Set the valid period for this setting.

2. Click [Confirm] to save the setting. While the personnel belonging to the specified department punch out of range
on APP, it will show the following prompt on APP:

Prompt

Out of location

4.8.3 APP Account

Display all APP accounts (personnel who have enabled the mobile APP function under the Personnel module. On
the APP side, the personnel login to the APP by entering the personnel ID and self-service login password). The main
information includes the user name, login time, last active time, client ID, device token, client category, run
status(whether the user is online), APP status(whether the APP is disabled).

Device Welcome admin @ =

Accounts

Device GPS For Employee

& Bookmarks~ T Filters =

Delete Push Notification Force Offline Disable Enable S D 0O =
User Name Login Time Lats Active Client Id Device Token Client Categor,
2009 2019-08-15 14:18:47  2019-08-15 14:19:08  aida440c931-66a3-4db9-b55f-3f02672a1baf  fUTBYTLPWBY:APAQ1bGzu71NgF282zFMZ9Vb-UDNGEOFDOGXhsSQ... Android
20190815 2019-08-1514:13:06  2019-08-15 14:23:03  3968D54B-5905-41D3-82C8-C20C445CB6EE  560270a09233421f70457bd1b1a1088452384a0482d0d6b05e1d13...  10S
3008 2019-08-1514:19:13  2019-08-15 14:24:28  aida440c931-66a3-4db9-b55f-3f02672a1baf  fUTBYTLPwBY:APA91bGzu71NgF28zFMZ9Yb-UDNGEOFDOGqXhsSQ... Android
1004 2019-08-1410:02:43  2019-08-14 10:02:50  A9201E6D-ABT4-4663-8623-A1D2A45BD30A  d571b6ae25eBef 1861731 acl4e718716c337cablac2dedcB6feT3Mb...  10S
211 2019-08-14 11:36:56 A9201E6D-ABT4-4663-8623-A1D2A45BD29A | d571b6ae2SeBel18ef731aelf4eT18716c337cablae2dcdcB6fe73f4b... 10
10 2019-08-13 17:24:57  2019-08-13 17:25:43  A9201E6D-AB74-4663-8623-A1D2A45BD39A d571b6ae25eBef18ef731aeff4e7187f6c337cabfae2dcdcBbfe73fdb... 105
9 2019-08-13 17:22:59  2019-08-13 17:23:58 A9201E6D-AB74-4663-8623-A1D2A45BD39A d571b6ae25eBef1Bef731aeff4e7187f6c337cabfae2dcdcBbfe73fdb.. 108
1001 2019-08-12 09:27:05 2019-08-12 15:24:01  aidfb595018-00e7-46f5-a520-7b0{71c23ec? Android

1001 2019-08-13 17:08:50  2019-08-13 17, 7 A9201E6BD-ABT4-4663-8623-A1D2A45BD30A  d571b6ae25eBef18ef7312eff4e718716c337cabfae2dcdcB6fe73f4b... 108
2010 2019-08-13 17:21:33  2019-08-13 17:22:34  A9201E6D-AB74-4663-8623-A1D2A45BD39A  d571b6ae25eBef18ef731aelf4e718716c337 cabfac2dcdcBbfe73f4b...  10S
1001 2019-08-09 17:43:48 2019-08-09 18:16:19  3968D54B-5005-41D3-82C8-C20C445CB6EE  560270a0923342170457bd 1b1a108845e384a0482d0d6b05e1d13.. 105

>  Push Notification

1. Click [Device] > [Mobile APP] > [Account], select corresponding account, click [Push Notification].

Push Notification x

Content*:

m Cancel

2. Fill in the notification content, click [Confirm] and push the notification.
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g Note

This feature is only used to test whether the notification can be successfully pushed to the mobile app. The content
of the notification will not be displayed on the mobile app.

> Force Offline

If a user is active in multiple mobile phones, you can use Force Offline Function to turn the other mobile phones
inactive.

1. Click [Device] > [Mobile APP] > [Account], select corresponding account, click [Force Offlinel].
Prompt X
Are you sure to force the device offline 1 items

Cancel

2. Click [Confirm], to turn the mobile phone inactive.

> Disable

1. Click [Device] > [Mobile APP] > [Account], select corresponding account, click [Disable].
Prompt b4
Are you sure to disable the device 1 items

Cancel

2. Click [Confirm] to disable corresponding account.

gNote:

A disabled account cannot login to the App unless the account is enabled.

> Enable

1. Click [Device] > [Mobile APP] > [Account], select corresponding account, click [Enable].
Prompt *
Are you sure to enable the device 1 items

Cancel

2. Click [Confirm] to enable corresponding account.

» Delete Account

1. Click [Device] > [Mobile APP] > [Account], select corresponding account, click [Delete].
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Prompt X
Are you sure to delete the selected 1 items?

Cancel
2. Click [Confirm] to enable corresponding account.
4.8.4 Announcement

The software supports adding announcement and pushing them to the App.

»  Push Public Notice
1. Click [Device] > [Mobile APP] > [Announcement] > [Push Public Notice].

Push Public Notice X

Subject®:

Content™:

Cancel

Set each parameter as needed. The specific setting method is as follows:

Subject: Notice subject.
Content: Notice content.

3. After the completion of setting the parameter, click [Confirm], to push the push notice to all mobile clients.

»  Push Private Notice

1. Click [Device] > [Mobile APP] > [Announcement] > [Push Private Notice].

Push Private Notice 4

14458
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2. In the personnel list, select the personnel in batches (you can filter by searching department, name and job
number);

3. Fill in the notification subject and content, click [Confirm], and push the notification to the corresponding mobile
client.

» Delete Announcement

1. Click [Device] > [Mobile APP] > [Announcement] , selected the announcement that need to be deleted, and the

click [Delete] or mark @ in the announcement list.

Confirm b

Are you sure?

2. Click [Confirm] to delete selected announcement, and back to the announcement interface. The deleted
announcement will no longer appear in the announcement list.

4.8.5 Notice

Display all the announcements pushed to the APP, approval (leave, overtime, and manual log), and abnormal
reminder message.

Device Welcome admin ® ~ 17

Device Accounts Announcement Notice

& Bookmarks ~ T Filters =

Delete Z 7 9 O =
Receiver  Category Content Source Sender Send Time Read Status
1007 liian Leave  (*category™: "Casual Leave”, " *: 1565856000, "approve _status”: 0, "apply_time": 136585... 836 ke 2019-08-15 15:37:59  Unread

flerg 10051005  Leave {"category”; "Casual Leave®, ": 1565856000, "approve status”: 0, "apply_time™ 156585... 836 ke 2019-08-15 15:37:57  Unread
*: 1565856000, “approve_status”: 0, “apply time™ 156585... 836 ke 2019-08-15 15:37:56  Unread
:** “end": 1565856000, “approve_status™: 0, “apply_time": 156585... 836 ke 2019-08-15 15:37:54 Unread
1007 lixian  Leave {*category”: “Compassionate Leave®, “remark”: **, "end": 1565753530, "approve_status™: 2, “apply_time".. 735 1006  2019-08-1410:37:11 Unread
1006 1006  Leave {*category”; “Compassionate Leave®, "remark™ **, "end": 1565753530, "approve_status™: 2, “apply_time*.. 735 1006  2019-08-1410:37:11 Read

10051005 Leave  (*category™: "Compassionate Leave', "remark’: **, "end": 1565753530, "approve status’: 0, "apply_time".. 735 1006  2019-08-1410:33:09 Unread

1004 1004  Leave {"category”: "Casual Leave’, "

Mobile App 1001 ke  Leave {*category”: “Casual Leave®, *

Eb E» & G & G = G & Eb G E B E E

1001 ke Leave  (“category™s "Business Trip", "remark’: **, "end": 1567238400, "approve_status": 2, "apply_time": 156566... 687 ke 2019-08-13 10:55:32  Unread
1001 ke Leave  (“category™s 'Sick Leave’, "remark’: ™", "end": 1565899200, "approve status': 1, "apply_time": 15656647... 686 ke 2019-08-13 11:13:21  Unread
1001ke  Leave  {“category™: "Casual Leave’, "remark’: ", "end": 1567353600, "approve_status”: 1, "apply_time": 156566.. 685 ke 2019-08-13 11:13:21  Unread
1001 ke Training  {"category™s "KIKI", “remark": **, "end": 1566662400, "approve_status": 2, "apply_time": 1565664003, "st.. 682 ke 2019-08-13 10:51:39  Unread
1001 ke  Training  {"category™s "KIKI", “remark": *: 1565884800, "approve_status®: 2, "apply_time": 1565663213, "st.. 672 ke 2019-08-13 1027:37 Unread
1001 ke Training  {"category™s "KIKI", “remark": **, "end": 1565712000, "approve_status": 0, "apply_time": 1565663199, "st.. 671 ke 2019-08-13 10:26:40  Unread
1001 ke Leave  (*category™s "Annual Leave”, "remark’: **, "end": 1565884800, "approve_status': 2, "apply_time": 15653.. 564 ke 2019-08-00 18:14:52  Unread
1001 ke  Leave  (*category”: "Compassionate Leave', "remark’: **, "end": 1565233200, "approve_status’: 0, "apply_time".. 560 ke 2019-08-00 17:57:20 Unread

4.8.6 Operation Log

Display the all operation records of all APP clients.
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Device Welcome admin () ¥

Device Accounts Announcement Operation Log

& Bookmarks v T Filters «

Delete /s F 9 0O =
User Client Action Action Time Status Describe
3008 2idad40c931-66a3-4db9-b55f-302672a1baf apply 2019-08-15 14:24:28 Successful successful T
3008 aidad40c931-66a3-4db9-b55f-302672a1baf pull_shift 2019-08-15 14:24:23 Successful successful T
3008 aidad40c931-66a3-4db9-b55f-302672a1baf pull_schedule 2019-08-15 14:24:14 Successful successful T
0 Mobile App 3008 aidad40c931-66a3-4db9-b55f-302672a1baf pull_setting 2019-08-15 14:24:10 Successful successful T
2008 2idad40c031-66a3-4db9-b55¢-3f02672a1baf pull transaction 2019-08-15 14:24:10 Successful successful T
2008 2idad40c031-66a3-4db9-bS5¢-3f02672a1baf work_code 2019-08-15 14:24:10 Successful successful T
2008 2idad40c031-66a3-4db9-bS5¢-3f02672a1baf pull_exception_summary 2019-08-15 14:24:10 Successful successful T
3008 3id2440c931-66a3-4db9-b55f-3f02672a1baf category 2019-08-15 14:24:10 Successful successful T
3008 2idad40c931-66a3-4db9-b55f-302672a1baf pull_schedule 2019-08-15 14:23:51 Successful successful Tar
20190815 3968D548-5905-41D3-B2C8-C20C44 5CBGEE pull_exception summary 2019-08-15 14:23:03 Successful successful T
20190815 3968D548-5905-41D3-B2C8-C20C445CBGEE pull transaction 2019-08-15 14:23:03 Successful successful T
3008 aidad40c931-66a3-4db9-b55f-302672a1baf pull_exception_summary 2019-08-15 14:19:14 Successful successful T
3008 aidad40c931-66a3-4db9-b55f-302672a1baf pull_setting 2019-08-15 14:19:14 Successful successful T
2008 2idad40c031-66a3-4db9-b55¢-3f02672a1baf category 2019-08-15 14:19:14 Successful successful T
2008 2idad40c031-66a3-4db9-bS5¢-3f02672a1baf pull transaction 2019-08-15 14:19:14 Successful successful T
2008 2idad40c031-66a3-4db9-bS5¢-3f02672a1baf work_code 2019-08-15 14:19:14 Successful successful T

G oo n 2 3 .8 > Total 1374 Records 1 | Page m

Device Welcome admin () = 7

Device Configuration

& Device Communication Setting
Registration Device Resigned Filter () Disable
Allow Auto Add Allow Upload Name (EREEL ) Allow Upload Card

© Bio-Photo Approval Policy

& Configurations Employee Edit  Pending Batch Import™  Pending

Mobile Register Pending Device Upload™  Auto Approved

& Data Retention Setting(Setup 9999 to keep data)

Transaction® 365 Command™ 90

90 - 9999 Days 15 - 9999 Days
Device Log® 90 Upload Log* 90

15 - 9999 Days 15 - 9999 Days

»  Device Communication Setting
1. Registration Device: Set whether the device communication works like registration device.

2. Resigned Filter: Set when a resigned employee uploaded from device, the system will resend delete command to
remove from device.

3. Allow Auto Add: Set whether allow to add device automatically to device.
4. Allow Upload Name: Set whether allow to upload personnel’s name from device.

5. Allow Upload Card: Set whether allow to upload personnel’s card number from device.

»  Bio-Photo Approval Policy

Set the Bio-Photo approval policy, it can be [Pending] or [Auto Approved], if it's set as [Pending], then the Bio-Photo
must be approved by administrator.

»  Data Retention Setting

Set the retention days for data, including transaction, command, device log and upload log.
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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
implemented 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.

Attendance Welcome admin ® > 17
Global Rule

Basic Setting ~ Weekend Setting ~ Overtime Setting  Calculation Setting AP Setting

Calculation Rule

(m}
When late exceeds® 100 minutes, count as sbsence
When sarly-leave excesds® 100 minutes, count as absence
& »
Missing Check-In as*  Late 50
Gl Missing Check-Out as* | Early Leave 0
B c
Calculation ltem
@ T
vl CheckIn* 0 Check Out Rule® 1
:’ﬂ . Break Out™ 2 Break In* 3
Overtime In* 4 Overtime Out* 5

5.1.1 General Rule

1. General rules apply to all departments. All general attendance parameters can be set here.

» Basic Setting

Attendance
Global Rule
Basic Setting ~ Weekend Setting  Overtime Setting  Calculation Setting  APP Setting

Duplicate Punch Period” 3

Duplicate Punch Period: Set the time period (in minutes) for duplicate punch. If set to 1 minute, then the user tries
to punch several times within a minute, the system will only accept the first punch.

» Weekend Setting
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Atendance

L s ) Giobal Rule

Baslc Sefting  Weekend Setting  Owertime Setting  Calculation Setting AP Sefting

Weekond  Wordng On Day OF Level 1 {Hours) O Level 2 (Hours) OT Lt 3 (Hours)
Ignare Q Q 0
Ignare (-] ] L]
Ignare Q (] ]
P Ignace a a [}
@D  MoveToNomaoT 2 4 @
w Move To Weekend O1 2 4 ]
@D  Move ToWeekend 01 2 4 6

Set the weekend. You set working on weekend as Ignore, Normal Work, Normal OT, Weekend OT and Holiday OT, also
you can set the OT level for weekend.

,«QS Notes:

The hours set for OT Level should be OT Level 3 > OT Level 2 > OT Level 1.
» Overtime Setting

Atendance

» q = L
Baslc Sefting  Weekend Setting  Overtime Setting  Calculation Sefting AP Setting

Orvertime Rule*  Calculation OT

Disabile Overtime

Approval OT
Approval OT Prieeity

Overtime Rule: It can be set to "Disable Overtime" to disable the overtime function. "Calculation OT" calculates the
overtime based on the punch time, "Approval OT" calculates the overtime based on the overtime application, and
"Approval OT Priority" preferentially calculates the overtime on the overtime application.

» Calculation Setting

Attendance Welcome admin ® > 17
Global Rule

BasicSetting  Weekend Setting  Overtime Setting  Calculation Setting AP Setting

Calculation Rule

When late exceeds* 100 minutes, count as absence

When early-leave exceeds™ 100 minutes, count as absence
Missing Check-In as*  Late 50
Missing Check-Out as*  Early Leave 50

Calculation ltem

CheckIn* O Check Out Rule* 1
Break Out® 2 Break In* 3
Overtime In* 4 Overtime Qut* 5

Calculation Rule

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 exceed N minutes or early leave exceed N minutes is counted as absence.

On-duty without check-in entry is counted as late arrival (absence/no complete) for N minutes.
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On-duty without check-out entry is counted as early leaving (absence/no complete) for N minutes.
Calculation Item

You can set the value corresponding to the attendance status.

» App Setting

Capture: Whether attendance photos must be uploaded.

Work Code: Whether work code must be selected.

Function Key: Whether attendance status must be selected.

2. After completion of the setting, click [Save] for saving.
5.1.2 Department Rule

You can add rules for individual departments.

Attendance

W O = e Department Rube
& Bookmarks= ¥ Fitgrs =

Aad Delete S S 9D M=

Department Marme

» Add New Department Rule

Click [Attendance] > [Rule]> [Department Rule] > [Add], add special rules for departments here.

Add x

Marme® Department™  ----------

Calculation Rule Cwertime Setting

When late exceeds® 100 minutes, count as absence

When early-leave exceeds® 100 minutes, count as absence
Missing Check-In as*  Late 80 minutes
Missing Check-Out as®  Early Leave 50 minutes

For Calculation Rule and Overtime Setting, please refer to Global Rule Setting.

Select the department rule to be deleted in the department rule list, and click [Deletel, or directly click @T in the
line of the department rule to be deleted to access the department rule deletion confirmation interface.

Confirm »

Are you sure?
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Click [Confirm] and the work code will be deleted from the list and the device.

5.2 Break Time

When setting the shift timetable, the break time can be selected, and more than one break time can be added in one
shift timetable.

5.2.1 Add a Break Time

1. Click [Attendance] > [Shift] > [Break Time] > [Add] to enter the adding break time interface.

Add X
Mame* Calculate Type®  Auto Deduct
Basic Setting
Start Time®  12:00:00 Duration™ 60
End Time Margin® &0 Based On Punch State® No
Duplicate Punch Period® Depends on rule Duplicate Punch Period(m)*
Cancel

Set each parameter as required, the specific setting method is as follows:

Name: Any character, up to 50 character combinations.

Calculate Type: Calculation types for break time.

= Select Auto deduct. Whether the user will punch or not, Breaktime will be the allowable rest time in the
calculation of attendance.

= Select Required Punch, you must punch during the break time. When staff doesn't punch, Start time/End time
will be taken as the start/end time of the rest in the attendance calculation.

For example: If the time range for punch during the rest is 12:00 to 14:00, the rest time is allowed to be 60min. If A
does not punch in during the rest time, and B breaks in at 13:00, then A's break time is 120min, and B's break time is
60min.

When the Calculate Type is Required Punch, early back and late back should be considered as shown in the figure
below:
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Add X

Mame* Calculate Type®  Required Punch

Basic Setting Require Punch Setting

Start Time*  12:00:00 Duration® 60
End Time Margin* 60 Based On Punch Stats® No
Duplicate Punch Period®  Depends on rule Duplicate Punch Peried(m)*

» Basic Setting

Start Time: Set the start time of the break time. Time Settings are shown in 3. Time Selection”in Appendix 1.
Duration: The amount of time allowed for rest during the break time.

End Time Margin: Set the margin of end time.
If you start and end rest out of this range, they will be invalid records.

Base on Punch State: Whether to use the function key during the break time. When "yes" is selected, the attendance
will be calculated according to the punch status. When "no" is selected, the attendance status will be automatically
corrected when calculates the attendance.

Duplicate Punch Period: The time interval of punch can be set as Relate to Rule or user customize. When users
customize it, they need to set the Duplicate Punch Period (m).

Duplicate Punch Period (m): Punch interval.

» Require Punch Setting

Add X

Mame* Calculate Type* Required Punch

Basic Setting Require Punch Setting

Early In* | Ignore Minirnum Early In® 0

PN oo inimum Late In* | 0

Move To Noermal Work
Move To Nermal OT
Move To Weekend OT
Mowve To Holiday OT
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Early In: Whether to calculate the time of early in. Ignore: Do not calculate the time of early in.

Move To Normal Work/Normal OT/Weekend OT/Holiday OT: When the time of early in (the difference between the
time you break in and the end time of the break time) is not less than Minimum Early In, then the time of Normal
Work/Normal OT/Weekend OT/Holiday OT is the time of early in.

