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Chapter 1 System Installation

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

operation system requirement.




1 System Installation

First we should install background management software on the computer. Please
refer to the following steps:
1.1 Running Environment
Hardware environment
Pentium II 266 and above; PentiumII[500 and above is recommended
128 Memory and above; Minimum 100M hardware space
COM Port
CD-ROM (CD-ROM needed in installation)
VGA support 800*600 resolution and above
Operating system
Microsoft Windows 2000/ XP (recommended);
Microsoft Windows Vista;
Microsoft Windows 7;
1.2  System Installation
Please insert T&A disc into CD-ROM and the disc will automatically run the
installation program. If not, please run setup.exe in the root directory of the disc. The
following window will pop up:
1. Install the fingerprint time and attendance management software:

;g__ Fingerprint T&A Nanagement System

‘Welcome ta Fingerprint T84 Management Sustem Setup pragram.
This program will install Fingerprint T4 Management System on
your camputer.

Itis strongly recommended that you exit all Windows programs
before running this Setup Program

Click Cancel to quit Setup and close any programs you have
wunning. Click Next to continue with the Setup program,

WARNING: This program i¢ protectéH by cop@)ﬁ@‘@nd [N Ext] to

intemational treaties.

Unautharized reproduction or dislaniQ Qﬂﬂkbﬁmlm

portion of it, may result in severe civil and criminal penalties, ary
will be: prosecuted to the maximum extent possible under lar




Setup will install Fingerprint T4 Management System in the following folder.
Tainstallinto a different folder, click Browse, and select anather folder

ou san chanse not ta install Fingerprint T4 Manageme
Senp

Destination Folder
’7E'\Atl

“fou are now ready to install Fingerprint T4& Management System.

Click the Mext button to begin the installation or the Back button ta reenter the installation
information,

T8 Installation Guide

<Back Cancel |

Fingerprint T&A Nanagement System

- Current Fil

Copying file
CAAprgbmpAPNG_Liser2 png

i AllFil

Time Remaining 0 minutes 3 seconds

ise Inztallation ‘Wizard

< Back Nest >




3]

_?—_ Fingerprint T&A Nanagement System

Fingerprint T&A Management System has been successfully
installed.

Click the Finish button to exit this installation,

Double click it and the T&A management system will be started. In addition, [Time
Cashier Fingerprint Attendance System] has been added to [All Programs]. Please see

the picture below:

- I Windows FowerShell 1.0
Internet o
© | @ vttt
— ) WinRAR
E; e e | ) Wise Selations
FEEEs L ek F;
@ P g Bz EstyL e ER
Figt
@ . . il Finzerprint THA B m [P Communication Management Software
wtepa
M EETA {¢) Fingerprint Ték Management Systen
gaa;nsnft 0ffice || () kil %@ U Disk Management
b D RERGEFVTS 4§ Uninstall Fingerprint T#h Menagement System
m Adobe Tllustratoll ) E3h
|E3 Microsaft Office D R
2003 I S EAE
S —— E L b
A RS

The shortcut of [Fingerprint T&A Management System], [Fingerprint T&A
Management System] and [U Disk Module Management] are included in “All Programs”

1.3 Uninstall the software

Click [Uninstall Fingerprint T&A Management System] in the above picture, click
[Next] and the program will be uninstalled automatically.

Please note: All the files and data will be deleted after uninstalling the program so

please make sure before operation.



O T (EIP?l Background Management

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

information, set rules of attendance etc.




2  Background Management

Management software can collect attendance records from different terminals,

calculate according to shift setting and finally generate different reports.

2.1 Login System

2

Fingerprint

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

5

Administratar;

Passwordt |

#) Fingerprint T&A management system ¥4.4.5 CEX

Systen HR Wanagement Attendance Exception Data Maintensnce External Help

B e

Employees Timetable

2011-05-24 13:19:42  Adnin Fingerprint T4A management system

The main interface includes three parts: e

1. System menu: Include the whole function module & information

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

3. Status column: Show the current time, logged-in administrator and so on.



2.2  System Menu

2.2.1 Parameters Setting

Basic Parameters:

Bp Administrators

Administrator’ s Paszword Set

Modified Record Log
Nanaging Log

DataBase Linking

Exit System Eumﬂ

# System parameters setting

Employees

Basic parameters | s121 Rules | Leave class | Field definition|

Basic inf

Uit Mame: ‘head affice |

ul@'ﬂmon Fiule

s A workday count as Minute: shift expands two daps
™ [CI Mot clack in court as late Mirute @ Count as the 13t day
\] ot clock out count as sarly Minute (s EnEudsy
CJ0n duy B .

Mormal Day El
[ 0ff duay i later clock-out count as overtime El
Weekend

[ deduct the 'O duty ¥ minutes earlisr’
[ deduct the "0 duty 3 minutes later*

Festival

Lancel

2011-06-16 10:13:45  Adwin Fingerprint T8 Nanagement System Be True & Safe

Unit name will be deemed as the head of departments list.

[A working day count as X minutes] means A valid workday is the time range from
time period 1 (On duty) to time period 2 (Off duty), and the default value for a valid
workday is 480 minutes (8 hours). Please note the calculation is by minute.

[Not clock in count as late X minutes]: If the check box “minutes calculated as
coming late if no clock in” is selected, calculation for “no clock in” will be regarded as
coming late minutes. If the check box is not selected, calculation for “no clock in” will be
regarded as absent from work.

[Not clock out count as earlier X minutes]: If the check box “minutes calculated as
leaving early if no clock out” is selected, calculation for “no clock out” will be regarded
as leaving early minutes. If the check box is not selected, calculation for “no clock out”
will be regarded as absent from work.

[On duty X minutes earlier clock-in count as overtime]: Calculation is by minute.

10



This option will be effective before valid work time set. For example: If it is set be 60
minutes and on duty time is set be 09:00, then clock in records after 08:00 will be
regarded as overtime work. If the clock in time is 07:40, then overtime work will be
calculated as 80 minutes.

[Off duty X minutes later clock-out count as overtime]: Calculation is by minute.
This option will be effective after valid work time set. For example: If it is set be 60
minutes and off duty time is set be 17:00, then clock out records after 18:00 will be
regarded as overtime work. If the clock out time is 18:20, then overtime work will be
calculated as 80 minutes.

[Deduct the ‘On duty X minutes earlier’]: Calculation is by minute. This option will be
effective after valid work time set. For example: On duty time is set be 09:00, also set
[clock-in time earlier than on-duty time is counted as overtime] be 30 minutes.

Then if one employee clock-in time is 08:00, if also choose [deduct the clock-in 'x
minutes earlier’], then the actual overtime is 30 minutes; if not choose, then the actual
overtime is 60 minutes.

[Deduct the ‘Off duty X minutes later’]: Calculation is by minute. This option will be
effective after valid work time set. For example: Off duty time is set be 17:00, also set
[clock-out time later than off-duty time is counted as overtime] be 30 minutes.

Then if one employee clock-out time is 18:00, if also choose [deduct the clock-out
‘X minutes later"], then the actual overtime is 30 minutes; if not choose, then the actual

overtime is 60 minutes.

11



Stat. Rules: This page describes the stat. rules of items: normal, late, early,
business leave, leave, absence, overtime, free overtime.
1. Click [System]—

# Fingerprint T8A Nanagement System ¥4.4.5

MR Managenent Attendance pBfception Data Maintensnce External Help

EEX

Bp Aninistrators

Administrator’ s Password Set

Medified Record Loz
Managing Log

DatsBase Linking

Exit System Culﬂﬂ

Emplopess

0 System parameters setting

Basic parameters || Stal Aules | L eave class | Field definition

es].

Stat. [tems:

Mora | Stat. Rule

Unit Set
Early

Day hd
Bomness Loave Uni

Minimum; | -0

Fround-off cantrol
) Round down
) Round up Rourd at tatal
&) Round off

[ &ccumulate by times

2011-08-16 10:13:45

hdnin Fingerprint ToA Nanagsment System Ee Trus & Safe

Accumulate by times: Only calculate the total times, display the accumulated times

in report.

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

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

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

Round off: If the decimal is equal to or over 0.5, add one unit, or else, abandon it.

Notice: the setting of stat. Rules above will directly affect the statistical result

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

12



Leave Class: Click page [Leave Class] in pic2.1, following shows:

Bp Aninistrators
Administrator’ s Password Set

Medified Record Loz
Managing Log

DatsBase Linking

Exit System Cu1+}ﬂ

Emplopess

Admigdlration Departmenl

Leave Class:

Show Color:
Indicating Symbol I:l

2011-08-16 10:13:45  Admin

Fingerprint ToA Nanagsment System Ee Trus & Safe

Modify leave class:

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

Delete leave class:

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

13



Field definition:

Bp Aninistrators

Administrator’ s Password Set

Medified Record Loz
Managing Log

DatsBase Linking

Exit System Curlex

Emplopess

Field Hame Input new field value

Chingse
English

2011-08-16 10:13:45

Adnin Be True & Safe

Fingerprint ToA Nanagsment System

This page add the corresponding value for [Nation], [Specialty], [Position]

[Education] in menu [Employee maintenance].

14



2.2.2  Administrators

Wodi i ed Record Log
Nanaging Log

DataBaze Linking

Exit System Cirl#x ﬂ

\

2011-06-16 10:15: 10

Adnin

# Fingerprint TéA Nanagement System V4.4.5

Append Delete Modify

Mame

& 79)

3. Input new admini

Sewe Cancel
Jacmin AT

Dept operable: Items operable:

[ heaggifice

[ Adrmin. settings/operatings log

[2] System parameters set

[v] Departments management

[4] Emplopes maintaince

[4] Shifts settings

hift scheduling

ecord DemandModified Record log
Calculating and Report
Festival and holidays set
Business leave/Leave
fppand clock-in/out

I bassivedatedaa

esponding privileges .

[ Clear the old data
[ Initilize the: system

! : The new administrator has a default pagsword: 588888,

The default password of new administrator is ‘888888’. Please login as the new
registered administrator and click menu [System] -- [Administrator’s password set] to

set new password of administrator for system security.

Note:

1. Before you using the administrator mode, you need to set the privileges for every

administrator with which the administrator can modify the operation items after he log in

the software; there are all the items in the “ltems operable” list in above picture, such as

“Employee maintenance, Shifts settings, Calculating and Report”; we can set different

privileges for different administrators so as to divide and manage the task systematically.

2. After you add a new department, you must modify the privileges of the [Dept

operable] for the administrators (Select the new department in the [Dept operable] list

and save), who will have the privileges to modify the new department, and then you may

do other operations.

15



Modify Administrator:

#) Fingerprint TéA Nanagement System V4.4.5

Exception Data Maint External Help

Wodi i ed Record Log
Nanaging Log

DataBaze Linking

Exit System Cirl#x

Append Delete Modify

dmirt
ept operable: Iterns operable:

[] Adrin. settings/operatings log
[¥] System parameters set
[4] Departments management
2] Employes maintaince
[¥] Shifts settings
hift scheduling
ecord Demand Modified Record lag
Calculating and Report
Festival and holidays set
Business lzave/Laave
Appand clock-n/out
t|.2 b s

[ Initizlize the system

2011-06-16 10:15: 10 J : The new administrator haz a default password: 855853

Adnin

Delete Administrator:

#) Fingerprint TéA Nanagement System V4.4.5

Exception Data Maint External Help

Wodi i ed Record Log
Nanaging Log

DataBaze Linking

Exit System Cirl#x

Employees
3
a

Save Cancel

| dmin
Dept aperable: Items operable:

Please make sure ...

