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1 Beforelnstalling

This file contains important information. It is better for you to read it
carefully prior to use. If you ignore it, the incorrect installation may

cause the unit damage.

Although we could do our best to offer you service, the neglect to the

file could cause unwanted cost for you.
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Press the power button and the screen showed on, adisplay of a window
was called the Start-up window. The following appears.
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T&A Machine Management

2 T& A Machine Management
2.1 Enrollment and Verifying Procedure
2.1.1 User Enrollment

If there is on enroller in the machine, everyone is allowed to enroll user,
if a manager aready has registered in the machine, not until pass
manager verification you don’t enroll new user.
There are two way to enroll user by the RF card and Password.
Start to enroll user, if the manager has been registered in the machine,
must verify the manager status firstly, --- and press Menu, if the machine
prompt the manager has been confirmed, then show the Card or input
password to verify.

Note: if thereis no manager, it is no necessary to do this.

1) Enrall ID

1 Pressthe MENU button to enter the User enroll  Access Reg
RFID, press [OK], the following appears:

RFID
New Enroll

ESC OK

2 Press[OK], the following appears

New enroll

Enroll No: 00010
ESC OK




3 Input the enroll number (the rangeis 1 to 65534), press [OK], the
following appears

New Enroll

RFID 16650449
Enroll No: 00010
ESC OK

4) Slip the card near the area of induction follow the prompt, read
out Card ID, the follow appear

New enroll

Please show the card
Enroll No:00010
ESC OK

5) press “OK” key to complete Enrollment go on next
operation.the following appear.

New enroll
000010-C

ESC OK

Note 00010-C
The least letter C means ID card

6 Press‘ESC’ key to cancel the new enrollment, press OK to save
enrolled data, sothat complete registering ID card  flow

T&A program Machine Management Before Installing
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2) Password Enrollment

1 Press the MENU button to enter the User enroll  Access the
password enrollment, press [OK], the following appears:
2 Press[OK], the following appears:

New Enroll

Enroll No 00006
ESC OK

3 Input the enroll number (the rangeis 1 to 65534), press [OK], the
following appears:

New Enroll

Input Pwd *****
ESC OK

4 Input your password, the following appears

New Enrollment

Input Pwd  *****
Pwd Affirm *****

5 Input the password again, press [OK], the following appears:

New Enroll Note 00006-P
00006-P The last letter P means
password.

ESC OK[Save]
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6 Press [OK], the previous message continues to be displayed
while the template is created.

Machine Management

2.1.2 Authentication type

T&A program

1) RF card anthentication

The RF card of a user is used to identify the user. You can register
the RF card number to the system in advance to provide against
loss or theft of the RF card

Operation help

2) Password Authentication

A password of 1--5 digits long is used to validate access
authentication. You can use this method in such a special case as
when the cards are damaged

To start the enrollment process, enter your ID number, the
following appears:

Connect with software

1 1Veify

Enroll No 00008
ESC OK[Pwd]

Troubleshooting
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Press [OK], the following appears

Pwd Affirm

Enroll No 00008
Input Pwd  *****

Input correct password, press [OK], the following appears:

Pwd Affirm

Enroll No 00008
Verified!

If the password cannot be verified, the following appears:

2.1.3 Enroll Administrator

Privileges are permission that is give to use. These define the
ability of user to perform specified administrative and other task,
including the ability to view, edit, add, or renew specified
information categories.

Privilege levels are named set of permission that can be modified
as required, User’s four privilege levels are assigned by the device,
that are user, enroller, administrator, Super administrator.

The Idenification systems have four Privilege or status levels:
Users are people whose identity must be verified, such to
gain access to afacility or to have their attendance recorded.
Enrollers are Users who are authorized to enroll new
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users or delete on to the system.
Managers can do other operations, except set advanced
option and enroll manager’s privilege.
Supervisors are Users who access to al functions and change all setup in
the system
Note: if thereisno the Manager and Supervisor gatusin the sysem, the
Enroller will enroll them. And if there isn’t a Supervisor in the system,
the Manager will enroll him
1 Enter the menu of the device after verify successfully, the
following window appear

2
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Enroll Admin
Enroll RFID
Enroll PWD

T&A program

2 PressOK key Enter user managerment,the following windows
appear

User Enroll
User Enroll
Enroll Admin
Delete Datum

Operation help

3 Using® [/ " key, select manager to enroll, the follow interface
appear.

User Enroll
User Enroll
Enroll Admin
Delete Datum

Connect with software

4 Press OK key  Enter management enrollment the following

Troubleshooting
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window appear.

Enroll Admin
Enroll RFID
Enroll PWD

5 You can select a favor way to register an administrator, the
administrator authorizeation include enroller authorizeation
manager authorizeation, and super administrator authorizeation ,
more detail see privilege level.the enrollment way is same as user
enrollment.

2.1.4 Delete entrolled Data

If a user wants to be deleted, you can take following step to cancel the
user.
1 Press MenuEnter the menu of the device after verify
successfully, the following window appear

Menu
User Enroll
Option
Sys Info

2 Press OK key Enter user manager,the following window
appear
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3 Using* / " key , select data to enrall, the follow interface
appear

User Enroll
User Enroll
Enroll Admin
Delete Datum

Machine Management

4 PressOK key  Enter the process to cancel data the following
window appear

User Enroll
User Enroll
Enroll Admin
Delete Datum

T&A program

5 Input the number you want to cancel , pressOK to comfirm, go
on next operation, follow the prompt on the window to cancel
user

Delete Datum

Operation help

Usel D 00008
ESC OK

Connect with software
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2.2 Options

Press the [Menu], and then verify your identity. The following appears

Menu
User Manage
Options
Sys Info

Access Options, press [OK], the following appears

Options
System Opt
Power Mng
Comm Opt

Log Opts
Auto Test
This following topic include:
Communication Option, Log Option and Auto test.

System Option,Power Manage,



2.2.1System Option

Access System Opt, the following appears

System Opt
Date Time
Language
Fmt

Adv Option

Set Current Date Time

Access Date Time, the following appears

YYYY-MM-DD  24H
2006-6-13
9 34 29

ESC OK(save)

To change the date, press  and key, then input the correct date and time,
press [OK].

