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Glossary

Absence: Based on the Attendance parameters, if there is no Check-in or Check-out in attendance statistics, it
will be counted as absence. Or, Late arrival/Early leaving for more than N minutes will be counted as absence.

Actual Attendance Time: It refers to the actual working time of an employee. It is calculated based on the
Check-in/out time statistics of the employee. The default unit is workday. The statistical rule can be changed in
[Attendance] > [Calculation Item] > [Expected/Actual].

Attendance Duration (Time): It refers to the time span between the actual check-in time and the actual
check-out time.

Attendance Status: It refers to the attendance punch category. By default, the system has the following
statuses: Check-in, Check-out, OT-in, OT-out, Break Time-out and Break Time-in.

Attendance Timetable: It refers to the timetable which is used to set the attendance parameters. It includes
the configuration of parameters such as Start/End time of the work, permissible late arrival/early leaving time
range, whether Check-in/out is mandatory, permissible Check-in/out time range, Break time, and Overtime.
This is the minimum unit of attendance time settings.

Auto Overtime: When the Check-out time is greater than the actual work end time, this parameter
determines whether the extra worked time is to be counted as overtime or not.

Correction of Status: The employee can change the attendance status in the device according to the shift
timetable and attendance time. The attendance will be calculated based on the status.

Attendance Time: It refers to the total duration of the employee’s actual work. The default unit is workday.
The statistical rule can be changed in [Attendance] > [Calculation Item] > [Expected/Actual]. Specifically,
the value is calculated based on the unit (workday, hour and minute) as well as the counted workdays and
minutes in the shift timetable.

Check-in/Check-out: Check-in/Check-out decides whether the employee has to Check-in/Check-out
compulsorily or not. If this is enabled, then Check-in/Check-out is mandatory otherwise Check-in/Check-out is
optional.

Early Leaving: Early leaving includes the time setting for the corresponding timetable. It also decides whether
the actual check-out time is earlier than the check-out time in the timetable. On the other hand, if the
mandatory Check-out in the timetable is set to Yes, and the employee leaves early without Check-out is
counted as Early Leaving by N minutes.

Exception: It refers to the leave time in any timetable.

Flexible Shift: It refers to a default attendance shift set in the system. It is a cycle of flexible timetables within a
week. When an employee works in a flexible schedule and attendance verification is required, a flexible shift
can be assigned to the employee. When a shift is not assigned to an employee, the attendance is calculated
based on the flexible shift and it can be considered as overtime on a day off or on holidays. The flexible shift is
applicable to Business owners, Business Personnel, Service staff, and order-oriented production department

employees.
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Flexible Timetable: It refers to a default timetable set in the system. While setting a flexible timetable, the
work delay is not counted as overtime, and late arrival/ early leaving/absence is not counted. The attendance
calculation for a flexible timetable is second punching time minus first punching time, fourth punching time
minus third punching time, and so on. The line numbers of its reports are generated automatically. For
example, if four records exist, the daily report on that day has two rows. If six records exist, the daily report has
three rows. Besides, the overall attendance time is the check-out time minus the check-in time of the

timetable.

Late Arrival: Late arrival includes the time settings for the corresponding timetable. It also decides whether
the actual check-in time is later than the check-in time in the timetable. On the other hand, if “Must Check-in"
in the timetable is enabled and the attendance parameter is set to “count as late by 60 Minutes” if there is no
check-in, the actual time without check-in is counted as late arrival by N minutes. The time of late arrival does
not affect the work minutes for the attendance calculation.

Must Check-in/Check-out: In some companies, only check-in or check-out is required. If check-in or

check-out is mandatory, the corresponding details are included in the attendance statistics.

No Check-in/No Check-out: No Check-in/No Check-out refers that there is no actual attendance punch in the

selected timetable.

Permissible Late Arrival/Early Leaving: It refers to the permissible time range for late arrival/early going
before/after the actual work time ends/starts.

Role: While using the system, a Superuser needs to assign different levels to new users. To avoid assigning one
by one, the Superuser can set the roles with specific levels of management. The Superuser can also assign

appropriate roles to users while adding them.

Schedule: [t refers to the time plan that will be used in the timetable for calculating employee’s attendance. It

is the key element in calculating the attendance results.

Shift: It refers to a rearrangement plan for the employee’s working hours. It is composed of one or more
attendance timetables based on a certain order and cycle period. To calculate attendance, the shift must be

assigned initially to an employee.

Start/End Check-in: It refers to a timetable that has a valid range of check-in. The check-in records out of this

range are invalid.

Start/End Check-out: It refers to a timetable that has a valid range of check-out. The check-out records out of

this range are invalid. The check-out start time cannot overlap the check-in end time.

Superuser: It refers to a user with all operational permissions of the system. A superuser is able to assign new
users (such as Company Management Personnel, Registrars or Attendance Administrators) and configure the
corresponding user roles to different levels of management.

Temporary Schedule: Temporary schedules are used if there is a necessity to adjust the work time of
employees due to temporary changes in employees' work time. The temporary schedule can be appended to
the employee’s current shift(The attendance report contains two schedules). This schedule is applicable to

employees who work without any fixed schedule.

Time in a Timetable: It refers to the total work time in an attendance timetable in the shift of a particular day.
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Unit/Minimum Unit: The unit may be a day/hour/minute. The minimum unit is a numeric value. The
combination of these two is used to set the minimum unit for attendance statistics. Eg: One day, One hour or
One minute. For example, the minimum unit of leave is set to one hour. When rounding-off is enabled, 1.5
hours will be counted as two hours and 1.4 hours will be counted as one hour.

Work Minute: In normal attendance, the work minute is the time set in Work Minute of a shifting timetable.
When the valid attendance duration in the timetable is smaller than the actual time which is set in Work
Minute of the timetable, the attendance duration is valid. The work minute in a flexible shift is 0.

Work time: It refers to the time interval between an employee's work start and end time (minutes). The value
may not be equal to the actual interval between punching in and out. The value may be larger or smaller than
this interval, depending on the Company’s regulations. Normally, this value can be neither larger than 480
nor smaller than 0. If the value is 0, the timetable will be considered overtime and it will not be counted as

work time.
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Chapter 1 System Introduction

1.1 System Preface

BioTime 8.0 provides unified management to customers in terms of time management and operational safety.

It helps the customers to continuously improve safety management by affording a simple and efficient

platform that can manage all the time and security-related aspects at a single instance.

>

System Features

1. With a powerful data handling capacity, the system can manage the attendance data of 10,000
employees.

2. The visual and reliable operating procedure gives you years of attendance management experience.
3. Automatic user management makes the system more simple and efficient.

4. The hierarchical management ensures user data security.

5. The real-time data processing system ensures data availability to the administrators at any time.
Requirements of Server Hardware Configuration

CPU: Frequency of more than 2.0 GHz;

Memory: 4 GB available or above;

Hard Disk: Available space of 100 GB and above. It is recommended to use an NTFS hard disk partition as
the software installation directory. (An NTFS hard disk partition provides better performance and higher

security)
Software Operating Environment

Supported Operating System: (64-bits) Windows 7/8/8.1/10, Windows Server 2008/2008 R2/2012/2012
R2/2016/2019;

Supported Database: PostgreSQL (Default), MSSQL Server2005/2008/2012/2014/2016/2017, Oracle
109/119/12¢, MySQL 5.0/5.6/5.7;

Supported Mainstream Browser: |E 114, Google Chrome 33+, Firefox 27+.
System Modules

The system mainly consists of the following functional modules:

Personnel module: The personnel module includes four parts: Department Management to set the
Company's main architecture; Employee management to enter employee’s information into the system,
allocating employees to various Departments and to maintain employee details; Workflow Management to
Create a systematic structure with multi-level management; Configurations to add document details to
each employee.

4
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Device Module: The Device module sets the communication parameters to connect the devices. The
communication with the devices will be successful only after the communication parameters are set
properly, including the settings in both the system and devices. Once the communication is successful,
you can view information about connected devices and perform operations such as remote monitoring,

upload, and download.

Attendance Module: The Attendance module collects and processes attendance data of all the
employees, manages their work schedules, leaves, requests and generates all transactions and schedule

reports.

Access Control Module: The Access Control module sets Time period, Holidays, Access Groups, Unlock
combinations, etc. Also, it manages the access control parameters such as Door Lock Delay, Door Sensor,
Anti-Passback, Duress options, etc.

Payroll Module: The Payroll module helps to calculate the salary of each employee by considering the
allowances, deduction, expenses, loan, and salary advance. Payroll formulas can be assigned so that salary
can be incremented/deducted based on the variables.

System Module: The System Module assigns System Users and configures their roles. It sets the system
parameters and manages the system operation logs.

1.2 Basic System Usage Procedure

Follow the below procedure for a smoother interface experience. It takes Superuser as an example. Different
users have different access rights, so the procedure changes for each role.

Step 1: Log in to the system and modify the default password of your account.

Step 2: Assign user accounts and roles for the users using the system (such as Company Management
Personnel, Registrars, and Attendance Administrators).

Step 3: Set the common System information such as System parameters, Announcements, and Alerts.

Step 4: Set the organization architecture according to the company’s structure and set the corresponding
position details.

Step 5: Enter the employee information.
Step 6: Set the regional structure of the company. Add T&A devices for the system, and configure the devices.

Step 7: Set the attendance parameters. You can use the default settings or modify the settings as per your

company's regulations.
Step 8: Set the attendance timetables to predefine the working hours and related parameters.
Step 9: Set the shifts for employees.

Step 10: Schedule the shifts and assign employees to the shifts. Assign temporary schedules if there is any
requirement.

Step 11: Set Leave, Holiday, Compensatory Leave based on the attendance parameters.

Step 12: Generate the attendance report. The system collects attendance statistics and generates attendance
reports for the specified period.
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Chapter 2 System Management

2.1 Login

(1) Once the program is installed on the system, double-click the program icon on the desktop to view the

system login interface. Other systems can access the application through the network.

(2) Open the browser, enter the Server IP Address and the Port number in the address bar. Click Enter to login.

BioTime 8.0

Admin Login

Username

Password

Fingerprint

ZK Tz

Copyright @2018 ZKTECO CO. LTD Al rights reserved. About

To use the system on a server, select Program > BioTime > BioTime Server Controller and start the service.
Then, double-click the shortcut icon of BioTime Home Page on the desktop. The system login interface pops

up.

. BioTime
@ BioTime Server Controller
(2 BioTime
i& Uninstall BioTime

&Note: In Windows 7/Vista, right-click BioTime Server Controller and select Run as administrator from the

shortcut menu.

(3) When you log in to the system, authentication is required to guarantee the system security. A superuser
account (with all operational permissions) will be created for a user who is using the system for the first time.

Enter the Username and Password. Click Login to view the user interface.

& Note: Both Username and Password of the Superuser is “admin”. After the Superuser logs in for the first

time, the superuser can change the password.

The superuser can assign employees (such as Company Management Personnel, Registrars, and Statistics
Clerks) as new users and they can configure the corresponding user roles. For detailed operation, please refer

t0.8.1.2 "User Management".
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(4) After the user logs in, the system displays the dashboard as shown in the below figure.

Ei.'.‘ﬂ Welcomeadmin — (T) = 77

W Absent Present Ok Attendance Exception O late O Early-Leave (- Absent CoAodl
W Present i History
2500 =
4(0.15%) 1 > ; E
2,000
1,500
1,000
500
O+ T > <+ <
2019-09-11  2019-09-15  2019-09-19  2019-09-23  2019-09-27  2018-10-01  2019-10-05  2019-10-09
2627 (99.85%) E ]
Q 31800179 B Auto add a2 Real-Time Monitor B2 CAhdy
Codie 12:16:17
2
Q 31800179 Bl Auto add s
Codie 12:16:12 15
101001 Bl Auto add 55
3 15:07:58 E I
Auto add
& 101001 B auto 2 555 05
11:04:41
B Auto add 0 k s 7 J > - < N < * <
& 101001 uto a 255 00:00 01:13 02:26 03:39 04:52 06:05 07:18 08:31 0944 10:57 1210 13:23 14:36

10:54:00

—

On the Dashboard, you can see six modules namely Personnel, Device, Attendance, Access Control, Payroll,
and System. Click the related module to perform the related functionalities.

2.2 Logout
Click the User button @ on top-right of the interface, select Logout and click Confirm to log out from the

application.

After logging out, stop the service in BioTime Server Controller and quit the service counter.

2.3 Change Password

A Superuser or new users can change their Passwords (The default password of the new user will be 123456)

to guarantee the safe system operation. Click the User button @ on top-right and select Password. Enter
the old password, new password, and confirm the new password. Click Confirm to change the password.
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Password

Criginal Password®
Password®

Password (again)®
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Chapter 3 Personnel Management

The Personnel management module allows you to set the main architecture of the company. It includes
adding employees to the system, allocating employees to Departments and maintaining the attendance of

the employees.

3.1 Department Management

Select [Personnel] > [Department] to view the Department management interface, as shown in the figure

below.
' Personnel Weleomeadmin (@)~ {7
L WMoy Department
& Oancdhan Bl Socokmarkse Y Filters +
Add Delete Import Personnel Transfer P} oo
Department Code Department Name Superior Employes Qty. Resigned Qty. » TOWarka
TOWarka E 12391 4 W 212
towarka TOWarka 8 0 ;
3 - 35 1 & 5 &
4 E 7 1
o] EU_department

21 towarka 39 0 EU] tak_test
5 2 5 o 2 W > AL-ARABIA
& = ) 0 2] HRM
43586 5 20 0 ] test
EU_department 1 0 jj » ZKTeco
tak test 4 0 test
AL-ARABIA - 5 0 w Technical SSIL(KENYA)
TOWER AL-ARABIA 1 0 7] test
HRM - 1 0 & @ test
test E z 0 o] test
ZKTeco E 4 0 T test
company ZKTeco 1 0 ] test
test e 1 0 EAR| test
Technical SSILKENYA) E 3 0 test
AFC TOWarka 1 0 W test

test

test

test

G 13w n 2 3..5 > TotalB5Records 1 | Page ]

Before adding the employees, set the organizational structure of the company. When the module is used for
the first time, a level 1 Department with Department name as “Department” and Department Code as “1” will

be created as a default.

&sNote: This Department can be edited (modified) but cannot be deleted.

3.1.1 Add a Department

1. Select [Personnel] > [Department] > [Add] to add a new Department, as shown in the figure below.

Add X

Department Code™:
Department Name*:

Superior  ----------

Cancel
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Set the parameters as shown below:

Department Code: Enter a unique Department code maximum of 50 digits.

Department Name: Enter the corresponding Department Name maximum of 100 characters.

Superior: Click

2. After entering the required details, click [Confirm] to save the new Department. Click ™

Department tree.

and select a superior Department of this Department from the drop-down list.

e |
to refresh the

Personnel Welcomeadmin (@) ¥ TP
® Q Department
e Danten @Bookmarks» T Filters v
Add Delete Import Personnel Transfer Z 2 9D m e o0
Department Code Department Name = Superior Employee Qty. Resigned Qty. zhu
: Py . 5 s I » Finacial Department
Technical Dept E 0 0 F il s
Infonet N 0 0 7.4 m Security Department
s = 3 3 o Test Department
104 - 0 0 (£ W :5
A = 3 0 Z W o
B - 7 2 & ™ B
& A 0 0 & m s 56
9999 - 0 o & mw o
< 13 0 £ @ BioCv
b - L. £ @ 1234566
E 9 0 & m LanaTech
zkteco 1 0 £ m 101
nicole 1 0 £ W 102
qqq 0 0 & W 103
e 0 0 & Technical Dept
8888 0 0 & W Infonat
x 9 0 Z @ 3232
90959 6 0 m 104
> A
8
5099
G 19 7 < 13 > TouldbRecords | 2  Page c

&Note:

1. You can click [Import] to import the Department information to another software or system. For detailed
operation, please refer to 4."Import" in Appendix 1.

2. You can click to export the Department data locally. For detailed operation, please refer to 5. "Export” in

Appendix 1.

3.1.2 Edit a Department

If you want to change the organization’s structure, you can modify the Department Name, Department Code,
and the Superior Department. Click the Department Code of the Department to be modified or, click

o
— icon in the same row of the Department to be modified. After modifications, click [Confirm] to save the

modified Department information.

3.1.3 Delete a Department
Select the Department to be deleted and click [Delete] on the upper left of the Department list. Or directly

s
click ™ in the same row of the Department to be deleted. Click [Confirm] to delete the Department.

&sNote:
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Deleting or modifying a Department causes the employees belonging to the particular Department to belong
to none of the Departments. This also leads to the failure of generating some reports. If deletion or
modification is indeed required, transfer the personnel in the particular Department to other Departments,
and then delete the Department. That is, the Department which is currently being used cannot be deleted.

3.1.4 Personnel Transfer

You can adjust employees to the selected Department in batches.

1. Select [Personnel] > [Department]. Select the corresponding Department and click [Personnel Transfer].

Personnel Transfer »
Department Employee Q Selected ©
Employe... First Name Last Mame Department Employe... First Name % Last Mame
117171 Rex groupl
1111111... | Chris group] None
.. groupl
1111223...  Shoveen groupl
111222 T groupl
1112223... groupl
112 Web FA
1122 Godwin Mbobola group2
1123 Leon&Ton groupl
11234 Janun groupl
113 June Y
114 January ZY
115 A v
20 ¥ Total 247 Records > 1 GELEE Confirm

2. In the employee’s s list, select the employee(s) whom you want to adjust to the selected Department in

batches (You can search employees by Department, Name or Employee ID).

3. Select the Employee and click [Confirm]. The Departments of the selected employee will be changed.

Personnel Transfer b
Department Employee Q Selected 2

Employe... First Name Last Name Department Employe.. First Name 3 Last Mame =
11111 Rex group] 11111 Rex
1111111...  Chris group1 1111111...  Chris

1111111 group]

1111223... Shoveen groupl

111222 T group]

1112223... groupl

112 Web zyY

1122 Godwin Mbobola group?

1123 Leon&Ton group]

11234 LERTE group]

113 June Y

114 January o

115 A v

20 ¥ Total 247 Records ¢ » 2 | Page

Cancel
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3.2 Position Management

Itis necessary to add the position details while adding the employee details.

Select [Personnel] > [Position] to view the Position interface, as shown in the figure below.

' Personnel

Department

Pesition

& Bookmarks ~ Y Filters «
Add Delete Import Personnel Transfer Z 2 9 m e~ = oo
Position Code = Position Name Superior Employee Oty. Resigned Qty. Position
Position - 1 0 @ m HR
HR 0 r @ l:;partment Manager
Department Manager - 1] 0 &
PM 2 o w

3.2.1 Add a Position

1. Select [Personnel] > [Position] > [Add] to add a new position

Add X
Position Code™:
Position Name™:

Superior; | ----------

Set the parameters as shown below:

Position Code: Enter a unique Position Code.
Position Name: Enter Position Name.
Superior: Select a Superior Position.

2. After entering the required details, click [Confirm] to save the new position.

3.2.2 Edit a Position

"‘- L
If you want to edit the position details, click the Position or L% icon in the same row of the position to be
edited.

After modifications, click [Confirm] to save the modified position details.

3.2.3 Delete a Position

Select the position to be deleted and click [Delete] on the upper left of the position list or click @ icon in
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the same row of the position to be deleted. Click [Confirm] to delete the position.

3.2.4 Personnel Transfer

You can adjust the employee’s positions in batches.

1. Select [Personnel] > [Position]. Select the corresponding position and click [Personnel Transfer].

Personnel Transfer

Departrment Employee
Employe... First Name Last Mame
11111 Rex
1111111...  Chris
1111111,

1111223...  Shoveen
111222 T
1112223..
112 Web
1122 Godwin Mbobola
1123 Leon&Ton
11234 Janun
113 June
114 January
115 Ao
20 Y Total 247 Records > 1

Department

groupl
groupl
groupl
groupl
groupl
groupl
FA S

group2
groupl
groupl
FA)

FA

Selected 0

Employe...

First Name

Last Name =

2. In the employee’s list, select the employees whom you want to change the position. (You can search

employees by Department, Name or Employee ID).

3. Select the employee(s) and click [Confirm]. The position of the selected employee will be changed.

Personnel Transfer

Department Employee
Employe... First Name Last Name
11111 Rex
1111111...  Chris
1111111
1111223... Shoveen
111222 T
1112223...
112 Web
1122 Godwin Mbobola
1123 Leon&Ton
11234 Janun
113 June
114 January
115 Tt
20 ¥ Total 247 Records ¢ > Z
#Note:

Department
group
groupl
group]
groupl
group]
groupl
v
group2
group]
group]
oy

oy

Selected 2

Employe...

11111 Rex
1111111...  Chris

First Name =

Last Name

Cancel

1. You can click [Import] to import the position information in another software or system. For detailed
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operation, please refer to 4."Import" in Appendix 1.

. . : ‘ ‘
2. You can click to export the position data locally. For detailed operation, please refer to 5. "Export” in

Appendix 1.

3.3 Area Management

Area Management allows you to manage the employee’s details in a device within the designated area. (One
device can belong to only one area) The system will automatically send the employee’s information to the

devices in real-time.

Select [Personnel] > [Area] to view the area settings.

Personnel 2 ) s Welcome admin @ > 7

L Wl Deportment

& Organization

Position

& Bookmarksy Y Filters v

Add Delete Import Personnel Transfer Z /S 9 0O e~ = O
Area Code = Area Name < Superior Device Oty. Employee Qty. Resigned Oty. Not Authorized
1 Not Authorized = 3 1 0 @ m ArEaiy
Area A - 2 24 0 [ER | AreaB
Area B - 1 20 0 @ m Moscow
Moscow - 0 5 0 £

The system will set a default area with a name and number.

3.3.1 Add an Area

1. Select [Personnel] > [Area] > [Add] to add a new area.

Add X
Area Code®:
Area Mame*™:

Superion  ----------

Confirm Cancel

Set the parameters as shown below:
Area Code: Enter a unique area code.
Area Name: Enter an area name.

Superior: Select a superior area of this area from the drop-down list.
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2. After entering the required details, click [Confirm] to add the new area.

Welcome admin @~ 7

' ECO Personnel

L Welki—l Department

& Organization

Position

8 Bookmarks~ Y Fikters v
Add Delete Import Personnel Transfer Z L D 0O ¢ = o0
Area Code = Area Name = Superior Device Qty. Employee Qty. Resigned Qty. Mot Authorized
1 Not Authorized - 3 1 [ & AresA
Acea A = 2 24 0 = Area B
Arca B - 1 20 0 & Moscow
Moscow - 0 5 0 @ m

3.3.2 Edit an Area

. . . & . . .
1.In the area list, click an area code, or click E’ icon in the same row of the area to be edited.

Edit b4

Area Code®: 83838
Area Mame®: Al test

Superion: ----------

2. After modifications, click [Confirm] to save the modified area.

3.3.3 Delete an Area

In the area list, select the area to be deleted and then click [Delete] on the upper of the area list or directly

click @ in the same row of the area to be deleted.

Prompt b 4
Are you sure to delete the selected 1 items?
Confirm Cancel

Click [Confirm] to delete the selected area
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&sNote:

1. The default area cannot be deleted.
2. Areas that are being currently used by employees or devices cannot be deleted.

3. Areas with subordinates cannot be deleted.

3.3.4 Personnel Transfer

You can adjust the area of employees in batches.

1. Select [Personnel] > [Areal]. Select the corresponding area and click [Personnel Transfer].

Personnel Transfer X
Employes Q Selected O
Employe... First Name Last Mame Department Employe... First Name = Last Mame -
1 Kxdd HR Department
10301 10301 Test Department Mone
10302 10302 Test Department
105 wanida&srikal Department
10983 Department
1101603 11 Test Department
111 noral Department
1111111 Department
11224 Darun Department
1180735 tyler Department
121 Wannasa&Nak... Department
123 Department
1234587 iz 2 smt

20 ¥ Total 50 Records > 1

Cancel

2.In the employee’s list, select the employees whom you want to change the area (You can search employees
by Department, Name or Employee ID).

3. Select the employee and click [Confirm]. The area of the selected employees will be changed.
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Personnel Transfer x

Department Employee Q Selected 2

Employe... First Name Last Mame Department Employe... First Name = Last Mame
1 Hxdd HR Department 1 Kxdd
10301 10301 Test Department 10301 10301

10302 10302 Test Department

105 wanida&srikal Department

10983 Department

1101603 11 Test Department

111 noradl Department

1111111 Department

11234 Aanun Department

1180735 fer Department

121 Wannasa&Nak... Department

123 Department

1224567 Manartrmant

20 ¥ Total 50 Records > 1 Page m

&Note:

1. You can click [Import] to import the position information in another software or system. For detailed

operation, please refer to 4."Import" in Appendix 1.

. . : ‘ ‘
2. You can click to export the position data locally. For detailed operation, please refer to 5. "Export” in

Appendix 1.

3.4 Employee Management

1. In Employee management, you can add the employee details or import the employee information. For

detailed operation, please refer to 4. Import in Appendix 1.

2. You can click i to export the personnel data locally. For detailed operation, please refer to 5. "Export” in

Appendix 1.
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3.4.1 Add an

Select [Personn

Add

Profile
Employee ID*
Department®

Position

Employment Type  ---------

Private Information

SEN
Passport NO.
Contact Tel
National
Address

Birthday

Employee

el] > [Employee] > [Employee] > [Add] to add an Employee.

X
First Name
---------- Last Name
Area® | ---—------
Hired Date 2019-09-04
Device Access Setting Attendance Setting App Setting Payroll Settings
Local Name Gender
Automaebile License Motoreycle License
Office Tel Mobile
Religion City
Postcode Email
I Cancel

Set the parameters as shown below:

>  Profile

Employee ID: Enter the Employee ID maximum of 20 digits.

First Name: Enter the Employee’s first name.

Last Name: Enter the Employee’s last name.

Department: Select the Employee’s Department from the drop-down list. (If no Department has been set,

only the default
Position: Select

Area: Select an

Department existing in the system can be chosen)
the position from the drop-down list.

area from the drop-down list. (If no area has been set, only the default area existing in the

system can be chosen)

Employment Type: Select the employment type from the drop-down list. It can be set as Permanent or

Temporary.

Hired Date: It is

set to the current date by default. The employment date is considered as the starting date of

attendance calculation. The employee’s attendance before this date is not calculated in the statistical result.
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Employee Photo:

Click [Photo] and select the photo to be uploaded. After selection, the photo is displayed, as shown in the
figure below.

Photo

Click [OK] to save the profile details.
»  Private Information

Click [Private Information] to enter the employee’s personal information.

Private Information Device Setting Attendance Setting App Setting Payroll Settings
SSN Local Name Gender  -------—--
Passport NO. Automobile License Motarcycle License
Contact Tel Office Tel Mobile
MNational Religion City
Address Postcode Email
Birthday

Set the parameters as shown below:

SSN: Enter the Social Security Number.

Local Name: Enter employee’s local name.

Gender: Select the gender of the employee.

Passport No.: Enter the employee’s passport number.

Automobile License: Enter the employee’s automobile license number.
Motorcycle License: Enter the employee’s motorcycle License number.
Contact Tel: Enter the employee’s Contact Telephone number.

Office Tel: Enter the employee’s Office Telephone number.

Mobile: Enter the employee’s Mobile Phone number.

National: Enter the employee’s Nationality.

Religion: Enter the employee’s Religion.
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City: Enter the employee’s City.

Address: Enter the employee’s Address.
Postcode: Enter the employee’s Postcode.
Email: Enter the employee’s Email Address.
Birthday: Enter the employee’s Date of Birth.
»> Device Access Setting

Click [Device Access Setting] to add the device details.

Penatminforrastion. - Bevice Norrs SethingAlsndapce Sefhng | AppSeting | FarollScttgs
Verify Mode  Any Device Privilege  Employse
Card NO. PIN

Enroll Device FP Registered(v10}

Cancel

Verify Mode: Select the verification mode when the employee punches for attendance.

Device Privilege: Select the permission of a user in the device from the following options.
Device Privilege | Employee

PN e
P Registered(vl0) Register
System Administrator

Super Administrator

Card NO.: Assign card numbers to employees to verify attendance. Enter the card number manually or use a
card enroller to enroll and issue cards.

PIN: Set the employee’s password. The black-and-white T&A devices support a password maximum of 5 digits.
The color-screen T&A devices support passwords of 8 digits. Password digits exceeding the specified length
are cut out by the system automatically. When you change the password, clear the old password in the text
box and enter the new password.

Enroll Device: Enroll the employee in the T&A device.
FP Registered(v10): Register the employee’s fingerprints.

Bio-Photo: Upload the bio photo of the employee.
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»  Attendance Settings

Click [Attendance Setting] to set the attendance parameters.

Private Information Device Setting Attendance Setting App Setting Payroll Settings
Enable Attendance  Yes Enable Holiday = Yes
Self-Password eesssssssssssssnsnssene Workflow Role  -—--—------

Enable Attendance: The default value is Yes. If it is set to No, the employee’s attendance details are not
included in the result of attendance statistics. (For some exceptions and temporary employees, it can be set to
No)

Enable Holiday: It decides whether to enable the holiday function or not. The default value is Yes. If it is set to

No, the employee’s attendance will not be calculated on holiday.
Self-Password: Enter Employee’s login password.

Workflow Role: Set the employee’s workflow role.

»  App Settings

Click [App Settings] to set the App settings.

Private Information Device Setting Attendance Setting App Setting Payroll Settings

APP Status  Disable APP Role Employee

APP Status: The default value is No. If it is set to Yes, then the user can use the mobile App.
APP Role: Set the employee’s mobile App role.

» Document (This option is only available in the edit mode, but not in the add mode)

1. Set the parameters of the certificate expiration reminder.

Private Information Device Access Setting Attendance Setting Document App Setting Payroll Settings

Document Expire Date Email Alert Alert Before
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Click [Add]. A window to add a new certificate will appear as shown in the below image:

x

Document® | -—--—-—-——

Expire Date® 2019-10-31

Email Alert No

Alert Before® 0

Cancel

Document: Select the type of document.
Expire Date: Enter the expiration date of the document. An email alert will be sent before the expiry date.
Email Alert: Select whether to send an alert via email or not.
Alert Before: Set the number of days to alert before the document expires.
Click [Confirm] after entering the required details.
«Note:
Consider the following example which describes the alerting system for document expiration.
(1) The expiry date of the document is set as follows:
a. Expiry date: 2020-01-20
b. Alert before 2 days
c. Needs an email alert

(2) An email alert will be sent to the employee on 202-01-18 at 00:00 in the morning regarding the expiry of

the document.

