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Chapter 1 Software Setup

1.AAS installation

1. Click on the .exe installation file to begin

-

E; Attendance Access System 6.0 Setup » w— - - M

AN ™

Welcome

felcome to the inztaller for Attendance Accessz
System 6.0 B 2.0,

It 15 strongly recommended that you exit all
Windows programs before continuing with this
installation.

If you have any other program= running, please
elick Cancel, cleose the programs, and run this

zetup again.

Otherwise, click Next to continme.

| < Back | E Hext > i I Cancel

2. Click “Next”o continue, “Cancel”to exit setup.



Attendance Access System Manual 5

_— S . .
% Attendance Access System 6.0 Setup w ‘ M
—— i

Installation Folder
Where would son like Attendance hecess System B 0 to be installed?
-

The software will be installed in the folder listed below. To select a
different location, either type in a new path, or click Change to browse for
an existing folder.

Install Attendance Access System 6.0 to;

c:WAttendancef Change. . .

Space required: 106.3 MB
Space awailable on selected drive: 47.30 GE

[ < Back ] t Hext > 1 [ Cancel ]

3. The default setup directory is C:\AttendanceF, you may change to
another directory by clicking “Change”. Click “Next” to continue.

&Y Attendance Access System 6.0 Setup L g

— Y

Installation Successful

The Attendance Access System 6.0 6.2.0
installation 1s complete.

Thank wou for choosing Attendance hecess Syztem
6.0

Please click Finish to exit thiz installer.

% Back Cancel N

4. Click “Finish” to complete the installation, and create shortcuts on

Desktop and startup menu.
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Open the program by clicking the desktop shortcut

This brings up the Login Prompt.
[I]] Attendance Access System 6.0--User Login ’ u

Attendance Access System 6.0

Lser Name: |admin |

FPassword: | |

A leginy | (O Exig

For first time login, User name field is admin, password is empty.

. [T Mavigation . .
Then enter the main page, select . to show operation guide.

Otherwise, it is blank.
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System Maragement(s)  AbeutiH)

HA Sritem Atierdarce Syitem | Access Systen | SteffInformetion  Dats Amalysis  Oviginel Report  Detaded Repert Clese ' Havigaton

Attendance Systaem
@ Derace Managamant Attenda 2 Acce ystem 6.0—Aftendance System
&5 Dodaun 51 -

% Shift Dratiition

271  Shit Dafintion £h, Shit Patam

<P =P [ Shift Allemenn

£ Skt Patom

71 Shift Alotment

[ Totel Schedule

(@ Holidey Registration
B Leerve Registeton "/ Orignal Fiapon
T3 Manusal Punch
12 Overiene Flules
[ Dot Aneysis |5 Deraied Fepun
[ Ongemifepes | g [F=] DatoAnshysis

) Dessited Repoet =
[ Oty Fispion Dieily Finpod

T Manthly Bopest

=] Manthly Rapon

Chapter 2 Operation Flow

For fingerprint terminals, you should first register users and fingerprint
on the device. During registration, keep note of the user ID and the
corresponding employee’s name to fill out the rest on the software.

For card reader only models, the proximity card’s number can be manually
entered within the software (or download from terminals after registration )

2.1 Modules

Our software comes with 4 modules: [HR System] . [Attendance
System] . [Access System] . [System Management]

1. [HR System] Here you may find company information, department,
and view/edit staff information

2. [Attendance System] Manage the shift, define shift patterns, holidays
and assign shifts to the registered staffs. Here, you may generate reports
monthly, daily reports that could be printed/exported.

3. [Access System] Access System includes time zone, lock combination,
rights allotment, device management, real-time monitoring, rights report,
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access details, button event report and alarm event report.

4. [ System Management] Change password. User Management. System
Initialization. Duplicated original date processing. Compact Database.
Backup Database. Restore Database. Clear System

2.2 Software Setup Flow

Login Change Staff Device
j'> Password j'> Information :> Setup
Staff Set Shift Rules Shift Add
Schedule Definition Emplovee
J L
Total :) Data :) Original :) Data Analysis
Schedule Collection Report

s

View Reports

2.2 Software Initial Setup

For fingerprint terminals, you should first register users and fingerprint
on the device. During registration, keep note of the user ID and the
corresponding employee’s name to fill out the rest on the software.

2.3.1 Set up Administrator

It is highly recommended that you begin with changing the password
(For first login, administrator password is admin, password field is
empty), If the intended use involves multiple users, we recommend creating
accounts for each of the users and customize their respective permission
within the system.

2.3.2 Create personnel files

A. Set the company information, note that the company name is the
head office of the whole system;

B. Department information: the department is classification of employees.
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If there are multiple work schedules within a department, it may be helpful
to create sub-departments.

C. Staff information: Here you will find general personnel information here.
The required fields are Staff No, Staff Name, Register No. (Fingerprint
Register No.), Join Date, and Department.

Important Notice:

[ Registration No.] within the [ Staff Information] menu must match the
ones on the fingerprint attendance terminal.

[ Staff No. Ifield must contain only numerical characters to function correctly.
[Join Date): The attendance will only keep track of staff starting on
the Join Date.

2.3.3 Pulling fingerprint records and Registering staff name to terminal

For the fingerprint terminal, every user must consist of a UserlD its
corresponding fingerprint template.

The stored fingerprint templates can be pulled from “Device Management”
on our Desktop Software. This will create a copy of the database for
backup purposes as well as enabling mass deployment of the user list
to multiple terminals within the vicinity.

Connect to the terminal through [Device management]:

A. You may view device information of the terminal such as number
of users, remaining fingerprint capacity, and also set certain parameters.
B. Download fingerprint information from the terminal to the software;
C. Upload Staff Name to the fingerprint terminal. (Prerequisite of existing
fingerprint records and Staff Names on the AAS)

Important Notice:

For select models that connects to the computers via RS232, the baud
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rates of the software AND the terminal must be adjusted to match for
proper operations. The default baud rate is 38400 bps for most models
and can be changed in the “RS232/RS485 download” sub-menu on
the terminal.

Important Notice:

If you wish to download through USB cable, you may have to install
the driver which can be found on the CD within the “driver” folder. Once
you have located the file, double click it to run.

Important Notice:

For download through TCP/IP, the IP address of the terminal and software
must match.

* Any of the above communications can function properly only if the
parameters on device and software match

2.3.4 Shift Definition

For the software, “Shift” refers to the set of rules for time intervals
during which the staff is expected to be present. You may set the arrival
time, departure time, late in, early out, definition of absence, definition
of overtime, and so on.

Consolidate all the possible work shifts for a day, then create your shifts
such as day shift, nightshift, long day shift, etc.

2.3.5 Shift Pattern

This section allows you group a pattern of work shifts (using the shifts
defines in “Shift Definition” over a certain amount of period whether it
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is by day(s), week(s), or month.
Fields set within Shift Pattern, and Shift Definition is the basis of the
data analysis function.

A. Shift Rules:

Select the proper Period Type according to the pattern’s cycle. For example,
one of the most common shift pattern is the weekly Monday to Friday
work week (see figure below ). And for another instance, joe an external
contractor who was hired to perform installations on a new worksite for
3 days, the “Daily” period type might be helpful with the Schedule Period

set as 3.
Q e x =] % =
Add(N)..  Modify(U).. Delete(D)... SavelS el Exit(E)...
Mo MName Period Type  |weekly ~ Remark
Monday  [Memal

Tuesday [Homel
Wednesd |Normal

Thursday [Nemal
Friday  |Momal
Saturday m
Sundary ’r

[Mo [MName [ Petiod Type [Remark |
K | Mormal Group | weekiy | |
;

B. Shift Allotment:

Shift Allotment is where you would officially assign a shift pattern to a
staff. Be sure to assign the starting and ending date.

C. Total Schedule

If everything is set up correctly, you may do a final check of staff’s
assigned schedule in a monthly view.
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Maonth of Sch| 201707 =
=1~ Company
Shift 5 chedule
‘F!esl |Norma| |Norma| |Norma| |Norma| |Normal |F|est
9 1a 11 12 13 14 15
W ‘Flesl |Norma| |Norma| |Norma| |Norma| |Normal |Hest
16 17 18 15 20 21 22
‘Flesl |Norma| |Norma| |Norma| |Norma| |Normal |Hest
23 24 25 26 27 28 29
‘Hesl |Norma| |Norma| |Norma| |Norma| |Normal |Hest
30 kil

2.3.6 Device Management

After downloading the fingerprint templates from the terminal into AAS
and uploading the staff names to the terminals, employees may begin
to clock in. The AAS administrator is responsible for downloading the
data from the terminal to the AAS, then perform the built-in data analysis.
To download logs into the AAS, go to “Device management”. Look for
the option button in the bottom right corner to select between “All Record”
or “New Record”, then click on the “Download Record”.

The “New Record” option downloads only new records since last download.
“All Record” option will download all records on the terminal and may
create duplicate logs.

2.3.7 Data Analysis

The process flow of the attendance is to collect time logs of staff’s time
in and time out compared against the shifts assigned through the software.
Below is the logic flow chart of the attendance system

Staff Data
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v

Raw Records
(From terminal)

b

Shift Definition. Shift pattern, Shift
Allotment, leaves, holidays, etc

Data Analysis

Generated Reports
(Daily, Monthly, etc)

2.3.8 View Reports

After data analysis, you may view reports.

Chapter 3 HR System

3.1 Company

Click [ Company]

Company

to edit the fields (see figure below):

Modify(U)..

Address:

Telephone:

Fan Mo

Company name: Company

——
——

Exit(E)...

