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Part 1 Overview

Chapter 1 Function Brief Introduction

Device Operation

This section mainly introduces the way to use Havon Attendance
Management System to manage and set the facial recognition time
attendance device, as well as to transfer data. Only with proper setting, the
system can accomplish successful communication with device, and realize
certain operations, such as staff information upload, download, etc.

Device Setting

Realize operations, such as device basic operations, connection status
control and deletion, as well as retrieve information and settings.
Data Transfer

Realize all kinds of operations, such as device connection status control,
device data download, device data import and export, as well as other

operations to the file and data, etc.

Basic Operation

This section mainly talks about certain basic settings for department, staff
and administrator. Only with proper setting, the system can successfully
retrieve and process all necessary shift schedule and attendance record,
finally printout accurate attendance results and effective report.

Staff Management
Manage settings like add, modify or delete department, or add, modify,

delete, transfer or resign staff; use user id or name to search staff;



Quick Guide

import/export information.
Administrator Setting

To add or delete administrator, modify password or permission.

Shift Operation

This section teaches user to set attendance related shift schedule. For
daily used attendance management work, shift, staff schedule and relevant
attendance rule setting are all needed to be accomplished here.

Period Management

Add, modify, delete or duplicate period, input period name to do period
search, import/export working period.
Shift Setting

Add, modify, delete shift, input shift name to do shift search, import and
export shift.
Schedule Setting

Search staff by department, user id, start and end date, select staff shift
schedule or irregular shift schedule to set shift schedule, delete staff shift
schedule, browse shift schedule usage status.

Attendance Rule

To set attendance rule, including basic information, shift rule, holiday
setting, man hour ratio setting, report calculation item setting and reset to
basic setting.

Records Management

This section mainly introduces the frequently used functions of Hanvon
Attendance Management Software. Daily attendance management work,
such as staff working overtime, leg work or asking for leave, attendance
record inquiry, report print out, etc. can all be done here.

Records Management

Browse attendance records by department, user id and start and end



date, add attendance adjustment, add attendance record etc.
Records Inquiry

Browse attendance records by department, user id and start/end date,
add or delete record, import and export record, do card matching check, do
print preview.
Statistic Report

Browse attendance records by department, user id and start and end
date, preview report and output exported data, set frequently used report
type, browse report and statistics of specific staff by user id or name, set
display item.

Others

Backup / Restore
Execute backup database or restore database operation.
Check for Updates
Checking the most up-to-date attendance management system version
and making auto update.
About
About Havon Attendance Management System factory version,

consulting service, etc.

Help & Guide

Operating Wizard

When first use attendance management system, user can follow this
wizard to do system operation.

Click “Operating wizard”, the operating wizard tooltip will popup as follow.
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r@ Operating Wizard @1

1. Work Frepare

.

X

g |2 &

AddDevic| = | AddDept.| = | AddStaff| = |[AttRuleSet

2. Arrange Operate
3.Att Operate

Lo A

In every step of the operation, for the operation needed to be executed at

present, the system will give prompt by letting the icon in tool bar twinkle
continuously.
For example, when operate the system for the first time, “Add Device”

Add
icon in the tool bar ' F=v== will twinckle, and prompt user the exact position

of operation. After adding a device, “Oeration Success” tooltip will popup.

r@ Operation Success ﬁw

Success add device, you can:

[ Continued add device l [ Add department
Click , move to “Staff managemt” interface, “Add
Add Add

department” icon in tool bar will become twincle P=rait | click Pepait to add
department.

Follow this step and carry out in turn, can finish the system initialize
operation.
Shift Process

Show shift setting process.

In every step of the operation, for the operation needed to be executed at

present, the system will give prompt by letting the icon in tool bar twinkle
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continuously. Follow prompt for each step, can accomplish shift setting
operation.
Records Process

Display record management process.

In every step of the operation, for the operation needed to be executed at
present, the system will give prompt by letting the icon in tool bar twinkle
continuously. Follow prompt for each step, can accomplish record
management operation.

Attendance Adjustment Process

Display attendance record adjustment step.

In every step of the operation, for the operation needed to be executed at
present, the system will give prompt by letting the icon in tool bar twinkle
continuously. Follow prompt for each step, can accomplish attendance
record adjustment operation.

Report Process

Display the process of report generation.

In every step of the operation, for the operation needed to be executed at
present, the system will give prompt by letting the icon in tool bar twinkle
continuously. Follow prompt for each step, can accomplish report generation
operation.

Operation Hint

This section gives brief introduction on every operation interface of the
attendance management system, aiming at help users get to know this
attendance system quickly.

In certain operation interface, click! OperationHinks ,opup operation tooltip,
giving users brief introduction and relevant operation of the current interface.

For example, the prompt operation interface of working period is as

below:
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@ Operation Hint

Feriod is the default employes on—duty,
off-duty time table. After period zetting 1=
completed, 3ou can enter shift management module
and set period for shift combination

Period in use can only be modified, but can
not be deleted.

If not familiar with the owerall operation of
employee scheduling, click “Shift Setting Flow °
under “Help and Wizard” te guide wou finish
employee scheduling.

&

Operation Hint can be moved freely on the desktop by dragging the tittle

bar, and it will be convenient for users to view.

13



Chapter 2 System Installation

Minium System Requirement

Pentium 4 1.6GHz or higher

512MB of system memory or higher
200MB hard drive or higher

TCP/IP port or serial port

800*600 pixels screen resolution or higher

Windows2000 operating system or higher

System Installation

Put the CD accompanying product into the CD-ROM, the InstallShield
Wizard interface will automatically start.

If your CD does not automatically start the installation interface, enter the
“Explorer”, double click CD-ROM directory, and then the program will run.