(3) If the expiry date of the document is not modified in the system, the person will receive an email reminder

every day at 00:00 after the date 2020-01-18.
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—

To edit the existing reminder, click ““ icon of the corresponding column of the reminder.

2. To delete the certificate expiration reminder, click ]ﬁr icon in the same row of the reminder.

Prompt b4

Are you sure to delete the selected document?

Click [Confirm] to delete the certificate.
»  Payroll Settings

Click [Payroll Settings] to enter the payroll details.

Private Information Device Setting Attendance Setting App Setting Payroll Settings

Payment Period® Monthly Payment Type® Cash
Bank Name Bank Account
Agent ID Agent Account

Personnel ID

Payment Period: Set the payment period of the employee. Currently, monthly payment is only supported.

Payment Type: Set the payment type for an employee. The payment types are given below:

Payment Type® Cash

Bank Account

Cheque
Agent Account  Bank Transfer

Bank Name: Enter the bank name of the employee.
Bank Account: Enter the bank account number of the employee.
Agent ID: Enter the agent ID of the employee.

Agent Account: Enter the Agent account number of the employee.
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2. After entering the required details, click [Confirm] to save the details.

Department Employee

& Bookmarks ~ T Filters »

Add Delete Import Adjustment App More 7 7 D m e =
Employee ID 1 First Name = Department Device Privilege Area APP Status Fingerprint Face Palm VL Face
5 Department Employee hrg test ) = mr
100007 Department Employee hrq test,5 o = w
Department Employee hrg test -] = '@'
100009 Department Employee hrg test @ (4 '@'
Department Employee Not1 Authorized e (&

&Note: The unigueness of the Employee ID must be guaranteed.

3.4.2 Edit an Employee

1. In the employee’s list, click the Employee ID or click B icon in the same row of the employee to be

edited.

Edit x
Profile
Employee ID” First Name = Denny
Department® Department Last Name
Position  ---------- Area®  Area B
Employment Type  -------—- Hired Date  2019-09-03
Photo
Private Information Device Access Setting Attendance Setting Document App Setting Payroll Settings
SEN Local Name Gender  ---------
Passport NO. Automobile License Motorcycle License
Contact Tel Office Tel Mobile
National Religion City
Address Postcade Email
Birthday

2. After modifications, click Confirm to save the modified details.
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3.4.3 Delete an Employee

Select the employee(s) and click [Delete] on the upper left of the employee’s list or click I icon in the same

row of the employee to be deleted.

Confirm p 4

Are you sure?

Cancel

Click [Confirm] to delete the employee.

&Note: When you delete an employee, the information of the employee in the database is also deleted.

3.4.4 Personnel Transfer

1. Personnel Transfer
This includes Department Transfer, Position Transfer, Area Transfer and Pass Probation.

(A) In the employee’s list select the employee(s) and click [Personnel Transfer] > [Department Transfer] to
adjust the department.

Department Transfer x

Department™  -----—-----

Rermnarks:

Cancel

(B) In the Department drop-down list, select the Department to which the employee is to be moved and enter
the remarks.

(Q) Click [Confirm] to save the details.

& Note: The operation of Adjust Position, Adjust Area and Pass probation are the same as the operation of
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Department adjustment.

2. Personnel Resignation

Personnel resignation includes resignation and disabling attendance.

(A) In the employee’s list, select the employee (s), and click [Adjustment] > [Resignation] to add the

resignation details.

Resignation X
Resignation Date™:  2019-08-14
Resignation Type™  Quit

Attendance®: Enable

Reason:

Cancel

Enter the details as shown below:
Resignation Date: Select the date of resigning.

Resignation Type: Select the resignation type. The types are Suspension, Dismissal, Resignation, Transfer and

Unpaid retention.

Attendance: Enable if the attendance needs to be closed for the employee (The Employee details will be

deleted from the attendance device as well)
Reason: Enter the reason for resignation.

(B) Click [Confirm] to save the resignation details.

3.4.5 App Enable/Disable Settings

1.In the employee’s list, select the employee(s) and click [App] > [Enable/Disable] to enable the Mobile App.
Prompt *

Are you sure to enable maobile application 1
itemns

Cancel

2. Click [Confirm] to enable the user's access to the Mobile App.

26 BioTime 8.0 User Manual



3.4.6 Re-synchronize to Device

It synchronizes the employee details on the software to the devices in the corresponding area.

1.In the employee’s list, select the employee(s) and click [More] > [Re-synchronize to Device] to synchronize
the data.

Prompt =

Are you sure to resynchronize user data to
device?

Cancel

2. Click [Confirm], to synchronize the employee data to the device.
3.4.7 Re-upload from Device

It re-uploads the employee’s details from the device to the software.

1. In the employee’s list, select the employee(s) and click [More] > [Re-upload from Device] to re-upload the
employee details from the specified devices.

Re-upload from device X

Device® | All

Specified

Cancel

2. Click [Confirm] to re-upload the employee details from the device to the software.
3.4.8 Delete Biometric Template

In the employee’s list, select the employee(s) and click [More] > [Delete Biometric Template] to delete the
biometric templates.
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Delete Biometric Template

Fingerprint: No

Face®: No

Finger Vein®: No

Palm*: No

Select the type of biometric template and click [Confirm]. The biometric template of the employee will be

deleted from the device.

3.5 Personnel Resignation

3.5.1 Add a resignation

1. Select [Personnel] > [Employee] > [Resign] > [Add] to add the employee’s resignation details.

Add

Department

Employee ...

1001
1004
1005
1006
1007
1008
1009
72601

10
70901

20 |v| 2 3 ... 14

20159-08-14

Resign Date*
Resign Type®

Resign Reason

Employee Q

First Name Last Name Department
ke Duan departmentl
1004 departmentl
1005 Department
1006 Department
lixian hwang Department
1008

1009 departmentl
72601 departmentl
Katharine departmentl
Test departmentl
70901 departmentl

Quit

» Total 268 Records

Attendance” Enable

Selected O

Employee ...

First Name

=]

Last Name =

Enter the details as shown below:
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Employee: Select the employee to enter the resignation details. (You can filter the employees by Department,

Name or Employee ID).
Resign Date: Select the date of resignation.

Resign Type: Select the type of resignation. The types are Quit, Dismissed, Resign, Transfer, Retain Job Without
Salary.

Resign Reason: Enter the reason for resignation.

Attendance: Enable if attendance needs to be closed. (if it is enabled, the employee details will be deleted

from the attendance device as well)

2. After entering the details, click [Confirm] to save the details.

3.5.2 Delete Resignation

Select the employee(s) to be deleted and click [Delete] on the upper left of the personnel list or click (1] in

the same row of the employee to be deleted.

Prompt X
Are you sure to delete the selected 1 items?
Cancel

Click [Confirm] to delete the resignation details.

3.5.3 Reinstate

It restores a resigned employee from the resigned employee’s list. The details of the employee will be deleted

from the resigned employee’s list.

1. In the resigned employee’s list, select the employee whom you want to restore from resignation. Click

[Reinstate] to restore the employee.

Prompt b 4
Are you sure to reinstatement 1 items?
Cancel

2. Click [Confirm] to reinstate the resigned employee.

3.5.4 Disable Attendance

To disable the attendance for a resigned employee, perform the following steps:

1. Select the resigned employee whose attendance needs to be disabled. Click [Disable Attendance].
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Prompt x

Are you sure to disable attendance function 1
items

Cancel

2. Click [Confirm] to disable the attendance of the selected employee.
#Note:

1. You can click [Import] to import the employee’s resignation details in another software or system. For
detailed operation, please refer to 4."Import" in Appendix 1.

2. You can click to export the employee’s resignation details locally. For detailed operation, please refer to

5. "Export” in Appendix 1.
3.6 Workflow

3.6.1 Role
» Add a Role

1. Select [Personnel] > [Workflow] > [Workflow Role] > [Add] to add a user role.

Add X
Code™ 32
Role Name®:

Description:

Cancel

Enter the details as shown below:
Code: Enter a unique code for the user role.
Role Name: Enter a unique name for the user role.

Description: Enter the description of the role.

2. Click [Confirm] after entering the details.
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> Delete a Role

Select the role (or roles). Click [Delete] on the upper left of the list or click @ in the same row of the role to

be deleted.

Prompt b 4
Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the role.

&Note: A role cannot be deleted when it is being used by employees or workflow.

»  Assign Employee

1. Select the corresponding workflow role and click [Assign Employee] to assign user role to employee(s).

Assign Employee %
Department Employee Q Selected 0
Employee ... First Name Last Name Department Employee ... First Name Last Name
1019 kbz1019 Department
102 kbz102 Department Hone
1020 kbz1020 Department
1021 kbz1021 Department
1022 kbz1022 Department
1022 kbz1023 Department
1024 kbz1024 Department
1025 kbz1025 Department
1026 kbz1026 Department
1027 kbz1027 Department
1028 kbz1028 Department
1nan Lh~imen

20 ¥ Total 10209 Records < > 4

Cancel

2. Select the employee in the employee’s list to whom you want to assign the user roles in batches (you can
filter by Department, Name, Code, etc).

3. Click [Confirm] to assign the employee role.
3.6.2 Workflow Builder

> Add a Workflow Builder

1. Select [Personnel] > [Workflow] > [Workflow Builder] > [Add] to frame a workflow.
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Add

Start Date® End Date*

Code*® Name®

Content Type* | ---—-——— Employee
Position  ----—-—-—- Department  -——---—---

Node Number Node Mame operation

Cancel

Enter the details as shown below:

Start Date/End Date: Enter the Start Date and End Date of the workflow.

Code: Enter the code for the workflow.

Name: Enter the name of the workflow.

Content-Type: Select the type of workflow (includes Leave, Overtime, Shift changes, Training)

Employee: Select the Employee to assign the workflow.

Position: Click to select the position to perform the workflow.

Department: Click to select the Department that executes the workflow.
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2. After entering the details, click icon on the interface to add the approval node.

Node Number = Node Name operation

1 |

3. Set the number of approval nodes. After setting the node name, click [Confirm] to add the new workflow

node.
&sNote:

1. When the Employee is selected, the position and department functions are blocked, indicating that the

executor of this workflow is the selected employee.

2. When Employee, position, and department are not selected, the executor of this workflow is the user with
the Department but without position (provided that the Department corresponding to this employee has no

special approval flow)

3.6.3 Workflow Node

When the workflow is framed, the workflow will be displayed under the node, as shown in the figure:

Eﬂ".ﬂ Personnel Welcomeadmin ()~ T}

Workflow Node

» q = [ERT—-

8 Bookmarks~ Y Filters =
Z 2 9 0O =
= = 1 = = = i ifi
B Workilow Workflow Name Code Name Approver Approver Scope Notifier Notifier Scope
a ova 2 2 HR Al Own Department =
i} 1 Department Manager Own Department Own Department =
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1. Click the workflow name corresponding to the node or click " icon to edit the corresponding node.

Edit X
Mode Number® 2 MNode Mame® second
Approver 2 Approver Scope  Own Department
MNotifier 1 MNotifier Scope  Own Department
Ce Cancel

Enter the details as shown below:
Node Number: The node number cannot be modified.
Node Name: The name of the node can be modified.

Approver: Click to select the role that approves the node.

Approver Scope: If the "Own Department” is selected, then the employee in the selected role can approve
the applications from the own Department only. If "All" is selected, then the employee in the selected role can

approve the application from all the Departments.

Notifier: Click to select the role to receive the notifications.

Notifier Scope: If the "Own Department" is selected, then the employee in the selected role can receive the
application notifications from the own Department. If "All" is selected, then the employee in the selected role

can receive the application notifications from all the Departments.

2. After entering the details, click [Confirm]. When an employee applies, the application must be approved by

the approver.

For example:

The user with ID 1 belongs to the HR Department and the position is HR.

The user with ID 2 belongs to the HR Department and the position is HR, the role is a Manager.
The user with ID 2 belongs to the HR Department and the position is HR, the role is Boss.

The overtime workflow for the user with ID 1 is shown below:
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Edit
Start Date* 2019-02-01 End Date* 2019-02-28
Code* 999 Name* 999
Content Type® Owvertime Employee
Position  ---——-—-- Department HR Department

Node Number = Node Name operation
1 manage Tl
2 boss Tadl

The application for overtime work of the employee should go through two nodes. One is the Manager and the

other is the Boss. The workflow of the nodes is shown in the figure below.

Welcomeadmin () ¥ {7

' ECo Personnel

Department

Workflow Node Workflow Builder

& Bockmarks~ Y Filters ~
Z S 9 0O =
Workflow Name % Code % Name % Approver Approver Scope Notifler Notifier Scope
2 boss Own Department Own Department =
Own Department 4

1 manager Own Department

Click Edit to edit the Workflow node.
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Edit »

MNode Number* 2 Node Mame*  boss
Approver —---------- Approver Scope . Own Department
Notifier:| ---------- MNotifier Scope = Own Department

Select the Role and scope of the Approver, Notifier, and the Notification scope. The scope approval of the
above example is selected as the Own Department. The first node is the Manager and the approver is also the

same. The second node is the Boss and the notifier is also the Boss.

Click [Confirm] and the node list will be displayed as shown in the below image:

, ECD Personnel 1 Welcome admin () ¥ {7

Workflow Builder

Department Workflow Node

& Bookmarks~ Y Filters +
Z S 9 0O =
Workflow Name % Code + Name = Approver Approver Scope Notifier Notifier Scope
2 boss Own Department Own Department =

1 manager Own Department Own Department =

When user No.T submits the application for overtime work, user No. 2 will receive the application notification.
When user No.2 approves the application, user No. 3 will receive the application notification. When every node
approves the application, user No. 1 will receive the email notification for approval. (The application approval

by ordinary users can be performed within the self-service of the employees)

3.6.4 Delete Workflow

On the workflow interface, select the workflow(s) and click [Delete] on the upper left of the list or directly click
TEI in the same row of the workflow to be deleted.
Prompt b d

Are you sure to delete the selected 1 items?

Confirm Cancel
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Click [Confirm] to delete the workflow.

&sNote: The Workflow that is currently being used cannot be deleted.

3.7 Document Management

3.7.1 Add Document Type

1. Select [Personnel] > [Configurations] > [Document] > [Add] to add a document type.

Add X

Cert Code®: 34

Cert Name®:

Cancel

Enter the details as shown below:

Cert Code: Enter the Certificate Code.

Cert Name: Enter the Certificate Name.

2. Click [Confirm] to save the document details.
#Note:

1. You can click [Import] to import the document type in another software or system. For detailed operation,
please refer to 4."Import" in Appendix 1.

F.
2. You can click to export the document type locally. For detailed operation, please refer to 5. "Export” in

Appendix 1.

3.7.2 Delete Certificate Type
)
Select the certificate type(s) to be deleted, and click [Delete] on the upper left of the list or click W in the

same row of the document to be deleted.

Prompt X
Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the document details.
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&sNote: The document which is being currently used cannot be deleted.
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Chapter 4 Device Management

Device Management includes the installation of devices and setting the device parameters. It allows you to
manage the connected devices from the system, thereby implementing virtual management. It also includes
uploading the user attendance data, downloading the configuration information, and exporting various
reports.

4.1 Device Management

Initially, communication parameters must be set to connect the devices. Once the communication is
successful, you can view the information on the connected devices and perform operations such as remote
monitoring, uploading, and downloading.

Select [Device] > [Device] to view the Device Management interface. All the connected T&A devices are

displayed in a list as shown in the below image.

{ Device
® Q = e

Device a

& Bookmarks ~ Y Filters -
Add Delete New Area Clear Pending Command Data Clean Data Transfer Device Menu 72 9 0O~ =

Serial Number Device Name =  Area Device IP State  Last Activity UserQty. FPQty. FaceQty. PalmQty. TransactionGty. Cmd

0 Auto add Area A 192168212100 ©  2019-10-3110:27:07 1 0 0 0 55 0 (£
Auto add Area A 192168212101 @  2019-10-3016:10:44 19 4 0 0 [ o & W
Auto add Not Authorized  172.31.1.10 v 2019-10-30 150743 - . 5 . L [ EQn|
Auto add Not Authorized  172.31.1.10 ! 2019-10-3116:26:54 - 0 (&
Auto add Not Authorized  172.31.1.10 ' 2019-10-3109:53:26 - L - - 0 &
Auto add Area B 192168212171 @  2019-10-311627:47 20 0 [ 0 1] o (&

The details of the interface are given below:
Serial Number: Displays the Device Serial Number.

Device Name: Displays the name of the device. For automatically connected devices, it will be displayed as
Auto_add.

Area: Displays the area in which the device is defined in the software.
Device IP: Displays the IP address of the device.
Device Model: Displays the model of the device.
Firmware/Push Version: the build firmware/push version.
State: @ indicates that the device is connected,

@ indicates that the device is not connected,

indicates that the user needs to assign an area except for the default area to the device.

Last Activity: Represents the last time the command was executed.

User Qty: Displays the number of employees already registered on the device.
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FP Qty: Displays the number of Fingerprints registered.

Face Qty: Displays the number of Faces registered.

Palm Qty: Displays the number of Palms registered.

Transaction Qty: Displays the total number of attendance records.

Last Sync: Displays the time in which the system issued data to the device last time.

4.1.1 Add a T&A Device

There are two ways to add a T&A device: manually adding a T&A device and automatically adding a T&A

device.
» Manually Add a T&A Device

1. Select [Device] > [Device] > [Add] to add a device manually.

Add >

Device Mame*

senal Mumber® Device IP*
Area | ——— Timezone* Etc/GMT+8
Registration Davice®  No Attendance Device®  VYes
Request Heartbeat® 10 E Transfer Mode® Real-Time

Cancel

Enter the details as shown below:

Device Name: Enter the device name maximum of 50 characters.

Serial Number: Enter the serial number of the device.

Device IP: Enter the IP address of the device.

Area: In the drop-down list, select the area to which the T&A device belongs.

Time Zone: When a time zone is selected, the time on the T&A device will be automatically synchronized to

the standard time in the particular time zone.

Registration Device: Select whether the device is a registration device or not. If yes, then the employees
registered from the device will be uploaded to the software automatically.

Attendance Device: Select whether the device is an attendance device or not

Heartbeat Request: Set the time for the device to automatically transmit the data to the system.
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Transfer Mode: Select the data transfer mode between software and devices. The Transfer mode can be

real-time or at a specified time.

Transfer Mode®  Real-Time

Timing

2. Click [Confirm] to add the device.

& Note: When an employee is added to a device, the employee information will be uploaded to the server
automatically. It will be synchronized with other devices in the same area.

» Automatically Add a T&A device

[t is unnecessary to manually add T&A devices of certain models. You can connect such devices to the system
via HTTP by completing the settings on the devices. Once the devices are connected to the Internet, the
device list will display all the T&A devices. Please refer to the relevant user manuals for the detailed operating

procedures.

& Note: The devices added automatically must be assigned to custom areas to communicate with the

software.

4.1.2 Edit a Device

Click a device name or click “ icon in the same row of the device to be edited.

Edit X
Device Mame*  Auto add Access Control Device®  No
Serial Number* Device IP*
Area® gaimingtest Timezone® Etc/GMT+8
Registration Device® MNo Attendance Device™  Yes
Reguest Heartbeat* 10 Transfer Mode® Real-Time

Cancel

Access Control Device: Set whether the device is an access control device or not. if yes, then the device will
be added to the Access Control Module automatically. This menu will appear only when you assign an area

(except area whose area code is 1) to the device.
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&sNote: Serial Number and Device IP are read-only. The device name must be unique.

4.1.3 Delete a Device

1. Select the device and click [Delete] above the device list or click " in the same row of the device to be

deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

2. Click [Confirm] to delete the selected device.
4.1.4 New Area

Select [Device] > [Device] > [New Area] to create a new area. For detailed operation, please refer to 3.3.1 Add
an Area.

4.1.5 Clear Pending Command

Select the device and click [Device Menu] > [Clear Pending Command]. Click [Confirm] to clear all the

pending commands.

Prompt X

Are you sure to clear all the pending
commands?

Cancel
4.1.6 Data Clean
» Clear Attendance Data
1. Select a device and click [Data Clean] > [Clear Attendance Data].
Prompt b

Are you sure to clear all the transactions in
selected 1 device(s)?

Cancel
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2. Click [Confirm] to delete all transactions from the device.

» Clear Capture Photo
You can clear the attendance photos on a T&A device.

1. Select a device and click [Data Clean] > [Clear Capture Photo](It is mainly used to clear the attendance
photos and the blacklisted photos):

Promipt X

Are you sure to clear the capture of selected 1

device(s)

2. Click [Confirm] to delete the captured photos.

» Clear All Data
You can clear all the data on a T&A device.

1. Select a device and click [Data Clean] > [Clear All Data].

Prompt b 4

Are you sure to clear all the data in device?

Cance

2. Click [Confirm] to delete all the data.

4.1.7 Data Transfer

» Upload User Data

[tis used to upload the user data from the device to the software.
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1. Select a device and click [Data Transfer] > [Upload User Datal.

Upload User Data =

Employes®  Specified

Employee ID | All

Srie il
P

Here you can select to upload all or specified user data to the software.

2. Click [Confirm] to upload the user data.

&5 Note: You can upload the personal information on a T&A device to the server in batches by uploading it
again. If time is out, uploading will be interrupted and you need to perform the upload operation again.

» Upload Transaction

You can upload the attendance transactions from the device to the software.

1. Select a device and click [Data Transfer] > [Upload Transaction].

Upload Transaction b e

Transaction® | Specified

All

Start Time —

End Time

Cancel

Here you can select to upload all transactions or set the start time and end time to upload the transactions
within the specified time.

2. Click [Confirm] to upload transactions.

» Sync Data to Device

Synchronize data from the server to all the devices. Generally, this operation needs to be performed only when
the data in devices are inconsistent with those in the server due to Internet abnormalities or other conditions.
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In the device list, select the device to which data needs to be synchronized and click [Data Transfer] > [Sync
Data to Device]. Select the data to synchronize.

Sync Data To Device i
Employee No Photo
Fingerprint Mo Face Mo
Palm No Bio-Photo Mo
Finger Vein

Cancel

Click [Confirm] to synchronize the data.

& Note: Synchronizing the data to the devices will delete the existing data (excluding event records) in the
devices and then the setting details will be re-downloaded. Ensure that the internet connection is smooth and
there is no power failure while performing this operation.

4.1.8 Device Menu

> Reboot
Reboots a device through the system remotely.

In the device list, select a device to reboot, and click [Device Menu] > [Reboot].

Prompt o

Are you sure to reboot of selected device(s)?

Cancel

Click [Confirm] to reboot the device.

> Read Information

Reads the number of persons, attendance records, and the firmware version on a device.

Prompt %

Are you sure to read information from selected
device

Cancel
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Select a device and click [Device Menu] > [Read Information] and click [Confirm] to download the
information.
» Enroll Remotely

This function is applicable when the device administrator is not available to operate the device and enroll the

fingerprint.
1. Select the corresponding device, and click [Device] > [Device] > [Enroll Remotely] to access the enroll
remotely interface:

Enroll Remotely X

Bio Type* Fingerprint
Employes ID* 1122

Finger* (Right Hand)Fore Finger

Cancel

Enter the details as shown below:

Bio Type: Select the biometric type. Currently, it supports fingerprint only.
Employee ID: Enter the Employee ID.

Finger: Select the corresponding finger which needs to be enrolled remotely.

2. Click [Confirm]. The software will issue a command to the device, and the device will open the fingerprint

enrolling menu. The employee just needs to enroll the fingerprint.

Enrall Fingerprint(1-8)

» Duplicate Punch Period
Set the duplicate punch period on the device.

1. Select a device and click [Device Menu] > [Duplicate Punch Period].
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Duplicate Punch Period N

Duplicate Punch Peried (m)™: 1

Cancel

2. Click [Confirm] to save the duplicate punch period.

»  Capture Setting
Set the capture mode of attendance photos during verification.
1. Select a device and click [Device Menu] > [Capture Setting] to set the capture mode.

Capture Setting 5%

Capture®  Verify photo and save

Cancel

2. Click [Confirm] to set the capture mode.
» Upgrade Firmware
Upgrades the firmware for the corresponding device.

1. Select a device and click [Device Menu] > [Upgrade Firmware].
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Upgrade Firmware ®

2. Click [Choose File] to upload the corresponding firmware (emfw.cfg) file. Click [Confirm] to upgrade the

firmware for the device.

4.2 Device Command

Select [Device] > [Device] > [Device Command]. The command list will be displayed. Check the commands

issued by the software to a device during communication.

Device [ ) Welcome admin @~ 7
Device Device Command

& Bookmarks » Y Filters =

Delete LD O e~ =
Serial Number Device Na... Content Commit Time = Transfer Time Return Time = Return Va...
0000000001 Auto add DATA DELETE USERINFO PIN=1122 2019-11-01 21:0... - = = Tal
173708260026 Auto add DATA DELETE USERINFO PIN=1122 2019-11-01 21:0... - % = W
CJUP193960... Auto add DATA DELETE USERINFO PIN=1150882 2019-11-01 20:5...  2019-11-01 20:5...  2019-11-01 20:5...  Successful o]
CJUP193960... Auto add DATA UPDATE USERINFO PIN=1150882 Name=Vitas Pri=0 Passwd= Card= Grp=... 2019-11-01 20:4... 2019-11-01 20:4... 2019-11-0120:4... Successful T
CJUP193960... Auto add DATA UPDATE USERPIC ZK PERSONNEL PHOTO PIN=1 2019-11-01 17:1..  2019-11-01 17:1... | 2019-11-01 17:1...  Successful @
CJUP193960... Auto add DATA UPDATE FINGERTMP PIN=1 FID=6 Size=zk bio_size Valid=1TMP=zk bio d.. 2019-11-0117:1.. 2019-11-0117:1... 2019-11-0117:1.. Successful T
CJUP193960... Auto add DATA UPDATE FACE PIN=1 FID=8 Size=zk_bio_size Valid=1 TMP=zk bio_data 00.. 2019-11-0117:1.. 2019-11-0117:1 2019-11-01 17:1...  Successful W
CIUP193960... Auto add DATA UPDATE FACE PIN=1 FID=9 Size=zk_bio_size Valid=1 TMP=zk_bio_data_00.. 2019-11-01 17:1... 2019-11-01 2019-11-01 17:1...  Successful |
CJUP193960... Auto add DATA UPDATE FACE PIN=1 FID=6 Size=zk_bio_size Valid=1 TMP=zk_bio_data 00.. 2019-11-0117:1... 2019-11-01 17:1.. 2019-11-011711 Successful o]
CJUP193960... Auto add DATA UPDATE FACE PIN=1 FID=7 Size=zk bio_size Valid=1 TMP=zk bio_data 00.. 2019-11 2019-11-01 17:1..  2019-11-01 17:1...  Successful @
CJUP193960... Auto add DATA UPDATE FACE PIN=1 FID=4 Size=zk bio_size Valid=1 TMP=zk bio_data 00.. 2019-11 2019-11-01 17:1..  2019-11-0117:1.. Successful Tl
CJUP193960... Auto add DATA UPDATE FACE PIN=1 FID=5 Size=zk_bio_size Valid=1 TMP=zk_bio_data 00.. 2019-11 2019-11-01 17:1...  2019-11-0117:1..  Successful W
CJUP193960... Auto add DATA UPDATE FACE PIN=1 FID=2 Size=zk_bio_size Valid=1 TMP=zk_bio_data 00... 2019-11 2019-11-01 17:1... | 2019-11-01 17:1...  Successful T
CJUP193960... Auto add DATA UPDATE FACE PIN=1 FID=3 Size=zk_bio_size Valid=1 TMP=zk_bio_data 00.. 2019-11 2019-11-01 17:1... | 2019-11-0117:1.. Successful T
CJUP193960... Auto add DATA UPDATE FACE PIN=1 FID=0 Size=zk bio_size Valid=1 TMP=zk bio_data 00... 2019-11 2019-11-01 17:1..  2019-11-01 17:1...  Successful @
CIUP193960... Auto add DATA UPDATE FACE PIN=1 FID=1 Size=zk bio_size Valid=1 TMP=zk bio_data 00.. 2019-11 2019-11-01 2019-11-01 17:1...  Successful Tl
CJUP193960... Auto add DATA UPDATE FACE PIN=1 FID=10 Size=zk _bio_size Valid=1 TMP=zk bio_data 0... 2019-11-01 2019-11-011 Successful W
CJUP193960... Auto add DATA UPDATE FACE PIN=1 FID=11 Size=zk bio_size Valid=1 TMP=zk_bio_data 0... 2019-11-01 2019-11-011 Successful o]
CJUP193960... Auto add DATA UPDATE FINGERTMP PIN=1 FID=0 Size=zk _bio_size Valid=1 TMP=zk_bio _d.. 2019-11-01 17:1.. | 2019-11-0117:1.. Successful of

G g n 2 3 . 11 > Total195Records 1  Page

If you want to clear the command issued by the software to a device during communication, click @ to

access the device command clearing interface:

Prompt b4
Are you sure to delete the selected 1 itams?

Confi Cancel
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4.3 Device Short Message Management

The software supports short messages which can be sent to the designated device from the system.

4.3.1 Add a Public Message

1. Select [Device] > [Message] > [Public] > [Add].

Add i
Device®  ----mmmem-
Start Time*
Duration* 60 I

Content”

Cance

Enter the details as shown below:

Device: Select a device to which the message is to be sent.
Start Time: Select the start time for issuing the short message.
Duration: Enter the message display duration.

Content: Enter the short message content.

