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Software Installation Wizard

1) If your computer”s system is the Windows XP system, then it must be installed
the Microsoft .NET Framework 2.0. The Check.exe, below the Framework
Folder in the Operation and Instal ation Disk, can automatically check the

installation of the Framework.

2) If there is no Microsoft Windows Installer 3.1 version suggested in the
process of the install_ Please find the upgrading patch corresponding to the
system in the Folder of “Windows Installer”, install it and try again.

3) Directly delete the RIMS folder after instal ation if it needs to unload the RIMS.

4) The installation folder of the RIMS System is the Folder Setup.exe that below
the RIMS directory in the Installation Disk.
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Chapter One System Functional Properties

The RIMS Access Control & Time Attendance Management System, with the
comprehensive performances such as the User Management, device management,
attendance management access-control management and others, have been being
continuously improved and updated.

System Functional Properties
1 The personnel and device management possess intelligent interaction.

2_ The device management possesses asynchronously operational processing
capacities.

3_ The access control management possesses the intel igently real-time operating
capacities.

4 The attendance management can assess, suggest and feedback intelligently.

5 The system maintenance possesses the functions of abnormal catch-up,
break-down protection and intel igent backup DB.

The RIMS system contains five sub-systems, which are User Management,
attendance management, access control management, device management

and system maintenance.
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Chapter Two System Requirements

2.1 Hardware Requirements

@ CPU: above 1 GHz
@ Memory: above 256MB

@ Hard disk: The available data space of the hard disk must above 2 GB (require
larger storage space as the increase in the attendance recorded data)

@ Communication Port:

A. RS232/485. one COM port (if there is no COM port, it needs USB/COM
converter cable)

B. TCP/IP: the port that connect the Local network and the ether-net one. C.

USB: Support the computer with USB port.

2.2 Operation Environments

Operation system: Windows XP, Windows Vista, Windows Server 2003/2008,
Windows 7. The RIMS sofiware only works under the 32bit Operating System by

now.
—

Attention:

The Microsoft .NET Framework 2.0 needs the support of the Windows XP, Windows
2003 (it is contained in the software installation Disk)
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Chapter Three Software Installation

3.1 Software installation

1. Get the instal ation process in the Folder Setup.exe of the RIMS directory in the
Operation and Instal ation Disk. Click Browse in the popup instal ation wizard,
and select the installation path. It is advised to select the non-system disk
(default C Disc) to instal , whose default installation directory is D:\RIMS. Click
Install and start the installation system.

i@ Access Control and Time Attendance Management System Installati... E]‘: @

Access Control and Time Attendance Management System, It
includes four systems: Personel Management, Device
Management, Attendence Management, Access Control
Management. And it continues improving and updating.

Access Control and Time Attendance Management System
is published without assuming any express or implied
guarantee. Their own use at their own risk Whether the author or

g \‘ﬂi the author's agent will not assume use of this software's duty or
L mistake use ofthis software's duty, which bring about data loss, )
"" ' Destination falder )
q D:\RIMS] v ‘ Browse...

# Installation progress

I
( ]

F

[ Install J [ Cancel ]

3.1-1

2. The installation process automatically inspects the system configuration and
conducts the instal ation.

i@ Access Control and Time Attendance Management System Installati...

Extracting Data\SBPCCOMM.DLL ~
Extracting Data\SB100PC.ocx =
Extracting Data

Extracting Check.exe

Extracting RAS.exe

Extracting zh-CHTYRAS. resources.dll

Extracting entRAS.resources.dll

Extracting RealandaPl.dll

Extracting RAS. exe.config

Extracting Check.exe.manifest

Extracting RAS.exe.manifest

Extracting en
PP (P Extracting zh-CHT
“1 Extracting dotnetfx.exe
Ly b
"l ‘ Destination folder

q "
/ Installation progress
(CTTTTTTT T T T T T T T T T T T T T TTTTTTT] )

3.1-2
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3. In the process of installation, sometimes the system automatically inspects
Microsoft.NET Framework. If this program has not been installed, the system

will automatically install it. The span time of this installation may be a little longer,

please wait patiently.

4. Installation completed. The desktop and the start menu will set up the “RIMS”
shortcut automatically after the installation.

3.2 Software Primary Service
The users, first register the personnels fingerprints and record the registered number on

the fingerprint attendance machine, and conduct soft-ware operation.

@ Double click the RIMS shortcut icon on the desktop. Enter the welcome
interface.

Welcome to Access Control and Time Attendance Management System. Then the system will
qguide you step-by-step guidelines for the initial configuration to operate.

Now, click "Next."

3.2-1

@ According to the TIP, click Next and set the administrator password. Actually,
this step can be skipped. Please set the password if it is necessary, and
re-enter and confirm it.
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Set administrator password

Step by step:

Now,

Please set up an administrator
password, the password used to log
system to use, possess all the operating
system permissions.

‘You can change the password in
system maintenance.

Admin User
Password “

Re-enter |

1 Administrator v

The Skip will skip this step.

3.2-2

@ According to the TIP, Click Next, set up company"s information, including the

short & full for it as well as its LOGO representing its image.

¥ Set Company information

Step by step:

Now,
Please enter your company's name and
select the company's LOGO.

EIE&
Company abbreviation 1 RIMS i ‘
Company full name Eij‘
LOGO [:]

@ Click Next

3.2-3

to enter Set the Rule of Attendance that can be established

according to company"s appraisal system. In the BOX, before the
corresponding item, make the _V_to set the rules of attendance, then click
Next. If click Next directly without settings, the system wil conduct attendance
according to the default attendance rules
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“ Set the rule of attendance

I

Step by step:

How,

Please according to your
company’ s performance appraisal
system of the specific
circumstances of the attendance
rules setting the right
parameters, can also be used in
future to adjust the relevant

Attendance Options

| Normal |Late/Early/Absence | Overtime

[] One workday as | hours
Effective attendance
| [ records at intervals

[ =
of not less than !

=)
/%] minutes

[[] Access control records dealing with attendance

[[] Strict attendance

parameters.

Previous

3.2-4

@ Click Next to enter Set the Public Holidays that can be added, edited and
deleted. This default the New Year"s Day, Labor Day and China“s National Day
as public holidays. Click Add for new holidays, click Edit to edit the current
holidays, and click Delete to remove the current one selected.

Edi

Delet [ sav ][ Cance ]

d /9 /r
:} Set the public holidays cobelr s
Step by step: + q/!t x e cC
Set the company’ s public Holiday New'Year ‘:'[ eelel
holidays. T e
Start Date 010 \
End Date 01-01 B ‘

Previous ] I Hext

3.2-5

@ Click Next to enter Set Weekend, where you can add, edit and delete
Weekend item. The system has defaulted the Saturday and

@ Sunday and Sunday as weekend break.

-1
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’..;‘ Set weekend

';Step by step:

+4 X

Set up the company’ s public
rest days. Different kinds of
employees can have different

Heekend

Heekend Rest | %

Time

’weekend’ . Monday AM bl
Tuesday AR i)
Hednesday AN PH
Thur sday AR i)
Friday AR i)
Saturday AR i)
Sunday AR i)

3.2-6

@ Click Next to enter Set Company’s Duty Time, and set up

according to company"s working system.

duty time

"~ Set company's duty time

Step by step: &+ 4 X
In thlsl step, !/0‘.! can add Duty Time
company’ s duty time.

Att. Type

‘Duty time’ can be set as the
default time of attendance to
the staff.

If you need to set more complex

On duty time
0ff duty time

shift time, you can find it in Must clock-in
the rule settings of

attendance.

Must clock-out

Previous Hext

3.2-7

@ Click Next to enter the

Create Company’s Department to set up the

company“s departments according to the departmental composition of the

company.

=12 -
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“ Create company's Department

';Step by step:

How,
Please create the departmental
composition of your company.

Corporate HQ ‘Super dept.

‘ Dept.

Previous Hext

3.2-8

@ Click Next to connect to User Management window for the import of

personnel information, or to the Device Management window for operation
setup, such as device link, or directly click Finish to skip to the software main

interface

+» Completes

Step by step:

Congratulations!

‘You have completed the basic
configuration of the system.

Now, you can begin to add the
company's employee information, or
skip this step, to connect the device
and test the configuration.

You would like to do:

i addusers

Connect

3.2-9
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Chapter Four Instruction of the Software Performance

4.1 User Management

The User Management possesses the functions of Department Management, User
Management, device connection and others.

4.1.1 Department Management

On the main menu, please click User Management — Department Management t0
add and edit departments in accordance with the structure of property and
performance of the company. It is advised to arrange the departmental structure of
the company before applying this operation. Before adding a department, click the
above one first, then click Add to import the name of the department, finally click

Save.

Click Add for adding more departments. As to adding the sub-department, click the
department selected, re-click Add and choose it as the super department, then import
the name of the sub-department and click Save. This method is also available to add
multi-level ones.

Corporate HJ Super dept.
Dept.
H&nag men E
t Back

Attentions:
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It is not allowed to delete the department with sub-department or personnel
information. But it is allowed to do so by deleting the sub-department first or

move the personnel information to other departments.

4.1.2 User Management

The User Management aims to import & modify the basic information of the staff, including his
department, enroll ID, user ID, name, gender, password, certificate number, date of
entry, attendance rules and so on.

4.1.2.1 Personnel Registration

Click User Management on the main menu or User Management in next menu to
enter the User Management window, and then click New for the establishment of the
window of Personnel Information

Please prepare the personnel information including their departments, user ID, enroll
ID that in accordance with the number of the attendance machine, name, gender, time of
entry, shift, weekend and others.

First of all, import personnel basic information into the optional card of Basic

Information. Select current department enrolling personnel on the left column,

successively import the enroll ID (1=x<65535), name, user ID such as NO.001, finally
select the option of Default Attendance.

# User Information Q\E@
Basic Info | Extend Info | Rule Options
= Corporate HQ Dept [

Software

Hardware EnollID 1 2 )
Nafiie Caiciog Fuang ] ¥
User ID |HEooO! |
Gender Male ™l
Default At v | [Auto.5-Group v Shit Regul s

03 0

13

Device Access

Shift: Evening Shift
Card No. 13

Password

4.1-2

Default attendance instruction:

1. Duty Time
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This is only available to the company with simple off-on-duty working time (two
time
points). For example: on-duty time at 9:00, off-duty time at 18:00_then we only need to set

one duty time simply.
2. Shift

This is available to various-duty-time attendance. Its shift is consisted of
non-overlapping duty times. For example: one company’s on-duty time is 9:00-12:00 (set as
Forenoon working time) and 13:00-18:00 (set as Afternoon working time), which can be

combined into one shift for attendance.

3. S-Group

It is available to the attendance of various and unfixed shifts or rotating shifts. The group

is consisted of different shifts. For the group attendance, the system will automatically select

the best shift for attendance statistic according to clock-in records. For example: one

company’s duty time are: morning class (6:00-10:00), forenoon class (10:30-13:30), afternoon
class(14:00-18:00)_evening class(19:00-22:00).Then we can combine the morning class and
the forenoon one into Shift 1, forenoon class and afternoon one into

Shifi 2, afternoon class and evening one into Shift3. Employees can clock-in by the Shift

1, Shift 2 and shift 3 consisted of them. What we only need to do is to set group for attendance

instead of tedious re-schedule, because the system will automatically collate

the Shift 1 and Shift 2 for attendance statistics according to the actual attendance record. Second,
click Extend Info optional card, import personnel’s entry date, position, date of birth, ID
number, or leave blank space if un-necessary. Then click Rule Options and select the default

weekend and others in optional card.
¢ User Information FEX
Baric o[ EEndIa] e Optons] S 0 8
Register Date | 07-02-2010 e Title
Birthday 24-02-1985 v 1D No.
Phone

Email:

Address

4.1-3
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“¢ User Information

- — : )
Basic Info | Extend Info | Rue Opteors | S0 0

et Wereh e DT R LT
v

Al Hude Defauk A Rudo

4.1-4

After the import, click Save to preserve personnel”s information.

“¢ User Information

TFemTre] Exendinio] huloOpiens) SISl
&
-~ I
4.1-5
Click Add for adding more information on the Personnel Information, Edit for

modifying current personnel“s information, Delete for removing current personnel‘s
registration and attendance record.

& 6 | yme oo, Tven - 2 Reresh | - pscheae (3 mport |7 oo - (B oevee -

o~ 0 0000

& Coporte HD

Amaris Song .0

34 o
Eusiess Degt.

Cuert Dy (9082010 &

Eusiness Degt. |1 Ttem(s)

4.1-6
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Attentions:

While registering Personnel Information, the Enroll ID in the Basic Information
must remain the same with the one in the terminal. Otherwise, that will be different
between the fingerprint & password and Personnel Information, leading to

mistakes or failure on attendance.

4.1.2.2 User Management

After adding the Personnel Information, the User Management window will
automatically add a little information card for the registration personnel. Click Edit on
this card or right-click it, then we can conduct the operation of New, Edit, Delete, Get
Enrol , Upload Username, Get Newly Log, Upload Enroll, Delete Enroll, Demission

and others.

Ebusiess Degt. 1 Rem(s)

4.1-7

1) New

Click New to set new personnel information. Please refer to 4.1.2.1 Personnel

Registration for more details.
2) Edit

Click Edit to re-edit, set the personnel information registered. Then Click Save to
preserve re-edited information.

3) delete

Click Delete to delete the registered information of the current person. (This function

works only under the Demission. It should first make the person to Demission
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User, and then it can delete the person under the Demission condition.) 4)

Get Enroll

Click Get Enroll to get the current personnel information of fingerprint data, password
and card number preserved. And preserve this information in the data base. If there are
fingerprint, password and card number of the current personnel on the Fingerprint
terminal, there will display the icon of fingerprint_ _,password _  _ and card
number _ _on the top right corner. One icon displayed demonstrates only one

identification mode that the current personnel has registered, while no icon suggests no
registration on the fingerprint terminal or the Enroll ID is different from the one preserved on the
terminal. The latter situation requires modifying the personnel®s Enroll ID and re-
obtains registered information.

5) Upload Username
Click the Upload Username to input current personnel“s name on the fingerprint
terminal. This information will be displayed on the screen of the terminal during the

attendance.

6) Get Newly Log

Click Get Newly Log to get newly attendance record on the terminal. 7)
Upload Enroll

Click Upload Enroll, and upload the fingerprint data, password, and card number of
the personnel into the fingerprint terminal. _PLEASE CONFIRM THAT THERE IS

NO DIFFERENCE BETWEEN CURRENT PERSONNEL’S ENROLL ID ON THE

RIMS AND THE USER ID ON THE TERMINAL. That’s to say Amaris Song’s

enroll id on the RIMS software is 0001, then her user id on the terminal should

be 0001 too._.

8) Delete Enroll

Click Delete Enroll to remove all report of the personnel in terminal, including
fingerprint data, attendance records and so on.

9) Demission

Click Demission to remove the person to the Demission User. The information of
the very person stil exists. The information can be viewed under the Demission User

view, and it also allows doing more operation under this view.

-19- Chapter Four Instruction of the Software Performance



R

4.1.2.3 Device Connection

Click the Device icon on the menu to connect and operate the devices (refer to the
Device Connection for details) Right click the light blue blank area to get all enroll, get
newly log, and upload enroll and others.

0 2.y Y oy = 2 y = pboat - &R =
€7 - Rptew Yot Ve = G5 Refrah | s BachEdt [ oot o Doot - (3 Davee
P~ 00002 IX 00001
= Corps () Peter ) Amaris Song
v Jd o “J 00t
= C “ws E=busis »
B
Cor: it Date 16002010 Get A8 Envcl
Gt Newhy Log.
Upload Al Usernarres
Upkoad Al Erecl
Conporate M | 2 Ttawds)

1) New

Please refer to 4.1.2.1 Personnel Registration for more details. 2)

Get all Enroll

Click Get all Enroll to get all information of fingerprint data, password, and card
number on the fingerprint terminal and preserve this data into the database.

3) Get Newly Log
Get the new and un-col ected attendance records on the device.
4) Upload All Usernames

Click Upload All Usernames to import the names of the personnel information in the RIMS
software into the terminal, which wil be displayed on the screen of terminal.

5) Upload All Enroll

Click Upload All Enroll to input al fingerprint data preserved in the database into the
terminal.
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Attentions:

1) The weekend break is designed for the fixed weekend for the staff every
week. Manipulate weekend registration while the weekend is unavailable

nor unfixed

2) The personnel information requires the exact entry date because the

attendance begins from the day of entry. If the inputting date is later than the
e

entry date, it will display nothing, while the earlier one displays the redundant

attendance record.

4.1.2.4 View

The appearance form of personnel information can be switched among three views; they
are User Cards, User List and Demission Users according to the user"s requirements. The
User Cards, User List view display the in-service persons" information. The Demission
Users view displays the demission users" information. The User Card is optional to show &
hide attendance report and shifts

Conpoeake 1Y | 2 Ttemis)

4.1-9

4.1.2.5 Refresh

The Refresh can reload personnel information.
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4.1.2.6 Batch Edit

The Batch Edit can modify personnel information to a large extent, such as
department, entry date, attendance system, default attendance, default weekend and
others.

First: select the item of personnel on the left column that needs to be modified.

":'- Batch' Edit Information

QO -

0+ |Dept [Register Date| Att Rule | Default Att. | Detl 412

Name User ID  Emrol... [ & Corporate 1

E-business Dept. Hardware Dept.

Software Dept.
Pe’ve!l’ 002 2 E-business Dept.
Amari... 001 1 Financial Dept.
Miko 003 3
T
. -

4.1-10

Second: select the item that needs modification, such as entry date, and then click

Apply.