Minimum Early In: Set the minimum early in minute of starting to calculate the time of Normal Work/Normal
OT/Weekend OT/Holiday OT.

Late In: Whether to calculate the time of late in. Ignore: Do not calculate the time of late in.

Move To Normal Work/Normal OT/Weekend OT/Holiday OT: When the time of late in (the difference between the
time you break out and the start time of the break time) is not less than Minimum Late In, then the time of Normal
Work/Normal OT/Weekend OT/Holiday OT is the time of late in.

Minimum Late In: Set the minimum late in minute of starting to calculate the time of normal work/normal
OT/weekend OT/holiday OT.

g Notes:

1) Duration cannot exceed the time range for punch in break time.

5.2.2 Edit a Break Time

1. Click the name of the break time or the mark after the corresponding period to enter the period editing
interface.

2. According to the need to modify the relevant settings, the specific operation is consistent with the add break time.
After the modification is completed, click [Confirm] to save.

5.2.3 Delete a Break Time

1. Select corresponding break time, click [Delete] at the top left of the rest period list or directly click the mark ]j[
after the corresponding break time to enter the confirmation interface of deleting break time.
2. Click [Confirm] to delete the break time, and return to the break time interface.

5.3 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
arrival/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.

5.3.1 Add a Timetable

» Add New Normal Timetable

1. Click [Attendance] > [Shift] > [Timetable] > [Add Normal Timetable] on the Timetable interface to access the
Add interface;
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Add Normal Timetable »

Name*

Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting

Check-In®  09:00:00 Check-Out®  18:00:00 Cross Day(s) 0
Check-In Start™  08:00:00 Cross Day(s) 0 Check-Out Start®  17:00:00 Cross Day(s) 0
Check-ln End*  10:00:00 Cross Day(s) 0 Check-Out End*  19:00:00 Cross Day(s) 0

WorkDay* 1.0

*Notice

1.All the cross-days setting is base on check-in.

Cancel

Set the parameters as required based on the following steps:
—Basic Setting
Name: Enter any characters with 50 characters at most.

Check-In Start Time/ End Time, Check-Out Start Time/ End Time: Valid range for checking in/out in this time period.
Check-in/out records out of this range are invalid. Set Cross Day for them, at most 3 days.

Check-In, Check-Out: Set the check-in time and check-out time. Set cross day for check-out, at most 3 days.

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.

—Break Time Setting

Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting

Mame Start Time End Time Duration Calculate Type
231 23:00:00 01:00:00 60 Required Punch
9-18 02:00:00 18:00:00 540 Auto Deduct
8-10 08:00:00 10:00:00 60 Auto Deduct
12-14 12:00:00 14:00:00 60 Required Punch
duanbreaktime 12:00:00 14:00:00 60 Auto Deduct
10-11 10:00:00 11:00:00 30 Required Punch
15_14 15,0000 1A.0N.00 A Rorusirad Dinch

Break Time: Add a break time to the timetable. Multiple break times can be added within a timetable, but the break
time must be within a timetable. (See 5.2.1 Add a Break Time for the setting of break time)

—Unscheduled Time Setting
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Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting

Early In*  Ignore Minimum Early In*

Late Qut* | Ignore Minimum Late Qut*

Move To Normal Work
Move To Nermal OT
Move To Weekend OT
Move To Holiday OT

Early In: Whether to calculate the time of early in. Ignore: Do not calculate the time of early in.

Move To Normal Work/Normal OT/Weekend OT/Holiday OT: When the time of early arrive (the difference between
the time you check in and the start time of the timetable) is not less than Minimum Early In, then the time of Normal
Work/Normal OT/Weekend OT/Holiday OT is the time of early arrive.

Minimum Early In: Set the minimum early in minute of starting to calculate the time of Normal Work/Normal
OT/Weekend OT/Holiday OT.

Late Out: Whether to calculate the time of late out. Ignore: Do not calculate the time of late out.

Move To Normal Work/Normal OT/Weekend OT/Holiday OT: When the time of late leave (the difference between the
time you check out and the end time of the timetable) is not less than Minimum Late Out, then the time of Normal
Work/Normal OT/Weekend OT/Holiday OT is the time of late leave.

Minimum Late Out: Set the minimum late out minute of starting to calculate the time of Normal Work/Normal
OT/Weekend OT/Holiday OT.

—OT Level
Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting

OT Level® Depends On Work Time OT Level 1* @

OT Level 2* 11 OT Level 3* 14

OT Level: Set the OT level rule. Ignore: will not calculate the overtime of corresponding OT level. Depend On Work
Time: Calculate the overtime of corresponding OT Level based on work time. Depend On OT: Calculate the overtime
of corresponding OT level based on calculation or approval overtime.

OT Level 1/OT Level 2/0T Level 3: Set OT level 1, 2 and 3 to different lengths of work time or overtime (calculation
or approval overtime).

Method of Overtime Level Calculation: (Calculated in subparagraph)
Assume that the values of T1 to T3 are the hours of OT Levell to 3. T represents the work time or overtime
(calculation or approval overtime).

T | Dvertime Hours
OT Level 1=T-T,
OT Level 1=T-T,;
OT Level 2=T-T:
OT Level 1=Tz-Ty;
OT Level 2=T3-Tx
OT Level 3=T-T;;
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® Ifan employee’s daily work time or overtime (calculation or approval overtime) is greater than Time 1 but less than
Time 2; then the overtime at OT Level 1 is the daily work time minus Time 1.

® Ifan employee’s daily work time or overtime (calculation or approval overtime) is greater than Time 2 but less than

Time 3; then the overtime at OT Level 1 is the Time 2 minus Time 1; the overtime at OT Level 2 is the daily work time
minus Time 2.

® If an employee’s daily work time or overtime (calculation or approval overtime) is greater than Time 3; then the

overtime at OT Level 1 is the Time 2 minus Time 1; then overtime at OT Level 2 is Time 3 minus Time 2; the overtime
of OT Level 3 is the daily work time minus Time 3.

The following example is used to explain how overtime is calculated by using the values which is specified in the
preceding figure. Suppose employee work time is 8 hours, OT Level 1 is 9 hours, OT Level 2is 11 hours, OT Level 3 is
14 hours.

® If an employee works 9 hours a day, he/she has 1-hour overtime (9 minus 8) at OT Level 1.

® If the employee works 12 hours a day, he/she has a total of 4-hour overtime, 3-hour overtime (11 minus 8) at OT
Level 1 and 1-hour overtime (12-11) at OT Level 2.

® If the employee works 15 hours one day, he/she has a total of 7-hour overtime, 3-hour overtime (11 minus 8) at
QT Level 1, 3-hour overtime (14-11) at OT Level 2, and 1-hour overtime (15-14) at OT Level 3.

—Rule Setting

Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting
MNecessary Clock-In*  Yes MNecessary Clock-0Out®  Yes
Allow Late-In* 0 Allow Early-Out* 0
Punch Interval Type* Depends on rule Duglicate Punch Period®

Base On Punch State® MNo

Necessary Clock-In, Necessary Clock-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.

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

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 9:06, 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.

Punch Interval Type: The time interval of punch can be set as Relate to Rule or user customize. When users customize
it, they need to set the Duplicate Punch Period (m).

Duplicate Punch Period (m): Punch interval.

Base on Punch State: Whether to use the function key. When "yes" is selected, the attendance will be calculated
according to the punch status. When "no" is selected, the attendance status will be automatically corrected when
calculates the attendance.

For example: The work time is 9:00-18:00, and the time range for punch is 8:00-10:00, 17:00-19:00 respectively. A
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checks in at 9:00 and 18:00. When Base on Punch State is selected as Yes, there is only one valid check in at 9:00 for
attendance calculation, and when Base on Punch State is selected as No, there are two valid records, check in at 9:00
and check out at18:00 for attendance calculation.

2. After the completion of the settings, click [Confirm] to save the settings and return to the Timetable interface. The
timetable list displays the added timetable.

g Notes:

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

(2) Please refer to "3. Time Selection" in Appendix 1 for time setting.
5.3.2 Add Flexible Timetable

Flexible Timetable: Work delay is not counted as overtime, and late arrival or early out is not calculated.

1. Click [Attendance] > [Shift] > [Timetable] > [Add Flexible Timetable] on the Timetable interface to access the
Add interface.

Add Flexible Timetable X
Name™*
Basic Setting Unscheduled Time Setting OT Level Setting Rule Setting
Check-In*  00:00:00 Waork Time*® 480
Work Type*  Normal Work WorkDay* 1.0

Cancel

Set the parameters as required based on the following steps:
Name: Enter any characters with 50 characters at most.
—Basic Setting

Check In: Set the check in time of flexible timetable.

Work Time: Custom working hours.

Work Type: Define flexible timetable for different types of work. Such as normal work, day off and weekend.
Workday: It refers to how many workdays are calculated for each shift.

—Unscheduled Time Setting

Basic Setting Unscheduled Time Setting OT Level Setting Rule Setting

Late Qut® Ignore Minimum Late Out®
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Late Out: Whether to calculate the time of late out. Ignore: Do not calculate the time of late out.

Move To Normal Work/Normal OT/Weekend OT/Holiday OT: When the time of late leave (the difference between the
time you check out and the end time of the timetable) is not less than Minimum Late Out, then the time of Normal
Work/Normal OT/Weekend OT/Holiday OT is the time of late leave.

Minimum Late Out: Set the minimum late out minute of starting to calculate the time of Normal Work/Normal
OT/Weekend OT/Holiday OT.

—QT Level Setting
Refer to “OT Level Setting”on “Add Normal Timetable”.
—Rule Setting

Basic Setting Unscheduled Time Setting OT Level Setting Rule Setting
Necessary Clock-In*  Yes MNecessary Clock-Out™  Yes
Punch Interval Type® Depends on rule Duplicate Punch Period”
Base On Punch State® Mo Multiple InfOut®  No

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

Punch Interval Type: Can be set Relate to Rule or user-defined.

Duplicate Punch Period (m): Punch interval.

Base on Punch State: Decide whether to use function keys.

Multiple In/Out: Multiple in/out function. When Multiple in/out is selected as Yes, this function is enabled, and users
can check in and check out for multiple times. In the calculation of attendance, the time of checking out in each
period minus the time of checking in is taken as the attendance time in that period. In the attendance detail report
of the day, the check-in of the first period shall be taken as the check-in of the day, and the check-out of the last
period shall be taken as the check-out of the day.

2. After the completion of the settings, click [Confirm] to save the settings and return to the Timetable interface. The
timetable list displays the added timetable.

5.3.3 Edit a Timetable

1. Click Timetable Name or the mark after the corresponding period 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 [Confirm] for saving after completing the modification.

5.3.4 Delete a Timetable

1. Select a timetable, click [Delete] on the upper left of the timetable list or directly click the mark ]j after the
corresponding period to access the timetable deletion confirmation interface.

2. Click [Confirm] to delete this timetable and return to the Timetable interface.

5.4 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
employees.
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Choose [Attendance] > [Shift] > [Shift] to access the shift management main interface that displays the shift list and
shift timetable details. 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.

Attendance

W Q = e Timetatte shift

@ Boockmarks = T Filters =
Add Delete A S 9D M e =
Shift Name Timetable Unit Cyrle Autn Shift
318 Week 1 ® & &
8.18 Werk 1 ® (P28
6-1Bpunchhbesak Woek 1 -] & W
9-TBautobresk Week 1 o o
flexibile Week 1 o Fm
9-16flexible use for weekend Week 1 e & &
1. Click [Add] on the Shift interface to access the shift addition interface:
Add X
Shift Name* Auto Shift N
o
Timetable a Cycle* 1 Unit* Week
Name Check-In Check-Out  Break Time Sun Mon Tue Wed Thu Fri sat
9-18 09:00:00 18:00:00 1 9-18 9-18 9-18 g9-18 9-18

flexible use... 00:00:00 23:59:59

flexible 00:00:00 23:59:59

9-18autobr.. 09:00:00 18:00:00 60

9-18punch... 09:00:00 18:00:00 60

20-03 20:00:00 D5JDD:DD+1

Test-Unsch... 09:00:00 17:00:00

Test-OT 09:00:00 17:00:00

test 09:00:00 17:00:00

Total 40 Records n 2 > 2 v

“shift_helpText_title
1. Filling out the shift in right side by select time table from left side.
2. The cycle can not excesd 366 when unit is day.
3. The cycle can not exceed 52 when unit is week.

4. The cyele can not exceed 12 when unit is menth,

Confirm Cancel

Set the parameters as required based on the following steps:
Shift Name: Enter any characters, with 50 characters at most. A shift name must be unique.

Auto shift: Intelligent scheduling function. When there are multiple time periods in the shift, the Auto shift is enabled,
and the shift that conforms to the attendance rules will be selected in the attendance calculation. If you disable the
Auto shift, the shift cannot add interleaved periods.

Select Timetable: Select timetable for the shift. It needs to be preset in the Timetable. Please refer to "5.3.1 Add a
Timetable" for the detailed operation method.

After selecting timetable, click corresponding day on the right list to assign the timetable to corresponding
day.

Unit: including day, week, and month.
Cycle: Shift cycle period = Number of cycles * Unit of cycle.

Note: The system displays optional dates in the Select Date box based on the values of Unit of Cycle and Number of
Cycle.
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2. After the completion of the settings, click [Confirm] 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.

5.4.2 Edit a Shift

1. Click Shift Name or the mark after the corresponding shift to access the shift edit interface.
2. Modify relevant settings as needed. The detailed modification method is the same as the operation of adding a
shift. Click [Confirm] for saving after completing the modification.

5.4.3 Delete a Shift

1. Select a shift, click [Delete] on the upper left of the shift list or directly click the mark E after the corresponding
shift to access the shift deletion confirmation interface.

2. Click [Confirm] to delete this shift and return to the Shift interface.

5.5 Department Schedule

You can arrange shifts for departments after setting the attendance timetables and shifts.

Choose [Attendance] > [Schedule] > [Department Schedule] to access the department scheduling main interface
that displays the department scheduling list and department scheduling details. Click the line where department
scheduling is and the scheduling list on the right will display the scheduling details of the selected timetable in a
chart.

5.5.1 Add Department Schedule

1. Click [Add] on the Department Schedule interface to access the schedule addition interface.

Add X

ot & Start Date™  2019-08-01 End Date®  2019-08-31

+ [ Department

O rosemol =it Q 2
> O kay Shift Name Name Unit Cycle Auto Shift
w [ newlinel\r\nthis
> O wwwww 9-18 9-18, flexible ... Week 1 0
0 skl/s flexible flexible Week 1 0
0O www autobreak 9-18autobre.. Week 1 0
[ department1 punchbreak 9-18punchb...  Week 1 0
0O df hrg 9-18 Week 1 0
O sfsf 9-18-2 9-18 Week 1 0
O dffs Test-Unsche... Test-Unsche.. Week 1 0
7
E 3 Test-OT Test-OT Week 1 0
oo test111 test Week 1 0
w0 10 KingsunTest  9-18-0t9-13  Week 1 0
O www Total 38 Records 2 > 20 v

Cancel
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The following describes the specific setting method.

Department: Select department for whom shifts need to be scheduled. Multiple choices are allowed. (Refer to 1.
Personnel 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 Appendix
1 for data selection.

Shift: Select shift from the shift list.

2. After the completion of the settings, click [Confirm] to save the settings and return to the Department Schedule
interface.

/ggNote: By default, the start date and end date are set to the first day of this month and the current day.

5.5.2 Delete Schedule Records

Users can select the schedule record to be deleted and click [Delete] to delete it, or click E in the line of the
department schedule.

5.6 Employee Schedule
You can arrange shifts for employees after setting the attendance timetables and shifts. If you fail to schedule shifts
for employees, the attendance calculations cannot be performed.

Choose [Attendance] > [Schedule] > [Employee Schedule] to access the personnel scheduling main interface that
displays the personnel scheduling list and personnel scheduling details. The scheduled personnel are displayed in
the list. Click the line where personnel scheduling is and the scheduling list on the right will display the scheduling
details of the selected timetable in a chart.

5.6.1 Employee Schedule

1. Click [Add Schedule] on the Employee Schedule interface to access the schedule addition interface.

Add Schedule X
_ o Start Date™  2019-08-01 End Date®  2019-08-31

Employee Employee Q
Employee ID First Name Overwrite Schedule
081901 081901
081902 081902 shift a =
081903 081503 Shift Name Name Unit Cycle Auto Shift
081904 081904 - :
081905 081905 Test-Flexibl... Test-Flexibl.. Week 1 0
081906 081906 20-05+1 20-05 Week | 0
08201 9-18+2 flexible,9-1...  Week | 0
08202 08202 9-18+1 9-18+1 Week 1 0
08203 08203 9-18+3 flexible,9-1...  Week | 0
| Tom 20-05+2 20-05+2 Week 1 0
10 10 20-05break 20-05 Week 1 0
100 Nirut Test-Flexibl... Test-Flexibl.. Week 1 0

flexible cor...  flexible cro... Week | 0
Total 539 Recor 27 v
otal 539 Records < > 20 cycle by day  9-18 Day 7 0
Tatal 38 Records ? > o
Cance
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The following describes the specific setting method.

Employee: Select personnel for whom shifts need to be scheduled. Multiple choices are allowed. (Refer to 1.
Personnel 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 Appendix
1 for data selection.

Shift: Select shift from the shift list.

Overwrite Shift: Users use this function, if set in advance, the existing shift will be replaced. (Cannot replace shift in
use)

2. After the completion of the settings, click [Confirm] to save the settings and return to the Schedule interface.

gNote: By default, the start date and end date are set to the first day of this month and the current day.

5.6.2 Querying Schedule Details

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

Global Rule Department Schedule Employee Schedule

& Bookmarks Y Filters +

Delete Add Schedule Fd " D M (ad = 9-18
Employee ID First Name Last Name Shift Name Start Date End Date 2019-08-01 © 2019-08-31 a
1035914 EGAN BERNAL 9-18 2019-07-29 2019-08-10 T
2010 fle - flexible 2019-07-01 2019-08-31 T 09:00-18:00
2012 punchbreak - punchbreak 2019-07-01 2019-08-31 @T 09:00-18:00
2013 autobreak - autobreak 2019-07-01 2019-08-31 T 00:00-23:59
1007 lixian hwang hrg 2019-08-01 2019-08-31 T 00:00-23:50
3456 Nancy - Test-OT 2019-08-01 2019-08-31 T ey p—
836 KKKK - KingsunTest 2018-08-01 2020-08-31 T T
2014 20-05+1 - 20-05+1 2019-07-01 2019-08-31 T 250018100
2018 20-05+2 - 20-05+2 2019-07-01 2019-08-31 T —= o
2015 9-18+2 - 9-18+2 2019-07-01 2019-08-31 T = = 05:00-18:00
2016 9-18+1 - 9-18+1 2019-07-01 2019-08-31 T 09:00-18:00
2017 91843 - 0-18:3 2019-07-01 2019-08-31 Ty 0002350

(2) Click the drop-down box next to Filters, Select the personnel or shift (see 10. Filter Search Function in Appendix
1.) 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 details on the right of the interface.

Global Rule Department Schedule Employee Schedule

& Bookmarks = T Filters ov ﬂ n

T shift is flexible X
Delete Add Schedule rs i 2 m e

it

9-18
Employee ID First Name Last Name Shift Name Start Date End Date 2019-08-01 - 5019-08-31 a
2010 fle - flexible 2019-07-01 2019-08-31 @
3014 flexible leave - flexible 2018-07-01 2019-08-31 @[ o8 09:00-18:00
o8.02T1— 09:00-18:00
os.032 00:00-23:59

5.6.3 Delete Schedule Records

Users can select the schedule record to be deleted and click [Delete] to delete it, or click @ in the line of the
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personnel schedule.