Click “Install Attendance Management System 7.1” in the installation

interface to start installation program. The following interface will popup:
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InstallShield Wizard

S5

Welcome to the InstallShield Wizard for FaceAtt
7

The InstallShield® wizard will inztall Facedtt 7 on pour
computer. To continue, click Mext.

Mext > | Cancel |

Click Memt >

according to installation program prompt. In the

following End User License Agreement interface click , and the

Choose Destination Location” window will popup.

InstallShield Wizard

Choose Destination Location

Select folder where Setup will inztall files.

Setup will install Facedtt 7 in the following folder.

Ta inztall to this folder, click Next. Toinstall to a different folder, click Browse and select
another folder.

Destination Folder

Browse...

C:\Program Files\Hanwvon\Facedtt

< Back Mext > | Cancel |

=
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Click m to choose the directory for installation file, or choose

M et >

the current default destination folder, then click , and the

“Select Components” window will popup.

InstallShield Wizard [

Select Components
Choosge the compaonents Setup will ingtall.
Select the components you want to install, clear the components you do not want to install
] Description
Facedtt Client 107905 K, Facedtt Server
Space Required on C: 152616 K.
Space Available on C: FIE21104 K.
< Back Mext > | Cancel |

" -

Attendance Management System 7.1 provides Server Side and Client
Side, and allow users to install components according to needs, then click

Next> to begin the installation process.
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- ~

InstallShield Wizard

InzgtallS hield Wizard Complete

SETUP FIMISH PLEASE REBOOT WINDOWS.

% “Yes, | want to restart my computer o,

7 Mo, | will restart rmy computer later.

Remove any disks from their drives, and then click Finish to
caomplete setup.

Finsh | |

After the installation process, click and restart the computer

to accomplish Attendance Management System installation.

Software Uninstall

From “Start” Menu

Hanvon
Faceltt

L Client
@ Data Transfer

L server

&a Uninstall

Hanua ol Indate

Click “Start” menu, open “Havon” folder and then find the “Havon
Attendance Management System” folder.
Open the folder, click “Uninstall”. In the popup window, then in the popup

“Whether uninstall database at the same time” dialogue window click

Yes | MNo | .
or according to your needs.

17



- ™
Confirm File Deletion ﬁ

Do you want to completely remove the selected application and all of its
components?
oK I Cancel
L A

Click to uninstall the program in the file deletion page.

Then, restart the computer to finish Attendance Management System

uninstallation process.

From Control Panel
Click “Start” menu to enter “Control Panel”, then click “Programs” to turn

to “Uninstall or change a program” page.

o=
» Control Panel » All Control Panel ltems » Programs and Features ~ | é¢ )| Search Programs and Features P
Control Panel H .
ariroans Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
) Tum Windows features on or
= Organize v  Uninstall/Change = @
Name B Publisher Installed On  Size Version
[= FaceAtt 7 5/28/2010
[ Hanvon AutoUpdate 5/26/2010
©4 Microsoft Office Excel 2007 Microsoft Corporation 5/25/2010 12062151000
<, NVIDIA Drivers NVIDIA Corporation 4/6/2010 17
55 NVIDLA Phys) NVIDIA Corporation 4/6/2010 120MB  9.09.0814
£ Realtek 8136 5168 5160 Ethemet Driver  Realtek 4/6/2010 1.00.0005
38 Realtek High Definition Audic Driver Realtek Semiconductor Corp.  4/6/2010 6.0.15852
& Snagit9.11 TechSmith Corporation 5/22/2010 619 MB  9.1.1.261
my

Double click “Hanvon Attendance Management System 7.1”. The detailed

uninstall operation is the same as that of ‘From “Start” Menu’.
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Run Software

From Desktop Icon

Double click the icon on Desktop to run Attendance

Management Software 7.1.

From Start Menu
Click “Start” menu, find “Hanvon Attendance Management Software 7.1”
folder in “All Programs”.
Click “Hanvon Attendance Management Software 7.1”.

After the program runs, a login window will appear.

System meds to veri fy
:,Chipo_se Admin Type, and entex

/

.

oo Ve ]
EETE |
Logn
|

WNotice: Initial Username and Password both are: “admin”.

Chapter 3 Quick Guide

The operation examples in this section can help user quickly understand

19



the basic function and usage of Attendance Management System.
Example:
® One FK628 Facial Recognition Device, communicate with computer
through network connection;
® Attendance pattern is very common: start work at 9:00 a.m., end
work at 6:00 p.m., and have two-day weekend,;

® Staff shift schedule and attendance adjustment are both very simple.

&Tip : This software version supports the follwing types of Hanvon
devices: F710, FK605, FK628, FK718, F7, FK603, FK610, FK610 (1400
person), S7150, C330, C230, C220, C210, E352, E350, E350A, E392A,
FK605 oversea version, F710 oversea version, FAOO7 oversea version. If
have new type, please subject to the version of software accompanying
device.

First Time Use

When use Attendance Management System for the first time, it needs to
finish certain basic setting work, such as server setting, staff information
setting, company attendance rule setting, company shift and staff shift
schedule.

Step 1: Setting Server

| to open attendance software server setting window.
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-
@ Thank you for use HanvonAtt7.1 " @

DataBase_Type |FirzBird e ]

DataBaseAddress  (127.0.0.1

DataBaseMame C:\Users\Administrator’\DocumentshHanvon'.Face Aft\Clie

DataBase_UserMName sysdba

DataBase_PassWord =

BE g/ Language [ English = ]

AutoRunNext oK ” Cancel ” TestConnection ]

There are two types of database server: Firebird and Microsoft SQL
Server can choose according to your needs. Among them, Firebird database
requires server side and client side must be on the same PC; while, the
server side and client side of Microsoft SQL Server can be on different PC.