\ ") ) Are you zure to delete the adminiztrator?

o

AR e

d clock-n/out

= it /ealy
Erployee list

ecord log

3. Click [0

[T T ds
[ Clear the old data
[ Iritialize the spstem

The new administrator has a default password: 388883

2011-06-16 10:15:10  Adnin

16



2.2.3  Administrator’s Password Set

¥ Fingerprint ThA Nanagement System V4.4.5
HE Menagement Attendance

BB Perancter Settings 0
oo

Adninistrators

Medified Record Loz
Managing Log

DatsBase Linking

Exit System Curlex

Old Puwd:

New Pwd: |

Confirm Pwd: |

| Be True & Safe

Fingerprint ToA Nanagsment System

2011-08-16 10:18:26  Admin

17



224

¥ Fingerprint T&A

Pavameter Settings

Modified Record Log

Nanagement System ¥4.4.5

MR Managenent Attendance Exception Jata Maintensnce External Help

Bp Aninistrators

Administrator’ s Password Set i/
Managing Log

DatsBase Linking

Exit System

Curl+l

2011-08-16 10

Search Restore Close
Time Range
Department {f] hesd offics v, Employee o, |4 v| Fomzmoiz | ooom RIEE
Department | Employee No Me | Clocking Time: | State | Modify type | Reasons | Admiristrator
3
oyee information
< |
RecordCount . 1)

Notice: Modified record log shows all the time attendance record modifications; If

there’s record that has been revised incorrectly before, it can be recovered by selecting

this record and clicking [Restore].

Click [Close] to exit.

18



2.2.5 Managing Log

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

# Fingerprint T&A Nanagement System ¥4.4.5

BB Perancter Settings

Bp Aninistrators

Administrator’ s Password Set

Modified Record Log

DatsBase Linking

Exit System Curlex

Search [Close

Time Rat
 v|  Fom|EEE 314 v coom 3| To[zoos 413 v |[235359 5

n] | Name | Managing Time | Remark. |
» Admin 2003-4-1311:52:48 Operaling system parameter settings

2005-4-1311:51:47 Operaling system parameter settings
2003-4-1311:44:10 Clear the data before "* 2003-03-01 *
2003-4-1311:42:38 Operating business leave/leave
2003-4-1311:40:65 Operating business leave/leave
2003-4-1311:32:16 Operaling system parameter settings
2009-4-1311:24:47 Operaling system parameter settings
e 1017 Adrin 2009413112641 Dpering ystem parametersetings ||

2009-4-1311:24:21 Link the database to

2005-4-1018:01:08 Operaling system parameter settings

<1 i | ]

19



2.2.6  Set Database Link

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

When the following mistake appears,

Prompt information

!: Database cormecting failed, Flease collocate the datshase again

You should link database again:

# Fingerprint T8A Nanagement System ¥4.4.5
HE Menagement Attendance Exception Data Maintemsnce External Help

BB Perancter Settings

Bp Aninistrators

Administrator’ s Password Set

Medified Record Loz
Managing Log

ey T i | Provider |Connection | Advarved | AL |

B3 Data Link Properties

Specify the following to connect to Access

1. Selector enter a database name
[E:\Test \Backgroup managementAte2003. mdb S
Emplopees
2. Enterinfarmation to log on to the database
Username:  [admin |

Password:
[¥] Blank password d

t Data Link

[_cancel | [ Help

2011-06-16 10:18:19 | hdnin Fingerprint ToA Nanagsment System

Be True & Safe

20



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

# Fingerprint T&A Nanagement System ¥4.4.5
U8 MR Management Attendance Exception Data Maintenance External Help

BB Perancter Settings

Bp Aninistrators

Administrator’ s Password Set

Medified Record Loz
Managing Log

DatsBase Linking

'EO.rlH{

Emplopess Timetable: —
Please make sure ... [X|

2011-08-16 10:18:40 Admin | Fingerprint T8A Management System | Be True & Safe

21



2.3 HR Management

2.3.1 Department Management

¥ Fingerprint ThA management syster ¥4.4.5

Being Selected Dept
head office

Input the new department name

“when adding a new department .
“You can't use any same department
name.

“when deleting a department,
Emplopees of the department will be
move to head office automaticaly!

2011-05-24 13:27:33  Admin

Fingerprint TBA managsment system Ee Trus & Safe

Note: when you want to do some other operations to the new department, you need
to set the privilege of modifying the new department for the administrator in the

[Administrator] first (choose the new department you just added in the “Department
operable”).

22



Modify Department:

# Fingerprint T&A management system ¥4.4.5

System

S A -

hppend Delete Modify fave Caneel

Departments List Being Selected Dept

head office

Input the new department name

“when adding a new department .
“You can't use any same department
name.

“when deleting a department,
Emplopees of the department will be
move to head office automaticaly!

2011-05-24 13:27:33 | hdnin Fingerprint TBA managsment system |Ba True & Safe

23



Delete Department:

# Fingerprint TkA management system V4.4

Systen B3 Attendance Exgepiiom—Tata Mai

@ Enployses Maintenance

EEX

n Department Nanagement

dopend DeletaWRlodify Sove Lancel

ﬂ Departments List Being Selected Dept
il

Employess -2 ReD
(3 Ssles
-8 Po

department name

‘when adding a new department
‘You can't use any same department
name.

‘when deleting a department,
Cooclooeo st o sionit il e

2011-05-24 13:27:33

hdnin Fingerprint ToA mensgenent systen Be True & Safs

Notice: Repetition of department name is not allowed;

If there are employees existing in the deleted department, those employees will be
automatically transferred to department of head office.

24



2.3.2 Employees Maintenance

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

# Fingerprint T&A management system ¥4.4.5

Systen [l "WN Attendance Excepiion Dafa Maintenance External Help
W Department

# Eaployee Naintenance

Delete Modify Zue Cancel

Transfer Inport

Search Emplopzes [ iES
EmployesNo./ |Name | Depatment  |Postion  |EmployDate_ | Telephone | Address |Gender | Lar
BIEE Judy Fead aifice
] B103 Micheal  Head alfice 20104277
8108 Lizzy Head office

department

sEEEEEE TEE
oyee’s information

“i a8
Employees Information | Emvoll Fingers|
Enployes Ho (8102 | Nanme [Judy | Card . | ‘ ndarice Set
Gerder | v Languege [ | Binthday [@emi-z0 =) Calculate Attendance
Education ‘ 3 ‘ Specialty | "| Pasition | b ‘ Calculate Overtime
Teleghane | | Mabik | Empoppate [O21 0210 ] ol
1D No. ‘ ‘ Commert | | Marital Status | b ‘
Address | | UserType [NomalUser  ~| GrowplNo, [1 ~

RecordCount. | 3
2011-05-24 13:28:51 n

TIngerprint TBA managament system Te Trus b Date

Enroll Fingerprints: Connected the fingerprint sensor OA99+:

oll Fingers]

Employees Infomation | Enroll FirigSts

@ 13t finger

O 2nd finger

Enrall

“erify

Fingerprint sensor connected correctly!

Employees Information | Enrall Fingers

(@ 1st finger

T - Proapt information [

P ) Enwell Succeed!

Enrel

Werify

Please press finger. ..




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

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

Employee's Modification:

Choose the employee, click [Modify] and input the new information, then click
[Save].

Employee’s Deletion:

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

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

Import Employees:

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

#) Fingerprint T&A management system V4.d4.5

Transfer Inport

Append Delete Modify Cove Concel

T Head offce Search Emplavees [
h mplayee Ma. + | Name epartment ‘asition ender ar|
g 2‘;"&‘“ il Employee No.+ |N b F Gender |L.
» udy ead office oyee Transfer
38 can: 2 Jud fizad o 1 Transf
88 P I 3 Hicheal  Head affice
I 810§ Lizzy Head office Selert the depatment to tansfer

ﬁ@&alect emp

< i

Employees Information | Envall Fingers |

Enpleyes M. [B102 | Hame [Judy | CardNo. ||
Gendsr | ¥ Longuage] | Bithday
Education | "l Specialty ‘ 3 ‘ Pazition
Tetephone | | Motie | | Emoioy Date
] | Conmend e

fddress | ] User Type [

2011-05-24 | RecordCount. 3

Export Employee:

# Fingerprint T&A management system V4.4.5

e HGK el
W[Employeei

Attendance Exception Data Mai

B Depertment Mansgement  CirléD

EYEEIEE

Sppend Delete Medidy Transfer Inport

B Hesdotics Seach Employess &

Bl Advin Cove Depatant | Postion  EnghoyDate | Tekghons | Addeess Gands_|Lu

feleel AL [Ty
Caneel ML [T

Emplopees Information | Erecl Frges

Exployes Ho B103

Be True & Safe

2011-05-24 13:28:51  Adnin Fingerprint T#A management system
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2.4  Attendance
2.4.1 Holiday List

# Fingerprint T&A management system ¥4.4.5

Systen MR Menagement |FARESSE Exception Data Waintenance External Ji

TimeTable and Shift W cuw
% Enployee Scheduling Ctrl4?

Attendance Record
& Attendence Calculsting end Report CurliR

&= # Holiday List |z|
B @ '

pend Delete Modify Cove Cancel

R StatDate | 2003 416 v|  Dase 3 5]
rt N ater

i —

Erployess Tirmetab

2011-05-24 13:30:08  hdnin Fingsrprint THA managsnent system Be True & Safe

Modification of festivals or holidays:

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

Deletion of festivals or holidays:

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

The relationship between shift and timetables:

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

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

[Timetable Maintenance]:

#3 Fingerprint Tk management system ¥4.4.5 \Z”E|E\
System HR Management WARESGEIN Exception Data Maintenance External }{zlﬂ- ttendance]

Holiday List

% Enployee Scheduling CirltP

Attendancs Record
| Attendance Calculating end Report  CtrliR

o R R

end Delete Modify

Timetable Mame | On Duty Time uly Time ~ Timetable Name
1 On Duty T
1. Click 0wy e
OFf Duty Time
Begin Clock-In Time
Erd Clack-In Time

2. Setti etable§ Becin Clock-Qut Time
information-—-Save  EndGockou Time

Late enor allowance

Minutes

Early enor alowance Minutes

Count As Workday

= (= [o o = === = el

B o 2| = |r| B 2 2|

= = = = = = o| =
g||8||8]||8||8||8

b | Count As WorkTime Minutes

Must Cn Must C-Out

153

2011-05-24 13:30:35  Admin =

29



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

[Begin Clock-in Time] and [End Clock-in Time] setup the valid time period for
clock-in. Records out of this time range will be treated as invalid ones. For instance
[Begin Clock-in Time] is 07:00 and [End Clock-in Time] is 13:00. If clock-in record is
07:01 or 12:59, they are valid records but if clock-in record is 06:59, it is invalid. Besides,
[Begin Clock-in Time] and [End Clock-in Time] can be more than one day (meaning
[End Clock-in Time] can be before [Begin Clock-in Time]) but it can’t be longer than 24
hours.

[Late error allowance] means how many minutes after [On duty] are treated as
“late”, [Early error allowance] means how many minutes before [End Clock-in Time] are
treated as “early”; [Count as work day] and [Count as work time XXX minutes] are used
in calculating business leave, leave, absence and overtime.

