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About this Manual:

This manual provides ZKTime5.0 software operation instruction, for
example install and uninstall program, collect data, assign shift and
output report, etc.
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1. Install and Uninstall Program

1.1 Before Installation

Please install on-line fingerprint sensor driver if you want to enroll
fingerprint through the Attendance Management software.

L.If the 4000 or previous version driver
(Biokey200/URU4000/URU40000B) have been installed before, you
must uninstall it first, the operation steps as below:

(1) Run "Add/Delete program" in control panel, uninstall fingerprint
sensor driver;

(2) Run "Regedit.exe" in "Run" on the Starting menu, and delete the key
values of HKEY LOCAL MACHINE\Software\DigitalPersona, if the
value exists;

(3) Delete all "DP*.dIl" under the directory of windows\system32
"windows\system in win98 ";

(4) Delete the folder "biokey200" under the directory of Program
files\ZK Time5.0, if the folder exists.

Restart your computer after uninstall, then install on-line fingerprint
sensor driver.

2. If fingerprint sensor driver wasn't installed before, install the driver
directly.

@Note: 1. Software environment: Windows XP, Windows 2000,
Windows 2003, Windows Vista 32 bits, Windows Vista 64 bits (USB

1
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Communication does not support), Windows 7 32 bits, Windows 7 64
bits;
2. Software support database: Access, SQLServer.

1.2 Install Program
You had better turn off all the other programs before installing, to avoid
collision during the installing process.

Note: the following demonstration software version may be not
identical with your CD contents, please follow the CD installing
process.

1. Insert the CD into your CD-ROM, the installation program will run

automatically;
2. The software supports Simplified Chinese, Traditional Chinese and

English, select the language you want to install, and click "Next";

Select Setup Language E'

Select the language to uge during the ingtallation:

T |

[ ]S _H Cancel ]

Tips: click "Cancel" button to abort installation.

3. The next step is "End user software license agreement" dialog, please
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read carefully. Click on "I Agree" enter the next installing process;

License Agreement
Please read the fallowing important information before continuing.

Pleasze read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

EMD-USER LICENSE AGREEMENT FOR THIS SOFTWARE s
Important - read carefully: 2

Thiz End-Lser License Agreement ["EULA" iz a legal agreement between pou
[either an individual ar a single entity] and the mentioned authar of this Saoftware for
the zoftware product identified above, which includes computer software and may
include aszociated media. printed materials, and "online" or electronic
docurnentation 'S OFTWARE PRODUCT"). By installng, copying, or otherwize
uzing the SOFTWwWARE PRODUCT, vou agree to be bound by the terms of thiz
EULA. If pou do not agree to the terms af this ELLA, do not install or use the
SOFTwWA&RE PRODUCT

o

() | do not accept the agreement

[ ¢ Back ” Mewt > ][ Cancel ]

4. In this interface you can select the installing directory of the software,
Click "Next", enter the next step;

Select Destination Location
‘where should ZK.Time5.0 be installed?

‘;’j Setup will install ZK Time5.0 inta the following falder.

To continue, click Mest. If you would like to select a different folder, click Browse.

| Browse...

Atleast 0.7 MB of free disk space is required.

¢ Back “ Mext > ][ Cancel
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5. In this step you can choose the component which you want to install,
such as fingerprint sensor driver, attendance management program and
user manual. Click on”[]”if you need it (recommend to select all
components except it has been installed), then click on "Next", go to

the next page;

Select Components
‘which components should be installed?

Select the components you want to install; clear the companents pou do not want to
install Click Next when you are ready to continue

|[#] Fingerprint reader driver
! Attendance Management 122 MB

Curient selection requires at least 16.4 ME of disk space

[ ¢ Back ][ Mext > ][ Cancel ]

6. In this interface, you can change the name and decide where to place
the program's shortcuts. Click "Next", turn to the next step;
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Select 5tart Menu Folder
‘where should Setup place the program's shortcuts?

Setup will create the program's shartcuts in the following Start Menu folder.

To continue, click Mest. If you would like to select a different folder, click Browse.

i [ Browse...

[ < Back ” et > ][ Cancel

7. Click “Next” button, turn to the next step:

Ready to Install
Setup is now ready to begin instaling ZK.Time5.0 on your computer,

Click Install to continue with the installation, or click Back if pou want to review or
change any settings.

Destination location:
FAProgram Files' 2K Time5.0 e

| Setup type:
Full installation

| Selected components:
Fingerprint reader driver
Attendance Management

Start Menu folder
ZKTime5.0

[ <Back || Instal |[ Cancel ]

8. Click "Install" the software start to install and copy the files to the
hard disk until the fingerprint sensor driver start to install. If you didn’t
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select to install it at step 5, the process will turn to step 10 and end the

installation.

Welcome to the Fingerprint
Reader Driver Setup Wizard

This will install Fingerprint Reader Driver 2.3.0 on vour
computer,

1t is recammended that vou close all other applications befare
conkinuing.

Click Mexk ta continue, or Cancel ko exit Setup.

Cancel

9. This interface will inquire you to select components to install, we
recommend selecting them all, then clicking on “Next”, entering the

next step;
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3

Setup

Select Components
Which components should be installed?

Select the components wou wank to install; clear the components you do not want ko
install. Click Next when vou are ready to continue,

‘Windows Z000[%PjWistafServer7 Driver

Current seleckion requires at least 17,1 ME of disk space.

[ < Back ][ Mext = ][ Cancel ]

10. The fingerprint sensor driver start installing, when the process is
completed, the dialog box will inquire you to restart the computer now
or later. The driver will work when the computer restarted;

Completing the Fingerprint
Reader Driver Setup Wizard

To complete the installation of Fingerprint Reader Driver, Setup
must restart pour computer. *Would you like to restart now?

(%) Yes, restart the computer now

) Mo, | will restart the computer |ater

11. Click" Finish" to complete the installation.
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Completing the ZKTime5.0 Setup
Wizard

Setup has finizhed instaling ZK Time5.0 on pour computer. The
application may be launched by selecting the installed icons.

Click. Finish to exit Setup.

The shortcuts will appear on the windows, click this icon ##=

on the desktop to enter software

1.3 Uninstall Program
1.3.1 Uninstall the Software

If you do not need this software anymore, you can uninstall it from
computer as below:
Close the attendance management program.

Run "Add/Delete program" in control panel, choose attendance
management system and uninstall it.

Alternatively, choose Start > Program > Standard version of
attendance management system > Uninstall the attendance
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management software
For clear all the software, you need to enter directory to delete the folder
where the software installed.

1.3.2 Uninstall Fingerprint Sensor Driver

If you do not need to use the fingerprint sensor anymore, you can
uninstall it. Run "Add/Delete program" in control panel, uninstall
fingerprint sensor driver.

1.4 Work Flow of the Software

1. Downloads user's fingerprint or the card which have been enrolled in
the Device to software "Connect Device-Download user info and Fp"

2. Upload employee's name and other materials which have been modify
in Device in the Employee maintained "Connect Device —Upload user
info and Fp"

3. Assign Employee to department "enter Department management"
4. Setup Shift Schedule and Timetable "enter Maintenance Timetable"
5. Setup Shift Schedule "enter Management Shift Schedules”

6. Assign the employee Schedule "enter Employee Schedule"

7. Download attendance data to software in "Connect Device
—Download Attendance Logs"

8. Examine Attendance report form "enter Attendance report"
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2. Program Management

2.1 Exchange Data between Device and Program
2.1.1 Device Management

Before downloading or uploading data from the Device with software,
ensure that the communication between Device and PC has established.
So connect the device to the system firstly, input the related parameter,
after create connection successful, uploading or downloading data is

available.
Device Maintenance

Click "Device Maintenance' in the main interface or click "Device
Maintained" in My Device List, in here you are able to complete to add,
cancel, and modify Device.

10
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Device manage @
Machine List
Sonne | Device Edit
Maching Name e
|_[1 Cammunication parameter

I

£l Name |2 | Device Number | 1

Commurication type. (B8
Baud Rate | 115200 Pat [COM1

Communication key

+ Add ] I & Save ] [ X Delste

There are two default communication modes provided in the system,
one is RS232/RS485, another is Ethernet. Some specify machine is
designed with USB communication mode (such as H2), for more detail,
please refer to corresponding "User Manual”, the using method please
view the explanation below:

€ Add: User may newly add device, input the corresponding
connection parameter of Device, save it, the device name will

display on the left side list.

€ Device name: named the device, which machine has been
connected with system.

€ Communication mode: which way is used in communication

between the device and computer.
€ Baud rate: the baud rate is same with it in the machine, Here.
€ 1P address: device IP address

€ Communication password: if there is the communication password

to be set in the machine option, you must fill the same one

11
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password , otherwise, not need to fill in
€  Serial number: Device identity number.

€ Port: The port is used by computer. The RS232/RS485 mode is
"com" port; the default port number of Ethernet is 4370.

€ Deletion: If the Device will not be in use any more, single-click the
device of your choice in the left side list, click on "Cancel" to
delete this Device from the system.

€ Save: If after selecting and modifying connection parameter of the
Device of your choice, click "Save" to save the information.

Note: Some machine does not support the Ethernet communication.
It is unable to use the Ethernet mode to connect the machine

Serial number: If the communication mode is the RS232, please input a
random number which between 1 ~ 100, 133 ~ 255 in blank enough. If
the RS485 mode is used, inputs the machine address.

Connection Device: the Device which reside in the system will display
in the " My Device list", single-click the Device to choose it, then click
"Connect Device" button, or right-click the Device that want to be

connected, select the attached Device from following menu appeared.

12
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< Attendance Management Program - [ Temp-Supervisor 12/8/2011] FEX)
Data_Attendance _SearchiPrnt_Mainkznance(Options _Device manat genent_tel

8 O = = X © 0

Employees  ACLog  Repat | Device  DelDevice Connect Disconnect  Etsystem

Data Maintenance a ||§ Machine List
& Import Attendance Checking Data Device Name.
@ Export Attendance Checking Data.

Backup Datsbase

MachineNo Comm ype Boud Rale 1P Address For Productame  UserCount  Adrin Count
1 Seial Por/RS4B5 115200 oM

I e e g I I I N
1

 select Al

>

e factio = s =

2 X pelete
X pelete AC Log
X pelete 0P Log
@ syne Tne

P Refresh

7 £ Disabled Use's Pholo Atendance Phlo
&5 Enabled

D [status Time.
& Property
Viewstyle »

31419PM

When the system connect with Device, the prompt " connecting, please
wait will appear on below right side status column, weather the link

success or not will inform you.

If fail to connect, please check
1) Whether the Device connecting parameters equipped with
communication parameters of the menu option

2)whether the communication line linking well
Disconnect

When the system and Device continue to upload and download data,
the Device is in a "work" status, so it is unable do other operating at this
time. After uploading and downloading data, disconnect Device, and
click "Disconnect" to disconnect the Device communication.

@Note: On the device, click with the right mouse button, move the

cursor to appear in the menu display mode in the menu, pop-up menu
display options, can choose Large Icon, Small Icon, List or Report.
The default display mode is Report.

13
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4. Device Management

Only when the system and the Device are at the connection condition,
the downloading data is available, directly click "AC Manage" in the
column "Machine" on the main interface left side, or choose the "AC
Manage", access Device management menu, choose machine from the
left list.

Connect Machine of Fingerprint and Face

a. this page describes the fingerprint machine information, though this
page you can view the information about this product type, product
module, serial number, firmware etc. click "Read Options", you can
know detail about the device.

Device manage 3]
Machin List Device Info | Power | Advanced Funetion | Comm Set
o Information
User Count 40 LogCount 355
Fingerprint Count. 13 Super log count 122
Face Count 1 Admiristitor Count 0
Password count - 3 Product Name
Manufactue time - 20100705 21:22.23 Fimvare version Vet 6.60.ul 92011
Seiial Number 3162570270011
Capacity
User 5000 Fingerpiint 2000
Log 100000 Face 400

Note: it is unable to modify this information, view these only

b. In odder to guarantee machine reliability run for long time, some
machines support power management function, such as hibernate, Power
Off, etc. Click Power pagination.

Click "Read Options", the machine idle setting will appear on the main

interface:

14
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Device manage

Machine List Device Info | Power | Advanced Function | Comm Set|
Machine Name:
»
e e |
Idle minutes L
Fead Dtone

c. Click Advanced Function pagination, view advanced function of

Device:

Device manage

Machine List Device Info | Power | Advanced Funetion | Comm Set |
Machine Name
[
l Restait Device ] l Pawer off Devies ]
l Iniial Devies l l Clear acinin pirviegs
T T
Dowrloadhenlog
DateFomat | MDD ]
Voo |Clse ¥

Restart and shutdown: remote restarting and shutdown of the device.

Initial Device: System will clear all data in the device, include

fingerprint and record.

Notice: if you clear up all data, the data will be damage and unable

to be restored. To help avoid possible lost, download all data and

keep in system before performance this operation

15
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Clear admin privilege: if the operator forget the name and password in
the device, and fail to enter the option menu, you can use this order to

eliminate old administrator, then re-register the administrator.

Sync time: Synchronize Device time to PC; keep that the Device

represent time is same as PC.

Capture Fingerprint Image: Capture the fingerprint image which
present by you currently press finger on the machine sensor face.
Note: this function some machine don’t support this function

Download Management Record: download management record from
fingerprint machine to system.

d. Click Comm Set pagination, view the device communication setting,
click "Read Options" to lookup all communication setting.

Device manage 3]
Machin List Device Info | Power | Advanced Funetion | Comm Set
Machine Name
i Communication options
1PAddess [ 192 . 168 . 10 . 223 Subretmask | 25 255 . 255
Gateway addess | 192 . 168 . 10 . 254 Net Speed | Auta o
Seial port setup
BaudRats | 115200 bps a: [Z]Ethemet @Rsea [IRs48s
Connect seiup
Communication key 0 Device Mumber 1

Connecting the access control device:

When the system connects the access control device, click

Maintenance/setup on the menu bar of the main page. The System Setup

16
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page appears, as shown in the figure below. Click Function

Configuration and tick off the Access control item to enable the access
control function.

System setup El
¥p Reguiar | = configuration
= Monitor .
+” Function Option Time attendance
b Start

£ Download Record(s)

1 Status of Record|s]

:: Import User[s] Data [¥]Ush Manage
¥ Ewtend Function

[ 5upport 9 digital

[¥]5MS Content Manage

[ o | [ Koo |

Re-enter the Device Manage page and the Biometric, Access Control,
Mifare and Weigand tabs are added in the page. The following
respectively introduces the functions and usage of these tab pages.

17
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Device manage X
“Machine List- ~ [ Device Infa | Power | Advarced Function || Corm Set
Information
User Count 40 Log Count 355
Fingerprint Count 13 Superlog count 122
Face Count 1 Adninistrator Count 0
Password count 3 Product Name
Manufacture tme - 2010.07.05 21:2223 Fitmuare version  Yer 6.60Jul 9 2011
Serisl Number 3162570270011
Capacily
User 5000 Fingerpiint 2000
Log 100000 Face 400
Fiead Options:
. .
.
Biometric tab page:
Device manage X)
| Machine List | Device Irfo [ Biometric | Power | Access Control || Mitare | Advanced Function || Comm Set | Wiegand |
42 1N Thieshol [y high -
141 Thieshold | ey high v/
Oy 11 veiy [No J]
Ory veify 1D eard | No J]
Register Mitare cord only e -

The Biometric tab page displays the verification mode, 1:N threshold
and 1:1 threshold values of the device.
Access Control tab page:

18
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Device manage X)

Machine List Device Infa | Biometric | Power | Access Cortrol | Mitare | Advanced Function | Comm Set | Wiegand |

Machine Name
L

Lack Control Delap(20ms) | 150

The Access Control tab page displays the Lock Control Delay value of

the device.

Mifare tab page:

Device manage X)

Machine List Device Info | Biometic | Power | Access Contral | Mifare | Advanced Function | Comm Set | Wiegand |

Machine Name
L

oo 1 ]  StatsecoNumberfe 0 %

Seolor countfor FP |10 %] Card key (Wiite anly)

Fread Options!

The Mifare tab page displays the settings of the Mifare card in the
device, including FP (fingerprint) count, sector count for FP and card
key.

Wiegand tab page:

19
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Device manage @

Machine List Device Info | Biometiic | Pawer | Access Contral | Mitare | Advanced Function | Comm Set | Wiegand |

Machine Name
L4 Input Selup

Custom Famat: “Wiegandzé
Pl i} 1 Puso Itcvalol 1
Bits Count c Input type: AL N O CardNumber

Dutput Setup

Custom Format | Wiegand26 &

Pulse Widthims} 100 Pulse Interval{ms]: 1000
o

Faied ID [FEnabe Site Code: [FIEnabe 0

Output Type: (EAC No. (O Cardhlumber

Fiead Options

The Wiegand tab page displays the Wiegand input setup and output
setup of the device, including the custom format, pulse width, pulse
interval, Bits count, and input type of the input setup and the custom
format, pulse width, pulse interval, failed ID, site code and output type

of the output setup.
2.1.2 Upload and Download Data

This is data exchanging windows for between the management software
and Device. The exchanging windows utility is used to download or
upload recorded data and the user's information. The following
procedures demonstrate how to use the windows utility to download and
upload data. Before come to operation, connect the device first.

Download Attendance log from Device: Download all records which
have pass verification from the Device;

Download user info and FP from Device: Download user information,
the employee’s fingerprint can be download at same time

20
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Upload user info and FP to Device; upload the user information and
fingerprint together at same time.

1. Download attendance log from Device: It is unable to download
data from the Device unless the system and the Device are at the
connection condition. Directly click on "Device Machine" in the main
interface right side to download data record from the Device Or enter
management menu, chooses data to be download from the Device.

& . X 0 O

Emplopess  ACLog  Repat  Device  DelDevice Comnect Disconnect  Extsystem

Data Maintenance 2 i Machine List

& Impot Atlendance Checking Data Device Name Status MachineNo Comm ype Boud Rale 1P Address Fot Producthame  UserCount  Adin Count
Export Atendance Checking Data S 1 SeialPot/RS4Bs 115200 comi

ase 1 Etheret 19216810223 4 “ 0
1 use

[ factio s mn e Mechine [Vt Mode

Savina data . 201/355

50222PM

1702221208

The system could prompt "Saving datas", by now please wait for
moment, after the completion of data downloaded, the prompts will
appear in the right side of table below, informing you that the to
download data was successfully, the communication between the Device
and the software already has disconnected. The downloaded data should
be added to the system, if data is too bigger, it is possible need to take

much more time.

The downloading record can completely display in the circle record
region like as above figure. At the same time, the new data record will
be stored in the employee’s record data list in the system, you will be
allowed to view it from the attendance record; the new user will be

21
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stored in the employee information table of the system, it is allowed to
view through the employee’s maintenance. After downloading data, the
system still cannot automatically clear data which is stored up in Device.
under this option->  Maintenance/Options-> Downloads record->
you choose item as that download the record and delete the record data
on the Device together at same time, system can automatically remove
data record from Device

2. Download the user information from the Device

Only when the system and the Device are at the connection condition,
the downloading data is available, directly click on "Machine" the main
interface left side, the column Download user info and Fp, access
Device management menu, choose download the personnel information

from the Device

View user on the Device: Click on “Browse Users in Device” button.
For new users, it will display in the "New User" column. Meanwhile, it
will suggest new users added to the system database.

Download: When the data has to directly download, click the button to
downloads

If there is a new user in "New User" the column, it will prompt whether
add the new user to the system database. If user on the Device were a
user which already existed in the system database, then these users could
display in "there is a user in the local database" column.

22
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€ From Device To PC - B

Device Users In Locale Database New User (Not In Locale Database |
Maghine [ocec Jo e Jcaano |
— : Y i 7,
aigi 2 liy
wave 3 lan

5
E
|7
8

“ UK 3

Select All Machines Count: 5 Select 4l Irwvert Al Count: 3 Select 4l Irwvert &l

(DAl Users 2JReading datas ... (11:05:40)

i )
i @) Brovise Usars in device [ & Dowrload ] (21(2] Dperation firished!U sers Count:8 (11:06:16)
ONew Users [3)[2] Downloaded Fp:B (1:05:16)
@ Select Users QO OOnpFace  OOnyPassword | |
Including Finger i
[including Face
[THigh Rate

Hatice:the arly user information be deleted by deleting operat (0 1fi <

< >
Count:8

High-speed download: When the device was connected with Ethernet, and

the data is rather much, you can use the high—speed download function
to increase the transmission speed (if you use the ZKFinger10.0 and

facial recognition algorithms equipment, this function is unavailable).

Delete: Choose user who want to be canceled from the list area, also can
choose all users. Delete fingerprint, face, or password only, just need to
put the tick in front of the corresponding item, then click "Delete"
button, if want to select many item record, may hold down "Ctrl" key

and click with mouse at same time.
3. Upload user info and FP to device

When it was careless of user to cancel personnel information or many
Device are in use together at same time, for convenient use, reduce the
enrolling work, the software provide to upload personnel information
from the database to machine.
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The upload data operation is unable to execute till system and Device is
in connection status. Directly click upload personnel information to
device in the "Related Device Operation" column, or enter Device

management menu, select upload personnel information to Device.

Select employee by department: E.g. there are mare many departments
in a company, if some employees of the department need to be uploaded,
you can click this department with mouse, the all employee in this

department will display in the list. Shown as following figure

€ From PC To Device m =
- User

] CardMur in UserCaunt/Capachy Fin i Fin

v ool ot 0 v 2

v 02 o2 OUR COMP 0

v 003 o3 OUR COMP 0

v o4 004 OUR COMP 0

v i) 0os OUR COMP 0

v o 00g OUR COMP 0
B 0

‘ » [0 ]
Select A Invest All Select all Invert All

[Auserinfa ~
[ Fingerprint \&1

[Face

[TIPhotes in DB

[1Photos in folder

[High rate mode: &8 -

[ 0% < %

FecordCount &

Upload
1) Select the employees which need to upload on the employee list.
Click “Select all” button, select all employees; select “Invert All” button

unselect all employees.

Click “x** button on the employee list’s column name; can screen
information which display on the employee list. For example, click “_=
“ button on the ID Column, the following list wills popup:
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A. Click the id on the list to select, and then only display the selected
employee’s information on the employee list.

B. Click “All” to select all employees, and then display all
employees’ information on the employee list.

C. Click “Custom”, the following window will popup:
Custom Filter [E]

Show rows where:

{(Z1aMD {J0R

'ze _ to reprezent any single character

'Usze % to represent any senes of characters Ok J [ Cancel ]

Click “x button under ID, select search field on the drop-down list,
and then input value in the box. Click single select box “2*, chose the
custom condition as And or OR. After setting, click “OK” button to
save, and then return Upload window, the window in the employee list
will display a custom filter is set in the condition corresponding to the
user information.

2) Select machine on the Device list on the right of window.

User info/Fingerprint/Face/Photos: Select the information need to
upload.
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Upload in High Speed: When if these machine hookup by Ethernet, and
have large quantity of data to upload (if you use the ZKFinger10.0 and

facial recognition algorithms equipment, this function is unavailable).

Delete: Choose this user which want to be canceled, and then choose

"Cancel" button.

Note: Please check the Finer Version (9.0 or 10.0), Must ensure that the
upload fingerprint type same with the device fingerprint version,

otherwise unable to successfully uploaded employee information.

3). After complete setting, click “Upload” button to start. It will display
the upload process at the button of the window, and show the operation

records in the list. Show as below:

© From PC To Device 3=

[z ooRcompany [ User Device
sekot [0 Kd[Nane _Kd[Depain Selact
v w01 OUR COMP 4170
v | w02 OUR COMP [
v _EIEI3 o3 OUR COMP 0
v ona o4 OUR COMP 0
v 005 s OUR COMP 0
v s 106 OUR COMP 0
6 0
‘ 3| il 0|
[AUserinfo e (1) Transfering data ... (10:08:20) ~
[IFingerprint & Upload: (2] [210peration finished!UploadUser 6 (10:06:23]
[Face
[IPhotas in DB
[[1Photes in folder
[1High rate made 6 = v
¢ :
FiecordCount &

2.1.3 Real Time Monitor

The real time Monitor function makes management software to known
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employee attendance or door controlling status in time. May find and
deal with the exception status.

Run this function, It is need to open this software only, and attach the
fingerprint machine to the network, if there are many fingerprint
machine you connect, just need to hookup all fingerprint machine, after
normal user verify successfully, its verification record will appear in the
displaying area:

& Attendance Management Program - [ Temp-Supervisor 12/27/2011]
Data_Attendance _SearchiPrit_Maiienance/Options _Device management_Help

B O & = X|O

B[]

o ©

£ Database Optior,

Employee Scheduie:

»

Record area

Employess  AClog  Repot | Device  DelDevice  Connest Discomnect | Eiitsystem
Trpor AerdBnee Checkig — A 3 oo
& Expart Attendance Checking .
b Databsos Device Name Status MachineNo Corm type BaudFate P Address Port Productiame | UssCout 14
S Disconnected 1 SeialPort/RS485 115200 comt
G2 Comestzd 1 Ethemet 192168128 4370 a
& Dowrload allendance legs P r 4 use v
© Dowrloar userinfo and F <
© Upload user info and FP [ld |aeh Name |[sTime: [Mochine [ Veriy bade 7]
65 ACManage 13 3 12/27/2011 10.07.08 80 2 FRIF\//RF/FACE
| 23 £ 12/27/2011 10.07:15 41 2 FP/PW/RF/FACE
Macnoee i = B £ 12/27/2011 1007:18 41 2 FP/PW/RFFACE
43 £ T T2k FP/PW/RF/FACE
L4 53 B 12/27/2011 10:07:22 4k 2 FP/Pw/RF/FACE

Hone Phato None Phato

& Maintenance Timetables

[staue
15 [2] Connecting with device r 06:0612-27
16 [2] Swcceed in connecting wi 10.06:16 1227 o

: oE

10:07:30 AM

© Atendance Ruls

Note: some devices does not support this function
2.1.4 U Flash Disk Management

In general, you can use RS232, Ethernet, RS485 and other way to
download data

When if it is difficult to communication or fail to communicate, you can
use U flash disk to upload or download employee’s information and
fingerprint, save these downloading data in the software.

Choose the System Option from the Maintenance /Option menu; put
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tick in USB Manage in "Function Option" pagination, so USB Disk
Manage in the data menu become valid.

Because the machine type is different, the data construction which has
been downloading to U flash disk also is different, so before using the

USB Disk Manage, firstly choose the machine type you use.

Please Select the below itemn by Machine
@5 Codefbias e Hals Boh35}

{09 Cod=(0EM)

(D) 5elf Service Reader

[ o 0k ] | X Cancel ]

After choosing, press the [OK] to enter USB Disk Manage, maybe the
error occur while download data is downloading cause of the mistake
choice.

If multiple USB flash disks are available, enter the Select U Disk
interface.
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Select U Disk X

Select an U disk pleaze.

O} 4

[ ok || cencel |

If only one USB flash disk is available, enter the USB flash disk

management interface directly.
Import user data to PC

Select put U flash disk into the USB slot of the fingerprint device,
choose "Menu"->"U flash disk management"->"Download User
Data", Press "OK", when the window inform that system copy data
successfully, take out U flash disk, and then plug it into PC USB slot.
Start software, then click "Data"->"USB Disk Manage", choose

"Import user data". Following interface will appear.

a management

[ imp | User data expot | Record data impot | Import sms | Expert the sms Data | Import At Phate | Export Lser's Phota | Import User's Phota

Devid  Donrload Tme | Size [4c_No [Name CarcNumber
1 127720011320, SE0Bytes >

Delete data from U disk.

efresh

[
Import from local disk.

Disk siz:957MB Free Space 33ME Used563MB
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The current user data file which have been in U flash disk will display in
"check rec Info" left column, after choose this file, click [Import user
data] button, system will import data, this data will display in the
middle list to inform that download data successfully.

Delete data from U Disk: Erase all data from the U flash disk.
Remove List: Clear employee’s information in the current list.
Refresh: Refresh employee’s information in the current list
Import from local disk: Import user data from PC other disk.
Export User Data to U flash disk

Export user data in the software to U flash disk for saving it or
transferring other Device, here you can select user you want to upload,
shown as following figure.

& U disk data management BEE

Inper e data export | Frecord data import | Impot sms | Export the sms Data | Import Att Phta | Expert User's Phat | Import User's Photo

Export Liser Data
|Cardhium A |acno [Name. [Carhio |
Ll

| TN T T 0 0 T T ) T T e ) T T T

Export user data toll disk

4 Export wser datata U disk

<

v

Disk siz:957MB Fres Space: 38BME_Used 563ME

You can view all employee information in the left employee brown
column; click the button for moving data in the middle area to import
data Export User data area.
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%J: Move all record in the left side Export User Data area.
): Move the employee that has been selected to Export User Data
area.
[<J: Remove all record in right side from Export User Data area.
[<): Remove the employee that has been selected to Export User Data
area.

Import the record data to PC

Plug U flash disk into Device, select Menu->U flash Disk
Management->Download record data, Press "OK", and the window
will inform that download data successfully. Take out U flash disk from
Device, then plug it into USB slot of PC, click Data-> USB Disk
Manage and select Record data import pagination, shown as following
interface.

b U disk data management EEX

Irport user data | Liser data evpat | Fiecord deta impart | Import sms | Expart the sms Data | Impott Att Phota | Expart User's Phota | Import User's Phata
Feqire Export Dot

DevD  Donrload Tme | Size [Mame |4c Mo |Time. | |
M1 12820111 B6Byes D

impot the rec from U Disk

Del Data Fiom U Disk.

Clear List

Importfrom Local

Disk siz:957MB Fres Space: 38BME_Used 563ME

The information of user data which has been saved in U Flash disk will
display in the left side Require Export Data list. Choose this file, Click
[Import the rec from U Disk] button, system will import data, these
data will display in the middle list to inform that download data
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successfully.

Del Data From U Disk: Erase all data from the U flash disk
Clear List: Clear short message in the current list.

