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About This Manual

This document introduces ZKAccess3.5 Attendance Management Model

operation instructions.
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1. Navigation

1. Navigation

Double click the [ZKAccess TimeSheet] shortcut on the desktop, it will show
the [Navigation] main interface as below:

Attendance Rule

- S@'\

2 €1 s &0
= Ny g - —
F Maintenance Timetables Shifts 5chedule Employee Schedule Report

r

Haliday Setting

Common operations and other important information in the system all displayed

there. Click any icon on the [Navigation], it will shown corresponding interface.

2. Employee Schedule

2.1 Maintenance Timetables

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

interface as below:
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Maintenance 0 ptions

l‘_"l Maintenance Timetables

m Maintenance Shift Schedule=
z Employee Schedule

¥ Holiday List
D Attendance Bule

Eg Vacation category

!’_‘) Database Optiom. ..

If you has not set the shift schedule while set the Timetable, the system will

auto-prompt you should go on shift scheduled management setting, shown as
following figure.

Sy=tem Information

Mo schedule

There iz no zhift schedule. Shift schedule was combined by
timetables, which are arayed repeatedly in certain period. Shift
zchedule iz prepared to azsigh to emplovess.

Do vou want to open the shift schdule window to add some
zhift schedules?

A. Click "Cancel" button, return main menu windows
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Shift Timetable Naintenance X

Timetable Name|

Workda

Or-duty Time| OH-duty Time| Beginning CAn| Ending C/In| Beginning C/0ut| Ending C/0ut| Color

l + 4dd “ « Post H XDe\elel

Timetable Name

O Duty Time

OFff Duty Time.

Late Time{Mins)
Leawve Early TimefMins]
Beainning In

Ending In

EBeainning Out

Endina Out

Count as Workday

Court as minutefminute|

Must Cln Must C/0ut

I Chonce the Display Color
2m >

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

& Attendance schedule wizard

Times for On/0ff duty

Setting the On 0K duty times in thiz organization,

(=30 duty in morning, O duty in afternoon
On duty time  [08:30 | OFf duty time | 17:30

() 0n duty and Off duty in moming and aftemoon

Setting the On/Off duty times in this organization, follow the guide to set Timetable

and shift schedule.

According to the company real condition, the method of on-duty and off-duty is

selected, is twice attendance (On duty in morning. Off duty in afternoon.), or is
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four times (On duty and Off duty in morning and afternoon.), input correspond
to on- duty and off-duty time, click "Cancel™ button, return main windows click

"Next" button to continue setting.

If chose twice attendance, click "Next" button to continue setting, the window is
following.

& Attendance schedule wizard

Clock InfOut

The time range of allowing emplopess clock indout,
Outside this range is invalid.

03:00 - 18:00

Start CAn 0700 |End CAn (12200 | Must CAn
Start C/0ut| 15:00 | End CAOut | 2359 | Must C/0ut

o) |

This windows may set the beginning times for C/In and C/Out, definite the time
range of clock-in(C/In) and clock-out(C/Out), and whether at this time employee
must be C/In and C/Out, if want to select this item, just put tick in the selection box,
also can set different option depending on different department and employee, click
"Next" the window is following:
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& Attendance schedule wizard

Att Rule
Set the attendance rules of the whole organization.

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

5 3

Hows many minutes before off duty time will be
counted as Leave Early?

5 3

On the window, set regard as coming lately time and regard as leaving early time,

click on "Next" button to enter next window.

€& Attendance schedule wizard

0K

Syztem will add a timetable named "Daytime" and a shift
schedule named "Mormal'.

And after that, you can assign this new shift schedule to
emplovees.

.ﬁ.ssign thiz zchedule shift to emplopees who has not
azzighed any schedule

DAssign thiz zhift schedule to every department as
default schedule

Click ""Finizh** to commit this operation.

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

Shift Timetable Naintenance 3

Timetable Name | On-duly Time | Off-culy Time_|Beginning CAn_|Ending CAn_|Beginning C/0ut__|Ending C/0ut
» 0300 1800 0530 0300 1800 2353 [ 4 am [ wron |[ x0ee |

Timetable Name |Daytime

On Duty Time | 0300

Off Duty Time | 18:00
Late Timedins] 5
Leave Early TimeiMins] 5

Beainnina In | 06:30

Ending n | 0300

Beginning Out | 1800

Endina Out | 2353
Count as Workday 1

Caunt a5 minutefminute] 0
[FMust Cln []Must C/0ut

I Chonce the Display Color
< >

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

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

hh:mm, which separately corresponds the hour, the minute.
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Delete: Selects the Timetable which has already existed, single-click "Delete"”

button to delete the Timetable which has been selected.

Save: Single-click "Save" to renew, when revised or add a Timetable, clicks this

button to save the Timetable setting information.
The field of meaning in Timetable settings

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

is coming late for 7 minutes, because he check-in time is over for 2 minute.

Leave Early Time (Mins): It is the same as Late Time, depend on the difference

between the clocking out time and the Off Duty Time.

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

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

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

Count as minute: The period of this Timetable will be recorded how long time in
the Report, may set it by user. For example: a Timetable's reality length is 9 hours,

may record it as 8 hours, also records in the Report this Timetable is 8 hours.

Must C/In and Must C/Out: According to the different post and the different
request may definite the Shift Timetable whether has to check out/in.
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Change the Display Color: May change each Shift Timetable color, used to
differentiate each different Shift. Just left-click the color with the mouse, the color
will be modified.

2.2 Management Shift Schedules

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

4 Shift Nanagement EI@E|

Shifts Shift Time Period

22 2224

< >

[ +an | e | Eed [ X Dere] [ addTime] | x E

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

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

Beginning Data: Application Beginning Date is in the form of yyyy-mm-dd, for
example, April the 26th, 2012 is recorded as 2012-04-26.

Cycle Num: Shift cycling periodicity = Cycle Num * Cycle Unit.

Cycle Unit: Cycle unit consist of day, week, months



2. Employee Schedule

Shift Management Tool Bar to add, cancel, modify shift. Under the status of

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

+ Add

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

Timetable will appear in the right side, then click "M]" button, following

window will pop up:

Add Shift Time Period 3]

Sedect thit category for the bme panod Select dabe for adding ihes pancd
Db 09 00-15000) |+ Mpnday
am{(R00-1200| v Tumadey
pomi14:00-18:00) | v Wednesday
Naghtf 20 D0-06: 00) | Thussdey
¥ Frday
v Satudey
v Sundayp

] Rieeond thes time perod s OT

OT mrutos 0 al

vo ] (e

Select a Timetable which has been setup in down-drag menu, add shift Timetable

directly. Which day are you on duty, you make a mark "I¥" on the day you selected.
At same time sign the day as over time or not, then click "OK" button to save setup,

click on "Cancel" button to give up the action.

Delete Shift: Choose a Shift that want to be deleted, click l X Delete | button to delete.
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Edit: Choose a Shift that want to be edited, click E to edit.

Delete Time Period: Click on I X Delete ] button, selected Time Period will be deleted.

Save: After a Shift has been edited or added, click "_¥" 9% J* button to save related

information.

2.3 Employee Schedule

If employee has not been scheduled, then at finally system is unable to statistic the

Time Attendance records, if a employee did not belong to shift the system  will be

unable to distinguish his Time Attendance record which was goes to work or gets off

work, and fail to count his Time Attendance.

After setting the Timetable and the Shift Management, Select Maintenance/Options menu,

click "Employee Schedule", open the window of Schedule Employee's AC Here, you can

maintain data related to employee's shifts.

# Scheduls Fmplayes’s AC EBE
Dirqurtmen [ CI0sscn Rupedt €15 Aceange Shits B & - x
i Compary | Cuseri Shit Shil Dstdin &
ACHo Nasne
| Schedse | SwnDain | ErdOan | Tonpste | swtsn | Endbae | G
T 0 r "
7 |u Lucy Neemal V00 12311258 R R
] Dave Nomal 12000 122888 rnme w1
4w Nancy Neanal V100 12317290 rN0 s
§ |ar Mark Mamal 1772000 12n/re r 11030 T 1
=
3 »
Time Nange

From | 5 12N0 % To [0/ Va2 %

1 2 3 4 5 L3
0501 Sat
0502 S
U503 Mon
0504 Tue
0505 Wed
0508 Thu
807 Fa
0 5t
05403 Sun
510 Men
0511 Tue
(512 wied
0513 Tha

7 8

2 x

17 18 183 20 2

[ Tempooey Shits
12 13 W 15 .

i

v - u

L] mw n 2 B HA

e

Left side of the page demonstrates that shift schedule depending on the department.

Click department name with mouse, can show all employees and its Shift Schedule

10



2. Employee Schedule

in the right side employee module.
1. Assign Employee Shift by department

According to the different department's characteristic to assign employee shift,

Single-click Department Schedule button Q on the left angle, the following

dialog box appears

Department schedule FE

Default schedule
Select a defualt schedule for a new employes
while he waz registered:

r-.;ma\ S |

May used schedules

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

w| Momal
vl bl
vl .M

| Night
w| Empty

(o] [xe ]

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

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

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

11
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employee who needs to be assigned to shift ,then click Arrange Employee's shifts button

& twange Shits . the following interface appears:

Employee attendance options [ Ann )

Clock Iy Clock Out [¥] Auto-assign timetable

{=JBy timetable {=)By Timetable

O Must Cin O Must C/0ut Least time for Auto-azsign;

Odlows rs O llowm s C/0u Vo2 ey 0 Flkour
[¥] &ttendance Active Count OT Used timetable: + =
Holiday Registry for OT
Azzigned schedules list & ==

Start Date  [End Date | Shift Schedul&l

1/1/2000  12/31/28533 Nomal

" 0K I l X Cancel

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

Attendance Active: Refers whether Time Attendance is effective or not, after
choosing this item, according to the Time Attendance rule and the shift schedule,
total of Time Attendance record is available, otherwise, this employee will not
participate in Time Attendance, whose records regard as normal work. For example
some leaders do not need to count the Time Attendance for normally go to work.
Count OT: After choosing this item, ability to calculate this employee's working
overtime.

Holiday: After choosing this item, this time the employee who has been assigned
shift will rest in the holiday, if he/she will go to work, his/her record will regard as
working overtime, otherwise, this time the employee who has been assigned shift

12



2. Employee Schedule

have to go to work in the holiday, if he/she does not go to work, his/her record will
regard as absence from work without an excuse records.

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

In current arrange shift under the option to be allowed to examine this employee's

9

entire shift, may add and delete change employee's shift. Click " " add key,

the following interface appear:

« Arrange Employee's Shifts
Shifts Shift Tirme Period

3 1011 121314151617 181920 21 22 224

[ame |Beginning Date| Cycle Num| Cycls | . i
8/1/2011 4 Doy

1234
T
Dyz | || ]|
AN
L
L

8rs2011 Day 3
1141500 1 W Day 4
81172011 4 [ Day &

—
—
1
— =

< >
Time Range

From | 8/13/201 v To | 8/20/201 v [ W 0K l [ anncell

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

While an employee shift in Normal work hours, you can add a lot of item of
schedule. E.G.:

Starting date stopping date shift

13
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03-3-1 03-5-30 springs
03-6-1 03-9-1 summers

3. Auto- assign timetable

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

auto-assigning employee shift, the following interface appears:

Employee attendance options { Ann J

clockin Gty [#] Busto-assign timetable
By timetable By Timetable ;
(D Must Con () Must CA0uE east time for Auto-assign:

) ows s (o na /0Lt L ISR )
[¥]Attendance Active Count OT Used timetable: A2 b
Holiday Registry for 0T
Agsigned schedules list E

Start Date |EndDate  |Shift Schedule| ~

12/31/2333 | Marmal
011 [Might

o O I [ X Carcel

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

Least time for Auto-assign: Choose the least time for auto-assign, the least time for

14




2. Employee Schedule

auto-assign employee shifts refer to after you have set the time, for instance 1 day,
the system only could not carry on the judgment by the shift Time Period until the
time which the employee has not arranged in groups is more than 1 day, otherwise
did not judge. Used timetable: This employee possibly shift Timetable, single-click

wo button, the choice shift Timetable appears, these shift Timetable are the

name list of the set shift which have already been set in shift management. Interface
as follows

Employee attendance options { Ann )

C.Iock Iry 23ck Out [#] &wito-azzign timetable
() By tirnetable (%) By Tirmetable : "
) Must Cn ) Must /00t LeasAt time for Auto-asilgn.