Changing the language

Select the language you want and press OK, the default language is
English; the screen will show in English.

T&A program Machine Management Before Installing
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System Opt
Data Time
Language Eng
Adv Option

Press the up down key to change the type of language, the device
fully supports multinational languages, on the screen there may be
display as English besides the language you favor and order.

Choose the language you want, and press OK then press ESC to
exit system option, the system may prompt you to save the setup,
press to confirm and change the system language setup. Be sure to
restart you computer .so the sstting take effect

Note This machine does not provide this option that follows that
standard approved for use with this machine, if you need this
function; please contact our market supporter or saleman.

Changing The Date Time For mat

Access Fmt YY-MM-DD, press and key, then input the correct
date and time format, press[OK] Therearetenformats YY-MM-DD
YYMM/DD YYMM.DD MM-DD-YY MM/DD/YY MM.DD.YY
DD-MM-YY DD/MM/YY DD.MM.YY YYYYMMDD Forchange
the Date Time display format in the initia interface.

E.g. YY/MM/DD format (lft) becometothe YY-MM-DD format right
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Welcome Welcome

10 12 10 12

05/14/06 Feb 05-14-06 Feb

Machine Management

Advance Option

Access Advanced Option, press [OK], the following appears

Adv Option
Restore Deflt
Del Logs
Clear all Data

T&A program

Clr admin pri

Voice Y
Button Beep N
AdjVol 34

Operation help

Press“ / "toscroll up or down the screen to select the option.
Restore Default: restore all setup information to default of leave
factory

Clear all Data: delete all enrolling user information and logs
Delete L ogs: delete all logs of flash disk

Clear Admin’ Privilege: change the Administer privilege into
ordinary users option

Sound: whether use to phonic hint or not. If set the option as (Yes),
the machine will send a hint sound for every operation example,

Connect with software

Troubleshooting
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after the verification is successful, the machine will say (Thank
you), if set the option as (No) the machine will not send sound Hint,
only utter one (do) sound after the verification is positive, when the
verification is negative, the machine utter two (do)

Button Beep: whether send sound hint while press key, if set the
option as (Yes), then as press the keyboard the machine will utter, if
set the option as (NO), when press the keyboard the machine
doesn’t utter

Adjust Voice: adjust the voice volume of hint sound and keyboard
sound

2.2.2 Power Manage

This product uses smart manage system, supports the time switch and
the timetable of time switch, lock power button as well as time alternate
state

Access Power Manage, the following appears

Power Mng
Shutdown N
Sleep N
Idle
Idle min 0
Lock PWR But N

This product uses smart manage system, supports the time switch and
idle features, it can satisfy the user’s different demands



Shutdown

Auto shut-off ~ on schedule;
Select thisitem .press OK key to enter following interface:

Shutdown
Areyou sure

ESC OK

Press Ok key to set shutdown schedule press ESC to give up.
After complete setting schedule, press OK to comfirm, so this function
take effect

Sleep
Automatic resting in schedule , press any key to enter working state
Idleand Idle Minute

They are related each other, while the idle minute is zero, the idle is
closed; while the idle minute is not zero (unit was minute), for example,
it is one minute, the user does not do anything in one minute, and the
system will enter the idle state.

L ock Power Button

Set this option as (NO), the press the power key to shutdown the
machine, if set this option as (Yes), the “Shutdown maching” Prompt

Before Installing
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T&A Machine Management

will appear on the power manage menu, in this time the machine is no
able to be shutdown, only enter the menu to choose “Shutdown
machine” to realize machine off.

2.2.3 Communication Option

Access Comm. Opt, the following message appears

Comm Opt
IPAddress
Net Mask
Gateway
Net speed AUTO
Baud Rate 115200
Dev Num 1
RS232 Y
R85 N
Link code 0

The machine fully supports RS232, R$485, TCP/IP, whether the
machine are used to a Single Unit or Link to Networking, it will satisfy
the user’s demands.
IPaddress it defaultsto IP addressis 192.168.1.201
Net Mask the Net Mask default is 255.255.255.0, as you need to
change it
Gateway it default to Gateway is 192.168.1.1. As you need to
change it
Net speed the Net default Speed is Auto, its option is 10M-F,
10M-H, 100M-F, 100M-H
Baud Rate there are five options, 9600, 19200 38400, 57600
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115200; this means the speed of communication
Device Number Identity ID, therangeis 1to 255
RS232 whether use RS232 or not

R$485 whether use RS485 or not

Link code it defaultsto codeisO, but it can be set up

Machine Management

Note After setting be sureto restart machine, so the configuration

take effect.
&
g
S
2.2.4Log Options F
Access Log Opt, the following message appears
Log Opt
Alm SuperLog 99 o
Alm AttLog 99 g
ReCheck Min 0 K
(o]
Alarm Supervise Log: When the remainder the Manage log
capacity reached set numerical value, it will automatically sound a
warning that logs were full.
Alarm Attendance L og: when the remainder log capacity reached 2
3
set numerical value, it will automatically sound a warning that logs =
were full %

Recheck Minute: Set it within the scope (Unit: minute).
Someone's enrollment has enrolled, then, the log twice was not
displayed in the system.

Troubleshooting
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2.2.5Auto Test

Access auto test, the following message appears

Auto Test
Run all test
LCD test
Voice test

Key test
RTC test
In the option, you can run system device test. When the device broken
down, it can analyze the cause of the device's fault and the devices
were quickly and easily maintained. It tests the Memory, LCD, and
Sound, keypad and clock. In the course of test, you should guarantee
the stability of the power. Otherwise, the system’'s hardware was
probably damaged; especialy it runs the memory test




2.3 How to manage USB Flash Disk

Choose USB flash disk management in the menu, presOK], the
following appears

Pen Drive Mng
Download Attlog
Download User
Upload User

Download SMS
Upload SMS

The USB flash disk can be used to download the attendance data, and
download and upload employee data SMS.