Refresh: Refresh Employee’s information in the current list.
Import from local: Import user data from other disk of PC.
Import Short Message

Plug U flash disk into Device, select Menu-> U flash Disk
Management-> Download SMS, Press "OK", the window will inform
that download data successfully. Take out U flash disk from Device,
then plug it into USB slot of PC, click Data-> USB Disk Manage and
select Import SMS pagination, shown as following interface

Irport s export | Frecord data impat | Impart sms | Expart the sms Data | Impart Att Phota | Evpart User's Phata | Impart User's Photo
Choose|ype [id [ St tme. |TimeLeng [ Content |
D ]
Refresh
SectAl
Disk siz957MB Fres Space: 38BME_Used 553ME —

Click "Import Short SMS from U Disk", the data will be imported
system, after import data successfully, this total of data will display in
the following prompt, all content of short message which has been

imported will display on the list.
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Add new rec to Local: Add the short message which has not existed in
the software into the software.

Overwrite the Local data: Use the imported data to overlay the data in
software.

Del Data From U Disk: Cancel the short message data in the U flash
disk.

Clear List: Clear the short message in current list.

Refresh: Refresh Short message in the current list.

Export short message

Export short message in the software to U flash disk or upload this
message to other Device, here, may select this short message you want
to upload, shown as following figure.

4 U disk data management (=13
Irport user data | Liser data evpat | Fiecord deta impart | Import sms | Expert the sms Data | Impott Att Phota | Expart User's Phota | Import User's Phata

Leoal Sms Data st

[ Selectallto Lit ] [ SekatTolit || |Aec Clear Selected List
SMs
[pe  [smsid [T [ tar time | content

[5ms Id [5tart time. 1 type

< i < >
Sms Bronse

Conditon EREE] v

Expottsme to U Disk:

Inpt B Expartsms to U Disk

Disk siz:957MB Fres Space 38BME_Used563ME —

You can view all short message in the software from the left side column,
this short message still exist in the "SMS" after it is selected, when if
there are lot of short message to search for, you many utilize following
way to find it, such as short message serial No., content, Public short
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message, User short message.

Select To List: Choose the SMS that want to be uploaded, click [Select
To List] button, the record will be move to right side list.

Select all to List: Choose and remove all SMS in the system to right
side list.

Clear List: Erase all record in the right side list, it is unable to upload
the SMS or reselect the SMS to upload.

Clear Selected List: Choose this record which doesn’t need to be
uploaded, and then click this button to clear the record from this list, and
then this SMS will be deleted from the right side list.

Note: this function is valid only for the machine with U flash disk

Images taken into machine

U will be preserved after the attendance photos downloaded to the
software (download only the attendance by the photo, that is, after the U
pass in a folder of all the photos). Attendance blacklist photos "bad
folder of all the photos" can only be read after the U.

Import machine photographs: U session will be kept by the attendance
through the photos, download software to view.

U-Data: delete U intraday attendance through the preservation of the
photos.

Note: The software supports attendance cameras can use this
feature

Import Images that is taken by machine
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Download the attendance checking photo contained by the U flash disk
to the software (only the attendance photo is available to download, that
is all the photos in a passed folder). Attendance blacklist photos "all the
photos in the bad folder" can only be read through the U flash disk.

export | Record data impart | Import sms | Export the sms Data | Impott Att Photo | Export Lser’s Phota | Import User's Phato

Disk siz:957MB Fres Space: 38BME_Used 563ME

Import Images: downloaded the attendance photos in the U flash disk

to software to view.

Delete Data from U disk: delete passed attendance checking photos in
the U flash disk.

Note: The software supports attendance cameras can use this

feature.

Export User's Photo to the USB disk

Export the user's photo in the software to the USB disk for storage or
upload the user's photo to other device. Select the user's photo to be

uploaded, as shown in the figure below.
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€ U disk data management

Impoit user data | User data export | Frecord data import | Impert sns | Export the sme Data | Import Att Photo | Expart User's Phota | Inpon User's Phato
User hs_; lha; have photor Ekp_ort User's _Fhoto o l_he |:|sb disk

OUR COMPANY ACND Mame AC-HO Nams
4 »

% Export User's Photo to the ush disk

Disk size/957ME Free Space308ME Used569ME

On the left of the employee information view column, in the User list
that have photo, select employees by department. Click the move
buttons on the middle to transfer the user's photo to be exported to the
"Export User's Photo to the USB disk" area on the right.

*): transfer all the selected records from the left to the "Export User's
Photo to the USB disk" area

J: transfer the selected record from the left to the "Export User's Photo
to the USB disk" area

[«J: remove all the selected records from the "Export User's Photo to the
USB disk" area

[<): remove the selected record from the "Export User's Photo to the
USB disk" area

Import User's photo
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Import the user's photo stored in the USB disk to the software.

€ U disk data management E|E\E|
Import user data | User data export | Record data import | Impart sms | Export the sms Data | Import At Phato | Expart User's Phata | Import User's Phato |
ACND: 508 AC-NO: 75
User's Photo: User's Photo
,

ush disk

Disk size:357ME Fres Space:338MB Used 563ME

The left column of the page displays the user's information and photo
stored in the existing USB disk. Select the photo and click Import. The
system starts to import the photo.

Refresh: update the display of the USB disk drive and the user's photo in
the list
Import: import the user's photo in the USB disk to the computer

Del user’s Photo in the disk: delete user’s photo in the disk

2.1.5 Short Message Management

Some type product provide a function which can send a message to
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appointed person through public to person way, before using the
function, it is need to setup short message, customize the short message
according to employee. Then upload the short message into the device.
The device fully supports two ways to upload the message. One is to
directly upload by connected attendance device, anther way is to utilize
the U flash disk to upload it, follow us take an example to illustrate how

to upload it:

Enter the attendance  software  System  Option  under
Maintenance/Options menu, put the tick in front of SMS Content
Manage in Function Option pagination, then SMS Content Manage

take effect and may use it.

Short management "SMS"

€ 5MS management Z @@

List of curmently connected  SMS kst List of associated persons

[Devies name ‘ Il:nda [N [rupe [stantime |Dur.. |Content Hegsered |y iame | Depariment

b2 M

“Dperations of the selected de | € tE

Clear a1 associstions Database operations
elete (he selecte: lesals Mumgsz [ Edit messages ] [Duery messages
message :
T Dekte messages] [ Sendmessages

1. Communication setting

On the left side of the window of the current connection machine list,
will display the current connection device name.

Note: All of the following about short message operation is directed at

the current connection machine.
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2. Database Operations

The database operations of short message of basic information
maintenance mainly includes the Create message, Edit, Query, Delete
message; Send messages, set associations and Query associations.

(1) Create messages

. Creat .
Click “ “ button on the Database operations bar, the

following window will popup:

& Edit SMS =3
Code o1 Type: [ohitne O Public O Preset
[[]5et the validity period
Content: -~
M
l o OK ] l X Cancal ]

Code: Enter the window is automatically generates a 5 digit code, the
user may be required to amend.

Type: Click the “C button to select type. Can choose Personal, Public,
Preset.

Public: For public short , as soon as the attendance machine start the
short message will be saw, it will appear for ever;

Personal: For a personal short message, it will not show until the user

verification is positive;

Set the validity period: After choose the item, a line will add on the
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interface, define the starting time and term of period of validity is

available
& Edit SMS
Code: |uoom Type: (&) Personal () Public (O Preset
[#]Eet the vaiidity period; ~ Start: ‘Wednesday, A v 7G5 Duratior: | ¥ 2] Minutes)
Content: -~
2
l « OK ] l X Cancel ]

Start: The user can set the short message display starting time, set up
time please refer to Appendix 3.1 Set Date.

Duration: Click gl button to set duration, the unit is minute; user also
can input value in the box.

Content: Input content of the message.

For example, set as below:

€ Edit SMS
Code: | 0o001 Type: (=) Personal ) Public: (O Preset
[#15et the walidity period Start Friday . A 300531 Duration: |10 EJ [Minutes]
Content: Flease go ta the meeting room . attend a meeting, -
35
[ « OK } I x Cancel ]

Click “Cancel” button to cancel operation; click “OK” button to save,
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and then return the SMS management window. The message will be

displayed on the window. Show as below:

4 SMS management
List of aszocisted parsons

[ are

SMS list

List of currently connected
 Department

- B%

Operations of the selected de €

Clear all associations Database operations
ete The selech [Dealu mmege:] [ Edit messages ] [Gu!ly messages
nessage
T Dilets messsgas) [ Send messages

(2) Set associations
Note: 1. only the type for personal of the short message can set

associative;

2. Set associations’ purpose is distribution of the corresponding view

permissions, only selected association employee can see the short

message.
A. As shown in Figure, click the SMS which type is personal:
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© SMS management 7: @]@
Uit of cumeniy coreecied M Bt List of associated persons
x Hegistersd | I
Device name Code [Mo |Type |Stattime Dus... Conter i Name |Depatment
»2 [ 00m |1 Publie BA%/2011 S0053PM | 10Fleme | b

2| Pesso /2011 3:05:35 PM

ED!FIDN h

DOperations of the selected de | € B @ >

Clear all associations Datahase operations
Slete e skt [create messaged | Edit messages | [Guewy messages
message

Tusy
[T, Delets messages| [ Send messages

B. Click “Set associations” button, the following window wills popup:
REE)

< Associate the user with a SMS

List of all users List of selected users
.Depallmenl .Hegistered Mo, |Mame o ‘Department ‘F\egislerad Mo, ‘Name ‘

1r ¥

2 |FAE 1 Anna
3_ FAE n Abel
4 |Finacial 12 Alex
E Finacial 113 Lucas =

E  |Finacial 14 Don
?7 Hurman Resources |15 Carl
E_ Hurman Resources |16 Dan
S_ Human Resources .1? Edison
E Maintenance 18 Mana
11 |Maintenance 14 Wivi
? Maintenance IZU Win
? Maintenance 21 Pinly
M
[ o 0K ] [ X Cancel ]

Select employee in the list of all users, use the button on the middle of
window to move employee. The operator can input search content in the
box after search item. Click “Query” button to see the result in he user
list on the left side.
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The window button operation is described as follows:

| > |: Select all users, and then move them to List of selected user.

_> | Move the currently selected users to List of selected users on the
right side of window.

L!; Select users on the List of selected users; click this button to move
them to the List of all users on the left side of window. Cancel
associations.

_J: Move all users of List of selected users to List of all users on the
left side of window.

C. Click “OK” button to save; click “Cancel” button to cancel operation.

For example select users as below:

€ Associate the user with a SMS |;\@‘g‘

List of all users List of selected users

Department |Hagistaled Na, |Name | o IDaDallmant iF\egisleled MNo. ‘Name |
4 |Finacial i Ale g Ann
? Finacial 13 Lucas " fibel
5 |Finacil 14 Don 12 Alex
77 Human Resources |15 Cail
8_ Human Resources |16 Dan
9_ Human Resources |17 Edison
100 Sinle 3
11 |Maintenance 19 ivi
? Maintenance: 20 win
? Maintenance 21 Pinky
T Maintenance .22 Wi
15 |DUR COMPENY 1 ey
Z OUR COMPENY 2 lily

v v
Search ]
] [ X Cancel l

D. Click “OK” button to return SMS management window, show as

below:
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£ SMS management

Liet of cunently connectad ¢~ SMS list List of associated persons

[pevice name Code [No. |Type [Stattine Do [Coment & | [FO8EETyo
» 1 |oooor 1 Public 8/19/2011 30053 | 10 Please ¢ mis P
""" 2| P P | 60 [Front hPSRAR] Abel

Alex

3 1z
4_‘\8 Nana

Operalions of the selected de <. I ES

Clear all associations Database operalions
elete the sdiecte [[reste messaged] [ Edt messages | (uey messages|
message
T Delet message [Sered messages

- [B&

|Deparment
FAE

FAE
Finacial

Maintenancs

¥
3

As shown in Figure. The window on the right association list shows the

employee has been selected in steps C.
(3) Query associations

A. Click “Query associations” button, the following window wills

popup:

€ SMS associated with the user

Listof associated users Associated SMS
"D Hemslered | ~ I T
[Depament |12 |Hame Al Jeode  [wo
G Dows
OUR
ﬂrwmwv 6 Ll 1
3 e 3 e 1
4 FeE 1 Abel 1
ﬁ Finscial 12 Alex 2
& | Maintenance 18 Hans 1
7 | Maintenance 20 i 1
v
—

As shown in the figure, the window is divided into two lists, the left list

is List of associated users, and this list shows the associated user branch

department, registered number, name and number of associations.
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Number of associations is associated with the total number of short
message the user associated. The right list is Associated SMS; display
the selected user association of short message.

B. Click to the user in List of associated users, and then the list on the
right will automatically display the user associated short message. If the
selected users to "Alex", this time on the right of the window list will

show its associated short message, as shown below:

& 5MS associated with the user - B[]
List of associated users Associated SHS
Deparment | 1E24%1% |pjzne P ES Ha Tipe  [Content  [stmttim | Dursicn im"“ A
s S o RO e ot R e ool
1 leoueany 3 lan 1 3 m -
> Egamw 6 ST 1 3 Perion N smoking, 8/19/2011 31045 PM 30 20110919,
3 [FAE g A 1
4 |FAE 1 Abel 1
& |Mantenanca 18 Nana 1
7 |Maintenance 20 Win 1
- v
seaen

C. When there is too much for associated users, users can input user
information into the search box, click “Query” button to see result. For
example input "Win" into the search box, and click “Query” button,
show the result as below:

45



ZKTime5.0 Attendance Management Software User Manual

€ SMS associated with the user

List of associated users Associated SMS

[oepatment [R5 Tiigne o[ Al [ [coe e [Tope Conlent Stattime [Duwaion  [5=ten

0 Matenaree 20 JI oouos ; on M srohng. 192011 31045PM. | s
v

At the left of the window list will only show the user Win’s information.
On the right of the window will show the user associated with the short
message. Click “Reset” button, empty query results, and returning to the
step A is shown in the window.

(4) Edit messages

Click the short message on the list to select it, click “Edit messages”
button, the following window wills popup:

& Edit SMS
Code: m Type:
Set the validity period Start; Friday . Aw 305361+ Duration: |60 3_] [Minutes]
Contente® Front has your parcel, please take. ol
M
[ ' 0K ] [ XK Cancel ]

User can modify for need, Type can’t be changed. The operation is same
with create messages.
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(5) Query messages
A. Click “Query messages” button, the window will automatically
pop-up Query bar, show as below:

List of curerily connecled ¢ SMS st List of associated petsans
Davice s | Code |Mo. |Type |Stattime Hegistered — [yome | Department -
| [ He. I
»2 E Arn FAE
2 0 2 n Abel FAE
3 |0oo0a 3 Person 819/2011 31045 30Noswal| |15 |12 Alex Finceld
L Nana Maintenance
v
< >
Fuzzy quety of cades and
E ]
Operations of the selected de| Fxact auerv of numbers. < >
[ s aasociations Daicbase operalions
s The seleat [Dreate message] [[Edimessages | [Qucsy messages]
messans =
ey
Cloa ol ressagms [Deete messages) [Gend messages

B. User can Fuzzy query of codes and contents exact query of numbers.
Click “Query” button to query; click “Reset” button to clear query
result, and then return the default window. For example input 2 into the
box, click “Query” button, the result show as below:

£ SMS management

List of cuirently connected ¢ SMS list List of associated parsons
et o) ‘ I[Inde Mo [Type |Stattime Dur.. [Contert & | eSS o, Depatment ~
b2 2. 2|Pe 19/2011 305:35PM | B0 Front has S FTSE] Ann FAE
- 2 m Abel FAE
i3 12 Alex Finacial
PRIt Nana Maintenance
v
< >
Fuzzy quesy of codes and g
conte 2
Operations of the selected de | Exact auer of numbers -
Clear all associstions Database operaions
alete The selecte [Ereste messaged] [ Edt messages | [Guery messages|
message =
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As shown in the figure, short message list shows the number 2 short
message; List of associated persons shows the short message

associated personnel information.

(6) Delete messages
A. Select the message you want to delete, click “Delete messages”
button, the following window wills popup:

Attendance Management Program E|

| E Are you sure to delete the selected SMS7?
[

Attendance Management Program

! E Also delete the SM3Ss on the attendance record device?
L

C o J( = )

Click “OK” button to delete the message in the software and attendance
machine; click “Cancel” button only delete the message in the software.
C. Click “OK” button, after complete delete, popup the success frame,
show as below:
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List of cunently connected ¢ SMS list List of associated persons
Device name ‘ [Code [Ho. [Tope [stantme [Du. [content ][ [Hemsered o, Depatment 8
ISH EEED 1 Pubic B/19/2011 30063PM | 10 Pleass¢  1p9 An FAE
I o | 2 i P F] Abel FAE
[3 12 Alew Finacial
4 18 Mana Malntenance

Attendance Management Program [X]

\‘i) Deletion corplated!

| K3
®
v

Operations of the selected de < | s

Clear all associations | | D stabase operations
STl e elactax [Emana maxsages] [ Edit messages ] Iﬂluew messages,
messane
CERIEREE Dsits messanss] [ Sendmessagss

As shown in Figure, the short message list does not display this message,
means Delete successfully.

(7) Send messages

A. Select the message need to send, click “Send messages” button, will
show the send process on the window, and show as below:

Sending S5

B. After send success, popup the following frame:

Attendance Management Program

1 ) Sending completed! The SMS is sent successfully 0;Failed to send the 5MS L
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Click “OK” button to close this prompt box.

Notice: The machine must support the short message function, or can’t
use the function.

3. Operations of the selected device

Clear all associations: Click this button, clear all associations the
device has set.

Delete the selected message: Click this button, delete the selected
message.

Clear all messages: Click this button, clear all messages in the device.
2.2 Maintenance/Options

In order to get correct and accurate Time Attendance result, you must
configure Maintenance/Options in the main windows; here you can set
up Database Option and System Options. Firstly enter Department
List setting and assign employee to department, then performance First
set up database password, then set up Holiday List, Leave Class and
Attendance Rule, Employee List and Administrator setting, at the
finals, Maintenance Timetables, Maintenance Shift Schedule, and
Employee Schedule.

Note: unless the employee has been assigned shift schedule, the
system don’t produce Time Attendance report

This system provide with enrolling fingerprint or card by after
connecting with PC, it is avoid the trouble that personnel don’t match
the fingerprint, please see 2.2.2 Employee maintain.

2.2.1 Department Management

This module provide with convenient to manage each department,
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mainly add, cancel department, enroll employee, for more detail as
following

Click on the "Department list" sub-item on the menu "Maintenance
/Setup", the windows appear:

Department Nanagement [Q|
= @ “
Add =i Rename  Employeed

FRR0UF COMPl

Prompt

If pou want ta edit department names,
what you need to do is just to click on
the department name twice or to press
F2. If you want to modify departments’
subordinate relationship, you can drag
the department to modify to a new
superior department name.

In adding department, you first left-click the superior department of the
new department, click on the "Add" button, input the name of new
department in the dialog box, click "OK" to save.
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Add New Department

Input name of the department to add:

| vox | | X concel |

In deleting department, you only firstly left-click the department
selected, click the "Delete" button, and select "Yes" in the display
caution box, OK.

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

Click on the "Employeed’ button. The following appear:
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Employ Employees EJ

Employee Ouwr Depattment's Employess
AL No. | Name 1 s AC Mo Namne
)| EBEE5 Lucus 4
: ] Lee
|_|BEEET B!ue
| |Be663 PFinky
GEE70 Aom
HE T
L BEET2 Pong
EBET3 EEE73
| ooz Nacy
[ ooz Nance
| oo Ses
GER7E ERE7E
NE
&

Employees in the Employees list are those who don’t belong to any
department, that is, who have left their posts. This is the same as on
leave No salary

In the list of employees 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
2.2.2 Employee Maintain

Select the "Maintenance/Setup", click Employee Maintenance item,
open "Employee list", within this window, maintenance employee's
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various information and attendance setting. Through the employee list
you can view the department the employee belongs to, here to view and
modify employee’s information is available, at here attendance setting
privilege is superior to Assign Employee Schedule.

€ Employee List g@gl

5 B + ] X (3] v [ (3]

T L Add Delete. batch Search Import  FaceGroup
[incude sub depastment— ¢fa | v|ACNo.| Mo | Name | Gender | depaiment | FingeiCounti10.0| FingerCountvaD | FaceCount | Date of Employ
2 OUR COMPANY 1k

0 FAE 2 |18 Dan  Male  HumanPes.. 0 0 0

£ Finacial 3 |17 Edison  Male  Human Res. 0 0 0

¥ Human Resources

3 Mainteriance

i3 Management

12 Sales

EA| | [ [ 0 v
< >
ACHo. 15 Mame | Carl Phato Fingesprint marage
—
Gender |Male v Mo
Wationaity Dffice Tel N
Fingerpiint
[Oph O sensor
Tile Piiviige [User - Ll
Date of Bitth | / / Bl Daeot [ /7 3|
Emplopment
CardMumbes Mobie No
Home Add [ ]
Basic Infomation | Addition | AT Dptions
Aecord Count:3

The window of Employee List divided into two parts.

1. The upper half part is employee list, list columns show employees all
information, including the registration number (AC-No.), name, title,
No., Finger Count V9.0, Finger Count V10.0 and so on. The 9.0 and
10.0 are the algorithm version number. The bottom of the employee list
has a line of statistics; the statistics of each column corresponds to the
sum of the values. The first column show total number about employee.
2. The lower half part is the currently selected employee’s various
information and can be modified, Have three paginations, click the page
tag at the bottom can enter different page.

User can use Search function to search employee when the employee
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are excessive. Input query condition into the box, click “Search” button
to see the result.
Note: Click each column name can sort list by it.

1. Employee Maintenance
Must fill the blank of the employee’s information list with the
employee’s name, enrolling number, according to the actual need you

can add other information about employee.

Note: it is different with old software, we have increased a new
function in Maintenance/Options item , the User number distinguish
from enrolling number, the enrolling number is suit for Device, and
according to normal Device, the enrolling number don’t more than
65535 ,but the user number have not limit to its size number.

1). Addition New Employee

When usual execute this management program at first time, after
registering the user in the Device, than directly downloads it to software,
and revise name, as well as save it, upload it the machine to use again.

If have to directly add the employee in software, in order to guarantee
the user information and the fingerprint or the card one to one
correspondences, connect with Device to go on the real-time registration
fingerprint and the card is available in this interface. After connects the
Device, every time while add a employee the corresponding person's
fingerprint or the card will be registered simultaneously. Avoids the
trouble which the fingerprint or the card and the personnel does not

correspond appears.

A. registration fingerprint
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Fingerprint device: Register the fingerprint with the standalone
fingerprint Machine.

Under in "Fingerprint manage" drag-down box, choose the fingerprint
device that have attached to system, after connects successfully, starts to
add the employee. Select the department which the employee is at, after
click "=" button, input employee's register number, name and other
related information. Single-click "register" button to start the fingerprint

registration.
Sensor: Register the fingerprint through the on-line fingerprint device to

t.

Attention: when you choose fingerprint sensor to enroll, there are two
choice: ZkFinger9.0 and ZkFingerl0.0, for the operation detail refer

to Appendices 3.8 How to Generate License Files.
Sensor Registration flow:

Single-click "Enroll" button, shown as figure:
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Fingerprint registration

Start to register, click any finger in the interface with the mouse, the
fingerprint Device that has been connecting with is in the registration

condition:
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Fingerprint registration

0y AN -
Ao

Attention: You can choose to enroll duress fingerprint, but it is only
effect when the device supports the function, otherwise it is just a

general fingerprint.

Follow prompts or press fingerprint on sensor face of the fingerprint
device or fingerprint scanner, after press 3 times, prompt inform you
registers successfully, then fingerprint registration finish. If want to
backup fingerprint for system, chooses a finger registration. After the
registration complete, press "OK" to return add the employee interface,
continue to add the employee.

B. Registration card

Under "Fingerprint device" drag-box, choose the Device with radio
frequency card function, after connects successfully, and starts to add
the employee. Selects department which the employee is at, Click "="
button, wave the card which want to be registered on the radio
frequency card machine, after waving the card, this employee's register
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number and the card number can display the corresponding card the
information, according to needs to change the serial number and the
name, the card number do not change at random. The card number’s

length is 10. The cursor locates in the name column.

€ Employee List r_;\@!g|
- 5 X + 4 ¥
#dd Save Cancel Gk FaceGioup
include sub department Bl 0. 0. ame Endet lepartment inger_our ingerLour a3 aceCount ate of Employ
[linclude sub deparm h ACMNo.| No. | M Gender | d FingeiCount/10.0 | FingerCountv3.0 | FaceC Date of Emplo; ©
2 OUR COMPANY 1 |15 Cal  Male  HumenRes 0 0 0
£ FAE e Human Res... [ 0
13 Finacial 3 17 Edison  Male  Human Res 0 0 ]
13 Human Resources
3 Manlenance
13 Management
13 Sales
5] 0 9 0 3
< | >
ACNo. |16 Ty Photo Fingesprint manage
Gender et ] Na ) 2ZkFinger 90 OZkFinger 100
Nationality Office Tel .
Ot Gy cerser
Tile Piivige [Dser - kbl
Date of Bk =] Dateo | 7/ |
Emplopmerit
Carfflumber 1235548562 Mobie No
Home 7t & B &
Basic Infomation | Addition | AC Dpfions
Record Count:3

If want to add new employee, press "=" button to repeat above this
operation.

2)Add Batch Employees:

When some departments enroll a lot of employee, you can use this
function to add employees, lighten an operator work. E.g., a lot of
employees want to be added to the FAE department, first select FAE
department; click on the "Add batch employees" button, the adding
batch employees’ window appears.

A. If there are not employees in this department, the following appear
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Add a batch of employee

X

AC-No
Mumber pattern: @
Wildeard "% length: _3_]
From n _;_j To _;_1
0o -
l o OK l ’ XK Cancel l

B. If there are employees in the department, the following appear

Add a batch of employee |

Caopy datas from Ann(9).

BC-MNo

From

“wildeard "[7]" length:

Murber pattern: iy

1 _i] Ta 1

0m

Select fields to be copied:

[ No .

] Gender
] Title
_| Mobile/Pager
[] Birthday
|| Date of Employeed
Add.

["] Office Tel

| departrent
[ Adrmiriiztratar
|| Mationality L
_| CardMo

| Privilege
|| FaceCount o

@ o

o |

l x Cancel l
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The backup data of employees witch select from FAE department
display on the left-up corner, if the new added employees and selected
employees own the same the shift and attendance setup, left-click "Copy
selected employee att options and schedule", if there are other same
field, select relating to fields from the Select fields to be copied list.

AC-No batch increase that department on adding batch employee.
Through the "*" Number pattern, it is easy to add employee’s AC-No.

Number pattern: That means AC-No’s format, for example, the
employee’s AC-No of this department is the figure 1 at the first, and its
pattern is 1¥** input 1"*" to the Number pattern box, and input 3 to
the Wildcard “(*)” length box. The window display following:

Add a batch of employee @

Copy datas from Ann[Z).
[¥]Eopy selected employes att options and schedulss Select fislds to be copied
~
ACMo | Mo,
Mumber patter G enaer
Title
Wildeard "] length: Maobile/Pager
Birthday
From |1 _¢J To 10 ﬂ D ate of Employeed
; Add.
Office Tel.
o department
Adrnikistrator
M ationality
CardNo
M Frivilege
FgceCount P
’ o OK l l annceIl

Wildcard “(*)” length: That is mean, how many figure the Number
pattern has. E.g. the forward section of the AC-No is 1***, its Wildcard
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“(*)” length is 3, if the AC-No is 1**, so its Wildcard “(*)” length is 2.
After the Wildcard “(*)” length has been defined; by use the "From"
box, "To" box to create AC-No range. E.g. create the AC-No range from
106 to118; input 6 to "From" box, import 18 to "To" box, the Wildcard
“(*)” length is 2, but from 6 to 9 width is one figure. At this condition,

the system will add zero automatically. Shown as following interface:

Add a batch of employee gl

Copy datas fram Ann(3].

D%:op_l,l zelected employee att options and schedules Select fields to be copied:

4CNo o :
Mumber patter Banie
Title
‘whildeard "[%)" length: | Mobile/Pager
Birthday
From o O | Date of Employeed
| Add

| Dffice Tel,

oo department
Adrmitiztratar
| Mationality
Cardio
. Privilege
| FaceCount -
l ‘/DK l l annceI l

Click on the "OK" button, add employees, and click on the "Cancel"
button, return the Employee List interface.

3)Modify Employee

Do not modify Employee’s AC-No. Avoid there information don’t match
corresponding information in the Device. Select the employee, enter
new data in the corresponding input box, and then press "Save" button
to save.

4)Transfer Employee
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| =

Click the "' 7" button to transfer employees from one department to

another department and this dialog box will pop-up

Employee Transfer g]

Fleaze choose a department:

OUR COMPaNY
FAE
Finacial
Hurman Fesources
M aintenance
I anagenent
Sales

| ik | [ X concel |

In the box of Fold Department select the department to add new
employee in, and click "OK" to transfer the employee, or "Cancel" to

cancel this action.
5) Employee’s layoff

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

fr
through Employ Employee in Department Management. Click "'L"

button to present this dialog box
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Attendance Management Program X

“-?/\ Do these employvees really want to leave their posts?

Press "Yes" button to layoff the employee, or press "No" to abandon this

action.
6) Import user data

Import user data from the local disk.

Click lmpart button, and the Import User Data interface pops up.

€ Import User Data E‘rﬁlgl
AL Mo, Mo, lNama |Gemdarﬁilla IMobi\ef’Pagar |Birlhda}l ]Date of Emplaveed JAdd
DH

-] 2

[ oot | [ Do | [ vsae | [ 5 Canca |

Click Import button, then the Import data wizard interface pops up.
Then, add the user data stored in the local disk.
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Import data wizard b—q

“|rnpart from
M5 Excel
(DML
O Teut file
sy file

Source file name

- Template Options -

[Goto the last page after loading template

[]5ave template automatically when wizard closes

[ (= Load template from file...

7) Face group

To use a face device and enter a face group, proceed as follows:

A58,
. S .
Click “Facefraun, and select the users who have registered faces for

grouping. For the users who have not registered any face, do not

perform this operation.
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m =
il il
i 2 1
|| OUR COMPANY lan 2 1
|_|OUR COMPANY Il 4 1
_ |OUR COMPANY gigi ] 1
|| OUR COMPANY wave B 1
|| OUR COMPANY eve 7 1
_|OUR COMPANY gigi 2 1
R
Hint: press the Shift or Ctil key to multiple select.

