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1 ¢ INSTALLATION AND ACTIVATION

INSTALLATION AND SET UP

1. Toinstall TCMS V2, you need to insert the TCMS V2 installation CD into CD-ROM or DVD-ROM.
2. Browse the CD and run the installation file.
3. If your computer has AUTORUN feature, it will be initiated automatically.

STEP 1 STEP 2

|-.§_ FingerTec TCMS v2.2 - InstallShield Wizard

Welcome to the InstallShield Wizard for
FingerTec TCMS w2.2

The Installshield(R) Wizard wil install FingerTec TCMS v2.2 on

Preparing to Install ~ your computer, To continue, dick Mesxt,

FingerTec TCMS w2.2 Setup is prepating the InstallShisld
‘Wizard, which will guide you through the program setup
process, Please wa,

WARNING: This pragram is protected by copyright law and
international treaties,

Extracting: FingerTec TCMS w2, 2, msi

[ |

< Back [N | [ Cancel

Double click the icon to initiate the installation process. For PC with AUTORUN
feature, the installation process will be initiated automatically.

4 ‘ CONTENTS

Click “Next” to proceed.




STEP 3

i FingerTec TCMS v2.2 - InstallShield Wizard

STEP 4

i FingerTec TCMS v2.2 - InstallShield Wizard

License Agreement Destination Folder
Please read the Following license agreement carefully, Click Mext ta install to this Folder, or click Change ta install ko a different Folds

FINGERTEC TCMS V2 END-USER SOFTWARE LICENSE ~ {j InstallFingarTec TCM5 v2.2 to:

C:\Program Files\FingerTec Worldwide) TCMSw2),
AGREEMENT Change...

PORTANT-READ CAREFULLY: This TCMS V2 Systern End-User
License Agreement iz alegal agreement between you (either an mdividual

or a single entity) and FingerTec Worldwide Sdn Bhd. ("FingerTec") for

the software product identified abowe, which includes Computer software

and associated media and printed materials, and may mclude "online" or
electronic documentation ("TCIS V2 Software™). A

(3)1 accept the terms in the license agreement

()1 da naot accept the terms in the license agreement:

[ < Back ” Nexk = I\L [ Cancel ]

[ <« Back ” ek = %] [ Cancel ]

Check “I accept the terms in the license agreement” after you read the license Click “Next” to install software to default installation folder at C:\Program Files\

FingerTec\TCMS v2. Click “Change” if you want to specify a different location
to install the software.

agreement. Click “Next” to proceed.
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STEP 5

i FingerTec TCMS v2.2 - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

Click. Install to begin the installation.

If wou want ta review or change any of vour installation settings, click Back., Click Cancel to
exit the wizard,

[ < Back “ Install [\][ Cancel ]

Click “Install” to start the installation, which takes a few minutes and varies with
performance of computer.

CONTENTS

STEP 6

i FingerTec TCMS v2.2 - InstallShield Wizard

InstallShield Wizard Completed

The Installshield Wizard has successfully installed FingerTec
TCMS w2, 2, Click Finish to exit the wizard,

< Back

Cocel

Click “Finish” after the installation is completed.
A new icon is created on the desktop. Click the icon to start the software.




STEP 7 & STEP 8

83X

o e daall jlaatias il Arabic
R H LA B R A
FERBKEHALAERRBERR AL

Chinese Simplified

Chinese Traditional

Select this option for English version | English |
- P o N TP o Farsi

Choisissez cette option pour la version Francaise French

Diese Option fiir die deutsche Version auswéhlen German

Pilih opsi ini untuk versi bahasa Indonesia Indonesian
Selezionare questa opzione per la versione in lingua ltaliana Italian
Pilih pilihan ini untuk versi Bahasa Malaysia
Seleccione esta opgéo para versdo em Portugués

Seleccione esta opgdo para Versdo em Portugués — Brasil

U S .

Malaysian
Portuguese (Portugal)

Portuguese (Brazil)

You can find the product key, activation key and serial number of the terminal
printed on the genuine sticker.

Note: The product key and the software activation key can be found on the

sticker.
FingerTec TCMS v2
E Pr [
Produet KeY — g SBUEVKG C3Ka
o | R -
Terminal Serial—j— SM: BE0A2EE Acthation Key LGPZODSQ —— ACTivation Key
Number AR 00 ki, v )

Choose a language and click “Select” to choose the preferred language.

d E9/=]eS

Congratulation! You have successfully installed this FingerTec TCMS software into
your computer system

ingerTec TCMS - Setup Wi

I'm & smart Setup Wizard which will guice you to enter some simple parameters to
complete this one time inttialisstion process.

Please locate your Product Key' code and enter it in the space below. You can find
this code on the genuine software hologrsm sticker on the cover of the softvare
setup CO

f== | |B4NZ = AEYY = JWEA

STEP 9

ingerTec TCMS - Setup Wizard

=B

Thiz FingerTec TCMS software keeps attandance records according to date and time
of a user's clocking

By default, the system always records the time in 2400 hours format
Haovy da you weant the date to be recorded 7

Zelect one of the option from below and an example of current's date and time is
displsyed for your reference.

CIMM DD § ey

DD TN Y
¥y IWM DD

Example of date & time:-
19/02/200915:19

Cancel

Select the date display format to be used in software and reports. Click “Next”
to proceed.

CONTENTS
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STEP 10

FingerTec TCMS - Setup Wi

rd CEX

A working day is a day which requires one's present to work, or otherwise it can be
a holiday or restday, etc which don't need himher to come to work

By default, the system have suggested the following special key words to represent
each of the above day types, if you want, you may wish to change them. For ease of
reference, it's recommended you don't change them.

STEP 11

FingerTec TCMS - Setup Wizard

9=lE3

Mow come to the part where you might want to protect this program from
unauthaorised Usage.

“fou can erter your secret password using maximum of 10 alpha-numeric characters
to protect it for suthorised usage only, or leave it klank if you don't reguire it nowe.

At your convinent, you can always actiavte or desctivate this password protection
should you decided to change it at a later stage.
Passward |+
Retype | =+

Finally, you may briefly introduce yourself to me sa thet we may contact each other in

The normal weorking day is WIORKDAY future, that is, it you weart ta.

. Company | Finger Tec Warld Wide
The non-working holiday is HOLIDAY

Mame | Heriey
Cther non-working days are RESTDAY Email | henry@fingertac.com
QFFDAY Country | Malaysia e
First day of the week is Sunday A
[ Cancel ] [ = Back ] I Mext = [% l Cancel ] [ = Back ] I Mext = hl

By default, the software displays the name of working and non-working day and
they can be changed according to your preference. All these information will be
displayed in the software and reports. By default, the first day of a week is Sun-
day, and it can be changed accordingly. However, the software always defines
the first day of the week when you choose the display language for the software.
For example, the first day of a week is defined as Friday if you choose Arabic or
Farsi as display language.

Click “Next” to proceed.

CONTENTS

In “Password” column, insert the administrator's password to protect access to
the software.
In “Retype” column, retype the same password to reconfirm.

Password is an optional field. You can ignore it if you have any other facilities to
guard your computer.

In “Company” column, insert the company name, which will be published in all
reports. You may fill in the name of the administrator and his email address.

Please select the country where your company is located.
Click “Next” to proceed.
This is an optional page and you can ignore all information by clicking “Next”.




STEP 12

FingerTec TCMS - Setup Wi

You have just completed the few simple steps required by the system to automate
your attendance system. You may wish to ao back to any of the previous steps to
change the parameters, otherwise click the Finish button to conclude this wizard
setup.

Upon finishing of this setup, 'l leave you to the FingerTec TCMS control center. Make
sure the clock terminal is connected to this computer as per instruction provided on
the 'Terminal Quick Installation Guide'. Y'ou may start enroll new user's fingerprint on
the clock immedistely .

ft's been a pleasure at your service, and once again, thank you for using this
FingerTec TCMS softvware and hope you'll have & grest time in exploring this
attendance system.

ncel

Click “Finish” to end the software setup.

!E Wil donel Thank you for using this FingerTec TCMS software.

helofulin your o i
[

A welcome message will pop up to inform you that the setup is completed. Click
“OK” to accept.

STEP 13

Enter, FingerTec TCMS Password

Software will start automatically. Insert the administrator’s password to login into
the software.

Note: The password box will not pop up if you did not insert any password
during the setup process.

TO CONNECT AND ACTIVATE TERMINALS IN
SOFTWARE

BY USING TCP/IP, RS232 OR RS485 CONNECTION

The connection between the software and terminals is crucial to make the soft-
ware works. If the connection failed, the software cannot be initiated. You must
have software product key, software activation key and serial number of the
terminal to connect the software to the terminals. Information is printed on the
genuine sticker. Refer to page 7.

CONTENTS
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STEP 1 STEP 2
[ — | | -
[T e N e = 0 ) A 7| ] ST T I I T B T =T £ o BT T
_t:f_}m..xh WAL 1 [ 2 (P 5200 21881 20 K BT AFY-MEA 1 [ "2 PP AR50 1521881 200
o) [ |
e = —r—] ] (v = (= —r—] o]
When the software is initiated for the first time, this page will pop up. A message will pop up and request you to confirm that the terminal has been
Follow the steps below: connected properly.
[1] Insertthe ID Click “Okay” after you have checked the connection.
+ Each terminal ID must be unique for the software to accept new terminal.
* The numbers must be between 1-999 and it must match the numberinthe | STEP 3
Communication Option in the terminal. | |
[2] Select the model of the terminal(s). it e e e et e P s Dt -
[3] Select Type of Connection )
+ TCP/IP if using LAN connection. e [ St . _ T T —
+ COM1~6 if using RS232 or RS485 connection. fm——
+ USB if using USB flash disk to transfer data. procct o - -
[4] Select the baud rate if COM1~6 is selected as Types of Connection. Ignore Secine. 8302478
if TCP/IP or USB is selected as Types of Connection. ! W :
[5] Insert the IP address of the terminals. Ignore if COM1~6 or USB is selected Acbseabey | THUAADEN
as Types of Connection (same settings in Communication Option in the terminals).
[6] Uncheck the Disable column to connect the software to the terminals. o =




A new window will pop up to indicate that connection is established. The software
will connect to the terminal to read the serial number. Insert the Activation Key
into the column.

Click “Apply” to save settings.

Spmcrty B s rmion and i Fyp o mesi fox o R52 o
ok 1 s sk S, P o o 5 ot ol 1 g P b yiss i P Exbtied crocks
IMPHTANT. £hck Actate Torma bnon
Tossoied | Product Ky o] e Faaaws B
Bl AETT- A o tormnal I E 1
o
[Pt
1\ Contdaton ou have sctvatd theselctd tarmeal s
I ax N
Actvalon ¥y | THUSADSH
157w 100 Vs Ao
a0 [ [ emaras seohe o

The software has been activated and is ready to run. Click “OK” to accept the
message.

Cosstied | Procuct Koy o] e Famws B
Bl AETT- A o tormnal . I E 1
[Pt
Progutkey R4NZ = ARSY = JHEA
SeiNe  BZOZ4TH
sesaton by, |
Achvalon ¥y | REIVTAMT
2 7] |
157w 100 Vs Ao o
=) [ [ emaras oty o

If “Apply” button is deactivated after you inserted Activation Key, please check
the genuine sticker. Make sure that the key numbers shown on the screen are the
same as the ones printed on the sticker.

Contact your local reseller or support@fingertec.com for more detail information.

CONNECTION BY USB FLASH DISK

Firger Tee Terminal
- T rp—— fnRsz o or
" re
BRGHTANT (Aot
o] Proatvey | Acoien | © [ Grow | oweowm e St Corrwon | Owsaie B
T Ty T R N V"] = Emer__ oW iam i im )
T; 57w - v 15 [ wuame e )
_— ] ]
[ mom T2 v Ao
=) =) Comaes ] (=] (o=

Uncheck the Disable column to activate the terminal.
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STEP 2

STEP 4

= o s S o - 5 or B o -
ve 1 ke b3 8 e, ok e o 2 v el 1 o P before s ket P Trisbied chechor
[ — IMPHTANT. £hck Actate Torma bnon
Twsa]  Proamiiey | Acovton | © [ oo | sy, o e[ Coremction | waanie Faaawn - D] Proamivey | Ao B
BNEAETY- A THIRADRN v 0 T 1 2] CErRE ) ] BeE BTy avia | rmacen] e semeal . 1
FuLE7.CEmL 2 [ w100 ] 114200 1 FLET G B s - 1
108 ; Aetfvate Terminal
IE Congradstion! Yoa have actsvabed the seleched bermeal niccessiuly.
O [
Achraien biey | REIVTAAT
7] Lo ) =
Ll o] Ll o]
5w TOMS¥ Virmes Acvaion 5w TOMS¥ Virmes Acvaion
) (== (s ) (=) (o= st = s ] =) (o=

Insert the Serial number of the terminal into the column.Click “Apply” to proceed.

STEP 3

o1 anae & sk e, el  connthc i o e P befrd yo ek e Dhatind hacie
WCHTANT Cach At Tt i
Dstied | Proamifiny | Achtd] = Faaawm Bl
BaNIAETYMA | Tracesy e Semnal o 1145200 CEF-)
st cemames Lo e : T NI -
Productiiey RLST = QE8S - UWBY
SeasiNo.  B302728
Achvalien My REIVT AT
At E [Cgose =
“ — o]
] Srcees TOMET Viarees Activation.
Ca ] [ s ] =) (o=

Insert Activation Key into the column. Click “Apply” to proceed.

CONTENTS

Software will be activated for you to use the software. Click “OK” to accept the
message.

T =

I ke 15 vl chsatiee M, Pk S o el i Corvcied ol 15 e P o you uriich e Dhtabied chocker
MPORTANT. Chei ‘Actstt Tormeal buin
Dusatied | Product Ky Actrat] Norate ® Aaders E
B A - Tt . R ]
[T p——— )

Procucthey 4N = ARSY = TWEA
Seeuite  BROZATE

Acheaien My REIVTANT

a o=y -

[ S TOMEGVT Wirwns Actheation.

) =2 o) (o) (o=

If “Apply” button is deactivated after insertion of Activation Key. Make sure the key
numbers shown on the screen are the same as the ones printed on the sticker.

Contact your local reseller or support@fingertec.com for more details.



TO ADD OR DELETE TERMINALS
TO ADD NEW TERMINALS INTO THE SOFTWARE

[

= [

STEP 1
Dssid]  Proaxifey | Acowon | © | Geop Desorgion o et Cornmcion | Dmarwe Faaswr
e T [ Termns Grnee [tesy | [ e
Click “Add” to add a new terminal into the software.
STEP 2
[ -
[ ] =) [(E=_)

Insert the Software Product Key. Click the “key” icon to confirm.

v o by macel for

MPORTANT. Chea Akt

STEP 3

Dawwd]_Proamivey | Acbeten | © [ aw Tt o ot | Coremton | Dwws | eamaws  fs
BOLLAETY-3AA [ THUSADEN o [z CEEY v e[tz )
.57.cEm. v o = v o T

s TOME 2 Wi Actention
and | [(Doee ]| | cvrteww || asecestens | [ leesoros o [

(=3

Repeat steps as mentioned in page 10.

TO DELETE TERMINALS FROM THE SOFTWARE

Fieger Tec Terminal

o 5.
ve
= et Cornmcion | Dmarwe Fasae
2 I w1 s
=] it o nawe et
5o 1052 Virwer Actvagon
(e ) [e==e ) Hdvmeatoneg [ emneiee (o= )

Click to select the terminal. Click “Delete” to delete the terminal from the list.

CONTENTS \ 13



14

TO INTERACT WITH TERMINALS

Information from connected terminals can be retrieved to check on its settings
and contents. The settings can be changed and uploaded to the terminals as and
when required.

STEP 1

= i o e 2 mced for o0 RS- o tor

MPORTANT. Chea Akt

Dowid|  Proamivey | Acheten | © [ oop | e o
T T T T T = )
T cem i tEriiear o[ Sareira 2 e ;

[ S TOMEGVT Wirwns Actheation.

Cam ) [Coe=e ] oo | [

ooz 1)

Check the terminal ID to connect to the terminal and to retrieve settings. Click
“Advance Settings” to proceed.

STEP 2

Click “Get Settings” and the software will start to retrieve information from the
selected terminal.

CONTENTS

Tarminal Advanced Settings

Terminal I Baudrale 115200 -
Descripon F Addrnan 182.168.1.223

Puling Host It Correction Toran ~

Moo amendancs records O Communication Key

i Sheayp e ik

Dae formesl Puwer uff lime ek

Voiee Prower on fime. Lo

TN Theeshck! SOH verska [ |
11 Theesnoid NG I ]
Dy 1.1 Admingsirabor

Wi mivede e

K nction S

Lock diiay tezome) Fasswer

Vihegand foemet Uiser logy I:l

[ e attinge '# Rerwst Sattings
Tarminal Advanced Settings

Termicnl D Mode [Fios 100 | Bkt N5

Descripon F Addrnan 182.168.1.223

Puling Host i Conrection TCRAP -

Py BRENANCE reconds (m} Cormmunic abion Key

Langpaage Enghsh < Simep S clchock

o— EYPPYPTN 168 : Terminal Advanced Settings [ froe

Violen o .| olelock

L] Process completed |

1 Theashont ey [e0s2 |

11 Theeshisd - [ [ [ 618 dars 4 2008

cniy 1.1 W v o

el smdend o= Lser [

e nction ShepMods @ Fngerrint [

Hokden

Lock ety 180 = | paome) Posswind o ;]

Wihagand format = - Usér kg E WRorke o
[t semrge [ porsasatrgs | [ gesetegs | [ peesemegs | [ upasteremwas | [ goss |

Once information is retrieved, click “OK” to save the settings.




Tarminal Advanced Settings
Termicnl D ] Model (o 100 Bkale N5
Deserpmon Termienl 1 P Asddrnan 192.168.1 222
Puing Host I Connection TeRap -
Py BRENANCE reconds (m} Cormmunic abion Key
Lavgpaage Erghish - Sterep e elckck
Dl formal MDD Puwer uff lime : | vicock
“aiee o Prwer on time slelock
1M Theeshesd 453 SN verskn [en3a2 |
11 Theesnoid % = Firmwans vérsion er 6.20 Mov 11 2008
I LI Adinistraton
Wi mivede vz User
i nesion Sheep e % Fingerpeint
Lk delary 150 3| i) Posswind m
\Wisgand sermat % B User bag [ vorbcoas |
[ geseoge || [ persmsetege | [ gesetiege | [ poesemwge | [ vpawsremesre | [ goee |

Refer to the table below to understand all settings and information.

Terminal ID to specify the terminal identification number.

Model to choose from a list of the terminal models.

Description to describe the terminal’s details for example terminal 1 is de-
scribed as located at the front entrance.

Polling Host IP to retrieve and to display the host IP. (Only a computer with this
|P address can download the data from the terminal.)

No Attendance Records to putting a check on this box will provide no attend-
ance records at all. This function is suitable for the terminal for door access
only.

Language to choose the language for the terminal.

Date format to choose the date format from the list to be displayed on the
terminal.

Voice to enable or disable voice emission in the terminal.

1:N Threshold specify the value for 1:N matching threshold in the terminal,
which means the amount of total point that will be read by the scanner dur-
ing verification. The valid range of the threshold should be between 0-50; the
recommended range is 45-50.

1:1 Threshold specify the value for 1:1 matching threshold in the terminal. The
valid range should be between 0-50. The recommended range is 35-50.

Only 1:1 to specify the verification method for the terminal. If “No” is chosen, the
terminal will work on 1:N as well as 1:1 methods. If “Yes” is chosen, the scanner
will not respond to a fingerprint input unless the user inputs his/her ID.

Idle Minute to specify the number of minutes to trigger the idle action with either
power off or sleep mode. Choose value “0” could disable this function.

Idle Action to specify the idle action with either power off or sleep mode.

Lock delay to specify the timer of the door after verification is done and before
the door is shut again. This function is for door access usage.

Wiegand format to specify the Wiegand format used. This is only in-use when
youare using a WG model of FingerTec® products. Wiegand format
is another communication interface besides ethernet, RS232 or RS485. Wi-
egand format normally is integrated with a third party software or a controller.
Baudrate to specify the Baudrate of the terminal, which is the data transmission
speed for device to computer. This is only effective when the RS232/RS485
communication methods are used, ignore this if using TCP/IP. Leave the value
as 115200 as default.

IP Address to specify the IP Address of the terminal. This is only effective when
the TCP/IP communication method is used.

Connection to choose from the list of connection types available. Ethernet,
RS232 or RS485. Choose only one.

Communication Key to specify the communication key, a hidden password
for software to communicate with device which has already being set in the
terminal; the default value is 0.

Sleep Time to specify the time for the terminal to rest.

Power Off Time to specify the time to turn off the terminal automatically.

Power On Time to specify the time to start the power on the terminal automatically.
SDK Version to display the SDK version of the terminal.

Firmware version to display the Firmware version of the terminal.
Administrator to display the number of administrators available in the terminal.
User to display the total number of users available in the terminal.

Fingerprint to display the total number of fingerprint templates available in the
terminal.

Password to display the total number of password users available in the terminal.
User Log to display the number of transactions being done in the terminal.

Get Settings click to get the current settings of the terminal.

CONTENTS \ 15



+ Default Settings click to get the default settings of the terminal.

+ Set Settings after changes have been made, a click on this button will update
settings to the terminal.

+ Update Firmware to update to the latest terminal firmware. You may get this
firmware update file from resellers.

Note: Firmware file is always in .cfg format

+ Close to close the terminal Advanced Settings window.

HOLIDAY works with i-Kiosk 100, i-Kiosk 100 Plus, Q2i and TA200 Plus for
access control only. Ignore this item if:

[1] you are not using any of the mentioned models.
[2] you are not using the mentioned model for access control.
[3] your office is closed during holidays.

To configure holiday settings to the terminal, please follow the steps below:

Holiday Settings

[1] Insert a Holiday ID as a code.

[2] Insert the Date of the holiday.

[3] Insert the Name of the holiday. (Optional)

[4] Insert a time zone to control the access time period during holidays.
Please refer to page 70 for Time Zone settings.

[5] Check “In-Used” column to activate the settings.

[6] Click “Set Settings” to update changes to terminal.

[7] Click “Save” to save settings.

[8] Click “Close” to finish.

WORK CODE works with i-Kiosk 100, i-Kiosk 100 Plus, Q2i and TA200Plus
only. Ignore this if:

[1] you are not using any of the mentioned models.
[2] you are not using work codes to capture clocking reason.

To configure work codes, please do the following steps:

Workcode Settings

You can use this setting to proibit entey during & particular holiday 1D (01-24). These holiday “ou can use this sefting to display the description of & workcode (01-99) on the terminal
records are similar to Holidary List in Group Duty Roster. zcreen when the workoode is selected. These workcode records are similar to Remark
definition.
Holiday I Diste: = Description Time Zone In Used J Workcode Dezcription In Lzed J
01 01/01/2009 | Mewe W ear 2 | 10 Gaing to meet supplier ]
11 Going to meet client ]
12 Attempt to training |
[ Getsefngs | [ et Settings N [ save | [ cose | [ oetseings | [ setseings N [ save | [ cose |
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[1] Insert a number as work code.

[2] Insert the name of work code.

[3] Check “In-Used” column to activate work code.
[4] Click “Settings” to update changes to terminal.
[5] Click “Save” to save settings.

[6] Click “Close” to finish.

TO ASSIGN TERMINALS INTO GROUPS

When multiple terminals are installed within an environment, we recommend you
to assign the terminals into groups to ease data downloading/uploading. For ex-
ample, you can assign all terminals installed at ground floor into a group labeled
as Ground Floor, and those on 1st floor labeled as 1st Floor. During data down-
loading/uploading, you choose terminals by choosing group(s).

This is an option to facilitate the software operation in an environment with multiple
terminals.

Please follow the steps below:

STEP 1
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Click “Terminal Group” to define group name.
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Insert number to represent Group ID into Group column. Insert group name into
Description column. Click “Close” to save settings.

Caution: A check on Disable will stop the software from connecting fo the
terminals in the group.

STEP 3
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Assign terminals into the corresponding group. Click “Apply” to save settings.
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2 « BASIC OPERATIONS

This software is designed for time attendance and door access control function.
This chapter covers basic operations and its communication with the terminals.

DEPARTMENT DEFINITION
= AES
The followving configuration components are available:
DCeate: [ Hour formt A
Day type
Leave type

Statt extended leave

Clocking scheduls

Group duty roster

Company & contact person
Change password

Preferred langusge

Re-build database indexes
BackupRestore database files

Department Mame Definition:

Belowy iz a table consists of user-definable department names.

Departmert Pazsword User ID J
T |

Engineering "

Femark detintion Information Technology R

; S

What's nevy in this relesse 7 Production —
QA& QC

Use this setting to key in the pre-
riame

To add @ new record, press the down-amow key when it is @t the bottom of the list.
To remoe a record, just erase the description

Close

Cancel |

CONTENTS

Department
You can create departments and assign users into any of the department. You can
filter data viewing or reports by department.
Ignore this step if the Company does not have department categorization.
+ To add a new department, insert the name of the department.
Press | to insert the next department.
+ To delete a department, select a department and press DEL on keyboard.

Password

You can assign department password to each department’s manager. With the

password, department manager can login into TCMS V2 to view and print reports

for users assigned under his department only.

Ignore this step if department manager(s) were not granted any rights to access the soft-

ware.

To add new department password, insert password next to the department. Press

| toinsert the next department password.

+ To delete a department password, select a department password and press DEL on key-
board.

User ID

You can assign user ID for department manager in this column. Department man-
ager can login to TCMS V2 Viewer (optional web application) to view and print
reports for those assigned under the same department.

Ignore this step if the Company is not using TCMS V2 Viewer.

+ Toadd a new User ID, insert User ID in the column next to the department.

Press | to insert the next user ID.
+ Todelete a User ID, select a User ID and press DEL on keyboard.

Click “Close” to save changes.



SECTION DEFINITION

Section can be either above or under a particular department. For example, if a
section is defined by using categories such as “Local” or “Overseas”, it means
that Local or Overseas can be placed higher than a Department, thus contain the
departments mentioned in the Department Definition.

Ignore this step if the Company does not require any section.

+ Toadd a new Section, insert the name of the section into the column. Press | to insert the
next section.
+ Todelete, select a Section and press DEL on keyboard.

REMARK DEFINITION

Remark is a tag to explain user’s clocking activities. It is in combination with the
work codes used by a terminal. A user can insert a predefined work code during
his fingerprint verification at the terminal. The inserted code is meant to identify
activities, for example code “20” represents “Emergency Leave”, code “10” rep-
resents “Meeting Supplier” and etc. The clocking time will come with work code
explanation in the software, published in Attendance Sheet, Terminal Data Audit
List and Monitor Terminal Activity.

Ignore this step if the Company does not require work codes or reasons for clocking data.

£

Drate fHour formst

Dy type

Leave type

Staff extended leave
Clocking schedule

Group duty roster
Company & contact person
Chanoe passywiord
Preferred languags
Re-build detabasze indexes
BackupRestore databasze files
Department definition

Remark definition

The followving configuration components are availakble:

- O]

Section Name Definition

Belowe iz atable consists of user-definable section
NAMEs.

Section

Cwersea

What's newy in this release 7

Usze this sefting to key in the pre-

Team A
Team B

To add @ new record, press the down-amow key when it is at the
bottom of the list.
To remove a record, just erase the description

Close

Click “Close” to save changes.

)

Diate i Hour format

Dy typoe

Leave type

Staff extended leave
Clocking schedule

Group duty roster
Comparsy & cortact person
Change password
Preferred langusge
Re-build database indexes
BackupRestore databaze files
Department definition

Section definition

WWhat's newy in this release 7

Usge this setting to key in the pre
attendance.

The following configuration componerts are available:

- [B] x|

Attendance Remark Definition

Below is a table consists of uset-definable remark for
attendance.