2.3.1 Download the attendance data

1 Plugthe USB flash in the USB solt

2 Press the Menu button to enter the “USB flash disk management”
menu , Press “ “ and “ “to scroll up or down the screen to
select the “Download Attlog”

PenDrive Mng
Download Attlog
Download User
UpLoad User

3 Press “ok” to go on downloading data, after operation finish,this
interface show as follow.

Copy data successfully

Operation help T&A program Machine Management Before Installing

Connect with software
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T&A Machine Management

4) PressESC key to exit initial interface  Takeout U flash disk The
files X_attlog.dat (attendance log), X_oplog .dat (management log),
and X _user will be saved in the USB flash disk(X is a symbol of
machine No

Note:lt will show data copy successful when operation is finish. If it indicates
No USB Disk or Please insert the USB Disk and make an examination

2.3.2 Download Saff Data

The operation is similar with that of the attendance data, the file of User.
data (user data) and Template. Data will be saved in the USB flash disk.
These files shall be uploaded and downloaded at same time; it will show
data copy successful when operation is finish. If it indicates NO USB
Disk or Please insert the USB Disk and make an examination.

2.3.3 Upload Saff Data

Select Pendrive Management. Press “and“ *“to scroll up or down
to select the “Upload Staff Data”,Press OK key to perform this operation,
the two file, Userdat. Template, in the U flash disk will be uploaded to
machine at same time.

2.3.4 Download SM S

The operation is similar with that of the attendance data, enter Pendrive
Management, Press “ * and “ *“to scroll up or down to select the



“Download SMS’, Press OK key to perform this operation, after
finishing, show whether the operation is successful.

2.3.5Upload SM'S

After set Short Message where is under the software ,“External
program” “Short message”. Select “External program”—*U flash disk
management”—"Export Short Message’—"Export SMS to U flash
disk”, after export SMS successfully. Plug the U flash disk into machine.
Select item from machine via “Menu”—"Pendrive Mng”
“UploadSMS’. Send the customized SMS to the machine.

Note thesefunction areonly available to the device which own USB flash disk
function.if you want to use these functions,please contact our maket
supporter or saleman

T&A program Machine Management Before Ingtaling
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2.4 System Information

Through system Information you can view machine al information

Access [Menu] to Sys Info, press[OK], the following appears

SysInfo
User Cnt 206
RFID Cnt 8046
Att Log 2
Pwd User 30
Super Logs 263
Free Space Inf
Dev Info

Thefollow table illustrates what LCD showing item means:
User Cnt: The total amount of use has been enrolled.
Att log : The record of attendance which have been stored in the
system
Pwd User: The total amount of user who use password to achieve
authentication
Free space info: the remainder log capacity, how long reach set
numerical value
Dev Info: About this device information



3 Time& Attendance program

The activities of T &A system is about carrying on routine
working—collecting, analyzing, and storing all information about
employee; check-in, check-out. Depend on this information the system
may create a various report. The employee's information, attendance
record and rules ahility to be modified though the T & A program.

If you use the management at the fist time, it present a set of the task you
should compl ete to achieve your goals successfully.

Open the menu of Attendance maintenance/Setup in the management
system, set the database firstly, then go to define the type of leave, the
table of holiday, and attendance rule, set the department list and complete
employee maintenance, appoint the administrator, at last put up work shift
and time period, system management, staff attendance schedule.

Operation help

Enter the communication program through the external program of
management system, click down all data on the communication of
attendance machine interface , then all data of the attendance machine
will be download to the attendance database of the computer, you may
modify the employee's data in accordance with employee's ID you read
in, please do not modify the employee’s ID and other personal data which
are input singly under the employee maintenance interface in the
management software, because in this way the operation may cause the
name of employee and record do not match.

After setup, it is need to pretreat the attendance record, and modify the
unusual record before make statistic to produce report.

Before Installing
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Time & Attendance Program

4 Register and st system administrator
If there is not system administrator in the system, everyone is able to
enter the attendance management program and enroll fingerprint as a
temporary super user

The system administrator should be register as staff, so please via the
staff maintenance in the main window register administrator as a new
employee, set the staff’s assigned password, save it and exit.

3.1 External program

3.1.1 Manage the External program

The external program that mainly apply to connected executable program,
for example the application is a to capture fingerprint image software,
such asfollow figure, the application that name is zkecap has been add
Click the menu of external program/ external program management

Addin program management &l

Addin programs list: O >
v BioClock device Communicatar

Addin program name:

Executeble file name:

Click [ button on the right-up side. Popup a dialog box, select the

external program you want to add.



Select a program file
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Tl e ®Eok E-

D
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Diocuments
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Deskiop

My Documents

Machine Management

Lk:_;i
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by Computer

&

My Metwork File name: |zkecap ﬂ DOpen |
Places
_‘vJ Cancel

Files of lype: |Executable File [*.exe]

&
D
(=]
s
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P

Click Open. Follow figure display appear

Addin program management

Addin programs list: [ >
V BioClock dewvice Communicator o
Ol =k ecap.exe T
z
3
(]
g
Addin program name: %
%
Erecuteble file name: E
D:Acaplzkecap. exe 2"'] 38

l-—L LClose

2
The external program the want to be added has been add to the attendance %
software, the external program will be showed in the external program list, 3
=

the location of the external program name has fulfilled with its name, like



Time & Attendance Program

as up figure

Besides it is able to cIickE‘ button through the select box of

executables program  main interface

Select a program file

Loak i |u_j capl _:j & ok EB-
My Recent
Documetts
FT‘:
Desktop

My Documents

by Computer

by Metwork — File name: |zke-:ap _'_l Open |
Flaces
Files of type: ]Executahle File [*.exe] __Y_I Cancel

Click Open, Also can add the program that want to add into, after Click
close button in the main interface, the connected application will appear
in the externa menu

Addin Program Management

SMS management

IIDisk. management:

Card monitar




3.1.2 Sandalone attendance machine communication program

This menu is an exchange data window of between attendance software
and fingerprint machines. It provide full function to download the user
information and fingerprint to the software from the fingerprint machine,
and also can upload the backup user’s information and fingerprint to the
fingerprint machine,. In the follow document, you will learn how to use
this function.
Open the attendance management program — external program -
standalone attendance machine communication program, after
connect with the fingerprint machine, the “Attendance Machine
Management” main interface will appear. There are four tabs along the
up side of your screen. Each of these tabs enables you to use and view a
specific feature.