2. Click [Confirm] to save the details.

BioTime 8.0 User Manual 49



4.3.2 Add a Private Message

1. Select [Device] > [Message ] > [Private] > [Add].

Add b
Department Employee Q Selected 2

Employe... First Name Last Mame Department Employe... First Name = Last Name *
1 Xxdd HR Department 1 Xxdd
10301 10301 Test Department 10301 10301

10302 10302 Test Department

105 wanidadtsrikal Department

10983 Department

1101603 11 Test Department

111 norafd Department

T L. Department

1122 Godwin Mhbobola Test Department

11234 OaHun Department

1150882  Vitas Test Department

1180735 tyler Department

171 Wamnarafiklal Mizmartrmant

20 ¥ Total 60 Records > 1 Page

Start Time* Duration® 60 minutes

Content™®

Cancel

Enter the details as shown below:

Employee: Select the employee to whom the message is to be sent.
Start Time: Select the start time for sending the short message.
Duration: Enter the message display duration.

Content: Enter the short message content.

2. Click [Confirm] to save the details.

4.3.3 Send Message

1. Select the short message to be sent, and click [Send Message].
Prompt X

Are you sure to send the message?
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2. Click [Confirm] to send public messages to the designated devices and private messages to the devices to

which the particular employees are added.

4.3.4 Delete Short Message

When a short message is deleted on the software, it will be deleted in the device also.

1. Select the short message and click [Delete] to delete it.

Prompt b o
Are you sure to delete the selected 1 items?
Confirm Cancel

2. Click [Confirm Jand the message will be deleted from the list and the device.

4.4 Work Code

Adds different work codes and uploads them to a single device or multiple devices.

Select [Device] > [Data] > [Work Code] to assign workcode.

Device

evice

Y Filters =

Add Delete Send To Device Remove From Device A L D 0O e =
Code Name Last Activity

Department Manager

4.4.1 Add Work Code

1. Select [Device] > [Work Code] > [Add] to access the adding work code interface:

Add b4
Code™:

Mames*:
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Enter the details as shown below:
Code: Enter the Work Code number.
Name: Enter the name of the Work Code.

2. Click [Confirm] to save the details.

4.4.2 Issue Work Code to Device

Issues work code to the device.

1. Select [Device] > [Work Code] > [Send to Devicel.

Send To Device

Device®  UA100

2. Click [Confirm] to send the work code to the device.

4.4.3 Remove Work Code

1. Select [Device] > [Work Code] > [Remove From Devicel.

Remove From Device

Device®  UAT00

Cancel

2. Click [Confirm] to remove the work code from the device.
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4.4.4 Delete Work Code

Deletes the work code from the software.

1. Select the work code and click [Delete]

Prompt x
Are you sure to delete the selected 1 items?

Cancel

2. Click [Confirm] to delete the work code.

4.5 Bio-Template

Displays detailed information about employees' biometric templates.

Device

Device Device Command Public Private Work Code Bio-Template

& Bookmarks ~ Y Filters =

Employee 3 Bio-Type 3 Bio-Index Major Version & Serial Number
zo1 Fingerprint 6 10 CJUP193960034
4 Fingerprint 0 10 3123234

302 Fingerprint 1 10 3123234

102 Fingerprint 0 10 3123234

1 Xxdd Fingerprint 0 10 3123234

1 Xdd Face 0 7 CIUP193960034
6 @0 Face 0 7 AEXY183360001
302 Face 0 7 CJUP193960034
7 $10 Face 0 7 AEXY183360001
za1 Fingerprint 0 10 AEXY1B3360001
123 Fingerprint 6 12 5915195000001
123 Fingerprint 5 12 5915195000001
8886 nanct Fingerprint 5 12 5915195000001
13xdd Fingerprint 5 10 CJUP193960034
909888 Kay&Chen E 0 5 5915195000001
808888888 norasadl 0 5 5915195000001
5 Von& 0 5 5915195000001
302 0 5 5915195000001
21 0 5 5915195000001

G 19w n 2 > Total21Records | 1 | Page [[EENIRE

4.6 Bio-Photo

4.6.1 Register Bio-Photo

Registers the visible light comparison photos to verify on the visible light device.

1. Select [Device] > [Data] > [Bio-photo] > [QR Code].

Wekcomesdmin ()~ T

s 2 9 0
Update Time
2019-11-02 15:50:20
2019-11-01 17:17:07
2019-11-01 17:17:05
2019-11-01 17:17:05
2019-11-01 17:17:05
2019-10-31 23:33:40
2019-10-3117:11:03
2019-11-02 15:52:10
2019-10-31 17:10:50
2019-10-31 17:10:47
2019-10-28 09:45:02
2019-10-28 09:44:58
2019-10-28 09:44:44
2019-10-31 23:33:13
2019-10-26 10:07:54
2019-10-26 10:07:54
2019-10-26 10:07:54
2019-10-26 10:07:54
2019-10-26 10:07:54
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QR Code X

CRefresh &Download

Confirm Cancel

2. Scan the QR code and register the bio-photo of the user on the mobile phone (the user details must be

saved in the software), the following interface will be displayed after scanning.

@ BioTime 8.0 (@

Employee (D*

Remark

3. Take the photo, enter the employee's ID Number. First Name and Last Name are optional. Click [Enroll] to

complete the registration.

Device Welcome admin @~ T

Device Device Command Bio-Photo

& Bookmarks ~ Y Filters =

Delete Approve OR Code Import Bio-Photo S 9D m o=

Employee ID  First Name  LastName  Email  Serial Number User Photo Bio-Photo Register Time 5 Remark Approval State  Approval Time =

66666655 von8 = & 0000000001 2019-10-30 19:10:57 = Auto Approved  2019-10-30 191
333 - = 0000000001 2019-10-30 18:55:38 = Auto Approved  2019-10-30 18:¢
m noradt - “ 173708260026 2019-10-30 16:08:25 = Auto Approved  2019-10-30 16:(

666666 vongt - - 0000000001 - 2019-10-30 10:02:26 - Auto Approved | 2018-10-30 11:2

G g Total 15 Records | 1 :'age
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4. Click [Approve] to approve the bio-photo.

Approve e

Approval State™:  Approval Passed

Remark:

Select the Approve State and click [Confirm] to complete the approval process. After approval, the user can
use the face to verify on the visible light device.

4.6.2 Import Bio-Photo

1. Select [Device] > [Data] > [Bio-Photo] > [Import Bio-Photo] to import the bio-photo.

Import Bio-Photo b4

-

A
ot /A

Zjpg

Overwrite* No Ignore Error* Mo

*Notice

1.The name of photo muse be employee ID.

2. Click [Upload] to select the photos in batch.
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Overwrite: If it is Yes, then the existed bio photo will be overwritten.

Ignore Error: If it is set as Yes, then the software will automatically ignore the error that happened during the
importation.

3. Click [Confirm] to complete the import process.
#Note:
(1) The name of the photo must be the employee ID.

(2) The maximum size of the photo is 25Kb.

4.6.3 Delete Bio-Photo Application

Select the application(s) and click [Delete] on the upper left of the list or click in the same row of the

bio-photo to be deleted.
Prompt b 4
Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the bio-photo.

4.7 Transaction

4.7.1 Transaction Table

The transaction table displays the attendance records of all employees, including the logs from the software
and the devices.

Select [Device] > [Data] > [Transaction] to view the transaction table.
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Device tenda 255 { Welcome admin @v ﬁ
Device Device Command Bio-Photo Transaction

& Bookmarks ~ Y Filters =

Upload USB Transaction ¥ 7S 9 O M = e
Employee ID  FirstName  Department  Date Time PunchState  Area  Serial Number =  DeviceName  Upload Time =
318000156 puck Department  2019-11-04  09:5047 - AreaB  BLBNV010038 Auto add 2019-11-04 09:50:49
318000156 puck Department  2019-11-04  09:5034 - AreaB  BLANV010033 Auto add 2019-11-04 09:50:36
318000156 puck Department  2019-11-04  09:49:14 - AreaB  BLBNV010038 Auto add 2019-11-04 09:49:17
31800191 kira Department  2019-11-04 0912558 - AreaB  BLNV010038 Auto add 2019-11-04 09:13:01
31800191 kira Department  2019-11-04  09:0538 - AreaB  BLBNV010033 Auto add 2019-11-04 09:05:44
31800191 kira Department  2019-11-04  09:0500 - AreaB  BLBNV010038 Auto add 2019-11-04 09:05:44
31800191 kira Department  2019-11-04  09:0413 - AreaB  BLBNVD10038 Auto add 2015-11-04090543  pmplovee 1D
31800191 kira Department  2019-11-04  09:0325 - AreaB  BLBNV010038 Auto add 2019104000543 | o
31800191 kira Department  2019-11-04  00:0304 - AreaB  BLBNV010038 Auto add 2019-11-04090543 o
31800191 kira Department  2019-11-04  09:0301 - AreaB  BLBNV010038 Auto add 2019-11-04 09:05:42
31800191 kira Department  2019-11-04  0%:01:27 - AreaB  BLBNY010038 Auto add 2019-11-04 09:05:42 Repatment
318000156 puck Department  2019-11-04  08:5556 - AreaB  BLANV010033 Auto sdd 2019-11-0405:0540  Position
318000156 puck Department  2019-11-04 085442 - AreaB  BLBNV010038 Auto add 2010-11-04 08:54:44  Punch Date
318000156 puck Department  2019-11-04  08:5257 - AreaB  BLBNVD10033 Auto add 2019-11-04 085250 Punch Time
318000156 puck Department  2019-11-04 0855252 - AreaB  BLBNV010038 Auto add 2019-11-0408:52:54  Area
318000156 puck Department  2019-11-04  08:5028 - AreaB  BLNV010038 Auto add 2019-11-0408:50:28  Serial Number
318000156 puck Department  2019-11-04 085010 - AreaB  BLBNV010033 Auto add 2019104085013 ypload Time
318000156 puck Department  2019-11-04  08:5002 - AreaB  BLBNY010038 Auto add 2019-11-04 08:50:05
318000156 puck Department  2019-11-04 084811 - AreaB  BLBNV010038 Auto add 2019-11-04 08:48:14

G 19w n 2 3. 877 > Total 16660 Records | 1 | Pege [l

(1) Users can export the transaction table in xls, PDF, CSV or .txt file formats based on the requirements. Please

refer to 5. "Export” in Appendix 1 for detailed operation.

(2) Users can select the fields to be displayed in the transaction table based on requirements (the fields are

displayed if the columns are checked).
(3) Users can change the column width by dragging the column border to the left or right.
(4) Users can define the number of records to be displayed on each interface in the transaction table.

(5) Click any row of the attendance record and view the corresponding photo and employee’s information on
the right side.

4.7.2 Upload USB Transaction

You can import the attendance records to the software from the USB disk.

1. Click [Upload USB Transaction]

Upload USB Transaction ®

Upload File*: | Choose File | No file chosen

Upload File: Click [Choose File] and select the attendance record file to be uploaded.
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2. Click [Confirm] to upload the attendance records to the software.

4.8 Device Log

Displays device operation logs i.e., what are the actions performed by the admin with time details.

Device | : Welomeadmin ()~ 7
Device Device Command Operation Log

& Bookmarks ~ T Filters =

Delete oS D m e =
Device Timezone Administrator Action Object Parameters Action Time Upload Time
CIUP192060034 Ftc/GMT+3 [} Enroll card 4 0 2019-11-02 10: 2019-11-02 15:58:56 W
CIUP193960034 Etc/GMT+3 ) Enter menu ) 0 2019-11-02 10: 2019-11-02 15:53:35 ]
CIUP193060034 Etc/GMT+3 ) Register user photo 3 o 2019-11-02 10: 2019-11-02 15:52:04 W
CIUP193960034 Etc/GMT+3 [} Enroll new user 3 0 2019-11-02 1051: 2019-11-02 15:52:04 ]
CIUP193960034 Ete/GMT+3 ) Enter menu ) o 2019-11-02 1051 2019-11-02 15:51:01 T
CIUP193060034 Etc/GMT+3 o Enroll new user 2 0 2019-11-02 10: 2019-11-02 15:50:09 W
CIUP193960034 Etc/GMT+3 [) Enter menu ) 0 2019-11 2019-11-02 1549:36 |
3123234 Etc/GMT+8 0 Power on o 0 2019-11 2019-11-01 17:17:13 W
3123234 Etc/GMT+8 [} Power on [} 0 2019-11 2019-11-01 17:17:13 W
CIUP193960034 Etc/GMT+3 ) Enter menu ) o 2000-02. 2019-10-31 23:33:44 |
CIUP193960034 Etc/GMT+3 0 Enter menu 0 0 2019-10-31 23:33:44 o]
CIUP193960034 Etc/GMT+3 0 Enter menu 0 0 2019-10-31 23:33:44 ||
CIUP193960034 Etc/GMT+3 ) Update other user 1 0 2019-10-31 23:33:44 W
CIUP193960034 Etc/GMT+3 ) Register user photo 1 0 2019-10-31 23:33:44 |
CIUP193960034 Etc/GMT+3 ) Enroll new user 1 0 2019-10-31 23:33:44 O]
CIUP193960034 Etc/GMT+3 [} Enter menu 0 0 2000-02-01 0 2019-10-31 23:33:44 W
CIUP193960034 Etc/GMT+3 [} Enter menu 0 0 2000-02-01 0 2019-10-31 23:33:44 |
CIUP193960034 Etc/GMT+3 0 Power on 0 0 2000-02-01 01:21: 2019-10-31 23:33:44 W
CIUP193960034 Etc/GMT+3 [} Enter menu [} 0 2000-02-01 01:19:33 2019-10-31 23:33:44 |

G 19w n 2 3..5 > Total79Records | 1 | Page [y

4.9 Error Log

Displays all error logs uploaded from the visible light devices.

Device

Device Command Error Log
& Bookmarks~ Y Filters =

Delete # L 9 0 0 =

Serial Number Device Name Error Code Error Message Error Command Command 1D Extra Message Upload Time %

None

4.10 Upload Log

Displays the device operation log, content, and number of records uploaded by the corresponding device at a

specific time.
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Device ‘ ass ( Welcome admin @~ 7
Device Device Command Error Log Upload Log

& Bookmarks ~ Y Filters =

Delete /Z 7S 9 0O e =
Device Event Content Count Error Count Upload Time
CJUP193960034 Operation Log 2 0 2019-11-021 jm}
CIUP193960034 Employee Info 4 1 0 2019-11-02 15:53:44 ]
CIUP193960034 Operation Log 1 0 2019-11-02 13:53:35 jm)
CJUP193960034 User Photo 3jpg 1 0 2019-11-02 15:52:14 o]
CIUP193960034 Face 302 12 0 2019-11-02 15:52:10 ]E
CIUP193960034 Operation Log :d 0 2019-11-02 15:52:04 T
CIUP193960034 Employee Info 3@2 1 0 2019-11 w
CJUP193960034 Operation Log L 0 2019-11
CJUP193960034 Fingerprint 2@ 1 0 2019-11 T
CJUP193960034 Operation Log Z 0 2019-11 m
CIUP193960034 Employee Info 201 1 0 2019-11 T
CJUP193960034 Operation Log 1 0 2019-11-02 15:49:36 o
3123234 Operation Log 2 0 2019-11-01 17:17:13 1}
3123234 Fingerprint 4 o 0 2019-11-01 1717:07 T
3123234 Fingerprint 302 8 0 2019-11-01 17:17:05 jm}
BLBNV010038 TRANSACT Duplicate:1 | 0 2019-11-01 14:42:06
BLBNY010038 TRANSACT Duplicates1 1 0 2019-11-01 14:32:05 ]ﬂ[
BLBNY010038 TRANSACT Duplicate:1 1 0 2019-11-01 13:58:06 il
BLBNY010038 TRANSACT Duplicates1 1 0 2019-11-01 08:40:06 T

. 22 > Total408Records 1 | Page

Q
]
“
~

4.11 Mobile App

4.11.1 Geo-fence Of Employee

You can set the location range for employees while making the attendance punch on the Mobile APP.

Device \ttend X y < Welcomeadmin (@) * 7
Ty Devie Commmiamd Geo-fence Of Employee

& Bookmarks » Y Filters »
Add Delete / 7 9D O~ =

Employee Location Longitude Latitude Distance(Meters) Start Date End Date
i Test 50.0 50.0 50 2019-11-01 2019-11-30

Log

Mobile App

1. Select [Device] > [Mobile APP] > [Geo-fence Of Employee] > [Add].
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Add

Department Employee
Employe... First Name Last Name
1 Xxdd
10301 10301
10302 10302
105 wanida&isrikal
10983
1101603 i
111 norall
FTEVELLG:
1122 Godwin Mbaobola
11234 LanHun
1150882 Vitas
1180735 tyler
121 O Rihale
20 v Total 60 Records > 1
Location®
Latitude® 000000
Start Date®

Enter the details as shown below:

Department
HR. Department

Test Department
Test Department
Department
Department
Test Department
Department
Department
Test Department
Department
Test Department
Department

Distance{Meters)® 50
Longitude®

End Date™

MM

Selected 2

.
10301
10302

(<] <] <J<

Employe...

First Mame Last Mame =~
Hudd
10301
10302
Confirm Cancel

Employee: Select the employee who needs to punch within the specified range.

Location: Enter the name of the location.

Distance: Set the range for the APP punches.

Longitude: Set the longitude of the location.

Latitude: Set the latitude of the location.

Start Date / End Date: Set the valid period for this attendance punch.

2. Click [Confirm] to save the details. When the employee punches out of range on APP, it will show the

following prompt on the APP:

60
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Prompt

Qut of location

4.11.2 Geo-fence Of Department

You can set the location range for the Department, which means the employees from the specified

Department should punch within the range while making attendance punch on Mobile APP.

Device

Device Command Geo-fence Of Department

[l Device

& Bookmarks = Y Filters =
Add Delete Z 2 9 0 m =
Department Location Longitude Latitude Distance{Meters) Start Date End Date
Yiamen 24.26 18.04 50 2019-11-01 2019-11-30 & W
Xiamen 24.26 18.04 50 2019-11-01 2019-11-30 :" ]E
1. Select [Device] > [Mobile APP] > [Geo-fence Of Department] > [Add].
Add 4
Department  ----------
Location® Distance{Meters)* 50
Latitude®™  xoooom Longitude®  xaooooo
Start Date® End Date*

Enter the details as shown below:

Department: Select the Department.
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Location: Enter the name of the location.

Distance: Enter the range for the APP punches(unit is meters).
Longitude: Set the longitude of the location.

Latitude: Set the latitude of the location.

Start Date / End Date: Set a valid time period for this setting.

2. Click [Confirm] to save the details. While the employee belonging to the specified Department punches out

of range on the APP, it will display the following prompt on APP:

Prompt

Qut of location

4.11.3 APP Account

Displays the Mobile APP accounts enabled by the employees. The employee can log into the APP by entering
the employee ID and self-service login password. The interface displays the User name, Login time, Last active
time, Client ID, Device token, Client category, Run status(whether the user is online or not), APP status(whether
the APP is enabled or not).

Device Welcome admin @’ <7

Device Accounts

&Bookmarksw Y Filters =

Delete Puzh Notification Force Offline Disable Enable Z S 9 0O =
User Name... Login Time Lats Active Client 1d Device Token Client Categ... RunSta.. APP Stat
555 2019-11-0121:1.. 2019-11-01 21:3.. | 2imeiB69096037440409 ipBidq-GnndAPAY 1 bGYrde2L SoBGVtucBR2XbHI-cIhMTU...  Android Active  Enable
1122 2019-11-01 aimei358003070684149 £3_ FxnDhQdI:APA9ThEWigXH _sh74pumMi-BEUtudF6NHwo... Android Active  Enable
1 2019-11-01 A9201E6D-ABT4-4 1D2A45... Oecb63f464, b4d53dbe605abed08233180%... [0S Active  Enable
1150882 2019-11-01 20:4... aid5dd39c29-7dcd-46a1-b75d-6449c2...  elanKBssPZV:APA91bEZ6ahAomUSEaHuLgz94)ujpnm¥2by... | Android Active  Enable
7 . 2019-10-31 154... | aimei358003070684149 £3_FxnDhQdI:APASTbEWigXH_sh74pumMi-BEUtu4F6NHwo... Android Inactive  Enable
2722 .. 2019-10-30 10:2... | aid7a5fd1b1-367F-488-bbcl-d10b1do... Android Active  Enable
27 2019-10-20 17:0...  2019-10-29 . AO201E6D-AB74-4663-8623-A1D2A45... 2262292f30ech63f464a2ad7bad53dbe605abed08233180%... 105 Inactive  Enable
21 2019-10-29 17:0...  2019-10-28 17 aid67dc0e95-204d-4d98-8631-fad1426... Android Active  Enable
77 2019-11-01 2019-11-01 21 aimei869096037440409 dpBiog-Gnnd:APAY1bGYrde2l SoBGvtucBR2XbpHI-cJhMTU... Android Inactive  Enable
11234 2019-10-30 aidd5e5717-0a58-403-bbf5-113c393a...  dJSxHVTQdn8:APA91bGIIEURETWrBVcBjHUI_hSqUTQy5fX... Android Active  Enable
3 2019-10-27 aidfd8d2103-36ca-4dee-b380-60b0624... Android Active  Enable
1 2019-10-26 14:2...  2019-10-26 14:2... | aidaB57fb2a-514b-415f-b511-529a073... fxdowHzal HM:APA91bGhy2TQRMJac01010ESOLIPICDAGR... Android Inactive  Enable
2 2019-10-2615:5... 2019-10-26 16:1... | aida857fb2a-514b-415f-bS11-529a073... fxdowHzal HM:APAS1bGhy2TORMIac01010ESOLIPICDAG2... Android Inactive  Enable
50 2019-10-28 22:4... 2019-10-31 15:0... BBA11082-36A1-490C-9273-BEE23B35... 7edaOc34fea21bl cbfde59bfa32403883a00fed8ba527bb... 108 Active  Enable
3 2019-10-2519:0... 2019-10-25 19:0... | aimeig9000865078598 Android Inactive  Enable
3 2019-1027 10:2...  2019-10-27 103... | ida857fb2a-514b-415-b511-529a073...  fxdowHzal HM:APAY1bGhy2TQRMac01010ESOLIPICDAGR... Android Inactive  Enable
G 19 v Total 16 Records 1 Page
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>  Push Notification

1. Select [Device] > [Mobile APP] > [Account] and select the corresponding account. Click [Push
Notification].

Push Notification X

Content*

Cancel

2. Enter the notification content. Click [Confirm] to send the push notification.

&sNote:

This feature is only used to test whether the notification can be successfully pushed to the mobile app or not.
The content of the notification will not be displayed on the mobile app.

>  Force Offline

If a user is active in multiple mobile phones, you can use Force Offline Function to make the other mobile apps
inactive.
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1. Select [Device] > [Mobile APP] > [Account] and select the corresponding account. Click [Force Offline].

Prompt .

Are you sure to force the device offline 1 items

2. Click [Confirm], to make the mobile app inactive.

=Note:

Forced offline accounts can be still logged in with the Employee ID and self-login password.

> Disable

1. Select [Device] > [Mobile APP] > [Account] and select the corresponding account. Click [Disable].
Prompt b4
Are you sure to disable the device 1 items

2. Click [Confirm] to disable the account.
&sNote:

A disabled account cannot be logged in unless the account is enabled.

> Enable

1. Select [Device] > [Mobile APP] > [Account] and select the corresponding account. Click [Enable].

Prompt »
Are you sure to enable the device 1 items
Confirm Cancel

2. Click [Confirm] to enable the account.
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> Delete Account

1. Select [Device] > [Mobile APP] > [Account] and select the corresponding account. Click [Deletel.
Prompt X
Are you sure to delete the selected 1 items?
Cancel

2. Click [Confirm] to delete the account.

4.11.4 Announcement

The software supports pushing announcements to the App.

»  Push Public Notice

1. Select [Device] > [Mobile APP] > [Announcement] > [Push Public Notice].

Push Public Notice X

Subject™:

Content™

Cancel

Enter the details as shown below.

Subject: Enter the subject of the notice.

Content: Enter the content of the notice.

2. After entering the details, click [Confirm] to send the push notification to all mobile app users.
»  Push Private Notice

1. Select [Device] > [Mobile APP] > [Announcement] > [Push Private Notice].
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Push Private Notice

Department Employee
Employee ... First Name
4 2 22
3 342
1 wp
2 000000002
2228
226 666
2225 2225
2226 2226
2227 2227
225
227
272724
20 v n 23 .. 14469

Subject*

Content®

Last Name

Department

Testing
Testing
Department
Department
ZKTeco
Department
Department
ZKTeco
ZKTeco
Department
Department

Mhmm b e

» Total 289380 Records

Selected O

Employee ...

First Name +

Last Name =~

2. In the employee’s list, select the employees in batches (You can filter by Department, Name and Employee

D).

3. Enter the notification subject and content, and click [Confirm]. The notification will be sent to the

corresponding mobile client.

» Delete Announcement

1. Select [Device] > [Mobile APP] > [Announcement] and select the announcement to be deleted. Then

click [Delete] or icon @ in the announcement list.

Confirm

Are you sure?

Confirm

2. Click [Confirm] to delete the selected announcement.

Cancel
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4.11.5 Notice

Displays all the announcements pushed to the APP( Approvals, Leave, Overtime, Manual log) and the reminder

messages.

Device dance 3 Welcome admin @~ 7
Device Notice

& Bookmarks » Y Filters v

Delete S 9D M =
Receiver Category Centent Source Sender Send Time Read Status
11025 Announcement {"content”: "oolll”, "subject”: * m,m.m.m."} 4 admin 2019-09-26 16:01:46 Unread ﬁ[
13437 Announcement {"content™: "oolll", "subject”: * m,m.m. m."} 4 admin 2019-09-26 16:01:46 Unread @
60190 Announcement {"content™: "oolll”, "subject”: * m,m.m.,m.") 4 admin 2019-09-26 16:01:46 Unread ]ﬁ]
60198 Announcement {"content": "oolll’, "subject”: * mm.m.m."} 4 admin 2019-09-26 16:01:46 Unread i
60200 Announcement {*content™: "oolll", "subject”: * m,m.m. m."} 4 admin 2019-09-26 16:01:46 Unread lﬁl
60194 Announcement {"content": "oolll’, "subject”: * m,m.m.m."} 4 admin 2019-08-26 16:01:46 Unread i
14308 Announcement {"content": "oolll", "subject”: * m,m.m.m."} 4 admin 2019-09-26 16:01:46 Unread @
60199 Announcement {"content”: "oolll”, "subject”: * mm.m.m."} 4 admin 2019-09-26 16:01:46 Unread ]ﬁ]
14300 Announcement {"content: "oolll”, "subject”: * mm.m. m."} 4 admin 2019-09-26 16:01:46 Unread m
14307 Announcement {"content": "oolll", "subject”: * m,m.m. m."} 4 admin 2019-09-26 16:01:46 Unread T
14303 Announcement {"content”: "oolll”, "subject”: * m;m.m.m."} 4 admin 2019-09-26 16:01:46 Unread @
60196 Announcement {"content”: "oolll*, "subject”: * m,m.m.,m."} 4 admin 2019-09-26 16:01:46 Unread lﬁl
14304 Announcement {"content": "oolll”, “subject”: * m,m.m.m."} 4 2dmin 2019-09-26 16:01:46 Unread i
14305 Announcement {"content": "oolll’, "subject”: * mm.m.m."} 4 admin 2019-08-26 16:01:46 Unread o
14306 Announcement {"content”: "oolll”, "subject”: * m,m.m.m."} 4 admin 2019-09-26 16:01:46 Unread T
60192 Announcement {"content": "oolll”, "subject”: * m;m.m. m."} 4 admin 2019-09-26 16:01:46 Unread m
60202 Announcement {"content™: "oalll", "subject”: * m,m.m. m."} 4 admin 2019-09-26 16:01:46 Unread @
14299 Announcement {"content”: "oolll”, "subject”: " m,m.m.m."} 4 admin 2019-09-26 16:01:46 Unread ]ﬁ]
60197 Announcement {"content": "oolll", *subject”: * mm.m,m."} 4 admin 2019-09-26 16:01:46 Unread W
G [0 v ¢ 1 E 3 .. 108 > Total 2045Records = 2 | Page
4.11.6 Operation Log
Displays the operation records of all the APP clients.
Device ass ( Welcome admin @~ 7
Device Notice Operation Log
& Bookmarks ~ Y Filters «
Delete Z S 9 O =
User Client Action Action Time Status Describe
25524 aidaB57fb2a-514b-415f-b511-520a0733eebd sign_out 2019-10-26 09:32:17 Successful successful
25524 aidaB57fb2a-514b-415f-b511-529a0733eeb4 pull_transaction 2019-10-26 09:02:06 Successful successful
25524 2idaB57fb2a-514b-415f-b511-528a0733eebd upload_transaction 2019-10-26 09:02:05 Successful successful
25524 2idaB57fb2a-514b-415f-b511-520a0733ecbd pull_setting 2019-10-26 09:02:03 Successful successful
25524 aida857fb2a-514b-415f-b511-529a0733eebd pull_setting 2019-10-26 09:01:56 Successful successful
25524 aida@57fb2a-514b-415f-b511-528a0733echd pull_exception_summary 2019-10-26 09:01:55 Successful successful
25524 aidaB57fb2a-514b-415f-b511-529a0733eebd pull_transaction 2019-10-26 09:01:54 Successful successful
25524 aida857fb2a-514b-415f-b511-528a0733eebd pull_setting 2019-10-26 09:01:34 Successful successful
25524 2idaB857fb2a-514b-415f-b511-529a0733ecbd pull_transaction 2019-10-26 09:01:16 Successful successful
25524 aidaB57fb2a-514b-415f-b511-529a0733eebd upload_transaction 2019-10-26 09:01:15 Successful successful
25524 2idaB57fb2a-514b-415f-b511-528a0733ecbd pull_setting 2019-10-26 09:00:57 Successful successful
25524 aidaB57fb2a-514b-415f-b511-529a0733eeb4 pull_exception_summary 2019-10-26 09:00:55 Successful successful
25524 aida857fb2a-514b-415f-b511-528a0733eebd pull_transaction 2019-10-26 09:00:55 Successful successful
25524 2idaB57fb2a-514b-415f-b511-528a0733ecbd pull_exception_summary 2019-10-26 09:00:08 Successful successful
25524 aidaB57fb2a-514b-415f-b511-529a0733eebd work_code 2019-10-26 09:00:08 Successful successful
25524 2idaB57fb2a-514b-415f-b511-529a0733ecbd category 2019-10-26 09:00:08 Successful successful
25524 aidaB857fb2a-514b-415f-b511-529a0733eebd pull_transaction 2019-10-26 09:00:08 Successful successful
25524 aida857fb2a-514b-415f-b511-528a0733eebd pull_setting 2019-10-26 09:00:08 Successful successful
127.0.01 2idaB857fb2a-514b-415f-b511-528a0733ecbd Login 2019-10-26 08:59:38 Exception Incorrect username or password

S g v “ 2 3 .43 ) Total810Records 1  Page
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4.12 Configuration

Device ntro ayroll Systi Welcomeadmin () ¥ 7

Device Natice Operation Log Configuration

& Device Communication Setting
Registration Device (R ) Resigned Fitter (R0 )
Allow Auto Add (EFEIL ) Allow Upload Name EEHI ) Allow Upload Card (EEEHL )

@ Bio-Photo Approval Policy

of Configurations Employee Edit* Pending Batch Import*  Pending

Mobile Pending

el Device Upload®  Auto Approved

@ Data Retention Setting(Setup 9999 to keep data)

Transaction® 365 Command* 90

Upload Log* 90

Device Log* 12

»  Device Communication Setting

1. Registration Device: Set whether the device works as a registration device or not.

2. Resigned Filter: Set whether to filter the resigned employees or not.

3. Auto Add: Set whether to allow to add a device automatically or not.

4. Name Upload: Set whether to allow to upload employee’s names from the device.

5. Card Upload: Set whether to allow to upload the employee’s card number from the device.
» Bio-Photo Approval Policy

Set the Bio-Photo approval policy. It can be [Pending] or [Auto Approved]. If it's set as [Pending], then the
Bio-Photo must be approved by the administrator.