In the database server address box, input the computer IP address which
is the database server conneting with the Attendance System. Then, fill in the
database name, user name and password, and select the language
environment in which running the Attendance Software. After that,

cIick, if successfully connected, a tooltip will popup as below:
Hint [

| Database Connection Successful

If connection failed, error message will appear in the tooltip, and you can
make modification according to the prompt information.

Select “Starts the system when computer starts”, then Attendance
Software 7.1 server side will automatically start when computer starts.

Atfter verify the input is correct, click “OK”, a tooltip as below will popup.

21



o ¥

"“‘ After setting the datat connection confi
' server

ion,need to restart the

g

Click[L] to quit from server side setting; to start the Attendance
system server side it is required to restart MRS.

Step 2 Client Side Connection Setting

Click , it is required to set Attendance System server for the first

time use.

| Welcome to Use Attendance Software 7.
Select data path for the software:

C:wUsers"Administrator.Documents Hanvon'\Face At Client

Server IP: Client 1P:

[0 0 1 [127004 - ok || Canead |

System will provide a default storage path for Attendance Software
database file, or click to choose a data storage directory for the
software in the popup window.

At the same time, input server side IP address and select client IP
address, normally the client side IP address is the local computer IP address
on which Attendance Software is installed. After setting, click,
popup system login window.

Step 3 Attendance Management System Login

Enter the following login interface:
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Y English

System needs to verify
Choose Admin Type, and r U
and Password to login system.

\-/

Choose administrator’s identity. The system has 4 types of administrator
identity: system administrator, attendance administrator, department
mamager and department administrator. For the firs time usage, choose
system administrator operation; after that input username and password in

the administrator login area. For initial setting, system will automatically set

admin” as username and password. Then C|ICk to enter the

system.

After input username and password, you can also change the password.

Clic, and the chage password window will popup.

Admin. password will be changed by

New Password: &-16 digitals and characters

Ezﬁ:::lon: Type the new password again

| coneel |

In the popup change password dialogue box, input new password twice

and click to finish password changing process. Notice: new

password should contain numbers and letters at the same time, the length

23



should be more than 6 characters within 16 characters.

Step 4 Device Preparation
Add device: please refer to page 37 “Add Device”

I‘ﬁ}:l
Enter “Device Operation”, click2=v=| “Add Device” window will popup. In it

please input device name, such as “Device 1”. Select “FK628” for device

type, and fill in device effective IP address. Then click to finish

device adding process.

@ Add device Ié]

Mame: Device1 0-50 digitals and characters.

Device Module FKE05{English version Please select comect

IP Address 182168 1. 254 IP address must be valid, and can not repeat
password: | 0-8 digitals
Password re-erter: | ! Please re-enter the same password again

Set unit organization strucation; please refer to page 60 “Add department”

| aad |
Enter “Staff Management”, click “Head office”, and then click et | in the

toolbar. Input department name in the newly added head quarter branch

column, such as “Department 1”.
Staff information registration; please refer to page 60 “Add Staff”
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®
Click “Department 1” in the department list, and then click's=f_ in the
toolbar. Input staff information in the staff editing window on the desktop
rightside; for example, add a staff whose User ID is “123” and name is
“Mike”.

Mike [ Save ] [ Cancel

Basic Info. |  Other Info. | Shift and tts[!]"

Basic Information

StaffCode |123

A

Hame Nike
Dept | 244F]

Position Manager -
Title Engineer -

Birthday Julp 25, 1888 v| oo 0 oo

Employment |May 24, 2010 « Add

Frivilege General User Template no. (0

ID Ho. 11001453TSSE34568T

Card
Comment o
Contact Information
Telephone Mobile

hddress

frchive Information

Graduation Home

Date Tuly 12, 2008 v | qo- |

Health Marri >

prah o [Health - [single -

If there is other information need to be added in, click “Other Info.” tag,
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and then click Befinelsbel name] |\ o popup New Label window input label

name, such as “Extent Number”; click “Add”, the new label will be
automatically added into the below label list.

Step 5 Setting Attendance Rule

Enter “Attendance Rule Setting“ in “Shift Operation”, the default
attendance rule setting of the system applies to most units, and can be
adjusted on specific terms according to needs.

Step 6 Setting Shift

Period setting; please refer to page 82 “New Period”

%

|
New

Enter “Shift Operation”, click [P=ied| and input period name in the new

period edit window on the right hand side, such as “Period 1”: set start work
period from 9:00 to 18:00, meanwhile, can make other settings according to
the actual situation.

Hew per... Save Cancel

Period Name  Mew period(1)|

0

On Duty Time ~ From |09:00  [&| To [18:00 |8
| Must Signin

Ahead2 +1 Hours|D %1 Minutes, start on duty sign in
V| Must Sign out

Delay 2 + Hours 0 2| Minutes, finish on duty sign in

I |~ | Change the colour of this period

This period is not used by any shift, entry Shift Setting
Start shift information Setting

Shift setting; please refer to page 87 “New Shift”
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=]
New

Enter “Shift Setting”, click shft | input shift name in the new shift edit

window on the desktop rightside, such as “Shift 1”: check one or more
periods from the selectable period list to add it/them into the corresponding
shift.

Newshi £t (1)

Shift Name ~ Mewshift(1)
Shift Type Nomal Shift Vacation Public Holiday
Shift Information | Attendance Rule |

Perodicty |5 = Unit

Select Shift Period

Workday | | Weeke | [ SelectAl | [ UnselectAl | [ inverse Seiection

01 23 456 78 91011121314151617 18 19 2021 22 23 24

[EMe. 10
[FMe:2D .
[INo.3D
[FNo4D
[C1Mo.50 .

