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What’s new

1. The advanced setting for the new device (since 2008-10-20, Firmware Ver3.0).

From the [Machine Edit] window, when you select the last version device, you will see the [Config]

button is enable.

Then click this button to enter into the [Device Config] window.
This is the new window, and in this window, you can set more advanced setting, including the MAC

Add. And to set enable or disable the real time function etc.

£
i@ Device Config

Met Module Info Device Config

IP &ddress: 1132 168 . 1 1 Device ID[0-255) | Set

WAL &ddress: | b anagers(0-10]: ’7 Set

S ubnet Mask: [ 6. 1 . 1 At OFf(0-255) | Set

Gateway [P: [192 168 . 1 .1 R e-enify0-255]: '7 Set

Far-end IF: [192 168 . 1 . 1 GLog wm(0-10000]: ’7 Set

Far Limit: | J Baudrate: | j Set

MAC Address Modiy: | Disable =] Lock Relaytlam: | [} s
Relay delay time: ’7 Set

Riead | St Alarm Clack: | ~|l
[ Mon. [ Tue [ Wed [ Thu
B [~ S5at. [ Sun Set
R ealtime: | ﬂ Set
Language: | j Set
Group(1:n): | ﬂ Set
Read |
— | =
t anagerAdministrator Rights:5.Manager 646

2. The new report which support to export into Excel file
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Each
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[ Arrive Late
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C5W File

‘ Prepars ‘ Save az

2
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On the other side, you can select all of the records in the list, then right click the mouse. Then the sub-
menu will be shown.

There is only one menu in this sub-menu, then select “COPY™, so that you can poster all of these
records into anywhere you want, such as Microsoft OFFICE WORD or EXCEL.

FpAttend 3.8 — [EReport=l

ﬁ Optionz Setting HE Management Attendance System  Access Controeller Frint Reportz Help =

Sl % & E

From:  |zo0B-12-1 - ﬁ zonggongsi Diept. | Employes |
& finance 7
Tor W i - = sales mall:nn.e v
ranufacture :$ sales Maggie 7
, & ABC il
F'EPE"ET A ] - sales " %
v Mormal Report & malone
[ Aurive Late & Magaie ? ?
| Departure Early 7 & tech e vl
[ Dwvertime
Each ﬂ
‘ Frepare ‘ Emploes
Mo, | Date Dz.. | Hame Department | Shift Mame | Device D | TimeIn | Late ln | Break 04
1|
2 | I .
3 |
£ | >
M ahager:Administrator Rightz: 5.k anager Ermployess - 2 [ Record 1D: : 2 IRIF
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1, How to installation

To install the software package in the suitable computer.
Double click to run the installation package follow the instructions to run the software

0, FpAttend 3.9 - InstallShield Wizard

Extracting Files
The contents of this package are being extracted.

Please wait while the InstallShield Wizard extracts the files needed to install Fpattend
3.9 on wour compuker,  This may kake a few moments.,

Exkracting datal.cab...

Cancel

InstallShield Wizard

Fpattend 3.9 Setup iz preparning the |nstallS higld? Wizard, which
will guide you through the rest of the setup process. Please wait.

AENEEEEERNNEEERRNNEEERRNNEEEN Cancel |

When finished the installation, the system should be restarted.

Fpattend 3,9

Then, there will be the shortcut on the desktop,
software.

Note: The shortcut name would be different with the different version.

, you can double click it to run the
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2, How to login

You should make sure that you had succeed to install the ATTENDANCE software,

Then to select Start>Program>BFlex>FPAttend3.9, The Attendance login window will be
shown.

Click OK to login.

Note:

By default, username is Administrator and no password. The username and password can
be reset in [security settings] menu.

The program will be closed after three incorrect login attempts.

And since Mar. 2009, the Ver.3.9.11 software will match the correct version of DLL file. So
that the application can work fine with the correct devices.

From the right side, you will see the DLL. Ver 0.55, it means the dll file version is 0.55.

FpAttend 3.9 @

BFLENX::-

DLL %er.0.55

Usemame:  |Administrator

Paszward: |

Ok | Cancel | *r

The Advanced Setting (the Completed function for Professional access controller)

Click [>>] button, you will enter into the advanced setting as the following window.

To select [Attendance System]: the software will be working with the attendance system.
To select [Access Controller]: the software will be with access controller system.

To modify your company name in the bottom field, then it will be shown as the header in the

Report.

BFLENX::-

Uzemame: |Administrator

Fazzword: |

k. Cancel L
[v Attendance System [v Access Controller
|BFLE IMC] v
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3, About the main window

If the username and the password are correct, the main interface window will be shown
If select attendance system only, the window will be as following;

I pAttend 3.9
Options Setting  HR Management  Atkendance Swstem  Print Reports  Help

i anagerddministrator | Rightz:5.k anager | i

Options Setting  HR Management  Atkendance Swstem  Access Controller  Prink Reports Help

i anagerddministrator Rightz:5.k anager |'I 1208 4
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4, Department and employee setting

Select [Employee Profiles], you will enter into the employee and department setting window.
FpAttend 3.9
pNEERERE G Akkendance Systern  Prink Reparts  Help

bl anager.Adminiztrator | Rights:5.Manager -
FpAttend 3.9.11 - [Employee Profiles] ><
E Options Setting HE Management Attendance System FPrint Beports Help = | &
Bazic Detailsl F'articularsl Dept. | Dept. Marne Sex | Reco.. | StaffIC
AT S R e T
Mame: |‘1’e ayi B tarketing Chrizty Li Fe.. 42 42
Firath ame: ( - \ b ark.eting Matalie™'... Fe.. 41 4
o i '""5‘7]“""* i Marketing  FRegiFeng Male 2 21
OtherMame: I G e Marketing  LizaLiu Fe.. |11 11
) b e Marketing Vv Fe.. 4 Qoo4
Gender: " Male * Female Salez Annie Fang  Fe.. 48 48
Dept: A = o Sales Daniel £h... Male 47 a7
I —! - &: i Sales DavidDai  Male 45 45
Fecod ID:  [30 [- =la) i Sales Chiistian ... Male 43 43
_ — PR I | 5ales VeraZhou  Fe.. 20 20
Staff ID: I3D |= .:.I Camera Sales Chemy Ch... Fe.. 19 19
[~ Search in result Sales Jeszica ... Fe.. 18 18
__seach | = GlenHin.. Male 5138 5138
James bale 13 13
[H)%]>=paiE)
=yl ATR-Shanghai
- A
-5 Marketing
-4 Sales
o b Glen Hingley
Lo dh James
hil | L&
IManager:.ﬁ.dministratnr |F|ights:S.Manager |Dept.:3 Staff.15 | 354 4

41, How to add new employee

1. Go to [Basic Details] tab, to add new employee profile, click on + button or just enter
new employee details (default page ready to add new employee).
e Name: As the employee’s name
e Dept: As the employee’s department, usually, to set department firstly.
e Record ID: As the fingerprint ID that registered in the device.
o Staff ID: As the employee’s serial No. E.g. [Tech008], [1002] or anything.
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e Start job: As the date when the employee enloy to this company,

e Photo: To import employee photo from a location file or click on Camera
button, following the wizard to take the photo of the employee using an USB
camera.

2. Go to [Particular] tab; fill in employee’s details information (optional).

3. To add more options, e.g. Position, click on * sign beside the scroll box to add new
position.
4. Click on \ button to save the new employee profile.

4.2, How to modify the employee profiles

1, To modify employee profile, double click the employee name in the right tree list, modify
details, and then click on V button to save the changes.

4.3, How to change the employee’s department

1, To change employee department, right click the employee name, select new department,
and then click OK.

4.4, How to delete the employee

1, To delete employee, right click the employee name, select delete employee or click X
button.

(Note: To modify, change department or delete few employees, use Ctrl or Shift combination

key to select employees in the right tree list)

FpAttend 3.9.11 — [Employee Profiles] A @@
ﬁ Options Setting HE Management Attendance Swstem FPrint Reports Help -0 x

€ HFOm

Basic Detailsl F'articulars] Dept. ] Dept. | M amne | Sex | Reco... | Staff IC
A0 e ayi Fe.. a0 a0
Mame: e ayi a] I I
FirstM ame: | - tarketing Matalie .| Delete Emplojee
: Marketng  ReaqiFeng oy
OtherM ame: | ’ tarketing Liza Liu
Gender; ™ Male * Female gd;::gemg El:r:ie Fan Mele
: : Sal Danielzh|  Te"=le
Dept: |.AYi | i’“ ales aniel Zh.
: A Sales David Dai ATE-Shenghai
Record 10: |3I:I |= jE] Fon Salez Chrigtian .. s
okl ] Sales VeraZho - i
Staff 1D |3':| |= ﬂE] Camera Sales (AN Marketing
Search [~ Search in result Clear Sales dessicax.|  go1ac
_ Glen Hin..
James Male 13 13
M=
= ATR-Shanghai -
+-S v
+--f Marketing
+-- Sales
& Glen Hinglay
A e 'z >
t anager.Administrator Rights:5.Manager Dept:3 Staft15 9:58

4.5, How to change the Fingerprint ID

1, Some time, you want to change the fingerprint ID for some employees. But in all the
database, all the information are fixing with the fingerprint ID, so you can not change the
Fingerprint only in the employee’s [Record ID] field.
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2, With this button,,the software will replace all the old fingerprint ID with the new ID from

all the database information.

How to enroll the finger by USB fingerprint reader

3, Then the software will keep all the old information with the correct ID automatic.

1, In this new Ver.3.9 Software since Oct.2008, there is the new function from the software,

which can enroll the finger by the fingerprint sensor, and then transfer the fingerprint

template into the devices.

2, To click the button .you will get the new window , from this window, the software will
connect with the sensor to start to enroll the finger.

When you

B

e 8o

click the button, the new window will be popped.

| Basic Details] Particulars| Dept. |

zample employes D
Firsth ame:
Othert ame:

Gender: v Male " Female

.Sample Departmer +

Record 1D: |1
Sitaff ID: i

Search

M arne:

Diept:

- =1

Il = fﬁj Headoffice

=18 Sample Department
& sample emplopes

| Manager:Administratar

- Zl@E

[~ Searchin result

Dept. Mame

| 5ex | Reca.. | StaffiD

Pasition Total @

Sample De... zample e...

Male 1 1

|[‘I] Greata 010B USE Video Camera

j Search Deivce

Please Press Finger.

Capture

From the new window, you should press the finger following the guide.
From the new window, when you press the finger, you should do some selection to

confirm the operation.

Shop Ma...

10:15

[Search device], if the software can not show you the USB device, you should click this
button to reflash the device again from the device manager.
[Capture] , when you press the finger, and confirm the fingerprint image was correct, then
you should click this button to capture the fingerprint image.
[Save], when you checked the fingerprint image was good , then you can save this image

into your PC.
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Fpittend 3.9.11 — [Employee Profiles]

g Options Setting HE Management Attendance System Print Reports Help

Basic Detailsl Particularsl Dept. I Dept. | Mame | Sex | Reco... | Staff (D | Pozition | Tatal D
Sample De.. zamplee..  Male 1 1 Shop Ma...

