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1. INTRODUCTION

This manual is to teach you how to install and use the Attendance Management system . The system is
for attendance management and communication with fingerprint or proximity card device.

It will teach you how to install the software and show you step by step how to input critical data into the
software. Lastly, it will show you some troubleshooting techniques in solving problems for the
software.

When launch the software, The default login account is “system”, and the password is blank (no
password).

=
% Account Isystem
Password I
Language  [Englsh [
W K | X Cancel |

Click J beside the Language field, can switch to other language, now it can support English,
Spanish and French.

2. INTERFACE PREVIEW

The software is window based. The interface between the software and user is through each window.
After authentication, it will show you the main window. For each item, it will show the child window.
The child window must locate inside the main window.

2.1 Main Window

The main window consists of the title bar, top pulled-down menu, hot menu, the content area and the
status bar. The title bar shows the software name. The top pulled-down menu covers all the items in the
software. The hot menu provides the quickest way for accessing the critical item. Finally, the status bar
shows the status of the system such as the current date and time.
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2.2 Child Window

The child window is invoked when you select a menu item. Each child window has its layout. Some are

similar and some are different. Most of child windows have the icon bar located at the top for choosing
different actions.

lick here to select Dept, 4 |
I Show sub-Department Find I
™ Show Resigned Staff
Marne | Staff Mo. |
Selact Staff
Account: O
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@ Staff Shift Srhednla

Fiadd W

w FriBatch Scheduling *ilelete oijModify

Refresh

[l Close

|C1ick here 1o SELEcT DEpL.

T
Deglll TRte TonlTT M=

T
|EIidIrate |

a1

[ Show sub-Department Find

[T Inelude resigned staff

Hame Staff Ho.

fceount: 0

View Shift Detail ‘

3. SOFTWARE CONFIGURATION

(BASIC PART)

(For Department, Staff,Device,Download, it has been covered by the quick guide)

Then, there is below step sequence, just follow that one by one and complete the configuration based

on your company fact/requirement.

Department

&

Holiday

Step I

Step II

Step III

o

Download

3.1 Holiday Management

=»

Holiday Allotment

Analysis

=

Device
E_.
& =
Shift Management Shift Allotment
Shift Pattern
o~

Attendance Detail Repart

Holiday is to identify the date for public holiday. In public holiday, staff need not be on duty.
To invoke the holiday management, just click the icon “Holiday Management”.
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Device Management  Attendance Man

© oa @

wiiload | Holiday  Holiday Alotrne

3.1.1 Add Holiday
To add a holiday calendar per year, click the button “Add Holiday”.

@ Public Holiday

J TiAdd Hliday *iDelete Holiday [SModify Holiday “-fui
Tear I]'[l:-lida}' Category Hame I fHoliday i
4 . .
B J FiAdd Detail ¥ iDelet
Eegin Date IEnd Tate
4

Input “Year” and “Category Name”. Click “OK” to proceed.

Edit Holiday Category @

Tear 2009

Category Hame |2|:I|:I‘3 sales calendar]

W UK | X Cancel |

After the input of holiday calendar, you can add detail date for the public holiday.

Fiadd Holiday  +iDelete Holiday  rEModify Holiday 8- Quick Setup F] cioe

]

Wmlete Detal 1=
~Bezin Date P Date |Hal

4

Year |PU.b].‘i.l3 Holidayr Name |

|
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Then, you will see an input window for the date range and the holiday name.

Edit Holiday Detail ﬁ'

Begin Date  |20108F 1H13H -]

End Date lzonasF1z 190 |

Holiday Hame |I31-|ri stmas

x Cancel |

Input the “Begin Date”, “End Date” and “Holiday Name”. Click “OK” to confirm. New holiday will be
added. Repeat the adding till public holidays have been added.

Tiadd Detal  *+iDelete Detal rEjModify Detai
Eiegin Date |End Date [Holiday Name |

|-

When you find some error in adding, you are free to choose to modify or delete the public holiday.

7iadd Det@ Detal  EEModify DED

E'e gin Date |End Tat———{Holidayllosme—" |

[

There is a quick setup that you can set up all Sunday as public holidays. So, you do not need to set them
one by one. To do so, click the button “Quick setup”.

9 Public Holiday

J F3Add Holiday *iDelete Holiday [ai|Modify Heliday “eb-Guick Sefup | Flclese

Tear IHoliday Category FHame I Holiday |
> . ; -
J FiAdd Detail *iDelete Detail rjModify Detail
Begin Date IEnd Date I]‘[olida}' Hame I
»
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You will see an input window with several check boxes.
Cruick Holiday Setting |

Tear  [$007 3

—Holiday ITER
W #11 Surfday
[ 411 Saturday

[T Alternate Heelend ¢ 1)
{¥ First week off
{" Second week off x Cancal

Check the check box “all Sunday” to assign all Sundays as public holiday.
Besides, you can select “Customize” to define a customized day off.

Ciick Holiday Setting |

Tear |2|:||:|T —

~Holiday Ttem

¥ 411 Sunday
[T 411 Saturday

v Lustomized
| ———

e Yeekend J 0K

Monday
Tuesday L. ¢
Wednesday |
Tfmr:za:y keele off x Cancel

Friday
Saturdarn

Click “Alternate Weekend” for alternate long week and short week.

Ciick Holiday Setting |

Tear |2|:||:|T —

~Holiday Ttem

v A11 Sunday
[T 411 Saturday

[¥ Customized

JDK
% First week off

= Second week off x Cancel
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Click “OK” to proceed. The system will generate a new holiday category with selected day in whole
year.

G Puhblic HEl]iliiEI.::."