" Batch Edit Information

06

if
Jo Rl | Dept. |}

| Hame User ID  Enrol... Register Date:
_ E-business Dept.
Peter 00z 2
Amari... 001 1
Mike 003 3
ot b M &

4.1-11

4.1.2.7 Import

The import can add batch personnel information through the self-defined column Excel file

or the following path: first establish one personnel item on the User
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Management window, then export this personnel”s information, and then add others"
information according to the export format. The save format of the Excel file must be
the compatible version of 97-2003, whose postfix is.xls

A
Dept
E-busness Dept
E-business Dept
E business Dept
Sotware Dept
Hardware Dept
Financiol Dept

20/~ & o Lrs)—

8 5 5} E F G H 1
Name UseriD EnrolliD CordNo At Rule Defoult An Defoult Weekend Gender
Amnans Song o 1 Detanalt AR Buliy Nosrnal Fomale
Peter 102 2 Defoul An Rule Nomnal Male
Miko 03 3 Defouh Ar Rule Nomal Female
Edmond o4 1 Dedmult A% Rulo Nosmal Malir
CEdward 05 5 Defoult AnRule Nomal Male
Marry 06 5 Dedoult At Rule Nomal Female

4.1-12

First: select the designed Microsoft Excel file.

J

Reqgister Dote TI';G Birthdayy

16082010
16/00/2010
16/08/2010
16/08/2010
16/08/2010
16/08/2010

L

247021985
24/02/1965
24/02/1985
247021985
24/02/1965
24/02/1985

¢ User, data import wizard [Z]

Specify the Excel data source

I- 1.
File name: I I C:A\Documents and SettingshalphatDesktopiUser Information_201008161 !} “ Browse...
L 1

4.1-13

Previous Cancel

|
|
|
|
|

Second: Click Next, and select the matched column and field. (This step is generally

automatic and you don“t need to choose the field yourself, click Next directly.)

-23-
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¥ User data import wizard E]
B 2 Match ficld
The spstem will automatically analyzes the first table of the Excel, and the first row set as Header.
Please select the match fields, the blue one can not be blank.
Dept. Gender 175 ender v
Name Register Date ‘ Register Date
User ID Title | Title v
Enroll ID Birthday ‘ Birthday v
Card No. ID No. |ID No v
At Rule | At Rule v Phane [Phone v
Default Att |Defautan v Email | Email v
Default Weekend | Default Weeker v | Address | Address v
[ Previous J [ Next ] [ Cancel J

Third: Data Check, check the imported data. If there is something wrong with this data,
double click to edit the very data. Or open the file directly to edit the data and then
re-import it.

There are two colors prompt:

Red: it means that there already exists the info. of the very enroll id in the RIMS
software. If you dont edit the importing data, it would fail to import the info. of that enroll
id. For example: because my RIMS software has already had the id (1-8) enroll info. So when I
import another id (1-8), then it shows red as the following.

Green: It means that the AttRule, Default AttType or Default Weekend of the enroll id do
not exist in the RIMS database. The software will match it to a default one or make it
nothing. If you don“t need to set a Default AttType to it, so you can leave it null. If you
want to edit it, please right click the very cel and select the item. For example: the id=8’s
Default AttType is HR-Shift, but there’s no HR-Shift on my RIMS software, so the software make
it null, that’s to say there’s no Default AttType for id=8 now.
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| PIN DIN aldNumber AttRule DefaultdttTypeVall Default

1 » Default At Rule eeker

2 Wl | | Default Att Rule eeker

3 I | 7 Default Att Rule Normal ‘Weekel

4 i Default Att Rule Normal ‘Weeker|

5 Default Att Rule Normal ‘Weeker]

(5 i Default Att Rule Normal ‘Weeker]

7 Default Att Rule Normal ‘Weeker]

8 Default Att Rule ; Normal Weeker]
g

< I | >

4.1-15

After editing the data, there"s no Red Prompt, then click NEXT to import the user info.

| PIN DIN CardMumber AttRule DefaultsttTypetal. Defaultwe
1 |017 [17 Default Att Rule Evening ‘Weekend |
2 |00 (10 Default Att Rule Evening ‘Weekend
3 —1011 7?11 i 7 Default At Rule Normal i ‘Weekend |
4|02 [12 Default Att Rule | Nomal Wweekend |
I 13 Bl | Defaul AtRule | Nomal | Weskend!
B |04 |14 Default Att Rule | Normal Weekend
7/|015 15 Default Att Rule  Normal Weekend |
g |06 |16 Default tt Rule Nomal Weekend |

P g ‘
< ] | >

4.1-16

Fourth: Click Next to import data if there is nothing wrong with the data.
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B:g 4.Process import data

Processed: g Succes: 8 Failure: 0

Fompletion of the data to import, click the "Cancel” to return.

Previous Next

4.1-17

Fifth: Click Cancel and reverse back User Management interface after finishing the
data import.

4.1.2.8 Export

Export personnel information from the Excel file for preservation or query

First: Select the Save Path.

Save As E]

Savein: ‘ (&} Desktop V\‘

3 BMy Documents
@ :‘ My Computer
My Recent ‘j My Network Places
Documents (C)phatolog

@ |user-phato
[

Desktop
My Documents

My Computer

‘ File name: U= rfcimation_201002170437 v [Csae
My Network Save as type: [Excel files [*.xls) v‘ [ Cancel ]

4.1-18

Second: click Save to conduct information export that will show a success, then click
OK to open the current export data.

-20 -
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Access Control and Time Attendance Management System @

\?/ The data has been successfully exported, open now?

[ OK ,|[ Cancel ]

4.1-19

4.1.2.9 Query

If there is too much personnel information and you need someone"s information now,
please input his name; enroll ID, user ID to query his information quickly.

~¢ User Management

@ o v o [ e | owce e
BT £ - | [omooosz
= Coporate HQ e BT 4
Software | D HOOoD2
Hardware Dept. Corporate HO

Current Date | 07-02-2010 b

Corporate HQ | 1 Item(s) :

4.1-20

As the following:

N User ID Enrall ID
Name UserlD | EnrollID == =1 = |2 I P~ 2

Hardware Dept.

E-business Dept.

Edward 005 5 Name User ID Enroll ID
Miko 003 3 E-business Dept.
Software Dept.
Peter 002 2
Edmond 004 4
4.1-21

Complete spelling query: input the complete spel ing of the users name, and then
search for his/her information. Let’s take “Miko” as an example: input “Miko”, then
click the query icon, then Miko’s information will come to the result.
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IMiko l L -2

‘ Name User ID Enroll ID 1
‘ E-business Dept.

Miko 003 3

4.1-22

Initial query: input the first letter of the name then search. For example: we want to

search “Edmond”, then we input “E”, all the person those name start with “E” will come to

the result.

Example: let’s query “Edmond”, input “E”" and click the query icon, then it comes

E |’o]' -.l;:

Name User ID Enroll ID

Hardware Dept.

out:- Edmond, Edward.

|

Edward 005 5

Software Dept.

Edmond 004 4

4.1-23

Search the whole department: it al ows searching the information of the whole department. It
supports “complete spelling query” and “initial query” with the wildcard.
Please first input the query condition, wildcard “@” stands for guerying the whole

department.

As the following:
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Y Report :
~¢ Report

I@E-businessl | po iR At B
eH £ -3

Name User ID Enrall ID
E-busineszDopt: Name User ID Enroll ID
5 Hardware Dept.

Amaris 5... 001 1
Peter 002 2 Edward 00s 5
Miko 003 3

4.1-24

Query user information according to gender: query the female or male information in
the company. We can count the gender ratio of the company easily. We can input

“#m” or “#M” to query the entire male"s information, and “#f” or “#F” for all the female"s
information.

As the following:

#f Pl [ PRE

Name UserID Enroll ID
E-business Dept.

Name User ID Enrall ID
E-business Dept.

Amaris 5... 001 1

Amaris S... 001 1
Miko 003 3

Miko 003 3

__ Financial Dept. Financial Dept.

Marry ooe B

Marry 0oe ]

[ J2n8 W e

Name User ID Enrall ID
Hardware Dept.

Name User ID Enroll ID

Hardware Dept.
Edward 005 5 Edward 005 5

Software Dept.

Edmond 004 4 Edmond 004 4

__E-business Dept. E-business Dept.

Peter 002 2 Peter 002 2

4.1-25

4.1.2.10 Advanced for selecting person

On the Report window, there"s an “Advanced” option for selecting person. As the following:
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(o MEY ' From 18
7 Name User 1D Lol E
HR User ID L
Enroll ID
Zoe 0os —
Momoco 009 I Advanced |
Becky 010 —
4.1-26

Click the user selection to a pull-down menu, and select the “Advance” to pop-up the
Advanced window.

[oddwanced. =

&
Degr Usee
Carxdelate deparlimer Selacled depatiment Carnidate Users Selected Usess
g y-n | L
Comersio HO b Comoin HO Name  Us. | EndllD Nee | Us.  EnclbiD
% Development degt = o Development degt Haedware Dopt. Hardwase Dept.
HA 1) Haedwoun Dept
C-comiracce Dept ) Soltwars Degt Peter o3 3 Amy. o2 k]
Sales Dept J HR Petet o 3
Adlet-sabes Service Dept . J Mg Sevice Dep - LU}
e Soltware Depl. o
v Momoco 008 9

o 2
Adam 7 7
Vicky m n
Aben mz 12
Hn

Becky 00 10
Suki o7 17

After-soles Sesvice Dept.

May 005 6
Dereis 015 16

4.1-27
Advanced Instruction:
Candidate department 1S the department list that can be selected.
Selected department is the departments selected from the Candidate departments list.
Candidate Users iS the users from the Selected department. They can be selected to the
Selected Users list.
Selected Users is the users selected from the Candidate Users list.
When you select the department from the Candidate department list to the Selected
department list, the users from the Selected department will show on the Candidate Users
list.
If you want to select someone to the Selected Users, let’s say Amy (from Hardware dept.). You
should first select the “Hardware dept” from the Candidate depa%t list to the Selected
department. Then “Amy” will show on the Candidate Users list. You could select “Amy” from the
Candidate Users list to the Selected Users list then.

Icon instruction:
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It means Super department of the Selected department.

It means department selected from the Candidate department list.
It means the super department of the very department has been selected. So it’s
the selected department too.

b0

Operation instruction: Search, Double-click, button, drag.
Search: please refer to the 4.1.2.9. Each column has its own search scope. For example:

from the Selected department list, you can select the persons whose department is on
the Selected deparement list. As pic 4.1-25, we can search the person that from the
Development dept, Hardware dept, Sofiware dept, HR dept, or After-sales dervice dept. If you
want to select the person whose enroll id is 013, please first search 013 on the
Candidate department list, then it comes out a department “Hardware Dept.”, select it to the
Selected department. Then you could select 013 from the Candidate Users to the Selected
Users.

Double-click: double-click the item, it would be selected from the left column to the
right column automatically. For example: double-click the “Hardware dept” on the
Candidate department list, then it would be selected to the Selected department .

Button: make the selected department or person from one side to the
other side. Select all the department or persons from one side to the other
side.

Drag: select the Candidate user or Selected User and drag it directly from one side to
the other side.

ke CE
Dt Uise
Carxdelate deparlimer slecled depatimer Carnddale Users Selected Users
L 0 - | P~
Coeperate HO b Comoin HO Name  Us. | EmdllD Nee | Us.  EnclbiD
Develogment degt - Dew Hardware Dopt. Hardwase Dept.
MR
C-conmtarce Dep Peter 003 3 Ay [CE R
Sales Degx Peler 00
Aler-sabes Service Dept A v > HRA
o Soltware Dept. o
Momoco 008 9
Facky 002 2 208 [EET
Adar 07 7

vehy o1 M
Ao mz2 2

Backy 00
Suki o7 17

After-sales Sesvice Dept,

May 005 6
Dereis 015 16

‘ Cancel J Apply

4.1-28

According the pic above, you could search through “search the whole department”,

>

“Complete spelling query”, “Initial query” or “Enroll ID”.
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R

Selected department Candidate department
Amaris b 4 '] @E-commerce Dept X ”
"'—;: [ Corporate HQ | | E‘Edrporateﬁﬁl 1
J/ E-commerce Dept. E-commerce Dept.
Candidate Users Selected Users
K X~ | [00s [ % ~ |
Name | Us.. | EnoliD || | Name | Us. | EnmolliD ||
| Sales Dept. ‘ After-sales Service Dept.
Kathy 014 14 Marry 006 3
4,1-30

On the Candidate or Selected department list, it shows only the department no matter you
search the department name or the user name. When you search someon, let’s say Amaris in
the Selected department, it shows her department - E-commerce Dept. More details for the
query function, please refer to the 4.1.2.9.

Click  or clear the query box to turn back.

4.2 Attendance Management
On the main menu, focus the mouse on the icon of Att. Manage icon, where will display

four sub-menus: Append User“s Forgotten Clock-in/out, Leave Registration, Attendance
Rule Management, Report Query and Scheduling.
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= Access Control and Time Attendance Management System E]‘i

3 2 & @

User Manaaément Att Manage Device Management Maintenance

C

Clock-infout  ForLeave AttRule Report  Scheduling

A

@)
~—

Administrator | 17/08/2010 22:59:49 ik

4.2-1

4.2.1 Manual IN/OUT

This item is mainly designed for those staff who had forgotten clock-in/out for the re-
attendance.

Please click Att. Manage —Manual IN/OUT, and enter the Append User"s Forgotten
Clock-in/out window.

~¢ Append user's forgot Clock-infout

[ o - | ik i sl

Name UserlD  EnrollID At Type g

Date

Duty Time Shift S-Group

Remark | I

4.2-2

=90 - Chapter Four Instruction of the Software Performance



Operating Steps:

#+ Append user’s forgot Clock-infout

£ -2 }
Neme | UserlD | EmollD | g0,
Hardware Dept.
Date 15-08-2010 v
Edward 00s 5
[C] Duty Time Shift [] S-Group
Shift
Remark ‘ |
4 4 | ofl b bl ! :,

1) Select the personnel who needs re-clock-in in this way: click the name of the
personnel and select the little icon , or right-click personnel information

window on the left column to popup the right-click menu; or input the personnel“s

user ID, name, enroll ID for query and adding.

As the following:

“ Append user’s forgot Clock-infout

|

0 - —

!! Corporate HQ » Hardware Dept. »

Name User ID Enroll ID At Type Software Dept. »

E-business Dept. »

pae Financial Dept. »

Duty Time
Time || @

Remark |

- | 9
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2) Click the icon

Y Append user’s forgot Clock-infout

Name User ID Enroll ID

Att. Type

Date

Db Tien,

Corporate HQ »

Hardware Dept.
Software Dept,
E-business Dept.

Financial Dept.

Remark

PR T .

Shift S-Group

“= Append user’s forgot Clock-infout

Miko| p.!"]gg;, ¢

Name User lD 1 Enroll ID

Att. Type
E-business Dept.
Date
Mika 003 3
Duty Time

Remark

4.2-6

Shift S-Group

Time 1 || &3

9

Add, and select the corresponding attendance type for
re-clock-in. There“s the same option type on the terminal: Duty On, Duty Off,
Overtime On, Overtime Off, Go out on and Go Out Off.

At Type{ Attend

Overtime Work

Overtime OFf
Out
In

4.2-7

3) Set the clock-in date and time for the personnel in the item of Date and Time.
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¢ Append user’s forgot Clock-infout

,0-!,‘12 J 9

Name | UserlD | EmolID A

Att. Type >Altend’ :
Hardware Dept. ks =
Date 18-08-2010 v
Edward 005 5:
[C] Duty Time [ shit [ 5-Group

Software Dept.

Time | 00:07 a3 Fi
Edmond 004 4 == el 09:00

_ E-business:Dept: T 12100
Amaris §... 001 1l 5 k =] 13:00
Peter 002 2 Z emarl I 18:00
Vi non - s
S | & 19:00
| ofi b bl a 23:00
. —

4) It is also available to re-attend by Duty time, shift and S-Group. If you manual
IN/OUT as 09:00am-12:00pm, then it will conduct two records: clock in at
09:00am and clock out at 12:00pm. And it will match the Duty on and Duty off
type automatically.

¥+ Append user’s forgot Clock-infout

-8 | id (8]

| Name User ID Enroll ID A
| > Att. Type
Hardware Dept. =
| Date 18082010 v
| Edward 005 5 ———————=
] Duty Time Shift [[] S-Group
Software Dept. o
e : lReauarSHit ¥
Edmond 004 4 A il L
torming(09:00-12:00)
| E-business Dept. [v flnon[13':]-1[l
Amaris S... 001 1 R " —
Peter 002 2 |
| wan. Ann ~ 4
[ | f}f
i lded | ofl bkl B

5) Click Save to preserve the Manual Clock-in settings.

4.2.2 Leave Registration

The leave registration is available to record personnel“s overtime, leave, weekend,
outgoing, business trip and others. Click Att. Manage —For Leave, and enter the Leave
Registration (Ask for Leave/Over/Out/Travel) window.
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¥ Ask For Leave/Overtime/Out/Travel

@€ £o3 i /.0
[ Nan;eﬁ Tse} 1D Eﬁ,ou D oA Type }jl;lormafav;nime :
E-business Dept. Date Range
Amaris 5... 001 1 Uninterupted
Peter o0z 2 Rans: = Farmemn BR
Mko 003 3 Fom 18082010 ¥ To 18082010
] Duty Time [ Shift [[] S-Group
Time Range
Fom (1732 4| To 1732 2]
Remark B
iddd of 1 | ! : ;’

Operating Steps:
personnel option on the Manual IN/OUT for

1) Select the personnel. Refer to
detailed operating steps.