O #llow no T O Alows ra /Ot T 2 pats) 0 EHouts)
Attendance Active Count OT Used timetable: L =_—
[#]Holiday [¥]Registry for OT Daytime

am
Agsigned schedules list ki i o
Start Date  |End Date | Shift Schedule|

Hight

2000-01-01 | 2333123 Homal

[ ik | [ % cancel |

Left-click shift names that select from display shift name list add selected shift. If

want to cancel shift where there are used period of time, first define period of time,

clickon" — " button, it will be canceled. Show below:

15
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Emaployee attendance options ( Ann )

[#] Atterdance Active
Holiday

Count OT
Fiegistry for OT

Aszsigned schedules list

Stat Date |EndDate | Shift Scheduls|
20000101 29981231 | Normal

Clock [rr Clock Out

By timetable By Timetable
(O Must CAn (O Must C/Ou

O allow no CAn (O allow no CAOu

X

[#] Auto-azsign timetable

Least time for Auto-assign:

1 ﬂ Drayz] 0 ﬂHour[s]
gal=]
Ete selected

Uszed timetable:

(=]

[ ik | [ % cancel |

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

attendance setting label
4. Employee temporary shifts

If one (or several) employee needs to change his/her work hours temporarily, his/her

shift can be arranged temporarily. Select employee, if you want to select a lot of

employees, can hold down "Ctrl" key, simultaneously click employee or use all

choice button, click Employee temporary arrangement button

.. Temporam Shifts o

pop up dialog box, window is following:

Attendance Management Program

N

¥ou selected 2 employveels): Dan, Edison.
Arrange tempoarary scheduler For them From Sf13/2011 to §/20/2011 ¢

|| concel

Click "OK" button, enter temporary schedule, click "Cancel" button, return Schedule

Employee's AC window. First definite

schedule hour, then click on Add Time Period

16



2. Employee Schedule

button " ¥ ", popup the following window:

Add Shift Time Period

Select shift category far thiz time period: Select date for adding this period:
O aptime(09:00-18:00) wilE-13 548t
a.m(03:00-12:00) v 08-14 Sun
por(14:00-18:00) v 08-15 Mon
Might[20:00-06:00) v 08-16 Tue

v 0817 wed
v 0818 Thu
v 0819 Fii
| 08-20 Sat

[CIRecaord this time period as OT

OT minutes: 0 ﬂ

l " 0K ] l X Cancel

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

17
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4 Schadule Emplayes’s AC
Depaitrant ¥ Emplwes [Cebesion Repert [+ v X
& Compory | Cuanend St | Shit Defdion. A
AL No. Name
| schedie | sesDae | rdowe | Temoshin | ssnbme | Endpwe [ox
4 Ly Hoimal 1/1/2000 123/ r 1171500 121307200 1
44 Lucy Noiral 17172000 12021257 r 1411900 127317200 1
4 |84 Newy Hotnal 17/200 2avern r 11500 12070
5 |a7 Mk Hournal 1472000 12meen r 1A.A800 1030/ .
< >
Time Fange
Fum | 5 12010 % Ta |10 12012 [T (B |[7] ¢« - B
1] 1 2 ) 4 5 17 7 2 a 10 1 12 13 14 15 16 17 10 14 0 2 22 23 ua
050158 T —
V02 S | 1Y L T T—
500 Mo | T I ———————— | 1] U —
U0 e | 1Y ) L ——
0505 et | 1) [ — ] O ——
L 1] 1 5 ] T
U507 T e L
05025 | 111 L
0509 G | 1] T
510 Hon | 1 5 ] L
611 Tu- | T [ — ] T —
U512 el | i1 e — L —
0513 Th | T S ]
e i

Before saving this Temporary Shift, be allowed to select the Time Period, press "=

]
" key to delete it, Press " E button to delete all Time Periods, click 1 save

button to save it. If this temporary shift you add have been saved, press wal

button to cancel temporary shifts during this period.

5. Shift schedule regularly change

There shift schedule regularly change that exist in most company, how to arrange the
shift schedule regularly change, To handle various Shift schedule regularly change is
a software's strong function.

Here ,illustrate change shift method with four shifts three times change a week,
example ,there are A, B, C, D four shifts, working hours schedule are divided into,
a.m shift, p.m shift, night shift, three Timetable, the application beginning date is 1.
As before instruction finish the operation, the following window appear



2. Employee Schedule

Shift Timetable Naintenance

EndraC/OuColr  [Wor&

1300

1500 Timetable Name | Night
07.00 = On Duty Time | 2000
01 Duty Tire | 06.00

Late Time(pins] 5

LeaveEaly TimelMins] 5

Beainning In | 1900

EndingIn 2000

Beanning Out | 0600

Ending Out | 07:00

Count a3 Wotkday 1

[ # 20 |[ Pot |[ X Delete |

Count a5 minute{minute| o

[#IMust CAn  [Fhust C/0ut

~ M Chence the Disclay Coior

Employee working hours schedule list:
Date shift | a.m shift p.m shift Night shift Have rest
1 A B C D
2 D A B C
3 C D A B
4 B C D A
5 A B C D
6 D A B C
7 C D A B

From schedule list, the regular are fund, cycle of all employee work hour is four day.
so, A, B, C, D four shifts' s four day working hours are divided into four shifts.
Other shift follows the instruction.

19
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< Shift Management |Z”E|E|

Shits Shit Time Period

Name [Beginring Date[ Cycls Num|Cycle |~ 7.8 9101112131415 1617 181920 21 22 2:24

[ Emnte 8172011 41 [T ] .

M ] 41 L ] ] o

’ i 4 CE T ] eo—"

Normal 1411300 1w LT mo—

FM 8172011 4 1 NN ENENEEEEE
o

<) 2

[ 480 | v seve | @edt | X vette ] [+ adatime | x

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

2.4 Attendance Rule

All attendance computation of statistical comply with attendance rule,

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

window will popup:

20



2. Employee Schedule

Formulate attendance checking rule

%)

B azic zettings | Calculation | Statistic tems | Weekend Set

Unit name | OUR COMPANY

Abbreviation OUR COMPANY Shift expands bwo daps
From |[Monday + | start & week {315t day shit

" Znd day shift
From |1 j start a month &Il et

The longest time zone under B&0 ﬂ it

The shortest ime zone exceed | 120 ﬂ itz

Least minutes af shift interval |3 ﬂ ming
Out State OT State
Olgnore the state (O lanore the state
Os Out ()45 0T directly
{4 Business Out
(& it it (&) Audit it
l o OK ] l X Cancel l

This interface consists of four pagination pages;

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

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

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

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

the system will determine record as invalid.

21
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E.g. an interval of five minute, there is valid record at 8:10, so, among 8:10 between
8:15 records are invalid, it is valid record only after 8:15.
Out state:
There are four methods to be selected to handle leaving status:
Ignore the state: This status is ignored while attendance statistic to handle.
As Out: This out status is signed Normal out.
As Business Out: This status is sided on business out.
Audit it: make verification for record by hand, examine employee whether go out.

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

administrator allowing and count over time, three status.
Ignore the state: attendance statistic does not count over time;
As OT directly: Over time does not need to be examined, count it directly:

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

employees have over time.

Examine operation (Audit it) is sub-item which attendance exception require and

record list other exception require.

2. Click Calculation pagination, calculation window appear, show as below:
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2. Employee Schedule

Formulate attendance checking rule

B azic zettings || Calculation | Statistic items || Weekend Set

One workday as | 420 minz

Clock-in aver |10 ming count as late

L1

Clock-out aver |5 »| mins count as early
[«]If ho clock in, count a3 Late v | |BD ﬂ it
[¥1If ha clock out, count as | Early Leay v | |80 ﬂ minz
[z late exceed 100 5| minutes, count as absent.

[&s early leave excesd 100 5| minutes, count as absent.

| ok || X Cancel |

You need to set that the work hour account by minutes; this value should be the

same with on-duty hour, because statistics result correct depends on this value.

In the step, how many minutes will be recorded as coming late after expire on-duty
time, how many minute will be recorded as leaving early before near off-duty, the
definition of time period must be the same with time period of the maintenance

setup, otherwise the statistics result is Not correct.
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For the clock-in record, how many minute means coming late of neglect work, for
the clock-out record, how many minute means leaving early or neglect work.

If you're coming late or leaving early is over to definite minutes, there will be regard

as absent work

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

X

Formulate attendance checking rule

Basic settings | Calculation | Statistic items | Weekend Set

Ma Cn an Leaving Post o
Statiztical e

in. unit R ound-off control
Im (IR ound down
- (%) Round off
Workda, + (JJRound up

[(ace. by times [(]Group by time periods
Round at Acc.

Symbal in repart

| ok || X cancel |

You can set statistical rules and symbols for employee leave on business, coming
late and leaving early, etc, on the pagination label.
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Freely over time (FOT): Over time work is not registered in schedule, employee

attendance is regard as freely overtime.

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

accuracy of the calculation.

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

clock-in and clock-out item.

Acc. by times: Only count the times, how many times are to display on the record

list, No time record.

Round up: when the statistic data have point, the system will make after point
figure to carry upward as 1. For stance, the min unit is 1-work hours, so that the
calculation result of 1.1and 1.9-work hour will be record 2-work hour.

Round off: If the left value which after point figure excess 5, the value add 1,

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

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

work hours.

4. Click the Weekend Set tab and the tab page appears as below.
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Formulate attendance checking rule

B azic zettings | Calculation | Statiztic itemg | weekend Set

zelect the date as weekend

[J5unday
[IManday
[]Tuesday
[Jwednesday
[T hursday
[CIFriday
[]5aturday

[iwfeekend count 23 0T

W Wwieekend symbolz in the repaorts

- ‘Weekend colaor in the reports

| ok | [ X cancel |

X

Set the date of weekend (for instance, the weekends of different countries are

different) and the weekend display symbols and color in the reports according to

actual requirements.

Attendance calculation

The Attendance calculation page is the most frequently used page. It can calculate

the attendance data under a specified clock in/out rule and generate the attendance

situation into a report for view and settlement.
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Des:[OUR COMPANY = e I Cocuidate ]
Fom 120 =]
P ] vo [ s] DA | 0 Eatdns| I Rt Drsgre
Son
I Depariwer [~ Userfium [~ Hame [ Tme [ Decend

Cleck i | | weaptien | OTRepons | |

[ACHo [Ho [Nawe  [Dde Oy [OWely  [Chochin [Cloch Ok [Work Teve [Before 0T [Aller 0T [NDays OT [WeshErd OT[Hobdey OT [TohdOT  [Mems -
L] 1 AT 130 RN A% W3 2m D e
Lz z I TR0 0RO TN 026 120 m% o M WO 0T

2 2 WA BN RW WX G® 120 mE 0% ME WO 0T
P 3 A 130 RN X% X 1200 nx  0x X WD 0T
e :] AN RN 0RO X 0% 120 mx o M KO 0T
s 4 120501 0830 (L TR 1200 o 0% G5 WD 0T
[]e 4 12z mn 70 wx 134 1200 o:56 056 n:56 KDays_OT
e 4 AN EEN TE W% m 12w M s M KO 07
s 4 RN 083 (L I T 1200 o s M5 WDwe 0T
L4 4 1270 X 1730 % 1326 1200 m:ss 056 m:se Ko 0T
e 4 RN BA VEH @E BE 12w mE 0% Mm% WO 07
s 5 N 0 (L I F T 1200 o oS OISR WD 0T
(s A I T T - T - T ) I E ] M5 WOap 07
s 5 125011 0830 (L TR 1200 o 0% G5 WD 0T
L5 ] 128201 kX 170 "% 122% 1200 n:s% 01:56 n:5% KDaye 0T

o 5 T T - S - TP o s M KOap 07
P - 1ZRAN1 083 7 w% 1375 1200 .5 015 0.5 Wm0 |
al | 3

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

items are selected fields.
2.5 Holidays Maintenances

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

Holiday List sub-item under Maintenance/Options menu, opens the Holiday List
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maintenance window, show as below:

EEX

€ Holiday Maintenance

Haliday Marme Haliday Time |H|3Ii|:|a5I Length|
b_

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

through maintenance tool column.