=
Going to meet cliert ih!
Attermnpt to training 12
Check In o0
Check Out m
T In 04
OT Qut 03

To add a new record, press the down-amow key when it is 3t the
bottom of the list.
To remowe 3 record, just er@se the description.

Cloze
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If you are not using work code at the terminal, you can check the clocking data.
By default, these are the basic codes of all terminals.

[ 00-Checkin | 01-CheckOut | 04-0TIh [ 05-OTOut |
User can press the keypad buttons to define their clocking status during verifica-
tion.

[A button — Check In_| ¥ button — Check Out[ ESC button — OT in [OK button - OT Out|

These codes are downloaded into the software without affecting time attendance
calculation. They are useful only when you export clocking data to any 3rd party
software.

USER MANAGEMENT

Click . to go to User Management.
Devices

= Fingerprint Terminal Q@EI

The tfollovving terminal cortrol functions are available;
Setup FingerTec terminals ~

User access codes

Terminal users control

Terminal last update status
Configure access Tones

Set terminal date and time

Set automatic dovwnload interval
Dovwnload data from terminal
Clear all data in terminal
Terminal data audt list

Manitor terminal activities

USA flash disk management
Instant meszage display

FRIS dstabase server management

Use this setting to dowwnload enrollzd users from readsr into
local detabase, and to distribute stored users to other reader.

Close

Click “User management” to open the page and you will see the following win-
dow.

&, icating . of Ingerprnes envoled, e of Lser privioge aed marusl

el , delete upers rom berminal, or delele users rom FC.

Drparimart

== mis

e [omee |

|

Cermricast Unes pcatn Lo eletn U (Tammiral) Coiete o 5|

User Fingerprint Management is a page to interact with all connected terminals in
handling transfers of users. The details of each column are explained below.

User ID The number to identify every user enrolled in a terminal, maximum ID is 9 digits.

Name The full name of every users for example Tony Michael.

Department| The department that the user belongs to.

Fingerprint | Total fingerprint templates user enrolled in the terminal

User Name | The display name on the terminal during verification, maximum is 8 characters.
For example Tony.

Privilege | The system offers 4 levels of authority to the terminal. User — Normal user who
is not given any permission to access any settings of a terminal. Enroller — A
person who is given permission to only enroll new users into a terminal. Admin
— A person who is allowed to access all settings of a terminal except Advance
Settings. Supervisor — A person who has the highest authority to access all set-

tings in a terminal.

Password | The password enrolled at the terminal. Current password can be edited or it can
be replaced with a totally new password. A user can also add a password to the
User ID to enhance security. However, any changes made must be uploaded to
select terminal(s) before it could take effect. Ignore this step if a user is not using

any password.




Card ID The Card ID enrolled at the terminal. Current card can be edited or it can be
replaced with a totally new card. A user can also add a card to the User ID to
enhance security. However, any changes made must be uploaded to select
terminals before it could take effect. Ignore this step if a user is not using any

card.

Disabled | This function is to disallow certain users from getting verification at certain

terminal(s).

Details of operation are described below.

DOWNLOAD USERS FROM TERMINALS

CEL|
PRGN == . Vi can
] LAY youprrer, upemans + priviegs + pasTword, o both deta Bt
-
8 T —— - (PO sio e 7]
A w2
2 Wi
- i
1
. LI |

After users are enrolled at a terminal, the data must be downloaded into the soft-
ware before using any other features in the software.

[1] Click “Download User”.

[2] In “Download Users from Terminal” window, select the terminal’s ID number
from the drop down menu. As soon as the selection is made, the software will
connect to the terminal and all available users ID will be displayed onscreen.

[3] Click “All” to select all users to download or you can choose to download a
particular user by clicking his user ID.

[4] In“Selected Data” section, please select all (Fingerprint, Card ID, User Name
+ Privilege + Password) to download.

[5] Click “Apply” to start downloading.

tovs, priatr e o T prvided, o o e ke s el ve

o 1 | olet 5500 110 Sor, o el BT o P
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T T R

Users will be downloaded into the software and basic information such as Name,
Department, and User Name can be inputted into the table.




UPLOAD USERS TO TERMINALS You can upload users to multiple terminals without repeating the above steps.

All users stored in the software can be uploaded to other terminals without re- Follow the steps below to upload users to multiple terminals.
enrollment. You can upload any changes of the users to the terminals too.
2o [ R Y | [T e

L rebdrs o e
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On User Fingerprint Management page, follow the steps below to upload users | [1] Click “Upload User”.
into terminal.

[1] Click “Upload User".

[2] In the “Upload Users to Terminal” window, ignore the ID column.
[3] Click “All" to select all users to upload or you can choose to upload a particular

[2] In the “Upload Users to Terminal” window, select terminal ID. user by clicking his user ID.
[3] Click “All” to select all users in the terminal for upload or you can choose to | [4] In “Selected Data”, please select all (Fingerprint, Card ID, User Name + Privi-
upload a particular user by clicking his user ID. lege + Password) to upload.

[4] In “Selected Data” section, please select all (Fingerprint, Card ID, User Name | [5] Click “Select Terminal ID”.

+ Privilege + Password) to upload. [6] A new window with all terminal IDs will be displayed. Uncheck irrelevant termi-
[5] Click “Apply” to upload. nals.

[7] Click “OK” to proceed.

[8] If you want to sort the terminal by group, select Group by the Terminal Group
column.
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F z DELETE USERS (TERMINAL)
e o ] v oo s o st s i In some circumstances, the Company needs to delete some users from the
e ———— - terminal(s) for examples if a staff resigned or he is blocked from using a certain
|28 terminal, please follow the steps below.
Seect| D | crowp Descrighon ) =)
= 2 DT et | ey = (L1 T ——
e o [ s vt o e e st
[ | SR o, o et s R
£ I [ T e e e e (T
: et i s J Lﬂ_@ :w’ ] Vi O 2l 1 = ki Jepron - : :.:: |I: .
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: L == 0N s o
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[ s k. S ONPTEY i pi necaon o upase for sekctod user] s o S
D] e riogs s g, v e = m Beeh == | 3
=] u,u.pl[r SRR S ————— IaE (T T | e T (=
T S sl 0 [ mp [ __twom | £ -]
e e s e ' e m [1] Click “Delete User (Terminal)”.
Do -rm : ~ s [2] In the “Delete Users from Terminal” window, click “All" to select all users or
ER— you can select particular users to delete from terminal.
v [3] In “Selected Data”, please select all (Fingerprint, Card ID, User Name + Privi-
=) lege + Password) to delete.
=T | [4] Click “Apply” to proceed.
. T T Comen ) |20 ) . . ) '
e e L l = = Deletion of the same user from multiple terminals can be done without repeating
- - - the above steps. Follow the steps in the next page to delete users from multiple
[9] Select the Group and Click “OK” to proceed. terminals.




ol ettt et o peected sners) ot o wincied e e e 3 tancton o ekt o peected smers) ks o peincied e
: “Vons ton ptes chte tacie Irp utereae + e puR——— o]t o can s chocie b ks g, s - s o e, o et e e P
Fevinge + parword, or B e 5 g - PrNBION + parword, or b s ol et Bopartont-
- -
R N T T I A 2B e e I e T = AN O
H T o o — . o —
i = [l u}
s 5 i e ) )
oy 2 1 e ) a)
me:,. 1 User m| ]
Selected dmin [ Frgerprrt | ‘Selected dmin [ Frgorert
Jowan i Flowan
e P 's Fammrers] i = R —
et T xJ (= | i L et T I | ]
[ vownosaser | [ uesseuse | |[Ceete o Cermnats | [ pemeimerrn | [ | [_cownosaiser | [ wedseusw | [[Cotetetiow Temeat) | [ peee s | [

[1] Click “Delete User (Terminal)”.

[2] In the “Delete Users from Terminal” window, ignore the column ID of termi- B[ e e e e e e B
nal‘ Sriviegs + paitwond, or Boh dals st et Daarimact S
[3] Click “All” to select all users to upload or you can choose to upload particular H oot o [ [ ] Peeees |_sest };D""" =i
users by clicking their user ID. O
[4] In “Selected Data”, please select all (Fingerprint, Card ID, User Name + Privi- F
lege + Password) to upload.
[5] Click “Select Terminal ID”.
[6] A new window with all terminal IDs will be displayed. Uncheck irrelevant ter-
minal ID. e
[7] Click “OK” to proceed. L Sant Tunea | 3
[8] If you want to sort the terminal by group, select Group by the Terminal Group e T T T Com )
column.

[9] Select the Group and Click “OK” to proceed.
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DELETE USERS (PC)

Once user information is deleted from a terminal, the particular user will not be al-
lowed access anymore. However, his information is still available in the software.
To remove a user from the software, please follow the steps below.
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[1] Click “Delete User (PC)".

[2] Click “All” to select all users to delete from the software or you can choose to
delete particular user by clicking his/her user IDs.

[3] In “Selected Data”, please select all (Fingerprint, Card ID, User Name + Privi-
lege + Password) to delete.

[4] Click “Apply” to upload.

The user information will be cleared and highlighted in grey. However, his User

ID, name and department will still be in the software. It is recommended that the

Company keeps the information for future reference.
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If the Company wants to delete the user from the software, please follow the steps
below.

[1] Click E to open User Record page.
Lzers
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[2] Double click the “Dustbin” icon.
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[2] Select the user ID and insert information into the corresponding field.
[3] Click the “Click for photo” column to find photo of the user.

[4] Repeat the same steps for other users.

[5] Click “Apply” to save settings.

In case you wish to change the User ID to another new User ID, follow the steps

below. =
[1] Click to open User Records.

[3] Select the User ID to delete.
[4] Click “Delete” to proceed.

USER RECORDS

User details and photo can be inserted in User Records.
Ignore this step if the Company does not want to insert details or photo of users.

=
[1] Click | ;.= | to open User Records.
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[2] Click “Change ID".

[3] Select the user ID that you want to change.
[4] Insert the new user ID.

[5] Click Apply to save settings.
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SET TERMINAL DATE AND TIME

When you run the software for the first time, synchronization of date and time of
terminals with the computer is crucial.

2 S (=1ES

The: folloving terminal control functions are svailable:
Setup FingetTec terminals A
User management

User access codes
Terminal users control
Terminal last update status
Configure access zones
Set terminal date and time
Set automatic download interval
Dawenlozd data from terminal
Clesr all data in terminal
Terminal data audi list

Set Date & Time

Please specify the date and time to be set in the data terminal -

Monitor terminal activities S3A2008 17:55:02

USB flash disk management
Instant message display
FRIS database server management

Close

Use this function to set the current da|
FingerTec reader terminal.

Close

[1] Click |,o,...| and select “Set terminal date and time”.

[2] The date and time of the terminals must always be the same as the computer’s.

[3] Click “Apply” to synchronize with the terminal.

If you noticed that the date and time of any terminals are not the same as the

time in the computer which collects all the data, please follow the steps above

to synchronize.

Ignore this step if the date and time of terminals are in sync with the date and time of the
computer.

DOWNLOAD DATA FROM TERMINALS

Users verify their fingerprints, passwords or cards at a terminal to report attend-
ance or gain access. The date and time of verification is captured as clocking
data and saved into local memory of terminals. To enable viewing of these clock-
ing data, the data needs to be downloaded into the software to generate attend-
ance data, in-out records and reports. It can be done manually or automatically.
Failure to download data from terminals to computer, no records could be viewed
in the software.

MANUAL DOWNLOADS

The follovwing terminal control functions are available:
Setup FingerTec terminals ~
User managemert
User access codes
Terminal uzers cortrol
Terminal kast update status
Configure access zones
Set terminal date and time
et automatic dovenload interyval

ta from terminal

Manual Download Clocking Data.

Use this function to dowwnload the clocking transaction data from data
terminal manually . These clocking data will be remove from termins
ance it has been dovwnloaded to PC

Plesse do not interrupt during the download and converting process

Clear all data in terminsl
Terminal data audit list

Monitor terminal activiies

UZB flash disk management
Instant message display

FRIS database server mansgement

Close

Use this function to download clocking
manually

[2] Click “Apply” to start downloading process.

[3] Ifyou are connecting to multiple terminals, a new window will pop up after you
clicked Apply.
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Tick checker, below to select the data terminal:-

Select| 1D Group Description Status
z 1 Terminal 1
z 2 Terminal 2
Terminal Graup “ [ Cancel ]

=

The following terminal control functigh S8 ® LR RG] FETR[TETETE
Setup FingerTec terminsls
User mansgement
User access codes

Terminal users contral

Terminal last updste status

Configure access zones

Set terminal date and time

Set automatic downloac

Download data from terminal

Clear all data in terminal

Terminal data audt list

Use this function to specify the time interval for the system to
automatically dovwnload the clocking data from the data terminal -

30 | Second(s)

Specity the time interval for the system to activate the automatic
download process before and after each clocking time: -

10| MinLte(s)

[4] Uncheck irrelevant terminal IDs.
[5] Click “OK” to proceed.

Data in the terminal will be cleared after downloading process is complete. The
process is automatic to avoid data loss and overflowing of data.

Note: Please do not quit the software, or disconnect terminal from the software
during the downloading process. Interruptions will cause the incomplete
download process and data loss.

AUTOMATIC DOWNLOADS

n
[1] Click and select “Set Automatic Download interval”
[2] The automatic download interval can be predefined by:

+  Seconds

+  Minutes (Download process will only start when it is approaching the pre-defined
clocking time. In case of 10 minutes, if the pre-defined IN time is 9:00am, down-
load process will start 10min before 9:00am which is at 8:50am and 10 minutes after
9:00am which is at 9:10am. This is different with normal minute interval.)

+  Specific timer

[3] Click “Apply” to save settings.

CONTENTS

hionitar terminal activities

USB flash disk management
Instant message display

FRIS database server manageme

Specity daily dovenload timer for the systemn to activate the automatic
dowenload process everyday.

1000 | o'clock
1800 | o'clock

Use thiz setting to specify the inter)
will automatically download the clol
terminal

Close

Cloze

You can select to use all 3 types of download intervals at the same time. All 3
download intervals will not interrupt each other during download process.

CLEAR DATA IN TERMINAL

If you want to use the terminals for access control only without checking any
access details of users, choose to clear logs from the terminal. You do not need
to download logs into the software, instead delete logs directly from the terminal.
However, it is important to take note that the deleted transaction logs cannot be
retrieved by all means.

Ignore this step if the Company wants clocking data of all users of the terminals.
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The following terminal control functions are available:
Setup Finger Tec terminsls -~
User management
User acoess codes
Terminal users control
Terminal last update status
Configure access zones
Set terminal date and time
Set automatic download interyal
Diovnloadd clata from terminal

Clear All Clocking Data

data in terminal
Use this function to clear sway sl the clocking transaction data in the
cata terminal permanently.

Terminal data audit list

blonitor terminal activities

USH flazh dizk managemernt
Instart message display

FRIS databaze server managemes|

I arder to cortinue, you must retype the code provided below to
confirm the process

59506

= BED

The following configuration components are available:
Diste fHour format A
Day type
Leave type
Staff extended leave
Clocking schedule
Group duty roster
Company & cortact person
Change passyword
Preferred langusge
Fe-build database indexes

Backup/Restore Databases

Click the 'Backup Database' option it you want to backup the current
databasze into & compressed file, or click the 'Restore Database' option if
wou want to restore and overvwrite the current databasze with the
previous backup file

Department definttion
Section defintion
Remark definition

What's nev in this release 7

O Restore Database

Use this function to clear away clocking dats in reacer Uze this function to backup existl — perform automatic backup everydsy at: 0:00 | o'clack
terminal. storage meddia, or restare from pr|
inta the system.
[1] Click and select “Clear all data in terminal”.

[2] Pleasge;;;ember the random number given in the box.

[3] Click at the random number column and the number will disappear.
[4] You need to insert the same number into the column again.

[5] Click “Yes” to proceed.

BACKUP/RESTORE DATABASE

Itis advisable to backup your database periodically. You can clear the transaction
logs of the software after you have done the backup process. This operation can
reduce the burden of database and to maintain the efficient processing time of the
software. Restoration of the old database is possible for future reference.

"

comiuration | 10 S€lECE “Backup/Restore database files”..

[1] Click

[2] To backup database, select “Backup Database” and select a location to save
the database .ZIP file.

[3] To restore database, select “Restore Database” and locate the database .ZIP
file to restore.

[4] If you want the software to backup database daily at a fixed time, insert the time
into the column.

[5] Click “Apply” to save settings.
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3 ¢ SETUP OF CLOCKING SCHEDULES AND GROUP DUTY ROSTER

Ignore this chapter if the Company does not use this software for time attendance.

Clocking schedules and group duty roster are important configurations to calculate attendance of users correctly. Every setting in the clocking schedules and in the group
duty roster will affect the outcome of time attendance and its corresponding reports.

Once the configurations are done, users do not need to define their clocking status (check-in, check-out, lunch etc) at terminals. When they verify at the terminals and
their clocking time is captured, the software will check all the downloaded clocking data from the terminals and justify it against the predefined schedules and group
duty rosters.

Clocking Schedule

SETUP OF CLOCKING SCHEDULES

Different clocking schedules can be created to support users with different work-
ing times or working rules. The software provides a maximum of 1,000 clocking B CEChi SE"B““‘E — =
schedules for definition and 3 types of clocking schedules to configure.

List of ciocking Schedules to be used in group duty roster. A schedule can be ether base on weekly routine with optional fisxible clockings, or
according to daily clockings for rotational shifs.

A. Weekly schedules are working schedules that apply for one week. Most of
the general working schedules are based on weekdays and weekends.

B. Daily schedules are working schedules that apply for a day. This is an ap-
plication for multiple shifts, overnight shifts, open shifts, rotational shifts etc.

C. Flexi schedules are weekly working schedules without considering any late
in, early out or OT. Mostly apply to flexi-working hours.

[1] Click " and select “Clocking Schedule”. e

Configuration
COLUMN | DESCRIPTION — —
Schedule Schedule is identified by code ranging from 0 to 999.

Description Description of the schedule. [2] To edit a schedule, click “Edit” to start.
Work Schedule ?mﬁﬁf the work schedules [3] To delete a schedule, select the schedule code and Click “Delete Schedule”.
' E@i)l(;i/ [4] To add a new schedule, click “Add Schedule”.




Add Schedule

To add new clocking schedule, select an availabe schedule code and specify the
desired work schedule

Schedule ||~

Description

Work Schedule | Weekly lz‘

[5] Select a schedule code and name the schedule.
[6] Define the “Work Schedule”.
[7] Click “Okay” and start to configure settings.

CLOCKING PAGE

If you select “Weekly” schedule type, the clocking schedule as below will be dis-
played.

If you select “Daily” schedule type, the clocking schedule as below will be dis-
played.

Clecking Schedule

Specify the clocking schedules and its seftings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule.
Schedule| 1 Description | [ezkly Schedule

Clocking |Range| General | Tokerance | Rounding | Break | overtime |

Instruction
Weekday Day Type n Break Resume out or Done

Sunday RESTDAY

Monday WORKDAY 08:00 17:00

Tuesday WORKDAY 08:00 17:00

Wednesday | WORKDAY 09:00 17:00

Thursday WORKDAY 03:00 17:00

Friday WORKDAY 09:00 17:00

Saturday WORKDAY 05:00 13:00

Round to nearest minutes
Rounding - - - - - -

Clocking Schedule

Specify the clocking sehedules and its setiings as indicated below. Fixed clocking sehedule is not applicable to flexi-work schedule

Schedule| 2 Description | Daily schedule

Clocking |General| Tolerance | Rounding | Break | Overtine |

Clocking Time:- n Break Resume out o1 Done
Actual clocking time 03:00
Leave it blank if not used

Round to nearest minutes.

Rounding [=] [=] [~ [=] [~ [=]

Clocking Range:-
Clocking before this time:
Leave it biank for defaut range

Latest Clocking:-

Repizos with mast recent clocking within the ] ] s} o
clociing range
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If you select “Flexi” schedule type, the clocking schedule as below will be dis-
played.

Clocking Schedule

Specify the clocking schedules and its seffings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule.

Schedule| 3 Description | Flexi Schedule
Clocking | Range | General | Tolerance | Rounding | Break | Overtime |

Instruction

Weekday Day Type In Tl In [ out In Out

Sunday RESTDAY

Monday VWORKDAY

Tuesday WORKDAY

Wednesday WORKDAY

Thursday WORKDAY

Friday WORKDAY

Saturday WORKDAY

Round to nearest minutes.
e N = N N < I

THE OVERVIEW OF OPTIONS & SETTINGS

There are a total of 7 setting pages:

Clocking Schedule

Specify the clocking schedules and fts settings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule.

Schedule| 1 Description | Weekly Schedule
Cocking | Range | Genersl | Tolerance | Rounding | Break | overtime |
Instruction
Weekday Day Type n Break | Resume out ot Done
Sunday RESTDA =
Wonday WORKDAY 19.00 17:00
Tussday WORKDAY 19.00 1700
\Wednesday | WORKDAY 19.00 17:00
Thursday | WORKDAY 19.00 17:00
Friday WORKDAY 19.00 17:00
Saturday WORKDAY 19:00 1200
Round fo nearest mnutes.
Rounding E = = = - -

CONTENTS

CLOCKING : To setup the standard working time table with maximum 6 col-

umns.

RANGE : To control and locate the clocking time into the correct column
(only applicable to weekly and daily schedule)
GENERAL  : To adjust total columns to be used for example 4 or 6 col-

umns
TOLERANCE : To decide the time tolerance before adjusting the work time
total (only applicable to weekly and daily schedule)
ROUNDING : To round up or down work time or OT for easy reading and
evaluation
: To decide the methods and value of break time deduction
: To set rules for OT claims

BREAK
OVERTIME



Clocking Schedule
Specify the clocking schedules and its seftings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule,
Schedule| 1 Description | weekly Schedule

ook | ange | Generat | Tokrance | Rouning | Brak | verine |

Instruction

Weekday Day Type In Break | Resume out o1 Done
Sunday RESTDA -
Wonday WORKDAY 09:00 17:00
Tuesday WORKDAY 09:00 7:00
Wednesday | WORKDAY 09:00 7:00
Thursday WORKDAY 09:00 7:00
Friday WORKDAY 09:00 7:00
Saturday WORKDAY 09:00 13:00
Round to nearest minutes.
Rounding - - - - - -
Clocking Schedule
Specify the clocking schedules and its seftings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule,
Schedule| 2 Description | Daily schedule

Clocking | cenert | Takrance | Rounain | ereat | overime |
Clocking Time:- n Break Resume Out or Done

Aotual clocking time [05:0(] 17:00
Leave it biank if ot used

Round to nearest minutes.
Rounding [=] [+] (=] =] (=] [=]

Clocking Range:-
Clocking bafore this fime.
Leave it blank for default range

Latest Clocking:-
Replace with most recent clocking within the  [11] ] ] B

locking range.

Clocking Schedule
Specify the clacking sehedules and its seftings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule
Schedule 3 Deseription | Flexi Schedule
Clocking | Range | Generall Tolerance | Rounding | Breakl Uvemmel

Instruction

Weekday Day Type I EET O | SRR PO In Out
[Sunday RESTDA -
Monday WORKDAY
Tuesday WORKDAY
Wednesday | WORKDAY
Thursday WORKDAY
Friday WORKDAY
Saturday WORKDAY
Round to nearest minutes.
Rounding [ [+ [+] [+ [ [~

SETTING THE STANDARD WORKING SCHEDULE

STEP 1: Define the Day Type (Only applicable to weekly and flexi schedules)
WORK DAY - normal working day, and keep tracking of attendance

REST DAY - Rest day of the schedule, optional to keep track of attendance.

+ Keep track attendance - insert standard working schedule as Work Day
does. To consider all attendance as OT, insert the first In and last Out time
into the OT and Done columns (see example Saturday)

+ Do not keep track attendance — never define any into the line (see example
Sunday)

OFF DAY - Off day of the schedule. Never keep track attendance data.

STEP 2: Define the standard working schedule
(Only applicable to weekly and daily schedules)

Insert the working time schedule into the correct columns for the software to cal-
culate attendance correctly. You must setup the schedule in pairs and possible
scenario as below:

1 PAIR SETTING (IN AND OUT): The pair is compulsory to justify the first IN
and last OUT time. With this setting, software will only capture and display the first
IN and last OUT time in Attendance Sheet. No records of Break and Resume will
be provided.

2 PAIRS SETTING (IN | BREAK | RESUME | OUT): This is the most commonly
used working schedule, where software will capture first IN, the start of a BREAK,
the time you RESUME work and the last OUT into Attendance Sheet. By default,
overtime calculation will start when an employee works late than the standard
OUT time.

3 PAIRS SETTINGS (IN | BREAK | RESUME | OUT | OT | DONE): 2 types

of working schedules are explained below

+ Fixed Time for Overtime Calculation
This is applicable for a company that wants an overtime calculation to only
start at a specific time, for example at 6pm, after 1 hour of break time. Thus,
you need to set the OT and Done time into the specified columns for the soft-
ware to capture and display the data on the Attendance Sheet.




e 2breaksina day Clocking Schedule

This is app”cable fora company that has 2 breaks in a work day for eXample, Specify the clocking schedules and its settings as indicated below. Fixed clocking schedule is not appiicable to flexi-work schedule.
lunch and tea time. Therefore, you could use the OUT column as the second Sohedue| 1] Desoriion [ Weskly Schedule
break and OT acts as the second Resume time. The software will only start Clockng  Range | Genert | Tolerance | Rounng | eresk | overime |
calculating Overtime when an employee works late than the standard Done pons; You may spesity @ maamu e tha gt cackn fal n tat e sl
B Weekday Day Type In Break Resume Out oT Done.
time. Sundey RESTDA =
IMPORTANT NOTE: Please go to General to change the “Work time record into OT and T s o
Done considered as” option to “Normal work time” option. \Wednesday | WORKDAY 12:00
Thursday WORKDAY 12:00
TIME ROUNDING SETTING B [ am—
You can set the software to round every attendance record to the nearest time for Replace with ths ltest cocking - ) B o 3]
easy viewing. There are two options available:
Round up. All the minutes will be rounded up as below:
1-15 minutes = 15
16 - 30 minutes = 30
31 - 45 minutes = 45

46 - 59 minutes = 1 hour

Round down. All minutes will be rounded down as below: o o .,
1- 15 minutes = 0 Do this, if you select “Daily” schedule”.
16 - 30 minutes = 15 Clocking Schedule
31 - 45 minutes = 30 Specify the clocking schedules and its settings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule.
46 . 59 minutes = 45 Schedule| 2 Description | Daily schedule
Clocking |Genera\ | Tolerance | Rounding | Break | Overtime: |

Round midpoint Clocking Time:- n Bresk  Reme  out or Done

. . . . . Actual clocking time 00
Set one value and the software will calculate its midpoint, for example, if you set T e i 170

Round to nearest minutes.

the round time to be at 15 min, the midpoint is 7 min. o = B B B = &

Therefore, if the IN time is 9:00 a.m. and the midpoint is 7 minutes, when a user

clocks in less than 7 minutes after the IN time, for example 9:07am, the software %Efk"nf-;%gﬁmﬁ - 2w
will round it down it to 9:00am.When a user clocks in pass 7 minutes after the IN

Latest Clocking:-

time, for example 9:08am, the software will round up it to 9:15am e G ikl 2] E E LJ

clocking range.

RANGE SET" NGS (Only applicable to weekly and daily schedules)

Determine the presentation of clocking data into corresponding time slots. Range
only applies to Weekly and Daily schedules.

Do this, if you select “Weekly” schedule:
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You may specify a maximum time that a particular clocking falls in the time slot.
For example, to allocate all clocking time before 12:00pm into IN column, any
clocking time after 12:00pm into the Break column, you need to insert 12:00 into
the IN column in the clocking schedules.