2) Click Add to select attendance type in the Att. Type item. There“re 13 kinds of
types now: Normal Overtime, Weekend Overtime, Holiday Overtime, Weekend,
Leave, Sick Leave, Annual Leave, Wedding Leave, Maternity Leaving, Injury

Leave, Funeral Leave, On Business, and Outgoing.

r e ————]
Att. Type | Normal Overtime v

“Sick Leave —
Annual Leave
[] By 9Marriage

4.2-11

3) Set the date and time range for the Leave Registration.
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@E pvg”,J§¢ b S A %)
Name UserlD | Enroll ID Att. Type ‘@l

E-business Dept.

Date Range
[¥] Uninterrupted

Amaris 5. 001 1
;?':eo‘ ggg g From [17-082010 | To [1808:2010 :]-r
[] Duty Time ] shift [] 5-Group
Time Range
| Fom (1232 3] To 1732 3] I
Remark ‘ ‘
4 4 “ ofl b bl j 2’

4) It is also available to register according to Duty Time, Shift and S-Group.

~= Ask For Leave/Oyertime/Out/Travel

@€ Lot | s cording to Shift
Name UserlD | EnollID Alt. Type
E-business Dept. Date Range
Amatis S... 001 1 Uninterrupted
Peter 002 2 [F7na. = R
Miko 003 3 From | 17-08-2010 | 1o [18082010 ¥
[] Duty Time Shift [] 5-Group
Shift
Remark I ‘
Pd 4 | loft » b ! : Z,

5) Click Save to preserve current leave registration.

Attentions:

1) Select the Uninterrupted there is only one attendance record even if the span

time excesses 24 hours. Cancel the Uninterrupted, there wil be one

attendance record daily.

2) Time Range The system usual y defaults the current time of the system as the

time range. It is necessary to input other time and date range in reality. The
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beginning date cannot be later than the ending date. When Un-interrupted is
selected, and the date range within the same day, the beginning time can not be
later than the ending time. If the time span excesses 24 hours, the beginning
time can be later than the ending time. But the beginning time can be later than the
ending time regardless of 24-hour excess or not if the Un-interrupted is

cancelled.
4.2.3 Attendance Rule Management

The attendance rule management iS designed to manage the company and
standardize its attendance rule & regulation system.

Click the Att. Manage —Att. Rule and enter the Attendance Rule Management

window.
= Attendance Rule Management E]\f @
(CIoN
‘z}f—l‘ s; Rule Options
2 Attendance rules and the relevant opl

T Holiday
. ia 4 J [Defautt att Rule v
| Weekend TR
e Nomal | Late/Early/Absence | Overtime
(1) Duty Time
et One workday as =
S Effective attendance ——
records at intervals of not |5 b
S-Group less than -

Access control records dealing with attendance

Strict attendance

4.2-14

4.2.3.1 Rule Options

@ Add New Attendance Rule

1) Normal settings
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~¢ Attendance Rule Management @ f @
€I5N
8ol o e oo »
Attendance rules and the relevant aptions
T Holiday
o M | [Defauit At Ruie v
E‘ ‘Weekend = =i —
iy Normal iLateIEarly/Absence‘ Overtime
(@) DuyTi W
O Puylime Ohiorkdayss [
(] shit Effective attendance e
— records atintervals of ot (5§
) S-Group less than E
Access control records dealing with attendance
Stict attendance
¥ Attendance Rule Management = B ]
Sl |
£ Rule Options g RuleUtives
Attendance rules and the releva
W Holiday a = I -
s ik /D | [Realand Tt Rule v
[ weskend . - .
Normal | | ate/Early/Absence | Overtime.
() DuyTi
O i [] One workday as [ ‘ hours
i |
[] st | Effective attendance Tty
= | O recods atintervals of ot~ [5 %] minutes
| S-Group less than o

[[] Access control records dealing with attendance

| [ Stict attendance:

4.2-16
Specification:

A: For the setting: one work day defaults 8 hours as work time, which means 8-hours or
more work time is regarded as one work day.

B: For the Setting: the recorded at interval of no less than 5 minutes count as
effective attendance. In 5 minutes after the attendance, it is ineffective for other
attendance of the same person.

C: the record of the access control terminal is connected with the attendance stat.
(it"s available to the access control terminal.)

D: Strict Attendance: the attendance record wil be only these two statuses: Duty on
and Duty off.

2) Late/ Early /Absence settings
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#¢ Attendance Rule Management Q\i @
@ (M
&5 Rule Options g Rule Options X
| = Attendance rules and the relevant
| & Holiday .
| H /B | [Defaut Att ule v
Weekend - o
. Normal | Late/Early/Absence | Overtime
) puyT
) Dty Time Clockin over 10 ] mintes count as late
Shift [¥] Late exceed B0 | minutes count as absent
S-Group [¥] Clock-out over 5 2| minutes count as early
| Early leave exceed |60 T | minutes count as absent
| [ ltnoclock in, countas ~ [late v mins
| | [ Ifno clock out, count as | leave e v mins
‘ |
|
|
|
|
|
Specification:
a) Clock-in over 10minutes Count as Late This rule can be just taken as a

b)

c)

d)

e)

f)

standard to who is late or not.

Late Exceed 30 Minutes Count as Absent. For example, if it is regulated 9:00
am as clock-in time, the personnel who clock-ins later than 9:30 am can be

recorded as absent.

Clock-out over 10 Minutes Count as Early. For example: the normal
clock-out time is set as 17:00, anybody who leaves before 16:50 can be

regarded as early.

Clock -out over 30 minutes count as absent. For example, if it is regulated
17:00 as the clock-out time, the personnel who clock-outs before 16:30 can be

recorded absent.

If no clock-in, count as late/absent. For example, one personnel who forgets
to clock-in, can be regarded as late and set the lagged time, or as one-day

absent.

If no clock-out, count as early/absent. For example, one personnel who
forgets to clock-out, which can be regarded as early and set the early minutes,
or as one-day absent.

3) Overtime Rule Settings
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42 Attendance Rule Management

Rule Options.
Attendance ules and the relevant

%

T Holiday

& .
= i “ /B | [Defaut Att Rule v
) eskend e— i —
5 Normal | Late/E arly/ébsence | Overtime
() Duty Time
Shitt Overtime more than (30 2| minutes to an effective
S-Group [] Advance in as overtime Deduct| | breakfast time

] Extra work as overtime  Deduct. supper time

4.2-18

Specification:

It is available to set the overtime that which is more than certain minutes to an
effective one.

4.2.3.2 Holiday

Usually, the holiday is nationally official holidays, such as New Year"s Day, Labor Day
and China"s National Day. The holiday can also be flexibly set according to the

company"s requirements.

Click Holiday on the left column of Attendance Rule Management to add/edit holiday

(ISR

E::}',\ Rule Options

¥ ] Holiday
Usually set to the statutory N;

Kigal Holiday
s ik Ax

o ‘Weekend
- Holiday New Yeat v|
(1) Duty Time =
N Start Date |
Shift -
EndDate 1

| 5Group

4.2-19

1) Click Add; input the name of holiday and its Starting and Ending date. As
followings:

-42 - Chapter Four Instruction of the Software Performance



#¢ Attendance Rule Management

€IoN
5 Rule Options

i

| Weekend

(1) Duty Time
| shir

S-Group

.~ Holiday
fad Usually set to the statutory National Helids

/9
Holiday New Year 7

4.2-20

2) Click Save icon to complete the setting.

3) Edit Holiday

@ Select the name of holiday that needs modification on the column of Holiday’s

Names, then click Edit.

@ Modify holiday“s name within the Holiday’s Name box corresponding and
modify its beginning and ending time holiday.

@ After clicking Save icon, the information of the holiday will be updated

automatically.

4.2.3.3 Weekend Settings

The weekend can be set according to the company"s requirement.
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¢ Attendance Rule Management E]}: @
[€IN
{5 Rule Options Weekend
- Usually set to the public rest da.
T Holiday - —
- I —
@ weekend
@ Duty Time ‘Weekend | Weekend Rest v
| shit Tiné Monday aM PM
S-Group Tuesday AM PM
Wednesday | AM PM
Thusday || AM [ PM
Fiiday AM PM
Satuday AM PM
Sunday AM PM
1) Click on the left column of Attendance Rule Management, and turn to

the Weekend window. Click Add; input the name of the weekend and its

time that can be differently set according to company“s actual rules and shifts, as

the following:

/.0
Weekend i v/
Time

Monday OaM [JPM
Tuesday OaM [PM
Wednesday (] &M [[] PM
Thursday [ &M [ PM
Friday OaM [JPM
Satwday ] &M [ PM
Sunday [ AM [ PM

4.2-22

2) Click Save after setting.
3) Modify Weekend settings

@ Select the name of the weekend on the pull-down menu below the
l Weekend, and click  Edit

@ Modify the name of the weekend within the box Weekend and input the
weekend time before the corresponding weekend time.

l @ Click Save to finish.

-84 - ChapTer Four Instruction of the Sofware Performance



Attentions:

@ The Weekend that has been applied to the personnel cannot be deleted.

@ Itis not al owed to repeat name and time of the fixed weekend.

4.2.3.4 Duty Time

This is only suitable to the simple on-off-duty company that needs two simple time
points. For example: on-duty time at 9:00, off-duty time at 18:00. The various on-off-
time companies require setting up several time and shifts. Please refer to 4.2.3.5. Shift for

details.

Setting steps of on-duty time following:

Click

enter the setting window of Duty Time.

¢ Attendance Rule Management

[€IN

Duty Time on the left column of the Attendance Rule Management;

EIOX

£ Rule Options

T Holiday

| Weekend

| shit

Duty Time

Att. Type

S-Group

o Duty Time -
Set up duty-time for the attendance.

On duty time

OFf duty time:
Must clock-in
Must clock-out
Calc leave early
Calc late

Calc absence

| Normal v
L o)

Cross-days

| Beginat time

I ‘ End att. time

Auto

Manual

1) Click

4.2-23

Add, set the name of the shift within the box of Duty Time, and set Att.
Type and On/off-Duty Time. Such as:
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# Attendance Rule Management

€IoN

&5 Rule Options

¥ Holiday

| Weekend

| shit

S-Group

0 Duty Time .
Set up duty-time for the attendance,

/.0

Duty Time Nblmai

Att. Type Actual Att. i)
On duty time 0300 =
0 duty time 18:00 [

Must clock-in
Must clock-out
Calc leave early
Calc late

Calc absence

v

| [ Cross-days

| Begin att. time

End att. time

Result Time

@ Auto
O Manual

Deduct meal or rest time |0 < | minutes

(o700 2

2300 S

4.2-24

2) Click Save after finish. The pul -down menu of Duty Time wil display Normal

duty time.

3) Click Edit to modify and set the optional shifts.

Attentions:

The attendance type of Actual in, Normal Overtime, Holiday Overtime, and
Weekend Holiday wil be shown as the Must Clock-in or Must clock-out in the stat.

report.

4.2.3.5 Shift

This is available to the company of various on-off-duty-time attendances. The shift

IS

consisted of non-overlapping duty time. For example: a company’s on-duty time is 9:00-12:00
and 13:00-18:00, which can be set as Morning Class duty time and Evening Class one
respectively. The morning-class and the evening-class can be combined into

one shift for attendance. The un-regular/rotating shift can be set as shifts and S-groups.
Please refer to 4.2.3.6 S-Group for details.
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“ Attendance Rule Management Q‘E@
<IN J
8-}-) Rule Options Shi £t .
Different duty-time anange in
3 Holiday = -
I M S
D ‘Weekend
) i | Regular Shift
,\‘) Diky Time Shift | Regular Shi v
Select duty-times for the shift
-m ,
S 2] >
ot | S-Group ‘ G

Attentions:

When creating a new Shift including two or three duty time, the End att. Time of the
previous duty time can not be latter than the Begin att. Time of the latter one. For
example: i am creating a new shift now, including two duty time: morning:
08:30-12:00, and afternoon: 14:00-18:00. When i creat these two new duty time, i should make
sure that the End att. Time of the duty time “Morning” cannot be latter the Begin att. Time of
the duty time “Afternoon”. Let’s say when the Begin att. Time of the “Afternoon” is set to
13:00, then the End att. Time of “Morning” could not latter than 13:00. We could set it to
12:30, 12:50,0r 12:59 etc.

Duty Time ‘\ Morning v

Att. Type ‘Aclual At vJ [] Cross-days

On duty time ‘03?10 | 5\ Begin att. time ﬁ},j

Off duty time @@ 3\ | End att. time ' 1250 &
4.2-26

Duty Time [Af!emooriv 7ﬂ

Att. Type | Actual Att v [[] Cross-days

On duty time 1400 5| |Begnattme 1300 4]

O duty time 1800 3| Endatttime 2000 3|
4.2-27

According to the two duty time and shift above, when someone let’s say Peter clocks
out at 13:10 for lunch, then it will be recorded as Peter’s clock-in time for the duty time
Afternoon, and no clock-out record for the duty time Morning, and it count as
“Forgmc-lock-out” for the duty time Morning. -
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4.2.3.6 S-Group

This is available to the company with un-regular shifts. The group is consisted of shifts.

As to the group attendance, the system will automatically select the best shift for

attendance statistics according to the records. For example: a company: morning class
is

6:00-10:00, noon class 10:30-13:30, afternoon class 14:00-18:00 and evening class 19:00-
22:00, then we can combine the morning+noon classes into Shift 1 and

noon+afternoon ones into Shift 2 respectively, which can be combined in a group. Then we

only need to set up the S-group for the attendance instead of tedious shifts, the

system will automatically select Shift 1 or Shift 2 for attendance according to actual attendance
records.

@"i-.’ |

’t:-f-,\ Rule Options
|

| 3% Holiday -
: id A X
| Weekend

. 8-Group -
Combination with different 51

- ' [Buto 561 ]
@ Duty Time S-Group | Auto.5-Group v

Select shifts for the Shift-Group
Shift

|
-mm F

4.2-28

Attentions:

S-Group is for the regular attendance. When one company doesn’t have a regular
working time, such as for Monday, Wednesday, Friday in one working time, and

Tuesday, Thursday, and Saturday in another working time, please schedule their

working time in the “Scheduling” window. Please refer to the 4.2.5 Shift Scheduling for more
details.

4.2.4 Attendance Report

The attendance report offers query and print of the personnel attendance.
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Click Att. Management —Report to enter the Report window, as following.

[ P -] Fom 17082010 vl i~ : = ==
: p = e
H «.A\ Query ;”Pnnt ;’Sflmport L Export ~ % Back.
Name | UselD | Emol | To [17082010 | : = (53 Sl
|_iHardware Dent, Raw Clock-In/Out Log IAccess Control Loa | Leave Reaistration | Daily Log | Daily Att. | Monthly Att. | Scheduling|
Edward 005 5 | |Type:v Al |7 Place: Al ]
Software Dept. | Dept. U;el ID, Name Ef\roll ID Device ID Place Clqck Time A(l.rTyPe ngqar
Edmond 004 4
E-business Dept.
Amaris S... 001 1
Peter 002 2
Miko 003 3
Financial Dept.
Marry 008 B

4.2.4.1 Clock-in/out Log

4.2-29

Select the optional card of Clock-in/out Log for the personnel information (please refer to
personnel option).Input the beginning and ending time then click Query for one"s detailed clock-

in/fout attendance records.

“* Neport

P2
Weas  User T3 Enrol Te
Mardware Bept.

Edesrd OO 5

Seftvare Dopt
Edaond o 4

E-business Dept.

Asari o 1
Pater 02 2
Biko o0z 3

Financial Dept

Nury OB

Froa 01-0T-2010

21-08-2010

v

»

Hev Clock-In/0at Lo | hecass Contral Log | Laave Roristration | Daily Log | Daily. Att | Monthly At | Schadaling|

ey

- ==
A Query i e 3 mpont \Ml\ [ %sm

oft ¥

Page: 1, Tokal Pagme:1, 150w

T ohype: A « Plsce: Temw Place

et < Vser 10 New Tozoll 10 Device 10 Place  Clock Tims  ALL Trpe B¢
1 E-besionss Dept. 003 Wik 3 1 Teep Place 2100 09:41  Clockoin

2 |E-beniness Depl. 003 Wiko 3 ' Teey Place|21-08 10:17  (Cleckoin

3 | Ebenioess Dept. 001 Aoaras Song | 1 Temp Flace 2100 10:17  Clock-in

o (B business Dot O Tatar 2 ' 00 10:47  Cleckin

5 Ebusiness Depl. 001 Aswrix Seng 1 1 Teep Place 2100 09:41 Clock in

6 L business Dept. 002 Telar e 1 Tep rhu-‘k‘l 0 U4 Clock in

T Ebosiness Dept. 001 Amaris Seng 1 1 Teoy l'll\:-.lU 00 114 Cleck an

U E-Vasiness Depl. 003 ko 3 t Tewy Place 1000 1747 Cleckein

? E-business Depl. O Feter 2 : Tenp Floce | 1000 1747 (Cleciin

10 | E-basiness Dept. 003 [hmaris Song 1 1 Tewp Flace 16-08 1745 Closiin

11 [E-besinass Dyt 003 Mnaris Seng 1 1 Tesp Flace 1508 14.21 | Atvesd

12 Finweial Dept. 003 Barry 6 1 Teop Place 16-08 1T 43 Cleckrin

13 Finweial Dept. 008 arry 6 1 Tewp Flace(21-08 0941 Cleck-in

O Finuciad Depe 003 6 f Ten W o

15 Softare Dept. 004 Taond 4 1 Teap Place 16-08 1743 i

2
1 o1 )

4.2-30

@ Edit the selected record that displays blue, right click or double-click the very
record and edit the attendance type and clock-in time.
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+ Edit Att. record

Enoli [ ] Neme [FT ]
Date [EZEbe v|  Time [M
Att. Type [@ Remark :‘
Update Back
4.2-31

If the terminal is with the camera function, it wil display this interface with the Enroll
photo and the immediate photo, as the following:

& Edit AL record

X
Enroll ID Hame
Date | [E-08-2010 b{] Time }7243 [3:
Att. Type  |Clockein [v] Remark
Enrol photo Immediate pho
Update Back

@ Delete the selected record. Select this record; right click the

delete below
to delete it. And it"s available to delete several records at one time. It"s

unavailable to cancel the records downloaded from the terminal that haven"t
been edited yet.