Download attendance data: Download or delete the attendance

record in the fingerprint;

Saff information management: Upload, download, the modify or

delete the staff information or the fingerprint;

Machine information: View and modify the relation setting

fingerprint machine

Other setup: Export the attendance record is the text documents.

Enter the “Download Attendance Data” interface, click the
“Download” button ,the system will automaticaly download al
attendance record from the fingerprint machine, and at the same time
show the total records downloaded by the current operation, save records
and find new user.

Before Installing
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Time & Attendance Program

% Att Machine Data Management

Download Attendance Log I User Information Management | Machine Info | Other Optians |

[id |acNa  [Time | CheckState [verityb ode | Machin]

Download Downloaded Count. Saved Count: Mew Users Count: i

The new attendance record will be saved in the staff attendance record
data sheet by the system. If a new registered staff’s fingerprint is found at
downloading time, the system will automatically download the staff®
registered data. After have completed to download data, the systemis able
to automatically clean the stored data in the attendance machine. If you
want to clean the data in the machine, you have to execute the “Delete
Attendance Record” order, or directly delete al record in the attendance
machine

Single-click the page label of “Saff Information Management"”, and
enter this page. This page mainly uses to download and upload the
fingerprint and also transmit the staff’s information between the
attendance machine and the computer, Select and locate a user who
needs to exchange data through "Staff Information List"; the user is
passed to right side “Date Exchange Area between the Computer and the



Attendance Machine” for uploading and downloading operation.
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If there is a use in the database, who's fingerprint has been passed to the
machine, we can according to the department to choose the staff, and also
can choose the staff through the staff information query, and upload the
staff who need to be passed to “Exchange Area between the Computer
and the Attendance Machine” list for the uploading and downloading
operation.
Rely on department to select a staff Take a company for an
example. Its own four departments that are Business, R& D, Engine,
Produce department, when click the directory of general company by
mouse, al staff information will appear in the staff list, click a
department, this department staff’s information will display in the
list. Like asfollowing figure
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Saff information inquiry: in order to provide user with
convenience and rapid way to find the staff in the mass staff who
meet the define condition. This inquiry support two inquiries way
that is by attendance number and the name, you can select a proper
way through the drag-down box of “Condition”, then inputs the
corresponding inquiry information via “Input” in the frame again,
click the “Inquiry” button, the list area is allowed to show results
that conform to the inquiry condition
Note: If a linked attendance machine supports the ID card, an
inquiry will support three ways that is by the attendance number, the
name and the card number
If want to upload and download the data from the attendance machine,
then first need to download data of the attendance machine through
"Downloading Staff Data” area. The downloading data will be able
automatically to compare with one in the database, if the existence data
between the attendance machine and the computer is not in line with
number, in the “Exchange Area between the Computer and the
Attendance Maching” list the “Data Condition " row will be able to
mark the different condition to wait for uploading and the downloading



operation.

Note: If there is a new user, the system will automatically prompt
whether add the newly registered user to the system; If chooses “OK” to
add the new user to software; If chooses “Cancel”, give up to add the
new user to software, but it only can see that system waited for uploading
and downloading operation on the “Exchange area between the
Computer and the Attendance M achine”

If a user information need to exchange has been confirmed on the
“ Exchange Area between the Compute and the Attendance Machine” list,
well then select the option under the “ Attendance Machine===
Compute’, and click the “Execution” button to synch the data of
software to each information of the fingerprint machine.

“ Attendance Machine== Compute” Synch the content of attendance
machine to the one of software according to each item of the list

Cover up the record don’t same as one of the attendance machine  Under
this condition the attendance machine has enrolled new staff or modified
registered user, it is able to download data to cover up the data of
compute.

Add newly registered user to compute: This option appear until the
“Download all record at same time” item has been selected and the new
data are found in the attendance machine.

Cover up finger data of compute: If the staff’s information or fingerprint
template has been modified, you can select this option to override the
fingerprint data of the compute.

“Compute === Attendance” Synch the content of software to the
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information of user on the list in the attendance machine.

Upload staff data upload the staff information which isin the attendance
software  maintenance item to attendance machine , the staff
information which has been uploaded only has staff® attendance
number and the name.

Cover up no identical records with the computer Use user data of
computer to cover up the corresponding user data in attendance machine.
This option appear only until downloads user information of the
attendance machine to software, and discovered user® information in the
machine isinconsistent with user®@information of software.

Upload fingerprint data: upload the user’s fingerprint template which is
on the list area from the databases to the attendance machine.

If want to deleted user on the attendance machine , first choose the user
who want to be cancel on the “ Exchange Area between Compute and
Attendance Machine’, then click “ Delete Attendance Machine User”
button

This screen contains the four elements that use to maintain basis
information of staff, Add, Delete, Modify and Refresh function.

Add: Add a new staff to the software, the function only has the ability to
add staff name and the work code( if link a machine support ID card, well
then might add Card No.) must enter staff’s maintain to set other basis
data, click “ Add” button, the following interface appear.



Note Pleaseinput name and word code correctly, if the input format is no
line with attendance machine, it possibly causes the data to be chaotic,
according to the setting validity range of the attendance machine. Clicks
“Confirmed” may successfully add staff, if wants to cancel this operation,
clicksthe“Cance” button, then return to the up interface.

After successfully add the staff, the following window appear that prompt
whether continue to add the new user, if needs to continue to add the new
user, click " OK" to enter the adding staff information interface, If does
not need to continue to add the new user, clicks “Cancel” then to return

The success to add the staff information not only appear in the staff
information browsing area, simultaneously also can automatically add it
to the “Exchange Area between Computer and the Attendance
Machine” list, wait for uploading it to the attendance machine. Like as
following
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Edition  Edit user® information in the software. This function only
support to modify the user name. (For example connect with machine
support the ID card, and also may revise card number.) Click “Edition”,
the following interface appear

Note Please input name and word code correctly; if the input format is
no line with attendance machine, it possibly causes the data to be chaotic,
according to the validity range setting of the attendance machine. Clicks
“Confirm”, then successfully modified prompt will appear, if wants to



cancel this operation, clicks the “Cancel” button, then return to the up
interface.