» Data Retention Setting

Set the retention days for data, including transactions, command, device log and upload log.
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Chapter 5 Attendance Management

The system can exchange the data with the T&A devices and collect the attendance records. The primary
functions implemented by the attendance system include User management, management of Attendance
parameters, Shift timetables, Scheduling, Daily maintenance, Attendance calculation, Attendance reports, and

Attendance devices.

5.1 Attendance Parameters

As the attendance system may vary from company to company, it is necessary to manually set the attendance

parameters to ensure the accuracy of the final attendance calculation.

Attendance 2 < Welcome admin ® > ©F
Global Rule
Basic Setting Weekend Setting Owertime Setting Caleulation Setting APP Setting

Calculation Rule

When late exceeds® 100 minutes, count as absence
When early-leave exceeds® 100 minutes, count as absence
Missing Check-Inas®  Late 50

Missing Check-Out a* Early Leave 50

Calculation Item

CheckIn* 0O Check Out* 1
Break Out* 2 Break In” 3
Overtime In* 4 Overtime Qut™ 5

5.1.1 General Rule

1. General rules apply to all the Departments. All the general attendance parameters can be set here.

»  Basic Setting

Attendance
Global Rule
Basic Setting Weekend Setting Overtime Setting Calculation Setting APP Setting

Duplicate Punch Interval* 1

Duplicate Punch Interval: Set the interval (in minutes) for duplicate punch. If it is set to 1 minute and the user

tries to punch several times within a minute, the system will only accept the first punch.
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» Weekend Setting

Attendance

Global Rule

Basic Setting Weekend Setting Overtime Setting Calculation Setting APP Setting

Weekend  Working On Day OT Level 1 (Hours) OT Level 2 (Hours) OT Level 3 (Hours)
Monday N Ignore 0 0 0
Tuesday No Ignore ] 0 0
Wednesday No Ignore ] 0 0
Thursday N Ignore ] 0 0
Friday N Ignore ] 0 0
Saturday m Move To Weekend OT 0 o 0
Sunday I29)  Move To Weekend OT ] 0 0

Set the weekend. You can set “working on weekends” as Ignore, Normal Work, Normal OT, Weekend OT, and
Holiday OT. Also, you can set the OT levels for the weekend.

&Note: The hours for OT Level should be set in a way such that OT Level 3 > OT Level 2 > OT Level 1.

»  Overtime Setting

Attendance
Global Rule
Basic Setting ~ Weekend Setting ~ Overtime Setting  Calculation Setting AP Setting
Overtime Rule” | Approval OT
Disable Overtime
Calculation OT

Approval OT
Approval OT Priority

Overtime Rule: It can be set to "Disable Overtime" to disable the overtime function. "Calculation OT"
calculates the overtime based on the attendance punch time, "Approval OT" calculates the overtime based on
the overtime application, and "Approval OT Priority" preferentially calculates the overtime on the overtime

application.

»  Calculation Setting

Attendance Welcome admin ® - @
Global Rule

Basic Setting  Weekend Setting  Overtime Setting  Caleulation Setting ~ APP Setting

Calculation Rule

When late exceeds® 100 minutes, count as absence

When early-leave exceeds® 100 minutes, count as absence
Missing Check-In as* Late 50
Missing Check-Out as® Early Leave 50

Calculation ltem

CheckIn* 0 Check Out* 1
Break Out* 2 Break In* 3
Overtime In* 4 Overtime Out” 5
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» Calculation Rule

The check-in and check-out settings are valid only when mandatory check-in and check-out are enabled in the

Shift timetable settings.

Late coming or early leaving exceeding by N minutes is counted as absence.

On-duty without check-in is counted as late arrival (absence/incomplete) for N minutes.
On-duty without check-out is counted as early leaving (absence/incomplete) for N minutes.
»  Calculation Item

You can set the values corresponding to the attendance status.

»  App Setting

Attendance

Global Rule

Basic Setting Weekend Setting Overtime Setting Calculation Setting APP Setting

Capture*  Not Required Work Code*  Not Required
Function Key*  Required
Capture: Select whether the attendance photos must be uploaded or not.
Work Code: Select whether the work code must be entered or not.
Function Key: Select whether attendance status must be selected or not.

2. Click [Save] to save the details.

5.1.2 Department Rule

You can add rules for individual Departments.

Attendance Welcome admin @~ 7

Global Rule

Department Rule

S Bookmarks T Filters =
Add Delete Z S 9 O =
Department Name
1234 &
1234 @ o
1234 EAT]
1234 @ &
1234 @
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» Add New Department Rule

Select [Attendance] > [Rule]> [Department Rule] > [Add] to add rules for Departments.

Add X

MName* Department®  ----------

Calculation Rule Overtime Setting

When late excesds® 100 minutes, count as absence

When early-leave exceeds® 100 minutes, count as absence
Missing Check-In as® Late 80 minutes
Missing Check-Qut as*  Early Leave &0 minutes

Cancel

For Calculation Rule and Overtime Settings, please refer the Global Rule Settings.

»  Delete Department Rule

Select the Department and click [Delete] or click @ in the same row of the Department rule to be deleted.
Confirm b
Are you sure?

Cancel

Click [Confirm] to delete the department rule.

5.2 Break Time

While configuring the shift timetable, break time can be selected. More than one break time can be added to
one shift timetable.
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5.2.1 Add a Break Time
1. Select [Attendance] > [Shift] > [Break Time] > [Add] to add a break time.

Add x

Name* Calculate Type®  Auto Deduct

Basic Setting Rule Setting

Start Time*  12:00:00 End Time* 13:00:00

Duration®™ 60

Cancel

Enter the details as shown below:
Name: Enter the Breaktime name maximum of 50 characters.
Calculate Type: Calculation types for break time are given below:

3 Auto deduct: Whether the user punches or not, the break time will be the allowable break time in the

calculation of attendance.

e Required Punch: You must punch during the break time. When staff doesn’t punch, Start time/End time

will be taken as the start/end time of the break time in the attendance calculation.

For example: If the time range for an attendance punch during the break time is 12:00 to 14:00, the break
time is allowed to be 60mins. If A does not punch in during the break time, and B punches at 13:00, then A's

break time is 120min, and B's break time is 60min.

2. When the Calculation Type is Required Punch, early return and late return should be considered as shown in

the figure below:
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Add X

Name” Calculate Type® Required Punch

Basic Setting Rule Setting Require Punch Setting

Start Time*  12:00:00 End Time*  13:00:00

Duration® 60

Cancel

> Basic Setting

Start Time: Set the start time of the break time. Time Settings are shown in 3. Time Selection” in Appendix 1.

End Time: Set the end time of the break time.
When the punches are out of the range, then they are invalid.
Duration: The time allotted for break time.

>  Rule Setting

Add X

Name* Calculate Type® Reguired Punch
Basic Setting Rule Setting Require Punch Setting

Duplicate Punch Policy* Rule Based Duplicate Punch Period

Punch State Based® MNo

Cancel

Duplicate Punch Policy: The time interval of punch can be set as “Rule Based” or “User Defined”. When the
users customize it, they need to set the Effective Interval.

Duplicate Punch Period: Set the duplicate punch period.

Punch State Based: Select whether to use the function key or not. When "Punch State Based" is selected, the
attendance will be calculated according to the punch status. When "Any" is selected, the attendance status will

be automatically corrected while calculating the attendance.
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»  Require Punch Setting

Add x
Name* Calculate Type® Required Punch
Basic Setting Rule Setting Require Punch Setting
Multiple In/Out* No Minimum Break Time(m)} 0
Minimum Early In*

Early In* Ignore

: ni + ®
Late In*  Ignore Minimum Late In

Cancel

Multiple In/Out: Multiple in/out function. When Multiple in/out is selected as Yes, the users can break-out and
break in multiple times. In the calculation of attendance, the time of breaking in in each period minus the time
of breaking out is taken as the attendance time in that period. In the attendance detail report of the day, the
break-out of the first period shall be taken as the break-out of the day, and the break-in of the last period shall
be taken as the break-in of the day.

Minimum Break Time(m): Set the minimum minute of break time.
Early In: Select whether to calculate the time of early-in or not.
Ignore: Do not calculate the time of early-in.

Move To Normal Work/Normal OT/Weekend OT/Holiday OT: When the time of early-in (the difference
between the time you punch for break time-in and the end time of the break time) is not less than the
minimum early-in, then the time of Normal Work/Normal OT/Weekend OT/Holiday OT is the time of early-in.

Minimum Early-In: Set the minimum time for early-in to calculate the time of Normal Work/Normal
OT/Weekend OT/Holiday OT.

Late In* | Ignore Minimum Late In* o

Mowve To Late

Move To Early Out
Move To Absence

Late In: Select whether to calculate late in or not.
Ignore: Do not calculate the time of late in.

Move To Late/Early Out/Absence: When the time of late in (the difference between the time you break-in

and the end time of the break time) is not less than Minimum Late In, then the time as Late/Early Out/Absence.
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Minimum Late-In: Set the minimum late in to calculate the time of Late/Early Out/Absence.

5.2.2 Edit a Break Time

1. Click the break time or == icon in the same row of the break time to be edited.
2. After the modifications, click [Confirm] to save the details.

5.2.3 Delete a Break Time

1. Select the corresponding break time, click [Delete] at the top left of the break time list or click the (] icon

in the same row of the break time to be deleted.

2. Click [Confirm] to delete the break time.

5.3 Timetable

Set the time periods which are used during the attendance calculation and to set various attendance
parameters. The timetable is the minimum unit in the attendance time settings. For example, these settings
include work start/end time, allowed late arrival/early leaving duration, whether check-in/check-out is
mandatory, allowed time period for check-in/out, break time, and overtime.

Before scheduling the shift, you must set all shift timetables possibly used. Otherwise, the shift is considered

invalid.

5.3.1 Add a Timetable

» Add a New Normal Timetable

1. Select [Attendance] > [Shift] > [Timetable] > [Add Normal Timetable] to add a normal timetable.
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Add Normal Timetable x

MName®
Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting
Check-In®  09:00:00 Check-Out*  18:00:00 Cross Day(s) 0
Check-In Start*  08:00:00 Cross Day(s) 0 Check-Out Start*  17:00:00 Cross Day(s) 0
Check-ln End*  10:00:00 Cross Day(s) 0 Check-Cut End®  19:00:00 Cross Day(s) 0

WorkDay*® 1.0

*Notice

1.All the cross-days setting is base on check-in.

Carcel

Set the parameters as shown below:
»  Basic Setting
Name: Enter the name of the timetable maximum of 50 characters.

Check-In Start Time/ End Time, Check-Out Start Time/ End Time: Enter the valid range for checking in/out.
Check-in/out records out of this time range are invalid. Set the cross days maximum of 3 days.

Check-In/Check-Out: Set the check-in time and check-out time. Set the cross days maximum of 3 days.

Workday: It refers to how many workdays will be calculated for each shift. If the value is set, the workday will
be calculated according to the preset value. Otherwise, the workday will be calculated according to settings in
the attendance rules.

»  BreakTime Setting
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Add Normal Timetable b4

Mame*

Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting

Name Start Time End Time Duration Calculate Type
Breakl 12:00:00 13:00:00 60 Auto Deduct
break_thai02 12:00:00 12:00:00 &0 Auto Deduct
irohabreak 12:00:00 13:00:00 &0 Auto Deduct

Total 3 Records 10 | ¥

Caneel

Break Time: Add a break time to the timetable. Multiple break times can be added within a timetable, but the
break time must be within the timetabled time range. (see 5.2.1 Add a Break Time to set break time)

»  Unscheduled Time Setting

Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting

Bty 5 | T Minimum Early In*

Late Dut” | Ignore Minimum Late Out®

Move To Normal Work
Maove To Normal OT
Move To Weekend OT
Move To Holiday OT

Early In: Whether to calculate the time of early-in.
Ignore: Do not calculate the time of early-in.

Move To Normal Work/Normal OT/Weekend OT/Holiday OT: When the time of early-in (the difference
between the time you check-in and the start time of the timetable) is not less than the minimum early-in, then
the time of Normal Work/Normal OT/Weekend OT/Holiday OT is the time of early-in.

Minimum Early-In: Set the minimum early-in time.
Late Out: Select whether to calculate the time of late out. Ignore: Do not calculate the time of late out.

Move To Normal Work/Normal OT/Weekend OT/Holiday OT: When the time of late out (the difference
between the time you check-out and the end time of the timetable) is not less than the minimum Late Out,
then the time of Normal Work/Normal OT/Weekend OT/Holiday OT is the time of late out.
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Minimum Late Out: Set the minimum late out time.

»  OT Level Setting

Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting

OT Level 1*
OT Level®  Ignore

QT Level 2* OT Level 3*

OT Level: Set the OT level rule. Ignore: Overtime will not be calculated for the corresponding OT level.
Depend On Work Time: Calculates the overtime of the corresponding OT Level based on the work time.

Depend On OT: Calculates the overtime of the corresponding OT level based on the calculation or approval

overtime.

OT Level 1/0T Level 2/0T Level 3: Set OT levels 1, 2 and 3 to different lengths of overtime (calculation or

approval over time).
Method of Overtime Level Calculation:

Assume that the values of T1 to T3 are the hours of OT Levell to 3. T represents the work time or

overtime(calculation or approval over time).

e If an employee’s daily work time or overtime (calculation or approval overtime) is greater than Time 1 but
less than Time 2; then the overtime at OT Level 1 is the daily work time minus Time 1.

e Ifan employee’s daily work time or overtime (calculation or approval overtime) is greater than Time 2 but
less than Time 3; then the overtime at OT Level 1 is the Time 2 minus Time 1; the overtime at OT Level 2 is
the daily work time minus Time 2.

e If an employee’s daily work time or overtime (calculation or approval overtime) is greater than Time 3;
then the overtime at OT Level 1 is the Time 2 minus Time 1; then overtime at OT Level 2 is Time 3 minus

Time 2; the overtime of OT Level 3 is the daily work time minus Time 3.

e The following example is used to explain how overtime is calculated by using the values which are
specified in the preceding figure. Suppose an employee’s work time is 8 hours, OT Level 1 is set to 9 hours,
OT Level 2 is set to 11 hours, OT Level 3 is set to 14 hours.

. If the employee works 9 hours a day, he/she has 1-hour overtime (9 minus 8) at OT Level 1.

e If the employee works 12 hours a day, he/she has a total of 4-hours overtime, 3-hours overtime (11
minuses 8) at OT Level 1 and 1-hour overtime (12-11) at OT Level 2.

. If the employee works 15 hours a day, he/she has a total of 7-hours overtime, 3-hours overtime (11
minuses 8) at OT Level 1, 3-hours overtime (14-11) at OT Level 2, and 1-hour overtime (15-14) at OT Level
3.

»  Rule Setting
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Add Normal Timetable *

Name™
Basic Setting BreakTime Setting Unscheduled Time Setting OT Lewvel Setting Rule Setting
Necessary Clock-In*  Yes Necessary Clock-Out*  Yes

Allow Late-In* 0 Allow Early-Out® 0
Duplicate Punch Period”

Duplicate Punch Policy* Rule Based

Punch State Based® Mo Day Change Time*  00:00:00

Cancel

Necessary Clock-In, Necessary Clock-Out: Decides whether check-in and check-out are mandatory in the
selected time range. If an employee needs to check-in/out, select Yes; otherwise, select No.

Allow Late-In, Allow Early-Out: This refers to the permissible time for late arrival/early leaving before the
actual time of late arrival/early leaving starts during the specified working time.

For example, if the allowed late minutes is set to 5 minutes and check-in time is set to 9:00; Employee A
checked in at 9:03 and Employee B checked in at 9:06. We can conclude that Employee A is not late as the
interval between check-in time and check-in start time is less than 5 minutes and Employee B is late for 6
minutes as the interval between check-in time and check-in start time exceeds 5 minutes.

Duplicate Punch Policy: The time interval of punch can be set as "Rule Based” or “User Defined”. When the
users customize it, they need to set the Effective Interval.

Duplicate Punch Period: Set the duplicate punch period.

Punch State Based: Select whether to use the function key or not. When "Punch State Based" is selected, the
attendance will be calculated according to the punch status. When "Any" is selected, the attendance status will
be automatically corrected while calculating the attendance.

For example, the work time is 9:00-18:00, and the time range for attendance punch is 8:00-10:00,17:00-19:00
respectively. An employee checks in at 9:00 and checks out at18:00. When “Based on Punch State” is enabled,
there is only one valid check-in at 9:00 for attendance calculation, and when Base on Punch State is disabled,
there are two valid records, check-in at 9:00 and check out at18:00 for attendance calculation.

Day Change Time: Set the time at which timetable for dividing the punch record belongs.
2. Click [Confirm] to save the settings.

£Note:

(1) There can be no timetable with the same start time and end time.

(2) Please refer to "3. Time Selection" in Appendix 1 for time settings.
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5.3.2 Add a Flexible Timetable

1. Select [Attendance] > [Shift] > [Timetable] > [Add Flexible Timetablel.

Add Flexible Timetable

Name™

Basic Setting Unscheduled Time Setting OT Level Setting Rule Setting

Check-In* 00:00:00 Check-Out®  00:00:00 Cross

Dayl(s)

Work Time* 480 WorkDay* 1.0

Waork Type* MNormal Work

“Notice

1.All the cross-days setting is base on check-in.

Enter the details as shown below:
Name: Enter the name of the flexible timetable maximum of 50 characters.
»  Basic Setting

Check-In: Set the check-in time for the flexible timetable.

Cancel

Check-Out: Set the check-out time for the flexible timetable. The cross days maximum is 3 days for check-out

time.

Work Time: Enter custom working hours.

Work Type: Define the flexible timetable for different types of work such as normal work, day off and

weekend.
Workday: It refers to how many workdays are calculated for each shift.

» Unscheduled Time Setting

Basic Setting Unscheduled Time Setting OT Level Setting Rule Setting

Lt O™ | lgricee Minimum Late Out

Late Out: Select whether to calculate the time of late out or not.

Ignore: Do not calculate the time of late out.
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Move To Normal Work/Normal OT/Weekend OT/Holiday OT: When the time of late out (the difference
between the time you check out and the end time of the timetable) is not less than the minimum Late Out,
then the time of Normal Work/Normal OT/Weekend OT/Holiday OT is the time of late out.

Minimum Late Out: Set the minimum late out time.
»  OT Level Setting
Refer to “OT Level Setting” on “Add Normal Timetable”.

» Rule Setting

Add Flexible Timetable »
MName*
Basic Setting Unscheduled Time Setting OT Level Setting Rule Setting

Necessary Clock-In*  Yes Necessary Clock-Out®  Yes

Duplicate Punch Policy*  Rule Based Duplicate Punch Period”

Punch State Based® Mo Multiple In/Out* Mo

Day Change Time*  00:00:00
Cancel

Necessary Clock-In, Necessary Clock-out: Decide whether check-in and check-out are mandatory in the
time range. If an employee needs to check-in/out, select Yes; otherwise, select No.

Duplicate Punch Policy: Can be set to “Rule Based” or “User Defined”.
Duplicate Punch Period: Set the duplicate punch period.
Punch State Based: Select whether to use the function keys or not.

Multiple In/Out: Multiple in/out function. When Multiple in/out is selected as Yes, the users can check-in and
check out multiple times. In the calculation of attendance, the time of checking out in each period minus the
time of checking in is taken as the attendance time in that period. In the attendance detail report of the day,
the check-in of the first period shall be taken as the check-in of the day, and the check-out of the last period
shall be taken as the check-out of the day.

Day Change Time: Set the time at which timetable for dividing the punch record belongs.

2. Click [Confirm] to save the settings.

5.3.3 Edit a Timetable

1. Click the Timetable Name or = icon in the same row of the timetable to be edited.
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2. Click [Confirm] after making the necessary modifications.

5.3.4 Delete a Timetable

1. Select the timetable, click [Delete] on the upper left of the timetable list or click the ]ﬁ[ icon in the same

row of the timetable to be deleted.

2. Click [Confirm] to delete the timetable.

5.4 Shift Management

The shift is composed of one or more preset attendance timetable(s) based on a certain order and cycle
period. It is a preset work schedule for the personnel. It is essential to configure a shift if you want to track the
attendance for employees.

Select[Attendance] > [Shift] > [Shift] to view the shift list and shift timetable details. All shifts in the current
system are displayed in the list. Click any shift and the corresponding timetable details will be displayed on the
right side of the interface.

Attendance [ « an Welcome admin @ > €7
Global Rule Break Time Timetable shift
BEBookmarks= Y Filters =
Add Delete b
Shift Name Timetable Unit Cycle Auto Shift
09:00-18:00
thai02_tebel,OT Week 1 ° T
111 test 1 Week 1 °
09:00-18:00
iroha6-15 Week 1 ®
09:00-18:00
thai0z_tebel Week 1 )
o = = 09:00-18:00
Temporary Timetable Week 1 ® iy
111 Week 1 )
Night Time,day Time Week 2 °
Week 1 °
1111 thai02_tebel Daytime week 3 (-]

G 10 [ n 2 > Total 17 Records 1 Page m

5.4.1 Add a Shift

1. Click [Add] to add new shift details.
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Add X

Shift Name* Auto Shift
Tiristable Q Cycle® 1 Unit* Week
Name Check-in Check-Out Break Time Sun Mon Tue Wed Thu Fri Sat
::‘: 9-18 09:00:00 18:00:00 1 9-18 9-18 9-18 9-18 9-18
flexible use... 00:00:00 23:59:59
flexible 00:00:00 23:53:59
9-18autobr... 09:00:00 18 0 60
9-18punch...  09:00:00 18:00:00 60
20-05 20:00:00 05:00:00*
Test-Unsch... 09:00:00 17:00:00
Test-OT 09:00:00 300
0

test

Total 40 Records

*shift_helpText_title
1. Filling out the shift in right side by select time table from left side.
2. The cycle can not exceed 366 when unit is day.
3. The cycle can not exceed 52 when unit is week.

4, The cycle can not exceed 12 when unit is month.

Cancel

Enter the parameters as shown below:
Shift Name: Enter a unigue shift name maximum of 50 characters.

Auto shift: It is an intelligent scheduling function. When there are multiple time periods in the shift, the Auto
shift can be enabled, and the shift that conforms to the attendance rules. If you disable the Auto shift,

interleaved periods cannot be added.

Select Timetable: Select the timetable for the shift. Please refer to " 5.3.1 Add a Timetable" for the detailed

operation.

After selecting the timetable, click a day on the right to assign the timetable to the corresponding day.
Unit: Includes day, week, and month.

Cycle: Shift cycle period = Number of cycles * Unit of the cycle.

Note: The system displays optional dates in the Select Date box based on the values of Unit of Cycle and

Number of Cycle.
2. Click [Confirm] to save the settings.

&sNote: A shift refers to the circulation of a timetable chosen by the users in the cycle period set by the user.
Dates unselected represent day off. When scheduling the shifts for an employee, you need to select only the
start date, end date, and the shift used and it is unnecessary to indicate the date in which an employee should
work or take a vacation. After a shift is selected, the system will automatically determine the dates on which an

employee should work or take a vacation according to the cycle settings of the selected shift.
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5.4.2 Edit a Shift

1. Click the Shift Name or “= icon in the same row of the shift to be edited.
2. After modifications, click [Confirm] to save the changes.

5.4.3 Delete a Shift

1. Select a shift, click [Delete] on the upper left of the shift list or directly click the ] icon after the

corresponding shift to access the shift deletion confirmation interface.

2. Click [Confirm] to delete the shift.

5.5 Department Schedule

You can arrange shifts for Departments after setting the attendance timetables and shifts.

Select [Attendance] > [Schedule] > [Department Schedule] to access the Department scheduling main
interface that displays the Department schedules list and Department schedules details. Click any department
schedule and the schedule list on the right will display the schedule details of the selected timetable in a chart.

5.5.1 Add Department Schedule
1. Click [Add] on the Department Schedule interface to access the schedule addition interface.

Add X

= Start Date™  2019-08-01 End Date® 2019-08-31
™~ 173

s [ Department

] rosemal s Sl
> O kay o Shift Name Name Unit Cycle Auto Shift
& [ newlinel\r\nthis
> O wwwww 9-18 9-18 flexible ... Week 1 0
0O :kl/5 flexible flexible Week 1 0
WWW autooreak 9-18autobre... Week
b 9-18 b W 1 0
[ departmentl punchbreak 9-18punchb... Week 1 0
O df hrg 9-18 Week 1 0
£t 9-18-2 9-18 Week 1 0
0O dits Test-Unsche... | Test-Unsche... Week 1 0
) 7
O Test-OT Test-OT Week 1 0
Oos
oo test111 test Week 1 0
v 10 KingsunTest 9-18-0t9-13  Week 1 0
O www Total 38 Records i ) - > 2 v

Cancel

Enter the details as shown below:
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Department: Select Department for which the shifts need to be scheduled. Multiple choices are allowed.
(Refer to 1. "Personnel Selection” in Appendix 1 for personnel selection.)

Start Date, End Date: Set the start date and end date for shift scheduling. Please refer to 2. "Date Selection” in
Appendix 1 for data selection.

Shift: Select a shift from the shift list.
2. After entering the required details, click [Confirm] to save the settings.

&sNote: By default, the start date and end date are set to the first day of the month and the current day.

5.5.2 Delete Schedule Records

Select the schedule record to be deleted and click [Delete] to delete it or click ] icon in the same row of

the Department schedule.

5.6 Employee Schedule

You can arrange shifts for employees after setting the attendance timetables and shifts. If you fail to schedule
shifts for employees, the attendance calculations cannot be performed.

Select [Attendance] > [Schedule] > [Employee Schedule] to access the personnel scheduling main
interface that displays the personnel scheduling list and personnel scheduling details. The scheduled
personnel is displayed in the list. Click the line where personnel scheduling is and the scheduling list on the
right will display the scheduling details of the selected timetable in a chart.

5.6.1 Employee Schedule

1. Click [Add Schedule] on the Employee Schedule interface to access the schedule addition interface.

Add Schedule X
= Start Date®  2019-08-01 End Date® 2019-08-31
Employee Empl Q
Employee
Employee 1D First Name Overwrite Schedule
081901 081901
081902 081902 Shit a =
v 08190 Shift Name Name Unit Cycle Auto Shift
081904 081904 .
081905 081905 Test-Flexibl... Test-Flexibl... Week 1 0
P 100 20-05+1 20-05 Week 1 0
08201 9-18+2 flexible,9-1... = Week 1 0
e P 9-18+1 9-18+1 Week 1 0
08202 08203 9-18+3 flexible, 9-1...  Week 1 0
1 Tom 20-05+2 20-05+2 Weelk 1 4]
10 10 20-05break 20-05 Week 1 0
100 Nirut Test-Flexibl... = Test-Flexibl... | Week 1 0
= flexible cor...  flexible cro...  Week 1 0
Total 539 Records .. 27 > 20 v _ = = =
] cycle by day  9-18 Day 7 0
Tatal 28 Racards Bl > v

Cancel
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Set the parameters as shown below:

Employee: Select the employee for whom the shifts need to be scheduled. Multiple choices are allowed.

(Refer to 1. "Personnel Selection” in Appendix 1 for personnel selection.)

Start Date, End Date: Set the start date and end date of the shift schedule. Please refer to 2. “Date Selection”
in Appendix 1 for data selection.

Shift: Select any shift from the shift list.
Overwrite Shift: if it is set in advance, the existing shift will be replaced. (Cannot replace shift which is in use)

2. After entering the details, click [Confirm] to save.

& Note: By default, the start date and end date are set to the first day of the current month and the current
day.

5.6.2 Querying Schedule Details

(1) Select [Attendance] > [Schedule]> [Employee Schedule] to access the Employee Schedule interface.
The interface displays the employee’s schedule records by default.

Global Rule Department Schedule Employee Schedule

& Backmarks T Filters ~

Delets Add Schedule s S 0D 0 A = S
Employee ID First Name Last Name Shift Name Start Date End Date e S T a
1035914 EGAN BERNAL 9-18 2019-07-29 2019-08-10 ]
2010 fle - flexible 2019-07-01 2019-08-31 || 09:00-18:00
2012 punchbreak = punchbreak 2019-07-01 2019-08-21 Ty 09:00-18:00
2013 autobreak - autobreak 2019-07-01 2019-08-31 ]E 0&03£_ 00:00-22:59
1007 lixian hwang hrg 2019-08-01 2019-08-31 ] 00:00-23:50
3456 MNancy - Test-OT 2019-08-01 2019-08-31 ] 09:00-18:00
836 KKKK - KingsunTest 2018-08-01 2020-08-31 T R
2014 20-05+1 = 20-05+1 2019-07-01 2019-08-21 T e
2018 20-05+2 - 20-05+2 2019-07-01 2019-08-31 |} Tha
2015 9-18+2 ¥ 0-1842 2019-07-01 2019-08-31 ] s f20-1500
2016 9-18+1 = 91841 2019-07-01 2019-08-21 mf 8300 1800
2017 9.18+3 B 0182 2019-07-01 2019-08-31 0] DE00:-23:59

(2) Click the Filter's drop-down button. Select the employee or shift (seel0. "Filter Search Function” in

Appendix 1.) to view the schedule records of the employees. In Employee Schedule Table, click any schedule
record and the time table details will be displayed on the right of the interface.