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

[Timetable Modification]:

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

[Timetable Deletion]:

Select the timetable you want to delete, click [Delete], and click [OK] to make sure.
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[Shift Maintenance]:

# Fingerprint T&A management system ¥4.4.5

Systen HE Nanagement JARES

Exception Data Maintenance External

Holiday List

Cirlth
mployee Sche in; o
Enployee Scheduling & CirltP
Attendsnes Record

| Attendance Calculating end Report  CtrliR

| Timetable Maintenance || Shilt Mai

Append Delete Modify :
Shift Name

A

ave]

3 Shift Mame jrday shift Cycles ‘1__;_! Cycle Unit 'Wesk  w
X |
D, Timetable 1 Timetable 2 |TM Er!llw%fﬁft i
A
Monday
oy U Choice a timetable Cheice the date: [
‘Wednesday [y Timetable ... | On Duty Ti...| Off Duty Time # aum‘:ljay
302 0300 1700 ] S T
Thursday O ering 00 1zm0 ey s
Fiiday o | aftemoon 1200 200 vl Thursda
night 0 0400
Saturday i Saturday
BE—— 6. Select the timet S
3 e :
date from Monday to|Friday---[OK]
<l A‘//

o | (]

[Delete]: Select the timetable you want to delete and click [Delete].

[Clear]: Clear all the timetables of the shift.

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

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

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

Add Timetable:
Complete process for adding four timetables:
Day shift 08:00 - 17:00

Noon shift 12:00 - 20:00 Night shift 20:00 - 04:00

Morning shift 04:00 - 12:00

Other information can be setup according to practical situations. Please note there

should be no blank left.

Three Shifts:

Add “Three shifts” (Please note: It is assumed that the shift goes around every

week, cycle every three weeks and employee is on holiday every Saturday and

Sunday.)

Step 1: Click [Append], enter “Three shifts” in [Shift Name], set [Cycle] to “3” and

[Cycle Unit] to “Week”. Please see the picture below:

o‘[i-e!ahle and Schedule Naintenance @

| Timetable Maintenance {5
-y R &= 4
Append Delete MNodify
Shift Name &
b day shitt Shift Mame Cucles |3 %] Cycle Unit |Week v
| ' |
Date Timetable 1 Timetable 2 |Tirr\eTabIe 3 |TirneTah\e 4 A
Sunday
Monday
Tuesday
Wednesday
Thursdap
Friday
Saturday
Sunday
Monday
v B - 3

Step 2: Add corresponding working hour timetable in accordance with “Cycle”:

First week (morning shift, from Monday to Friday):

Click [Add] and the following window pops up:
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¥ Add Shift Timetable

Chaice a timetable:
Timetable ... | On Duty Ti..| OF Duty Time 4
Day 0800 17.00

v
afternoon 12:00 20:00
night 20:00 04:00

Choice the date:

(x]
A

Sunday

¥ Monday

v Tuesday

v wednesday

| Thursda

v
Saturday
Sunday
Manday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday
Tugsday

Wednesday

Cancel |

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

Second week (afternoon shift, from Monday to Friday):

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

¥ Add Shift Timetable

Choice a timetable:

Choice the date:

]
CJan

Timetsble . | On Duty Ti..| Of Duty Time A Sunday Wednesday
Day 0800 17.00 Monday Thursday

: Tugsday Friday
Lt Tlale) 04:00 1200 wiednesday Saturday

liz00 __l2000 ] Thursday

right 20:00 0400 Friday
Saturday
Sunday

¥ Monday

v Tussday

v Wednesday

| Thursda

v

[ afternoon

Saturday
Sunday

2 Monday
< IE Tuesday

o | Concel |

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

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

Choice a timetable:

Timetable ... | On Duty Ti...| Off Duty Time
Day 0800 17.00
marning 0400 1200
afternoon 1200 20:00
»
v
< | >
o |

Choice the date:

X
Clan

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Morday
Tuesday
Wednesdap
Thursday
Friday
Saturday
Sunday

v Monday

¥ Tuesday

v wiednesday
! Thursday
v

Saturday

Corcel |

Step 3: Click [OK] to complete the working hour setting for the third week.

Step 4: After the completion of above steps, please don't forget to click [Save] and

the setup of “three shifts” will be done (see the picture below):

0 TimeTable and Schedule Naintenance @

Append Delste
Shift Name:
b day shift

.

| Timetable Maintenanc:

Hodi £y
~
ShittName | thiee shift Cycles 3 % Cyele Urit| week v |
|
Date Timetable 1 Timetable 2 |T=‘meTabEe 3 |TimeTable 4 -
Tuesday moining
‘Wednesday | moining
Thursday marning
Friday moining
S aturday
Sunday
Monday aftemoon
Tuesday aftemaon
Wednesday altemoon
M| = s ]
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2.4.3

Employee Scheduling

# Fingerprint T&A management system ¥4.4.5

To 20101216 v

Systen HE Nanagement JARES

Holiday List

TimeTable and Shift

Attendance Record

Exception Data Maintensnce External Hel)

Ctrl+B

| Attendance Calculating end Report  CtrliR

lick [Attendance

Search Employees Y
Employee No. Mame Department Shift -~
» [B102 head office 1
08 / head affice
department or several
d to arrange shifts L
Time Range: =
Fiom

Date [ Tinetable 1 [T st Lis Shift Timetable
1216 Thursday ! Shift Mame | Cycle quantity |4 |Date Timetable 1 Timetable 2 TimeT able 3 TimeTable 4 |
»
thiee shift g (N
Monday Day
Tuesday Day
4. Select th g ShiftS [wemmay o
Thursday Day
Friday Day
| |Saturday Day
v 7 i
< | @ _and ending time
T current shift schedule:
Time Range Shift name Beginning date Ending date
S 2003-04-01 2010-04-01
Beginning | 2005-04-0 hd
Ending| 2000430 v
78 Add 8 pel oK Cancel

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

Please note:

If the cycle unit of scheduling is “week” and the amount of cycle is more than 2, the

starting date should setup as “Sunday”.

If the cycle unit of scheduling is “month” and the amount of cycle is more than 2,

the starting date should setup as “1st day of a month”.
Deletion of the shifts:

Select the shifts in the shifts form which you want to delete, click Delete button, and

click ok on the pop up dialog box to finish the deletion.
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Arrange a Temporary Shift:

When one or many employee's working time needs to be changed temporarily, you

can arrange a temporary shift.

q @r@\ge shifts

Arvange SAift
Search Employees
Employes No.

@4 = ) By oY)
Del. Tulpnru’y Add Teaporary

|Ts-=|ame 2 [FmeTable 3 i |

5 ;
\?‘) Are you sure to nake temporary shifl scheddle to the Tlec3d (bl jeche
o 06 ] Caneal

v

1 te 2010-12-157

DAdrl a temporary timetable

Select the timetable to add

Select the dates

CJan

Timetable. Dndutyume ledulyllma ~

hight ZU:UU E|5 UU
morming | \I&:00

12:00
imetable and dé:ies

04-125unday

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

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

# Fingerprint T&A management system ¥4.4.5

Systen HR Nenagement [NRISHENENN Fxcepiion Data Maintenance External Help

Holiday List

TimeTable and Shift Cirl4B .
© Inployes Scheduling T 1. Click [Atte
M/ [Attendance Record]
| Attendance Caleulating end Report SCtrliR

#) Search Employee” s Attendance Record

B 9 =

Seggch Eeport Esport Hodify Log

Time Range

De rtmenllﬂ head office VlEmpIDyEe Mo | Al v

216 | [ oo 2] To|aioizie v [2sssEa 2

Depatment Employee No. Name Date Time State Lacation 1D WorkCode

earch]

Employee, the beginning

2011
FiecordCount 1}
Py & ¢ A
© =
Search R Export Modify Loz
Time Aange
Depatment | B Wgd offics v Enplopee Mo, a1 ¥ Fomzmoiz 1 v [ 0000 2] Te[amoizis v [zzmem =
Department Employee No. | Mame Date Time: State Location D | WorkCode -~
8103 Micheal 2010-12-03 08:52:00 a
head office 8103 Micheal 2010-12-06 08:53:00 1}
head office 8103 Micheal 20101206 18:03:36 o
head office 28103 Micheal 2010-12.07.08:53:00 i e 0
head office ¢ window displays therattendance
head office : 0 .
o o e report form automatically.
head office 2102 Micheal 201209 0. 5300 o
head office 8103 Micheal 201012-0918:03:36 1}
head office 2102 Micheal 20101210 02:52:00 0
head office 8103 Micheal 2010-12.1018:0336 o
head office 8103 Micheal 2010-12-13 08:53:00 1}
head office 8103 Micheal 20101213 18:0236 o
head office 8103 Micheal 2010-12-14 08:53:00 1}
head office 8103 Micheal 2010-12-1418:01:35 1}
head office 8103 Micheal 2010-12-15 08:53:.00 o
head office 8103 Micheal 201012-1518:06:52 1} b
head office 2102 Micheal 20101216 02:53:.00 0
head office 8103 Micheal 2101216175852 a
head office 8108 Lizzy 2010-12-01 08:56:00 1}
head office 8108 Lizzy 2010-12-01 181200 0
head office 8108 Lizzy 2010-12-02 08:56:00 1}
head office 2102 Lizzy 20101202 18:12.00 0
head office 8108 Lizzy 2010-12-03 08:56:00 0 b
RecordCount; 75
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Attendance record report:

7= Preview

fuox: =EH & #r? X
Head office attendance record report
20089-04-01 To 2009-04-18
B Jake Ghen 5001 2009-4-1017:04.34__| Glock Out 200947 74516 | ClockIn
P e 2009-413 73548 | Clockin 200047171420 | Clock Out
TheATT RS | ClNck B 2009-4-1317:27.06__| Glock Out 20094870812 | Clockn
DR TiEE (o 2009414 70612__| Clockln 20094872453 | Clockln
Rl ol J009-4-1417:19.25__| Glock Out 200048 17.20:05__ | Clock Out
ST s | 2009-415 74669 | Clockln 20094074952 | Clockln
e 2009-4-1517:08.53__| Glock Out 20094075156 | Clockn
T ET O iR 200941680068 | Clockln 20094980215 | Clockln
0094673835 | Closkin Count 27 2000-4917:01:24__|ClockOut
200941074518 | ClockIn
zzuuuugg,“4i1;flf_:|452 CC“UUC:k?:t B50 KingJin 8103 2008410 17:04.34__| Clock Out
200347 171420 | Clack out 2009 4eliedily JECckl 2009-4-13735:46 | Clockln
200048 7.05.12 Clockin 2009-4-117:00.89 | Clock Out 2006-4-1317:27.06 | Clock Out
2000.4.8 72452 T 2005-4-2 7:45:35 ClockIn 2000-414 70612 | Clockin
200348 172005 | Clock out 20054 21005 15 | Clockul 2008-4-1417:16:25 | Clock Out
2009-4-9 74952 ClockIn I e Slockln 2009-4-15746:59 | ClockIn
rra e T 200943170154 | Clock Out e T (e
20094980215 | Clockin J002 4 4iksior L Clackln 2009-4-16 80058 | Clockln
2005-4-61711:24 | Clock Out ;UUUU;:;J??;E ;'D?kkc';t count 27

22000099;:100177.?4.:1394 ;Lﬁmt 200947 74548 __| Clockin PaD Matk Sirnth 8105
e 200947171420 | Clock Out 200941 7.2305__ | ClockIn
e e 200948 7:0812__| Clockln 200041 17.00:59__| Clock Out
TRt 200948 7:2453 | Clockln 20094274535 | Clockln
et et oo on 2009-4817:20.05__| Clock Out 2000-4217.05:16 | Clock Out
e 20094374352 | Clockln 20094375212 | ClockIn
e e 20084875156 | Clockln 200043 17,0154 | ClockOut
2NNS-4-8 807147 Clnrk In 2NN8-4-4 7°43°A4 Clnrk In

Page 1/1 - - S .