Add: Click "_¥_~ button, a blank which is used to add information appears in

the holiday list module. Input the Holiday Name, the Holiday Time, and the
Holiday Length into the corresponding blank. Following figure:
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2. Employee Schedule

Holiday Tirme |Holiday Length|
14142011 D ay

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

After correctly input the information that wants to be added, click " ¥ I button to

save this information.

Delete: Click " = I button to delete the holiday information which does not need

to use.

Edit: When need to adjust to the holiday time which has been added, may click

E button, to edit holiday information. Then click " ¥ I button to save the
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information which has been edited.

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

form for this employee freely working overtime.

2.6 Leave Setting

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

"Leaving Class" in down-drag menu, following window pop up.

Establish Normal Leave Class

[ S B R S
_ Leave Class Mame:
Wacation Sick
Other
Statiztical rule
Pin. Lt Found-off contral
10 s (D Round dovn
= 4 Round off
[Hour v () Round up
[Jace. by times
Fiound at Acc.
Syrnbol in report B Count ta leave
-

The system provides three kinds of ordinary default leave: Sick, Vacation, Other,
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2. Employee Schedule

they can be deleted and edited. Click " *  button to add the new common kind of
leave.

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

While this process, the information which needs to add as follows:

Leave Class Name: A name which takes for this kind of leave.

Statistical rule: The certain rule in the Time Attendance report for counting the leave.
The kind of leave statistics rule: Min-unit, Round off control, Acc. By times, Round
at Acc.

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

The Round-off control refers to if the hour of the leaves is not integer in the
attendance report while we calculate Time Attendance record , in order to get
convenience in the computation of the Time Attendance statistics, provides with one
computing mode. Round up, round off, Round down.

Acc. by times refers to this leaves statistics way in the Time Attendance report: The
employee asks for leave in a period of time by the number of times which asking for
leave takes the computing mode. If chooses this option, then the computation of the
Time Attendance calculation does not comply with min-unit and the round control in
the statistical rule. Shown as following figure
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Establish Normal | eave Class

M A4 e ke = X

Sick | Leave Class Name;
Wacation Other

Other

Statistical rule

=

Mir. unit Round-off control

Syrnbiol in repart 5 Count to leave

Round at Acc is to accumulate all time of this project and converts it into the

corresponding statistical unit, then depending on the smallest unit to setup the

method for rounding off.

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

report while print report.

Count to leave refers whether set this leaves for asks for leave. Attention, if put tick

in this option, then the date of asking for leave which is newly added will statistic as

the asking for leave in the this leave computation of Time Attendance report.

Deletion: Be allowed to delete a leaves. Selects a leave name which needs to be

deleted, click " == " button to delete it.

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

modify the leave in the right side frame.
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3. Handle Attendance

3.1 Employee Leaving on Business / Asking for Leave

When an employee business trip or ask for leave are unable to attend Normal
attendance, in order to ensure end statistic result is correct, it is required that utilize
the function to set. Click "Employee leaving on business/Asking for leave"

command on menu, the window is following:

€ Employee Leaving on Business/Asking for Leave Setup g@gl
Time Range: s 4
Dep | OUR COMPANY - [1Desian Repart

From | B¢ 1/2006 v

Wi Iucy,Ii\y,Ian,lulu,qiqi,wave,eve,;ﬂ To | 5 12008 ~

5 -
[N Dl Sigk Vaation . O X x

Query Add 3atchDelet
_|4C Mo, [Name ~ 01 2 3 4 K B 7 & 9 1011 12 13 14 15 16 17 18 19 20 21 22 2324
T s wotwen [ T 11 11T T I T I I T I T T I T ]]
mE Ann
n Anna
| abel
18 Nana
N ER
M win
|z Pk
2 Weil
5 ca
16 Dan
7 Edison
iz e
H ER
L4

Fieason

Day View | List Wiew

The option page of Employee Leaving on Business/Asking for leave may be divided into
two pages that are the Day View and List View. The situation of Employee Leaving on
Business/Asking for leave is able to be set in the Day View pagination.

Department: Through this drag-down box user can examine and to choose each department,
the default department in the system is the main corporation.

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

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

Leaves view: Through the view all leaves name which exist this system will be
shown. Double-click name of leaves, may choose the color to distinguish the leaves.
Time Range: Is same with the majority module in beginning and ending time, all is
used to determine some Time Period, provide user with convenient to inquiry.
Report: Determined beginning and ending time, click this button to produce the
employee business trip /asking for leave data sheet which display by the report.

T = MR X

Business Leave/AfL List OUR COMPANY

2010-10-11 - 2011-05-43

EEera [ataksta [timeLeng[Aani [6-6a
ey 1

1752011 20500 AN [1ior20 T TS8O0 2154 [pdtar [ffrair
1782011 SIDETSTE LT 2358 [Afiair |aiair
1172011 THEZOTT T2 1735 [adtair [aic

5172011 *:",‘ Db 2358 |vacalion My Day
5r22011 B e 2350 [Vacalion  |May Day
57372011 SelbEailag 2388 [vacallon  |vay Day
Carl 16

5172011 R AT = 2358 [Vacallon  [May Day
6722011 |gfg,l ARG ZEEEEMB]IUH [May Dy
r: T T I

2011 2358 [Vacation  [May Day

Edison 17
[ara0t |9’!"bl SRS Bt 1355%5531«“, Mty Day

7301 1 ISk e ) 2350 [vacation  |MayDay
32041 PRI TR 2359 [Vacalion _|nay Day
Finky 7
Pogetnl | | el

Export: Export the related record of all asking for leave in period of time into a
folder by the text or the list, for detailed operation, please sees also 3.6 Export Data.
Inquiry: This inquiry way is to demonstrate the record of all employees asking for
leave by the list in period of time, this function link with "List" page label, when
click this button, system will automatically jump to the page label, display the record
of asking for leave by list. Shown as follow:
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4 Employee Leaving on Business/Asking for Leave Setup

Time Fange —
Dep.:| OUR COMPANY - Fiepart []Design Report
From 10411520010~
Name:| <Al> = To | sns2om v
¢ D x X
Query  Add JatchDelet
Name AC-No Start Time End Time |Leave Class ‘Hason -
P lucy 1 11-01-05 02:05 11-01-06 2353 Aftair Affair
ey 1 11-01-06 00:00 11-01-06 23:59 Aftair Affair
] lucy 1 11-01-07 00:00 11-M-07 11:25 Affair Affair
: lucy 1 11-05-071 00:00 11-08-01 23:59 ‘acation May Day
lucy 1 11-05-02 00:00 11-05-02 2353 acation May Day
B lucy i 11-05-03 00:00 11-05-03 2353 Wacation May Day
: Carl 15 11-05-07 00:00 11-08-01 23:59 ‘acation May Day
Carl 15 11-05-02 00:00 11-05-02 2359 Wacation Map Dap
| Can 15 11-05-03 00:00 11-05-03 2353 Wacation May Day
[l Edizon 17 11-05-07 00:00 11-05-01 23:59 ‘Wacation May Day
| Edison 17 11-05-02 00:00 11-05-02 2353 Wacation May Day
: Edison 17 11-05-03 00:00 11-05-03 23639 Wacation May Day
Pinky pal 11-05-01 00:00 11-05-01 2359 ‘Wacation Map Day
] Pinky 21 11-05-02 00:00 11-05-02 2353 Wacation May Day
: Finly 21 11-05-03 00:00 11-05-03 23.59 ‘acation May Day
_|An 9 11-05-11 05:.00 11-05-11 2359 Sick Sick =
< >
Dy Wiew | List View

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

methods to add leaving on business or asking leave

1) One way: After selecting departments, employee and date/time, left-click on the

box of Select Set Asking-for-leave Time, and hold, drag to draw a time period bar,

and then loosen the left button of the mouse, and the following dialog box of Select

Leave Types will pop:
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< Add the Item of Leaving on Busin... _

1 Iucy ]

Time Range
From | 1/ 52011+ | | 02:058 —=—
Tao | 14 72011 % |11:28 =

Pleaze choose the leave upe:

| Affair v
Reazon
Affair

’ fEIK ” x Canicel ]

Choose leave type as Affair from the selected style box, type reason in the cause box,
or not to do, click "OK" button to save adding leave, click "Cancel" button to cancel
all action, after, the window is following.
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< Employee Leaving on Business/Asking for Leave Setup

Time Range — )
Der..| OUR COMPANY = []Design Report
17 622011

From b
Name: b El P B
- =} X x

BN i Gk Vagaio Quey | Add | Edt  Dele 3otchDekl

AL No. [Name D 1 2 3 4 5 6 7 8 9 1011 12 13 14 15 16 17 18 19 20 21 22 7324
3 N-05wed | | [iZm

e ____ 7=

007k [ || | | | ]

IR0 e e A o

EEETE R [ | [ [

maowon | [ [ [ [ L L]

Reason: |Affair

| Dy View | List View

0O
2) Another Way : Click "_244 " putton from tools column, determine Time Range,

choose the leave type, and input Reason in the reason box, click "OK" button to save,

or click "Cancel" button to abandon the operation, the pop-up window is following:
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€ Add the ltem of Leaving on Busin... E|

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

Time Range
From | B/ 172011 % 0000 —=—
To | B 322011 = 2259 —=—

Pleaze choose the leave upe:
i e
| W acation w

Feazon

hday Dray

| ok || X cancel |

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

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

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

double-left-click or click "Edt" button on the setup window. The following dialog

box will appear.
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& Add the Item of Leaving on Busin... rg|

17 [ Edizon |

Time R ange
From | 5/ 2/20011 s 0000 ==
To | & 2/2011 = | 2359 —=—

Pleaze choose the leave type:

I W acation w

Reazon

| bdap Day

Lo JLx

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

window appears as before way

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

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

o [Gjziz011] - [5/2)2011 11:59:00 Pr]
o Vacation
May Day

Do wou wank ko delete this item?

Click "Yes" button to delete this item, or click "No" button to abandon the action; or
you can left-click on the "Asking-for-leave™" bar, which wants to cancel, then click
"Del" key on the keyboard to delete.

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

When you add leaving on business time period, and if this time period overlap exited
time period, the following caution box will appear

Attendance Management Program

@ You can't add/madify khis ikem of Asking Far Leavingf/Leaving on Business:

Mew Time Period will overlap with existing time of Asking For Leavef/Leaving on Business!

Click "OK" button, the operation is invalid.