For Example: (HOW TO DELETE A NEW RECORD?)
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,_-' Heport

Haae

Edewrd OO 5
Seftwars Dept
Edaond o 4

E-business Dept.

Asari 001 1
Pater 02 2
Biko o3 3

Financial Dept

Nury OB [3

Page: 1, Tokal Pagme:1, 150w

p-u

User T8 Enrol
Nardvare eyl

oft ¥ ¥

Froa 01-0T-2010
Te  21-08-2010

e Clode T/t Loe [hee

ToTpe A
T et
1 [E-benianss Dept

2 [Ebesiness Dept

4 (Ebeiness Dol
5 [Ebusinss Dol
6 [Ebesiness Depl.
T E-butiness Depl
U Ebusiuess Doyl
9 E-business Depl
10 | E-basiness Dept
11 |E-bustness Dept
12 Finwseial Dept
13 Finweial Dept

15 Softwars Dept.

3 [Ebeninnss Dept.

I

»

« Ve 10

o Wiko 3 1 Teop Flace 2100 09:41 Cleckan
o Miko 3 1 Teop Plece 21-00 10:17 Cleck an
o Asaras Seng | 1 Tenp Place 21-00 10:17 Clock in
o Telar 2 1 Teop Flace 21-00 10:17 Cleckin
ol “JIJAI Seng 1 1 ‘f—; Place 21-00 09:41 Clock in
o Telar 2 1 Tep rlm:-‘k'l 0 U4 Clock in
oo .‘ll.lAi Seng |1 .l IYW) rhc-.lu 00 114 .l.'lvck an
o Bako 3 1 Teny Pl‘clvlu W 1T Cleck an
O ‘Tcllr ‘2 ‘l ‘Tl-y rl.ev.lll 00 17:43 Cledhin
L0} ‘MI’I‘ Seng 1 1 ‘Tl.’ ’l“t‘lv"l 1m.as Cleskmin
ol “ll’ll Seng 1 ‘l Tesy Flace 18708 14.27 Atesd
08 ey 8 1 Tewp Place 1808 1743 Clock-in
| 1 Clockin

A, Queey

Barry 6

- ==
ot L‘j‘m \)61\ Fxpart -%m

Reriatration | Baily Log

aily Att | Monthly Att | Schaduling|

Device 10 Clock Tiaw  AWL Troe M

Tenp Flace 21-08 03.41

Teng Flace

Cleckmin

1 Teny Place 16-08 1T 43

4.2-33

| haven't edited the new logs downloaded from the terminal, as the Pic_4.2-31, | cannot
delete these records. When | edit one record, as the following:

| edit one of Amaris Song"s record, such as the Time, change 10:17 to 10:30, and
click update. Then the background color of the very record turns from white to this

one

- Edit Att. record

Erwoll ID | Hame |
Date [21-08-2010  [+]| | Time 7] =)
Att. Type ?tloclrin E Remark [ ‘
Enrol photo Immediate pho

SRR Sons

8l

Back

Update

4.2-34
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7 To i’él-DB-ém SN sy, | Ry D
Raw Clock-In/Out Loz |Access Control Log | Leave Registration | Daily Log | Daily Att. | Monthly Att. | Scheduling|
[ Type: al ~ Place: Temp Place -
,‘PF?,’-; o User ID Hame Enroll ID Device ID Place Clock Time Att. Type
1 |Software Dept. 004 Edmond 4 1 Temp Place}l3-03 17:43  Clock-in
2 [E-business Dept. 001 Amaris Song;l 1 Temp Place 18-08 11:46  |Clock-in
3 E-business Dept. 001 1Amaris Song;l 1 .Temp Place 13-08 14:27 Attend
4 E-business Dept. 001 |Amaris Song |l 1 ‘Temp Place 18-08 17:43 Clock-in
5 B-busi Dept— 001 u is-Sengt 1 Tomp-Place 21-08-08:41 — Cloal
B fE-busix\ess Dept. 001 |Amaris Song 1 1 Temp Place 21-08 10:30 Clock-in
TE=busTress Dept. 002 Feter 1z T TTemp Flace T8-U8 TT743  [Clockin
8 |E-business Dept. 002 Peter 12 5t |Temp Place 21-08 09:41 Clock-in
0 [ Rbwrimare Nans inno Patav lo i| Tamm Plana 21202 1017 |F1anlein

4.2-35

Then click to select the edited record, and it can be delete it now! as the following:

P~ 1-07-2010 e iy 7 = gz N
2 e A Query Stat Print (/x5 Import — Export ~ ﬁ Bacl
| 1-08-2010 (2]l = U Sk
Nane User I0  Emrol... 6.4
_ Hardware Dept. ‘ Raw Clock-In/Out Log |Access Control Log | Leave Registration | Daily Log | Daily Att. | Monthly Att. | Scheduling|
Edward 005 s [ Type: al ~ Place: Temp Place -
Gt iat. Dept. o User I Name Ewoll 0 Device T [Place [Clock Tine Mt Type [Rd
1 |Softwars Dept. 004 Ednond 4 i1 Temp Place |18-08 17:43  |Clock-in
Ednond 004 4 : . : :
2 E-business Dept. 001 Anaris Song|1 1 Temp Place 18-08 11:46 | Clock-in
_ E-business Dept. 3 |E-business Dept. 001 Amaris Song|1 1 Tenp Place 18-08 14:27  Attend
Amari... 001 1 4 |E-business Dept. (001 Anaris Song|1 |t Tenp Place |18-08 17:43  [Clock-in
Reter. D¢ 2 5 |E-businessDeptr|00L S I Tenp-Place 21-08-09:41—|Clockei L2
Miks 03 3 P i Fhene: : T
> 6 siness Dept. {001
Financial Dept. I
T _E-husi Tlept (02 Poter 2 1 Temp Pla. 18-08 174 Llack—in !
1 1 T T
Marry 006 6 . T :
8 E-business Dept. 002 Peter 2 It Tenp Place 21-08 09:41  |Cleck-in
9 |E-business Dept. 002 Peter 2 i1 |Temp Place 21-08 10:17  |Clock-in
10 |E-business Dept. 003 Mike 3 i Tenp Place 21-08 09:41  [Clock-in
11 E-business Dept. 003 Mike 3 1 Temp Place 21-08 10:17  |Clock-in
12 |Financial Dept. 006 Marry 6 t Temp Place |18-08 17:43  |Clock-in
13 Financial Dept. (006 Marry 6 t [Tenp Place 21-08 09:41  Clock-in
14 Finencial Dept. (006 Marry 6 i1 Tenp Flace 21-08 10:17  Clock-in
e — | 7| | L £ |
4 [t Joft b M 2 M 4 |1 oft [ b bl |40 |4 X
Page:1, Total Pages:1, 14Items
. : .
@  Show/hide the column wanted, click Button, select the Show/Hide

Column wanted to be shown or hidden, and click to save it.
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L2l Fron |01-07-2010 (]
[Hame | User ID | Emeol.. || To [21708-2010 v
Hardware Dept.

Edward 00s S

'\_& Query

~ Place: Temp Place 8

ot g Print E-?:Import ::E; Export + ﬁ Back

| Software Dept. Hane Ewoll 10 Device ID  Place  Clock Time  Att. Type  Re
L 18-08 17:43  Clockin
Edmond 004 4 ! :
118-08 11:46  Clockin
B-business BepL: 118-08 14:27  Attend
Amari... 001 1 18-08 17:43  Clock-in
Peter 002 2 i i
it oo 5 21-08 09:41  Cleck-in
21-08 10:30  Cleck-in
Financial Dept.
18-08 17:43  Clock-in
Marry 006 5 T oo :
] Remck 21-08 09:41  Cleck-in
s |2: 0:17
Select ALl Select Invert 21-08 09:41  Clock-in
21-08 10:17  Cleck-in
e 18-08 17:43  Clock-in
@ 5 21-08 09:41  Cleck-in
Apply  Back |
21-08 10:17  Cleck-in
[l i 2]
{ oft b M g |ild 4|1 of1 | b bl |4k (4

Page:1, Total Pages:1, 14Items

4.2.4.2 Access Control Log

Select Access Control Log, input the date and click Query for all the detailed

clock-in/out information on these days. The detailed and selected record of

clock-in/out information will show its owner"s name. If the name is null, it will show the

record without name. It is also available to set the show/hide column. (Please refer to

Show/Hide Column for details)
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S 17M\ - Quer ta /Print (- Tmport Export ~ ‘3 Back
e Ve D Ewa Wl W ™R 57
Badvere Dot | Rew CloclcTn/Out Log | Access Control Log |Leave Registration | Daily Loz | Daily Att. | Monthly Att. | Scheduling|
Edward 005 5 [ | Type: all v Place: Temp Place >
e [Dept. User I0 Hame Euroll I Device I Flace  Clock Tine At Type &
Ednond 004 4 L
2 {E-business Dept. 001 Anaris Seng 1 Temp Place |18-08 124 Attend [
_iEcbuziness; Bept- 3 E-business Dept. 001 |Anaris Song/1 1 [Temp ?lace;lB-OS 17:43:23 Clockein | |
Anari... 001 1 4 |E-business Dept. 002 Peter 2 1 Tenp Place |18-08 17:43:33 Clock-in
il < 5 |Software Dept.  |004 Bdnona 4 1 Tenp Place 18-08 17:43:38 Clock-in |
Financial Dept. 6 Financial Dept. iuua :M&n’y 3 1 Temp r1acehs—ua 17:43:40}:10&—“
7 |E-business Dept. |001 Anaris Song|1 1 Tenp Place 21-08 09:41:30 Clock-in
L s 8 8 |E-business Dept. |002 [Peter 2 1 Tenp P1ace§21—os 09:41:34 Clockoin
9 |E-business Dept. 003 hiko 3 1 Tenp Place [21-08 09:41:36 Clock-in
10 [Financisl Dept. 006 Marry 6 1 Tenp Place 21-08 09:41:43 Clock-in
11 E-business Dept. 002 Peter 2 It Tenp Place 21-08 10:17:13 Clock-in
12 |E-business Dept. 003 Miko 3 [t Tenp Flace 21-08 10:17:16 Clock-in
13 Financial Dept. |006 Marry 6 1 Tenp Place 21-08 10:17:22 Clock-in
H[d i [2]if
O O £ S T A L ' oft | b bl |d=
Page:1, Total Pages:1, 13Items

4.2.4.3 Leave Registration Log

Click Leave Registration, select the department and personnel item that you want to
query, input the beginning and ending date, then click Query for their leave records.

[y

P -2 Fron |01-07-2010 & i i 7 ] 22| .

e U S e QR ey 5 s Print (37 Import o Export - % Bac
Nane User 10 | Bmeol.,. || To [21708-2010 (v] = St
| Baxdware Depd | Raw Clock-In/Out Loz | Access Control Log| Leave Registration |Daily Log | Daily Att. | Monthly att. | Schedu
Edward 005 5 ] Type: al A
' Software Dept. Dept. User 1D Name Ewoll I BeginDate  EndDate At Type

1 Hardware Dept. (005 Edward s 21-08 17:32  |21-08 17:32 Normal Overtime
Ednond 004 4 ; i i i t

2 |Software Dept. 004 Ednond |4 21-08 17:32 rmal Overtime
_ E-business Dept. 3 E-business Dept. 001 |Amaris Song 1 21-08 17:32  |21-08 17:32 Wornal Overtime
Amari... 001 1 4 |E-business Dept. 002 Pater l2 21-08 17:32  |21-08 17:32 Wornal Overtime
Peter 002 2 r i
Miko 003 3 5 |E-business Dept. [003 Miko 3 21-08 17:32  |21-08 17:32 |Normal Overtime

4.2-39

It is allowed to delete, edit and append clock-in and register leave and so on for the leave
Registration. Please refer to (Delete, Edit, Manual IN/OUT, leave registration, show
/hide column) for more details.
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4.2.4.4 Daily Log Report

Select Daily Log Report and the personnel item that you want to queried (please refer to
personnel option), set the querying date, and click Query to query personnels daily logs. It will
show his detailed daily attendance information after statistics.

From the Daily Log Report, we can have a very clear known about personnel“s
attendance record.

Let"s take Edward as an example: all of his logs on 109-08-2010 are in one record.

P~ 2l Fron 01-07-2010 ) ;¢ /o == .
et e B 2T &) A Query ] vt i BPort Q‘b Back
Hardvare Dept Raw Clock-In/Out Log | Access Control Loz | Leave Registration| Daily Log |Daily Att. | Monthly Att. | Scheduling
Bdward 005 s [:m
SRS, r Dept. Vser ID Name Enwoll 1D Date 1 2 3 4 Iz
| 1 Mardware Dept. |o0S Bdward |5 01-08-2010 |09:00:00 18:00:00
il ¢ | 2 Merdeare Depr. 005 Edward 5 l02-08-2010|08:00:00 | 12:00:00 13:00:00 |18:00:00
E-business Dept. 3 Hardvars Dept. ;uus Edward s ;17—05»2010‘09:uuvuoilz:ou:uu‘13:00:00'13:00:00
Anari... 001 1 4 Hardvare Dept. 005 lbanara 5 19-08-201009:00:00 | 12:00:00 |13:00:00 18:00:00 |
T e : S Mardware Dept. |00 [Eawara |5 [20-08-201009:00-00 | 12:00-00 | T L
Financial Dept. || & |software Dept. :am Ednond |4 :m»ns—zmo 09:00:0018:00:00 |
‘ 7 ASaftwora Nant nna Fimand 4 n2-na-ontn ina-nn-nnl12-nn-nn12:n0:00 |18:00:00
W D6 & || Let's take Edward as an example: all his logs on 00/ 18:00:00
| ' 19-08-2010 is in one record. |
|| By this way. we can have a very clear known about 00 18:00:00
| the attendance record.
Il . P z B
|| 13 |E-business Dept. |00t Anaris Song |1 02-08-201009:00:00 |12:00:00 13:00:00 |18:00:00
| 14 E-business Dept. 001 Anaris Song|1 17-08-2010|08:00:00 | 12:00:00 | 13:00:00 |18:00:00
|| 15 [E-business Dept. 001 Anaris Song|1 18-08-2010 |11:46:09 |14:27:24 17:43:23
| 18 B-business Dept. 001 Anaris Song |1 18-08-2010|09:00:00 12:00:00 |13:00:00|18:00:00
|| 17 |E-business Dept. 001 Anaris Seng 1 20-08-2010 |09:00:00 12:00:00 |
| 18 |E-business Dept. 002 Peter 2 o1-08-201003:00:00 | 18:00:00
O R LY Pasos o no-ne-ontn na-nn:nn 12:0n:0n12:00-00 120000 0.4
of 1 = ‘ of 1
Daily Log

4.2-40

4.2.4.5 Daily Attendance Report

Select Daily Attendance Report and the personnel item that you want to queried (please
refer to personnel option), set the querying date, and click Query to query

personnels daily attendance. It wil show his detailed daily attendance information

after statistics.
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P -2 From |01-08-2010 [»] = o 7 =] N
- N4, Query SN Stat. Print 1 Export ~ % Bacl
To |21-08-2010 (] > R = Gix
Hane User ID  Enrol...
Hardsare Dapt. Rew ClockcIn/Out Loe|[Access Control Log|[Leave Registzation|Daily Log] Deily Att. [Honthly Att.||Scheduling
Edward 005 5 =] | Rounding 0.1 v A Type Al v
 Software Dept. [ Dept. User I Neme  Envoll I  Date  Planned TI  Actual TI  Planmed T2 Actual |
il B4 P | 1 Herdware Dept. 005 Bdvard S 01-08 09:00 08:00 12:00
| 2 [Hardware Dept. [0S Edvard S |02-08  |09:00 j0g:00 12:00 12:00
E-business Dept. T 1 T i T 1
2 ' 3 Hardware Dept. 005 Edward 5 03-08
Amari... 001 1 I I I o
A 5 | 4 Hardware Dept. o0 Bdvard S 04-08 |
Miko 003 3 | 5 Hardware Dept. 005 Edvard S 05-08
Financiol Dept. | & Herdvare Dept. 00 Edvard S 08-08
| 7 Merdware Depe. 005 Edvard 5 07-08
Marry 006 6
| & Hardvare Dept. 005 Edvard S 08-08
| 9 Hardware Dept. 005 Edvard 5 09-08 i
| 10 Herdware Dept. |00S Edvard 5 10-08
' 11 [Hardware Dept. 005 Edvard S 11-08
| 12 Hardware Dept. 005 Edvard S 12-08
| 13 Hardware Dept. 00S Edvard S 13-08
| 14 Herdware Dept. 005 Edvard S 14-08
| 15 Merdware Dept. 005 Edvard 5 15-08
| 16 Hardvare Dept. 005 Edvard 5 116-08
| 17 Merdware Dept. 005 Edvard S l17-08  |03:00 0g:00 12:00 12:00
I nne Fawarvd IS 18-n8 |
[ [
of 1 & { |1 of4 | b bl
Page:1, Total Pages:4, 1261tems

4.2-41

Attentions:

Colors in the Report mean different situations.