Selectable period

[E1Mewperiod...(09:00-18:00) [C] Mewpericd...(00:00--08:00)
[ Newperiod...{00:00--01:00)

Select “Attendance Rule” tag, can make auto work overtime and absence
setting.
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| Shift Information | Attendance Rule

Auto Work Overtime Setting

V| After Work |30 % Minutes later to sign out, labeled as work overtime

Start to calculate work overtime immediately after wor

Audit auto work overtime status {Audit "Uncertain” tem "Record Manage"

Absence Setting
Absence Over |2 % Hours |0 ~! Minutes . labeled as Half-Day Absence

Absence Over |4 2| Hours |0 2| Minutes .labeled as All-Day Absence

Step 7 Shift Schedule Setting

Shift schedule setting; please refer to page 101 “Schedule Setting”

Enter “Schedule Setting”, choose corresponding department from the
toolbar, such as “Head office”, set start date and end date; if want to set
certain staff, input User ID or name in the User ID/Name box, such as “Mark”,

E4

|
Search
click s | to list the information of that staff. When User ID/Name field is

blank, search result will be all the staff of the department.
Regular shift schedule:

&

| £ |
Select one or more staff, click Sc in the toolbar, select “Normal Shift
Schedule” or “Smart Shift Schedule”, select one shift in the corresponding

shift list, and then click “Add Shift” to finish add shift schedule process.
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-
5l Employee Shift

==

Department | RDCenter

&)

Currently shift information, total choose 1 user 2010-05-01 to 2010-05-31 included 1 shift information

User ID/Name Search
Total 1 users

Departmert  User ID Name:

RDCenter 1 Mike

Department  User ID Name Shift Name Shift Type Shift Start Date  Shift End Date

Shift.
Shift Start Date 20100501 [Ehg Shift End Date 2010-05-31 [EAd

() MNomal Shift (@ Smart Shift : Smart Shift base on Normal Shift

ewshift(1 Newshift(1
fevshift(1 Newshif(1

Default Shit in Smar Shift

E—

Irregular shift schedule;

Irregular

Click sdediel jn the toolbar, and conduct staff search in the popup irregular

shift schedule window.
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(@ Irregular Schedule Ié

Department |RDCenter |*| StartDate|2010-05-01  |#| é& g

User ID/Name | Mike EndDate |2010-05-31  |v || Search Close
Window

Unregular Shift

Department employee list[1] " 2010-05-01~2010-05-31 Emplaoyee schedule

Department User ID Name Sunday Maonday Tuesday Wednesday | Thursday Friday Saturday
e N [N =zl e

Newshift(1)

It

2 3 4 5 [ 7 8
Mewshift(1) || Mewshift(1) || Mewshift(1) || Mewshift(1) || Mewshift(1) | Mewshift{1) || Mewshift(1)

9 10 11 12 13 14 i5
Mewshift(1) | | Newshift(1) || Newshift(1) || Newshift(1) || Mewshift(1) || Newshift(1} || Newshift(1)

16 17 18 19 20 21 22
Mewshift(1) || Mewshift(1) || Mewshift(1) || Mewshift(1) || Mewshift(1) | Mewshift{1) || Mewshift(1)

23 24 25 26 27 28 x| .
[

Mewshift(1) | | Newshift(1) || Newshift(1) || Newshift(1) || Mewshift(1) || Newshift{1} || Newshift(1)

Shift Operation Hint: (%) Shift Schedule-Morth View ) Shift Schedule-Day View
You can choose the date above, and then double dick the following shift information.

Hewshift(1) Fewshift(2)
Period mmber (5) Period mumber (T}

Select the staff needed to be conduct shift schedule; the staff shift
schedule calendar shows all the date ready for selection. Each date is
displayed as a box, which support individual shift schedule for everyday. The
method is: select a date first, then select one shift schedule in the shift list at
the lower side of the window, double click this shift schedule to finish staff
shift schedule through date selection, and shift will display as a different color
strip after shift schedule succeed.

Shift schedule table has two display types: “Shift Schedule Table —
Month View” and “Shift Schedule Table — Day View”, and can be choosed

according to your needs.

Finish Up to this step, finish the basic setting of Attendance Management
System for the first time, and can satart to check staff work attendance as

well as do other routine work like processing attendance record.
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Records Management

The main function of daily used Attendance Management System is to
conduct statistic on attendance records according to attendance rule and
shift schedule situation after receiving attendance records from device, and
to generatef effective attendance results regarding attendance adjustment in
attendance period. The operations mentioned above can all be found in the

“Help and Guide” menu listed on navigation bar.
Step 1 Records Adjustment

In “Records Management”, can preset staff work overtime, ask for leave,
business leave, extra shift, compensatory as well as other attendance
adjustment matters, in order to do later stage record processing.

Suppose staff Mark Johnson had one day overtime on Jan. 9™ one day

of the two-day weekend, and had a casual leave on Jan. 26

Select “Department 17, select “2010-1-1” for start date and “2010-1-31”

5!

[ check |
for end date, clickR==rd!  the shift schedule table will display all the normal

shift of staff Mark in that month.

We can see that Jan. 9" in the table is one day of the two-day weekend,

& Add Adjustment|

click ! , in the popup attendance adjustment window, adjust

attendance type to work overtime, set adjust date from2010-1-9 to 2010-1-9,

Adjust | to

work overtime start time is 9:00 and end time is 17:00, click!
accomplish work overtime adjustment.
Jan. 12" is a normal working day, click “w AdAGUSTERt] i he nopup

attendance adjustment window, adjust attendance type to casual leave, set
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adjust date from 2010-1-12 to 2010-1-12, work overtime start time is 9:00

0K

and end time is 17:00, click ! ' to accomplish casual leave

adjustment.