2. Right shortcuts key operation

Right click a region of the Employee List to Export Data (export
employee's basic information), production report is available; entire rank
data also can be hideaway or showed in the current interface. Shown as
following figure:
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Export Data

Create report for current grid
Save grid layout

Show all columns

Hide all columns

Columns 4

Import WUser Data

Adwvanced Export

Export Data: Export all employees' information of the current
department. Operation step like as Time Attendance port.

Create report for current grid: All employees' information in current
department will display by report form. The operating method likes to
export the data in Time Attendance report.

Save Grid layout: After change setting of data rank, save the data rank
setting, it is allowed to use after through directly write down the data
rank setting.

Show all columns: After click this option, employee’s all information
appears.

Hide all columns: After using this option, employee's all information
will be hided.

Columns: Show the name of composition rank of employee information
in the employee view. Move the cursor to the columns of the data, as
shown in the diagram below the drop-down menu popup:
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-v' AC Ho.
v Ha.
v Name
v Gender
v Title
v Mobile/Fager
v Birthday
v Date of Employeed
v add
Fasteode
v Office Tel.
v department
v Administrator
v Nationality
City
State
v CardHo
v Frivilege
v Facelount
v 9 0FingerCount
v 10. 0FingerCount

v Fazeword

As shown in the figure, the drop-down menu to display is the employee
of all field information, the user can click the appropriate field tick show,
do not hit the hook is not displayed.

3. Click Department setting button “'5_31'“, it is allowed to set the

department setting. Its method is the same with the operation in
department management.

4. Click the pagination label of Addition. The windows will appear as
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follow:
€ Employee List |E@|E
S fis + ] X + B 9 + -] B
T L. Add s Delete batch Seaich Import  FacaGroup
[linclude sub departmert by | =] acwo | No. [ Meme [iena] Tl [ otiewsg | BA
£ OUR COMPANY 1 ]9 Ann Fe..
B P T [ S I
£ Finacial 3 |1 #bel sl
£ Human Resources
3 Maintenance
£ Management
3 Sales
Ex| “
< 3
Field [velue l

Basic Informaion | Addiion | AC Options
Recowd Count:3

Addition page can enter the employee is more important related
information, select department, selected employee, in the field column
input information content input column type, content, and then save the

input information can be.

5. AC Options (Attendance rule option)

Click the pagination label of AC Options. The windows will appear as
follow figure:
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© Employee List E[E@
+ x 5 ? @
T L Add Delete batch Seaich Impart  FaceGroup
[include sub depattment ¢ | -| ACNo } Mo, | Name ‘wndei Title { Mobile/Pager | gA
3 OUR COMPANY 1 |9 Ann Fe.
£ FAE 23 I N —
£ Finacial 3 [n Abel Male
2 Human Resources
{5 Maintenance
2 Management
2 Sales
| v
< >
e
é:;fgf 7] Schedule AC
Fest on Holidays
Check Clock In Check Clook Out
By Time Zone 2By Time Zone
O Must Clock In (O Must Clock Dut
O Don't Check. O Don't Check
Basic Informalion | Addtion  AC Oplions
Record Count:3

Active AC: The item means weather the attendance is valid, if this item
is defined, the employee will be accounted and statistic attendance in
accordance with the attendance rule and other select item, otherwise,
this employee doesn’t need to keep the attendance record, and regard his
record as normal on-duty, E.g. A leader of the department doesn’t go to
attendance, but his attendance is accounted on normal duty.

Count OT: Sign this item, counted by the employee over time.

Reset on Holidays: Sign this item, the employee will have a rest on
holiday, if the employee is on duty, it will be signed to over time.
Otherwise, the employees have to be on duty, if the employee is off duty,
he will be accounted to absent.

Check Clock In/ Check Clock Out: This item can control the
employee must check-in or check-out, the setup privilege in the item is
super than it in the shift schedule.
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Employee Time Attendance setting

. B Schedule AT l .
Click “ B Sohodie “ button; enter employee’s Time Attendance

setting widows, shown as following widows

Employee attendance options { Ann ) E]

Clock I ~Clack Dut [¥] Auto-azsign timetable

By timetable (5) By Timetable ) .

O Must Gl ) Must /0t .Leasl Ilr.ne for Auto-assign;

e -

O &llow no Chn O &llow no AT ! —'—J Davls) { —'-J Hourls)
[¥]Attendance Active Count OT Used timetable: a* o
[#]Holiday [¥]Registry for OT

Assigned schedules list G =

Start Date  [EndDate  [Shift Schedula1
1472000 12/31/2933 | Nomal

| vk | [ % Cancel ]

The operation is same as 2.2.6 Employee Schedule. Here not
restatement.

2.2.3 Administrator Setting

1. Set administrator

To help protect you system from security, to prevent the data are
changed by unauthorized personnel, this management program provide
with the function to set administrator.

(1). Click the Administrator sub-item on the menu of
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Maintenance/Options, this window will pop up, show as following
dialog box

& Administrators

& Adrmiristratar W Madiy Passwor

(2). Click on the "Administrator" button, the display is following:

Add Super Administrator

Add Department Administrator
Ahdd Lewel 1 Dep. Administrator
Add Lewel 2 Dep. Administrator

Cancel Administrator

(3). Select the administrator type you want to add (it is better to add
supper administrator first), after click, following interface appear.
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Department Employee List El
Department; Employee: o X
§ DUR COMPANY

iy FAE

B Finacial

K Human Resources
- Maintenance
ol Managemment

¥ Sales e

s

|~

3

Choose the administrator you want to add in the interface, all administer

must be the company’s employee.

dministrators
IName lPliviIege i
.Ann uper Adrministratar

Attendance Management Program

i The 1 administrator has been successfully added
administrator's initial password is his/her own attendance checking number

& Admiristratar l [ 4 Modify Pazsword H &= Operation Purview
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(4). Administrator's initial password is himself/herself AC-No, click
"OK" to enter the administrator privilege interface, may set this
administrator is allowed to software in this interface be allowed to
software.

Set Adminiztrator® = Purview

Select AL®—UnSe|m ALL
Initialize System A

Clear Obzolete Data/Backup Database/Export AC Data
Import AC Data
IJsh Digk Manage/SM5 management/Dizconneact
Employee Leaving on Businessfdsking for Leave
Fargetting to Clock indout
Coming Late Collectively
Current Ermployee’s On-Duty Statug
[] Attendance Calculating and Reports
Syztemn operate log
Department List/Employes Maintenance
Adrnimiztrator
M aintenance Timetables/Maintenance Shitt Schedules
Emplovee Schedule
Hualiday List
Attendance Rule
Leave Clazz
D atabaze Option... “

Itemsz that can be autharized:

(5). Single-click each item of front selection box , this item is able to
switch from select to unselect, ¥ indicated this item has been
selected, unselect all express that the system give each kind of
administrator privilege by default setting. After selecting, click "OK" to
complete the setting, if click "Cancel" to be allowed to set the privilege
in the next time again (select the one which will have to revise in
administrator interface, click "Operation Purview" button to reset). For
more detail please see Items that can be authorized.

Note: administrator is unable to revise own privilege, delete oneself,
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only the upper of administrators is allowed to revise, add or delete
next level of administrators. Be unable to change the privilege or
cancel the administrator unless when there is only an administrator.

(6). Click “Modify Password” button, pop up window as shown below.

Nodify Administrator’ s Password @

Qld Paszword

Mew Pazsword

Wenfy Mew Pazswaord

| ok | | X cancel |

Old Password: Input old password.
New Password: Input new password.

Verify New Password: The input must be consistent with the new

password.

(7). The system default administrator's password is this employee's
AC-No, it is better to revises the individual password to guarantee
system data security. After the administrator has been set in the system,
the Login window will appear, unable to enter the system until input the
right User Name and Password.
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Login to system El

Ta login to the swstem,

Flease input vour username and password, or
press your finger on the fingerprint sensor.

Login Account

Uszer Mame |

Pazsword

| o Login | | X Exit | | Chopass |

2. Administrator's privilege and classification
(1). Administrators' classifications

There are four kinds of administrators in the system, depending on the
privilege height Sequence: Super Administrator, Department
Administrator, Level 1 of Dep. administrator, Level 2 Dep.

Administrator.
(2). Administrator’s privilege:

The Super Administrator may manage all employees; the
Department Administrator only can manage this department

employee.

Super Administrator: The super administrator is highest level of
administrators in the system, the super administrator own privilege to
add, revise, delete administrator besides oneself, it is allowed to
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initialize the management system and set the database. His/her default
privilege is allowed do any operation for the system. If unselect all in
the interface of Set Administrator’s Purview, then the default privilege
will be used; If only several items has been selected, then this
administrator who has the operation privilege can select the
corresponding project only.

Level 2 Dep. Administrator: Level 2 Dep. administrator is allowed to
add this department administrator, and same level perhaps the low
level of administrators revise privilege, delete this department besides
oneself, who is not allowed to operate other departments' any
administrators. If only several items have been selected, then this
administrator, who has the operation privilege, only can select the
corresponding project.

Level 1 Dep. Administrator: Level 1 Dep. Administrator may add this
department administrator, and same level perhaps the low level of
administrators revise privilege, delete this department besides oneself,
who is not allowed to operate other departments' any administrators. If
several items have been selected, then this administrator, who has the

operation privilege, can select the corresponding project only.

Department administrator: The department administrator may add this
department administrator and the same level administrator revise
privilege, delete this department in besides oneself, who is not allowed
to operate other departments' administrators. If several items has been
select, then this administrator, who has the operation privilege to select
the corresponding project only.

77



ZKTime5.0 Attendance Management Software User Manual

3. Items that can be authorized

Clear Obsolete Data/Backup Database/Export AC Data: There are 3
projects under the Data menu, the administrator own this privilege to

save and examine the data.

Import AC Data: It is able to import recording data in the file to the
system through Import AC Data under the Data menu.

Employee leaving on business/Asking for Leave: Click "Employee
leaving on business/Asking for leave" sub-item under Attendance
menu, may set the employee leave on business / asking for leave
condition, and produce the corresponding data sheet.

Forgetting to clock in /out: If the employee forget to clock in/out, add
clock in/out record for this employee. Through Forgetting to clock in
/out sub-item under Attendance menu.

Coming Late Collectively: If employee have forget collectively to
clock-in/out, then neglects assigned time clock-in/out record, or add the
clock-in/out record again this sub-item under Attendance menu.

Attendance record: May search employee's attendance record and
revises the diary through this sub-item under Search/Print menu.

Current Employee’s On-Duty Status: May search the employee
current time in the At-post/not At-post situation through Sub-item.

Attendance Calculating and Reports: Under Search/Print menu, also
may click on “Report" icon to enter, may inquire each kind of exception,
statistics the Time Attendance, produce report, and print the report.

Department List/Employee Maintenance: May set the department in
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the department management; revises the employee information and
employee's Time Attendance setting in the Employee maintenance
through sub-item Department list/ Employee maintenance under the
Maintenance/Options menu.

Administrator: Under the Maintenance/Options menu, set up the
administrator and assign the privilege.

Maintenance Timetables/Maintenance Shift Schedules: Click this
sub-item under the Maintenance/Options menu, create the working
Timetable in the Maintenance Timetables, manages the shift schedule,
chooses properly working timetable or the timetable combines to
establish the different shift schedule.

Employee Schedule: Under the Maintenance/Options menu, assign
the Shift Schedule which already set to employee.

Holiday List: Set the holiday under the Maintenance/Options menu.

Leave Class: Under the Maintenance/Options menu, go on a leaves

setting, and leaves statistical rule in report form.

Attendance Rule: Set up the Attendance rule, and statistical rule for
Attendance project in report.

Database Option: Set up the database connection through this sub-item
under the Maintenance/Options menu.

System Option: Be able to carry on the setting to software some options
under the Maintenance/Options menu.

Connect: Be able to connect with Device through this sub-item under
the Device Management menu.
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Download attendance logs: To download the data record is available
through the Device Management menu.

Upload user info and FP: Ability to upload the user information
through the Device Management menu.

Downloads user info and FP: Under the Device management menu,

can download the user fingerprint information.

Delete AC Log: eliminates the Time Attendance data recording in
machine through sub-item Delete AC log under the Device management

menu.

AC Manage: Be able to examine the Device information and carries on
some operations to the Device through this menu.

Device/Del Device: Can add, delete, and revise the Device the
communication information through this sub-item under the Device
Management menu

Sync Device: Synchronize Device time with Computer time through
Under Device Management menu.

2.2.4 Maintenance Timetables

Before Maintenance Shift Schedules, the Timetables must be set up to
complete, select "Maintenance/Options" menu, click on the "
Maintenance Timetables" in the main menu, can set Timetable which

is used to arrange employees shift, the interface is following
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m Department List
ﬁ Employee Maintenance CtrltE
ﬁ Administrator

E_‘J Maintenance Timetables

E Maintenance Shift Schedules
m Employee Schedule

Holiday List
O Attendance Rule

Leave Class

g‘j Databaze Option, ..

ESystem Options

If you has not set the shift schedule while set the Timetable, the system
will auto-prompt you should go on shift scheduled management setting,
shown as following figure.

System Information

No schedule

There is no zhift schedule. Shift schedule wazs combined by
timetables, which are araped repeatedly in certain period. Shift
schedule is prepared to assign to employees.

Do pou want ta open the shift schdule windaw to add same
shift schedules?
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A. Click "Cancel" button, return main menu windows

Shift Timetable Naintenance

Timetable Mame|On-

workda

[ 42 [ wros |[ xpetee |

Timetablz Name
On Dty Time
0ff Duty Time

Late Timefling]

Leave Ealy TimefMing] |

Bedinninan |
Ending In
Beainning Dut |
Ending Out
Count as Workday

Count & minute{minute|

Must C/n Must C/0ut

I Chonoe the Display Coloy
<im| 24l

B. Click on "OK" button, start to set Time Period, the window is
following.

& Attendance schedule wizard

Times for On/Of duty

Setting the On/OFF duky times in this organization,

(3 0n duty in marring, O duty in afternoon
O duty time j0813':| CIFF duty time _1?13'3 |

{7 On duty and OFf dut_l,:l in moming and afternoon

I

Setting the On/Off duty times in this organization, follow the guide to
set Timetable and shift schedule.
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According to the company real condition, the method of on-duty and
off-duty is selected, is twice attendance (On duty in morning. Off duty
in afternoon.), or is four times (On duty and Off duty in morning and
afternoon.), input correspond to on- duty and off-duty time, click
"Cancel" button, return main windows click "Next" button to continue

setting.

If chose twice attendance, click “Next” button to continue setting, the

window is following.

& Attendance schedule wizard E]El[g]

Clock In/Out

The time range of allowing emplovess clock indout,
Outside thiz range iz invalid.

03:00 - 18:00

Stt CAn 0700 | End Cn | 1200 | Must C/ln
Start C/0ut| 1500 | End C/AOut|23:53 | Must C/AOut

o] |

This windows may set the beginning times for C/In and C/Out, definite
the time range of clock-in(C/In) and clock-out(C/Out), and whether at
this time employee must be C/In and C/Out, if want to select this item,

just put tick in the selection box, also can set different option depending
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on different department and employee, click "Next" the window is
following

& Attendance schedule wizard

Att Rule
Set the attendance rules of the whale organization.

How many minutes after on duty time will be counted
as Late?

EH:J

How mary minutes before off duty time will be
counted az Leave E arly?

EH:J

(] |

On the window, set regard as coming lately time and regard as leaving
early time, click on "Next" button to enter next window.
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& Attendance schedule wizard

1]

Syztem will add a timetable named "D aptime" and a shift
zochedule namead "Maormal”.

And after that, pou can aszsign this new shift schedule to
employess,

.&ssign thiz schedule zhift to employees whio has not
azzigned any zchedule

D.&ssign thiz shift schedule to every department as
default scheduls

Click "Finish' to caormmit thiz operation.

] |

On the window, the system prompt that it will add a timetable named
"Daytime" and a shift schedule named "Normal". If before operation
had chosen “On duty and Off duty in morning and afternoon”.
System will add two new Timetables; each is "A.M" and "P.M". There
are three options on the window, according to need to select, and then
click on "Finish" button, and complete setup. User can chose “Assign
this schedule shift to employees who has not assigned any schedule”
or “Assign this shift schedule to ever department as default
schedule”, click on "Finish" button, enter period of Shift Timetable
Maintenance window.

85



ZKTime5.0 Attendance Management Software User Manual

Shift Timetable Naintenance 3

Timetable Name |Oreduly Time | Off-duty Time_|Beginning C/n_|Ending CAln_|Beginning C/0ut__|Ending C/0ut
» 0300 1800 05:30 0300 1800 235 [ #am |[ wron |[ xpee |

Timetable Name |Daytime
On Duty Time |03.00
Off Duty Time | 18:00
Late Timedtins] 5
Leave Early Timelins] 5|
Beainring In 0630
Ending In | 0300
Beqinving Out | 1600
Erding Out | 2359
Count as Workday 1

Count as minute/minute] 0

[#IMustCn  [#]Must C/Out

I Chonoe the Display Coloy
< >

The Shift Timetable Maintenance interface may be divided into two
parts, left part mainly are the Shifts Timetable list, right side is the Shift
Timetable management. May add, delete,and revise Shift Timetable.

Add: Single-click "Add" button to add a new Timetable, then input the
Timetable name, On Duty Time/Off Duty Time, recording the time as
coming lately (Late Time (Mins)), recording the time as leaves early
(Leave Early Time (Mins)), etc. The Time Attendance record is the
effective record only within the hour of Clocking in/out; take these
recording as standard to statistics logs. Simultaneously definite this
Timetable, whether employee must Clock in/out or not. The input time
format is hh:mm, which separately corresponds the hour, the minute.

Delete: Selects the Timetable which has already existed, single-click
"Delete" button to delete the Timetable which has been selected.

Save: Single-click "Save" to renew, when revised or add a Timetable,
clicks this button to save the Timetable setting information.
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The field of meaning in Timetable settings

Late Time (Mins): As above figure show, the setting value is 5 minutes,
[lustration’s On Duty Time is 09:00. E.g. A. Clock In at 09: 03, B.
Clock In at 09: 07, so the A is not coming late, because he check-in time
is not over 5 minute, the B is coming late for 7 minutes, because he

check-in time is over for 2 minute.

Leave Early Time (Mins): It is the same as Late Time, depend on the
difference between the clocking out time and the Off Duty Time.

Beginning /Ending In: Must input. Within check-in range of This
Timetable the record regard as validity, outside this scope checking

record is the invalid record.

Beginning/Ending out: Must input. Within check-in range of This
Timetable the record regard as validity, outside this scope checking
record is the invalid record. Begin and End Clocking out time can not

overlay.

Count as workday: Refers to each Shift record how many working
days, if here the value has been set, the program will defer to the setting
value to statistics working day, otherwise according to Time Attendance

rule in option statistics.

Count as minute: The period of this Timetable will be recorded how
long time in the Report, may set it by user. For example: a Timetable’s
reality length is 9 hours, may record it as 8 hours, also records in the
Report this Timetable is 8 hours.
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Must C/In and Must C/Out: According to the different post and the
different request may definite the Shift Timetable whether has to check

out/in.

Change the Display Color: May change each Shift Timetable color,
used to differentiate each different Shift. Just left-click the color with the

mouse, the color will be modified.
2.2.5 Management Shift Schedules

After setting Timetable, Be able to set Shift Schedule, Select
"Maintenance/Options" menu, click “Management Shift Schedules"
sub-item, and then you can enter shift menu with the following window:

4 Shift Management Q@E]

Shifts Shift Time Period

Beginning Date| Cycle Num| Cyele Unil 01
1/41/1900 O | Monday | |
_T_uesday ‘

Wednesda_y_ ‘
|

\

\

\

Friday
Saturday
Sunday

< b

[ 420 [ seve | @iEdt [ X nekte] [ acdTime ] | X Dek-

This interface may be divided into Shift name and Shift Timetable, the
Shift name box include Shift Name, Shift Beginning Data, Shift Cycle
Num, Shift Cycle Unit.

Name: The shift name can’t be repeated, and all the fields in the form
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can’t be empty.

Beginning Data: Application Beginning Date is in the form of
yyyy-mm-dd, for example, November the 15™, 2003 is recorded as
2003-11-15, and March the 6™, 2003 is recorded as 2003-03-06.

Cycle Num: Shift cycling periodicity = Cycle Num * Cycle Unit.
Cycle Unit: Cycle unit consist of day, week, months
Shift Management Tool Bar to add, cancel, modify shift. Under the

status of adding or editing shifts (when ”E” button is valid), you
may Add/Edit/Delete Shift Time Periods.

o= Add

Add: Single-click " " button to add a new Shift, the blank

Shift Timetable will appear in the right side, then click “[_+ fdh e ]

“ button, following window will pop up:
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Add Shift Time Period 3
Select shift categor for this ime period: Select date for adding this penod:
D aytinne(09:00-18:00) Iwlit anday
a.m{09:00-12:00) v| Tuesday
porn(14:00-18:00) | Wednesday
Might({20: 00-06:00) v Thurzday
V| Friday
v| Saturday
¥| Sunday

[CIRecord this time period as 0T

OT mirtes: o EJ

[ " 0K l l X Cancel

Select a Timetable which has been setup in down-drag menu, add shift
Timetable directly. Which day are you on duty, you make a mark "*!" on
the day you selected. At same time sign the day as over time or not, then
click "OK" button to save setup, click on "Cancel" button to give up the

action.

Delete Shift: Choose a Shift that want to be deleted, click ”[ LA ]”

button to delete.

Edit: Choose a Shift that want to be edited, click ”E” to edit.

Delete Time Period: Click on ”[ X Delete |, button, selected Time

Period will be deleted.

Save: After a Shift has been edited or added, click ”ﬂ]” button to
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save related information.
2.2.6 Employee Schedule

If employee has not been scheduled, then at finally system is unable to
statistic the Time Attendance records, if a employee did not belong to
shift the system will be unable to distinguish his Time Attendance
record which was goes to work or gets oftf work, and fail to count his
Time Attendance.

After setting the Timetable and the Shift Management, Select
Maintenance/Options menu, click "Employee Schedule", open the
window of Schedule Employee's AC Here, you can maintain data
related to employee's shifts.

4 Schedule Employee’s AC B@E‘

Depaitment: ®F  Empoyes: [[]Design Report €7 turange Shifts & v X
i Compary ‘ Cumert Shit | Shift Dsfiiion.
ACNo. Name
] Schedule | Statt Date \ End Date ‘TempSh\ftJ Start Diate | EndDate |Cyc'
D I . o0 12431/2339 I 0
2 |4 Lucy Karmal 1172000 12/71/2999 r 1AAsl 2mve0e |
3 |5t Dave Nomal 142000 12/31/2899 I~ iAds0 20 |
4 o4 Naney Karmal 1172000 12/91/2999 r ansm e |1
IERE: Mark Nomal 142000 12/31/2993 CiAnsm s | A
B >
Time Range
From | 5/ 172010 |»| To |10/ 172012 |» B Temporary Shifts PR | X o+ = B
01 2 3 4 85 B 7 & W0 @ 2 @ Me
0501 Sat
0502 Sun
0503 Man
05.04 Tue
0505 Wed
0506 Thu
0507 Fi
0508 5at
0509 Sun
0510 Mon
0511 Tue
0512 Wed
0513 Thy
AT A b
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Left side of the page demonstrates that shift schedule depending on the
department. Click department name with mouse, can show all
employees and its Shift Schedule in the right side employee module.

1. Assign Employee Shift by department

According to the different department's characteristic to assign

employee shift, Single-click Department Schedule button “Q“ on the

left angle, the following dialog box appears

Department schedule E_l

Default schedule
Select a defualt schedule for a new employee
while he waz registered

(DR |

May used schedules

Select the schedules may be used for employees in
the department.

v Mormnal
v AM
vl P.M
| Night
v Empty

o OK ] l X Cancel

Default schedule: Select a shift from down-drag menu, make it as
default Shift which is used for enrolling new employee, after enrolling

new employee it will give new employee a shift.

May used schedules: Able to display name of current setup shift in the
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shift schedule list, when arrange department shift, the shift will not
display list until selected shift.

2. Normal Assign employee Shift

The part of the page in right side is the assignment employee shift the
module. Assign employee shift not only individual all, but also by the
batch. Click "all choice" button to assign all employees shift. in the
employee’s list interface, hold down the "Ctrl" key and with the mouse
single-click the employee to complete the multiple-choice, choose the
employee who needs to be assigned to shift ,then click Arrange

Employee’s shifts button « B Anange Shits “, the following interface

appears:
Employee attendance options { Ann ) k‘ﬂ

Clock I Clack Out [#] &suto-assign timetable
By timetable (=)By Timetable . .
O Must O Must C/0ut Least time for Auto-azsign;
O &llzw s CAn Ol na /0 V3 a7 =Houy)

[¥] &ttendance Active Count OT Used timetable: b =

Holiday Registry for OT

Azsigned schedules list L =

Start Date IEnd Date  |5Shift Schedu\e]
1/4/2000  12/31/2939 Nomal

L | [ %o |

Clock in/out: May set whether employee has to Clock in/out, according
to the corresponding time Period to judge whether need to Clock in/out
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the setting privilege in this project is higher than one in Shift Timetable
setting.

Attendance Active: Refers whether Time Attendance is effective or not,
after choosing this item, according to the Time Attendance rule and the
shift schedule, total of Time Attendance record is available, otherwise,
this employee will not participate in Time Attendance, whose records
regard as normal work. For example some leaders do not need to count

the Time Attendance for normally go to work.

Count OT: After choosing this item, ability to calculate this employee’s
working overtime.

Holiday: After choosing this item, this time the employee who has been
assigned shift will rest in the holiday, if he/she will go to work, his/her
record will regard as working overtime, otherwise, this time the
employee who has been assigned shift have to go to work in the holiday,
if he/she does not go to work, his/her record will regard as absence from

work without an excuse records.

Registry for OT: Refers to employee's all working overtime which is
this time to assign employee shift must pass through the registration or
the verification only ,then it take effective.

In current arrange shift under the option to be allowed to examine this
employee's entire shift, may add and delete change employee's shift.

Click". ¥ I"add key, the following interface appear:
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€ Arrange Employee's Shifts E‘@EJ
Shifts Shift Time Periad
[Mame [Beginning Date| Cycle Num| Cycle | & 012345678 910111213141516171819202122 224
8/1/2011 Day1 IlHHHmm-ﬂ!l!‘Hllll
baya | | | | meowm ||| I |
s | _ s | | | [ [ || | oo || [ ] ][] |]]
141300 1w Dawd | | || || ||| oo |||
817201 41 oaws | | | [
v
< >
Time Range
Fom 8432011 ~| To| s202011 v [ o 0K ] [ X Cancel

All shifts and the shift Timetable display in this interface. Chooses a
new shift from these shifts which have been set, determine its Time
Range, single-click "OK" button to confirm the operation, single-click
"Cancel" button to give up operation, returns to the Arrange Employee
Shifts window. After arranges successfully, the corresponding shift name
will display in employee's shift column, and time list can show on-duty
Time Period in the interface.

While a employee 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
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3. Auto- assign timetable

If assignment employee shifts or changing shifts schedule is too
frequently, and there is not the rule to follow, auto- assigning employee
shifts is available, auto- assign employee shift refers to employee does
not has fixed shift schedule in the definite time, but he /she has the Time
Attendance record, the system may automatically judge the Time Period
which record belong to. After choosing the auto-assigning employee
shift, the following interface appears:

Employee attendance options ( Ann )

Clack Iy Clack Out G [¥] Auto-assign timetable

By timetable () By Timetable

O Must /i O Must /0t east time for Auto-assign:

OAllaw no Cn O Allaw ro CA0ut U2 pae 0 Houts
[¥] &ttendance Active Count OT Used timetable: & =
[¥]Haliday [#]Registry for OT
Agsigned schedules list E

Start Date |End Dale | Shift Schedule| ~

1/1/2000  12/31/2933 Momal

g 111 |8/20/2017 |Might

)
l W OK l l XK Carcel l

The auto-assignment employee’s shift function is that, while employee
who does not 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.
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Least time for Auto-assign: Choose the least time for auto-assign, the
least time for auto-assign employee shifts refer to after you have set the
time, for instance 1 day, the system only could not carry on the
judgment by the shift Time Period until the time which the employee
has not arranged in groups is more than 1 day, otherwise did not judge.
Used timetable: This employee possibly shift Timetable, single-click

" ¥ " button, the choice shift Timetable appears, these shift Timetable

are the name list of the set shift which have already been set in shift

management. Interface as follows

Employee attendance options ( Ann )

%Ck Ir- E')DCk Out- [#] &uata-assign timetable
By timetable By Timetable { e
) Must i () Must C/0ut LeasAt time far Auto-asAmgn.
O 4w ra /i O Allow ria C/0ut 1 2] pats) |0 2 Hourts)
[¥] &ttendance Active [¥]Count 0T Uszed timetable: TR

[¥] Holiday [¥]Registy for OT Daztime
a.m
Assigned schedules list = = om
StatDate |EndDate  |Shift Schedule| ight

2000-01-01 123931231 Mormal

Lv

| [ % cencel |

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.

Show below:
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Employee attendance options ( Ann )

[#] Atterdance Active
Holiday

Aszszigned schedules list
Start Date

Clack In Clock Out [#] Auto-azsign timetable

By timetable By Timetable . e

) Must C/n O Must C/0ut Leasﬁ time for Auto-asilgn.