Mame: |sample emplayee

Firsttd ame:

Othert ame:

Gender: & Male " Female

Dept: I..Sample Departmer VI ey

Record [D: |1 |= j@ ||I'|:p;r;

sffD: i [- =) e
Search | [~ Search in result Clear

& Enroll Finger Print:

i Fingerl
=] Eﬁiﬂﬁagz:?g Bopinedh Finger? I[‘I] Greata 010B USE Video Camera LI Search Deivce |
Lo sample employee e
Save
"
;fy 4 \
\ LA SENNNY ] 5
| b anagerAdminiztrator _| 1016 4

FpAttend 3.9.11 — [Employee Profiles]

ﬂ Options Setting HRE Management Attendance System Frint Reports Help

Baszic Detailsl Particularsl Drept. I Diept. | M ame | Sex | Reco... | Staff 1D | Pozition | Total [
Sample De... zamplee.. Male 1 1 Shop Ma...

M ame: Isample employes

FirstM ame:

OtherMame:

Gender: @ Male " Female

Dept: I..Sample Departmer vl i,

Record |D: |1 |= LI@ ||I-|:p;rt

staffiD: i [- =) Camera
Search | [ Searchin result Clear

=1 Headoffice Eingeﬂz
=4 Sample Department Ingex
o sample emplopes

| ¥

ManagerAdministrator | 10:17 |

Note:
This USB reader should work under the driver. So sometime, if the software can not work
with the USB reader together, you’d better to check the DRIVER is right or not.
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4.7, How to add the new department

1, Go to [ Dept ] tab, to add new department, click on + button or just enter new department
details (default page ready to add new department), click on \ button to save the new
department.

FpAttend 3.9 - [Employee Profiles] M=1[E3
ﬂ Options Setting  HR Management  Attendance Syskem  Prink Reports  Help - a x
Fe ] [ =]
¢ B0 &l
Bazic Details] Particulars  Dept. l Dept. bl anager li
Sample Departm... 1
Dept.: |Sample Department Remark.z:
Index: |1
Under: | Headaffice ﬂ

..Sample D epartment

LMGE ST

- Headoffice
=-{%% Sample Department
& szample employes

b anager:Adminiztrator Rights: 5.t anager Dept.:1 Staff:1 327 Ak

4.8, How to modify the department

1, To modify department, click the department in the right tree list, modify details, and then
click on + button to save.

4.9, How to delete the department

1, To delete department, click the department in the tree list and then click on X button.

4.10, How to import the employee or the department

We design two ways to import the existed department information from TXT file or EXCEL file.
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A, To import the employees from TXT file.

1, To import the department and employee information from other text format files. Click ,
and then the new window will be popped.

¥ Inport Department & Emplowes Resords !IEI
Depatiment | Browse | Save |
Employee I Browse | Save |
N...| Dept. | Name | statip | gex |

Euit |

2, Firstly, the department must be imported, and then you can import the employee
information. The format is as the following:

®Part 1, Department

DEPARTMENT NAME, Attribute. For example:

Tech, headoffice [department name = Tech, it's under headoffice]
team1,Tech [department name =team{1, it's under Tech]
team2,Tech [department name =team?2, it's under Tech]
marketing,headoffice [department name =marketing, it's under headoffice]
team_USA, marketing [department name =team_USA, it's under marketing]
team_ASIA, marketing [department name =team_ASIA, it's under marketing]

®Part2, Employee

NAME,F/M,DEPARTMENT,FINGER ID,EMPLOYE_DATE(format as YYYY-MM-DD)
David,F,headoffice\Marketing,0001,2006-01-31 => MEANS:

[employee name  =david ]
[employee gender =F ]
[department = marketing in the headoffice ]
[fingerprint id =0001 ]
[employed date =2006-01-31 ]

When you finished to import these data, you will get the department and the employees as
following:
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Egﬂ marketing
f g team_ASIA

B, To import the employees from EXCEL file.
1, To import the department and employee information from other excel format files. Click

||, and then the new window will be shown as following.

S Import department and employee info from excel file @
Emploves Info: |E:"~E mployes List =1z Browse
LA LB s LD [ E LF ~
I A0DOFD bz Umaporm  Aroonpru Technical Suppaort
it ADD0Z: bdrs Urai Amonkaew  Policy Owner Ser...
s A00oE9 bz Uthairat Emthormya 1T Application Su...
a0 A000933 bz “Yaraporm Sujavora.. Claims Accessor
a1 A00oo4 kdrs "iparat Taweech... Senior Account R
a2 AD007 2 bdr Vittakarn  Chandawi..  Agzsociate Strategi..
a3 A0D074 bz “Wannipa  Yarwong..  Srhccountant
34 AN00z0 bz “Wiraporn  Fuethaw...  Buziness Analysis ..
a5 A0D0FS kdr afirat Kitjaroen...  Asgst. Manager-Cal... w
Config
Drepartment; ||: o [v Employes Sex: B -
Employes Mame: |D - M ale string: M1 -
E mplayes Mumber: |',a_~,' - Female string: b -

Finger Murmber: |'.a_~,' = [ Employee Birthday:
Start Fow: |5 - Check Data

End R aw: a5 -
|mport
Department | Employes EmployeeMumber | Fingerturmber Sex Cantent s
L | Pratummet ] 430045 430045 nyee finger number iz null or format erar
Chutchaotik, 460065 460065 F opee finger number is null ar format error
Ruangznizakdikul 400010 400010 | opee finger nurnber ig null or format error

opee finger number is null ar format error
opee zey iz null or format erar
ovee finger number iz null or format ermor

< ¥ < ¥

IS

How to load the excel file?

To click the [Browse] button, the system will ask for the excel file name and folder location .After
confirm, all the information will be shown in this window

From the top list, it will show you all the detail information one column by one.

Then you should configure the correct column for each key head. For example:

How to confirm the correct column for Department?

From the selection with Column number, you will get the correct one, but if there is no correct column
can be fixed, you should select the null column, and then the system will import all the employee into
the head office as default department.

How to confirm the correct column for others?
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From all the other information, you should select each correct column number to fix with the correct
title.
And then you should click [Check Data] button to check if the information are correct or not.
From the blow list, there are two lists to show you all the result, which is with the error and what kind
of the error from the result.
And then you should change something following the result error till all the result are correct.
Last, to click the [Import] button to finish all the loading .
What is the necessary format?
The system cannot import except the correct format excel file.
a) There should be one column for department name. So if there is no existed department name in
the file, you should create the new column to show the correct department for each employee.
b) There should be one column for the employee name
¢) There should be one column for the fingerprint ID, and this fingerprint ID column should be in
number type. It means that the column value should be as number, not in text format. For
example: if the fingerprint ID column is as [A00056], it’s not correct. Then you should change
it into [56]
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5, Roster Settings

Concept of Segment and Shift

Firstly, you should set segments. When you finish to set all the segments, then you
can start to set the shift.

FpAttend 3.9 - [Roster Settings]

[:]g Cptions Setting  HR Management  Attendance System  Prink Reports  Help -0 X
= [=]
Eg
Shift Details -
Day | Shift Type | Se.. | Day ... |Wn:-rk... |
Shift Type: | 1
Segment: 1 :"
" alid Fram: Man :" by |SUn :I'
Palicy |1 ﬂ ¥
Remarks:
4
Shift Type | Segm.. | Segment Tirne | Frarm | To |
Sample zhift 1 1:5ample 1 5
b anager.Administratar Rights: 5.tanager Shift:1 Segment:1 3:56 Ak

5.1, How to add new Segment

Segment is a period of working hours.
- Segment is a set of actual working hour for the shift, excluding rest/lunch hour.
- Span is the number mark for overnight working days in a segment. If without overnight
working, it means the Span=0,and if the working will be till next one day, Span =1

Examples (only for the segments firstly)

e Sample 1. [Normal shift: one week with 5 working days and each day: 9am-6pm]

In this case, we need to set one segment:

Type the name for the segment, e.g.[ 9-6 ].

***If want to include the lunchtime in the total working time, select count=1, Start =9:00,
span=0. End =18:00, and if you want to confirm the total work hour is 8hours, you should
modify it in the [Work Hr]

***If want to exclude lunchtime from total working time, select count=2, span=0. First count:
9am-12pm and second count: 1pm-6pm, excluding 1 hour (12pm-1pm) from total working
time.

When you finish the segment, then you can start to set the shift.
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(Note: we suggest the segment name as [9-6], the reason is that it's easy to remember.)

SegmentTﬁ,rpe|9-5 Count |1 = SegmentType|9-5 Count 2+
Start Span End Wiork Hr Start Span End Wnrk Hr
9 :00:00 j|njdaﬂ1szuu:nu = |a hrs || |9 :00:00 j|njdaﬂ12:nn:nn = 13 hrs

|13:00:00 j|njdaﬂ1a:nn:nn =l |5 hrs

hr interval Total hrs hr interval Total hrs
as % Base Remarkl as % Base Remarkl

e Sample 2, [One unit shift with 3 working days (7am-4pm, 4pm-10pm, 10pm-7am) and 2
rest days]

In this case, we need to set four segments

Type the name for the segment, e.g., [7-4], select count=1 and start=7:00,span=0.and

end=16:00. Then click to save.

To click and add the segment for second.

Type the name for the segment, e.g., [4-10], select count=1 and start=16:00,span=0.and

end=22:00. Then click to save.

To click and add the segment for 3rd.

Type the name for the segment, e.g., [10-7], select count=1 and start=22:00,span=1.and

end=7:00. Then click to save.

(In this segment, Define a segment for 10pm-7am,meaning the work time will be overnight,

so the span=1.The span depends on how many days an employee works overnight. If the

employee start working from 10:00PM to next 2 days 10:00AM, the span=2)

To modify a segment, double click the segment
To remove a segment, right click the segment in the table and then select [ Remove ] from
the sub menu..

Since Ver.3.9, the software can support 15times as segments.
Why need so many times in one day?

Where they will need this function?

How to develop the more market with the advanced software?

With our experience, there are some departments, such as teachers, or some services
department. They should work for many times, but each time, only 10 or 30 minutes.
So it can support them easy.
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FpAttend 3.9 - [Roster, Settings]

[]g Options Setting  HR Management  Atkendance Swstem  Print Reports  Help - 0 X
(=1
e ¥ 3l
Shift  Add Seaments l
Segment Type | Se.. | Diay ... | ok |
Segment Type: |5~3ITI|:'|E Count  [E0 ~ 5 ample 1 0 a
Start Span End “Whork Hr
| 9:00:00 M3 |0 | dap|6:00:00 BN B |his
|12:00:00 M= |0 | day|12:00:00 - O hrs
hr interval Tatal bz
az % Baze Femarkz:
4+ %2
M anagerAdministrator Rightz:5.Manager Shift:1 Seament:1 10:02 Ak
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5.2,

How to set shift

When the enough segments have been set, the shift can be set.

FpAttend 3.9.11 — [Roster Settings] g@@
- | M

_E| Options Setting HE Management Attendance System FPrint Reports Help

il &

Shift l Add SEgments]
Shift Details

Shift Type: |Dai|_l,l 1 317:30 1 1] g

Ceament: i :Iv

4 3-17:30 1 8dd a segment
valdfom:  Mon x| i s 2] fs 547 1 Add .. segments

E Rest 0 G

7 Fest 0 hppend a zegment
Policy [test 2] | 5 Kgpendiey Sugients

Cay | Shift Type | Segment | Cay Mext | ‘whork Hour |

2 3-17:30 1 0 g
: 0l

Eemove selected segments

Remarks:
Re=t ]
Shift Tupe | Seqm... | Segment Time | From | To |
baiban 1 1:3-17:30 1 3
Clean 1 1:Clean 1 ]
b anagerAdminiztrator Rights:5.M anager Shift:2 Segment:3 11:38

Shift is a set of working time for an employee. A shift consists of one or more time segments

1.