After the adjustment to the above two days, the attendance results will
display as below:

=

|| Attendance Record Change | Personal Attendance Recard Adjustment by Monthly |

Depart. StaffC. Name 1 2 3 4 5 6 7 8 3 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 79 30 31

RDCe.. 1 Mike [ ] ]

Step 2 Records Download
Records download; please refer to page 47 “Download Records”
Enter “Data Transfer”, after successfully add device, select device,

A3
|Can::ct|
click eeviee | the device will be connected automatedly under good network

connection, and the connection status will change to “Connected”.

. |
=
Download

Select device, clickR==rd= | jn the toolbar, successfully downloaded device

records will display in the real time monitor table.

Step 3 Search Attendance Record

Enter “Records Inquiry”, select department, such as “Head office”, set
D

|Search
start date and end date, click , all the head quarter staff information will

be displayed in the following list. If it is required to search certain people’s
attendance record, input User ID or name in the User ID/Name text box, for

example, input “Mark Johnson” to search his attendance records.

Step 4 Generate Statistics Report
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Select “Head office”, record start date is “2010-1-1” and end date is
=4

st

“2010-1-31", click [Recod!, start to process the attendance records in this

month.

Parsons Dty Repart Mo Deprimens Statstis Report | Leave and Vacaton Repart | Overtime Wark Report. | Personal Vacation Stasstis Repart

— [ Fl Shift Attendancs Bacord  Valid Muctemrs | Late Luwvs Barly | Ovarting Verk Lagrark | Vaestion | Adjusteest of rest

ke 2DM0-05-03  Fewshifr i)

Hsmee

ke 2010-05-10
Mike 20100511
ke 2010-05-12

SL@lay)
50
= uos

50
ke 00521 Heeshift (1) 09:45-18°05 50

M 0052 Nehanil) T

System will display the whole deparment’s current month attendance
records processing results with different color and signature according to
normal or abnormal status.

In staff Mark’s record, the date Jan. 7" he worked overtime and the date
Jan. 12" he had casual leave are displayed in corresponding color. The
attendance record also shows that on the date Jan. 15" he was absent: the
first attendance record of that day was at 8:29, but had no sign out record, so

the whole day is recorded as absent.

reart |
port
Select the report need to be generated, and click Prevewl in the toolbar,

the system will display the report preview according to processing results,

which will help you check whether the report contains slip.

IF
CIick|‘='I | in the preview window toolbar, and print out the report.

Step 5 System Backup

Select “Backup/Restore” in “Others” menu, in the popup “Database
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Backup and Restore” window cIick, the “Save as” window will

popup to let you select storage directory. To complete the system backup

process, save the file with the suffix .fbk.

Finish Up till now, the routine attendance management work is
finished.
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Part 2 Basic Setting

Chapter 1 Device Operation

The main function of Attendance Management System is to conduct
attendance statistics based on the attendance records received from device.
Therefore, to obtain the entire attendance management function, you need to
register the information of Hanvon Facial Recognition Device you purchased.

This software version supports the follwing types of Hanvon devices:
F710, FK605, FK628, FK718, F7, FK603, FK610, FK610 (1400 person),
S7150, C330, C230, C220, C210, E352, E350, E350A, E392A, FK605
oversea version, F710 oversea version, FAOO7 oversea version.

@Notice: If have new device type, please subject to the version of
software accompanying device. Normally, the up-to-date software version

supports all the up-to-date types of device.

Device Setting

In the navigation bar, click “Device Setting” to enter device management

interface and display all the added devices in the list.

Device ID  Device Name Connect Status Connect Mode  |P Address Device Module User Capacity  Storage Status  Admin Mumber  Firmware

1 FKB05 Not connected ~ Network 173.16.0.109 FKAD5(English version) Empty
2 FK710 Not connected  Netwark 173.16.0.114 F710(English version) Empty
3 FADD7 Not connected  Network 173.16.7.193  FADD7(English version) Empty

Device Connection Method

Network connection and USB flash driver (using USB flash driver to

transfer data) are two modes for device to connect with PC.
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Which connection mode to adopt depands on the using environment of

device.
Network Connection

LAN Connection

Connection Mode: through network cable, connect device and computer
with LAN individually.

Applied Environment: apply to the environment having LAN, with which

multiple devices and computer can canconnected.

Usage Setting: in the device and manamgent system, set communication
mode as network connection with the same IP address.

Usage Characteristic: has comparatively fast transfer speed.

Point-to-Point Connection

Connection Mode: through network cable, connect device net opening
with computer net opening directly.

Applied Environment: apply to computers having networkcard (no matter
connected to the Internet or not), at the same time connect with one device
whose physical location is close to the computer.

Usage Setting: in the device and manamgent system, set communication
mode as network connection with the same IP address.

Usage Characteristic: has comparatively fast transfer speed.

USB Flash Driver (using USB flash driver to transfer data)

Connection Mode: use USB flash driver as data transfer media, transfer
data between device and PC.

Applied environment: when device can not conduct network connection
with PC, can choose to use USB flash driver (using USB flash driver to
transfer data) mode.

Usage Setting: when need to import data into PC, first import device data
into USB flash driver, then import the data on USB flash driver into PC; if

device need data import, first import PC data into USB flash driver, then
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import the data on USB flash driver into device.
Usage Characteric: data transfer can be conducted without network

connection.

Device Management
Add Device
I‘.;\“él
Add
Click'®==] in the tool bar, add device window will popup which allow you

to input information.
@ Add device &J

Name Device 1 0-50 digitals and characters

Device Module: FKBO5(Englsh version ~ Please select comect
Connection type: Network -

IP Address: 173.16 . 4 12 IP address must be valid, and can not repeat

password: 0-8 digitals
Password re-enter. Please re-enter the same password again.
i Add I ‘ Cancel |

Device Name Give device a easy to recognize name, which should be
less than 50 characters (equals to 50 digitals and characters).

Device Module Choose the device type need to be added.