O low no SAn O llow no C/0wE T 2] D) |0 2 Hous)

Count OT
Registry for OT

(=] (=]

EndDate | Shift Scheduls|

2000-01-01 | 2333-12-31

Mormal

=

+ (=]

Dele

Used timetable:

| v

’ x Cancel ]

te selected

After set up, click on "OK" to save setup, click on "Cancel" to give up

action, return attendance setting label

4. Employee temporary shifts

If one (or several) employee needs to change his/her work hours
temporarily, his/her shift can be arranged temporarily. Select employee,
if you want to select a lot of employees, can hold down "Ctrl" key,
simultaneously click employee or use all choice button, click Employee

« Temparary Shiftz <

temporary arrangement button , pop up dialog box,

window is following:

98



ZKTime5.0 Attendance Management Software User Manual

Attendance Management Program

' You selected 2 emplovee(s):Dan, Edison,
" Arrange temparary scheduler Far them From 81302011 ba 8/20)2011 7

|| cancel

Click "OK" button, enter temporary schedule, click "Cancel" button,
return Schedule Employee's AC window. First definite schedule hour,

then click on Add Time Period button “ % “ popup the following

window:
Add Shift Time Period X]
Select shift category for this time period: Select date for adding this period:
_| Daytime{D3:00-18:00) bwli08:13 Sat i
a.m(09:00-12.000 I 08-14 Sun
p.m(14:00-18:00] I 03-15 Mon
| Might[20:00-06:00) v 08-16 Tue
I 08-17 ‘wWed
[w| 0818 Thu
I 08-13 Fri
W] 08-20 Sat
[]Record this time period as 0T
OT minutes: ] _:J
l o 0K l l X Cancel

Select shift category for this time period on the window of Add Shift
Time Period, and select data for adding this period. The operation
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method is the same in Maintenance Shift Schedules to add period of
time. Click "OK" button, to save Time Period or click "Cancel" to
cancel the action. If select Night (20:00-06:00), select all day, then click
“OK” button to save, and return Schedule Employee’s AC window. The
temporarily schedule will appear in the shift schedule list. Show as

below:

& Schedule Employee’s AC

Department: [ Elbescntesat [ t B o X
i Compary ‘ Cumert Shit | Shift Dsfiiion.
AL o Hams
Schedle | StertDate | EndDate | TemgShit | StatDate | EndDate | Cpe
4 Uiy Hermal 1A 126,238 T iadsn Tame 1
i Lucy Normal 12000 12e1/20 o iAdm0 e 1
4 |os Naricy Narmal 12000 1261/20 C 190 e | 1
5 |7 Mark Mermal 12000 124310233 © aadmn tameons | 1
&
< >
Time Range
From | 5/ 1/2010 |w| To [10/1/2012 w : ek & =

[1] 1 2 3 4 5 8 % 18

0501 Sat |
0502 Sun | N VSN

0506 Thu _\

0508 5at _\
0509 5un _\

Before saving this Temporary Shift, be allowed to select the Time

Period, press "= " key to delete it, Press " H” button to delete all Time
: : “ Save « : : ;

Periods, click “™= button to save it. If this temporary shift you

add have been saved, press ol button to cancel temporary shifts

during this period.
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5. Shift schedule regularly change

There shift schedule regularly change that exist in most company, how

to arrange the shift schedule regularly change, To handle various Shift

schedule regularly change is a software’s strong function.

Here ,illustrate change shift method with four shifts three times change a

week, example ,there are A, B, C, D four shifts, working hours schedule
are divided into, a.m shift, p.m shift, night shift, three Timetable, the
application beginning date is 1. As before instruction finish the

operation, the following window appear

5hift Timetable Naintenance

| Tirnetable Nare| On-duty Tme| Off-duy Tirme| Begning C/in|Ending CAn| Begining C/0ut| Ending C/Ou Color [ war &
2868 T e 2

an 2359 [ + Add ”  Post H ¥ Delate ‘

1300
_ o0 g 1 & 19:00 Timetable Hame | Might
L4 2000 06:00 18:00 20:00 0800 0700 = On Duty Time | 2000
Off Duty Time | 05:00
Late Timelhing]
Laave Ealy TiwelMins]
Beainning In | 19:00
Endng In | 20:00
Bearning Out | 0500
Ending Out 0700
Count as Werkday
Count as minutelminute]

[#]Must Con - [#] st C/0ut

¥ [ Chanos the Display Coor
| < >

Employee working hours schedule list:

Date shift | a.mshift p.mshift | Night shift | Have rest
1 A B C D
2 D A B C
3 C D A B
4 B C D A
5 A B C D
6 D A B C
7 C D A B
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From schedule list, the regular are fund, cycle of all employee work
hour is four day. so, A, B, C, D four shifts' s four day working hours are
divided into four shifts. Other shift follows the instruction.

4 Shift Management El@@

Shifts Shift Time Period

Name IBeginnmgDatleyclsNumiEyc\e fa 012346678 91011121374151617 18192021 22 224

[ [Empty &1/2011 4 [ Day 1 [Tl e

5 M a/1/2011 4 [ Day2[||||||\|\|\|\§m__

i [ | oo o) | | (][] ] [ .

Noimal 1411300 1w Doyd o | | (| || [ [ ] .

FM a0 4t Doys |y | | | | [ [ [ [[]]
o

& >

[ 420 [ o save | ®ede [ x Dot [+ adaTine]  x 0o

Time Range: Refers to show all employees schedule time which day
start, and which day end Timetable in the below rolling region.

2.2.7 Holidays Maintenances

In the legal holiday, according to the related laws and regulations the
employee will take the leave, the employee will be unable to Attendance
for this period, in usually situation, if employee has not checked record,
these employee will be regard as absent from work without an excuse by
the system, moreover also the employee holiday working overtime will
be unable to take effective in the computation, according to this kind of
situation properly set management system. Choose the Holiday List
sub-item under Maintenance/Options menu, opens the Holiday List

maintenance window, show as below:
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4 Holiday Maintenance

Holiday Marme Haoliday Time lHu:uIiu:Iay Length]
Fi

This interface is mainly divided into the Holiday List and tool
column option of the Holiday List maintenance. May add, delete,
and modify the Holiday List through maintenance tool column.

Add: Click "_* button, a blank which is used to add information

appears in the holiday list module. Input the Holiday Name, the

Holiday Time, and the Holiday Length into the corresponding
blank. Following figure:
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Holiday Tirme | Holiday Length|
1/1/2011 Day

Note: when input holiday time, the format you input is 01/01/11,
after input, the default format 1/1/2011.

After correctly input the information that wants to be added, click ”u

" button to save this information.

Delete: Click " = I” button to delete the holiday information which

does not need to use.
Edit: When need to adjust to the holiday time which has been added,

may click ”E” button, to edit holiday information. Then click ”M”

button to save the information which has been edited.
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After adding the holiday list, while assign employee shift, the system
cannot schedule these Timetable. Because assign employee shift record
does not exist, therefore, set holiday period, in the Time Attendance
report form, the system cannot count this period of time the Time
Attendance. If in holiday period had the employee to carry on the Time
Attendance registration, counted in the Time Attendance report form for

this employee freely working overtime
2.2.8 Leave Setting

It is possible that when employee encounters the serious problem and
needs to ask for leave, cause the different reason, asking for leave can be
automatic statistic in the system. This system provides with the leave
kind of maintenance function, click "Leaving Class" in down-drag

menu, following window pop up.

Establish Normal | eave Class

[ = o = a0
_ Leave Clags Mame:
Wacation Sick
Other
Statistical rule
Min. Lnit Round-off control
1o 2 (D Round down
= (& Found off
[Hou (] (D Round up
[ace. by times
Found at Acc.
Spmbal in repart B Courit to leave
w
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The system provides three kinds of ordinary default leave: Sick,
Vacation, Other, they can be deleted and edited. Click " *+ " button to
add the new common kind of leave.

Add: Click "* " button to add the new common kind. In the right side
module may define Leave Class Name, Statistical rule, and
performance way of this leaves in the report and whether counts for
asking for leave. After filling this blank, click """ button to save, or
click "®" button to abandon current operation.

While this process, the information which needs to add as follows:
Leave Class Name: A name which takes for this kind of leave.

Statistical rule: The certain rule in the Time Attendance report for
counting the leave.

The kind of leave statistics rule: Min-unit, Round off control, Acc. By
times, Round at Acc.

The min-unit is the smallest unit of measurement for leave. The
common unit is Workday, Hour, Minute; there are several kinds of units
of measurement in the working day. Shown as following figure.

‘Hour

“Wiarkda

The Round-off control refers to if the hour of the leaves is not integer

in the attendance report while we calculate Time Attendance record , in
order to get convenience in the computation of the Time Attendance
statistics, provides with one computing mode. Round up, round off,
Round down.
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Acc. by times refers to this leaves statistics way in the Time Attendance
report: The employee asks for leave in a period of time by the number of
times which asking for leave takes the computing mode. If chooses this
option, then the computation of the Time Attendance calculation does
not comply with min-unit and the round control in the statistical rule.
Shown as following figure

Establish Normal Leave Class E]
4 4 b Bl ok = S S X O
Sick 2% Leave Class Mane:
Wacation Other
Other
Statistical mle
bin. Lt Round-off contral

Symbol in report |5 Count o leave

Round at Acc is to accumulate all time of this project and converts it
into the corresponding statistical unit, then depending on the smallest
unit to setup the method for rounding off.

Symbol in report is the symbolic representation way of this leaves
appears in the report while print report.

Count to leave refers whether set this leaves for asks for leave.
Attention, if put tick in this option, then the date of asking for leave
which is newly added will statistic as the asking for leave in the this
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leave computation of Time Attendance report.

Deletion: Be allowed to delete a leaves. Selects a leave name which
needs to be deleted, click " =" button to delete it.

Edit: Edit leaves. Select the leave name which needs to edit, click "&"

button; modify the leave in the right side frame.
2.2.9 Attendance Rule

All attendance computation of statistical comply with attendance rule,

1. Select Maintenance/Options menu, click "Attendance rules" option,

and this window will popup:

Formulate attendance checking rule

Basic ééttings Caleulation | Statistic items || ‘wWeekend Set
Urit name| OUR COMPANY
Abbrsvistion | OUR COMPANY Shift expands two days

From |Monday | start a week ()15t day shift

a 2hd day shift
Fram |1 L] start a month Lem

The longest time 2one under .EED ﬂ ming
The shartest time zone exceed | 120 ﬂ mins

Least minutes of shift interval |2 ﬂ mirs
Olut State OT State
Olanore the state O lagriore the state
OAs Dut () 4s 0T diectly
(s Business Out
(i it (& At it
l " 0K ] l X Cancel l
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This interface consists of four pagination pages;

It is required to set the beginning day for each week or the beginning
date for each month. Some companies calculate their attendance record
from Sunday, and other from the 26th, after these setup, it is

convenience for calculation to select time.

If a shift expires 0:00, it should be defined which workday this shift
belong to.

How many minutes are the longest time zone no more than? How many

minutes is the shortest time zone no fewer than?

In order to determine attendance status, verify record correctly, grant
smart schedule demanded, so that the least minutes of shift is not litter
than few minute. Otherwise the system will determine record as invalid

E.g. an interval of five minute, there is valid record at 8:10, so, among
8:10 between 8:15 records are invalid, it is valid record only after 8:15.

Out state:
There are four methods to be selected to handle leaving status

Ignore the state: This status is ignored while attendance statistic to
handle.

As Out: This out status is signed Normal out.
As Business Out: This status is sided on business out.

Audit it: make verification for record by hand, examine employee
whether go out.

OT state
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The over time consist of, counting over time, not counting over time,

administrator allowing and count over time, three status
Ignore the state: attendance statistic does not count over time;

As OT directly: Over time does not need to be examined, count it

directly:

Audit it: Make to verification for record by hand, in order to examine

whether employees have over time

Examine operation (Audit it) is sub-item which attendance exception
require and record list other exception require.

2. Click Calculation pagination, calculation window appear, show as

below:
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Formulate attendance checking rule

Basic settingé | Caleulation | Statistic items | ‘wWeekend Set
One workday as 420 mins

Clack-naver |10 %] mine count as late
Clock-outover |5 %] mine count as early

it noclock in, count 55 |Late (| |B0 2| mins
[11f na clock out, count as | Early Leay v | &0 ﬂ ik
[J&s late exceed 100 3| minutss, count & absent.

[J&s early leave excesd 100 %] minutes, count as absent,

Interval of leaving count azs 0T ming.

oo

Thiz interval count a5 0T |60 2| Mins

[ The longest cver time after check-out Iﬂ’ Ming

[Jinterval of check-in count as 0T Iﬂ Minz

This irterval count as 0T m Minz

[1 The longest over time before check-in IEU—E—J Mins

[ The langest over time 120 3| Mins
l " 0K ] l x Cancel l

You need to set that the work hour account by minutes; this value should
be the same with on-duty hour, because statistics result correct depends
on this value.

In the step, how many minutes will be recorded as coming late after
expire on-duty time, how many minute will be recorded as leaving early
before near off-duty, the definition of time period must be the same with
time period of the maintenance setup, otherwise the statistics result is
Not correct.

For the clock-in record, how many minute means coming late of neglect
work, for the clock-out record, how many minute means leaving early or

neglect work.

M



ZKTime5.0 Attendance Management Software User Manual

If you’re coming late or leaving early is over to definite minutes, there
will be regard as absent work

Can set overtime which are how many minutes it exceeds clock-off time,
so this will be record overtime.

It can restrict the max. overtime(OT) hours and total OT hours before or
after the on-duty time.

3. Click Statistic Item pagination, and following window will pop up:

Formulate attendance checking rule
Basic éettihgé | Calculation | Statistic it'é.m's'[ ‘weekend Set

MHa C/ln on Leaving Post L
- Statistical rule

Mir. unit Round-off contral
m ) Riound down
Found off
wiorkda, ¥ ) Round up

[Clace. by times [ Group by time periods
Round at Acc.

Symbal in repart |G

| ok | [ % Cancal |

You can set statistical rules and symbols for employee leave on business,
coming late and leaving early, etc, on the pagination label.

Freely over time (FOT): Over time work is not registered in schedule,
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employee attendance is regard as freely overtime.

Note: The system default setup only qualify with attendance
situation which one day is divided into two Time Period, if one day
is divided into more than three parts for attendance, please select all
item and total them to ensure the accuracy of the calculation.

Group by time periods: This item will define whether attendance
record will be distributed into their corresponding shift Time Period.
E.g., select all items that are without clock-in item and group them, then
you will get the total of time without clock-in and clock-out item.

Acc. by times: Only count the times, how many times are to display
on the record list, No time record.

Round up: when the statistic data have point, the system will make after
point figure to carry upward as 1. For stance, the min unit is 1-work
hours, so that the calculation result of 1.1and 1.9-work hour will be

record 2-work hour.

Round off: If the left value which after point figure excess 5, the value

add 1, otherwise the left value is abandon
Round Down: Abandon the value No matter how many it is.

E.g. min unit is 1 work hour, so that the calculation result’s 1.1and 1.9

count as 1 work hours
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4. Click the Weekend Set tab and the tab page appears as below.

Formulate attendance checking rule

Basic §ettihg§ | Calculation || Statistic items || Weekend Set |
select the date as weekend

[ 5unday

[ Monday

[ Tuesday
['wednesday
[ Thursday
[ Friday

[ 5aturday

I:ls

W wieekend sumbolz in the reports

- ‘wieekend color in the reports

[ ok | [ %cance |

Set the date of weekend (for instance, the weekends of different
countries are different) and the weekend display symbols and color in

the reports according to actual requirements.
Attendance calculation

The Attendance calculation page is the most frequently used page. It
can calculate the attendance data under a specified clock in/out rule and

generate the attendance situation into a report for view and settlement.
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Time Range
Diep:[OUR COMPANY - Caculate
Fom [127 172011 <]
Nemes[AB =] To [ <] Report Export data | [~ Repont Designer
Soit
I Depatmer [~ UserNum. [~ Nams [~ Time [ Descend
Clack In/0ut Log Exceptions | Shift Exception | Misc Exception | Calculated iems  OTReports ] NoShitUseratt |
[ACNo. [No. [Name  [Date [Ondwy  [Ofiduy  [Clockin  |Clock Dut [Woik Time |Before DT [After 0T [NDays 0T [WeekEnd_OT|Hoiday_OT [Total 0T | Memn <
I 1 127372011 1300 0600 1926 7% 1200 0126 0126 0126 NDays 0T
[z 2 12/2/2011 1300 06:00 1926 0726 1200 01:26 0126 0126 NDays 0T
2 2 1232011 1300 0500 1926 0726 1200 0126 01:26 o126 NDays 0T
g ] 12/2/2011 1300 0600 1926 0726 1200 01:26 0126 0126 NDays_0T
[z 3 1232011 1300 06:00 1926 7% 1200 01:26 0126 0126 NDays 0T
[ ¢ 1 12172011 0830 1730 0726 1926 1200 01:56 0156 0156 NDays 0T
4 4 12272011 0830 1730 07:26 1328 1200 01:56 0156 0156 NDays 0T
[le 4 12/5/2011 0830 1730 0726 1926 1200 01:56 0156 0156 NDays_0T
e 4 1262011 0830 1730 0726 1926 1200 01:56 01:56 0156 NDays 0T
[ ¢ 1 12772011 0830 1730 0726 1926 120 0156 0156 0156 NDays 0T
4 4 12/8/2011 0830 1730 07:26 1328 1200 01:56 0156 0156 NDays 0T
[ls 5 127172011 0830 1730 0726 1926 1200 01:56 0156 0156 NDays_0T
i3 5 127272011 0830 1730 0726 1926 1200 0156 01:56 01:56 NDays 0T
[ls 5 12/572011 0830 1730 0726 1926 120 0156 0156 0156 NDays 0T
5 5 12/8/2011 0830 1730 07:26 1328 1200 01:56 0156 0156 NDays 0T
Ils 5 1272011 0830 1730 0726 1926 1200 01:56 0156 0156 NDays_0T
DEE - 12/8/2011 0830 1730 0726 1926 1200 0156 0156 0156 NDays 0T _|
. o]

The data fields in the attendance statistical report include Emp No.,
AC-No., No., Name, Schedule, Auto-Assign, Date, Timetable, On duty,
Off duty, Clock In, Clock Out, Normal, Real time, Late, Early, Absent,
OT Time, Work Time, Exception, Must C/In, Must C/Out, Department,
NDays, WeekEnd, Holiday, ATT Time, Ndays OT, WeekEnd OT, and
Holiday OT. To select more items, right-click the list and select
“Column” from the context menu. All available options appear and the

ticked off items are selected fields.

2.2.10 Database Option

The system adopts Microsoft ADO database interface, default single
Access2000 database, filename is att2000.mdb, and you can set up
database link according with real situation.

When system appear following error prompt, you need modify you
database link setup
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Attendance Management Progr: x|

Q Authentication Failed,

Connect Microsoft Access databases

1) Select "Maintenance/Options" menu, click Database Option
sub-item, the following window pop-up
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B Data Link Properties E|

| F'ru:uvider.fn Connection | &dvanced || All

Select the data you want bo connect to;

CLE DB Provider(s)
Microzaft 154k 1.1 OLE DB Prowvider
Microzoft Jet 4.0 OLE DB Provider

Microzaft OLE DB Prowvider for DTS Packages
Microzoft OLE DB Provider for Indexing 5 ervice
Micrazaft OLE DB Provider Far Internet Publizhing
Microzoft OLE DB Provider for ODEC Drivers
Microzaoft OLE DB Provider for Olap Services 8.0
Micrazaft OLE DB Provider for Oracle

Microzoft OLE DB Provider for SOL Server
Microzoft OLE DB Simple Provider

k5D ataShape

(LE DB Prowider for Microzoft Directary Services
SAL Server DTS Flat File OLE DB Provider

Ok || Cancel || Hep ]

Chose Provider pagination, then select Microsoft Jet 4.0 OLE dB
Provider;

2) Click "Next" button to enter next step, or click Connection
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pagination to enter following window:

B3 Data Link Properties

Pravider || Cannection [-.ﬂ-.dvanced [ Al

Specify the following to connect to Access data;

1. Select ar enter a databaze name:

JE:'xF'ru:ugram FilezhZ K. Timeh. Ohatt 2000 mdb ,_J

2. Enter information to log on to the databaze:

Ilzer name: ].-’-‘-.dmin

W Blank password [ Allow saving pazsword

Test Connectian

Ok || Cancel || Hep |

Click "---" button, select database filename.
A: For a single computer

118



ZKTime5.0 Attendance Management Software User Manual

Through the pop-up menu of File Manager, attach it in the attendance
database file. The default file path is
C:\ProgramFiles\ZK Time5.0\Att2000.mdb

Click “Test Connection” button, if the prompt inform you the
connection is successful, that means that the software have been create
link between databases, shown as following figure:

Microsoft Data Link gj

L]
\E) Test conneckion succeeded,

User may use the password to guarantee databases security, if you do
not want to input password, please remove tick from "Blank password",
put the tick in the password input box, click "OK" to enter next, Shown
as following figure

2. Enter infarmation ta log an ta the databasze:

|lzer name: ].-’-'-.dmin

v Blank paszgword [ Allow saving passward

B: For a Network

For instance, three Time Attendance systems are linked together, with
their computers labeled with Computerl, Computer2, and Computer 3
respectively and Computerl is the host. First, make the installation
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directory of the attendance system on Computerl to share with other
computer, and grant Computer2 and Computer3 to read-write and access
Computerl] is available. The Database link on Computer] is pointed to
the local Time Attendance database, and database link on Computer2
and Computer3 is pointed to the database on Computerl. Thus the three

machines are able to share data.
Link to SQL Server

If you want to use a network database, first you should establish the
Fingerprint Attendance System database on the database server. In the
installation directory of this Time Attendance system, you can find a file
with the name of sqlserver.sql, which is the SQL script for establishing
the Fingerprint Attendance System database on Microsoft SQL Server
7.0. If you are using other database server, please refer to this document
to establish the Fingerprint Attendance System database.

Provider Select Microsoft OLE DB Provider for SQL Server click
"Next" button or click "Connection" pagination to enter the following

window:
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5 Data Link Properties

| Prawider | Conrection | Advanced | Al

Specify the following to connect to SAL Server data;
1. Select or enter a zerver name:

LJ Refresh

2. Enter information to log on ta the zerver:
" ze Windows NT Integrated security

* |ze a specific user name and password:

Uzer name: ]

Pazsword: ]
[ Blark paszword | Allow saving pazsword

3 Select the databaze on the server:

| Ed

[ Attach a database file az a databasze name:

|

Test Connectian |

Ok || Cancel || Hep |

Defined Name of the server which store up the database severs
information and database you login. Click “OK” button to complete
setting
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2.2.11 System Option

Set system Monitor, Function Option, and mainly window display.

Regular

User can change the display mode and the style of some interfaces

depending on his/her favor a. Only need to put tick in front of item.
Monitor

Provide administrator with convenience to view Time Attendance record
or open the gate the condition in the first time. After the system connect
with the device, when through the device the user verification is
successful, its transaction will real-time transfer to software, and display

in the demon region of the software main interface.

System setup

Automatically monitar

v [

=81 Punidion Opfior Default device poling cycle [second] 5 : .
b Start Flease Setting Moritor Time Ranage
£ Dowrload Record(s) Keep the number of device record | 30000 first,
,",; Statusiof Record(:] Times of reconnection due ta Failure 1
25 Import Users) Data
“..dg@ Ewtend Function schivate monitor in designated time zone

the start-end of a time priod is divided by subtraction sign.the
many time priod is divided by semicolon.E.g
“E:00-9:00:11:00-14:00j£.

Download all log time

many time priod iz divided by semicolon .e.g .
i"8:00;3:00:14.00"

Synchronize the time for machine

[ v | [ Xcad |
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When program start up, activate the monitor: Start up all device this
program connect with, cyclically poll, if this option does not is selected,
after starting this program, the device is unable to cyclically polling the

monitor.

Default device polling cycle (second): While the device continually
and cyclically the monitoring, because all sorts of reasons can cause
some device disconnection temporarily , here be able to set a cyclical
second number while the device cyclically auto- inquire (generally
decide as 120).

Keep the number of device record: Total of device record, refers to the
user data record which each device download from, may input a general
number to deposit record in here, after surpasses over the definite value,
automatically clear user data record in device. For instance here set is
1200, when the recording number downloads to 1201, in the device user
recording number will be able the automatic cleared, the number to be
able to become 0.

Times of reconnection due to failure: Try connection again, the
number of times (generally to decide as 3), in order to restores the

normal; the device will automatically reconnect with in the situation.

Activate monitor in designated time zone: May define some the Time
Period to start the monitoring. If the polling is uninterruptedly, then the
entire monitoring network will bear very big load, so define a Time
Period to begin using the monitoring, like this can reduce the load for
the monitoring network. Attention writing format, for example:
06:00-22:00.
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Images taken into machine

U will be preserved after the attendance photos downloaded to the
software (download only the attendance by the photo, that is, after the U
pass in a folder of all the photos). Attendance blacklist photos (bad
folder of all the photos) can only be read after the U.

Import machine photographs: U session will be kept by the attendance
through the photos, download software to view.

U-Data: delete U intraday attendance through the preservation of the
photos.

Note: The software supports attendance cameras can use this
feature.

Synchronize the time for machine: May define time to complete the
computer synchronize up all devices which have been added. When this
time arrived, the auto-synchronize the entire device those connect with
the system, Attention writing format, for example: 10:00.

Function configuration
Time Attendance: The Time Attendance function is must select.

USB Manage: It is option, under Data menu, USB flash disk

management is available.

SMS Content Manage: Under the Data menu, SMS Content Manage is

available.

Access Control: Add the function of Access Control software, Time
Period and group setting and so on, in this software, when machine
mainly is used in Time Attendance field and it with Access Control the
function, may use this function. After selecting this option, Access
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Control the management menu will appears in the software main

"¥ " to show the detailed menu of Access Control

interface, single-click
management. For detailed setting, please see also "Access Control

Software Manual".

@ Attendance Management Program - [ Temp-Supervisor 12/27/2011] EEX

Data Atterdance Search/Print Mantenance/Optians Device management Help

8 O w5 =4..x|0O

Employees  AC Log

Repat

Device.

DelDevice | Connect  Disconnect | Exitsystem

@ Upload userinfo and FP

W ¢ brechinein

Time

Machine _|Event

& ACManage
Devies Name Status Machineo Commtype BaudRate 1P Address Fort Productane | UseCount 1A
Maintenance;/Options: 2 S Discornected 1 Serisl Pov/RS4Es 115200 M1
< N pe
£ Depattment it 4 Elbore Sy
. o 3 Disconnected 1 usB ¥
< >
2 Erployees
8 Dasbase Opion [ld [aeh [Mame __|sTime. [Machine [ Veiy bode ~
= [ED £ T2/27 /2T 100708 2 2 FP/PW/RFFACE
Emplyes Sehadlie 2 23 £ 1272772011 10.07:15 42 FP/PW/RF/FACE
23 ] 12/27/201 100718 4h 2 FP/PW/RFFACE
@ Mairtenance Tinetables [E £ 127277201 1007.20 A 2 FP/PW/RF/FACE
£ 12277201 10:07:22 802 FP/P/RF/FACE

Hone Photo

i

Hone Phato

19, [2] Connecting with device.pl 11:32:44 12.27
M 20 [2)5uccesd in comecting wi11:32:64 1227 | o

11:3256 AM

Write the card by the fingerprint machine: after this option is
selected, able to write the card and eliminate the card button under the
employee maintenance, after it connects with PC, the device is

available.

Support 9 digital: When software connects with the machine that
support 9 digital codes, put tick in this option, then this software will
support 9 digital codes.

Start

When start up window, starts up this program: Put tick in front of the
option, when next time windows will start this program will
automatically will start up.

When program starts, activate automatic monitor: Put a tick in the
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option, when next time windows will start this program will
automatically will connect to device that has been added

Download Record

Download all Logs/Download new Logs: Select any one option, when
anyone item is selected, press here to download record.

Show Progress when downloading logs: When downloads the data
from the device the downloading progress indicator strip appear.

Save To File after downloading logs: When chooses this item,
download the record at the same time save the data record to file which

has been assigned.

States of Record
System setup @
B Reqular
o o For TFT Machine, The Setting should b TFT Machi
Function O pti or achine,The Setling should be a5 same as achine's
IEl SltJ:nc on e For Other b achine you are not allowed to modify digital
4+ Download Recard(s]
[ Ctatus of B dlz] 1] = C/n A
25 Import Useils) Data i = C0ut
4P Ertend Function g : g:tBack
4 = OwerTime In
5 = OvwerTime Out
E i
7 = Open for Dut
a =
] = v
ad [ e | [ Dekis | [ eery
I ' OK l [ X Cancel ]

If the device connect with FTF screen machines, assign the meaning of
state to the number of symbols, here the setting information must be
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same with the definition of TFT screen machine (that is the definition of
the work code), otherwise the confusion record arise ;
If the device is connected to other machines, do not allow changes to the

n_n

number before

Import User Data

Set some parameters for Import of user data.
System setup @

B Regular

= Monitor

[Z) Function Option
B Stat

? Download Record(s) @ sk ) Overviite Crwiam
1 Status of Record|s)
g mport Lserls] Datal

-4 Extend Function

‘When Import File has the same AC Mo~

Import File Code

@anst Qurra

l " OE ] l annce\ ]

When there is a duplicate registration number, three choices of ways are
available: 1) Skip, 2) coverage, 3) warned.
Import file code: Set the encoding format to import user data files used

by.
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2.3 Handle Attendance

2.3.1 Employee Leaving on Business / Asking for Leave

When an employee business trip or ask for leave are unable to attend

Normal attendance, in order to ensure end statistic result is correct, it is

required that utilize the function to set. Click "Employee leaving on

business/Asking for leave" command on menu, the window is

following:
€ Employee |eaving on Business/Asking for Leave Setup QE]@
Time Range .
s W [ Design Report
i — From | B/ 1/2006
Hlams \ucy,Il\y,Ian,lulu,qlql,wave,eva,gj To | 510008 -
- : o 0O xX X
F® Other Sick Vacation Qu‘ery Add JatchDrelet:
_|ACNo. [Name ~ 0 1 2 3 4 5 B 7 8 9 10711 12 13 14 15 16 17 18 18 20 21 22 2324
H ERET 20 Y O e v
i) Ann
o Arna
I ebel
e Nana
HIER
N E
HENGET
|z weir
s jca
|5 [Dan
|7 Edisan
iz ke
:13 Lucas
Y5
iz b4
Feason
| Day View | List Wiew

The option page of Employee Leaving on Business/Asking for leave

may be divided into two pages that are the Day View and List View.

The situation of Employee Leaving on Business/Asking for leave is

able to be set in the Day View pagination.
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Department: Through this drag-down box user can examine and to
choose each department, the default department in the system is the

main corporation.

Employee: through this drag-down box user can examine and choose
the employee from each department, default employee by the system is
"Completely". When view the lot of record, may set option for employee
business trip employee/ ask for leave by a department.