. It means that the record is normal.

. It means Late Arrival, and it counts the Late Arrival frequency of the

person.

. It means that there"s no attendance record, append clock-in nor leave

registration, or the Absence.

. It means Saturday.

. It means Sunday.

Specification of Daily Attendance Report:

Actual Attendance (hours): the actual attendance hours is the total time difference of
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clock-in and clock-out. For example, the clock-in/out time of a day is, respectively,
timel:- 9:00, time2:- 12:00, then the actual y attendance hours is 3 hours.

Actual attendance days: it can be reckoned as one day if there is actual attendance
minute or second.

Late Clock-in (times): It can be regarded as one time if there is late clock-in on the
very day.

Early Clock-out (times): It can be taken as one time if there is early clock-out on the
very day.

4.2.4.6 Statistical Analysis

Double click the stat. record in the Daily Att. Report. It will pop up a Statistical
Analysis interface, as the following:

11 August 2010 Statistical Analysis 3]
O & o e

Name Edmond Dept.: Software Enroll ID: 4 User ID: 004

Default Att Rule Default Att
One workday as 8 Hour
Effective attendance records at intervals of not less than £ £
Access control records dealing with attendance C ) 09:00-18:00
Strict attendance

= ‘ | Normal

Clock-in over 10minutes Late
Late exceed E0minutes Absenteeism

Clack-out over 5 minutes count as early Begin att. time:07:00
Early leave exceed60minutes count as absent End att. time:23:00
If no clock in. count asLateOminutes Cross-days Calc leave early
If no clock out, count asLeave Early 0 minutes Must clock-in Calc late
Must clock-out Calc absence
Overtime more than 30 minutes to an effective Hiss Mitine
Advance in as overtime Deduct0 breakfast time SLito
Wweekend/Holiday work as overtime Manual
Extra work as overtime DeductOsupper time Deduct meal or rest time:0 minutes

| Planned T: 03:00: 18:00

Actual T: 09:00: 18:00

Attendance

*@2010-08-11 09:00:00 Clock-in
*@2010-08-11 12:00:00 Clock-out
*@2010-08-11 13:00:00 Clock-in
*@2010-08-11 18:00:00 Clock-out

4.2-42

Statistical Analysis for the Daily Att. Can realize the following functions: a.

Check or modify the Att. Rule of the selected record, as following:
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Name  camond vept: oonware [=4]]

Default &t Rule
One workday as 8 Hour
Effective attendance records at intervals of not less t
Access control records dealing with attendance
Strict attendance
Clack-in over 10minutes Late
Late exceed B0minutes Absenteeism
Clock-out over 5 minutes count as early
Early leave exceedB0minutes count as absent
If no clock in, count asLateOminutes
If no clock out, count asLeave Early 0 minutes

Overtime more than 30 minutes to an effective
Advance in as overtime Deduct0 breakfast time
‘Weekend/Holiday work as overtime

Extra work as overtime DeductOsupper time

4.2-43

The picture above displays the Default Att Rule. It takes effect when it is selected. When
it needs to modify the setting or modify other attendance rule, click icon to enter the
Attendance Rule Management window. Attention: Once you modify the attendance rule, it

would re-statistics the attendance data during the very duty time.

check or modify the Attendance records and Leave Registration for the very day. (As
the following)

Planned T: 09:00: 18:00
Actual T: 09:00: 18:00

Attendance =i*  Append Clock-infout
*@2010-05-19 09:00:00 Clock-in o
*@2010-08-19 12:00:00 Clock—out " Ask For Leave/Overtime/Out/Travel

#@2010-08-19 13:00:00 Clock-in
*@2010-05-19 15:20:00 Clock-in
*@2010-08-19 18:00:00 Clock-out

4.2-44

As the pic_4.2-43 above, it could query the attendance rule and att. Shift for the user on
the very day.

It can also check the planned time and actual time and other detail information of the
users.

It allows double clicking to edit the record. It al ows right clicking to add or delete the
record and append the record.

It allows right clicking the blank area for a popup menu to Append clock-in/out or ask
for leave/overtime/out/travel. And it al ows clicking the icon to append click
IN/OUT or leave registration.

b. Check or modify the Att. Shift or the User. (Defaulted Shift & Scheduling)
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| Right click the selected
duty time to a popup

Default Att. 1 menu.

= ;ﬁ Normal
&) 09:00-18:00 x CloutyTime(m »
o | shift(s) »
| o T 5-Group(G) »
Beagin att. time:07:00
End att. time:23:00 A New
Cross-days Calc leave early
Must clock-in Calc late
Must clock-out Calc absence
Result Time
Auto
Manual

Deduct meal or rest time: 0 minutes

4.2-45

It allows checking the attendance rule of the very user. Right click the selected duty
time to a popup menu. It al ows to modify the attendance rule of the very day. if you
want to modify the attendance rule of the users, please click the icon to enter the
attendance rule management window, and do the operation.

Attentions: (what causes statistics exception?)

1) Lack of clock-in/out record.

2) The clock-in/out time is not during the begin att. Time and end att. Time. 3)

The clock-in/out are not corresponding.

4) The Late Arrival or Leave early time exceeds the setting time.

4.2.4.7 Monthly Attendance Report

Select Monthly Attendance Report, add new personnel item through the import of name,
enroll ID and user ID or click Optional Personnel and right click optional personnel on
user list to add personnel item needs to be queried. Set up the query

date, and click Query for monthly attendance report, click Statistics for monthly

attendance statistics if there is no data. There will be detailed information of the
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monthly attendance after the statistics.

Attentions:

On Monthly Attendance Report, the colors must be in accordance with the ones in the
daily attendance report, please refer to Attention in daily attendance for details.

4.2.4.8 Import attendance record

The import can add batch attendance information through the self-defined column

Excel file or the following path: first establish attendance item on the Raw

Clock-In/Out Log, then export this information, and add other“s information according to
the export format. The save path of the Excel file must be the compatible version of 97-
2003, whose postfix is.xls

Sample for Manual Clock-in/out:

A B S D E F G H I
Dept UserID Name EnrollID Device ID Place Clock Time Att Type Remark
A RLAO1  Lily " 0 Unknown 12-0309:00  Clock-in

A RLAO1  Lily M 0 Unknown 12-0312:00  Clock-out

A RLAOT  Lily 1 0 Unknown 12-0313:00  Clock-in

A RLAO1  Lily M 0 Unknown 12-0318:00  Clock-out

B RLBO2  Kate 2 0 Unknown 12-0309:00  Clock-in

B RLBO2  Kate 2 0 Unknown 12-0312:00  Clock-out

B RLB0O2  Kate 2 0 Unknown 12-0313:00  Clock-in

B RLBO2  Kate 2 0 Unknown 12-0318:00  Clock-out

4.2-46

First: select the designed Microsoft Excel file.
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& Attendance data im portwizard

@ 1. Choose data

Specify the

File name:

|
C:\Docunents and SettingshRaw Clock-TnDut Log(20100312_1901). xls ||| Browse...
J

4.2-47

Second: Click Next, and select the matched column and field. (This step is generally
automatic and you don“t need to choose the field yourself, click Next directly.)

iv; Attendance data import wizard x|

%

{2 lMatch ficld

The system will automatically analyzes the first table of the Excel, and the first row set as Header
Please select the match fields, the blue one can not be blank.

Dt oy M T [ENTIEY]
Hame [ Hame [v Clock Tine |Clock Time |v|
User ID [user 0 [v] Device 0 [Device I |v]
Bl D [l D[] Bk [Renwk  [w]
Place [Prace v

I Previous ]l Hext l l Cancel

4.2-48

Third: Data Check, check the imported data. If there is something wrong with this data,
click Previous to justify or Cancel to cancel the current import. (if there"s red or green

color cel s in the importing data, please modify the red data. It would fail to import the file
when there"s red data.)
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Username AttType

2 A Lily RLAOL 1 [Unlmown

3l Lily RLADL 1 [Untmown

4 A Lily RLAO1 1 ;Unlmown

5 (B Kate RLBOZ 2 Unlenown

6B Kate RLEOZ 2 [vtmown

7B Kate RLBOZ 2 Undnown

5B Kate RLBO2 2 Vodemonn
=] | »
<] Il | 2]
H 4|1 o8 | b M 4 K

[ zreyiou_s l I Hext I [ Cancel I

Fourth: Click Next to import data if there is nothing wrong with the data.

-

L*:‘ Attendance data import wizard

import data

Processed: 8 Succes:d

Failur0

Completion of the data to import, click the “Cancel” to return.

Hext

Previous

4.2-50

Fifth: Click Cancel and reverse back Raw Clock-In/Out Log interface after the finish of

data import.

4.2.4.9 Import Leave Log

The import can add batch attendance information through the self-defined column Excel file or
the following path: first establish a leave item on the Leave Registration,
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then export this information, and add other"s information according to the export
format. The save path of the Excel file must be the compatible version of 97-2003,
whose postfix is.xls

Py B C b B F G H
Dept UserlD  Name EnmllID  BeainDate End Date At Type  Remark
Corporate F1 lily f] 14-03 09:0014-03 17:0( Normal Overtime
Corporate F1 lily q 14-03 13:0014-03 18:0( Normal Dvertime
Corporate F1 lily ] 14-03 19:0014-03 23:0( Normal Dvertime

4.2-51

First: select the designed Microsoft Excel

[~ Leave data import wizard

@i’i 1. Choose data

Specify the

Browse. ..

File name: ‘}&d.minislrstor.REm-ALPKA\Leave Registration (20100314_2355). x1s|

4.2-52

Second: Click Next, and select the matched column and words.

[~ Leave data import wizard

B 2Match ficld

The system %ill automatically analyzes the first table of the Excel, and the first row set as Header
Please select the match fields, the blue one can not be blank.

Dept. At Type  [ISSSGURYSNONE v
Hame [ane v Begin Date | Begin Date |v|
Vser 1D [vserm [v] End Date  [End Date  |v|
Ewoll 10 [Emecll ID v Remark [Bemwrk  [v]

[ Erevions | [ Mext ][ Cencal |

4.2-53
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Third: Watch Field, check the imported data. If there is something wrong with this

data,
click Previous to justify or Cancel to cancel the current import.

¥ Leave data import wizard @

AttType FromTime
1 1 Normal Overtime
1 1 ‘ Normal Overtime |
2 2 ‘ Normal Overtime ‘ 2010-03150)
4 sde 2 2 |Nomal Dvetine | 20100315 1
* ] \ |
< >
[ Previous ] [ Next ] [ Cancel
4.2-54
Fourth: Click Next to import data if there is nothing wrong with the data.
X

¥ Leave data import wizard

ss import data

Processed: 4 Succes: 4 Failure: 0

Completion of the data to import, click the “Cancel” to retum)|

Previous Next Cancel

4.2-55

Fifth: Click Cancel and reverse back Leave Registration interface after finishing the

data import.
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4.2.4.10 Export and Print of Report

1) Click Print to enter related settings. Select the print item or import the titles into
the input box of the box, for example name of the company. Click Page
Settings and Printer Settings for the settings of page and printer. Click Begin
Print to popup printing preview window that can be closed for re-settings, or click
Printer directly for printing.

Attentions: The printer only print the contains of the current displaying page.

Print Settings

Select the print items

|[¥] Dept.
Usep, D W ® A O Selected Only
Name

} Enrall ID Automatically adjust column width
|[¥] Date

Time1 Document Title

Time2 [

|[¥] Time3 =

|[¥] Timed

‘ Actual Att.[Hour)

|[¥] Normal Overtime(Hour)

Weekend Overtime(Hour)

Holiday Overtime(Howr) |

—( Print Range

| Page Settings | | Printer Settings | | Begin Print | l Cancel |

4.2-56

2) Click Export to popup the dialog box of save and select the save path, then click Save.
Then there wil be a Prompt Box suggesting to open it or not if it is a successsful save. If
you want to check the exported report, please click OK otherwise Cancel.

Access Control and Time Attendance Management System @

\? / The data has been successfully exported, open now?

[ OK ][ Cancel ]

4.2-57

4.2.5 Shift Scheduling

Shift Scheduling provides the function of setting particular working time for particular
employees, and the function of querying and printing.
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Pressing menu Att Manage - > Scheduling or entering into Report and choose

Scheduling. Following is the description of the chart in different color,

: it means that the time isn"t in the choosing time.

_ Light blue: it means Duty Time Information. _ Light
yellow: it means Shift Information. _ Light pink: it
means S-Group Information. _ Light sky blue: it means

the default scheduling. _ Green: it means the weekend

day or the holiday.

_ White: It doesn"t contain default or manual scheduling, so it won"t affect

the scheduling information when you save the scheduling.

_ Yel ow green: it means that the user deleted the manual scheduling

information. (Click “Save” to affect it.)

4.2.5.1 Query for the scheduling information

Select the personnel item that needs to be queried. (Please refer to personnel aption

for details).Input the beginning and ending date, then click Query for the scheduling

record of the first personnel of these selected ones. It displays various modes of
arrangement on the optional column, such as: week show mode, month show mode,
Name shift mode, ID shift mode, display all the attendance information, display
scheduling shift information, as following.
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= |[77 Show mode: Week ~ (@) Shift Mode Name + ||/ Edit Mode Multi-edit ~ |\ Type Single Shi ~
Stert Date, | Nondey Tuesday Wednesday | Thursdey. | Fridey Seturdey. | Sunday
1 |2010-04-26
2 2010-05-03 _Morning [iforning Horning [Horning
3 [EOIOSTER I ¢ i crnoon.  [Afternoon  |Afternoon.  |AFterncen  [Afternoon
4 [2010-05-17  |Reguler Shift |Reguler Shift Reguler Shift Regular Shift|Regular Shift
b 5 [2010:0524  {Auto,S-Group |Nuto.S-Group |Auto.S-Group |Aute.S-Group |Kute.5 Group
6 2010-05-31  Morning

4.2-58

The chart above is the week show mode, displaying the name of shift; the querying
result is single shift information. It"s available to click the button before the listing or
select different options on the pull-down menu to present different show modes.

4.2.5.2 Query for all the scheduling information

Select the personnel item that needs to be queried under the Month show mode. (Please
refer to personnel option for details). Input the beginning and ending date, then click
Query for the personnel scheduling record, as following.

Hame Start Date 1 2 3 4 £ ] 7 g g
. o [ |

1i 1i 2010-08-01 Morning Morning

1
2

3

4 |sumy  2010-08-01  Regular Shift Reguler Shift

5 Tom  2010-05-01 mMorning Morning|Horning Horning |Auto, S-Group Al
6 Ton  2010-06-01  Auto S-Growp Auto.S-Group

4.2-59

Each row stands for a month, displaying the selected personnel“s scheduling
information in the time respectively. It“s unavailable to neither edit nor preserve when
checking all the scheduling information.

4.2.5.3 Edit the scheduling information

@ Edit the selected record. The background-color of the selected scheduling information
turns to deep blue. (Right-click or) Double-click the very record to edit it. There“re two
edit types, one is modifying one cell at one time, and the other one is dragging to edit
various cells. It"s available to select the pul -down menu via the edit icon at the top of the
window, or click the edit mode icon to switch.
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Lar Shift Regular Shift Regular Shift :Morning
mikuto. S-Group |Auto. S-Group "Morning

ing () Duty Time(T) » ‘ ‘ ]
[ Shift(S) »
|_ S-Group(G) > | Auto.S-Group:G001 h
Delete
s New
4.2-60

The popup menu is as the picture above. Each time the operation of selecting the

menu only works for the selected cells when double-clicking the edit mode. The selected
shift information at one time can be dragged to set up various cells or click to set up
various sheets when dragging edit mode. Click the blank area out of the sheet to release
the selected shift information.

@ Delete the scheduling of selected date. Select the cel and double-click or right-click to
select delete on the popup menu. Select the corresponding edit mode to single-delete or

multi-delete.
| | Start Date Monday Tuesday Wednesday Thur sday Friday Saturday Sunday
1 2010-04-26 ‘
2 |2010-05-03 Worning  [Morning Morning ~ [Morning  Morning
|

(Afternoon Morning
4 2010-05-17  Regular Shift
» S 2010-05-24 Auto. S-Group

|
i 3 ;2010—05—10
1
i
i

6 §g010-05-31 }Momng iﬂorning Morning |
4.2-61
It"s available to click the save button below the status bar to save the

current scheduling result when completing the edit..

Attention: save operation is to save the scheduling setting-up in a selected time of the
selected personnel on the left.

4.2.5.4 Template Scheduling

Click the button below the View, or right-click to select the Template, then enter
template setting interface, as the follow picture:
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= .
% Scheduling Shift - - . ]
(e IR Te-
=® a1 A1l shift

Flease select a item

(1) Duty Time

| shige

— [ Evening:E003 (19:00-23:00)
[F#] S-Group 7] Normal :E0D4 (09:00-18:00)

Show mode: Week v Shift Mode Name -

Mondey  Tuesday Wednesdey  Thursday  Friday Saturday  Sundey
Morning | Evening Shift | Auto.S-Group |Auto.S-Group Auto.S-Group

< i »

4.2-62

Select the corresponding scheduling setting template, which supports dragging to set
various sheets.

® Week template: set up the scheduling in pattern of the week in a selected time. =

Month template: set up the scheduling in pattern of the month in a selected time.