Tihdd Holiday *iDelete Holiday IeiMedify Holiday “Ouick Setup | ] Close

Year |Holiday Category Hame ﬂ Holiday ]
2007 2007 Publie Holiday
- F3Add Detail F3Delete Detail [HfModify Det
Begin Date |End Date |]'[olida}' Hame
| |zo07/01/14 2007701714 Sunday
| |zoot/o1/21 zo07s01/E1 Sunday
| |zoots0i/za zo07r01/28 Sunday
| |zo07/02/04 200702704 Bl
[ |eoot/oz/11 20002411 Sunday
| |eo07/02/18 200702718 Sl
| |eoo7/0z/es 200Tf02/2S Sunday
| |2o07/03/04 200703704 Sunday
[ |zoot/os/1t z007s03c11 Sunday
| |zo07/03718 200770318 Sunday
| |zo07/03/25 200770325 Sunday
| 2007404701 2007/04/01 Sunday
Z007/04/08 2007/04/08 Sunday
| |zo07/04/15 2007/04/15 Bl
— | |eooT/oa/ez 2o07/04/22 Sunday
l|—| Lr | | 2007,04/29 2007,/04/29 Sunday

3.1.2 Holiday Allotment
After defining Public Holidays, the holiday must be allotted to staff before they are taking effect.
To invoke the “Holiday Allotment”, click the icon “Holiday Allotment”.

. &

ad Hu:ulidaﬁ-' oliday Alotrmgnt | Shift Mana
v

In the holiday allotment window, you can allot holiday calendar to one department or a list of
departments. Single Allotment is to allot holiday calendar to the highlighted department. Batch
Allotment is for multi departments.
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'__':‘; Holiday Allotment

rESingle #llotment ?EBatch #llotment 'E]]elete #llotment | [l Close

I]'[u:-liday Category Hame I

01 JUEH
2. [02]5ales
E’—E—.g [03]5hipping

Tisingle AIIDtmm Batch sllotrment *iDelete allotment K doze
=-I== Holiday Allotment ]
pany Ld . -
I%—e [1E1Hotel Company L. |Yea:r |H0].1.day Cate gory Name |
2. [2ATDEF Comparny Ltd. ﬂ

Holiday Allobment

Dept. |

Holiday | j

FR o]

W OK | K Cancel |

For batch allotment, just click the button “batch allotment” and a multi-selection window will be seen.
Tick any departments that you want to allot and select the appropriate holiday. Click button “ok” after
the input.

Batch Setting Up Organization Holiday

H % Department
=-[v|E2: [01]uEM Holiday
: zf'.ﬁ [02]5ales

; zf'.ﬁ [03]Shippin

o 0K

x Cancel

The Holiday will be allotted to selected departments.
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-1-E2z Holiday Allotment l

Fod Jima

“J" a1 Tear |]'[-:-lida3r Category Hame
es

=E 1%
2. [03]5hipping

[04]L.T.

r

Continue the above process till all allotment has been done.

3.2 Shift Management

Shift refers to the preset in and out time in a date. For example, you can input the in and out time
as 09:00 and 18:00 correspondingly in a day. Or, you can input 09:00 and 13:00 for a shift to
represent half day in Saturday.

It consists of header and detail (time zones). You need to input both the header and detail to finish
the setup of shift management.

To invoke the shift management module, click the icon “Shift Management”.

&

Pattern Shift Schedule | Analysis &tte

Shift Management  Shi

3.2.1 Add a Shift
Click the top button “New Shift” to add a new header.

) 2hift Management

+iDelete Shift roiModify Shift | Shift Type | []Close

Shift Ho. Shift Hame [Total Time [Default Shift [Remark
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Crder Mo, [

Shift Mo, |
Mame |
I Default Shaft
Eemark 0K
by 3 Cancel

—_
El
]

o

You will see an edit window for input of Shift header. The first field is order number. It is to control the
arrangement of the shift. Input “Shift No.” and provide a “Name” for the new shift. If it is the default
shift, click the check box “default shift”. If a staff does not have any shift arrangement, the system will
get the default shift automatically. Lastly, input any remark that you may want the system to keep.
Finally, click “OK” to save the shift header.

To add a detail information (time zone) for a shift, select the new shift and then click “Add Detail”.
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—

Shift FiFew Shift *iDelete Shift [BMedify Shift | Shift Type | [ Close

#11 Shifts |

Shi £t Ho. [Shift Wame |Total Time [Defamlt Shift [Remarlk

L

JShift Detail FRtpRETTevsTr] Silelete Detail [EModify Datail

PeriodIIn T i TimeIDut SwipeICalculatelCalculate Out-Early DverTimeIM:sent

L4

4] |

Add Shift Detail

Shift Name K001 Period 2
In
] Earliest In In Time Allow Late_In
b (hh:mm) (hhamm) 00:15 {minuta)
(Defanlt = -5 min) W MNeed Swipe W Count Late_Arrival

™ Early In = Cvertime {after = late 1n)

ot
Allow Early_out Ot Time Latest Cut w
00:15 {minute) (hh:mm) (hh:mm)
X Cancel

W Count Early_Cut v MNeed Swipe (Default = +5 min)
(before = sarly out) [~ Late Qut = Overtims [ 1
] Argument
™ OT Shift Work Time 00:00
Mid Time l— Break Time l—
(Intelligent Report) Actnal Work_Time ’—

Then, you will see a popup edit window. In this window, you need to input the in time and out time.
Need Swipe

The in time and out time can be chosen for swiping or not. If the check box “need swipe” is not checked, it means that staff
does not need to punch. The system will assign the time for the staff automatically and disregard any swipe time. For
example, if the in time is 08:00, the system will assign the in time to the attendance record.
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Earliest In

For in time, you need to input also the earliest in time as a limit. The system will start to count the in time from the earliest in
time onwards. Time before this time will be ignored. For example, the time is set to be 07:00. That means for staff swiping
card on/after 07:00, the swipe records will be considered as a valid clock in record. If staff swipe at 6:59 or before, the
system will ignore those records, and they will be taking into account during attendance analysis. However, those times will
also be seen in raw swipe record.

Latest Out

The possible latest clock out time. The idea is same as the “Earliest In”, but this is for clock out time.
Similarly, the system will ignore the time after latest out time.

(For “Earliest In” and “Latest Out” to take effect, a analysis parameter must be set, refer to Section
14.1 for details)

Count Late Arrival

This check box is to select whether to count late arrival. If you choose not to count late arrival, you will
not get any figure about the late in time. For example, the preset in time is 09:00. If the actual in time is
09:17, the system will show the actual time as usual but the late in column will be blank.