The operation is same with the added user information, after the revision
is complete; the user information also is automaticaly added to the
“Exchange Area between Computer and the Attendance Machine” list.
Wait for uploading to the attendance machine.

Delete Select the user who want to be deleted in the list choose “ Delete”
button, then user’s information and fingerprint can be deleted in the
databases,, if you want select a lot of record, hold down the Ctrl key and
single-click the mouse simultaneously.

Refresh  After run “Query the Saff Information”, user information
which meets the inquiry condition only exist in the list area, click the
"Refresh™ button, the list area will return to displaying all user
information interface.

It is able to view the information of attendance machine, eliminate the
manager, initia as well as change some setting of attendance machine
through this page. All information appears blank. When click page |abel
of “Machine Information”, clicks “Refresh the Machine I nformation”
button, read-out all information of machine .like as following figure.
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The machine information screen shows al basic setup of machine, like
the IP address, the baud rate and so on (An introduction of the machine
setup, please refer to “User Manual”). , these setup is allowed to do the
revision operation after click the “Edition” button , then clicks “ Save’,
then these setup will be save in the attendance machine.

Other machine information will show machine identity ID and so on, pay
the attention: there is no way for this information is modified. Because
the information of parity and stop bit on the machine is hided, the user
certainly cannot look up thisinformation

The information statistics will show that how many manager, how many
password, how many user, how many fingerprint, as well as how many
attendance number have been registered in the attendance machine.

When the operation of initialization attendance is successfully, the system
will clean all data of attendance machine, including the fingerprint and
the record, if you choose “Clean Attendance Record” only to clean
attendance record in the attendance machine

When the operator had forgotten the manager® name and the password of
the attendance machine, which is unable to enter the attendance machine



setting menu, use the order of the elimination manager to delete the
manager, then reregister a new manager to attendance machine again.
After select the “Synch Time of the Attendance Machine” item, it make
the time of attendance machine to keep as same with the computer.

If needs to upgrade the firmware, single-click the “Upgrade Firmwar e
button, the prompt appear asfollows.

Single-clicks “Yes’ to start upgrade firmware, single-clicks “No”, cancel
to upgrade ,after single-clicks “Yes' , the following prompt appears (see
figure), it indicated your attendance machine firmware aready was the
newest one doesn’t need to upgrade.

Caution: The user does not voluntarily upgrade the firmware, you must
contact be alowed by the dealer before to upgrade the firmware,
voluntarily upgrade occur the question which possibly affect your normal
use

Other setting mainly provides the second developer with service of
transferring the data of software, when needs to export the data, in here
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may choose the data item that needs to export and set its attribute. Aswell
as the configuration when export and import the registered data and the
attendance recording of the card.

The 6 fields, the machine identity ID, the attendance number, the date, the
time, the attendance symbol, the card number are exported through this
interface, Use “Upward” and “Downward” button to choose the order
of thesefields . If an item needs to be exported, make atick in front of the
field, if an item does not need to be export, take off the tick in front of the
field.

Choose the field of an item, Click “Setup", according to the need, carry
out the field attributes setup, click “ Confirm” to save it

Here provides two kinds of way to export data, one is attendance data
downloading and exporting at same time, two is export data from the
local database. If choose the first way, each time downloads the
attendance recording and export the data at the same time; If the second
way chooses, then the need manual click “Export” the button to export
the recording could already download to software . The exporting file will



be directly exported to under the installation directory of attendance
software, filename Attlog.txt.

3.1.3 Short message management (Optional)

Our some product provide a function which can send a message to
appointed person through public to person way, as long as the attendance
dive start the for public short message will be sew on device screen, and it
will show for ever, for a person short message will not display until the
user’'s fingerprint verification is positive, there are tota 1024 item of
person short message, before using the function, it is need to setup short
message, customize the short message according to staff. Then load the
short message into the device. The device fully support two way to load
the message in. one is to directly load by connected attendance device,
anther way is to utilize the U flash disk to load in, follow we take an
exampleto illustrate how to load in

Enter the attendance software “external program”— “ short message
management”, the short message management interface will appear ,
there are tow option item

Short message management  achieve the short message setup
inquirethe staff’sshort message  Examine the situation about defined
user’s information, which also can be delete.

Enter the attendance software “external program”— “ short message
management”, display interface as follow
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communication setting

We offer two connection ways --- serial port/ Ethernet,
determining mode of communication depend on the connection
way of your device and PC, according to the machine setup,
complete to fill the number of device and communication
password, click “Test Connection”, if the connection is
successful, this item will trandate “Disconnection”, if the
connection is failure, the system will prompt “Fail to connect”

Inquire short message
This system support four inquiring way ---rely on serial number,
contents, public and person short message, you may select a
needful way via the “Condition” drag-down box, Click
“Inquire”’ button, the qualification result will appear on the list
area

maintenance short message
This page also supports to maintain basics information of the
short message. The four functions that include adding, deleting,
modifying, refresh



Add: Click add key, the following interface appear:
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Public short message  for public short , as soon as the attendance
machine start the short message will be saw, it will appear for ever
Personal short message for personal short message it will not show until
the user verification is positive
Period of validity setting After choose the item, a line will increase on
the interface, define the starting time and term of period of validity is
available
Cancel Click cancel key the system will prompt “Are you sure
you want to cancel the selected short message ?” after confirming,
the system will appear prompt again “whether delete the short
message in the attendance machine together or not” Click OK the
short message will be deleted absolutely.
Modify  after select a topic message in the list, click modify,
ability to modify the serial number, period of validity setting, and
short message contents
Refresh  after to perform “inquire short message” there are
only short message which accord with the inquiring condition on the
list area.
Send short message
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Form the short message list in left side; choose a topic message you want
to send, Click “Send short message”.
Customize staff’s short message
Click “ customize staff ‘sshort message” , appear following interface

Saff’'s information This list shows the staff information who
customize short message.