Global Rule Department Schedule Employee Schedule

& Bookmarksw Y Filters @B~ u n

Y shift is flexible X

Delets Add Schedule S 0D M e, = S
Employee ID First Name Last Name Shift Name Start Date End Date 2019-08-01 - 2019-08-31 a
2010 fle - flexible 2019-07-01 2019-08-31 D]
3014 flexible lzave : flesible 2019-07-01 2019-08-31 ] 09:00-18:00
08:00-18:00
a0 — 00:00-23:50
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5.6.3 Delete Schedule Records

Select the schedule record to be deleted and click [Delete] to delete it or click the ] icon in the same row

of the employee’s schedule.

5.7 Temporary Schedule

The temporary schedule is complementary to the existing schedule. If overtime is to be set to the employees
in a shift temporarily, it is necessary to arrange one (or more) timetable(s) for overtime temporarily. Generally,
temporary schedules are scheduled for overtime like overtime at night, on weekends, or on holidays and
festivals.

5.7.1 Add a Temporary Schedule

1. Click [Attendance] > [Schedule] > [Temporary Schedule] > [Add Temporary Schedule] to add a
temporary schedule.

Add Temperary Schedule X
Employes Employee Q Mal’Ch 201 9 Today £ > | Temp Schedule Rule
= Sun Mon Tue Wed Thu Fri Sat Active Temporary Sc
Employee ID First Name = = s -
4 24 25 26 27 28 1 2 Work Type
3 342 Normal Work
1 wp B i = = = a I
2 000000002 i i i B Timetable Q
2228
226 666 Name Check-in  Check-¢
2225 2225 10 11 12 13 14 15 16
SHAT 09:00:00 18:00:
2226 2226
- - 09:00:00  18:00u
2227 2227 e
225 17 1 19 20 21 22 23 CaLt bt
= = 2 09:00:00 | 18:00:
5550 08:30:00  18:004
o 5 = = = = = . . 09:00:00  18:00:
e 24 - 2 B i e =0 9-18Normal ... 09:00:00  18:00
'.:\gv Absent 08:00:00  18:004
ég: 9-18(Auto) 09:00:00 18:00:
204 31 1 2 2 4 5 6 i 00:00:00  23:59:
;95 y 00:00:00  23:59:
(;9; Flexible-Wee... 00:00:00 23:59:
0 v [l 14470 > Total2 20 ¥ BN 2 > Total 26 Recor

Cancel

2. Set the parameters as shown in the below image.

Employee: Select the employees for a temporary schedule(Multiple choices are allowed). Please refer to_1.
"Personnel Selection” in Appendix 1 to select employees.

Date: Select the date for the temporary schedule. (Multiple choices are allowed.)

Temporary Schedule Rule: Select an active Temporary Schedule or add an additional Schedule while
arranging shifts for the employees working on the current day.

e  Active Temporary Schedule: Whether an employee is scheduled a shift, only temporary scheduling is
effective when attendance is calculated.

¢ Add Additional Schedule: It is complementary to the employee’s schedule. The attendance data
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includes permanent shift arrangements and temporary shift arrangements. It will be displayed with two

shift assignment records in attendance calculation.

Work type: Specify the work type for the temporary schedule. The options include Normal Work, Normal OT,
Weekend OT, and Holiday OT. The late arrival, early leaving, leave, and absence will not be recorded when the

work type is set to “Overtime”.

Timetable: Select a timetable used by a temporary schedule. (Multiple choices are allowed.) Please refer
t05.3.1 Add a Timetable to set the timetable.

&Note:

1. Multiple timetables can be selected for a temporary schedule, but the start time of timetables should not be

the same.

2. When the Temporary Schedule Rule is selected as Add Additional Schedule, and the temporary schedule
overlaps with the original schedule, only the original schedule record will be valid in attendance calculation.

3. Temporary Schedule Rule, Work Type, and Timetable are to be set before selecting the date; otherwise, the

modification will not take effect.

5.7.2 Delete Temporary Schedule

Users can select the schedule record to be deleted and click [Delete] or click @ icon in the same row of the

personnel temporary schedule.

5.8 Schedule View

Users can search the work status of employees during specific time periods, such as the employee's working

hours, leave, holidays, weekends, and employee time schedule information.

Attendance cess Contro ayre Syste Welcomeadmin () v TP
Global Rule Break Time Timetable Temporary Schedule Schedule View
= Start Date  2019-10-01 End Date  2018-11-30 Employes Q
» O Towarka ot A S0 e~ =
>0s =
= Employee ID FirstMame  Department 1 2 3 a 5 6 7 8 9 1
os 25919 25919 TOWarka 11 1111 111 1111 1111 111 11 o
>0s 10050 10050 21
O EU_department 25835 25835 TOWarka 1111 111 1111 1111 111 1111 1111
0O tak_test 10042 10042 21
> g :::M‘B'A 25796 25796 TOWarka 1111 1111 11 111 1111 111 1111
O test 10088 10088 21
3 O zTeco 10050 10060 3 thai02_teb... thaid2teb.. thai02_teb.. thai02teb. Weekend  Weekend | thai02_teb.. thai02_teb. thaio2_teb..
O test 25830 25830 TOWarka 1111 1111 1111 1111 111 111 1111
o Technical SSIL(KENY/ 25534 25534 TOWarka 1111 1111 1111 1111 1111 1111 1111
0 test 10081 10081 2-1
[t 25589 25589 TOWarka 1111 111 111 1111 1111 111 111
) et 25909 25909 TOWarka 1111 111 m1 111 111 111 111
g ::3 25733 25733 TOWarka 1111 111 1111 111 1111 1111 1111
O test 73201 73201 TOWarka 11 1111 1 11 111 111 1111
O test 26002 26002 TOWarka 111 111 111 11 111 111 111
0O test 10043 10043 21
0 test 10074 10074 21
0O test 10082 10082 21
O test 10027 10027 21 v
0 test p i
O test =
— bact A C 20 |v ¢ 1.3 5 .. 629 ) Total 12574 Records 4
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5.9 Attendance Approval

Daily maintenance includes viewing the transaction logs and performing various operations on appended logs,

leave and overtime.

5.9.1 Manual Log

When an employee leaves on a business trip or forgets to punch in or out, entering an attendance record to
the attendance report manually is called adding a manual log. The manual logs are generally entered by the
management personnel based on the attendance result and the attendance system of the enterprise after an
attendance cycle ends.

» Add a Manual Log

1. Select [Attendance] > [Approvals] > [Manual log] > [Add] to add a manual log.

Add X
Department Employee Q Selected 0
Employee ... First Name Last Name Department Employee . First Name Last Mame
000001008  MNOUFAL AFC
000005236 test Technical SSIL(KE...
000005682 5682 TOWarka
000056781 56781 Technical SSIL(KE...
000056789 56789 TOWarka
000056790  2312eed TOWarka
000056792 56792 TOWarka
001 iroha iroha iroha
001234578 1234578 TOWarka
1 boy Fi'd
10 Hector 4
< >
20 |v| Total 12574 Records > 1
Punch Time* Punch State* Check In
Work Code
Apply Reason

Cancel

2. Select the employees. The list on the right displays the selected employees. Set Punch Time, Status (check-in,
check-out, out, back, overtime check-in, and overtime check-out) and reason for manual punch.

3. Click [Confirm] to save the settings.
£ Note:

1. Adding a manual log will simultaneously add an identical entry in the log table, and modifying it will
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simultaneously modify the same entry in the log table.
2.The start time of the manual log must be after the entry time and before the current date.

» Edit a Manual Log

Click the name of the person who needs to edit the record or click = icon to edit the manual log. Click

[Confirm] after modifications.
&sNote: The approved record cannot be modified.
» Delete a Manual Log

In the list of the manual log, select the manual log to be deleted and click [Delete] at the top left of the list.

Click [Confirm] or click [ icon to delete the selected manual log.

>  Approve a Manual Log

Select the applied log and click on [Approve]. The approval window pops up as shown in the figure:

Approve X
State™ Approved

Remarks™

Cancel

The state has two options: “Approved” & “Rejected”.
Selecting Approved and clicking [Confirm] will approve the manual log.
Selecting Reject and clicking [Confirm] will reject the manual log.

After the approval, the approval personnel will be displayed in each record, as shown in the figure.

Add Delete Approve ./ D M & =

Approval Stat.. Remarks Approval Time Last approver

Employee ID First Name ~ Department Position Punch Time Punch State Apply Reason Apply Ti

ZKTeco 1 Check Out Approved a
ZKTeco Check In proved a
ta ZKTeco Check Out Approved A
ta ZKTeco 00:... CheckIn 9-02-22 14:58:... Approved A

315test data .. admin

.. admin
.. admin

EEEE

.. admin
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5.9.2 Leave

>  Apply for Leave

1. Select [Attendance] > [Approvals] > [Leave] > [Add] to apply for leave.

Add X
Department Employee Selected 2
Employee ... First Name Last Name Department Employee ... First Name Last Name
000001008 = MOUFAL AFC ry 000001008 MNOUFRAL
000005236  test Technical SSIL(KE... 000005236  test
000005682 5682 TOWarka
000056781 56781 Technical SSIL(KE...
000056789 | 56789 TOWarka
000056790  2312eed TOWarka
0000567592 | 56792 TOWarka
Do1 iroha iroha ircha
001234578 1234573 TOWarka
1 boy zk
10 Hector 4 bi
< >
20 || Total 12574 Records > 1 Page
) < >
Start Time* End Time*
Category*  -—-—-——
Apply Reason
Cancel

2. Select the employee, the list on the right side shows the selected employee. Select the start and end time of
leave, leave category and reason.

3. Click [Confirm] to save the details.

>  Edit Leave Application

—

Click the name of the person whose application is to be edited, or click & icon. Click [Confirm] after

modifications.
&sNote: The approved record cannot be modified.
» Delete Leave Application

In the list of leave applications, Select the leave application to be deleted and click [Delete] at the top left of

the list. Click [Confirm] to delete the selected record or click @ icon.
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»  Approve Leave Application

The approval process is the same as approval of the Manual log.

5.9.3 Overtime

Overtime can be added in two ways. One is through the administrator login, the administrator can add
overtime for each employee (automatic approval), another is through the employee login, the employee can
apply for overtime (need approval).

»  Apply for Overtime

1. Select [Attendance] > [Approvals] > [Overtime] > [Add] to apply for overtime.

Add X
Department Employee Selected 2
Employee ... First Name Last Name Department Employes ... First Name Last Mame
B 000001008  NOUFAL AFC i 000001008 MNOUFAL
000005236 test Technical SSIL(KE... 000056781 56781
000005682 5682 TOWarka
000056781 56781 Technical SSILKE...
000056789 56789 TOWarka
000056790 | 2312eed TOWarka
Q00056792 | 56792 TOWarka
001 ircha iraha ircha
001234578 1234578 TOWarka
1 boy zk
10 Hector 4 A
< >
20 |v| Total 12574 Records > 1 Page
£ >
Start Time* End Time*
Overtime Type*  Normal OT
Apply Reason

Cancel

2. Select the employee, and the list on the right will show the selected employee. Select the start and end time,
overtime type (normal overtime, weekend overtime, holiday overtime) and overtime description.

3. Click [Confirm] to save the settings.
&Note: The time of the new overtime application is not included in the working hours of the staff.
»  Edit an Overtime Application

The editing procedure for overtime is the same as the manual log.
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»  Delete an Overtime Application
The deleting procedure for overtime is the same as the manual log.

»  Approve an Overtime Application

The approval procedure for overtime is the same as the manual log.

5.9.4 Training

»  Apply for Training

1. Select [Attendance] > [Approvals] > [Training] > [Add] to apply for training.

Add

Department

Employee ...

000001008
000005236
000005682
000056781
000056789
000056790
000056792
001
001234578
]

10
<

20 |m

Start Time™

Training Type*® ---

Apply Reason

Employee

First Mame
MOUFAL
test

5682
36781
56789
2312ee4
56792
iroha iroha
1234578

boy

Hector

Total 12574 Records >

Last Name

Department

AFC

Technical SSIL(KE...
TOWarka
Technical SSIL(KE...
TOWarka
TOWarka
TOWarka

ircha
TOWarka
zk

End Time™

Selected O

Employee ... First Name

Last Name

Cancel

2. Select the employee(s), the list on the right side shows the selected employee(s). Select the start and end

time of training, training category and reason.

3. Click [Confirm] to save the training details.

»  Edit Training Application

Click the name of the person whose training application is to be edited and click L6

after modifications.

&sNote: The approved application cannot be modified.

W

icon. Click [Confirm]
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»  Delete Training Application

In the list of training application, click the selected training application to be deleted, and then click [Delete] at
the top left of the list to enter the delete confirmation interface, and click [Confirm] to delete the selected

record. Or click ] icon after the record.

»  Approve Training Application

The operation method is the same as the manual log.

5.9.5 Schedule Adjustment

After the user applies for changing the shift on the APP, the administrator can approve it on the Web

application.
Global Rule Schedule Adjustment

& Bookmarks~ Y Filters -

Delete Approve & 9 0 =
Employe... FirstNa.. LastNa.. Departm.. Positi.. Date Previous Sche... New Schedule  Apply Reason Approval St.. Rem.. Approval Time  Lastappr...
4 E - Testing - 2 . 12312 578 change sched... 2 Pending 2 )
4 - - Testing 2 . 12312 Late-Early 1050 . Approved admin T
4 - - Testing - 2019-03.. 12312 9-18Mermal ... 0307 .. Pending T

»  Approve Schedule Adjustment Records

The approval procedure of shift adjustment is the same as the manual log.
>  Delete Shift Adjustment Records

The deleting procedure of shift adjustment is the same as the manual log.

& Note: After deleting the shift adjustment record of the employee, the shift of the employee is still the
adjusted shift.

5.10 Holidays

Attendance on holidays and festivals may be different from the weekdays. To simplify operation procedures,
the system offers settings designed for attendance time and rules on holidays and festivals.

5.10.1 Add a Holiday for Attendance

1. Select [Attendance] > [Holiday] > [Holiday] > [Add] to add a holiday.
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Add X

Mame* Department ---—------
Start Date* 2019-11-05 Duration(Day)* 1 =
Woarking On Holiday*  Move To Holiday OT OT Level 1* O =
OT Level 2* 0 = OT Level 3* 0 =

Cancel

Name: Enter the name of a holiday, with maximum of 50 characters.

Department: Enter Department holidays. When the Department is not selected, the holiday is valid for all the

Departments.
Start Date: Set the start date of the holiday.
Duration (Day): Set the duration of the holiday.

Work On Holiday: Set the type of holiday work, can choose Normal Work, Normal OT, Weekend OT, and
Holiday OT.

2. Click [Confirm] to save the settings.

5.10.2 Edit a Holiday for Attendance

In the holiday list, click the name of a holiday, or click “* icon in the same row of the holiday. Modify the

parameters as needed and click [Confirm] to save the modifications.

5.10.3 Delete a Holiday for Attendance

In the holiday list, select the holiday and click [Delete] on the upper left of the holiday list or click bl icon

in the same row of the holiday to be deleted. Click [Confirm] to delete the holiday.

5.11 Calculation

Select [Attendance] > [Calculation] > [Calculation] to calculate the attendance. It shows all the employees

by default. You can select the Department on the right side to display the employees in the specified

Department. Fill the time range to be calculated. Click o to calculate. The message “Calculation Finished”

indicates the end of the calculation.
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Global Rule Calculation
[CR—3 Y Employee ID First Name Q Start Date  2019-03-01 End Date 2019-03-13 =

>0 EEDGWWG‘W Employee 1D First Name Last Name Hired Date Department Position
7 S ;:g&c 2019-03-06 Department
3 Testing 2001 Department
0 D2000 ABTE
[ D2001 20012
O D2002 20013
O D2003 1
O D2004
O D2005

Department
Department
Department
Department
Department

2

0
o
0

artment

5885

2
2

O D2006 2
0 D2007 2
O D2008 2
0 D2009 5
O D2010 3
2

2

2

2

3

Department
Department
Department
O bzo11 Department
O D2012
O D2013
O D2014
O D2015
0 D2016 -
0O D2017 L 20 v < 1

N10_N2_NR

> Total 289381 Records 4

> Rules to select Check-in/out Time

The check-in time is the time that is earliest within the check-in time range. For example, when you check-in at
8:50, 9:00 and 9:10, it is considered that you check-in at 8:50. The check-out time is the time that is the latest
within the check-out time range. For example, the due check-out time is 18:00, if you check out at 17:50, 18:00
and 18:20, it is taken that you check out at 18:20.

» Calculation Process

First, determine the shift, work type on that day. Then select the check-in/out time and the leave list. Select the
compensatory leave information. When selecting the work type, only the holiday settings of 100 days prior to
the current day can be selected. Select the attendance parameters, calculate the attendance results, and save

the results to the database.
»  Calculation Prerequisites

The attendance calculation date should be later than the entry date and calculation is only made when Enable
Attendance Function is set to Yes. If the attendance calculation is not required for an employee, only the actual

attendance value and the total time are shown in the report after the attendance calculation.
»  Work Type Consideration Rules

1. If Auto OT is selected, the overtime is calculated based on the settings of the attendance parameters. The
calculation result is rounded based on the rounding rules. If the work time of the timetable is set to zero, it is

considered that the timetable is overtime, which will be calculated as the daily overtime.
2.If there is a temporary schedule, it is calculated by the work type of the temporary schedule.

3. The work type on weekends and day-offs is considered as normal work or overtime work according to the

value set in the shift.

4. The work type of holiday is determined as normal work or overtime work according to the value set on

holiday.
» Rounding Rules
The rounding rules include rounding down, rounding off and rounding up:

For rounding down, when the remainder of the calculated value exceeds the minimum unit, the system

automatically truncates the remainder.
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For rounding off, when the remainder of the calculated value exceeds half of the minimum unit, the value will
be increased by a minimum unit; if the remainder of the calculated value is less than half of the minimum unit,
the remainder will be neglected.

For rounding up, if the remainder of the calculated value exceeds the minimum unit, the value will be
increased by a minimum unit.

»  Scheduling Principle

1. When there is a normal schedule, the system considers the day as a workday. However, if there is a
temporary schedule, the timetable of the additional temporary schedule is considered as work or overtime
based on the preset value.

2. If there is no existing schedule or temporary schedule, the system will not calculate the attendance for

employees who comes to work.

3. If there is no existing schedule but a temporary schedule is arranged, it is considered as work or overtime
based on the preset value in the temporary schedule.

4. Determine whether there is an existing schedule:

A. Calculate the attendance based on a schedule if any, and check whether there is a temporary
schedule. If yes, check whether Only temporary scheduling is effective or Add after the existing
scheduling is selected for calculating the attendance. The work type of temporary schedule can be
designated during temporary scheduling.

B. Ifthereis no schedule, check whether there is a temporary schedule.
C. Ifthereis no schedule or temporary schedule, attendance is not calculated.

5.The attendance is not calculated when there is no schedule.

5.12 Attendance Report

The attendance report lists the daily attendance information of the queried employee within a designated
time period and collects statistics on absence, late arrival/early leaving, overtime and leave, to check whether
the listed information is consistent with the actual conditions. If the obtained result is inconsistent, adjust the
shift, add an overtime sheet or compensatory leave sheet or directly modify the data in the report based on
the requirements.

Here attendance report is split into three types: Transaction Report, Scheduling Report, and Summary Report.

Select [Attendance] > [Scheduling Report] to view the scheduling report.
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Attendance S weomeadmin () > P

Global Rule Break Time Timetable Manual Log Leave Overtime Training Holiday Total Time Card

=& StartDate  2019-11-01 End Date  2019-11-06 Employse o

¥ & Towarka A 7 /2 0 =
>3 = 2
EmployeeD = Department.. Date &  Weekday  Exception Timetsble Durali.. CheckIn CheckOut DutyDurati. WorkDay ClockIn ClockOut Total Time
&5 2221 tak_test 01-11-20. Friday thai02_tebel 9.0 08:30 17:30 80 10
>Es 2221 tak_test 041120 Monday thaio2 tebel 90 0830 1730 80 10
[ EU_department 2221 tak test 05-11-20... Tuesday thai0Z_tebel | 9.0 0830 1730 80 10

5 g tak_test 2221 tak_test 06-11-20.. Wednesday thai02_tebel 9.0 0830 1730 80 10
AL-ARABIA

& HRM
o test
> & ZKTeco
& test
& Technical SSIL(KENYZ
7 test
& test
& test
& test
& test
& test
& test
& test
& test
& test
&2 test
& test = >
(C R 5 C (= |y n Total 4 Records 1 | Page [Reuid

< >

Scheduling Report

The following describes how to view an attendance report.
1. Select the report in the left menu bar and enter the report interface.

2. Select Department on the left side to view the attendance data of employees in that department, or click

the Employee selection box to select the employee(multiple or all) whose attendance report is to be viewed.

Select Employee X

==& Employee Q Selected 0
» O Department Employe... First Name Last Name Departme Employe... First Name = Last Name =
.0 7Kieco 4 2 2 Testing

= :”‘:_ 3 342 Testing None

o DZSOLH{;; 1 wp Departrr

= 15 2 000000002 Departrr

g e 2228 ZKTeco

O D2003 226 666 Departrr

) D2004 2225 2225 Departrr

0] D2005 2226 2226 ZKTeco

O D2005 2227 2227 ZKTeco

0O D2007 225 Departrr

O D2008 227 Departrr

O D2009 2224 Departrr

0O D2010

O D2011 0 v 2 3 .. 14469 > Total 289380 Recorc

Confirm Cancel

3. Set the Start Date and End Date. Please refer to 2. “Date Selection” in Appendix 1 to set the date.

4. Click Q ,and view the attendance report of the selected employees between the start date and end date.

»  Transaction Report
1. Transaction

It provides all transaction information of the selected employee.

BioTime 8.0 User Manual 99



2.Time Card

It provides detailed punching information of the selected employee.

3. First & Last

It provides statistics on the earliest and last punching data of each employee for each day.
First Punch: The earliest punch record of the day.

Last Punch: The last punch record of the day.

4. First In Last Out

It provides statistics on the earliest check-in and last check-out data of each employee for each day.
First Check-in: The earliest check-in record within the day's check-in time range.

Last Check-out: The last check-out record within the day's check-in time range.

»  Scheduling Report

1. Scheduled Log

This table calculates the valid schedules of attendance records.

Users can export an attendance report to a xIs, PDF, CSV or txt file based on requirements. Please refer to 5.

"Export” in Appendix 1 to export the report.

Users can select the fields required for displaying in the attendance report based on requirements (the fields
are displayed after being checked).

Users can change the column width by dragging the column border to the left or right based on

requirements.
2. Daily Attendance Report

The daily attendance interface displays the daily attendance status, attendance statistics, overtime statistics,
leave records, and leave summary within a designated period. It uses symbols or digits or the combination of
symbols and digits to represent different items. The meaning of each report symbol can vary in daily
attendance.

3. Total Time Card

The total time card interface displays the statistics on the schedule, attendance status, overtime and holidays

of all staff by date. The attendance list is a statistical table of attendance records in each shift timetable.
Total Time: Interval between the check-in time and the check-out time.

Actual Break time: Actual rest time (Break time-out/in).

Break Time: Break time.

Total Worked Time: Total working hours.

Actual Worked: Actual working hours.
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Short: Duration of absence (required working hours - vacation/training hours - total working hours).
Duty Duration: Required working hours (timetable duration — Break time).
Overtime: Total overtime hours.

4. Exception

It provides all attendance exceptions.

5. Late

The list shows the late arrival time of the selected person.

6. Early Leave

The list shows the early leave time of the selected person.

7.Overtime

The list shows the overtime of the selected person.

8. Absent

The list shows the late arrival, early leave and absent of the selected person.
9. Multiple Transaction

When multiple transaction function is enabled, the duration of each period and the total working time are
counted.

10. Break Time

After the Break time is enabled, the break time duration and total break time duration of each break period are
counted.

»  Summary Report
1. Employee Summary

The attendance summary interface displays the attendance summary of each employee in the time period,
including the lists of attendance, leaves and overtime, namely the summary table of the attendance lists.

The leave records are calculated based on the leave type. The data in the left column is the sum of the data of
all leave types. For example, leave = sick leave + casual leave + maternity leave + compassionate leave +
annual leave + self-defined leave.

2. Leave Summary
The leave summary interface displays the leave time for each leave type in the selected date range.
3. Department Summary

Displays all data for a particular Department. It is the statistics of all the employees' attendance in a
Department.
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5.13 Configurations

5.13.1 Leave Type

Select [Attendance] > [Configurations] > [Leave Type] to view the leave type.

Add Delete 4L D 0O e~ =
Name Minimum Unit Unit Round-Off Report Symbol

0.3 Minute Yes CAL

05 Hour Yes ML

10 Hour Yes COL

1.0 Hour Yes AL

1.0 Hour Yes BT

1.0 Hour Yes SL

There are six default leave types in the system: Sick leave, Casual leave, Maternity leave, Compassionate leave,
Annual leave, and Business trip.

» Add a Leave Type (& Note: The new leave type has the same function as the default leave types of the
system.)

1. Click [Add] to add a new leave type.
Add 4
Mame*:

Minimum Unit*: 1

4k

Unit*:  Hour

Round-Off*:  Yes

Report Symbol*:

Cancel

Set the parameters as shown below:
Leave Name: Enter the name maximum of 50 characters.

Minimum Unit: Set the measurement unit and minimum value of the leave type. The unit can be set to Hour,
Minute or Workday.

Round Off: Set whether the values are rounded off or not.
Report Symbol: Set the symbol of the leave type in the attendance report.

2. Click [Confirm] to save the settings.
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»  Editing Leave Type

p—

Click the name of the leave type or click 1 icon to edit the leave type. Click [Confirm] after modifications.

» Deleting Leave Type

In the list of leave types, select the leave type and click [Delete] at the top left of the list or click @ icon to

delete the leave type.
&sNote: The default leave type cannot be deleted.
5.13.2 Training Type

The operation procedure is the same as the leave type.

5.13.3 Report Parameter Setting
1. Select [Attendance] > [Configurations] > [Report Setting] to set the report parameters.

INIC eIl Access Control yroll System welcomeadmin () * TP
Glokal Rule Holiday Total Time Card Leave Type Report Setting
Basic Display ~ Function Key Display  Report Ttems Display

Short Date Format®  DD-MM-yyyy short Time Format®  HH:mm

Resign Employee Display”  Yes

» Basic Display
Short Date Format: Set the date format of the report display.
Short Time Format: Set the time format of the report display.

Resign Employee Display: Select whether to filter the resigned employees or not. When it is set as Yes, the
resigned employees will not be shown in the attendance calculation and reports. When it is set as No, the

resigned employees will be shown.
»  Function Key Display

Set the status displayed by the status value.
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Global Rule Report Setting

Basic Display  Function Key Display ~ Report Items Display
] Value Name
0 Check In
2 1 Check Out
2 Break Out
4 3 Break In
5 4 Overtime In
6 5 Overtime Out
7 6
o 8 8

»  Report Items Display:

You can set statistical rules and symbols for normal arrival time/actual arrival time, late arriving, early leaving,

leave, absence, overtime, no check-in and no check-out on this interface.

Global Rule Report Setting

Basic Display ~ Function Key Display ~ Report Items Display

D Name Minimum Unit Unit Round Off Symbol
Duty Duration 1 Hour Round-Up

2 BreakTime Duration 1 Hour Round-Up
Unscheduled 1 Hour Round-Up

4 Remaining 1 Hour Round-Up

5 Late 1 Hour Round-Up <

6 Early Leave 1 Hour Round-Up

7 Absent 1 Hour Round-Up A

8 Leave 1 Hour Round-Up L

g Overtime 1 Hour Round-Up +

Min. Unit: Set the minimum unit. It can be minutes/hours/days/hour: minute.
Round-off Control:

. Round-down: Omit the decimal part if it is smaller than the minimum unit.

*  Round-off: Count the decimal part if it reaches half of the minimum unit.

*  Round-up: Count the decimal part if it is smaller than the minimum unit.
Symbol In Report: The symbol for each event.

2. Click [OK] to save the settings.
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Chapter 6 Access Control

The Access control module enables the user to perform various operations such as door settings, device
commands, setting holidays in devices, assigning user groups, access combinations, and other access related

privileges.

6.1 Device

Select [Access Control] > [Device] > [Device] to view the device list.

Access Control Welcomeadmin () ¥ {7

® Q = vy

Y Filters v

& Bookmarks~

Open Door Cancel Alarm Set Parameter 2 9D O e~ =
Serial Number Device Name  State  Door Lock Delay Door Sensor Delay Door Senser Type Door Alarm Delay Retry Times To Alarm Valid Holidays
5458183900015 Auto add 9 5 15 Normal Open(NO) 1 None Yes 4

6.1.1 Open Door

Select the corresponding device in the device list and click [Open Door].

Prompt x

Are you sure to unlock of selected device(s)?

e

Click [Confirm] to unlock the selected devices.

6.1.2 Cancel Alarm

To cancel an existing alarm, select the corresponding device and click [Cancel Alarm]
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Prompt x

Are you sure to unalarm of selected device(s)?

Click [Confirm] to cancel the alarm of the selected device.