Count Early Out

This check box is to select whether to count early out. If you choose not to check this, the system will
not calculate the early out time. You will see the column blank in attendance report.
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Allow Late In

A buffering time zone for late arrival. In this example, the setting is 00:15, which means 15 minutes
buffering time is provided. For staff arriving at 09:15 or before, the system will not count the staff as
late arrival. However, if staff arrives at 09:16, then the staff is late, and the late time will be 16 minutes,
instead of 1 minute.

Allow Early Out

A buffering time zone for early off. The concept is same as “Allow Late In”.

Early In = Overtime

Count the work time before “In Time” as overtime. The default cut off time is “in time” less one
minute. But, you can choose to change the cut off time. For example, you can change the cutoff time to
08:29. If the staff arrives at 08:10, the overtime calculated is 20 minutes instead of 50 minutes.

(Default = -3 min) v Teed Swipe [ Co

v Early In = Cvertime {after

mt

Late Out = Overtime

Count the work time after “Out Time” as overtime.

OT Shift

It defines whether the shift is an Overtime Shift. If it is overtime shift, the working time will be counted
in the overtime column.

Mid Time

Mid Time is the middle time between in and out for finding the lunch time automatically in the
attendance intelligent report. The report will find out the lunch out and in time by looking for the time
near the mid time, left and right. The default mid time is the middle time between in and out. You can
change it to the time that you want.

Work Time

Work time is the calculated working time by the difference of out and in time. Some customers need to
less the work time from the lunch time. Then, you can input the break time to have the actual work time.
The actual work time is the calculated work time less the break time. Attendance report will show the
actual work time rather than the calculated work time.
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3.2.2 Shift Pattern Management
After setting the “Shifts”, user has to define the shift pattern. Shift pattern describes work hour in each
day on a yearly/monthly/weekly base.

Add Weekly-based Shift Pattern

Go to “Attendance Management” and then “Shift Pattern Management”.

Device Management (00 | Attendance Management (T3 Eeport B) 1

=l Public Holidagr ()
%i =& =  Holiday &Allotment )

Fingerprint Downla ) Bdule
Shift Management (2

Shift Pattern Management (F)

ataff Shift chedule (F

Select “Weekly” and then click “New Pattern”.

;'"Eﬂew Fattern r'EDelete Fattern H-:n:lif}' Fattern [| Clo=ze

Yearly | ﬁunthl}'

Shift Wame Shi ft ]

Ld

Fiadd FiDelete [EjEdit

Input “Name” for new shift pattern.

Edit #haft

Type
L:am e |S tandard
I
gy |

W UK | X Cancel |

Select the new shift pattern and then click “Add”.

© Edit Shift Pattern

?EHew Fattern r'EDelete Fattern Mu:-dif}' Fattern [| Close

Yearl}'] Monthly  Weeldy Cust-:-mize]
(e {Fremrarke
4

+iDelete rEJEdit

o[Start Date [Shift Hame




Select “Begin Date”.

Edit 3hift Detadl

Shift Ho. 1

| ————
Fegin Date| |

Edit 3hift Detadl

Shift Hn.l 1
Bezin Dateannda}' "’l

Shift Hame | | |
Find | ﬂ

Shift Ho|Shift Hame

—eas 585

Click “OK” to proceed.

Edit 3hift Detadl

Shift Ho. 1
Begin Date|Monday -

Shift Hame

Shift will be assigned to selected day.
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Shi £t ]

Fiadd FiDelete [H|Edit

Order No|Start Date [Shift Hame

¥

Repeat Above Step until all work days have been assigned with a shift.

(Notes: If shift in next work day is same as the one in previous day, no shift assignment is required,
as the system will automatically use the shift in previous for days without shift assignment.)

In the following example, the shift pattern will be:

Mon — Fri: Shift 0900-1800

Sat: Shift 0900-1300

Sun: Ignored as it is set to be public holiday (Refer to Section 7 for details)

Shift

Tiadd  FiDelete [EEdit

Order Ho|Start Date |Shift Hame

WeelkdapMOW 0300-1500

Click “Close” to exit.

3.2.3 Staff Shift Schedule

After setting shift pattern, user has to assign the shift pattern to staffs. For staffs without any
assigned shift, no attendance records will be shown in attendance reports.

3.2.3.1 Add New Schedule

& c3:

Holiday Holiday Allotment Shift Management Shift Allotment
Shift Pattern

Click “Batch Scheduling”.

B Shift Assignment

T3Add Hew [PiBatch Scheduling |[*iDelete [SModify | [$]Refresh | []Close

Click here to select Dapt. M Begin Date |Shift Hame |End Da

[~ Show sub-Department Find B

[ Include resigned staff

Hame Staff Ho.
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Click “Select staff™.

Il Batch Scheduling

Select | Assign Shift

] Select Staffl 4 Cancel Staff | [-1

| e Begin Date
L J.].I.LI.I
|2007/07/03 -]
Hame | Staff Ho. |
End Date

[+ Ho Ending Date

Click “Click here to select Dept.”, and then select the target department.

Click here to select Dept. j@l
Find| v oK

=Bz [01UEM
""" z‘—f'ﬂ [02]54ales
""" z‘—f'ﬂ [03]5hipping

&

Cancel

Acount; O

Put a tick in the box for all target staff. Or, right-click on the blank area, click “Select All” on the popup
menu to select all listed staffs. Click “OK” to proceed.
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Select Btaff
| [01 JUEN | @
o O

[v Show sub—Tepartmen Find _
[~ Show Resigned Staff x Cancel
ﬁ!: :Lﬂ.].l. EU.
 Bryan Q0000001
O Eric Q0000002
i Iy 00000003

| SEIELT

Unslect A11

eount: 3 Inverse Selectinnl

Select shift pattern in “Assign Shift”, and then set the “Begin Date” and “End Date”. The system default
setting is no end date.