Short message This list display the shot message which is customized
by staff;

Operation selection  if the software link with the machine, can click
“send instantly”, if the software has not been linked with the attendance
machine, “Do not send now”, and return the main interface of the short
message management, then choose the topic of the short message which
has not been send, click “send short message” to achieve exporting
user’s information or use a U flash disk to save the short message which
want to export, more detail see “Export data’

6. Cancel

Select all short message in the attendance machine, click “execute’,
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may cancel al short message in the attendance machine, select a topic
message form the short message list in the left side, click “execute’ to
delete all short message in the T& A device, If ashort message is selected
in the left-side, Click execute, the select ed message will be canceled
Select all staff customized short message, click execute to cancel al user
short message in the T& A device

Select option item of staff's short message by defined condition,
following windows appear

Inquire This system support four inquiring way ---rely on serial number
of the short message, the department, Attendance No. Name, you may
select a needful way via the “Condition” drag-down box, Click
“Inquire” button, the qualification result will appear on the left side area
list, click “Refresh” the all user’s customized short message will appear
on left-side list area.

Cancdl staff’s short message by defined condition Select a staff who
want to be delete in the customized short message lift side list, click
execute to cancel “the short message by define condition” completely to
del ete the customization.
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Export short message
Enter the attendance software, select “internal program”—-U flash disk
management”—* Export short message”, the following interface appear

after Select a short message that want to be exported, click “ choose
record to right side list”, then click * export short message to U flash
disk”, after this operation is successful, plug the U flash disk into the
T&A device, press “Menu” on the device , select “ U flash disk
management”---“ Upload short message” ,press OK ,the operation
finish

Import short message

plug the U flash disk into the T& A device, Select “Menu” ---“U flash
disk management”— “download short management”, press OK, the
prompt that copy operation is successful will appear on the screen; pull
out the U flash disk, then plug it into the USB Slot of PC, enter software
“ external program”—* U flash disk management”, Choose option
card of “ Import short message”, click “ Import short message from U
flash disk”, the display interface as follow



3.1.4 U Flash disk management (Optional)

Import filefrom U flash disk
Select Data- Import data from U flash disk , to import the attendance
record from U flash disk to T& A system is available
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Select “ Import”  the attendance record that is selected on the left side
will be Import to T& A system.

Select “Export” the attendance record that is selected on the left side will
be detected

Select “Refresh”  the attendance record will be refresh at one time
Select “Close”  thiswindows will be closed.

U flash disk data management

Select external program- U flash disk management enter U flash disk
management interface , the display asfollow



there are four function on this window—import user, export user’s data,
import the short message, export the short message.

Inthe“ Import user ” interface to import user’s information from U
flash disk to the systemis available .

Inthe “Export User” interface  ability to export user’s information from
the system to the U flash disk. Then upload it to T&A machine though U
flash disk.

In the “Import interface” may import the short message from the U flash
disk to the system.

In the “export short message” interface  may export short message that
has been set in the system, then upload it to T&A machine viathe U flash
disk.

3.1.5Monitor dipping Card (Optional)

Monitor Slipping Card function is a specialty function proper to the
fingerprint T&A machine that support the RF Card, that realize user
monitor cardholder’s information , at firstly time that make to know
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staff information is available, Follow these steps to achieve this function;
Access the T& A software “External program”—“Monitor dlipping
card”, the interface to connect with T& A machine appears. Please select
correct communication way and other relate option, we provide the
RS485 and Ethernet communication, click connect to enter to monitor
dipping card main interface, the record to slipping card appear as follow

3.2 Maintain Option
3.2.1 Maintain Option

Click on the ‘Maintenance/Options’ on main menu it will
appear
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Workflow overview

First set up database password then set up holiday set up leave style and
attendancerule department staff maintenance and administrator setting
at the finals, maintenance timetable, maintenance shift schedule, staff
shift assignment

Operation help

3.2.2 Department list

Click on the “Department list” sub-item on the menu “Maintenance
/Setup”  the windows appear
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If you want to modify a department name, double left-click on the
department name or press F2, and type new name in the box of
Department.

If you want to change a company name, it is need to modify the
attendance rule setup.

In adding department  you first left-click the superior department of the
new department click on the “adding department” button  input the
name of new department in the dialog box click (confirm)to save.

In deleting department you only firstly left-click the department
selected  click the “cancel department” button select “ confirm” in the
display caution box OK.

If you want to modify a department® subordination relationship  first
selected the department to modify ,left-click, hold, drag the name within
the new superior department. Then follow the instruction to operate.

Click on the “enroll staff’ button. the following appear



Staffs in the Employees box are those who don't belong to any
department, that is, who have left their posts. Thisis the same as on leave
No sdary

In the box of staffs select those employees that your department wants to
employ, and click (Add) button, and then those selected employees will
be added into your department.

In the box of Our Department’s Employees select those employees that
will leave your department, and click (Remove) button, and the select
employees will leave your department (leave their posts).

After operations, click (Close) button or to return to Department
Management main Window.

3.2.3 Saff Maintenance

Select the “Maintenance/Setup” click staff maintenance item, open
“staff list”, within this window, maintenance staff® various information
and attendance setting.
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The upper half of the window of Employee List is a list of employees,
and the lower half is designed to select and set staff’s varied information.
The lower half is paginated to three pages; click the pagination label on
the bottom to enter different pages. .

Among the staff’'s varied information items, the two, Name and
Attendance No. must befilled in, and the others are optional

1.) Add New Staff

Click button to add a new Staff. Select the department that this

employee belongs to, input his’her name and attendance No., click( )
button to save it.(Notice : it is better that don’t use this function, which is
applied to modify staff’s name and other information, after download
staff’s information from attendance device).

2.) Add Batch Saffs.

Before Installing



When some departments enroll alot of staff, you can use this function to
add staffs, lighten an operator work. E.g., alot of staffs want to be added
to the bill department, first select a department; click on the “add batch
staffs’ button  the adding batch staffs' window appears.

If there are not staffs in this department, the following appear.

If there are staffs in the department, the following appear:

The backup data of staffs witch select from bill department display on the
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left-up corner, if the new added staffs and selected staffs own the same
the shift and attendance setup , left-click (Copy selected employee
attendance option and schedule), if there are other same words, select
relating to words from the selected words box.
Attendance No batch increase that department on adding batch staff.
throughthe® * “asterisk wildcard itiseasy to add staff No.
The number style That means a attendance serial number, E.g. the staff
No of this department is the figure 1 on the first, so its serial number is
I*** input1 * tothe seria box, the window display following

The asterisk wildcard length That is mean, how many figure the
symbol indicates? E.g. the forward section of the serial number is 17??
its asterisk wildcard rangeis3 if the serial number is?? soits asterisk
wildcard lengthis 2. After the asterisk wildcard width has been defined,;
by use the “from” box “to” box to create serial number range. E.g. create
the serial number range from 106 t0118, input 6 to “from” box  import
18 “to” box the symbol wideis2 but from 6to9 width is one figure. at
this the system will add zero automatically.