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

Handle Employee's Forgetting to Clock In

If one employee forgets to check in due for some cause, this function of Forgetting
to Clock In can be used to add a clock-in record. Click "Forgetting to Clock

In/Out" under the menu of Attendance, and the following dialog box will pop-up:

Forgot Clock-infout F§|

Department: Employee: w X

‘when part or all of emplaves from ane

{2 OUR COMPANY AC No. Name department forgat Clock-in/out with reazons.
emplovee's clock-infclock-out time can be
i FAE loyee's clock-in/clock: i b
& Finacial added. and the changes can be searched
by using <Modify Lags from Employes
£ Human Resources 1 Abel Altendance Records Search Module

£ Maintenance
¥ Management
¥ Sales

Press Cil to select multi- rows

State:i C/n I~

Add record time:

wday

Machine Mum |1

@ B [ Das | [ Xoes |

You first select department and employee, and choose the record style you add, Set
record the date and time, click "Add" button to add a new clock-in record

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

another one, or the clock-out time has been changed.

Click the close button a to close this dialog box and return to the main menu.
There are many select statuses of not only clock-in and clock-out, but also other
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option in select box. The type of choice box is allowed to choose the condition that
not only has clocking in and clocking out, but also includes other options, if had to
operate other types only to need to choose the different type, other types step of

operation and handle the employee forget checking

be same, interface as follows:

Forgot Clock-infout

¥ Maintenance
¥ Management
¥ Sales

Department: Employee: W X
{1 OUR COMPANY AC Mo Mame

¥ FAE

¥ Finacial

2 Human Resources 1 bl

‘when part or all of emplayes from ane
department fargat Clock-indout with reasans,
employee's clock-indclock-out time can be
added, and the changes can be searched
by uzing <Modify Log from Employes
Attendance Records Search Module.

Fress Chil to select multi- roves

State:! Cdn | ™
[idd e fal
1dq -
OverTime Out
Maci
Open for Out b
[ o add ] [ X Close ]

the sequence of operation to

If need to handle all employees to forget clocking-in, click Select All button " v

shown as following figure:

Forgot Clock-infout
Departmer Employee§elect ALE— (W)(X
{1 OUR COMPANY AL Mo Mame

3 FAE

£ Finacial 10 Arna

¥ Human Resources 1 abel

£ Maintenance
¥ Management
¥ Sales

elect all

‘when part or all of emplayes from ane
department fargat Clock-indout with reasons,
employee's clock-in/clock-out time can be
added, and the changes can be searched
by using <Modify Log: from Employee
Attendance Records Search Module.

Press Chl to select multi- rows

State:| C/in v

Add record time:

way . August w1830 =1

Machine Num |1

T

3
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Press Unselect button " X ", the cursor to return to the previous condition before
clicks Select All with mouse. If there are lot of employee, this module has provided

with the function to inquiry to the employee, the operating procedure is in the
employee view directly input employee's register number, the name, the name
Pinyin as well as the name Pinyin first letter, press the "Enter" key or left click

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

Pinyin first letter method inquiry, shown as following figure:

Forgot Clock-infout g‘
Department: Employee: w X
‘when part or all of employee fram one
2 DUR COMPANY ‘AE Na |Name A department forgot Clack-indout with reasons,
i FAE ] Ann employes's clock-in/clock-out time can be
Finacial s added, and the changes can be searched
g TR > by uzing <Modify Logz from Employes
% 1Al Abel Attendance Records Search Module.
i Maintenance Press Chl to select multi- rows

¥ Management
£ Sales

_ State: ‘ Cdn v |

Add record time:

day . August v 1830 —

Machine Num |1

<m > [ o sdd ] [xglusel

Operation Successful

The goal which after press the enter key or the left key click on inquiry symbol
- appears must search.

Handle Employee's Forgetting to Clock Out

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

See up part.
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3.3 Coming Late /Leaving Early Collectively

1. Coming late collectively

If part or the entire employees of one department come late, this function can be
used to modify employee clock-in time, click "Coming late collectively” on the

down drag of Attendance menu, and the following dialog box will pop up:

Handle Coming Late/l eaving Early collectively PE|
Department: Employee: W X
When part or all of employee from one
i3 OUR COMPANY AC No. Hame 5 department come late or leave early with
B FAE reazanz, employee's clock-indclock-out

¥ Finacial
& Human Resources
{1 Maintenance

lime can be changed. and the changes
can be searched by using <Modify Logs
fram Employee Attendance Recaords

¥ Management (%) Corning late () Leaving early

i Sales Meglect Clock-in record
From | nday . | B0000 =
To v | 3450045

Clack-in time after modification
s B00:004h=—

< 5 [ o 0K ] [xCancell

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

unselect all button " " to call off all selected employee.

Selected style consists of "Coming late" or "Leaving early", when you select, only

lift-click on item you select.

Neglect clock-in record means to neglect selected employee all clock-in record
during the time period is defined by the From time box and the To time box.
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Clock-in time after modification means the time of the clock-in records to be adds
in.

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

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

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

collectively.
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4. Search/ Print

4.1 Attendance Record

This module is used to inquiry all employee attendance record which is downloads
from the device, the computation of all attendance statistical bases on this record.
Click "Attendance Record" sub-item on the main window of "Search/Print" and the

following window will pop up

4 Search Employee’s Attendance Checking Record D@E}

Conditior

. [ouRcomeany = 1) I you want add, ed ai checking's original records, pl
Dep.. |OUR COMPANY & Advancer the functions of “Forgetting to clock n/out”, " Coming Late/Leaving E aily
Hame: | <All> = Callectively”’, or “Handle Aftendance Checking Records In Advance”.
Time Range In Out
Fom [10mz200 v [oeoo | B DlDesignRepot G iy Status Support simple cak:
To [ ansnort v 2359 = Bh o Modiy Log [ Display Workcode [#] Display Mull Records
o [CDiplay Image [T 0nly Display Mul

Primary Logs | Simple Cale

§ —

1. Search

1) Only search attendance record

Department: Display all departments in this unit.

Employee: Display all employees in this unit; through drag-down box choice needs
to inquire sub-item.

Time Range: Determine time scope that needs to inquire.
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Search: Choose the department, employee, and determine the time range, then
single-click "Search" button, the result in lower part the window to show the
employee's of your choice attendance record in period of time will display in result

box in low side of windows.

& Search Employee's Attendance Checking Record = 8]
Condition
OUR COMPANY = 1) IFyou want add, edit attendance checking's riginal recards, please use
Deze £ Advanced Expart Q the functions of 'Forgetting to clock infowt”, "Coming Late/Leaving E ally
Name: | <All> | Collectively”, or “"Handle Attendance Checking Fecords In Advance.
Time Range- n s
Fon 107120001000 CIDen Rt ity St Dlsupon s e
To | 91972011 v |2359 = B Evpott Mody L [[IDisplay Workeade ! i
(oo [ o ] Clomrves 2
| Primary Logs § § § B i
Department jName |Nn‘ |Dal=p‘T\m= |Ln:aﬁmID 1D Nurnber \Vunlyl:c &l
H|OUR COMPANY lucy 1 7/22/2011 31358 PM 1 Passwor -
_|OUR COMPANY lucy 1 772272011 31410PM 1 Passwor
__|DUR COMPaNY lucy 1 7/22/2011 31426 PM 1 Passwor
_|ouR comPany lucy 1 7/22/2011 31427 PM 1 Passwor
_|ouR company lucy 1 772242011 314:32PK 1 Passwor
_|OUR COMPANY lucy 1 7/22/2011 31437 PM 1 Passwor
_|ouR company lucy 1 /2242001 31441 PH 1 Passwor
__|our company lucy 1 /2242011 31455PM 1 Passwor
_|OUR COMPANY lucy 1 7/22/2011 32334 PM 1 Passwor
_|DUR COMPANY lucy 1 7/22/2011 32336 PH 1 Passwor
_|DUR COMPANY lucy 1 /2202011 412,40PM 1 Passwor
_|ouR company lucy 1 7/22/2011 41241 PH 1 Passwor
_|our company lucy 1 7/22/2011 £:1252PH 1 Passwor
__|OUR COMPANY lucy 1 7/22/2011 41454 PM 1 Passwor
_|OUR COMPANY lucy 1 7/22/2011 £1459PH 1 Passwor
_|our company lucy 1 7/2202011 £15.02PM |1 Passwor
_|DUR COMPANY lucy 1 7/22/2011 41504 PM 1 Passwor
v
3 >
a1

List has the department name, Name, No., Data/Time, Location ID, ID Number etc
eight fields. The user also may choose the attendance statue, and the working code.
Display Statue: The attendance statue will display in list. "Clock —in/out so on"

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

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

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

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

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

employee's record by the day

4 Search Employee's Attendance Checking Record El@@

Conditior
L — § i mtos de ok s
Mame: <Al ~| Collectively”, or "Handle Attendance Checking Records In Advance'.
,
Time Range “ ) 5 Out
Fon 1011720 3] {000 = DOm0 iy s o
To| sneait (288 [ Bipper || Medyley | [JDisplay Woskcods 7] Display Nufl Recerds
[ Diglay Image [T Onily Display Mull
Piimary Logs | Simple Calo |
AC-No Mame |Depanman1 |Dale iTlme A
M 1 ey OUR COMPANY 14/2011
| 1 lucy OUR COMPANY 1/10/2011
] 1 lucy OUR COMPANY 141172001
i 1 lucy OUR COMPANY 141272011
1 luey OUR COMPANY 141372001
i 1 ey OUR COMPANY 141442011
] 1 lucy OUR COMPANY 141542011
1 lucy OUR COMPANY 1/16/2011
i 1 luey OUR COMPANY 1177200
] 1 lucy OUR COMPANY 141872011
1 luey OUR COMPANY 1/18/2011
i 1 lucy OUR COMPANY 17202011
] 1 ey OUR COMPANY 172042011
1 ey OUR COMPANY 172122011
] 1 luey OUR COMPANY 172202001
B 1 lucy OUR COMPANY 1/23/2011
B 1 lucy OUR COMPANY 172472001
I v
< >

Attendance for photo

If the software features is designed to support for attendance photos function, when
search employee attendance checking records, employee's the attendance photos is
available to see at the same time in View the attendance records interface
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4 Search Employee’s Attendance Checking Record

Condition
[ouRCoMPaRY = (T)  IFyouwant add, edit sttendance checking's original records, pleass use
(255 | ~ | & Advanced Expart g the functions of “Fargetting ta clock in/oul”, "Coming Late/Leaving Early
Name: | <Al ~] Collectivaly". or “Handle Attendarce Checking Fecards In Advance"

: 5 Gearch
Time Range =i I Out
=] i Design Repatt
Fiom |1071/2010 |~ |00:00 = [ Preview o [#] Display Status [#Support simple cale

To | gnarao1 2359 = [¥] Display Warkeode [] Display Null Records
[ Boom ][ ooy ] ZIDipky Image ] 0rly Displey N

| Primaty Logs | Simpls Cale

Depaitent [ Name |Nn‘ \Daleﬂme |5la|us |l.nca:iun10 |\D Nusnber |Wockcode VerfyCode | CardNo 4 I
[OUR COMPAN lucy 7/22/2011 31358PM  CAn 1 0 Password I
[OUR COMPAN lucy /2272001 31410PM CAn 1 o Password
[OUR COMPAN lucy 72272011 3:14:26 PM 2 o Password

IOUR COMPAN lucy
(DUR COMPAM lucy
HOUR COMPAN lucy

7/22/2011 3:14:27 PM
7/22/2011 31432 FM
7/22/2011 31437 PM
IDUR COMPAM lucy 7/22/2011 31441 PM
DUR COMPAM Jucy 7/22/2011 314:55 PM

1
1
1
1 Password
1

1

1

1

[OUR COMPAN lucy 1 F22/20N1 32334 PM

1

1

1

1

1

1

1

1

Password
Password
Password

Password
| Password
[OUR COMPAN lucy 742272011 3:23:36 PM
(OUR COMPAN Jucy 7/22/2011 412:40 PM
[OUR COMPAN lucy T/22/2011 412:41 PM
[OUR COMPAN lucy 7/22/2011 41252 PH
[OUR COMPAN lucy T/22/2011 414:54 PM
[OUR COMPAN lucy 772272001 4:14:59 PM
[OUR COMPAN lucy /22721 41502 PM
[OUR COMPAN lucy /2272011 4:15:04 PM

Password
Password
Password
Password
Pagsword
Password
Password

Password
>l
< 3|

If the options Display Images is taken by tick in the Application List click on an
attendance record, if there is a the corresponding attendance photos, the system will
be displayed.