W Eatch Scheduling

Select | femies Shag
FSelect Staff j# Cancel Stari IS
i Begin Date
Find
|z007 /07 /03 -]
Hame Staff Na.
End Uate
€ Bryan 00000001 )
Cric 00000002 v Ho Ending Date
€ Iy 00000003

o 0K
C 1
ot 3 _ X cence |

Un-tick the “No Ending Date” if there is a specify end date for the assigned shift pattern. Click “OK” to
proceed.
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Jelect ] Az=zign Shift
3 Select Staff i Cancel Staff | |Stendard =]
- Eezin Date
Find
|2007 /0703 ~]
Hame Staff He.
End Date
€ Bryan 00000001 .
€ Eric 00000002 [™ Ho Ending Date
€ Iy 00000003 [2007/10/31 =]
J 1]:4
x Canecel
Count: 3

The selected shift pattern will then be assigned to the staffs in the specified period. Click “Cancel” to
close the Batch Scheduling Window.

Salect | hssign Shift
) Selact Staff jé Cancel Staff |Standard |
o Eegin Date

Find

|2007 /0703 =]
Hame Staff Ho.

End Date
€ Bryan 00000001 .
€ Eric oonononE [ Ho Ending Date
€ Iy 00000003 [2007/10/31 ~]

W UK
x Canrcel |

Count: 3

3.2.3.2 Modify/Delete A Shift Schedule
Go to “Attendance Management” and then “Staff Shift Schedule”.
Click on “Click here to select Dept.” and then select the department.
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J Fihdd Hew FriBatch Scheduling +

_EDelete Modify | Refresh | EClose
-ﬁick here to select Dept. -| 3% Begin Date IShift Hame IEnd Tate I
rlna.i I
=)-F2 [011uEM
By [02]34les
o-fog [03]8hipping
ofeg [41I.T,
hoount: O

View Shift Detail |

Click on “Click here to select Dept.” and then select the department.

Select particular staff, corresponding shift schedule will be shown. Select the shift schedule which
required being deleted/modified.

J Tihdd New 3*iBatch Scheduling *iDelete [EjModify | [$]Refresh | ] Close

| (0215 41es

j ﬁl Begin Date IShift Hame
[T Show sub-Department Find I T

[T Include resigned staff

Click “Delete”/"Modify” to delete/modify a shift schedules.

IEnd Date I

Hame
= o
A

| Staff Wa. |

Cooooee g

J Fihdd Few FriBatch Schedulind [ Refrash | ] Cloze
| (0215 41es

| ,ﬁ' Begin Date [Shift Hame
4
[ Show sub-Department Find I B

[T Include resigned staff

IEnd Date I

Hame

| Staff Wa. |
 Bryan 00000001

3.3 Attendance Analysis

3.3.1 Analysis Configuration

Go to “Attendance Management” and then “Attendance Analysis™.
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ipe Eecord]
Device Management (00 | Attendance Management (Td  Repart (B

L Fublic Holiday (F)
% Q— Holidayr 4lotment (H)
ngerprint Download ) e M
Shift Management 2

Close Shift Pattern Management (F)

egZin Datelm wtadf Shaft Schedule (F)
Temp Shift Management (T)

| 4

# Show Ignored Record: i
Crvertime Management (20

Abzence Management (40

Swipe Time

Manmwal Adjustment (i)
Raw Swipe Eecond (R)

Attendance &nalvsdz ()

Click “Analysis Parameter” to configure the analysis rules.

'@ Sttendance Analyss

|ﬁ.nal}'sis Farameter | [| Cloze

Begin Date |2UDT;‘EITHE|1 ﬂ

F]Select Staff §# Cancel Staff

Find

Hame Staff Ho.

Fnd Date |2007/07/04 |

Parameter Info

1. Hot swipe at In/Out controll

2. Work time minimal unit 1s 1

2. Abzent time mimimal unit 1=

In/Out Attendance Rule: The default setting is “Ignore In/Out”. This one should not be changed.
Work Time Unit (min): Minimum step unit of work time.

Absent Time Unit (min): Minimum step unit of absent time.

Treat invalid Swipes as Absence: If either clock-in or clock-out record is missing, the system will treat
it as absence.

Match 1/0O record according to Shift def.: Once this option is enabled, system will search for valid
attendance records according to the “Earliest In” and “Latest Out” settings (Refer to Section 8.1.5 for
details)

Click “Save” to save and exit.
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Configure Parameter
In/Cut Attendance Rule
CGexhow ¢ LEekOn

W Match In Cut record according te Shaft definition

I Invalid Swipe as Absence

Work Time Mimimum Unit 1 &l (miny  (troncate) {work_time, eatly_in, late_out)
Absent_Time Mintmom_Umt g Al (mmy  (fill up) {late_inearly_ont)
Overtime Mintmom Unat 1 & {mm)  (troncate) {overtime)

W Actnal Work Time = Work Time - Late_in Time Save

_Bse |
Kl Exit

W Actnal Work Time = Weork Time - Early_out Time

K

3.3.2 Do Analysis

Go to “Attendance Management” and then “Attendance Analysis”.

ipEe Feco ]_'li]

Dievice Management O | Attendance Management (Td  Report &)

=l Public Holiday &3
‘% % Holidayr Allotment (H)

ngerprint Download ) a M
Shift Management &)

Closze Bhift Patten Management (£

egin DateIEDDT—DT—Dl sttt Shift Schedule )
Temp Shaft Management (T

# Show Ignored Record:

||I4|

Crvertime Management (20
Abzence Management (40

Swipe Time

Manmwal Adjustment (i)
Raw Swipe Eecond (R)

Click “By Dept.” and then select departments for analysis.
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T A thend ance b

J P hnalyzre B Stop ﬁ.nal}'sis Fara
By Dept.|| By Staf|

i w]Ie [02]15ales
z%'.g [03]15hipping

J P hnalyre B Stop ﬁmal}'sis Faran

By Dept.| By Staff |

) Select Staff| j# Cancel Staff

Find |

Hame | Staff Wa |

Specify the “Begin Date” and “End Date”, and then click “Analyze” to start the analysis.