Attendance records exporting:

If need to lead out the attendance record, only need to click export, you can lead
out the data inquired. (File format: *.txt, *.xls)

Click [Modify Log] and the log-modifying window will be called for reviewing the
modification log of time and attendance records.
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2.45 Attendance Calculating and Report

# Fingerprint T&A management system ¥4.4.5

Systen HR Menagement AR O Exception Data Maintenance External Help

Holiday List

TimeTable and Shift Ctrl+B

% Enployee Scheduling CirltP ttendance]“[A

M « (]
B O 9
Calpglate Bepart Exgort Excaptisn
Term Hargm
[ B headoffice W Empioyes A1 w| P [2M012 0 | | 00001 3] To| 04216 ¥| |235359 3

Ewceptions | Shilt Ewseptions | Dthat Exceptions | T Ieens
ekt | Empoyee No. Hase Datn Ti S Operstion  Enception Dese: Tinetabde Chesc, ‘WihCode |~
W ] A0 1201 (S 5N] Gk in Womaweod L
neg 2010:12,0018:1 200 Clock. Dus
201

oo ending date andEt
eds to be calcu|at?d

g
108

M6 02 5600 Clee Momadsmeied Dy []
ANDAE1E1200 Clock Dut Momaliecod Doy []
ANGI200 B Ciock In Momalwcosd Doy o
2001207181200 Clock Dut Womalweod Dy o I
20001208 (25600 Clock In Momaliecond Do 0
2001200121200 Clock Dut Momalwecod Doy 0
2011209025600 Clock In Nomaliecod [y 0
20101209 182400 Clock Dut Momaliscad Doy 0
2010210085600 Clock In Momaliscod Doy L
ANBAZI0 IR MO0 Cloek Out Mol smcied Dy []
ANPIPIOEGEOD Clock In Momaliecod Doy []
ANGIZTIVEFED Ciock Ot Momalwcosd Doy o
20001214 025600 Clock In Momaliecond Do 0
201214123200 Clock Dut Momalwecod Doy 0
2011215025600 Clock In Nomaliecod [y 0
2011-05-24 13 20001215 185600 Clock Dut Nomalwcod Doy L]
20101216 085600 Clock In Momaliscad Doy 0
hesd e L) 20001216 185600 Clock Dut Momaliscod Doy L
hend ol o NN (R0 Cloek In Momadiscied Dy []
-

There are four Tabs of information after search and calculation which can be
viewed respectively:

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

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

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

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

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

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

Exceptions of attendance records dealt with:

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

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

following menu):

The definition of each option as follows:

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

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

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

[Delete selected]: Mark the record as manual deleting, deleting when save it;

[Cancel operation for selected]: Cancel revision to this record;

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

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

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

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

Please note: We can manually modify the record as stated above to assure the
veracity of the report according to the practical situation. If there is disoperation, the

records can be recovered through [Modified Record Log] in [System].
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Report:

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

# Fingerprint T&A management system ¥4.4.5

Systen HR Menagement IS8

SN Exception Data Maintensnce Hxternal Help

Holiday List

TineTable snd Shift
% Enployee Scheduling

Ctrl+B
Cirl+P

Attendance Record

Head ol

ulaved e |

it T
2101213 025600
E O [RFRERTET ]
20101214 055600
20101214 183200
20101215 (256:00

Toemn Farge
w  Fom| 20100716 000001 2

Head ot 3 0 Clock In
Hesdolice D00 ey ] Clock Out
Hesdolics 8108 Lezy 201217 (85900 Closk In
Hoad ollcs ale ) Lezy ANAZAF T E M Clexc Dot
Hesdotics 8106 Liazy 2010220 (6:53.00 Cockin
Hesdckics 0108 Ly 1220173600 Clock Out
Hesdolics 8108 Lezy 201221 (85900 Closk In
Hoad ollcs ale ) Lezy anpmzn i Em Clexc Dot
Hesdotics 8106 Liazy 20101222 (6:55.00 Cockin
Hesdckics 0108 Ly 1222 17600 Clock Out
Hesdolics 8108 Lezy 201223085900 Closk In
Hoad ollcs ale ) Lezy AN E/M Clexc Dot
Hesdotics 8106 Ly 20101228 (6:59.00 Clock In
Hesdckics 0108 Ly 2101228 17:26:00 Clock Out
Hesdolics 8108 Lezy 201227 (85900 Closk In
Hoad ollcs ale ) Lezy ANAZAZ VT B/ Clexc Dot
Hesdotics 8106 Liazy 20101228 (6:59.00 Cockin
Hesdckics 0108 Ly 21220173600 Clock Out
0110524 13,9 [Hesdolice 8108 Lezy 20101228 (85900 Closk In
.]Hnn!lﬁm Lale Lezy AN22G N E M Clexc Ot

Tol 20114211

| (235 3

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

tor SHS A X

Head office altendance record repord

BN To X016

Head olfice Clock Dut SO 171470 Cleck Dut
ABOAN 172306 | Clockin Ciock In ADSMBO70812 | Clockin
TR0LD 170059 | Ciock, Ot Clock Dt DBMEITNT | Cockin
ZIB402 07 85 3 Clock In Dok In_| 20030808 172008 | Clock Out
RO 17515 __| Clock Ot Clock Dut BB 4% | Cockin
ABOOI075212 | Clockin Clock In 2000405 07 51 55 Dlock. In
BN NS | ClockOut Ciock Out Clock. In
XB0L0N 07354 | Diockin | [ Clock: Out
WBULED7 8% | Cockin Choch.In_|
2051 Dlock O | o Clock Dut |
20T [ oy Clock In
2 Clock 0ut | e Ciock Out

| 200 | Cockln | Choek In DckIn |
200 Ciock In | Tock Ok Ciock Ou |
200 Thock Ut P | Thack In
2 Clock In L Clock Dud

|_20e | Obchin } Ciock In | Qeekhn |

| 2005 | Qockin | [

| Aoms Dock Ot Ciock. Ot | mis

... Sloekin Dock n | Tk In
] TCiock. Ot = e

2060 Dock in Cinck In Clock In
200 Clock Ot Thoch In Tock Ot
2 L Cieck 0wt Tockin
00414 171625 Clock Out Tockin | Tiock O

| 0D0T5078658 | Clockin 00304 08 07 51 Tock In Tockin |
200304-15 17 02 53 (1 A2 15 | Clockin | ok n |
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[Daily Report]: Calculate employee’s daily attendance record;

tTu: =Wl & A X

head office Employee daily reporl

WDI201 To 21216

Il_:« Ho [m]efo[ufele]o]elelu[n]e]e[ule]e]v]e[e[aja[a]=]a]s[=]z]a]2]x]n

e e e aa s

Fomercitomel slale <Eety -Ablert [MoCHn JNaC-Ou Sest «Oueame BLEuskesslosve Lisews

Tablegldon MO 161913 1

s

[General Report]: Calculate all employee’s attendance items such as “normal”,
“actual”, “late”, “early”, “absent”, “overtime” etc;

tTu: =Wl & A X

head office attendance stat. tolal repord

ANGaHN To MBI

e
X

T 04 | B | leew

itha | wiees
Meta ] Dar | O

Trws | tow

5 RN
4

TabdrgAden MDI217 152025 1

s

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

42



personal leave” etc;

o SHE A X

head office atendance exceplions report

AN Te ANCIZIE

Ha | Dain & Tinn

| Fucrpiontype | Worklong |

Peemadkc

g [moazos e
e [anoazor nm

N0 0 R HE
AN 07 1356 00

Fine craestme 150K

Husess o | 300 Wb

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

T &S AN X

L*)

or

Departaen

Eaployers

haad ofice

hce __fMichaal
e |Micheal
103 BJ

head sice _

head offce
haad sfice
head ofice

[Jud

NG |Day
01210 |Da

101213 |Day

1214 |Oa

D01215_[Day

Judy
[Jud,

Wichesl

01216 _|Oa

Michaal

1:;0-12«1 Dng
EALEFL |

Michesl
Michaal

Lzry

Lizy

Lizzy
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T WS MW X

orr Duty Clock In Clock Out Late Early OverTiae
20101201 1730 (30101201 (00000 [2000- 1201 1A0000

2010 12.02 18:00.00
20101203 180000
2010-12.06 16:00.00
20101207 18:00-00

(2010-12:02 17:30 20101202 09:00 00
: [ 2010-12-03 09:00 00

AN0A207 1730

2010-12.08 173 0-12.08 1B.00.00_

}_ 2001215 15.00.00 |
2010-12.16 18:00.00

B SN

|00-1202 180338

i ) |

|owizoe B3 |
[iE3

ANO1HE $eld e
210 18,03
101213 10336

=] Lt b b

| (56

A8 17 W RN RN

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

Exceptions dealt with:

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

Append Record
Late/Early Collectiwvely

Business Leave/Leave

Modified Record Log

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

When the employee can't punch in/out because of going out on business or asking

for leave, in order to guarantee the exactness of the final statistics, we should make
these settings through this function.

# Fingerprint T&A management system ¥4.4.5

Systen HR Nenagement Attendance [JOfS Data Maintensnce Hxternal Help

hppend Record Corl#y
Append Record Collectively
Dealing fith Collectively Late/Early

4 “mploy-e Be away on Business & Asking for Leave

B HET D
Append Delete Modify Search Eeport
Department {fi Head office | TmeRange

Beginning Time | 2011-02-11 w | 030000 3

Enployee .
Ending Time 2011-02-11 || 173000 3

Leawe Tope

Feason ‘ |

Department Employee No. | Name Beginning Time Ending Time Leave Thoe FRieason

»

elecC e e

beginning/ending time and leave t

2011-05-24 13:34:22 | hdnin Fingerprint TBA managsment system Ee Trus & Safe

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

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

[Search]: Setting the conditions, then click [Search] to query records.

[Report]: This function will put out record of query generate reports.
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Tt S A X

Head office Employee Leave Detail

Paga 171

00801 To 0110271
[Nome Eapleyes ¥o] Time Parge [ Loave Tyge | Pleaion ]
| [ANIIZ07 07300 NI 2R | B e | M |

oo

46



2.5.2 Append Record
If an employee didn’t punch in because of special reason, you can use this function

to append the forgetting attendance record.

# Fingerprint T&A management system ¥4.4.5

Systen HR Nenagement Attendance JOCISSBSM Data Maintenance External Help

hway On Business/Leave

hppend Racerd

Append Record Collectively
Dealing fith Collectively Late/Early

Emplopess

| o0

Cloze

2011-05-24 13:34:55 |  Fingerprint T8A management system |Ba True & Safe
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2.5.3 Append Record Collectively

When part or all of the employees in a department did not punch in/out because of
some reasons, please you can use this function to add punching in/out collectively.

# Fingerprint T&A management system ¥4.4.5

Systen HR Nenagement Attendance JOCISSBSM Data Maintenance External Help

Away On Business/Leave Ctrl+l

hppend Record CalH

Append Record Collectively
Dealing Mith Collectively Late/Early

Q Append record collectively

Departments list Employees list

Employey//. | Name Al
0 smilé Tudy
|80 Micheal

| s108 Lizzy

a8 Admin Center When Employees can not clock-in or

clock-out for some reasons, You can
add the massive clock-—in or
clock-out record here.