Connection Type Net mode applies to network connection mode; USB
flash driver (using USB flash driver to transfer data) mode apply to no net
opening local data transfer mode.

@Notice: Please make sure device connection mode and specific
parameters are in accordance with the communication mode set on the

device.
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“Network Connection Method”

Connection type: Network -

|P Address: 173 .16 . 4 124

IP Address When using net opening mode to communicate, need to
input device IP address. For your specific IP address, please consult with
your unit network administrator.

Communication Password Input the password of device which needs to

be connected.

&. Tip: Only the device of C, E, S series can be set with
communication password, if add device when connecting general devices

this option is not available.

Modify Device

%

ey
. . IMOdifyl . . . . .
Select one device, click2=v=! in the tool bar to modify device information

in the popup modify device information window.

The operation of modify device is as same as “Add Device”.

Delete device

i
[ [
Delete
Select one device, click'Pe¥ice | jn the tool bar, and then click in

the popup delete confirmation window to delete selected device.

&. Tip: When add, delete and modify device, do not need to connect
device, you can set proper connection mode according to the concrete

situation when need to connect the device.
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Device Connection

Connect Device

o
L Y
s

| 2 |
Connect

Select one device, click' P | jn the tool bar, build conncetion for
unconnected device, after getting connected, the connection status will
change to “Connected”; the status of already connected device will not
change.

All the operations according to device in the Attendance Management
System need to be conducted on the premise of ensure device is reliable
connected with computer.

1. Make clear the connection mode between device and computer;

2. Make sure the device information, especially device number,
connection mode and parameters, is in accordance with device
settings in the Attendande Management System; it also needs to be
in accordance with acturally adopted connection mode;

Make sure device is reliably connected with computer;
Make sure device is starting up and in the standby status.

Possibility of Failure Connection
If device fail to connect with computer, the possible situations are listed
as below, please check with it:

1. The device information in Attedndance Management System is not
agree with the real device or the real connection situation;

2. Device is not connected with computer correctly, or there are
problems on connection;
Device does not start up;

4. Device is in the administrator administration status;
If using LAN connection mode, interial network may be blocked,
please consult with your network administrator.
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Disconnect Device

o
Disconnect

Select one device, click_B=ie | jn the tool bar, break down the connection

of connected device, the connection status then will change to

“Disconnected”; the status of unconnected device will not change.

Refresh Device

Refresh
Select one device, click [b=vc=| in the tool bar, device status will

automatically update to the up-to-date status.

Delete Operation

Before operate the device, please make sure the device is reliably
connected with computer.

Del. Al Records

T

O
Del.All
Select one device, in the tool bar clickRecerds| and then cIick
in the popup clean up confirmation window to clean up all the attendance
records in the device.

WNotice: Records in the can not be recovered after clean up; please
make sure the attendance records have already imported into the

management software.

Delete User

&
Delete

Select one device, in the tool bar click “s=" |, the delete users window will

popup.
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' ™
@ Delect employee in device . E@g
.‘& £ 8 (] —1
R S ey Staff Code:
& & &8 i =
Connect Disconnect Refreash 'y Search specified employee Search all Close
employees window
Connect stahis Search emnloves > Search ... » Close... »
Device ID  Device Name Connect Status Connect Mode  IP Address Device Module  User Capacity
4 Connected Network 152.168.1.139 E350A
4 | [ C

User Information

Use.. Name Device ID  Device .. Temp.. Attenda... il
fess 14 | |18 [Face |

1968 4 18 Face

1977 4 18 Face

1583 4 18 Face E
2555 4 18 Face

2089 4 18 Face

1722 4 18 Face |
2031 4 18 Face

1955 4 18 Face

2847 4 18 Face

2833 4 18 Face

2926 4 18 Face

2613 4 18 Face

1573 4 18 Face ‘_

\ v

In the User ID box input User ID, click | »Ssrenseffbylsed) 1 o4q
@&
+3
Search

according User ID into the staff information list, or click 5= to import all

the staff in the device into staff information list.

Select one or more staff, cllck, and then click in

the popup deletion confirmation window to delete selected users from
device.
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Oter Operation

Before conduct device operations, please make sure device is relabily

connected with computer.

Device Info.

] -
1
Device

Selecte one device, in the tool bar click! "fe- | and the load device

information window will popup. This window will display basic information of

device. Click , capacity information, product information and

network reset information will display in the corresponding place.

@ Read Device Information 8 s @
Total choose 1 device
Device ID  Device Name Connect Status Connect Mode  |IP Address Device Module User Capacity Storage Statu
4 E350A Connected Network 192.168.1.199 E350A
4 1 +
Capacity Information Product Information
Login Person Mumber: 26 IP Address: 192.168.1.199
User ID 500 Mask: 2552552550
Mumber of Record: 178 Gateway: 192.168.1.1
Record Capacity 100000 MAC Address: 00-0C-5B-00-A3-14
Mumber of Photo: Product SN: 8121010040000018
Phota Capacity Version: 3.000.050
Reset Network
IP Address: 192.168 . 1 . 199 Password:
Subnet Mask: | 295 .285 255 . 0 Password Again:
Gateway: 192.168 . 1 . 1

Setting

&Tip: Only C220, C230, E350, E350A, S7150A, etc. types of device
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support network reset operation; for other devices, after load device

information, the content of “Network Reset” can not be modified.

&Tip: If select multi devices, then the system defaultly load the first
device’s information.

Device Setting

i
Device

Select one device, in the tool bar click's=tira/| the device setting window

will popup.