>
>
>

>

A\ A 4

Add the new shift,

Click + Button
Type the name for the [Shift Type], E.g., [daily]

Select number Of segments. E.g., 1, or 7 or any number if you need.

For example, we select 7 days as the Segment number. Then you will see the right list;
there are 7 lists that need to continue (right click to select the detail segment).
Valid day. It means the potential working day. E.g.,

As 5 days normal shift, the Valid day is from Monday to Friday.;

As 21 days shift, there is possibility to work on Sat. or Sun., so the Valid day should be
from Monday to Sunday.;

If Sunday should be the permanent rest day, then select Mon-Sat.

Policy. It means that you can select the correct policy for each shift. To click the [>>]
button to modify more policy, it can support the policy in detail for each shift.

Remarks. You can input something as the marks.

Then you need go on setting in the right list.

Select the segment number in the right list, then right click the mouse to select the
correct segment for each days.

For example, from Mon. to Fri., we work as the segments of [8-12-1330-18] which set
in the [Add Segments]

» Right click each day in the right list and select the appropriate segment.
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» Then click V to save the setting
2. To modify segment (add segment, remove segment) for a shift, double click the shift type

in the table and then right click segment to be modified, and then select function from the
menu.

6, Policy Editor

B Policy Editor

X

Mo. ‘ Policy Name ‘
1 0

FpAttend 3.8

A ENE AN AT = HE Managzemer

Security Settings . J
Databasze

Folicy Editor
Contorller Options

Language

Swstem Log

Exit ()]

|
In the Policy Editor List, you can double click to edit the policy detail, or select then click [Edit]
button to edit it.

E] Policy Editor

Policy Mame: |est
Tardinesz

Latefor  [E_ | min EXCUSED

Late from | | to |3|:| | m. Desm as |Late ﬂ |.-'-"-.|:tua| time ﬂ | J

Late For I:I m or more. Deem az |Late ﬂ |.-'-"-.|:tua| time ﬂ | J
Early D eparture

Leave early m. ExCUSED

Leave early | | ko |3|:| | m. Deem as |Ear|j,I Departure ﬂ |.-'-"-.|:tua| time ﬂ | J

Leave early I:I m or more, Deem as |Ear|j,I Departure ﬂ |.-'-"-.|:tua| time ﬂ | J
Faw Record Azzezzment Order Others

|Late ﬂ -3 |Ear|_l,I Dep-j Shift Settings Palicy Settings |
Month B ange Settings [~ et audiiloaye

Start |1 - End 21

@

This interface is used to define attendance policies.
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Five attendance policies in this system:
Tardiness

b. Early Departure

c. Raw record assessment order
d. Others

e. Month range settings

o

For each first two policy, there are three setting levels:

i. Excused for certain minutes of time.
E.g. employee late for 30 minutes will be excused.

ii. Within certain minutes of time.
E.g. employee late 30 minutes to 1 hour will deem as late arrival, and then select to
record actual late period or to specify certain late period.

iii. For certain minutes of time and onwards.
E.g. employee late 1 hour and above will deem as absence and then select to record
actual late period or to specify certain late period.

6.1, Tardiness

For tardiness: (For example)

Late for 5 minute Excused

Late 6 to 60 minutes deem as [Late] [Actual time]
Late for 61 or more minutes deem as [Late] [0.5] Day

This sample means that if the employee was late within 5 minutes, it will be excused.
And if the employee was late within 7 minutes or 60minutes, it means that he was late for
7minutes or one hour.

And if the employee was late within 61 minutes or 70minutes, it means that he is absent
or late as half working das.

6.2, Early Departure

For Early Departure: (For example)

Leave early 5 minute Excused

Leave early 6 to 60 minutes deem as [Late] [Actual Time]
Leave early 60 or more minutes deem as [Late] [0.5] Day

This sample means that if the employee leave early within 5 minutes, it will be excused.
And if the employee leave early within 7 minutes or 60minutes, it means that he leave
early for 7minutes or one hour.

And if the employee leave early within 61 minutes or 70minutes, it means that he is
absent or leave early as half working das.

6.3, Raw Record Assessment Order

Select which attendance policy priority in calculation. E.g.

If Raw Record Assessment Order: Late Arrival > Early Departure > Absent
The result is:

Late 40 min, base on the tardiness rule, the employee late for 40 min

Leave early 30 min, base on early departure rule, the employee late 30 minutes,
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40 min in the above plus 30 min, base on the assessment order, the employee late total
70 min.

If Raw Record Assessment Order: Early Departure -> Late Arrival > Absent
The result is:

Leave early 30 min, base on early departure rule, 1Tmin < 30 min < 60 min, the employee
late 30 minutes.

Employee late 40 min, accumulate 30 min in the above, the employee late total 70 min,
base on assessment order, the employee late 0.5 day.

6.4, Month Range Settings

Specify month range setting to generate the attendance of the employee.

6.5, Others

Shift Settings — used to restrict employee whether must register in/out record.
Policy Settings — specify settings for overtime (OT) and attendance calculation.

Shift Settings

1. Click on the [Shift setting], the following window will be shown. This window is to
configure whether the employee needs to enroll in/out record. And you can set if it need
to check or not for each event. For example:
a), If you don’t check [In] option, the same as | In, it means that the software will not
calculate to check on this point. It means that even the employee never press finger to
check in or even the employee was later, the software report would show it as present.

b), If you do not check all the options, it is the same as I In, I Dut it means that for this
segment, the software will not check in and out time, it means that the employee no need
to check in and time, then report will print out as present in this segment period.

c),For the [Early in as] option, it means that if the employee come to check in on the early
time. How the software should calculate?

For example:

If the shift is from 9:00-18:00, but the employee come to check in on 7:00.So It means that
the employee check in on the early time. And the early time should be 2 hours.

Now the option is that how the software will calculate for this 2 hours.

There are three different selections.

® Ignore
® Work
® Overtime

® Overtime form

If select as Ignore, it means that even the employee come to check in early, the early time
will be ignore in the report.

If select work, it means that the early time will be calculated as the working hour.

If select Overtime, it means that the early time will be calculated as the overtime.

If select overtime form, the same as Overtime. Only the different is that the Overtime form
option means that this Overtime should be confirmed by the manager ,then it will be
enable in the report.

d),For the [Later out as] option, it means the option as the [Early in as].
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e),For the next option, it is [show info less press fingerprint]. In this option, you can select
the options for some special position.

[Only check in]: means that if there is only one record for one day, and there is the correct
shift. So in the report, what should be shown for this position?

It should be shown as [unusually] or [Absent] or [Present] or others, which you can select
from the selections.

The same way, you can set the correct information to define the other positions.

f),For the next option, it is [To check record with IN or OUT strictly]. In this option, if you
select to check it. Then in the software, the software will check the records as in time,
which has the IN mark, and the software will check the out time only with the out market.
And all the records, which has PASS market will be ignore.

So if you select this option in [checked], it means that all the employee should select IN or
OUT or PASS when verify the finger from the BFLEX DEVICES.

G), Next option, it is [Work time include overtime]. It means that in the report, the total
working time will including the normal working time and overtime together.

h),Next is [Over time include late in time and early out time]. In this option, the
overtime will be calculated with the early in time and later out time together. So if the
employee come in on the early time, all the early time will be calculated into the
OVERTIME together.

2. After setting, then Click on V button to save the setting.
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Shift Settings X]

Shift 5 ettings

Count m

1 |~
1 v Ot Early In Az Ighaore - Late Out As: [griore -
2 i v Ot Early In Az Ighaore - Late Out As: [griore -
3 g v Ot Early In Az Ighaore - Late Out As: [griore -
4 g w| ¥ Out Early In A [griore - Late Out Az [griore -
b ¥ In v Ot Early In A Igrare - Late Out As: lgrare -
B ¥ In v Ot Early In A Igrare - Late Out As: lgrare -

ghow info for less press fingerprint

gingle segment; multi zegment;
Dﬂl_',' check in: ||_,|n|_,|3|_,|a||_|r| ﬂ lezz check in: ||_,|n|_,|3|_,|a||_|r| ﬂ
only check out; |unusuall_l,l j lezz check out: |unusuall_l,l j
lezz check in and check out: |unusuall_l,l j

[ ToCheck record with IN ar OUT strictly e

Policy Settings
1. Click on the Policy Settings button, the above window will be shown.

2. Click on Up Down arrow to select which to configure OT calculation. E.g.
a. Select Extra Hrs OT to configure OT calculation for employees who come
earlier and leave late.
b. Select Mon-Sun to configure OT calculation for those who work on off day.
c. Select Public Holiday to configure OT calculation for those who work on public
holiday.

3. To define public holiday or company holiday, select public holiday, click on the Settings
button. The above window will be shown. Key in the holiday and

4. Click on v button to save.
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BFLEX Attendance System -—-|  Editor ] O] x|
Opkions Sekting  HR Management  Attendance Swstemn  Access Controller  Print Reprots  Help
o) : B3
& #AC 0l Ne 4 [ .
Lo “
x
aT | Misses |
~ 0T Auto-systern Settings

Special OT Events ﬂ‘ Special OT | Settings |
Puhlic Holiday 41 —OT Scare Settings
O tan
OTue or [ ] hr [ I=
EWEU of [ Jw[_ Jw [ 1 % of OT credi

Thu
Ol Fri ot [ ] hr [ ] % ofOT credit
O sat [~ Use segments
Osun
O Ccompany O . :
Exira Hrs OT 0T Scoring Scope OT Scoring Scheme

& This fime only & Use aggregate score

Lise common aggregate
score

Remarks ;l Use other aggregate " Use single point score.
LI Score
|
M anagerddminiztrator |FIighls:S.Manager |Shift:2 Segment; 3 4

5. To calculate OT hours, for example we assume OT Score Settings as the following:

1 hour OT - 150% of working hour
1-3 hours OT — 200% of working hour
3 hours and above OT — 300% of working hour

There are 2 options to calculate OT hours:
a. If use segments not selected, the calculation is as follow:
Y2 hour OT — 0.5*150% OT working hour
2 hours OT — 2*200% OT working hour
5 hours OT — 5*300% OT working hour

b. If use segments selected, the calculation is as follow:
Y2 hour OT — 0.5*150% OT working hour
2 hours OT — 1*150% + 1*200% OT working hour
5 hours OT — 1*150% + 2*200% + 2*300% OT working hour

OT Scoring Scopes:
a. If select extra hrs off, you may select from three scopes as the following to calculate
OT working hours:

e This time only:
Calculate OT working hours for each count, and then generate total OT working
hours for all counts OT working hours.

e This shift only:
Accumulate OT hours for all counts in a segment, then calculate OT working
hours for the segment and then generate total OT working hours for all
segments’ OT working hours in the shift.

e Within defined time:
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Accumulate OT hours within certain period of time, and then calculate OT
working hours.

b. If select other OT events, you may select from three scopes as the following to
calculate OT working hours:

¢ This time only:
Calculate OT working hours for each count, and then generate total OT hours for
all counts.

e Use common aggregate score:
Accumulate OT hours for each OT event, then calculate OT working hours and
then generate total OT working hours for all OT events’ OT working hours.

e Use other aggregate score:
Accumulate OT hours within certain period of time, and then calculate OT
working hours.