& Atendance Ay

—*'hﬁi'rﬂ—l. Stop ﬁ.malysis Faramater | [' Cloze
H”‘_l"’?'!' taff | Begin Date |2007/06,01 ~]
= V. I
o [w]iz; [02]5ales End Date |2007/06/30 ]|
-[v]I=z [03]1Shipping
o [w|E=; [04]I.T. |—Parameter Info

Wait until the progress bar reach 100%.
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J P inslyze Ml Stop E.t’malysis Parameter | .Close

By Dept. |By Statf] e EETEE |
E1-[w]E2e [011UEN
End Date |2D0T/08/30 |

~FParameter Info

1. Hot swipe at In/Out controllers.

2, Work time minimal unit is 1 min.

2. Abzent time minimal unit iz 1 min

3. Late time deducted from actual work time.

4. Out-Early time deducted from actual work time.

5. Hot caleulating wrong swipe records.

B. Find swipe time range from Shift definition.

T. Daily work time i=: 480 min.

33%

IStaff:Bryan |Attendance analysis in progress, please wait. ..

Click “Close” to exit.

J P dnalyze [ Stop ﬁ.nal}fsis Parameter| | [|Cl-:-5e

By Dept. |By Staff|

Begin Date |2007/06/01

[

[v|E2: [03]5hipping

[VIZee [02]5ales End Date |2007/08/30

=l

[v|F2. [04]11.T. “Parameter Info

3.4 Generate Reports

3.4.1 Raw Swipe Record Report
Show all swipe record for selected staffs.

Go to “Report” and then “Raw Swipe Record”.

Attendance Mansgement (T) | Eeport (B)  Window (W) Help H)
Department Info ()

g 4 Staff Information (F)

ad Shift Setting Shi:

L W pE RGO LR

Shift Scbednle (T

Click “Select Dept.” or “Select Staff” to select department or staff.
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e Fecord Eeport

?{ESearch ElPrevi Ew Print

celect llept. |Select Stafd

- m Lepartment
=-[v| s [01]UEM
z%—.g [02]5ales
z‘—;—.g [03]5hipping
[w|Iz: [04]I.T.

Specify the “Begin Time” and “End Time” and then click “Search”.

swipe Record Report
:{:.:.earcn Ell"review Print Exl:u:urt [l Close

select Tlept. lSelect Staff] Or dex |B}' Tept. ﬂ
= h Department - -
i T 2007/07,/01
= Tv|T=. [01]UEM egin Time | FOTF ﬂ
[w]iz, [02]5ales End Time  [2007/07/04 |
h [03]5hipping o ——
E—.g [D'qz]I T m; TEY I
[v Show Marual Entries

Raw swipe records will be listed.

e Record Report
?{iSearch &Preview Print Export [l Close

Select Dapt. ]5912Ct Staff] Order |By Dept. | [ Show swipe record seconds

= I et hidh d
IZZPE;?E; Begin Time |2007/07/01 57| W Sswee de nith 2o rosmsds

V¥ Show only once for repeated swipes

Z%‘rs [0z]5ales End Time 2007/07/04 :‘v ¥ Use Delimiter for same staff

[03]Shippi
% [04]1.;)ng Telimites | ™ Show In/Dut

[¥ Show Marmal Entries
Domd |l L [ o | Y P

Sales 00000001 Bryan 2007-07-01 (SUK)
2007-07-02 (MOK)
2007-07-03 (TUE)
. . . 2007-07-04 (KED) 09:00 15:00
Shipping 00000003 Ty 2007-07-01 (SUK)
2007-07-0Z2 (MOK)
2007-07-03 (TUE)
. . . 2007-07-04 (KED)
LT 00000002 Eric 2007-07-01 (SUK)
2007-07-02 (MOK)
2007-07-03 (TUE) 19:56 19:56 21:54
2007-07-04 (YED)

Click “Preview” to preview print layout; click “Print” to print the report; click “Export” to export the
report to excel file.
(Notes: To export the report to excel file, Microsoft Excel must be installed on the computer)

revlew rin E;EXPDrE I

3.4.2 Attendance Detail Report

Go to “Report” and then “Attendance Detail Report”.
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Attendance Management (T | Beport (B)  Window (W) Help (H)
Department Info (F)

2 5 Staff Information ()

ad Shift Zetting Shi:

Eaw Swipe Record () -
mhift Bchedule (T)

ort (2
Click “Select Dept.” or “Select Staff” to select department or staff.

G Attendance Detail Feport

Ex Dept. By Staff |

F|Select Staff §#° Cancel Staff

Find

Hame Staff Ho.

Specify the “Begin Date” and “End Date”.
=l

Ell"review %Print| Excel |[|Cl-:-5e

Eezin Date|mrrl:|7frl:ll ﬂ

End Date|2007/07/04 Rd

Click “Preview” to preview print layout; click “Print” to print the report; click “Excel” to export the
report to excel file.
(Notes: To export the report to excel file, Microsoft Excel must be installed on the computer)

—[Olx]
[' Clase

El Frevis

% Frint | Excel

4. SOFTWARE OPERATION (ADVANCED PART)
4.1 Temp Shift Management

Instead of assigning shift to staff by shift pattern, user can assign the shift directly to staff on
particular dates, which is called “Temp Shift”. Temp Shift has highest priority in the system.
Once temp shift is assigned on particular date, it will override all Holiday or Shift Schedule
settings.

4.1.1 Add Temp Shift
Go to “Attendance Management” and then “Temp Shift Management”.

28 of 48



Dievice Mansgement T | Attendance Mansgement (T)  Eeport (&)

= Public Holidax (F
\% .L_‘_c Holiday Allotment (H) '
Fingerprint Downlo ) Edul e
Shaft Management &)

Shift Pattern Management ()

Staff Shift Schedule (F
Temp whitt Mansgement (1)

A heence Management (40

Click on “Click here to select Dept.” and then select the department.
S
o

T3Add New 3*3Batch Scheduling *+iDelete rHiMedify

IjEln:k here to zelact lept., = M Berin Date|?007-05-01
o =

Find | | Date |2007-08-01

signed Dat|Shift

h [03]15hipping

I=. [04]1.T.

Select staff and then click “Add New”.

Tihdd Hew [L*iBatch Scheduling

=] 4|

[ Show sub-Department Find
[ Show Resigned Staff

—| [He]sales

Staff Ho.