Manager:

Comparny log:

Tip:Click to
select the image
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Begin by clicking [Modify], Enter the company name (Mandatory field,
you may use abbreviations ), address, phone number, etc. Click [Save]
to finish.

3.2 Department

Click [Department)] , then [Add] or [Modify] .

Add(N)... Modify(U)... Delete(D)... Print(P)... Exit(E)...
Dept Mo anaooac Superior Dept; -
Dept Mame: |Company Manager.

Tipwhere the node is parked, the lower depariment of the department is added.:

Mo, Dept Mo Dept Mame Superior Dept Manager
1 Qnanooo Cormpary
2 Qnanoooz Sales Company

Company is the superior department of the main (first tier) departments
within the organization structure. Furthermore, new departments can be
created as a sub—-departments by choosing the proper Superior Department
in the dropdown menu.

There is no limit on the tiers within the organization structure. However
for simplicity and convenience, we recommend no more than 4 tiers of
sub-departments .

Steps

1) Add Department

Click the [Add] button, and enter department number, department name,
superior department, and the manager. Click [Savel] to finish.
Note: Superior Dept. is a mandatory field. With the exception of the
headquarters, every departments and sub-departments must have a
superior department.

2) Modify Department

Click the [Modify] button to edit the fields, then click [Save] to finish.
3) Delete Department



Attendance Access System Manual 15

Click [Delete] to remove a previously registered department. However
if an employee is assigned to a department, it cannot be removed
4) Print

Click [Print] to print out a list of the departments.

5) Exit

Click the [Exit] button to return to the HR System main menu.

3.3 Staff Information

Click [Staff Information] to begin editing staff information.

d [ g o
Add(N)  Modify(U) Delete(D) Print(P) Import(f)  Export(T) Exit(E)

Seatch Conditions Basic Infomation: [Staff Cade =] [- =l [ dh Searchif)

Staff Code

User ID

Mame Pasition Card Mo Password | Join Date | Gender | Marit:

Male U

This module is responsible for keeping your staff’s information on file.

3.3.1 Add Staff Information
Click the [Add] button to bring out the editing window.

§ Staff Information - oS
B =+ | O
Save(S).. Continue Exit(E)...
Basiclomaton | Detaied Irfomation |
seitos [ ] v ] Fstname | Bal
Department [Cenpany 00000001 Position
Gender |Male hd Marital Status | Unmarried - Birth Date | 05/04/2019 -
Join Diste: | 06/04/2019 - Add Photos | Delete Photos

To ensure proper operation, the Staff Code, User ID, Name, Dept, and
Click [Savel to finish.

Join Date fields must be filled in.
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[ Staff Code): This is the number assigned to a staff within the AAS,
not the attendance terminal.
Note: All data on the AAS are indexed by this number, altering the staff
number afterwards will disassociate the collected data from the intended
staff if not handled properly.

[User ID]: The User ID set on the attendance terminal. They must
match for normal operation.

[Join Date]: The AAS only process data starting from the Start Date,
so for certain scenarios, you might want to intentionally adjust the Start
Date.

[Leave Date): This field is more key for access control purposes. On
the leave date, this employee loses permission to unlock doors.

3.3.2 Modify Staff Information
Select the staff so it is highlighted, then click [Modify] to begin,

§ Staff Information - — ]
O
Save(S)... Exit(E)...
Basic Information 1 Detailed Information ]
Staff Code 00000001 Lzer |0 |0000000001 First namel:l Get FP
Department | A VT ~ Pasition

Gender |Female hd Marital Status  |Urmarried - Birth Diate | 06,11./2004 hd
Join Date | 01/01/2001 -

E)(pand DrOdeWn Menu Add Photos | |Delete Photos

@ P [=% s Bt h
Addt)  Modiyl)) Delete@) Print®) Impertf)  Exportl) L)
Smach Coreition: Baic lnboemstion: [Stat Code  w] = -l [Poncna0n 1

o Compary St Codke | Uswi [T [— Postion | CodNo | Pasoword | JonDatnGarde | Maial Sious | BimDue | Teleghors | Erad | idertipCa
G Gt

NAN200 Fede  Unmamed

Search Too



Attendance Access System Manual 17

You may also use the Search Tool to filter the staff list based on the
mandatory fields of staff information and gender. Select the field with
the left dropdown menu, then select the logic comparator( =,>=,<=,etc) .
Finally enter the desired value in the rightmost textbox. Click [Search] .
With the filtered user list, you may now click the row corresponding to
the staff, then click [Modify] . The remaining steps are identical to those
outlined in the [Add] section.

3.3.3 Delete Staff Information

Within [Staff Information] , click to highlight the row of the staff (you
may use the search tool or the company tree on the left to help navigate ) .
Then click [Delete] .

Tip

Are you sure you want to delete the staff? (to delete the schedule,
! . record, monthly report, daily report, abnormal record, leave record,
overtime registration, reapplication clock record...)

Yes Mo

The prompt (above) is a reminder that deleting staff will also delete
their data.

3.3.4 Print Staff Information

Click to highlight the staff or select multiple staffs, then click [Print] .
A print preview window will pop up. Click the printer icon to print.
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Staff Personal Information

Drate:  2019-06-04

Staff Code 00000001 Mame Sophie Usger 1D Q00000001
Depatment Company Identity Card Card Mo

Staff Type Join Date  2001-01-01 Gender Female
Title Mationality Position

Residence Birth Date Folitical

Staff Type Telephone Education

Graduate Marital Status Unmarried Puostal Code

Email

Addiess

School Profession

Remark.

3.4 Parameter Settings

This section allows you to add new categories as well as create preset

items for fields such as Education, Position, Title, etc, so that they could

be selected from a dropdown menu when inputting detailed staff information.

Add(N)... Modify(U)... Delete(D)... Exit(E)...
Staff Type l Education l Mationality l Fesidence l Position l Title Puolitical Status
Ma. ooz Mame Part-time
Mo Mo Mame
1 oo Official
2 002 Part-tirme:

Steps
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1) Add Parameter Setting

Click the proper tab to begin, click [Add] to create a new preset item.
For instance, under “Education”, you could add “Bachelor’s Degree”.
When you’re done, click [Save] to finish.

2) Modify Parameter Setting

Click to highlight the proper row to begin, click [Modify]l, make changes
in the “Name field”. Click [Save] to finish.

3) Delete Parameter Setting

Click on the list to highlight the item you wish to delete, then click [Delete].
When the prompt appears, click [Yes] or press ENTER to complete
the operation.

Chapter 4. Attendance System

4.1 Default Shift

Below is the pre-existing default shift that exists in the system.
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First:on work and off work time settings

No. Before

i

In Time:

Mot Nesd Swipe

I NotNeed Swipe

I~ NotNeed Swipe

3 [ ] [E ] T HotNeedSwie

Late in/Early out more than: |3

I~ Earlyin D minutes, caloulated in overtime:

Late In

£l

]

minutes deduct working hours

After

Before
L]

[
(|
L1 L]

OutTime  NotNeed Swipe
I Not Need Swipe

I~ Mot Need Swipe

I™ Mot Need Swipe

(1 ExitE)
e Transaction
Nomal =
Womal =

[] s

I™ The shift cross dayfrom | | times. the punch time i for next day

Regular Hours

Overtime Hous [0 |

I Late out [ | minutes. caloulated in overtime

Third: Default Shift Details

Confirm(Q) Cancel(C)
Second: Workday Setting
Set Workday
M Monday [V Tuesday [V Wednesday ¥ Thursday [V Friday [~ Saturday [~ Sunday:
Saturday Sunday
I~ Moming wark, aftemoon cff [~ \work all day I~ Morning wark, aftemoon cff [~ \work all day Confirm(Q) y Cancel(C)

Default Shift Details

4.2 Shift Definition

The default value will be setted for staff who are not arranged

within [Attendance System] click [ Shift Definition]

or on the side bar.

in the main menu

Modify(U).. Delete(Dl...

Exit@ -

Shift Name: [Nomal

No. Before  In Time

3 [ ] [ ] T MotHeedSwipe

Late in/Early out more than: 3

[~ Ealyin |:| minutes, calculated in overtime

minutes deduct working hours

Shift Detai
Mot Need Swipe Lateln  After Before  EalpOut  Out Time Mot Need Swipe After [lxecel
[~ Mot Need Swipe E| E I~ Hot Need Swipe [Homal =]
I MotMeedSwipe [0 | [ I™ Not Need Swipe 210 [Homal =]
1 ] 1 ] T oNotMeedSwpe [ | [ <]

I The shit cioss day fiom || times, the punch time i for nest day

Fiegular Hours

I Letsout || minutes. calcubsted in overtine

Dvettime Hours [0 |

Shift Mo, | Shift Name Period 1 on wark.

Period 1 off work

Petiod 2 on wark.

Period 2 off wark.

Period 3 on wark.

Period 3 off work

‘For the software, “Shift” refers to the set of rules for time

intervals during|

Mhich the staff is expected to be present. You may set the arrival time,

‘departure time, late in, early out, definition of absence, definition of overtime,
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and so on.

Consolidate all the possible work shifts for a day, then create your shifts
such as day shift, nightshift, long day shift, etc.

Lexicon

[ shift Interval] :

These are time intervals within a shift. To clarify, “shift” in this manual
refers to the pattern for a day. Our software support a maximum of 3
shift intervals.

Below is a sample shift “Long Day Shift” with 3 shift intervals
Interval 1: 08:00—12:00

Interval 2: 14:00—18:00

Interval 3: 20:00—04:00 (This shift extends to the next day)

Not Need Swipe:

Not Need Swipe

1) If the checkbox is checked, the software will not count employees
as absent even if they haven’t punched in.