6.1.3 Set Parameter

1. Select the respective device in the device list and click [Set Parameter].

Set Parameter x

MAccess Control Options Duress Options Anti-PassBack Setup

Door Lock Delay® 5 Door Sensor Delay® 15
0 - 10 Second(s) 1 - 255 Second(s)

Door Alarm Delay* 1
0 - 999 Second(s)

Door Sensor Type®  MNormal Close(NC) il

MNC Time Period* 0 MO Time Period* 0
Timezone Number(0 - 50) Timezone Number(0 - 50)
Retry Times To Alarm™  MNone v Verify mode by R5485*  Fingerprint v

Valid Holidays Speaker Alarm

Set the parameters as shown below:
»  Access Control Options
Door Lock Delay: Set the door lock delay for the device. The range is 0-10 second(s).

Door Sensor Delay: Set the door sensor delay for the device. The range is 1-255 second(s).
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Door Sensor Type: Select the door sensor type for the device. The types are Normal Open(NO), Normal
Close(NC) and None.

Door Alarm Delay: Set the door alarm delay for the device. The range is 0-999 second(s).
NC Time Period: Set the normal close time period number. The range is 0-50.
NO Time Period: Set the normal open time period number. The range is 0-50.

Retry Times To Alarm: When the number of failed verifications reaches the preset value (the value range is
1-9 times), an alarm will be triggered. If there is no preset value, an alarm will be triggered after a failed

verification.
Verify mode by RS485: Select the verification mode by R5485.

Valid Holiday: Select whether the NC Time Period or NO Time Period settings are valid in the preset holiday
time period. Select NO to enable the NC or NO time period in the holiday.

Speaker Alarm: When it's enabled, the buzzer will raise an alarm when the device is dismantled.

»  Duress Options
Set Parameter b 4

Access Control Options Duress Options Anti-PassBack Setup

Duress Function U5

Alarm on 1:1 Match Yes § Alarm on 1T:N Match Yo

=7 Alarm Delay* 10
Alarm on Password (VG -

Cancel

Duress Function: Select whether to enable the duress function for the device or not.

Alarm on 1:1 Match: If it's enabled and a user performs 1:1 verification method to verify any registered

fingerprint, then the alarm will be triggered.

Alarm on 1:N Match: If it's enabled and a user performs 1:N verification method to verify any registered

fingerprint, the alarm will be triggered.
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Alarm on Password: If it's enabled and the user uses the password verification method, the alarm will be
triggered.

Alarm Delay: Set the alarm delay for the device. The range is 1-999 second(s).

»  Anti-Passback Setup

Set Parameter b4
Access Control Options Duress Options Anti-PassBack Setup
Anti-PassBack Mode® No Anti-passback Door Direction® Out
r ;| Cancel

Anti-PassBack Type: Select the type of anti-passback.
Door Direction: Set the door direction. It can be none, in or out.

2. After setting the details, click Confirm to save the anti-passback parameters.

6.2 Device Command

Select [Access Control] > [Device] > [Device Command]. Check the commands issued by the software to a
device during communication.
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Access Control Welcome admin @~ 7

Device Device Command

& Bookmarks ~ Y Filters =

Delete /Z 7S 9 0O e =
Serial Number  Device Name Content Commit Time = Transfer Time Return Time + Return Value
5458183900015 Auto add DATA UPDATE USERINFO PIN=08796152 Grp=1 TZ=0000000000000000 Verify=- 2019-11-04 16:02:...

5458183900015 Auto add DATA UPDATE USERINFO PIN=0852365 Grp=1 TZ=0000000000000000 Veril 2019-11-04 16:02:...
5458183900015 Aute add DATA UPDATE USERINFQ PIN=97977 Grp=1 TZ=0000000000000000 Verify: 2019-11-04 16:02....

5458183900015 Aute add DATA UPDATE USERINFO PIN=9794879 Grp=1 TZ=0000000000000000 Veril

2019-11-04 16:02:...

5458183900015 Aute add DATA UPDATE USERINFO PIN=7948898 Grp=

5458183900015 Auto add DATA UPDATE USERINFO PIN=1234 Grp=1 TZ=0000000000000000 Verify=-1
5458183900015 Auto add DATA UPDATE USERINFO PIN=7948897 Grp=1 TZ=0000000000000000 Verify=-1
5458183900015 Auto add DATA UPDATE USERINFO 478 Grp=1TZ 000 Verify=-1
5458183900015 Auto add DATA UPDATE USERINFO PIN=04979794 Grp=1 TZ=0000000000000000 Ve =
5458183900015 Auto add DATA UPDATE USERINFQ PIN=9479795 Grp=1 TZ=0000000000000000 Veri
5458183900015 Auto add DATA UPDATE USERINFO PIN= 797 Grp=1TZ

5458183900015 Aute add DATA UPDATE USERINFO PIN=978467 Grp=1 TZ=0000000000000000 Verify=
5458183900015 Auto add DATA UPDATE USERINFO PIN=79799595 Grp=1 TZ=0000000000000000 Verify=-

5458183900015 Auto add DATA UPDATE USERINFO PIN=978498 Grp=1 TZ=0000000000000000 Verify=-1 .
5458183900015 Aute add DATA UPDATE USERINFO PIN=976494 Grp=1 TZ=0000000000000000 Verify=-1 2019-11-04 16:02....
5458183900015 Auto add DATA UPDATE USERINFO PIN=7801045078086 Grp=1 TZ=0000000000000000 Verify... 2019-11-04 16:02:...
5458183900015 Auto add DATA UPDATE USERINFO PIN=5245858 Grp=1 TZ=0000000000000000 Verify=-1 2019-11-04 16:02....
5458183900015 Auto add DATA UPDATE USERINFO PIN=5864 Grp=1 TZ=0000000000000000 Verify=-1 2019-11-04 16:02:...

5458183900015 Auto add DATA UPDATE USERINFO PIN=860723 Grp=1 TZ=0000000000000000 Verify=-1 2019-11-04 164

G 19y n 2 3 .29 > Total48Records 1 | Page (O]

Clear the commands issued by the software to a device during communication. Select the corresponding

device commands, and click [Delete] or click @ icon the same row of the command.
Prompt *
Are you sure to delete the selected 1 items?

Confi Cancel

Click [Confirm] to delete the command.

6.3 Time Period

For an area, 50-time periods can be set by default. The time format is HH: MM: SS — HH: MM: SS.

Select [Access Control] > [Access Control] > [Time Period]. By default, the interface will display the time

period list of the area with code 2.

Access Control

Device Device Command Time Period

& Bookmarks ~ Y Filters =

Q

Add Delete Clone To Areas Z /S 9 O m =

Area A Time Period No. = Time Period Name =
Area B 1

Moscow

saudi G3

5922

Ashley
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6.3.1 Add a New Time Period

The time period can be defined for every week. It can be assigned at different time durations.

1. Click [Access Control] > [Access Control] > [Time Period] > [Add]

Add
Area® 099 Time Period No.*
Time Period Name* Remark
Start Time End Time
Sy 00:00:00 23:50:00
Monday 00:00:00 23:58:00
Tuesday 00:00:00 23:59:00
Wednesday 00:00:00 23:59:00
Thursday 00:00:00 23:59:00
Friday 00:00:00 23:59:00
Saturday 00:00:00 23:59:00

Set the following details:

Area: Select the area name from the areas list. [t can't be modified in the interface.

a2
- = o

a A A A
i g ] b
SIS NI® WL S

.‘
3
W

Cancel

Time Period No.: Enter the time period number. The time period number is unique for each area.

Time Period Name: Enter the time period name.
Start Time/End time: Set the start and end time for each time period within a week.

&sNote: When the start time is greater than the end time, the following prompt will pop-up.
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Confirm >

End time is smaller than start time, indicates
the door can not be open for whole day for
specific personnel, sure ?

Cancel

If you click [Confirm], the door will not open for the specified employee for the entire day.

ON/OFF: The default is ON. Click OFF to disable the time period, the door can not be open for the whole day
for a specific employee.

2. Click [Confirm] to save the time period.

6.3.2 Edit Time Period

If you want to edit the time period, perform the following steps:

1. Click the corresponding area on the left of the interface. The time period list of the corresponding area will
be displayed.

2. In the time period list, click the time period number or click “* icon in the same row of the time period

to be edited.

3. Modify the parameter settings based on the requirements (refer to the parameter setting method in "Add a
Time Period"). Click [Confirm] to save the modified time period information.

6.3.3 Delete Time Period

1. Click the corresponding area on the left of the interface. The time period list of the corresponding area will
be displayed.

2. In the time period list, select the time period and click [Delete] on the upper part of the interface or click

of

—icon in the same row of the time period to be deleted.
Prompt X
Are you sure to delete the selected 1 items?
Cancel

3. Click [Confirm] to delete the selected time period.
#Note:

(1) The default time period can not be deleted.
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(2)  The time period which is in use can not be deleted.

6.3.4 Clone to Areas

1. Select the time period to be cloned. Click [Clone To Areas] at the top left of the time period list to open the

following interface.

Clone To Areas X
Area™s  ----------

Remark:

Cancel

Enter the parameters as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

2. Click [Confirm] to save the clone details.

6.4 Holiday

The holiday settings can be configured to control the door access on holidays.

On holidays, special access control may be required. To facilitate this requirement, the access control time on

holidays can be set which applies to all the employees of the corresponding area.

For each area, 24 holidays can be set by default.

6.4.1 Add a Holiday

Select [Access Control] > [Access Control] > [Holiday]. Select the corresponding area from the area tree list
on the left. Click [Add] to add a holiday.
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Add %
Area™ 6B
Holiday Name®  ---------
Start Date *
Duration(Day) *

Time Period * 1

Cancel

Enter the parameters as shown below:
Area: Select the area from the area list.

Holiday Name: Select the holiday name from the drop-down list. These holidays are those added in the
Attendance Module.

Start Date: It will be automatically filled after selecting the holiday name and cannot be modified.
Duration: It will be automatically filled after selecting the holiday name and cannot be modified.

Time Period Name: Enter the time period applicable to the holiday. The door opening time period depends

on this parameter.

Click [Confirm] to save the holiday details.

6.4.2 Edit Holiday

If you want to change the holiday details in the corresponding area, perform the following steps:

1. Click the corresponding area on the left side of the interface. It displays the holidays of the corresponding

area on the right side of the interface.

2.In the holiday list, click the holiday name or click = icon in the same row of the holiday to be edited.

3. Modify the parameter settings as per your requirements (refer to the parameter setting method in "Add a
Holiday"). Click [Confirm] to save the modified holiday information.

6.4.3 Delete Holiday

1. Click the corresponding area on the left side of the interface. It displays the holidays of the corresponding

area on the right side of the interface.

A

2. Select the holiday and click [Delete] on the upper part of the interface or click U icon in the same row of

the holiday to be deleted.
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Prompt »

Are you sure to delete the selected 1 items?

3. Click [Confirm] to delete the selected holiday.

6.4.4 Clone to Areas

1. Select the areas to be cloned, and click [Clone To Areas] at the top left of the holiday list.

Clone To Areas *

Remark:

Enter the details as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

2. Click [Confirm] to save the details.

6.5 Group

The Group option enables you to manage the employees in groups.

The maximum number of groups in each area is 99. Group 1 is automatically created by default when the area
is created, and it cannot be deleted. The newly added employees belong to group 1 by default.

Access Control

Device Devics Command Time Period Groups

& Bookmarks » Y Filters »
z Add Delete Group Menu S D O ¢~ = Move To Group 1
Area A Group .. Group Na.. Verify M.. Time Perio.. Time Perio.. Time Perio... Include Holi. Employe... FirstName =  LastName =
/;‘fﬂa B 1 Any 1 (] (] No 3180002  Kira
sl 2 2 Any 1 0 ] Yes 21800191  kira
saudi G3
5922 20 v Total 2 Records

Ashley
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6.5.1 Add New Group

1. Select [Access Control] > [Access Control] > [Groups] and the select corresponding area from the area
tree list on the left side of the interface. Then click [Add] to add a new access group.

Add X
Arsa*  Micole test
Group No.*
Group Name*
Time Period 1* 1

Time Period 2
Time Period 3 --——---—-
Verify Mode®  Any

Include Holiday™ No

Cancel

Enter the parameters as shown below:
Area: Select the area name.

Group No.: Enter a unique group number.
Group Name: Enter the name of the group.

Time Period: Set the time period of the group. Each group can have a maximum of 3 time periods. As long as
one of them is valid, the group can be verified successfully.

Verify Mode: Set the verification mode of the group. When the group verification mode overlaps the user
verification mode, then the user verification mode prevails.

Include Holiday: If it is set as [Yes], the door opening time period on holiday subjects to the time period set in
holidays.

2. Click [Confirm] to save the settings.
»  Edit Group
If you want to modify a group in the corresponding area, perform the following steps:

1. Click the corresponding area on the left side of the interface. The list of all the groups in the corresponding
area will be displayed on the right side of the interface.

BioTime 8.0 User Manual 115



2.In the group list, click the group name or click “= icon in the same row of the group to be edited.

3. Modify the parameters as per your requirements(refer to the parameter setting method in "Add New

Group"). Click [Confirm] to save the modified group information.

» Delete Group

1. Click the corresponding area on the left side of the interface. The list of all the groups in the corresponding

area will be displayed on the right side of the interface.

2. Select the group to be deleted and click [Delete] on the upper part of the interface or click Iﬁ- icon in the

same row of the group to be deleted.

Prompt b 4

Are you sure to delete the selected 1 items?

Cancel

3. Click [Confirm] to delete the selected group.
#Note:
(1) The default group can not be deleted.

(2)  The group which is in use can not be deleted.

6.5.2 Clone To Areas

1. Select the group to be cloned and click [Group Menu] > [Clone To Areas] at the top left of the group list.

Clone To Areas X
Area™: | --—---——--

Remark:

Cancel

Enter the details as shown below:

Area: Select the area (multiple choices are available).
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Remark: Enter the remarks.

2. After entering the details, click [Confirm].

6.5.3 Personnel Transfer

1. Select the group and click [Group Menu] > [Personnel Transfer] at the top left of the group list.

Adjust Employee »
Department Employee Q Selected 4
Employee ... First Name Last Name Department Employee ... First Name Last Name =
72303 72302 Department 72303 72303
72304 72304 Department 72304 72304
72401 72401 Department 72402 72402
72402 72402 Department 72401 72401
72403 72403 Department
72404 72404 Department
72405 72405 Department
72408 72408 Department
72407 72407 Department
72408 72408 Department
72409 72409 Department
73410 73410 T sttt
20 v ¢ 1 2 a 4 > Total 70 Records

Cancel

2. Select the corresponding employee and click [Confirm] to add the selected person to the group. In the
group list, click the corresponding group. The employees belonging to the group will be displayed on the

right side of the employee’s list.

Access Control

Device Device Command Time Period Groups

& Bookmarks~ Y Filters ~
c Add Delete Group Menu 4 S D M -~ = Move To Group 1
Area A Group .. Group Na.. Verify M.. Time Perio.. Time Perio.. Time Perio.. Include Holi. Employe.. FirstName +  LastName =
f;‘f% B 1 Any 1 0 0 No 3180002  Kira
oscow 7 2 Aoy 1 0 ] Yes 31800191 kira
saudi G3
5922 20 v Total 2 Records
Ashley

6.5.4 Move To Group 1

This function is mainly used when you wish to delete the employee from other groups except Group 1.

Select the corresponding employee from the employee’s list and then click [Move To Group 1].

6.6 Unlock Combination

Access groups can be used with different unlock combinations to enable multiple authentications and to
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improve security.

For each area, the maximum number of unlocking combinations is 10. When an area is created, 10 unlock
combinations are automatically created. The unlock combination with combination NO. 1 will be set in a way
that one employee from access-group 1 can open the door by default. Other unlock combinations do not

include any employee from the access group.

Access Control

Device Device Command Time Period Combination

Groups

& Bookmarks - Y Filters =

= Clone To Areas 7 & D O m =

Area A Combination ...  Combination Na...  Employee from Gro... Employee from Gro... Employee from Gro... Employee from Gro... | Employee from Gro...
Area B
Moscow
saudi G3
5922
Ashley

INNR &

Ajlenfievj(enie

cooooooooo
N,

coo 000000

cooocooooooo

cooooocoo oo

cooooooooo
N

1
2
3
4
5
6
7
8
9
10

6.6.1 Edit Unlock Combination

1. Select [Access Control] > [Access Control] > [Combination] to access the combination interface. Click the
corresponding area on the left side of the interface. The combinations belonging to this area will be displayed
on the right side of the interface. Click the corresponding combination number to edit the combination.

Edit %
Area® gaimingtest
Combination Mo, * 1
Combination Name® 1
Remark
Employee from Group 1
Employee from Group  ---------
Employee from Group  ---------
Employee from Group = ---------

Employee from Group  ---------

Enter the parameters as shown below:
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Area: Select the area name.
Combination No.: The number of combination. It cannot be edited.
Combination Name: Set the name of the combination.

Employee from Group: Select the group which the employee belongs to. For example, If the selected group
is Group 1, one of the employees from Group 1 can open the door in the specified area. In a combined
verification, the range of user number is 0 << N < 5. You can combine two or more employees' to achieve
multi-verification and security advancement.

2. Click [Confirm] to save the settings.

6.6.2 Clone To Area

1. Select the unlock combination to be cloned and click [Clone To Areas] at the top left of the combination
list.

Clone To Areas X

Cancel

Enter the parameter as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

2. Click [Confirm] to save the settings.

6.7 Privilege

Here you can check or edit employee’s access privilege.
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Access Control

Device Device Command Time Period Groups Privilege

B Bookmarks ~ T Filters =
5] Adjust / 7 9 0 m =
Area A Employee ID  First Name  Last Name Group  Time Period Mode  Time Period 1 TimePeriod 2 Time Period 3 Verify Mode
Area B 50 Bragncnss  Mapaxosexnin 1 Group 0 0 0 Apply Group Mode (&
] - 1 1 Group 0 0 0 Apply Group Mode (&
saudi 63 Dasun 1 Group 0 0 0 Apply Group Mode [
=932 Tecr 1Cmrerpaynn 1 Group 0 0 0 Apply Group Made
Ashley Adriaan asd 1 Group o 0 o Apply Group Mode
7 e 1 Group. 0 0 0 Apply Group Mode (&
e 1 Group a 0 o Apply Group Maode 4
2 ugly 1 Group 0 0 0 Apply Group Mode 4
6 1 Group 0 0 0 Apply Group Mode =
20191031 Tectoswit  Cotpyasvi 1 Group o 0 o Apply Group Mode (4

6.7.1 Edit Employee’s Access Privilege

1. Select [Access Control] > [Access Control] > [Privilege] to access the interface. Click the corresponding
area on the left side of the interface. The privilege information of employees who are belonging to this area

—

will be shown on the right side of the interface. Click the corresponding employee ID or “* icon in the same

row of employee privilege to be edited.

Edit X
Employee®
Group™® | 1
Verify Mode Time Period
Personnel @ Group Personnel {;‘ Group
Verify Mode Time Period 1
Time Period 2
Time Pericd 3
Confirm Cancel

Enter the details as shown below:
Employee: Select the employee.

Group: Adjust the access group for the employee from the drop-down list. The corresponding verification
mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the group to
which this employee belongs. If Personnel is selected, you can customize the verification mode for this
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employee from the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this employee

does not affect the time period of any other employee in this group.

2. Click [Confirm] to save the details.

6.7.2 Adjust Employee’s Access Privilege

1. Click the corresponding area on the left side of the interface. The privilege information of employees who
are belonging to this area will be displayed on the right side of the interface. Click [Adjust] to access the adjust

privilege interface:

Adjust X
Department Employee Q Selected
Employes First Name Last Name Department Employee ... First Name Last Name
10085 10085 Department B 1170302 ke Peng
10086 Jerry Department
70302 ke Peng Department
1180735 tyler Department
123456780 21 Department
0 v el 2 3 4 > Total 70 Records
Group* 1
Verify Mode Time Period
Personnel é_ Group Personnel w Group
Verify Mode® Time Period 1

Time Period 2

Time Period 3

Cancel

Enter the parameters as shown below:
Employee: Select the employee from the list to whom the privilege must be adjusted.

Group: Select the access group for the employee from the drop-down list. The corresponding verification

mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the group to
which this employee belongs. If Personnel is selected, you can customize the verification mode for this

employee for the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this employee
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does not affect the time period of any other employee in this group.

2. Click [Confirm] to save the details.
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Chapter 7 Payroll Module

The Payroll Management system efficiently manages the financial records of the employees. It keeps track
of all the payroll related details such as Salary, Bonus, Deduction, Loan, Reimbursement, etc.

7.1 Employee Profile

1.-«. i ss C« Payroll

LW crployes Profile

Employee Profile

& Bookmarks» Y Filters »
—_— 7 /s D m e =
. Employee ID  First Name LastNa.. Departm.. PaymentPeri.. PaymentTy.. BankNa.. BankAcco.. Agent.. AgentAcco.. B
O HR Department 08796152 Riaan&Brand - Departm...  Monthly Cash @ w
% O Test Department JANB&Steenkamp - Departm... Monthly Cash @ m
) Marketing Department Ameer&0Osman - Departm. Monthly Cash =
Mome8&Du Plessis - Departm... Monthly Cash @ mw
tondi - Departm... Monthly Cash z o
Ryan - Departm...  Monthly Cash E’ i
Click the Employee ID to edit the employee profile. After editing the relevant information, click Confirm to
save.
Edit b4
Payment Pericd Monthly Payment Type Cash
Bank Name Bank Account
Agent ID Agent Account

7.2 Formula

Set the formulas for calculating Overtime, Exceptions (late in, early leave and absence), Leave. These formulas
are set for the terms which are the fixed calculation items in the employee’s monthly salary structure.

7.2.1 Overtime Formula

The formula for different types of OT can be defined according to the organizational rules.
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Payroll

Employes Profile Overtime Formula

& Bookmarks ~ Y Filters =

Formula Add Delete # L 9 0 =
Name Overtime Level Formula Remarks

OT Formula OT Level 1 {Normal OT*5 # w

1. Select [Payroll] > [Formula] > [Overtime Formula] > [Add]
Add X

MName*

Overtime Level®  OT Level 1

Formula® ﬁ

Remarks

Enter the parameters as shown below:
Name: Enter the name of the formula.

Overtime Type: Select the overtime type from the drop-down list.

Formula: Set the formula for the corresponding overtime type. Click the ﬁ icon to open the calculator

and set the formula.
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Calculator »

Input

m o
2 KX KX KN 250
K1 N I N 2=

Corieois J oriomz | owyur ]
e e e
) (T
L
[T (e

Remark: Enter the remarks for the formula.

2. Click [Confirm] to save the formula.

7.2.2 Exception Formula

The formula for exceptions including late in, early leave and absence, can be defined according to the

organizational rules.

Payroll

Owertime Formula

Employee Profile Exception Formula

B Bookmarks= Y Filters +
= Add Delete /2 9 0 e =

Name Exception Type Formula Remarks
Late Formula Late {Basic Salary}/300.5 [«

1. Select [Payroll] > [Formula] > [Exception Formula] > [Add].
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Add X

Name*
Exception Type” Late

Formula® E

Remarks

Enter the parameters as shown below:
Name: Enter the name of the formula.

Exception Type: Select the exception type from the drop-down list.

Formula: Set the formula of the corresponding exception type. Click the ﬁ icon to open the calculator

and set the formula.
Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the formula.

7.2.3 Leave Formula

The formula for leave can be defined according to the organizational rules.

Payroll

L WelE—l crployee Profile Ovwertime Formula Exception Formula Leave Formula

& Bookmarks+ ¥ Filters =
= Formula Add Delete F 7S 9 0 =

Name Leave Type Formula Remarks

Sick Leave {Sick Leave}*3 &

1. Select [Payroll] > [Formula] > [Leave Formula] > [Add].
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Add X
Name

Leave Type* ---------

Formula -

Remarks

m Ca nce‘

Enter the parameters as shown below:
Name: Enter the name of the formula.

Leave Type: Select the leave type from the drop-down list. The leave types are the ones that are added in the

Attendance module.

Formula: Set the formula of the corresponding leave type. Click E to open the calculator and set the

formula.
Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the formula.

7.2.4 Increase Formula

The formula for monthly fixed increments can be defined according to the organizational rules.

Payroll

Increase Formula

Overtime Formula Exception Formula Leave Formula

Employes Profile

& Bookmarks » Y Filters »
Add Delete /7S 9D O r =

Name Formula Remarks

crease 150 & m

1. Click [Payroll] > [Formula] > [Increase Formula] >[Add].
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Add x

Mame*

Formula® @

Remarks

Cancel

Enter the parameters as shown below:

Name: Enter the name of the formula.

Formula: Set the formula of the corresponding increment. Click E to open the calculator and set the

formula.
Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the formula.

7.2.5 Deduction Formula

The functionality will be the same as the increase formula. Please refer to 7.2.4 Increase Formula.

7.3 Extra Fund

It's for the extra increment or deduction which is to be adjusted in employee’s salary temporarily.

7.3.1 Extra Increase

1. Select [Payroll] > [Extra Fund] > [Extra Increase] > [Add].
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Add ) 4

Department Employee Q Selected
Employee ... First Name Last Name Department Employee ... First Name Last Name
1 Lee Department 1 Lee
2 W Department
3 MNancy Department
4 Eric Department
5 ley Department
G Fanny Department
7 Anna Department
3 Department
20 ¥ Total 8 Records 1
Amount® lssue Time*
Remarks

Cancel

Enter the parameters as shown below:

Employee: Select the employee to whom the salary is to be adjusted temporarily.
Amount: Set the amount to be adjusted.

Issue Time: Enter the issued time.

Remarks: Enter the remarks.

2. Click [Confirm] to save the details.

7.3.2 Extra Deduction

The functionality will be the same as Extra Increase. Please refer to 7.3.1 Extra Increase.

7.4 Payroll Structure

Select [Payroll] > [Payroll Structure] > [Payroll Structure]. Select the corresponding Department name on
the left side of the interface. The list of employees with a defined salary structure will be displayed on the right
side of the interface.
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Payroll

Employee Profile

Payroll Structure

& Bookmarks » T Filters =

S Add Delete 7 72 2 m M o=

B ExtraF Employee... FirstNa... LastNa.. Departm.. BasicSal.. Effective D.. Create Time Deduction Formula Exception For..  Increase For.

» O TOWarka
»03 3160006 kang » test 4500 2019-07-01 | 2019-09-24 11:5...  11"Awvprobeta000322 ...
Payroll Structure o4

os
206

O EU_department

O tak_test
> O AL-ARABIA

7.4.1 Add New Payroll Structure

1. Click [Add] to add a new payroll structure:

Add X
Department Employee Q Selected 2
Employe... First Name Last Mame Department Employe... First Name = Last Mame =
0000010... NOUFAL AFC 0000010... NOUFAL
0000052... test Technical SSILL... 0000052...  test
0000056... 5682 TOWarka
0000567... 56781 Technical SSILL...
0000567... 56789 TOWarka
ANMNE ST T & . P | ToAI
20 v BB : 2. 629 > Total12573Records
Basic Salary™ Effective Date”
Owertime Exception Leave Increase Deduction
& A W

w = Overtime Formula (0/6)
» 0D 0oT Level 1 (0/1)
» O30T Level 2 (0/1)
» OO 0T Level 2 {(0/1)
» O Nermal OT (0/1)
» OO weekend OT (0/1)
» O3 Holiday OT (0/1)

Enter the parameters as shown below:
Employee: Select the employee to define the salary structure.
Basic Salary: Set the basic salary for the selected employee(s).

Effective Date: Set the effective date of the payroll structure.
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Formula: Set the formulas, including the formula for Overtime, Exception, Leave, Increase and Deduction for

the payroll structure.

2. Click [Confirm] to save the settings.

7.4.2 Delete Payroll Structure

Select the department name on the left side of the interface. The employee payroll structure list will be

displayed on the right side of the interface.

1. In the employee payroll structure list, select the payroll structure to be deleted. Click [Delete] on the upper

part of the interface or click @I icon in the same row of the payroll structure to be deleted.
Prompt b 4

Are you sure to delete the selected 1 items?

2. Click [Confirm] to delete the payroll structure.

7.5 Loan

The loan interface displays the loan details of the employees.

Payroll

Employee Profile Payroll Structure

& Bookmarks+ ¥ Filters =
Add Delete L, D @ e o=
Employee ID  FirstName  LastName  Department Loan Amount  Loan Time Refund Cycle  Refund Amount Per Period Clean Time Remark
3160006 kang = test 1000 2019-09-24 11:59:45 1 Period 1000.0 2019-10-24 11:59:45 ]E[

Select [Payroll] > [Loan] > [Loan] > [Add] to access the interface of adding loan record of an employee.
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Add

Employe... First Name Last Name
100027  ARIEL
10003 10003
100030 GABBY
100031 GERONIMO Q...
100033 ALAN SALAME...
100034 GERRY MAGAL...
100037 RONAN JARAN...
100040 crizaldo
100041 LINEESH PRAT...
100045 ZEYAD
100048 ADEL MOHAM...
100049 MOHD SALEH
100NSR MOHAMED €4
20 T Total 12573 Records ¢ > 2
Loan Amount®
Refund Cycle* 1 Period

Remark

Enter the parameters as shown below:

Department

TOWarka
4

TOWarka
TOWarka
TOWarka
TOWarka
TOWarka
TOWarka
TOWarka
TOWarka
TOWarka
TOWarka
TMarl-a

Page Conﬁrm

BEE R

Employe...
0000010...
100027
10003

Loan Time*

Refund Amount Per Period®

Employee: Select the employee to whom the loan details to be added.

Loan Amount: Enter the loan amount of the employee.

Loan Time: Set the loan credit time for the employee. According to the month set here, the loan amount will

First Mame

NOUFAL
ARIEL
10003

be added to the salary of the current month while calculating the employee’s salary.

Refund Cycle: Select the refund cycle of the loan.

Refund Amount Per Period: After setting the loan amount and the refund cycle, the refund amount per
period will be filled in automatically. And this amount will be automatically deducted from the employee’s

monthly salary.

Click [Confirm] to save the settings.
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7.6 Salary Advance

In this section, the salary advance details of the employees will be displayed.