 Day template: set up the scheduling by taking time interval as template in a selected time.
Such as the following picture.

Show mode: Day - Shift Mode Name v Time inter:3 L. Day
Auto. S-Group |Evening Shift |Normal | .

It means that it counts from the first day in a selected time, noon class for the first day,
and evening class for the second day, day off for the third day; repeat the noon class of

the first day for the fourth day, etc.

If the existing shift information cannot meet your request, it"s available to click the icon
on the menu bar to set up new shift information. (Please refer to Attendance Rule setting
for details)

Click the icon after completing the template. It makes the template set up to the
corresponding time and cell, and set up the scheduling of the personnel selected from
the personnel option on the left of the scheduling report according to the template.
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4.2.5.5 Import scheduling information

The import can first query the scheduling information from the personnel scheduling report on the
attendance management then export the information. And add others" information according
to the export format. The save format of the Excel file must be the compatible version
of 97-2003, whose postfix is .xIs.

A B C D E F
Name Start Date '1 "2 3 ¢l "
11 1i 2010-05 Afternoon Morning Sunday Rest Regular Shift ]
2 2010-05 Afternoon Morning Sunday Rest Regular Shift ]
FF 2010-05 Afternoon Morning Sunday Rest Regular Shift ]
4.2-64

The imported data and shift information can be automatical y identified the name or ID
num.

If the name or ID num is personal one, the imported scheduling information is the
corresponding personal one.

If the name of ID num is departmental, then the imported scheduling information is
the departmental personnel ones.

First: select the designed Microsoft Excel

% Import Scheduling Data oy - -~ @

ﬂr’ 1. Choose data

Specify the Excel data source

File name: C:\Usershalpha\Desktop\Scheduling (20100513_1911). x1s

4.2-65

Second: [Data Check], check the imported data. If there"s something wrong with this data, it"s
available to modify it directly, or add new record in this very step or it won"t be edited
succeed. Click Previous to justify or Cannel to cancel the current import.
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B = T A —— - -
% Import Scheduling Data - M

—

Afternoon

1
22 2010-05 Afternoon
3

Morning

Morning

Sunday Rest Regular Shi

Sunday Rest Regular Shil

M 4|1 of2 | b M4 X

[(Brevious | [ Hext ][ canca |

4.2-66

Fourth: click Next to import data if there"s nothing wrong with the data.

r = Iy
i L T T—— T ——— - )
% Import Scheduling Data — - g

i

Pr— PR—

Processed: 24 Succes:23 Failurel

Completion of the data to import, click the “Cancel” to return.

Brevious | | Hext | Cancel

4.2-67

Fifth: click Cancel and reverse back to the user management interface after the finish of

data import.

Attention:

Exported data after modification needs to be copied to a new file and saved as the
version of Excel 97-2003, and then the file can be imported successfully.

_ll_
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4.3 Device Management

The device management possesses performance of data connection and download
and others.

¥ Access Control and Time Attendance Management System @}i@

| Y LAk | (A
) g EEeE Py

User Management Atk Manage Device Management Maintenance

Connect  Download

Administrator | 21/08{2010 03:16:58 .-

4.3-1

4.3.1 Device Connection

4.3.1.1 Device Added

Connect the device to the computer (select the suitable communications:
RS232/RS485, TCP/IP or USB) If there are several networking-apply devices, these
devices must be set to different numbers to avoid repeating, for example: 001,002

1) RS232/RS485 Communication

Click Device Management on the menu —Connect— click or Add Device on the

left column to popup Connect to the Device window.

Select RS232/RS485 communication, the settings of Device ID and date remain the
same with the ones on the terminal, select the COM Port. Then click Search, as the
following.
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Add Device

Device Contol | Access Control|

Connect to the device

beboce [Temprines [ L]
Communication| RS232/RS485

1 £

Device ID

COM Port COM1 M
Baudiate 38400 v

Q

Search

Back

Nomal | Advanced | Bell | Log Scheduler | Manitoring | Message|

4.3-2

It wil display Successful Connect Prompt Box, corresponding to the data searched.
Click OK and there wil be the icon of Add Device on the left of the window, as the

following.

~¢ Device Management

Add Device

262

Device Control | Access Control|

Daily operation of the device

Get Newly Log

a of the device.

Callect the newly

Get All Log Empty &l Log B

Get Al Envol
Get all Envol(Fingerprint, Passwar

Empty Al Envoll

Upload All Envoll

Upload all Envoll of the software to

Cancel Privilege

| Normal ‘Advanced | Bell | Log Scheduler | Monitoring|

#2 (Temp Place)

| Operation Complete

4.3-3

Click Add Device for more devices.

2) TCP/IP Communication

Click Device Management on the menu —Connect — click

left column to popup Connect to Device window.

or Add Device on the

Select TCP/IP communication, the Device ID, IP Address and Password must remain
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the same with the ones on the terminal. No communication password defaults as 0.

Connect to the device

Communication| TCP/IP v

Device ID

[ ]

v
IP Address 192.168.1.224

Port No.

4.3-4

3) USB Communication

Click Device Management on the menu —Connect— click or Add Device on the

left column to popup Connect to the Device window.

Select USB communication, the Device ID must remain the same with the ones on
the terminal. Device ID defaults as 1.

0O i s
\2) KT
g Device Control | Access Control |
Add Device Lk ¢ Connect to the device

Belongs  [TempPlace v [ - |

Device ID

34

Search

| Nomal | Advanced | Bell | Log Scheduler | Mornitaring | Message|

4.3-5
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4.3.1.2 Edit Device Property

Select the device connected, such as Device #1, and click Edit on the menu or
right-click Device #1— connect to option, and there will be a corresponding window of
device property. Then you can set the device"s communication, device ID, IP address

and others.

4.3.1.3 Delete Device

Click Delete on the menu or right click the connected device — delete. That wil
delete current selected devices. You need to re-add device if you want to re-connect

this device.

4.3.1.4 Refresh Device

Click Refresh on the menu or right click the selected device —refresh. That wil

refresh the current device.

4.3.1.5 Device Property - Normal

Device Property —Normal, Advanced or right click the connected device— Operate_ in
this way, you can read or delete the data on the terminal.

'~ Device Management

Py
GO SR@2
Device Control |Access Control
(D
Add L¥ Device Status
Device
Ay Tenp
o User: 6
Fincerprint: 6
Devi ces EJ Refresh

{8 Connections

Get Al Ervol
X Delete Get Newly Log

) Sync Time
@ Tunoff

Empty All Log

[Wornal [Advanced | Bell

Cancel Privilege

Empty Device Data

Upload All Enroll

Log Scheduler | Moni toring | Message |

Daily operation of the device

Get Newly Log
Collect the newly Log of the device

Get Ml Log  Empty All Log
Collect all the Log of the device.
When the storage of the device is béing ful

Enroll Enpty ALl Enroll
Enroll (Fingerprint, Pass

all managers of the device, e 5
' can manage the device without mene

#1 (Temp Place) | Operation Complete

1) Get Newly Log

4.3-6
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Get the new and un-col ected attendance records on the device.

2) Get All Log

Get all data on the terminal, including the downloaded and uncollected one.

3) Empty All Log

Empty the attendance data after collection if there is too much data on the device.

4) Get All Enroll

Get al enrol on the device, including fingerprints, password, inductive card and others.
5) Empty All Enroll

Empty all enroll on the device for re-enrolling al information.

6) Upload All Enroll

Upload al enroll data on the software onto the device, such as name, fingerprint data.

7) Cancel Privilege

Delete the administrator"s privilege of device through RIMS software. 8)
Synchronous Time Device

Synchronize device time with the one on the computer.

9) Close device

Close device through software.
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4.3.1.6 Device Property- Advanced

2 Device Management

QO BRB2

Device Control |Access Control |
B
Add Advanced property settings
Device
Enpty Device Data
o ill clear sl the data(Enroll and Log) im the device. Harming: Camnot restore!
o Adjnst-deviras seruemboightn 30 Apply

2
Set the Text of the device’s screen. Get Set @ |

Reboot the device

| Normal Bell | Log Scheduler I Meni toring | Message

#1 (Temp Place) | Operation Complete

4.3-7

- Device Management

0O BRB2S

Set message for the color screen

Device Control |Access Control Tatminal
C L SR
Add Message settings
Device

Get from device Upload to device

© Target Begin Date FFERTE  Content
1 [ Bveryone ||2010-08-21 15:11 [+ Unlimited

Device#l

2 [ [Everyone |[2010-08-21 15:11 [v] [Unlinited||

v [Vndini ted

3 [ [Everyene ||2010-08-21 15:11

4 [] Everyone ;2010—05-21 15:11 ‘lH Unlimited |

5 [ [Everyone ||2010-08-21 15:11 ij' Unlimited

6 [ [Everyone ||2010-08-21 15:11 [v] [Unlinited |

7 [] Everyone | |2010-08-21 15:11 \ﬂ Unlimited |
8 [ [Everyone |[2010-08-21 15:11 [v] [Unlimited||

A Moo Tlanen anoae croee Golheazozaoall

#1 (Temp Place)  Operation Complete

4.3-8
1) Empty Device Data

Empty al enroll and clock-IN/OUT records and attendance report simultaneously.
(Attentions: this operation cannot resume)

2) Adjust Device’s Screen Brightness

Draw the scrollbar and set up the brightness value of the screen, click Apply to apply
the brightness value to the device.

3) Set the Text or Message of the Device’s Screen

Click Get to get the current text of the device“s screen and import the words onto the
device by clicking Set.
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If | set the messagel: Institute training on the job. And message2: Pure attitude,

pure power. And upload them to the device, and then they wil be rol ing on the screen

of the color screen terminal dynamically. It can be set to someone, such as Amaris
Song, or everyone. As the following:

Edit and select the message,

Vo 8EBe and then click "Upload to

e Device Control | Access Control
o 7 device"
(D) evice
5

Add Message settings
Device

Get from device

G L v

2 Everyone ||2010-08-23 15:18 || Unlimited Institute training on the job. i~
Devi ce#l

Everyone ||2010-08-23 15:18 || Unlimited Pure attitude, pure power.

[] Everyone ||2010-08-23 15:18 |v Unlimited

[ [Everyone ||2010-08-23 15:18 |w| Unlimited

1
2
3
4
5 [[] Everyone | 2010-08-23 15:18 || [Unlimited
6 [] Everyone | 2010-08-23 15:18 |v| Unlimited
T [] |Everyone | 2010-08-23 15:18 [+ [Unlimited
8

[[] |Everyone | 2010-08-23 15:18 [+ Unlimited

A Pl lveo. anin an an aroen

Normal | Advanced | Bell | Log Scheduler | Message |Monitoring

#1 (Temp Place) | Operation Complete

4.3-9

Welcome 2009-08-18 TUE

08:08 au

Institute training on the job. Pure attitude, pure power.

4) Reboot the Device

Click Reboot the Device to restart current connected device.
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4.3.1.7 Device Property- Bell

7 Device Management

OO |HR®e

= Ooitoe Coonel TAesaia o
oD
"4
Add Devce Boll Sottings  Get or set the bell setirg: of the device
o, a
@2 BelRngTmes 3 2
Decest [ eetTamt 000000
D Bell Temn 2 000000

[CeedTime3 [000000
[]BeiTmed [000000
[ eelTes5 000000
[ BedTmes 000000
[CledTme7 000000
[ BetTemd 000000

DR OO

Nomnal | Advenced| Bel | Lop Schedubel | Montorng

#1 (Tewp Flace)

4.3-11

Click Get to obtain the Bel Ring Times and Time established on the device. Click Set to
upload the newly edited bell onto the device after the settings of Bel Ring Time and times.
The color screen terminal can set at most 10 groups of bel .

4.3.1.8 Device Log- Scheduler

Select Enabled LOG Scheduler then set the timing, and then click Apply to get it work, or
Sync Time when get log.

Let"s take an example:

r Device .Manageme nt

0O SRB2S

Device Control |Access Control

(D)
Add Log Scheduler i
Device S
(@ Ensbled LG Schedule: O Turn off LOG Scheduler | Cl
i

© [Every dsy  [v] E]éii“(’[i:: ;;i -

Devi cedtl at 10:00 2]

2 [ Syne Time

| Mormal | Advanced [ Bell | Log Scheduler |Message | Moni toring|

#1 (Temp Place)  Operation Complete

4.3-12

- (Y- (,nap[er Four Istruction of the Software performance



4.3.1.9 Device Property- Monitoring

"ql Device Management - RIMS

06 SL® 2

Device Control |Access Control |

Add Moni toring

Device#l

Show user picture

Automatic menitering afte

Wormal | Advanced | Bell | Log Scheduler | Monitoring |Message|

#1 (I&RTS) | Operation Complete

4.3-13

Click Real-time Monitoring. If select the Show User Picture in the options item, then in the
process of monitoring, the screen wil show the user"s picture in real-time. If select the
Automatic Monitoring after Running the Program, he system will upload

attendance data in real-time in the process of monitoring.

4.3.1.10 Access Control Operation

If the device supports the access control property, the contents of the access control
operation options can be edited. Otherwise, it cannot.

1) Access Control
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¢ Device Management Q@@

7 2 Pevice Control ||/
Add Device Normal operation of the device
[f(“;\u) Open  Keep-Open Keep-Close

#1 (Temp Place)

Through software to open the door or keep the door Open/Close rei
‘When the door is in a fixed state, click Automatic Mode 2

tofestore the
Cancel Alam Show Status
Cancel current alam. View the curtent stal e door.
At the same time to restore the door in automatic mode.) -

| Nomal | Settings | Pass-time | Group-time | Pass-set | Unlock-group | User access control

4.3-14

1. Click Open and conduct remote control to open the door through the software

2. Click Keep-open and set to keep the door open normally.

3. Click Keep-Close and set to keep the door closed normally. It is

in-effective to open by card stamping but effective when restoring to

Automatic Mode.

4. When the door is in a fixed state, click Automatic Control to restore the
open status. Set the state of the door to Automatic Control Mode.

5. Click Cancel Alarm to cancel the current alarm and restore the open

status of automatic control mode.

6. Click Show Status to see the controlling mode of the current door. 2)

The Settings of the Access Control Device
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¥ Device Management E]@@
((‘J\‘,\ | Device Control | Access Control |
( |
\ \
Add Device The settings of the Access Control device
lf“ 1—) | Open door delay (0-255) S 5 - C} Verify Mode ‘ FP or Pwd or Cz v
g @ , = —
W Open door overtime alaim (0-3600) 5 |0 < User valid settings | Disabled v
Device#t1 e — -
lllegal open door delay (0-255) S 0 £ Wiegand type ‘ZE-Bil v ‘
Signal input laim [Disabled | nlock-gioup [Enabled v
Threat Alaim Disabled ¥  Agiessback [ Disable v/
Threat alarm action Open and Alam ] ‘
Get from device Upload to device
-
L o

Nomal | Settings iPass-time | Group-time | Pass-set | Unlock-group | User access control

#1 (Temp Place)  Operation Complete

4.3-15

1. Click Get to obtain current property settings of the access control.

2. Set the door keep open for 0-255 second(s). If it excesses this time, the door
automatically restore close status.

3. Set the door keeping alarming for 0-3600 second(s). If it excesses the this time,
there will be alarm. If we set the alarm time as 0, there won“t be alarm even if it

excesses Open Door Time.

4. Set the door keep alarming for 0-255 second(s) when the door is regaled to
Open. If the door is forced to open, there wil be alarm. If the alarm time is set as 0

and the door is forced to open, there won"t be alarm.

5. The Signal input alarm, Threat Alarm, Threat Alarm Action can also be set
according to actual situations.

3) Pass-time Setting




+ Device Management

QO 8BRS

EEX

| Device Control | Access Control
&
Pass-time Settings
Add Device

Access control device can be set 32 P

;s . | T |
Deviceft1 Pass-time: u’l[ﬂw b
Begin time: [ 3|

End time: 235

Gethiomdevice  Upload to device

| Nomal | Settings |/ Pass time. | Grouptime | Pass-set | Unlock-group | User access control

#1 (Temp Place) | Operation Complete:

4.3-16

1. Every access control device can be set 32 pass-times that can be added and
deleted according to actual requirements.

2. Click Get from the Device to obtain information of pass-time to the current

device

3. Click Upload to Device to upload the current time settings to access control

device.

4) Goup Time Settings

~¢ Device Management

0O 8RS S

Device#tl

Group-time:

[Devios Contol] Acoess Corkal |
C -
p Group-time Settings
Add Device

Each Group-time may include 10 pass-tit

S HE T,

Select the pass-time to include:

Get from device

Upload to device

Normal | Settings | Passtime ! Group-time.|| Pass-set | Unlock-group | User access control|

#1 (Temp Place) | Operation Complete

4.3-17

1. Every access control device can be set 32 group time, each of which contains
10 pass-times. The time group can be added, edited and deleted according to
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actual situations.
2. Click Get from device to obtain information of time group to the current device.

3. Click Upload to device to upload current new-added time group to the access
control device.

5) Pass-set settings

1. The pass-set setting contains seven days a week. Each can select
time groups to collocate and combine according to users"
requirements.