You also can choose to ignore the above and let the software decides on the al-
location of time slots for you. By default, the software will refer to the mean time
between 2 time slots to allocate the clocking data. For example, if the IN time is
9am and Break time is 12:00pm, the Mean time is at 10:00am.

Any clocking time before 10:00am is allocated automatically into the IN column,
after 10:00am is allocated into the Break column. The same concept applies to all
the other 5 columns. It is recommended to let the software justifies the allocation
of time slots.

Replace with latest clocking

You can configure the clocking schedule to update clocking data for every time
slot. The clocking data in time slots is always replaced with the latest clocking time
after download process. However, it is recommended to apply “replace with latest
clocking” to the Out and Done columns only. The software will always check the
latest “Out” time of the users and will publish them in Attendance Sheet.

GENERAL SETTINGS
Please set the following pages according to your preference for the software to
cater to the attendance data.

Clocking Schedule

Specify the clocking schedules and its setfings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule.
Schedule| 1 Description | weekly Schedule

Clocking | Range ~General }Tnlemnce‘ Rounding ‘ Break‘ Uvemmel

Work tme record into OT and Done column considered as ®T © Normal work time

(No OT Is counted)

Enable / Disable User Define IniOut records. Eyes
(User press key button to define status during attendance reporting)

Clocking Schedule

Specify the clocking schedules and ts settings as indicated below. Fixed clocking Schedule is not applicable to flexi-work schedule.
Schedule| 2 Description | Daiy schedule

Clocking ~General ITu\eranca} Rounding ‘ Break ‘ nvemmel

‘Work time record into OT and Done column considered as. @07 @ Normal work time

(No OT is counted)

Enable / Disable User Define In/Out records [Flyes
(User press key bution to define status during attendance reporting)

Ifthis is a rotational shift, specify the qualify minutes before the shift starts

Clocking Schedule

Specify the clocking schedules and fts settings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule.

Schedule| 3 Description | Flex Schedule

Clocking General } \ Rounding \ Break‘ ﬂvemmel

Please specify the maximum number of in-out clocking pairs for this flexi-hour schedule 3=
Enable / Disable User Define InfOut records [FHves™

(User press key button to define status during attendance reporting}
Maximun work hours to consider as same work day

Last log out time to consider as same work d e e
(Recommended to use if the last log out time might after 12:00am}

Double punch for consecutive clocking in a clocking slot if its within minutes. of
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Work time record into OT and Done column considered as (only applicable to
weekly and daily schedules)

+ OT - Enable it if you want the time that falls in between OT and Done to be
considered as Overtime.

+ Normal work time - Enable it if users are having 2 breaks during one working
day, for example: In- Lunch Break — Resume - Tea Break — Resume - Done.
Working time is calculated based on In time and Done time. Any time over Done
time is treated as OT. Time falls between 2 breaks could be deducted from the total
working hours depending on the company.

Enable/Disable User Define In/Out records (users press key button to define
status during attendance reporting)

Enable it for the software to capture and locate attendance records according to
the Attendance Code.

Every time a user wants to report attendance, he/she must press a button at the
terminal to define his/her clocking status for example, Check In, Break, Resume,
Check Out, OT, or Done; followed by verification. Refer to the hardware user
manual to know which buttons correspond to which clocking status.

Maximum work hours to consider as same work day (nly applicable to fiexi
schedules)

By default, all clocking activities within the same day are cut-off at midnight
(12:00am) to be considered as the same workday clocking. If the Company wants
to extend the cut-off time to pass midnight, the new cut-off time could depend on
the total working time, for example 18 hours.

L/as)t log out time to consider as a same work day (©nly applicable to fiexi sched-
ules,

By default, all clocking activities within the same day are cut-off at midnight
(12:00am) to be considered as the same workday clocking. If the Company wants
to extend the cut-off time pass midnight, the new cut-off time needs to be speci-
fied, for example: 03:00am.

Remark: You can choose to use either option 3 or option 4. Only take effect after enabling
option 2.

If this is a rotational shift, specify the quantity minutes before shift starts.
(Only applicable on Daily Schedules)

The number in the column refers to the delay time in minutes before a shift ro-
tates. This enables users to have enough time to clock in or clock out without
causing huge traffic flow at the terminal.

Only insert the number for a rotational working roster or to open working roster.

Please specify the maximum number of in-out clocking for this flexi hour
schedule (Only applicable on Flexi Schedules)

By default, a flexi schedule always displays a 3-pair clocking schedules (6 time
slots, In — Break— Resume — Out — OT - Done).

If a 2-pair clocking, the software will display In — Break —Resume - Out (4 time
slots).

If a 1-pair clocking, the software will display only In-Out (2 time slots).

Double punch for consecutive clocking in a clocking slot if it is within min-
utes of (Only applicable on Flexi Schedules)

All clocking activities within this predefined time interval will be considered only for
one time slot, for example if IN time is 9:00am and the time interval is 15 min, any
clocking activities done by the same ID within that 15 minutes will be considered
as IN time, taking the first time he clocks in.

TOLE RANCE SETTlNGS (Only applicable to weekly and daily schedules)
This settings is to define the tolerance of tardiness (late in, early break, extended
break or early out).

Clocking Schedule

Specify the clocking schedules and its setfings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule.

Schedule| 1 Description

Clocking | Range | General  Tolerance |Rmmumg | Break' uvgmmel
Deduct the amount of lste-in time from Work Time if employee come in late more than (minutes)
Deduct the amount of early out time from Work Time if employee goes for lunch early than (minutes}
Deduct the amount of late-in time from Work Time if employee resumes late more than (minutes)

Deduct the amount of early out time from Work Time if employee leave early more than (minutes)
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1. Deduct the amount of late-in time from Work Time if employee come in late For example, all minutes will be rounded up as below:

more than (minutes) 1-15 minutes = 15
2. Deduct the amount of early out time from Work Time if employee goes for 16 - 30 minutes = 30
lunch early than (minutes) 31 - 45 minutes = 45

3. Deduct the amount of late-in time from Work Time if employee resumes late 46 - 59 minutes = 1 hour
more than (minutes)

4. Deduct the amount of early out time from Work Time if employee leave early All minutes will be rounded down as below:
more than (minutes) 1-15 minutes =0

Fill in the values into the relevant columns for the calculation to take effect. Leave | 16 - 30 minutes = 15

it blank if the tolerance time does not fit into your working culture. 31-45 minutes = 30
46 - 59 minutes = 45

ROUNDING SETTINGS BREAK SETTINGS
Define the value of time to round up/down of work time/OT time.
o
Clacking Schedule
2 5 stheduies ad ts sefr, Froesd ciochang schidule i rol Sophcatie 15 S0 wirk scheduie
Specify the clocking schedules and its settings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule. Fchedule 1 Descriphon yymewsy schedules.
Schedule| 1 Description Ciocing | Range | Gensral | Toerance | Rowndng  Beesk | Gvertme |
Clocking | Range | ‘General | Tolerance  Rounding | Break | Overtime | Dt ackand kanch: Ko Flamamnn - Bramc & m ok F
Round up the work time to nearest (minutes) ‘ 0 T o
Do mot Seduct any unch time if employee warks haif day saly CamEalsory
Round down the work time to nearest (minutes). Lanch time dus C‘ul'-\g Schedule
Dinner fme dor:
Round up the OT time to nearest (minutes) b HECAL i L i 3 scheduies ad €8 sefr. Froesd ciorchang schidule i nol Sophcati 15 S0 wirk scheduie
Do you wan tol Schedals| 3 Descriplion | Figai Schedule
Round down the OT time to nearest (minutes)
Do you want ol Clocking | Gensral | | Rondng  Beeak |cmm |
Osduct i, o Deduct break tme from work time Ien
¥ es, flexk-winrk hour I8 calculsted based on kst ciecking minus first clocking) s
Lunch time duraten for fieoo irch range n minutes
Dinner fme doration for fexi-dinner rasge in minules
(vee |
0 you it 1oy Ak A Bk ot e kg i brewt 7 -
Do you wamt o neiude unchidener time Into warng hour? res
Ovdoct 2, of howrs o bk e om vecn our [ra——
Ueduct no. of howrs Sor Break tme from Nexs work hour ol Nezs work exceeded
1. Round up the work time to the nearest (minutes)
2. Round down the work time to the nearest (minutes)
3. Round up the OT time to the nearest (minutes) — =
4. Round down the OT time to the nearest (minutes) —
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The configuration to exclude/deduct break time such as tea time/lunch/dinner,
from the attendance calculation.

1. Deduct actual lunch time (Resume-Break) from work time (only applicabie to
weekly and daily schedules)

Enable of this feature will prompt the software to calculate lunch time as below:
Resume time — Break time = lunch time

1:25pm — 12:45 pm = 40 minutes

Software deducts 40 minutes from total working hours

2. Deduct actual dinner time (OT-Out) from work time ©nly applicable to weekly
and daily schedules)

Enable of this feature will prompt the software to calculate dinner time as below:
OT time - Out time = lunch time

7:15pm - 6:30 pm = 45 minutes

Software deducts 45 minutes from total working hours

3. Do not deduct any lunch time if employee works half day only ©niy applicable
to weekly and daily schedules)

Enable this feature will prompt the software not to deduct any lunch time from
total working hour, if the employee works half day (attendance records only
available in column In and Break)

4. Lunch time duration for flexi-lunch range in minutes
Set the lunch duration into the column for example 60 minutes. The software
will capture and calculate lunch duration (time difference of Break and Resume
columns) and compare it with the settings.
For example:
Break time = 12:45pm | Resume time = 1:30pm | Lunch duration = 45 minutes
(if itis less than 60 minutes, consider it as normal)
Break time = 12:45pm | Resume time = 1:50pm | Lunch duration = 65 minutes
(if it is more than 60 minutes, consider it as extended lunch)

5. Dinner time duration for flexi-dinner range in minutes
Set the dinner duration into the column for example 60 minutes. The software
will capture and calculate dinner duration (time difference of OT and Out col-
umns) and compare it with the settings.

For example:

Out time = 6:20pm | OT time = 7:10pm | Lunch duration = 50 minutes (if it is
less than 60 minutes, consider it as normal)

Break time = 6:15pm | Resume time = 7:30pm | Lunch duration = 75 minutes
(if it is more than 60 minutes, consider it as extended dinner)

. Do you want to apply Auto Add Break Rule when you include lunch/dinner

break?

Auto Add Rules

If you enable the rules, the software will add the remaining lunch time into your
work time. The rules will only take effect when you set the standard Break and
Resume time.

For example:

A break time is set to 12:00pm, a Resume time is set to 12:30pm and a Lunch
duration is set to 30 minutes; then, a user reports break at 12:00pm and resumes
at 12:15pm, the software will add the 15 minutes into the total work time.

If in case this user does not report his/her break and after that he resumes to
work, the software will consider he/she does not spend any lunch time and
therefore, the software will add all 30 minutes into his/her total work time

. Do you want to deduct extra lunch/dinner time from working hour?

Follow the settings of Auto Add Break rules. In case a user spends more time
for lunch, the software will deduct the extra time from the total work time.
Forexample, he/she spends 15 minutes more than the standard lunch duration,
therefore the software will deduct 15 minutes from his/her total work time.

. Deduct (hours) from overtime if overtime exceed (hours)

Do the setting to deduct break time from total OT hour if an employee works
more than a certain time limit.

For example, the rule says that any OT that exceeds more than 4 hours will be
deducted to achieve the maximum number of OT hours allowed. This, Deduct
break time = 1 hour | Total OT exceeds 4 hours

OT time = 4 hours — 1 hour = 3 hours (total OT)

. Deduct ( hours) from flexi-schedule if flexi hours more exceed (hours) (Only

applicable to flexi schedules)
Set to deduct break time from total work time if flexi working hours exceed
certain time limit.



For example: Deduct break time = 1 hour | Total working time of flexi schedule
exceed 8 hours
Total working hours of flexi schedule = 8 hours — 1 hour = 7 hours

Rules configuration for employee’s overtime calculation

1. Record early Iogin as OT (Only applicable to weekly and daily schedules)
If an employee comes to work before the IN time, he/she will get early overtime

10. Deduct break time from work time (Only applicable to flexi schedules) calculated into his/her total working time

Enable this feature and the software will deduct the break time refer to the
lunch duration between Resume and Break column. This is only applicable to
Flexi schedule with 2 or 3 pairs clocking.

OVERTIME SETTINGS

Clcking Sehedule

Specity e clockng Bchedulss and 8 58Tngs a8 ndicated Belbw. Fhied Cocking Schidul I nat Soplcatie 12 B werk schidule
Schedule| | Description

Chocking | Range | General | Tolerance | Ansncing | Break  Gvenme

Rcand early kgin s 0T ey
Define timé N 802 OUT 1 irest a8 spacis OF

Miiemarm minubes b work 4 claim 0T

Maximum hows 1o alew 1o claim O 2400

Clacking Schedule
Spbcify he clacking Schedules and 1S S6TgS 88 ndicatsd bew. Fbied cocking Schidul I nit Gpkcakie 1 feid weork Schidul
Schodin| 3 Deseription | e Schedue
Clocking General | | Rownding | Bresx  Oventime
Givertime i it flexi-work heur exceeds werkhour of
- Differiital overime f totsl iexs-work hour axceess workhaur of |
Hee

Miiemarm minubes b work 4 clam 0T
Maccimus hows to akw 1o claim OF 2400

el Seve

. Define time In and Out to treat as special OT (only applicable to weekly and daily

schedules)

You only need to insert the time interval if your company applies a different OT
rate for overtime.

For example: Normal OT rate is from 6pm to 8pm, and a different OT rate is for
OT time from 8pm to 12am. Please insert 20:00 to 23:59. Ignore this feature if
your company does not apply different OT rates to different working time.

. Minimum minutes to work to claim OT (only applicable to weekly and daily

schedules)
Set the minimum overtime duration in minutes to be entitled for overtime
claim.

. Maximum hours to claim OT

Set the maximum overtime duration to allow an employee an overtime claim.

. Deduct short time from OT

Enable this feature and the software will deduct short time from OT.

. Overtime if total flexi work hours exceed work hours of ©niy applicable flexi

schedule)
The software only treats extra time as OT if the total working hour exceeds the
predefined value

. Differential overtime if total flexi work hours exceed work hour of niy appiicabie

flexi schedule)
The software only treats extra time as differential OT if the total working hour
exceeds the predefined value
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SETTINGS OF GROUP DUTY ROSTER

After you have configured clocking schedules, next is to configure group duty ros-
ter. Group duty roster refers to working calendar for a year.

[4] To add a new group, click “Add Group” to start.

To add new group duty roster, please follow the steps below:
[1] Click “Add Group”.

1] Click| “# |and select “Group Duty Roster’.
[ ] Configuration P y E""“ i
i Can b et X o | Twee St wihin & dey
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—— Deeee (o= ] [2] A new window will pop up. Select Group code and type of Group whether

COLUMNS FUNCTIONS

Group Group can be represented by code ranging from 0 to 999.

Description Name of the group.

Roster 2 types of roster. « Weekly + Shift

Shift/Day Represent total shifts available in a day for the group.
This is applicable to multiple working shifts only.

Open Schedule Represent the schedules available in the group. Applicable to
open schedules only.

Overtime only after | Show the quantity of working time for overtime claim. This is an
optional calculation for Weekly or Monthly calculation. Ignore this
feature if your Company does not apply this OT scenario.

[2] To edit a group, click “Edit” to start.
[3] To delete a group, select the group and click “Delete Group”.

Weekly or Shift.
+ Weekly is applicable to working hours running by week, including flexi-working hours.
+ Shift is applicable to multiple shifts, open schedules, rotational shifts etc.

Add Group

To add newy group duty roster, select an availabe group code which can be same
code to the clocking schedule for weekly roster schedule, or daily shift roster with
specific clocking schedules.
Group 3 i3
Description | |

Roster  ysekly




Add Group

To add new group duty roster, select an availabe group code which can be same
code to the clocking schedule for weekly roster schedule, or daily shift roster with
specific clocking schedules.

ELT
Description

Roster | Shift

[3] Click “Okay” to start configuration.

[4] You can see a calendar displayed in the middle of the page if the roster type
selected is Weekly.

Cancel

Greup Duty Rester
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It displays all working days, rest days, and holidays. You can observe the working
schedule pattern by studying the group duty roster. The pattern is varied by type
of working schedules.

On the right panel, you can find the followings.

A. OVERTIME ONLY AFTER

The software treats extra working time as OT when it exceeds the predefined
value. You can choose to accumulate extra time either by week or by month.

For example, a predefined working hours is 40 hours per week. If a user
works for a total of 45 hours in a particular week, the software will calculate
40 hours as the working time and another 5 hours as OT. If the total working
hours of the user does not exceed 40 hours, the software will treat it as normal
working time.

B. HOLIDAY LIST

Holiday List

Belowy is & list of holiday to be included in the group duty
rosters.

Huolicdary

Pl YWear |
01 /0552009 | Lakbor Day

To add a new record, press the down-amow key when it is at the
bottorn of the list.
To remove a recond, just erase the dezcription.

Cloze

You can define the holidays applied in your company. Follow the steps below

to add in a new holiday.

+ Insert the date and holiday name into the column.

+ To delete, select the holiday’s date and name, press DEL on keyboard to delete the
holiday.

+ Click “Close” to save settings.
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C. AUTO SCHEDULE ASSISTANT
You can arrange the schedule to be applied for the group within a week. To
configure:
+ Define the Day type as Restday or Workday.
+ Define the clocking schedule to follow by particular day.
+ Define the date range to take effect.

+ Click “Okay” to save settings.

Auto Schedule Assistant

Use this function to facitate the assignment of recurring sweekday's working
schedule by a day type and a clocking schedule number

Sequence Day Type Schedule
Sunday w |0
Monday WWORKDAY a
Tuesday WWORKDANY a
Wednesday WORKDAY o0
Thurscay WWORKDAY J
Fridary WWORKDAY a
Saturday WWORKDANY a
Effective date range ot z008 = | 3141272000

Pos=ible option of schedule codes for open schedule attendance thet has no
pre-determined schedule code:- ie. 111213

CONTENTS

D. DIFFERENT HOLIDAY
You can assign a specific user from a group for a different rest day or off day.
Follow the steps below to configure.
+ Select the User ID.
+ Define the day as rest day or off day.
+ Click “Okay” to save settings.

Different Restday Schedule

You can assign a different non-working weekday for an individual staff if it's ditferent from the scheduled
non-wworking weekday from the group's weekly duty roster.
Andd any non-working weekdsy defined in the group duty roster will be considered as normal warking day.

Mo, | User D Mame Froug RESTDAY OFFLaY J
1 |Elize Johnson 0| Manday
2 2| Tony Stone 0|vWednesday
3 3 |Felicia Dickson a
4 4| Gilbert Kazt 1)
a 5 |Sheena Jazz a

[

E. IMPORT ROSTER
If your company has a ready-made group duty roster, you can choose to insert
them into the software, without having to redo the roster.
You can choose either to import EXCEL file or ASClI file and click “View Sam-
ple” to see the corresponding format.




Import Duty Roster Records

You may specify ether M3-Excel spreadshest (x12) or delimited ASCI (1) format, and the
file name to import from.
Mote: Existing records will be overwritten by this import function.

Group Year

hdarth

(%)
5
N
wn
m
4
o
w
L]

Wiewy Sample

j_‘

F. ERASE ROSTER
If you have wrongly defined a group duty roster, or the duty rosters are no
longer in use, you can delete it from the software.

Erase Duty Roster

Use this function to erase the existing yearly duty roster by
selecting the year and the specific group code.

Year | 2009 Group s | (hlank far al)

Cancel

[5] If you select roster type Shift, you will see the following page.

‘Select groun yearty chuy planner acooedng 10 e year seected Lise Yiobdey Lt for hobdays hat
vy s . o

8, nd o= Schesue' 1)

(L nashin xS

o
Feb |
=
L4
il
an
-
a9
sl
o
-
_—

In the middle of group duty roster, the working schedules pattern does not exceed
7 days a week. You can configure the cycle of the working schedules pattern, for
example 9 days per cycle. Extra information can be added on the page as below:

SHIFT/DAY

You can configure total shifts available for a working day for example, 3 working
shifts per day. However, you cannot define different rest days under this scenario,
because there is no more weekday or weekend. You will only find work day, rest
day or holiday.
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SAMPLE OF CONFIGURATION
NORMAL WORKING ROSTER
Most offices and factories apply working hours similar as the onesshown below:

IN BREAK RESUME our
Time (Monday to Friday) 9:00am 12:30pm 1:30pm 6:00pm
Time (Sat) 10:00am 1:30pm

Follow the steps below to start the configuration of the working hours in the Soft-
ware.

STEP 1

List of clocking schedules to be used in sroup duty roster. & schedule can be either base on weekly routine with optional flexdble clockings, or
according ta dally clockings for rotetional shitts

Schedule Description Wark Schedule B
eskly

[ add Scheaue |
43

Close

[ etete screauie

In Clocking Schedules, click “Add Schedule” to start.

CONTENTS

STEP 2

Add/Schedule

To add new clacking schedule, select an avallabe schedule code and specify the
degired work schedule.

Schedule |4 b
Description 0ffice|
Wiork Schedule | weekly o

Select a schedule code for example “1” and name it as “Office”. Select the Work
Schedule as “Weekly”.

STEP 3

Specify the clocking schesdules and s settings @s indicated below. Fixed clocking scheciule is not spplicable to flexi-veark schedule

et 1 r— %Saﬂlngs 1 Schedue| Description | Office
Wieehday Day Type I | Bresk | Resume| Out OT | Done
Sunday RESTDAY H
honday VWORKDAY 0300 [1230 1330 1800
Tuesday WORKDAY 0E00 [1z30 1330 1800
Wednesday | WORKDAY 000 [1230 1330 1800
Thursday WORKDAY 0200 [1z30 1330 1800
Friday WORKDAY 0G0 (1230 1330 1800
Saturday WORKDAY 10:00 1330

Do you want to use OTiDone as scheduled wark instead of overtime 7

Oves

Please specify the time interval if you want to have rates differential for overtime -

Save

Define the day type with Rest Day and Work Day.




Insert the time into each corresponding column, please use 24-hours format for
example (13:00 for 1:00pm).

If you want the software to treat any working time as OT during rest day, please
define clocking slots for rest day as other.

Ignore the OT and Done columns.
Click “Range” to continue.

STEP 4

Clocking Schedule

Specify the clocking schedules and its settings as indicates! below. Fixes! clocking scheeiule i not applicable to flexi-work scheciule

Schecule 1 Description | Office

Clocking  Range }sanng

Dptional: ‘fou may specify a maximum time that a partioular clocking falls in that time slot
Weskday Day Type In Ereak | Resume | out or Done

Sanday v

Moy WVORKDAY

Tuesday WORKDAY

Wednesday |WORKDAY

Thursciay ORKDAY

Friday WWORKDAY

Saturaay WWORKDA

Replace with the latest clocking:- O O [m} O

Sve

Check to enable the option “Replace with the latest clocking” for Out column.
Click Settings to continue to the next page.

STEP 5

Clocking Schedule

Snecity the clocking schedules and s settings a3 indicated helow, Fixed clocking schegiule is not applicahle to flexi-wark schedule.

Clocking | Range  Setings Schedule| 1 Description | office
Al & GrACE PEAO N MINUAES FOr IEN . o e e 5
Allowe & grace period in minutes for early-out 5
hinimum minutes must worked to qualfy for overtime: 20
MEITUM 1. OF HOUPS BICWSEto Claim 108 OVERIME . . . o oo o e | 2400
WWork hours is Sither rounc-up o round-oven (-velin mindles of. . . oo w w15
Overtime hours is either round-up or round-town (~ve) in minutes of 15

Lunch/Dinner time duration for flexi-Linchiflexi-dinner range in minutes:

Do you want to exciude the lunchydinner hour from working haur 2 .. ..

N e
Yes

Do you want o provide overtime for work befors in time (sarlytime) ?

Define the working rules by inserting value to each setting. Ignore the setting if it
does not apply to your Company.

Click “Save” to save setting.
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STEP 6

The software will return to the main page and you can see a new schedule is cre-
ated. Click “Close” to save settings.

STEP 7
[eoriiriiier |

List of clocking schedules to be used in group duty roster. A schedule can be ether hase on weekly routine with optionl flexiole clockings, or e bl ' e
according to daily clockings for rotational shifts
ooe | Descrigtion. l Roer SOy ] Opan Schadue. l Croavimg Orby Ater
[ scredue | Dascription Wiark Schedule - 2 @
0 eEkly
Otfice Weekly Edit mi
[ g3 e ] Dkt Crong ] (o]
- Select a group from the checklist. It is recommended that you use a group that is
s T——— attached with the name of the predefined clocking schedule.

Click “Okay” to continue.

STEP 9

In “Group Duty Roster”, click “Add Group” to add a new roster.
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In the new roster, click “Add Schedule” to start.

The software will automatically arrange the predefined weekly working sched-
ule for example: clocking schedule 1. Check the date range. By default clocking
schedules always start on Sunday. Please make sure you always select Sunday
as starting date in the Date Range column.

If Friday is selected as first day of a week, you must define Friday as a starting
date in Date Range column.

Click “Okay” to save settings.
Click “Save” to save settings.

STEP 10
[eoriiriiier |
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A new group is created. You can click “Edit” to change any settings in the created
group duty roster if there are any changes required.

Click “Close” to end process.

If you are entitled to 2 breaks per day, and you wish the software captures both
break times, for example: Lunch and Dinner, you can refer to the steps above, but
you have to do a different setting in step 3. Check the following steps.

IN LUNCH |RESUME |DINNER [RESUME | OUT
Time (Monday to Friday) | 9:00am |12:30pm | 1:30pm | 6:00pm | 7:30pm |10:30pm
Time (Saturday) 10:00am 1:30pm

Clocking Schedule

Specify the clocking schedules and its setiings s indicated! below. Fixes! clocking schedule is not appicable to flexi-work schecule.

Clocking ‘ Range ‘ Settings ‘ Schedue| q Description | Office
Weehday Day Tyne In__ | Ereak |Resume| Out or | Done

Sunday RESTDAY

honday WIORKDAY 0300|1230 [1330 1800 1330|2230
Tuesday WUORKDA 0300 1230 (1330 1800 1830|2230
Wiednesday | WORKDAY 0300|1230 [1330 1800 1330 2230
Thursciay WHORKDA 0300 1230 [1330 1800 1830|2230
Friday WORKDAY 0900 1230 (1330 (800 1930 2230
Saturday WHORKDAY 10,00 1330

Do you wart ta use OT/Done as scheduled wark instead of overtime ?

ives |

Please specify the time interval if you want to have rates differential for overtime

Save

+  Configure the time into the corresponding time slots.

+ Enable the option “Do you want to use OT/Done as scheduled work instead of
overtime”. All OT calculation only starts after Done time (10:30pm).

If you would like to configure overnight working hours similar to below:

IN BREAK RESUME our

Time (Monday to Saturday) 11:00pm 3:00am 4:00am 6:00am

You can refer to the steps above, but you have to do a different setting in step 3.
Please see below.
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Clocking Schedule

Specify the clocking schedules and its setiings s indicated! below. Fixes! clocking schedule is not appicable to flexi-work schecule.

Clocking ‘ Range ‘ Settings ‘ Schedue| q Description | Office
Weehday Day Tyne In__ | Ereak |Resume| Out or | Done

Sunday RESTDAY

honday WIORKDAY 2300 (0300|0400 |0B.0D
Tuesday WUORKDA 2300 (0300|0400 |DEOD
Wiednesday | WORKDAY 2300 (0300|0400 |0B:0D
Thursciay WHORKDA 2300 (0300|0400 |DBO0D
Friday WORKDAY 2300 (0300|0400 |DE0D
Saturday WHORKDAY 2300|0300 |0400  |oBOD

Do you wart ta use OT/Done as scheduled wark instead of overtime ?