OT Scoring Scheme:
a. If select extra hrs off, two options to calculate no of times work OT:
e Use aggregate score
Accumulate no of times work OT including OT for all counts in a shift.
e Use single point score
OT in a segment considered as one OT regardless how many times OT in a
count, and then generate total times work OT for all segments.
b. If select other OT events, two options to calculate no of times work OT:
e Use aggregate score
Accumulate no of times work OT within certain period of time.
¢ Use single point score
OT for an OT event considered as one OT, and then generate total of times
work OT for all OT events.

BFLEX Attendance System -— [ Policy Editor =10f x|
i Options Setting  HR Management  Attendance System  Access Controller  Prink Reprots Help
£ 5 =
€ SO D L N a @ |
AR =
1
oT | misses |
— OT Auto-systern Settings
Special OT Events 4 Special OT IPuinc Holiday Settings |
;ublic Holiday + ~OT Score Settings
OTue x|
O'wed :
OThu Leave Type | Start Day | End Day | Remarks | T credit
CIFri T credit
Osat
Osun
E:
O company Off i
Extra Hrs OT
nate score
Leave Type: |
Remarks’ From: |1900—01—Dl 'I To: |1900—01—Dl 'l point score.
Remarkg
o
1
|Managel:Administrator |Hights:S.Manager |Shift:2 Segment:3 4
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6. To calculate no of times an employee late, leave early or absence, select from the
following settings

Scoring Scheme:

¢ 1 points per event
Depends on how many times employee late, leave early or absence. E.g. if late,
leave early or absence once, then considered as one time.

e M as 1 demerit
Base on the scoring scope, configure every x minutes late, leave early or
absence count as one time. E.g. every 30 minutes late = one time late. If an
employee late for 1 hour (60 minutes), then 60/30 = 2, the employee has 2 late
records. Check remainder as 1 if want to

Scoring scope:
e This time only:
Base on the Scoring Scheme, calculate no of time late, leave early or absence
in each count, and then calculate total of times.
e Within defined shift:
Base on the Scoring Scheme, calculate no of time late, leave early or absence
in each shift, and then calculate total of times.
e Within defined time:
Base on the Scoring Scheme, calculate no of time late, leave early or absence within certain
period of time, and then calculate total of times.
N BrLEX Attendance System I [l S
+ Options Setking  HR Management  Attendance Syskem  Access Controller  Print Reprots Help

P E =
D e &R <Dl e a @ 0 |
- o wal
x|
—Late —Eartly Departure ————— - Absent
—Scoring Scheme —— —Scaring Scheme —— —Scaring Scheme
+ 1 point per event + 1 point per event &+ 1 point per event
[ ] mas1 demerit [ ] mas1 demerit [ ] mas1 demerit
[" | temainder as 1 " remainderas 1 " rermainderas 1
—Scoring Scope——————— —Scaring Scope————————— —Scaring Scope
{* This titne anly {+ This titrie anly &+ This titnie anly
" Within defined shift " Within defined shift £ Within defined shift
= Within defined time £ Within defined time = Within defined tirme
|
|Manager:.-’-‘«dministratu:ur |Hights:S.Manager |Shifl:2 Segment: 3 ]
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7,Scheduler

7.1,How to enter into the scheduler window

From [Attendance System] MENU, there is the submenu [Scheduler], to click it, the new
window will be shown as following.

FpAttend 3.9 - [Scheduler]

ﬂ Options Setting HR Management  Attendance Systerm  Access Conkroller  Prink Reports  Help -8 X
CFOngUl S EREE
= 1l Headofice Dept. | Emplopes |
Shit  |Daiy 3105 | * gﬂdmin & | & Adnin Al Karim o
Sales i —
From | 3/1/2008 «| Sat i . = | b Admin Agad |gbal v
+ & Techrical - [ Sales Saima Ch.. *x
Tae 3./31/2008 'l Maon e ESE'ES Fatima &, &
[ Sales Jawad &, !

tark: 1 - | .
A ] segments ater 2 |B Techrical  AzamSh.. g

Remarks: |

) (3] (21 3]

Dlatu Dept. | 10 Mo, Shift Type I Seament | Day Mext Stall Er-d I Wolk Hml] R ermacks | -~
m—_

2[II]3-I]3 02  Admin 2 Haoliday 0 ] I]

2008-0303  Admin @ 2 A‘;a Daily 35 1 1] 00:00.. S000.. 8

2008-0204  Admin 2 Aza.. Daily 35 1 0 200:00... SO00O.. 8

2008-0305  Admin @ 2 Aza.. Dailp 35 1 o 20000, SO0X0D.. 8

20030206 Admin 2 Aza..  Dalp95 1 0 9:00:00.., mO0X0D.. 8

2008-0307  Admin 2 Aza..  Daily 95 1 1] :00:00.. S0000.. 8

2008-0208  Admin 2 Aza..  SatHalidsy 1 0 200:00... 200c00.. &

2008-0309  Admin @ 2 Aza.. Holiday 0 o 0

20080210 Admin 2 Aza.  Daly95 1 i} 9:00:00... mO0X0O.. 8

20080311 Admin 2 fza..  Daily 95 1 1] 00:00.. S0000.. 8

2008-0312  Admin @ 2 Aza.. Daily 35 1 0 900:00.. SO0000.. 8

20080213 Admin @ 2 Aga_. Dailp 95 1 0 900:00... HO0X0D.. 8

20080214 Admin 2 Aza.  Daly95 1 0 9:00:00... mO0k00.. 8

20080315 Admin 2 fgza..  SatHaliday 1 0 00:00. 200000.. §

2008-0316  Admin @ 2 Aza..  Holiday 0 o 0

2008-0217  Admin 2 Ara.. Dailp 95 i o 900:00... SO0X0D.. 8

2008-0318  Admin 2 Aza.. Daly95 I 0 30000, SO0k00,. 8 w
M anagerAdmrist ator Rights:S Manager Roster 528 Display: 186 TE1AM -

7.2,How to set scheduler for the employee

1. Firstly, to select the employees in the right tree list,

2. Second, to select the shift and the period (from what date and to what date)
Note: If made changes in roster settings, you should click the Refresh button to reload the new shifts.
3. To click on + button in the horizontal tool bar to save.

7.3,How to view the existed schedules

1. Firstly, to select the employee.
2. Second, to select the correct period(from which date and end to what date)
3. Then to click the browse button in the horizontal toolbar.

Page 28 of 60



Time & Attendance System user manual

The existed employees schedules will be displayed in the below table.

7.4,How to remove the employee schedule

1, Firstly, to select the employees in the right table.
2, Then, to select the correct period.

3, And then to click the X button in the horizontal tool bar.
To change roster for particular day, right click the record in the table, select the new schedule. Click OK.

7.5,How to remove or change the schedule for some particular days

1, Firstly, to select the correct employees and the correct period, then click the browse
button.
2, Second, from all the shown records, to select all the records which you want, then right
click the mouse, the new submenu will be shown.
3, To select the [remove roster] to delete all the selected records.
4, If you want to change the shift for some employees, just to select the correct segment
which you need in the same submenu, then the shift will be changed.
EBX

FpAttend 3.9 - [Scheduler]

'ﬂ Options Setbing  HR Management  Attendance System  Access Controller  Print Reports  Help =| 2 X
/ @Gl B EH & =
~ B Headoflice Dept | Employee |
Shit  |Daly3to5 L + ghﬂm P | adnin Al K.atim v
* Sale: [#] i &zad lghal -
From: 3/1/2008 w-| Sat o 8 Technica o Bl Saes pegy o
To 3/31/2008 =] Mon Z B S Fafona B ;
[#] 5ales Jawad A .
Start: 1 ks lak -
® =] segmentsate ¢ | Technical  AzamSh.. me
R arnatks: |
(%413
Drate | Dept | IDMo. | Mame | Shilt Type | Segment | Day Nest | Start | End | ‘work Hour | Remarks | =
20080207 Admin fza..  GatHaliday 1 0 SO000.. 200.00.. 6
20080302 i Asza.. Hobiday 1] 1] 0
20080303 Aza.. Daky 35 1 0 SO000 .. 50000
20080 i As 11 |0 |S00o00.. |S0000..
E |Admin |2 |Asa. |Dak5 |1 [0  [o0000. [50000. |5 [EERieitioud
 |Admin [2  |Asa. |DawS5  [1 [0 | - |5 ) Copy
8 [Adnn |2 [Aca | SaHatdss |1 [0 [sonoo. |zonoo. |5 | Dalves |
Admin 2 Asa..  Holday ] ] 0 Holiday
Admin 2 Aza,,  Dal3s 1 1] S0000,,. 50000, 8 Sak Halfday
20080311 Admin 2 Aza. Day 35 1 ] S0000.. S0000.. 8
00312 Admin 2 fga_.  Daiy 35 1 0 SO000.. SO00D.. B
20080312 Admin 2 Asa.. Daiy 95 i 0 90000, SO00D.. @
20080214 Admin 2 Asza.,  Dalk 95 1 0 0000, EO0000.. 2
20080315 Admin 2 Aza,,  SatHalffday 1 1] F0000.. Z20000.. S
030316 Admin 2 Aza..  Hobiday 0 0 0
0080317 Admin 2 Asa_.  Daiy a5 i 0 90000 SO00D.. B
2080318 A 2 e Dab35 1 0 SWON. 5000 8 v
I anagerAdmarist ator Rights:S Manages Roster:582 Dicplaw 186 BZEAM

Note:

When you changed the shift for some employees, you should note the remark so that it can
be shown in the list, then it can show you who changed and why changed.

Here are the guide pictures to show you how to set the remarks.
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LK== NP < P L .. A R LU —_—
rnalone 20061211 91630 1 Remove roster 16:30:00 7
malone 20061212 91630 1 Copy 16:30:00 7
malone 20061213 91630 1 16:30:00 7
rnalone 20061214 31630 1 16:30:00 7
rnalone 20061215 31630 1 16:30:00 7
malone 20061216 2207 1 7.00.00 |
malone 20061217 il ] a
malone 200B-1218 31630 1 16:30:00 7
rnalone 20061219 31630 1 g-20-22-8 16:30:00 7 v
< 530-1800abecd >
td anager:Adminiztratar Rightz:S Manager Roster629 Dizplay: 31 55 2354
[==]

Please fill ain the Remarks ... @

zick today @
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8,Leave Editor

FpAttend 3.9.11 - [Leave Editor] M=E3
s

E Options Setting HE Management Attendance System Frint Reports Help =]
£ e =]
¢ FOa Gl
= ﬁﬂ ATR-Shanghai
Fror 2008-3-1 =] [0 0000 = P " Dep. Employee | Stalf -
Te: |z009-3-31>] |0:0000 = 4% Glen Hingley > g
, + A e
Period: ILI |Hr ﬂ E] +-dhp Marketing @ X
Type: |.-’-‘-.nnua| Leave ﬂ +-{i Sales &
Remarkz: E‘:" I]‘rli
| a
YNAER < >
T Annual Detail T Annual Lizt
Diept. | Ermnployee | Leave Type | Start | End | Time T aken | Paint
£ >
td anager:Adminigtrator Rightz:5 .k anager 12149

8.1,How to create the new leave

1. Click on + button to display Leave Type Settings window as the following.

2. There are 3 types of leave in this system:
¢ Additional leave
Extra leaves for employee if he already used up his normal leave. You can
configure to calculate employee on leave hour. E.g.