Hame
£ PO T

Select “Shift Name”, and then click v to confirm.
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Shift Hame | [01]0900-1800 -
Begin Date ol |
|C"L'fl 7 S T 1 -~
End Ilatel

0900-1800
oT

=]
Specify the “Begin Date” and “End Date”, and then click “OK” to save.

Begin Date |Z00T-05-00 Jid |
End Date [2007-05-08 |
& UK | X Cancel |

The assigned Temp Shift will be displayed.

[[0215aLes B pin peefoor oot 7| -,
[ Show sub-Tepartment Find End Date |2EIEIT—EIB—|:IE| ﬂ (v De
[ Show Resi d Staff

o# Resigne 2 | hz=izned DatlShift Ha. |Shift Hame
[ Hame Staff No. IIL
I| ﬁ Bryan T

4.2 Absence Management

“Absence Management” handles all absence records of staffs. The records might be annual leave, sick
leave, etc. User can also add special records such as “Meeting with customer”, “Business trip”, etc.

4.2.1 Define Absence Reason

Go to “Attendance Management” and then “Absence Management”.
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Dievice Management T0 | Attendance Mansgement (T)  Eeport (&)

=l Public Holidax (F
% r:g Holiday Allotment (H) '
Fingerprint Downle Edul e

Shaft Management &)
Shift Pattern Management ()

Staff Shift Bchedule (F)
Temp Shift Management (T)

Creertime Management (0)

B USRI Ll gL (A

Click “Absence Reason”.

J rEAdd Hew rEBatch Regi=ztration rEDelete Hodif Absence Reason Rbsence Type

| [
[Click here to select Dept. =184 sein pace |2nu*ﬁﬂ‘v nd Date [2007/07/03
™ Show =sub-Department Findl Eegin TimeIfo Tuty ReasonIEnd Time IHeed
™ Show Resigned Staff -
Fame | Staff Ho. |
heount: 0

Click “New” to add new absence reason. Input all the absence reasons and then click “Save”.

O1ff Dnrty Beason |
Hame |ﬂ
| Ferzonal Leave ?_ Hew
| Antmal Leawve
_Sick Leawve = Delete
Ho Faid Leawe
[*| Trawvel Modi £y

Click “Close” to exit.
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Stoclk IILEPEl:til:IIL

Hame ﬂ

Fer=sonal Leaws ;": Hew
_ﬁm.nual Leave
_Sick Leaws =i Delete
:H-:n Faid Leave =

Tr awel Modi fy

\/ Save

1 [| Close

4.2.2 Add Single Absence/Leave Record
Go to “Attendance Management” and then “Absence Management”.
Click on “Click here to select Dept.” and then select the department.
T
ot

?Ekdd Hew ?EBatch Fegistration fEDelete Mndif}'

Llick here to selact lept. : Begin Date 2007/

i
1
EIE

Begin Time|0ff I

=, [03]
I=. [04]1.T.

Select staff and then click “Add New”.

'@ Ahsence Management

'EBat-:h Registration 1-

LU zales j ﬂ|
[T Show sub-Department Find

[~ Show Resigned Staff

Staff Ho.

[Hane
(| & Corem—r

Select “Off Duty Reason”, and then specify the “Begin Date”, “Begin Time”, “End Date” and “End
Time”.
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Ldd Lbzence B

Begin Date[03  July , 200 ]

Begin Time |09:00

End Date[03  July , 200v|

End Time |15 00 W K

Claocl—in REequired |+

x Cancel
Clocl—out Required [v

If staff is absence for half-day or a couple hours, user has to specify whether the staff still need to swipe
card or not. If no swiping card are required, the system regard the “Begin Time” and “End Time” as
clock-in time and clock out time accordingly.

Clock-in Required: Staff has to swipe card during on duty.

Clock-out Required: Staff has to swipe card during off duty.

Add 4bzence B

0ff Duty ST o conal Leave

Begin Date[03  July , 20C |

Begin Time [09:00

End Date[03  July , 20C~|

End Time |15:00 W K

Llockin Kequired v

x Cancel

Clock—out Regquired [v

Uit lluty type| -

Days |0

Include OT [

Specify the number of “Days” that the leave/absence taken. User can input “0.1”, “0.5” or “1”, etc.
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0ff Dmty Reason

‘ersonal Leave

Begin Date[03  Tuly , 200~
Begin Time |09:00
End Date|03  July , 20C~]

End Time[16 00 o UK

Cloclkin Required [v

x Cancel
Clock—out Beguired [v

=

0ff Tty type |

Day= ||:|

IncTade O [

Click “OK” to save. The new absence record will be shown.

Begin Date [2007/07/01 >| End Date [2007/07/03

=

T T
begin [ime |ULE [ty Feason [End Time

I I
|HEEI1 L.J.DCl'._ll'llﬂEEEl Llock= o

Ld

4.2.3 Batch Absence/Leave Record Registration

Go to “Attendance Management” and then “Absence Management”.

Click “Batch Registration™.

T iAdd Hew

- Filelete [ajModify
|C1iu:1': here to select [ept. - Bezin Date |2007/

[ Show sub—Department Find|

Begin Time|Off D

[ Zhow Resigned Staff
Staff Ha.

Hame

Click “Select staftf™.
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Ml Batch & bsence

Select l

(é.__:?]Select Staff K Femowe User
=P

Hame Staff Na.

Click “Click here to select Dept.”, and then select the target department.

]

|Cli|:1': here to select Dept. j m”
Find| v X
|- f2= [01TUEM K Cancal
2. [02]5ales
h [03]5hipping

5. [N

Acount: O

Put a tick in the box for all target staff. Or, right-click on the blank area, click “Select All” on the popup
menu to select all listed staffs. Click “OK” to proceed.

delect Staff

| [01 JUEN | @
V’DK

[v Show sub-Tlepartmen Find _

[ Show Resigned Staff

x Cancel
m: :Lﬂ.l.l. EU.
! Bryan 00000001
FEric 000000z
Iy 00000003
| melecT

Uneelect 11

Inverse Helection
Acount: 3 I

35 of 48



After selecting staffs, input all necessary information. (Refer to Step 11.2.4 to 11.2.7 for details)

I Baich Lbzence F

Select l
Select Staff yRemove User Abzence Reason |Travel j
Find Begin Date [02  July , 20C~|
Hame St aff Ho. Begin Time (09:00
€ Eryan 00000001 Bad Dete[0z Ty . 2nz]
W Eric 00000002
Iy 00000003 End Time [18:00
Cloclin Required [w
Clocl—out Reguired v
OEf Duty Type | =]
Dazys= Ili
Include OT [
Count: 3 J UK x Cancel

Click “OK” to save and then click “Cancel” to exit.