Click on the “confirm” button, add staffs, and click on the “abandon’
button, return the staff interface.
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3.) Modify Saff

Employees attendance No. or name modified. Click button, enter

new data in the corresponding input box, and then press (Save) button.

4.) Transfer Employee

Click (Transfer Employee) button to transfer employees from one
department to another department and this dialog box will pop

In the box of Fold Department select the department to add new
employees in, and click (OK) to transfer the employee, or (Cancel) to
cancel this action.

5.) Saff Leaving Posts

Some employees may remain in the company, but who don't belong to
any department now, which is similar to the currently quite popularized
lay-off phenomenon. Leaving-post employees can be re-employed
through Employ Staff in Department Management. Click (Staff Leaving
Posts) button to present this dialog box
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Press Yes (Y) button to transfer the employee to a new department, or
press No (N) to abandon this action.

6.) Saff resigns

If ain-service employee leaves the company, al of his/her records will be
deleted completely. Be careful to use this function before an employee
really leaves the company. Click Staff resign button to present this dialog
box:

Press Yes (YY) button to fire the employee, or press No (N) to abandon this
action

7.) Department setting
Click Department setting Button, ability to set department, this operation
way is same as the department list setting

1.) Basic information
Click the pagination label of basic information. The windows will appear
as preview, there are staff * s basic on the page

2.) Staff attaches information
Click the pagination label of Addition, the window will appear as follow:



About the staff important information is input in relating page select

department select staff press button, add an item record type

information style in words row input relating material to contents, then
saveit,

3) Attendance rule option

Click the pagination label of AC option. The windows will appear as
follow figure

The upper half of the window is a list of employees, that detail descripts
the staff information, the lower half is designed to select and set staff’s
attendance rule. There are three part option in the lower half

Among the staff’s rule items, the two, Check Clock in and Check Clock
out must be filled in, and the others are option
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Active AC theitem means weather the attendanceisvalid, if thisitem is
defined the staff will be accounted and statistic attendance in accordance
with the attendance rule and other select item otherwise this staff doesn’t
need to keep the attendance record and regard his record as normal
on-duty ,E.g. A leader of the unit doesn't go to attendance, but his
attendance is accounted on normal duty.

Count OT: signthisitem counted by the staff over time.

Reset Holiday signthisitem  the staff will have arest on holiday if
the staff ison duty besignedto over time otherwise the staff have to
beonduty if the staff isoff duty hewill be accounted to absent.

On duty check-in/off duty check-out The setup can control if the staff
have to check-in or check-out the setup privilegein the item is super than
it in the shift schedule.



the method of attendance and statistics is similar to the method of
attendance setup, it is only that there increase optional which the
over-time has to be registered and examined, In the option, al over-time
must be registered and examined, otherwise the over-time will be no pay.
A current shift list indicate the staff on duty scheduler, the box show that
the staff shift include beginning , stopping date and shift name, if need to
modify the staff shift, first select the shift item in the current shift list, it
will turn blue, then click on (- ) button, cancel the current shift, after this,
click on (+) button, add anew shift the window isfollowing
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Select a new shift from shift that has setup, definite starting and stopping
date, click on “confirm” button to confirm action, click on “cancel”
button to cancel operation, return attendance setup window.

While a staff shift in Normal work hours you can add a lot of item of

schedule. E.G.  Starting date  stopping date shift
03-3-1 03-5-30 springs
03-6-1 03-9-1 SUMMers

The intellect assignment staff®@shift be selected, the window will appear

The auto-assignment staff’s shift function is that, while staff who does not
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assign shift to time period, but he/she has attendance record, the system
will can define automatically the time period. This function main use in
more changes shifts.

Min auto- assignment shift time when you setup atime period, example
one day, at this time the system will accord with setup time period to
determine after it expire moreoneday otherwise Not to determine.

Used timetable that is, this staff is able to on-duty time period click on
(+)button the selecting period of time appear this shift period of timeis
shift name list which has been set up in shift management The windows
following

Left-click shift names that select from display shift name list add selected
shift. If want to cancel shift where there are used period of time, first
define period of time click on (- )button it will be canceled.
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After setup click on(OK) to save setup  click on (Cancel)to give up
action, return attendance setting label

3.2.4 Administrator Setting

Click the “maintenance/setting” sub-item on the menu of administrator
setting, this window will pop up



Click on the ( administrator) button the display isfollowing

Here you should choose to add a department administrator or a super
administrator the department administrator can not only manage his’he
own staff® information but also monitor his’he own staff® attendance
information, thus if a several attendance system are linked together, each
department is allow to manage its own attendance information, so as to
decrease the super administrator work volume , as well as guaranteeing
the punctuality and accuracy of attendance data.

Click on (Cancel administrator) button, to cancel an administrator. But
an administrator cannot cancel himself, e.g. you enter management
program as a super administrator, at this time, you cannot cancel yourself,
you can cancel other administrator

Click on “Add department administrator or Add super
administrator” the following windows will pop up

Select the department where an administrator is add, and this staff name
click (OK) button to add this selected staff as one administrator  click
on( cancel) button to cancel this action, the default code of the fresh
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added administrator is his/.Her won attendance No.
Click( OK) button to pop up the window of purview setup as the

following

Put a tick beside each selected privilege item; put a Cross-to remove all
the privilege item, click (OK) button to complete administrator setting.
Click (modify password) to modify administrator password, and
administrator is only capable of modifying he/his own password, the
window of modify password islikethis:

Type the original password in the input box of old password, type a new

Before Installing



into the input box of new password, and type the new password again in
the input box of verify new password, click (OK) button to complete
modify password, or click (cancel) button to give up this action.

If the original password isn't input correctly this prompt message will be
shown.