Prompt information

*

S [Cookin
' Record Time: [ 20110211 || De00:00 5

2011-05-24 13:38:08  Admin

Fingerprint TBA managsment system Ee Trus & Safe
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2.5.4 Dealing with Collectively Late / Leaving
When collectively coming late/leaving early takes place for some allowable reasons,

you can use this function.

# Fingerprint T&A management system ¥4.4.5

Systen HR Menagement Attendance {50 Data Maintenance External Help

Away On Business/Leave Ctrl+l

CrlHi

hppend Record
Append Record Collectively
Dealing Hith C:

# Dealing with collectively Late/Early [

el Emplovees st Al
@) Goring Late O Leaving Early
Emplopes Mo, | Name [ Al
gnore clack i record pE2 ]

g103 Michesl

2001217 = iy
100000 3

ISR The modified clack in time

[z0101247 I

Search Employees
© Depatment

s

) head office v

bl

2011-05-24 13:36:24 | hdnin Fingerprint TBA managsment system
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2.6 Data Maintenance
2.6.1 Import Employee List

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

window:

# Fingerprint T&A management system ¥4.4.5
System HR Management Attendance Bxception [RIPY External Help

t B st

Import Attendance Reco Cirl+T

Clear Dbsolete Data
Compress Database
B Backop DatsBase

‘ Initialize System

- — -
- .
o 2 Taport Eaployee List

Select a file to import

A File: [J

Failres in importing /

3 Betkgrrup asmsgemant

Teatats
rngey

employee
gn]

By Becmants

By Compatar

By Nateark
Flacer
File name. 1 -

Piles of fyme.

2011-05-24 13:38:40

hdnin Fingerprint TBA managsment system Ee Trus & Safe

This format of file only can import the employee info of “Employee No., Name and

department”;
The format of data must follow: Employee ID + Tab + Name + Tab + Department;
The information each employee takes one line, no blank line between one another.
This format of file can import the employee info includes: “Employee No., Name,
Department, position, Employ Date, Telephone, Address, Gender, Language,
Comment”; put those items on the head line and input the items by order, the order can
not be changed.
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2.6.2 Import Attendance Record

# Fingerprint T&A management system ¥4.4.5

Systen HR Nenagement Attendance Exception [UEUERICEASRRN External Help

B Inport Employee List Cirl+r

Clear Dbsolete Data

Compress Database
B Backop DatsBase

Empartanen

Initialize System

#) Import Attendance Record

Select afile to impart

Fie [

Failures in importing:

Legkjn | i Barkpr ooy asnageaent
o Teaalats

File nami 1

Piesof yoe.  Text File b 1xt)

2011-05-24 13:37:11 | hdnin Fingerprint TBA managsment system Ee Trus & Safe
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2.6.3 Clear Obsolete Data
After your system is used for a long time, you will get a large number of obsolete
data in the database. It ties up the hard disk space and influences your system

operation speed. At this moment you can use this function to clear these useless data.

# Fingerprint T&A management system ¥4.4.5
System HR Management Attendance Exeeption IEVEWIITY Y External Help

B Inport Employee List Cirl+r
Inport Attendance Record Cirl+D

Compress Database
B Backop DatsBase

‘ Initialize System

e

Emplopess

¥ Clear The Obsolete Data

Select the end date

[EE- 317

2011-05-24 13:37:24 | hdnin Fingerprint TBA managsment system |Ba True & Safe

Note: You can only clear the data of one month ago.

52



2.6.4 Compress Database

¥} Fingerprint T&A management system ¥4.4.5
System HR Hanagement Attendance Exception [UEURWEVRATSRIN External Help
W Irport Enployee List Cirl+r

Inport Attendance Record Cirl+D

Clear Dbsolete Data
Compress Jat
B Backop DataBase

‘ Initialize System

System course: compress database

Compressing databaze... Completed!

2011-05-24 13:37:45 | hdnin  Fingerprint T8A management system |Ba True & Safe
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2.6.5 Backup Database

# Fingerprint T&A management system ¥4.4.5

Systen HR Nenagement Attendance Exeeption External Help

B Inport Employee List Cirl+r
Inport Attendsnce Record Cirl+I

Clear Dbsolete Data

Compress Datahase

Initialize System

L

Emplopess

Taxt File (5 t2t) |

[_cance ]

2011-05-24 13:38:01 | hdnin Fingerprint TBA managsment system |Ba True & Safe

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

¥ Fingerprint ThA management system V4.4.5
System HR Menagement Attendance Exception [RINTRUINEATERRTN External Help

B Inport Employee List Cirl+r
Inport Attendsnce Record Cirl+I

Clear Dbsolete Data
Compress Database
B Backop DatsBase

Emplopess

System initi
Are you sure to conti

System course: initialize the system

System imitialization completed! i

2011-05-24 13:38:16 | hdnin Fingerprint TBA managsment system Ee Trus & Safe

Note: After the system is initialized, all information will be lost; the system will get
back to the state when just installed. Please make sure that you want to initialize the
system.
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2.7 External Program Management
2.7.1 External Program Management

We can append external program into time attendance program for convenient
operation.

# Fingerprint T&A management system ¥4.4.5

Systen HR Nenagement Attendance Exception Data Maintenance [adk

Connect To Time and Attendance Machine

U Disk Module Management

B e

Emplopess
A)pena Delele Mmfy B Cam:el

Program Mame: |

'S
Executable File: | \\

stemal program list:

Program Mame | Beecutable File

2011-05-24 13:38:30 | hdnin Fingerprint TBA managsment system Ee Trus & Safe

Firstly, we can click [Append] to add a new menu. For example, we need
“calculator” when we are operating, input “Calculator” into the input field of [Program
name], and then input “C:\\WINDOWS\system32\cacls.exe” into the input field of

Executable file or browse [=J to find the calculator program, click [Save] to finish at last.
We will see [Calculator] when you open [External program management] over again:

External Frogram Management

Connect To Time and Atiendance Machine
Calculator
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2.7.2 Connect to Time and Attendance Machine

# Fingerprint ThA management system ¥4.4.5

Syztem HR Management Attendance Exception Dats Maintenance BESiSSHNN Help

External Frogram Management

-)H.iuu\m s

Davi

Banagenant Racord Suparvivisa  Eaployes Basagemant Racerd Mana

@LE}!D@@J

Al Bedify  Delake 1 Dnitidline | Tesisd . usl
Taraina 1 Tersinal Teraizal | Tise  Tersinal 1 | Parssatar 1.- Tl T T Recerds | Eaployes Eapleyas
Tarmanal |m;-.=l Torminal Communication

—

2011-05-24 13

0% B
The T&A program can collect the records from the machine, upload and download

employee info & clear the old data & modify the time on the machine. Find detail on

clause [Time and attendance management & communication).
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ST Communication

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

communication between PC and terminal.
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3

"

= bt tmamat | bewd Sgerium Gployv buapeet Berwd faapent

Data Communication

3.1 Terminal Management
3.1.1  Add Terminal

o 4 Baglun e R

e

purmtar g

Terminal Management

Teminal Infa
’Ei Communication ethod
Teminal Ho. 5 USB(no diiver)
2
Device 1D @ 15

{Check Device 1D from the device menu)
Unthame 12
Device Gronp |Gl x|
T says [Realstas v

£ LAN(Client]
(o
r

D. Canicel

\

terminal information 4. Click [OK] to save

Remark:

[Terminal No.]: This number can be set as you like.

[Device ID]: Check Device ID from the device menu

[Terminal Name]: You can set it as you like.

[Devicel Group]: This group is used to manage the terminal machine.

[T&A Status]: There are three options: Actual Status, on duty and off duty. When

we set it as “Actual Status” the attendance records’ status in the software are as same

they are in the device. If you set it as “ON Duty”, all the records’ status which is from this

machine will be “On duty”.

[USB]: Connect the terminal via USB cable;
[LAN]: Input the terminal’s IP address;
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3.1.2  Modify Unit

¥
Tersenal
permiter  bttiagy  new mamerd Al reserd  renerd
Tt Mgt
B Terminal Nanagement
[~ Terminal Inf
. IE Con Method
Teminal No. & USE{no diver)
2
Device |0  LAN l—
[Check Device ID from the device mer)
) £ LAN(Cient)
Urith
it Hame - P
Device B roup A
evice Broup  FAS5485 COmM1 e
TiA stats | Feal status -
o | Concd
e ———— lick [
[ ™

3.1.3 Delete Unit

= I

=

Please c

1[Headoffice]
dre you swrs te contimue?

<9 ) This operation #ill deal with the selected machine
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3.1.4 Setthe IP Configuration

= i..'.'l.ulndun U

=

Bt Busageeant | Bansrd Spervinion

The Terminal® s IP Configuration

Set The Terminal's P Configuratior
v [P iddress! [192.166:0.218
|~ Default Gateway: |192 16801

00-1C-CC-67-64-75

oK ﬁ LCancel

3.1.5 Terminal Information

I e o L

it Buangeeint | Beened Segareinion

=,

Sot the B seadiquration

Tarmanad iadornariom

B Terminal information

[~ Temninal information

User number

Fingerprint number

Card number
New records number

Total recards number

Firmware version

it elri£ Lancel
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3.1.6 Disable the Admin
Clear the terminal’'s administrator.

2 ik [Disab

0 deletgw

3.1.7 Synchronize Time
Synchronize the terminal’s time with the computer time.

Bt Bbagwiat | Dedard Spervinion  Daglopest Subagubent  Botard Bapwant

nuau @@wjgﬂugi

| [ Emebemine b

confirm. ..

@y Thiz operation will deal with the selected machine
“t) 1THeadofficel
hre you sure to continue?

Caneel
setup

[2011-02-12 16:00:48]Synchronizing Time...
[2011-02-12 16:00:49]1[Head office]Synchronization Successful!

[13
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3.1.8 Initialize Terminal

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

— i
Rocatd Busngmanst

Fi - &
| v [ 3 | 3
8 .9,0 b 0 NEG A
1 et Smebemine Dtladils Tewisd  Ring Besieal  Bemleel  Clow | B Derms
Wit U time il parwelar witng | wew reced ol seterd verd | Dglereer Daglaven

Please confirm...

@ Thiz cperation will deal with the selected mackine
\./ 1 [HeadoEfice]
Are you sure to continue?

Cancel

initialize

[2011-02-12 16:02:46]Initializing...
[2011-02-12 16:02:49]1[Head office]Initialization Successful!
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3.1.9 Terminal Parameter

[ @R naia

it faspaiet | Dacrd Dgpervicio  Buployess Bmagmsnt  Basurd Buspamest

nES O A 9 b
! ety | Gpekemin Tastislie I.:_.:.I.EI.! =

Torvinad puwater

= Terminal FParameter Setop

Shewps Tree{ (1250 smrmies] 10

Vigharel}5] . " [s
2. Modify terminal parameters
Diste Fosmat mm’%* -
Tinw Fosnat 24 How v
Matchang Precimon =
Log At (-5000|

Thi
'*—"’/ i

Brs you pers to contions?

i
|

Update The Frgepnnt Template Inteligenty

3| Click [OK] to se?m\'—zn" . Click [OK] to confirm

Display Deta Soting | "o | [Taredl

[2011-02-12 17:33:08]Set Advanced Parameter...
[2011-02-12 17:33:09]1[Head office]Parameter Setting Successful!

fiid

[Sleep time (0~250 minute)]: How long dose the terminal turn to the sleep mode if
there is no one operating the terminal.

[Volume (0~5)]: The volume of the prompt sound in the terminal. The default value
is 3.

[Date format]: There are three kinds date format: yy-mm-dd, mm/dd/yy, dd/mm/yy.