4.3 Manual Adjustment

If staff does not have either clock-in or clock-out record, the system will not able to generate an
accurate attendance report. User must add the record manually.
4.3.1 Add Swipe Record

Before adding swipe record, “Adjustment Reason” has to be defined first. Go to “Staff Information”
and then “Basic Information”.

)

£
Department Management (L) —

Department ) ht Downlo:

Staff Managzerment (2

Select “Manual Adjustment Reason”
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Bazic Information

Department Type j

DLty -
Contract Type

Education T3 Add
Title -
Palitical Party
Device Model 5 Delete

Modify

'/ Save

F] close

Click “Add” to add new reason and then click “Save”. Click “Close” to exit.

Basic Information |
|Mar'|ual Adjustrnent Reason j
fiual Adjustrent Reaso
, T add

Rorgot to bring card
M|Aorgat to swipe card

ard darnaged i Delete

Madify

=

Go to “Attendance Management” and then “Manual Adjustment”.
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Device Management @) | Attendance Management (T7  Report B)

il Public Halidaxr (F)
% g Holiday Allatment (H) !
Fingerprint Downle ) Edule
Shaft Management (2
Shift Pattern Management (F)

ataff Bhift Schedule F)
Temp Shift Management (T)

Crertimne Management (20
Abzence Management ()

Mannal Adjnstment (k43

R Siripo-Freonra- B

Click on “Click here to select Dept.” and then select the department.
e‘

;'"Eﬁ.dd Hew ;'"EBatch Registration r'EDelete

Llick here to select lept. ] ﬁ gt 1

Find| B
- [+ Show
Sign T:

h [03]15hipping [—

I=. [04]1.T.

Select staff and then click “Add New”.

;'"Eﬁ.dd Hew thatch Regiztration rEIlelete
[0z] E= ﬂ M| Begin
[ Show sub-Department Find [ Sh

[ Show Resigned Staff

Sign

Hame Ztaff Ho. L

& TR (T T

—|

Specify “Adjustment Date”, “Adjustment Time” and select “Adjustment Reason”. Click “OK” to add
new record.
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&dd manval swipe record

Adjustment Date Adjustment Beason
|2007/07/04 v  [card damaged |
Adjustment Tige

[05: 00 Fm cow | Vv 0K ||
15:00 ~ T Py

I | = — | xCaIu:ell

Il |FIn i Out |

I |FIn r'l:lut|

4.4 Check Raw Swipe Record

Go to “Attendance Management” and then “Raw Swipe Record”

Dievice Management (D) | Atendance Management (T)  Eeport (&)

=l Public Holidaxr (B3
I%i = -  Holiday &lotment () !
Fingerprint Downla Edul e

Shaft Management (23 E—
Shift Pattern Managenment (P

Staff Slaft Schedule (F)
Temp Shift Management (T

Orvertime Management (20
A bzence Management (4

1x

IO 2 (LTI vy

Click on “Click here to select Dept.” and then select the department.

E wipe Fecord
J H-:-dif}' rEDelete | FﬂRefresh | ﬂ Cloze

Click herd to select Dept. j ﬂl Begih Datel
Findl ﬁl ¥ Show Iz

Swipe Tim

Select target staff and the then specify “Begin Date” and “End Date”. All swipe records in the specified
time period will be listed.
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ilelete | Refresh | [l Clase
——
I[D4]I.T. ;Iﬁl Begin DateIZU T/OTF01 LI End Datelm

T Show sub-Department Findl ¥ Show Ignored Records
[~ Show Resigned Staff Swipe Ting oot [Tenored] -

Hame ]
& | oooooooz | |2007-07-0B 19:56:38  Unmown | [
2007-07-05 21:54:34  Unlmown [ |

Acount: 1 LI
4.5 Check System Log

System log is to check the login and logout status. Besides, it allows you to set the system company
name. And, you can select the default interface language in this window.

& System Log D@@
&l ]Logln lng ] Logout lng ] Trwalid Login ] Module Operation ] Other infio ]
Date |2009-0825 | to |2009-0904 7|  Aceount [<al> - 203 Query
Date Time [sccount  [Type |Log message [ A

A0 TR 023051 SYETEM  Swystem Administrier Login: succeedsd !

14
:2039—09—04 TR ORIL08 SYSTEM  System Administacr Login: succeeded !

Clear eoerd vndl 2003-0825 Clear Record

Company |

sz W Fosiu [ TAL0000 W x629ufu2l00 W xE35u W oxed4su W TaD Save Setting

e

When you have input of the company name, remember to click the button “Save Company” to save the
name. Then, the company name will be shown in all reports of the system.

Similarly, when you have selected the interface language, you need to click the button “Save Setting” to
save the selection.

5. OTHER SYSTEM OPERATION

System Tool
System tool is mainly for doing housekeeping job of the system.
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):' System Tool
Database Processing Fecord Processing  Import Staff Info

Database Location

J:4p: nionAttend dbtesty

Database Backup Location
|J SprojectilUnionAttend bintbackuph

Staff Photo Storage Directory

Language Maintenance G Lan G

Generate Lang {cn)

Operator Status

EEX

5.1 Path Setting

It is for setting the location of different items such as database location, backup location and photo
location. Photo location is to put the file of image for each staff. Backup location is the path for storing
backup data. Database location is the path for storing the access database (imsds.mdb) and the

corresponding system database (system.mdw).
5.2 Database Backup

It is to backup the whole database into other area. Then, you may copy the backup to other removable

media for off-site backup.