5.7 Temporary 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.

5.6.1 Add a Temporary Schedule

1. Click [Attendance]> [Schedule] > [Temporary Schedule] > [Add Temporary Schedule] to access the Add

temporary schedule interface.

Add Tempeorary Schedule

Employee Employee Q Mal'Ch 201 9

. Sun Mon Tue
Employee ID First Name
24 25 26
4
3 242
1 wp
2 000000002 : 4 ’
2228
226 666
2225 2225 10 n 12
2226 2226
2227 2227
225 17 18 19
227
2224
990 24 25 26
941
9492
g
293 3 1 2
904
995
996
20 v 14470 > Total 24

The following describes the specific setting method.

30

Temp Schedule Rule

Active Temporary Sc

Work Type
Normal Work:

Timetable

20

Name
12312

578

9-18
Late-Early
0830-1800

9-18Normal ...
9-18Normal ...

Absent
9-18(Auto)
Flexible

Flexible-Day...
Flexible-Wee...

v

2

Check-In

09:00:00
09:00:00
09:00:00
09:00:00
08:30:00
09:00:00
09:00:00
09:00:00
09:00:00
00:00:00
00:00:00
00:00:00

Check-(
18:004
18:00:
18:00:
18:00:
18:00:
18:00:
18:00:
18:002
18:00y
23:50:
23:50:
23:50:

> Total 26 Recor

Cancel

Employee: Select employee needing temporary schedules. (Multiple choices are allowed). Please refer to 1. Personnel

Selection in Appendix 1 for personnel selection.

Date: Click to select the date for temporary schedule. (Multiple choices are allowed.)

Temp Schedule Rule: Select Active Temporary Schedule or Add Additional Schedule when arranging shifts for
employees working in the company in the current day.

= Active Temporary Schedule: Whether an employee is scheduled a shift, only temporary scheduling is effective

when work attendance is checked.

=  Add Additional Schedule: It 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.

Work type: Specify work type for the temporary schedule. The options include Normal Work, Normal OT, Weekend
OT and Holiday OT. The late arrival, early leaving, leave, and absence will not be recorded when the work type is set

to Overtime.

Timetable: Select a timetable used by a temporary schedule. (Multiple choices are allowed.) Please refer to5.3.1 Add

a Timetable for timetable setting.

,Qf Note:
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1. Multiple timetables can be selected for temporary schedule, but the start time of timetables should not be the
same.

2.When Temp Schedule Rule is selected as Add Additional Schedule, and the temporary schedule overlaps with the
original schedule, only the original schedule record will be valid in attendance calculation.

3. Temp Schedule Rule, Work Type and Timetable are the contents of a component whose setting requires the
selection of three items before the date; otherwise, the modification will not take effect if the Timetable is selected
and the Temp Schedule Rule and Work Type are modified after the date is selected.

5.6.2 Delete Temporary Schedule

Users can select the schedule record to be deleted and click [Delete] to delete it, or click @ in the line of the
personnel temporary schedule.

5.7 Employee Schedule

Users can search the work status of employees during specific time periods, such as the employee's working hours,
leave, holidays, weekends, and employee time schedule information.

Attendance Welcomeadmin () ~ 7
Global Rule Department Schedule Schedule View
Z=a Start Date  2019-08-01 End Date  2019-08-31 Employee o
R
B shift 07 bbb P 1 B o
O ~#www Employee ID First Name  Department 1 2 3 4 5 6 7 8
# schedule 0 ssss
0 bbb 9998 Nancy Department 918 9-18 Weekend  Weekend  0-18 918 918 918
0 ssss 72305 72305 Department 918 9-18 Weekend  Weekend  0-18 918 918 918
0 saa 100007 100007 Department 918 9-18 Weekend  Weekend  9-18 9-18 9-18 918
0ok 100005 100005 Department 918 9-18 Weekend  Weekend  9-18 918 918 918
0 444 10085 10085 Department 9-18 9-18 9-18 9-18 9-18 9-18
O se 72402 72402 Department 018 0-18 0-18 9-18 0-18 018
O ededed 72403 72403 Department o-18 9-18 9-18 9-18 9-18 9-18
0O fofafa 72405 72405 Department 918 9-18 9-18 9-18 9-18 9-18
O newsz 72408 72408 Department 918 9-18 9-18 9-18 9-18 918
AL
o on 72409 72409 Department 918 9-18 9-18 918 918 918
@ o N g os 72410 72410 Department 9-18 9-18 9-18 9-18 9-18 9-18
® Holiday
epartment - - - - - -
0 101 72411 72411 D 018 0-18 0-18 9-18 0-18 018
. 0 04 72412 72412 Department 918 9-18 9-18 918 918 918
1011 70210 70210 Department 918 9-18 918 918 918 918
o p
) Transaction Report o 70211 70211 Department 918 9-18 918 918 918 918
[ Financial Dpartmen 70204 70204 Department 918 9-18 9-18 918 918 918

5.8 Attendance Approval

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

5.8.1 Manual Log

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

» Adda Manual Log
1. Choose [Attendance] > [Approvals] > [Manual log] > [Add] to access the Add Appended Log interface.
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Add X

Department Employee Q Selected
Employ... First Name Last Name Department Employ... First Name Last Name
4 Testing
3 342 Testing
1 wp Department
2 000000002 Department
2228 ZKTeco
226 666 Department
2225 2225 Department
2226 2226 ZKTeco
2227 2227 ZKTeco
225 Department
227 Department
2224

Department

20 3 14470 > Total 289381 Records

-
5]

Punch Time* Punch State* Check In
Work Code

Apply Reason

Cancel

2. Select employees. The list on the right displays the selected employees. Set Punch Time, Status (check-in, check-
out, out, back, overtime check-in, and overtime check-out) and Reason of Punching.

3. After the completion of the setting, click [Confirm] to save the settings and return to the Add Appended Log
interface. The list of appended logs will display the new appended log.

,Qf Note:

1. Adding a manual log will simultaneously add an identical entry in the AC log table, and modifying it will
simultaneously modify the same entry in the AC log table.
2.The start time of the manual log must be after the entry time and before the current date.

» Edit a Manual Log

Click the name of the personnel who needs to edit the record or click to enter the editing interface.
Modify relevant settings as required. The specific operation is consistent with adding manual log. Click [Confirm]
after modification.

/ggNote:The approved record cannot be modified.

» Delete a Manual Log

In the list of appended log, click the selected appended log to be deleted, and then click [Delete] at the top left of

the list to enter the delete confirmation interface, and click [Confirm] to delete the selected appended log. Or click
after the record.

»  Approve a Manual Log

Select the applied log and click on [Approve]. The approval window pops up as shown in the figure:

Approve X
State™:  Approved

Remarks*:

Cancel
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State has two options:"Approved” & “Rejected”.
Selecting Approved and clicking [Confirm] will approve the manual log.
Selecting Reject and clicking [Confirm] will reject the manual log.

After the approval, the approval personnel will be displayed in each record, as shown in the figure.

Add Delete Approve S/ 9 O e~ =
Employee ID First Name  Department Position Punch Time Punch State Apply Reason Apply Time Approval Stat.. Remarks Approval Time Last approver
315test data ZKTeco - 2019-01-22 17:22:...  Check Out 2019-02-22 16:35:... Approved a 2019-02-22 16:35:... admin Ty
315test data ZKTeco - 2019-01-22 09:00:... Check In 2019-02-22 16:35.... Approved a 2019-02-22 16:35:...  admin Ty
315test data ZKTeco - 2019-01-12 08:00:... Check Out 2019-02-22 14:58:... Approved A 2019-02-22 14: admin Ty
315test data ZKTeco - 2019-01-12 00:00:... Check In 2019-02-22 14:58:... Approved A 2019-02-22 14:58:..  admin Ty

5.8.2 Leave

> Apply for Leave
1. Choose [Attendance] > [Approvals] > [Leave] > [Add] to enter the leave application interface.

Add X

Department Employee Q Selected 0

Employ... First Name Last Mame Department Employ... First Name Last Name

Testing

342 Testing
wp Department
000000002 Department

8 ZKTeco
Department
Department

ZKTeco

ZKTeco
Department
Department
4 Department

[N

F 2R3 @

3P0 R R Pa Ra R Mo PR =
R 2R3 G
~ g

20 2 3 14470 > Total 289381 Records

-«
[

Start Time* End Time*
Category®

Apply Reason

Cancel

2. Select the personnel, the list on the right side shows the selected personnel, select the start and end time of leave,
leave category and reason.

3. After the editing is completed, click [Confirm] to save and return, and the new items will be displayed in the leave
application list.

» Edit Leave Application
Click the name of the person who needs to edit the record or click to enter the editing interface. Modify the

relevant settings as required. The specific operation is the same as the application for manual log. Click [Confirm]
after modification.

gNote:The approved record cannot be modified.

» Delete Leave Application

In the list of leave application, click the selected leave application to be deleted, and then click [Delete] at the top
left of the list to enter the delete confirmation interface, and click [Confirm] to delete the selected record. Or click

E after the record.
» Approve Leave Application
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The operation method is consistent with the manual log.
5.8.3 Overtime

Overtime can be added in two ways. One is through the administrator login, the administrator can add overtime for
each employee (automatic approval), another is through the employee login, and the employee can apply for
overtime (need approval).

»  Apply for Overtime

1. Choose [Attendance] > [Approvals] > [Overtime] > [Add] to access the adding overtime sheet interface.

| Add x|
|
Department Employee Q Selected
Employ... First Name Last Name Department Employ... First Name Last Name
4 Testing
8 342 Testing
1 wp Department
2 000000002 Department
2228 ZKTeco
226 666 Department
2225 2225 Department
2226 2226 ZKTeco
2227 2227 ZKTeco
225 Department
227 Department
2224 Department
20 v 2 3 14470 > Total 289381 Records
Start Time™ End Time"

Overtime Type®  Normal OT

Apply Reason

Cancel

2. Select the employee, and the list on the right will show the selected employee. Select the start and end time,
overtime type (normal overtime, weekend overtime, and holiday overtime) and overtime description.

3. After the completion of the setting, click [Confirm] to save the settings and return to the Overtime interface. The
overtime list will display the new overtime application list.

/QfNote:The time of the new overtime application is not included in the working hours of the staff.

» Edit an Overtime Application

The edit method of overtime is the same as the manual log.
» Delete an Overtime Application

The delete method of overtime is the same as manual log.
»  Approve an Overtime Application

The approval method of overtime is the same as manual log.
5.8.4 Training

» Apply for Training

1. Choose [Attendance] > [Approvals] > [Training] > [Add] to enter the training application interface.
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Add x

Department Employee Q Selected 0
Employ... First Name Last Name Department Employ... First Name Last Name
4 Testing
3 342 Testing
1 wp Department
2 000000002 Department
2228 ZKTeco
226 666 Department
2225 2225 Department
2226 2226 ZKTeco
2227 2227 ZKTeco
225 Department
227 Department
2224 Department
20 2 3 14470 > Total 289381 Records
Start Time™ End Time*
Training Type™ ---------
Apply Reason
Ed

Cancel

2. Select the personnel, the list on the right side shows the selected personnel, select the start and end time of
training, training category and reason.

3. After the editing is completed, click [Confirm] to save and return, and the new items will be displayed in the training
application list.

» Edit Training Application
Click the name of the person who needs to edit the record or click to enter the editing interface. Modify the

relevant settings as required. The specific operation is the same as the application for manual log. Click [Confirm]
after modification.

gNote:The approved record cannot be modified.

» Delete Training Application

In the list of training application, click the selected training application to be deleted, and then click [Delete] at the
top left of the list to enter the delete confirmation interface, and click [Confirm] to delete the selected record. Or click

E after the record.
» Approve Training Application

The operation method is consistent with the manual log.

5.8.5 Schedule Adjustment

After the user applies for changing the shift on the APP, the administrator can approve it on the Web side.

Global Rule Schedule Adjustment
& Bockmarks~ T Filters ~
Delete Approve /7 9 O =
Employe... First Na.. Last Na.. Departm.. Positi.. Date Previous Sche.. MNew Schedule Apply Reason  Apply Time Approval St.. Rem... Approval Time Last appr...
4 - - Testing - 2019-03... 12312 578 change sched... .. Pending - 2019-03-13 10:.. - |
4 - - Testing - 2019-03... 12312 Late-Early 1050 . Approved Agree  2019-03-13 10:... admin Tl
4 - Testing - 2019-03... 12312 9-18Mormal ... 0307 2019-03-13 10:... Pending - 2019-03-1310.... - T

» Approve Schedule Adjustment Records
The approval method of shift adjustment is the same as manual log.
> Delete Shift Adjustment Records

The delete method of shift adjustment is the same as manual log.
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gNote: After deleting the shift adjustment record of the personnel, the shift of the personnel is still the adjusted
shift.

5.9 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.

5.9.1 Add a Holiday for Attendance

1. Choose [Attendance] > [Holiday] > [Holiday] > [Add] to access the holiday addition interface.

Add X
MName* Department  ----------
Start Date™ 2019-08-26 Duration(Day)* 1
Working On Holiday® Move To Holiday OT OT Level 1* 0O
OT Level 2* 0 OT Level 3= 0

Cancel

Name: Enter the name of a holiday, with 50 characters at most.

Department: Set up department holidays. When the department is not selected, the holiday is valid for all
departments and only for that department when a department is selected.

Start Date: Set the start date of the holiday.

Duration (Day): Set the duration of the holiday.

Work On Holiday: Set the type of holiday work, can choose Normal Work, Normal OT, Weekend OT and Holiday OT.
2. After the completion of the settings, click [Confirm] to save the settings and return to the Holiday interface. The

holiday list displays the added holiday.

5.9.2 Edit a Holiday for Attendance

In the holiday list, click the name of a holiday, or click after the holiday to access the edit interface. Modify
parameters as needed and click [Confirm] to save the modifications.

5.9.3 Delete 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 ]j[ in the line of the holiday to be deleted to access the deletion confirmation interface. Click
[Confirm] to delete the holiday and return to the Holiday interface.

5.10 Calculation

Click [Attendance] > [Calculation] > [Calculation] to access the Attendance Calculation interface. It shows all the
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personnel by default. You can select the department on the right side to display the personnel in the specified

department. Select the person and fill in the time range to be calculated. Click i to calculate. “Calculation
Finished"indicates the end of calculation when it pops up.

Global Rule Calculation
[CE=F Employee ID First Name Q Start Date  2019-03-01 End Date 2019-03-13 &
> O Department Employee ID First Name Last Name Hired Date Department Position
ZKTeco
’ g ;rrq 20009 czw20009 2019-03-06 Department
O Testing 20010 czw20010 2019-03-06 Department
0 D2000 20011 czw20011 2019-03-06 Department
0 p2001 20012 2019-03-06 Department
O D2002 20013 2019-03-06 Department
O D2003 20014 2019-03-06 Department
D2004 20015 2019-03-06 Department
O P
O D2005 20016 2019-03-06 Department
[ D2006 20017 2019-03-06 Department
O Dz2oo7 20018 2019-03-06 Department
0O bzoos 20019 2019-03-06 Department
0O D2009 20020 2019-03-06 Department
0 b2010 20021 2019-03-06 Department
0 D2011 20022 2019-03-06 Department
o ngﬁ 20023 2019-03-06 Department
g D2D1; 20024 2019-03-06 Department
0 D2015 20025 2019-03-06 Department
- N6 - an1e.n2.na DNanartmant
= D2D1§ C r <1 3 5 14470 > Total 289381 Record 4
0O D2017 [ 20 3 447 otal 289381 Records

»  Rules for Selecting the Check-in/out Time

The check-in time should select the time that is earliest within the check-in time range. For example, when you check
in at 8:50, 9:00 and 9:10, it is considered that you check in at 8:50. The check-out time should select the time that is
latest within the check-out time range. For example, the due check-out time is 18:00, if you check out at 17:50, 18:00
and 18:20, it is taken that you check out at 18:20.

» 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
Attendance Function is set to Yes. If attendance check is not required for an employee, only the actual check value
and the total time are shown in the report after the attendance calculation.

»  Work Type Judgment Rules

1. 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 timetable is set to zero, it is
considered that the timetable is overtime, which will be calculated as the daily overtime.

2. If there is a temporary schedule, it is calculated by the work type of the temporary schedule.

3. The work type on weekends and rest days is judged as normal work or overtime work according to the set value
in the shift.

4.The work type of holiday is determined as normal work or overtime work according to the set value in the holiday
setting.

» Rounding Rules
The rounding rules include rounding down, rounding off and rounding up:

For rounding 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 minimum
unit, the remainder will be directly abandoned.
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For rounding up, if the remainder of the value of a calculated item exceeds the minimum unit, the value will be
increased by a minimum unit.

»  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 is judged as work or overtime based on the set value.

2. If there is no existing schedule or temporary schedule, the system will not calculate the attendance for employees
who come to work.

3. If there is no existing schedule but a temporary schedule is arranged, it is recorded as work or overtime according
to the setting value in the temporary schedule.

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 calculating the attendance. The work type of the temporary schedule can be designated during
temporary scheduling.

B. Ifthereis no schedule, check whether there is a temporary schedule.
C. [Ifthereis no schedule or temporary schedule, the attendance is not calculated.

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

5.11 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 leaving, 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.

Here attendance report is split into three kinds: Transaction Report, Scheduling Report and Summary Report.

Choose [Attendance] > [Scheduling Report] to access corresponding Scheduling Report interface. The following
figure is the Total Time Card report.

—- Attendance Welcome admin @ -
=cd i
® Q = RN Total Time Card
® Rule =l Start Date  2019-08-01 End Date  2019-08-27 Employee o
B shif O ~#www /s S O - =
[0 ssss
0 bbb Employee ID First Name ~ Weekday Duration ~ Checkln  CheckOut Timetable Date Exception  Duty Dura.. Work Day
0O ssss 1005 kbz1005  Thursday 09:00:00 18:00:00 9-18 2019-08-01 3 1.0
0 aaa 1005 kbz1005 Friday 09:00:00 18:00:00 9-18 2019-08-02 3 1.0
0 o 1005 kbz1005 Saturday 24.0 00:00:00 235959  flexible us... 2019-08-03 3 9.0 1.0
O as4 1005 kbz1005 Sunday 240 00:00:00 235050 flexible us... 2019-08-04 "Weekend' 9.0 1.0
se
g deded 1005 kbz1005 Monday 9.0 09:00:00 18:00:00 9-18 2019-08-05 9.0 1.0
edede:
1005 kbz1005  Tuesday 9.0 09:00:00 18:00:00 9-18 2019-08-06 9.0 1.0
O fafafa
0 new32 1005 kbz1005  Wednesday 9.0 09:00:00 18:00:00 9-18 2019-08-07 9.0 1.0
Transaction Report O ar 1005 kbz1005 | Thursday 9.0 09:00:00 18:00:00 9-18 2019-08-08 9.0 1.0
0o 202 1005 kbz1005 Friday 9.0 09:00:00 18:00:00 9-18 2019-08-09 9.0 1.0
€3 Scheduling Report > 0 203 1005 kbz1005 Saturday 24.0 00:00:00 23:59:59  flexible us... 2019-08-10 Weekend” 9.0 1.0
O 101 1005 kbz1005 Sunday 240 00:00:00 23:59:50 flexible us... 2019-08-11 ‘Weekend' 9.0 1.0
0 404 1005 kbz1005 Monday 2.0 09:00:00 18:00:00 9-18 2019-08-12 2.0 1.0
0 1011 1005 Ibz1005 | Tuesday a0 00:00:00 180000  9-18 2019-08-13 9.0 10
o "(" . 1005 kbz1005 | Wednesday 9.0 09:00:00 18:00:00 9-18 2019-08-14 9.0 1.0
Financial Dpartmen
o v 1005 kbz1005 | Thursday 9.0 09:00:00 18:00:00 9-18 2019-08-15 9.0 1.0
[0 Development Depat
1005 kbz1005 Friday 9.0 09:00:00 18:00:00 9-18 2019-08-16 9.0 1.0
[0 Test Department
O HR Department C v 2 3 .. 423 > Towl84S3Records 1 Page [fOriiidl
M Sarurite Nanartmar

The following describes how to view an attendance report.