Clies

Please specify the time interval if you want to have rates differential for overtime -

Save

STEP 1

List of clocking schedules to be used in group duty roster. A scheeule can be either base on weekly routine with optional flexdle clockings, or
accarding to daily clockings for rotational shifts.

Schecle Desscription wark Schedlls B
[ ety Eat
¥ 1|office Weakly

FLEXI-WORKING ROSTER

Some companies apply flexi-working hours. There are no fixed times for checking
in or checking out, going for lunch or resume working. Users can come to work
anytime or leave any time. To configure flexi-schedule, check the following steps.

CONTENTS

Delete Schedule

( Add Sehedue | (

In “Clocking Schedules”, click “Add Schedule”.

Close

STEP 2

Add Schedule

To add new clocking schedule, select an availabe schedule code and specify the
desired work schedule

Scheduls |2 v
Description | RaD
Wtk Schedulz | Flexi

Cancel

Select a schedule code and name it, for example schedule code 2 for R&D. Select
Work Schedule as “Flexi”.




STEP 3

Specify the clocking schedules and its setiings =s indicates! below. Fixss! clocking schedule i not appicable to flexi-work schecule

Clocking ‘ ‘ nggs[% Schedule| 2 Description | Rep
Instruction
Wieekday Day Type In out in ot | n | ow
Sunday ESTDAY ~
honday VAIORKDAY
Tussday WHORKDA
iednesday |WORKDAY
Thursday WUORKDAY
Frigay WWORKDAY
Seturday WAIORKDAY
Please specify the meximum number of in-out clocking peirs for this flexi-hour schedule 32
A SUbsEqUEnt clocking I3 Consiciered of Same working day f 'S befare mid-night o within. .. Hour
Double punch for consecutive clocking in a clocking slot i i's wihin minutes of

Clocking Schedule

Snecity the clocking schedules and s settings a3 indicated helow, Fixed clocking schegiule is not applicahle to flexi-wark schedule.

Clocking Settings Scheduls| 2 Description | Rap
Overtime if total flexi-wark U exceeds WOIKROUF OF . . . o v | 800
hinimum minutes must worked to qualfy for overtime: 20
MEITUM 1. OF HOUPS BICWSEto Claim 108 OVERIME . . . o oo o e | 2400

Work hours is sither round-up o round-coven (-ve) in minutes of
Overtime hours is either round-up or round-town (~ve) in minutes of
LunchDirner time euration for flexiunchiflesd-dinner range in minutes

Do you wart to exciuds the lunchydinner hour from wworking haur ? . .
If e, flexi-work hour is calculated bases on last clocking minus first clocking.

Seve

Define the day type to the schedule. You do not need to define any time into the
time slots, as this is a flexi-working schedule.

Click “Settings” to continue.

STEP 4

Define the clocking rules by inserting value into each column. Ignore the setting if
it does not apply to your Company.

Click “Save” to save settings.

STEP 5

Clocking, Schedule

List of clocking schedules to be used in group duty roster, & schedule can be sither base on weskly routine with optional flesdble clockings, or
accarding to daily clockings for rotational shits

Schedule Description Wiork Schedule B
o wiesidy
1|office Wieskly Edi
W 2[RED Flesi ]
( Add Schedule | [ elete schedue |

The software will return to the main page and you can see a new schedule is cre-
ated. Click “Close” to save settings.
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In Group Duty Roster, click “Add Group” to add a new group.

STEP 7

T

e |

Select a group from the checklist. It is recommended to use Group that is attached
with the name of a predefined clocking schedule. Click “Okay” to continue.

In the new roster, click “Add Schedule” to start.

The Software automatically arranges the predefined weekly working schedule,
example: clocking schedule 2.

Check the date range for the schedule. Click “Okay” to save settings. You may
insert other information such as Holiday List, Different Reset Day, if there is any.

STEP 9
cosroiirton |
el yes e Agr 3 st e iy
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A new group duty roster will be created. Click “Edit” to change any settings in the
created group duty roster if there are any changes required. Click “Close” to end
process.

MULTI-SHIFT WORKING ROSTER

For factories that are running on shifts, some of them apply multi-shift working
schedules. Users can work for more than one shift if they want to. However, a
user must complete their first shift (primary shift) before they can continue to other
shifts. Please see the example below.

STEP 2

i

List of clocking schedules to be used in group duty roster. & schedule can be sither base on weskly routine with optional flesdble clockings, or
accarding to daily clockings for rotational shits

Schecle Description Wiark Schedule -

Add Schedule =

E

To add new clocking schedule, select an aveilabe schedule cade and speciy the
desired Work scheduls.

Schedulz | 3 -
IN BREAK RESUME ourt Description | Marring Shifd
Morning shift 8:00am 12:00pm 1:00pm 4:00pm HarcSehiilo. | Daly =
Evening shift 4:00pm 8:00pm 9:00pm 12:00am
Night shift 12:00am 4:00am 5:00am 8:00am | Select a schedule code and name it “Morning Shift”. Select Work Schedule as

To configure, follow the steps below:

STEP 1

List of elocking schedules to be used in sroup duty roster. & schedule can be either base on weekly routine with optional flexdéle clockings, or
acording ta dally ciockings for rotational shitts

Schedule Desctiption Wiork Schedule -]
ieskly

1 [0tfice Weekly
2|RaD Flexi

Delete Schedule

[ Add Schedue || [

Close

In Clocking Schedule, click “Add Schedule” to start.

“Daily”. Click “Okay” to continue.
STEP 3

Clocking, Schedule

Specify the clocking schesdules and s settings @s indicated below. Fixed clocking scheciule is not spplicable to flexi-veark schedule

Clocking 1 ngng%‘ Schedule 3 Description | Morning Shitt
n Break  Resume  Qut ar Done
Clocking Time:-
GREICHELARLD 08:00 1200 13.00 16:00

Leawve it blank if not used
Clocking Range:-

Clocking before this time
Leave it blank for default range
Latest Clocking:- i
il o e e e (] O O &k O O
clocking range -
Do you warnt to use OTiDone &s scheeuled work instead of overtime 7
Please specify the time interval if you wart to have rates differertial for avertime -

Ifthis is & ratational shit, specify the qualify minutes before the shift starts .

Save

Insert the time into each time slot. Enable “Latest Clocking” option for Out column.
Click “Settings” to continue.
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STEP 4

Specify the clocking schedules and its setings as indicated below. Fixes! clocking scheeule is not appicable to flexi-work schecule

Specify the clocking schesdules and s settings @s indicated below. Fixed clocking scheciule is not spplicable to flexi-veark schedule

Clacking lsgmngsl Schedulz| 4 Description | Evening shift

Clocking Setiings Schedue| 3 Descrigtion | Morning Shift o et R ox o e
Clocking Time:-
Allow & grace period in minutes for late-in 0 etual clocking time

1600 20:00 21:00 00:00
Leawe it blank if net used

Allow & Orace period in MNUEeS 10r Sar-0Ut . . o . o e e | D Clocking Range:
Minimum minutes must worked to ualfy for OVertine. . . ..o wow e | 30 Seeiilaadibim

ave it blank for defautt range
Maximum no. of hours allowerd to claim for overtime 2200

Latest Clocking:-

Wiork hours is either roune-up or round-sown (-ve) in minutes of Replace with most recert clocking within the O O O O ]
slocking range
Overtime haLrs is Sither roUnG-LiD or raUnd-down (&) in minutss of .. ST S P s

Lunch/Dinner time duration for flexi-nch/flexi-cinner range in minues e

Please specify the time interval if you want to have rates differential for overtime -
Do you wart ta exclude the lunchidinner hour from swvorking hour

Ifthis is & ratational shit, specify the qualify minutes before the shift starts .

Doyou wart to provice overtime for wark before in time (zarktime) 7 ..

Save

Define clocking rules by inserting value into the columns. Ignore the setting if it

does not apply to your Company. Click “Save” to save settings.

Specify the clocking schedules and s settings as indicated below. Fixed clocking scheciule is not applicable to flexi-veark schedule

STEP 5

Repeat Step 1 to 4 to create another 2 clocking schedules for evening shift and oot | st | Sctedie] 5| Deserkon [nignt shin
night shift. Clooking Tamer m ek Resme O O Done
A e e oo 04:00 0500 000

Leawe it blank If net used
Clocking Range:-

Clacking batars this time
Leawe it blank for defauft range:

Latest Clocking:-

Replace with most recent clocking within the O O il O O
clocking rangs
Da you wart ta use OT/Dane as scheduled wark instesd of overtime 7 . .. v COyes

Please specify the time interval if you wart to have rates differential for overtime .. . .. .. .. . =

Ifthis is & rotational shift, specify the ouslity minutes before the shift starts
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STEP 6

List of clacking schedules to be Ussd in Sroup duty roster. & schedUle can be ether base on weskly routing with optional flesdble clockings, ar
according to daity clockings for rotational shifts.

Scheduls Description Wiork Schedule -
0 Weaekly [ Edt |
1/Otfiee ieskly Edit
2[R&D Flesxi Edit
3 [Morning Shitt Daily Edit
4 Ewening shift Daily Edit

B s Daily Edit

( Acd Schedue | [ Deete schecue |

All 3 clocking schedules are created. Click “Close” to save settings.

STEP 7
[eoriiriiier |
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In Group Duty Roster, click “Add Group” to start.
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Select a group duty roster with “Shift” for example “6” and name it as “Factory”.
Click “Okay” to continue.

STEP 9
[eoriiriiier |

Sabect group ety chty planrer ccording o B e malachic Lits Ylduy List Sor hokdny at appicatie 1 o rouss duby caters, and 'Audo-Schashin 15 18cBats e rotaticrd shet
plarring are s ap ters o w et

T
o |
e

Define the total working shift for 1 day. The software supports a maximum of 3
shifts per day.
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STEP 10
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Click “Auto Schedule” to define the working schedules.

Define the Day Type. Assume the first day of a week is Sunday and it is a rest day.
Other days are defined as workday.

Select the corresponding clocking schedule to apply for the shift.

STEP 11
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Define the date range. If you treat the first day of a week as Sunday, always
choose Sunday as the starting date. Click “Okay” to continue.
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The software arranges the roster in 3 pages. Click to see them.

Grewp Duty Rester
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Click “Save” to save settings.




ROTATIONAL WORKING ROSTER

e o e e o e g i i T e bt e e Some factories apply rotational working roster, where users are always rotate to
- ) another working shift periodically. The roster normally is not circulated weekly, but
e e e ™ L] the management defines it, for example, 12 days cycle.
LR R EEE R ER R EE ] ; ;
7_%_ e O o = — The available shifts.
™ (R IR EEEREE [ osman ] CLOCKING
= K] SCHEDULE IN BREAK RESUME our
o K == Morning shift 3 8:00am 12:00pm 1:00pm 4:00pm
= [ < poreeny_| Evening shift 4 4:00pm 8:00pm 9:00pm 12:00am
- N AN S S I A A A A Night shift 5 12:00am 4:00am 5:00am 8:00am
= The sequence of rotation is as below.
Day 1 2 3 4 5 6 7 8 9 [10 [ 11 | 12
Shift 3 3 3 R 4 4 4 R 5 5 5 R
STEP 13 R = Rest day
oo - :
- p— To configure the above working roster, follow the steps below.
T = T s == | STEP]
= =
L L ::’" .:::"" ] J_;_l List of clocking schedules 1o ke used in group duty roster, & schedule can be ether base on weekly routing with optional fiexible clockings, or
H according to dsily clockings for rotationsl shifts:
: Schedule Description ork Schedule |
H ieekly Eciit
1 |Office Wigekly Ecitt
il 2|R&D Flexi Exciit
H 3 |Morning Shift Daily [ Edt |
N 4 |Evening shitt Daily Ecit .
5 |Might Shift Daily Eciit
A Greus ] [ =)

The software will return to the main page. You can see a new group duty roster
is configured.

The Shift/Day column is displaying 3, to indicate that this roster is a multi-shift
roster with 3 shifts in a day.

Add Schedule | [ etete Schedu

Close
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As described in Multi-Shift Working Roster, configure 3 clocking schedules by the | STEP 3
same method.

. _— B S—
STEP 2 = T S| owsmow
i =  — —
= = =
i S racirs o . |
Specify the clocking schedules and its settings as indicated below. Fixed clocking schesdule is not applicabls to flexi-work schecule i
Clocking ‘Seﬂmgs I Schedule 3 Description | Worning Shift I
In Break Resume Out o1 Done
Clocking Time:- H
S b 0z00 1200 13:00 16:00 H
Leawe it blank if not used H
Clocking Range:- [
Clocking betore this time
Leawe it blank for defaul range J
Latest Clocking:- [ TN | | Diwicte Crongs | [ ]
Replace with most recent clocking within the
A
Do you want o use OT/Don as scheduled vork instead of Dverime ? . . oo o o o o o [yes In GI'OUp Duty Roster, click “Add GI’OUp" to continue.
Please specify the time interval if you want to have rates cifferential for overtime .. .. . -
If this is a rotational shift, specify the qualify minutes before the shift starts 10
STEP 4
e
— ety — : : e —
. . « . . . . M _oe= [ oot ot azer | |
In each clocking schedule, insert a value for “If this is a rotational shift, specify the 5 —

B B N » A 1 Ottee =T
quantity minutes before the shift starts”, for example: 10 minutes. 2m D)
Please locate the details of this option in page 33. i o o eremn

i T
I
T [ cemose (=)

Select a group duty roster with “Shift” for example group number “7” and name it
as “Factory 2”. Click “Okay” to continue.
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STEP 5 STEP 7

‘Sakect group prarty duly plnrer according fo e

Schach 10 aciEsts e rotational shit [ — i Yty Lint o0 et ot Ak Schchi
oo el cptares e schenbis tiskes Tile e wesk Hregw n . ok
Wiy charig sach s piarme by right.chek o

— = L Mg uwmw:ﬂmm“ Grap 7 .n-u-w-- Factory 1 Sralwy | :l °-=-0:l~u- _
Biaaaaseamag _H;|;|.|s|.|,|.|a|.n|..|.;|.,|..|.s|..|.,|..|..|n|,.|,,|,,|,.|£|,|,,|,|,,|,,|,
e | ] ot
Click “Auto Schedules” and define the day type according to the schedule. The software automatically arranges the roster according to your settings. Click
Define clocking schedules for each of the day according to the schedule. “Save” to save settings.

STEP 6 STEP 8

Salct g yeaty ity pier —= — it o
[ g scheddue codes. Teltererd |1 ) Far
schediie by o di typer are 8 clocking sehede ruster. o T vorgon | - T e T =
s = -
1t Ottee vty el
Seqmeee | Dy T [ seream | P ety o 1
T il & Facsory 5] 3 |
L £ = £ —— )
3 DA 3 H 1
A D 3 H
B RESTDAY H
J WORKDAY 4
T oRDwY .
tactve date range. canzoos = | nnzcom™
predetermirad schadide code . L 111211 [
e A et | Lpicte ro Coe : ]

Define the date range for the roster. Click “Okay” to continue. A new group is created. Click “Close” to save settings.
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OPEN WORKING ROSTER As described in Chapter Multi-Shift Working Roster, you can configure 3 clocking

Some factories apply open working roster. There are various shifts in a day, and schedules by the same method.

users are free to attend to any shift. The software will allocate users into corre- | eREREEEEE

sponding working shift by Checking into their C|ocking time. However, the Working Speciy the clocking schedules and s settings s indicated below. Fixed clocking scheciule is not applicable to flexi-wiark schedule
time of every shift should not be overlapped and must be clearly defined. The
software cannot allocate users into the correct shift if the In time and Out time of

! : Clacking 1 Setfings ‘ Schedue| 3 Desctiption | horming Shitt
the shift are overlapping.

Clocking Time:- o Brek Resune o ot pene
For example: i:;uvzl ﬁ'::n‘ﬁ;‘:; et [os:00] 1200 13:00 16:00
A factory provides 3 working shifts as below: Clocking Range:

CLOCKING Leave it blank for default range
SCHEDULE IN BREAK | RESUME | our LASCOHIE ey

clocking range
Morning Shlﬂ 3 8:Ooam 1200pm 1 Oopm 400pm Do you want to use OT/Done &s scheduled work instead of overtime DKES
Evening shift 4 4:00pm 8:00pm 9:00pm 12:00am Please specify the time interal if you wart to have rates differsrtial for overtine -
Night shift 5 12:00am 4:00am 5:00am 8:00am If this i & rotational shift, specify the quslity minutes before the shitt starts 10
Notice that the In and Out time of each schedule is not overlapping. To configure,
follow the steps below.

In each clocking schedule, insert a value for “If this is a rotational shift, specify

the quantity minutes before the shift start starts”, for example: 10 minutes. Please
List of clocking schedules to bs used duty roster. A schedule can be sther b Ky routine vith optional fiexible clockings, i ; g
e L A e D oo e D T D e locate details of this option on page 33.
Schedue Description Work Schedule B STEP 2
5 = 5 [
1]office Veskly Edt 7 - - shees e iy
2|RaD Flexi Edit = : : . e
| [ 3[morning Shift Daily Edit
4 |Evening shitt Daily Edft — L=l Dwecrgton | smsvwy | ocomucwom | ocvwsms oo asw |[__J =
& Night Shitt Daily Edit Tome el r = j
1R [Venekty Lk )
& Factory 5nm ] o
T 7 =3 - jmrm)|
Acd Schedule | [ Delete Scheduie =
‘T _—T [am )
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In Group Duty Roster, click “Add Group” to continue. Click “Auto Schedules” and define the day type according to the schedule. Define
the Date Range for roster to start with.

STEP 3

-

Insert code of the in-use clocking schedules into the column, example 3 - clocking
| schedule 3, 4 - clocking schedule 4, and 5 - clocking schedule 5. Click “Okay”
e et s St o o h Pt e heade o - to continue.
. Crvmrems Criy Ater ||-;'u]—jl -
== STEP 5
E Faczory o | _
il o [ e 009 & uw-r)cu:'M'M oap| 8 Comergton facsory 1 by 1 8 'wﬁv—'l;rlln -
i T [ [zl =T [o [ [so i sa o e [ve e o [0 v [ [ [ [ [ oo [ e [ [ [ o [
. | [ msosceas |
—rr— R (o= S EE EEEEEE EEEEEEF EFEEEE K
Select a group duty roster with “Shift” for example group number “8” and name it E I A [ TR
as “Factory 2”. Click “Okay” to continue. - d |
STEP 4
£ - C=y)
e R Roster is ready as displayed above. Due to open working schedule, clocking
o e schedules are not displayed on the screen.
, 3
NBE The software will allocate users into the shift by checking their clocking time. Click
T “Save” to save settings.
= Crssreon ]
= e )
: raveRoster |
L by 'i =
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A new roster is created. Click “Close” to save settings.

TO ASSIGN USERS INTO GROUP DUTY ROSTER

You must assign users into the corresponding group duty roster before you can
view their attendance. Once you have assigned a user into a group duty roster,
the software will maintain the user in the same roster in the future. If you wish to
switch users into another group, you can follow the steps below.

STEP 1

Click i to open the User Record page.

Uzers

FingerTec Warld Wide

Wine kbnsan ATHRATSIT Ho 0810, I 33, -
- Barcka wrrarn 3,
| R v oswwm i 5
Lol ¥ snzmmng
1 2unanoo ™ [} T sheirgete: con 2enzo008 T 3nzoe
s | [ owen et User [~ TP -

In the Group column, click to select the assigned users into the corresponding
group duty roster. Repeat the step to all users.

FingerTec Warld Wide

T T

Click “Apply” to save settings.
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A message will pop up to remind you that you must generate the data in Attend-
ance Sheet before your new settings could take any effect. Click “Okay” to accept
the message.

STEP 5

Click ?‘@

Attendance

to open Attendance Sheet.

STEP 6

Click “Generate” button and a new window will pop up. Select the users assigned
with new group duty roster.

Define the date range for the new settings to take effects. Click “Generate” to
continue.
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A message pops up to inform that generating process is about to start.Click “Okay”
to start. Window will close automatically after the process is completed.

STEP 8 Click ‘E

Aftendance

to open Attendance Sheet to see the details.




4 o ATTENDANCE SHEET

Ignore this chapter if you are not using the software for time attendance function.

Attendance Sheet displays all attendance data as In time, Out time, Work time, Overtime, Leave taken, and etc, in a same page. You can check attendance data by date
or by user ID. Given acceptable circumstances, their attendance data can be edited. However, all the changes are recorded for future reference.

VIEWING DATA

«
Click | agendance | t0 OpeN attendance sheet.

There are a total of 15 columns in Attendance Sheet. The function of each column
is given below:

COLUMN | DESCRIPTION

User ID Refers to ID of each user. The length of user ID varying from 1 ~ 9 digits, as
enrolled in terminal.

Name The full name of each user.

Day Type Day type of the particular day.

Schedule Schedule to apply to a user for the particular day.

In Refers to the time an user starts working.

If “Overtime per week (or month)” is applied to a group duty roster, there will be 3
extra columns appearing on the Attendance Sheet.

B Mitendance Sheats [ 1]

- =) [ ——
e T=1 [m[ =
[RLTSSST.
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et ek v St Copartmart 2
s | voewkawy | OweTvon | Serw | 0 | Orew [Pewme | o | 07 | Cowe | vers [overma] o | Towe [Tamor] snort | tess taian J=
[FESTOAY 1 .
ot s 1o
[
T4
ool 1m
T4
L tL |
Tetm
[ mewrions I Hatory [ &= [ Expert Caresl

Break Refers to break such as lunch, tea-time etc.

Resume Refers to the time a user returns from a break. COLUMN DESCRIPTION

Out Refers to the time an user finished working. Total Hr. Total working hours in a week or a month.

o1 Refers to the time overtime starts. Total OT Total overtime claim in a week or a month.

Done Refers to the time work finishes. Short Total short time in a week or a month.

Work Total work time for a day. You can choose to view Attendance Sheet in various formats such as:
Overtime Total overtime claimed by a user in a day. + By Date +By User ID

Short Total short time of a user in a day. * By Tardiness * By schedule of department

Leave Taken | Leave applied by a user in a day.

Remark To notify unusual scenario (or reason) to a user's attendance in a day.
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BY DATE

«

Click | agenaance | to Open attendance sheet.

BY Attendance Sheets | D2027009 |
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By default, attendance sheet will display information by date format. It will show all
attendance of the same day on a same page.

BY USER ID

To change the display to a user ID format, click the “User” ID button.

B Annendance Sheets [ 1]

| Satect Schackie | et Doprtmart =

O T e B L ) I B I I e I ) S
NG ] | | | ¥
womDAY tloes  haw fars [wa amva
WWOEHDAY 1 A | i | 104
WORKDAY LE-] 1 L
ey e [T e
womDaY 2 7o
T T T T T T T 7 I I -

(oo ] [pew | (&= = = (=

You can check the attendance data of a particular user on a same page. The
information will be arranged according to the date.

When there are a lot of users in the software, you can insert a particular user ID
to find the user.

[ Usw © e Tardrss - [JLatan r— Orsg rog ciocing [ =
o | Usery e = oo kT Totals

L] [lssanies presc Clontews

3 Tocy e [Inass Purch T

[Coownicea | [[gorimey | [

e

[1] Move the cursor to the user ID column and it will turn into an arrow icon as
displayed above.

[2] Right click and insert a user ID.
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BY TARDINESS BY SCHEDULE OR DEPARTMENT

BY Attendance Sheets | D2027009 |

EY Attendance Sheets | D2027009 |
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You can also choose to sort data by schedule or department.

« Schedule is to show users who are assigned to a predefined clocking schedule.

« Department is to show attendance data of users who are assigned to a predefined depart-
ment.

“Show Tardiness” is located on the top middle of Attendance Sheet. You can
select to view attendance data sorted by tardiness.

« Latein is to show attendance data of users who come late to work.

< Early Out s to show attendance data of users who leave office earlier than predefined Out

time. TO MANIPULATE ATTENDANCE SHEET

» Extended Break is to show attendance data of users in which his rest time exceeds the | TO EDIT ATTENDANCE DATA
predefined Break-Resume time.

* Miss Punch is to show attendance data of users who fail to clock in or out for any time Under a certain acceptable circumstances, the Company can edit attendance data

slots. of a user. For example: If a user left early because he needs to go for a training,
« Overtime is to show attendance data of users who work overtime. an administrator can edit his attendance data so that he will not be considered as
+ On Leave is to show attendance data of users who are on leave. “Early Out”.
« Absent s to show attendance data of users that are absent from work and do not apply for

a leave at the same time. STEP 1

Y Atiendance Sheess | 06/12/200% |

000 [ Susscny ~ 5
e '] Seiect Schedkie w | Select Cepartment -

Dot | v [ owitww [ o ] v
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Click “Edit” to start. B3 Attendance Sheets [ 0482/200% |
Dute Usw & Shew Pardress - [CJLsen Clovartima.
o [ eaw [ Clewtecnt Dénteen
ey | | et | [T Dlabewt
STEP 2 e nion Deseen
Morelyy Apsert
_;:;':;* - St Schmehin W el Dot -
=L e = ST e e e e e e e
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o onLeen [IMesurch 3etos DoAY {0 [re o
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oy S VOORYOAY Tloss 12 e | [ am o 1 | ] (oo | [gorwey ) gz ) [goowse ) o] St
T e e e e e e T ' | | The corrected time slot will be displayed in bold font to indicate that the data has
Do ’ been inputted manually. You can view the original data for the time slot displayed
=) Comsnen ] (uewinm ) o) [gonem in “Drag/Drop Clocking” column.

B Ainendasce Sheets [ 08022009 |

Point to the time slot and delete the data.

Sinct chaie | et Dapartmact -
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If you want to undo the changes, you can reallocate the original attendance into
the column. Follow the steps below to reallocate the original attendance data into

=) =) ] Cey) o= its original position.

Click “Edit” button at the bottom of the Attendance Sheet.

Drag the attendance data into the “Drag/Drop Clocking” column.
Drop the attendance data into its original column.

Click “Apply” to save settings.

Insert a new value. Click “Apply” to save settings.
The result is on the next page.
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TO APPLY LEAVE TO USERS Alternatives,
You can insert leave days of users in the Attendance Sheet. Follow the steps 5 ,Qi
below to assign leave days to users. STEP 1 Click|.,,, to open “Staff Extended Leave’.

Configuration

STEP 1 STEP 2

Staff Extended Leave
[ — T
O Use the table below to erter the extended leave taken by an individusl statf during certain period
These leave records will be automatically be included in the current sttendance sheet to reflect the leave taken
And it will be excluded from the sttendance sheet if you remove the leave record from the table
User ID Mame Leave Taken From ]
[T BT I ] I T L B Il [ i e e ] B ] e 1 |Elise Johnson SICK 27/02/2009
1 Eite ibrisen, WORKDAT i
3 [Torw Shorm_ WWERRDAY am 3
3 Tk DA WORMIAY T L
[t at WERRDAY [T T
4[Srentm Jars WORHDAY 3 asd s - a
| 3]
Cratat
] hey | [ ™ Generes [ mwent el
e S id
Click “Edit”. To add a new recard, press the down-amow key when it is at the bettom of the list

To remonve 3 record, just erase the user id

Select “User ID” and user “Leave taken type”.

Define the duration of the leave. Insert the same date in “From” and “To” columns,
if user only takes a one day leave.

G | tawe | Gwvtn | Sos | w | e [Fwwma oa | or | ore | vers [cowima] S | omviam g
1Bl Jorriser, WORRDAY i T L 1 = —

3Tony St WoRDAY (= T T ]

1 Fabtin DRcparWORMOAY nu A . anbiiaL

Sfometian_weRDAY o3 S0 308

4| Sheorm Jars WWORKDAY T4 (28 | L 10 JrocL

uarosnere 5
i Jparemary of
e e T fvessency
Cratat
= s | [womtam [ =

Point to the “Leave Taken” column and click to open a drop box.
Select the leave type applied to the user. Click “Apply” to save settings.
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TO APPLY REMARK TO USERS

Remark can be added to attendance data to notify unusual record. For example, a
user came in at 1200pm even though his IN time should be at 900am. He was late
for meeting a supplier, therefore remark can be added to explain the tardiness.