2) If the checkbox is unchecked, the software will count employees as
absent if they haven’t punched in

Below is a shift sample of a company that works from 08:00 to 18:00
with lunch time from 12:00 to 14:00. Employees are not counted as
absent when they don’t punch in/out during lunch.

Mo Before  In Time MothesdSwipe  Lateln  After Before  Ealplut DutTime Nt Need Swipe After UELEED

1 I NotMeedSwipe [0 | E I Not Meed Swipe Nomal v
2 W NotHeedSwipe  [0_| ] I~ MotMesdSwipe  [210]  [Homal
3 [ ] [ ] T HoMeedSwipe [ | [ | 1 ] ] T MotMeedSwpe [ | -

[ Transaction Typel:
This is a property of a shift interval, for the convenience of calculating
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the overtime pay. It can be either “Normal” or “Overtime”.

[Before]:

The value (in minutes) in this field defines how long before the shift
interval can a staff punch in to count as attendance data.

Note: This is of concern to the attendance, not access permissions.
Punching in earlier than the “Prior” value can still unlock the door, it
just wouldn’t count on the attendance sheet.

Using the above figure as an example, if the “In Time” is set as 08:00
and “Prior” was set to 60, an employee will count as present beginning
at 07:00. The attendance module will not count employees as clocked
in before this time.

[ After]):

The value (in minutes) in this field defines how late after the interval
time can a staff punch in to count as present

Continuing from the example above, an “After” value of 30 will cause
clock ins between 08:00 and 08:30 to count. After 08:30 the interval
will count as absent. (Late time is defined in [Late In] , see below)
Note: Two Shift intervals including their respective “Prior” and “After”
intervals shouldn’t overlap. If “Out Time” for a time interval was 12:00
and the “After” was 60 (Latest “Out Time” 13:00). And the “In Time”
of the next “Shift Interval” was 13:30 with a “Prior” value of 60 (Earliest
“In Time” 12:30. A punch at 12:43 will not be recorded but the calculated
work hour and therefore wages will be inaccurate.

[Late In]:
The “Late In” value (in minutes) allows you to decide when a punch
in counts as late. The “Late In” time should be in between “In Time”
and “After” time therefore its value should be smaller than “After” value.
For example: [In Time) is 08:00, [Late In] set as 0, [ After] as 30.
If a staff clock in at 08:01, they will be marked as late by one minute.
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[Early Out):

The “Early Out” value (in minutes) allow you to decide when a punch
in counts as early leave. The “Early Out” time should be in between
“Prior” and “Out Time” therefore its value should be smaller than “Prior”
value.

For example: [Out Time] is 12:00, [Early Out) set as 0, [Prior] as
30. If a staff clock in at 11:59, they will be marked as early leave by
one minute.

[ Work Hour Penalty]:

Late in/Early out more than: EI minutes deductwoaorking hours

This field defines when the software deducts working hours based on
the total of Early and Late punch in times of a staff across all shift
intervals within a shift definition. So if this value is set to 10, and staffs
are required to show up between 08:00 to 18:00 and if a staff has
a total of 11 minutes (including late and early), the software reports
will deduct work hours. Otherwise, the total work hour will be counted
as 10 hours in the software.

[ Day Crossover):

[ The shift cross day from I:ltimes, the punch time is for next day

If the shift crosses over to the next day, use this field to indicate which
clock in is on the next day. (for example if shift interval 2 “Out Time”
occurs on the next day, the field should be 4)
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Add(N).. | Modify().. Delete(D).. Exit(E)...
Shift o, Shift Name [Test Shift Detai
Mo.  Befae InTime  MotNeedSwipe  Laleln  After Befoe  EalpOut  OutTime  MotNeed Swipe Ay Ecten
1 0830| NotMeedSwipe [0 | o] 1200] T MotNeed Swipe Nomal  ~
2 1330] [ MotWeedSwipe [0 ] ] 1800 I Mot Meed Swips Nomal |
3 1830] [ NotWeedSwipe [0 | [T 0B:00] T MotNesd Swipe Ovetine
Late in/Early out mare than: minutes deduct working hours [¥ The shift cross day from El times, the punch time is for next day
Fiegular Hours Overtime Hous 1|
I Earlyin l:l minutes, calculated in overtime: I~ Late Uu[l:l minutes, calculated in overtime:
ShiftMo. | ShitMame | Period 1 onwark | Peiiod 1 off work | Period 2onwork | Period 2 off work | Period 3onwork | Period 3 off wark
1 HNomal 0300 1200 1400 1500
H Test 0830 1200 1330 1500 1830 06:00

For the image above, shift interval 3’s “Out Time” crosses over to the
next day. The maximum allowed overtime in this case for purposes of
payroll is until 06:00. Any further stay will not increase the work hour,
and the employee has until 07:00 (“After” value of 60) to clock in
for “Out Time”, later than this time will be counted as absent.

Using the same shift as above, if a staff punches for the “Out Time”
of shift interval 3 at 23:00, the software will count an overtime of 4.5
hours. At 00:30, 6 hours, 06:15, 11.5 hours, and then at 07:01, absent.

[ Overtime late in]:

[ Overtime late in

Toggles whether you count staffs as late even for overtime.
[ Overtime early out]:

[ Overtime early out

Toggles whether you count staffs’ early leave during overtime.

[Early Arrival overtime):
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[ Earlyin |:| minutes, calculated in owvertime

Define how much earlier than the Shift interval 1 “In Time” will an employee

count as overtime.

Shift Mo Shift Name [formal | Shift Detail |

No. Before " NetHeedSwipe % Ay Before COMY Ou NotNeedSwpe  Afier |ronsection
Time In Out Time Type

1 I~ Mo card punch E| E ¥ No card punch fornal  ~
2 F Nocadpunch [0 ] ] I Mo card punch za0]  [Hormal  «
3 [ [ ] ¢ MNocadpwneh [ | [ ] T [ [ 7 Mocadpunch [ -

Late in/Early out more \han.mmules deduct working hours [” The shift cross day from l:ltlmes, the punch time is for next day
I Overiime late in I~ Overtime early out RegularHours Owetime Hours El
|!7 Early in minutes. calculated in overtime ‘ [~ Late Dutl:l minutes. calculated in overtime

For the example above, an employee can punch in starting from 360
minutes before 08:00, that is, 02:00. The value for “Early Arrival
Overtime” is 60 so an early arrival of any amount of time exceeding
60 minutes will count as overtime. For example, if an employee clocks
in at 06:00, it will count as an overtime of 2 hours. Otherwise if he

clocks in at 07:02, it will count as a typical record.

[ off work Delay overtime }:
Define how much later than the last shift interval “Out Time” will an

employee count as overtime.

[~ Late out I:I minutes, calculated in owerime

ShittMa [ | ShiftName [Hornal Shitt Datail

No.  Before " NotNesdSwpe % A | Before CoY O NotNesdSwpe  Afigr  1rnsaction
Tirne In Out Tirne Type

1 360 I Necadpunch [0 ] ] ¥ No card punch Formal ~
2 F Nocadpunch [0 ] I™ No card punch 240 Normal  ~
3 ] [ ] T onocadmnen [ ] [ ] 1 ] [ ] T Hecadeunch ] =

Late in/Early out more than mmutes deductworking hours [ The chift cross day from I:lumgg,, the punch time is for next day

I Overtime late in I Overtime early out Feqular Hours Cwvertime Hours [

[™ Eatlyin l:l minutes, calculated in overtime [ Late nut minutes, calculated in avertime |




Attendance Access System Manual 26

During the shift above, an employee has 240 minutes after 18:00 to
punch out (22:00) and overstaying will count as overtime in the system
as long as it exceeds 30 minutes. An employee leaving at 18:29 will
count as typical record, at 18:30, it counts as 30 minutes overtime.

[ Default Shift]:
If a shift is not assigned to a staff during registration, the “Default Shift”
will be assigned to said staff. This “Default Shift” can be edited manually.

2. Common Shifts Examples

Example 1:
Working from 08:00 to 18:00 with lunch between 12:00 and 14:00.

No overtime and punch in/out for lunch not required.

Add(M)..  Modify(Ul. Delete(D).. EXit(E)...
ShiftNo Shift Name: [Norml Shift Detal
o Before  InTime Not Need Swipe Lateln  After Before  EalyOut OutTime Mot Need Swipe After T"*?ii‘;“”

1 I HotNeedSwipe 0| o] ¥ Not Meed Swipe Namd  ~
2 F NotNeed Swipe [0 ] (| I~ Mot Meed Swips 210 Moma -
3 ] [ ] T HotMeedswipe | | [ ] 1 O [:7] T NotNeedSwipe [ | =

Late invEaty out more thart [ minutes deduct working hours ™ The shit cinss day fiom || times. the punch time is for nex! day
Regular Hours Owertime HuursEl
I Eapin [ | minutes, caleulated in overtime I Lateut| | minutes, caleulated in overtime
Shift No. | ShiftName | Period 1 on work | Peiiod T off work | Period 2on work | Period Zoff wok | Peiiod 3 onwork | Period 3 off work |
T Nomael | omon |z | 1w | BT |

Example 2:

Working day starts at 08:00 and ends at 18:00. Lunch hour begins
at 12:00 and ends at 14:00. Overtime begins at 18:30 giving staff a
break of 30 minutes and the work day ends at 21:00.
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B ] 'l ® =] 3 =]
Add(M)..  Modify(U).. Delete(D).. Sevels) “ancel(C) Eit(E)...
Shift No Shift Name [Mormal | Shitt Detail [
Mo Before " Not Need Swipe Lote iter Before O Qi Mot Need Swipe Aty 11ensection
Time In Out Time Type

1 I~ Mocadpunch [0 | o] W Mo card punch Tormal «
2 W Mocadpunch  [1_] | I~ Mo card punch Mornal -
3 I Necadpunch [0 ] o] I™ Mo card punch Overtime «

Late in/Early out mare \han.El minutes deduct working hours I” The shiftcross day from I:lnmes, the punch time is for next day
7 Owertime late in ™ Overtime early out Regular Hours Overtime Hours
™ Earlyin I:l minutes. calculated in overtime I Late Dutl:l minutes. calculated in overtime

| Shiftho. | Shift Name | Period 1 onwok | Period 1 off work | Period 2onwark | Period 2 off work | Period 3 onwork | Period 3 off work_|
1 1 Noma | 0s00 | 1z | 18:00 | 1830 | 21:00 |

Example 3:

Working day starts at 08:00 and ends at 18:00. Lunch hour begins
at 12:00 and ends at 14:00. Overtime begins at 18:30 giving staff a
break of 30 minutes. The staffs are not allowed to work overtime past
06:00.