1. Select report in the left menu bar and enter the report interface.

78  BioTime User Manual



2. Select department on the left side to view the attendance data of employees in that department, or click the
Employee input box to select the personnel (multiple or all) who need to view the attendance report information in
the pop-up window. As shown in figure:

Select Employee X

==& Employee Q Selected O
> O Department Employe... First Name Last Name Departme Employe... First Name Last Name
» O ZKTeco 4 2 22 Testing

J j;zina 3 342 Testing

- D2OE|C|_ 1 wp Departrr

- 02001 2 000000002 Departrr

- D2002 2228 ZKTeco

~ D2003 226 666 Departrr

~ D2004 2225 2225 Departrr

2 p200s 2226 2226 ZKTeco

~ b200s 2227 2227 ZKTeco

— D2007 225 Departrr

- D2008 227 Departrr

E 02009 2224 Departrr

0 D2010

O D2011 20 v 2 3 14469 > Total 289380 Recorc

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

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

» Transaction Report

1. Transaction

It provides all transaction information of the selected personnel.

2.Time Card

It provides the detailed punching information of the selected personnel.

3. First & Last

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

First Punch: The earliest punch record of the day.
Last Punch: The latest punch record of the day.
4. First In Last Out

It provides statistics on the earliest check-in and latest check-out data among the punching data of each employee
for each day.

First Check-in: The earliest check-in record within the day's check-in time range.

Last Check-out: The latest check-out record within the day's check-in time range.

»  Scheduling Report
1. Scheduled Log
This table calculates the valid values of attendance records.

Users can export an attendance report to an xls, pdf, csv or txt 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
displayed after being checked).

Users can change the column width by dragging the column border to the left or right based on requirements.
2. 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 meaning of each report symbol can vary in daily attendance.

3. Total Time Card

The total time card 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.

Actual Break time: Actual rest time (Break out-Break in)

Break Time: break time

Total Worked Time: Total working hours

Actual Worked: Actual working hours

Short: Duration of absence (required working hours - vacation/training hours - total working hours)
Duty Duration: required working hours (timetable duration - rest period)

Overtime: Total overtime hours.

4. Exception

It provides all attendance exceptions.

5.Late

The list shows the check time and late arrival of the selected person.

6. Early Leave

The list shows the check time and early leave of the selected person.

7. Overtime

The list shows the check time and overtime of the selected person.

8. Absent

The list shows the check time, late arrival, early leave, and absent of the selected person.
9. Multiple Transaction

After Multiple Transaction function is enabled, the check status of each period is displayed, and the duration of each
period and the total working time are counted.

10. Break Time

After the Break time is enabled, the check status of each rest period is displayed, and the rest duration and total rest
duration of each rest period are counted.

» Summary Report
1. Employee 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.
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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.

2. Leave Summary
The leave summary interface displays the leave time for each leave type in the selected date range.
3. Department Summary

Displays all data for a particular department. It is the statistics of all personnel in a department.

5.12 Configurations

5.12.1 Leave Type

Choose [Attendance] > [Configurations] > [Leave Type] to access the Leave Type interface.

Add Delete 7 & D O m =
Name Minimum Unit Unit Round-Off Report Symbol
0.5 Minute Yes CAL S|
0.5 Hour Yes ML SR
1.0 Hour Yes coL o]
1.0 Hour Yes AL I
1.0 Hour Yes BT I

EpED

10 Hour Yes sL

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

» Add aLeave Type (Note: The new leave type has the same function as the default leave types of the system.)
1. Click [Add] on the Leave Type interface to access the leave type addition interface.
Add X
Name™:
Minimum Unit*: 1.0
Unit*s Hour
Round-Off*: Yes

Report Symbol™

Cancel

Set the parameters as required based on the following steps:
Leave Name: Enter the name of a leave type, with 50 characters at most.

Minimum Unit: Set the measurement unit and minimum value of the leave type. Unit can be set to Hour, Minute or
Workday.

Round Off: Set whether the values are rounded off.
Report Symbol: Set the symbol of the leave type in the attendance report.

2. After the completion of the setting, click [Confirm] to save the settings and return to the Leave Type interface. The
leave type list will display the new leave type.

» Editing Leave Type

Click the name of the leave type to be edited or click to enter the editing interface. Modify relevant settings as
required. The specific operation is the same as the adding leave type. Click [Confirm] after modification.
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» Deleting Leave Type
In the list of leave type, click the selected leave type to be deleted, and then click Delete at the top left of the list to

enter the delete confirmation interface, and click [Confirm] to delete the selected leave type. Or click || after the
leave type.

/@5Note: The default leave type cannot be deleted.

5.12.2 Training Type
The operation method is the same as the leave type.
5.12.3 Report Parameter Setting
1. Choose [Attendance] > [Configurations] > [Report Setting] to set the report parameters.
Attendance Welomeadmin ()  TF

Basic Display  Function Key Display  Report Items Display

Short Date Format™  yyyy-MM-DD Short Time Format®  HH:mmss

Resign Employee Display”  No

€2 Scheduling
2] summary

¢ Configurations

»  Basic Display

Short Date Format: Set the date format of report display.

Short Time Format: Set the time format of report display.

Resign Employee Display: Whether to filter the separating employee. When it is selected Yes, the resigned
employees will not be shown in the attendance calculation personnel list and report. When Filter Employee is
selected No, the resigned employees will be shown.

»  Function Key Display
Set the status displayed by the status value.
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Global Rule Report Setting

Basic Display Function Key Display Report ltems Display

ID Value Name
0 Check In
2 1 Check Out
3 2 Break Out
4 3 Break In
5 4 Overtime In
6 5 Overtime Out
7 [ 6
g 8 8

»  Report Items Display

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

Global Rule Report Setting

Basic Display Function Key Display Report Items Display

D Name Minimum Unit Unit Round Off Symbol
Duty Duration 1 Hour Round-Up

2 BreakTime Duration 1 Hour Round-Up

3 Unscheduled 1 Hour Round-Up

4 Remaining 1 Hour Round-Up

5 Late 1 Hour Round-Up =

6 Early Leave 1 Hour Round-Up =

7 Absent 1 Hour Round-Up A

8 Leave 1 Hour Round-Up L

9 Overtime 1 Hour Round-Up +

Min. Unit: The minimum unit, N minutes/hours/days/hour:minute.
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.
Symbol In Report: The symbol for each event.

gNote: When the Unit is hour: minute, the minimum value and Round-off Control cannot be set.

2. After completion of the setting, click [OK] for saving.
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Chapter 6 Access Control

Access control option is to set user’s open door time period, control lock and related device's parameters. The current
unlock time should be in the effective time of user time period or group time period. 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 groups in this combination pass verification).

6.1 Device

Click [Access Control] > [Device] > [Device] to access the device list interface. Here will show all the devices which
has been set as access control device in Device Module.

Access Control Welcome admin

Device

& Bookmarks + T Filters =
Open Door Cancel Alarm Set Parameter S D 0O A =
Serial Number Device Name  State  Doorlock Delay  DoorSensorDelay ~ DoorSensorType  Door Alarm Delay  Retry Times To Alarm  Valid Holidays
4238171200052 | F22 ® 5 15 Normal Closs(NG) 1 None Ves =
ABT192060001 | Auto add ® 5 15 Normal Closs(NQ) 1 Nene Ves =
BHPE192060001  ProcaptureX @ 2 1z Normal Close(NQ) 1 Nene Yes =
CCIB192060001 | ufaced01 ° 2 12 Normal Close(NO) 1 Nene Yes =

6.1.10pen Door

Select corresponding device in the device list, click [Open Door], and enter the open door confirmation interface:

Prompt *

Are you sure to unlock of selected device(s)?

Click [Confirm] to unlock selected devices.
6.1.2 Cancel Alarm

When there is an alarm, enter the device interface, select corresponding device, click [Cancel Alarm], and enter the
cancel alarm confirmation interface:
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Prompt b4

Are you sure to unalarm of selected device(s)?

Click [Confirm] to cancel the alarm of selected device.
6.1.3 Set Parameter
Select corresponding device in the device list, click [Set Parameter], and enter the interface of setting parameter:

Set Parameter e

Access Control Options Duress Options Anti-PassBack Setup

Door Lock Delay® 5 Door Sensor Delay” 15
0-10 Second(s) 1 - 255 Second(s)
Door Sensor Type®  Mormal Close(NC) hd Door Alarm Delay™ | 1
0 - 999 Second(s)
NC Time Period® 0 MNO Time Period® 0
Timezone Number(0 - 50) Timezone Number(0 - 50)
Retry Times To Alarm®™  None hd Werify mode by R5485%  Fingerprint v
Valid Holidays Speaker Alarm (L

»  Access Control Options
Door Lock Delay: Set the door lock delay of device, the value range is 0-10 second(s).
Door Sensor Delay: Set the door sensor delay of device, the value range is 1-255 second(s).

Door Sensor Type: Set the door sensor type of device, there are three types of door sensor type: Normal Open (NO),
Normal Close (NC) and None.

Door Alarm Delay: Set the door alarm delay of device, the value range is 0-999 second(s).
NC Time Period: Set the normal close time period, enter the time period No., the range is 0-50.
NO Time Period: Set the normal open time period, enter the time period No., the range is 0-50.

Retry Times To Alarm: When the number of failed verification reaches the set value (value range is 1-9 times), the
alarm will be triggered. If the set value is None, the alarm will be triggered after failed verification.
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Verify mode by RS485: Set the verification mode by RS485.

Valid Holiday: To set if NC Time Period or NO Time Period settings are valid in set holiday time period. Choose NO to
enable the set NC or NO time period in holiday.

Speaker Alarm: When it's enabled, the speaker will raise an alarm when the device is being dismantled.

»  Duress Options

Set Parameter *

Access Contrel Options Duress Options Anti-PassBack Setup

Duress Function

Alarm on 1:1 Match Alarm on 1:N Match

Alarm Delay® 10
Alarm on Password

Cancel

Duress Function: Whether to enable the duress function for the device.

Alarm on 1:1 Match: If it's enable, when a user uses 1:1 verification method to verify any registered fingerprint, alarm
will be triggered.

Alarm on 1:N Match: If it's enable, when a user uses 1:N verification method to verify any registered fingerprint, alarm
will be triggered.

Alarm on Password: If it's enable, when a user uses password verification method, alarm will be triggered.

Alarm Delay: Set the alarm delay for the device, value range is 1-999 second(s).

»  Anti-Passback Setup

Set Parameter X

Access Control Options ~ Duress Options  Anti-PassBack Setup

accTerminal_field_antiPa No Anti-passhack Door Direction™  Out

Cancel
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Anti-PassBack Type: Set the type of anti-passback.

Door Direction: Set the door direction. It can be None, In and Out.

6.2 Device Command

Click [Access Control] > [Device] > [Device Command], the command list will be displayed. Check the command
issued by the software to a device during communication.

Access Control Welcomeadmin (1)) ~ T
Bt Device Command
B Bookmarksw T Filters

Delete s S 9D 0O ¢ =
St EafmiEme | S Gt et i i R
CCIB192060001 ufaccd0] | DATAUSER PIN=80602 Pri=0 Passwd= Card= Grp=1Verify=0  2019-08-08 100812 2019-08-08 10:00:15 2019-08-08 100917 Successful [
CCIB192060001  uface401 DATA USER PIN=80601 Pri=0 Passwd=1 Card=[2804280000] Grp... 2019-08-08 10:08:12 2019-08-08 10:09:15 2019-08-08 10:09:17 Successful @
CCIB192060001  uface401 DATA USER PIN=80504 Pri=0 Passwd=1 Card= Grp=1 Verify=0 2019-08-08 10:08:12  2019-08-08 10:09:15  2019-08-08 10:09:17  Successful @
CCIB192060001  ufaced01 DATA USER PIN=80502 Pri=0 Passwd= Card= Grp=1 Verify=0 2019-08-08 10:08:12  2019-08-08 10:09:15 2019-08-08 10:09:17 Successful @
CCIB192060001 ufaced0]  DATAUSER PIN=80501 Pri<0 Passwd= Card= Grp=1Verify=0  2019-08-08 100812 2019-08-08 10:09:15 2019-08-08 100917 Successful [
CCIB192060001  ufaced401 DATA USER PIN=80208 Pri=0 Passwd= Card= Grp=1 Verify=0 2019-08-08 10:08:12  2019-08-08 10:09:15 2019-08-08 10:09:17 Successful @
CCIB192060001  uface401 DATA USER PIN=80207 Pri=0 Passwd= Card= Grp=1 Verify=0 2019-08-08 10:08:12  2019-08-08 10:09:15  2019-08-08 10:09:17  Successful @
CCIB192060001  uface401 DATA USER PIN=80206 Pri=0 Passwd=1 Card= Grp=1 Verify=0 2019-08-08 10:08:11  2019-08-08 10:09:15  2019-08-08 10:09:17  Successful @
CCIB192060001 ufaced0] | DATAUSER PIN=80205 Name=Mmm Pri=0 Passwd=1 Card= Grp.. 2019-08-08 100811 2013-08-08 10:00:15 2019-08-08 100917 Successful [
CCIB192060001 ufaced0]  DATAUSER PIN=80202 Pri<0 Passwd= Card= Grp=1Verify=0  2019-08-08 100811 2013-08-08 10:00:15 2019-08-08 100917 Successful [
CCIB192060001  uface401 DATA USER PIN=80204 Name=Kkk Pri=0 Passwd=1 Card=[28D42... 2019-08-08 10:08:11 2019-08-08 10:09:15 2019-08-08 10:09:17 = Successful @
CCIB192060001  uface401 DATA USER PIN=80203 Name=A2 Pri=0 Passwd= Card= Grp=1V... 2019-08-08 10:08:11 2019-08-08 10:09:15 2019-08-08 10:09:17 Successful @
CCI8192060001  ufaced01 DATA USER PIN=80201 Pri=0 Passwd= Card= Grp=1 Verify=0 2019-08-08 10:08:11  2019-08-08 10:09:15 2019-08-08 10:09:17 = Successful @
CCIB192060001 ufaced0]  DATAUSER PIN=72304 Name=72304 Pri=0 Passwd= Card= Grp=... 2019-08-08 100811 2013-08-08 10:00:15 2019-08-08 100917 Successful [
CCIB192060001 ufaccd0] | DATAUSER PIN=4 Name=Charles Pri=0 Passwd=123 Card=[BC68... 2019-08-08 100811 2019-08-08 10:00:15 2019-08-08 100917 Successful [
CCIB192060001  uface401 DATA UPDATE USERPIC ZK PERSONNEL PHOTO PIN=2 2019-08-08 10:08:11  2019-08-08 10:09:15  2019-08-08 10:09:17  Successful W

Clear the command issued by the software to a device during communication. Select corresponding device

commands, and click [Delete] or click on the line of command to access the device command clearing interface:

Prompt x

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the command.

6.3 Time Period

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:SS - HH:MM:SS, namely, accurate to second.

Click [Access Control] > [Access Control] > [Time Period].
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Access Control Wekome admin @ >~ 7

Device Time Period

8 Bookmarks= Y Filters =

o] Add Delete Clene To Areas S S 9 O e =

Nicole test Time Peried No. Time Period Name

gaimingtest o

1 &

> hrgtest . o
> s # 2 e
> kay 20 SHUIANK. @ W
> s

11
22
Nancy Test

6.3.1 Add a New Time Period

The time period can be defined per week and assign different time.

Click [Access Control] > [Access Control] > [Time Period], select corresponding area from the area tree list on the
left, the click [Add] to add different time intervals for the access.

Add X
Area® 999 Time Period No.*
Time Period Name* Remark
Start Time End Time Status

Sunday 00:00:00 23:59:00
Monday 00:00:00 23:59:00 Yes .
Tuesday 00:00:00 23:59:00
Wednesday 00:00:00 23:59:00
Thursday 00:00:00 23:59:00
Friday 00:00:00 23:59:00 Yes .
Saturday 00:00:00 23:59:00

Set the parameters as required based on the following steps:

Area: The area name selected on area tree list. Can't be modified in this adding a new time period interface.
Time Period No.: Enter the time period number. The time period number is unique in one area.

Time Period Name: Enter the time period name.

Start Time/End time: Set the start and end time of each time period within a week.

/«QSNote: When start time is greater than the end time, there will be a prompt:
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Confirm ¥

End time is smaller than start time, indicates
the door can not be open for whole day for
specific personnel, sure ?

Cancel

If you click [Confirm], the button will be set to the OFF state.

ON/OFF: The default is ON. Click OFF to disable the time period, the door cannot be open for whole day for
specific personnel.

2. After setting, click [Confirm] to save and return to the time period list. The time period list will display the
newly added time period information.

6.3.2 Edit Time Period

If there are changes for time period of corresponding area, users can follow the steps to make the changes.

1. Click corresponding area on the left area tree list, it will show the time period list of corresponding area on the
right time period list.

2. Inthe time period list, click time period number or click in the line of the time period to be edited to access
the interface for editing time period.

2. Modify the parameter settings based on requirements (refer to the parameter setting method in "Add a Time
Period"). After the completion of the modification, click [Confirm] to save the modified time period information.

6.3.3 Delete Time Period

1. Click corresponding area on the left area tree list, it will show the time period list of corresponding area on the
right time period list.

2. In the time period list, select a time period to be deleted, and click [Delete] on the upper part of the interface or

click @' in the line of the time period to be deleted to access the time period deletion interface.

Prompt 4
Are you sure to delete the selected 1 items?

Cancel
2. Click [Confirm] to confirm the deletion of the selected time period.

6.3.4 Clone to Areas

Click to select the time period to be cloned, and then click [Clone To Areas] at the top left of the time period list to
open the following interface.
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Clone To Areas x
Area®:

Remark:

Cancel

Set each parameter as required:
Area: Select the area (multiple choices are available).
Remark: Enter the corresponding comment information.

2. After setting, click [Confirm] to save and return to the time period list. The cloned time period will be displayed in
the time period list of corresponding area.

6.4 Holiday

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

On holidays, special access control time may be required, but changing everyone’s access control time is very tedious.
Therefore, the access control time on holidays, which applies to all personnel, can be set.

6.4.1 Add a Holiday
Click [Access Control] > [Access Control] > [Holiday], select corresponding area from the area tree list on the left,

the click [Add] to add different holiday for the access.

Add &
Arza* 66
Holiday Name*
Start Date *
Duration({Day] *

Time Period * 1

Cancel

Set the parameters as required based on the following steps:

Area: The area name selected on area tree list. Can't be modified in this adding a new time period interface.
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Holiday Name: Select the holidays from the drop-down list. These holidays are synchronized from Attendance
module.
Start Date: Set the start date of the holiday.

Duration: Set the duration of the holiday.

Time Period Name: Enter the time period applied to holiday. The opening time period on holiday subjects to
the time period set here.

After the completion of the setting, click [Confirm] to save the settings and return to the holiday interface. The
holiday list will display the new holiday.

6.4.2 Edit Holiday

If there are changes for holidays of corresponding area, users can follow the steps to make the changes.

1. Click corresponding area on the left area tree list, it will show the holidays of corresponding area on the right
holiday list.

2.Inthe holiday list, click the holiday name or click in the line of the holiday to be edited to access the interface
for editing holiday.

3. Modify the parameter settings based on requirements (refer to the parameter setting method in "Add a Holiday").
After the completion of the modification, click [Confirm] to save the modified holiday information.

6.4.3 Delete Holiday

1. Click corresponding area on the left area tree list, it will show the time holidays of corresponding area on the right
holiday list.