[Time format]: There are two kinds time format: 24 hour and 12 hour.

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

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

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

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

it Buapewest | Boterd Spervition  Dplores Bespweet  Resied Bmgwemnt

ENSIL ) Dpa® A

eslosd  Clow | Dy Revwa
Sl wesard recwd | Employees Bapderee

Ferminl Bemaguemt

- Nowg
ﬁww !
o -]
[

d New Record&

Pleaze confirm. ..

f’ This operation will deal with the selected machine
\.‘) 1 [Headoffi ce]

Are you smre to continue?

Fae

[2011-02-12 17:11:06]1[Head office]Reading Attendance Records...
[2011-02-12 17:11:08]1[Head office]Read the records successfully, Records:1, Read Successfully:1

3.1.11 Download All Record

3 ...u..;_. 3

2 Bt | Bererd Smevinion Segloyen Smapmet Sererd Bmapmat

ﬁﬁau '@@wjdﬂu@i

MM Belily Tadets lkh-!lll Initl ||‘||l Tarwinad )-nl o I
Wit Rt oo l“-u o it Rty
Tervinsl Samagrest Wt I.

= Mimo
[
G2

Bomeland Ll paeerd

D)
Gt
Gones

Please confirm...

1 [Headoffi ce]
Are you sure to contimue?

9 Thiz operation will deal with the zelected machine
& )

[2011-02-12 17:11:06]1[Head office]Reading Attendance Records...
[2011-02-12 17:11:08]1[Head office]Read the records successfully, Records:1, Read Successfully:1
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3.1.12 Clear Records

B Baghien BT
vpmmesl | Bevsed Gupeerivion  Daplopres Nengmeasl  Boeerd Busagrmssl

E!uﬂ@wJ_ﬂuﬁl

.« Bekty Walvte || Bpnckrmins - fsitidin 1" sl g bemlsal  Bewlosd | Clow | Bucky  Berms
e wnitiag L rered Tenm e

Cow reemd

i 1. Click [Cle

Please confirm...

9 This cperstion will desl with the selected machine
\-/ 1 [Heado££i ce]
Are you sure Lo contimus?

Cancsl

[2011-02-12 17:11:44]Clearing time attendance records...
[2011-02-12 17:11:46]1[Head office]Clear time attendance records successfully

3.1.17 Backup Employee
Download the employee information and employee’s fingerprint templates from the

machlne to the computer.

| Wt Nenapanent | Mol Spervinion  Baglepess Butagent  Toceed Sumaguaast

Eiu'&?@fd_ﬂd@i

.u Sty Misls | mdems s | Tesisd 3 Baky  Seme
frae ] 2

[re—

%i Clftl[Back

Please confirm...

Thiz operation will deal with the zelected machine

\?/ 1 [Heado££i ce]
Are you sure Lo contimus?

Cowg o |
2. Click [0

[2011-02-12 16:14:32]Back up Employees...

[2011-02-12 16:14:32]Back up Employee:1[Head office]

[2011-02-12 16:14:34]1[Head office]Back up employee information successfully. Records:3. Read successfully:3
[2011-02-12 16:14:34]1[Head office]Backing Up Fingerprints...

[2011-02-12 16:14:34]1[Head office]Back up employees and fingerprints successfully!
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3.1.18 Resume Employee
Upload the employee information and employee’s templates from the computer to

the terminal.

Pr

it feagmint | Beewd Igparvicion Beplorves Pmagmint. Deerd Buageat

&E!u§|.®94ﬁ<@&

Ml Wity ruchesein Beleed  Jemled  Cliw | e | Lives

B s Alraeet swd Sl ggftge
Toraehil it
- s >
Gl
s B
—
: m
oo’

1 [Headoffice]
Are you swre to contimue?

92 Thiz operation will deal with the zelected machine:
& )

Fuce

2. Click [0

[2011-02-12 16:13:31]Restoring Employees
[2011-02-12 16:13:31]Restore Employees:1[Head office]
[2011-02-12 16:13:34]1[Head office]Restore employees successfully
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3.2

Record Supervision

Activate Realtime

—

3.2.2

Prohibit real-time
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3.3
331

Employees Management
Add New Employee

[Basic Info]: Edit employee’s basic information

n
ey

e

Bowisn Bamsgeast  Bovard Dapmviinm

I-uu

e "_"""::-'.T%iect E’Hp!ﬂuﬁﬂ Management]

(SUR .

l...r....h

Tarwseid

O M C a1 1..-
BH
2;:::I4+:k (add Employee] PR— ' : 4. Add the pigjures
Cmitia |
—_— y T —
l.n“m::”' [ ™ - A = /
=:.|:| e [ P e ':!
Ak | _i
/ L Tyt Pt ekt __! | %
% [ T ] =]
Bilial oty | =
3. Edit employee’s infofmatiof = S 2
Prowm | ; [
g — 1N —
P 9. Click {Sapels
W | e |r

I'r

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

Add picture for employee. There are two ways to add pictures:

1st way: Click [2] button,

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

Click the button [il] to delete the employee photo.
[Fingerprint registration]: Use the external USB fingerprint reader OA99+ to enroll

the fingerprint. If the sentence shows: “Connect to the fingerprint sensor reader
successfully!” means that the OA99+ is connected successfully.

rprint Registration]
B Ad0/Modify Employee Info 3

BasicInfo  Fingerprint Registration . :“Ck [En

Enroliment Situstior

r

necti

:‘éucceed§ Enrall

Connect tothe USB fingerprint reader successful,!

Save Cancel
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Basiclnio Fingerprint Registration |

= Add/Nodify Employee Info

 Enroliment Situation

I~ First Fingerprint

I™ Second Fingerprint

= Enroll B

Please Place Your Finger.

A

Save Cancel

B aa

dify Employee Info

Basic Info _Fingerprint Registiation |

I# First Fingerpiint
J™ Second Fingerpint

£ Bl

Enrall

Enroliment Successfull

fave Cancel

/

ave]
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3.3.2  Modify Employee

Enployes Management

) English e
/ C) nglis] Ps anage - 2 X
Devics Massgensnt  Record Swervision | Enployes Mansgans ecord Management
D& & T W = 0 MW e &
& Enployee Hane
Modify | Delete Transfer Dowrload Upload Delete From Check:
Emplnyge Emplnyee Departnent Pr)vllege anslegg FP Emplme & FF  Terminal Terminal Employee

Employes Communication Check Employes

=1 AllGroups
- Grougl
Group2
- Group3, 1 Head nn 2 5 ngha\]

loree

ity

Basic Info | Fingerprint Registration |

5, |16

X X

B Head offce Employee Il - Cord No Name
8% AdvinCenter || (g2 Judy
- g ?&ID g103 Michesl
sles
8 FiD &

2. Selec

<

Gord Card Mo.
L Holy Tamath

I

Name

Sex

=

Dept.
Giroup number

User type

ol o x|

D N, |200300738407021234 Bithday |17 19540102

Employ Data |17 20081226

=
=

Bl

=] Poltical Featurs [Communiy Merber ~ |

Nation [Chinese

Pasition |
Eduzation | 5| | 5]
Phone | Moile |

Native Place [Shanghal
Addiess

ave]

Read Attendance Records successiully Il

iﬁave Cancel :‘Jﬁ‘

3.3.3 Delete Employee

ee Manaqemm

oyee record

<

) English - - =2 X
& :
[ SRS ARSI ST ol :: Neoacenoot, MR
L X & T &3 Gy (SR e
& Employee Hame
Add Modi £y Delete Transfer Dowrload Upload Delete From Check
Employes  Employee Empla[}g Departnent Pr)vllege anslegg FP Emplme & FF  Terminal Terminal Employee
Enployee Management Employee Communication Check Employee
=1 AllGroups
- Grougl
Group2 [m]
Group3 Head office]  2[Shanghai]
Groupd
Employee]
=0 Head offics Employe= Il - Card No. Name Gender | Posiion Bitthday EmployDate  Phone Address 18 FP
@& Admin Center 102 Judy
88 R0 g103 Michesl 201014217 O
& sal
sles
28 Fip > 0 I U

Please Confirm

O e e e o (il e selesber] ol

Cancel

ete

Read attendance Records successfully

S

72



3.3.4 Transfer Department

\-) d . # ) English P+
Device Mansgenent  Record Supmrvision | Enployes Menageme Record Wenagenent

D & &8 W& T 0 MW e e »
‘ é Enployes Hame
Add Modi £y Delete Transfer Set Download Delete From Check
Enployes Employee Enployes | Depaptment  Privilege an)lEga b3 Employae & TP Termindl Uil Enployee
Enployes HansMhen Enployes Conmundcation Check Enployes
- Al Groupss Perso a
- Groupl H
Group2 Please Select The Department
Sroued =] Head offi
- Groupd ﬁ LSSl
- Group5 partme 83 Admin Center
32
4o
E- 8 Headofice Employes Il | Caid No. Name Gender | Position Bithday [ 8 P 15t FP
& Adrmin Certer a0z
ama [m]
ee record
5. Click
< il Il >

2

Read Attendance Records successhully I

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

ee Management]

3| @ ¢ ) Englizh e / a2 x
=Eea
Device Managenent  Record Supervision | Enployes Managanent | Record Menagenemt
P~ > Employee 1D ~
D & &| T B &
| ‘ Enployes Hane
hdd Wedify  Dalete | Transfer Copy Download Uplosd  Dalats Frem Check
Enployes Employes Enployss | Dspartment Prifilses  Privilege FE Ingl . Enployes
Enpleyes Hanagensnt Enploye
=1 All Groups
- Groupl
Group2
Group3
- Groupd
- Groups
E- 8 Headofice Employes Il - Card Mo, Name Gender  Posiion 1stFP
<& Adnin Center
&8 R0
s | o
88 FD
5. Click [OK
>

<
| 0% I

Read Attendance Records successhully

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

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

Y I !
a102 Micheal 2001217 O m]
e10e Lizzy ] O

Judy's fingerprint is in the unit1.
Micheal's fingerprintis in the unit 1 and unit2.
Lizzy's fingerprint is in the unit2.
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3.3.6  Copy Privilege
Copy the privilege from employee A to the employee B. And then the employee B's

privilege will be as same as the employee A.

oy <) = =
:) [O]@ ) iz 5 / =
Device Menagement  Record Supervision | Enployes Management | Record Menagement
2 g W =
b &K & 7T oW
Add Modi £y Delete Transfer Set
Employee  Employee Enployee Department Privilege I
Enpleyee Nanagement

=) Al Graups

Groupd

= Copled Emplopes D

Group3

0%

Graupd F

Grouph Privilege]
= B Headafice Emploee Il | Card No Name Giender  Posion

8 o |, ETTY

g ':*‘ID 803 Micheal

sles
33 ren 8108 Lizay [m]
<

Fiead Attendance Riecards suzcessiull
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3.3.7 Download FP

Download the fingerprint from the terminal to the software.