] 'l X =] 5 =]
AN Modify).. Delete.. = Saves) nceliC Et(E)...
Shift No ShiftNeme [formal | shift Detail [
No. Betors NotNeedSwipe " afier  gefore DO OW NotMesdSwipe Aty TTEnsaction
Tirne In Out Tirne Type

1 I~ Mo card punch E| E P No card punch Normal =
2  Nocadpunch  [0_] [ I™ Nocard punch (5] [womat -
3 I~ Mocadpunch [0 ] B30 o] I~ Mo card punch Overtine -

Late in/Early out mare \han.El minutes deduct warking hours ¥ The shift cross day fram Eltlmes, the punch time is for next day
I Overtime late in ™ Overtime early out Regular Hours Overtime Hours
™ Earlyin I:l minutes, calculated in overtime [~ Late out I:l minutes, calculated in overtime

[stitNo. | shitName | Period1 onwork [ Period1 ot work | Period Zonwark | Period 2ol wark | Period3onwork | Period3 off work |
7% Momd | 0200 | 1200 | 1400 | 1300 | 1230 | 06:00 |

Example 4:

Half work days (typically Saturday)

Working day starts at 08:00 and ends at 12:00. If you want to include
parameters that define overtime, check the boxes for “Early Arrival
Overtime” and/or “Off Work Delay Overtime” and enter a value.
Note: Overtime cannot be further than the “After” value so if you choose
to add this function, set a large Prior/ After value to avoid counting as

absent.
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Add(N)..  Modify(U).. Delete(D).. EXt(E)...
ShiftNa. Shift Name [Nomal Shit Detal
Mo Before I Time Mot Meed Swipe Lateln  After Befoe  EalpOut  OutTime Mot Need Swipe After [eiisckon

Type

1 I MatMeedSwipe [0 | o] ¥ Not Need Swine [Nomal <]
2 D D I~ Mot Meed Swipe D |:| |:| |:| D I Not Meed Swipe D =
3 D D [~ Mot Meed Swipe D |:| |:| |:| D I~ Not Meed Swipe D =

Late in/E arly auit more thar: E minutes deduct working hours [~ The shift cross day from D times, the punch time is for nest day
Regular Hours Overtime Hous [1_|
[ Ealyin [ | minutss, caloulated in overine I Lateout| | minutes, caeulated inovertime

1) Add Shift Definition
Within [Shift Definition] , click “Add”, input the shift number, shift name
and department (default as the entire organization). Then confiture the
Shift intervals parameters. Click [ Save] to finish after you have confirmed
the input parameters.

2) Modify Shift Definition

within [Shift Definition], select the shift you want to modify on the list
below. Click [Modify] to beginning changing parameters. Click [Save]
to finish after you have confirmed the input parameters.

3) Delete Shift Definition
Within [Shift Definition], select the shift on the list below. Click [Delete]
to beginning changing parameters. Click [ Save] to finish after you have

confirmed the input parameters.

4.3 Shift Pattern

Define how the working hours look like over a shift cycle.

Click [ Attendance Management] then [ Shift Pattern] >
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[ Period Type: Daily]
Use this Period Type for cycles that aren’t multiples of weeks or

months. This Period Type will allow for a highly customized shift pattern.

No Nems

Period Type  |Daily -

o

Rest

[ormal

Mormal Marmal

Marmal

Marmal Rest

For example, the image above shows a Shift Pattern of 8 days with

6 actual working days and two rest days.

o] ems

Moncay  [Momal
Tuesday |Momal

Wednesd [Momal
Thursday |Nomal

Friday

Mormal -

Saturday |Rest

Sunday

Rest

Feriod Type  |weekly A

This second example above shows a shift cycle of a week.

Nu.lzl MName Period Type [Monthly =] Fiemark l:l
1 [Homal 2 [Nomal 3 [Nomal 4 [Nomal 5 [Rest
6 [Momal 7 [Nomal 3 [Nomal 9 [Namal 10[Rest
11 |Normal 12 [Marmal 13 [Narmal 14 [Normal 15[Rest
16 [Namal 17 [Nomal 18 [Nomal 19 [Nomal 20Rest
21 Nomal 22 [Nommal 23 [Nommal 24 [Nomal 26Rest
26 [Namal 27 [Nomal 28 [Nomal 29 [Narmal 30[Rest
31 |Momal

If a monthly Shift Pattern is chosen, then the staff’'s work schedule

will follow it during the month. (The software ignores the dates of 29,30

and 31 appropriately according the effective month.)

Steps:
1) Add Shift Pattern

Within [ Shift Pattern] , click “Add” and input Shift Pattern Name, Period
Type, Shift Period, etc. Then for each day, select the appropriate shift

with the drop down menu (click on a field beside the day to reveal
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drop down menu). Click [Save] to finish.
2) Modify Shift Pattern

within [ Shift Pattern] , click on the Shift Pattern from the list at the
bottom. Click [Modify] and begin editing. Click [Save] to finish.
3) Delete Shift Pattern
Within [ Shift Pattern] , select the Shift Pattern from the list at the bottom,
then click [Delete] .

4.4 Shift Allotment

‘Now that you have created Shift and Shift Patterns, you must assign|

}them to staff(s). Shift allotment is an essential procedure to generate|

‘proper and meaningful report apart from Shift Definition and Shift Patterns.|

% staff must be assigned a “Shift Pattern” for the system to properly|

‘determine if he is late or leaves early often, or if he does overtime often.|

|_ Add- | Deleed ExnEL

s | Deptmart S Cods N S W |

Steps:

1) Add Shift Allotments

Within [ Shift Allotment] , click “Add”. Then click “Select Staff’. A new
window will pop up (see figure below), allowing to select the staff(s)
that will work according these shift patterns.
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§ selec suaff Lo il
=1 * ' 1
5] : p P SesichTodl
Confirm(Sl—  Clear (C).. EitE)
Semch Coradtons | Staff Code =l s =] A SeachiE]
o b el Stall nhe chonsedincouts Srlected staffdrecond:
i S
M | User il | Dieputment Hame | Userin | Department
Sachie 0000000001 Company
Single setection & | | Daisv 000000002 Company
Traey R —
[ DUOOUNIH  Company
Al velocsion 9|
% Sirgie anksction
P
i v v i i '

Use the directory of departments on the left to find the staff(s), click
on the department, then select the staffs under Staff to be choosed O
records Source O records. Once the staff is highlighted, click the “Single
Selection” button to transfer the staff to the Selected staff 3 records.
The “All selection” button is used if the whole department follows this
shift pattern. Click [Confirm]) .

Now select the dates that these shift patterns are effective on.

Start Date:  |07/28/2017 |

EndDate:  |07/28/2017 |

Then select the “Shift Pattern”

Shift Pattern: |LELElLE =]

Click [ save] to finish.

2) Delete Shift Allotment
Within [ Shift Allotment] , select the item on the list which you wish to
delete. Click “Delete”.
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3) View Shift Allotment Details

Within [ Shift Allotment] , click on the “Search Tool” checkbox to reveal
the search bar. Select/input the Staff Name, Staff Code, Department
and the Start Date and End Date to filter out the results. Click “Search”
to see results (see fig below).

Add(N)... | Delete(D). Exit(E).. el
Deparment: | =] stalf Code | Hame: [ | StanDate:[2019.0801 ¥| EndDate: [2013.0830 ~] @ SearchiE]
No. | Department Staff Code | Name Shit Hame Shift Date

1] Company 00000007 | Sophie Flest 20130601

2| Company 00000007 | Sophie Flest 201306502

3] Company 00000001 | Sophie Normal 20130603

4| Company 00000001 [ Sophie Nomal 201306504

5| Company 00000002 | Daisy Flest 20130601

5] Company 00000002 | Daisy Flest 20190602

7] Company 00000002 | Daisy Nomal 20130603

8] Company 00000002 | Daisy Normal 20130604

3| Company 00000003 | Traey Flest 20130601

10| Company 00000003 | Traey Flest 20130502

11| Company 00000003 | Tracy Narmal 20190603

12| Company 00000003 | Tracy Nomal 201306504

13| Company 00000004 | ken Flest 20130601

14| Company 00000004 | ken Flest 20130602

15| Company 00000004 | ken Kormal 20130503

16] Company 00000004 |ken Narmal 20190504

4.5 Total Schedule

You can view the total schedule in a monthly calendar view, you could
easily modify the shift pattern in this matter as well.