2. Preview and print

The module provide user with convenience to view the time &attendance report,
print, save and so on. Operation step as following

Click "Preview" button to preview report in user's favor, shown as following:

(1) Attendance Records (4 Columns)
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Attandence Records(4 Columns)

(OUR COMPANY)

2010-10-11 - 2011-08-18

DepatmentOUR COMPANY [[122/2017 45616 CcoMPany [BI18IZ011 10656]  Ciin
ey | 45534 ot [BITAZITT 11646 Ciin
Ciin_| [f722/2017 #56:26]  Cin a0z _on 2011 11646]  Cin
Cin_| [17222017 45627 | Ciin 403 en 1912011 1:48.43|  Ciin
Tin i 131492 _Cn 182011 14831 | Coout
4] can | [BE22011 7051a] Cin
78] CAn 'ﬁ 111 7:05.36] _Clin
11 39435]_can cin: 37
T Crout [
134
77222071 32337 |

32

36| Cfin

727011 413.40] oin

7anI011 44741 cin

7amI011 41252] cin

125120

772262011 24520| Cin

7222011 21539 Ot Bk

75222011 215 0] ot Back

722011 43837] can

7AnI0N 40| cin

126420

7222011 13540

Page1/4

(2) Attendence Records

7m0 41458] Ciout 12612011 2 Clin 72212011 4:38.42]  Out
Tapz011 41502] crout | [Tr26/2011 31536) Cin 772212011 4:35:44 | OU Btk
7222011 405:04]  cn [B119/2011 10:50:5) Clin 72202011 4:36565]  ©an
7222011 41507 owt [B119/2011 10:51:2] Clin 72202011 4:37:06] Crout
772202011 415:08]  out [112011 11:65.0] Clin 72200011 437:12]  Out
722201 415:22]  Cfin [Br19/2011 1:48.05] Ciout 702212011 4:37:19] Out Back

Attandence Records

{DUR COMPANY)

2010-10-11 - 2011-09-19

Depariment: Iucy 1

TN Ciln 7220071 3142

T E1A3_ Cin_ 7220011 3

1 £ Cin_[77220011 413 4C

TS Cin [F220011 41458

41501 Qul_[T222011 415.0%

1 4:15.47 Out Back| 7222011 415 47 Out Back|[T/2212011

14 Cin 2011 4 4 Ciout (712212011
772220711 4.36.38 Dl Bark[7i22
772011 4.36 5% oul 7i
TAHI0T] 437 € Ot Back[Ti2213011
FEI0T 402 Can_[jizar00
2200 Oul_[rizaizotid
770 2212011

i
ui

el

E
TET

f2502071 359 °2€ baek 112512011 4.00:4E Out Back|

252011 65320 CAn_[TiZ5/2011 BA%IE_ Giln

TEI] IC TIZEI2011 31526 Ciin

CAN_[8122/2017 1:09.34

51 n
an 1:55:C_ CAn__|8i1912011 1:48:0:
8230711 7054z LN

Ciin 40 ciout 10 ]
Depsriment OUR COMPANY iy 2
TIZA0T1 3 TA0:_Chn [FIZ2Z011 B140:_ Gl [725A011 31415 Cin_[HZ2E00i 316 ]
TR2I011 31425 Cn  [12202017 39435 Cin 7220071 31445 CAn [12272019 31855 Gin_|
7i2: |

32337

Cin

I7122/2017 #15.2C

Giln

1772212071 £:15.3¢ QuiBaek[7/2212011 4:15:4C Out Back]

For printing report, only need to left click on the Printing button “& in

side.
3. Export

(Please refer to appendices 3.6 Export Data)

4. High-level exports

a4

report left

This function is equipped with exporting data that has the strictly requirement, here
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will be allowed to export attendance record depending on the user setting. For
detailed operation please see appendix 3.7 Advanced Export.

5. Modify Log

If the use has revised the original Time Attendance record, the system provides a
convenient way to inquiry the Time Attendance record which has been revised, and
reverses the disoperation.

Click "Modify Log" button, enter "Record changing Logs" window, shown as
following interface:

4 Record changing lops f'-_J |El El

Condiiars

Diep.: | OUR COMPENT -
Marne: | <&l j

Time Range
From | 1041172010~ | 00:00 —— [CDesign Report
To| 318/20011 w2363 = Ccu

:‘_1

The appended, modified, deleted records can be
seached, And you can select the missing operated
records and restore them{Press Ctil key can
multiply select records)

CAM C/0ut

1) Search

The search method and to search the record of user's attendance is similar. After
choosing the department, the employee, determined the Time Range, single-click
"Search" button, the result in lower part the window to show the employee of your
choice the modified attendance record in period of time will display in result box in

low side of windows.
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Conditior
.|oUR COMPaNY - The appended, modified, delsted records can be
2=n) @ seached. And pou can select the missing operated
Name:| <l - tecords and restore them[Press Chil key can
multiply select records)
From | 10417/2010 (| 00:00 == [[IDesign Report
To| 8A13/2011 (| 23.59 = [ Expurt ] I 4 Restors records ] AN CA0ut
| Dept [Name [4CHo Clock |0 Time [ Type_|Add |Modiied Deleted Rieason Operator ~
B|FEE Anna 10 8/8/2011 3047 PM  Cdln [m] 00 | Forgot Clock-in/out Temp-Supervisor
FAE Anna 10 8/22/2011 B3047 PM Cdln =8 [m] O Forgot Clock-in/out Temp-Supervisor
FAE Ann o 8/22/2011 B:30:47 PM Céin =8 [m] O  Forgot Clock-in/out Temp-Supervisor
L]
] >

2) Preview

The content of list to preview and print is available.

the report style, shown as following:

Click "Preview" button to view

3) Export

History Record of Attendance Log {QURGOHRANY

20101011 -+ 201710818

Dapt HName  ACHNo  Clock I'0 Time Typo. Oporator Date ModifiedType Reason
FAE Anna 10 BI2011 6:30:47 FM - Ciin Temp-Supemis W2H2011 65112 P0 BAOR Fargot Clock-infout
FAE anna 10 872202011 63047 PN Cfin Temp-Supenis B22011 G46:50PM BAGH Farot Clockinout
FAE Ann L] 82272011 B3047 PM  Cfin Temp-Supervis B222011 5:48:46 PN BAOA Forgot Cloek-infout
=

Single-click "Export" button, may search result to export file, the operating

procedure and the attendance record to export are completely same.
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4) Restore records

Some times, as a result of the disoperation or the actual situation change, user has to
abolish modified to the Time Attendance record, by now through function to restore
record the to realize. Only select the record list which must be restored, single-click
the restore record to completes, then inquire it again, may get this record of
attendance.

4.2 Current Employee’'s On-Duty Status

Click Current Employee's On-Duty Status sub-item, under Search/Print menu.

The following window wills popup:

< Search Current Employee’s On-duty Status g@@

s OLIF: COMPANY 5B Quey
Time: | 82372011 ~|fozm = [~ Design Report

- O duty
(O | " On duty " Mot on duty | Close Mat an duty
Department AL Mo, Mame ‘Lasl Clock-n/out Time

After select Department and Time, click "Query" button, check the result, show as

below:
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€ Search Current Employee's On-duty Status

Dept: |OUR COMPANY -l B guey |
Time: | 842372011 R [& Freview | [ Design Repatt
On duty 4
& Al O duty " Not on duty | I-'L Lloze | Mot on duty 18
Department 4C No [Name [Last Clack-in/out Time | ~
1 Jucy
OUR COMPANY 2 il BA23/2011 53416 AM
OUR COMPANY & lan B/23/2011 33417 &M
OUR COMPAMY 4 Il B/23/2011 33419 8M
OUR COMPANY 5 gigi B/23/2011 9:34:22 AM
OUR COMPANY B wave
OUR COMPAMY 7 eve
OUR COMPANY g gigi
FAE ] Ann i |
FAE 10 Arna
FAE 11 Abel
Maintenance 18 Nana
Maintenance 13 Wi
Maintenance 20 Win
Maintenance 21 Pinky
Maintenance 22 wieir
Human Resounces 15 Carl
Human Resources 16 Dan
|

Click "Preview" button, preview the style of report, show as below:

oo &

M R? X

Employee current on duty "™

ACHo. Mame  LastClockinow Current  AC o, Mame _ Last Clockinom Current
Department:  OUR COMPANY

1 luzy a Noton

lity Q232011 93416 Onauty

lan 223201183417 On Uty

uiy 291201183419 Onduby

2011-08-2208:34

alal 232011 93422 Onduly
(]

W Noton
e ] Noton
1 Naton

Onduted Molon dutyd

Department:

o Noton
0 Noton
] Noton
‘Subtotal3 On dute Maton durv:3
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Preview the report, on this window, user can print and save file, etc. Click print

button "&Z2" on the leftward of the top tool bar, can print report.
4.3 Attendance Calculating and Reports

In attendance management, we usually need to search attendance calculation and to
print various attendance records.

Through the Attendance Calculating and Reports, to search and modify attendance
exception and record list is available; there are four operation windows which are
Clock Inz/Out Log Exceptions, Shift Exception, Misc Exception and Calculated Items.
Click exception search on the main window, or exception search sub-item under
"Search/print" and the following window will appear.

Select department firstly, choose the employee who is your choice, determine
beginning/ending time, click "Search" button to view the statistical record of time &
attendance.

A) View the department through drag-down box

Dep.: |0UR COMPANY -]
‘DUR COMPANY

M arne: FAE

Finacial

Human Resouwrces

M aintenance

b anagement "

B) Select employee
There are two way to select employee, one way is to select employee through
drag-down box, if you need to search a lot of employees at same time, you can put

tick in front of employee of your choice, show as below:
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Dep.:| OUR COMPANY |

Marmne: |<-"-\'-"> j

1 <l ~
11 lucy

v 21 iy

v/ 3l lan

C) Determine the Time Range, show as below:

Time Range

From | 4/25/2012 |
To | 5 2/2m2 |
B Ha.2012 I Nm

Check inhol 54 Mon Tue Wed Thu Fri Sat
_ 1 s 2 4

E ¥ 8 93 10 11 12
13 14 15 16 17 18 119
20 21 22 23 24 25 26
27 28 29 30 A

Calculate

= 3 Today: 5/9/2012

D) After selecting, click "Calculate" button, the record of attendance is available.
Shift Exception

The Shift Exception mainly view coming lately, leaves early, the absent no cause
and the working overtime, working on/off hour and Clock-in/clock —out time, may
relaxed carry on the computation of each month statistical, checkup and calculates
whether has error. And handle employee business trip / forgetting the clocking out in
this page setting, Shift Exception shown as following interface:
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Attendance calculation

Time Aange
Dep.: | Campany Mame hd Calculate
From | 4/25/2012 = —
Mame: |Ellen - To [ 2i2mz = Expoit data

Sort
[~ Depatmer [ UserMum. [ Name [ Time [ Descend

Allevent Calculated details ] Exosplion | Summary | Check inout list |

[ JAcNo Name _ |Date [onduy [offduy [Clockin _ [Clock Out_[Late Early Work Time_|Department [

DiGE Ellen 425202 0300 %00 Company Mame
1519 Ellen 46202 0300 1800 Company Name
1519 Ellen 4/27/20012  09:00 18:00 Company Mame
1519 Ellen 430202 0300 1200 Company Mame
1513 Ellen 5/1/2012 0300 1800 Company Name
1519 Ellen R/2/212 0900 1200 Campany Name

The defaults data in the shift exception list include the AC-No., Name, Date, On
duty, Off duty, Clock In, Clock Out, Late, Early, etc.