Note: the employee is in "Completely" by default, be unable to add
the employee business trip /asking for leave.

Employee list: The employees selected from the Employee option box
are displayed in the employee list.

Leaves view: through the view all leaves name which exist this system
will be shown. Double-click name of leaves, may choose the color to
distinguish the leaves.

Time Range: Is same with the majority module in beginning and ending
time, all is used to determine some Time Period, provide user with

convenient to inquiry.

Report: Determined beginning and ending time, click this button to
produce the employee business trip /asking for leave data sheet which
display by the report.
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fio = M X

Business Leave/AfL List OUR COMPANY

201040411 = 20110512

[PEuksia [:atefsia [Timet eng[Aani [6-66

luey

1450011 20500 A6 1772017 TT=9700 21:54 [affair [esizir
182011 gl 2o 2350 [Afair Jattair
172011 VUL T Ab 125 patair [Atair
/2011 ST baEy 2358 [vacation _|way Day
522011 U TSR 2350 [vaation__|way Day

EERE] [ 7358 [vaeation _|May Day

carl

| EEE TEUTT TR0 T 3550 [vacation |May Day |
50202011 SRR 2358 vaeation  |May Day

53011 2358 |vaestion  [May Day

Edison 17

[saan [T TS0

| 2358 Naestion  |Ma Day
|5iz011 TZUTTTESSI0 ™ 5550 lvacation | May Day
[

fesasi R MM
Pinkr #
Pegaidl | < ¥

2350 [acalion  |May Day

Export: Export the related record of all asking for leave in period of
time into a folder by the text or the list, for detailed operation, please
sees also 3.7 to export the data.

Inquiry: This inquiry way is to demonstrate the record of all employees
asking for leave by the list in period of time, this function link with
"List" page label, when click this button, system will automatically jump
to the page label, display the record of asking for leave by list. Shown as
follow
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€ Employee Leaving on Business/Asking for Leave Setup

Time Range
Dep:| OUR COMPANY - FReport [ Design Report
From | 10/11/2010 &
Hame: | <4l T Te snaen v
" D X X
Query  Add = 3atchDelet

Mame AC-MNo Start Time End Time |Leave EIassIF\eson -
P lucy 1 11-01-05 02:08 11-01-05 2359 Atair| Affair
i lucy 1 11-01-06 00:00 11-01-06 2353 Affair Affair
: lucy 1 11-071-07 00:00 11-M-07 11:25 Aftair | Affir

lucy 1 11-05-01 00:00 11-05-01 2353 Wacation May Day
_|lucy 1 11-05-02 00:00 11-0502 23539 Wacation May Day

lucy 1 11-05-03 00:00 11-05-03 2353 Wacation bay Dap
| can 15 11-05-01 00:00 11-0501 2353 Wacation May Day
: Carl 5 11-08-02 00:00 11-05-02 23:59 Wacation May Day

Carl 15 11-05-03 00:00 11-05-03 2353 Wacation hay Day
| Edison 17 11-05-01 00:00 11-0501 2353 Wacation May Day
: Edizon 17 11-08-02 00:00 11-05-02 23:59 Wacation May Day
| |Edison 17 11-05-03 00:00 11-05-03 2353 Wacation May Day

Pinky 21 11-05-01 00:00 11-0501 2353 Wacation May Day
il Pinky al 11-05-02 00:00 11-05-02 2353 Wacation bay Dap
I Pinky 21 11-05-03 00:00 11-0503 2353 Wacation May Day
:Ann El 11-05-11 05:.00 11-0511 2369 Sick Sick. =

< >
Day View| List View

Add: Add a record of business trip/ asking for leaves for an employee,

there are two methods to add leaving on business or asking leave

1) One way: After selecting departments, employee and date/time,
left-click on the box of Select Set Asking-for-leave Time, and hold, drag
to draw a time period bar, and then loosen the left button of the mouse,

and the following dialog box of Select Leave Types will pop:
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€ Add the Item of Leaving on Busin

10 lucy ]

~Time Range
From | 1/ 522011 % [0z05 =]
To | 17 722011 || [11:25 =]

Fleaze choose the leave type:
| Aafair v

Reazon
| Aftair

| ok || % cancel |

Choose leave type as Affair from the selected style box, type reason in
the cause box, or not to do, click "OK" button to save adding leave,
click "Cancel" button to cancel all action, after, the window is
following.

132



ZKTime5.0 Attendance Management Software User Manual

€ Employee Leaving on Business/Asking for Leave Setup B[E”z]

Time Range: - .
Diep. |OUR COMPANY = k [IDesign Repot

From | 1/ 5/2011

e i = e v

<

\ ]
[l Affsii Sick Wacstion Query Edt  Delete JatchDelet
01 2 3 45 6 7 8 3 1011 1213 14 15 16 17 18 13 20 21 22 2324

H D-05wed | | [ ) = o - )
e e e e e
maF o : 0 O I
0108 5at | | | | |
01-035un | | | | | |
IR N A v o o

Reason: | Affai

| Day View lLlstV|ew

0O
2) Another Way : Click “_## I button from tools column, determine

Time Range, choose the leave type, and input Reason in the reason box,
click "OK" button to save, or click "Cancel" button to abandon the

operation, the pop-up window is following:
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€ Add the ltem of Leaving on Busin... @

1 [ lucy ] 21 [Pinky ). 15[ Carl ), 17 [ Edizon ]

~Time Range
From | 5/ 1/20011 s | 00:00 ==~
Ta | B/ 342011 s 2359 —=—

Pleaze choose the leave tope;

' W acation

£l

Reason

_May Cray

| oK || X cancel |

Edit: You can edit one asking —for leave time period on the window.

Method one: You may move the cursor of the mouse to one end of the
asking-for-leave time bar, and when the cursor changes to "'+ ",
right-click and hold, drag the mouse to edit asking-for-leave time, or
move the cursor to the asking-for-leave bar, and when the cursor
changes to"#*", click left key of mouse, hold and drag to move the
asking-for-leave time as a whole.

Method two: If you want to modify accurate time, and when the cursor

changes to**, double-left-click or click "Ed" button on the setup window.

The following dialog box will appear.
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€ Add the Item of Leaving on Busin... [E|

17 [ Edizon |

Time Range
From @ 54 220011 s |00:00 =
Ta | 54 2/2011  [88) | 2359 =

Pleaze chooze the leave type:

| "
|V acation w

Reazon
[ May Day

..................

Choose the date, time, leave style, then type into asking leave reason,
click "OK" button to save setup , click "Cancel" button to cancel the

action. After saving, the window appears as before way

x
Delete: If you want to delete one item setup, e.g. just Click" ve==" button

asking-for-leave will be deleted, Shown as following figure.
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Attendance Management Program

b ] [5/z2fz011] - [5/2/2011 11:59:00 Pr]
o “acation
May Day

Do wou wank ko delete this item?

Click "Yes" button to delete this item, or click "No" button to abandon
the action; or you can left-click on the "Asking-for-leave" bar, which

wants to cancel, then click "Del" key on the keyboard to delete.

Batch deletion: Delete the leave records of employees in batches. Click
this button, and the system displays a dialog box about the time range of
batch deletion. Select a time range for batch deletion, and click “OK.”

button.

When you add leaving on business time period, and if this time period

overlap exited time period, the following caution box will appear

Attendance Management Program

@ You can't addimadify this item of Asking For Leaving/Leaving on Business:

Mew Time Period will overlap with existing time of Asking for Leavel/Leaving on Business!

Click "OK" button, the operation is invalid.
After setting, the added asking for leave/ business trip is invalid
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currently. After you add the record of business trip/asking for leave
successfully, then the shift detailed situation will belong to the
exceptional case in the Time Attendance report, the situation of business
trip /asking for leave will display in other unusual situations, default
business trip/asking for leave take effective, system can directly
compute the Time Attendance record , be allowed to business trip and
asking for leave in here the verification, verifies for invalid, then does
not count in the report has verified for is invalid the time which business
trip/asks for leave.

2.3.2 Handle Employee’s Forgetting to Clock In/Out

Handle Employee’s Forgetting to Clock In

If one employee forgets to check in due for some cause, this function of
Forgetting to Clock In can be used to add a clock-in record. Click
"Forgetting to Clock In/Out" under the menu of Attendance, and the
following dialog box will pop-up:

Forgot Clock-infout [g]
Department: Employee: v X
. ‘when part or all of employee from one
i OUR COMPANY AL No. Hame department forgot Clock-indout with reasons,
¥ FAE employee's clock-in/clock-out time can be
¥2 Finacial added, and the changes can be searched
2 Human Resources by using <Modify Log: from Employes
iRy ih Abel Attendance Records Search Module.
£l Maintenance Press Cil to select multi- rows
¥2 Management
i Sales : :
State:| Cln v
Add record time:
day . EEEREE v 18:30 ==
Machine Num |1
B
| s D | [ X Cise |
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You first select department and employee, and choose the record style
you add, Set record the date and time, click "Add" button to add a new
clock-in record

When a new record has been added, the "Add" button becomes gray and
invalid. But it will become bright and valid again after the employee has
been changed to another one, or the clock-out time has been changed.

Click the close button “%“ to close this dialog box and return to the

main menu.

There are many select statuses of not only clock-in and clock-out, but
also other option in select box. The type of choice box is allowed to
choose the condition that not only has clocking in and clocking out, but
also includes other options, if had to operate other types only to need to
choose the different type , other types step of operation and handle the
employee forget checking the sequence of operation to be same,
interface as follows:

Forgot Clock-infout @
Departrent: Employee: Vv X

‘when part or all of employees from one

i OUR COMPANY AC No. Name department forgot Clock-indout with reasons,
i1 FAE employee's clock-in/clock-out time can be
£ Finacial added, and the changes can be searched

. by uzing <Modify Log: from Employes
i Hul.-nan Resauices 1l Abel Attendance Records Search Module.
£ Maintenance Press Crl to select multi- rovws
{2 Management
£ Sales

OvwerTime Out

Open for Out
< s Dot | [ X s |
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If need to handle all employees to forget clocking-in, click Select All

button " ¥ ", shown as following figure:

Forgot Clock-infout

Depattment:

Employee:Select ALE—()(X

¥ OUR COMPANY
1 FAE
¥ Finacial
¥ Human Resources
i Maintenance
¥ Management
& Sales

%

Unselect all

‘When part or all of employee from one
department forgat Clock-indout with reasons,
employee's clock-in/clock-out time can be
added, and the changes can be searched
by using <Modify Log: from Employes
Altendance Recods Search Module.

Press Chil to select multi- raws

State:| C/ln |

Add record time:

aday . August v.18:30 |

Machine Hum |1

e

Press Unselect button

condition before clicks Select All with mouse. If there are lot of
employee, this module has provided with the function to inquiry to the
employee, the operating procedure is in the employee view directly

input employee's register number, the name, the name Pinyin as well as

Hx [13

, the cursor to return to the previous

the name Pinyin first letter, press the "Enter" key or left click ”-”

with the mouse. If want to inquiry employee named Simon, with name

Pinyin first letter method inquiry, shown as following figure:
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Forgot Clock-infout @
Department: Employee; W X
. When part or all of employee from one
{2 OUR COMPANY ‘AC No ]Name i departrent forgot Clack-indout with reasons,
& FAE q AR employes’s clock-in/clock-out time can be
3 Finacial A added, and the changes can be searched
g Hiiian Resouites > by uzing <Modify Logs from Emploves
3 11 Abel Attendance Records Search Module
E Maintenance Press Chl to select multi- rows
1 Management
¥ Sales . -
- State:| C/n v |
Add record time:

day . August |v|1830 =

Machine Mum |1

< 5 [ 4 pdd ] [ X Close |

Operation Successful

The goal which after press the enter key or the left key click on inquiry

symbol "-” appears must search.

Handle Employee’s Forgetting to Clock Out

If one employee forgets to clock- out due to some special reasons, this
function of handle employee forgetting to clock-out can be used to add a
clock-out record, the operation process is the same with operation of to
employee forgetting to clock-in. See up part.

2.3.3 Coming Late /Leaving Early Collectively

1. Coming late collectively

If part or the entire employees of one department come late, this
function can be used to modify employee clock-in time, click "Coming
late collectively" on the down drag of Attendance menu, and the
following dialog box will pop up:
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Handle Coming | ate/l eaving Early collectively @

Department: Employee; W X
¥ OUR COMPANY ‘When part or all of employes fram one:
department come late or leave early with
i FAE : reazans, emplopee's clock-indclock-out
£ Finacial lime can be changed, and the changes

can be searched by using <Modify Logs

& Human Resources
fram Employee Attendance Fecaords

i Maintenance

3 Management (%) Caming late (O Leaving early

i Sales Meqlect Clock-in recard
From [nday , B | B0000
To | Morday . Auclw)| %4500/

Clock.in time after modificatiory

w8000 Ak=

v

< 5 [ ' OK ] [xCancell .

In the department option, select the department to which the employee
who come late collectively belong and then click the employee of your
choice in the employee option box, if you want to choose employee
more than one, you can click the mouse while press "Ctrl" key. Click
Select All button “* “ to select all employees, click unselect all button
“¥® “ to call off all selected employee.

Selected style consists of "Coming late" or "Leaving early", when you
select, only lift-click on item you select.

Neglect clock-in record means to neglect selected employee all
clock-in record during the time period is defined by the From time box
and the To time box.

Clock-in time after modification means the time of the clock-in

records to be adds in.

Click "OK" button to delete all neglect clock-in records or add clock-in

record after modification, and to return the main menu.
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Click "Cancel" to abandon this action and return main menu.
2. Leaving early collectively

If part or all of the employee of one department leaving early with
reason , this function can be used to modify employee clock-out time,
the operation process is the same with to handle coming late

collectively , it is only to select leaving early collectively.
2.4 Search/ Print
2.4.1 Attendance Record

This module is used to inquiry all employee attendance record which is
downloads from the device, the computation of all attendance statistical

bases on this record.

Click "Attendance Record" sub-item on the main window of
"Search/Print” and the following window will pop up
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4 Search Employee’s Attendance Checking Record E‘@E}

Condition
- | (1) lfyouwant add, edi o checking's original recards, pl
Do OUR COMPANY & e fonel s o UF cigelline 6 ook /ot Coiiney Lale L saving E
Mame: | <Al B Collectively'”, or"Handle Attendance Checking Records In Advance".
Time Rlange b e
From [10M1/2010 || (0000 = CloesnRepst G, status [@Suppott simple cak:
To | sna20n v 2359 - B Mooy [“IDisplay Workcods [ Display Mull Records
= [IDigkay Image [ Oy Display Ml

Primary Logs | Simple Cale

¥ —

1. Search
1)only search attendance record

Department: Display all departments in this unit.

Employee: Display all employees in this unit; through drag-down box

choice needs to inquire sub-item.
Time Range: Determine time scope that needs to inquire.

Search: Choose the department, employee, and determine the time
range, then single-click "Search" button, the result in lower part the
window to show the employee's of your choice attendance record in
period of time will display in result box in low side of windows.
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4 Search Employee's Attendance Checking Record
Condition
[ooRcoweany =] 1) IFyou want add, edit aftendance checking's original records, please use
B & Advanced Expoit Q the functions of "Forgetting to clock infowt”, "Coming Late/Leaving Early
Name: | <Alb =] Collectively", or "Handle Altendance Checking Flecards In Advance”.
; chi
Time Range: St In Out
Fon 10712010 1000 CI0m A2 oy st Clsioon s i
To | 31972011 w2359 B Export Moy L [Display workeods
‘ i l [ s ‘ [Diplay Image
f vt Lo . _ . . —
Department 1 Name | No. |Dal=fT\m= | Location D | 1D Number |VanFyE¢ -~
H|OUR COMPANY lucy 1 7/22/2011 31358 PM 1 Passwor
_|OUR COMPANY lucy 1 7/22/2011 31410PM 1 Passwor
_|OUR COMPANY lucy 1 7/22/2011 314:26PM 1 Passwor
__|DUR COMPANY lucy 1 7/22/2011 31427 PM 1 Passwor
_|DUR COMPANY lucy i 7/22/2011 314:32PM 1 Passiwor
_|OUR COMPANY lucy 1 7/22/2011 31437 PM 1 Passwol
_|OUR COMPANY lucy 1 2202071 31441 P 1 Passyor
__|{OUR COMPANY lucy 1 7/22/2M1 31455 PM 1 Passwor
__|DUR COMPANY lucy 1 7/22/2011 32334 PM 1 Passwor
_|DUR COMPANY lucy 1 7/22/2011 32336 PH 1 Passwor
_|DUR COMPANY lucy 1 /2202001 412,40PM 1 P st
_|[OUR COMPANY lucy 1 T/22/2M71 41241 PM 1 Passynr
_|OUR COMPANY lucy 1 7/22/2011 41262PM 1 Passwor
__|OUR COMPANY lucy 1 7/22/2011 41454 PM 1 Pasgwol
_|OUR COMPANY lucy 1 7422420171 £1459PM 1 Passwor
_|OUR COMPANY lucy 1 7/22/2011 415:02PM 1 Passwor
_[DUR COMPANY lucy 1 7/22/2011 41504 PM 1 Passwor
v
< >
£l

List has the department name, Name, No., Data/Time, Location ID, ID
Number etc eight fields. The user also may choose the attendance statue,
and the working code.

Display Statue: The attendance statue will display in list. "Clock —in/out

so on"

In order to distinguish the clocking in and clocking out, this module give
clocking-in and clocking-out with the different displaying color

Note: When device does not have the condition key, then attendance
condition completely display as clock-in.

If needs to revise the displaying color for the clocking —in and the
clocking out record , with the mouse single-click left-key on the color
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code block, pop up choice box of the color, choose the properly color,

save it .
Display Work code: Display work code in this row.

Note: The work code is a symbol to differentiate the employee
different classes of working; only the device has the work code
function the machine (need to custom-made) only able to
demonstrate the corresponding symbol.

Support simple calc: After selecting a interface, be allowed to see that
some software simply class process the original record in this interface,
completely show employee's record by the day

€ Search Employee’s Attendance Checking Record Q@E|
Conditiory
[ovrcomeany « %) If pou want add, edit attendance checking's original records. please use:
Dep. |DUR COMPANY & Advanced Export Q the functions of "Forgetting to clack infout”, "Coming Late/Leaving Eary
Mame: <Al | Callectivel”. or "Handle Attendance Checking Records In Advance'!
0 =] Design Report .
From | 104112010~ |00:00 - [ Preview [ Design Repor [ Display Status [F]Suppot simple cale
To | 8/19/2011 || |2359 = I Expott ' [ Moty Log I [] Display Werkeode [“] Display Null Records
= = [CIDiplay Image ]y Display Hul

Primary Logs | Simple Cale

AC-No Mame |Depanmem ‘Date |Time -~
o 1 lucy OUR COMPANY 14172011
1 lucy OUR COMPANY 1/10/2011
i 1 lucy OUR COMPANY 1112201
L] L OUR COMPANY 12220
1 ey OUR COMPANY 1132
B 1 lucy OUR COMPANY 141422011
N 1 lucy DOUR COMPANY 1/15/2011
1 luey OUR COMPANY 11162011
i 1 lucy OUR COMPANY 11720
] 1 hucy OUR COMPANY 1Me201
1 lucy OUR COMPANY 11192011
B 1 licy OUR COMPANY 1727201
0 1 lucy OUR COMPANY 142042011
1 lucy OUR COMPANY 142142011
] 1 luey OUR COMPANY 1/22/201
| 1 lucy OUR COMPANY 172322011
o 1 ey OUR COMPANY 1/24/22011
<

2) Attendance for photo
If the software features is designed to support for attendance photos

function, when search employee attendance checking records,
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employee’s the attendance photos is available to see at the same time in

View the attendance records interface
4 Search Employee’s Attendance Checking Record

Condition
OUR COMPANY = (T} Ifyou want add, edit sttendancs checking’s ariginal records, please use
Dec | & Advanced Expart Q the functions of "Forgetting to clock in/out”, "Coming Late/Leaving Ealy
Name: | <Al ~] Collectively”, o “Handle Aftendance Checking Records In Advance”

: B Search

Time Range 5 In Out
- i Design Report

Fiom |10/11/2010  ~ [0000 = [ Preview N REPOt el Status (It tmpie .

To | 91972011 ~ 2353 = [¥] Display Warkcade [“] Display Null Records
[ Beoot [ oot ] [IDipiayImage (] 0y Display Nl

Primary Logs | Simple Cale

Depaitment [Name  [Wo. | Dale/Time |Ststus  |Location 1D [ 1D Number |Warkeode |VerifuCode |CardNo 4|
__|OUR COMPAN lucy 1 7/22/2011 31358PM C/n 1 0 Password
_|0UR COMPAN lucy 1 7/22/2011 B1410PM CAn 1 0 Password
_|ouR COMPAN lucy 1 7/22/2011 31426PM CAn L . Password

[OUR COMPAN lucy 1 T/22/2011 31427PM  Cln ! Paseword
"~ |pUR COMPAN luey 1 7/22/2011 21432PM  CAn Password
H|OUR COMPAN lucy 1 7/22/2011 %14:37 PM i Passpord

[OUR COMPAN lucy 1 7/22/2011 31441PM CAn | J Password
" |ouR coMPAN lucy 1 7/22/2011 314:55PM f Password
" |ouR COMPAN lucy 1 7/22/2011 32334 PM Password
|OUR COMPAN hucy 1 7/22/2011 32336 PM Password

OUR COMPAN lucy 1 7/22/2011 41240 PM Password
| DU COMPAN luey 1 7/22/2011 41241 PM Password
_|oUR COMPAN lucy 1 7/22/2011 41252 PM Password

[OUR COMPAN lucy 1 7/22/2011 414:54 PM Password
" |oUR COMPAN lucy 1 7/22/2011 4:14:53FM Password
|0UR COMPAN lucy 1 7/22/2011 41502 PM Password
_|0UR COMPAN lucy 1 7/22/2011 4:15.04 PM Password

v
I

-~

>

If the options Display Images is taken by tick in the Application List
click on an attendance record, if there is a the corresponding attendance
photos, the system will be displayed.

2. Preview and print

The module provide user with convenience to view the time
&attendance report, print, save and so on. Operation step as following

Click "Preview" button to preview report in user’s favor, shown as
following:

(1) Attendence Records (4 Columns)
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(QUR COMPANY)

Attandence Records(4 Columns)

20101041 — 20110818
Department OUR COMPanY 71221201 5 DepartmeniOUR COMPANY 8192011
lucytl) < libyi2)

Fr12i3011 31558 56 [Fraa2011 31402

I ERERT] 56 722011 31403

712212011 3:14:26 il 71222011 3:14:13) 3

TN 30T 712212011 5 4004 EEFERERL] (62272011 70518

72201 314332 72512011 316:45 7222011 3:14:28 [Brz2r3011 7.05.38

72202011 3114:37 7i26/32011 31712 72202011 3:14:35

72202011 3:14:41 [7126/2011 3.50:29 TR202011 114:43

30 HETE R RE] FRINT 31453
R [ cin_| [izsimorss41s 02320
231301 HEE RN 2301
2aram iz5i2017 65320 PR

Fiz5i2011 65328 Pz

712612011 6:53:43 71221201

71261201 47 71227201

ZEF]
H2zrzm

43715 | Out Back|

Attandence Records {QUR COMPANY)
2010-10-11 - 2011-09-19
Department OUR GOMPANY ey 1
X Gin 3 12212011 31437 Ciln
can 1222011
ciln 12212011
Gl 12212011
K 12212011 »
.2 Qut Back] 12212011 m12 Out Back|
7 0ut Back] 12212011
2E CiOut 12011
48 Ci0ul 212011 4.
1 Out 12312011
Ciout 2212011 440
can 2212011 456
Ciln 2212011 5:40:0¢
Ciln 2512011 4:00:
[ 2512011 6.53.2€
cin 2612019 315:2€
Ciln 1972011 1:4%:
CAn_ [81R222011 T
ciout 10 ]
Deparment OUR COMPANT lily. 2

71222011 31402 CAn_[7/22/2011 31405 CAn_[7/2220113 1412 CAn_[7122/2011 31414 Ciin_]|
T2 17435 Cln_[1220201 3143 Ofin_[7222011 314 %% __CAn 112272019 31457 _Gin_|
rﬂZZJ'ZUHIJ 2337 _in_I7122/011 £15.20 Cn_ 1772202011 41535 Oul BacklT/2212011 4;15:4C Out Back| .

e |4

For printing report, only need to left click on the Printing button “&h“ in
report left side.

3. Export
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(Please refer to appendices 3.6 Export Data)
4. High-level exports

This function is equipped with exporting data that has the strictly
requirement, here will be allowed to export attendance record depending
on the user setting. For detailed operation please see appendix 3.7
Advanced Export.

5. Modify Log

If the use has revised the original Time Attendance record, the system
provides a convenient way to inquiry the Time Attendance record which
has been revised, and reverses the disoperation.

Click "Modify Log" button, enter "Record changing Logs" window,
shown as following interface:

4 Record changing logs
Condiiars

T — - The appended, modifed, deleted records can be
e Bcach Q seached. find you can select the missing operated
Name | <Alb = Xt records and restore them[Press Cil ey can
ruliply select records)
Time Range &
From | 102112010 w[[0000 = | [Desian Report
To| anaoot v|[zam - T p—

H
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1) Search

The search method and to search the record of user’s attendance is

similar.

After choosing the department, the employee, determined the

Time Range, single-click "Search" button, the result in lower part the
window to show the employee of your choice the modified attendance

record in period of time will display in result box in low side of

windows.

4 Record changing logs

Conditior

[uRCoWPANY =] - The appended, madified, deleted records can be
BT B seached And you can selsc! the missing operated
e TR =] i 1ecords and restore them(Press Ctil key car
- mltiply selsct records).
From 1041172010 & | 0000 == [CJDesign Report
To| 8192011« | 2353 -4 I B2 Export ] [ cu Restore records ] AN c/out
|Depl ‘Name ‘AE-NO Clock 140 Time |Type ‘Add |Mod|f|ed‘ Deletedl Fieason Operatar ”~
B|FAE Anna 10 8/8/2011 3047 PM CAn >4 O O Forgat Clack-in/aut Temp-Supervisor
FAE Aona 10 8/22/201 3047 PM | CAn v O O Forgot Clock-in/out Temp-Supervisor
FAE Ann 9 8/22/2011 B:30:47 PM [ CAn =g [m] O Forgot Clock-n/out Temp-Supervisar

2) Preview

The content of list to preview and print is available. Click "Preview"

button to view the report style, shown as following:
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History Record of Attendance Log ol

2010:10-11 -+ 2011091
Dept Hame  ACHo  Clock /0 Time Type. Operator Date ModifiedType Reason

FAE Anna AL B2011 BINATPM Gl Temp-Bupenis. WZ2Z011 65112PM  DADY Forgot Clock-injout

FAE Anna 10 82272011 63047 PM Tiin Temp-Superis 8222011 §48:50 P DADG Foraot Clock-infaut

FAE ann a 232011 BI04T M i Temp-Supenis BZ2011 54846 FM BAOG Forgol Clackinfaut

w4

3) Export

Single-click "Export" button, may search result to export file, the
operating procedure and the attendance record to export are completely
same.

4) Restore records

Some times, as a result of the disoperation or the actual situation change,
user has to abolish modified to the Time Attendance record, by now
through function to restore record the to realize. Only select the record
list which must be restored, single-click the restore record to completes,
then inquire it again, may get this record of attendance

2.4.2 Current Employee’ s On—Duty Status

Click Current Employee’s On-Duty Status sub-item, under
Search/Print menu. The following window wills popup:
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£ Search Current Employee’s On-duty Status E]@@

[ OLIF COMPARNY & Query
Time: | 842372011 ~||omee = (& Frevien | I Design Report

On duty
o« al " Onduty Mot on duty . Close Mat on duty
Department AC Mo, iName |Lasl Clock-in‘out Time ]

After select Department and Time, click “Query” button, check the
result, show as below:
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€ Search Current Employee's On-duty Status E@@

Dept: |OUR COMPANY =] 5B Quen
Time: | 842372011 B [@&, Preview | T Desion Report
On duty 4
oAl O duty  Mat on duty ‘ ﬁ Close i Mot on duty 18
Department AC No, |Name ILast Clock-infout Time | |
1 lucy
OUR COMPANY 2 .\ily 8/23/2011 53416 AM
OUR COMPANY & lan 8/23/2011 3:3417 AM
OUR COMPANY 4 Il 8/23/2011 3:3419.4M
OUR COMPANY 15 gigi (BA23/2017 3:34:22 AM
OUR COMPANY E | wave
OUR COMPANY 7 eve
OUR COMPANY 3 gigi
FAE E] A T
FAE 10 Anna
FAE 11 Abel
Maintenance 18 Mana
Maintenance 14 ivi
Maintenance 20 win
Maintenance 21 Pinky
Maintenance 22 weir
Hurman Resouces 15 Carl
Hurman Resounces 16 Dan
.

Click “Preview” button, preview the style of report, show as below:

wiaw:

tom He AR X

Employee current on duty _ “"**™" st

AC Ho. Maine Last Clock.inout_ Current AC No. HName Last Clockinout_Current
Departmert:  OLR COMPANY
1 luzy a Hoton
ity IR 93416 Onouy
lan 2232011 83417 Onouly
iy 29201183419 Onduty
alal W232011 93422 Onaduty
W Holon
Hoton
ot on
HNeton dutd

Department:

Hoton

Noton

Holon
Subtotal'3 AUt ot on dutd

Noton
oy

Preview the report, on this window, user can print and save file, etc.
Click print button “&#* on the leftward of the top tool bar, can print
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report.

2.4.3 Attendance Calculating and Reports

In attendance management, we usually need to search attendance

calculation and to print various attendance records.

Through the Attendance Calculating and Reports, to search and modify
attendance exception and record list is available; there are four operation
windows which are Clock Inz/Out Log Exceptions, Shift Exception,
Misc Exception and Calculated Items.