Click “Attendance Management” then “Total Schedule” to come to the
window below.

bonth of Schedule:  [201306 =
— Month: |2019-6 Staff No.: |00000001 Name: |Sophie

o
e Balee Shit Schedule
Department 2 3 4 5 6 7 8
Di rectory [Rest [rorml [Hoxml [Horml [Hormal [Formal [Rezt
El 0 11 12 13 14 15
[Rest [Horma1 [Hormal [Worma1 [Rorma1 [Formar [Rest
0000000 Sophie
00000002 Daisy 18 17 1e 19 20 21 22
00000003 Trac [Rest [Hormal [Hormal [Hormal [Rorma1 [Format [Rest
RS T 23 2 25 % 7 % 25
[Best [Hormal [Hormal [Hormal [Forma1 [Forma1 [Rest
0

List of Staffs fert
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Steps:
1) View Total Schedule

First select the proper “Month” and enter the proper staff information.
Alternatively you may use the Department Directory (remarked on figure
above) to find the staff. Select the department, then click on the staff
on the “List of Staffs” directly below.

2) Modify Total Schedule

When viewing the staff’s total schedule, you could modify the day by
clicking the field underneath the date to choose/type in the value in the
drop down menu. Click [Save] to finish.

3) Delete Total Schedule

This deletes the entire schedule of a staff for the month. When viewing
the staff’s total schedule, click “Delete”. Then click “Yes” to confirm.

4.6 Holiday Registration

This is where you define the holidays that apply to your staffs. These
holidays will be counted as day off.
Click “Attendance System” then “Holiday” to begin.

Add(N)... Modify(U)... Delete(D)... Cancel(C)... Exit(E)...
Start Date: |ag1542.24  «| [00:00 EndDate|an1912.24  «| (2359
Reason: ‘ |
Mo Holiday No. Holiday Mame Start Date End Date Fieason
1 1 Christmas 2019-12-24 2018-12-24 235300
2 1 Christmas 20191225 201812-25 235300
] 1 Chrigtmas 20191226 201581226 23:53.00
Steps:

1) Add Holiday

Click “Add” to begin. Input the fields including the Holiday No., the holiday’s
name, start date and end date. Reason field can be used for remarks.
Click “Save” to complete the operation.

2)Modify Holiday

Select the row corresponding to the Holiday you would like to edit, click
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“Modify”. Edit the fields, then click “Save” to finish.
3)Delete Holiday

Select the row corresponding to the Holiday you would like to delete.
Click “Delete” to finish the operation.

4.7 Leave Registration

This section allows you to register employees for leave, business trips,
external work, working away from office, etc.

Click into [Attendance System] then click on [Leave Registration]
on the left panel.1

Add(N)... Modify(U).. Delete(D)... Export(T) Exit(E)...
Stat Date: [2019.0804 ~ EndDate: [2maog04 ~ Leave Tome:  [Sick Leave -
Reason | |
No. [taft Code  [Name [start Date [End Date [Leave Type [Reason |
1| ooooooot | Sophie | 050420190000 | 050420192359 | Sicklesve | |

Steps:
1) Add Leave Registration

Within Leave Registration, click “Add”. Then click “Select Staff” to open
a new window.

§ Select Staff = e
: [@ Seaich Tecl
Confirm(Sl..  Clear (C).. ExitE)
Search Condiions | Stall Cod: == = 4 Search(E)
s Staff to be shosseddrecords Selacter staff
...... S Sals
Name | User D | Department Name | User D | Department
Sophie 0000000001 Compary
Daisy 0000000002 Compary | | Singie selection &
Ty BAOADOTS  Company
ke 000000004 Corpary
Al selection 3
% Singls selection
€Al sslestion
‘ i f ‘ m f
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Select the appropriate company/ department in the left most panel to
see the employee list. Then move individual staff onto the selected staff
list on the right or click “All selection” to move all staff. Once you are
done, click “Confirm.” Now you are back in the Leave Registration main
window, input the correct start and end’s date and time, Leave Type
and Reason if any. Click “Save” to finish.

Lexicon

[Leave Typel: Allows you to define the type of leave. There are 7
types of leaves: Personal Affairs, Sick Leave, Maternity Leave, Marriage
Leave, Annual Leave, Out Offsite—Duty, and Business Trip.

2)Modify Leave Registration
Select the leave record, then click “Modify”. Correct the input fields then
click “Save” to finish.

3)Delete Leave Registration
Select a leave record, then click “Delete”.

4.8 Manual Punch

[Manual Punch): The system administrator may use this function to
clock in on behalf of a staff.

Click “Attendance System”, then “Manual Punch” on the side panel.

Add(NL.. | MadifyU).. Delete(D).. Export(D Exit(E)... ™ each Tont
Start Date: [2019-06-04  + EndDate: [201590604 + FRieason |
Timel (0800

Mo, Staff Code MName Date Time Reason

1 00000001 | Sophie 2015-06-04] 08:.00

2| 00000007| Sophie 201 9-06-04] 1200

3| 0000001 [ Sokie 30604 [EES

Steps:

1) Add Manual Punch
Within Manual Punch, click “Add”. Click “Select Staff” to bring out a
new window. Use the directory tree to find the employees, then click
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“Single Selection” or "All Select” to move staff into the Selected Staff
list. Click “Confirm”. Now fill in the “Start Date”, “End Date” and input
the clock-in times 1 through 6 (if applicable). Be sure to record the
reason for future reference. Click “Save” to finish.

2) Modify Manual Punch

Within Manual punch, click on a manual punch record. Click “Modify”
and change the field. Click “Save” to finish.

3)Delete Manual Punch

Select a manual punch record, click “Delete” then “OK” to remove the
manual punch record.

4.9 Overtime Rules

This module allows you to define the rules to calculate overtime in the
report. Click “Attendance System”, then “Overtime Rules” in the side

panel.
Overtime Rules
Modify(U)... Exit(E)...
Calculation Categony: | Overtime Sched Iritial ¥alue: |20 Minutes
Category Mo |&011 Integer Yalue: |30 Minutes
Category Mame: |Overtime Owertime Rate: |1
[ Mo | CacutionCaegay | ColegoyMame | IiiclVae | IiegerVabe | OvefimeRate |
[ 1 Jeom | Overtime | 30] 30] |
k
Lexicon

[Initial Value) : An overtime exceeding this duration will count as
overtime.

[integer Value] : The system only counts overtime in blocks of this time
interval. (For clarification see example below)

[Overtime Rate] : A multiplier to convert overtime to effective work
hours.

For example: Using configurations on the image above. If an employee
stayed an extra 65 minutes, the duration qualifies as overtime because
it exceeds 30 minutes. Now the software counts overtime in blocks of
20 minutes so it only counts 60 minutes. The Overtime Multiplier of 1.5
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converts the 60 minutes into a final effective work time of 90 minutes.
Steps:

1) Modify Overtime Rules
Within “Overtime Rules”, click “Modify” to change the fields. Click “Save”
to finish.

4.10 Device Management

Select “Attendance System>Device Management” at the L sidebar.

Qa0 B B B B 0

HE System anardxsw:m Agcess System Staff Information Ciata Analysis Oviginal Repart  Detaded Reposnt Close ¥ Hasvgation

Alendance Syslem @ 7 * o] - 7
AddiNL.  Madifylfl. DeleteiDi. : Maitpen | Cloar Admin |
e &
) Dufeun Shin Deveelipe @ Faca  © Fingespiint  pievicel0 Commucnionbose [ 7] ;
- 3
M, Shix Dofiion SeislPot oM - fmedRam [F00 =
£)5haPatem Ehld Devis Uiy e P W o)
\ : = : —

1] Shis Allotmant Dwvien T | DmvicnlD | Commmmcalion Mok | Swisl Post | Bl Rafe | Prt Mo Davca 3 5T Devent] :

T Total Schaduda

G4 U Dtk Recand
{3 Holicmy Ragistration —I
43 Leave Fegiyoian Ged U e Tl

3 Manual Punch

12 Overtene Fules Templaie LDk Inout

(] Daln Analysis Clew 2l Tgm

[ Orginal Repan i ) 2

n_ A IE ls::" Chech orirg Gt Indoematon St Tve ? :':"::"’ Clea Dgvace Recond

[E Daity Regan

£ Monthly Repart |

The Device Management is shown below.

‘ ‘ ‘ £ X =] g 9 Manual Dpen | Clear Admin |

Mod?y(g]‘.‘ Delete(D).. Save (Sl Cancel(Tha. Exit(E).

Device Type & Face ¢ Fingerprint Device ID T Communication Mode — 5 _
Serial Port CoM1 - Baud Rate | 35400 =
Device Name Device Uity - Bese les=ln l— Access Parameters Setting

Device Type | Device 1D | Communication Mode | Serial Port | Baud R ate | F‘orlNol Device P | Fasswoldl Device N.| Initialize Device

Gt U Disk Record
Get U disk Template
Template U-Disk Input
o - | . Clear &ll Tips

W Selectall | - @& New Record
Check oniine Get Information Set Time | _ Clear Device Record
Al Record

I~ Irwvert
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4.10.1 Add Device

Click “Add”, and select corresponding device type

= X tarual Open
Add(M)... Modify(U).. Delete(D)... Exit(E)...
Device Type & Face " Fingerprint Device ID |1 Cammunication Mode |USE -

Device Mame Device Utility - Device Location

Begin by selecting the “Communication Mode”, there are four modes:
Serial COM Port, TCP/IP, USB, and P2S.

1)USB Communication
Select this mode if you have a USB to USB male to male cable. The

“Machine ID” must match with the device ID on the device proper. Then
Click “Save” to finish.

2) Serial Port

Machine ID |1 Communication Mode |5 erial Port -
Serial Port m - Baud Rate  |38400 hd
Device Mame |Attendance Machine Device Utility | Device Place

The “Machine ID” and Baud Rate (Default 38400bps) must match with
the system info on the device itself. Select the “Serial Port” of the PC.
To find the proper COM number, go to Window’s Device Manager as
shown in the image below. “Device Utility” and “ Device Location” are
optional but should be filled properly for proper documentation.