I ) B

(== Egpert (|

Click “Edit" to start.
STEP 2

Y Atiendance Sheets | 1682/200% |

) Conmtom ) [iowminen ] ooy

Click the “Remark” column to select the remark for user’s attendance data for
example “Going to meet supplier”. Click “Apply” to save settings.

TO GENERATE ATTENDANCE

You MUST generate attendance data in the Attendance Sheet if you have done
the followings:

1 « Change any settings in clocking schedules
2 » Change any settings in group duty rosters

3 * Assign users into a group duty roster

4 « Change users into a new group duty roster

Any of the above settings will affect time attendance calculation in the software.
The software must publish the most updated attendance data on the Attendance
Sheet. To get updated data that complies with the new settings, the software
requires you to perform “Generate” process to refresh the Attendance Sheet. Else,
the new settings or changes will not be applied.

NOTE: This process will erase any of the manually inserted information/ attend-
ance data from the records. Therefore, please include the relevant user
IDs and date range to generate accurate attendance data.

For example:

Clocking, Schedule

Specify the clocking schesdules and s settings @s indicated below. Fixed clocking scheciule is not spplicable to flexi-veark schedule

Clocking | Range  Settings I Schedue| Description | Office
Allow @ grace period in minutes for late-in
Allow @ grace period in minutes for early-out
Minimum minutes must worked to cualfy for overtime 0
MEXITLIN 1. 0 ROLFS SI0WEH 10 CHRIM 07 QVEIIME . . o oo o o oo e oo e e | 2400

Work hours is sither round-up o round-coven (-ve) in minutes of

Overtime hours is either round-up or round-down (-ve) in minutes of

LunchDirner time euration for flexi-Lnchfled-tinner range in mindes . . .. .o S
D0 YU Wt t0 escchude the nchdinner hour from working haur 7 . .. - Fyes
Do you wart to provide overtime for work before in time (zarlytime) ? [ves

Save
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68

A new setting is done in clocking schedule 1. All users in this schedule must work
at least 30 minutes to entitle them for an overtime claim. Any users with overtime
period less than 30 minutes will not be entitled for an overtime claim.

Click “Save” to save settings.

STEP 1
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Before generating any attendance data, all users are entitled to overtime after a
predefined working time. With the new setting done in clocking schedule, users
with overtime less than 30 minutes will be ignored. Click “Generate”.

STEP 2

Generate New Attendance Records

Please specify the date which you want the attendance recards to ke
generated. Any existing records wil be removed and new attendance
recards can he converted from terminal data aucd list.

“ou may overwrite defaull schedule code (%) from the pre-defined group
dluty roster with the new schedule code.

ou may select the range of records by

Lzer ID

[OFY]
O Mone

Some

Date  o1mar000 [ |pamznaos T Mt Shitts
Changeto new schedule cade: --

]
Generate A}
2"

Conwert from deta aucdit list ?

[ cancet |
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Select the users and define the date range.Click “Generate” to start the process.

STEP 3

Confirm Generate Records

ou are about to delete away the selected existing attendance
recards, if any, hefore the new records are generated.

Are you sure you sweant to continue 7

Okay R

Click “Okay” to accept the message.

STEP 4
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After the generate process is done, the new setting will take effect. Any user with
overtime for less than 30 minutes will be ignored.




TO EXPORT ATTENDANCE DATA STEP 2

Attendance data from the software can be exported for payroll or to be used in
other software. However, it is important to make sure that the exported attendance 2
data can fit into the targeted software. The exported attendance data is available Pless select th baige pats e feriance e ange you want o be
in text (.txt), Microsoft® Excel worksheet (.xls) or ODBC manager. ot yatam T o e sendanes reeords frger
There are tWO types Of data exportation_ ;(;L;ivﬂcnl';jose to export either detail attencance records or summary
A Export Details is to export attendance data on a daily basis for a certain time VDL S';'EB“:E '3”95 Ofirecorislby:

period. . IDE“E " e
Be Export Summary is to export a summary of attendance data for a certain time S

period. Citione
The type of exported data depends on the requirements of payroll, HR software Some
or other software.
EXPORT DETAILS S
STEP -I Date m:nzxznnsEi 28!‘02!‘20095

BY Attendance Sheets | 200277009 |

[ Exportpetal | [Export Summary | [ gancel |

Select users to export (by user ID, All users or by Department).
Define the date range of attendance data to export. Click “Export Detail”.

L : 1| sTEP 3
(o] (B ) =) Co==_J o) [ [1] Define the sequence of exported data by labeling the Position column
(column 1 - User ID, column 2 — Employee No., column 3 — Department etc).
In Attendance Sheet, click “Export” to start. [2] Define the length of each data field to fit the maximum characters for each
column.
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Export Attendance Records

Export Attendance Records
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Click “Apply” to save settings.

STEP 4
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Select the type of file for exported attendance data. If EXCEL format is selected,
continue to define the path to save the file.
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Click “Export Detail” to start the process. If ASCII format (.txt) is selected, please
check the 3 extra options at the bottom. These 3 options only work if the date is
exported into ASCII format. Ignore this step if you do not need them.

Export Attendance Records
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Define the path to save the exported attendance data.Click “Export Details” to
start the export.




EXPORT SUMMARY Select users to export either by user ID, All users or by Department. Define the

STEP 1 date range of attendance data to export. Click “Export Summary”.
B3 Attendance Sheets | 020272009 |
STEP 3
£ E ¥ ¥ lis el o bry ity al procedern +
L weteched coban is indcabed by s fikd size.
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In Attendance Sheet, click “Export” to start. ﬁ » S '
Speciy tivs CUtDUE thret e neme: s
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STEP 2 St e
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Please select the badge cards and attendance date range you veant to be =
exported to an external file a= & input sttendance records for other = Back Carvnl
payrol system.

You can choose to export ether detail attencance records or summary
records only.

[1] Define the sequence of exported data by labeling the Position column
(column 1 = User ID, column 2 — Employee No., column 3 — Department etc).

“ou may select the range of records by

User D [2] Define the length of each data field to fit the maximum characters.
8::ne Click “Apply” to save settings.
Some

STEP 4

Select the file type of exported attendance data. If EXCEL format is selected,
continue to define the path to save the file.

Date Click “Export Summary” to start to export.

If ASCII format (.txt) is selected, please check the 3 extra options at the bottom.
These 3 options only work if exported into ASCII format. Ignore this step if it is
not required.

[ ExportDetsi | [Export Summary | [ gancel |
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Export Attendance Records

E ¢ ¥ ekt
weteched coban is indcabed by s fikd size.

s et i by sl

ol procoderc

HOUSEKEEPING
It is advisable to carry out housekeeping periodically to maintain the software.
The software might response slower (especially in Attendance Sheet or Generate
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Define the path to save the exported attendance data. Click “Export Details” to

start to export.
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In Attendance Sheet, click “To History” to start sending the previous attendance
to the history folder.

STEP 2

Select the users involved, it is recommended to select all. Define the date range
of previous attendance data. Click “To History” to start.




Click to open the History folder.

Attendance [ 0F2/200% |

Please specify the date which you want the old sttendance records to be
transferred to history sttendance sheet.

Thiz will result in better system performance with feveer sftendance
records in attendance sheet

You may select the range of records by
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All history attendances are saved in this page.
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Check in Attendance Sheet. The starting date of history is 1st of May instead of
1st of February.

This date indicates that the Attendance Sheet will run from 1st of May, instead
of 1st of February. If you would like to recheck the history attendance, follow the
steps below.
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5 ¢ ACCESS CONTROL SETTINGS

Ignore this chapter if you are not using the software for access control function.

THE RELATIONS BETWEEN TIME ZONE,
GROUP TIME ZONE AND ACCESS CODE

TIME ZONES

Time zone can be defined in the software to control access time of users. Time
zone consists of a pair of access time (starting time and ending time), for example:
08:00 ~ 18:00. A terminal treats the time in between the time zone as the valid
time. The terminal opens the door if a user is verified during the valid time. To
block access for the entire day, please define the time zone as 23:59 ~ 00:00. The
terminal will not open the door to users if this time zone is applied.

For example:

All users can access an area from 8:00am to 6:00pm (Monday to Friday) and no access is
allowed during Saturday and Sunday. The time zone settings will be shown as below:

GROUP TIME ZONE
All defined time zones must be assigned under a group called Group Time Zone.

A Group Time Zone can support a maximum of 3 different time zones, for exam-
ple: TZ1, TZ5 and TZ6. In some scenario, users can apply multiple time zones.

For example, a cleaning worker can only access into an office during office hours,
but not during lunch hour and teatime. Therefore, the 3 time zones set for the
cleaning lady will apply as below,

;i[,',’,i Sunday | Monday | Tuesday |Wednesday| Thursday | Friday Saturday

3 |23:59~0000 | 09:00 ~ 12:0009:00 ~ 12:00| 09:00 ~12:00 |09:00 ~12:00|09:00 ~ 12:00 23:59 ~ 0000

4 {23:59~0000 | 13:30 ~ 16:30 | 13:30 ~ 16:30| 13:30 ~16:30 {13:30 ~ 16:30| 13:30 ~ 16:30 23:59 ~ 0000

5 123:59~0000 | 17:00 ~ 18:00 | 17:00 ~ 18:00| 17:00 ~18:00 |17:00 ~ 18:00|17:00 ~ 18:00 23:59 ~ 0000

}m‘: Sunday | Monday | Tuesday |Wednesday | Thursday | Friday |Saturday

2| 23:59~0000 | 08:00 ~ 18:00 {08:00 ~ 18:00| 08:00 ~18:00 | 08:00 ~ 18:00| 08:00 ~ 18:00 | 23:59 ~ 0000

All 3 time zones (TZ2, TZ3 and TZ4) are grouped into the Group Duty Roster 2 as
shown in the table below.

The software provides 50 different time zones for configuration, from TZ1 to
TZ50.

Group Time Zone Time Zones

2

3:4:5

o & ro | =~

There are a total of 50 Group Duty Roster available in the software for definition.
However, only the first 5 groups are marked as Group 1, Group 2, Group 3, Group
4 and Group 5. Another 45 group time zones are considered as free groups,
where they are attached with an Access Code only.
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ACCESS CODE

All defined group duty rosters are linked to a code number for easy handling.
These code numbers are known as Access Code. By default, there are 50 Access
Codes (from 0 ~ 49) and by default as well, Access Codes 0 to 4 are applied to
Group Time Zone 1 to 5. Any other “free group time zone” are assigned with Ac-
cess Codes 5 to 49.

You can arrange the level of accessibility by Access Code, for example:
+ Access Code 0 - Full access

+ Access Code 1 - Only access during office hour

+ Access Code 2 — Access in the morning only

+ Access Code 3 — Access after working hour

+ Access Code 4 — Access after 8pm only

+ Access Code 5 - Part time workers (midnight)

+ Access Code 6 — Contractors (Morning before 10am)

Furthermore, you can name the Access Code so that you can refer them easily.

Example:
Access Code Name Group Time Zone Time Zone
0 Access from 8am to 8pm 1 2
1 Only access during office hour 2 3:4:5
2 Access in the morning only 3 6
3 Access only after working hour 4 7
4 Access only after 8pm 5 8
5 Part time workers Free group 11:12:13
6 Contractors Free group 18:20

NOTE: All new enrolled users are automatically assigned into Group Time Zone 1.
Please assign the new users into the corresponding group time zone after the enroll-
ment is done.

THE SETTINGS OF TIME ZONE

STEP 1 Click to open Terminal User Control.
STEP 2
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Select a Terminal ID to configure, for example Terminal 1. Click Time Zone tab.

STEP 3
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Example:

User can access from 8:00am to 8:00pm (Monday to Friday), but are denied ac-
cess during Saturdays and Sundays. The time zone settings will be configured as
below:

;igr"% Sunday | Monday | Tuesday |Wednesday| Thursday | Friday | Saturday

2| 23:59~ 0000 08:00 ~ 20:00| 08:00 ~ 20:00| 08:00 ~20:00 | 08:00 ~ 20:00| 08:00 ~ 20:00| 23:59 ~ 0000

Insert the time zone settings into the corresponding time zone, for example, Time
Zone 2.
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If you would like to duplicate the same settings to other terminals, click “Duplicate
Settings”.
In a new window, select the terminal where settings are duplicated to.

Click “Copy” to apply. Ignore this step if you do not wish to duplicate settings to
another terminals.
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Click to select Terminal ID to update time zone settings. Click “Update Terminal”
to start.

STEP 5
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Click “Apply” to start updating settings to the selected terminal.




STEP 6 THE SETTINGS OF ACCESS CODE AND
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Click “Close” to end process. e e o 1
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EY Terminal Users Contral

Select Terminal ID to configure, for example, Terminal 1. You can do different

e ——— - , o . settings for different terminals.
e i s it Tl Tt | i s Select an Access Code to use, for example, Access Code 1.
enirr—" T e Check “Allowed” column in same row with Access Code 1.
=TT N KR NS N = Assign a group time zone into the TZ Group column in the same row as the se-
3 e @ mmmn mmme mons moao lected access code.
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Repeat Step 4 to 6 to update settings to another terminal.
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STEP 2

STEP 4

Now you can insert the predefined time zone to the newly-added group time zone
2. Click “Update Terminal” to update settings to the terminal.

STEP 3
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A new window will pop up to indicate that a terminal has been updated. Click “Ap-
ply” to update settings.

CONTENTS

[rer—r— 3 e T |
. 50 s e e , 50t s e e
i i ot o i A e I 1 [ 0 el A D () i s
vckte Tavmeat briirhor horpdutipe o
Uplead Lisers and Time fanes ts Terminal
Sect Tomwni e ccess | Excosion sers | T e | o s P —
F . F et mces cods o o skl e it
T — . — ] , e —
can st 1151 for o ar st v itesset corentrg e 300
Fieaua reser 1o Trne Lore’ page fof e 100 sefing Feaun rever
‘Acoeas oo Cesrgaon [ Mowed | tzorew | cverwiets | vemryTwe B Acoean ool tormr 0[] [formraly ] ] vennm -]
- | ] 6 Upsste dt (7] Lsar Datn 7] Te Zorm vy
1 E P 1 - Frvs
2 FRawEE ] PR
3 RV 3 Freveer
. Fpva . Fpva
5 Fpv ¥ . Fpv
0 Toavas 0 | Fobears
T P T Frpvas
0 P 0 Frvas
0 1 Fiavas - 8 2 P -
4 = e e 4 ) I
Tooe Torw |1 H—H T
el el e [ |
Lat et 1302200 03 50 et pintn
[ wooortemnw o | [_coptcwnsengs | [__Sewcrangm [T [_vesos Tormrw | [ Cuptcats Setirga (=T

Click “Close” to end update process.

Repeat Step 1 to 4 to configure and update settings to any other terminals, if
required. There are a total of 50 access codes ready to be used.

Reminder:
To assign free group time zone with Access Code
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Select an Access Code for example Access Code 5.
Check the “Allowed” column; do not insert any value into the TZ Group column.

Insert the time zones into the Overwrite TZ column, for example TZ11, TZ17 and
TZ18.

Continue the above steps to update the settings to the terminal.

GROUPING USERS INTO ACCESS CODE

Now all information for time zones, group time zones and access codes are up-
dated to terminals. Next group corresponding users into the access code to control
their access rights.

STEP 1 Click and open the User Access Code.

Y User Access Codes
foh e s ‘sccess peniege. e
oce g
it af users ot e sectes] access code,
v [ Fasarinae Accass Cose
T

Click the number button on the left top to select an Access Code, for example 1.

The left panel displays all users who are assigned under the selected access code.
The right panel displays all users who are not assigned under the selected access
code.

STEP 3

Name the Access Code, for example, access during office hours. Select the users
from the right panel to include them into the access code.

Y User Access Codes

Emh e s

Ok
o et o rigt-shet o

Actnss durng ot hours

ey vouma

e |

Click the button to move users into the access code.

Lipcate L [

] Swwecrarger |

Click “Update User” to update settings to the terminal.
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A new window will pop up and you can define information to be updated to the
terminal. It is recommended to select “Users with access code changed”. Click
“Apply” to start updating the terminal.
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Click “Close” to end the process.
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Click “Save Changes” to end the process.

Repeat the steps above to configure other access codes for users. Always name
the access code to avoid wrong settings.

DIFFERENT VERIFICATION METHODS

By default, all models support one of these verification methods, fingerprint, pass-
word, card or fingerprint with card. However, some of the models support two
verification methods for one user, for example, a user enrolls with both fingerprint
and password. During verification, the user must provide his fingerprint followed
by his password to gain a successful verification. There are a total of 15 verifica-
tion types available:

TYPE OF VERIFICATIONS | OPERATIONS

FP /PW /RF Terminal verifies users with fingerprint, password OR RFID card.
FP Terminal verifies users with fingerprint only.

PIN Terminal verifies users with User ID only.

PW Terminal verifies users with password only.

RF Terminal verifies users with RFID card only.

FP / PW Terminal verifies users with fingerprint OR password.




FP /RF Terminal verifies users with fingerprint OR RFID card. THE SETTINGS OF DIFFERENT VERIFICATION METHOD

PW /RF Terminal verifies users with via password OR RFID card. n

. - . i k STEP 1 Click to open Terminal User Control.
PIN & FP Terminal verifies users with 1:1 fingerprint matching only. Devces
FP & PW Terminal verifies users with fingerprint AND password only. STEP 2
FP & RF Terminal verifies users with fingerprint AND RFID card only. KLl Lben s Canirnl.
PW & RF Terminal verifies users with password AND RFID card only. o210 ouings we o T o]
FP & PW & RF Terminal verifies users with fingerprint AND password AND RFID card. e e o | e | e e e
PIN & FP & PW Terminal verifies users with User ID AND fingerprint AND password. : ! -
FP & RF / PIN Terminal verifies users with fingerprint AND RFID card OR 1:1 fingerprint ;‘:::_*'“"W"Wmmwzlm - .
matching. m’;\m_ — — S R
e——
Each terminal can support 15 groups for different verification method. : E“
Configurations can be done as below: : :
Group Types of Verification method ” . — - - - S - |

1 FP/PW/RF oy — =

2 FP :

3 m s .- Ce=1J

4 PW Click Terminal ID to configure settings, for example Terminal 1.

5 RF Select an Access Code to use, for example Access Code 2.

5 FP/PW Select a group time zone, for example Group Time Zone 3.

7 FP/RF

8 PW/RF STEP 3

9 PIN&FP T

10 FP & PW e Tt e

1 FP &RF i e || e |

12 PW &RF e ey —

13 FP & PW & RF R R e e T

14 PIN & FP & PW s Ao e e ) .

15 FP&RF/PIN - :

5 FPART
Now you can assign users into the groups so that they can comply with the verifica- 7 brivare
tion methods. s e
I [T T+ T = T 5 T « T =+ 1]

Select a verification method to apply to this group, for example: FP&PW.
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STEP 4

EY Terminal Users Contral

Select the terminal to copy to. Click “Copy” to start copying the settings. Ignore this
step if you do not wish to copy settings to other terminals.
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Insert a time zone to apply to this group, for example, TZ1. Without assigning a
time zone, the group will not have time zone and terminal will not verify the user.
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STEP 6

Y Terminal Users Contral B Termina Users Contrel (=]
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Click “Duplicate Settings” to copy the settings to apply to other terminals.
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Click “Update Terminal” to update settings to the terminal.
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A new window will pop up. Click “Apply” to start updating the settings. Click “Close” to end the process.

STEP 8
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Click “Close” to end process. Repeat Step 6 to 8 to upload settings to other termi-
nals. Remember to select the correct terminal ID before updating it.
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GROUP USERS INTO ACCESS CODE WITH DIFFERENT
VERIFICATION METHOD

STEP 1 Click to open User Access Code.

Name the Access Code 2, for example, Fingerprint and Password Verification.
Select users from the left panel to be included into the Access Code 2. Click the
arrow button to place users into the Access Code 2.

STEP 4

STEP 2
= -
kbt
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Select Access Code as configured in Terminal User Control, for example, Access Code 2. | Click “Update User” to update settings to all terminals.
STEP 3 STEP 5
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A new window will pop up and you can define information to be updated to the
terminal. It is recommended to select “Users with access code changed”. Click
“Apply” to start updating data to the terminal.

STEP 6
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Click “Close” to end the process.
STEP 7
st af useen 0ot n fhe asiected sccess code.
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Click “Close” to end the process.

Repeat the steps above to group users into Access Code and update the settings
to the terminal.

Reminder:
To assign a free group time zone for a different verification method
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Select a new Access Code, for example, Access Code 5. Check the Allowed col-
umn. Do not insert any value into the TZ Group column.

Insert time zone into the Overwrite TZ column, for example, TZ 1.
Select the types of verification method to be applied.
Continue with the steps above to update the settings to the terminal.




CONFIGURE ACCESS ZONE STEP 3

Ignore this step if you do not install 2 terminals to control an enfrance T ——— CEX
In some scenario, two terminals are installed in and out to control accessibility of a Speciy e e o e e f ey e 8 s ltches 1 each doce. Each vl can b st

. . anly once pher B3 AN eniry terminal or oyl berminal fof &N ACCARS H00r

door. User must verify whenever he enters or leaves the zone. The record will be s

captured and you can always refer to Entry-Exit report to check for the details. Al [t Desca I wﬁﬁ“ﬁ

IN and OUT records are arranged in pair to ease the checking.

You need to define the IN and OUT terminals for a zone before you can start using
it. Follow the steps below to configure.

I

I

STEP 1 Clickto open Configure Access Zone. e e T o o =] = I
STEP 2 H | e —
B Access Zone Configuration E'@E I
Accass Zore | o Descrption Wodd e Name the door location to ease checking process.
Lone DesCription 1 ‘el 1 2 ~
R F"“"‘-‘ F-’ | Select the terminal as ENTRY Terminal and EXIT terminal.

- : Repeat the steps above to add in more Entry-Exit terminals.
Click “Apply” to save the settings.

v étnched teeminnis 1o the selected Acceas Toew
Door Locaton | o | Eriry Fiooder | C| Exk Reader |

Define the name of the zone, for example, R&D. All connected terminals will be
displayed on the left panel for reference.
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6 ¢ ONLINE DATA MONITORING

Skip this chapter if you do not wish fo monitor clocking activities or door accessibilities online.

The software can be connected to terminals to monitor all activities. All verification results including failed or successful verification are uploaded to the software directly.
Monitoring of all clocking activities or door activities is possible from a computer monitor.

TERMINAL DATA AUDIT LIST

This is the main database of the software. All downloaded clocking activities are | pata field Functions
stored in this page. Filtering of data can be done with user ID and date range to ||
look for a particular clocking activity, if required. If you activate online function

ID of the connected terminal.

on this page, the software will connect to all terminals (or selected terminals) to Description Name Oﬂhelconnecmd ter@nal. - — -
download all of the stored clocking data, in order to make the software “online” User ID User ID verified at the terminal. 0 refers to a failed verification at the terminal.
with all the connected terminals. Any clocking activities at any terminals will be | Name The full name of a user verified at the terminal.
downloaded into the software immediately. Therefore, you can monitor all activities | Clocking The date and time of clocking activity at the terminal.
at all connected terminals. Transaction The transaction code from the terminal. Ignore it if you do not use Work Code.
- Date The date of the clocking activity downloaded to the software

Clocking data audit st -

o — - _ 1/0 Slot The software allocates the type of clocking activity in Attendance Sheet.

[

[l
§

There are 6 buttons at the bottom of Terminal Data Audit List.

5| &
tzxg"

Buttons Functions

Select Terminal ID | To select for a terminal to be connected during online status.

ek

TFFIEIL "

Online / Pause To start or pause the online process.
1 — Export To export clocking activities into .TXT file.
Purge To delete clocking activities from the database.
| Close To close the page.
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TO START/STOP ONLINE MONITORING ON TERMINAL
DATA AUDIT LIST

Follow the steps below to monitor activities by using Terminal Data Audit List.
STEP 1 Cick| § |
STEP 2

to open the Terminal Data Audit List.
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Click “Online” to connect to terminals.

STEP 3

Every time a user verifies at any connected terminals, the clocking activities will
be downloaded into the software immediately. All clocking activities are available
on screen.

Click “Pause” if you wish to stop the monitoring process.
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SELECT TERMINAL FOR MONITORING THE TERMINAL
DATA AUDIT LIST

If you wish to monitor a few terminals in a multiple terminal environment select the
relevant terminal in the terminal data audit list, follow the steps below.

STEP 1 Click to open the Terminal Data Audit List.
STEP 2 Click “Select Terminal ID".
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STEP 3 STEP 4

e [ owe [wsa]
[t temnicne ) G (=) E“:°'>’-°” = s ) [y, EI En:os.:\:m resime
= e = .t o e
If you group terminals into the Terminal Group, you can select by using the Termi- ) ) )
nal Group. Click “Select Terminal Group”. If you do not group any Terminal Group, you can select the terminals to monitor.
Check the terminals and click “Okay” to start.
I Clnckiog i i ———————————————— - (0] * |
e I . TO EXPORT RAW CLOCKING DATA
Raw clocking data can be exported into .txt file, where it can be imported into the
[ [wea] = 3rd party software for further analysis, for example, into a HR software. Arrange
i1 the data field of the clocking data before the exportation process, so it matches
amsen fow the requirement of your 3rd party software. Follow the steps in the following pages

pr—— to export.

Taw

Check the Terminal Group to start the monitoring. Click “Okay” to start.




You must arrange the data field and the length of the data field in the column.

Example, the target software needs to import terminal ID (2 digits), User ID (9 dig-
its), date format dd-mm-yy, hour format hh:mm. Therefore, you need to configure
the data field as shown as above.
l“w;];; S Enable “Automatic append data to output file during data download” if you would
. | P I like the Software to append new downloaded clocking data into the same file dur-
D P 5 ing each of the downloading. Click “Verify” to save settings.
o e Fronr—u] g - R :
[ . =) G ) GxJ L= :E gy e
In Terminal Data Audit List, click “Export”. A new window will pop up. ;: mm:"“mm:__ oo
Click to select user ID to export. b e B
Define the date range of data to export. e Rl e
Click “Next” to go to the next step. ] [cosammns o amcEveRT PRGOS Q
Eli o
STEP 2 g () o G -
& T - g oo g e . . = o IE e Lo
[xpertpmit Click to define path to save the exported file.
[ e s racarsiaoe < Only enable “Append data to existing output file” if you had enabled “Automatic
i ' append data to output file during data download” in the previous step. Click “Ex-
Hiol Wato s s e port” to start.
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STEP 4

[P TEST - Notepad
File Edit Format View Help

02, 000000001, 02-02-0%, 08:59 A
02, 000000002, 02-02-0%, 08:59
02, 000000003, 02-02-09, 08:59
02, 000000004, 02-02-09, 08:59
02, 000000005, 02-02-0%, 08:5%
02, 000000001, 02-02-0%,12:34
02,000000002,02-02-09,12:34
02, 000000003,02-02-03,12:34
02, 000000004,02-02-0%,12:34
02, 000000005, 02-02-09,12:34
02, 000000001, 02-02-09,13:15
02, 000000002,02-02-0%,13:15
02, 000000003,02-02-0%,13:15
02,000000004,02-02-09,13:25
02, 000000005,02-02-03,1%3:25
02, 000000001, 02-02-0%,15: 51
02, 000000002, 02-02-09,19:51
02, 000000003, 02-02-09, 20:12

You can check the contents of the exported raw clocking data. Sample is shown
above.

TO PURGE CLOCKING DATA FROM TERMINAL

DATA AUDIT LIST

If you discovered that there are strange or improper clocking activities (wrong
date, wrong user ID efc), you can delete them. However, we strongly recommend
you not to delete any contents in the Terminal Data Audit List, as it is the main
database of the software.