2. In the holiday list, select a holiday to be deleted, and click [Delete] on the upper part of the interface or click @'
in the line of the holiday to be deleted to access the holiday deletion interface.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

2. Click [Confirm] to confirm the deletion of the selected holiday.

6.4.4 Clone to Areas

Click to select the holiday to be cloned, and then click [Clone To Areas] at the top left of the holiday list to open the
following interface.
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Clone To Areas *

Remark:

Confirm Cancel

Set each parameter as required:
Area: Select the area (multiple choices are available).
Remark: Enter the corresponding comment information.

2. After setting, click [Confirm] to save and return to the time period list. The cloned time period will be displayed in
the time period list of corresponding area.

6.5 Group

Grouping is to manage users in the groups.

Each area’s maximum number of groups is 99. Group 1 is automatically created when the area is created, and group
1 cannot be deleted. Group 1 is the default group. The default new person belongs to group 1

1.5'_-"’ Access Control Welcome admin @ ~ 7

® Q = [

& Device -

Time Period

& Bookmarks ~ T Filters =
™ Access Control .
< Add Delete Group Menu V- B R o Move To Group 1
Time Period Nicole test Group No. Group Name Verify Mode Time Period 1 Time Period 2 Time Period 3 Employee ... First Name Last Name
aimingtest
gaiming 1 Any 1 0 0 2010 kbz2010
> hrgtest
2011 kbz2011
> s
» kay 2012 kbz2012
» s 2013 kbz2013
11 2014 kbz2014
22 2015 kbz2015
Nancy Test 2016 kbz2016

6.5.1Add New Group

1. Click [Access Control] > [Access Control] > [Groups], select corresponding area from the area tree list on the left,
the click [Add] to add different access group.
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Add %
Area*  Micole test
Group No.*
Group Name*
Time Period 1% 1
Time Period 2 ---------
Time Period 3 ------—--
Verify Mode®  Any

Include Holiday* No
Cancel

Set the parameters as required based on the following steps:
Area: The area name selected on area tree list. Can't be modified in this adding a new time period interface.

Group No.: Enter the number of the group.
Group Name: Enter the name of the group.

Time Period: Set the time period of the group. Each group can set 3 time periods at most, as long as one of
them is valid, the group can be verified successfully.

Verify Mode: Set the verify mode of the group. When the group verification mode overlaps the user verification
mode, the user verification mode prevails.

Include Holiday: If set as [Yes], the opening time period on holiday’s subjects to the time period set in
holidays.

2. After the completion of the setting, click [Confirm] to save the settings and return to the group interface. The
group list will display the new group.

»  Edit Group
If there are changes for groups of corresponding area, users can follow the steps to make the changes.
1. Click corresponding area on the left area tree list, it will show the groups of corresponding area on the right group
list.
2. In the group list, click the group name or click in the line of the group to be edited to access the interface
for editing group.

3. Modify the parameter settings based on requirements (refer to the parameter setting method in "Add New Group").
After the completion of the modification, click [Confirm] to save the modified group information.

»  Delete Group
1. Click corresponding area on the left area tree list, it will show the time groups of corresponding area on the right

group list.

2.In the group list, select a group to be deleted, and click [Delete] on the upper part of the interface or click @' in
the line of the group to be deleted to access the group deletion interface.
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Prompt X
Are you sure to delete the selected 1 items?

Cancel

2. Click [Confirm] to confirm the deletion of the selected group.

6.5.2 Clone To Areas

1. Click to select the group to be cloned, and then click [Group Menu] > [Clone To Areas] at the top left of the group
list to open the following interface.

Clone To Areas X
Area™

Remark:

Cancel

Set each parameter as required:
Area: Select the area (multiple choices are available).
Remark: Enter the corresponding comment information.

2. After setting, click [Confirm] to save and return to the group list. The cloned group will be displayed in the group
list of corresponding area.

6.5.3 Adjust Employee

1. Click to select the group, and then click [Group Menu] > [Clone To Areas] at the top left of the group list to open
the following interface.
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Adjust Employee X

Department Employee Q, Selected 4

Employee ... First Name Last Name Department Employee ... First Name Last Name
72303 72303 Department 72303 72303
72304 72304 Department 72304 72304
72401 72401 Department 72402 72402
72402 72402 Department 72401 72401

72403 72403 Department

72404 72404 Department

72405 72405 Department

72408 72406 Department

72407 72407 Department

72408 72408 Department

72409 72409 Department

7410 79410 o PR

20 v < 1 24 > Total 70 Records

m CEnCEl

2. Click to select corresponding personnel, then click [Confirm] to add the selected personnel to the group. In
the group list, click corresponding group, the personnel belongs to the group will display on the right personnel
list.

Access Control Welcome admin ® - 7

Device Time Period

& Bookmarks ~ T Filters =
< add Delete Group Menu A S 9 0O A = Move To Group 1
Nicole test Group No. Group Name Verify Mode Time Period 1 Time Period 2 Time Period 3 Employee ... First Name Last Name
aimingtest
gaiming 1 Any 1 0 0 2010 kbz2010
> hrgtest
2011 kbz2011
> s
> kay 2012 kbz2012
s 2013 kbz2013
11 2014 kbz2014
22 2015 kbz2015
Nancy Test 2016 kbz2016

6.5.4 Move To Group 1

This function is mainly used for the case while you want to delete the personnel form the group except Group1.
Click to select corresponding personnel on the right personnel list of the group, then click [Move To Group 1].

6.5 Unlock Combination

Each area’s maximum number of unlock combinations is 10. When the area is created, 10 unlock combinations
are automatically created. The unlock combination whose combination NO. is 1 has been set as one employee
from access group 1 can open the door by default. Other unlock combinations do not include any personnel
from access group.
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Access Control Wekome admin ® > 97

Device Combination

& Bookmarks = T Filters =

< Clane To Areas SS9 O =

Nicole test Combination No. Combination Name Employee from Group  Employee from Group  Employee from Group  Employee from Group  Employee from Grou

1 o o 0

hrg test

5

kay

5 4
11 5
22

Nancy Test i
66

1

Al test

404

999

aaaa

VVvVvvy

Wom W o kW =
o o0 o oo oo oo
o 0o o oo oo oo o
o o o o oo c o o
o o0 o o o006 oo
o o0 o o o oo oo

=

device test

6.5.1 Edit Unlock Combination

1. Click [Access Control] > [Access Control] > [Combination] to access the combination interface, click
corresponding area on the left area tree list, then the combinations belong to this area will be shown on the
right combination list. Click corresponding combination No. to access the combination edition interface.

Edit %
Area™ gaimingtest
Combination No.* 1
Combination Name® 1
Remark
Employee from Group 1
Employee from Group  ---------
Employee from Group  ------—--
Employee from Group  ------—--

Employee from Group  ------—--

Confirm Cancel

Set each parameter as required:

Area: The area name selected before entering this edition interface. Cannot be edited.
Combination No.: The number of combination. Cannot be edited.

Combination Name: Set the name of the combination.

Employee from Group: Select the group employee is from. Such as select the group named 1 that means one of
the employee from group 1 can open the door from the area. In a combined verification, the range of user number
is: 0OSSN<5. You can combine two or more personnel to achieve multi-verification and improve security.
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2. Click [Confirm] to save the changes, return to the unlock combination list, the list will display the unlock
combination information just edited.

6.5.1 Clone To Area

1. Click to select the unlock combination to be cloned, and then click [Clone To Areas] at the top left of the
combination list to open the following interface.

Clone To Areas ®

m Cancal

Set each parameter as required:
Area: Select the area (multiple choices are available).
Remark: Enter the corresponding comment information.

2. After setting, click [Confirm] to save and return to the unlock combination list. The cloned unlock combination will
be displayed in the unlock combination list of corresponding area.

6.6 Privilege

Here you can check or edit employee’s access privilege.

Access Control Welcomeadmin () ¥ {7
Device Privilege
& Bookmarks~ Y Filters v
z Adjust S S D 0O~ =
cole test Employee ID  FirstName  LastName Group Time Peried Mode  TimePeriod 1 TimePeried 2 Time Period 3 Verify Mode
test —
gaimingres 30 21 1 Group 0 0 0 Apply Group Mode (&
¢ hrg test —
4544 72301 1 Group 0 0 0 Apply Group Mode [
> s 72303 1 Group 0 0 0 Apply Group Mode  [#
> kay 72502 1 Group 0 0 0 Apply Group Mode [
> s kbz2998 1 Group 0 0 0 Apply Group Mode [
11 10085 1 Group 0 0 0 Apply Group Mode [
22 72402 1 Graup 0 0 0 Apply Group Mode  [#
Nancy Test 72403 1 Group 0 0 0 Apply Group Mode (&
o6 72405 - 1 Group 0 0 0 Apply Group Mode (&
1 —
72408 1 Group 0 0 0 Apply Group Mode [
Al test —
204 72409 1 Group 0 0 0 Apply Group Mode (&
. 70901 1 Group 0 0 0 Apply Group Mode (&
2333 test 1 Group 0 0 0 Apply Group Mode &
device test kbz1002 1 Group 0 0 0 Apply Group Mode [
566 003 kbz1003 - 1 Group 0 0 0 Apply Group Mode [
kkk 00 kbz1001 Duan 1 Grouo 0 0 0 Acoly Grouo Mode [ &
111
kenny G o1y < n 3 .. 5 > Total 72 Records 2 Page [ty
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6.6.1 Edit Employee’s Access Privilege

1. Click [Access Control] > [Access Control] > [Privilege] to access the privilege interface, click corresponding area
on the left area tree list, then the privilege information of employee who are belonging to this area will be

shown on the right privilege list. Click corresponding employee ID or in the line of employee privilege to
be edited to access the edition interface.

Edit X
Employee*
Group * 1
Verify Mode Time Period
Personnel Group Personnel Group
Verify Mode Time Period 1
Time Period 2
Time Period 3
Cancel

Set each parameter as required:
Employee: The selected employee No. before entering the interface, cannot be edited.

Group: Adjust access group for employee through the drop-down box, and the corresponding verification mode
and time period will be updated automatically.

Verify Mode: If select Group, the employee can be verified by using the verification mode of the group to which this
employee belongs. If select Personnel, you can customize the verification mode for this employee for the drop-down
list of Verify Mode.

Time Period: Choose whether to apply the group time period for this employee. If not, set the unlocking time period
for this employee, and at the same time, the time period of this employee does not affect the time period of any
other employee in this group.

2. After setting, click [Confirm] to save and return to the privilege list. The privilege list will display the
information just edited.

6.6.1 Adjust Employee’s Access Privilege
1. Click corresponding area on the left area tree list, then the privilege information of employee who are

belonging to this area will be shown on the right privilege list. Click [Adjust] to access the adjust privilege
interface:
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Adjust X

Department Employee Q Selected

Employee ... First Name Last Mame Department Employee ... First Name Last Mame
10085 10085 Department 1170302 ke Peng
10086 Jerry Department

1170302 ke Peng Department

1180735 tyler Department

123456780 21 Department

20 v 2 3 4 » Total 70 Records

Group ™ 1
Verify Made Time Period
Personnel i Group Personnel i Group
Verify Mode* Time Period 1

Time Period 2

Time Period 3

Cancel

Set each parameter as required:
Employee: Select the employee from the list who need to be adjusted the privilege.

Group: Adjust access group for employee through the drop-down box, and the corresponding verification mode
and time period will be updated automatically.

Verify Mode: If select Group, the employee can be verified by using the verification mode of the group to which this
employee belongs. If select Personnel, you can customize the verification mode for this employee for the drop-down
list of Verify Mode.

Time Period: Choose whether to apply the group time period for this employee. If not, set the unlocking time period
for this employee, and at the same time, the time period of this employee does not affect the time period of any
other employee in this group.

2. After setting, click [Confirm] to save and return to the privilege list. The privilege list will display the
information just edited.
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Chapter 7 Payroll Module

Basic payroll function can eliminate errors in the payroll process and reduce excessive effort in calculating employee
hours, wages and tax withholding.

7.1 Employee Profile

7.E|.‘.'a Payroll Wekomeadmin () ¥ {7

L WoM— R ermployee Profile

& Employee Profile a

& Bookmarks = T Filters =

s /S 9 O~

Employee D First Name Last Name Department Payment Period Payment Type Bank Name Bank Account AgentID Agent Account

it

E=dh

» (O Department
= [ Financial Dpartment Lee - Department  Monthly Cash 123 &
Extra Funds

7.2 Formula
Set the formulas for payroll calculation of overtime, exceptions (including late in, early leave and absence), leave and
the other kind of increase and deduction. These formulas are set for the items which are fixed calculation items in

employee’s monthly salary structure.

7.2.1 Overtime Formula

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

Payroll Welcome admin ® > {7

Employee Profile Overtime Formula

& Bookmarks = T Filters =

it

Formula Add Delete /s S 9 O~
Name Overtime Level Formula Remarks

oT1 {Basic Salary}/{OT1)*50 &

1. Click [Payroll] > [Formula] > [Overtime Formula] to access the Overtime formula interface. And then click [Add]
to access the overtime formula addition interface:

Add X

Name

Overtime Level  QT1

Formula -

Remarks

100 BioTime User Manual



Set each parameter as required:
Name: Enter the name of the formula.

Overtime Type: Select the overtime type from the drop-down list.

Formula: Set the formula of corresponding overtime type. Click - to open the calculator interface as
following, you can set the formula as you need with the calculator which is more convenient and flexible.

Calculator =

{Basic Salary}/{OT1}*50

Schedule Days
Schedule Period

Required Work
Actual Work

Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the formula and return back to the overtime formula interface and the new added
formula information will display in the interface.

7.2.2 Exception Formula

The formula for exceptions, including late in, early leave and absence, can be defined according to the organizational
rules.

Payroll Welcome admin ® ~ 7

Overtime Formula Exception Formula

Employee Profile
@ Bookmarks~ Y Filters +

Add Delete s S 9 0 ¢~ =
Name Exception Type Formula Remarks

ate-In Formula Late In {Late In}*S @ w

1. Click [Payroll] > [Formula] > [Exception Formula] to access the exception formula interface. And then click [Add]
to access the exception formula addition interface:
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Add x

MName

Exception Type LateIn

Formula -

Remarks

Set each parameter as required:
Name: Enter the name of the formula.

Exception Type: Select the exception type from the drop-down list.

Formula: Set the formula of corresponding exception type. Click - to open the calculator interface to set
the formula as you need with the calculator.

Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the formula and return back to the exception formula interface and the new added
formula information will display in the interface.

7.2.3 Leave Formula

The formula for leave can be defined according to the organizational rules.

‘rE:".ﬂ Payroll Welcomeadmin — (T) * {7

Leave Formula

Overtime Formula Exception Formula

Employee Profile

& Empl

& Bookmarks = T Filters =
= Formula Add Delete SS9 O ¢ =
rert s B Name Leave Type Formula Remarks

Sick Leave Formula Sick Leave {Sick Leave)™3 & w

1. Click [Payroll] > [Formula] > [Leave Formula] to access the leave formula interface. And then click [Add] to access
the leave formula addition interface:
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Add x

MName

Leave Type* = ---------

Formula -

Remarks

m Ca nce'

Set each parameter as required:
Name: Enter the name of the formula.

Leave Type: Select the leave type from the drop-down list. The leave types are the ones you added in
Attendance module.

Formula: Set the formula of corresponding leave type. Click - to open the calculator interface to set the
formula as you need with the calculator.

Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the formula and return back to the leave formula interface and the new added formula
information will display in the interface.

7.2.4 Increase Formula

The formula for monthly fixed increase item can be defined according to the organizational rules.

1-E|.".ﬂ Payroll Wekome admin (7)) ¥ {7

® Q = Er s

Increase Formula

-
g
i & Bookmarks~ T Filters =

Formula Add Delete SS9 O =

Name Formula Remarks

0 Fw

1. Click [Payroll] > [Formula] > [Increase Formula] to access the increase formula interface. And then click [Add] to
access the increase formula addition interface:
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Add X

MName

Formula e

Remarks

Cancel

Set each parameter as required:
Name: Enter the name of the formula.

Formula: Set the formula of corresponding increase. Click G to open the calculator interface to set the
formula as you need with the calculator.

Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the formula and return back to the increase formula interface and the new added
formula information will display in the interface.

7.2.4 Deduction Formula

The settings, please refer to 7.2.3 Increase Formula.

7.3 Extra Fund

It's for the extra increase or deduction which need to be adjusted in employee’s salary temporarily.
7.3.1 Extra Increase
1. Click [Payroll] > [Extra Fund] > [Extra Increase] to access the extra increase interface. And then click [Add] to

access the extra increase addition interface:

Add X

Department Employee Q Selected

Employee ... First Name Last Name Department B3 employee .. First Name Last Name

Lee Department B Lee

2

6 Fanny Department
Anna Department

8 Department

20 v Total 8 Records 1

Amount* lssue Time*

Remarks

Cancel
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Set each parameter as required:
Employee: Select the employee which need to adjust the salary temporarily.

Amount: Set the amount needed to adjust.

Issue Time: Set the issue time of the amount.

Remarks: Enter the remarks for the extra increase.

2. Click [Confirm] to save and return back to extra increase interface and the new added increase information
will display in the interface.

7.3.2 Extra Deduction

The settings, please refer to 7.3.2 Extra Increase.

7.4 Payroll Structure

Click [Payroll] > [Payroll Structure] > [Payroll Structure]. Click to select corresponding department name on the
left department list, you can see the list of employees who are having a defined salary structure.

Payroll Welcome admin ® ~ {7

Employee Profile Payroll Structure

& Bookmarks ~ T Filters =
&= Formula . - .
e =d Add Delete s 7 9 0O~ =
Extra Funds 3 O Department Employee ID  First Name Last Name Department Basic Salary Effective Date Create Time Deduction Formula  Exception Formula Increase |
% & Department Gn - Department 8000 2019-08-01  2019-08-2216:22:06 1,52
Payroll Structure > O newlinel\r\nthis 002 kbz1002 - Department 4000 2019-01-01  2019-07-31 09:15:25
0 ski/s 0086 Jerry - Department  BOOD 2019-07-01  2019-08-01 10:58:16 late,early, absence
0O www

[ department1

7.4.1 Add New Payroll Structure

1. Click [Add] to access the interface of adding a new payroll structure:

Add X
Department Employee Q Selected 1
Employee ... First Name Last Name Department Employee ... First Name Last Name
100 kbz100 Asawamanachai Department 100 kbz100 Asawamanachai
1000 kbz1000 huang hrf-&f7]
10000 kbz10000 Department
100001 Department
100003 Department

20 v < 1 n 3 .51 > Total 10216 Records
Basic Salary® 3500

Effective Date®  2019-08-30

Overtime Exception Leave Increase Deduction

o oA v
v Y= overtime Formula (1/3)
> O0oT (0/1)
> o2 (1/1)
> O0oT3 (0/1)

m CEHCE'

BioTime User Manual 105



Set the parameter as required:
Employee: Select the employee who need to be defined the salary structure.

Basic Salary: Set the basic salary for selected employee.
Effective Date: Set the effective date of the payroll structure.

Formula: Set the formulas, including formula of Overtime, Exception Leave, Increase and Deduction, for the
payroll structure.

2. Click [Confirm] to save the settings and return to payroll structure interface. The payroll structure list will
display the new payroll structures.

7.4.2 Delete Payroll Structure

Click to select corresponding department name on the left department list, the employee payroll structure of
the department will show on the right list.

1. In the employee payroll structure list, select a payroll structure to be deleted, and click [Delete] on the upper part

of the interface or click ]ﬂ in the line of the payroll structure to be deleted to access the deletion interface.

Prompt *

Are you sure to delete the selected 1 items?

2. Click [Confirm] to confirm the deletion of the selected payroll structure.

7.5 Loan

Loan interface displays the records of employee loans.