:)u.nhgl,sh D= / =
Device Management Record Supervision Enpleyee Managemst Record Management
D 4 &[T W = S 2
5 z =& Employse Hame
Add Medi £y Delete Transfer Set Copy Dw%d Uplead Delets From Check
Employee Enployes Enployes | Depariment FPrivilege Privilege Tl Enployes & TP Terminal Uil Enployee
Enployes Managenent A Errloves Conwmicstion Check Enployes
= Al Groups
Groupl
GroupZ ] .
Group3 THeadoffice]l  Z{Shanghal 3. Click [DOWnlO 9
Groupd
Groups
= Headoffice Employes Il | Caid No. Name Gender | Position Bithday Employ Date  Phone Address 15t FP
88 Adrmin Certer a0z
4 o > confira. ..
& scles
f
i mo @y This operation will desl with the selected nachine:
\:‘) 1 [Heads ££i ce]
Are you swrs to continue?
cuca
OK] to set
< >
Fiead Attendance Records successhully | 0% e

The operation nformation shows on the main interface as follows:

[2009-03-18 16:18:44]Download fingerprint...
[2009-03-18 16:18:44]Download fingerprint:1[Head office]
[2009-03-18 16:18:44]1[Head office]Can not connect to the T&A machine
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3.3.8 Upload Employee & FP

Upload the employee information and fingerprints to the terminal.

1\ [ @ @ English D s .
e
Devies Menagement  Record Supsrvision | Enployes Managens Record Wenagenent
— =) L Fg Enployes 1D
a o)
D & & T @ B by &

Enployes Hame
hdd Wodify  Delete Trensfer Set c Dourload

apy Uplead Delets From Check
Inployee Enployee Enployes | Depariment FPrivilege Privilege 3 Inggvefnd TP Terminal Uil Enployee
Enployes Hanagenent Enpl Ve Clifunni cation Check Enployes

= All Groups
Group
Group2 O

Group3 THeadoffice]l  ZShanghal 3. Click [Upload emp

Graupd
Groups
= 8 Headofice Emploee Il | Card No Name Gendsr | Posilion Bithday Employ Date  Phone: Adchess 1st FP
8 s Coe | T N S S
g ':*‘ID 803 Micheal 01217
e 08 I, [m]
83 P
-
2. Select emplo
confirm. ..
" This operation will deal with the selected machine:
\.‘) 1[HeadofEi ca]
hre you sure to comtinue?
| Cancal
k [OK] to set
< >
Fiead Attendance Records successhully | 0% e

The operation information shows on the main interface as follows:

[2009-03-19 15:10:18]Upload employees and fingerprints...
[2009-03-19 15:10:18]Upload employees and fingerprints: 1[Head office]
[2009-03-19 15:10:19]1[Head office]Upload employee and fingerprint completed
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3.3.9 Delete from Unit

Delete the employees from the terminal via the software.

3\ @ 6 Enelish B R
) 00
Device Management  Record Supervision | Enployee Managems Record Managenent
e~ = 1 o Employee ID
S &K S| T w 5

Enployes Hame

Add Meodi £y Delete Transfer Set Copy Download Uplead Delets From Check
Inployee Enployee Enployes | Depariment FPrivilege Privilege 3 Enployes & TP Tergs Uil Enployee
Enployes Hanagenent Enployes Communi catio Check Enployes

=1 All Groups
Group!
Group2 o .
Group3 1Headoffice]  2[Shanghail 3 Cll

k [D

lete from Terminal]

Graupd
Groups
= 8 Headofice Emploee Il | Card No Name Gendsr | Posilion Bithday Employ Date  Phone: Adchess 1L FP
b ain Cerver || T O
g ':*‘ID 803 Micheal 01217 [m]
e 08 I, [m]
83 P
i
2. Select employee records
P This operation will deal with the selected machine:
\.‘) 1[HeadofEi ca]
hre you sure to comtimue?
< >
Fiead Attendance Records successhully | 0% e

The operation information shows on the main interface as follows:

[2009-03-19 15:11:21]Delete the employee from the device...
[2009-03-19 15:11:21]Delete the employee from the deviece:1[Head office]
[2009-03-19 15:11:22]1[Head office]Delete the employee from the device
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3.3.10 Employee Checking

Search the employee information.

— E.HEngllsh b=

Record Supervision

Devies Menagement Enployes Managenent

& A | . I

| Add Modi £y Delete Transfer
|Emp1wyee Ewployee Enployes | Department

Cop;
Privilege Privileze

Employee Management

=

1[Head office] ~ 2[Shanghai]

=1 All Groups
- Groupl
Group2
Group3
- Groupd
- Groups

Record Wenagenent

Download
FP

Upload Delete From
Inployes & P Terminal
Employes Conmunication

Employee ID

Enployes Hame

Terminal !
L!ck Enployes

Setting query c

Gender

B ﬂ Head office

@ Admin Center
83 RuD
88 Sales
-4 PD

<

Position

Bithday

Brpien AT

Address

1stFP

Fiead Attendance Records successhully |

Ficn [
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3.3.11
Add new Department:

Department Management

Management]

1\ £ ) English -Bs _ = x
Device Wanagenent  Record Swpervision | Enployes Munsgens Record Management
I e 1o &
= ] Employee Name
Add Modify  Delete Transfer + 7 Dowrload Upload Delete From o Check:
Employes Employze Employee | Department Frivilege Frivilege FP Employes & FF Terminal Terminal Employee
Engployes Menagament Enployee Communication Check Enployee
= Al Groups
- Grougl
Group2 [m]
Group3 Head office]  2[Shanghai]
Groupd
Groups

Gender
Add Dept I
Modi £y Dept

Tept

Position Bitthday

Employ Date

Phane Address

<

Read Attendance Records successiully Il

Modify Department:

mployee Ma

£/ @ () Englizh Vs - 2 X
Device Managenent  Record Supervision | Enployes Management’ | Record Management
) I e 1o &
= ] Employee Name
Add Modify  Delete Transfer + 7 Dowrload pload Delete From o Check:
Employes Employze Employee | Department Frivilege Frivilege FP Employes & FF Terminal Terminal Employee
Engployes Menagament Enployee Communication Check Enployee
= Al Groups
- Grougl
Group2 [m]
Group3 Head office]  2[Shanghai]
Groupd
Groups E
T Head office Employee |l = Card Mo, Name Gender | Pasition Bitthd Employ Date  Phone Address 1stFP
R Jdin Judy
) I & Input Department Fume O
Lizzy [m]
— S
2. Select department
< i >
Read Attendance Records successiully Il 0% |
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Delete Department:

Management]
‘\-) 3@ ) Enclish P I

Device Management  Kecord Supervision | Employes Management fecord Management

B9 e 1o P
A | Empleyes Hame
Add Modify  Delete Transfer + 7 Dowrload Upload Delete From o Check:
Employes Employze Employee | Department Frivilege Frivilege FP Employes & FF Terminal Terminal Employee
Engployes Menagament Enployee Communication Check Enployee
= Al Groups
- Grougl
Group2 [m]
Group3 Head office]  2[Shanghai]
Groupd
Groups
Head office Employee |l | Card No. 5 ne Address
88 Please confirm. ..
- 3& RED Add Dept
88 Sales Wodi £ Dapt
2 0 roe 7 ) hre you swe to delate the selected departmant?
elete Dept

—_—

Cancel

) to save
. Select the

< il
Read attendance Records successfully

Right button menu:

‘-'\Pj‘) HO‘lEnglxsh 3 - = X
Device Mansganent  Record Swervision | Employes Mansgenent | Record Managament
o~ = Enployee ID -
S & & T W B m
Enployee Hane
Add Modify  Delete Transfer + gy Dowrload Upload Delete From o Check:
Employes  Employze Employee | Department Frivilege Frivilege FP Employes & FF Terminal Terminal Employee
Engloyes Menagament Enployee Communication Check Enployee
= Al Groups
- Grougl
Group2 [m]
Group3 Head office]  2[Shanghai]
Groupd
Groups
i Head office Employee |l - Card Mo, Name Gender | Positian Bithday Employ Date  Phone Address 13t FP
B4l TR C
3 103 Michesl 20101217 [m}
88 Sales @ Cancel Selection
2 o 6108 Lizzy [m}
Transfer Depertment

Copy Frivilege

Modify Enployze

Delete Enployee

3
B
% hdd Enployee
&
&

>

< il

|

=
I

Read attendance Records successfully
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3.4 Record Management

:’) (0@ () Ensliszh ML /
Device Menagement  Record Supervision  Enployes Wenszement | Record ManaMnt

] Becin Date Fir 2011-02-25

. p Export Format Text file (¥, txt) ~ Employes ID Length &
Export Field Enployes ID:Date/Tims Terninal o Space Symbol Tsb

risf11-02-25 .|| Sewrch Export

B nd Date R:%f Tine Format ¥yyymn-dd hhimm:ss ace Symbol Length 1 Fooerd

Cvalh, e Tt Foaem »

=1 i Grops /-

2

. SEfithe re

Gioup3
Groups
Groups

A
xport format

ort Record]

<

B —— e [T
records P = T v———— 3 od o

DTeaplate

LJ pngtap

My Conptar

7. Click [OK]

Flle pame: I
Save asppe: | Taxt hl/d)

Read ttendance Records successfully |

3
CSV file
Excel file (. xls)

wy—mn-dd hhimm:=s
ddhh

[Employee ID Length]: Set employee No. length, the default is 6 digits.
[Space Symbol]: Space symbol to separate fields.
[Space Symbol Length]: Space symbol bit.
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3.5 System Setup

3.5.1 Basic Parameter Setup
ﬂ.n ) Englizh B _ = x

=
sion Enployes Management. Record Managemsnt
v

- = Clicig{Basic arameter Setuply o

| Basic Paremeter Setup
Download  Downlead  Clear Backup  Resune
New Becords ALl Records Becords = Employee Employee
Terninal Commundcation

Terminal
Paraneter

e Initidlize
Terninal
{ THK Status Setup

Ef‘a Downleading Becord Periodically [ ‘

langhail .
K[f . © re ser B Basic Parameter Setting X
anagemen etap L
Basic Parameler
7] Datsbase Linking Setup om Port Commurication delay time[1-5] Seconds
l’nbL..xs Com Part C del 1-6) Second: E
4 miral pan
Network Communication delay time(1-20] Seconds 5
2 .. 7
[ Exit Systes >4 [~ Communication Failed, automatically exit current operation 3 Ch%OK]
[~ In Realime Moritoring, voice prompts "Department Mame'! 1
[ Clear the data alter downioading

oK. Caneel

2. Set the parameterls

System Prompt

Flead Altendance Fiecards suzcessiuly I 0%

[Com Port Communication delay time (1-5) seconds]: The default time is 3s.
[Network Communication delay time (1-20) seconds]: The default time is 5s.

[ Communication failed, automatically exit current operation]: If timeout is larger

than ‘Communication delay time’, software will automatically exit.

[OIn Realtime Monitoring, voice prompts “Department name”]: During real-time

monitor, if employee is access granted, the software will voice prompt employee

department and name.