Select [Payroll] > [Salary Advance] > [Salary Advance] > [Add]

Employes Profile

Payroll Structure

& Bookmarks~ Y Filters =

Add Delete
Employee ID First Name
3160006 kang
3160001 ke
3160001 kk
3160001 kk
3160001 ke
3160001 kk
3160001 ke
3160001 kk
1160001 kk
3160001 kk
3160001 kk
3160001 ke
3160001 kk
3160001 ke
3160001 kk
3160001 kk
3160001 ke
3160001 kk
3160001 Kk

G |19 v n Z 3.2

> Total 384 Records 1

Payroll

Salary Advance

Last Name Department

test
test
test
test
test
test
test
test
test
test
test
test
test
test
test
test
test
test
test

employee.
Add
Department Employee Q

Employe... First Name Last Mame Department

0000010... NOUFAL AFC

0000052...  test Technical SSIL[...
0000056... 5682 TOWarka
0000567... 56781 Technical SSIL..
0000567... 56789 TOWarka
0000567... 2312eed TOWarka
0000567... 56792 TOWarka
001 iroha iroha iroha
0012345... 1234578 TOWarka
1 boy zk
10 Hector 4
1000 i TOWarka
10NN TOMark-a

20 Y Total 12573 Records X 1 Page [t

Armount* Issue Time*
Remark

Issue Time

Amount
200 2019-10-11 10:19:54
2019-09-18 11:32:51
2019-09-18 11:32:51

2019-09-18 11:32:51
2019-09-18 11:32:51
2019-09-18 11:32:51
2019-09-18 11:32:51
2019-09-18 11:32:51
2019-09-18 11:32:51
2019-09-18 11:32:51
2019-09-18 11:32:51

L = = = = =

Selected 2

Employe... First Name +

0000010... NOUFAL
0000052... | test

Welcomeadmin (@) ¥ {7
Z 7S 9 0O e =
Remark

W

jof

W

W

w

W

jof

@

W

@

W

to add salary advance details for an

Last Name +

Enter the parameters as shown below:
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Employee: Select the employee who needs an advance salary.

Amount: Enter the advance amount.

Issue Time: Set the issue time for a salary advance. According to the month set here, the amount will be

added to the employee salary of the current month while calculating the employee salary. And this amount

will be deducted from the employee’s next month's salary.

Click [Confirm] to save the settings.

7.7 Reimbursement

In this interface, the reimbursement is listed along with the employee details.

Reimbursement

Select [Payroll] > [Reimbursement] >

employee.
Add
Department Employes
Employe... First Name Last Name
0000010... NOUFAL
0000052... test
0000056... | 5682
0000567... | 56781
0000567... 56789
0000567... | 2312eed
0000567... | 56792
oo ircha iroha
0012345... | 1234578
1 baoy
10 Hector
1000 e
100001
20 Y Total 12573 Records >
Amount®
Remark

Payroll
Emplayee Profile Payroll Structure Salary Advance Reimbursement
B Bookmarks~ Y Filters +
Add Delete

Employee ID First Name Last Name Department Amount Reimbursement Receipt
3160006 kang test 100
3160006 kang test 100
3160001 ek test 10000
3160001 ek test 10000
3160001 3 test 10000
3160001 ek test 10000
3160001 ek test 10000
3160001 ek test 10000
3160001 ek test 10000
3160001 kk test 10000
2160001 kk test 10000
3160001 lde test 10000
3160001 lde test 10000
2160001 Ik test 10000
3160001 ek test 10000
3160001 3 test 10000
3160001 ek test 10000
3160001 ek test 10000
2160001 ek test 10000

Reimbursement Time
2019-10-10 10:20:15
2019-09-24 12:00:07
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:32:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08
2019-09-18 11:33:08

[Reimbursement] > [Add] to add

Selected 2

Department
AFC

Technical SSILL..
TOWarka
Technical SSIL..
TOWarka
TOWarka
TOWarka

iroha

TOWarka

zk

4

TOWarka
TOMWarka

Reimbursement Time*

Employe...
0000010...
0000052... test

First Name =

NOUFAL

"Awvprobetal003AC
‘Awvprobeta0003AC
wyprobeta0003AC
wuprobetal003AC
%3Bid%00

id

%3Bvol%00
922%20%7C%20%22id
%22%20%7C%20%22vol
9627%20%7C%20%27id
%27%20%7C%20%27vol
%7CHTCid

#B<(+">,

%26%26id

%7C%7Cvol

%7Cid

%26%26vol

reimbursement

Last Name =

Reimbursement Receipt | 35254 | =EEEETG
Only support
jpg/ipeg/png/bmp image

file.

Cancel

(<)
=]
3
tH

EBEBEEEEEBEBEEEEEEEEEEE

details for
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Enter the parameters as shown below:
Employee: Select the employee who requests reimbursement.
Amount: Set the reimbursement amount.

Reimbursement Receipt: Upload the reimbursement receipt. The software supports only
JPG/JPEG/PNG/BMP file format.

Reimbursement Time: Set the reimbursement time for the employee. According to the month set here, the
amount will be added to the employee salary of the month while calculating the employee’s salary.

Click [Confirm] to save the settings.

7.8 Salary Calculation

Select [Payroll] > [Calculation] > [Salary Calculation] to calculate the salary of the employee.. It shows all

the employees by default. You can select the Department to display the respective employees. Click e to

calculate the salary. When “Calculation Finished” message appears, it indicates the end of the calculation.

Payroll Systerr ‘Welcome admin ® > =7
Employee Profile Payroll Structurs Salary Advance Salary Caleulation
G EA Employee ID First Name Q,  EndDate 2019-10 ﬁ
Formula >0 ;O""”ka Employee ID First Narme Last Name Hired Date Department Position
4 gq 000001008 NOUFAL 2019-00-24 AFC ceshi
@) Extra Funds os 000005236 test 2019-09-24 Technical SSIL(KENYA)
y0s 000005682 5682 2019-09-24 TOWarka
O EU_department 000056781 56781 2019-09-24 Technical SSILKENYA)
D tak_test 000056789 56789 2019-09-24 TOWarka
> O AL-ARABIA 000056792 56792 2019-00-24 TOWarka
O HRM 001 iroha iroha 2019-10-01 iroha
O test 001234578 1234578 2019-09-24 TOWarka
» O ZKTeco 1 boy 2019-10-31 zk
O test 10 Hector 2019-09-05 4 e
0 Technical SSIL(KENYZ 1000 == 2019-10-14 TOWarka
0 test 100001 2019-09-11 TOWarka
Caleulation =
0 test 1000037 1000037 2019-08-24 TOWarka
O test 100007 MOHAMMED 2019-09-29 TOWarka
0O test 100009 NEIL WAYNE 2019-09-29 TOWarka
D test 10002 10002 2019-09-05 4 A
[Tt 100020 MARVIC RAMOS 2019-09-04 4 A
O test 100022 EHAB ABDEL RAZEK 2019-09-29 TOWarka
O test 100026 EDMUNDO CANCING 2019-09-29 TOWarka
g :ESE 100027 ARIEL 2019-09-22 TOWarka
es|
O test
O test C 20 v Bl : . 629 > TowlizstaRecords | 1 bage

7.9 Salary Report

The salary reports section displays various reports such as Salary Structure, Increment Details, Deduction
Details, Salary Details, and Attendance Parameters. The reports can be exported in PDF, XLS, TXT or CSV

formats.

Select [Payroll] > [Report] to view the salary report. The salary report will be displayed as shown below:
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Payroll Welcome admin ()~ 7

Employee Profile Payroll Structure Salary Advance Salary Structure
FEa End Date  2019-11-04 Employee o

> O Towarka Z S 0O r =
3 g j EmployeeID 5  First Name Last Name Departm.. BasicSal... Effective .. OT1 or2 oT3 Normal ... Weeken... Holiday... Late For..

os 3160006 kang test 4500 2019-07-...
>06

O EU_department

O tak_test
» O AL-ARABIA

O HRM

O test
» O ZKTeco

O test

O Technical SSIL(KENY2

0 test

O test

O test

0 test

O test

O test

D test

O test

O test

O test

O test

O test

0 test C |20 ¥ n Total 1 Records 1 | Page

) tast

Perform the following steps to view the salary report:

1. Select the Department on the left side of the interface to view the salary details of employees. Enter the
employees' name in the text box to view the salary report of the particular employee.

Select Employee o
& =& Employee Q Selected 1
> O Department Employe... First Name Last Name Departme Employe... First Name % Last Name =+
w0 Department 1000 kbz1000 huang hrf-Z5] 1000 kbz1000 huang

> (O Department

[ newline1\rinthis 10000 kbz 10000 Departm
3 O wwwerw 100001 Departrr
O :Mifs 100003 Departm
0O www 100005 100005 Departm
[ department1 100007 100007 Departrr
O df 100008 Departrr
BE 100009 Departrr
g ffs 10001 Departrr
Os 100010 Departrr
oo 10002 Departm

[ 10

0 www 20 v Total 10212Records & > 2 | Page m

Confirm Cancel

2. Set Start Date and End Date. Please refer to 2. “Date Selection” in Appendix 1 to set the date.

Q

3. Click icon and view the salary report information of the selected employees between the set start date

and the end date.

»  Salary Structure

Displays the employee’s detailed salary structure.
» Increase ltems

Displays all the increment details of the employee’s salary.
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Payroll Welcome admin @ > TF

Employee Profile Salary Calculation Salary Structure Increase ltems
4% Y Start Date  2019-11-01 End Date  2019-11-04 Employee o

> 0O Towarka & 2 2 M » =
»03 = =

o+ EmployeeID =  FirstMame LastName Department CalcDate  Totalincr.. OT1 orz ot Normal OT  Weekend .. Holiday OT  Increase

os 3160006 kang test 2019-09-30 1230 0 o 0 o 0 0 130
>0s

0 EU_department

O tak_test
? O AL-ARABIA

O HRM

0 test
» O ZKTeco

O test

[0 Technical SSIL(KENYZ

O test

0O test

O test

0 test

0 test

O test

0 test

> Deduction Items

Displays all the deductions details of the employee’s salary.

Payroll S Welomeadmin () = {7

Employee Profile Salary Calculation Salary Structure Increase ltems Deduction Items

[}

& Start Date  2019-11-01 End Date  2019-11-04 Employee o

=

¥ O Towarka A /S WM A =
>0s3 X

o4 Employee ID * FirstName Last Name Department Calc Date Total Ded... Latein Early Leave  Absent Deduction  Extra Ded.. Advance.. LoanDed...
os 3160006 kang test 2019-09-30 132 o o o 132 o o o

O EU_department
O tak_test
> O AL-ARABIA
0 HRM
O test
» O zKTeco
O test
o Technical SSIL(KENY£
O test
O test
O test
O test

BioTime 8.0 User Manual 137



»  Salary Detail

Displays the employee’s monthly salary detail.

Employee Profile Salary Calculation Salary Structure

E=a Start Date  2019-11-01
¥ O Towarka A
203
o4
os
20s
O EU_department
O tak_test
> O AL-ARABIA
O HRM
O test
» 0O ZKTeco
O test
[m} Technical SSIL(KENY£
O test
O test
O test
O test
O test
O test
O test
O test
0 test
O test
O test
O test
O test v

Employee ID First Name

3160006 kang

c =H

> Attendance Parameter

Payroll Welcomeadmin () * {7
Increase items Deduction Items Salary Details
End Date  2019-11-04 Employes °

S 0~ =

Last Name Department Calc Date Basic Salary Total Salary Totalincr.. Total Ded.. OT1 oT2 oT3 Normal OT

test 2019-09-30 4500 5598 1230 132 o o o
>
Total 1 Records 1 | Page [T

Displays the employee’s salary information together with attendance information.

Employee Profile Salary Calculation Salary Structure

E=a Start Date 2015-11-01
» O Towarka L}

203

Employee D = FirstName

3160006 kang
O EU_department
O tak_test
> O AL-ARABIA
0 HRM
O test
» O ZKTeco
0 test
) Technical SSIL(KENYZ
0 test
O test
0 test
0 test
O test
0 test
0 test
O test
O test
0 test
O test <
0 test
O test v C

7.10 Payroll Setting

Payroll Welcome admin ® > 7
Increase items Deduction Items Salary Details Attendance Param
End Date  2019-11-04 Employee o

LastName Department Calc Date Basic Salary Schedule Schedule .. Required . Actual Wo.. OT1 ar2 oT3
test 2019-09-30 4500 5 30 2700 o o o o
>
ol Records | 1| poce

Select [Payroll] > [Configurations] > [Payroll Setting] to set the attendance parameters.
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Employes Profile Payroll Structure Salary Advance

Att Param Unit. Hour

s

&

2§ Configurations

Payroll

Salary Structure

Increase Items

Welcome admin

Payroll Setting

@~ 7
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Chapter 8 System Settings

The system setting facilitates you to assign system users (such as Company Management Personnel, Registrars,
and Statistics Clerk), configure roles for each user, and set mailbox function, automatic export, backup, data
migration, operation logs, etc.

8.1 System User Management

8.1.1 Privilege Group Management

While using the system, the superuser needs to assign different levels to new users. To avoid assigning one by
one, you can set roles with specific levels in role management. You can also assign appropriate roles to users
while adding users. The permissions are configured for all the functional modules namely Personnel, Device,
Attendance, Payroll, Access, and System. The default super users of the system have all the privileges and can
assign new users based on the requirements and they can set the corresponding permissions.

»  Add a Privilege Group

1. Select [System] > [User] > [Group].

Add bod

*
Name

Personne! Device Attendance Payroll Access System

M A v
w 0= Personnel (0/60)

> O Employee (0/17)
¥ O Department (0/6)
» O Postion (0/6)
¥ 003 Area (0/6)
» O3 Resign (0/7)
» O3 Document [0/5)
¥ O workflow Node (0/4)
» 0O workflow Engine (0/4)
» O workflow Role (0/5)

Cance

&Note: Select the corresponding permissions based on the selected functional module.
Name: Enter the name of the role( Eg: Employee, Device Administrator, etc).

Permissions: In the permission list under each functional module, select the checkboxes of the required
permissions. If you want to select all the permissions under a module, select the Master check box.

2. Click [Confirm] to save the settings.
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»  Edit a Privilege Group

1. In the privilege group list, click the role name or click ~= icon in the same row of the role to be edited.

2. Modify the parameters as per your requirements (refer to the parameter setting method in "Adding a role").
After modifications, click [Confirm] to save the parameters.

»  Delete a Privilege Group

1. In the privilege group list, select the privileged group and click [Delete] on the upper part of the interface or

click E icon in the same row of the role to be deleted.
Prompt X
Are you sure to delete the selected 1 items?
Cancel

2. Click [Confirm] to delete the selected privilege group.
&Note: The group which is currently being used cannot be deleted.
8.1.2 User Management

Adds new users to the system and assigns the role (permissions) to users.
> Add a User

1. Select [System] > [User] > [Add] to access the Add User interface:

Add X

Username*
Password*

Password confirmation®

Cancel
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Add X

3

Username’
Password®

Password confirmation®

2. Enter the parameters as shown below:

Username: Enter the Username of maximum 30 alphanumeric characters.Supports letters, digits and @/./+/-/_
only.

Password/ Password Confirmation: Enter the Password. Re-enter the password to confirm the same.

> Edita User

o

1. Click the user name or click “=' icon in the same row of the user to edit the user details.

Edit X

Username® 1111
Information

First Name

Last Name

Email

Enable

Superuser /]

Date Joined

Last Login

m Cancel
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Username: Enter the Username maximum of 30 alphanumeric characters.

First Name/Last Name: Enter the First Name and the Last Name of the user.

Email: Enter the user's Email address.

Enable: If selected, the user can log into this admin site.

Superuser: If selected, the user has all the rights and there is no need to assign permissions.

Groups: Roles need to be selected for non-superusers. Select a preset role, and the user has all the operational

permissions of this role.

Authorize Department: Click and select a Department from the Department drop-down list. (If the

Department is not selected, the user possesses rights for all the Departments)

Authorize Area: Click and select an area from the area drop-down list. (If you select no area, you will

possess all area rights by default.)
2. After editing the user details, click [Confirm] to save them.

& Note: You can delete the existing users. Click the [Delete] at the top of the user list. The detailed operations

are the same as those in "Deleting a permission group."
» Change Password

1. Select [System] > [User] > [Change Password] to change the password.

Change Password b4

Original Password®
Password”

Password (again)®

Cancel

2. Enter the Original Password, New Password and Confirm the New Password. Click [Confirm] to change the

Password.

8.2 Data Management

8.2.1 Database Backup

You can backup the data to prevent data loss. The software can be set to back up the database automatically
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or manually. And it also supports to restore the PostgreSQOL database.

System Welcome admin ()~ 7
Group User Backup
& Bookmarks ~ T Filters =
Database Backup Automatically Backup Manually Restare Manually 7 7 9 O~ =

Database Database Name Operator Time + Store Path Status Remark

PostgreSQL biotime System 2019-11-03 18:00:51 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-11-02 18:00:35 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-11-01 18:00:16 Success  Backup failed, please make sure pg_dump.exe is configured.
PastgreSQL biotime System 2019-10-31 18:00:59 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-10-30 18:00:42 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgresQL biotime System 2019-10-29 18:00:26 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-10-28 18:00:10 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-10-27 18:00:23 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-10-26 18:00:11 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQlL biotime System 2019-10-25 18:00:57 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL bictime System 2019-10-24 18:00:40 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL bictime System 2019-10-23 18:00:22 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-10-22 18:00:05 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgresQL biotime System 2019-10-21 18:00:49 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-10-20 18:00:38 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-10-19 16:00:26 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-10-18 18:00:14 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-10-17 18:00:02 Success  Backup failed, please make sure pg_dump.exe is configured.
PostgreSQL biotime System 2019-10-16 18:00:50 Success  Backup failed, please make sure pg_dump.exe is configured.

G |1 n 2 > Total 33Records | 1 ;aga

»  Backup Automatically

1. Select [System] > [Database] > [Backup Automatically] to back up the data manually.
Backup Automatically »

Database”
Database Name®
Store Path®
Frequency® Monthly
Day* 1 Time* 01:00

Backup photos

Database: Database type cannot be modified.

Database Name: Database name cannot be modified.

Store Path: Set the storage path. A corresponding folder will be created to store the original backup files.
Frequency: Enter the repetition interval for the backup files.

Day and Time: Enter the Day and Time for backup.

Backup photos: Select whether to backup photos (including personnel photos, bio-photos and attendance
photos).
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2. After setting the backup parameters, click [Confirm].
»  Backup Manually

1. Select [System] > [Database] > [Backup Manually] to back up the database manually. Enter the Storage
path and select whether to backup photos (including user photo, bio-photo and attendance photo).

Backup Manually 4

Ctore Path®

Backup photos

Cancel

2. After setting the storage path, click [Confirm].
»  Restore Manually (Only PostgreSQL)

1. Select [System] > [Database] > [Restore Manually] to restore the Database.
Restore Manually e

Database Mame*
Backup File?

Restore photos

Cancel

Database Name: Enter the database name.
Backup File: Enter the backup file which has to be restored.
Restore photos: Check it to restore the photos already backup.

2. After setting the details, click [Confirm] to restore the file manually.

8.2.2 Data Migration

When restoring Biotime8.0, the original data will be migrated to avoid data loss.

1. Select [System] > [Database] > [Migrate] to migrate the data.
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System Welomeadmin ()~ 7

Group User Backup Migrate

User

B Database Migrate From * () 7KTimeweb2.0 Biotime7.0 WDMSS5 ZKTime.net3.0
Database *  MSSQL Server
Address
Port *
Name™
s

Password™®

@

Fields to
migrate

Migrate Status Pending
Ifit didn't execute mi

Migrate From: Select the software from which you want to migrate(currently supported)
Database: Select the database type used by the original software.

Address: Enter the IP address of the Database.

Port: Enter the port number to connect to the Database

Name: Enter the Database name.

User: Enter the Username.

Password: Enter the Password.

2. Select the fields to be migrated and click [Test Connection]. if it is successful, then click [Migrate].

8.3 Integration

8.3.1 Auto Export

Based on the time period and repetition frequency, the attendance data will be exported automatically.
»  Add Auto Export Template

1. Select [System] > [Integration] > [Auto Export] > [Add] to set the auto export details.
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Code* MName*
File Name yyyy-MM-DD S Employee ID {emp_code}
{first_name}
Crata Template (Please drag the fields ant to export from the right to the text box below Last Name {last_name}

{dept_code}

{emp_code}\t{first_name}\t{last_namepi{dept_codel\t{dept_namep\t{datetitimel\tiverify_typelitipunch_st dept_name}

atef\tiwork_codelit{card_number}it{area_nameftiterminal_aliash\titerminal_sn}\rin Date ‘date}

{time}

Format Setting Data Filter Setting Export Time Setting Export Path Setting

Short Date Format™  yyyy-MM-DD Short Time Format®™  HHmmm Card be {card_number}

{area_name}
{terminal_asliss}

ID Digits® 0 File Format®™  Txt

{terminal_sn}

Cancel

Name: Enter the name of auto export.
Code: Enter the serial number of the automatic export.
File Name: Enter the file name to be exported. Set the Date and Time format.

Data Template: Select the data to export from the menu on the right side of the interface. By default, all the

data will be auto exported.
(1) Format Setting
Short Data/Time: Set the time format in the export content.

ID Digits: Set the length of the Employee ID when exporting. If the length is insufficient, 0 will be appended to
the Employee ID.

File Format: Set the file format of the exported file (Excel, CSV, Txt).

(2) Data Filter Setting

Format Setting Data Filter Setting Export Time Setting Export Path Sstting
Filter By® Upload Time Include Today” Yes

Department | ---------- Arsa | ----------

Filter By: Select Upload time to represent the time when the attendance data is uploaded to the software,

and select Punch time to represent the time when the user punches.

Include Today: When exporting a file, select Yes to indicate that the data exported is included the data of
today and select No to indicate that the data exported is not included the data of today.
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Department: Click to select the Department to export. If the Department is not selected, the attendance

data of all the departments will be auto exported.

Area: Click to select the area to export. If the area is not selected, the attendance data of all the areas will

be exported.
(3) Export Time Setting:

Format Setting Data Filter Setting Export Time Setting Export Path Setting

Interval® 0 Time Point*  00:01

Frequency” Daily Day* 1

Interval: Set the export interval.

Frequency: Set the export frequency. The export time-frequency can be set on a monthly/weekly/daily basis.

According to the selected frequency, set the date and time.
Time Point: Set the export time.
(4) Export Path Setting:

Format Setting Diata Filter Setting Export Time Setting Export Path Setting
Export Path  AutoExport Email

FTP Server  -—-—---—- FTP Path

Export Path: After entering the file name, a new folder will be created in \files\temp of the installation

directory of the local computer to store all the exported files.
Email: When an Email is set, it receives the exported file when it is exported.

FTP Path: Set the name of the folder, which is the existing folder on the FTP server. The exported files will be
saved in the corresponding folder under the FTP server in the file format of "/ABC/" (ABC is the existing folder

on the FTP server).

FTP Server: Click to select the FTP server. When the attendance record is exported, the exported file will

be saved on the FTP server.
2. After setting the export details, click [Save].

»  Manual Export
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After the automatic export settings are saved, you can export the attendance records in real-time by clicking
[Manual Export] at the top of the list.

1. Select the set automatic export and click [Manual Export] to export the data manually.

Manual Export X

Start Date

End Date

Search By Upload time

Cancel

Start Date/End Date: Set the export period.

Search By: Select Upload time if you want to search by the time when the attendance data is uploaded to
the software. Select Punch time if you want to search by the time when the user punches.

2. After entering the details, click [Confirm] to export the attendance records.
» Delete Auto Export Template

In the auto export template, select the template and click [Delete] at the top of the template list, or click

F: icon in the same row of the template.
Prompt X
Are you sure to delete the selected 1 items?
Cancel

Click [Confirm] to delete the selected template.

8.4 Middle Table

It is to show the execution of the middle table including the Department, Position, Area, and employee. It is
usually used to connect the software components with the middleware table.

BioTime 8.0 User Manual 149



Group

Middleware Table

User

& Bookmarks ~

Department Code

8.5 Log Record

Backup Migrate Auto Exj

Y Filters =

port

Department Name

System Welcome admin @ v TF

Department

F &L D @ e =

The log displays all the operational log records in the system.

Select [System] > [Log] > [Log] to access the Log interface.

Group User
B Bookmarks v
User  IP Address
ad.. 17231110
ad..  20274102..
ad.. | 20274.102..
ad.. 17231110
ad.. 17231110
ad.. | 17231.1.10
ad.. 17231110
ad.. |-
ad.. -
ad.. | 17231.1.10
ad.. 17231110
ad.. 17231110
ad.. 17231110
ad.. 17231110
ad.. | 17231.1.10
ad.. 17231110
sd.. -
adu. -
ad.. 17231110

C 19 v <

Y . .

344 > Total 65

The following are the main contents of the log:

User: The user who performed the operation.

Submit Time Flag Target Time Status
None
System Welcome admin @v U3
/72 9 0O =
Content Type  Object Status  Describe

User

admin Succ..

Payroll Struct...  2019-09-01,10. Suce...

User
User
User
User
User

Auto Export
User
Manual Log
Schedule
User

User

User

User

Auto Export
User

Backup Department Log
Y Filters ~

Action Time Action

2019-10-31 15:1...  Login

2019-10-31 14:4...  Delete

2019-10-31 14; Login

2019-10-31 12 Login

2019-10-31 11 Login

2019-10-31 115...  Login

2019-10-31 11:0...  Login

2019-10-31 00:0... Resigned Scan... -

2019-10-31 00:0...  Auto Export

2019-10-30 21:4...  Login

2019-10-30 17:5...  Approve

2019-10-30 17:5...  Add Schedule

2019-10-30 17:2...  Login

2019-10-30 144...  Login

2019-10-30 14:1...  Login

2019-10-30 08:4...  Login

2019-10-3000:0... Resigned Sean... -

2019-10-30 00:0...  Auto Export

2019-10-2917:3...  Login

22 Records

admin Sucen
admin Succ...
admin Suce...
admin Succ...
admin Suce...
Suce... Success: 0, Failed: 0
111 Succ.. Export:0
admin Succ
ManualLog obj... Succ.. Remarks= State=3
Succ.. None=]> End Date=2019-10-31None=1,None=,None=False,Start Date=2019-10-01,N
admin SUCC...
admin Succ...
admin Suce.
admin Succ...
Succ... Success: 0, Failed: 0
111 Succ..  Export:0
admin Succ..

IP Address: The IP address of the computer which is used by the user.

Action Time: The actual time in which the user performed some operation.

Action: The operation performed by the user.

Content-Type: The content type of the operation.

Object: The object of the operation.

Describe: The description of the operation.
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8.6 Configuration Settings

8.6.1 Company Setting

The Company settings include the options to upload the company logo and the company name. This
company logo can be displayed in the exported report.

1. Select [System] > [Configuration] > [Company Setting] to access to the Company Setting page.

System Welcome admin @~

Group User Backup Company Setting

B Logo Review

= Company Setting
Company Logo  Click to upload logo Logo Display Left

Company Name  Center

Company Name  ZKTeco Display

2. Upload the Company logo and name. Set the corresponding display position. Click [Submit] to save the
settings.

8.6.2 Email Setting

Select [System] > [Configuration] > [Email Settings].

The email setting is used to trigger an alert when the specific value set by the administrator has crossed the
limit.

£ Note: The domain name of the E-mail address and E-mail sending server (outgoing server) must be the
same. For example, the Email address is test@yahoo.com, and the E-mail sending server must be
smtp.mail.yahoo.com.

Obtain the mail server details and fill it accordingly. An example is shown below.
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System Welcomeadmin () ¥ {7

Group User Backup Company Setting Emall Setting

SMTP Servert smtp 0000
Port* 25 SSL
Email Account” sooc@rootoo domain nam iser
D Log Password®
of Configuration Email Address® KK

& Note: The password is a one-time random authorization password provided by the email service provider.
SMTP Server: Enter the Email sending Server address.

Port: Port of the email sending server.

Email Account: Enter the email account.

Password: Enter the One-time random authorization password from the mailbox provider.

Email Address: Enter the Email address.

8.6.3 Alert Settings

Select [System] > [Configuration] > [Alert Settings] .

Through the Alert settings, the user can set the values for alerts. As per the above example, when an
employee’s late check-in exceeds a certain value, an email alert will be sent. The administrator can set the
other values as per requirements.

System Welcome admin ® > 7
Group User Backup Company Setting Email Setting Alert Setting
L) Attendance Alert Setting
When number of late exceeds* 1 times
When number of sarly-leave excesds® 1 times
When number of absent exceeds* 1 times
Sending Frequency® | Daily Day* 1 Time™  00:00:00 Sending Day*  Current Day

0 Configuration

L Approve Alert Setting

Emnail Alert

Attendance Alert Setting: Set specific values for late/early/absence alerts.

Sending Frequency: Set the time and frequency of the alert.
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Approve Alert Setting: Set the alarm mode.

Click [Submit] to save the alert settings.

8.6.4 FTP Settings

> Add FTP Server

Select [System] > [Configuration] > [FTP Settings] > [Add].

Add >
Host Address™:
Port Number®: 22
Authentic Method*: Password
Username®:

Password:

Cancel

Host Address: Enter the FTP Server address.

Port Number: Enter the FTP server port number.

Authentic Method: Enter the authentication method to access the FTP server.
Username: Enter FTP Server’s Username.

Password: Enter the FTP server's Password.

The FTP Settings can be used to transfer the files exported by the software to the specified FTP server for data
transfer.

&sNote: Click the FTP server or the icon in the same row of the FTP server.

> Delete FTP Server

In the FTP list, select the FTP server and click [Delete] at the top of the FTP server list, or click [ iconin the

same row of the FTP server.

Prompt b
Are you sure to delete the selected 1 items?

Cancel
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Click [Confirm] to delete the selected FTP server.

8.6.5 PDF Export

Select [System] > [Configuration] > [PDF Export].

System Welcome admin ® > 7
Group User Backup PDF Export
Page Size  Auto
Orientation  Portrait
FooterLeft Page/Total Page

Footer Right  Time

-
08 Configuration

Page Size: Sets the page size for exported PDF.
Direction: Set the direction of the exported PDF. It can be “Portrait” or “Landscape”.

Footer Left: Set the content to be displayed in the lower-left corner of the exported PDF page. It can be

"Blank”, "current page number / total number of pages", "author

,"time", "author + time".

Footer Right: Set the content to be displayed in the lower right corner of the exported PDF page. It can be

“Blank”, "current page number / total number of pages", "author

,"time", "author + time".