O hour onleave =2 0 % on leave hour
1-4 hours on leave = 100% on leave hour
4 and more hours - 200% on leave hour

If an employee total working hours is 8 hours, and he on leave (additional
leave) for 4 hours. Base on the settings above, his on leave hour will be 8
hours.

You can deduct 8 hours from the employee total working hour to obtain
actual working hour.

e Normal leave
This is a paid leave. E.g. company employee entitled 14 days leave per year.
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e Work on off day.
This type of leave is similar to OT policy setting. You can configure how to
calculate employee on leave hour.

To calculate total leave hours, for example we assume:
1 hour OT /on leave — 150% OT working/on leave hours
1-3 hours OT/on leave — 200% OT working/on leave hours
3 hours and above OT/on leave — 300% OT working/on leave hours

BFLEX Attendance System — ditor ] - [Le o =] S
|ﬁ Options Setting  HR Management  Attendance Swstem  Access Controller  Prink Reprots  Help _|E‘|£|

LY

Leave Type Settings

Leave Type | Assess As | Time1 | Time... | Tim... | Tim... | Time2% | Time3 | Time... | Se...l Scope | Scheme | Rem
sile -} hrs 1] 0 0 i 0 i 100 Yes Leave Toatal
4] | i
Leave Type: |
ASSESS A5 = ) hrs " narmal = (+) hrs
—5caring Scheme Settings —Scaring Scope—————— ~Seoring Scheme
[0 ] i [0 ] % ofLeave credit " \Within leave type &+ Use aggregate score
El i El i [0 ] % of Leave credit " Within defined shit " Use single point scare
[0 ] hirs % of Leave credit " Witthin defined tirme
[~ Use segments

Remarksl

(+oxed]

M [ o]

kM anager:Administratar |Hight3:S.Manager |Leave:D Dizplay:0 i

There are 2 options to calculate total OT hours:
a. If use segments not selected, the calculation is as follow:
Y2 hour OT /on leave — 0.5*150% OT working/on leave hours
2 hours OT /on leave — 2*200% OT working/on leave hours
5 hours OT /on leave — 5*300% OT working/on leave hours

b. If use segments selected, the calculation is as follow:
Y2 hour OT /on leave — 0.5*150% OT working/on leave hours
2 hours OT /on leave — 1*150% + 1*200% OT working/on leave hours
5 hours OT /on leave — 1*150% + 2*200% + 2*300% OT working/on leave
hours
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Scoring Scopes:

e This time only:
Calculate on leave hours in a count, and then generate total of on leave
hours.

e Within defined shift:
Accumulate on leave hours for all counts in each segment, then calculate on
leave hours and then calculate total of on leave hours for all segments in the
shift.

e Within defined time:
Accumulate on leave hours within certain period of time, and then calculate
total of on leave hours.

OT Scoring Scheme:
e Use aggregate score:
Accumulate no of leave applications in a shift.
¢ Use single point score:
Leave application in a segment considered as one time, and together with
other segments, and then calculate no of leave applications.

Click on + button or just enter leave type (default page ready to add leave type). Enter the
details and click on + button to save.

3. To modify a leave setting, double click the leave type in the table. Click on \ button to
save.

4. To remove a leave type, right click the leave type in the table, select remove.

8.2,How to set the leave for employee

There are three pages in the main view list

® Leave list
In the leave list, there will show out all the existed leave information which you want
following the selected employees and period

® Annual detall
In this list, it will show out all the detail information on Annual leaves.

® Annual list
It will show out only the result for annual leaves

To set leave only as leave

Normally, when the employees have the leave in some period, then the manager will set the
correct leave for them.

So just select the correct employees, then select the correct date period, and then to select
the correct leave type.

If you want to make some remarks for the leave, there is the text field can be used.

Then click the save button to save all the setting.

Note:

If only set as leave, no need to check the [Used from Annual] and [Earned], these two
selections are only for [Annual leave ] option.
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To set leave as earned leave

In some company, every employee will get many days as Annual holiday, It means that the
employee can have the holiday in payroll. We call it as Annual holiday or Annual leave.

So normal, you should set the Annual leave for each employee one time every year. Then
you should check the [Earned], then select the suitable leave type( you should create the
suitable leave type/name firstly for your annual leave).

And the same way, you can click the browse button to view out all the annual detail.

To set leave used from Annual

After you set the enough annual leave, when the employee want to ask for the annual holiday,
you should set the leave/holiday for them, at this time, you should check the [Used from
Annual]

From the Annual list, you can view out the amount for all the annual list.

To browse the leave

To browse an employee leave, select the employee, and then click on the browse button.
The employee leave details will be shown in the table below.

To browse the leave
To remove an employee leave, right click the record in the table, select remove
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9,In/Out Editor

Fpattend 3.8 - [In/Out Editor] =10 x|

I‘_y Options Setting  HR Management  Atkendance Swskem  Prinkt Reprots  Help ;lilﬂ
ik r
OB &G S

Head Office
Record Date:  |2005-10-13 =] ||© if . Dept.__ Employee I

_ — & marketing = | [ marketingtea... | Maggie v

Record Tirne: | 9:00:00 = -Gl Tech = | marketingitea... Jane o

=] < [¥] Techiteam halone %

Remarks: -] & [¥] Techiteamn? David %

Start fromm: [2004-7-1 =] o N

End at: IEEIEIE-1EI-31 'I
)%

Clear Repetition |

Dept. Employee Finger D | Mo, | Date Tirme [ Qrigin Administered

team ASIA Maggie (2 |0 [2005-10-13 [ 09:00;: (s Administrator
4

team_USA Jane 0 2005-10-13 09000 ZRemevereeard [T jinistrator

team Malone 1 1] 2005-10-13 EIEI:EIEI:EI Administrator

tearmnz Dravid g ] 2005-10-13  09:00:0 “OP¥ Administrator

4| | o
|Manager:.-’-‘-.dministratu::r |F|ights:5.h-1anager |F|eu:u:uru:|:54? Drigplan: 4 v

. To generate employee in/out record, select employee, start from-end at date and then
click on the browse button. The in/out record will be shown in the table.

. To enter in/out record manually, select user, enter record date and record time and then
click on + button to save the record. (If the records is modified or created, there will show
as [Administrator], it means that these records is by hand, not from device.)

. To remove or edit in/out record, right click the record in the table and select remove or edit
record.

. There is another function button,[Clear repetition] button can clear all the records that is
repetition.
When you read the log data from the device, and if you set as [Keep after read], you will
repeat to get all the log data from the machine each time when you download. So there
will be many same records in the database.
This function can clear all the same records.
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10, Record Reader

FpAttend 3.9.11 — [Eecord Reader] E@g|
- | &

i."‘—‘l Options Setting HRE Management Attendance System Print Reportz Help
. Download fram Device l Export ta Database] Transter/download Finger l
sdd | Sync Time
Start t d Start to Real ti
e H e ‘ Edt | Check Status
B0 W v [ AUTORead | Delete | Power Off
Mo | Device (D | Record (D | Emplopes | Recaord Device ID | Device Mame | RecordS | M anagers
(0 218.82.199..
Os home
O dubai
4 ¥ £ b
td anagerAdminiztrator Rightz: 5.k anager 1227

10.1, Start to Read

To read in/out records from the device, go to [Download from Device] tab,

a

b.
C.
d.

Right Machine list. To specify which device to connect to retrieve in/out record.

If there is no machine in the list, you should add the new machine firstly.

Select all the machine you want to download from

Click [Start to Read], then you will see all the records in the list. And the list will show
the employee’s name if the employee is registered. And the list will show “?” as the
employee if the employee is not registered.

10.2, Auto Read

In the software, it supports the [auto read] function. It means that if you set the correct time
periods, the software will read the log data from the device by itself.

a.
b.

As the default setting, the period is 60sec.
You can set any time periods that you want. S means second, and M means minute

H means hour.
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10.3, Real time read

The real time function will support to download the event records from the machine in real time.
From the [Read records] window, you will see the [Start to Real time] button. This button can support
the real time function to read the event records from the device automatic.

| E= Fpattend 3.9 - [Record Reader] [ = | S
4B Options Setting  HR Management Attendance System  Access Controller  Print Reports  Help |- || & =
C R
Ej ﬂ\gj ==
Download from Device l Export to Database] Tranzfer/download Finger ]
sdd | Sync Time
Start d Start to Real ti
e H R ‘ Edt | Check Status
0 JH w] [ AUTORead | Delste | Power Off
Mo, | Device D | Record 1D | Employee | Record Device I | Device Mame | RecordS M anagers
I:I-___.
] m b ] m b
=1
bl anagerAdministrator Rights: 5.k anager 12:43

10.4, Add the machine

How to add the new machine.
a. Click on [Add] button, the following window will be displayed.
b. To fill the machine Name, and machine Number, then select the communication type
between COMM and TCP/IP.
» CommPort means that the communication is via RS232 or RS485. Then you
should fill which com1 or com2 or others, and the baud rate(19200 as default.)
» Tcp/IP means that the communication is via TCP/IP.then you should fill the IP
address for the device. You can get it via the menu on the LCD.
c. Select keep or delete after reading the Log data., select whether to clear attendance
log (in/out record) after read from the reader.
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P Select [Keep after read] meaning that all the log records will be still in the device
after download into PC. It's only for the data safe.

Actually, when you start to use the attendance system, it’s not good to keep the

records in the device. Because there will be lots of the records in the device, so it's

very slow to download if the records is too many.

P Select [Delete after read] means that all the records will be deleted after read.
d. Click [Test Connect...] button to check whether the connection to the device is

success or fail. If connected successfully, click OK to save the setting

.E Edit:home

Device Mame:

Recard Az In/0Out;

Clear all the records

LnSetting j

Device MNa. 4
Device Type:
Connect Mode: (" Senal Port;
t« TCPIP Add.: Fart:
192 168 . 1 . 44 [5010
i» Feep after read " Del after read

Clear all the uzer infarmation

Test connecting... | Config Get Device Mo

Save | Save and Add Mexst

E =it

10.5, Edit the machine

Select the machine in the right list, then click [Edit]. Or double click the machine in the right
list, then the modify window will be popped.

10.6, Delete the machine

Select the machine in the right list, then click [Delete].
10.7, Sync the time with the machine

Select the machine in the right list, then click [Sync]. If the Sync is finished ,the successed
message will be shown.

10.8, Check the status

Select the machine in the right list, then click [Check Status],then the list will show all the
status for the device.

10.9, Power off

The other new functions is the [Power off] button. You can press the button to turn off the device. But
you should power on the device by press the power on button on the device. And the software can not
support to power on the device VIA the software.
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10.10, Clear all the records from the machine

When you want to recover the device with all the records, you can click it.
All the records will be lost after click this button, So this button is opened only for the
distributor.

10.11, Clear all the user’s information from the machine

When you want to recover the device with all the user’s information, you can click it.
All the user’s information will be lost after click this button, So this button is opened only for
the distributor.
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11, Export from database

To export the log data from local database to anywhere.