(@ Device Setting —— - — )
Total Choose 1 Device

Device ID  Device Name Connect Status  Connect Mode  IP Address Device Module  User Capacty ~ Storage Status  Admin Number  Fimware

4 E350A Connected Network 192.168.1.139 E350A 26/500 178/100000 1/8 3.000.050

Automatic Download Attendance Record | Synchenize Device Time | Clear Mk

7 Atontc Download  Dowrload Se

Set Time

| Advance Function

@ Time Point Download

Time1: |7:00 18 Time2:  |12:00 8 Time3: _: S Timed:

; s
i (&l
© Downlaod Interval

Start Time: End Time: Interval

Automatic Download Attendance Record

Select “Automatic Download”, and then select daily in “Download Period”
dropdown list.

In the below time setup box select “Time Point Download” or “Download
Interval” mode.

“Time Point Download” mode need to set 1 to 4 time points, then on the

corresponding time point the system will automatically download records.
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“Interval Download” mode needs to set start time and end time as well as
the download time interval.

For example: set start time as 7:00, end time as 20:00, interval as 2:00,

then the device will automatically download records from 7:00 every 2 hours

and stop doing it till 20:00 every day.

&Tip: When conduct automatically download attendance records for
one device for the first time, since the device need to acquire a considerably
long period attendance records, the download speed will be slow, please wait
with patience.

Synchonize Device Time

There are 2 types of sync mode ready for choose: auto sync mode and
manual sync mode.

Check “Turn on/of Automatic Synchronzation”, you can select every day,

one time point of every week or every month to auto sync device time, after

setup click to accomplish auto sync setup.

CliCk' Synchronize manually

|, tooltip will popup and prompt that device time

has already synced to currenct time, and then click to

accomplish manual sync time setup.

Clear Management
Clear device records, please refer to page 40 “Del. All Records”
Clear device user, please refer to page 40 “Delete User”

Clear administrator

. Clear Device Administrat . . . . .
C|ICk, in the popup clean up confirmation window click

to clean up all the device administrator information.
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WNotice: The records in the device can not be recovered if clean up,
please make surethe administrator record has already been imported into
management software.

Restore Factory Settings

Click then click in the popup restore

factory settings confirmation window. All the data in assigned device will be
clean up and it will be initialized to factory default status.

W Notice: Initialization operation will clean up all the data in the
attendance device, and it will unable to be restored, please take this action
carefully.

Advanced Function
Upload Users List

Upload Staff Code and
Name

Click ‘ in the popup “Export User-List to All the

Devices” window, select “Add Manually” or “Add from File” tag.

Add manually: input corresponding information in the user ID and name
box, click “Add” to add information into the following User ID List.

Click, selected information will be sent to the device.

Add from File: clickl #2925 | in the opening window select file and click
“Open”, then click “Add”, corresponding file name will be added to the Users

List. Click, selected information will be sent to the device.

& Tip: Successfully uploaded User-List can only be used by
administrator for checking User ID and corresponding name when operate
staff records on the device.

Restart Device
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. Reset Devi . iy .
C|ICk‘ e R to restart facial recognition device.

&Tip: Only C220, C230, E350, E350A, S7150A, etc. types of device
support this operation, if need to conduct the operation please select correct
device type.

Update Firm Ware

Upgrade Firmware

CIick‘

to conduct firm ware update operation for

terminal device through network.

&Tip: Only C220, C230, E350, E350A, S7150A, etc. types of device
support this operation, if need to conduct the operation please select correct

device type.

Data Transfer

In the navigation bar, click Data Transfer” to enter data transfer interface.
The tool bar will show as below:

;i;{ % ,é‘i StartDate| 2010-05-01 || ? @ = ‘: & I?é:. l.'t F;l

Connect Disconnect Refresh  End Date |2010-05-24 |+ | Download Dawnload Browse Import  Export Import Export Data File
Device Device  Device Records Images Images UserData User data Admin Data Admin Data -
Device Connection Device Data Download Device Data Import/Export Data File

Device Connection

Connect Device
Please refer to page 39“Connect Device”

Disconnect Device
Please refer to page 40 “Disconnect Device”
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Refresh Device
Please refer to page 40 “Refresh Device”

Device Data Download

Before download device data, please make sure the device is reliably
connected with computer.
Set start date as 2010-2-1, end date as 2010-2-24, then can conduct the

following operations:

Download Records

T

. . |
1 . 4 |
Download

Select one device, click Rewerds | after download the download records will

be displayedinthe realtime monitor window.

Download Images

Download

Select one device, click! m=e== | download process window will popup,

after download another tooltip will popup and ask whether turn to browse
security images interface. Click “Yes” to open browse security images
window; click “No” to quit. For more operation, please refer to page 47

“Browse Images”.

Browse Images

Browse
Clickmag=s | open browse security images window, click® before device

to open each storage directory of the device.
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(@ Browse security Images - =TS

Directory of security images (5/1/2010to 5/24/2010)

Shl==

Can set the image number and size displayed on each page according to

J

the total image number, after setting it will come into effect at once;

click[ Net | or[ Frotous | to turn to next or previous page, cIick

to close browse security images window.

Before download device data, please make sure the device is reliably
connected with computer.

Import User Data

&

Select one device, clickU==rbatal to popup import user data window.
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(@ Import User Data = | Bl eS|

< < <2 y —

A A5 A srow _

ey A R g b4
Connect Disconnect Refresh 'y, Search specified staff code Search Close

Device  Device  Device all Users Window

Connect Stahis Search llser in Device » Searchallll.. > Close... »
Device D Device Name Connect Status  Connect Mode  IP Address Device Module ||| @peration Log
2 Connected Netwark 173.16.0.109 S7150A Order N... Operati.. Operati
1 No.2d.. 2010403

< i v

User Irformation Local User

Total 1 User
Uss.. Name DeviceID Device.. Temp.. Recogni Total [1] department  Total [1]staffs Select[D]staff

o
7S N P I KT o Dopsimemt  Stetfods Mo
T RDcenter RICenter 1 il
Download to LERAS
cal
Database
< n + 4 Lil} +

Connect Device; please refer to page 39 “Connect Device”
Disconnect Device; please refer to page 40 “Disconnect Device”
Refresh Device; please refer to page 40 “Refresh Device”

View Staff with Device Specified User ID

Select device, input User ID in the User ID box, such as “3”, then

click | Searchspedfiedstaffcode|  the query will be conducted, and the staff

information whose User ID is 3 will be displayed in the staff information list.
View All Staff in Device

LJ',
Search
Select device, and click/@Users| to |ist all the staff information in device.