To delete clocking data, follow the steps below.

STEP 1 Click to open Terminal Data Audit List.

o Descrpton [ = Traneacon
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Click “Purge” to start deletion of clocking data.
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A new window will pop up. Select the user ID and define the date range to delete.
Click “Delete” to start.
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MONITOR TERMINAL ACTIVITY

This is a special function to monitor door accessibilities. Unlike Terminal Data 8 onior Terminal Acthites
Audit List, this page does not show previous clocking activities but it shows only I kot s s iy s et s e,
the current clocking activities. The same concept applies to the Terminal Data B

Locat T

Audit List, where user’s clocking data is downloaded immediately to the software . . lomeman]

T I e ) o I T
O 1 Wiermirad —— I 3 Pary Siore
—— e L) )

for viewing.

Synchronization of the date and time of the terminals can be done from this page.
It can also be used to open door(s) for users. You can upload photo of users into
the software, and these photos will be shown on the screen if user is verified at
the connected terminal.

Follow the steps below.

STEP]CIicktoopen Monitor Terminal Activity. =, I — — J
STEP 2 = sre ] (o]

B wonitor Terminal Activities

I o e o e et o et e During online status, all verified user IDs at the connected terminals will be down-
oo B o St crcae s ypae e ek loaded into the software. The user ID and its verified time will be published on the

Loeat T

[P screen.
Sp | © | Cescrpton Cpen | 5we e [T ™ Tes | Tranaacion | |
l[__ll__JI:- ! ] =] I Click “Open” button to request a particular terminal to open door and this applica-

T — —— tion is invalid if you are using AdapTec AC to control the door.

Click “Sync” button to synchronize date and time of the connected terminals to the
computer’s time.

You can click “Show Photo” and the software will show the photo of the verified
users.

Click “Pause” if you want to stop the Online status.

[T [ e |

Click “Online” to connect to all terminals.

Click “Select Terminal ID” if you wish to select terminals for viewing. The same
methods for the Terminal Data Audit List is applied here.
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7 » USB PEN DRIVE MANAGEMENT AND INSTANT MESSAGES DISPLAY (SMS)

Note: USB Pen Drive refers to an external USB Flash Disk.

Ignore this chapter if you do not want to use USB pen drive management and instant messages display in terminal, or your terminal does not come with these 2 functions.

USB PEN DRIVE MANAGEMENT

You can use USB pen drive to download or upload users and download clocking

data from terminals. Downloaded data will be copied into the software for further

analysis.

Before you start using this function, you must do the followings:

[1] Select Type of Connection USB in Terminal Setting page. The sample is
shown below.

Fieger Tec Terminal

i

Spacty e ) b s i e o o er e o

[ —

[onsbied | Product Ky Astaten | D | ormp | Descrpton el
BNEAETT- A TURADEN Optiess "=

FLET GBS [FETIAAT Qe =3

bl

e

B Cte

Addvarnced Setirgs o G e o

[2] Make sure the ID assigned is the same as Dev ID in the terminal.
[3] Activate the product key and activation in the software.

Missing any of the above information will result in no data being displayed when
you try to read data from the USB pen drive.

DOWNLOAD USERS FROM USB PEN DRIVE

Plug a USB pen drive to a terminal to download user information (user ID, fin-
gerprint, password, card ID etc). The information can be copied and saved in the
software. To download users from terminal, follow the steps below.

STEP 1 Click to open USB Pen Drive Management.
STEP 2

2 Usb Flash Disk Management

You trsreter ¥ ol s ik
Clockang dsta or eiwoled uste MgRENTL Iempiales can an o user
TInQerDrind tempdstis Can be trangtémed from toe PO Ilnmu).lclskmlheﬂ ughoaded 130 & remate resdr.

Fea datafrom USE disk into PC
) R choeking datn from an LSS sk dorwminnded from remate FingerTee seemina

White dota from PC into USD disk

{2 ¥wibs usar it inbo ah LIS disk 1 b uploadsd 8o ramats FingsrTes tarminal

[ guee |

Click

G

Select “Read user info from USB disk downloaded from remote terminal”.
“Next” to continue.
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2 usH Flash Uisk Management
ag
] Berad ser infa from an USE disk downloaded fom semote FingerTec tenminal
Fleate speciy he stached LISD Nash disk drive ocation - m ™
Sebeid Deartmend

Yind iy seboct Lhe rarge of reconds by. -
Lcwr I Lianr I Lianr Mame Department Fingerpeind  Priviee  Pasword Cord
Om -
(e

Soane

v
[C=pox ] From USB | S

Click to select the drive of USB pen drive, for example: G. Click “From USB” to
start reading users from the USB pen drive.

2 Usb Flash Disk Management
] Read user info fiom an USE disk dewnloaded fiom temote FingerTec terminal
Fleate speciy he stached LISD Nash disk drive ocation - @ ™
[T S—
“Yion oy webect s e of records by =
Lcwr I Lianr I Lianr Mame Dwopartment Fingerpeind  Priviee  Pasword Cord

R reon lanr -
Ol w2 warery i -
Oitore: w3 formation, Trch e
Seie "4 wduction 1 =
5 | i User |

-

SavatoPC I [(ome ]

You can select users to download by checking the column next to the User ID,
and you can also select “All” to download. Click “Save to PC” to download users
into the software.

[Copo | [ Frem US8 ]

UPLOAD USERS THROUGH USB PEN DRIVE

You can copy users into a USB pen drive and upload them to any terminals. To do
this, follow the steps below.

STEP 1 Click to open USB Pen Drive Management.
STEP 2

2 Usb Flash Disk Management

Bash disk
o o user

You trssretur " s ¥ ol s
Clockang dsta or eiwclied user MG Bmpisles can Trom & o
" 0 &0 LS sk &l then upioaded 110 & remote resdér.

e data from USE disk inte PC

O L from : Finger T

)R] user infa from an LESEN ik chownioaded Trom rémate FingerTec termngl

White dota from PC into USD disk

(Eite Lser info iFbo an LISL ik 10 be uploaded into remot | ngerTes tarminsl|

(o ]

Click “Write user into an USB disk to be uploaded into remote terminal’.
Click “Next” to continue.

STEP 3
Click to select the drive of the USB pen drive, for example: G.

You can select the range of users by using Terminal ID or Department. Select
either one to continue.

Click “From PC” to continue.
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2 Usb Flash Disk Management

(] White usern inlo into an USH disk to be aploaded into remote Finges Tec lemminal

DOWNLOAD CLOCKING DATA FROM USB PEN DRIVE

You can plug a USB pen drive into the terminal to download the clocking data. The
downloaded clocking data is read by the software to do further analysis. Please
always delete clocking data manually at the terminals after you have finished
downloading all clocking data into a USB pen drive. To read clocking data from a
USB pen drive, follow the steps below.

STEP 1 CIickto open USB Pen Drive Management.
STEP 2

2 Usb Flash Disk Management

Wou can perform dals rarster belween your PC and 8 remobe Firger Tec reader of o sslecled model using an USB flash disk
Clockag dats or erwolied user BgeIprL emptales can Trom & an o user

Fleate speciy he stached LISD Nash disk drive ocation - @ ™
Select Cepariment.

Yot iy sbect 1 raige of records by, o [1 = -
Lcwr I Lianr I Lianr Mame Department Fingerpeind  Priviee  Pasword Cord TI Groun Time: Torw

~
Om
(e
Soane

v

=1 FomPe | [owe ]

STEP 4

2 Usb Flash Disk Management

(] White usern inlo into an USH disk to be aploaded into remote Finges Tec lemminal

Flease spacity the atbached LSO iash disk drive location - @ ™
Selecd Depeariment
o mary setect e rnge of records k. o[y = -
Lcwr I Lianr I Lianr Mame Department Fingerpeind  Priviee  Pasword Cord TI Groun Time: Torw

Sl ) roton e “~
[=F] ey d = "

Citare w3 formation Tech laer
Seie "4 wduction 1 = |

W s A i zer | i

-

] Save lo USH Iy [(ome ]

You can select users to upload by selecting the column next to the User ID. How-
ever, you can select “All” to upload.

Click “Save to USB” to upload users into Software.

[Copox | [ From PC

" 0 &0 LS sk &l then upioaded 110 & remote resdér.

e data from USE disk inte PC

from : Finger T berminal

)R] user infa from an LESEN ik chownioaded Trom rémate FingerTec termngl

Wiite dota from PC into USD disk
1 vits ser info inbo an LISD desk 10 be uploadsd 80 remots FingsrTas tarmnsl

Co= ]

Click “Read clocking data from USB disk downloaded from remote terminal”.
Click “Next” to continue.
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STEP 3 INSTANT MESSAGES DISPLAY

MR8 Flosh i Marapeme 1= &) You can configure messages and upload them to terminals. There are 2 types of
] Read clocking data from an USE disk downloaded from semote FingerTec tenminal messages, Public and Personal.

M:Tl:mmmma::mmm' T L[’ VT..W-.,. I Public messages always pop up after user is verified at the terminal. Personal
messages are only assigned to some particular users. The message will be
shown only after the dedicated user is verified.

All messages uploaded into a terminal come with a valid date range, for example:
1/3/2009 to 15/3/2009. The message in the terminal will be deleted automatically
come the expiry date. However you can choose to delete them manually.
. TO WRITE PUBLIC MESSAGES TO TERMINAL
[ | T | T, Tl v STEP 1 CIickto open Instant Message Display.
= From USB il
= L o= 1] stEP2
Click to select the drive of the USB pen drive, for example: G. MRirytant Hessoe Disp i
Termiral Message | User Messane
CIiCk “From USB" to download C|OCking data from a USB pen drive The Terminal Message' short message I3 used to dsplay static message on e terminal screen. Cach short message has & unigue SM3 D, & speciiied
m:‘"m:‘: ml.::hM.n mm?v"r:::m g mnn«-wmmm;z m;nm F.-mmmwn:
STEP 4 e
MED [y T — [ St T T Frad Tt 7_'[
£ st Flash Disk Management 10 |[Pleare uze 2rv Tloor ek dhring hnch time. | 032000 DR 00 |3 0200% D000 ]
] Read clocking data fiom an USE disk downloaded fiom remote Finge Tec tenminal
Fleate speciy he stached LISD Nash disk drive ocation - @ ™
D [ =D | Harte [ Codig [ Tommackn |
| oamaet formosmss o
1 §|Sheens Jazz 10022009 09.35 |00
C
mmm.um«m[i [Evaem Termaml Message | [Cosety ] (oo |
Assign a number as SMS ID, for example: 10 (varying from 0 to 99999).
R ———— Insert the short message into the column, for example: “Please use 2nd floor exit
o Liner K F",“; - Tn” - = "‘:" during lunch time”.
[ma ] [ Frmise ] | Selfc [ | [gme ] Define the start date and time, for example: 1/3/2009, 00:00.
Al clocking data is displayed on screen. Define the end date and time, for example: 31/3/2009, 23:59.
Click “Save to PC” to download into the software. Click “Write Terminal Message” to continue.
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STEP 3

TO DELETE PUBLIC MESSAGES FROM THE TERMINAL

S — - - STEP 1 Cllckto open Instant Message Display.
WD .“"“""”"‘ it st B $hhoel seicige vl syl s Vsl which yous
The ‘Termin Mes3age’ shert Mo uif.evased from the berminals upon ks expiry. - 0 ke SHS 0, 8 swesied STEP 2
starting me ana £ uration in e Termin Mezzages mon
0 e B ket shoet meas) b dramrinad. Enter 1 for SWE ID = Instant Message Display
Yo deiete rocord eom [ st éa ity Sekect he range of recoeds by: Termirel 'uw*"“
10 v | e fioce rdt uring b -
ME0 A | ] T ‘Terminsl Message’ short message 15 used 1o dspiay stab mes3age on the terminal screen, Each short message has & unkave SMS D, 8 specliied
10|Preage ume 2r| A =1 i teminat - 0000 starting fime and s duration In minins. Shirt mesanges wil be “Sck din bullen
Om ] U termnsl . 0 chck <Ermn 0 eraese e shost mesnges from termined. Enter 1 for S D
i Y et oo o s et
Some EED) B St Ten 15| EneiTee L8] =
wEmmmmmm B0 0000 |
.
2w [ [ooee ) |Cassty | (oo ]
Select the SMS ID to upload. Select the terminal(s) to upload the message to. ]
Click Apply . Whks Terminal Wessags ElmTandlﬂnxm} By [

STEP 4

Click “Erase Terminal Message”.

= Instant Message Display
Termirnl Message | User Message
The Terminel Message’ short message 15 used o display static message on e terminal screen, Each short message has & uniue SMS 0, 8 speciiied !
mmimmnmmnm»Q Shart meaanges will be ek dvvrite umon . .
, o chek <Fraan. to erase the short mesanges from teeminal. Enter 1 for SN 1D Termirl Message | Usar Messa) .
g I :n.."ﬂ:.,e,u.l.....a which yeus werd |.,..I:;|:;.a..|l
The Terminal Message’ short mel  Concioton. ""’ s o unkaue SM3 D, 8 specliied
- - brte: Termirnd Messages huson
EMEID Shoel Mesrange Slnrt T ‘] Frud Time: [ = 20 weriln B selected shoet messl b dramrinad. Enter 1 for SWE ID
10 O 032009 0000 | 31032000 0000 et gl Mo e ek You My SeKCtINg range of reconds by:
EED) o = e 5] =
10|Piease use 2w .’7‘ {‘IJT'“'"‘:H...... = 0000
Om .
-
(e ] [Emem ] donby | [ ghowe - >
sl w "
Click “Apply” to end process. o fL Coxen ] |Cassty ] (o)

Select terminal ID to delete message. Click “Apply” to continue.
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STEP 4 Click “User Message” tab.
I instant Message Display =13 Assign a number as SMS D, for example: 31 (varying from 0 to 99999).
[ET— r— Insert the short message into the column, for example: “Managers, Operation

e e b Tk Meeting, 16/3/2009, 10am, Room Alpha”.
bk roccmt o B e T ————nee Define the start date and time, for example: 16/3/2009, 00:00.

e Sl Werangn S ] Eratin T = Define the end date and time, for example: 16/3/2009, 10:30.

Click “Write User Message” to continue.

STEP 3
—u o
r Termnal Message  Liser Messagd Termials | |
Click “Apply” to end the process. o __
an‘ [Frp—— User Mesage | [ ~ | Managers Operaton Meesing, 160 ';:93 =1
(1] =8l |piterminal 2
TO WRITE PERSONAL MESSAGE TO THE TERMINAL | Gu w2 four e
STEP 1 Click to open Instant Message Display. oo
STEP 2 ]
= Instant Mel; Display . = I T 3 T . F
Termiral Mesaage  Liser Muscags |
The User Meszage’ ez 2 mmﬂmnumum'nuun._. . Each short [ooce ) | sty ]| (oo ]
:rm,q;:f:‘..l:::nu'm EME B o :;;-rnl o freen e B SRS bR Select the SMS ID to Upload.
wEn | e CT e | = Select the terminal to upload the messages to. Click “Apply” to continue.
H | Maragers Operotion Meeting, 1 622005.1 0am, Room Alpha 1E032000 0000 E0XC009 10030 1
.
Viibe User Message [ Erase Uper Message S
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Terminal Message  User Messsd Termiws  Users
The User Message' “You are requined fo specity the users which vou want 1o have the. sl verificasion, Each short
.o geeing s e ? troem berminal Lpon,
gy Chek 0vien e Mesang inges 10 ernan e short
[ —
Youmay
EED) e L -]
3 | Marngers Oper| ooz b FEE)
User B w1 # ohnson ~
() 2 Terry Sterre
A W ‘shcia Dickson
O
B 4 ——-
Some e & - T - S
v o[ |
(et ] |t ] (o= ]

Select users whom this message is intended for. Click “Apply” to upload.

STEP 5

= Instant Message Display

Terminal Message  User Message

The User Meszage’ a

, 0 speciied

he terminal

Shaet mesnges wil be

uzer's

cessl . Each short

TO DELETE PERSONAL MESSAGE FROM TERMINAL

STEP 1 Click to open Instant Message Display.
STEP 2

= Instant Message Display

Termnsl Message  Liser Massage |

[Marvgers Cperation Meeting. 1 E22009.1 Dam, Fioom Alpha

16032000 0000 | 1E032000 2350

The User Message' s the terminel s successiul . Esch short
8 apeciind Short mesinges wil be Temaved trom berminal Lpon
gy Chk s Usns Mesange e the = , oF cack <Ernse Lines Wesinge
g e v, Endrs ' for SMS 0 o delede revond from e b4
[y T — Stoet T L5

Erd Tee | -

i

Vitks User Messaye Erawe User Wessage 1]

(ot ] [(goe ]

Click “User Manage” tab. Click “Erase User Message”.

gy Chek eirn Liser

o ok <Ernsn Liser

sy o Ierssirnl, Erdrer ' for SME D o dhedrde recconed from the st

STEP 3

iy Erase User Message

Shorl Wevnge:
[Merrers Ciperation Meeting 1 6:3/2005.1 Dam, Reom Alpha

St Ten 15| EneiTee L8]
BRI 0000 [1603E000 1030

O

[ vithn User Meszmge |

[ Evsem User Wessaye_|

Loty L [ )

Click “Apply” to end the process.

Liser Mussard v 1 sesct e short
L will ke Tl upon
Tre User Message’ short messd  conpiation. st verifcasion, Esch short
message has n unique SHE 10, 4 Femaedt troem terminal Lpon
gy Chck 04be Liser Mesang binges 10 ernan e short
gty oo bersinnl, Endor 1 o mary select the range of records by:
EED) o e 5] -]
31 | Manaaers Dot A P‘"'_""’ | FE)
Om w2 ol seeminel ]
Some
[emmet ] |[ &t ] (o= ]
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Select to delete messages from the terminal. Click “Apply” to continue.

STEP 4

= Instant Message Display
Terminal Message  User Message
The User Message! used o deplay a3 the terminl uzer's successtul v . Esch short
, 8 specitind Shart me1gen will b nesmstically remaves from terminal Lpon
epiny. Chek airbe Lises Mesangr e the  oF cick «Frnnn s Masinge:
ssnges deen e, Erdre ' fer SME 0 Lo ddedede resond freen thes B2
ECTH B Sloet Tewe L5 | Frad Tewe 12 -]
31 [Managers Optration Meetng.1 5320001 Oum, Room Aloha 1030200 0000 |
[t User Message | [ Ersses User Wiessage | Baxty [ Chuws

Click “Apply” to end the process.
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8¢ OFISTA

Ignore this chapter if you are not using OFIS TA

OFIS TA is the simplest time attendance solution. No terminal installation is required for OFIS TA, only installation of the software to a computer and a plug-in of an
OFIS scanner.

All users are required to enroll their fingerprint templates using the OFIS scanner and the fingerprint templates are stored in the software. Users are required to place the
enrolled finger on the OFIS scanner to report attendance and the system will save the date and time of the verification as attendance data. Before you can use OFIS TA,
make sure that you have plugged the OFIS TA into your computer. Once done, run the software first before attempt to capture any fingerprint. The fingerprint templates
captured by OFIS scanner are compatible with other models of terminals, and upload-able to any terminal.

ADDING OFIS SCANNER TO THE SOFTWARE STEP 3 _
Similar to the standard fingerprint terminal, product key, activation key and serial | | . e e - . - ]
number of OFIS scanner are available in the OFIS TA package. Plug in the OFIS BPCHTANT ok Actte Tomeed b : - =

scanner into the computer and follow the steps below. e e
STEP 1 Click to open Setup Terminal. e e i e S
STEP 2

Fieger Tec Terminal

‘Spcity tra D rumbaw ard by of mee for o R o tor

ORTANT Chek “Actnts Termeal

Dussbied | Prosuct ey Astvaten | D | Orewp Terseptae, [ Zarial s | Convection | Buatale P Asdrens E
[BNEAETT- A THURADER " (o= " T[T 1153 AEEE] ¥
s CEmAES  FETVIaAT 3 101G termrd 2] e (I }

e

=) (= [ o

Insert the product key of the software. Click the key icon to continue.

1

Click “Add” to start.




STEP 4

Fieger Tec Terminal

Spacity e or B o -
e
ECRTANT. Clct ‘Actts
Dissbied | Prosuct ey Aststen | D | Crsm | Terseptae, [ o Soris . | Connection | Busraie Phsyess  Re]
T [BeCAET-MEA PR " ] = |1 RG] ]
1 [mercemawes i 3 Qe e T T 11520 81 223 1
- T — T e e i

.
e SN2 Wirwes Atonton

o G st

Insert ID for OFIS scanner into the ID column, for example, 3.
Name the OFIS scanner into the description column.

Select model as OFIS Scanner in Model column.

Select Connection as USB in Connection column.

Uncheck the Disable column to activate the OFIS Scanner.

aaa Cte

STEP 5

-

Spacity i
I ke 15 vl chsatiee M, Pk S o el i Corvacied ol 15 e P befor you uriich e Dhtabied checker

ORTANT Chek “Actats Termwal BB
Actiwate Terminal

e
FETTLAT]

BT -
FLET GBS
o

[EeT s pe——

Froutsey  GESS = E4ND - 06T
el [ETATTTNG

Aceraienbey | FRHZJUUG

i wreiiide 52 ST vearts reaRAn,
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The software will detect the OFIS scanner’s connection through a USB port.
Insert the Activation Key into the column. Click “Apply” to activate.

STEP 6

-

Spacity e s B
) 15 ki b e, s s o o i e ol 1 v P et v i B Thsasiod chocher
ECHTANT. i “Actny Tarmead B

Actiate Terminal

BT - ”
FETTLAT]

FLET GBS
o

Aceraienbey | FRHZJUUG

i wreiiide 52 ST vearts reaRAn,

Goe

o G dt )

A message will pop up to indicate that activation process is done.
Click “OK” to accept message.




TO ENROLL USERS USING OFIS TA

OFIS scanner can enroll fingerprints of new users. To enroll new users please
follow the steps below.

STEP 1 CIickto open User Management.
STEP 2

2 User Fingerprint Management
o, rebctr
Pt
Gk e Dutians bk 0 Soniond UBer ram erminal, e ners rom e, o Sl uners FamPS
St Cpartrert.-
| e T e e T e
[ | I Ueer 0 1
ey T = O
o Tt | i o u]
Froaceon ' ser ]
anEoe v User ]
" ] 3
Orvobner gl [ Cownossussr | [ wpaweussr | [Coteimuiw demeat | [ Do e o | oo |

A new button, Enroll User will appear on the User Management page.
Click “Enroll” User to start.

STEP 3

Assign a new user ID, for example, 6.

Insert his user name (shorter name), example: Nelson.
Define the privilege, for example: User.

Insert the full name of the user, for example: Nelson Johnson
Assign user into the department, for example: Engineering.
Click “Enroll” to continue.

st e

et s rom bermin, o ekl uers ram PG

P — o
et
e 7 bt e 0| ONLINE FINGERPRINT IDENTIFICATION SYSTEM OFIS|
[t [ weo | Ploase place your finger on the FingerTec [ cwsties Jra ]

o seanner to start registration 'II"

I
| Press4times toenrolafirger @ QDD 4 II:
o X Corcel

A Cogyright Z00K FinghrTae Werdwids Uimited. All ights resrvad, I

rwol ser [ rownosauser | [ wesssuse | [ Coteuew Cemra | [ psmausern |

()

OFIS enrollment page will pop up. Click to select the finger to enroll.
Place finger on the scanner to capture fingerprint for 4 times.



Click “Verify” to test the verification of his enrolled fingerprint.

FingarTec Gnkine Fingstpein 1dsntTicatisn Systom (0F1S) However, if a fingerprint was enrolled before, it will be rejected and you can see
ey ; the following message.
e s oo 90| ONLINE FINGERPRINT IDENTIFICATION SYSTEM OFIS|
e T ] ) ) =N —
B dora] Succosd bn ngeradng regkstrotion ju ) | =iy
:;m,'zrww I ey elete SN 10m S, Or Sl uDers Fam P
- =t
S a L]'MD.[L. ——
g | X cen
J Copae 08 Fngatac Wikt U, s et i
Tt | [ Oowrkwitew | [ pswetew | [ Costet omr | [ ommetswen | o= ]
The software will capture the fingerprint and save it into the database. : ! |
Click “OK” to continue. Commuw | [ comomier | [ tpowsvew | [ottninm o | [ owimen | o]
STEP STEP 7
P e
e e, it GBerT OM DTN, O deiele e rom P Frfiite e, dedete GBerT P1om berminal, Or deiete uBers om PO
38— - 38 sm— R
T B . B
. 4 it ] . 4 Gt inzt ]
4 Srwera I 4 wera Jnzz ]
4 | | . | iLl|
Tvitne | [ Cowrisitser | [ Upieetew | [ Dotetiow e | [ osmeseren | oo ] Gvitnw | [ Dowmosiveer | [ Upieetsw | [ Dotntew emea) | [ ommeseren | T ]

If this is the user’s first time, the software will allocate a user ID for the fingerprint
template.

Click “Close” to save the settings. In User Management, you can see a new user
ID created.
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2 User Fingerprint Management - B B2 monitar Terminal Activities
PP — e e T— O
p:-w’ terminal, |, debete UBerE OM DT, of delete ubeYs Tram PO \’: :qum;:‘:mm»wl;::uww kg
[T u..ml[i = [~ [w :::.... I rwnI[ Liar tima [L_w-oo- | T i_num w1 pr]=] Trme | =T [ e | transacson |
== = : ' k
S i ]
8§ O 1 Lser u]
bregrecern 1 tmtren =3 O
L iLl| l - I I 1 1 I — I J
(=T ) T T T e e | [T Come ] [omng oo ] [ ]
Click “Save User” to save settings. STEP 3

TO USE OFIS TA TO CAPTURE ATTENDANCE

Now you can start to use OFIS TA to capture the attendance of users. Please
always plug in the OFIS scanner and then start to run the Software.

| BERTIFEATION SYSTEM (| OFIS

Press finger flatware

STEP 1 CIickto open Monitor Terminal Activity. [ ’

STEP 2
The same page as described in Monitor Terminal Activity (page 88) will appear. L
Notice OFIS scanner is on the monitoring list. ficpwoas B W) ==

You will find a new button “CaptureZ”. This button only appears if OFIS scanner
is activated in the software.

Click “Capture” to start capturing attendance of users. Two new windows will pop up.
On the left, it will display user’s information after verification.

In the middle, it is the OFIS scanner capturing window, showing the image of
fingerprint after capturing process.

These 2 windows are always displayed when OFIS TA is on.
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STEP 4

Frews finger flatwars

INLIME FINGERPRINT 2
DENTIFICATION SYSTEM OFIS

Ta=Ti Veribvion fiagerprint e 1
- [ I | [

User can place a finger on OFIS scanner to capture fingerprint. The software will

H - . !

Start to Verlfy user. Finger Tec Oatine Fingarprint ldentification System [OF I5) rz En

For successful verification, you will view this. User information will be displayed in OLINE FINGERPRINT v (OIS

the User Information box. w9310 |

Press linger latware [ Traoeacien |
- ToemtrEATion SvsTem (L OFIS
[=le] b= [a= [ Prow fioger flatwars —
= = To stop the capturing process, click an “X” on the right top ofthe window.

The Software will always show the last captured user information after OFIS TA
is turned off.

For failed verification, you will view this. User Information box will show a “?”
icon.
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B wonitor Terminal Activities

e play P shatss

o tuston -
"Viou My Bk e i’ checker 52 bypass ha Serminel mordorng.
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Click “Close” to end process.
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@ ¢ FRIS 2 SERVER MANAGEMENT

Ignore this chapter if you are not using FRIS 2 server

The software can be used to retrieve data from FRIS 2 server. The information includes user information and clocking data.
Information can be downloaded into the software to calculate attendance and to prepare reports.