~¢ Device Management E]@@
QO 8RS 2

(,\ Device Control | Access Contral |
( T
N Pass-set Settings
AddDevice Pass-set contains seven days a

Device#l Pass-set: i;ﬁ\llow |

0

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Getfiomdevice  Upload to device

Normal | Settings | Passtime | Group-ime | Pass-

#1 (Temp Place)

4.3-18

2. Click Get from Device to obtain pass-set information of current
device.

3. Click Upload to Device to upload the new-added pass-set to the
access control device.

6) Unlock-group

It can be set that the door can be opened only when both of the different persons get
through the authentication. The setting is as the following:

First, click Access Control - Settings - Enabled the unlock-group. (As the pic_4.3-18)
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~ Device Management

Q6 RS

EEX

llegal open door delay (0-255) S
Signal input alarm
Threat Alarm

Threat alarm action

Get from device Upload to

[ Deviee Coniol | Aceess Contl |
(~ T
Add Device The settings of the Access Control device
~ Open door delay (0-255) 5 5 S| veityMode FP or Pwd or Cz v |
~
y Dpen door overtime alarm (0-3600) S m 2 User valid settings Disabled v
Devicetf <

\VNormai‘i Settings | Pass-time | Group-time \'Pass-sel'\‘ Unlock-group ‘VUSEI access control |

P&

v Wiegand type
Dised ¥ Urlockgroup Enabled v/
i
[ Disabled v ‘ Disabled

Anti-passback

Enabled

device

#1 (Temp Place) | Operation Complete

4.3-19

Then click Access Control - User Access Control, then set the user access control.

CE BB 2S

Device Management all the persons are defaulted to

L—

| group 0 before setting the group.

'

Device con.,ﬂ Aocess Contrl | It allows to setting the persons to
777777 _1-9 groups. 1
N select the persons need to
addDevics be set to the unlock-group
(G¢ | Apply pass-set:
I
Devicett1 Name User ID/ Enroll ID User-group

User valid setti

Valid Date

Invalid Date

Note: Need the 'User valid settings’s€

to Enabled.

Upload to device

Normal i 7Settingsi Pass-time | Group-time | Pass-set | Unlock-group|

User access control

#1 (Temp Place) | Operation Complete

4.

Attentions: the Apply pass set is defaulted as

3-20

“Al ow”. Set the persons to 1-9 group

according to the requirements. It is defaulted to group 0 without setting, and the persons in
group 0 cannot be set to the unlock-group. Let"s say, we can set Peter to group 1, Miko

to group 2 and Edmond to group 3.

Third, click Access Control - Unlock-group, an

d define the unlock-groups.
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¥¢ Device Management Q@l@

| Device Control iﬁkccess CEHEIT

N Unlock-group Settings 1
Add Device Set Unlock-group,

f\;} {

‘f@;\% Unlock-group 0 ﬁ12 $ ‘ Unlock-group 1 ‘1 31
;m ‘ Unlock-group 2 (25 7:,;\ Unlock-group 3 {'221 i 37\

Unlock-group 4 0]

=

14>
=55
<»

Unlock-group 5§ }U

Unlock-group 6 ED

<>

<>

Unlock-group 7 ‘LU

Unlock-group 9 ‘07

22 |

Unlock-group 8 ‘[]

<)

Get from device Upload to device

Normal Settings | Passtime | Group-time | Pass-seti Unlock-group ;Usev access control

#1 (Temp Place)  Operation Complete

4.3-21

Here are the instructions of the four unlock-groups above:

Unlock-group 0: it means that only when both of the two persons: one of the people
from groupl and one of the people from group2 authenticate from the Access Control
Terminal, can the door be opened.

Unlock-group 1: it means that only when both of the two persons: one of the people from
groupl and one of the people from group3 authenticate from the Access Control
Terminal, can the door be opened.

Unlock-group 2: it means that only when both of the two persons: one of the people from
group2 and one of the people from group3 authenticate from the Access Control
Terminal, can the door be opened.

Unlock-group 3: it means that only when two persons from group2 authenticate from
the Access Control Terminal can the door be opened.

If there“s a unlock-group4: 123, then it means only when both of these three persons:
one of the people from groupl, one from group2 and one from group3 authenticate

from the Access Control Terminal, can the door be opened.
7) User Access Control

This can be set various pass-sets and valid date for different users
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¥+ Device Management Q@@
SO | BRB 2

Device Control | Access Control |

@

N The Settings of User Access
SddUetics Set the user's priviege in acces
@ —2as Apply pass-set: [ Allow v
> Aow v
Devicettl Name UserlD  EnrollID User-group \‘ o ¥ ‘
User valid settings

VaidDate | 01-01-2000 v

InvalidDate |31122088 | =

o) . / ‘

Note: Need the 'User valid settings' set to Enabled. \

|
e
Upload to device

| Detail | | List I |Qelete |

Normal "Sellings Pass-time | Group-time | Pass-set | Unlock-group

#1 (Temp Place) | Operation Complete

4.3-22

Click Upload to device to set valid time for different users. Al the valid time of the registered
users are available without setting. But with the user"s access-control settings, it is only
available to the users whose information has been set during the

regulated time.
8) Anti-Passback

Anti-passback is a function for Access Control Terminal that prevents the tailgating. In
some conditions, the security system demands the personnel authenticate legally from
the outside door to come inside, and authenticate legal y from the inside door to go
outside. The authentication record must be one inside record and one outside record.
When anti-passback is used, people must first authenticate from the

designated “In” reader, then from a designated “Out” reader, and tried to read out of

an area, an anti-passback violation would occur.
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¢ Device Management Q@@
@ 2N ‘ 5,\; @ @ q-
B Device Contrg) | Access Control |

¢
Add Device /ﬁﬂ(s:tting of the Access Control device

= Open door delay (0255) S B 2| VeityMode [FPorPudarCe v |

= [FE |

\ Open door fovertime alarm (0-3600)§ |0 4| Uservalidsetings  |Disabled v/

Devicett! - e
lllegal opeh door delay (0-255) S :LO (‘:] ‘Wiegand type :/J
Signalinfut alarm [Disabled v Unlockgroup [Enabled v
Threat farm [Disabled v Atci back | Disable

Thieat dlaim action [Open and Alam 2+

Get frg device

[ Fomal] Setings |Pove ] Groumiime | Paserset]| Urtock-gioup | Use socess ook

#1 (Temp Place) | Operation Complete

4.3-23

Instructions:
1) Disabled: the anti-passback is ineffective.

2) Enable (OUT): it makes the ZD2F20 Access Control Reader as the
“In” Reader, and the record in the ZD2F20 is the “IN” one. The
authentication record in the Sensor is the “OUT” one.

3) Enable (IN): it makes the ZD2F20 Access Control Reader as the
“OUT” Reader, and the record in the ZD2F20 is the “OUT” one. The
authentication record in the Sensor is the “IN” one.

4.3.2 Device and Data Download

Click Download—Device#1 to popup next menu, as followings:

~¢ Access Control and Time Attendance Management System E] E]

+) v\:,i;,,':: \
cic e 2
|

User Manage  Att Manage Device Maintenance
X, .
e
Connect oI d =
"JLE"‘L‘\ Device#1 > | Get Newly Log
- J Get All Log
@J Impork:Log Get All Enroll

Administrator | 2/8{2010 12:04:51 AM __;I,& i

4.3-24
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Please refer to the
submenue.

1) Get Newly Log

: Get Newly Log, Get All Log, Get Al Enrol for more details of the

Obtain the newly report on the fingerprint attendance machine.

2) Get all Log

Obtain al attendance data on the fingerprint attendance machine, including the

downloaded and un-

3) Get All Enroll

collected data.

Get al fingerprints and password data on the fingerprint attendance machine and

preserve them into the data base.

4.3.2.1 U-Disk / SD Card Data Import

Download the attendance data with the U-disk. First, download the data from the
fingerprint attendance Terminal to the U-Disk, connect the U-Disk to the USB port of

the computer, then steps following:

Click Download — U-Disk/SD Card to popup the dialogue box Download data from

U-disk/SD card,

{ \
CIBN V] E. .
ImpmtDﬁ‘_\ Maintenance I
Import
Data Import:Please select hres e TXTAGL " TXT
Immediate phota - ] Browse(L]...
K TR
Image Import:Please select the folder names photo-log O
7
Enrol photo B ] Browse(U)...
\ /( 2
Enrol Image Import:Please select the folder names user-photo N \ 7
- — Y
"

Cdisk free space; 13.38 G

4.3-25

It al ows importing data, immediate photo and Enroll photo from the u-disk / SD card.
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The Immediate photo data importing is optional according to different models. Select

the path (stay blank if unnecessary), and then click the icon

4.4 System Maintenance

The data maintenance arms to maintain the data base of the system routinely, which
includes backup DB, restore DB.

On the main menu, move mouse to the icon Maintenance, popup three sub-menus
that are Backup DB and Restore DB.

#+ Access Control and Time Attendance Management System Q'E‘@

‘ . P . 3 ,\
3,. miEe 0s \?J

Maintenan
User Management  Att Manage Device Management Maintenance

- L 4
Backup DB Restore DB

Administrator | 24/08/2010 23:12:18

4.4-1
4.4.1 Backup DB

Backup DB means the backup the database of the RIMS, including the personnel
information and attendance records.

A. Backup database (Access version)

Click the submenu of Maintenance-Backup DB, select the save path of data, and
click Save to popup the dialog box of Successful Save. Click OK, then there will

be formation of backup file in the corresponding path. For example the file likes
,RIMS_20100824.rdb".

B.  Backup database (SQL Server version)

It makes difference between the connection to the local server and the remote
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server.

Backup to the Local Server: the same operating steps with the Access version
backup.

Backup to a Remote Server:

Access Control and Time Attendance Management System [2¢|

1 ) Connected to a remote server, Are you sure to backup ?

4.4-2

a. It prompts that whether backup to a remote server or not. It requires the read and
write permissions to the shared folder on the Remote PC or it would be fail to
backup the database. (It is suggested that using the SQL Manager to backup the
database on the remote server while backup to the Remote Server.)

It pop ups the following window when it‘s the first time to backup the database. It
requires inputting the backup path (required to read and write permissions) on the
remote PC.

[ [X]

Backup path (required to read and write permissions)

[DasonG

Save Path

[ Apply I [ Cancel

4.4-3

Click “Apply” to backup the database. When there's no read and write

permissions to the input path, it fails to backup.

Attentions:

@ When it"s the first time to input the data and operate other settings, it is
recommended to backup the database at once. It is recommended to
backup the database before modifying the data to avoid data loss.

@ Once the administrator makes some mistake or wrong operating steps, it
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allows restoring to the relevant database.

@ The defaulted name to the file is “RIMS_+current date.rdb”. The
administrator can decide his own backup path and file name.

4.4.2 Restore DB

The Restore DB subjects to restore the database, including all the personnel
information and attendance reports.

A. Restore database (Access Version)

Click the Restore DB on the sub-menu of Maintenance, open the path of the

database preservation, and select the restore DB that needs revert, and click Open to
popup the dialog box of Successful Restore Database, then click OK. It needs restart the
RIMS software to make the restored valid.

Access Control and Time Attendance Management System

i Successful to restore the database C:\Documents and Settings\alpha\DesktopiDatabase_20101123.rdb
System will be automatically restarted to make the restored valid.

4.4-4

B. Restore database (SQL Server Version)

It would popup the following window when clicking “Restore DB” if the current
database of your RIMS software is the SQL Server version.

#¢ Restore Database

() Restore By backup log
1 Type Content Result Time Result User
| [ LDbo4 D:ASONGANSONG201011230..  23/11/201001:11:56 O -1:Administr...
LDO4 SONG201011231735.bak 23411/201017:3544 O -1:4dministr...
[ oK ] [ Cancel
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It allows restoring by backup log or other database file. (It only supports the backup
log when backup to the Remoter Server.)

4.4.3 Detailed settings for Maintenance

Click Maintenance icon to enter the system maintenance window.

Cli
+ SR \
| e - ® 24 \ %
@ EEE S Al
|Ma|ntenan
User Management  Att Manage Device Management MaintenanceT

" o . 4
Backup DB Restore DB

@)

Administrator | 24/08/2010 23:12:18 .

4.4-6

The main setting options: Normal, Company Info., Administrator, Data Maintenance,
Image Management, Data Migration.

4.4.3.1 Normal:

User Management: Set the appearance form of user management and user
information, including Show User Cards and Show User List. The User Cards is
designed to show & hide the attendance records and the shift, as wel as a page to
show the quantity of the card.

Image Management: it fixs the size of the user picture. The size is recommended not bigger than
10kb for the fast displaying. It allows selecting fil ing or replacing the image when importing.
“Filling images when-inperting—tet-s-take-anexemple : 001 Amaris Song’s information in the user
information of the RIMS is without any picture, but
there’s a picture for the num 001 in the importing data, then the RIMS will fil the picture
from the importing data to Amaris Song in the RIMS database automatically. Or there’s a
picture for Amaris Song 001 in the RIMS, but there’s no picture for the num 001 in the SD
Card, then it wil copy one to the SD Card for the num 001
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automatically.

Data Maintenance: 1t allows setting to delete the data before a few months, it"s
defaulted to 3 months. Let’s take an example, if I set the “Allow to remove the data - 3
month”, and it is 2010-08-25 now, then it al ows removing the data before

¥ Maintenance B
6 Normal ® Formal
Normal settings of the prograny
ompany Info.
_ User Management
@ Administiator ® Show User Cards © Show User List
= . User Cards
g Data Maintenance ® Show Att. Records © Show User Shift
o mage M Quantity per page Auto
Image Management
Max size of user picture m KB Filing images when importing
[ Card image replace software image [] Software image replace Card image
Data Maintenance
Allow to remove the data 3 2| Month
Default setting
<l il |

Default Setting: default the setting of the RIMS software. When click the “Default setting” button,
the setting ot the RIMS will restore to the default status including the following
prompt window.

4.4-8

4.4.3.2 Company’s Information

You can change the LOGO and name of the company.
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¥ Maintenance

(ISR

@ Normal

Company Info.
@ Administrator
g Data Maintenance
0 Image Manageme

a4 e
g Data Migration

R
v

Company Info.
Set the name of the company, LOGO and

Company abbreviation }Healand

Company full name [ Realand

LOGO

el
OGO

4.4.3.3 Administrator

4.4-9

Set the administrator”s password. If there is previous password, you can conduct the
re-setting after input the original password and the new one then re-enter the new

one.

If there is no previous one, you just need to input and confirm the new one then click
Apply, which make administrator settings a success.

¥ Maintenance

G|

EE&

6 Normal

“l J’l Data Migration

|~

Q Data Maintenance

o Image Managemel

B2

Administrator

N~/ Setup an administrator log in informal

Original Password

New Password [ ]
Re-enter ]
U

User Authority Settings

4.4-10
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“User Authority Settings”, set the privilege for using the RIMS.

¥ User Authority Settings
Assing Autharity | Role Settings|
D .- &r‘ l Password |

Name UserlD | Enroll ID Assign roles New Re

[] General Operator 1

8 Normal
@ Company Info.
@ Administrator

Q Data Maintenance

G\ Administrator
N~/ Setup an administrator

Original Password

New Password

Re-enter
O Image Manageme!

"l _lf Data Migration &

/

L)

User Authority Settings |

\ L 10

el i)

4.4-11
Different people, different privileges to operate the RIMS software. For example: Amaris Song is
from the E-commerce Dept, we are going to set her a privilege to query the attendance report of
the E-commerce dept from the RIMS software.

m Role Settings |

Role |Report query Assign resources
General Dgeralor‘l [¥] User Management [[] System Maintenance
:I Department Management

[V] Attendance Stat.

[V] Report

[] Ask for leave

["] Append Clock-in/out

["] Attendance Rule

["] Device Management

["] Enroll Management
Collect Data

[] Access Contral

[ User Authority

4.4-12
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Assing Authority ‘ Role Settings |

2ok

Password i o000 Re-enter

ouee | |[torb

Name User ID

E-commerce Dept.

Amaris oo

Enrall ID

y

Assign roles New Role

Assign departments

[7] General Operator 1
Report query

Set the password for
Amaris to enter the
RIMS software.

| !T

= [V] Corporate HQ
# [] Development dept.
CJHR
E-commerce Dept.
[[] Sales Dept.
[[] After-sales Service Dept.

|~
|\

4.4-13

So, when we are in the name of Amaris to enter the RIMS software, we can only check the data of

Amaris’s, even entering the User Management window, we can find that there’s Amaris’s

information only.

SQL Server version: it allows different people, those have privilege to enter the SQL, connect the
SQL Server on their own Computer. And different people, different privilege to

operate the RIMS.

4.4.3.4 Data Maintenance

" Maintenance

G

6 Normal
@ Company Info.

O Image Managemel|

-~ Data HMaintenance
= The system database backup; resta

Compact Database | Data Migration | Data Source Administratar |

Backup Database

Regularly backup the database to prevent data loss.

Restore Database

Restore the database, the backup file must be valid.

Compact Database

To cany out regular maintenance on the database to ensure data integrity.

Initialize D atabase

Once the database is initialized, there are all data will be empty.

Remove historical data
Remove a period of time's historical data.

A. Compact Database:

4.4-14

1. Backup the database; please refer to (4.4.1. Backup DB for details).

-97 -

Chapter Four Instruction of the Software Performance



2. Restore DB, please refer to _4.4.2. Restore DB for details_.

3. Maintenance subjects to conduct regular maintenance for the data base for
assuring the integrity of the data.

4. Initialize the data base. Be cautious to this operation because the initialization
will empty al the current data.

5. Remove historical data. Remove a period of time's historical data.

6. It defaults that it can only remove the data 3months ago. If you want to change
this time, please return to “Normal” to set it.

Remove hastorxcs it Compact Database | Data Migration | Data Source Administrator

=7 Delete the access contr

(= E Backup Database
Regularly backup the database to prevent data loss.