Click [Save] to save the PDF export settings.

8.6.6 Bookmarks

> Add a Bookmark

You can save the filtered query as a bookmark to simplify the search operation next time. See 11. “Custom
bookmark” in Appendix 1 for a custom bookmark.

After saving successfully, you can view the saved filter under the bookmarks list.

System Wekomeadmin () ¥ {7
= [ Bookmarks
& Bockmarks ~ Y Filters ~
Delete /Z 7 9 m =
Title User + ContentType &  Filters IsShared  Saved Time
Test admin  Department {*Department Code contain 12 [*1","_p1_dept code_contains=12",3%58%2212%22%5D"]} ° 2019-11-04 14:49:11

ko]

©ff Configuration
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> Delete Bookmark

In the bookmarks list, select the bookmark and click [Delete] at the top of the bookmarks list, or click E

icon in the same row of the bookmark.

Prompt X
Are you sure to delete the selected 1 items?
Cancel

Click [Confirm] to delete the selected bookmark.
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Chapter 9 Appendices

Appendix 1

1. Personnel Selection

An example to adjust an employee to an area is shown below:

Select [Personnel] > [Organization] > [Area] > [Personnel Transfer].

Personnel Transfer x
Department Employee Q Selected 2

Employe... First Name Last Mame Department Employe... First Name = Last Name =
100027 ARIEL TOWarka 100027 ARIEL
10003 10003 4 10003 10003

100030 GABBY TOWarka

100031 GERONIMO Q... TOWarka

100033 ALAN SALAME.., TOWarka

100034 GERRY MAGAL... TCOWarka

100037 ROMAN JARAN... TOWarka

100040 crizaldo TCOWarka

100041 LINEESH PRAT... TOWarka

100045 ZEYAD TOWarka

100048 ADEL MOHAM... TOWarka

100049 MOHD SALEH TOWarka

100058 RO ARAED €A T

20 v Total 12573 Records <  » 2 | Page

Cancel

You can search for employees in two ways:

(1) Search By Department: Click the Department search box to search the corresponding Department. Click
the Master to view all the employees in all the Departments. If only one of the departments is selected, all the

employees in that Department will be displayed.

Department
&= aAavQ v
» 00 pepartment {
?» 00 zkTeco (0/2)
00 emrq
Dm Testing
O p2000
OO pz2001
OO p2002
0O p2002
O p2004
0O pzo0s
0O p200s
OO p2007

MM nanne
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(2) Search By ID/Name: Enter the Employee ID or Name to be searched in the textbox and Click Q . Then

the related employee details will be displayed.

Employee Q,

If the required employee is displayed in the Selected employee’s list and you need to delete one or more
employees, deselect the checkboxes.

2. Date Selection

An example to select the date is shown below:

The system automatically displays the date selection window when you click the Date textbox as shown in the

figure below.
Add X
Department Employee Q Selected O
Employe... First Name Last Mame Department Employe... First Name = Last Mame =
0000010, \FC
e \ o
oopoosz, K < 2019 Nov > > echnical SSIL(.. None
0000056, COWarka

0000567, Su Mo Tu We Th Fr  Sa  echnical SSILL..

0000567. 1 2 0OWarka
0000567. OWarka
0000567. 3 n 5 &8 7 8 9 OWarka
001 10 11 12 13 14 15 16 [cha
0012345, OWarka
, 17 18 19 20 21 22 23 K

10 24 25 26 27 28 29 30

1000 COWarka
TnmnnT A arl-a

20 ¥ Total

Clear | Now | Confirm

Resign Date* | 2019-11-04]
Resign Type™  Quit Attendance® Enable

Resign Reason

(1) Click the year on the top and select a year from the year list (by default, the system displays the current
year).

(2) Click the month and select a month from the month list (by default, the system displays the current
month).
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(3) Select the required date in the date selection box.

(4) Click Confirm. The selected date is displayed to the right of Resignation Date, as shown in the figure below.

Resign Date*: 2019-02-20

Now: Click Now to set the current date.

Clear: Click Clear to clear the selected date if you want to re-select the date.

3. Time Selection

An example to add a normal timetable is shown below:

(1) The system automatically displays the time selection window when you click the Time textbox as shown in

the figure below.

Add Normal Timetable b4
MName*

Basic Setting BreakTime Setting Unscheduled Time Setting OT Level Setting Rule Setting

Check-In*  09:00:00] Check-Out®  18:00:00 Cross Day(s) O
Check-In Start* Select Time Check-Out Start®  17:00:00 Cross Day(s) 0O
Check-In End* Hour Minute Second Check-Out End®  19:00:00 Cross Day(s) 0
o I
WorkDay*
08 01 01
“Notice “ 02 02
1L.All the cross-da 10 03 03
11 04 04

12 05 05 m Cancel

- C!ear Nm Con{i = _

(2) Click the hour’s box. Select the "hour" by scrolling up and down in the corresponding "hour" selection box.

(3) Click the minute’s box. Select the "minute" by scrolling up and down in the corresponding "minute”

selection box.

(4) Click the second’s box. Select the "seconds" by scrolling up and down in the corresponding "second"

selection box.
(5) After setting the hour, minute and second, click [Confirm] to save the time.
Now: Click [Now] to set the time to the current time.

Clear: Click [Clear] to clear the selected time if you want to re-select the time.
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4. Import

An example to import an employee is shown below:

(1) Select [Personnel] > [Employee] > [Import] > [Import Employee].

Import Employee b4

Import File: | EEE | EEETEE Please download the template and follow the template to fill out the data.
Existing Data:  Ignore

fDowinload Template
Template Dema: &Download Template

A B C (53 E F G H I
1 | Employee ID First Name Last Name Department Code Department Name Position Code Position Name Gender Hired Date
2 10001 Koi start i HR 1 Director male / famale 2016-10-14
3 10002 Koe Maline i | HR 1 Director male / famale 2016-10-14
4 10003 Kosan Selin 1 HR 2 Manager Assistant  male / famale 2016-10-14
Description

1.The heads in file template are required

2.The Employee ID,First Name Department Number is Required fields
3.All column values should be text format

4.The Card Number must be unique

&Note: Click [Download Template] to download the template. Fill the template and save the corresponding

employee’s information. You can use the employee import function to import the file (xIs file) to the system.

(2) Click [Choose File]. A dialog box will open as shown in the figure below.

Organize » MNew folder

I Favorites i — = = e
B Desktop | System Folder
Downloads
| Recent Places Homegroup
Systern Folder

- Libraries

p admin
j] Documents )& Systermn Folder
| Music

|| Pictures . | Computer
B8 videos | System Folder

1@ Hemegroup ] Netwark
Systermn Folder

& Computer Bevond Compare 3

File name: | [ AllFiles -

[ open [+] [ concel |

(3) Select the file to be imported and click [Open] or directly double-click the file to be imported. After file
selection, the address of the selected file is displayed next to Choose File, as shown in the figure below.

BioTime 8.0 User Manual 159



Import Fife;| Choose File |abc.c5v Support .xls and .csv file on

Existing Data: Ignore

&Note: Only xlIs and .csv files can be imported.

(4) Existing Data: When [Ignore] is selected, records with the identical Employee ID are not imported. When

[Overwrite] is selected, records with the identical Employee ID replace the earlier records.
(5) Click [Confirm] to import the records.

#Notes:

(1) A table header is required for importing the templates.

(2) Employee ID, First Name, and Department No. are mandatory. Other fields are optional.
(3) The card number must be unique.

(4) All the values should be in text format.

5. Export

An example to export employee’s list is shown below:

-

(1) Select [Personnel] > [Employee] and click on the top right corner of the screen. The exporting

options are shown below:

C5V Export
PDF Export
Excel Export

TXT Export

(2) File Type: if you want to export the file in Excel format, select Excel Export.

Excel Export X

Export Scope: (®) Current Page All Data

Cancel
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Select "Current Page" to export the data for the current page.
Select "All Data" to export all the data.

(3) Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

5| Employee 2019-11-04-15-03-38 export.xlsx

6. Custom Display Fields

Take the Employee’s list as an example:

Select [Personnel] > [Employee] and click M icon on the top right corner of the screen, the field selection

window will pop-up as shown below:

A
4

D U
& Q
Employee ID

©

First Name
Local Name
Last Name
Card NO.
Hired Date
Department
Position
Gender

Email

TET T LTI LN

You can adjust the display order and decide whether the fields need to be displayed or not (checked means it

will be displayed, un-checked means it will not be displayed). When adjusting the order, simply move the

cursor to the field to be moved, and then drag the field to move the order when the E icon appears after

the field. After adjusting the order, click Confirm to reorder the fields.
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Canfirm b4

Due to those columns be reordered,
current table need to be reload.

Confirm Restore

7. Adaptive Column Width

The column width can be set to the optimal width.

1. After setting the number of fields to be displayed, click » and choose [Best Fit] to adjust the column

width, as shown in the figure below:

’ ECO Personnel . s Welcome admin ® > 7

Department Employee

& Bookmarks~ Y Filters

& Employee Add Delete Import Personnel Transfer App More Z 2 9 M A =
EmployeeID % FirstName % Department Device Privilege  Area APPStatus  Fingerprint  Face  Palm VL Face

56781 TOWarka Employee ZKDubai © Ver 10:3 - - & 1

TOWarka Employes tak123 © - - £ W
56790 TOWarka Employee ZKDubai © Ver 10:3 - (& 1

TOWarka Employes tak123 ] - & 1

TOWarka Employee tak123 © - &
10053 3 Employee Area A @ Ver 10:2 - & w
123456 TOWarka Employee Area A @ Ver 10:2 - &
10022 5 Employee Area A ® Ver 10:2 - - &
25591 TOWarka Employee Area A -] Ver 10:2 - - & W
10057 3 Employee Area A °© Ver 10:2 - &
10079 24 Employee Area A -] Ver 10:2 - & W
10080 24 Employes Area A ] Ver 10:22 - & mw
27318 TOWarka Employee Area A -] Ver 10:2 - @ w
10047 24 Employee Area A ° Ver10:3 - [E@ )
25583 TOWarka Employee Area A -] Ver 10:3 - @ W
26102 TOWarka Employee Area A -] Ver 10:2 - - @ W

< za 4 .. 786 > Total 12572 Records 3 Page [feaiii

1-&':1: Personnel | : S Welomeadmin ()~ 7

Department Employee Area Resign

& Bookmarks T Filters »

& Employes Add Delete Import Personnel Transfer App Mare ¥ 72 D O~ =
Employee ID 5 First Name = Department Device Privilege Area APP Status Fingerprint Face  Palm  VLFace
10236 43586 Employee Area A ® Ver 10:2 jmj
10250 43586 Employes Area A ) Ver 10:2 W
10237 43586 Employee Area & ) Ver 102 Ty
25019 TOWarka Employee Area A ) Ver 10:2 ]
10050 21 Employee Area A ° Ver10:4 W
25835 TOWarka Employes Area A ® Ver 10:2 o
10042 2-1 Employes Area Atak123 ° Ver 10:2 jmj
25796 TOWarka Employee Area A ° Ver 102 o]
10088 21 Employee Area A ) Ver 10:2 ]
10060 3 Employes Acea A ° Ver10:2 ]
25830 TOWarka Employee Area A ® Ver 10:2 jmj
25534 TOWarka Employes Area A ° Ver 10:2 ]
10081 21 Employee Area & ® Ver 10:2 ]
25589 TOWarka Employes Area A ) Ver 10:2 ]
25909 TOWarka Employee Area A o Ver 102 Ty
25733 TOWarka Employee Area A ) Ver 10:2 ]
72291 TOWarka Employee Area A ° Ver 10:4 EAT|
26002 TOWarka Employee Area A ® Ver 10:2 A
10043 2-1 Employes Area A o Ver 10:4 jm]

& ET T I S - | n 5 . 662 > Totel12573Records = 4  Page [RSumi
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8. Multi-Label Function

You can navigate to any module by clicking the opened labels. There is no need to go back or refresh the page.
With this multi-label function, the data loss can be prevented even if navigating to other pages.

Take the Personnel module as an example:

1. Click [Personnel] to open the Personnel module. When you open any menu, you can see the opened menu

label at the top of the page, as shown in the below image:

‘cm.'a Personnel Welcome admin @~ 7

S

Department Employee Resign

& Bookmarks v T Filters v

Employee Add Delete Import Personnel Transfer App. Mare S D M A =
Employee ID... FirstName... Departm... Device Privil.. Area APP Sta... Fingerpr.. Fa.. Pal.. VLFa..
10236 10236 43586 Employee Area A ° Ver102 - - - & w
1 10250 43586 Employee Area A ° Ver102 - - s @ w
10237 43586 Employee Area A ° Veri0z - - |- & w
25919 TOWarka  Employee Area A ) Ver102 - - = & w
10050 2-1 Employee Area A ) Ver104 - - - Ew

2.The menu can be switched randomly. When switching, the data which is entered will not be refreshed.

9. Custom Theme

You can change the theme color and background pattern.

1. Click the m button at the top right of the page to set the theme color.

Themes Pure Colors

blue linear green linear

bg 10.png bg 2.png

2. Click [Themes] to select the background of the menu. Then click [Pure Colors] to customize the theme

color. Then click Change to apply the color effects.
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10. Filter Search Function

You can filter and search all the results in this software.

Take the Employee list as an example. Click [Personnel] > [Employee] > [Employee] to view the Employee’s
list.

, oo Personnel
Department Employee Area Resign
@ Bookmarks~ T Filters +
& Employee Add Delete  Import | PersonnelTransfer ~  App More
Employee ID First Name = Department Device Privilege Area APP Status Fingerprint
0235 10236 43586 Employee Area A e Ver 102
10250 43586 Employes Area A ° Ver 102
10237 43585 Employes Area A ° Ver 102
25919 TOWarka Employee Area A ° Ver 102
10050 21 Employes Area A ° Ver 104
25835 TOWarka Employee Area A ° Ver 102
10042 21 Employes Area Atak123 ° Ver 102
25795 TOWarka Employes Area A ° Ver 102
10088 21 Employee Area A ° Ver 102
10060 3 Ermployee Area A ° Ver 102
25830 TOWarka Employee Area A ° Ver 102
25534 TOWarka Employes Area A ° Ver 102
10081 21 Employee Area A ° Ver 102
25589 TOWarka Employes Arza A ° Ver 102
25909 TOWarka Ermployes Area A ° Ver 102
25733 TOWarka Employee Area A o Ver 102
73281 TOWarka Employee Arca A o Ver 10:4
26002 TOWarka Employee Area A ° Ver 102
10043 21 Employes Area A ° Ver 104
& 9o & 1B u 5 .. 862 > Total12573Records 4  Page

Welcome admin
7z 709
Face  Palm  VLFace

@~ @

m e~

&

N NININININ I

&)
EEREEEEEEEEEEBEEEE EE

UV VNN

(1) In the Filters section, enter the keyword such as Employee ID (The toggle button moves to the right to

indicate that the search has been filtered, and to the left to indicate that the search has been excluded).

Department Employee Document

& Bookmarks - T Filters =

Add Delete

%

Employee ID

re

Employee ID % First Name

- Department Code
Department Name
Paosition Code
Position Name

Area Code

Area Name

Email

Local Name
Last Name

Card NO.
Device Privilege
APP Status
Gender
Workflow Role

%
I
I B T I TR TR IR B I B B TP B B

Role
Employee ID
| | Contain v
Enter Keyword... n
T =

- 2019-01-21 Department -
- 2019-01-21 Department -
= 2019-01-21  ZKTeco .
3712346 2019-01-21 Department -
- 2012-01-21 Department -
- 2019-01-21  ZKTeco 5
= 2019-01-21 ZKTeco -
- 2018-12-01 Department -
- 2019-01-21 Department -
- 2019-01-21 Department -
= 2018-01-01 Department -
- 2019-01-24 Department -
- 2019-01-01 Department
- 2019-01-01 Department
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(2) Select from the search criteria: Exact search, Start field, End field, Include, One of or Regular expression.

In this example, an employee with Employee ID as 3 is being searched. Enter "3" and click n The filtered
result will be displayed as shown below:

1-&':1: Personnel | : S Welomeadmin ()~ 7

Department Employee Area Resign

& Bookmarks T Filters »

¥ Employee Add Delete Import Personnel Transfer App Maore / 7 ® O m» =
Employee ID 5 First Name Department Device Privilege Area APP Status Fingerprint Face  Palm  VLFace
1238 10236 43586 Employee Area A ) Ver 10:2 ]
10250 43586 Employes Area A ° Ver 10:2 W
10237 43586 Employee Area & ® Ver 102 Ty
25019 TOWarka Employee Area A ® Ver 10:2 ]
10050 21 Employee Area A ° Ver 104 ]
25835 TOWarka Employes Area A ® Ver 10:2 o
10042 2-1 Employes Area Atak123 ° Ver 10:2 jmj
25796 TOWarka Employee Area A ° Ver 102 o]
10088 21 Employee Area A ® Ver 10:2 jmj
10060 3 Employee Arca A ° Ver 102 ]
25830 TOWarka Employee Area A ® Ver 10:2 ]
25534 TOWarka Employes Area A ° Ver 10:2 jmj
10081 21 Employee Area A ® Ver 102 ]
25589 TOWarka Employes Area A ) Ver 10:2 ]
25900 TOWarka Employes Area A o Ver 10:2 ]
25733 TOWarka Employee Area A ) Ver 10:2 ]
73201 TOWarka Employes Area A ° Ver 10:4 jmj
26002 TOWarka Ermployee Area A ) Ver 10:2 |mj
10043 2-1 Employes Area A ) Ver 10:4 W
Click n to get the following results:
Personnel | : S Welomeadmin ()~ 7
Department Employee Area Resign
& Bookmarks= T Filters =
Add Delete Import Personnel Transfer App More L, 9 @ e o=
Employee ID 5 First Name Department Device Privilege Area APP Status Fingerprint Face  Palm  VLFace
1238 10236 43586 Employee Area A ) Ver 10:2 ]
10250 43586 Employes Area A ° Ver 10:2 W
10237 43586 Employee Area & ® Ver 102 Ty
25019 TOWarka Employee Area A ® Ver 10:2 ]
10050 21 Employee Area A ° Ver 104 ]
25835 TOWarka Employes Area A ® Ver 10:2 o
10042 2-1 Employes Area Atak123 ° Ver 10:2 jmj
25796 TOWarka Employee Area A ° Ver 102 o]
10088 21 Employee Area A ® Ver 10:2 jmj
10060 3 Employee Arca A ° Ver 102 ]
25830 TOWarka Employee Area A ® Ver 10:2 ]
25534 TOWarka Employes Area A ° Ver 10:2 jmj
10081 21 Employee Area A ® Ver 102 ]
25589 TOWarka Employes Area A ) Ver 10:2 ]
25900 TOWarka Employes Area A o Ver 10:2 ]
25733 TOWarka Employee Area A ) Ver 10:2 ]
73201 TOWarka Employes Area A ° Ver 10:4 jmj
26002 TOWarka Ermployee Area A ) Ver 10:2 |mj
10043 2-1 Employes Area A ) Ver 10:4 W

&Notes:

(1) Multiple search criteria can also be selected, but the same field and the same criteria can only be selected

once.

(2) Click Clear Filter to clear the search criteria.

¥

(3) In the search term that appears at the top of the employee’s list, clic to toggle whether the search

term is filtered or excluded.

For example, set multiple query conditions as follows:
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1-&':1: Personnel | : S Welomeadmin ()~ 7

Department Employee Area Resign
& Bookmarks» T Filters @)+ n u
B Employee Y Employee id contain 3 X Y Department Code contain 3 X Y Area Code contain 2 X
Add Delete Import Personnel Transfer App More > T 1 B o
Employee ID & First Name + Department Device Privilege Area APP Status Fingerprint Face  Palm  VLFace
0 10143 3 Employee Area A ° Ver 10:4
10053 3 Employee Area A ® Ver 10:2
10073 3 Employes Area A ) Ver 10:2
10138 3 Employee Area A ° Ver 10:2
10139 3 Employee Area Atakl23 ) Ver 10:2
10153 3 Employee Area A ° Ver 10:2 A1)
10231 43586 Employee Area A ) Ver 102
10234 43586 Employes Area A ) Ver 10:2 ]
10233 43586 Employee Area Atak123 ) Ver 10:2 F W
10239 43586 Employes Area A ° Ver 10:2 F W
10243 43586 Employee Area A ° Ver 10:2 ]
10235 43586 Employee Area Atak123 ° Ver 102
10236 43586 Employee Area A ) Ver 10:2 o]
10237 43586 Employee Area A ° Ver 10:2 A 1|
10238 43586 Employee Area A ° Ver 10:2 1
10230 43586 Employee Area A ® Ver 10:2 jm)
G 19 v n Total 16 Records | 1
Click n to display the filtered results.
Personnel : > Welcome admin @~ T
Department Employee Area Resign
& Bookmarks~ Y Filters @)+ n u
& Employes T Employee Id contain 3 X Y Department Code contain 3 X T Area Code contain 2 X
Add Delete Import Personnel Transfer App More S L D 0O e =
Employee ID & First Name + Department Device Privilege Area APP Status Fingerprint Face  Palm  VLFace
10143 3 Employee Area A ° Ver 10:4 |
10053 3 Employee Area A ° Ver 10:2 W
10073 3 Employee Area A ) Ver 102 ]
10138 3 Employes Area A o Ver 102 ]
10139 3 Employee Area Atak123 ° Ver 10:2 o]
10153 3 Employes Area A ° Ver 10:2 |
10231 43586 Employee Area A ° Ver 10:2 o]
10234 43586 Employee Area A ) Ver 10:2 m)
10233 43586 Employee Area Atak123 ) Ver 10:2 ’ W
10239 43586 Employee Area A ° Ver 10:2 A1)
10243 43586 Employes Area A ) Ver 10:2 o]
10235 43586 Employee Area Ataki23 ° Ver 10:2
10226 43586 Employee Area A ) Ver 10:2
10237 43586 Employes Area A ) Ver 10:2
10238 43586 Employee Area A ) Ver 102
10230 43586 Employee Area A ) Ver 10:2

G 19 v n Total 16 Records 1

&5 Notes: The filter function under each menu in the system is basically similar. But the difference lies in the
field settings.

11. Custom Bookmark

You can customize a variety of filter combinations, and save them as bookmarks. By the next time, you can
open the existing bookmarks to filter the data.

1. When multiple filters are set, the page will be displayed as shown below:
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h Personnel | : Welomeadmin ()~ 7

Department Employee Area Resign
& Bookmarks» T Filters @)+ n u
B Employee Y Employee id contain 3 X Y Department Code contain 3 X Y Area Code contain 2 X
Add Delete Import Personnel Transfer App More > T 1 B o
Employee ID 5 First Name + Department Device Privilege Area APP Status Fingerprint Face  Palm  VLFace

014 10143 3 Employes Area A ° Ver 10:4 E E - & w
10053 3 Employee Area A o Ver 10:2 - - - [E )
10073 3 Employes Area A ° Ver 102 - - - o
10138 3 Employee Area A ° Ver 10:2 - - - ||
10139 3 Employes Area Atak123 ° Ver 10:2 - - -
10153 3 Employee Area A ° Ver 10:2 - - - T
10231 43586 Employee Area A ® Ver 10:2 - - -
10234 43586 Employes Area A ° Ver 10:2 - - -
10233 43586 Employee Area Atak123 ) Ver 10:2 - - -
10239 43586 Employes Area A ° Ver 10:2 - - -
10243 43586 Employee Area A ° Ver 10:2 - - -
10235 43586 Employee Area Atak123 ° Ver 10:2 - - -
10236 43586 Employee Area A ° Ver 10:2 - - -
10237 43586 Employee Area A ) Ver 10:2 - - -
10238 43586 Employes Area A ° Ver 10:2 - - -
10230 43586 Employee Area A ® Ver 10:2 - - -

G [19 v n Total 16 Records 1 | Page

2. Click Bookmarks, select [New Bookmark]. Enter the bookmark name and click [Savel. The saved bookmarks

can be seen under the Bookmarks menu.

' Personnel
ECDO

Department

Area

Employee Resign

8 Bockmarks~ T Filters @)~ n u
L Bl | NoBookmarks =3~ —=Ram~amant Code contain 3 X Y Area Code contain 2 X
it \ nsfer App More Z /2 9 m e~ =

Jepartment Device Privilege Area APP Status Fingerprint Face  Palm  VLFace
| Employee Area A ° Ver 10:4 = o L T
[ sove ookror i eoppe S . vertg |- |- |- &
\ e Employee Area A ° Ver 10:2 E E < | @f
10138 3 Employee Area A ° Ver 102 . . » &
10132 3 Employes Area Ataki23 ° Ver 102 - - - o
= e = = e S -

12.Log View

An example to view operational logs is shown below:

Select [System] > [Log] > [Log]. click
below.

on the top right corner to access the Logs as shown in the figure

System Welomeadmin ()~ 7

Group Log
& Bookmarks» T Filters =

Z 7 9 0O =

User [P Address Action Time Action Content Type  Object Status  Describe
ad.. 17231110  2019-10-3116:2... Change Device ADWC191960... Succ... Area(1-»Area A)Timezone{8->»8B) Registration Device(0->0), Attendance Device(1-»1), Tra...
ad.. 17231110 2019-10-311 Login User admin Succ...
ad.. 17231110  2019-10- Login User admin Suce...
ad..  20274102.. 2019-10-3114d.. Delste Payroll Struct.. 2019-09-01,10... Succ...
ad.. 20274102.. 2019-10-3114d4.. Login User admin Suee..
ad.. 17231110 2019-10-311 Login User admin Succ...
ad.. 17231110 2018-10-31 11:5, Login User admin Succ...
ad.. 17231110  2019-10-31115.. Login User admin Succ.
Login User admin Succ..

ad.. 17231110 2019-10-31 11:0.

ad.. 2019-10-31 O« Resigned Scan... - Succ... Success: 0, Failed: 0

ad.. - 2019-10-31 00:0. Auto Export Auto Export 1mn Succ... Export: 0

ad.. 17231110 2019-10-302 Login User admin Succ...

ad.. 17231110 2019-10-3017:5 Approve Manual Log Manuallog ob... Succ.. Remarks=State=3

ad.. 17231110 2019-10-301 Add Schedule Schedule Succ...  None=]>End Date=2019-10-31,None=1,None=,None=False,Start Date=2019-10-01,No...
ad.. 172.31.1.10 2019-10-30 17:2. Login User admin Suce...

ad.. 17231110 2019-10-30 1. Login User admin Succ...

ad.. 172.31.1.10 2019-10-30 1411 Login User admin Succ...

ad.. 17231110 2019-10-30 09:4. Login User admin Succ...

ad.. - 2019-10-3000:0... Resigned Scan... - Succ...  Success: 0, Failed: 0

C 1mv < 135 4 > TouleeaRecods | 4 Paoe IR
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#Notes:
(1) The Logs interface displays only the operation logs of the current operation module.

(2) You can view all log records in Log under System module.
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Appendix 2 END-USER LICENSE AGREEMENT

Important Information - Please read carefully

This End-User License Agreement ("EULA") is a legal agreement between ZKTeco and you(either an individual
or a company)The Software product includes the Software application, associated media, printed materials,
and "online" or electronic documentation. By installing, copying, or using the Software Product, you agree to
accept the terms of this EULA. If you do not agree to the terms of this EULA, do not install or use the Software
Product.

SOFTWARE PRODUCT LICENSE

The Software Product is protected by copyright laws and international copyright agreements, as well as other
intellectual property laws and agreements. The Software Product is licensed and it cannot be sold by any third

party.
1. GRANT OF LICENSE. This EULA grants you the following rights:
Installation and Use. You may install the Software Product in an unlimited number of systems.

Replication and Distribution. You may distribute the software product to an unlimited number of systems;
provided that each copy shall be a true and complete copy, including all copyright and trade notices, and shall
be accompanied by a copy of this EULA. 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 destruct, decompile,
or disassemble the Software Product only to the extent that such activity is expressly permitted by applicable

law and notwithstanding this limitation.
Separation of Components.

The Software Product is licensed as a single product. Its components may not be separated for use on more

than one system.

Software Transfer.

You may permanently transfer all of your rights, provided the recipient agrees to the terms of this EULA.
Termination.

Without prejudice to any other rights, ZKTeco may terminate this EULA if you fail to comply with the terms and
conditions of this EULA. In such a case, you must destroy all copies of the Software Product and all of its

components.
Distribution.

The Software Product may not be sold or included in a product or package, which intends to receive benefits
from the inclusion of the Software Product. The Software Product may be included in any free or non-profit

packages or products.
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3. COPYRIGHT.

All copyrights of the Software Product(including but not limited to 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 ZKTeco. 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 and you can keep
the original solely for backup or archival purposes.

LIMITED WARRANTY
NO WARRANTIES.

ZKTeco expressly disclaims any warranty for the Software Product. The Software Product and any related
documentation being provided "as is" without warranty of any kind, either express or implied, including,
without limitation, the implied warranties of merchantability, fitness for a particular purpose, or no
infringement. The entire risk arising out of usage or performance of the Software Product remains with you.

NO LIABILITY FOR DAMAGES.

In no event ZKTeco will be liable for any damages (including but not limited to damages, loss of business
profits, business interruption, loss of business information, or any other pecuniary loss) arising out of the using
this product or inability to use this product, even if ZKTeco has advised of the possibility of such damages.

Acknowledgment of Agreement.
I have carefully read and understood this Agreement, ZKTeco CO,, LTD.'s Privacy Policy Statement.
If YOU ACCEPT the terms of this Agreement:

I acknowledge and understand that by accepting this agreement, | have to abide by the terms and conditions
to use the Software Product to ensure smooth function. | also acknowledge that ZKTeco can terminate the
License Agreement if | don't comply with the terms and conditions.

IF YOU DO NOT ACCEPT the terms of this Agreement.

| acknowledge and understand that by refusing to accept these terms, | 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.

ZK Building, Wuhe Road, Gangtou, Bantian, Buji Town,
Longgang District, Shenzhen China 518129

Tel: +86 755-89602345
Fax: +86 755-89602394

www.zkteco.com

Copyright@2019 ZKTECO CO.,, LTD. All rights reserved.
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