1) Item explanation

Timetable: The employee Clock-in/clocking-out time corresponding Timetable's name.
Late: The difference value between On duty and Real Time, if did not clock in, and
the time when employee go to work without clocking-in record will be regard as
coming x1 minute late in the Attendance rule asking, its item will be able to
corresponding display. If has set option in the Attendance rule, the coming lately
time is bigger than a x2 minute time will be regarded as absence from work, when
x2 is smaller than x1, coming lately time will not display, record it as absenting from
work on cause; When x2 is bigger than x1, coming lately time correspondingly show
the x1 minute.

Early: The difference value between the Off duty and Clock Out, if did not clock out,
and the time when employee gets off work without clocking-out record in the
Attendance rule , the record time will be regard as leave early x1 minute, then the
leaving early time correspondingly display. If has set option in the Time
Attendance rule, the leaving early time is bigger than a x2 minute time will be
regarded as absence from work, when x2 is smaller than x1, leaving early will not
display, record it as absenting from work on cause; When x2 is bigger than x1, the
leaving early time correspondingly show the x1 minute.

Work Time: The difference value between On duty and Off duty, if there are coming
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lately or leaving early time, use the difference value to reduce the coming lately or
leaving early time.

Exception: Record exception; Sick leave, business trip and so on. For other item,
please refer to item explanation about Time Attendance statistical table

2) Tool column

Change color: In order to better distinguish each kind of displaying statue; be able to
change various statues appearance.

Filter by Exception: Single-click the here, the choice menu appears, which exception
may be selected to demonstrate, which didn't display, Put the tick in the item which
is selected.

Filter by Timetable: Single-click the here, the choice menu appears, may choose the
Timetable will display, which Timetable is in exception, when there is tick "w" in
front of the Timetable name, that the express this Timetable is selected, and in
exception.

Maintenance AL/BL: The operations of Employee Leaving on Business/Asking for
Leave are same with handle Attendance.

Clock In/Out Log Exceptions

The page of Clock In/Out Log Exceptions is to examine original record statue which
download from the equipment and revise to the Time Attendance record states.

1) View the Attendance record

After searching and calculating, chooses the Clock In/Out Log Exceptions

pagination, shown as the following figure:
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4 Attendance calculation BEIE

Tierm Flangn

D [OUR COMPANY El B Cakcudete
From 120200 =
Hores: [1201 -] To [1r arm1 =] [ Firgunt I Exgunt ot | = gt Dresigrs
Son
I Deparimer [~ Userfium [~ Hame [ Tme [ Decend

o | ' I | orhees| |
T [me [ [Dpematen | =

1211 THRAN Cn 3 3 Lharege cots
o Chare ey,
[3 Procering

-2 = Chings it
L5 o= Disete et

F

z
E|

TN TR O
RN THAN  CAn
122720 TH P (=1
LA TEHAN T
AN THFN 0w
12N TAM CAn
M TEP G
N THAM Che
TN PP COw
MG TOBAN | CAn
12872011 THAM ©n
TV BRI Cn
RN THRFN 0w
12772011 726 AN Cin
AN IH COw
AN THAM Che
L T T T
AR THAN  Chn 3

1207201 THPM (=1 (-3

1A FHAM CAn or |

ox
L o Change sscodh which suin
L3 torestable 1 0T seccond
ox
or.
ervakd
[
or.
ox

3: @ upend Dok 10Tt Loy

= [~ Jrpn—r

o Congel coeiation fin seleci;

i3

wmm S S = s S S = = = == = = = E]

In the Clock In/Out Log Exceptions the default data row includes the Name, the
register number (AC-No.), Attendance time (Time), the working statue (State), the
correction statue (New State), the Exception and Operates 7 items, if wants to
display more, may right- click on the list, then click "Columns" sub-item in the
dropdown list, put a tick in front of the row that needs to be demonstrated. Shown as
following figure:

Export Daka
Create report For current grid
Copy dataifram First to current)
Copy datalfrom current to lask)
Ernp Ma.
Showe all colurmns v AC-Mo,
Hide all colurins W Mo,
Save grid lavout v Mame
Load grid layout v Time
v State
Advance Export e
v Exception
v Operation
Deparkment
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After change the setting of Columns displaying, save the columns setting, later
directly write down the columns setting is available.

Employee serial number "EMP-No": in employee maintained option, every time add
employees, the system will assign a number to the employee.

Register number "AC-No": number which manager assigns to the employee.
Checking time "Time": The employee clock in or clock out by fingerprint the time.
Checking Status "State": there are six kinds of status: check-in, check-out, overtime
check-in, the working overtime check-out, business trip, Business returns.

Note: If the device has the status option, the checking status will show
corresponding statue in the Time Attendance record; If the device does not have the
statue option, all show as "checking-in" in attendance this row, the system depend on
the Time Period setting in management program to judge the Time Attendance statue,
display in the correction status.

Correction Statue (New Statue): When the Time Attendance machine has option
setting, this rank is in empty; Otherwise, in the correction statue system depend on
the assigned employee the shift Timetable and the fingerprint verification time to
judge whether the employee is in clock In, clock Out, late or early, system
computation of the statistics by this status.

Exception: There are 8 kinds of situations: The normal record, the invalid record, the
duplicate record, the statue is wrong, frees working overtime, working overtime,
business trip, the auto-assign employee shift.

Invalid record: the clocking-in, clocking-out beyond shift Time Period the time
scope the record completely regard as invalid. The invalid record will be regarded as
this record does not exist; during Time Attendance statistician it will not to be count.
Repetition of record: when the Time Period of the Time Attendance record is smaller
than the effective interval of "Time Attendance rule", the record regard as repetition
of record.

Free overtime: The employee has checking-in/out record within the Time Period which

has not been assigned to employee, and maintains this employee's Time Attendance
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setting page in the employee "to count working overtime" the item to select.

Overtime: there is a statue setting in the device, the Time Attendance record the
attendance statue as the overtime-in, the overtime-out, the demonstration is working
overtime in the abnormal state column.

Business trip: there is a statue setting in the device, the Time Attendance record the
attendance statue as business trip, the demonstration is approval absence in the
abnormal state column.

Auto-assign employee shift: Employee's checking-in/out record does not exist in the
Time Period that has been normally assigned to the employee, but the record is in
the employee auto-assigned the Time Period, then this record show as auto-assign
abnormal state column.

Corresponding Time period: Is one kind of sign in the software interior (do not
display it, has nothing to do with user operation)

Operation: show the operation for record of your choice.

Department: The employee is at department.

2) Revises the Attendance record

Choose the corresponding operation to revise the Attendance record with tool
column in the right side page.

Tool column

Change color: May change each kind of condition that express color, single-click the
here the following interface appear

Mo
|:| Invalid

|:| Repeat

. \Wrong State

[ out

ot

[ClroT

|:| Aukoschedule
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Single-click color block in front of each kind of condition may choose the color
which you needs in this interface, after selecting, Be sure to single-click "OK"
button to save.

Change filters condition: Definite that status record in displaying box, click "Change

filter" the following window will appear:

Irvalid
Repeat
Wrang State
Ok

o7

FoT

v AutoSchedule

v
v
v
W
v
v

Make a check it to show it selected status, appear on the display box, utilize clicking
" ¥ " to switch status between selected and unselected.
Change status: Able to make a present status of selected record to become a select
status, after selected a record, click "Change state"” the window is following:

ot

Ck

Ouk Back,

OwerTime In
Cwer Tire Ok

Cpen for Qut

Because Attendance statue all is clock/in record, therefore this statue is impossible to
use, may single-click other statue to select.

Delete selected: May sign the attendance record of you select as deletion condition,
after using this function, in the tool column can add two items, show as below:
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The recard count of proceszing: 1

@ sooly &l

@ Cancel all
Apply all: After selected this item, all setting operation which display in operation
column is valid before this;
Cancel all: After select this item, all setting operation is invalid before this, all
operation will disappear in operation column.
Cancel operation for selected: Only cancel current record operation.
Change records which auto assigned timetable to OT record: Make system smart
schedule record to overtime.
Append Clock in/Out Log: The process is the same as Attendance handling
operation.
View operation history: The process is the same as Attendance Record operation of
search/print.
Right key menu
On the Attendance Record window, right-click the mouse, the following menu will

appear:

Export Data

Create report For current grid
Copy dataifrom Firsk to current)
Copy dataifrom current to last)

Colurnns »
Showe all columns

Hide all colurnns

Save grid layout

Load grid lavout

Advance Export

Export data: Is same as "Export data" button function in the interface, for detail

please see 3.6 Exporting Data.
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Create report current grid:  Is same as "Report" to establish current data record list
function, make searched attendance record as record list to export. Able to list prints
to export, save, and search for in list, etc. operation

Copy Data (from first to current): Searched record result copy directly, form
duplicating to current position, and can patch in Excel list directly

Copy Data (from current to last): Searched record result copy from current copying
position to ending, and can patch to Excel list directly.

Column "Data row": Select item name on the searching window appearing, click
pop up menu is following

Show all Columns: All item name of data row display on search window.

Hide all columns: All item name of data row except surname and name hide on the
search window, only show surname and name.

Save grid layout: The item name on which the search window appears can be saved,
load data row setting to use.

Load grid layout: According to store data row to show item.

Advance Export: Export the list as file. See also 3.7 Advance Export.

Misc Exception

Misc exception is used to verify and appraise employee hour of overtime and
business trip, default leave, sick leave, home leave are effective; overtime, free
overtime, business trip, approval absence, are invalid by default, it need a calmer
appraisal of whether effectively, writes down in the statistical report. Misc exception

interface show as follow:
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In Misc Exception list , the default data include department, name, enroll number
(AC-No.), start time, end time, exception, Audited, Old audited, Time long, Valid
time, Date. If you want to show much more item, just right-click "columns" item of
your choice, if you want to show anther row, put a tick in front of the row you have
selected.

Start time: Start time for abnormal statue.

End time: End time for abnormal statue.

Exception: There are 8 kinds of statue: free overtime work, overtime work, business
trip, approval absence, sick leave, leave, home leave.

Audited: After the verification, show that overtime work or is in invalid statue.

Old audited: Unaudited statue.

Time long: The difference value between end time and start time.

Assigned shift work day: The exception situation across the working day which has
assigned shift.

Tool column

If the Attendance rule limit the business trip and the overtime work statue must
through verification, then verified statue column is empty, if has regulated the statue

of verification, the corresponding statue column will appear in the verified column.
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Restore: This operation does not take effective unless the record has been audited,
return record statue to initial verification state. After the return to original status, be
sure to re-inquire and compute.

Cancel all OT: Exception list shown that the overtime work record all regard as
invalid record.

Promote all Free OT: The system regard personnel's, who has not assigned to
Timetable, Time Attendance record (who must own clocking-in/clocking-out record
simultaneously) as free OT , if this item in choice, systems judge all free overtime
work will be showed as overtime work.

Count all OUT to BOUT: All employees' out record regard as business.

Cancel all BOUT: All the business trip record will be canceled; this record will be
generally egresses or according to the actual situation handle it.

Invalidate selected: Change the record statue of your choice to be invalid.

On the displaying window of Attendance Calculation, right-click to be possible to
operate is same as the Clock In/Out Log Exceptions.

Calculated items

The calculated items pagination is the page which commonly used, count all item in

the employee assigned time to produce report, is easy to examine and settlement.