):' System Tool

¥ Record Processing  Import Staff Info

Configure Databaze Location
Configure Database Backup Location
Etaff Photo Storage Directoryr

Backup D :
Rebuild Database Index 5
Compact Database

Exit

Language Maintenance ConmwEe Lo ()

CGrenerate Lang {end

EEX]
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Datahase Backnup Configuration

X)

Target File |J:RprDjectRUniDnAttendRhin‘;backumimsdb_EDDQDQDAI.mdb J

F] Ezit

The default backup file name will be displayed. If you accept the name, you just click the button “Start”
or you can change it. The default path is the backup location stored in the system. Once you finish the
backup process, you can copy the backup file to other removable media for off-site backup.

To restore the database, you do not need the system interface. You just copy the imsdb_yyyymmdd.mdb
back to the database directory and rename to imsdb.mdb. Please be reminded that the authentication
database “system.mdw” must be present in the same directory as that of imsdb.mdb. Otherwise, you
cannot access to the database.

5.3 Rebuild Database Index

Database use index to search records so that you can get a list of records quickly. Without index, the
searching will take more time. Rebuild database index is to reorganize the index structure so that the
speed of searching will be increased.

A&~ System Tool

Record Processing  Import Staff Info
Configure Databaze Location
Configure Databaze Backop Location
Staff Photo Storage Directory

Database Processing

Backup Database
Rebuild Database Index

Commpact Database

Exit

5.4 Compact Database

Database operation will cause the fragmentation in the blocks of the database. Block is the basic
component of database. Compact database will do the de-fragmentation of these blocks which will
increase the speed of performance of operation.
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A&~ System Tool
Databasze P it Fecond Processing  Tmport 3taff Info

Confizgure Database Location
Configure Database Backup Location
Staff Photo Storage Directory

Backup Database
Febuild Databaze Index

Compact Database

Exit

5.5 Remove Antique Record

Day by day, the records in the system will be accumulated and the database size will be very large. This
item can be used to remove the old records so that the database size will be cut down.

4~ System Tool

Imnport Staff Info

Database Processing WECHo0y

Export Attendance Eecord
Clear Duplicated Fecord

Catabase Locat
I Tni

Diatabazse Backup Location
|.T MprojectiUnion A ttendbinbackuph

taff Phata Stavama Thvactaves

When you invoke the item, a window will be displayed for asking the “Due Date”.
(Notes: the “Due Date” CANNOT be the date within the nearest 120 days.)

Femove Antigue btendance Fecord |

Thiz function will clear all attendance.
records before the specified Due Date.  Attention!
Attention! This process 1z un-recoverable.

ue Date |EE-07-27 x|

Clear Records | [| Clase |

Click the button “Clear Record” to remove all attendance record before the “Due Date”.
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nove Anfigue &tendance Fecord

Thi=z function will eclear all attendance.
records before the specified Iue Date. . Attention!
Attention! Thiz process is un—recewerable.

Due Date |EEEG-07T-27  =|

Clear Records | [| Close |

Click “Yes” to confirm the removal.

Information

L3 Please make sure that all users have logout the systern and confirm that wou would like to clear ALL the following data:
\1{) A} Bwipe Record
E } Manual Swipe Record
C } Off Duty Record
D } OT Record
} Attendance fLnalysiz Resull

E esult
The deleted data are UN-RECOVERABLE!

Click “Close” to exit.

Femove Antigue Attendance Fecond

Thi= function will clear all attendance.
records before the specified Due Date. . Attention!
Attention! This process is unrecoverable.

Due Date [2007-01-27 v

Clear Records |

5.6 Export Attendance Record

This item is to export the raw swipe record out to text file or database file. This is for other system to
get the data and do processing. For example, you may have a payroll system which can import the raw
swipe record from text file. Then, you can use this item to do the job.
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4= System Tool

Database Backup Location
|J dprojectUnionAttend bintbackup'

Staff Photo Storage Directory

Export Attendance Records

%)

I Records within following time period

= Start
Begin Date |2009-09-04  +|
[ |
End Date  |2009-09-04 |
al
Export File Format —[| oes

{* Text File " Databaze File

You are asked to select all records or input a data range for output. And, you need to choose the target is

text file or database file. Once you confirm the input, you can click the button “Start” to start the
process.

Then you need to choose the output path and filename for storing the data.
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RATERSD): | <o ActiitEE (C) | cF B~
|5y Docuiments and Settings
i |5 Prograum Files
FEARIEIE |5 temp
?-L‘- ) WINDOWS
|'_3=j out bt
R
FHIF
HEUEY
s _E R e
18- [ | FATF ()
TR EERTY: | Textt Files {* et} | B

5.7 Import Staff

This item is for importing staff information from an excel file. Many customers have a legacy system or
an excel sheet to keep the staff information. They then can use this item to import the staff information
instead of retyping them one by one.

}:’ Swystem Tool

FEX
N Database Processing  Eecord Procesung B

Import

Database Location

‘projectUnion Attend \dbtest!

Database Backup Location
|J MprojecttUnion Attend \bintbackuph

Staff Photo Storage Directory

46 of 48



/= Import Staff (Excel) =13

File Hame |
—
@Import >
L Bl Exit
4 Template
Field deptneo, deptname, staffno, staffname, =ex, title, 1 d, birthdate, joindate
Remarl first row = caption green color = optional

In the input window, you can see the format of the excel file by clicking the button “Template”. After you
prepare the excel file, you can input the path and file name in the file name box and click the button
“Import” to proceed.

6. TROUBLE-SHOOTING
6.1 Cannot see new department after adding the department.

Click the “update” button in the Department List.

Find |
""" h [02]54les
""" h [03]5hipping
ol [4ILLT

After clicking the button, new department will be shown.
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Find |
= Fe- [NIIENE

o [02]3ales

Z2. [03]3hipping

T, [4]LT.

== U5 Mew departmeint

6.2 Cannot execute download module

If you click the download icon with error message of “class not registered”, the device APl may be
disconnected from windows. You can register back the API. If your program is installed in \program
files\unionattend, you will see 3 directories in the path. They are api, apinew, apinu3100. Just go the

three directories and execute the batch file reg.bat to restore the registration of API.

--- The End ---
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