1.E|.".ﬂ Payroll Welcome admin ® - 7

L WO RN  crmployes Profile

Payroll Structure

& Employ

& Bookmarks~ T Filters =
e Add Delete /Z /S D M e~ o=
Employee ID  First Name  Last Name Department  Loan Amount  Loan Time Refund Cycle  Refund Amount Per Period  Clean Time Remark
1 Gn - Department | 5000 2019-08-01 00:00:00 3 Periods 1666.67 2015-11-01 00:00:00 o
3020 Kbz3020 - 12345622 | 2000 2019-07-31 1400:00 2 Periods 1000.0 2019-09-30 140000 55 o]
1004 Kbzl004 - department] | 1500 2019-05-10 00:00:00 1 Period 15000 2019-06-10 00:00:00 T
1002 kbz1002 - Department 10000 2019-03-30 00:00:00 2 Periods 5000.0 2019-05-30 00:00:00 @[
1002 kbz1002 - Department 1000 2019-06-10 00:00:00 2 Periods 500.0 2019-08-10 00:00:00 @[

Click [Payroll] > [Loan] > [Loan] > [Add] to access the interface of adding loan record for employee.
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Add X

Department Employee Q Selected 1
Employee ... First Name Last Name Department Employee ... First Name Last Name
1017 kbz1017 Department 1017 kbz1017
1018 kbz1018 Department
1019 kbz1019 Department
102 SAMRANEZLAEP... Department
1020 kbz1020 Department
1021 kbz1021 Department
1022 kbz1022 Department
1023 kbz1023 Department
1024 kbz1024 Department
1025 kbz1025 Department
1026 kbz1026 Department
AN27T [ e Mimmmrbmnmed
20 v Total 10216 Records < > 4 | Page m
Loan Amount® 10000 Loan Time*  2019-08-30 00:00:00
Refund Cycle® 5 Periods Refund Amount Per Period®  2000.00
Remark

m Cance'

Set the parameters as required:
Employee: Select the employee who need to loan.

Loan Amount: Set the loan amount for employee.

Loan Time: Set the loan time for employee. According to the month set here, the loan amount will be added to
the salary of this month while calculating the employee salary.

Refund Cycle: Set the refund cycle of the loan.

Refund Amount Per Period: After setting the loan amount and refund cycle, the refund amount per period will
be filled in automatically. And this amount will be automatically deducted from the employee’s monthly salary.

Click [Confirm] to save the settings and return back to the loan list interface, the new added loan information
will display here.

7.6 Salary Advance

In this interface, the salary advance is listed along with the employee details.

Payroll Welcome admin ® > 7

Employee Profile Salary Advance

& Bookmarks = T Filters =

Add Delete S S 9D 0O A =
Employee ID First Name Last Name Department Amount Issue Time Remark
1004 kbz1004 - department] 1000 2019-05-10 00:00:00 @
1002 kbz1002 - Department 600 2019-06-06 00:00:00 Ty
1002 kbz1002 - Department 400 2019-06-06 00:00:00 @
1002 kbz1002 - Department 200 2019-06-06 00:00:00 @

Salary Advance
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Click [Payroll] > [Salary Advance] > [Salary Advance] > [Add] to access the interface of adding salary advance
record for employee.

Add X
Department Employee Q Selected 1
Employee ... First Name Last Name Department Employee ... First Name Last Name
1017 kbz1017 Department 1018 kbz1018
1018 kbz1018 Department
1019 kbz1019 Department
102 SAMRAN&LAEP... Department
1020 kbz1020 Department
1021 kbz1021 Department
1022 kbz1022 Department
1023 kbz1023 Department
1024 kbz1024 Department
1025 kbz1025 Department
1026 kbz1026 Department
1n27 Lb=1n37 Mimmmebmnmmd

20 v Total 10216 Records < > 4 Page m

Amount™ 3000
Issue Time®  2019-08-30 00:00:00

Remark

m Cancel

Set the parameters as required:
Employee: Select the employee who need to advance their salary.

Amount: Set the advance amount.

Issue Time: Set the issue time for salary advance. According to the month set here, the amount will be added
to the employee salary of this month while calculating the employee salary. And this amount will be deducted
from employee’s next month salary.

Click [Confirm] to save the settings and return back to the salary advance list interface, the new added salary
advance information will display here.

7.6 Reimbursement

In this interface, the reimbursement is listed along with the employee details.

Payroll Welcome admin @ > 7

Employee Profile Reimbursement

Employes
i & Bookmarks~ T Filters +
— T F /o 9 me =
e Employes ID First Name Last Name Department Amount Reimbursement Receipt Reimbursement Time Remark
SRS
1 Gn - Department 200 2019-08-22 00:00:00 @
1007 Kbz1007 hwang Department 10000 2019-08-01 11:00:00 B
1004 Kbz1004 E department1 2000 2019-06-20 00:00:00 o}
1002 kbz1002 - Department 600 2019-06-11 00:00:00 @
1002 kbz1002 - Department 400 g 2019-06-10 00:00:00 @
1002 kbz1002 - Department 200 B.bmp 2019-06-10 00:00:00 @

Reimbursement
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Click [Payroll] > [Reimbursement] > [Reimbursement] > [Add] to access the interface of adding
reimbursement record for employee.

Add
Department Employese
Employee ... First Name Last Name
1017 kbz1017
1018 kbz1018
1019 kbz1019
102 SAMPRAN&LAEP...
1020 kbz1020
1021 kbz1021
1022 kbz1022
1023 kbz1023
024 kbz1024
025 kbz1025
1026 kbz1026
no7 L1037
20 ¥ Total 10216 Records € » 4
Amount® 300

Reimbursement Time*  2019-08-30 00:00:00

Remark

Set the parameters as required:
Employee: Select the employee who need to make reimbursement.

Amount: Set the reimbursement amount.

Selected 2

Department Employee ...

Department 100
Department 100212
Department 1017
Department

Department

Department

Department

Department

Department

Department

Department

| WS

Reimbursement Receipt | IEZEMNE | 1.jpg

First Name Last Name
kbz100 Asawamanacha
43 k

kbz1017

Only support jpg/jpeg/png/bmp

image file.

Cancel

Reimbursement Receipt: Upload the reimbursement receipt, only support jpg/jpeg/png/bmp image file.

Reimbursement Time: Set the reimbursement time for employee. According to the month set here, the amount

will be added to the employee salary of this month while calculating the employee salary.

Click [Confirm] to save the settings and return back to the reimbursement list interface, the new added
reimbursement information will display here.

7.6 Salary Calculation

Click [Payroll] > [Calculation] > [Salary Calculation] to access the Salary Calculation interface. It shows all the
personnel by default. You can select the department on the right side to display the personnel in the specified

department. Select the person and fill in the time range to be calculated. Click

Finished”indicates the end of calculation when it pops up.

to calculate. “Calculation
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Payroll Welcome admin @ - 7

Employes Profile Salary Calculation
Emp file ®=a Employee ID First Name Q End Date  2019-07 &
. 0 gk . ' -
Formula 0 444 Employee ID First Name Last Name Hired Date Department Position
0 se 1018 kbz1018 2019-08-27 Department
T O ededed 1019 kbz1019 2019-08-27 Department
O fafafa 102 SAMRANBLAEPONG 2019-08-20 Department
[0 new32 1020 kbz1020 2019-08-27 Department
oA 1021 kbz1021 2019-08-27 Department
0202 1022 kbz1022 2019-08-27 Department
» (0 303
O 10t 1023 kbz1023 2019-08-27 Department
1024 kbz1024 2019-08-27 Department
0 404
1025 kbz1025 2019-08-27 Department
Reim men 0 1011 "
oM 1026 kbz1026 2019-08-27 Department
. [ Financial Dpartmen 1027 kbz1027 2019-08-27 Department
Calculation
[0 Development Depar 1028 kbz1028 2019-08-27 Department
(O Test Department 1029 kbz1029 2019-08-27 Department
([0 HR Department 103 Suchat&Amnatwipavee 2019-08-20 Department
O Security Departmer 1030 kbz1030 2019-08-27 Department
0 1234363 1031 kbz1031 2019-08-27 Department
o
02 (& 20 v {1 .3 n 5 .. 511 > Total 10214 Records 4 | Page (et

7.6 Salary Report

The salary reports are available in different formats: Salary Structure, Increase Items, Deduction Items, Salary Details
and Att Param. The reports can be exported in PDF, XLS, TXT or CSV format.

Choose [Payroll] > [Report] access corresponding Salary Report interface. The following figure is the Salary Structure
report.

1.E|.".ﬂ Payroll Welcome admin @ - 7

© Q = ETEeei Salary Structure
Extra Funds v

E=a4 End Date  2019-08-30 Employee Q
L] ~Ewmw ;
; \ .
0 ssss s 2 0O e~ =
0 bbb Employee ID First Mame  Last Name  Department Basic Salary Effective.. OT1 oT2 oT3 Normal OT  Weskend ... Hol
5555
4 1002 kbz1002 Department 4000 2019-01-01
aaa
0 10086 Jerry Department 8000 2019-07-01 ({OT1y20)  ({OT2}"40)  ({OT3)"60)

gk
g444 1 Gn Department 8000 2019-08-01 ({OT1P20)  ({OT2p40)

0O se
[ ededed
O fofafa
O new32
O Ar
0O 202
3 0 303
O 1ot
O 404
O 1011
a /i
(0 Financial Dpartmen
() Development Depar
[0 Test Department

(O HR Department G 2o n Total 3 Records 1| Page R
(] Security Departmer

The following describes how to view a salary report.
1. Select report in the left menu bar and enter the report interface.

2. Select department on the left side to view the salary data of employees in that department, or click the Employee
input box to select the personnel (multiple or all) who need to view the salary report information in the pop-up
window. As shown in figure:
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Select Employee pie

™= & Employee Q Selected 1
2 O Department Employe... First Name Last Name Departme Employe... First Name Last Name
v O Department 1000 kbz1000 huang hrf-25r 1000 kbz1000 huang

» O Department

w0 newlinel\n\nthis 10000 kbz 10000 Departrr
> O wwwww 100001 Departrr
O :kli/s 100003 Departrr
O www 100005 100005 Departrr
[ department1 100007 100007 Departrr
0 df 100008 Depart
O sfsf 100009 Departr
O dffs 10001 Departrr
g ; 100010 Departrr
0o 10002 Departrr

[ 10
0O www 20 ¥ Total10212Records € > 2 | Page [@NiiEN

m CEI‘ICE‘

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

4, Click a ,and view the salary report information of the selected employees between the set start date and the
end date.
» Salary Structure

Display every employee’s detail salary structure.

> Increase Items

Display all increase items in employee monthly salary.

Payroll Welcome admin ® > {7

Employee Profile Salary Structure Increase Items Deduction Items
= Start Date  2019-08-01 End Date  2019-08-30 Emplayee e
[0 ssss s S 0O~ =
O bbb
0 ssss Employee ID FirstName LastName Department CalcDate  Total Incr.. OT1 oT2 oT2 Normal OT Weekend ... Hol
0 aaa 1003 kbz1003 departme...  2019-04-30 0 0 0 0
0 ok 1003 kbz1003 departme... 2019-02-28 0 0 0 0
0 444 1003 kbz1003 departme... 2019-08-31 0 0 0 0
0 se 1003 kbz1003 departme... 2019-03-31 0 0 0 0
0 ededed 1002 kbz1002 Department 2019-09-30 1100 0 0 0
Q fofafo 1002 kbz1002 Department  2019-04-30 0 0 0 0
O new3z
O ar 1002 kbz1002 Department  2019-05-31 0 0 0 0
O 202 1002 kbz1002 Department  2019-08-31 0 0 0 0
> O 303 1002 kbz1002 Department  2019-07-31 0 0 0 0
O 101 1002 kbz1002 Department | 2019-06-30 9400 0 0 0
0 404 1003 kbz1003 departme...  2019-06-30 6000 0 0 0
0 1011 1004 kbz1004 departme... 2018-05-31 2500 0 0 0
oW 3020 kbz3020 123456aa  2019-07-31 2000 0 0 0
(7 Financial Dpartmen 3020 kbz3020 123456aa  2019-08-31 0 0 0 0
0 0 0

O Development Depar | 3039 kbz3020 12345622 2019-09-30 0
[0 Test Department O PR PR P P

[0 HR Department
O Security Departmer (SR n Total 19 Records 1 | Page [N

» Deduction Items

Display all Deduction items in employee monthly salary.
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Payroll Welcome admin
Employee Profile Salary Structure Increase Items Deduction Items
¥ =& Start Date  2019-08-01 End Date  2019-08-30 Employse o
> O ssss 7 2
0O aaa
Employee ID First Name LastName Department CalcDate  Total Ded.. Lateln Early Leave  Absent Deduction
o bbb ploy: P y
0 ~Ewww 1003 kbz1003 departme... 2019-04-30 0 0 0 0 0
ssss 1003 kbz1003 departme... 2019-02-28 0 0 0 0 0
P
O bbb 1003 kbz1003 departme... 2019-08-31 0 0 0 0 0
[ ssss 1003 kbz1003 departme... 2019-03-31 0 0 0 0 0
0 aaa 1002 kbz1002 Department 2019-09-30 5100 0 0 4000 1100
O ok 1002 kbz1002 Department 2019-04-30 5000 0 0 0 0
444
o 1002 kbz1002 Department 2019-05-31 5000 0 0 0 0
se
g cdeded 1002 kbz1002 Department 2019-08-31 500 0 0 0 0
0 fafafg 1002 kbz1002 Department 2019-07-31 1700 0 0 0 0
O new32 1002 kbz1002 Department 2019-06-30 6000 0 0 0 0
1003 kbz1003 departme.. 2019-06-30 0 0 0 0 0
0O A P
0 202 1004 kbz1004 departme... 2019-05-31 0 0 0 0 0
) 0 303 3020 kbz3020 123456aa 2019-07-31 0 0 0 0 0
[mE 2020 kbz3020 1234362 2019-03-31 1028.22 28.22 0 0 0
0 404 3020 kbz3020 123456aa  2019-09-30 1000 0 0 0 0
0 1011 e - . Y . . . -
a /i
O Financial Dpartmen C a2 v n Total 19 Records 1 Page [ReNTO
»  Salary Detail
. , .
Display employee’s monthly salary detail.
Payroll Welcome admin
Employee Profile Salary Structure Increase ltems Deduction ltems Salary Details
E=a Start Date  2019-08-01 End Date  2019-08-30 Employee o
D ~EWWW / ('.
[ ssss
0 bbb Employee ID First Name LastName Department CalcDate  BasicSalary TotalSalary TotalIncr.. Total Ded.. OT1
[ ssss 1003 kbz1003 departme... 2019-04-30 4000 4000 0 0 0
O aaa 1003 kbz1003 departme... 2019-02-28 1000 1000 0 0 0
0 ok 1003 kbz1003 departme... 2019-08-31 1000 1000 0 0 0
0 444 1003 kbz1003 departme... 2019-03-31 1000 1000 0 0 0
0 se 1002 kbz1002 Department 2019-09-30 4000 0 1100 5100 0
D:dfeied 1002 kbz1002 Department 2019-04-30 4000 1000 0 5000 0
gigrg
8"EW32 1002 kbz1002 Department 2019-05-31 4000 -1000 0 5000 0
O a1 1002 kbz1002 Department 2019-08-31 4000 3500 0 500 0
Q 202 1002 kbz1002 Department 2019-07-31 4000 2300 0 1700 0
» O 203 1002 kbz1002 Department 2019-06-30 4000 7400 9400 6000 0
O 101 1003 kbz1003 departme... 2019-06-30 4000 10000 6000 0 0
[ 404 1004 kbz1004 departme... 2019-05-31 4000 6500 2500 0 0
O 1011 3020 kbz3020 123456aa  2019-07-31 4000 6000 2000 0 0
am 3020 kbz3020 1234562 2019-08-31 4000 207178 0 1028.22 0
O Finandial Dpartmen 55, kbz3020 1234562 2019-00-30 4000 3000 0 1000 0

[ Development Depat
(0 Test Department
(] HR Departmant (&7 20 v n Total 19 Records 1 | Page [Reii

> Att Param

Display employee’s salary information together with attendance information.

>

@~

m

Extra Ded...

o o o oo oo oo

6000

o o oo o

@~ @
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Employee Profile

0 ~Ewww

O ssss

] bbb

[ ssss

O aaa

O gk

0 444

0 se

(O ededed

O fafafg

O new32

O Al

0O 202

0 203

O 1ot

0O 404

O 1011

o

[ Financial Dpartmen
[ Development Depat
(O Test Department

7.7 Payroll Setting

Salary Structure

Salary Details
Start Date  2019-08-01
Employee ID First Name
1003 kbz1003
1003 kbz1003
1003 kbz1003
1003 kbz1003
1002 kbz1002
1002 kbz1002
1002 kbz1002
1002 kbz1002
1002 kbz1002
1002 kbz1002
1003 kbz1003
1004 kbz1004
3020 kbz3020
3020 kbz3020
3020 kbz3020
& a2 0v n

End Date

Payroll

Att Param

2019-08-30

Department Calc Date

2019-04-20
2019-02-28

departme...
departme...
departme... 2019-08-31
departme...  2019-03-31
Department | 2019-09-30
Department 2019-04-30
Department  2019-05-31
Department | 2019-08-31
Department | 2019-07-31
Department  2019-06-30
2019-06-30
2019-05-31
2019-07-31
2019-08-31

departme...
departme...
123456aa
123456aa
123456aa

2019-09-30

Total 19 Records 1 Page

Basic Salary
4000
1000
1000
1000
4000
4000
4000
4000
4000
4000
4000
4000
4000
4000
4000

Confirm

Employes

Schedule ...

Schedule ...

Welcome admin

Required ..
11880
10800
0
11340
11340
11880
12420
11880
12420
10800
10800

279
189
270

o
7z 7

Actual Wo...

o o oo o oo oo

43152777...

@~

tht

c o o o0 o0 o000 oo oo oo

Click [Payroll] > [Configurations] > [Payroll Setting] to access to the payroll setting interface. Here you can set the

Att Param Unit.

Configurations

Employee Profile

Att Param Unit  Hour

Save

Salary Structure

Payroll Setting

Payroll

Welcome admin

@~ @
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Chapter 8 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 mailbox function, automatic export, backup, data migration,
operation logs, etc.

8.1 System User Management

8.1.1 Privilege Group 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 permission for them.

» Add a Privilege Group

1. Choose [System] > [User] > [Group] to access the Add Role interface.

Add X
*

Mame

Personnel Device Attendance Payroll Access System
M oA v

w = personnel (0/82)
> O3 Employee (0/17)
¥ O pepartment (0/6)
2 O3 postion (0/6)
> 003 area (0/6)
¥ O3 Resign (0/8)
2 O pocument (0/5)
2 O3 employes Document (0/6)
» O[3 Bio-Phote (0/14)
¥ O workflow Node (0/4)
> O3 workflow Engine (0/4)
> O3 workflow Role (0/8)

Cancel

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

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

Check the 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
permission 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 Area will be selected.

2. After the completion of the setting, click [Confirm] to save the settings and return to the privilege group interface.
The privilege group list will display the new roles.
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» Edit a Privilege Group

1.Inthe privilege group list, click the role name or click 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 [Confirm] to save the modified role information.

» Delete a Privilege Group
1. In the privilege group list, select a privilege group to be deleted, and click [Delete] on the upper part of the

interface or click @' in the line of the role to be deleted to access the role deletion interface.

Prompt X
Are you sure to delete the selected 1 items?

Cancel

2. Click [Confirm] to confirm the deletion of the selected privilege group.

/gNote: The used permission group cannot be deleted.

8.1.2 User Management

Add new users to the system and assign roles (permissions) to users.
» Add a User
1. Choose [System] > [User] > [Add] to access the Add User interface:

Add X

Username*
Password*

Password confirmation®
Cancel

Add X

Username®
Password”

Password confirmation®

Cancel
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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/ Password confirmation: There is no limit to the length.

> Edita User

1. Click the user name or in the line of the user to enter the edit user interface.

Edit *

Username® admin

Information

First Name Lazt Mame
Email
Permisson
Staff Superuser
Groups  --------

Cancel

Username: Characters within a length of 30.