© Attendance calculation HEE
Tive Flore
D [OUR COMPANT - T T Coriain
Froen [120 121 =]
Haport
Nanmec [ 5] Yo [ v o] Eum | meworass| Desgrer
rn.p.nm Ussibum [~ Hams [ Tess [ Descend
Clock Infllut Log Exceptions | Shit Excepton N-»cucepoon Calodated berss | 07 Peports | Noshitioests |
[ Jacwa na e I Jiwn [Esb [abee[oT  [OUT [ROUT [T | Times |u.. |\um I T i s T
i 1 M4 o0 m0 0 3 12753 2 0@ w0 0 0 ¢
2 2 MM @m0 T o0 3 u u %6 u 1 0 2 0 o 0 ¢
3 3 W W @m0 T 0 3 0 0 wm@ W 7 0 12 8 0 0§ ¢
4 4 ] & 0 L] 0 12 0 ] El 12 ] & ] 0 0 0 0 t
i 5 & & 0 ©® 0 1@ o 0 & 12 €& & 0 0 o @0 o8 ¢
i
ﬂLN-\e\-Uev Io’w\-ﬂw LateMin ’sBMn NLIIwAbv\IAN OT-" Dnsl _OT okday 0T Aweekend 0T Hou:
Fhona, A Terees: NIt Tises AOT Trees, SOUT Tamta: OUT Hew
iCJ Iiw \"ecamloul CtherHow:
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In the Calculated items pagination the default data include name, enrolling number
(AC-No.), late, early, sick leave, etc. If you want to show much more, may right
click on "Columns" the option in the table, show other rows of your choice, there is
a tick in front of the row.

Should arrive (Normal): Depending on the employee shift, count the employee's
working day which should go to work between the start and end time. The defaults
unit is the working day, may change the statistical rule in the "Normal™ of the Time
Attendance rule calculation page

Actual arrive (Actual): According to The Clocking in/Clocking-out record , statistic
the employee working day which actually goes to work between the start and end
time. The Defaults unit is the working day, able to change the statistical rule in the
"Normal" of the Attendance rule calculation page

Coming lately (Late):

1) according to the "Coming lately "statistical rule in the Time Attendance rule in
and the shift manages to record is late x time which in the time establishes to
calculate, after namely if employee's registration time surpasses x time to record for
is late, is late when the length is the registration time with the work hours bad value;
2) non- registration recording, according to Time Attendance in the rule Time
Attendance computation to go to work, the non-registration recording time mark to
be late xx minute; Result which obtains in the beginning and end time all situations
statistics. The default unit is the minute, able to change the statistical rule the Time
Attendance rule computation project page "Late".

Leaves early (Early):

1) According to the statistical rule in the Time Attendance "leaves early" rule and the
time setting in the Shift management record the leaves early time, after namely if
employee's clock-out advance x hours to record as leaves early, hours of leaves early
is difference value between the Clock-out time and the work off time;

2) if there is not the clocking-out record, according to the Time Attendance rule, in
the computation of attendance statistical, when employee get off work without the
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clocking-out record the time regard as leave early xx minute;

Obtain result from all situations to statistic among the start and end time. The default
unit is the minute, able to change it under the "Leaves early" statistical rule in the
computation of Time Attendance rule page.

Absence without an excuse (Absent):

1) According to "Absence without an excuse" statistical rule under Time Attendance
rule, if employee does not have the checking-in/out record, who's attendance record
regard as absence without an excuse;

2) According to the Time Attendance rule, in the computation of Time Attendance
time , hours of late is bigger than xx minute, employee record as absence without an
excuse, hours of leaves early is bigger than xx minute, employee-record as absence
without an excuse .

Obtain result from all statistical situations between the start and end time.

The default unit is the working day, can not change it.

Overtime Work (OT):

1) According to the "working overtime" statistical rule of Time Attendance rule, as well as
the computation of the Time Attendance rule, employee gets off work after x minute, whose
work is recorded as overtime work, obtain hours of overtime from the accumulation;

2) In the Shift management there is a Time Period which directly to be recorded as
the overtime work, idea the minutes of overtime work is the hours of overtime;

3) According to the option situation in the Time Attendance setting/maintenance, the
employee's work record as overtime work, in other exception situation list the
overtime work and the free overtime is verified as effective work to statistic; obtains
two results among the start and end time all accumulation situations. The default
unit is the hour, able to make a change under the "Overtime work" statistical rule in
the computation of Time Attendance rule page.

Egresses (OUT): According to "Egress” the statistical rule in the Attendance rule, as
well as the approval absence is effective in other exception situation list; carry on
the computation of the statistics.
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Obtain result from all statistical situations in the start and end time. The default unit
is the hour, able to change it under the "Egress" statistical rule in the computation of
Time Attendance rule page.

Business Trip (BOUT): According to "Business trip" the statistical rule of it he Time
Attendance rule, as well as the approval absence is effective in other exception
situation list; carry on the computation of the statistics.

Obtain result from all statistical situations in the start and end time. The default unit
is the hour, able to change it under the "Business Trip" statistical rule in the
computation of Time Attendance rule page

Hours of work (WTime): The computation of attendance depends on the time of
employee clock-infout. Obtains the result from completely accumulation between
the start and end time.

Should checking-in times (Times): According to the Timetable, total of the
Clocking-in/out times between the time range.

Clock/In (VIn): Actual clock/in times between the time range.

Clock/Out (VOut): Actual clock/out times between the time range.

No clock/in (N/In): No clock/in times during the time range.

No clock-out (N/Out): No clock/out times during the time range.

Asking for leave (AFL): Accumulate all kinds of vacation, and statistics result. The
default unit is hour, able to change it under the "Leave setting" statistical rule in the
computation of Attendance rule page.

Approval Absence (BLeave): According to "Approval absence" statistical rule in the
Attendance rule, as well as the approval absence take effective in other exception
situation list, carry on the computation of the statistics. Obtain result from all
statistical situations between the start and end time. The default unit is the working
day, able to change it under the "Approval absence" statistical rule in the
computation of Attendance rule page.

Sick leave (Sick): According to the sick leave statistical rule under kind of Leave
setting, as well as the sick leave take effective in other exception situation list by
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verification, carry on the computation of the statistics. Obtain result all from
statistical situations between the start and end time, the default unit is the hour, be
able to changes the "Sick leave" statistical rule under leaves setting.

Affair: According to the leave statistical rule under leaves setting, as well as for the
leave is effective in other exception situation list to by the leave verification, carry
on the computation of the statistics. Obtains Result from all situations statistical
between the start and end time. The default unit is the hour, be able to changes the
"leave" statistical rule under leaves setting.

Workday (NDays): Depending on the clock infout record, statistic employees'
actually work day from Monday to Friday beyond holiday between the time ranges,
the default unit is working day, ability to make a change under "Normal" statistical
rule in the Attendance statistical rule page.

Weekend: Depending on clock in/clocking-out record, statistical employees actually
from Saturday to Sunday beyond holiday between the time ranges; the default unit is
working day, ability to make a change under "Normal" statistical rule in the
Attendance statistical rule page

Holiday: The holiday in which day employee actually takes work, the default unit is
working day, ability to make a change under "Normal" statistical rule in the
Attendance statistical rule page.

Working Hours (Att_Time): Depending on clock /in and clock/out record, total of
employee's hours of on duty between the time range, the default unit is hour,
accurate figure inhere after point two digital

Overtime work (NDays_OT): Depending on the "overtime work" statistical rule in
the Attendance rule, as well as the overtime and free overtime is effective in other
exception situation list; carry on the computation of the statistical working hours
from Monday to Friday beyond holidays between the time ranges.

Obtain result from all statistical situations in the start and end time. The default unit
is the hour, able to change it under the "Overtime Work" statistical rule in the
computation of Attendance rule page.
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Weekend overtime work (Weekend_OT): Depending on the "overtime work"
statistical rule in the Attendance rule, as well as the overtime and free overtime take
effective in other exception situation list; carry on the computation of the statistical
working hours from Saturday to Sunday beyond holidays between the time ranges.
Obtain result from all statistical situations in the start and end time. The default unit
is the hour, able to change it under the "Overtime Work" statistical rule in the
computation of Attendance rule page

Holiday Overtime (Holiday OT): Depending on the "Overtime work" statistical rule
in the Attendance rule, as well as the overtime and free overtime is effective in other
exception situation list; carry on the computation of the statistical working hours in
holidays between the time ranges.

Obtain result from all statistical situations in the time range. The default unit is the
hour, able to change it under the "Overtime Work" statistical rule in the computation
of Attendance rule page

NoShiftUserAll

The NoShiftUserAll page facilitates the manager to view unscheduled employees
and schedule for them.
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The data fields in the NoShiftUserAll page include Emp No., AC-No., No., Name,
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Schedule, Auto-Assign, Date, Timetable, On duty, Off duty, Clock In, Clock Out,
Normal, Real time, Late, Early, Absent, OT Time, Work Time, Exception, Must C/In,
Must C/Out, Department, NDays, WeekEnd, Holiday, ATT_Time, Ndays_OT,
WeekEnd_OT, and Holiday OT. To select more items, right-click the page and
select "Column™ from the context menu. All available options appear and the ticked
off items are selected fields.

Report

Not only search and modify these Attendance Records in Clock in/out log exception
List, but also able to preview and print these Attendance records, these following list
include, Daily Attendance statistical report, Attendance General report, Department
Attendance Statistical Report, Staff's on-duty/off-duty Timetable, Daily Attendance
shifts, Create report for current grid, click "Record " button, pop up following menu:

Draily Attendance Skatistic Report
attendance General Report

Depart Atkendance Statiskic Report
Skaff's On-Duky fOFF-Duky Timekable
Draily Aktendance Shifks

Create report For current grid

1. Daily Attendance statistical report:

Daily Attendance statistical report is used to list the definite employee daily
attendance status in assigned period of time in the table, and the statistics absence
without excuse, coming lately /leaves early, working overtime, asking for leave,
business trip, convenience of the checking whether has the discrepancy with the
actual situation.

Note: In the table it is only can show detailed attendance status from the inquiry time
from the month time, the report form may count in the start and end time situation

which the user chooses, the start and end time scope appear on the right cancer.
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In the table all shifts Timetable which each person uses will be list, and illustrate
attendance status in the corresponding time and shift with the mark, for mark explain,
and please see at the end of each page (In identification mark setting in Attendance
computation rule).

Should arrive "Working day": The working day of the employee should arrive in the
assigned time. The working day is the unit of measurement "Recommend”, able to
make a change in the Attendance rule. According to result in Attendance statistical
table, output this item.

Actually arrive "Working day": The working day of the employee actually arrive in
the assigned time. The working day is the unit of measurement "Recommend", able
to make a change in the Attendance rule. According to result in Attendance statistical
table, output this item.

Absence without an excuse "Working day": The day of the employee in the assigned
time, who is absence from work without an excuse? The working day is the unit of
measurement "Recommend”, able to make a change in the Attendance rule.
According to result in Attendance statistical table, output this item.

Coming lately "Minute": Total hour of the employee in the assigned time come late,
the minute is the unit of measurement "Recommend", able to make a change in the
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Attendance rule. According to result in Attendance statistical table, output this item.
Leaves early "Minute": Total hours of the employee in the assigned time leave early,
the minute is the unit of measurement "Recommend", able to make a change in the
Attendance rule. According to result in Attendance statistical table, output this item.
Working overtime "Hour": Total hours of the employee in the assigned time
overtime work. The hour is the unit of measurement "Recommend" able to make a
change in the Attendance rule. According to result in Attendance statistical table,
output this item.

Ask for leave "Hour": Total hour of the employee in assigned time ask for leave. The
hour is the unit of measurement "Recommend”, able to make a change in the
Attendance rule. According to result in Attendance statistical table, output this item.
Really until "Working day": The employee business trip in the assigned period time.
The working day is the unit of measurement "Recommend", able to make a change
in the Attendance rule. According to result in Attendance statistical table, output this
item.

Report upper tool column

1) Scale: Click w T 100% button, and then choose the displaying proportion,

preview report form.