Remove historical data

Delete Access control records [ = Restore Database

b Restore the database, the backup file must be valid.
Delete attendance record
g4 Compact Database

& a
[] Delete leave records =" To cany out regular maintenance on the database to en:

® Delete the data before Initialize Database

Delete the data before ‘! 2408201 0 - ‘ Once the database is initialized, there are all data will be

O Delete the data Within

{ Remove historical data
p Remove a period of time's historical data.

4.4-15
B. Data Migration:

¢ Maintenance = 2]
|

8 Normal
’ @ Company Info.

@ Administrator
@ Data Maintenance

f F Data Bigration
i Support data migration to th

| Compact Database | Data Migration | Data Source Administrator |

l:#w! [ Data Migration with brand integralionl
-+ Migrate data into this system

O Image Managsmel " lCqupatibIe data migration |
| £ |

‘ Migrate the Attendance data which compatible to this system

4.4-16
3 Data Migration with brand integration
Data Mi-gration: Migrate data from another RIMS software to the current RIMS software. It
supports data migration between two Access databases, two SQL Server databases, and it also
supports data migration between the Access database and the SQL Server. The Access database
file is postfixed by “.mdb” or “.rdb”. If it’s the SQL database, it must be on the Server, and it cannot be
the backup file even though the backup file is on the Server. For the backup file on the
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Server, you could first add the backup file data to the Microsoft SQL Server on the Local or Remote
Server. Then migrate it to the RIMS software.

Integrate uncrossing user info. : it allows integrate user data from different branches to one RIMS
software database. For example: there are three attendance system databases, Guangzhou HQ, Shanghai
Branch and Beijng Branch. We could integrate all the data into the Attendance

System of Guangzhou. But all the people should be with different Enroll ID. The subordinate
relationship of the people remains the same.
Integrate crossing user info. : it allows integrating one person’s info from different
attendance system to the RIMS software database. (Attentions: the Enroll ID of this person should be
the same in different attendance system.) For example: Peter’s Enroll ID in Guangzhou’s attendance

system is 005, so his enroll id in Shanghai’s attendance system must be 005 too. Let’s say Peter works in
the Guangzhou office in the first half of the month, and the second half of the month in Shanghai. We can
integrate all of Peter’s atendance record to

Guangzhou’s atteandance system.

3 (P J
m Normal £_F Data Bigration
[ ‘¥ Migrate data into this system

@ Company Info.

A, 2 Migration Options
| (@) Administrator | Userlnfo | Record Info | Deploy Info || Other

2 | . |the source database

| @ ‘ Migration Users z
| = |

i Migration Departments we mlgrate data from

Image Manageme)
O Migration Shifts \

System Database |

Source Database (SE_VSewer V|

Please pnter or browse to connect to SOL Server database

& Ithe current database | Apply

[

4.4-17
Migration Options:

Migration Options

| User Info | Record Infa | Deplay Info ivﬂfhels ‘

D ata Collision Update Collision Date v/

4.4-18
We can set the default setting here to dealing with the data collision.
Update Collision Date: when coming accross the data collision during migration, it will
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update the data in the system. For example: Amaris (Enroll ID is 001) in the current system(System A),
there’s Peter (Enroll ID is also 001) in the Souce database(System B). When migrating data from System

B to System A, Peter’s infoformation will cover Amaris’s in the System A directly. But the attendance
records of Amairs still exist in the System A. But the old attendance records of Amaris’s will belongs to
Peter.

Ignore Collision Date: when coming accross the data collision during migration, it will ignore

the collision data. As the example above, if select the “Ignore Collision Date”, it will not
migrate Peter’s information to the current system(System A).
¥ Compatible Data Migration

It supports migrating the Access database from other kind of attendance software to the RIMS
software, including the following information: department, user information, attendance records, and
leave records.

“s Maintenance = 2]
e |
@ Normal £ | Compatible data
| Migrate the Attendance:
@ Company Info.
2 Clear up the database of RIMS before datebase migration
@ Administrator
Q Dt Maintenancel Include staff demission »
® Last |3 £ Month
O Image Managemei| Import special attendance(leave,over work) B
O al
[] Import attendance Log
Database file
Please select Access file
< >
a. It allows migrating the data including the demission staff, leave records and attendance

log.
b. It allows migrating the leave and attendance record in the last 3(1,2,3,0r...)months.

) Last [37 tj Month

O all

Import special attendance(leave,over work)

21 ot attandance loa
e RBOR-S = =0G

4.4-20
c. After migrating the data, please set the atteance rule according to the record, then it
allows processing data in the RIMS software.
d. It takes time for the data migration. It allows doing other process at the same time.
Please re-run the RIMS software when finishing the migration to enable the new
database.

-100 - Chapter Four Instruction of the Software Performance



C. Data Source Administrator:

> Maintenance

S|

@ Normal
@ Company Info.
@ Administrator

@ Data Maintenance

o Image Manageme!

Data Source Administrator
Database management (Support SOLS:

| Compact Database | Data Migration || Data Source Administiator

@ Access

T

O S0L Server

4.4-21

Set the database of the RIMS to the Access database or the SQL Server one.

It’s defaulted to the Access datase here. If you need to affect the SOQL Server database, please
set the Data Source Administrator to the SQL Server first.

Step 1: Select “SQL Server”, then click “OK” on the popup window.

- Maintenance

(EI0N

6 Normal

Company Info.
@ Administrator

g Data Maintenance

o Image Managemei|

<l i |

{4

Data Source Administrator
wanagement (Support SGL Serve

| Compact Database | Data Migration | Data Source Administrator

© Adcess Access Control and Time Attendance Management System

°
- 0 ) Deploy SQL Server database connection information

@ SOL Server

Step 2: then enter the Sql

4.4-22
Server configuration window, as the following:
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- Sql server configuration

Guider Mode [M[

Please step by step operation:
This operation suit for most of typical user . Please install SOL database first.
Step by step through the operation button

Test Connection Apply

4.4-23

Guider Mode | Homal Mode

Please step by step operation:

This operation suit for most of typical user . Flease install SQL database
first.
Step by step through the operation butten

Server name:ECOMMERCE-U1\SQLEXPRESS Authentication:Windows Authentication
Database Name:RIMS_Attendance

[ Previous ] [ Hext ]

[ Test | [ Camcel | |  Apply |

4.4-24
Guider Mode: it is available for almost all users. Click “Next” to check whethere there’s any SQL
Server on the current computer. It connects the attendance dabase on the local server by the Windows
Authentication method. If there’s no SQL server on the current computer, it will create a
RIMS_Attendance database automatically. After finishing the Guider Mode operation, click “Apply” to
affect it. Then It allows configure the SQL database now.
Normal Mode:
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¥ Sql server configuration

| Guider Mo Mol iode|

Save my password

Select or enter a database name

Create Database

Test Connection Cancel Apply

Searching for SQLserver...  [NMNNNN |
4.4-25
a. It allows clicking the pull-down menu to select the Server name or you could input the
name of the Server directly. (it’s recommended to select the Server on the pull-down menu.)
Select the SQL Server you.(if you select the Server name from the pull-down menu, it

shows the Server names from the whole LAN. It takes about 15 seconds to search all the server
names.)

% Sql server configuration T (e o e
Guider Mode | Nomal Mode

Log on to the server

Server name ECOMMERCE-U1 \SQLEXPRESS, E]
Authentication DEVHH-U1

DEVHH-U3 l
NEYSOFT=101 Y SHLEXPRESS

#2K3-¥-51
W2K3R2-V-M0SS
W2KBR2-V-WSUS
WAREHOUSE-U1

@ Select or enter a database name

(") Create Database

4.4-26

b. Select the database name from the pull-down menu or input the database name directly. As
the following:
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%+ Sql server configuration EE————

E=NEERL X

[ Guider Mode | Homal Mode

Log on to the server
ECOMMERCE-U14SQLEXPRESS

Server name

Authentication ['ﬁ’indows Authentication

Save my password

@ Select or enter a database name

(7) Create Database

Test

If it’s the first use of the SQL Server database, please create a database, as the following:
% Sql server configuration = -
-
[ Guider Mode | Homal Mode |
Log on to the server
Server name ECOMMERCE-U1\SQLEXPRESS v
Authentication [Windows Authentication v
Save my password
(") Select or enter a database name -
@ Create Database
Create Database
@ Create a new database
Database Name RIMS_Attendancel Cancel
() Attach a database file

You could create the database in the following two ways:

¥ Create a new attendance database. Please input the database name and then click “Create” to

create the database.

Attentions: the dabase name cannot start with the Arabic numerals. The name cannot

contains any of the special characters except the underline “_”. It is recommended to start with

“RIMS”.

® Create the database through the MDF database file in the system. Browser to get the MDF file

path, as the following, then click “Create” to create a database.
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i) Create the storage path of the database

If it’s connecting to the local server, the database is in the “database” folder under the RIMS
installation directory.

If it’s connecting to the remote server, the database is in the Microsoft SQL
Server\MSSQL.1\MSSQL\Data folder under the SQL server installation directory.

Create Database

(7) Create a new database

Database Name RKINS_NEW

@ Attach a database file

Browse. .. SAL Server‘\MSSQL. 1\MSSQL\Data\RIMS_NEW. mdf] Create

4.4-29
After creating the new databse, you could select the database you just created in the
pull-down menu. Click “ok” to configure the new databse. As the following:

RTINS Attendance E]

master
tempdb
model
" msdb
:] amaris_rims0l1

S _Attendance
I RIMS NER

= S_test ]

4.4-30
Access Control and Time Attendance Management System @

\l) Data source settingOperation SuccessfulSoftware will restart to to make the database take effect

4.4-31

After confugring the new database, the RIMS software will restart to affect the database to
the RIMS software.

Attentions: the SQL version supports the version above SQL2005 only.
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4.4.3.5 Image Management (Optional)

¥ Maintenance

(€158

EEX

@ Normal
@ Company Info.

@ Administrator

@ Data Maintenance

Delete Image

O Image Managemel

|~
v

Delete Image
Delete correspondence's Image:

@) Delete image before
(O Delete span time's image

O Delete allimage which coresponding DIN - Enroll ID

28-08-2010 v

| 28-08-2010

v |- [28082010 v

. |

4.4-32

Image Management: it al ows removing the attendance image in the spanning time
optional y. And it also al ows removing the attendance image corresponding to the

enroll id.
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Chapter Five Operation of the SQL version

1. Instal ation and configuration of SQL database.

Open the SQL2005express under the SQLexpress directory in the CD. (it allows
downloading other version but above 2005.)

You could use the SQL Server database after the installation. Please refer to the
database source administrator for the details of the SQL Server connection.
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Chapter Six QA

1. It cannot connect the device to the computer, what can I do? A. Check

if the serial port cable is damage or not. If it"s damage,
please change another serial port cable.

B. Check whether the COM port of the computer has normal
communication or not. If the communication is abnormal, please
change to another PC communication way.

C. Check the Device ID and Port no. of the RIMS software are the
same with the ones in the device.

D. If the communication way is USB communication, please check if
the USB driver has been installed.

E. If it"s the connection exception:

= Unhandled exception has occurred in your application. If
wou click Continue, the application will ignore this
error and attempt to continue. If you click Quit, the
application will close immediately.

External component has thrown an exception.

i g
There"s a conflict between the RIMS software and one another
software. Close the RIMS software first, then click and run the

Check.exe under the RIMS installation directory, and rerun the RIMS

again.

F. If it"s none of the problems above, please check the communication
chip of the device. If there“s any exception, please change another
communication chip.

2. When running the RIMS, it prompts the dialog box “The

application cannot start”.

It"s because you haven't installed the .NET Framework completely, which
leads to the initialization failure.

3. How to set the working shift and affect it to the staff in the RIMS
software?

let"s suppose Company A has three working shift, and people take one of them
every day. RIMS set the shift to the staff automatically according to their attendance
record.

- 108 - Chapter Six QA



Duty Ti . . . .
Stepl: go to the @ e window, click to add three working shift, as the
following:

Morning time: 01:00-09:00 Afternoon time: 09:00 - 16:00 Evening time: 16:00 - 23:59

Duty Time Duty Time Duty Time

()

= Setup duty-time for the attendance, =¥ Setup duty-time for the attendance L Set up duty-time for the attendance.

Duty Time !@ Duty Time M Duty Time [Eveningtime
Att. Type @ Alt. Type @ Alt. Type @
On duty time [E On duty time 09:00 On duty time 16:00
O duty time loz00  Off dutytime 16:00 Off duty time 2359

Must clock-in Must clock-in Must clock-in
Must clock-out Must clock-out Must clock-out
Step 2: turn to the window, click to add three working shift, as the following:

- Shift - Shift - Shift

Different duty-time arrange in Shifts: Different duty-time arrange in Shifts. Different duty-time arranage in Shi

G I Y <N
Shift Morming shift Shift Afternoon shift Shift Evening shift

Select duty-times for the shift Select duty-times for the shift Select duty-times for the shift

[[] WorkingTime(09:00-18:00) [[] WorkingTime(03:00-18:00) [[] WorkingTime(09:00-18:00)
Morning time(01:00-03:00) D Morning time(01:00-09:00) D Morning time(01:00-09:00)
[] Afternaon time(09:00-16:00) (| Afleroon tim[:[l 16: ]
[[] Evening time(16:00-23:53) [[] Evening time[16:00-23:59) Evening time{16:00-23:53)

Step 3: turn to window, click to add a working group:

E S-Group

Combination with different Shifts into a4

G P N

S-Group |working aroup

Select shifts for the Shift-Group

Moarning shift
Afternoon shift
Evening shift
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Step 4: User Management window, click to add the new user info. Suppose

there is user info in the software already. Then click to the popup window.

Right click to choose the persons on the left column, then click “Default Att” to select
“S-Group” and working group, then click “Apply” to affect the setting.

“~ Batch Edit Information

O3 Dept. | Register Date | Att Rule| Default Att. | Default Weekend
) ) i 344 \be B F ]

Default Att.: S-Group v |
Hardware Dept. = - :
v
Peter 003 3 G = x
Shift: Morning shift
A e L {01:00 - 09:00
Software Dept. Bhift: Afternoon shift
——— 0:00 - 16:00
Franky 002 2
Adam 007 7 Bhift: Evening shift
i 600 - 23:53
Vick: 11 "
A :ci .y 9\1 s 47 v.
< e

1 of2 w vi[ 7 ! -App'y

4. What is the data downloaded by the USB flash driver?

A. GLG_001.TXT: is the new attendance record.

B. AGL_001.TXT: is all the attendance record.

C. SLG_001.TXT: is the super administrator operation record.

D. AFP_001.TXT and AFP_001.DAT: are the files when you download
all the enroll info.

5. How to reset the administrator password of the RIMS software.

Enter the “Maintenance” window, click , then input the

“original password”, “New password” and “Re-enter password”.

If there"s no any password before, then leave the “original password” as

blank.

6. How to empty all the data on the RIMS software?

Enter the  “Maintenance” window, click , then click

, click “OK” in the prompt window.

Attention: all the data (including the attendance record and the user
info) in the RIMS will be empty.
7. Why can’t I install the Framework?
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You“re not the system administrator of the windows;

_The instal ation has been estimated threatening and been stopped_you should close
the anti-virus software first, restart the computer when the installation is
finished_.

8. Why the Device fails to connect with PC?

_Check if the data cable of the machine is correct;

_Check if the power line is working and start up the machine;
_Check if the communication mode and parameter are correct;

_If using the USB communication, check out whether the USB driver is set up or not;

_If none of the above reasons, please open and run the Check.exe under the Rims
installation directory.

9. How to install the driver for the USB communication device?
(The installation is no need for serial interface, TCP/IP devices)

The prompt box will display Successful Connect after the connection, insert CD and
click Next step.

10. The time of the machine is not correct, what should I do?

Device Management ¢ Normal # Synchronous Time Device (Synchronize device time

and the current computer time.)

11. How to display the username on the screen of the machine?
(Follow this method to copy fingerprint data when there’re 2 or more
machines.)

Get the Device connected; User Management ¢ choose the Device ID (Device); right-
click the chosen user ¢ Get all Enroll & Upload Enrol # Upload Username.

12. Why there’s no data in the report?
_Check if the data has been acquired;
_Check if the personnel information is written;

_Check whether the Enroll ID is in accordance with the number of the attendance
machine or not;

_Check if the personnel“s date of entry is correct;
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_Check whether the default shift is correct or not; _Check if
the machine time, report query time is correct; _Check if the

data statistics has been done.

13. There are too many columns in the report, what should I do to
delete some of them?

Right-click the column of the report # display/hidden columns ¢ select the

wanted/unwanted ones # save.

14. What can I set in the Attendance Rule Setting?

Attendance management ¢ Attendance Rule: Late/Early/Absence rules, Duty time,
Shift, Weekend, Holiday, Overtime Rules.

15. What can I do with the data after reinstalling operating
system?

System Maintenance @ Restore DB; re-input the personnel name, enroll ID (which will
display in the screen of the machine when punching the card) and other information,
acquire al the data again, then process the data.

16. The device cannot be entered when the administrator is
changed, what should I do?

Device management @ Normal & Cancel Administrative Authority; Re-enrol the

administrator.

17. Is there any electronic document for help?

Right-click the blank area of the software ¢ Help # Online User Manual

18. What operations should be handed over when the
administrator’s resigning?

Fingerprint enroll , backup enroll , administrator enroll, cancel administrative
enrollment.

Please refer to the website: http:// www.saharatechnologies.com for more

information. Or you could contact us:

E-Mail: info@saharatechnologies.com

Suite # 27, M1 Floor, Eden Tower, Gulberg I1l, LAHORE. CONTACT Office # +92 42 38515127 Fax +92 42 35782106 Web: www.saharatechnologies.com
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