Click exception search on the main window, or exception search

sub-item under "Search/print" and the following window will appear

Select department firstly, choose the employee who is your choice,
determine beginning/ending time, click "Search" button to view the
statistical record of time & attendance

A) View the department through drag-down box

Dep.:|DUR COMPANY -]

M ame;

FAE
Finacial

Human Rezources

M aintenance

M anagement v

B) Select employee

There are two way to select employee, one way is to select employee
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through drag-down box, if you need to search a lot of employees at same
time, you can put tick in front of employee of your choice, show as

below:

Dep.: | OUR COMPANY

R
M ame: ]<-‘3‘-”> j
£

| <Al
LT ey
v 21 iy
w31 lan

vl 1 uly =
A m——

_ Bl wave

L |71 eve

|81 qiqi

L 191 Ann oot

Another way is to search employee by enrolling number, name, click

" " button to search, show as below:

& Attendance calculation

. Tiea Flarge
Den: [OUR Cageance ~| e Calculate
h_—’ Fiom [1071172010 =] mi#
Marec il | o [T 3] E i Eatiin | T Repot Desgnec
= Soit
I Depainer [~ Userflim [~ Nawo [~ Tine [ Descend
Clock | E piicn | Calculated deme |
[icHo_Ho Nawe  [Ststtwe  [Endine [Depatnent [Evcepion [Audied |01 mudled Tine long [Vaid tms [Date
:} I I [ I [oepamers [Encepion [0 suded T kg | I @
@ Cceiie
Audt encaplions
= Restore
o Cancal 80T
" Piomole allFiea 0T
= Court o QUT 1o BOUT
 Cancel o BOUT
o Invadle selected
@ Append Clock In/0ut Log
< s
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C) Determine the Time Range, show as below:

Time Range

Fom |10A1/20010 =
to [ ooz =] | —=feest |

Sun Mon Tue Wed Thu Fri Sat
L 2 3
4 5 B F 8 89 10
11 12 13 14 15 18 17
19 4B 20 21 22 23 A
2hO2E 27 28 29 30

Calculate

=5 Today: 842342011

D) After selecting, click “Calculate” button, the record of attendance is

available.
Shift Exception

The Shift Exception mainly view coming lately, leaves early, the absent
no cause and the working overtime, working on/off hour and
Clock-in/clock —out time, may relaxed carry on the computation of each
month statistical, checkup and calculates whether has error. And handle
employee business trip / forgetting the clocking out in this page setting,
Shift Exception shown as following interface:

155



ZKTime5.0 Attendance Management Software User Manual

4 Attendance calculation =3
Time Fange
Den:[OUR COMPANY - Calcuiate
From [127 172011 =
e[ =] i R Report Esportdta | [~ Repot Designer
Sort
I~ Deparimer |~ Userbum [~ Name [~ Time [~ Descend

Clock In/0ut Log Exceplions  Shift Exception \ Misc Exceplion | Caleulated items | OTRepor | NoShitUiseréit |

Erpls. _[ACNo [No [Name [AutoAssign]Date Timetable __[On duy_|Off duly [ ClockIn__[Clock Out_[Noml [Asaltine_[Lale Faby -]
M ‘1 ‘ ‘1 ‘ ‘12/1/2m\ ‘Dayl\me ‘naan ‘173[1 ‘m % ‘ ‘1 ‘1 ! ‘ i @ Corce cor,
Wl 1 1 1212001 rnightime 1300 0600 1926 1 1 w026 @ ferby cicenion..
W[l 1 1 120212011 Daptime B30 1730 0725 T @ Fiberbutinetse..
Wi 1 1 12022011 nightime 1800 0800 1826 o251 1 o025 © Hanisrence AL
W 1 1 1232001 nightme 1300 0900 1326 o7z 1 1 002 BT
L 1 1 124201 nightine 1900 0800 182 ] 0% Fte

i 1 1 125572011 Dagtme 0830 1730 0726 T
Wil 1 1 12/5/201 nightime 1900 0800 1326 i i 026

1 1 1 126201 Datime B30 1730 076 1802 1 1
W 1 1 12/6/2011 nightie 1800 0800 1326 — 0026
Wl 1 1 1277/ Dapime 0830 1730 0728 A
N[ 1 1 1200 nightime 1900 0600 192 ] 0%
N 1 1 128201 Dajime 0830 1730 07.3 T

I 1 1 12/8/2011 nighttine 1300 0800 1325 ] 0026
NE 2 2 12772011 Daime 0830 1730 2% T
2 2 2 1212011 nightime 1900 0800 1826 T 002
2 2 2 12/0/2011 Daptime  0B30 1730 0726 T
HE 2 2 12022011 nightine 1800 0800 1326 o261 1 o025

2 2 2 12/3/2011 nightine 1900 0500 1928 078 1 1 002
e 2 2 12442011 nighttine 1900 0600 1825 -] 0025 xﬂi’j
B v

The defaults data in the shift exception list include the AC-No., name,
date, Auto-Assign, Timetable, On duty, Off duty, Clock In, Clock Out,
Normal, Real Time, Late, Early, etc. If wants to display more, may
right-click "Columns" item in the table, after choose other rows that
need to be show, put tick in front of the row that will be cancel.

1) Item explanation

Timetable: The employee Clock-in/clocking-out time corresponding

Timetable’s name.

Late: The difference value between On duty and Real Time, if did not
clock in, and the time when employee go to work without clocking-in
record will be regard as coming x1 minute late in the Attendance rule
asking, its item will be able to corresponding display. If has set option in
the Attendance rule, the coming lately time is bigger than a x2 minute
time will be regarded as absence from work, when x2 is smaller than x1,
coming lately time will not display, record it as absenting from work on

cause; When x2 is bigger than x1, coming lately time correspondingly
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show the x1 minute.

Early: The difference value between the Off duty and Clock Out, if did
not clock out, and the time when employee gets off work without
clocking-out record in the Attendance rule , the record time will be
regard as leave early x1 minute, then the leaving early time
correspondingly display. If has set option in the Time Attendance rule,
the leaving early time is bigger than a x2 minute time will be regarded
as absence from work, when x2 is smaller than x1, leaving early will not
display, record it as absenting from work on cause; When x2 is bigger
than x1, the leaving early time correspondingly show the x1 minute.

OT Time: In the Attendance rule option, put a tick in front of item that
clocking—out after getting off work xx minute will recorded as OT Time,
then difference value between after getting off work xx minute to clock
out time in clocking-out record and the working off hour record is the
OT Time. If the shift has a period of time to count as working overtime
(in the shift schedule management while add shift Time period, just put
a tick in front of this Timetable, and record it as OT Time), also setup
has counted a working overtime minute; total of working overtime
minute is the OT Time.

ATT_Time: The difference value between Clock In and Clock Out.

Work Time: The difference value between On duty and Off duty, if
there are coming lately or leaving early time, use the difference value to
reduce the coming lately or leaving early time.

Exception: Record exception; Sick leave, business trip and so on. For
other item, please refer to item explanation about Time Attendance

statistical table
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2) Tool column

Change color: In order to better distinguish each kind of displaying
statue; be able to change various statues appearance.

Filter by Exception: Single-click the here, the choice menu appears,
which exception may be selected to demonstrate, which didn't display,
Put the tick in the item which is selected.

Filter by Timetable: Single-click the here, the choice menu appears,
may choose the Timetable will display, which Timetable is in exception,
when there is tick "w" in front of the Timetable name, that the express
this Timetable is selected, and in exception.

Maintanance AL/BL: The operations of Employee Leaving on

Business/Asking for Leave are same with handle Attendance.

Clock In/Out Log Exceptions

The page of Clock In/Out Log Exceptions is to examine original
record statue which download from the equipment and revise to the

Time Attendance record states.
1) View the Attendance record

After searching and calculating, chooses the Clock In/Out Log

Exceptions pagination, shown as the following figure:
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4 Attendance calculation AEE]
Time Range
Dep:[OUR COMPANY. - Calcuiate
Fiom [12 172011+
O | o | Report () Exportdata | T Riepont Designer
Sart
I~ Deparmer [~ UserMum [~ Name [ Time [ Descend

Clock In/Dt Log Exoepiions | St Excepiion | Misc Evceplion | Calculated tems | OTReperts | Noshitlserait |

ACNo.__ [No. [Name _[Time. [State__[New State] [Operation | B
»[1 1 1212011 7268 Chn oK @ Chonce ol
Wil 1 121201 726P cowe AR oK @ Cromeite
[t 1 122201 7265 Cln i3 Piocessing
[ 1 1272/2011726PM  C/owe SR i3 i
[ 1 12/3/2001 7268 CAn [SAOWS i3 Dk
e 1 120201 226PM  C0w B 0K o Cancel cperalion for ssleclec
H! I [EZZEFIUENCTN | Oh o Changs records which autn ¢
[ 1 12/42011 7.26PM  C/Ou AR OK {imetable to 07 tecord
]t 1 12/52011 2.28AM  Cln [
[ 1 12/52011 7.26PM /0w AR oK
W 1 12/6/2011 Z08AM  Cin Invaid
L]t 1 12/6/2011 72644 Tln (3
[ 1 126201 602PM  CAn CAGO oK
[t 1 12/6/2011 7.26FPM  C/Ou SR OK

1 1 1272011 726AM  Cin i3
[ 1 127201 78R C/ow AR (i3 @ tuven ok 100t Lo
[t 1 12/8/2011 7.26AM Tl [ @ viw opeoton isay
[ 1 12/82011 7.26PM  C0ue ORI oK
[z 2 121/2011 726 4M  Cin i3
[z 2 122011 726PM C/Ou [ERRII Ok
[z 2 1222011 726 AM  Cin i3 B

In the Clock In/Out Log Exceptions the default data row includes the
Name, the register number (AC-No.), Attendance time (Time), the
working statue (State), the correction statue (New State), the Exception
and Operates 7 items, if wants to display more, may right- click on the
list, then click "Columns" sub-item in the dropdown list, put a tick in
front of the row that needs to be demonstrated. Shown as following
figure:
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Export Data

Create report For current grid
Copy datalFrom firsk ko current)
Copy datalfrom current ko last)

Calumns Emp Mo,
Shiow all colurmns v AC-Mo,
Hide all columns v Mo,
Save grid layout W Mame
Load grid layout W Time
v Skate
Advance Export | New State
v Exception
v Dperation
Department

After change the setting of Columns displaying, save the columns
setting, later directly write down the columns setting is available.
Employee serial number "EMP-No": in employee maintained option,
every time add employees, the system will assign a number to the
employee.

Register number "AC-No": number which manager assigns to the
employee.

Checking time "Time": The employee clock in or clock out by
fingerprint the time.

Checking Status "State": there are six kinds of status: check-in,
check-out, overtime check-in, the working overtime check-out, business

trip, Business returns.

Note: If the device has the status option, the checking status will
show corresponding statue in the Time Attendance record; If the
device does not have the statue option, all show as "checking-in" in
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attendance this row, the system depend on the Time Period setting
in management program to judge the Time Attendance statue,
display in the correction status.

Correction Statue (New Statue): When the Time Attendance machine
has option setting, this rank is in empty; Otherwise, in the correction
statue system depend on the assigned employee the shift Timetable and
the fingerprint verification time to judge whether the employee is in
clock In, clock Out, late or early, system computation of the statistics by

this status.

Exception: There are 8 kinds of situations: The normal record, the
invalid record, the duplicate record, the statue is wrong, frees working
overtime, working overtime, business trip, the auto-assign employee
shift.

Invalid record: the clocking-in, clocking-out beyond shift Time Period
the time scope the record completely regard as invalid. The invalid
record will be regarded as this record does not exist; during Time

Attendance statistician it will not to be count.

Repetition of record: when the Time Period of the Time Attendance
record is smaller than the effective interval of "Time Attendance rule",

the record regard as repetition of record.

Free overtime: The employee has checking-in/out record within the
Time Period which has not been assigned to employee, and maintains
this employee's Time Attendance setting page in the employee "to count

working overtime" the item to select.

Overtime: there is a statue setting in the device, the Time Attendance
record the attendance statue as the overtime-in, the overtime-out, the
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demonstration is working overtime in the abnormal state column.

Business trip: there is a statue setting in the device, the Time
Attendance record the attendance statue as business trip, the

demonstration is approval absence in the abnormal state column.

Auto-assign employee shift: Employee's checking—in/out record does
not exist in the Time Period that has been normally assigned to the
employee, but the record is in the employee auto-assigned the Time
Period, then this record show as auto-assign abnormal state column.

Corresponding Time period: Is one kind of sign in the software

interior (do not display it, has nothing to do with user operation)
Operation: show the operation for record of your choice.
Department: The employee is at department.

2) Revises the Attendance record

Choose the corresponding operation to revise the Attendance record
with tool column in the right side page.

Tool column

Change color: May change each kind of condition that express color,

single-click the here the following interface appear
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|:| Irvalid
E] Repeat
. Wiraong Skake

[ ot
ot
[l roT

|:| AukosSchedule

Single-click color block in front of each kind of condition may choose
the color which you needs in this interface, after selecting, Be sure to
single-click "OK" button to save.

Change filters condition: Definite that status record in displaying box,
click "Change filter" the following window will appear:

v Ireealid

v Fepeat

v Wrong Skate
W Ok

w 0T

w FOT

v AutoSchedule

Make a check it to show it selected status, appear on the display box,
utilize clicking " ¥ " to switch status between selected and unselected.

Change status: Able to make a present status of selected record to
become a select status, after selected a record, click "Change state" the

window is following:
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ok

ok

ik Back,
e Time In
CrverTime Ouk

Cpen For Out

Because Attendance statue all is clock/in record, therefore this statue is
impossible to use, may single-click other statue to select.

Delete selected: May sign the attendance record of you select as
deletion condition, after using this function, in the tool column can add
two items, show as below:

The record count of processing: 1
@ 2oy &l
@ Cancel all

Apply all: After selected this item, all setting operation which display in
operation column is valid before this;

Cancel all: After select this item, all setting operation is invalid before

this, all operation will disappear in operation column.
Cancel operation for selected: Only cancel current record operation.

Change records which auto assigned timetable to OT record: Make
system smart schedule record to overtime.

Append Clock in/Out Log: The process is the same as Attendance
handling operation.
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View operation history: The process is the same as Attendance Record

operation of search/print.
Right key menu

On the Attendance Record window, right-click the mouse, the

following menu will appear:

Export Data

Create report For current grid
Copy dataifrom Firsk o current)
Copy datalFrom current ko last)

Columns ¥
Showe all columns

Hide all columns

Save grid lavout

Load grid layouk

Adwvance Export

Export data: Is same as "Export data" button function in the interface,
for detail please see 3.6 Exporting Data.

Create report current grid: Is same as "Report" to establish current
data record list function, make searched attendance record as record list
to export. Able to list prints to export, save, and search for in list, etc.
operation

Copy Data (from first to current): Searched record result copy directly,
form duplicating to current position, and can patch in Excel list directly
Copy Data (from current to last): Searched record result copy from
current copying position to ending, and can patch to Excel list directly.
Column "Data row": Select item name on the searching window

appearing, click pop up menu is following
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Show all Columns: All item name of data row display on search
window.

Hide all columns: All item name of data row except surname and name
hide on the search window, only show surname and name.

Save grid layout: The item name on which the search window appears
can be saved, load data row setting to use.

Load grid layout: According to store data row to show item.

Advance Export: Export the list as file. See also 3.7 Advance Export.
Misc Exception

Misc exception is used to verify and appraise employee hour of
overtime and business trip, default leave, sick leave, home leave are
effective; overtime, free overtime, business trip, approval absence, are
invalid by default, it need a calmer appraisal of whether effectively,
writes down in the statistical report. Misc exception interface show as

4 Attendance calculation HEE
Time Range
Dep:[OUR COMPANY. - Calcuiate
Fiom [12 172011+
Name: [l - i T [T Report () Exportdata | T Riepont Designer
Sart
I~ Deparmer [~ UserMum [~ Name [ Time [ Descend
Clock In/0ut Log Exceptions | Shit Exception  Misc Exception \ Calculated toms | OTReports | NoshitUseiatt |
[ACHe. [N [Nome  [Stattme  [Endtme  |Depatment [Erception |Audied  |01d audied|Time long[Vaid tme [Date | =
@ Change color
@ Chengefiler
Audt exceptions
o Restore
o Cancel 0T
" Promole allFree OT
o Count al OUT toBOUT
7 Cancel al BOUT
" Inualdale selected
@ Append Clock In/Out Log
4 >

In Misc Exception list , the default data include department, name,
enroll number (AC-No.), start time, end time, exception, Audited, Old
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audited, Time long, Valid time, Date. If you want to show much more
item, just right-click "columns" item of your choice, if you want to
show anther row, put a tick in front of the row you have selected.

Start time: Start time for abnormal statue.
End time: End time for abnormal statue.

Exception: There are 8 kinds of statue: free overtime work, overtime
work, business trip, approval absence, sick leave, leave, home leave.

Audited: After the verification, show that overtime work or is in invalid

statue.
Old audited: Unaudited statue.
Time long: The difference value between end time and start time.

Assigned shift work day: The exception situation across the working
day which has assigned shift.

Tool column

If the Attendance rule limit the business trip and the overtime work
statue must through verification, then verified statue column is empty, if
has regulated the statue of verification, the corresponding statue column

will appear in the verified column.

Restore: This operation does not take effective unless the record has
been audited, return record statue to initial verification state. After the

return to original status, be sure to re-inquire and compute.

Cancel all OT: Exception list shown that the overtime work record all

regard as invalid record.
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Promote all Free OT: The system regard personnel's ,who has not
assigned to Timetable, Time Attendance record (who must own
clocking-in/clocking-out record simultaneously) as free OT , if this item
in choice, systems judge all free overtime work will be showed as
overtime work.

Count all OUT to BOUT: All employees’ out record regard as

business.

Cancel all BOUT: All the business trip record will be canceled; this
record will be generally egresses or according to the actual situation
handle it.

Invalidate selected: Change the record statue of your choice to be

invalid.

On the displaying window of Attendance Calculation, right-click to be
possible to operate is same as the Clock In/Out Log Exceptions.

Calculated items

The calculated items pagination is the page which commonly used,
count all item in the employee assigned time to produce report, is easy

to examine and settlement.
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4 Attendance calculation HEE
Time Range
Dep:[OUR COMPANY. - Calcuiate
Fiom [12 172011+
Name: [l - i T 5] Repor () Exportdata | T Riepont Designer
Sart
I~ Deparmer [~ UserMum [~ Name [ Time [ Descend
Clock In/0ut Log Exceptions | Shilt Excepiion | Misc Exceplion Calelated items ]mngpmg] NoShituserstt |
[ATNo o, [Mame [Nommal [Actual [Late [Early [Absent[0T  [OUT [BOUT [WTime|Times [Vin [VOut [NAn [N/Dut [AFL |BLeave[Sick [\ )
[T 1 14 14 20 0 0 3 0 0 127538 14 il 00
[z 2 4 14 20 0 0 3 0 0 1MW 4 2 0 42 @ 0 0 ¢
[z 3 14 14 A0 70 0 3 0 0 1ws38 M 2 0 12 @ 0 0 ¢
[e 4 6 6 0 ©0 0 12 0 @O s 1z & 6 0 0 8 0 0 ¢
[Is 5 6 6 0 0 o 12 o o s 2 & & 0 0 @® 0 0 ¢
« >
BLeave WDay: Nomal:wDiay. Late:bin. Eahebin_ AfLHour AbsentWDay, 0T NDays_01 Holday_01/aekend 0T Hou;
RrestHour; N/AncTimes: N/Oul Times; ROT:Times; BOUT. Times; OUT:Hour; FOT Hou;
Sick:Hou! VacatiorsHour; UtherHou;

In the Calculated items pagination the default data include name,
enrolling number (AC-No.), late, early, sick leave, etc. If you want to
show much more, may right click on "Columns" the option in the table,
show other rows of your choice, there is a tick in front of the row.

Should arrive (Normal): Depending on the employee shift, count the
employee’s working day which should go to work between the start and
end time. The defaults unit is the working day, may change the statistical
rule in the "Normal" of the Time Attendance rule calculation page

Actual arrive (Actual): According to The Clocking in/Clocking-out
record , statistic the employee working day which actually goes to work
between the start and end time. The Defaults unit is the working day,
able to change the statistical rule in the "Normal" of the Attendance rule
calculation page

Coming lately (Late):

1) according to the "Coming lately "statistical rule in the Time
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Attendance rule in and the shift manages to record is late x time which
in the time establishes to calculate, after namely if employee's
registration time surpasses X time to record for is late, is late when the

length is the registration time with the work hours bad value;

2) non- registration recording, according to Time Attendance in the rule
Time Attendance computation to go to work, the non-registration
recording time mark to be late xx minute; Result which obtains in the
beginning and end time all situations statistics. The default unit is the
minute, able to change the statistical rule the Time Attendance rule

computation project page "Late".
Leaves early (Early):

1) According to the statistical rule in the Time Attendance "leaves early"
rule and the time setting in the Shift management record the leaves
early time , after namely if employee's clock-out advance x hours to
record as leaves early, hours of leaves early is difference value between
the Clock-out time and the work off time;

2) if there is not the clocking-out record, according to the Time
Attendance rule, in the computation of attendance statistical, when
employee get off work without the clocking-out record the time regard

as leave early xx minute;

Obtain result from all situations to statistic among the start and end time.
The default unit is the minute, able to change it under the "Leaves early"
statistical rule in the computation of Time Attendance rule page.

Absence without an excuse (Absent):
1) According to "Absence without an excuse" statistical rule under Time

Attendance rule, if employee does not have the checking-in/out record,
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who’s attendance record regard as absence without an excuse;

2) According to the Time Attendance rule, in the computation of Time
Attendance time , hours of late is bigger than xx minute, employee
record as absence without an excuse, hours of leaves early is bigger than

xx minute, employee- record as absence without an excuse .

Obtain result from all statistical situations between the start and end

time.
The default unit is the working day, can not change it.
Overtime Work (OT):

1) According to the "working overtime" statistical rule of Time
Attendance rule, as well as the computation of the Time Attendance rule,
employee gets off work after x minute, whose work is recorded as
overtime work, obtain hours of overtime from the accumulation;

2) In the Shift management there is a Time Period which directly to be
recorded as the overtime work, idea the minutes of overtime work is the
hours of overtime;

3) According to the option situation in the Time Attendance
setting/maintenance, the employee’s work record as overtime work, in
other exception situation list the overtime work and the free overtime is
verified as effective work to statistic; obtains two results among the start
and end time all accumulation situations. The default unit is the hour,
able to make a change under the "Overtime work" statistical rule in the
computation of Time Attendance rule page.

Egresses (OUT): According to "Egress" the statistical rule in the
Attendance rule, as well as the approval absence is effective in other
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exception situation list; carry on the computation of the statistics.

Obtain result from all statistical situations in the start and end time. The
default unit is the hour, able to change it under the "Egress" statistical
rule in the computation of Time Attendance rule page.

Business Trip (BOUT): According to "Business trip" the statistical rule
of it he Time Attendance rule, as well as the approval absence is
effective in other exception situation list; carry on the computation of
the statistics.

Obtain result from all statistical situations in the start and end time. The
default unit is the hour, able to change it under the "Business Trip"
statistical rule in the computation of Time Attendance rule page

Hours of work (WTime): The computation of attendance depends on
the time of employee clock—in/out. Obtains the result from completely
accumulation between the start and end time.

Should checking-in times (Times): According to the Timetable, total of
the Clocking-in/out times between the time range.

Clock/In (VIn): Actual clock/in times between the time range.
Clock/Out (VOut): Actual clock/out times between the time range.
No clock/in (N/In): No clock/in times during the time range.

No clock-out (N/Out): No clock/out times during the time range.

Asking for leave (AFL): Accumulate all kinds of vacation, and
statistics result. The default unit is hour, able to change it under the

"Leave setting" statistical rule in the computation of Attendance rule

page.
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Approval Absence (BLeave): According to "Approval absence"
statistical rule in the Attendance rule, as well as the approval absence
take effective in other exception situation list, carry on the computation
of the statistics. Obtain result from all statistical situations between the
start and end time. The default unit is the working day, able to change it
under the "Approval absence" statistical rule in the computation of

Attendance rule page.

Sick leave (Sick): According to the sick leave statistical rule under kind
of Leave setting, as well as the sick leave take effective in other
exception situation list by verification, carry on the computation of the
statistics. Obtain result all from statistical situations between the start
and end time, the default unit is the hour, be able to changes the "Sick

leave" statistical rule under leaves setting.

Affair: According to the leave statistical rule under leaves setting, as
well as for the leave is effective in other exception situation list to by the
leave verification, carry on the computation of the statistics. Obtains
Result from all situations statistical between the start and end time. The
default unit is the hour, be able to changes the "leave" statistical rule

under leaves setting.

Workday (NDays): Depending on the clock in/out record, statistic
employees’ actually work day from Monday to Friday beyond holiday
between the time ranges, the default unit is working day, ability to make
a change under "Normal" statistical rule in the Attendance statistical rule

page.

Weekend: Depending on clock in/clocking-out record, statistical
employees actually from Saturday to Sunday beyond holiday between
the time ranges; the default unit is working day, ability to make a change
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under "Normal" statistical rule in the Attendance statistical rule page

Holiday: The holiday in which day employee actually takes work, the
default unit is working day, ability to make a change under "Normal"
statistical rule in the Attendance statistical rule page.

Working Hours (Att_Time): Depending on clock /in and clock/out
record, total of employee’s hours of on duty between the time range, the
default unit is hour, accurate figure inhere after point two digital

Overtime work (NDays OT): Depending on the "overtime work"
statistical rule in the Attendance rule, as well as the overtime and free
overtime is effective in other exception situation list; carry on the
computation of the statistical working hours from Monday to Friday
beyond holidays between the time ranges.

Obtain result from all statistical situations in the start and end time. The
default unit is the hour, able to change it under the "Overtime Work"
statistical rule in the computation of Attendance rule page.

Weekend overtime work (Weekend_OT): Depending on the "overtime
work" statistical rule in the Attendance rule, as well as the overtime and
free overtime take effective in other exception situation list; carry on the
computation of the statistical working hours from Saturday to Sunday
beyond holidays between the time range.

Obtain result from all statistical situations in the start and end time. The
default unit is the hour, able to change it under the "Overtime Work"
statistical rule in the computation of Attendance rule page

Holiday Overtime (Holiday_OT): Depending on the "Overtime work"
statistical rule in the Attendance rule, as well as the overtime and free
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overtime is effective in other exception situation list; carry on the
computation of the statistical working hours in holidays between the

time ranges.

Obtain result from all statistical situations in the time range. The default
unit is the hour, able to change it under the "Overtime Work" statistical

rule in the computation of Attendance rule page

NoShiftUserAll

The NoShiftUserAll page facilitates the manager to view unscheduled

employees and schedule for them.

@ Attendance calculation EEX

Time Range
Den:[DUR COMPANY - Calculate
Fiom [12/ 172011 >
| % | Fleport Export data | [~ Report Designer
Sort
[~ Departmer [~ UserNum. [~ Neme [~ Time [~ Dascend

Clock In/Out Log Exesptions | Shift Exception | Misc Exception | Calculated ems | OTReports HoShitUssiatt |

Empho._ |ACNo. [No. [Name  [Dats [Clockin 1 [Clock Ot 1 [CloskIn2 [Clack Out 2 [Clock In2 | Clock Out3 [Clock In 4 _[Clock Out # [Clock In5_[Clock €A
[ e 1 4 12472011 07:26 15.26
[a 1 4 127202011 07:26 1926
[a 1 4 12/2/2011 Q7.8 1926

4 4 4 12/4/2011 07.28 19:26
s 4 4 12/5/2011 07:26 1926
s 4 4 1262011 07:26 1926
[ls 4 4 12701 0726 19.26
s 4 4 1282011 07:26 19:26
|5 5 5 120011 07:26 19:25
[s 5 5 127202011 07:26 1525
[ s 5 5 127302011 0726 1926

5 5 5 12/4/2011 07.28 1928
NG 5 5 12/5/2011 07.25 19:25
L5 5 5 1262011 07:26 1926
s 5 5 1272011 07:26 19.26
O: B 5 12/8/2011 |07:26 1326

v

< >

The data fields in the NoShiftUserAll page include Emp No., AC-No.,
No., Name, Schedule, Auto-Assign, Date, Timetable, On duty, Off duty,
Clock In, Clock Out, Normal, Real time, Late, Early, Absent, OT Time,
Work Time, Exception, Must C/In, Must C/Out, Department, NDays,
WeekEnd, Holiday, ATT Time, Ndays OT, WeekEnd OT, and
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Holiday OT. To select more items, right-click the page and select
“Column” from the context menu. All available options appear and the
ticked off items are selected fields.

Report

Not only search and modify these Attendance Records in Clock in/out
log exception List, but also able to preview and print these Attendance
records, these following list include, Daily Attendance statistical report,
Attendance General report, Department Attendance Statistical Report,
Staff’s on-duty/off-duty Timetable, Daily Attendance shifts, Create

report for current grid, click "Record " button, pop up following menu:

Daily Attendance Skatistic Report
Atkendance General Repork

Depart Attendance Skatistic Report
Skaff's On-Duky OFF-Duty Timetable
Daily Attendance Shifts

Create report For current grid

1. Daily Attendance statistical report:

Daily Attendance statistical report is used to list the definite employee
daily attendance status in assigned period of time in the table, and the
statistics absence without excuse, coming lately /leaves early, working
overtime, asking for leave, business trip, convenience of the checking

whether has the discrepancy with the actual situation.

Note: In the table it is only can show detailed attendance status from
the inquiry time from the month time, the report form may count in
the start and end time situation which the user chooses, the start
and end time scope appear on the right cancer.
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o & & AN X

Daily Attendance Statistic  ©@-Reowram
2010-10-11 - 2011-08-19
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In the table all shifts Timetable which each person uses will be list, and
illustrate attendance status in the corresponding time and shift with the
mark, for mark explain, and please see at the end of each page (In

identification mark setting in Attendance computation rule).

Should arrive "Working day'": The working day of the employee
should arrive in the assigned time. The working day is the unit of
measurement "Recommend", able to make a change in the Attendance

rule. According to result in Attendance statistical table, output this item.

Actually arrive "Working day'": The working day of the employee
actually arrive in the assigned time. The working day is the unit of
measurement "Recommend", able to make a change in the Attendance

rule. According to result in Attendance statistical table, output this item.

Absence without an excuse "Working day": The day of the employee
in the assigned time, who is absence from work without an excuse? The
working day is the unit of measurement "Recommend", able to make a
change in the Attendance rule. According to result in Attendance
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statistical table, output this item.