2) Opens report: Click " =g button to open the report file which has saved before.
3) Save: Click E " button to save the current report to the directly of your choice.
4) Prints report: First connect with the printer, then click &5 button to print the
report form.

5) Find text: Click iy button, pop-up the search text dialog box, input the text
you look up, click "OK" button, the cursor will locate to the text which you search.
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6) Close preview: Click ¥ putton to close preview.
2. Attendance General Report

Attendance General Report "The sum total of the Attendance statistical result table"
is used to show the definite employee attendance statistical status in the assigned
time, carry on the sum computation of employee attendance status, convenience of
paying wages depending on the Attendance situation.
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The computation of should arrive, actual, absence without an excuse, come late,
leaves early, working overtime, asks for leave, business trip, the sick leave, leave,
home leave same with daily calculating in the Time Attendance statistical table.
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Working hours: Depending on daily employee clock-in/out time. Count the employee
working hours Obtains result from all accumulation between the start and end time
Attendance rate: divide the employee actually goes out on duty the number of times
by employee should go out on duty the number of times. Above the report tool
column is same with the Daily Attendance Statistic Report.

3. Department Attendance Statistical Report

Department Attendance Statistical Report "The sum total of the Department Attendance
statistical result table" take the department as the unit, sum total of all employees in the
assigned department and period of attendance status, may know the sum attendance of
department, facilitates reduces the scope, carries on the detail inquiry.
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The computation of should arrive, actually arrive, absence without an excuse,
coming lately, leaves early, working overtime, asking for leave, business trip, sick
leave, leave, home leave same with daily Time Attendance statistical table. Only
completely accumulate each department's personnel's situation.

Above the report tool column is same with Daily Attendance Statistic Report.

4. Staff's On-Duty/Off-Duty Timetable

The time in which each employee actually come and go to work produce report,
corresponding date and shift. Convenient for the administrator viewing, and may print.
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Staff's On-Duty/Off-Duty Timetable /<240
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112730 Thu 1261 Fi_ | 0001 Sal | 0102 Sun | 0103 Mon | 0104 Tue | 01/05Wed | 0106 Thu | 0187 Fri | 01/08 Sat
0109 Suny | 01740 Mon | 01711 Tue |01/12Wed | 03 Thu | OIA&FH | 01ASSet | D146 Sun | 0117 Mon | 0118 Tue
Binaviea | 01720 T | G121 Fri | o122l | 01723 5un | 0124 Men | 01725 Tue | 01725 wes | 01727 Th | 01728 Fn
101729 Set 01730 Sun | 0101 Mon | 0201 Tue | 0202 Wed | 0203 Thu | 0204Fd | 0205Sa | 02006 Sun | 0207 Mon

The most right side row corresponds the shift, list the all employee shift, which

correspond date, the time of clocking-in /out display in the table.

Above the report tool column is same with Daily Attendance Statistic Report.
5. Daily Attendance shifts
List the employee's shift which is used in Attendance every day, corresponding date,

provide convenient for the administrator viewing shift, and printing.

Daily Attendance Shifts (OUR COMPANY) 2010-10-11 - 201108
i3 7 37 3
12|02 a5 [ 18|17 18|10 [22] 21 (22| 23 [ 26 |25 |28 |30 {28 |20 |30 [ 1 | 2 sls|el7]s
akad l“c‘“ llnn e | 4¢ | Tha P | at [oun won| Tue| Y{# | Thu 71 | Sat [Sun Mon| Tue| "4 | Thu | Frn | Sat [Sun Mon| i) 'ﬂrm Fri | at [sun|Mon

it Dayt|Dat| Dyt |0t

[Dant|Dayt |Dagt|Dayt|Dayt
imé |ime {ime [ime |ime
[D a1 D ayt Dt [Dayt (Dt
ime |ime {ime |ime |ime

0 0[O ayt [Dat [Dat [ Dyt [Oant|
imve | ima | ime | ime |ime ime |irme lime |ime [ime ime
[Dan[Oavt|OuvtlDat[o: Oyt [Dayt |t Dt Dt Ot
ime |ima | ime | ime | i ime |ime |ime | me | ime ime,
DanDan[DaviDan Dart [Dard[Dant[Davt Dant Dayt Dat
ime |ime |ime |ime | ime lime |ime’ ime

Dayt[Dav{Davi/D: [oa[oanoalo: Cat
ime Jima |ima | ime | ime i |irme | e | ime |ime Ll
(Dant|Dant{Dayi[Dart]Da An Dayi e
ime|ima|ima | ime | ime. ime |ime ime |ime. ime
Dant|Da{Oav{Dant{Ca] (Ot |Dat [t [Dant D Cat

ime || ime

Above the report tool column is same with Daily Attendance Statistic Report.
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6. Create report for current grid

The create report for current gird refers to produce report according to the current
screen demonstrated format, provide convenient for the administrator reading, and
printing

Clock In/Out Log Exceptions' current data report page:

Clock In/Out Log Exceptions

[hame] — Time State | New State o
lucy (72272011 313PM_[Cfin Repeat

lucy 772272011 314 PM_[Ciln Repeat
lucy (772272011 314 PM_[ChAn Repeat
lucy [7/2272011314PM_[CAn Repeat
llucy [7/222011 314 PM_[Chin Rapeat

luc) 7722120 Pl A Rapaat
llscy 772220 g HlEnl
jucy[7122720 b miahd
jocy [772272011 32 Repeat|

mealid |

Repeat
Repeat
Repeal
Repaat |
Rapeat |
Rapeat
Repeat
\mah_dl
Imvalid
Repeat
Imvalid

If need to show much more rows, may right-click the data row of your choice in the
statistical result detailed situation page .
Shift Exception page's current data report pages:
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4. Search/ Print

Shift Exception
JacHoJwe. [Timetatte [on duty [0t duty[ctock n ctock 0wt

1071472010 | Daytime
10/15/2010 [Daytima

1
1
i 10A3/2010 |Daytime
1
1

Page 17318 T
If need to show much more rows, may right-click the data row of your choice in the
statistical result detailed situation page.
Misc Exception page's current data report pages:

Misc Exception

3 No,|uu= Staittime |End time | D Exception audited | Time long
ConPs Aflar

COMP; Afait
COMP; Aflait
COMP, Vacation
COMP: acation
COMP, Vacation
COMPA

ololele|elelelale

2le

If need to show much more rows, may right-click the data row of your choice in the
statistical result detailed situation page
Calculated items page's current data report page:
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Calculated items

Normal | Actuat [Late [Earty [absemt ot [out [pout [wrime [ Times [vin
245 [13 2% 1
245 4 241 1
345 343 1
245 242 1

245

245

25

25

p3id

25

245

25

215

54

245

245

245

245

245

245

245

Pace 173 : -\
If need to show much more rows, may right-click the data row of your choice in the
statistical result detailed situation page.
Export data
Export the data you inquire to Excel or the text file, backup and save it, in order to

consult in the future. For detail operation please see also appendix 3.6 Export Data.

4.4 System Operation log

There provide with complete record about all operator operate trip and event when

this software is apply to, maybe view the log in the future:
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4., Search/ Print

Deletd 8/22/2011 % log

[ Dielete ] l export ]

~ || Operatar

ani L]

86 Temp-Supervisor
85 Temp-Supervisor
84 Temp-Supervisor
83 Temp-Supervisor
82 Temp-Supervisor
81 Temp-Supervisor
80 Temp-Supervisor
79 Temp-Supervisor
78 Temp-Supervisar
77 Temp-Supervisor
7B Temp-Supervisor
75 Temp-Supervisor
74 Temp-Supervisor
73 Temp-Supervisor
72 Temp-Supervisor
71 Temp-Supervisor
70 Temp-Supervisor
B9 Temp-Supervisor
B8 Temp-Supervisor
E7 Temp-Supervisor
EE Temp-Supervisor

ES Temp-Supervisor
calT

~ | DateTime ~ || Device
8/23/2011 11:19:27 &
B/23/201 170 A
B/23/2011 11:16:33 4
B/23/2011 111622 4
8/23/2011 1116724
B/23/2011 11:15:43 4
B/23/2011 11:15:35 4
8/23/2011 11:15:25 4
8/23/2011 11:09:56 &
8/23/2011 9:34:29 Ak
B/23/2011 33423 Ak
8/22/2011 7.06:44 Pk
8/22/2011 7.06:00 Pk
8/22/2011 7.05:52 Pk
8/22/2011 52,43 Pk
8/22/2011 £:51:42 Pk
8/22/2011 £:30.47 Pk
8/22/2011 6:29:36 Pk
8/22/2011 54T13 Pk
8/22/2011 54558 Pk
8/22/2011 5.26:02 Pk

B/22/2011 52557 Ph
111 E.10- 41 Db,

|| Description .

Download sttendance logs
Download user info and Fp
Download attendance logs
Diownload sttendance logs
Download sttendance logs
Fargetting to Clock infout

Leave Class

Leave Class

Download sttendance lags
Download user info and Fp
Download attendance logs

Employee Leaving on Business/hskin
Download usger info and Fp
Download attendance logs

Coming Late Collectively

Coming Late Collectively

Forgetting to Clock infout

Forgetting ta Clack infout

Employes Leaving on BusinessdAskin
Leave Class

Employee Leaving on Business/hskin

|

Employee Leaving on Eus\nass.ﬂ‘AskﬁE
ke Clebinu
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5. Data Management

5.1 Import AC Data

To import attendance record to another machine or old record to the current
attendance software, click this command on the menu and this operation window

will pop up:

4 Import Attendance Checking Data

|mpaort from Files

(M mpart fram databaze

Link Databaze: Quickly Choose DB-» Before 1.2 fifter 1.2
Provider=Microsoft Jet OLEDE. 4.0:0 ata Source=0:4Documents and Setti E

| % close |

[ in

1. Import from Files

All information of original database can be import to Attendance system database

file; to import attendance clock/in employee attendance data is imported.
Select import from USB flash-disk, click "Import" following windows pup-up:

2. Import from database
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5. Data Management

Import from database means to import attendance data from attendance database
backups, and the data include employee information, shift information, clock-in
records, etc. You can import the data from databases of previous version, or
databases of the same version. For the data format of database files of versions
previous to 1.2 differs from that of Version 1.2X, if the version of the database file
that you want to import is below 1.2 (Not including 1.2), please select versions
beforel.2 option; Otherwise please select 2.2 x options.

Note: Before importing data, if it is unnecessary to remain the data in your
system, please first select initialize the system. This is because if some data
remaining in the current system overlap with the data that will import, errors
will appear when importing data and data's importing speed will slow down.

Click versions1.2 or version 1.2x button, and a file manager will pop up. Enter the
path and file name of the database to import, and click "Open", the system will

import data automatically.

If your database is SQL Server database, you can click button to begin settings. For

detailed information please refer to Database Setup.
|
After importing data, click "Ei" to go back to the main menu.

5.2 Export AC Data

This function is mainly used to back up all attendance data in the current attendance
system or clock/in data, click this command on the menu and the following

operation window will pop up:
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< Export Attendance Checking Data

Export to Files

Conditions and R ange for Exporting Data Records

Begining Date: | nday . [GER W Tuesday . Augusl »

(=3 Export ] l X Close l

1) Export to Files

Export four file style: secret attendance data (*.abt), attendance clock-in data (*.txt),
back up attendance data (*.attbackup.mdb) and attendance system database file

(*.mdb). Click " = button, a file manger menu will pop up confirm the path and
file name for the back file and click "Open".

2) Conditions and Range for Exporting Data Records
Export data records during the time range.
Note: you must choose a new filename if the file has existed, the system will

suggest you to define new file name.
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5. Data Management

Exporting record will not lead to clean data in database. After finish to export data,

- | . .
click "E«21" button to close window, and then return main menu.
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