Fpattend 3.8 - [Record Reader] - |EI|5|
jE' Options Setting  HR Management  Attendance System  Print Reprots  Help - |5|5|
€ BAC 5 ]

= = |
Download fram Device  Exportfrom Database | Recard Uplaader |
—From Local DB —Export to
0. Rec... | E.. | Record Iil Starttime: [2006-3-1 =] Filename
1 4001 0% 2006-01-03 08:29:00 End time: IQDDE- 928 vl Chattend
1 4001 | 7% 2006-01-03 12:04:00
1 4001 7 2006-01-03 12:48:00
1 4001 | 7% 2006-01-03 18:10:00
i a0l 5 2008004 icasg0 || EmOtian
! ce e Data Format Settings |
1 4001 7 2006-01-17 13:31:00
14001 7 2006-01-17 17:30:00 " Bxportto other Database
1 4001 7 2006-01-18 08:24:.00
1 4001 | 7% 2006-01-18 12:00:00 i~ Ftp to website Database
1 4001 7 2006-01-1813:10:00
1 4001 | 7% 2006-01-1817:43:00
1 4001 7 2006-01-149 08:31:00
1 4001 | 7% 2006-01-19 12:54:.00
1 4001 7 2006-01-19 13:59:00
1 4002 7 2006-01-03 08:22:00
1 4002 7 2006-01-03 12:06:00
1 4002 7 2006-01-03 12:45:00
1 4002 7 2006-01-03 17.56:00 ¥ Only new recards
ITM 2000-01-04 08:168:00 ) Start to transfer l
‘ q | o
|Manager:Administrator |F|ights:S.Manager |F|ecord:54? Dizplay: 4 i

1. To export in/out record to a text file,

» Select [Export to txt], then you can translate the log data from database to another text
file.

» If you want to define the format, you should click [Data Format Settings]. Then the new
window will be shown.

» Specify each part then you can make the format what you need, and then specify the
text file location.

» Click Save button to save the setting.

» When you finish the format setting, you can click the [Start to transfer] button.
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Dievice D

Record ID staf I ——————
|7Digit: |ﬁv| |7Digit |5 - |7Digit |3 -

.E Export Settings ﬂ

Diate

Delirmiter: I Delirmiter: |3

Titne

Preview:|[Employee 00001 1900-01-01 00:00:00

Style Iw—mm-dd "l Style Ihh:mm:ss "l
|1E|D|:|— 1-1 v| Im

— Data Format
I_ IName j I_ IRecord IDj I_ IDate j I_ ITime j I_ IN::: j I_ IND j I_

l

— Save to

Chattend bt

Browse

—If record exists

" Append {+ Cyehwtite

"E}{pnrﬂn Txt file

[T Clearrecord after export

Save | Cancel

2. To export in/out record to any web server database,

4
4

4

4

Select [Ftp to website database], then you will see the new window.

You should set the website server Address. Of cause, if you want to translate to the
website, you should email us to get another config document.

As the default setting, that’'s our website server database. You can try to translate the
log data to that database.

When you finish it, you can try to view the database from the website.
http://www.bflex.cn/ERPCRM/att/sum/yuanshi_today.asp

UpLoad Check Data

[http:thanenae biofp.com/ERPCRMiatidatalupdata.asp

Semer

[T Delete source data after upload

LpLoad

Exit |

3. To export in/out record to any database via ODBC,
Select [Export to other database], then you will see the new window.
Usually, if you want to export to the other kind of the database, you should config the

4
4

»

ODBC firstly,

If you don't know how to config the ODBC, Please feel free to contact with us, and we
will share the way with you. And you can try it following some picture.

Usually, if you want to use these functions to export the data to the other database, you
should contact with us, because usually, we should customize for you.
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Checkin export to other database x|

—5et Database

Tyoe: [ - |
Tahle: I j

ik | Cancel |

£ 0DBC Data Source Administrator ed |

Tracing I Conmection Fooling I About
User DSH | System DSH | File DSH | Drivers
Uszer Data Sources:
M | Diriver [« Agd...
d200601 Mizrozaft Paradox Driver [*.db ]
dBASE Filez Microgoft dBase Driver [*.dbf] Bemove |
dB aze Files - Word Microzoft dBasze WFP Drver [*.dbf]
DeluxeCh Mizrozoft Access Driver [F.rdb] Configure... |
Excel Filez Mizrozaft Excel Diriver [7.xlz]
FoxFro Files - 'word Microgoft FosPro %FP Driver [7.dbf]
hir SOL Server
MOIS SOL Server

M5 Access Databaze  Microzoft Accezs Driver [*.mdb)
Yizio Databaze Samples  Microsoft Access Driver [MOE] _I

Viznal FrePro Natabaze  Micrnznft Yiziaal FosProo Diver

An ODBC User data zource stores infarmation about how o connect to
the indicated data provider. & Uzer data source ig anly wigible ba you,
and can only be uzed an the curent machine.

Microsoft SQL Server DSMN Configuration x|

Thiz wizard will help pau create an ODBC data zource that you can uze to
connect to SEL Server.

YWhat name do pou want to uze to refer to the data source?

Mame: IE

How do vou want to describe the data source?

Dezcription: |

"Which SOL Server do you want to connect to?
Server |2135.98.40 |
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12, Transfer fingers from database

To download the fingerprint template from one device to the PC database or upload the
fingerprint templates from PC database to the device.

FpAttend 3.9.11 — [Eecord Reader] E@@
— | &

LEI Options Setting HE Management Attendance System Print Beportz Help
€ BC b ulld
D'ownload from Device l Export to Database  Transfer/download Finger l
Device ID | ID Mo, | Backup | Rig » D.. | Finger... | Regist.. | Fing.. | Ri
1 1 1 Ust Device from: [ =
M
E1 3 1 Uss << Read fom Device |
[ 1 4 1 Lse RS A
iOperate Finger template via'
1 g 1 ﬂz: s PPN Download to databace
-| 7 1 ™ ——— Remove from Dewice
[+] 1 o 1 Lz Read fom D atal Set administrator rights
[l 1 9 1 (T =————————— [HRemove administrator rights=
1 10 1 Ut Remove fromds o, Binding
b 1 10164 2 Use ————————— Clear Binding
[+11 10953 1 (k- Clear A1l User
1 10353 2 Lz
1 11037 1 Lz
1 11037 2 L
k1 111E 1 HES
oy I 1144 o] 1l
M anagerAdminiztrator Rights:5.Manager Succeed to open the NET port 12:39

1. Download the fingerprint from the device

e Select the machine number firstly. You should confirm that the machine has been set
correctly and the machine is online already.

e Click [Read from Device] to read the fingerprint record message from the device. Then
the left list will show the fingerprint message if there is some fingerprint registered in
the device.

e If you want to save the fingerprint detail to database which can be uploaded to another
device, you should click [Operate Finger template via device] ,then the new manual
will be shown as the above picture.

e Then you should select what you want to do. There are four function inside.
__Download the fingerprint template into the database
__Remove fingerprint template from the device.

___Set administrator rights to grant the fingerprint administrative right.
__Remove administrative rights

2. Upload the fingerprint from the database to the device
e Firstly, you should load the fingerprint templates from the database. To click the [Read
from the database],then the fingerprint template will be shown in the right list.
e Select which templates you want upload.
e Click [Upload record] to translate the fingerprint record. The list will show all the
process.
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3. Upload the fingerprint from the database to the device

For the fingerprint template, they will be different from different type of the machine.
It means that the fingerprint from BF388I can not be transferred into BF399I. And the
same thing from BF399I to BF388I

But for BF3991 and BF5, the fingerprint template is the same, they can be transferred
between each other .
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13,Reports

When you finish all the setting and finish to download the log data from the device, you
should have the report

Fpittend 3.8 — [Beport=z]l

ﬁ Optionz Setting HE Management Attendance Swystem  Access Controeller Frint Reportz Help -

e o En = CE =

&

B |_2I:II:IE-12-1 'l = fﬁﬂ Zonggongs Dept. |Emplu:uyee |
o — i finance = | [ sales malane
[u} 2006-12-31 vl - & rnarifacure Q sales Maggle
_ & SBC
P'EPE'ET Print ] —-di% sales &
v Mormal Repart & malone &
[ Arrive Late & Maggie o
[ Departure Early S tech te
[ Dwertime
<
Prepare EE J
Emploee

Mo, | Date lz.. | Hame Department | Shift Name | Device D | Timeln | Late In | Break O 4

b anager:sdministrator Rightz:5.kManager Employees : 2 [ Recard [D: : 2] 07

There are two way to view the report.
13.1, Prepare to view the report,

This function can support the view the report. There are four type you can select

e All records: the list will show all the records.
__If you select it, the list will show all the records. For example, the employee pass the
finger for 20times in the whole day, and the list will show all of these 20records
__If you select not, it means that the list will show only the first and the last records.

e Unusually: if you select it, the list will show only the unusually records. Such as the
later records, and the early leave records, and the absent record etc..

e Check worktime only .
__When you select this function, the new field will be popped. You should confirm the
total work time. For example, if you confirm as 8hours, it means that the list will show
you all the records which the work time is less then 8 hours or the work time is more
then 8 hours.

__In this function, you can get the overtime or the records which is less then the

worktime.

e Overtiem. In this function, you can view the overtime records directly. At the same
time, you can see only the overtime records or all the records about the overtime.
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When you prepare to view the report, you can select what you want to copy out.
You want to copy to word document (*.doc) or as the excel document (*.xIs) , you can
plaster to there.

For example, you can select all of these records, then right click to select [Copy],then
create the new excel document, then plaster , you will get the new document as the
following.
It's as same as the export to document, but actually, it's better, because you can copy to
anywhere.

J g -

DEES R 4B’ v-

@ = A Z Moo - 2

B4 j =| Nagzie
A [ B[ ¢ [ o [ B | F [ 6 [H] 1 |
1 |DepartmentEmploreTate Cla=s Detail Attendacne Later Early Total time
& team_ASIA Mappie  200—3-23 98128 9:00:00-15:00:00 unusually
e} team_ASTA Magpgie = 200E—3-29 981588 9:00:00-15:00:00 urm=ually
8 |team_a5Ia Im::ie .I 2006-3-30 981588 9:00:00-12:00:10:12:00-15:34:00 202
o] team_USA Jane 2006—3-1 8-12-1330-1%{8:00:00%12:00:00-13%:30:00%15:00:00 unus=ually
E team_USA  Jane 2006—3—2 8-12-1330-1%18:00:00%12:00;00-13:30:00%1%8;:00:00 unusually
i team_USA |Jane 2O006—3—3 | 8—12-1330-188: 00 00%12: 00:00—-13:30;: 00%1&:00:00 urm=ually
8 |team_Ush Tane 2006-32-4 2A128 a:00:00-12:00:00 unuzually
e team_USA Jane 2006—3—3 Rest - unus=ually
10 team_USA  Jane 2006—3-6 8-12-1330-1%18:00:00%12:00;:00-13:30:00%1%8;:00:00 unusually
11 team_USA |Jane 2O006—3-T |8—12-1330-188: 00 00%12: 00:00-13:30;: 00%1&:00:00 urm=ually
1 team_USA Jane 2006—3—2 8-12-1330-1%%8:00:00%12:00:00-13:30:00%1%8:00:00 unusually
14 team_USA Jane 2006—3-9 8-12-1330-1:{8:00:00%12:00:00-13%:30:00%158:00:00 unus=ually
14 team_UEA Tane 2006—3-10 8-12-1330-1¢9:00;00%12:00:00-13:30:00%12:00:00 unuszually
1h team_USA |Jane 200E—3-11 $H128 &:00:00-12:00:00 urm=ually
16 |team_Usq |Tane 2006-3-12 Fest - urm=nally
17 |team_Usa Jane 2006-3-1% 8-12-1330-1¢8:00:00%12:00:00-13:30:00%18:00:00 unuzually
14 team_USA  Jane 2005—3—14 $-12-1330-15%:00;00%12:00;00-13:30;00%1&:00;00 unusually
14 team_U3A Tane 2006-3-15 8-12-1330-1¢8:00:00%12:00:00-13:30: 00%18:00:00 unuszually
S0 |team_Usa  Jane 2006=3—16 8-12-1330-1¢%8:00:00%12:00:00-13:30: 00%18:00:00 unuzually

13.2, Print report,

In the software, it can support to view the report as the html format.