First Name/Last Name: Type your initials.

Email: User's email address.

Enable: Designates whether the user can log into this admin site.

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

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

Authorize Department: Click 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 Area: 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)

2. After the completion of the setting, click [Confirm] to save the settings and return to the User interface. The user
list will display the new user.
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Note: You can delete existing users. Click the [Delete] at the top of the user list or ]ﬁ[ in the corresponding column
of the user to perform corresponding operations. The detailed operations are the same as those in "Deleting a
permission group.

» Change Password

1. Click [System] > [User] > [Change Password] to access the change password interface:

Change Password b

Modify your password.

Criginal Password*
Password*

Password (again)®

2. Enter the Original Password, Password and Confirm Password and click [Confirm] to complete the modification.

8.3 Data Management

8.3.1 Database Backup

Backup data to prevent data loss, the software can be set up to automatically or manually backup database. And it is
supported to restore PostgreSQL database.

System Welcome admin @ ~ {7

Group User Backup

8 Bookmarks T Filters ~

Backup Automatically Backup Manually Restore Manually S D O =

Database  Database Name Operator  Time Store Path Status Remark

MysQL biotimed_5 System  2019-08-1816:15:49  Dy//abc\20190818161547.5q] Success  Backup Automatically

MysQL biotime8_5 System  2019-08-1716:15:39  Dy//abc\20190817161537.5q] Success  Backup Automatically

MySaL biotime8_5 System  2019-08-16 16:15:32  Dy//abc\20190816161530.sq] Success  Backup Automatically

MySQL biotime8_5 System  2019-08-1516:1525  Dy//abc\20190815161523.5q] Success  Backup Automatically

MySQL biotimed_5 System  2019-08-1516:15:24  Dy//abc\20190815161521.5q1 Success  Backup Automatically

MysQL biotimed_5 admin 2019-08-1416:18:13 | Dy//abc\20190814161811.5q] Success  Backup Manually

» Backup Automatically

1. Click [System] > [Database] > [Backup Automatically] to enter the Backup Automatically interface and set the
backup path and automatic backup time.
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Backup Automatically X

Database®
Dratabase Name®

Store Path®  Diffabc

Frequency* Daily

Day* 1 Time* 1815

Cancel

Database: Database type, cannot be modified.
Database Name: Database name, cannot be modified.

Store Path: Set the name of the folder, a corresponding folder will be created to store the original backup under
apache.

Frequency: The time and frequency of database backup.

2. After setting, click [Confirm]. According to the set frequency and time, you can view the backup files in the
corresponding path.

» Backup Manually
1. Click [System] > [Database] > [Backup Manually] to enter the Backup Manually interface and set the backup path.

Backup Manually 4

Store Path®

Cancel

2. After setting, click [Confirm], then the database will be backup in the corresponding path.
»  Restore Manually
1. Click [System] > [Database] > [Restore Manually] to enter the Restore Manually interface.

Restore Manually X

Database Mame*

Backup File

Cancel
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Database Name: Input the database file name.
Backup File: Input the path of the database file.

2. After setting, click [Confirm], and wait for the restore process finish.

8.3.2 Data Migration

When replacing Biotime8.0, the original data will be migrated to BioTime8.0 from other software to facilitate user
management.

1. Click [System] > [Database] > [Migrate] to enter the migration settings interface.

] s B Migrate From y gioimer.0 ZETimeneti0

Databage *  MSSOL Server

...........

Migrate From: Select the software you want to migrate, which is currently supported.
Database: Select the database type used by the original software.

Address: Set the IP address of the database.

Port: Fill in the database port.

Name: Fill in the database name.

User: Fill in the database user.

Password: Fill in the correct password.

2. Select the fields to be migrated, the time period for attendance data, and click [Test Connection], if it's successful,
then click [Migrate].
8.3.3 Auto Export

According to the set format, time period, frequency automatically export attendance data.
»  Add Auto Export Template

1. Click [System] > [Integration] > [Auto Export] > [Add] to enter the new automatic export settings interface:
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Add ®

Name* Code™

File Name yyyy-MM-DD HHmm {emp_code}
el 1, T — e R
Data Template
{emp_codel\tifirst_name}it{last_name}\t{dept_codel\t(dept_namel\t{date)\titimel\tivenfy_typeltipunch_statel\tiwork_ . ftimsl
code}\ticard_number}\tiarea_name]\t{terminal_aliasj\t{terminal_sn}ir\n f [verify_type)
punch_state
rk_code
Short Drate yyyy-MM-DD Short Time HH:mm [card_number)
area_name]
Frequency® | Dally Py terminsl_alis
terminal_sr
Search By Upload Time Interval
Format Excel Time Point  00:01

Deadline Previous Export Path  auto_export
FTP Server  --——---mm- FTP Path
Email Emplayee ID 0

Cance

Name: Set the name.
Code: Set the serial number of the automatic export.
File Name: Set the exported file name and the time format above the file name.

Department: Click to select the department to export. If not, export all departments.

Area: Click to select the area to export. If not, export all areas.

Data Template: Select the menu item to export from the menu on the right. By default, export all menu items.
Short Data/Time: Set the time format in the export content.

Frequency: Set the export frequency. The export time frequency can be set monthly, weekly and daily. According to
the selected frequency, the specific time can be set in Day and Time Point.

Search By: Select Upload time to represent the time when the attendance data is uploaded to the software, and
select Punch time to represent the time when the user punches.

Format: Set the format of the exported file (Excel, Csv, Txt).

Time Point: Set the export time.

Deadline: When exporting a folder by setting the frequency of export, select Current to indicate that the data
exported is after 0 o 'clock of the day and select Previous to indicate that the data exported is before 0 o 'clock of the
day.

Export Path: After setting the file name, a new folder will be added in \files\temp of the installation directory of the
local computer to store the exported files.

FTP Path: Set the name of the folder, which is the existing folder on the FTP server. The exported files will be in the
corresponding folder under the FTP server, and fillin the format of "/abc/" (abc is the existing folder on the FTP server).

FTP Server: Click to select the FTP server, and when the attendance record is exported, the exported file can be
received on the FTP server.

Email: When a mailbox is set, it receives the exported file when it is exported.

Employee ID: Set the length of the ID when exporting. If the length is insufficient, the ID will be added zero.
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2. After the setting, click [Confirm] to save it.

»  Manual Export

After the automatic export settings are saved, you can export the attendance records in real time by clicking [Manual
Export] at the top of the list. The specific operations are as following:
1. Select the set automatic export, click [Manual Export] to enter the following interface.

Manual Export X

Start Date

End Date

Search By Upload time

Cancel

Start Data/End Data: Set the export period.

Search By: Select Upload time to represent the time when the attendance data is uploaded to the software, and
select Punch time to represent the time when the user punches.

2. After the setting, click [Confirm], corresponding attendance records will be exported.

»  Delete Auto Export Template

In the auto export template, click the selected template to be deleted, then click [Delete] at the top of the template

list, or directly click E in the line of template to enter the interface of deleting template.

Prompt *
Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] and delete the selected template.

8.4 Log Record

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

Choose [System] > [Log] > [Log] to access the Log interface.
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System Welcome admin ® - 7

Group log
& Bockmarks= Y Filters +

Z S 9 M =

User  IP Address Action Time Action  ContentType  Object Status  Describe

admin 172311100 2019-08-1917:2401 Add Workflow Engine 1212 Success | Start Date=2019-08-01 End Date

admin 17231100 2019-08-1917:23:05 Delete  Workflow Engine 1212 Success

admin 17231110 2019-08-1917:22:45 Add Workflow Engine 1212 Success | Start Date=2019-08-01 End Date

admin 17231110 2019-08-1917:18:45 Login  User admin Success

admin  192168.218.26 2019-08-1017:13:42 Approve Manual Log ManualLog object Success  Remarks=s State=2

admin  192168.218.26 2019-08-1017:13:32 Add Manual Log Success  Work Code=,Punch State=1,Appl

admin 17231110 2019-08-1917:11:56  Logout  User admin Success

admin  192.168.218.26 2019-08-1917:11:41 Delete  Manual Log ManualLog object Success

admin 17231110 2019-08-1917:08:37 Llogin  User admin Success

admin 17231110 2019-08-19 17:07:14 Logout  User admin Success

admin  192.168.218.26 2019-08-19 17:06:42 Approve Manual Log ManualLog object,ManualLog object Manuallog object Manuallo... Success Remarks=aState=2

admin  192.168.218.26 2019-08-19 17:06:36 Add Manual Log Success Work Code=,Punch State=1,Appl

admin  192.168.218.26 2019-08-19 17:06:14 Add Manual Log Success Work Code=,Punch State=3Appl

admin  192.168.218.26 2019-08-19 17:06:01 Add Manual Log Success  Work Code=,Punch State=2,Appl

admin  192.168.218.26 2019-08-19 17:05:48 Add Manual Log Success  Work Code=,Punch State=0,Appl

admin 17231110 2019-08-1917:02:57 Change  Emploves 081903 081903 Success | Department(58-»Department), Ac
[CERE T 2 3 .. 324 > Total 5172 Records 1 | Page [eSinN

The following are the main contents of the log:

User: User of the operation

IP Address: The IP address of the computer the user is using.
Action Time: The implementation time of the operation.
Action: the behavior of the action

Content Type: The content type of the operation

Object: the object of the operation

Describe: Operation description.

8.5 Configuration Settings

8.5.1 Company Setting

The company setting interface includes the options to upload the company logo and company name. This company
logo can be displayed in exported report.
1. Click [System] > [Configuration] > [Company Setting] to access to the Company Setting page.

System

W Q = R Backup Migrate Company Setting

U M S Logo Review

= Company Setting
Company Loge  CBick to upload logn Logs Display  Rignt

Company Name  Right

Company Name
nicd Display

2. Upload company logo and name, set corresponding display position. Click [Submit] to save the setting.
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8.5.2 Email Setting

Click [System] > [Configuration] > [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 sever (outgoing server) must be same. For example,
the Email address is test@yahoo.com, and the E-mail sending server must be smtp.mailyahoo.com.

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

4 ! sannel ttendan Access Lontio yIo System

W O = EeRE Backup Migtate Company Setting Ernail Seating

w -
- SMTP Server  Smipkieco com
= = Port* 25 B st
Emall Account® 2k me@zkteco.cam
D - [T e
L bon - Emal Adddress® 2k meizkbeco.com
=

gNote: The password is a one-time random authorization password provided by the email service provider.

SMTP Server: Email sending server address.

Port: Port of email sending server.

Email Account: Email account.

Password: One-time random authorization password from the mailbox provider.

Email Address: Email address.

8.5.3 Alert Settings

Click [System] > [Configuration] > [Alert Settings]

Through Alert setting, user can set the values for alerts. As per above example, when an employee is late check in
exceeds a certain value, an email alert will be sent. Administrator can set the other values as per requirements.

System

W O = e Backup Migrate Comparry Setting Email Setting Alert Setting

U Ml Astendance Aert Setting

Whien number of late exceed® 2

= Integra When number of eady-leave exceeds® 2
When number of absent exceeds® 3

2 log enehing * Weekly " Sunday " 140500 ! " Curent Day

£ Approve Alert Setting

Email Abert

Attendance Alert Setting: Set specific alert values for late/early/absence.
Sending Frequency: Set the time and frequency of the alert.

Approve Alert Setting: Set the alarm mode.

BioTime User Manual 123



After setting, click [Submit] to save the alert settings.
8.5.4 FTP Settings

»  Add FTP Server
Click [System] > [Configuration] > [FTP Settings] > [Add] to enter the adding FTP interface. Enter IP address, port
number, user name, password, etc.
Add X
Host Address™:
Port Number®: 22
Authentic Method®: Password
Username™:

Password:

Cancel

Host Name: FTP server address.

Port Number: FTP server port number.

Authentic Method: Authentic method to access to the FTP server.
Username: FTP server’s username.

Password: FTP server's password.

The FTP Settings can be used to transfer files exported by the software to the specified FTP server for data transfer.

gNote: Click the FTP server or in the line of the FTP server to enter the edit FTP server information interface.

» Delete FTP Server
In the FTP list, click the selected FTP server to delete, and then click [Delete] at the top of the FTP server list, or directly

click E in the line of the FTP server to enter the interface of deleting FTP server.

Prompt b4
Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the selected FTP server.
8.5.6 Bookmarks

» Add a Bookmark

To get what you want by adding a condition to filter the query, you can save this condition and use it next time
without having to select another condition. See 11. Custom bookmark in Appendix 1 for a custom bookmark.
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After saving successfully, you can view the saved filter under the bookmark list.

System
@ Q = [ Backup Migrate Company Setting Email Setting Alert Setting Bookmarks
B User M EBookmaks~ Y Filters -
s - Delete s S 9D 0O =
= T Title User & ContentType & Filters Is Shared  Saved Time
= ve Table: > containl admin  Depsrtment ["Department Code contain T *:["1""_p1_dept_code_contains=1","%58%2219%22%SD"T} e 2019-08-05 09:21:42
D Log - PEEEESANINS admin  Employee {*Position Name contain HR *_p1_position__position_name_ contains=HR","%58%22HR%22.. @ 2019-08-05 18:15:12
admin admin  User ["Username exact admin "["1"."_p1_usemame_exact=admin’,"%58%22admin%22%5D"]) ° 2019-08-12 165014 [

»  Delete Bookmark
In the bookmark list, click the selected bookmark to be deleted, then click [Delete] at the top of the bookmark list, or

directly click @ in the line of bookmark to enter the interface of deleting bookmark.

Prompt e

Are you sure to delete the selected 1 items?

Click [Confirm] and delete the selected bookmark.
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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 [Personnel] >
[Organization] > [Area] > [Adjust Employee] to access a interface as shown in the figure below.

Adjust Employee X
Department Employee Q Selected (

Employe... First Name Last Name Department Employe... First Name Last Name
- 2 22 Testing
3 342 Testing =
1 wip Department
2 000000002 Department
2228 LKTeco
226 666 Department
2225 2225 Department
2226 2226 ZKTeco
2227 2227 ZKTeco
225 Department
227 Department
2224 Department
aan Mamartrmant

20 v 2 3 .. 14489 > Total 289380 Records

Cancel

You can search for personnel in two ways:

(1) Search By Department: Click the department search box to search and select the corresponding department.

There is a check box B on the left side of the page, and when selected, all the staff in all departments will be
displayed under the intermediate staff list. If only one of the departments below is checked, all the staff in that

department will be displayed under the staff list. Click the select box in front of the person, check the selected
person, and display in the selected person box.

Department

=1 AvQ v
> 00 Department (
> 00 zkTeco (0/2)

O errg

O Testing
O p2000
0O 2001
O p2002
0O 2002
0O p2004
O p200s
0O pz00s
0O p2007

MM nanne

126  BioTime User Manual



(2) Search By ID/Name: Enter the name and number of the employee to be queried in the query box, click Q .Then,
mation 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.

Employee

Q

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.

2. Date Selection

(The following uses the operation of setting resignation date on the Add Resignation 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.

Add

Department

Employee ... First Mam

4

2228
226
2225
2226
2227
225
227

2
342

wp
Q000000

666

2225
2226
2227

IR

Resign Date*
Resign Type*

Resign Reason®

Employee
« <
Su Mo

3 4
10 1
17 18
24 25
31

2019-03-14]

Quit

2019 Mar >

Tu

12
19
26

We Th Fr Sa

13 ey 15 16
20 21 22 23
27 28 29 30

Clear | Mow | Confirm

Selected 0

Employee ... First Name Last Name

Disable Attendance Function* Yes

(1) Click the number of year, and select a year from the popped up year list (by default, the system displays the year
of the current date).
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(2) Click the number of month and select a month from the popped up month list (by default, the system displays
the month of the current date).

(3) Click to select a required date in the date selection box.

(4) Click Confirm. The selected date is displayed to the right of Resignation Date, as shown in the figure below.

Resign Date® 2019-02-20

Now: Click Now to set the date to the current date.

Clear: Click Clear to clear the selected date if you want to re-select the date.

3.Time Selection

(The following uses the operation of setting the check-in start time on the Add Normal Timetable interface as an
example.)

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

Add Normal Timetable ®
Mame*

Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting

Check-In* | 09:00:00| Check-Out*  18:00:00 Cross Day(s) 0
Check-In Start* Select Time Check-Out Start™  17:00:00 Cross Day(s) 0
Check-In End* Hour Minute Second Check-Out End®  19:00:00 Cross Day(s) 0
o HEEEEE
WorkDay™
08 01 01
*Notice “ 02 02
L.All the cross-da 10 03 03

11 04 04

12 05 05 Caneel

(2) Click the hour box. Select "hour" by scrolling up and down in the corresponding "hour" selection box.

(3) Click the minute box. Select "minute" by scrolling up and down in the corresponding "minute” selection box.
(4) Click the second box. Select "second" by scrolling up and down in the corresponding "second" selection box.
(5) After the completion of setting the hour, minute and second, click [Confirm] to save the settings.

Now: Click [Now] to set the time to the current time.

Clear: Click [Clear] to clear the selected time if you want to re-select the time.
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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] > [Employee] > [Import] > [Import Employee] to access the Import Personnel interface.

Import Employee

Import File: | BEETCH | SREEREREH

Existing Data:  Ignore
Template Demao:
A B

1 Employee ID First Name
2 10001 Koi

3 10002 Koe

4 10003 Kosan
Description

1.The heads in file template are required

X
Please download the template and follow the template to fill out the data.
XDownload Template
C D E F G H I
Last Name Department Code Department Name Position Code Position Mame Gender Hired Date
start 1 HR 1 Director male / famale 2016-10-14
Maline 1 HR 1 Director male / famale 2016-10-14
Selin 1 HR 2 Manager Assistant  male / famale 2016-10-14

2.The Employee 1D First Name, Department Mumber is Required fields

3.48ll column values should be text format
4.The Card Number must be unique

m CEnCEl

Note: Users can click [Download 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
information of the file (. xIs file) to the system.

(2) Click [Choose File]. The Open dialog box is displayed, as shown in the figure below.

Organize =

- Favorites
Bl Desktop

| Recent Places

el

- Libraries

3 Documents

J’i Music

[ Pictures

E Videos

*& Homegroup

1M Computer

. Downloads

Mew folder

s

" Libraries

| System Folder
L= ~

%
R

. | Computer
=SS System Folder

) , Metwork
| Systern Folder

Homegroup
System Folder

admin
System Folder

= ol Bevond Compare 3

ﬂe Oper; @f
o9 [ B 2]

File name: |

~ [ AllFiles

el |

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.
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Impaort File: | Choose File |abc.csv

Existing Data: Ignore

gNote: Only xls and .csv files can be imported.

(4) Existing Data: When [Ignore] is selected, records with the identical personnel number with the system personnel
number are not imported. When [Overwrite] 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 [Confirm] to start importing the records. After the importing success, the
system automatically returns to the Personnel interface, which will display the imported personnel information.

/@gNotes:

1) A table header is required for importing templates.
2) Personnel No,, First Name, and Department No. are mandatory, and other fields are optional.
3) The card number must be unique.

4) All column values should be in text format.

(M
@)
3)
4)

5. Export

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

(1) Choose [Personnel] > [Employee] and click ~ on the top right corner of the screen, displays the selecting
format interface.

< 9 @
CSV Export
PDF Export
Excel Export

TXT Export

(2) File Type: if you select Excel file for exporting, click [Excel Export] to display the selected exported content.

Excel Export X

Export Scope: Current Page All Data

Cancel
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Select "Current Page" to export the data for the current page.
Select "All Data" to export all data.

(3) After the selection is completed, click [Confirm] to set the export path. Under the corresponding path, the file
was successfully exported, as shown in the figure below:

=] model_employee_2019-03-15-09-11-33_export.xlsx
gNotes:The exported table is the currently displayed list, namely, the list of queried or displayed results.