[[IClear the data after downloading]: After downloading records completed, delete

the record downloaded from machine automatically.
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3.5.2 T&A Status Setup
Click the [T&A Status Setup] option, and the [T&A status Setup] window pops up:

! t).l\ﬁnghsh LIRS - = X
= [sion  Enployee Monagement  Record Menagement
) Basic Parameter Setup @ &
D
Cllek, &Ahggat -

Ermmal © Paraneter | Hew ords Empluyee Enployee

L7 T&A Status Setup

jfz Downloading Record Periodically! d

Terminal Communication

vanghail T&A Status Setup El
? Nanagement P¥ Setup Status Walue  Symbol Status Description
ol In
5 = 10 Out e
[lg Database Linking Setup rinal paramete] » 22 E
3|3 3 \2
£ . 44 4 i
B ric sy o 3 . Modify thg status, and
fle e then click [Ent
77 7
a8 8
9)9 El
1010 o
nmnm 1l
1212 12
1312 12
1414 14
1515 15
FRead Attendance Fecords successfully | Retriewe from the selected terminal | Upload to the selected terminal | Tt
letd]

Click the state which is going to be modified. Input the status description.
[Retrieve from the selected terminal]: Download the T&A status from the selected

terminal;

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

terminal.
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3.5.3 Downloading Record Periodically

£/ @ () Enlish = - 3 x
@ &

Clear Backup  Resune
Records | Employes Employee

sion  Employee Menagement  Record Management

T&h Status Setup

Downloading Record Pninh-ll

anghail

Nansgement PT Setup

A=
-
&
T

z
Database Linking Setu
ﬁ & Setup minal paramate

2 .
/= Exit System Daownloading Time: I

Time w’j Add Delete Time:

oK ! Cancel |

click T 4. Click [O

Read Attendance Records sucoessfully
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3.5.4 Management PW Setup

[0 @ £ Enalisn ~D= - = x
=4

sion  Enployes Mansgement  Record Mansgement
| Basic Parsmeter Satup 7 o {
=% X
te Initislize | Terninal Downlesd  Dewrload  Clear Backup  Resuns

Terminal

o Parsmeter o Hew Records

1o Statms setm 411 Resords  Records | Enployes Enployes

B\Z Downloading Becord Periodically

|? Nanagement E¥ Setup
I/ﬂ Database Linking s“,,l,npUt th@# -‘

minal par.

rlew password

(2 Exit Sy=ten 0ld Pud
o
Mew Pwd:
Camnfirmn P

Read Attendance Records successhully |

[Old password]: Default password is empty.

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

System prompt

\?/' The old password iz incorrect,please enter the password again!

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

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

System prompt

\?() Confirmation Failed, please enter the new password again!

Click [OK] button to input confirm password again.
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3.55

Database linking setting

Hﬂﬂ“lEngbsh ~)s

) Basic Parameter Satup

5 T4k Status Setwp

@ Downloading Becord Periodically

ié Banagement F¥ Setup

Database Linking Setup

-

P

Exit Systes

-
el

sion

Employes Manazement

Record Manzgzement

)

e Initialize
Terminal

@ 0 M =

Terminal Dowrload  Dewrload  Clear Backup  Resune
Farsmeter | New Records ALl Records Records | Enployes  Employee
Terminal Communication

-

nghail

minal parameter

Click [Datab

B} Data Link Properties

Provider | Connection

Specify the following to can
1. Selector enter a database name:
. e mb|
2 Enter infarmation ta log on to the database:
Username:  [Adnin |

Blank password  [] Allow saving passgzﬁ

3. Inp!

Test connsction successfullyl

Read Attendance Records successfully

a7
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3.5.6

Exit system

.q = . £ ) Englizh -y

R

Employes Manazement

Record Manzgzement

] Basic Parameter Satup

\-/' T&A Status Setup

? Banagement F¥ Setup

=
|ﬁ Database Linking Setup

@ Downloading Becord Periodically

é’% Exit Systes
Fy

Terminal Communication

fon
e Initialize | Terminal Dowrload  Dewrload  Clear Backup  Resune
Terminal | Paramcter | Hew Records All Kecords Records | Enployes Enployes

H

nghail

ystem]

Read Attendance Records successfully

a7
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3.6 User interface configuration
3.6.1 Interface skin color

Shift the skin color by press the button [“*® 2] The style is Windows XP system
style.

3.6.2 Change the software language

Choose the language in the option [/<ines V.

3.6.3  Setup Shortcuts

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

[58]4g #4 Englisn P o X

=

Device Mwageasnt | Bacord Swpervizisn  Eagloyss Manapesent  Record Banspesent

= [58]4g #% Englisn
7 Device Banagemant

LA

i Medify  Delate
1 rainal

@ %

Bachag  Eazume
iz | Eaplevas Emploves

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

It prompts:
= "“_.- A English ‘[% ;( - — =
B2 5

Delote Symehe on
rainal

Click the item “Remove from the Quick Access Toolbar”.
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3.7 U disk management program
U disk management program mainly manages the transactions from the U disk.

The interface is as follows:

=

pr—— )
*= 1 Disk Nanagement |’-_||’E|[g‘

{Fead the data from th

kl Modity the: data in the U disk | Export data from the database]

Read the recards from the U disk

! | st |
Read the employee information from the Ul disk

| Stark

[ Replace the existing employee infarmation

Read the fingerprint templates from the U disk

| Stark

™ Replace the existing fingerprint templates

0%

3.7.1 Read the data from the U disk

Click [_|] button after [Read the records from the U disk]. And then select the file:
BAK.KQ from the U disk.

Click the button [Start] to download the data from the U disk to the software’s
database.

The operation information shows on window as follows:

[13:05:42] Reading the T&A records...

The employee ID isn't existent:0 2008-02-11 18:35:42
Records:13 ;Success:12

[13:05:43] Finished!

Click [_|] button after [Read the employee information from the U disk]. And then
select the file: BAK.YG from the U disk.

Click the button [Start] to download the data from the U disk to the software’s
database.

The operation information shows on window as follows:
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[13:17:14] Reading the employee information...
Employee Information:8 ;Success:8
[13:17:14] Finished!

Click [_|] button after [Read the employee information from the U disk]. And then
select the file: BAK.ZW from the U disk.
Click the button [Start] to download the data from the U disk to the software’s

database.
The operation information shows on window as follows:

[13:32:48] Reading the fingerprint templates...
Fingerprint templates:8 ;Success:8
[13:32:48] Finished!

3.7.2 Modify the data in the U disk
| DEX)

*= 0 Disk Nanagement
wpart data from the database]

Flead the data from the U disk. |

Chooze the emplayee information file.

Analyse ‘ Select all Select none | Update the selected employees’ names |

Murmber User D Mame Card Mumber | Privilege  Mame in the database

0%

Click the button [--]] to choose the employee information file: BAK.YG from the U

disk. Click the button [Analyse].
Select the employees and then click the button [Update the selected employees’
name] to copy the employees’ information from the software database Att2003.mdb.

And you can analyse the file: BAK.YG again to check the employees’ information.
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*== 10 Disk Nanagement

Fiead the data fram the U disk. { Moy the dals in ihe U disk | Export data fram the database |

Choose the emploves information file.

[H ADODDODOT\BAK YG J Analyse | Select all Select none ‘ Update the selected employees’ names ‘
| MNumber User 1D Mame Card Mumber | Privilege | Mame in the datsbase
13 1 1 o 1 Clark

2 10 1} 1 Peter

3 100 0 1 May Li

4 1000 0 1 Judy

5 1001 0 1 Maggic

6 1002 ] 1 Larry

7| 1003 o 1 Cherry

8 1004 o 1 James

3 1005 0 1 Michelle

10 1006 o 1 Lizzy

1 1007 o 1 Marks

12 1008 o 1 Holly

13 1003 0 1 Wholes

0%

The operation information shows on window as follows:

[13:45:52] Updating the employee name...
Copy file:H:\00000001\BAK.YG to file:H:\00000001\BAK.YG.bk1
[13:45:52] Finished!

3.7.3 Export data from the database

=10 Disk Nanagement

Read the data from the U disk ] Modily the data in the U disk. § Expart data from lhg___dalahasa:]
" Foimatl [2YG) & Format2 [PYG2) ¢ Fomat3 [*YG3)

Enter the device's serial number

| Search Select all Select none ‘ Espoit the selected records to the file ‘

‘ Mumber User 1D MName Card Number | Privilege

» 1 1 o 1
2 0 0 1
3 100 0 1
4 1000 L] 1
5 1001 0 1
6 1002 0 1
7 1003 o 1
8 1004 0 1
9 1005 0 1
10 1006 0 1
1 1007 0 1
12 1008 0 1
13 1003 1] 1

0%

Click the button [Search] to search the employees. Select the employees and then
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click the button “Export the selected records to the file” to copy the employee

information and the fingerprint template from the software database Att2003.mdb to the
file: BAK.YG and BAK.ZW in the U disk.

The operation information shows on window as follows:

[13:58:32] Exporting...
Save the employee information to:H:\00000001\bak.yg

Save the fingerprint templates to:H:\00000001\bak.zw
[13:58:32] Finished!

Tips: The filename extension of the employees’ information has two kinds: *.YG or
*YG2 or *.YG3, please based on the actual situation.
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OYETNEIEE FAQ

Frequently asked questions and answers
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4

FQA
4.1 Fingerprint has enrolled but often gets failure in identification.
Reason Solution
1. The fingerprint was not | Enroll the finger again. Please refer

captured properly

to illustration of pressing finger.

2. Direct sun light or too bright
light

Avoid direct sun light or other bright
light

3. Too dry finger

Touch the forehead to increase oily
level of the finger.

4. Too wet finger with oil or
cosmetics

Clean fingers with towel

5. Low fingerprint quality with | Enroll other fingers with better
callus or peeling quality
6. Wrong way in placing fingers | Please refer to illustration of

when punching infout

pressing finger.

7. Latent fingerprint on the

surface of sensor

Clean sensor surface ( adhesive
tapes recommended)

8. Not enough finger pressure

Place the finger evenly on the
sensor with moderate pressure

9. Influence by fingerprint image
change

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

10. Fingerprint not enrolled yet

Place enrolled finger.

4.2

The machine cannot connect wi

th PC.

Reason

Solution

1. Communication method not set
correctly

Select the correct communication
method

2. Cable not plugged firmly or
cable hardware problem

Plug the cable firmly or change
another cable

3. Not able to connect COM
(wrong COM No)

Please enter the right COM No

4. Not able to connect TCP/IP
(wrong setting)

Refer to the manual for connecting
Time Attendance terminal

4.3

No records found though emplo

yee have clocked in/out.

Reason

Solution

1. Unit power break for a long
time (time turn to zero as default)

Synchronize the time
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2. Minority employee fingerprint
false accepted

1. Add records manually

2. Adjust fingerprint matching
precision

3. Change another finger and enroll
again.

4.4

Clock’s time works fine, but FP scanner is off, employee cannot attendance

Reason

Solution

1. Unit in dormancy status

Press any key to activate.

2. Fingerprint scanner abnormal

Restart the machine or change the
fingerprint module

4.5

We do not use the ID + fingerprint mode to verify

Reason

Solution

1. Wrong ID entered

Enter the right ID

2. This user has no right to use
1:1 identification method

Set 1:1 identification method for this
user.

4.6

The unit beeps automatically when no one punches in/out.

Reason

Solution

1. Direct sun light or too bright
light

Avoid direct sun light or other bright
light

2. Latent fingerprint on the
surface of sensor

Clean sensor surface (Adhesive
tapes recommended)

Please note: Should you have any other problems, please kindly email us the log

files in zip or rar (The log files are in Log directory in the installation directory of the

software)!
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ST  Appendix

The main theme of this chapter is the additional
information of this T&A including access control cable

connection and way of pressing finger.
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5 Appendix

5.1 Interface lllustration
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USB/Power TCP/IP

5.2 lllustration for pressing fingerprint

Correct method:

E R

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

Wrong method:

...5_._, ; N -
<2 I
b |
ir;_":: -:1! ]
Too small valid area left-of-center right-of center Defluxion Too down

1. It is better for each user to register two finger prints in case of one finger can
not work.

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

3. Keep the angle and direction of finger the same each time placing on scanner.

4. If your finger has sweat or water, please make it dry first and then register.
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5. If your finger is too dry, make it a little wet or touch the forehead to increase
oily of the finger, press a little hard on scanner. (the dry finger can cause the finger
image not clear.

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

7. You'd better register the thumb first, and then index finger or middle finger to

increase the precision.
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