Please type the original password again; if it is not to type correctly for
three times in succession, the system will automatically return back
modify password box.

If the new password is different from the verification password, the
prompt message will come forth; click (OK) to modify the verification
password until it is the same with the new password.

Click on (operating authorize) to set administrator authorize. As this
condition, the system demands you set up administrator. While you cancel
the starting prompt information, as well as the staff has been enrolled

In the system, an administrator has Not been registered, the starting
management program will appear prompt following



Time & Attendance Program

Click (cancel )button return to main menu, click on (OK) button, enter
administrator operation interface the operation method is the same as the
forward.

3.2.5 Period of Time Maintenance

Before staffs are assigned schedule the period of time must be set up to
complete select (maintenance/ setting) menu  click on the (period of
time maintenance ) can set period of time which use to arrange staffs
shift theinterfaceisfollowing



Click (+) button add a new period of time which name of period of time
is on-duty time and off-duty time, check-in time, check-out time, record
coming late hour, record leaving early hour and record work hour, only
the check- in hour and check-out hour is regard as attendance hour. In the
definition hour this records are valid, as that, attendance account and
statistics depend on there records, and selected period of time whether is
in check-in and check-out hour, input time styleis; HH: MM: SS.

Record coming lately hour minute  aboveillustration isfor 5 minute
it is to show that after 5 minute on-duty will be record coming late, E.g.
[llustration ison-duty timeat7 50 A.at7 53check-intime B.at8
00check intime, so the A is not coming late  because he check-in time is
not over 5 minute, the B is coming late for 10 minutes because he
check-intimeis over for 5 minute.

Record leaving early minute it isthe same as record coming lately

it is depend on the difference check-out time between off-duty time .

How many work hour to record if to set up the value, account and
statistics according to this value amount work date otherwise, it depend
on attendance rule setup to amount.

Selected a period of time click on (-) button to cancel selected period of
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Time & Attendance Program

time.

After the prompt appear there is any setup period of timein system can
also .according to prompt , set up period of time ,the window is
following

Click(cancel)button return main menu windows, click on(OK)button,
start to set period of time, the window is following

According to the company real condition, the method of on-duty and
off-duty is selected istwice attendance morning and evening oris
four times morning, Noon, Noon ,evening  input correspond to on- duty
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definite the time range of check-in and check-out, and whether this time
must be check-in and check-out  click (next) the window is following

Operation help

Connect with software

On the window, set record coming lately time and record leaving early
time, click on (next )button to enter next window
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Time & Attendance Program

On the window, the system prompt that it will add named “day” a time
period and named “Normal shift” a shift, because, before we selected
method that is twice attendance in a day, system will increase two new
period of time eachis“A.M” and “P.M". There are three options on the
window, according to need to select, then click on “finish” button,
complete setup. If selected open “period of time maintenance window
to detail setting”, click on ‘finish’, enter period of time maintenance
window.

3.2.6 Shift Management

Select “maintenance/ option” menu  click “shift management”
sub-item, and then you can enter shift menu with the following window
Management Utilize



Shift Management Tool Bar to add, cancel, modify shift. Under the
status of adding or modifying shifts when{ } buttonisvalid , you may
Add/Modify/Delete Shift Time Periods.

The shift name can’t be repeated, and all the fields in the form can't be
empty. Application Beginning Date is in the form of yyyy-mm-dd, for
example, November the 15”‘, 2003 isrecorded as 2003-11-15 and March
the 6™, 2003 is recorded as 2003-03-06.

Shift cycling periodicity = periodicity count * periodicity unit

Periodicity unit consist of day, week, months

Can set empty shift that is no no-duty?

Click right( +) add period of time button, window will pop up
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Time & Attendance Program

Select aperiod of timethat is setup in down -drag menu  add shift period
of time directly Select timetables, the to be available selected Time
Period is which has been setup. Which day are you on duty, you make a
mark () on the day you selected. then click (OK) button to save setup
click on(cancel)button to give up the action.

Click on (cancel period of time)button selected period of time will be
cancel if select (cancel all period of time)button display all period of
time will be cancel.

3.2.7 Arrange Saff’s Shift

Select Maintenance/Option menu, click employee Schedule, open the
window of schedule employee® A C Here, you can maintain data related
to staff@ shifts



Select departments and the staffs whose shifts are to be arranged. If only
one employee is selected, in Staff’s time period should be shown this
employee’s time period which isin the range of shift arrangement.

Click left head icon Assign department staff's schedule button to
present this dialog box
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Time & Attendance Program
Default schedule  select a shift from down-drag menu, make it to default
use for enrolling new staff  after enroll new staff it will give new staff a
shift.
May used schedule ableto schedule shift list display name of current
setup shift when arrange department shift  the shift will display list until
selected shift.

Click on right head icon ar range employee@ shift button the dialog box
isfollowing

On the window the operation is the same with attendance time setting
operation, which sub-itemis staff maintenance attendance setup.

Click in middle bar Employee temporary shifts button to manage shift,
If one(or severa )staff needs to change his’/her work hours temporarily,
his’her shift can be arranged temporarily, click staff temporary
arrangement button, pop up dialog box, window is following



Click (OK)button enter temporarily schedule
click(Cancel )button return staff® schedule window. First definite
schedule hour, select staff, if you want to select a lot of staffs, can press
(Ctrl) key, simultaneoudly click staff or use al selected button, then click
on (add period of time) button, select to add period of time on the
window of adding period of time, and what day or how many is to add.
The operation method is the same in shift management to add period of
time.
Click (save temporarily schedule) button, to save temporarily
schedule or click cancel to cancel the action.
Temporarily schedule is superior to shift schedule.
Print staff ought on-duty time
Click (print staff ought on duty time) button. It can print al
selected staffs work hours, which isin definition period of time.
Cancel temporarily shift
Click (cancd temporarily) button  cancel data of selected staffsin
definition period of time. Back to normal work hours.

To handle various regular change shift is a software' s strong function.
Here illustrate change shift method with four shifts three times change a
week example thereareA B C D four shifts, work hours schedule
is divided into, morning shift, day shift, night shift, three period of time,
the application beginning date is 1.

As before instruction finish the operation, the following window
appear
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