TO CONNECT TO FRIS 2 SERVER Insert username to login to database, for example: FRIS
Follow the steps below to connect to FRIS 2 server. Insert the password to login to database, for example: 123.
Click “New” to connect.

STEP 1 Click
STEP 2

to open FRIS 2 Server Management. If your FRIS 2 server is running on MSSQL database, select SQL.

Connect io remote FRIS database server host Connect fo remote FRIS database server host

Speify the server host name or its P address where the FRIS detabsse is Specify the server host name of its IP address where the FRIS database is
installed. Login the server host using the database's default username and installed!. Login the server host using the database's default username and
autharised password. authorized password.

FRIS database server | 1921661125 - FRIS database server | 192166.1.125 -

ODEC driver | MySGL ODBC 351 Driver 3 ODEC driver

MySGL ODBC 3.51 Driver
Description | attendance Server Description
Database  FRIS

Dotobase | FRIS

Username  FRIS Username  FRIS

Passward | v Password | e

Insert the IP address of FRIS 2 database server. For example: 192.168.1.125

Select the ODBC driver. For example: MySQL ODBC 3.51 Driver (MySQL data-
base)

Insert the name of FRIS 2 Server, for example: Attendance Server.
Insert the name of database, for example: FRIS
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TO DOWNLOAD TERMINAL INFORMATION
FROM FRIS 2 SERVER

You can download the terminal information from FRIS 2 server. It is similar to the ek Sorvw - &
software’s connection to the terminal in retrieving information, such as terminal o TS T P.., T =]
settings and storage. Follow the steps below. S st — T T
STEP 1
FingarTec Tarmnals. | ger Envolmests | Tronsaction Logs |
FRIS Sowvew
Mok T v » “’} .
W | FHIS Sarver [% [ oo [ sesive | Pacwess | vea | -~
©
STEP 3
Ternionl IO :| Mol Bk ale -
Descrichon Msin Server P Addrean 182.168.1 222
» Puling Host i Conrection TCRAP -
Py BRENANCE reconds (m} Cormmunic abion Key
Larspaage Shevey e ik
Dre formml. Puwwer off lime ik
Select the name of FRIS 2 server, for example, Main Server. veso fonseontne i
. 1IN Theeshokl SDH wersion
Click connect button to connect to FRIS 2 server. A o H
I prr——
sTEP 2 ey mrirude Lbser
Il ncsion Fingerpeint
All terminals connected to FRIS 2 server are downloaded and displayed on the Lk ey [ Posswird
screen. Click “Advance Settings” to configure settings to these terminals. rsgsna teemat usee g | —

RIS Sorves

I IRIS Database Server Managemant 3

FingarTec Tanmnals. | Uger Envolmests | Transaction Logs

et setiege Detws Sattings

Lsdate Firmivans ote

All settings are similar as discussed in Chapter 2. Please refer page 18 for more
details. Click “Close” to end process.
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TO DOWNLOAD, TRANSFER OR DELETE USERS FROM
FRIS 2 SERVER

You can manage multiple FRIS 2 servers from the software.
[1] Download users from FRIS 2 Server into software

[2] Transfer users among FRIS 2 Servers

[3] Delete users in the FRIS 2 server

TO DOWNLOAD USERS FROM FRIS 2 SERVER INTO
SOFTWARE

STEP 1
FrgerTe Termnels  User Encoliserts. | Trangacton Logs |
[a——— Saction e
[l | @,
W | U | N [ Emeno [ Owerimert | secton | Userneme | vekd | Seea [
r

I IRIS Database Server Managemant 3]
FingerTec Termnels  User Envelsarts. | Tronsaction Logs |
Depeetrmt Smction, Ussr
v v L [ Seinct this page:
W [ U | Marme [ Emeno [ Deeteert | secwn | userniane h\r’u Hmaa]_l
00001 Bise Jobinzon o000 |Aamristration | Bise - 1l
200002 Teny Stone oo0uz [Engmneering | Tery | = |
3/0000% [y - 00003 vt Techrek: Folemn |m]
4[00004 et Hoart [on004 [Procweon | Gt O
500005 Sheens Jozz |o00ns YT | Sheerm | 2 I
(En]
|_Smeteonise emsva [i |___CopyDatsrase | [ Fransteruser NI Delete User |

Click “Synchronise TCMS V2" to copy all downloaded user information into the
software.

STEP 3

2 FRIS Database Server | a_]

Click User Enrollments tab

You can choose to download users from FRIS 2 server by department, section or
individual user. You can also download all users by ignoring these fields.

Click the download button to download users.

FingerTec Termnels  User Envelsarts | Tronsaction Logs |

Compowtrrmt Sction Usar 0

* v L [ &eiect fia poge
Ho [ UswD | Hame [ EneNe. | Oeaimert | Secton ]UMMHHH;*\A]J
1 [ooo0 ERse Jonnson | |mamrigtraion | e - |
2(00002Tery Stone ooz |Engreerng Teriy | == = |
3|00y Fbecin Dickson D000 ifouria Folin | m|
DTN T I o i Synchranise TCMSY2 I
S|00005  (Sheens Jazz | c2 I |

Are you sure you ward fo continue 7

Qi g Sancel
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TO COPY USER DATABASE INTO ANOTHER FRIS 2 SERVER

If you are using multiple FRIS 2 servers, and you want to copy user database to
another FRIS 2 server; all user information from FRIS 2 server A can be copied
completely into FRIS 2 server B. Therefore, you do not need to re-enroll users into
another FRIS 2 server. Follow the steps below.

STEP 1

I IRIS Database Server Managemant 3]
FrogesToc Teminais  Ussr Envcaserts. | Transaction Logs |
e f— Usr
v v L [ Seinct this page:

W | U | Hare [ Emeno [ Deerioet | secwn ]mmhvu{_]m]_l
1(00001_ Eise Johnson 00001 |Aamristrabon | e v |
2[00002 | Teny Stone o000z [Engnesrng [ [Tany B
3/0000% [y - 00003 vt Tmcherk Folemn |m]

400004 Gibert Kart 0004 Frecctan Caeent | 2 ]
500005 Sheena dazz 00003 a8 ot Sheew [ [
(EN]
Syncheonise TEMSv2 Copy Dataase ; | Franater user NI Delete User |

In User Enrollment page, click Copy Database.

STEP 2

If it is a new FRIS 2 server, you must insert the information of the new FRIS 2
server to copy to.

FingerTec Termnels  User Envelsarts | Tronsaction Logs |

] Smtert U
Connect to remote FRIS database server host [l Seinct this page
| wero | PRI databass serves | 1931601125 & " ].]Y‘“ H”M [-]
1| 00001 Euze Jornd . = '
2jokz |Tory Ston QOOC driver | MySL ODBC 351 Deiver ~ B I
300003 el i Cotabaze | Fris =]
400004 Ctbert B
Useename
500005 Sheerm s H 0
Patrword vy
Seiect | FRIS, databane aross I Stneus T=
Cose
Syncheonise TEMSv2 CopyDatanase | [ Tranater iser )L Delete User |

STEP 3

FingerTec Termnels  User Envelsarts | Tronsaction Logs |

] Smtert U
Connect to remote FRIS database server host [l Seinct this page
| o FRIS databass serves - — ],]""“ H‘*“ -]
100001 e Jornf ) !
2[00002 | Tany Ston) (ot 2 B
3(0000% ko Dk Cstabaze =]
4[00004 et il O
Useename
500005 Sheerm H 0
[l
Seiect | FRIS, databane aross I Stneus 1=
& 1821681125
Copy Dutaknsn | Cose
Syncheonise TEMSv2 CopyDatanase | [ Tranater iser )L Delete User |




A new FRIS 2 server is added. Select the FRIS 2 server to copy to.
Click “Copy Database” to start the process.
Click “Close” when the process is finished.

TRANSFERRING USERS TO ANOTHER FRIS 2 SERVER

In some cases, you only need to transfer some users into another FRIS 2 server.
You do not need to copy database, but only transfer users. Follow the steps be-
low.

2 IRIS Database Server Management E
FrogesToc Teminais  Ussr Envcaserts. | Transaction Logs |
e f— Usr
o o] & [ einct this page
W | U | Hame [ Emeno [ Deerioent | secwn | Usereme | vakd | Seeat | <]
/00001 Bkse sohnaon 00001 hse LT h
200002 Teny Stone [ooooz |Engnesring 1 Tery I |
300003 Febcin Dickson 0003 il Ttk Frbm
4[00004 et Hoart [oo0os. [Procweon | = O [
500005 Sheena dazz 00003 a8 ot sheerw 7] [
(EN]
[ Smereonse tomsvy | [ Copyowsbase | | travsreruser [ Delete User

FingerTec Termnels  User Envelsarts | Tronsaction Logs |

] Smtert U
Connect to remote FRIS database server host [l Seinct this page
o [ usero | FRIS databacs serves | 1931604125 e 1_(“‘“ H”M =
1(00001  Buse dorf . - 3 |
2000z Tony S0 DOBC driver | MySL ODBC 381 Deiver =1 [=] [
300003 Feleim D Database | Fres =]
4[00004 et il O
Useename
500005 Sheerm s Ho 0
Patrword vy
Seiect | FRIS, databane aross I Stneus T=
Qose. —]
|_Smerecrise tomsve | [ Copyostsnase | [ Transmrwse | Delete User

STEP 3

S Eote Database Sanmr Alansesmenl |

FingerTec Termnels  User Envelsarts | Tronsaction Logs |

s E\r’u H&*\A ].;
| = = |
=]

[ indnct this page

In User Enroliment, click “Transfer User”.

STEP 2

If it is a new FRIS 2 server, you must insert the information of the new FRIS 2
server to copy to.

] Smtert U
Connect to remote FRIS database server host
o [ vere | PRI database server
1(00001  Buse dorf )
2[00002 | Teny Stony (ol
3[0000% o Dk Catsbose
400004 Ctbert —
500005 sheerm
[l
Seiect | FRIS, databane aross I Stneus 1=
& 1821681125 {

Trnzier Lser . |
W

[Coo

]

[WEE R

=
0

(En]

|__Simetecnise temsve. | |

Copy Datsbase

| [__fransrer user Delete User

Click “Transfer User” to start. Click “Close” to end the process.

112 \ CONTENTS




TO DELETE USERS IN FRIS 2 SERVER STEP 2
You can delete users directly from FRIS 2 server without login into FRIS 2 server. | The software will always alert you before users are deleted.
You can do this with the software. Follow the steps below. Click “Okay” to confirm the deletion of the selected user ID.

STEP 1

I IRIS Database Server Managemant

3 "2 FRIS Database Server | l‘:nij
FrgerTos Teminels User Encoasects. | Tronsacton Lags | FrogesToc Teminais  Ussr Envchserts. | Transaction Logs |
e Smten Usr Dpetrons f— e
“l [ & ] oct thés page = Bl b [ Snisct thés page
W | U | Name [ Emeno [ Deptoert | Secwn | userniane 1_{\@1 H&*\A]; W [ o | Narme [ Emeno [ Oeptoert | Sechn | Userbanm 1_(\‘!1 Hi*\ﬂ]:
(00001 Biwe dornson 001 e = = 1(00001 ko dobnon 60001 |Admristraton | iz v % [
2[00002 | Teny Stone [ooooz [Engnesrng I [Teny | = 2\00002 | Tory Stons ez [Engmnesring | [Teny | = I
300003 Feluin Dickeon ooy vicartion Techrond Foicin B L 3|00003  Felbiam Cacksum 000 iaration Tectes Fobimn ]
4(00004  Clbert Kart |o000s [Presauceon | Carent | 2 =] [ 4[00004  [Clert Hoart Canfirm Purge Records a1
5\00005 [Sheenw Jazz 00005 G & Sheerm | 2 =] S|00005 _iSheerm dezz | I |
| | | -
prmanintly which cannot b recovered Iater,
AT YO 50 YO Ak 10 Cortne 7
(EN] (EN]
[ Smereonise tomsvz_ | [ CopyDesbase | [ Tranater ser 1N Dekte ser_ [ (e me Tomsvz | | cop > | [ Transrer user )0 Delete Liser ]

In User Enrollment page, you can select and delete user ID. You can put a check
in the Select column of the user ID.

Click “Delete User”".




TO DOWNLOAD CLOCKING DATA FROM
FRIS 2 SERVER

Clocking data stored in FRIS 2 server are raw data. FRIS 2 Server cannot con-
duct any time attendance calculation for these data. Therefore, no reports can
be generated from FRIS 2 server. You must download clocking data from FRIS 2
server into the software. The software can calculate user attendance and prepare
the reports.

You can choose to download clocking data by department, section or all users.
Follow the steps below to download clocking data.

STEP 1

FingerTec Terminals | User Enroiments :"mmmlogs:l

(=) ierw nere transaction since last downioad Lt rarioadnd b ansecton kg £

B @

[ ser o

) Vierw from B Selact Departmsre =
W | LoD | o | e FRIS Server [ o [ tome [=

[Climehuse this FRIS astabace sérver during subsequent TOMSY2 data dowriosd

In the Transaction logs page, you can choose to download clocking data by:

[1] View the new transaction since last download - to download the new clocking
data since the final downloading.

[2] View from “date range” - to define the date range for downloading.

[3] Select Department - to define date range of downloading according to depart-
ment.

I IRIS Database Server Managemant 3

FrogesToc Terminal | User Envolments  Tranescton Lags |

) Wierw nerw tranzaction since last downioad L re e b aton g K
o] |onseomoeos T e T @ Sehect Departnent - -

W | LoD | o | e Pmuﬂm FRIS Server [ o [ tome [=

[Climehuse this FRIS astabace sérver during subsequent TOMSY2 data dowriosd

Define the type of download and click download button.
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STEP 2

I IRIS Database Server Managemant 3]

FrogesToc Terminal | User Envolments  Tranescton Lags |

2 Wierw nerw tranzaction since last downioad L chre e b nEactn g K

Oviewim  [omsemaonos T | sosam s T Sebect Deparinent . -

W | oo | o | Hare [ s vame FRIS Server [0 [ totme -]

| 100004 | coloert Wz et | 113002008 17.40 |
2 200005 |srwena Jazz Sreena 1130000 17:40
3| 300007 |Torry Shorm [Ty [ I 1[1mn00a 1740 |
4 40001 [Fase Johnson I3 | | 1 1Ema 1842 |
Eil 500002 |Tony Sone [Tomy 116002008 1642 |
3 600000 |Febcia Dicksen Febcia 1 VG0 1R
7| TIO0004 |Gt Wit [oter 1 1RATI008 1842 |
8 800006 [Snesna Jarz |reena 1 1B0AR000 1842 |
El 900004 |ert oz et 1 MEmE |
10 100005 [Sneena Jazz Sraena 11300008 1713
| 00001 |Fiew Jibwusen I DE DA
12 1200002 |Tomy Saone [Tom 1 13000001713 |
1] 100000 [Feacla Dckscn [Feacin 1 1MEmE |
1 TN | Glverl Kz Gaent 113008 1714
18] 1500008 |Shewnm Juz [Shmnrn DE DA
18] 1600002 |Tomy Saone [Tom 11300000 1718 |
1| 170000 [Evee dohnsen |Ense 1 VG AT |
18 T8 oy Seore Torry T R s

(En]

[inciute this FRIS astabace Server during Suboequart TOMSY2 dats owriosd | Downicad Log p.

Example:

Clocking data from 1/3/2009 to 31/3/2009 is selected. All clocking data read from
FRIS 2 server published on screen.

Click “Download Log” to copy into Software.

STEP 3

torew V0B

Rchhie

T S I T
= 7
@
o o8 [Resum
@
=
r— o "
1 M iemral o 16000008 | Cut
i @ 7
1 bsrm w ¥
|~ 0 G i
[ v R G A R T -
3 et - e T
ir - - - e

Now you can check into the Terminal Data Audit List in the software, as all new
downloaded logs are saved in it. You can continue to prepare attendance calcula-
tion or reports.
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10 «TERMINAL MULTIMEDIA MANAGEMENT

Ignore this chapter if you are not using models with color screen display.

You can upload themes, wallpaper and user photos to the terminal. These features are only available in models with color screen display.
+ Theme is displayed as desktop or background picture of the terminal during operation.

+ Wallpaper is displayed when terminal is in idle mode, for example a company logo, product information, company vision etc.

+ User Photo is displayed when the terminal verifies a person.

THEME STEP 3
TO UPLOAD THEME TO TERMINAL (T erra—

All color screen terminals come with a default theme. However, if you found your e
color screen terminal having no theme or having a theme which you do not prefer,
you can upload a theme to the terminal by following the steps below.

STEP 1 Click to select Terminal Multimedia Management.
STEP 2

ey T s et |

W @IFGen D

2 Tesminal Muliime dis Management

g T | dverssmmert s | User Pt

18 (X0 O (ronsony

A new window will pop up.

Upioart Theme ] [ome |
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Select the size of display screen either 3.5” or 8.0". For 3.5” display screen, the STEP 5
Zlgg of the picture is 320 x 210, 8.0” display screen, the size of picture is 800 x Click “Okay” after uploading process is finished. Click “Close” to end the process.

Terminal will restart automatically for the theme to take effect. Check the terminal
Please select the correct size of display screen to fit the picture. to view the newly uploaded theme.

STEP 4

B2 Terminal Multime dia Management

E2 Terminal Multimedia Management

Displaty Theme ‘ Advertisemert Pictures } User Photos

Display Theme | &dvertisement Pictures | User Phatos
LD @35 (320210 O 8" (800x500)

| 2

GEskiop manmEnL

LD (35" (320x210) O e (800x600)
] =]

'5 Pracess complated |

| -‘ |

shutdown

submenbg

Uplow There | o oz Theme

SUBmEn LB

Close

Now select the picture to upload to the terminal. Click “Upload Theme” to start
uploading the theme to the terminal.
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TO ADD A NEW PICTURE INTO A THEME

You have an option to add a new theme into the software. Firstly prepare the
picture in correct size. For 3.5 display screen area, the size of the picture must be
320 x 210. For 8.0 display screen area, the picture size must be 800 x 600.

STEP 1

Prepare the picture in the correct size and save them into the TCMS v2 folder
(example C:\Program Files\FingerTec\TCMS v2\)

& TCMSv2
File  Edit  Wiew

@Back - &

Favorites  Tools  Help .;

lﬂ: /.._\J Search i Folders v

Address |@ CiYProgram FilesiFinger Tec Worldwide) TCMIvz V| Go

=N = = =y -
ad 5 3.5 ad 5.8 2d_6_3.5 ad 6.8 1
ad_7_8 ad 8_3.5

H 5 5 &

shukdown_3.5  shutdown_8  submenubg...  working_s

=
=
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You have an option to save them into the other location, so that you can browse
them easily.

STEP 2 CIick to select Terminal Multimedia Management.

STEP 3

Select the size of display screen that fits your terminal, for example 3.5"(320x210).
Click the button to browse for the new picture.

R Terminal Multimedia Management

isplay Theme! | advertisement Fictures | Liser Photos

LD @35 (320x210) (8" (300x500)

|

deskap

mainmenu

SubmEnLg shutdlown

Close




BB Terminal = -
Open Picture

Ex

v OF =@

®lad 538
[Had s 8
[¥]ad_6_3.5
lad e &
[®]ad_7_3.5
[Flad_7 &
[E]ad_8_3.5

¥ desktop_3.5
(¥ desktop_8

%] mainmenu_3.5
¥ mainmenu_g
[#mngbg_&

allpaper
¥ shutdown_3.5

|#)shutdown_a
| submenubg_3.5
|+ working_8

Look ire \b TCMS Y2
(Sbackup
| (capture
My Recent  [etcom
Documerts [ )logs
= [remete
\ l'}% [ead_0_3.5
Dockiop | )20 08
[#]ad_t 3.5
e [Flad_1 8
J [Had_2 3.5
[Had_28
My D I -~
yDosumerts | 5%
. (H)ad_38
':1])! [Fad_4 3.5
] Flad 48
My Computer Hast
ﬁg File name:
My Notwork  Files of type:
Submentg

|New walpaper_320:210 [ o
JFEG v [ cancel |
shutcawn

EEE|

STEP 5

B2 Terminal Multimedia Management
Display Theme: I Adbvertisement Fictures ] User Phatos

LD @38 @010y (8" (800x800)

DFFNG

FETRC i st

mainmenu

Submenuig

shutdawn

Close

Now select the new picture as a replacement. Click “OK” to replace.

The new picture is inserted to replace the old picture. Follow the steps in page
112 to Upload Theme to Terminal
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ADVERTISEMENT PICTURES

STEP 3
TO UPLOAD ADVERTISEMENT PICTURES TO TERMINAL B ferrminalultimedla “”""""‘ ! EEX
All color screen terminals come with a default advertisement picture(s). You can r:,:, : : T O '
upload the pictures to the terminal by following the steps below. 0 e
STEP 1 CIickto select Terminal Multimedia Management. ! " :qﬂ a-ﬂ
STEP 2 -
=

& Terminal Multime dia Management

Display Theme  Advertisement Pictures } User Photos }

LcD  @ES (i) (08 (300x500)

O Pecagec. |

Hi-Yech with human tovch

P | Dispiay Theme  Advertisement Pictures IUSE’W”S
[ L, ‘
X&) ; .
Alwews kasn || oo O3z @210 @i (00xB00);
Bt 0O [ )
0 desrg diar
- 2d4 .

e ——
¥

Close

A click on “Advertisement Pictures” tab will bring you to this new page.

Close

Choose the correct size of the picture.
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STEP 4

B2 Terminal Multimedia Management

Display Theme  Advertisement Pictures } User Phatas }

LoD (35" (E320:210) O & (800x800)
Fnicsttec. |

Hi-Yach with human fovch

: ;ﬂ.j 'n

ad_0

STEP 5

& Terminal Multimedia Management FEX
Display Theme ~ Advertissment Pictures ‘User Photos ‘
LoD (335" (320x210) (C)&" (BOM:A00)
e, W @l

Hi-Toch with human fouch

[ memovepictre |

Uploaxt Picture_ [

[ Close

Select all pictures to upload to the terminal as advertisement pictures.
Click “Upload Picture” to upload to the terminal.

Uipload Ficture 1 ]

Click “OK” after the uploading process is finished. Click “Close” to end.

Terminal restarts automatically for the new settings to take effect. Check your
terminal for the newly uploaded theme.
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TO ADD NEW PICTURE INTO THEME STEP 2 CIick to select Terminal Multimedia Management.

You can add in a new picture as advertisement picture.

STEP 1 STEP 3
- = B2 Terminal Multimedia Management LJ@WX\
Display Theme  Advertisement Fictures Iuserphnmg I
Fle Edit Wiew Favorites Toals  Help :,' LD @3 O e (saux600
~ v, |,
@ Back ~ [ ) lﬂ; 7 ) Search || Folders v S [
Address |@ CiiProgram FilesiFinger Tec Worldwide! TCMSw2 V| Go q n
= ] Ll L) - o O
ad 535 ad 58 ad 6 35 ad_6_s w0
Fina@rlE. W
H H & 5 o
bihind
ad_7_3.5 ad_7 & ad_fi_3.5  desktop_3.5 R
g 5 H5 o
deskbop_&  mainmenu_3.5  mainmenu_g mngbg_S
shutdown_3.5  shutdown_8  submenubg...  working_g [ removepice | =
@ @ Click to select the display area of the terminal. Click the button to browse for the
SAMPLE QRY new picture.
hd

Prepare the picture in correct size and save them into the TCMS v2 folder for
example C:\Program Files\FingerTec\TCMS v2\

You have the option to save the pictures into other location, so that you can browse
them easily.
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STEP 4

B Terminal Multimedia Management

Dispiay Theme  Advertisement Fictures } User Photas

[L="BO Open Picture

Lock in | ) TCMSv2 ¥ o3 ermE- Eg
g
Y |)backup [Fad 535 ¥ shutdown_&
,:3 (Ccapture [¥ad 5.5 £ submenubg_3.5 ]
My Recent | [hetcom [#)ad_6_3.5 &) werking_8 -
Documents | lags [ead_68 -l
o remote Flad_7 35 B
, C
@ [#)ad_0_3s (Had_7 8
Deskton [Hlad o8 [¥]ad 835 He
ad_1_3.5 & desktop_3.5 )
1 C: p:
[tlad 18 | desktop_8
[E)ad_2 35 [ mainmenu_3.5
& C :
My Daromerts [Had 28 | mainmenu_g =
0 Tlad_3.35
~ [Had 38 210
. [ [#]ad 4 35 || New wallpaper_B00x600
o @8 [ x
Jg [¥)adas 5] shutdown_3.5
My Computer
|
- File name [New walpaper_zz:210 v M
3 /
MyNewak  Fiesoibpe  [JPEG v [ cened | B

Select the picture and click “OK” to add the picture.

STEP 5

& Terminal Multimedia Management

Display Theme  Acbvertisement Pictures l"'se" Phatos }

LoD @350ty (8" (800xE00)

Arcelec: ')

Frcrrlec @

Agyshacn <
anoen mrd e
twshiingd f ok kB A

aciosrg deon

Remove Pictwe | [ close

[

The new picture is inserted to replace the old picture.
Follow the steps in page 116 To Upload Advertisement Picture to Terminal

TO REMOVE ADVERTISEMENT PICTURES FROM TERMINAL

If you do not want some advertisement pictures to be displayed in the terminal,
you have the option to delete those pictures from the terminal. The deleted pic-
tures will not be displayed in the terminal after this process is complete.

STEP 1 Click to select Terminal Multimedia Management.
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STEP 2

B Terminal Multimedia Management [ =E3]
Display Theme  Advertisement Pictures WUser Photos ‘
LeD (335" (320x210) (8" (800xBOD)

FircsPaTee. »

T ek 430k S

Remove Picture [, | (oo |

Upload Picture (

Click to select the display area of terminal. Select and delete the pictures. Click
“Remove Picture” to delete from terminal.

STEP 3

i vk bk ok

B Terminal Multimedia Management [ =E3]
Display Theme  Advertisement Pictures WUSethutus ‘
LeD (335" (320x210) (8" (800xBOD)
FinGPRTEC. W W

Click "OK” to end the process. Click “Close” to close the page.

124 \ CONTENTS

USER PHOTO

You can upload user photo to the color screen terminals. The photo is displayed
after the terminal verifies users. However, you must make sure your color screen
terminal has core board version FEM 510 or above, or else you cannot upload user
photos to the terminal. Check with your local resellers, or email support@fingertec.
com for assistance.

TO ADD USER PHOTO AND TO UPLOAD TO TERMINAL

It allows user photo with the size of 320x210 only, and file size less than 30kb.
Please make sure you get the correct size of photo from users before uploading
them to the terminal.

STEP 1

File Edit VWiew Favorites Tools Help ",'
Q Back ~ () LI‘D 7 ) Search || Folders -
Address |2 CiiProgram Files|FingerTec Worldwidel TCMSv2 ~ Go
| SCHEWEEK DEF ®ad 4 35 %] submenubg_3.5
=) SECT_TEL DEF EEEE] ¥ working_s

= SIRER.DEF F]ad 535 || sampLE Ry

@ sys.dbf @ ad_5_8

i TIMER . DBF [Ead 6 35

[ TIMEZOME, DEF E] ad_6 G

=) Z0ME. DEF [Ead_735

@ zonedoor, DEF #lad_7s

=l FRTMPLFRT [ ad_s a5

i) CoMFIG.FPW ¥ desktop 3.5

.l_'] ad_0_3.5 E] deskbop_&

.ﬂ ad_0_& E] mainmenu_3.5

@ ad_1_3.5 E] mainmenu_g

.ﬂ ad_1_& @ mnghg_8

.ﬂ ad 2 3.5 E] Mew walpaper_320x210

.l_'] ad_Z2_& E] Mew wallpaper_§00x&00

.ﬂ ad_3_35 E] shutdown_3.5

.ﬂ ad_3_& @ shutdown_g

< >

Prepare the picture in correct size and save them into the TCMS v2 folder (ex-
ample C:\Program Files\FingerTec\TCMS v2\). You have the option to save the
pictures in other location, so that you can browse them easily.