~ =5 Storage \_‘_‘ IDE ATA/ATAPI controllers
=% Disk Management == Imaging devices
Sl Services and Applications == Keyboards

P Mice and other pointing devices
~ =] Modems
Wl SAMSUMG Mobile USE Modem
~ =1 Monitors
[0 Generic PnP Monitor
i Metwork adapters
~ = Portable Devices
BB Galaxy 58
~ "3 Ports (COM & LPT)
75" USB Serial Port (COMS)

7= Print queues

3) TCP/IP
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Machine (D |1 Communication Mode [IHEEHIE -
Device IP 192.168.1.212 Port Mo {5005 pazsword 0

Device Name |Attendance Machine Drevice Utility +| Device Place
The PC connects to the device through Ethernet cables in this mode.
» 13

Enter the terminal’s “Machine ID”, “Device IP”, and “Port No.” (Default
5005). The communication “Password” is defaulted at 0. Click “Save”

to finish.
4) P2S
Machine (D |1 Communication Mode P25 -

Server Port 7005 Heartheat Packet Time |5
Device Mame |Attendance Machine Drevice Utility | Device Place

The PC connects with the terminal via a Point-to-Site connection. The
Router’s “Port Forwarding”, and the device’s Port Number must match
the “Server Port” field. To configure the router’s parameters, enter its
Gateway IP address. (i.e. 192.168.0.1).

The server IP address value on the terminal must match your server
IP address. If the server doesn’t have a static IP, then you must set
its domain name instead within the terminal.

4.10.2 Modify Device

Select the Device then Click “Modify”. Change the field values then click
“Save” to finish.

4.10.3 Check Status

Select a device then click “Check Online”. The bottom panel will show
whether connection is established.



Attendance Access System Manual 40

4.10.4 Get Information

Select a device and Click “Get Information” to acquire device information
such as registered users, used fingerprint capacity, etc.

4.10.5 Set Time

Select a device and click “Set Time”. The software will change the device’s
time based on the PC’s time.

4.10.6 Device Management

Click “Device Management” button within the “Device Management”
module (as shown below).

’-‘ Device Management >

[ Steft fingermaint manapement!] Belldevice | Deviee detais |

| sesch Condiions: | Bl E B Sesch | et 3 epveeens b openror
Mo, | Machine| Staff Mo Mame Reg Mo Backup |Rights Password CaidMNo )
1 212 00000001 chen 0000000001 02| Momal Use
2 212 00000001 chen 0000000001 10| Momal Use 216935
3 212 00000001 chen 0000000001 00| Mommal Use
4 212 00000001 chen 0000000001 01| Momal Use
5 212 00000001 chen 0000000001 11| Momal Use (0000000000
3 212 00000002 Hame 2 0000000002 10| Momal Use 913391
7 212 00000002 Hame 2 0000000002 00| Mormal Use
8 212 00000002 Hame 2 0000000002 01| Momal Use
9 212 00000003 3| 0000000003 00| Administrate
10 212 00000004 Hame 4 0000000004 00| Mormal Use
11 212 00000004 Hame 4 0000000004 01| Momal Use v
Daownload Staff Infarmation Upload Staff Information Madify User Rights Delete Registration Info in the machine

1) Staff Fingerprint Management

[ Download Staff Information): Pulls registered fingerprint data into the
database. For employees that weren’t registered into the software’s HR
System, the AAS will automatically create the profiles.
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Lexicon

[Backup] : The column identifies what verifications are registered.
OO—First fingerprint

01—Second fingerprint

02—Third fingerprint

09—Duress fingerprint

10—PIN
11—ID Card
17—Face

[Rights J: Whether the user is an administrator or a normal user.

Administrator—The administrator can access the terminal’s menu and
therefore its parameters.

Normal User—A normal user may clock in/ gain access via the terminal.

[ Upload Staff Information]: Uploads selected staffs onto devices in case
of a reset or for quick registration on terminals. That includes their names,
departments and verification data.

Click “Upload Staff Information”, use the staff directory to move staffs
into the selected list on the right (See Image Below).Click “Confirm”
to initiate the upload operation.

If the fingerprint data are already on the devices, select the “Register
name only” checkbox at the top to upload the names.
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Upload Staff Information ]
Confirm(S)..  Clear (Chr Exit(E)
Seaich Condtions | = =] @4 Search(F)
- E“"E‘“é ‘ Staff fingerprints to be selected Diecord Staff fingerprints have been selected 4recard
i Sl
Name User D[ M Name User D | Machine
Saphis 00000OO00T 1
Single selection @ | | Dais ooz 1
Tracy 00onnann3 1
ke aooanaannd 1
[y ——
Allfingerprint

% Single selection

& Al selection

q M b q 0 D

[ Modify User Rights 1: Change the permission of users. Select a user
in the list and click “Modify User Rights”,

[ Delete registration info in the machine J: Deletes the user on the terminal.
Select a user in the list and click “Delete registration info in the machine”.

2)Bell device

Time attendance terminals come with an internal bell function (select
models have external bell sockets).

Select the “Bell device” tab. The window will be as shown in the image

below. The interface allows you to set 8 sets of bell chimes and their
times.

% Device Management >
Staff fingerprint management|: Bell devics § Device detaiks |
] Enable  Bell time
Tt Guoue: - L1 00:00 = Bell count: 0
2nd Groups [ 0000 =
SthGroup: [ 0000
AthGroup: [ 00:00 =4
SthGroup: [ 00:00 =
Fh Broue T RO
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4.10.7 Data Import/Export Using USB Flash Drive

Marual Open

‘ Clear &dmin ‘

Exit(E)...

Device D |1 Communication Made | TCF/P 2

Add(N)..  Modify(U).. Delete(D)..

Device Type & Face " Fingerprint

Devics IP [182.168.1.224 Portho  [5005 Password [0
Device Name Device Utiliy - Device Location
Device Type | DeviceID | Communication Mode | Seiial Port | Baud Fiate [ PotMo | DevicelP | Password | Devies M.
Face 1 TEPAP 5005 192168.1.224 i
« i D
[ Select &1 Chock o o ctt & New Record |
et eck anline et Infarmation et Time g Dovnioad Fecord

Device Management
e P e
Initialize Device
Gt U disk Templats

Template U-Disk Input

Clear All Tips

Clear Device Record |

1) Time logs download

After inserting a flash drive into the terminal, you may use the “Download

new record” or “Download all record” within “U-Disk download” on the
terminal to pull attendance records onto the flash drive. At the operation’s
completion, a file ‘AGLOO1.TXT’ will be generated. (001 is the Device

ID)

Now insert the USB flash drive to the PC, click “Get
and navigate to the .TXT file to import data.
2) Registration Data Download

U Disk Record”

After inserting a flash drive into the terminal, you may use the “Download
all FP” within “U-Disk download” on the terminal to pull attendance records
onto the flash drive. At the operation’s completion, a file ‘AFPOO1.DATA’

will be generated (001 is the Device ID).

Now insert the USB flash drive to the PC, click “Get U D
and navigate to the .DATA file to import data.

isk FP Template”
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3) Registration Data Upload
Save the registration data into a .DAT file (e.g. AFPOO1.DAT) and move
the file to a flash drive. Insert the flash drive into the terminal and browse

its menu for “U-Disk upload”

4.10.8 Download Record

Select the device in “Device Management”, then select either “New
Record” or “All Record” Option box. Then click “Download Record”

: ! Hanual Open | Clear Admin |
Add(N)... Modify(W.. Delete(D)... Exit(E)..
Device Type & Foce O Fingerprint peviceld [1 Communication Made |TCP/IP - T —
Device IP |192.168.1.224 Port Mo |5005 Password |0
Device Names Device Utilty = Device Location ncess Paramsters Setting
Device Type | DevicelD | Communication Mede | Serial Foit | Baud Rate [ FoitNa | DevicelP | Password | Device M. ritislioe Desvice
[ Face 1 TERAR 5005 19216%1.224 [
Get U Disk Record
Get U disk Template
Template U-Disk Input
Clear &1l Tips
4 I »
¥ Selectal : & Mew Recard :
Check anline Gt Information Set Time | Download Record Clear Device Record ‘
I~ Invert " Al Recod

New Record: Download only new records since last download.
All Record: Download all records, may contain duplicate time logs.

4.10.9 Initialize Device
This function irreversibly removes all registration and time logs from the

device, use it with care.

4.10.10 Clear All Tips

Removes all status messages. (See image below)
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Claar All Tips
< o || =l

& Select Al

Invert

Checkonline | Get |J".Orm..l.nn! =

Clgar Device Record |

7 MIF sied 10 communicate, please check if the connection is nomal
248 Faited 10 communicate, pleace check i Ihe connection el
34 Falled to communicate. pleate check i the connection is namal

4.10.11 Clear Admin

Removes all administrators from the terminal.

4.10.12 Manual Open

Manually unlock doors with this function.

4.10.13 Set Access Parameters

Select which parameters to upload onto the terminals.

|
@m Access Parameters Setting

X

T Advanced Setting[dccess Control Panel] T Advanced Setting[access Contral Panel]

"Transfer day time zone information' will upload the time zane infarmation in the:
database, [tranzmit) to the device selected on the left ¥ Transter day time zone information

"Transfer week time zone information” will upload the time zone information in the

databasze, [transmit] to the device selected on the left. M Transter week tme zone infarmation

"Transfer open lock combination information' will upload the Open lock combination

information in the database, [ransmit] to the device selected on the left. W' Transfer unlack combination information

"Transfer access permissions information' will upload the Access pemissions . . .
information in the database, (transmit] to the device selected on the left. ¥ Transfer access rights infamation

Upload the selected parameters to the
maching
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4.11 Data Analysis

[ Data Analysis ] includes [ Original Report] , [ Detail Report] , [ Daily
Report] , [Monthly Report] . With the exception of “Original Report”,
the module generates report based on the time logs of staffs.