Coming lately "Minute": Total hour of the employee in the assigned
time come late, the minute is the unit of measurement "Recommend",
able to make a change in the Attendance rule. According to result in

Attendance statistical table, output this item.

Leaves early "Minute'": Total hours of the employee in the assigned
time leave early, the minute is the unit of measurement "Recommend",
able to make a change in the Attendance rule. According to result in

Attendance statistical table, output this item.

Working overtime "Hour": Total hours of the employee in the
assigned time overtime work. The hour is the unit of measurement
"Recommend" able to make a change in the Attendance rule. According

to result in Attendance statistical table, output this item.

Ask for leave "Hour": Total hour of the employee in assigned time ask
for leave. The hour is the unit of measurement "Recommend", able to
make a change in the Attendance rule. According to result in Attendance

statistical table, output this item.

Really until "Working day'": The employee business trip in the
assigned period time. The working day is the unit of measurement
"Recommend", able to make a change in the Attendance rule. According

to result in Attendance statistical table, output this item.

Report upper tool column

1) Scale: Click « ¥ 100% button, and then choose the displaying

proportion, preview report form.
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2) Opens report: Click [&  button to open the report file which has
saved before.

3) Save: Click “[&l« button to save the current report to the directly of
your choice.

4) Prints report: First connect with the printer, then click “&&* button
to print the report form.

5) Find text: Click « gy button, pop-up the search text dialog box,
input the text you look up, click "OK" button, the cursor will locate to
the text which you search.

Find text X

Test to find
I
O ptions Origiry
| Case sensitive {* 1st page

i~ Current page

k. Cancel

6) Close preview: Click “# ¢ button to close preview.
2. Attendance General Report

Attendance General Report "The sum total of the Attendance statistical
result table" is used to show the definite employee attendance statistical
status in the assigned time, carry on the sum computation of employee
attendance status, convenience of paying wages depending on the
Attendance situation.
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tou: = & A2 X
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The computation of should arrive, actual, absence without an excuse,
come late, leaves early, working overtime, asks for leave, business trip,
the sick leave, leave, home leave same with daily calculating in the Time
Attendance statistical table.

Working hours: Depending on daily employee clock-in/out time. Count
the employee working hours Obtains result from all accumulation
between the start and end time

Attendance rate: divide the employee actually goes out on duty the
number of times by employee should go out on duty the number of
times. Above the report tool column is same with the Daily Attendance
Statistic Report.

3. Department Attendance Statistical Report

Department Attendance Statistical Report "The sum total of the
Department Attendance statistical result table" take the department as

the unit, sum total of all employees in the assigned department and
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period of attendance status, may know the sum attendance of department,
facilitates reduces the scope, carries on the detail inquiry.

Depart Attendance Statistic wur coursm
2010-10-11 - 2019-09-1
serc |Normal] Actual [Rbsent| Late | Early | OT | AFL |BLeave| Min | NiOul |Times | Aflair | Sick acatior Work Time| »
ount | woay | whay [ woay | mn Min_| Houwr | Hour | WhDay | Times | Times | Times | WhDay | Hour | Hour Hour R:
lOUR COMP] 8| 1980 235| 1038] g0 B2 1960] 1944| 3920) 20,42 41.98) 195.7)
FAE 3 7 8| 7089 120] 111 "7 T15| 1434 110.79] 70|
Finacial 3| 135 135) 7350  735] 1470
[Human Re: 3| 735 4] 3 84 735| 735 1470 83.96) 36
5| 1225] 2| 1223 42| 1226] 1225| 2450 41.98] 18]
Frotal 22] sar2| a7s| s33a] 1080 299 5372] 5354] 10748] 20.42| 110.79]187.92 3197
=
5
Page 171 C1m| i

The computation of should arrive, actually arrive, absence without an
excuse, coming lately, leaves early, working overtime, asking for leave,
business trip, sick leave, leave, home leave same with daily Time
Attendance statistical table. Only completely accumulate each

department's personnel's situation.

Above the report tool column is same with Daily Attendance Statistic
Report.

4. Staff’s On-Duty/Off-Duty Timetable

The time in which each employee actually come and go to work produce
report, corresponding date and shift. Convenient for the administrator

viewing, and may print.
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(OUR COMPANY)
Staff's On-Duty/Off-Duty Timetable D m—
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The most right side row corresponds the shift, list the all employee shift,
which correspond date, the time of clocking-in /out display in the table.

Above the report tool column is same with Daily Attendance Statistic
Report.

5. Daily Attendance shifts

List the employee’s shift which is used in Attendance every day,
corresponding date, provide convenient for the administrator viewing
shift, and printing.
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Above the report tool column is same with Daily Attendance Statistic

Report.

6. Create report for current grid

The create report for current gird refers to produce report according to

the current screen demonstrated format, provide convenient for the

administrator reading, and printing

Clock In/Out Log Exceptions’ current data report page:
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Clock InfOut Log Exceptions
ACHo. Mo [Hame|  Time State |New Operat
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0 llocy [772272011 4 15 PM_[Out invahid
T llocy [7/22/2011 415 PM_|Cn Repeat
0 Jlucy _|7722/2011 415 PM_|Out Back nvalid
&

If need to show much more rows, may right-click the data row of your
choice in the statistical result detailed situation page .

Shift Exception page’s current data report pages:

Shift Exception
AC-Ho, Na‘IName Date  |Timetable Off duty | Clack In | Clock Out

18.00
18:00
18:00
18:00
18:00

1071172010 [Dagtime

1
il 101272010 [Daytime
i Tacy 10372010 [Daytime
1
1

fucy 071472010 [Daytime
=3 10/16/2010 |Daytime

[lucy 10/18/2010 [Daytime
[

8|a(2|8|a|2|2le|2 |8 8|8

T

If need to show much more rows, may right-click the data row of your
choice in the statistical result detailed situation page .
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Misc Exception page’s current data report pages:

Misc Exception

No. ‘ NiﬂeISInnﬁm End time Audited | Old audited | Time long
OUR COMPANY
OUR COMPANY

DUR COMPANY
ANY

If need to show much more rows, may right-click the data row of your
choice in the statistical result detailed situation page

Calculated items page’s current data report page:

Calculated items
No. | Name |Normal | Actual [Late [Early | Absent| OT | OUT | BOUT |WTime | Times [ Vin | VOut

Jluc: 245 [}
i 245
Jlan 245
245 2
245
245
245
245
prii
245
245
245
245
245
245
245
245
245
285
245
245
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If need to show much more rows, may right-click the data row of your
choice in the statistical result detailed situation page.

Export data

Export the data you inquire to Excel or the text file, backup and save it,
in order to consult in the future. For detail operation please see also
appendix 3.6 Export Data.

2.4.4 System Operation log

There provide with complete record about all operator operate trip and
event when this software is apply to, maybe view the log in the future:

£ System operation log [Zl@@

Deletd 8/22/2011 % log l export ]

| Temp-Supervisor |BA23/2011 111327 A | Download attendance logs
85| Temp-Supervisor 84232011 1170 A Download uzer info and Fp
a4 | Temp-S‘uperwsnr | 8/23/2011 11:16:33 A Download Sttendénce In‘gs
83| Temp-Supervisor [g/z32m1 1116228 | Dowrload attendance logs
a2 :I'emp-Supervisor |8/232011 1116124 Download attendance logs
81| Temp Supervisar |a/2a2011 111543 4] | Forgetting ta Clock infout
80 Temp-Supervisor |8/23/2011 1115:35 A |Leave Class
73| Temp-Supervisor | 842372011 111525 A Leave Class
78| Temp-Supervisor 8/23/2011 11:03:56 A Download attendance logs
i [ Temp-Supervisor .8.."23.-"2I]11 334:29 Al\u. .annlnad uzer info and Fp
75| Temp-Supervisar |8/23/2011 934:23 b | Dowrload attendance logs
75 | Temp-Supervisor |g/22/2011 7.06:44 PY .Emplo_;,lae Le;aving on Business/dskin
74| Temp-Supervisar |8/22/2011 7.06:00 Ph| Download user info and Fp
73| Temp-Supervisor |8422/2011 7.05.52 P Download attendance logs
T2 | Temp-Supervisor _8.-"22.-"2011 E:52:49 Pl | | Coming Late Collectively
71| Temp-Supervisor 8/22/2011 B:51:42 Pk Coming Late Collectively
Tﬁ Temp-Superwsnr .8.."2.2.-:’2I]11 E:30:47 F'lv' -F.nrgethng ta El.nck infout
69 Temp-Supervisar |8/22/2011 £:29:36 Ph| | Fargetting ta Clock infout
= TemprS.upervisor |8/22/2011 54713 Ph| :Emp;loyae.Leavil.ﬁg on Business/hskin
67| Temp-Supervisar |8/22/2011 54558 P |Leave Class
66| Temp-Supervisor | 8422/2011 B.26:02 P |Emplayee Leaving on Business/Askin
13} | Temp-S_uDervisor _8.-"22.-"2011 52557 F'rv_ Employe_e Leaving_on Bu;iness.-"Agkin
calt 3 n11 E0o 41 O A

[« | EEI
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2.5 Data Management
2.5.1 Initialize System

This function can restore system to original installment status, the

follow is detailed step:

Click "Initial system" menu, this pop-up window is follow:

L3
\!_) Initializing the swstem will clear all registered data. Do you want ko continue?

Lo JL e |

Caution: If confirm your selected, the system will clear all employee's
data and all attendance data. Before this operation you must be carefully.

Click "Yes" button, the system will clear all data, and return initial status
just system install.

Click "No" button, the system return main menu without clear data.
2.5.2 Clear Obsolete Data

After your system has been used for a period of time, a big amount of
obsolete data are saved in the database, which not only occupy hard disk
space but also affect operation speed. Then you can clear these useless
data by using this function

Click this item on the menu, this pop-up menu will appear.

187



ZKTime5.0 Attendance Management Software User Manual

Clear Obsolete Data @

AL Clock-indout Record

Close Date | Saturday |, AL w I = O ]

Backup to CheckinOut2011087 3. bt @

Attendance Checking Exception: Records

Cloze Date | Sunday ., o %

Backup to | CheckExact20110724 zex =]

Shift Data for AC Time

Cloge Date|  Sunday . o w I = 0K l

‘ @' Compact Databaze File ‘

When clearing attendance clock/in and attendance exception records,
you are required to back up clock/in data to files. You can click
corresponding input box to type file name, and click " & " button to
save your data file's saving path and file name, notice that you should
choose a new filename, if the name has existed in the system ,it will

reminder you to define a new filename.

Note: you must choose the new name of file, if the file exists in the

system, the system will inform you select a new name of file.
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Shift data for AC Time: Delete the expired employee shift data, select
the cut-off date for deleting such data, and click OK. For example, the
time range of a shift record is 1999-01-01 to 2011-12-12. When the
cut-off date for deleting such data is 2011-01-01, the record is not
deleted. The employee shift data is deleted only when the cut-off date is
later than 2011-12-12.

Input the close date of the data that you want to clear in close date box,
and the close date should be ten days before the current day you will
clear the corresponding data after clicking "OK", and prompt messages
will display’

Attendance time setup data means to clear obsolete employee's shift
schedule data, select close data for clearing record, click "OK" and you

will clear obsolete employee's shift schedule data

In the terms of Microsoft Access database, can click "Compact
Database File" button to compact the database.

After clearing data, click ":4" to return the main menu
2.5.3 Backup Database

In order to make sure data security and to restore, we suggest you
backup database in regular time, click command on the menu, pop-up

following window.
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Please input backup data file

Savein | (2 ZKTime5.0 v ck EB-
A |5 attdatas
4 | phokos
My Recent att2000
D ocumerts
F‘:_:'
Desktop
My Documents
59
My Computer
My Metwark File narne: i attE acku; v ! ’ Save ]
Places
Save as bupe: | Micrasoft Access Database » | Cancel

Select position to save file, input filename (maybe defined filename),
click "Save" button. When original database was damage, it need to
restore, you should change back up filename as ATT2000.mdb, copy the
file under attendance install directory to cover same name file, but the
action only restore these data to before back up. E.g. you back up data in
31.3, so that these data be restored are only one before 31.3.

2.5.4 Import AC Data

To import attendance record to another machine or old record to the
current attendance software, click this command on the menu and this

operation window will pop up:
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€ Import Attendance Checking Data

(%) Irmpart fram Files

() Impaort fram database

Link Databaze: Quickly Chooze DB-> Before 1.2 Bftert1.2
Frovider=Microgoft Jet OLEDE.4.0;Data Source=D:A\Docurments and Seth E

[0

| X close |

1. Import from Files

All information of original database can be import to Attendance system
database file; to import attendance clock/in employee attendance data is
imported.

Select import from USB flash-disk, click "Import" following windows
pup-up:

2. Import from database

Import from database means to import attendance data from attendance
database backups, and the data include employee information, shift
information, clock-in records, etc. You can import the data from
databases of previous version, or databases of the same version. For the
data format of database files of versions previous to 1.2 differs from that
of Version 1.2X, if the version of the database file that you want to
import is below 1.2 (Not including 1.2), please select versions beforel.2
option;Otherwise please select 2.2 x options.
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Note: Before importing data, if it is unnecessary to remain the data
in your system, please first select initialize the system. This is
because if some data remaining in the current system overlap with
the data that will import, errors will appear when importing data,
and data’s importing speed will slow down.

Click versions1.2 or version 1.2x button, and a file manager will pop up.
Enter the path and file name of the database to import, and click "Open",
the system will import data automatically.

If your database is SQL Server database, you can click button to begin
settings. For detailed information please refer to Database Setup.

After importing data, click "L " to go back to the main menu.
2.5.5 Export AC Data

This function is mainly used to back up all attendance data in the current
attendance system or clock/in data, click this command on the menu and

the following operation window will pop up
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€ Export Attendance Checking Data

{*)E=port ta Files

Conditionz and Fange for Exporting Data Records

Begrning Date: (nday . [EER  » - Tuesday . Augusl %

(=1 Export ] l x Cloze ]

1) Export to Files

Export four file style: secret attendance data (*.abt), attendance
clock-in data (*.txt), back up attendance data (*.attbackup.mdb) and

attendance system database file (*.mdb). Click " = button, a file
manger menu will pop up confirm the path and file name for the back
file and click "Open".

2) Conditions and Range for Exporting Data Records
Export data records during the time range.

Note: you must choose a new filename if the file has existed, the
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system will suggest you to define new file name.

Exporting record will not lead to clean data in database. After finish to
export data, click "' button to close window, and then return main
menu.

2.6 Access Control (door manage) Setup

Access control setting is to set unlock time and assign privilege for
registered users. Settings of each user consist of three period time
settings and one group setting. Relationship between period time and
period time is "OR". Group also consists of three period time settings
and by the same token, relationship between these three period time is
"OR".

Simply put, if you want to keep a registered user in unlock status. Firstly
the group that this user is in should be defined in unlock combination
(one group can be defined in one combination together with other group,
but these groups are required to unlock door together). Second, current
unlock time is in any availability range of user time period and period

time of its group.

Under system default, a new registered user is in Group 1 and group
combination is Group 1. So new registered user is in unlock status under
default. If a group that user is in is not defined in group unlock
combination setting, then the use can only record attendance and cannot

unlock door.
2.6.1 Time zone

Time zone is the smallest time period unit in Access control setting. In
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whole system, you can define up to 50 time zones. Each time zone
defines 7 time intervals, i.e. one week. Each time interval is valid time
period in 24 hours everyday. Each use can set up to three time zones and
the relationship between these three time zones is "Or", which means
the user is valid as long as identification time satisfied one of these three
time zones. Each time zone format of time zone is HH: MM-HH: MM,

i.e. in term of 24 hours format and precision to second.

End time less than start time "23:57-23:56", means all day forbidden.
End time larger than start time "00:00-23:59", means valid in the time

interval.

Valid time period for user unlocks: all day open "00:00-23:59" or time
period with end time larger than start time.

Concrete Step show as below:

1. Click "Time zone" from Drag-down menu of door manage, window
of AC Time zone option will pop up, show as below:
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AC Timezones option El

[ Add I [ Edit ] l Delste ]

Sunday Tuesday Wednesday Thursday

Stat End Stat  End Stat  End Stat  End Stat  End Stat End

2. Click "Add" button and system will pop up a timetable from Sunday
to Saturday. Here, you can define any time zone you may use, show as
below:

Timezone option

select time zone D ! 1 » Description |

“Sunday | Monday [ Tuesday— ~wednesday | - thursday—— ~Friday 1 Satday
||| o000 |ono0 ||| |oe00 = || 0000 = || o000 = || 000

[2353 =] | [2359 |zz5g = | 2259 =

[2359 = ||| 2359 =] | [2259 =

3. Then click "OK" button to save the time zone automatically, and
return AC Time zone option window, the new zone will display in he list,
show as below:
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AC Timezones option gl

[ &G ] [ ea | [ oeee |

Sunday Monday Tuesday ‘Wednesday Thursday Friday Satday

Stat  End Start  End  Stat  End Stat End Stat  End Stat  End  Stat  [Erd
1/am 0630 [1200 |DE30 1200 (0630 1200 (0530 1200 [0830 |1200 |(DE30 1200 (0630 [1200

4. If you want to use several time zones, continue to click "Add", and
then repeat step 2 and 3. In addition, time zone can be edited and
deleted.

5. Edit Time zone, select time zone on the list, then click “Edit” button,

the edit window will popup. Show as below:

select time zone 1D 1 Description | am

[~Sunday (Monday—— Tuesday ) ~wednesday - thursday Friday S atday
[E:30 o] :DS:SD == ||| 0&:30 = :DS:SD — ||| 0830 =) || 0630 34| 0830 =

1200 = | [1zo0 = ||[1z00 =] || [1z00 = | 1200 =] || 1200 =] | [1200 =]

After modify, click “OK” button to save, and return AC Time zone
option window, the time zone’s information will display as after edit.

Show as below:
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AC Timezones option &

l Add ] l Edit I [ Delete I

Sunday Monday Tuesday Wednesday Thursday Friday Satday

I

6. Delete time zone. Select the time zone need to be deleted, then click
“Delete” button, the following window will popup:

Confirm [g|
2

Do wou want o delete this item?

Click “Yes” button to delete it. Click “No” button to cancel operation.
7. After delete operation, the AC Time zone option window will not
display the time zone. Show as below:
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AC Timezones option El

[ Add I [ Edit ] [ Deletel ]

Sunday Monday Tuesday Wednesday Thursday Friday Satday

2.6.2 Group

Group function can divide users into groups and combine different
groups to different unlock combinations, which make group
management of Access control more convenience. So user can define
many unlock combinations. System has defined 5 groups: Group 1,
Group 2, Group 3, Group 4, and Group 5. Under system default, new
registered user is in Group 1 and can be re-assigned to other group.

Under system default, a new registered user uses time period of Group 1.
After the user is re-assigned to other group, the user uses default time period
of the corresponding group. So please make sure to define default time

periods for each group.

Group Setting

199



ZKTime5.0 Attendance Management Software User Manual

1. Click Group sub-item, under the door manage menu on the left tool
bar, enter the Group setting interface, shown as following figure.

1 1 0w o
2 0~ 0~ =
3 0w 0w 0w
4 0= 0w 0~
5 0w 0w 0w

Altention: when setting time zone of group, time zone 1 zan not be 0, otherwise time zone of this

[ e | |

| [ oo | [ e |

2. Group editing; left click item that need to edit with cursor to enter the
editing state.

:I:in:n_.lp Desc .Tirneznznne1 _Tirnean:nru_a?.-‘
2| 0 0w =
3 | 0w 0w 0w
4 | 0~ 0~ 0=
5 | 0 o~ 0w

Aftention: when setting time zone of group, time zone 1 can not be 0, otherwize time zone of this

N | see | [ Deete | [ s

3. Through drop-down box to choose the Time zone.
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Abtention: when getting time zone of group, time zone 1 can not be 0, othemnwize time zone of this

[ e ] | see | [ Deme | | oo |

Set up is completed; click on "Save" button to save.

4. According to your needs, you can repeat step 2 and 3 to edit other

Time zone.

5. Add group, click “Add” button can add a group, show as below:

1] 1 0w 0w
2| 0~ 0- 0~
3| 0~ 0w 0w
4 0| 0~ 0=
5| el 0~ 0w

- | - -

\ Mew Group

Attertion: wher getting time zone of group, time zone 1 can not be 0, othenwize time 2one of this

| [ swe | [ Dok | [ oee |

6. Delete group, select the group you want to delete, and then click
“Delete” button to delete it.
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2.6.3 Unlock Combination

Definition of unlock combination function

Unlock combination is the direct expression for controlling unlock. For
example, if you want that all registered users cannot unlock door, then
set Unlock Combination to null.

Definition of unlock combination is defined to different combinations
that can unlock door, and each combination consists of different groups.
Unlock combination directly uses group number and does not consider
order for identifying user between each group. For example, "123"
means door will only be unlocked when at least one user in each group
of Group 1, Group 2 and Group 3 passes identification together with
other two users. "4" means door will be unlocked when one user in
Group 4 passes identification together with other two users. System can
define up to 10 unlock combinations at the same time and door will be
unlocked as long as one of these 10 unlock combinations passes

identification.

Concrete step show as below:
1. Click Unlock Combination sun-item, under door manage menu, the
following window will popup:
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Unlock Combination r§|

Group 1

[

2. Edit: Click on the one which need to be edited, show as below:

Unlock Combination

Group 1 Group 2  Group?  Groupd  Group§

T I R

[ Add ] [ Save ] [ Delete ] [ Cloze ]

3. Select group through the drop-down list, show as below:
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Unlock Combination

!hwl\)—‘
B

o wia| o ;e

[ Add ] [ Save ] [ Delete ] [ Cloze ]

4. If forget what you had defined, you can click Group Detail button

. Group Detail .
“p—]“ to see the detail. Show as below:

Unlock Combination

Groupd  Group 5

Attention: when zetting time zone of group, time zone 1 can not be 0, othenwise time zone of thiz

{ Add [ peets | [ E

5. After setting, click “Save” button to save.
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2.6.4 Access Control Privileges

Access Control privilege mainly applies to user access control setting: if
a user whose personal No. is assigned as 1, 2, 3, 4, and is distributed to
No.1 device in the default period time, likes as follow, add user to right
list first, then add device to right side list. Click "Allows passing".

Set up the Access Control Privilege when a user belong a group

1. Click Access Control Privilege sub-item, under the door manage
menu on the left tool bar. Enter the "Access Control privilege" interface

such as shown.

Ac Privilege option §|

2 Edit Privilege b4 Er?\ﬁ::gi" » Delete all

Group Is Use Group Timezone 1 Timezone 2 Timezone 3 Door[AC machir

2. Click on "Edit Privilege" button and enter the Access Control
Privilege to edit the interface, shown such following.
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4 User AC Privilege

Timezone v

Depatment B30 Ed Nore B Groue I

o | ~|

| Maintenance|19 1
| Mainterance 20 Jwin 1
| Maintensnce 21 Pirky 1
| Maintenance 22 [weair 1
' Human Resoure 15 |Carl 1
Human Flesourc 16 [Dan 1
| Human Resoure 17 Edison 1
| Fieosl 12 B 1

Finacial 13 |Lucas 1

Finacial 14 Don 1

o Apply Privilege

3. Default users belong to Group 1, if need be assigned to other user

groups, the need for users to re-allocation group. Here we illustrate: ID 1

user assigned to Group 1
First selected ID 1 user, shown as following.

€ User AC Privilege

T ——

Depatment B D B Name B3 Gioup K3

OuR CDMFAN‘\! lan 1
OUR COMPAN" 4 fulu k|
OUR COMPAN" § qigi 1|
OUR COMPAN & wave 1]
QUR COMPAIN 7 I

OURCOMPAN'E  gai 1

Machine B Machine Nurber Kl IPaddess K2 [

1 | 11921681200 |
2 1192188.10.221
3 1/USE |

+ Apply Privilege




ZKTime5.0 Attendance Management Software User Manual

4. Click on the "Set Group" button and enter the group setting interface,
select group 2.

Attention: when setting time zone of group, time zone 1 can not be 0, otherwise time zone of this

Add [ peee | [ ok |

5. Through the above steps, the users will be assigned to the second
group, shown as following.

& User AC Privilege

Set Group

Timezone | v [

- Department B4 1D B3 Hame B Gioup B3
1
OUR COMPAN" 2 iy 1
OUR COMPAN" 3 lan 1
= >
TRTIERT " :
OUR COMPAN" 5 qigi 1 -
»r
QVLLF\”CEMF'AN‘ ] wave 1
OUR COMPAN" 7 eve 1
OUR COMPAN" 8 aigi 1
FAE |9 Ann 1
4%
FAE |10 Arng 1 -
FAE 11 1
b e Number B3 (P £
i 1/192.168.1.201
[ 1182.16810.21
3 1/USB

6. Follow the 3-5 steps, set up the group those users respective. After the
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setting completed, through the tool bar’s button, a single or all of users
will be moved to the right critical areas, waiting for the Privilege setting.
Shown as following, move the ID1 user to the right list:

€ User AC Privilege

[
]

II

Timezone | =l [ ol

Department B 1D

OUR COMPAN' 2 lily 1 Tool Bar
OUR COMPAN' |3 lan | 1
|OUR COMPAN" 4 2 “'f!"f 1 | Move the selected one to right list
OUR COMPAN' |5 g 1 o Bupls Priviege
|DUR COMPAN®|B whave 1 |__ Move all to right list
|DUR COMPAN® |7 eve 1
OUR COMPAN® 8 aigi 1
I Fala T 1 |—— Move the selected one to left list
FAE |10 Anna 1
[ Fag ;'1'1 Abel 7 —— Move all to left list
Maintenance | 18 Nana 1

Machine [l Machine Number B IP Address
[1 11521881 2m

- e ~

] 11921881020 |
3 1 UsE

7. In the machine list choose the machine that need to upload Privilege,
and then move to the critical region, waiting for Privilege setting. Show
as below:
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© User AC Privilege EE'E
el W[ B[
Department B2 1D MName Group Nansstmant B30 B Nan B Gron B2
OUR COMPAN® 2 lily 1 OUR COMPAN' 1 lucy 2
OUR COMPAN 3 lan i
OUR COMPAN" 4 (] 1
AT T - i
OUR COMPAN" & wave 1
.>>
OUR COMPAN" 7 e 1
OUR COMPAN & gl 1
FAE 9 Ann 1
FAE 10 Anna 1
o
FAE 11 Abel 1 -
)

Maintenance 18

1 11921681201
3 1 USE

. . . + Apply Privilege
8. After users and machine is selected, click on "‘—," button,

the group Time zone which is used by user in the critical periods will be
assigned to the selected devices. After distribution is successful, prompt
will appear shown as following

Attendance M... E]

increased by 1 rights

9. On the "User Access Control Privilege" interface, click “Ead button

and enter the Access Control Privilege Setting interface and synchronize

set up information of user groups will display in the list. Show as
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following, machine 2 in the ID 1 user group 1 Time zone.

Ac Privilege option E]
Delete All

| Group Is Use Group Timezone1 Timezone2 Timezone 3 DoorfAC machir f
1 lucy 2| vl 0 1] o2

23 Edit Priviiege:

104 Machine 2

Set up the Access Control Privilege when a user do not use group
1. If a user belongs to the group, but she/he does not use group Time
zone, then in the User AC Privilege setting interface, select the Time
zone to be used, shows as below, ID 21 users belong to the third group,
but she does not use group 3 Time zone, and use the 1,2,4 Time zone.
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4 User AC Privilege

Department B2 ID BINeme B Groop K2

Nana

i [ 1 Mantenance 21 Pinky 3
Maintenance 13 [ 1
Mairtenance 20 Win 1
Manienance 2 [l 5
O e e 1  Apply Priviege
Human Resoure 15 |Carl 1
Human Resoure 16 [Dan 1
Humen Resourc 17 |Edion il
Finacial 12 | pex 1
Finacial 13 |Lucas 1
Finacial 14 [Don 1
Machine Bl Machine Numbe: B IP Addiess Machine B Machins Nurber B IP Address K I
1 | 1]182.168.1.201 2 119216810.221

3 | T:USE

. . Apply Pl .
2. After complete setting, click “M’“button and then cllck”m"

button on the "User AC Privilege" interface. Enter the Access Control
Privilege setting interface and synchronize set information of user
groups will display in the list. Show as following ID 21 user use group 3
Time zone, the non-use group, but use 1,2,3 Time zone.
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Ac Privilege option &]

Delete All 1
m X Delete &1 ‘

I Group Is Use Group Timezone1 Timezone2 Timezone 3 Dom[AC machil
1 llucy I 2| e il il 0i2
|21 Pinky 3| ] 1>Maming|  2-Aftemoon| 4-xDawn | 2 |

Delete the User Access Control Privilege

1. After choose the user who will ready to be deleted and his group ,
move their to the critical areas, and moved equipment whose the
Privilege will be deleted to the critical, shown as below, delete the ID 1

user, who use the Group 2 Time zone.
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Ac Privilege option E

22 Edit Priviegs X E;ﬁfg’;" 3 Delets Al

Is Use _Emup Timezone 1 - Timezone 2  Timezone 3 _D_uur[AC machir

Delete &l
2. Click on the "l X Fiiea= " button, the group Time zone the user use

will be deleted in critical area from the selected equipment. After deleted
successfully, the system will prompt. Show as below.
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Ac Privilege option E]
2 Edit Piivilege X E:\'j:: 2” X Delete Al
Is Use Group Timezone 1 Timezone2 Timezone 3 DoorfAC machir
2l [EL , A Morming | S Afiemong | a7
.
2.6.5 Upload Options

1. Connect device.

Choose upload device. Click icons to choose the device with mouse,

right-click mouse, select Connect item, show as below:
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& Attendance Management Program - [ Temp-Supervisor 12/27/2011] EBEX
Data_Attendance _SearchyPrin:_Maintenance/Options _Device managemert_Help
e —
8 O =u =m. X O
Employess  AClog  Repot | Device  DelDevice  Connest Discomnect | Eiitsystem
Trpei lendence TReckng — A1 oo
& Export Attendance Checking... | 1° -
Backup Database Device Name Stalus MachineNo. Corm type BaudFate P Address Fat ProductName | UseCount | 14
e
o = S Disconnected 1 SeialPort/RS485 115200 comt
G2 Comnected 1 Etheinet 192168.1.28 437 #
3 Dowrload attendance logs P e 3 i @
© Dowrloar userinfo and F < >
© Upload user info and FP [l [acho Name [sTime Machine _|Veiy Mode. ~
& AC Manage [ED £ 12277201 100708 21 2 FRIFW/RF FACE I .
| 23 £ 12/27/2011 10.07:15 41 2 FP/PW/RF/FACE s Tine 122772011101
Macnoee i & B £ 12/27/2011 100718 41 2 FP/PW/RFFACE
B Depatment Lt 43 £ 12/27/2011 1007.20 81 2 FP/PW/RF/FACE
B dmirishalor L4 53 Ex] 12/27/2011 10:07:22 Ak 2 FP/Pw/RF/FACE
22 Enployees Hone Photo Nans Phola
£ Daabase Dption
Enployes Scheds 2
il Maintenance Timetables u"ndar’u:i Phota,
@ shits Hanagenent o[ e a
Emplopes Schedule 5 [2) Connecting it deviee pl 10:06:05 1227
ol
© Attendance Ruls & o M 16/(21 Succeed i connecting wi1006:1612:27 | o
10:07:30 &M

2. Upload information

Click "Upload Device", under the door manage menu on the left tool
bar, and show as following interface:

Upload Choice E]

AC Dptions

| ok | | X cance |

Select the Access control option which you want, the two kind of option
could to be selected at the same time. After success upload, it will
display the success information on the window, show as below:

215



ZKTime5.0 Attendance Management Software User Manual

1D |Status Tirme e
1 [2] Connecting with device.pl 14:35:23 08-23
2/[2] Succeed in connecting wi 14:235:31 03-23
3 [2] Dizconnect 18:54:10 08-23
4 [2] Connecting with devicepl 18:54:17 08-23
5/[2] Succeed in connecting wi 18:54:25 03-23
B | [2]4pplving for setting, please 185833 03-23
7 [21Upload user access contre 18:58:37 08-23
3 [2]0peratian finizhed! 18:58:38 08-23

hd|
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Appendices

3.1 Set Date

In the box of Date click " * " button to select the date, and in the box of

Time click "=" button to select the time or directly change the time. In
the drop-down box of Date, click " 4 I" or " * " button to move the date

one month upward or downward:

Time Range |
Fram | 10/11/2010 s 0000 =
To | anaem (v 2359 <

[

Sun Mon Tue Wed Thu Fri Sat
1 2 3
4 5 B 7 8 9 10
11 12 13 14 15 16 17
12 @ 20 2 22 22 2
A2k 27 28 2 30

= Today: 8232011

Click the year number to change the year directly, or click """ button

to move the date one year upward or downward. Click on the date you
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want to select it.