STEP 2 Click to select Terminal Multimedia Management.

STEP 3

B2 Terminal Multimedia Management

Display Theme ‘ Advertisement Pictures  User Photos 1

B2 Terminal Multime dia Management EFEX
Display Theme | Astverlsement Pictures  User Phatos }
Wo. | UserD Hame Depertment Username: phota | -]
1 1 Elise Johnzon A dministration |
0 3 2[Tony Stone
] 3 3 Felicia Dickson Information Technology
O 4 4 Gibert Hazt Production
H 5 5 Sheena Jarz anaac
User D O ?
Can
 Mone
Some
x
T

Click “User Photos” to turn to the new page.

STEP 4
Check the user ID to upload with photo. Check the photo column.
Click to browse for the user photo to upload.

Wo. | UserD Hame Depertment Username: phota | -]
= 7 7 Eie dohmsan s dministration |
Ll Z 2 Tory Siore
] E 3 Feicia Dicksen Information Technology
O o 4 Glbert Kazt Praduction
] 5 5 Sheena Jazz ¥

User ID ¥
Qal l%
O Mone
Some
x
T
[ Upload Pheto ] [ Download Photo ] [ Remove Phota ] [ Close ]

Open Picture

Look in: | 5 TEMSv2 ¥ 0% m
Mo ) [Bbackan [Blads_3.5 B shutdown_3.5 o [ -]
[v] [Chcapture [F)ad 5.8 %] shukdawn_g §
o MyRecent  |Cetcom [¥]ad_6_3.5 ¥ submenubg_3.5 B
[ Documents — [logs [Fad_e 8 [ working_a L
[ — [Eremate [Fad 7 3.5 L
[ 13 [Fad 035 [¥ad_7.8 [
Desklop [Flad_0s [Flad_8 3.5 |
[¥]ad_1 3.5 ¥ desktop_z.5 [
[Flad 18 [ desktop_& K
Had 235 [Tl L
iy Documents [Hlad 2 8 & mainmenu_3.5 |
[ ad_3_3.5 ¥ mairmenu_s [
[Flad 3.8 [Elmngbg_& |
:!l)j [¥]ad_4 3.5 | nuew wallpaper_3z0x210
User ID . [Flad 4 8 [ New wallpaper_800:E00
My Computer
Qal
O hone —
File name: else TN
Some. 2
My Netwark  Files of type: |IPEG v [ ranee |

Select the picture and click “OK”.
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STEP 6 EE Terminal Multime dia Management M =ES
& Terminal Multime dia Management (=13 Dispiy Theme | Asvertisement Ficlures  User Phtas 1
Display Theme ‘ Advertisement Pictures  User Photos 1
Wo. | UserD Hame Depertment Username: phota | -]
[v] 1 1 Elise Johnzon A dministration Elise v
Mo, | UserlD Hame Deparimert Username Fhotoe | - 5 2 oy Store Tony
o 7 1 Flis= Johnson Administratian v ] 0 3 3 Feicia Dicksen Information Technology | Felicia
L z 2[fony Stere i Tony O 4 4 Gibert Kazt Production Gilbert
O 3 3 FelciaDicksen Information Technalagy | Felcis 5 & Sheena Jazz X Sheena
] T 4 Gilbert Kazt Production Gilbert —
O = 5[Sheena Jazz s 8 0c Sheena 168 : Terminal Multimedia Management [X]
1 Process completed |
LAY
- User ID
User D ? Can
O hone
[@F1]
) Nane Some
Some
x
x
Upowtrnets | [ DownosdProts | [ Femovebho | [ _gooe
[ Uploadifhoto | | [ Downiagphato | [ Remove Phot ] [[gose |

The photo is displayed under the user ID column, and with a check in Photo col-
umn. Click “Upload Photo” to upload photo to the terminal.

STEP 7

Click “OK” when the upload process is complete. The terminal restarts automati-
cally for the new settings to take effect.

Repeat the steps above if you want to add a new photo for users, or change the
photo of users.
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TO DOWNLOAD PHOTO FROM TERMINAL

You can check the photos that have been uploaded to the terminal. However,
downloaded user photos are only for viewing purpose in the software only, and
please do not save them in any digital format.

STEP 1 Click to select Terminal Multimedia Management.




STEP 2

STEP 3

Click “User Photos”. Check to select the user ID of the users to download. Or you
can check “All” to download photo of all users stored in the terminal.

Click “Download Photo” to continue.

8 Terminal Multimedia Management )
- - EBX B Terminal Multimedia Management EEx
Display There | Artvertisamert Fictures  User Photas } - .
Display Treme | Adverisement Pictures  User Phctos
Mo, | UserD Hame Depariment Usermame Fhato «

_ — Mo. | Userd Wame Department Username Pholo -

[ 1 1 i dehnson Administratian = T — = -l

v 2 2 Tory Stere ; [] 1 1 e 1 Administration

v Z 2 Tony Stons E

[ El 3 f eivia Dickson nformtion Technalagy - : e | r;glﬂe:mgT —

[] 4 4 5ikert Kazt Production [ F et Dk infarmation Technology

= 5 5[Sheena Jazz Qm 8 Qc L 4 4 Praduction

] B 5 Sheena dazz Gszac
168 : Terminal Multimedia Management E|
1 Process completed |
ENY
: =
User D v
& User D
a
gN Qan
one
O Nane
Some
Some
x
X
[ Upload Pheto | [ vownoadprato [ | | Remove Phot ] =
[ Upload Photo ] [ Download Phato ] [ Remove Photo [ Close

User photos are downloaded. Click “OK” to end the process.

TO REMOVE USERS’ PHOTO

You can remove the photos from the terminal if you do not want to store them in
the terminal. Follow the steps below to remove the photos.

STEP 1 Click to select Terminal Multimedia Management.
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STEP 2

STEP 3

BB Terminal Multimedia Management ER Terminal Multimedia Management
Display Theme ‘ Advertisement Pictures  Uiser Photos Display Theme } Advertisement Pictures  User Photos:
No. | Userin Narme Deparimert Username: Photo - Mo, | User I Name: Department Username Phato 4
= 1 1 Elise Johnison Administration v | [] 1 1 Flis Johrnson Administration v
[ B 2 Tany Stone i ] 2 2 Tariy Stone i
o 3 3 Felicia Dickson Information Technology ] 3 3 Felicia Dickson Information Technology
o 4 4 (Gilbert Kazt Praduction ] 4 4 Gilbert Kazt Production
o 5 5 Sheena Jazz Qs g Qc ] 5 5 Sheena Jazz Q4 & QC
168 ; Terminal Multimedia Management [
1 Process completed |
1Y
User I ? User I F)
Oan Oan
O Mane O hane
Some Some:
x X
[ Upload Pheto | [ ownoadprato | | Remove Photo [ | [ gose Upload Photo ] [ pownlasg Phota Close

Click “User Photos”. Select the User ID to delete the photo.
Click “Remove Photo” to start.
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Click “OK” when the process is completed. The photos are deleted from the termi-
nal, but remain in the software.




STEP 4 STEP 5

8 Terminal Multimedia Management. ] B2 Terminal Multimedia Management
Display Theme: ‘ Advertisemert Pictures  Lser Photos Display Theme ] Aelvertisement Pictures  User Photos ‘
Mo. | UseriD Hame. Departmert Username: Photo J Mo. | UseriD Neme Departmert Username Phota J

[¥] 1 1 Elise Johnsan Administration v V] 1 1 Flise Johnson Administration ]

0 B 2 Tony Stone i ] 2 2 [Tony Stone

o 3 3 Felicia Dickson Information Technology ] 3 3 Felicia Dickson Technology

O T 4 Gilbert izt Production 1 4 4 Gibert Kazt Frochction

O 5 5 Sheena Jazz am s oo I 5 £ Sheena Jezz m 500

User I 2 User D 2

San Oan

O hone O hene

Some Some
T .
[ Upload Pheto | [ vownoadproto | [ Remnva Photn | [[goe | [ Upiozd Phota | [ oownoadprota | | Remove Phota ] [ gose [

If you want to delete the photo from the software, click the “x” button at the bottom | The photo is deleted from the software. Click “Close” to save settings.
of photo.
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APPENDIX ¢ SAMPLE REPORTS
TIME AND ATTENDANCE REPORTS

Attendance Sheet is a comprehensive
i R FingerTe: TOMS w2 2 Attendance Sheet 91/03/3008 1114140 Pages 1
report detailing activities of all staff in "
p 9 01/02/200% - 28/02/2009 B =RESTORY © .oFFmay B .HoLIDAY
amonth. e —
faer T Hama |1| 1| J| a| b| a| 'a| el 9‘10';1‘12':3 1-1|:'J 1s|1'r 1s|19 .'wlzl 22|23 |
Work Cvertime Leave
immimiatration
1 A Eliee dotnscn T S NN LR T S A WL I N T S W L SN !
ey anen oo | fesivedss suiosd | ledusleeisatinal ] ledaended wolechsed H
[err—
ony roca ! T T L L T T T T L L T T SO T o T O VO T T O A T
Toay e ! ; 9 . ) o H I 3 " H 1 210130 1 I 1 ! H ! H
I o o ot o T s o o o S o s e o o o JE S i i o S S S |
159,15 21.23 2,000 @ 1A IAIS MR 1 I RSB TR 3 1A 119 TR0, 16 A
Information Technology
" F I L L I L L I L T e T e e e
' P T e I e o v b o SO O o i b o o O R o b o S T o b IR el O O O O
W18 2843 1000 AT HAREE S !imse! DOlEmNRIIRE e H
Production
B © ciiber: Fase nsimimedmed® 1 fscsainalsdent P ndemecedsd P jeosdededre® ] ]
143.65 3.8 9,000 dovaconds wsehiase | st fwadnal ! lmosnslestoninsd ] leeleodwabenine 11 D}
(LN
i R iR iR R R ¢oam
s s Juzz £ H H Wik e %
A e ot o T s o T et T et ot o oo TN S s i S S S S
143,55 az.09 .000 3 IRORMAIUIE TROEME 1 TLEOSARNISNNEEA ¢ ARSI ¢ JISNR0ATEEBTMOEER 1 o+ 4
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E'TIME CARD ingerTec TCMS v2.2 Electronic Time Card 01/02/2009 11 Page 1
Electronic Time Card comprises of 1 Elise Johnson aduinistracion
detailed activities of an employee in mte  weerdzy  oay pe  sche| Im  sresk memme ot OT  pome | work overtine short |ieave maken | memark
a month. ey =

03/02/2009 Tuesday WORKDAY 1 12:15 15:04 7.33 1.04 0.27

05/02/2009 Thursday WORKDAY 1 0B:58 12:35 13:23 19:33 8.00 1.33

07/02/2009 saturday RESTDAY 1

o8/02/2005  Sundiay semmar 2

09/02/2009 Monday WORKDAY 1 0B:42 12:35 13:24 8.00 1.15

11/02/2009 wWednesday WORKDAY 1 08:34 12:38 13:25 18:27 8.00 0.27

raforjoos satucasy | mesmar t

15/02/2005  sundiay ———

16/02/2009 Monday WORKDAY 1 08:49 13:26 7.58 0.02

17/0a/a00s  Tuceday o

18/02/2009 Wednesday WORKDAY 1 09:00 12:31 13:34 7.56 0.04

19/02/2009 Thursday WORKDAY 1 DE:44 112:30 113:35 1 18:32 8.00

20/02/2009 Friday WORKDAY 1 08:39 1z:22 13:26 18:02 7.52 0.08

22/02/2009 Sunday RESTDAY 1

24/02/2009 Tuesday WORKDAY 1 08:54 12:16 13:31 18:19 7.45 0.19

26/02/2009 Thursday WORKDAY 1 09:00 12:33 18:25 8.00 0.25

28/02/2009 saturday RESTDAY 1

woria 20 2 o [P —

i —

FingerTec TCMS v2.2 On Leave Report 01/02/2008 1 Page: 1
ON LEAVE REPORT 01/02/2009 - 28/02/2009
On Leave Report is a report showing
|eaves taken by Staff based on SpeCi' User ID Name Date Weekday Day Type Sche Leave Taken
fied dates. Tnforsation Technoloay

1 3 Felicia Dickson 26/02/2009 Thuraday WORKDAY - 1 ABSENT
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DAILY ATTENDANCE oo TS 22 batly Attendance Listing s s
LISTING 01/02/2009

Daily Attendance Listing is the listing Sunday
of staff attendance based on the date User 1p  hame Day Type  Sche In  Break Resume Out  OT  Done | Work Overtime Short | Leave Taken
required. P
1 1 Elise Johinsce RESTOAY 1 | H H : : H | : H |
Enginearing
@ oy srene i (N SOSNS MU S N i i I

Information Teshnology

v 3 Palicia Dickssa A - | : H ! H : i H |

Produstian

s & @i Ihart Kast RESTOAY - | [ H i H § H H |

Shasna dazz RESTIAY - | ! H ; H ! : H ]

Total Days Tresent FLsent  Rark Tvertime Ehart REZERT

MATERMITY
T (] T .00 .00 .00 PATERNITY
EMERCENCY

User wio Attecdasce [ 7,008
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FingerTec TCMS v2.2 Tardiness Report 061/02/2003 11:41:38 l
TARDINESS REPORT 01/02/2009 - 28/02/2009
Tardiness Report is a report showing late-Tn  Barly-out  Extended Break  On Leave
daily activities of a staff such as In, Out, ! ! : stort ‘
N User ID Ham In Break Resume Out 3 oT Done overtime Leave Remark
Overtime, etc. ; i
1 1 Elise Johnson Department: Administration
03/02/2008 1 | 09:02  0.02 0.15] 13:40  0.10] 19:04 027 1.0
oaf02/2000 1 [TE:3s 1374 6061 13:33 T6:33 606 g2
06/02/2009 1 08:54 12:33 13:30 17:54 0.06 0.06
10/02/2009 1 12:36 13:4% 0.15 ) 18:29 0.15 g.z9
12/02/2008 1 67011 12:37 13739 19133 001 3.3z
13/02/2009 1 oB:4l 12:36 13:30 17:59 .01 ©.01
1g/02/2009 1 | OE:49 U031 13:28 16:18 0.02 g.18
18/02/2000 1 [B9:d0 12231 13737 Toled 18tz 004 g1z
20/02/2009 1 | 0B:39 0.08 13:26 18:02 U.08 p.om
20/02/2000 1 [BE:54 614} 13:37 0.01 ) 18:18 615 g9
25/02/2009 1 | BEEE TGS I3 13715 18753 LR LR
27/02/2009 1 16:30 1.30 1.30
0.48 0.45 0.30 1.37 4.18
: P J—
03/02/2008 1 [ 09:95  0.05 0.03] 13:28 18:40 D.08 g a0
o0s/o2/2000 1 |B971 061 12:39 13730 18113 0.0l 313
10/02/2000 1 [TEES 15738 FEEFE R Ve ) BUTET] LIS Ry
12/02/2009 1 | 0E:3d 13337 13797 TE.IT | 18 T.I7 1 an
18/02/2000 1 [Derss 12331 13730 Toled [ 181 0.0 g.z1
20/02/2008 1 |UE:4E 0.0z} 13:29 Te:08 U.92 g .09
20/02/2000 1 [BE:4T 17:34 6081 13:28 18:15 606 g.19
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FingerTec TCMS v2.2 Overtime Approval Worksheet 01/02/2008 11:41:51 Page: 1

OT APPROVAL WORKSHEET 01/02/2009 - 28/02/2009

Overtime Approval Worksheet reveals a

worksheet of a user and approval given User I Name Pace sehe | e e | . e | O e | T

for that particular person for working Adainiatration

overtime. 1 mise Jomseon ox/02/2008 1 s, , : )
03/02/2009 1 1.04 ; ; ; ;
04/02/2009 1 022, . . '
05/02/2008 1 1.33 : : : :
09/02/2003 1 1.15 ; ; ; ;
10/02/2008 1 028 . . '
11/02/2008 1 0.27 : : : :
1z2/02/2009 1 1.32 ; ; ; ;
16/02/2008 1 0.1s . . f
17/02/2008 1 z.11 . . ‘ ‘
1e/02/2009 1 0.12 ; ; ; ;
19/02/2009 1 0.3z, . . f
20/02/2008 1 0.0z . , ‘ ‘
23/02/2008 1 0.28
20/02/2008 1 0.13 . , ‘ ‘
25/02/2009 1 0.03 : : : :
26/02/2009 1 0.25 ; ; ; ;

[——
2 Tony stome 02/02/2008 1 151, . . .
03/02/2009 1 0.40 ; ; ; ;
04/02/2009 1 0.25 . i i
05/02/2008 1 113 . , ‘ ‘
06/02/2009 1 0.1 ; ; ; ;
FingerTec World Wide
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ATTENDANCE SUMMARY
Attendance Summary is a summarized
report of staff attendance which com-
prises of overall performance in work
rate, absents, leaves, late in, early out,
missed punch, etc.

FingerTec TCMS v2.2 Attendance Summary 01/02/2006 11142129 Fage: 1
01/02/200% - 28/02/2009
o Pustect AB=Abwent LVlewve Takss  LIsLate-In  EO=Early-Out MP-Mins Punch OT=Overt imm
Ugor T0  Hamo Workrats l o LI B0 Mp| Ehort | WoRKDRY ot | mouroa¥ ot | meemmay  or | oFFmav  or
¥ ~|
RElalsteation
1 1 Eliss Jehnscs ' 91,64 ||i 1 " |' 3 lui 149,50 13,0 H
§o9i64 L T ] EH 3a0f mese 1300} LN 0.00 5.52% 0.00 0.00
Engimaaring ' I I I I ' '
2 2 § 99,47 ni 3 i 19,08 1% E a
t s 1l s s toasat oassos sl e eoo!  e.os  sas! oo oo
Information Technology
3 3 Pelicia Dickson i oowae i i + boonaa] e asasi i E
i o091 71 B 4 Polaa) mlas asas) 00 0.0} o008 o.00} 0.00  0.00
Productiva ' I I I I ' '
s 5 Gilmart Kaze § 93,07 mi ] i 1 |i 118 1@ .|i E
N 0t ] 5 : 131} 143.3% 3951 LN H 0.00 000} 0.90 8.08
Wk G
H &  Sheena Jazz § 98,50 9§ 10 4 i 1.28)  143.32 u.mi E E
HEEEN] LK 10 4 P38} 14331 4204} 00 0.0y 000 .00} 0.00  0.00
Total 98.06 47 W M 3 833 7788 13s.as 00 0.0 0,00 1141 0.00  0.00
.00
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FingerTec TCMS v2.2 Gross Wages Report 01/02/2009 11:46:54 Page: 1
GROSS WAGES REPORT 01/02/2009 - 28/02/2009
Gross Wages Report is the gross calcula-
. WORKDAY or HOLIDAY oT RESTDAY or OFFDAY or
tion of worked hours of all staff based on | e = sane | mate/ir | T Nt xaom x 100 x 1008 caos xaom oo x 2008
their rate per hour for a specified period. Administration
Elise gohnzon 5 0.00 8.00 0.00 0.00 0.00 0.00 0.00 0.00 o.00
H g.00 o.00 g.00 o.00 0.00 o.00 o.00 0.00 o.00
Engineering
Tony Stone E 0.00 o.00 0.00 o.00 0.00 o.00 ©.00 0.00 0.00
5 o.00 0.00 o.00 o.00 0.00 0.00 o.00 0.00 0.00
tneoraasion Teckmology
Felicia Dickson g o.00 o.00 o.00 o.00 0.00 o.00 ©.00 0.00 0.00
$ 0.00 ©.00 0.00 o.00 0.00 0.00 0.00 0.00 0.00
Production
Gilbert Kazt H o.00 o.00 o.00 o.00 0.00 000 o.00 0.00 o.00
5 o.00 o.00 oo o.00 0.00 o.00 o.00 0.00 o.00
o oe
Sheena Jazz H 0.00 o.00 0.00 0.00 0.00 0.00 0.00 0.00 o.00
g o.00 0.00 o.00 0.00 0.00 0.00 0.00 0.00 o.00
| 737.96 138.76 11.69
Total
H g.00 o.00 g.00 o.00 0.00 o.00 o.00 0.00 o.00
. . FingerTec TCMS v2.2 puty Calendar 01/02/2008 11:45:40 Bage: 2
Duty Calendar is a calendar consists of oroup » 1
workdays holidays, restdays and offdays | ,uems — sewsme  sassma owsmar oo
based on a specmed group. vaar Month 1 2 3 4 5 6 7 & % 10 11 12 13 14 15 16 17 18 18 20 21 22 23 24 25 26 27 26 2% 30 31
200% 2 R W W W W W El El W £l W W W k] 3 W W Cl W W I3 i3 W W W £l W i3
1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
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DAY BY DAY ANALYSIS

Day by Day Analysis is a report of at-
tendance summarized daily in terms of
overall performance and number of ab-
sents, leaves, late in, early put, missed
punch, etc.

MONTH BY MONTH
ANALYSIS

Month by Month Analysis is a report of at-
tendance summarized by month in terms
overall performance and number of ab-
sents, leaves, late in, early put, missed
punch, etc.

FingerTec TCMS v2.2

Day by Day Analysis

01/02/2009 11:42:48

Page: 1

o/ -Festect AB-Mbsent  LV-Leave Taken Bo-Early-out  MP-Miss Punch  OT-Overtime
Dpate Weekday “°§kﬂte A8 Lv LI E0 wp| Short | WORKDAY  OT | HOLIDAY  oOT | RESTDAY  oT | OFFDAY  oT

0170272009 Sunday

02/02/2009 wenday 10,00 5 1000 10.19

03/02/2009 Tussday 9754 ! s s oaz 308 s

0470372009 Wednesday a3 PR R 3546 1s.1s

0570372009 Thursday %as s s a1 3RS

06/02/2009 Friday sa.o0 2 1z 0.29 31 228

07/02/2009 saturday

08/02/2009 sunday

05/02/2009 Merday 53.93 4 1 0.0z 3558 1128

10/02/2009 Tuesday sa.61 1 4 0.33 3527 103

1170372009 Wednesday 99,79 1 T rn 3 109

13/03/2009 Thursday .13 2 ER o3 3539 1178

T3/03/2009 Friday .13 2 21 o3 3533 328

14/02/2009 saturday

15/02/2009 sunday

T6/02/2009 wenday ss.06 2 2 1 018 341 a7

T7/03/2009 Tussday w500 3 21 o2z 3638 1118

T6/03/2009 wednesday 9550 1 3T o1z 3548 218

T5/0372009 Thirsdsy was 3 ER R 3547 Tolst

2070273008 Friaay waz 2 PR e 3oas 376

21/02/2008 saturday 1141

22/02/2008 Sunday

2370273008 Menday ss.08 3 2 0.18 3908 348

24/02/2008 Tuesday 5353 2 z 2 0.26 3534 .08

25/02/2008 Wednesday sese 1 : 2 1.27 3 1.

26/02/3008 Thursday 1m0.00 % 1 3200 1s7

27/02/3008 Friday e 2 LR P

28/02/3008 Saturday

Total B 1 T 8.32| 737.58 138.45 0.0 0.00 0.00  11.41 0.00  0.00
FingerTec TCMS v2.2 Month by Month Analysis 010242005 11:42:87 Page: 1

01/02/200% - 28/02/2009

o Pertect ABaRlasnt  LieLeave Taken EO-Easly-Out  M-Miss D OTetrast i

Menth Head Count Herkrats AR W L1 ®o  Mp| Ebest | WORKDAY o7 | HOLIDAY  or | RESTDAY or | oFFDAY o7

* s
. s . T T ) Wzt aunan tian 1141
Toral a 1 ¥ om 3 832 mrse 13845 o0 .00 .00 1141 0.0 oo
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CORRECTION REPORT
Correction Report is a report to indicate
if there is any outstanding clocking activ-
ity for administrative personnel to take
corrective measures.

STAFF MOVEMENT
ANALYSIS

Staff Movement Analysis is the transac-
tion records of individual staff by user
ID.
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FingerTec TCMS vi2.2 Correcticn Report 01/02/2009 12 vage
01/02/2008 - 28/02/2009
User ID Hama ] In  Break Resume Out of  Dome | Work  Cvertime Ehorl | Leave Taken | Rumark
1 1 Elise Johnson Departmant : Administration
2770272008 1 ] g : ; : | I H S I |
2 a Falicia Dickacn Departmant : Information Technology
26022008 - | : H H H H | I T T I ABSENT |
FingerTec TCMS v2.2 Staff Movement Analysis 01/02/2005 11:47:17 page:
User ID Date Tranaaction
2 1 02/02/2009 | 08:59 12:34 13:15 19:51
£lise Johnson 200 zoo 200 200
03/02/2009 | 09:02 12:15 13:40 19:04
200 200 200 200
04/02/2009 | 08:35  12:24 13:23 18:32
200 zoo 200 200
05/02/2000 | oB:sB 1235 1333 1933
200 200 200 200
06/02/2009 | 0:54  12:33 13:30 17:5¢
200 zoo 200 200
09/02/2000 | 082 1235 133 1915
200 200 200 200
iofez/aees | emiss 123 a3s 189
200 200 200 200
11/03/2000 | 083 oEi0 1238 1325 10:3
200 200 200 200 zO00
foafa0n | ove 2337 139 de
200 2o 200 200
13/02/2009 | 0841 12:36  13:30  17i59
200 200 200 200
16/02/2000 | o880 1228 1336 1915
200 2o 200 200
17/02/2009 | 08:59 12:32 13:2 20:11
200 200 20 200
18/02/2009 | 0900 2231 a3 192
200 200 200 200
13/02/2009 | 08:d4 12:30 13:25 18:32
200 200 200 200
20/02/2009 | 0838 1222 1 18:02
200 200 200 200



TERMINAL ACTIVITY FingerTec TCMS v2.2 Terminal Activity Report /o2 2008 11
REPORT -
Terminal Activity Report is the transac-

Page: 1

FingerTec World Wide

tions record of staff by terminal. '“ Dascription Date Transaction
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Terminal Transaction Listing is the record

of all transaction data downloaded from Date D Description User ID Name Transaction

every terminal.
301 18/02/2009 17:58 2 Qzi 00
302 19/02/2009 08:53 2 Qzi & 0o
303 19/02/2008 12:22 2 Qzi [ 00
304 19/02/2009 13:27 2 Qzi 3 00
308 19/02/2009 18:04 2 gzi & 00
308 20/02/2008 00:30 2 Qzi P 00
307 20/02/2009 18:01 2 Qzi [ 00
308 20/02/2009 20:37 2 gzi 3 00
309 20/02/2009 21:24 2 Q2i g 0o
310 21/02/2008 00:45 2 Qzi P 00
311 23/02/2009 08:59 2 Qzi I 00
312 23/02/2009 12:41 2 Q2i I 0o
313 23/02/2009 13:22 2 Q2i g 0o
314 23/02/2009 18:23 2 Qzi 3 00
315 24/02/2009 08:55 2 Qzi I 00
316 24/02/2009 12:31 2 Q2i I 0o
317 24/02/2009 13:22 2 Qzi [ 00
318 24/02/2009 18:19 2 Qzi 3 00
319 25/02/2009 08:49 2 Qzi I 00
320 25/02/2009 12:45 2 Qzi P 00
321 25/02/2009 13:36 2 Qzi [ 00
322 25/02/2009 18:45 2 Qzi 3 00
323 27/02/2009 18:01 2 Q2i g 0o
324 27/02/2000 20:44 2 Qzi P 00
325 27/02/2009 21:28 2 Qzi [ 00
326 28/02/2009 02:46 2 Qzi I 00
327 12/03/2009 15:07 2 Q2i g o7
328 23/03/2009 16:24 2 Q2i & -1
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