6. Custom Display Fields

Take the personnel list as an example:

Choose [Personnel] > [Employee] and click - on the top right corner of the screen, the field selection window
shown below pops up:
7 209

[+ Q
Employee ID
First Name
Local Name
Last Name
Card NO.
Hired Date
Department
Position
Gender

Email

You can adjust the display order and whether the list field needs to be displayed (check means display, not checked
means not display). When adjusting the order, simply move the cursor to the field to be moved, and then drag the

field to move the order when the following appears after the field. After adjusting the order, click Columns to
enter the reordering confirmation interface.

Confirm X

Due to those columns be reordered,
current table need to be reload.

Restore

Click [Confirm] to move the order.

7. Adaptive Column Width

After adjusting the display number of list fields, the column width can be set to the optimal width.

Vg
1. After setting the number of fields to be displayed, click and choose [Best Fit] to adjust the Best column
width, as shown in the figure below:
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ECO Personnel Welcome admin ® +

Department Employes

? ' EBookmarks~ Y Filters -

& employee Add Delete Import Adjustment App More 7 9 M ~
EmployeeID = FirstMame > Department Device Privilege Area APPStatus  Fingerpri.. Face  Palm VL Face
fdstds Department | Employee gaimingtest kay ® - - - - EAT|
6 Department  Employee gaimingtest kay ° - - - - &
5000 Department  Employee gaimingtest kay ® - - - - & w
62702 Department  Employes gaimingtest kay ] Ver1odl - - - &
62801 Department  Employee gaimingtestkay ° - - - - & w
6633 Department  Employee gaimingtest ) Ver1ol - - - & ™
666 Department  Emplayee gaimingtest ° Ver10i - - |- ERT|
6666 Department  Employee kay ° - - - - & w
66665 Department  Employee gaimingtest ) Ver1ol - - - & ™
Anna Department  Employee ay ° - - - - & w
7 7 Department  Employee gaimingtest kay ° - - - - & w
70101 70101 Department  Employee Nicole test,gaimingtest hrq testkay,Nancy Test | @ - - - - ¢ ™
7 70102 Department  Employee gaimingtest kay ° - - - - &
70103 70103 Department  Employee gaimingtest kay ° - - - & w
70104 Department  Emplayes gaimingtest kay ° - - - ERT|
70203 Department  Employee gaimingtest kay ° - - - &
70204 Department  Employee Nicole test,gaimingtesthrg testkay,Nancy Test | @ - - - ET)
70205 Department | Employee gaimingtest,kay ° - S & w
70206 Department | Employee gaimingtest,kay ° - - | e
G s B < 1.3 n 5 6 > Towl287Records 4 Page m
2. Click [Best Fit With Scale] to adjust the Best ratio, as shown in the figure below:
Tg-ﬂﬂ Personnel Welcomeadmin () * 7
®Q Department Employes
@ Bookmarks= Y Filters -
B employes Add Delete Import Adjustment App More F O i R
Employee ID First Name Department  Device Privilege  Area APPStatus  Fingerprint  Face  Palm  VLFace
fdsfds Department | Employee gaimingtest kay ° - - - - &
6 Department  Employes gaimingtest kay ° - - - - & w
6000 Department | Employee gaimingtest kay ° - - - & w
62702 Department Employee gaimingtest kay o Ver 10:1 - - - ¢ ™
62801 Department  Employes gaimingtest kay ® - - - - ER|
6633 Department Employes gaimingtest o Ver 10:1 - - - &
666 Department Employes gaimingtest ° Ver 1011 - - - &
6666 Department | Employee kay ° - - - - & w
66665 Department Employee gaimingtest o Ver 10:1 - - - ¢ ™
Anna Department | Employee kay ® - - - & w
7 7 Department | Employee gaimingtest kay ° - - - - &
70101 70101 Department Employee Nicole test,gaimingtest hrq test kay,Nancy Test o - - - - &
70102 70102 Department | Employee gaimingtest kay e - - - - & w
70103 Department | Employee gaimingtest kay e - - - EQT|
70104 Department  Employes gaimingtest kay ® - - - - ER|
70208 Department  Employee gaimingtest lay ® - - - - &
70204 Department  Employee Nicole test,gaimingtest hrq test kay,Nancy Test ) - - - - &
70205 Department | Employee gaimingtest kay ) - - - - EQT|
wnane Ferartmant  Froninues ———— - - - N - = =

P
v

c s E| < 1.3 n 5 6 > Total287Records 4 Page m

8. Multi-Label Function

No need to refresh the page, each menu under the same module can be switched by opened labels. Avoid losing
the data you are typing due to page refresh when you view other menus.

Take the personnel module as an example:

1. Click [Personnel] to enter the Personnel module. When you open a menu, you can see the opened menu label at
the top of the page, as shown in the following figure:
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1 EcD Personnel Welcome admin @ > 97
A

Department Employse Resign Workflow Role

$ Q=

BBookmarks~ Y Filters -
Add Delete Assign Employee Z 7 9 0 =
Code = Role Name % Description Employee Count
12 - 0 =
11 - 0 &
10 - 0 & W
9 9 - 0 & W

2.The menu can be switched randomly. When switching, the data being entered will not be refreshed.

9. Custom Skin

Customize skin function, change skin color and menu background pattern.

1. Click m button at the top right of the page to enter the skin color setting interface:

Themes Pure Colors

blue linear green _linear

2.Click [Themes] to select the background of the menu, then click [Pure Colors] to customize the skin color, and then
click to change.

10. Filter Search Function

In this software, all the query functions are filtered through Filters or exclusion results.

Take the query personnel as an example (click [Personnel] > [Employee] > [Employee] to enter the Personnel list
page):

— £ Welcome admin -
n'_-..a Personnel O T

® Q = ey

Employee

#Bookmarks~ Y Filters -
Add Delete Import Adjustment. App More A S 9D 0O e =
EmployeeID +  FistName &  Department  Device Privilege  Area APPStatus  Fingerprint  Face Palm VL Face
5555 fdsfds Department | Employee gaimingtest kay ) - - - - EQT|
6 6 Department  Employee gaimingtest kay ) ERT|
6000 Department | Employee gaimingtest kay ° - & w
62702 Department Employee gaimingtest kay ] Ver 101 - - - &
62801 Department  Employes gaimingtest kay ® - ER|
6633 Department  Employee gaimingtest ° Ver 10:1 - - - &
666 Department Employee gaimingtest o Ver 10:1 - - - & m

(1) In the Filters drop-down menu, select the query field, such as Employee ID (The button moves to the right to
indicate that the search has been filtered, and to the left to indicate that the search has been excluded).
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Department Employee Document Role
& Bookmarks Y Filters =
Employee 1D |
Add Delete | @) v Employee ID . . |
. | | Contain |
Employee ID % T First Name ‘
2 T Department Code Enter Keyword... u :
|
T Department Name = i
Y Position Code - 2019-01-21 Department -
2 - - 2019-01-21 Department -
T Position Name
- 2019-01-21 ZKTeco -
T Area Code 3712346 2019-01-21 Department 2
T Area Name z 2019-01-21 Department -
T Email = 2019-01-21 ZKTeco -
T Local Name - 2019-01-21 ZKTeco -
225 Y Last Name - 2018-12-01 Department -
Card NO - 2019-01-21 Department -
T : - 2019-01-21 Department -
990 T Device Privilege : 2018-01-01 | Department :
99 T APP Status - 2019-01-24 Department -
992 T Gender = 2019-01-01 Department -
993 T Workflow Role = 2019-01-01  Department -

(2) Select from the search criteria: exact search, start field, end field, include, etc.

v
In this example, we select the user whose ID number is 3. After selecting Search, enter "3" and click ..The figure
below is displayed at the top of the personnel list:

Personnel

Teca

Department Workflow Role

BBockmarks+ Y Filters @9~ n

Y Employee Id contain 3 X

Employee Resign

Add Delete Import Adjustment App More # 7 9 O,
EmployeeID % First Name Department  Device Privilege Area APP Status Fingerprint  Face Palm  VLFace
72302 Department  Employee Nicole test,gaimingtest,hrq test o - ver7l - - [ ™
72303 Department  Employee Nicole test gaimingtest hrq test o - - - - & ™
72304 Department  Employee Nicole test gaimingtest hrq test o Ver 10:1 - - - &
72305 Department  Employee hrq test,5 o - - - - & ™
72306 Department  Employee hrq test ) - - - - & w
72403 Department  Employee Nicole testgaimingtest hrq test o - - - - [ m
73001 Department  Employee gaimingtest o Ver 101 - - - &
73002 Department  Employee gaimingtest o Ver 10:1 - - - [ ™
73003 Department  Employee gaimingtest o Ver 10:1 - - - ¢ ™

Personnel

7;'33

Department Workflow Role

BBockmarks+ Y Filters @9~ n

T Employee Id contain 3 X

Employee Resign

Add Delete Impert Adjustment. App More A S D M ~
EmployeeID = First Name = Department  Device Privilege Area APP Status Fingerprint  Face Palm  VLFace
72302 Department  Employee Nicole test,gaimingtest,hrq test o - ver7l - - [ ™
72303 Department  Employee Nicole test gaimingtest hrq test o - - - - & ™
72304 Department  Employee Nicole test gaimingtest hrq test o Ver 10:1 - - - &
72305 Department  Employee hrq test,5 o - - - - & ™
72306 Department  Employee hrq test ) - - - - & w
72403 Department  Employee Nicole test gaimingtest hrq test o - - - - &
73001 Department  Employee gaimingtest o Ver 10:1 - - - [ ™
73002 Department  Employee gaimingtest Ll Ver 10:1 - - - &
73003 Department  Employee gaimingtest o Ver 10°1 - - - & w

This is a simple search process.

Notes:
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(1) Multiple search criteria can also be selected, but the same field and the same criteria can only be selected once.
(2) Click Clear Filter to clear the search criteria.

(3) In the search term that appears at the top of the personnel list, click T to toggle whether the search term is
filtered or excluded.

For example: set multiple query conditions as follows:

, 8D Personnel Welcome admin

@ Q = e

Bhookmarks= T Fitters @ - n n

Y Employee Id contain 3 X Y Department Name contain Department X Y Position Code contain 1 X

Employee Resign Werkflow Role

Add Delete Import Adjustment App More Z 7S 9 M e~ =
Employee ID = First Name & Department Device Privilege Area APP Status Fingerprint Face Pam  VLFace
123456789 Nancy Department Employee Naney Test, 999 e - - - - & w
NANCY Department Employee gaimingtest kay e Ver 1011 - - - (& w
80603 Department Employee hrg test ® - - - - (&

Click n to display the query results in the return list as follows:
Note: The query function under each operation menu in the system is basically similar, the difference lies in the query
field setting is different, and users can follow the prompts to enter.

11. Custom bookmark

Customize a variety of filter combination, save as a bookmark, the next time you open can directly use existing
bookmarks for data filtering.

1. When multiple filters are set, the page looks like this:

Personnel Welcome admin ® - 7

Employee Resign Warkflow Rele

Department

BBookmarks~ T Filters @)~ n

T Employee Id contain 3 X Y Department Name contain Department X Y Position Code contain 1 X

Add Delete Import Adjustment App More Z 75 9 m e~ =
Employse ID % First Name & Department Device Privilege Area APP Status Fingerprint Face Palm  VLFace
789 Nancy Department Employee Nancy Test, 999 ] - - - - &
NANCY Department Employse gaimingtest kay e Ver 101 - - - (& wr
Department Employee hrg test ) - - - - & w

3. Click Bookmarks, select [New Bookmark], enter the saved name, click [Save], and the condition combination would
be saved. The saved bookmarks can be seen under the Bookmarks menu of the page on the day, and in the
Bookmarks menu of the System, the bookmark can be easily opened next time and the existing bookmarks can be
directly used for data filtering.

, ECO Personnel Welcomeadmin — (F) ¥ {7

Department Employee Document Role

8 Bookmarks~ Y Filters £+ n n

& Employee No Bookmarks ain2w ¥ Nanartment Name containZKTeco X T App Status isDisable X
J | Name... App More S S D O e =
4+ New Bookmark -
| [ Is Shared Last Name % Card NO. % Hired Date Department Position Gender % Email Device Privilege Area
303t don't delete - 2018-11-01 ZKTeco - - - Employse AreaName [ Ti[
311 “ don't delete - 2018-11-01  ZKTeco - - - Employee AreaName [ @
312 31 2 e ———————don't delete - 2018-11-01  ZKTeco Position - - Employee ArcaName  [& [
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12. Log View

The following uses the operation of viewing administrator operation logs as an example.

Choose [System]> [Log] > [Log], click 2 on the top right corner to access the Logs interface, as shown in the figure
below.

System Welcome admin @ - ﬁ:?

Group Log

& Bockmarks - T Filters ~

User TP Address Action Time Action Content Type  Object Status  Describe

admin 17231110 2018-08-19 22:31:02  Login User admin Success

admin 17231110 2019-08-19 222004 Login User admin Success

admin 19216821826 2019-08-19 18:5943 Approve  Manuallog  Manuallog object Success | Remarks=a,State=2

admin 19216821826 2019-08-19 18:5943 Add Manual Log Success | Work Code=,Punch State=0,Apply Reason= Employee=[],Punch Time=2019-08-08 16:00:00

admin 19216821826 2019-08-19 18:59:18 Delete Manual Log  Manuallog object Success

admin 192168218.26 2019-08-19 185801 Approve  Manuallog  Manuallog object Manuallog obje.. Success  Remarks=a,State=2

admin 192168218.26 2019-08-19 18:57:28 Add Manual Log Success  Work Code=,Punch State=1Apply Reason= Employee=[],Punch Time=2019-08-08 20:00:00

admin 192168218.26 2019-08-19 18:5513 Add Manual Log Success | Work Code=,Punch State=0,Apply Reason= Employee=[],Punch Time=2019-05-05 12:00:00

admin 192168218.26 2019-08-19 18:5307 Delete Manual Log  ManualLog object ManualLog obje.. Success

admin 192168218.26 2019-08-19 185158 Approve  Manuallog  Manuallog object Manuallog obje.. Success  Remarks=s,State=2

admin 192168218.26 2019-08-19 18:5152 Add Manual Log Success  Work Code=,Punch State=1Apply Reason= Employee=[],Punch Time=2019-08-08 20-00:00

admin 19216821826 2019-08-19 185131 Add Manual Log Success  Work Code=,Punch State=0,Apply Reason= Employee=[],Punch Time=2019-08-08 12:00:00

admin 19216821828 2019-08-19 18:4050 Resignation Employee Success  Resignation Date=2019-08-21,Reason=,Attendance=True,Resignation Type=1

admin 19216821828 2019-08-19 18:4040 Resignation Employee 100005 100005 Success  Resignation Date=2019-08-21,Reason= Attendance=False,Resignation Type=1

admin 19216821828 2019-08-19 18:4033 Resignation Employee Success  Resignation Date=2019-08-20,Reason=,Attendance=True Resignation Type=1

admin 192168218.28 2019-08-19 18:40:23 Resignation Employes 100003 Success  Resignation Date=2019-08-20,Reason=Attendance=False,Resignation Type=1

admin 192168218.28 2019-08-19 18:4003 Resignation Employee Success  Resignation Date=2019-08-19,Reason= Attendance=True,Resignation Type=1

admin 19216821825 2019-08-19 18:3955 Resignation Employee 100001 Success  Resignation Date=2019-08-19,Reason= Attendance=False,Resignation Type=1

admin 192168218.28 2019-08-19 18:39:24 Change Device BHBO184760042 Success  Area(l-=66),Timezone(8-=8), Registration Device(0-=0),Attendance Device(1-= 1), Transfer
C 1 . 2 3 .. 277 > Total 5260 Records 1 | Page m

/Qg Notes:

(1) The Logs interface displays only the operation logs of the current operation module.

(2) You can view all log records in Log under System.
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Appendix 2 END-USER LICENSE AGREEMENT

Important - read carefully:

Please read this End-User License Agreement carefully before clicking the "Agree" button, downloading or using the
SOFTWARE.

This Agreement is a legal agreement between you (either an individual or a group entity) and the owner/developer
of the SOFTWARE identified above which includes computer software, mobile application, and may include
associated media, printed materials, and online or electronic documentation.

By clicking the "Agree" button, downloading, copying, or using the SOFTWARE, you are agreeing to be bound by the
terms and conditions of this Agreement. If you do not agree to the terms of this Agreement, do not click on the
"Agree" button and do not download or use the SOFTWARE.

The SOFTWARE is licensed, sold to you by the owner/developer of the software for use strictly in accordance with
the terms of this Agreement. The SOFTWARE is protected by copyright and trademark laws.

LICENSE

The owner/developer of the software grants you a revocable, non-exclusive, and non-transferable license,
installation, and usage of the SOFTWARE solely for individual or company use. A SOFTWARE license can only activate
a single server.

You may reproduce and distribute an unlimited number of copies of the SOFTWARE, 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.

DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS

Limitations on Reverse Engineering, Decompilation, and Disassembly. You may not reverse engineer, decompile, or
disassemble the SOFTWARE, except and only to the extent that such activity is expressly permitted by applicable law
notwithstanding this limitation.

SEPARATION OF COMPONENTS
The SOFTWARE is licensed as a single product. Its component parts may not be separated for use on more than one
computer.

TERM AND TERMINATION

This Agreement shall remain in effect until terminated by you or the owner/developer of the SOFTWARE. The
owner/developer of the software may, in its sole discretion, at any time and for any or no reason, suspend or
terminate this Agreement with or without prior notice.

This Agreement will terminate immediately, without prior notice from the owner/developer of the SOFTWARE, in the
event that you fail to comply with any provision of this Agreement. You may also terminate this Agreement by
deleting the SOFTWARE and all copies thereof from your mobile device or from your computer.

Upon termination of this Agreement, you shall cease all use of the SOFTWARE and delete all copies of the software
from your mobile device or from your computer.

Termination of this Agreement will not limit any of the owner/developer's rights or remedies at law or in equity in
case of breach by you (during the term of this Agreement) of any of your obligations under the present Agreement.

COPYRIGHT

All title and copyrights in and to the SOFTWARE (including but not limited to any images, photographs, animations,
video, audio, music, text, and "applets" incorporated into the SOFTWARE), the accompanying printed materials, and
any copies of the SOFTWARE are owned by the owner/developer of the software. The SOFTWARE is protected by
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copyright laws and international treaty provisions. Therefore, you must treat the SOFTWARE like any other
copyrighted material except that you may install the SOFTWARE PRODUCT on a single computer provided you keep
the original solely for backup or archival purposes.

LIMITED WARRANTY

NO WARRANTIES.

The owner/developer of this software expressly disclaims any warranty for the SOFTWARE. The SOFTWARE 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 remains with you.

NO LIABILITY FOR DAMAGES.

In no event shall the owner/developer of this SOFTWARE be liable for any damages whatsoever (including, without
limitation, system crashing, damages 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 ZKTeco has been advised
of the possibility of such damages.

CONTACT INFORMATION
If you have any questions about this Agreement, please contact us.

ENTIRE AGREEMENT

The Agreement constitutes the entire agreement between you and the owner/developer of the software regarding
your use of the SOFTWARE and supersedes all prior and contemporaneous written or oral agreements between you
and the owner/developer of the software.

You may be subject to additional terms and conditions that apply when you use or purchase other SOFTWARE's
services, which the owner/developer of the software will provide to you at the time of such use or purchase.

Acknowledgment of Agreement.

I have carefully read and understand this Agreement.

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
therefore have no legal right to install, use, or copy this Product or the Licensed Software that it incorporates.
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For any clarifications regarding the License Activation Manual, please

contact us through e-mail at softwaresupport@zkteco.com.

ZKTeco Middle East

Office 502&503, Floor 5, Building 01, Business Bay, Dubai, U.A.E.
Tel: +971 4 3927649
Fax: +971 4 3792752
E-mail: zk_me@zkteco.com



http://www.zkteco.me/
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