Why to use html format in the report

® Because the report in html format is more safe then other. It can be copy and then
plaster to anywhere, and you can print it out, but nobody can change it.
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e
@Optiuns Setting  HR Management  Atkendance Swskem  Prink Reprots  Help _|5’|£|
o o o
=
Frnm:lm—m—l vI El@ Head Office Dept. Employee |
To: I2EIEIS-1EI-31 VI &marketmg E:>
-4k Tech = F
Preparel Print I g ®|
[ Options ] [ Employees ] ‘\/1,:_1 @
P O
+ |
| Records | | shift |
[ sTaRT | [ Lesve |
—Browse Folder
2006-01-01---2008-071 -31 -0 avid kit
I Repaort j 2006-01-01---2006-071 - 31 ---hanz. htm
2008-01-01---2008-01-31 —--J ane. htrm
Browse | 2006-01-01---2008-01-31 --MALDE  htm
2006-01-01 ---2006-07-31 Mok a. htrn
2008-01-01---2008-01 -31 --Styled[1]. htrn
2006-01-01---2008-01 - 31 --Style2[1]. htrn
2008-01-01---2008-071 -31 T amzon. htm
2006-03-01---2006-03-31 ---Elaine. htmn
2006-03-01---2006-03-31 ---hanz. htrm
2006-03-01---2008-03-31 --MALDE  htm
2006-03-01---2008-03-31 --Style1[1].htm
2008-03-01---2008-03-31 --Style2[1].htrn
M anager:Adminiztrator Rights:5 .k anager v
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There are four reports you can get.

13.2.1, Options
To Click [Options] button, you will enter into the options setting window, then you can set any rule

and format for the report
v' A, [Employee] The setting for the employee report

Emploves l Flnsterl Leave l In/0 utl Sefting
Delete Reports
— =
v Employee v Photograph Ef[')n;tt:n
v Roster W Leave Uzer ID
M ame
v Record Iw Summary Department
ol Shift M ame
e Device D
Time In
Erowse Folder Late In
Break Out
Report ﬂ M Break In
Tirme Clut
E arly Clut
Total Wwark Hr
Over Time
[ Break Qw2
O Break In2
o . M
Save | Default | Exit |

E.g. to specify No. Of the employee name columns per line.

For example, If set Name column per line as 5 ,meaning each line in the report, there will be
5 employee each line. As the following report, there are 5 columns in each line.(Then you
click each employee to view the detail)

Fpittend 3.5 — Employee Report Staff: T

Department  team_ASTA Tatal:4
Magzie Tom Jone Mike

Department: team_USh Tatal:l
Jane

Department: teaml Tatal:l
Malane

Department : teamZ Total:l
Dawid

v B, [Roster] The setting for the roster report
The options is almost as same as the employee option.
[Set DAY column per line] as E.g., 11 or 15, meaning that each line, there will show 11days or
15days.For example, if set as 11 days, then all the roster in whole month (E.g,. May) will be shown
into three parts. Firstly part is from 1th,May to 11", May, and the second part will be from 12" May to
22" May, and the last part will be from 23" May to the end of May.
And if you set is as 31, it means that all the roster will be shown in one page.
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[Set Name Per category] meaning how many employee will be shown in each page , Usually, the
capacity of A4 Paper will be about 35 or 36 employee

Employes ErI Leavel InIOutl Settingl Othersl
Set DAY column per line: 11
Set KAME per categaony: 36 -

Save | Default | Cancel

In the report, there will be 11days in each line, and total less then 36 person in the whole page.

knd 3.5 - Boster Report 2006-4-1---2006-4-11 2006-4-12-—-2008-4-22 2006-4-23-—-2008-4-30
B T 1 2 3 4 5 B T 1 2
Horlk
partment Employes e 1 2 3 4 5 E T g g9 10 11
am_#STh Jone 1]
am_ASTA Magzie u]
am_aSTA Nike i}
am_#STA Tom a
e am_US A Jane 1]
teaml Malone o
teams David o
nt page: 1 (Total pages:T page: 36 Cwrrent total: T)

v C, [Leave] The setting for the leave report

The way is as same as the OEtions of emﬁloiee. You can set how mani leave in each line.

| Infout | setting | others|

Empluyeel Rusteri

Set LEAYE TYPE column per line: Kl

v" D, [In/Out], The setting for the In/Out records report
The way is same with above. You can set how many employees in each line. On the other side, there
will be many In/Out records in the database, and do you want to show all the records or you want to
show only the first one and the last one, to select [Ignore repeated records] will change it.
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Options

Set MAME column per ling: IS vI

lgnore repeated record ¥

v E, [Setting] ,The setting option for the calculated report

| Othersl
Definition | mit | [ shift Type [ Unit | .
EFDefined b (B O&-12 hr (hr) Decimal places: IEI
B4 dctual br (hr) Oa-12-1330-18 | b () Display raw record Vv
[MEarly Arrival | hr () Oa-12 b (he)
[MLate Arrival hr (k) Oao-6a b (he)
[FlEarly Departure b (he) Oa-6b b (he) Set NAME per categnw(CIassiclBD 'l
[FlLate Departure | b (he) O Rest b (he) |
[ Absent b (b ) CJother b (he) Set MAME per categnw{Custnnm.
Oherive b (he) Custom Style Settings |
Shift [ Unit | Leave | it |
O dailxt hr (k) O=ick b (he)
Ddail_f.’E hr (hr) DBusiness Trip hr (he)
Oother hr (k) OFublic heliday | hr ()

Oother b (he)

Save | Default | Cancel|

In this option, you can select which type that should be shown in the calculated report.
® For example, if you want to show the [late] in the report, you should select [Late Departure],
and the report will show you the number as [Hour] unit.
® For example, if you want not to show absent, you should not select it.
® For example, if you want to show some of the segment in the report, you should select the
segment.
On the right side, there is another setting:

Decimal places: |1 TI

Display raw record v

Set MAME per categoryClassic( 30 =

Set MAME per categnw{CustnrrlSD *I:

Custom Style Settings |

[Decimal Places:] To select 1 means the format as [xxx.x], if to select 2 means the format as

[xxx.xx],

For example, Such as 13.1, 1.1, 4.1

[Set NAME per category ] and the [Set NAME per category] mean that you can customize the

report in one page, so you can try to change it to learn how about it.

Actually, there are 2 types of report format :

e Classic: This is a predefined report format. You can only specify No of employee to be
displayed in one page.
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e Custom: This option allow user to customize the report.there is another advanced setting
for this type report.
To click [Custom Style Settings] to enter into the new setting window
» The option display order
» Alias, e.g. late arrival, alias is L
» Minimum repeated alias per day.
For example, we set [Late arrival] as the A ,so in the report, if you see A ,it means that the employee is
late.

Settings

Definition I Display; |Late Arrival
play

Defined
Actual Alias: IL_
Early Arrival
L=tm s Minimum repeated alias per day; |T|_
Early Departure
Late Departure Save |
Ahszent
Arrive
COther
cick Maximum repeated alias per day: Iﬂ_
Business Trip

Save |
Puhlic holiday

Cancel |

v'F, [Others]: The setting option for others

Options

—Delete Reports

¥ Employee v Photograph
[+ Roster [¥ Leave
¥ Record ¥ Surmrmary

Clear |

—Browse Folder

[Fepor =] Brovee |

In this option, you can delete the reports, but you should make sure that you no need these. Because
when you click [Clear] button, you will lose them.

13.2.2, Employee

Click [Employee] button, you will get the report for these employee that you have selected in
the right list.

__Firstly, select which employee you want to view. If you want to see the whole department
or the whole company, just select the whole department or the whole headoffice.

__Click [Employee] button, then the employee personal details report will be shown as the
html format.
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__Then you will get the html file, in this file, all the employee will be inside, and then you can
click each employee to view the detail for every employee

Following the option for employee report, there are 5 employee in each line, and you can
click each employee to see the detail.

Fpattend 3.8 - Employee Report Staff: 7

Department: team_ ASTA Tatal:4
Magzzie Tom Jone Mike

Department: team_USA Total:l
Jane

Department: teaml Tatal:l
Malone

Department : teamZ Total:l
Dawid

Fpittend 3.5 - Employee [Malone] Report

Hame Malone Gender Male .
Dept teaml . : J
Record ID | 1 Staff I0 | 1 g
Employed | 2005-10-13 D0E 2005-10-13 i ;"‘"-::,:_‘3
T
Fosition Education 7 n’l'""f;”
Race Ethnicity . o
Hationality
I Ho.

Telephone | +36-21-5BEZE300

Home fddr.

Recent

hddr.

Remarks

13.2.3, Records

Then you finished to read all the log records from the device, and finished all the
department and employee information, you can get the log records report
B To set the date period], For example set as from 1/4/2006-30/4/2006
B Then select the employee. When you select the employee, You will get their
records report
B To click the [Records] button,
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Frnm:lzunﬁ—et—l vI Elw Head Office Dept. |Emp|n:n,ree |
To: IW ---&i marketing = |[FA marketingitea.. | Maggie o
s Tech = [ marketingitea... | Tom oF
Preparel Print I & [¥l marketingitea... | Jone %
[¥l marketingitea... | Mike
[ Options ] [ Emploves ] 4?-‘ [#] marketingitea... | Jane ®
o A Techteam? Malone £
[ Records || [ shift | M Techiteam? | Dawid
| staRT | | Leave |

When you click [Records] button, firstly, you will see the whole report , there will be all the

employee inside.
Fpittend 3.8 - InfOut Eecord Keport 2006-04-01---2006-04-20

Department: teaml

Malone

Department: team?

Tawid

Department: team_USh

Jane

Department: team_ ASTA

Jone Magzzie Mike Tom
Then you should click each line to get the detail report .

13.2.4, Shift
There are three parts of the report in the shift.[Roster], [Shift Settings], [Segment]

Frepare | Print

[ Options ] [ Employes ]

1

| Records | | shige

[ stamr | [ Lewrs Shift Settings
Segment

¢ [Roster]
B Firstly, you should select employee in the right list, and set the date period from
what time -to what time
B Click on Shift button to generate Roster of the employee. You can also generate
general Roster Settings or Shift report as the following.
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Fram{zooe-4-1 =] =i Head Office Dept. | Emplovee |
To: W -k marketing = | marketingitea.. | Maggie oF
=ik Tech = [¥l marketingitea... | Tam o
Preparel Print & [¥] marketingitea... | Jone ®
[¥] marketingitea... | Mike
[ Options ] [ Employes ] 4?-‘ [¥] marketingitea... | Jane ®
X e |ATechteam? Malone oy
| Records | [ Shift g Rl Techitearn2  David
[ START ] [ Leave Zhift Settings
Segment

As the option of the roster, if you set 7 column per line in the following window.