4.11.1 Original Record

[ Original Record): Raw time logs from the attendance terminal;

4.11.2 Detailed Report

[ Detailed Report): It shows all records of a day.

v Total wark time )
Select to count total work time

] o O W Gauch Tod R Totalwork tive
Prist(®) Export(]) Exitif]

Soamch Condiiors [ S1all Code =I- =l B SnschiE]

Faomx |[DBAUZ013 ¥ [
T Prot | Compary

To [0S =

- Comory
Gk S T

4.11.3 Daily Report

[Daily Report]): The data generated from the time logs of employees
by day. The rules are according to different shift settings in “Attendance

" v Tatal
System” module. Select to count total data of selected date
= ] o
Bole | e 7 e o
Semch Corcitions  [S10% Conie = [- - Py
M leve T EsbOu [ Lisn [ Bbierdt [ Dveiees View the eszephon Iecoed scoondng 12 ihe condhons Thergam e nrregmes
[T = N T Y S ) 0 0 ] e o o el P i ]
b W=y | Bl i T 1
e I
‘&> S s 2 T T bearca AT
AN | RO | Vol CEIEE T [ T O B T G lail
T T L] ] T 7 |
e
e | DA e
] v T e AT
SURC_ | Homi A | DT | Homal W0 (1200 17 15 n Rbaerce 5
[ AL I I I T B B
o T T )
000 ben A =
s AN | DR | Vol T T T [iece i r
EE ) ) CED ] [F £ ] e 1EF
R FL T R T g g
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4.11.4 Monthly Report

[ Monthly Report]: The data generated from the accumulation of attendance
logs of employees in a month (default). The rules are according to
different shift settings in “Attendance System” module. You may adjust
the time period to show the accumulated data for a different range.

[
T2 TN Pl 2 il
(XA | Sepsen NG 2 0 1 nm nm o o o o 1 o 4
00000002 | Dasity MG |2 ] 112 150 xn 1 1
OO | Tracy NG 2 B 112 L [ 1 1
00000004 | ken 206 2 2

Chapter 5 Access System

5.1 Access System Fingerprint

Click “Access System(at the top bar)>Access System Fingerprint(at the L

sidebar)”
Systemn Management(S)  About(H)

HE System

atterddance System

Aecess System

S4aff Information

()

Data Analysis

i

Griginal fiepart

Detailed Repart

[ )

Close

s System F

® Device Menagement

& Featime Manitoring I
&) Tume Zone

#h Undack Geoup

£, Usor Tima Z6ne

[ Lrser Tima Fons Report
[} Access Datndad Regan
 Bution event

[ Adnem event

R

Attendance Access System 6.0—Access Syslem

C. Time Zone
a

[ oevico wanagement

=5 a Unlack Graup

5] User Time Zone Repon
e

=

|_—' Access Detailed Fepor

22 User Tima Zone
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5.1.1 Time Zone

The top section contains daily templates specifying the times at which
access is granted. The bottom contains weekly templates that uses the
daily templates. (Max 8 each)

&
ExitlE)

Day Time Zone Setting Add Madity

Delete

&

Week Time Zone Setting Add Modity Delete

‘week Time Zong Mo, | Description | Sunday | Monday | Tuesday | wiednesday | Thursday ‘ Friday | Saturday ‘
1 [weekPeiod1] 1 [ 1 | 1 [ v | v [ 1] 1 ]

5.1.1.1 Add/Modify/Delete Day Time Zone

1) Add Day Time Zone

Within “Access System” > “Time Zone”, click “Add” to bring up the
prompt (see image below ). The default time zones allow access at any
time throughout the day. The system allows 5 Time Zones within a Day
Time Zone template up to a maximum of 8 templates.
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:ﬂ Day Time Zone Settings [&J
Please select week time zone number.: |1 i Description:
Time Zonel Time Zone2 Time Zone3 Time Zoned Time Zone5
|oo:00 = o000 = 0000 = 0000 = 0000 =
|23:59 = |z3:59 = 2359 = |z359 = |z359 =

Select a time zone number from the dropdown menu, then change the
“Time Zone” intervals and “description” fields, click “Confirm”.

2) Modify Day Time Zone
Within “Access System”>"Time Zone”, select a “Day Time Zone” and
click “Modify”. Change the fields then click “Confirm” to finish.

3)Delete Day Time Zone
Within “Access System”>"Time Zone”, select a “Day Time Zone” and
click “Delete”.

5.1.1.2 Add/Modify/Delete Week Time Zone

A “Week Time Zone” item consists of the Day Time Zone templates
assigned to each day of the week. You can have up to 8 Week Time

Zones.
G\ Week Time Zone Lé]
@J Please Select Time Zone number: |1 - Description:
Sunday Manday Tuesday ‘Wednesday Thursday Friday Saturday
|1 Day Paric 1 Day Peric 1 Day Peric 1 Day Peric 1 Tay Peric| | ] |
Caonfirm Cancel

1)Add Week Time Zone
Select a time zone number from the dropdown menu, then change the
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“Description” and the fields for the days of the week. The Number you
enter will correspond to the “Day Time Zone” template number, click
“Confirm” to finish.

2) Modify Week Time Zone
Within “Access System”>"Time Zone”, select a “Week Time Zone” and
click “Modify”. Change the fields then click “Confirm” to finish.

3)Delete Week Time Zone
Within “Access System”>"Time Zone”, select a “Week Time Zone” and
click “Delete”.

5.1.2 Unlock Group

Each unlock Group consists of 4 groups. This means you can require
up to 4 people sign in consecutively to unlock a door. The system allows
a maximum of 5 “Unlock Combinations”.

G4 Unlock Group Set L&J

Please select Unlock Group number: |1 hd Description:
N

Caonfirm Caticel

1)Add Unlock Group

Within “Access System”> “Unlock Group”, click “Add”. Select an “Unlock
Combination number” from the dropdown menu, then change the
“Description” and group fields.

2) Modify Unlock Combination
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Within “Access System”>”Unlock Combination”, select an item and click
“Modify”. Change the fields then click “Confirm” to finish.

3)Delete Unlock Group
Within  “Access System”>"Unlock Group”, select an item and click
“Delete”.

5.1.3 User Time Zone

Assign employee’s access rights, that includes unlock combination group
number, and week time zone.

Steps:

Begin by selecting the device in the “Machine ID” dropdown menu.
Change the Group (Unlock Combination Group Number) and week period
( Week Time Zone) fields.

Exit(E)
Dept structure list Machine ID:  [0071 - DoorNo: & Doarl [ Search(F]
I~ Company Tip
i Salas G | For door access control machine, choose door 1 to assign when selecting the door
Far one daor twa wap access control panel, choose door 1 1o assign when selecting the doar
\Weck Period: |1MWesk Period 1+ For dual daor two way access contiol panel, chonse dooi 1 and door 2t assign when selecting
the doar
The week fime zone i emply and o it isiny| 911941 4001 0n2 wap aceess conlrol panel, choose door 1. doar 2, door 3, door 4 to assign
when selecting the door
& Y Unathorzed Lict Authorized List
Name [ Depattment [ User 1D Name | Department | Group | ‘Week Period |
Sophie Company 0000000001
Tracy Company 0000000003 -
Daisy Company 0000000002 ‘"dmdua“i
ken Company onononooog ([ Autnenze
5 Company 0000000005 [ e
3 Company 0000000005
A1l authorized
=
Individuall
canceled
2l
; A ;
6 [1]

Use the staff directory to find the employees and use the buttons (red
circle in the image above) to move them onto the “Authorized List”.
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Click “Exit” to finish.

8

Dept structure list Machine IO 0011 hd
=i~ Company
b Sales Grovg: |1

‘Week Period: |1Meek Perod 1

The week. time zone is empty and so it is inv|

Unautharized List

Door No.
Tip

@ Doorl

[, SearchiE)

For daor accass control machine, chosse door 1 to assign when sslscting the daor

For one door two way access control panel, choose door 1 to assign when sslecting the daor

For dual door two way access control panel, choose door 1 and door 2 to assign when selecting

the door

Name
ken

5

E

4

Department
Company
Compary
Company

[

3

5.1.4 Device Mnagement

User D

0000000004
0000000005
0000000006

E=

Individually
authorized

== |

Al authorized

|

Individually
canceled

= |

Cancel

For four door one way aceess control panel, choose door 1, door 2, door 3, door 4 ta assign
when selecting the door

Authorized List
%w/ ‘ Departmnent ‘ Grm Period
ophie Company 1 1
Tracy Compary 1 1
sy Company 1 1
i »
3

A

Note: For devices produced by our company, each staff can be
assigned one unlock group and one week time zone only.

Once you have configured the settings throughout section 4.10, you may

upload these access parameters within “Device Management”. Select the

devices with the check box on the left, then click the “Access Parameters

Setting” within “Device Management” to upload these settings. (see image

below )
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: { Marual Open Clear Adrin |
Add(M)..  Modify(U).. Delete(D).. EXit(E)...
DeviceType @ Face Fingerprint  DevicalD [1 Communization Mods |TCP/IP - I

Device [P [192.168.1.224 Pot Mo [5005 Password [0
Device Mame Device Utilty - Device Location [ Access Parameters Setting
Type | DewicelD | C ication Mode | Serial Port | Baud Rate | PotNo | Device P | Password | DEV\?M

[ Face ) 1 TCRAP 5005 192.168.1.224 0
t Get U Disk Record

Get U disk Template
Templats U-Disk Input
Clear &1l Tips
1L L

¥ Select Al & New Record
Check online Get Information Set Time Download Record | Clear Device Record ‘
I Invert Al Record

.