3.2 Select Employee

The option box of Employee is like this:

Employee:
AL Mo, Mame -
19 Wi
20 Win
21 Pinley
22 Weir
o
< >

Move the mouse to the row the employee to select is in, left-click the
mouse, and this row will turn blue.

To select more than one employee, hold down "Ctrl" key to select.

3.3 Select Department

The option box of Department is like this
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Dep.: |OUR COMPANY ~|

DUR COMPANY
FAE
Finacial
Human Rezources
—I- Maintenance
1 ¥

With the mouse left-click the department name, Wait for the department
name to change blue. It shows chooses successfully.

Choice department employees

Single-click department, open a drag-down box, chooses department
which the employee is at, then single-click the employee box

3.4 Select Employee in Department

Click the department box to extend the tree-type framework, and select
the department where the employee is, then click the employee box to

extend the drop-down list box and select the employee.
3.5 Data Table Tool Bar

The Data sheet Process Tool Bar contains the following operation

buttons:
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Prinr Last Delete S
PR
Firat I/NBXL / Add \ Cancel

—_— [

In the data sheet, the row marked with P symbol is the current row and
all operations for he sheet is conducted in the current row.

Click button to carry out corresponding operation for the data sheet.
First: To move the current row to the first row.

Previous: To move the current row one row upward.

Next: To move the current row one row downward.

Last: To move the current row to the last row.

Add: To add a new row in which new data can be entered in and the
current row is the new row.

Delete: To delete the current row.

Edit: To modify the data in the current row.

Save: To save the data after edition or in the newly added row.

Cancel: To cancel the result of adding a new row or editing the data.
Under the status of adding or editing, the result of moving data will be
automatically saved.

In the data sheet, click on the row to select it, and select multiple rows
by pressing "Ctrl" and clicking at the same time when possible. The
selected rows will change to blue.
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3.6 Export Data

Following take Attendance Record as example, explain to Export
Data function:

€ Search Employee's Attendance Checking Record ”EIE

Condition
. [oURcoMRRNY <] 1) If you want add, edit altendance checking's original records. please use
Dep.: | OUR COMPANY Ed Q the functions of "Forgelting to clock in/out”, "Coming Late/Leaving Early
Mame: | <Al -] Collectively”. ot "Handle Attendance Checking Records In Advance™,
-
Time Range _ i - o
= t
From | 10/11/2010 | [00:00 = [ Preview esgn Hepor 3 splay Status Support simple calc
To [ 91920 w2389 = Eeoh Ciiis [/] Display Workcode [#]Display Null Records
[ B Eroor I [ S I [ Diplay Imags 10y Display Nul
| Primary Logs | Simple Cale
Department | Name |No. | DatesTime: |Status [LocationID_[ID Number Al
_|puR company lucy 1 7/22/2011 32334 PM_CAn 1
_|pur coMpany lucy 1 7/22/2011 32336 PM_C/n 1
_|our coMpany lucy 1 7/22/2011 41240PM C/n 1
_|our coMpany lucy 1 7122/2011 41241 PM C/n 1
_|our company lucy 1 7/22/2011 41252PM. CAn 1
_|our company lucy 1 7/22/2011 41454 PM_C/n 1
_|puR company lucy 1 7/22/201 41453 FM _ C/0ut 1
_|puR company lucy 1 7/22/2011 415:02PM_C/0ut 1
_|our coMpany lucy 1 71222011 41504 PM_ Clin 1
__|our company lucy 1 7/22/2011 41507 PM_ Out 1
_|our company lucy 1 7722/2011 415:09PM Out 1
_|our company ucy 1 7/22/2011 415:22PM Tl 1
_|pum company lucy 1 7/22/2011 415:29PM OutBack 1
_|pum company lucy 1 7/22/2011 415:42PM OutBack 1
_|our comeany lucy 1 7/22/2011 41547 PM_OutBack 1
_|our coMpany lucy 1 7/22/2011 43615 PM OutBack 1
MOUR COMPANY luey S 72222011 43617 FM OutBack 1
v
< >

As shown in the above picture, click "Export" button to pop up the
following window:
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Export Fields Options

Fleaze select the fields that you want to export: Predefined Items List:
v |
vl Mo,
vl D atedTirne
W] Status
| Location D
! D Mumnber Y'ou may:
v Workcode <Save Current Dption: Input a name in the above
W YernifyCode Predefined |tems List, and then press "0K".
[l CardNo <Import Previous Options> Choose one name that

have been saved before in the above Predefined
Itemz List, and then press "OK".

o OF l l X Cancel

Predefined Item List: The current definition of your choice will be a
name, when the next time export will be allowed to directly select and
save name but not need to choose the field to export in the left box.

Put tick in font of the fields to export. If next time you want to select the
same fields to export data, you can input an item name in the box of
Predefined Item List, and click "OK" to save the selected fields in this
item. If you want to call your previous choices, select a name saved in
the box of Predefined Item List, and click "OK" to enter the following
window:
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Save |.”—,_"| My Documents v| - cF EE-

; 5. hﬁ My Music
Iﬂ Iy Fictures
My Fecent
D ocumetts

Deskiop
y Documents
oL
fy Computer

@

My Metwark, File name: | ~ | [ Save ]
Places
Save as lype: | Microzoft Excel File(".xls) r";|

Text File[* bat]

Enter a filename for this file to save in the column of Filename, select
the type to save this file, and then you will export the selected data to
this file. You can save a file in three formats: Excel files (Microsoft
Excel File (* xlIs), DBF formed database files, right justified text files.

3.7 Advanced Export

Advanced Export is mainly used in secondary development to transfer
the data in our software. When needs to export the data, choose in here
need to export the data the item and its setting attribution. Single-click
“Advance Export” button on Attendance Record interface, shown as
following figure.
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Export dialog -- Export to [InOutData.xIs] X
Destination file

Open file after export [CIPiint file after export

[Evpon Type | Fiekds | Fomets | Heager & Foster | Caption & width | Excel Optons |

Expart ta -

(Z)MS Excel (O DBF (D5YLK Fils

(IMS w/ord (O FDF OLaTex

QRTF O Text File OsoL

(DHTHL {D)CSVY File (D) Windows Clipboard
(O=mL () DIF File OLog

| Fomats | Dptions |

Load E xport Dptions I l Save Export Options I [ Start Export ] [ LCloze ]

Here we take the Excel table to export as the example, explain advance

export the function.

1. Choose Export file format on the Export Type label of Formats
pagination as MS Excel.

2. Set the parameters in the Options pagination. Show as below:
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Export dialog -- Export to [InOutData.xls] E

Destination file

Open file after export [ Frint file after export

\EHFLIE! Fgé\;:l; 1 VEVorméts | Heager & Footer Eaﬁtlom S:Wldih Exce\ tlﬁt\ons‘

~Congtraints
Gio to the first record [ ] Current record only

[¥]llaws export empty data source

Skip |0 records (S} Erport all recards

(IErport anly

| Eormats | Options |

l Load Export Options ] [ Save Export Options I l Start Expart ] l Cloze ]

3. Input the filename and choose the saving position.

Export dialog - Export to [InOutData.xIs]

Destinatior file

[¥] Open file after export [C1Pint file: after export
4. Set the field, the format and so on
A. Field
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Export dialog -- Export to [InQutData. xIs]

Destinatior file

Open file after export [C1Puint file after expart

Export Type | Flalds E‘Drmats Heag.er&"F.aoi.el téplion&W\dliﬂ Ekceidptioms

DEFALLTDEPTID
Eg Mame

BB PN

CHECKTIME

@ checktype
SENSORID
Bssn

@ workcode
verifpcode

@ CardMa

EEREE

Load Export Options ] l Sawve Export Options l l Start Export l l LClose l

Chooses field which want to export, There are ten fields:
DEFAULTDEPID, Name, PIN, SSN, CHECKTIME, checktype
SENSORID, SSN, wokecode, verifycode, CardNo.

Note: Only the machine have Workcod feature, can choose to export
the workcode field.

B. Format

Set export the field form, there are the Common format and user
self-definite form two formats.

C. Page head and page foot (Header & Footer)

Here may add the page head /foot page for file which Export, input the
explanation writing in the page head/foot, these writing will be able to
display in the start and the ending of exported the file.

D. Caption & Width

There are ten fields which Export: Department, Name, No., Data/Time,
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Status, Location ID, ID Number, Workcode, Verify Code, CardNo, label
it with the easy memory the title and defines each field the display
width.

E. Excel Options

Set the Fields and Styles to export.

5. Save Export Options

After setting the field, the format and so on, for provide the convenience
to export next time, will be allowed to save this setting in the file, next
time will export this setting instead to set again.

6. Load Export Options

Directly import setting file before save, then was allowed to transfer the
setting before you setup, directly export the data again.

7. Start Export

After all options set finished. Click “Start Export” button, the

following window will popup:

Status E.:-:pcurting...

Exported 177
Tirne 0:00:00
Speed

iCancel

When indicator inform you completes download data, then may confirm
and gets down the data to directly which the examination Export. Show

as below:
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B et

A B | c | 3] E | G H =
1 |Department Name Ho. DateTime Status  Location 1D 1D Number Workeode Verlf,
|2 |QUR COMPANY lucy i 7202011 1613 AT Cln i ] Pass
'3 |QUR COMPANY lucy f 2.2011 15:14 A7P7 Clin i i} Pass’
4 |OUR COMPANY lucy i 1 15.14 A7E? Cfin i B Pass
5 |OUR COMPANY lucy i] 11518 A787 Clin i i} Pass-
£ |OUR COMPANY lucy fi 11514 A7P7 Cfin i il Pass
7 |OUR COMPANY lucy ] 11514 AZP7 Clin ) B Pass
B |OUR COMPANY lucy ] 22-2011 15:14 A7F7 Gl i) il Pass:
9 |OUR COMPANY lucy il 7-22-2011 1514 A7P7 Cln i B Pass'
[10|0UR COMPANY lucy fi 7-22.2011 15:23 ATP7 Clin il ] Pass
[ 11 |QUR COMPANY lucy il 7222011 16:33 A7P7 Clin il ) Pass
[12 |QUR COMPANY lucy fi 7222011 16:12 A7P7 Ciin i i} Pass'
13 |QUR COMPANY lucy fi 7202011 1612 A727 Clin i B Pass
[14|QUR COMPANY lucy fi 7222011 16:12 A727 Clin i i} Pasy
|45 |QUR COMPANY lucy i 7202011 16:14 ATP7 Clin i B Pass
16 |OUR COMPANY lucy i] 11618 A7P7 Ciout ] i} Pass'
17 |OUR COMPANY lucy i 11616 A7E7 CiOst i} Pass
18 |OUR COMPANY lucy ] 16:15 A7TP7 Clin il ] Pass'
18 |QUR COMPANY lucy f 11615 AZR7 Dut il il Pass
20 |OUR COMPANY lucy il 2011 16:15 A7TP7 Dut il e Pass
21 |OUR GOMPANY lucy fi 11615 AZFF Gl il il Pass'
|22 |OUR COMPANY lucy f 11616 A757 Out Back | ) Pass
|23 |QUR COMPANY lucy ] 116:15 A7P7 Out Back 1 i} Pasy
|24 |OUR COMPANY lucy f 1 16:16 A787 Out Back | B Pass
25 |QUR COMPANY lucy A 1 16:36 A797 Oul Back 1 i} Pasy
26 |QUR COMPANY lucy i 1 16:36 A787 Out Back | B Pass
27 |QUR COMPANY lucy ] 116:36 A797 Clin il i} Pass'
28 [OUR COMPANY lucy i 11636 A7E7 Ciost i} Pass
29 |OUR COMPANY lucy ] 116:36 A7P7 Clin 4l il Pass’
30 |OUR COMPANY lucy i) 11636 A7P7 Ci0ut i il Pass
31 |OUR COMPANY lucy il 116:36 A7P7 Dut il il Pass’
32 |OUR GOMPANY lucy fi 2011 16:36 A7P7 Dul Back 1 il Pass

33 |OUR COMPANY lucy [ 1 16:36 A7FT C/n il B Passu

3. 8 Downloading Photos Automatically

When the PC is connected to an 8-inch color-screen device, set the
server on the 8-inch color-screen device and connect the 8-inch
color-screen device to the Internet. Start the attendance management
software on the PC, and the software automatically detects the device
and downloads the photos taken on the device. The detailed operation is
as follows:

1. Connect the PC and the device to the Internet respectively, or
ensure that both of them are in the same LAN.

2. Choose Menu > Communication device > Other settings on the
device. Set the Web server to the IP address of the server where the
photos will be saved.
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3. Open the attendance records on the device (Note: The device must
be configured to take photo of and save the attendance records) and take
photo of the attendance records.

4. Start the attendance management software, choose
Maintenance/Options->System Options, and select Display Photo in
the Regular pagination.
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System setup @

Fe Regular Main wWindaw
= Monitor .
(Z] Function Option Show GridLine
b Start Shaow Phata
Dovnload Record(s
? Status of Hecold[s[] ] [#] &llow to add Zera before AC Mallen of AC No.<10)
22 Import Userfs] Data Select this option must be confirmed by the connected machine also supports ragi

& Erfend Purichion [ Minimize on pragram startup

Uz %P style
Save Window after exit;
Update URL
http: //cn zksoftware. com B2/ update/att inf

td ax digplay itemslWhen Zero Cloging Automatically monitor]
1000]

| [(xoes |

5. Select Transaction Photo Record of using Http in the Extend
Function pagination. Ensure that the port settings are consistent with
Web port settings on the device. Finally, click “OK” button to save, as
shown in the following figure.

System setup E
ke Reqular |
comm Monitar Transaction Photo Record of using Http
[ Function Dptiok [only for device of hitp zerver)not supported Rs232 485
i Statt

4L Download Recordfs)
- L Status of Record(s)
- 20 Import Use(s) Data ot 80 E

[¥]&dd Machine To System Automatic
Transaction
(Z1Real Time

Ointerval 5 Z][Unit hin]
() Transaction Lag Times

Ex:00:00;08:00:17.00

l o OK l [ X Cancel ]

6. The attendance management software automatically detects the

online device, and displays the latest attendance records and photos in
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the main interface, as shown in the following figure.

& Attendance Management Program - [ Temp-Supervisor 12/27/2011] B[]
Data_Attendance _SearchiPrit_Maiienance/Options _Device management_Help

8 O & = .X| O 6|06

Employess  AClog  Repot | Device  DelDevice  Connest Discomnect | Eiitsystem
PG Atenance TReckmg — A
& Expart Attendance Checking i y
g Device Name Status MachineNo. Comm type BaudRate IP Address Pott ProductName | UserCount 1A
e (EE Discomected 1 Seil Po/RS4Es 115200 comt
G2 Comnected 1 Etheinet 192168.1.28 437 #
& Download aftendance logs G Disconnected 1 use v
© Dowrloar userinfo and F <
© Upload user info and FP [ld [heto Name |[sTime: [Mochine [ Veriy bade
65 ACManage 13 3 12/27/2011 10.07.08 80 2 FRIF\//RF/FACE
| 23 £ 12/27/2011 10.07:15 41 2 FP/PW/RF/FACE
Macnoee i = B £ 12/27/2011 100718 41 2 FP/PW/RFFACE
43 £ 12/27/2011 1007.20 81 2 FP/PW/RF/FACE
L4 53 B 12/27/2011 10:07:22 4k 2 FP/Pw/RF/FACE

2 Enployees

£ Database Optior,

Hone Phato

f—
Employee Scheduie: %

o [staus A
15 [2] Connecting with devicepl 10:06:0612-27
< 16 [2] Swcceed in connecting wi 10.06:16 1227 o

© Atendance Ruls

10:07:30 AM

7. You can also query the latest records and photos from the
attendance records: 1) Connect the device first, 2) Download the
attendance records, 3) Open the attendance records, 4) Finally select
Display the images photographed by the device. Then, you can see
the details of each record, including the images. In the image list, you

can click an image to view the enlarged image.
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@ Search Employes’ s Attendance Checking Record
Condition

Dep. [This Company -
Name: |1 =l

Time Aange

From |2011- 513w |00:00 =
| Tolam-s2 (v [zs =

[ Fomary Logs.
| |Depatment |Name  |No. |Date/Tims | tatus
| M{This Company 1 1 2011526 F4 05375/CAn
This Company 1 1 11526 0537SCAn Fingespint
2

3.9 How to Generate License Files

There are two algorithm versions to enroll the user fingerprint in
employee maintenance: ZkFinger9.0 and ZkFinger10.0.
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prmm—p EIBX |

S o+ X b g a
T L Add Delets baich Seaich lnpot  Facelion
Cinclude sub depatment b | ~| ACNo, Ho, [ ame [iena] Thie | Motierpage ~
3 OUR COMPANY | 1}] -
B FAE f2 |10 Anna Fe.
3 Fracial 3 |n Abel Male
5 Human Recources —
= 3 Maintenance
-3
B2
i3 Management
0 Sake
2 1 v
< >
ACNo |9 i Hame [ Photo gerpint manage
0 Zifinger 100
Grder | Femsis v e @ 2HFinger 8.0 OBFege
Hafianally Offce Tel ]
Frgeipint e
3 Otrve O
Tille Fidige [User =]
Date of Bith | /7 B paea [/7 =
Emgloysnert
CardNumber Mobila Mo
Home Add. [
Basic Informtion | Addifon | AT Dpions
Fecard Countd

How to choose ZkFinger9.0 or ZkFinger10.0

1. Enroll with a single color LCD fingerprint sensor, choose

ZkFinger9.0 algorithm version.

2. Enroll with a TFT fingerprint sensor, you can choose both options.

Each algorithm version provides corresponding FP sensor to enroll.

Note: View the device algorithm version in the '"system

parameters".
How to generate ZkFinger10.0 verification license:

If choosing the ZkFinger10.0, you need a license to conduct fingerprint
sensor enrollment. Click on the "Registration" button, it will
automatically created "id.txt" file in the software installation directory,
you need to send this file to our company to get the license file
"zkfinger.lic", then put the license file in "system32" folder under the
system disk, such as C: \ WINDOWS \ system32 directory.
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3. 10 Check New Version

The software provides a software version upgrade function. This
function can be a timely examination of the software version, and
update.

The specific steps are as follows

1. On the Regular pagination of System Options, setting the Update
URL as http://cn.zksoftware.com:82/update/ZK TimeS5.inf . Show as
below:

System setup @

e Reaular e ain windowr

= Monitor .

] Function Option =oularbie
b Stat Show Phato

Download Record
? S Heiz:;[s[]s ] 7] Allaw to 2dd Zero before AC Moflen of AC Ma.<10]

22 Import Userfs] Data Select thiz option must be confirmed by the conmected macking also supports ragi
9 Exfend Furiclon [ Minimize on program startup
Uz %P style

Save Window after exit;

Up UEL
http: //cn, zksoftware. com: 82/ update/att inf

b ax digplay itemslWhen Zero Cloging Automatically monitor]
1000

2. After complete set, click “OK” button to save. Click the Check New
Version sub-item under the Help menu, will connecting to the updated
server, and then search whether have new version. If have new version,

it will display on the window, show as below:
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Software upgrade

Flease select the download list ;

|w| Saft Package

cBack (B [ MewiNp | | Cancel |

3. Select this update package, and then click “Next” button, the
following window will popup:

L9 < &

Updating :  ZKTime5.CAR

Dovanload @ hitpe o/ fen zksoftware com: B2/update 2k Timeh CAR

[E] | iMemt{M] ] l_ Cancel J
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As shown in Figure, displays update process. It’s will take some minutes,
please be patient. After success, the following window will popup:

Software upgrade

Idpdating list :

ZKTime5.inf
| Found Mew Version!
| ZKTime5.CAR

Restart Application To Update?

[ENeHl[ﬂbé ] l_ Cancel ]

4. Click “Next (N)” button, close the software and auto update system.
After update, click the About sub-item under the Help menu. The

following window wills popup:
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About this system

Fingerprint Attendance
System

1med.0
Yergion: 4.8.5 Build141
SDE Wersion 5.2.4.0

whelcame to vigit 2K T eco webszite o obtain last information about products
and online technological suppart service.

hittp: /Ao zksoftware. con

The copyright of thiz zoftware iz pogzezsed by ZKSoftware,

As shown in Figure, update successful.
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4. End-user License Agreement fir This Software

Important- read carefully:

This End-user License Agreement ("EULA") is a legal agreement
between you (either an individual or a single entity) and the mentioned
author of this Software for the SOFTWARE PRODUCT identified
above, which includes computer software and may includes associated
media, printed materials, and "Online" or electronic documentation
("SOFTWARE PRODUCT"). By installing, copying, or otherwise using
the SOFTWARE PRODUCT, you agree to be bound by the terms of this
EULA. If you do not agree to the terms of this EULA, can not install or
use the SOFTWARE PRODUCT.

SOFTWARE PRODUCT License

The SOFTWARE PRODUCT is protected by copyright laws and
international copyright treaties, as well as other intellectual property
laws and treaties. The SOFTWARE PRODUCT is licensed, not sold.

1. Grant of License. This EULA grants you the following rights:
Installation and Use. You may install and use an unlimited number of
copies of the SOFTWARE PRODUCT.

Reproduction and Distribution. You may reproduce and distribute an
unlimited number of copies of the SOFTWARE PRODUCT; provided
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that each copy shall be a true and complete copy, including all copyright
and trademark notices, and shall be accompanied by a copy of this
EULA. Copies of the SOFTWARE PRODUCT may be distributed as a
standalone product or included with your own product.

2. Description of Other Rights and Limitations.

Limitations on Reverse Engineering, Recompilation, and Disassembly.
You may not reverse engineer, decompile, or disassemble the
SOFTWARE PRODUCT, except and only to the extent that such
activity is expressly permitted by applicable law notwithstanding this

limitation.

Separation of Components.
The SOFTWARE PRODUCT is licensed as a single product. Its
component parts may not be separated for use on more than one

computer.

Software Transfer.
You may permanently transfer all of your rights under this EULA,
provided the recipient agrees to the terms of this EULA.

Termination.

Without prejudice to any other rights, the Author of this Software may
terminate this EULA if you fail to comply with the terms and conditions
of this EULA. In such event, you must destroy all copies of the
SOFTWARE PRODUCT and all of its component parts.

Distribution.
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The SOFTWARE PRODUCT may not be sold or be included in a
product or package which intends to receive benefits through the
inclusion of the SOFTWARE PRODUCT. The SOFTWARE
PRODUCT may be included in any free or non-profit packages or
products.

3. Copyright.

All title and copyrights in and to the SOFTWARE PRODUCT
(including but not limited to any images, photographs, animations, video,
audio, music, text, and "applets" incorporated into the SOFTWARE
PRODUCT), the accompanying printed materials, and any copies of the
SOFTWARE PRODUCT are owned by the Author of this Software.
The SOFTWARE PRODUCT is protected by copyright laws and
international treaty provisions. Therefore, you must treat the
SOFTWARE PRODUCT like any other copyrighted material except
that you may install the SOFTWARE PRODUCT on a single computer
provided you keep the original solely for backup or archival purposes.

Limited Warranty

No Warranties.

The Author of this Software expressly disclaims any warranty for the
SOFTWARE PRODUCT. The SOFTWARE PRODUCT and any
related documentation is provided "as is" without warranty of any kind,
either express or implied, including, without limitation, the implied
warranties or merchantability, fitness for a particular purpose, or no
infringement. The entire risk arising out of use or performance of the
SOFTWARE PRODUCT remains with you.
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No Liability for Damages.

In no event shall the author of this Software be liable for any damages
whatsoever (including, without limitation, damages for loss of business
profits, business interruption, loss of business information, or any other
pecuniary loss) arising out of the use of or inability to use this product,
even if the Author of this Software has been advised of the possibility of
such damages.

Acknowledgement of Agreement.

I have carefully read and understand this Agreement, Radiate, Inc.’s
Privacy Policy Statement.

IF YOU ACCEPT the terms of this Agreement:

I acknowledge and understand that by ACCEPTING the terms of this
Agreement.

IF YOU DO NOT ACCEPT the terms of this Agreement.
I acknowledge and understand that by refusing to accept these terms, I
have rejected this license agreement and therefore have no legal right to

install, use, or copy this Product or the Licensed Software that it

incorporates.
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Trouble Shooting

The following is a list of typical troubles you may be annoyed of at the
beginning of working with program and their solution as well.

1. Due to the personnel changed, fail to enter the management
program, what will I do?

Answer: The PC needs to be configured with Office2000 or a later
version, and the Access software at first. then enter the attendance
program installing directory, look for the att2000.mdb file, double-click,
and find the “userinfo’ list in the appear interface, double-click, to find
‘securityflags’ field, delete the identifier with the value as "15" under
this filed.

2. Iforget the password of database, how to do?
Answer: Enter ‘maintenance and setting’ of management program, click
on the "Setting password of database", then have no need to verify old

password, so can set up new password of database.
3. How to use the business check-in /clock-out?
Answer: When the employee need to go out, the employee should
check-out on attendance device. When the employee come back, select

business clock-in.

4. While inquire attendance record, selected the highest department,
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selected all employee, why cannot see record, but it’s true display
that has been saved to downloading data?

Answer:

(1) It is maybe the data record time expire inquiring range, want to view
the original record , open the attendance database (att2000.mdb), enter
clock-in-out list, can see all original record, prove that original
attendance record is in the range which you inquire, specifically pay
attention year;

(2) It is maybe that add a highest department again after the general
company name was canceled, installing finish, the default highest
department general company can not be cancel, but it is able to be
modify in the attendance rule.

5. I have assigned shift, why no the result of account and statistics
indicate leave, come late, gone early?

Answer: First enter management to check the setup shift, in normal
condition the name of shift corresponding time period display that
appear in blue color in right time box, if there isn’t any problem, enter
employee shift list, view the starting date of employee shift, the starting
date is beyond the account and statistics time range, isn’t it?, if it isn’t,
assign shift again, fix new starting date.

6. How to cancel the schedule which have been set up?

Answer: You can add a empty schedule firstly, then use the empty
schedule replace the schedule which will be canceled in employee
assignment, enter schedule management to cancel corresponding
schedule, OK.
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7. Why the data which is stored record is fewer than loaded down
data while in the process to download all data ?

Answer: While loaded down and record, the attendance program can
determine loaded down record, the repeat record will be cancel
automatically, the stored record will not be store again.

8. Why the loaded record appear, but cannot find it while inquire it?
Answer: Confirm time range you inquire is accord with attendance time
of loaded record, or it’s not. can check attendance record day, month,
year, after loaded down record, or open database (att2000.mdb), enter
check-out/clock-in , can see all origin record, confirm time of attendance
original record is within the range of acquirement, pay attention years
record specifically, some independence equipment set time is not real,

result in attendance record time isn’t correct.

9. Why I attendance normally, but it is show I stay away from work
without leave or good reason?

Answer: Examine your period time setting first, confirm your attendance
record is among the range of clock-out time, example, you setup the
clock-out time is from 17: 00 to 18: 00, you clock-out time record is16:
30, so that the record is invalid, system will indicate neglect afternoon
(in attendance rule, no clock-out is neglect); next, examine you

attendance time is correct, or it’s not.

10. Why there are come late and gone early in the attendance
account and statistics shift, but there aren’t their records in
inquiring record?

Answer: Please examine the setting of attendance account in attendance
rule, see if ‘on duty clock-in record: come late/gone early’ have been
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sign or have not, if it has been labeled so that the neglect system will
indicate come late/gone early.

11. Leaders of company don’t require clock-in-out, but their
attendance demand account, how do it to set ?

Answer:

(1) Enter attendance setting under employee maintenance, cancel valid
attendance;

(2) Set up a period time of unnecessary to clock-in-out, produce a
schedule, the schedule is used to account with employee. OK
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