Options

Employee i | rl Leavel InIOutI Settingl Othersl
Set DAY column per ling: IT 'I
Set MAME per categony: 36 =

You will get the report as the following:
Fphttend 3.8 - Boster Report 2006-4-1-——2006-4-7 2006-4-5-—-2006-4-14  2006-4-15———2006-4-21 2006-4-22---2006-4-

= T 1 i 3 4 5

Department | Employee w;;k 1 2 3 4 5 B T

team_ASTh Jone 192 | §-12-1330-18 | 5-12-1330-18 |5-12-1330-18 |§-12-1330-158 | §-12-1330-15 | 5§-12 | Rest
team_ASTHh Naggie 192 | §-12-1330-18 | 5-12-1330-18 |§-12-1330-18 |§-12-13530-158 | 5§-12-1330-15 | 5§-12 | Rest
team_ASTH Nilke 192 | §-12-1330-18 | 5-12-1330-18 |5-12-1330-18 |§-12-1330-158 | §-12-1330-15 | 5§-12 | Rest

team_ASTH Tom 192 | §-12-1330-18 | 5-12-1330-18 |§-12-1330-18 |§-12-13530-158 | 5§-12-1330-15 | 5§-12 | Rest
team_USA Jane 192 | §-12-1330-18 | 5-12-1330-18 |5-12-1330-18 |§-12-1330-158 | §-12-1330-15 | 5§-12 | Rest
teaml Nalone 192 | §-12-1330-18 | 5-12-1330-13 |§-12-1330-18 |§-12-1350-158 | 5-12-1330-13 | 5-1Z | Re=st
team? Dawid 192 | §-12-1330-18 | 5-12-1330-13 |&-12-1330-18 |§-12-1350-158 | 5§-12-1330-13 | 5-1Z | Re=st

Current page: 1 (Total pagez:T page: 36 Cuwrrent total: T)

e [Shift Settings]
B To select the [Shift settings] menu, you will get the report for all the shift list that

you have.
Fpittend 3.8 - Shaift Settings Report Shift:2
Shift Type Segment Segment ﬁ;i;? Valid tao Remarks
dailyl 1 1:9-15 1 5
1:8-12-1330-158 2:8-12-1330-18 3:8-12-1330-13
daily2 T 4:58-12-1330-158 5:8-12-1330-18 6:5-12 1 T
T:Rest

e [Segment]
B To select the [Segment] menu, you will get the report for all the segment that you
have.
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Fphttend 3.8 - Segment Report Segment B
. Shift 1 Shift 2 Shift 3
Segnent Trpe | Comt | Ty Start g End ork hr | Start s End fork hr | Start 2 End | fork hr S
Hext Hext Hext
-1z 1 4 §:00:00 0 12:00:00 4
8-12-1330-18 2 g §:00:00 1] 12:00:00 4 13:30:00 1] 18:00:00 4.5
9-18 1 g 9:00:00 o 15:00:00 g
9-fa 1 g 9:00:00 1] 15:00:00 g
9-6b z g 9:00:00 ] 12:00:00 3 13:00:00 ] 15:00:00 5
Rest 0 0

13.2.5, Leave

B Inthe [Leave] report, there are two parts. One is the leave report for employee. For
example , if you want to get the leave report for all the employee between 1/4/2006
to 30/4/2006, you can set as the following. Then click [Leave].

Fru:nrn:|2|:n:|5—4—1 vI EI---@ Head
Ta: |2|:n:|5— 4 =30 vI &i’ m
e TE

Prepare | Print

[ Options ] [ Employes

| Records | [ shift

[ START ] [ Leaw: L

Leave Type

Browese Folder

FphAttend 3.5 - Employee Eeport

Department Employea Leave Start End Time Dept. Manager
team ASTA Jone Buzineszsz Trip 2006—4-10 2008-4-14 96 hr Administrater
team_ASTA Jone =iclk 2008—4-3 2008-4-T =5} hr bdministrator
team_ASTA Magzie Buszinezsz Trip 2006—4-10 2008-4-14 96 hr Administrater
team_ASTA Magzie =zick 2006-4-3 2006-4-T a6 hr Administrator
team_ASTA Mike Business Trip Z00e-4-10 Z006-4-14 2] hr Administrator
team ASTA Milke zick 2006-4-3 20068-4-T 96 hr Administrater
team_ASTA Tom Busine=z=z Trip Z00&8-4-10 2006-4-14 98 hr Administrator
team ASTA Tom zick 2006-4-3 20068-4-T 96 hr Administrater
team_USA Jane Busine=z=z Trip Z006-4-10 2006-4-14 96 hr Administrator
team_USA Jane sick Z008—-4-3 Z008-4-T a8 hr Administrator

teaml Malone Buzineszsz Trip 2006—4-10 2006-4-14 96 hr Administrater
teaml Malone sick Z008—-4-3 Z008-4-T a8 hr Administrator
team? Dawrid Buzineszsz Trip 2006—4-10 2008-4-14 96 hr Administrater
teams Dawid =ick Z006-4-3 Z00E-4-T a8 hr Administrator

Current page: 1 Total pages:14 page:36 Current total:14)

B The another report is for leave type to see all the leave type.
Fphittend 3.8 - Leave Type Report

Leawve Type Scheme Bemarlks
Busines=z Trip normal
sick =) hrs

13.2.6, START
B START to get the best important report here.
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B Usually, in the attendance system, the best important report is that you want to
know who is late, or who is absence, or who is outside/not at office, or who is
overtime working. And of cause, you should know the detail.

Note: before you start to get this report, you should make sure that :

1, you have already finished the setting for department and employee information.

2, you have already finished the setting about the segment and the shift.

3, you have already finished to check the leave for all the employee if they have.

4, you have already finished to set the roster for all the employee.

5, you have already finished to download (in/out) records to database.

6, you have confirmed the date period and you have selected the employee.

Then you can click the [START] button to get the report that you want.

Fpattend 3.8 - Classic Stylel

Employee

Defined (hr) | Actual (hr)

Department :Finance
1 Monilka 165

Department :Marketing

hans 165
Jane 165
4 Tomson 163

Department : TECH

5 Dawid 168
B MALOE 168

Click to preview stylel

31.4
95
55.3

15.7
3z

2005-01-01---2006-01-31

Attendance Diszplay

Early Late
frrival (hr) | Arriwal (he)

4.5
T.8
4.5

Current page: 1 (Total pages:B page:B6 Current total:30)

In this report, you will see all the employees and all the options which you set.
For example, the report show you the total shift time, and the total working time ,and how

about the late or absent or others.

Early Late Famarles
Departure Departure | Ahzent Chr)
(he ) (hr)
165
L2 11z
B.5 598
.3 itz
L3 L2 140
3.8 125

If you want to see the detail for each employee, you should click the employee name.

The follow is the sample report.

Note:

You’d better to make sure your PC Date format is [YYYY-MM-DD] and Time format is

[HH:MM:SS].

You can configure the setting in Control Panel>Regional Options
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FpAttend 3.5 — BALDE Record 2008-01-01-—-2006-01-31

Attendance Dizplay

Date Roster Read Defined  Actnsl Em_'l}' Lgte Early Late Ahzent | Bemarks
the ) th) Arriwval | mrrival Departure Departure (b ]
(he) (b ) (b ) (b )
1
5 a-15
[09:00-18:00 Shr]
3 . 9—1.8 03522 12505 . . 5
[09:00-15:00 8hr] 17:45 17:56
a-15 05:18 12:04
4 [09:00-15:00 8hr] 12:34 19:05 8 8 T L1
9-18 05:15 12:00
® [09:00-15:00 fhel 12:40 15:27 8 5 4
a-15 05:13 12:01
B [09:00-15:00 8hr] 17:44 19:41 8 g 8 LT
7 05:15 12:01
13:01 17:17
a8
a-15
3 [09:00-15:00 Shr] 8 8
9-18
10 [09:00-18:00 8hr] 8 8
a-15
1 [09:00-15:00 Shr] 8 8
9-18
1z [09:00-18:00 Shr] 8 8
a-15
13 [09:00-15:00 &hr] 8 8
14
15
-15
18 [09:00-15:00 &hr] 8 8
a-15 05:23 12:00
1 [09:00-18:00 Shr] 12:55 18:56 8 8 B -9
9-15 05:27 12:01
18 [09:00-15:00 8hr] 13:10 8 B 4
a-15
19 [09:00-15:00 Shr] 8 8
9-18
=0 [09:00-15:00 fhel 8 8
21
2z
9-18
= [09:00-18:00 8hr] 8 8
a-15
el [09:00-15:00 Shr] 8 8
9-18
= [09:00-18:00 Shr] 8 8
a-15
26 [09:00-15:00 &hr] 8 8
a-15
=t [09:00-18:00 Shr] 8 8
28
29
a-15
0 [09:00-15:00 Shr] 8 8
9-18
A [09:00-15:00 fhel 8 8
Total Hour : 168/Count : 21 25/2T 165 32 4 3.8 128
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14,Security Settings

In the [Options Settings] manual, there are some setting which can be used.
Such as [Security Settings],[Database],[Policy Editor],[Language],[System Log]
Fphttend - [Report=]

Eﬂ Options Setting HE Mana

Security Settings

vy

Databaze

Folicy Editor
Language

Swstem Log

Exit

If you want to set or modify the administrator name and the password, you can select

[Security Settings].
x
I v &

If you can confirm the correct password, you will enter into the setting window as the
following.

® Security Settings i EI
Manager Rights Dept. Applied Remarks
Administrator Head Office T
- —Rights Settings
Administrator: | T e e . ,:,_,,,
Bl I Roster Seftings;  * RAW " Review  Mone
Confirm F'asswurtl Policy Editor; f* R " Review " Mone
Account Type: Manager Scheduler: &+ Ry " Review " Mone
Dept: IHead Dffice j Leave Editor: v Ry " Review (" Mone
Rermarks: ;| Record Reader;  {* RAY " Review (" Mone
| =l IniQLt Editor: o+ R ¢ Review " Mone
Record Reader:  * RAN " Review  Mone
Print Reprots: o R " Review 1 Mone
Security Settings: & RAW  Review  Rone
Database: = R " Review " Mone
Language: = Ran = Review  Mone
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1. In security settings:
e Administrator with Super Manager rights can modify (add, edit or delete) manager and
grant him certain rights to manage all departments or manage certain department only.
¢ Reset administrator password

2. To reset administrator password, double click the administrator in the table. Check
Change password. Type the new password, and then click  to save.

To add new manager, click + button or just enter the detail (default page ready to add new
manager).

3. Click ' to save the new manager.

15,Database Settings

Current Falder Path:

||-|:aPmductsaBF_3sea3sa_snftwarewtendEEadatabasewtend.mdb |

Backup Databaze Switch D atabaze Compact Databaze |

1. Current Folder path is the current location of the database.
2. To manage the database:

e Backup database
Backup database to another location

e Switch database
Switch to another database. E.g.
if few computers (A, B & C) sharing one database:
Take computer A to host centralized database. After installed the attendance
software, go to Database tab, enter new database path or leave it default
location. Share out the database. For computer B & C, go to Database tab,
enter database path point to computer A.
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e Compress database
Database may grow after some while, perform this to compress database.

16,Language

1. You can specify the Language of the software to your preference.

2. You should try to change the Font Name so that the words are correctly.
&8 Options |

Language

English

Font Marme

Arial

4% Options

Language

|.-'1'-.ral:|in:: j
Chineze(Bigh] ~
Equpt Arabic

Englizh

French

Hungarian

Spanizh

= Thai =
i Enrtuguese e
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