5.1.5 Realtime Monitoring

The real-time monitoring of all devices. This requires a TCP/IP connection
between the terminal and the device that hosts the AAS Software. Be
sure to properly input proper values into the fields within “Device
Management”.

Mac... | Onli Door Status Mame RegMo Time Machine ID Machine IP |Reader| ~

Wi [Noome | |

Name

Staff Mo

Dept

Export data

Server Port No:f7005

Stop Real Time

Clear data list |
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The left panel will show the devices and their connection status. The
right panel allows data export.

To begin real-time monitoring, enter the proper “Server Port No.” at
the bottom right panel then click “Start Real Time”. To stop, click “Stop
Real Time”

The “Clear Data List” clears up the displayed data in the center of the
window for viewing purposes. (The actual data is already saved into
the database).

5.1.6 User Time Zone Report

This function allows you to look up assigned access permissions.

: - [ Search Tool
Print(®) | Export(T) Exit(E)

Search Conditions [ Staff Code ERE = B Searchif)

Mo, Staff Code Mame Department User ID Group ‘Week Period |Machine ID | DoorNo. | Remark.
[ Authorized and Uplnadzd

1| 00000001 Sophie Company 0000000001 | 1 1 1 1 Mot Uploadsd

[~ Authorized and not Uploaded 2loooooo0z [ Daisy Company 0000000002 | 1 1 1 1 Mot Uploaded

3( 00000003 Tracy Company 0000000003 |1 1 1 1 Mot Uploaded

[ Al duthorized List

Machine 1D -

i

........ - Sales

StaffC... | Mame

00000001 Sophie

0000002 Daisy

00000003 Tracy

00000004 ken
00000005 5

00000006 &

5.1.7 Access Detailed Report

View events for the terminals such as user access, alarm triggered, etc.




Attendance Access System Manual 55

v Search Tool

Print(P) Export(T) | Exit(E}
Search Condtions | Staff Cade ~|[- = B 5earchiF)

From: [06/0172013 ¥ | [No [Staff Code  [Mame Department User ID Week Date Time | Machine ID_| Rieater
Time Perioc: T Comparny DOODONANT | Tussdsy | 0G/04/20M3 | 1653 |1 1

To [06/0872018 ~ ] 200000001 | Sephie Company Q000000007 | Tuesday | OB/0472009 1731 |1 7
Machine D -

5.1.8 Button Event

Keeps track of button click event within the software that unlocks the

door.
Print(P) Export(T) Exit(E)
Time Period:  From: [06/01/2019 ¥ |  To |06/04/2013 >|  Machine ID: - 4 SearchiE) |
Mo, Machine 1D |‘WwWeek Date Time: Statuz Door No.
11 Tuesday 060472019 1732 Software to open the doar |1
21 Tuesday 0B/04/2019 1734 Software to open the doar |1

5.1.9 Alarm Event

View Alarm events for the terminals such as unauthorized door unlocks
and duress alarms.

Print(P) Export(T) Exit(E)

Time Period: Fram: [08/01/2018 = | Ta: [0B/04/2003 = | b achine [ - [# Scarchic) |

Mo, |Machiﬂe|D |Week ‘Dale ‘T\me ‘Stalus |
11 [Tuesday  [oB/04/2019 [17.35 | Dismentle dam |
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Chapter 6. System Management

In the main window, look for “System Management” in the top left corner.
The menu includes [ Change password] , [ User Management] , [ System
Initialization ] , [ Duplicated original data processing] [ Compact Database] ,

[ Restore Database). [Backup Database] , [Clear Data)] , and [Close
System] .

Systern Management(s]  About(H)

Change password
User Management
Systemn Initialization

Duplicated original data processing

Compact Database

Backup Database

Restore Database

Clear data {

Close System Ctrl+X

[ Change password] :Change the password to the AAS to prevent
unintentional modification.

[User Management] : Add or modify AAS administrator accounts and
their permissions.

[ System Initialization] :Restore all AAS settings to default.

[ Process Duplicate Raw Data] : Deletes redundant data within the system.
[ Compact Database] :Compacts the database as the accumulation of
data will affect performance of the system.

[Backup Database)] : Creates a copy of the database.

[Restore Database] : Restore the database from an existing backup.
[Clear Data] :Delete expired data from the database.
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6.1 Change Password

The default credentials for login is User Name: admin, Password: (Blank ).
After finishing the settings, it is highly recommended that you set a new
password to prevent unintentional system access.

& Modify Password E=1 LX)
@ Be careful orginal pazsword will be invalid after change
O B e ]
Liser Mame: |adrmin
0ld Pagsward: |
Mew Pagsword: |
Confirm Mew Pagswaord: |
Confirm(5) CancellC]
6.2 User Management
1 User Management
Add(N) Meodify(U)  Delete(D) Exit(E)
All users | Uszer Mame | Full User Mame |Whelher ta \oc:k| Remark.
e adfmin-admmin » |adm\n |admin |N0 |admin

Steps:

1) Add AAS User

Within “User Management”, click “Add” to bring up the “User Properties
Page”. (See image below)
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User properties page

Save(S)... Exit(E)
Uszer Hame: Password: Confirn Pazsword : Full User M ame: User Description:

[T ou must change the password for the nest login
Rightz allotment: " Al allowed " Al canceled

Function of autharization:

[ Campatwy 1 Skift Allotrment [ Original Report [] User Time Zo... [ User Manage...
[ Department [ Total Schedule ] Detailed Report [] Access Detail... [] Clear data

[ Staff Informati.. [] Holiday Regis... [] Daily Repot [ Button event ] Flestore Data...
[ 5taff Dimizsion  [] Leave Registr... [ Monthly Report [] &lam event

] Parameter Set... [1 Manual Punch [ Time Zone [] Device Face

] Default Shift ] Overtime Rules ] Unlock Group [ Time Zare [F...

[ 5hift Definition  [] Device Finger... [ User Time Zone [ User Time Zo...

[ Shift Pattern ] DataAnalysic ] Realtime Moni... [ User Time Za...

Here you can enter the information and credentials for the user as well
as their permissions within the system. After you are done, click “Save”
to finish.

2) Modify AAS User
Select a user from the list and click “Modify”.

User Management

Add(N) Modify(U) Delete(D) Exit(E)
All uzers User Mame Full User Mame Wwhether to lock| Remark
dmir--adrmin admin admin Mo admin
b2 5 Mo admin

The “User properties page” will appear for you to modify the fields. Once
finished, click “Save”.

3)Delete AAS User
Select a user from the list and click “Delete”.
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6.3 System Initialization

Click ['System Initialization] , enter the credentials to confirm this operation.

7 Identity authentication [-ghj
@ Important operation must be operated through uzer authentication.
FEE s R O
Ilzer Marne: ||
Fazsword: |
Confirm[5] CancelC)

6.4 Duplicated original data processing

Within “System Management”, click “ Duplicated original data processing”,
the system will automatically delete duplicate data.

6.5 Compact Database

Within “System Management”, click “Compact Database”, the system
will automatically complete the operation.

6.6 Backup Database

This operation creates a backup file within the directory you specified.
In the event of system failure or corrupt files, this file can be used on
a fresh installation to restore the settings.
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Within “System Management”, select “Backup Database”. Use the
windows prompt to select the directory.
i N save As >

| 1+ <« Attendance » BackUpData NV Search BackUpData yel

Organize * Mew folder == -

=

[ This PC " MName Date modified Type

[ Desktop || Init.mdb 08/14/2017 7:41 PM  MDE File
|| Documents

‘ Downloads

J’! Music

T

&= Pictures

m Videos

“in Local Disk (C:)
- TR (D)

- T

— < >
File name: | 0813 -
Save as type: | (*.mdb) e

= Hide Folders Cancel

6.7 Restore Database

Within “System Management”, click “Restore Database to bring up the
authentication window. Enter the credentials.
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7 Identity authentication

)

@ Impartant operation must be operated through wuzer authentication.

R e

Izer Mame: I

Paszword: I

[ ConfirmS]

“} Cancel[C)

With the windows prompt, navigate the directory to find the backup file
with .mdb extension. Click “open” to finish.

i Open
_ T
Organize *

[ This PC
[ Desktop

J‘! Music
&= Pictures

m Videos

- T (D)
- FEE
- EF R

¥ Network

@ Documents
‘ Downloads

<« Attendance » BackUpData

MNew folder
MName

| ] 0815.mdb
[ Initmdb

“in Local Disk (C:)

LB 4

Search BackUpData yel
= M @ R
Date modified Type

08/15/2017 7:38 PM  MDB File c
08/14/2017 7:41 PM  MDBE File I

File name: | 0815.mdb

v| {*.mdb) v

Cancel

6.8 Clear Data

Within “System Management”, click “Clear Data”. Then enter

credentials.

your
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“) Identity authentication s
@ Impartant operation must be operated through wuzer authentication.
T £ oA R
Ilzer Marne: I
Fazsword: I
[ ConfirmS] @ CancellC)

Select the data for the desired months by clicking their corresponding
checkboxes. Click “Confirm” to finish.

Clear data

2018-7  all data
[J2ma-a all data
20189 all data
20810 all data
201811 all data
20812 alldata
02031 all data
[ 20192 all data
[J2019-3 all data
[ 20194 all data

Canfirm

Euit
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