In device staff information, select one or more staff (use Shift and Ctrl to
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Download to
Local

conduct multiple choice), click Detabase | save selected staff to local

computer, and the staff imported from device are all placed in “Unassigned”.
Local Search
In the local user window, input User ID or name in the search box, such

as “17, click to accomplish search process, then the staff whose

User ID or name contains 1 will be displayed in the information list.

Close Window

®

|
Close
ClickWndow| to close “Import User Data” window.

Export User Data

-

|
Export
Select one device, then click!U==rd=ta) and select staff in the popup export

user data window. Can input User ID or name in the search box to search, or
after select department in the department list search staff according to
department, then select staff and click “Upload”; therefore, start to upload

and the upload process bar will popup.
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[S)

p
@ Export User Information to Device:

FK628 (Dev ID: 5);

Choose User
Total [0] department Total[l]lstaffs Select[0]staff
oy
FE Department StaffCode  Hame Dewice Model
i RDCenter
BERAS RICenter 1 Mike Hone

After upload, the popup window will prompt export results;

click to finish the whole process of export user data to device.

("Hint = |

| Export 2 employees to device 5, 2 data successful, 0 data failed
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Import Admin Data

s

Import

Select one device, and then click AdmnDsta

adiministratior data window.

to popup the import

s M
(@ Import Administrators’ Data o
. . —_—
6 g} Admin, Code: | Input Admin. Code d ﬁ
Connact Disconnect Refresh h Search specified administratar's code Search all Close
Device Device Device Administrators | Window
Cannert Gtatis Search |l icar in Navics s Gearchallll 5 Claca s
Device D Device Name Connect Status  Connect Mode  IP Address Device Module || Operation Log
2 Connected Netwark 173.16.0.109 571508 Order ... Operati... Operati...
1 No.2d.. 2010403..
< M »
Administrator Information Local Administrator
Total 3 Administrator Total 3 Adms
User ID Mams Type Device Type User ID Name  Administrato... Device ..
1741 Mke. Advanced  STI50A
[16 [owe.. | 16 Owe... Advanced 571504
me 11116 Baky.. Advanced  S7150A
Download to
Local
Database

Import administrator data operation is the same to “Import User Data”,

please refer to page 47.

&Tip: Only C220, C230, E350, E350A, S7150A, etc. types of device

support this operation, if need to conduct the operation please select correct

device type.
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Export Admin Data

[ )
t
Export
Select one device, clickadmnbatal to popup export administrator data

window.

@ Export Administrato Information to Device @

Selected Device: 571504 (Dev 1D: &)

Local Administrator

Total 4 Adms

User ID Name  Administrato... Device ...
1741 Mike... Advanced 571504A
16 Owe... Advanced 571504A
116 Sam... Advanced 571504
11116 Baky... Advanced S7T1504

=

" o

Export administrator data operation is the same as “Export User Data”,

please refer to page 49.

&Tip: Only C220, C230, E350, E350A, S7150A, etc. types of device
support this operation, if need to conduct the operation please select correct

device type.
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Data File

Import Record from USB Flash Driver

Before conduct this operation, must make sure USB Flash Driver has
already been installed successfully, and at the same time had relevant record
file in it.

m\

Data File
Clickl_—~ 1, then in the open dropdown menu click “Import Record from

USB Flash Driver’ and the corresponding window will popup, in which
searched file information is listed.

r@ Import from USE Memory [&Jj

1 Please choose the device id which match with donwload file.
2 Choose file, Click ‘download record’, import this file to local database.

Scan out 1file information

File Name Device ID Create Time File Size  File Fath
H:ATIME439.TXT 201005311328:10 994bytes H2\
L

. -

Click the dropdown box under the “Device ID” column tittle which has red

chararcters “Please Select” in it, and select Device ID in the dropdown box

for the file, then click to popup import results, finally
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click to finish import process.

Import User Data from USB Flash Driver

Before conduct this operation, must make sure USB Flash Driver has

already been installed successfully, and at the same time had relevant record

file in it.

Clickl~

£

Data File

, then in the dropdown menu click “Import User Data from
USB Flash Driver”, corresponding window will popup.

In the file information list searched, select corresponding Device ID for

the file, then select that file and after click

Check all User in File

P
that file’'s
user data will display in the user data window.
(@ Import Information from USB Memory = e
Operate Log
Check all Userin File Order N... Operation... Operati...
1 Successf 2010-05.
Scan out 1file information
File Name Device ID  Create Time File Size File Path
HMUSEREt 6 2010-05-24 16:52:31 138666 bytes  HA
User Information Local User
Total 2 User
Use.. Name  Device ID Device.. Temp.. Aftend Total [0]depattment  Total[2)staffs Select[0]staf
T
1741 Smon 6 S7150A 18 Face i iﬁfﬂam Department StaffCode  Han
11118 6 571504 18 Swipe P RICenter 1 niy
DDW"‘DEId to KlCenter 11116
cal
Database

[0

< i
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Download to
Local
In the user data list, select one or more staff and clickl %22 | the

selected staff data will be downloaded to “Unassigned” list.

Import Admin Data from USB Flash Driver
Import admin data from USB Flash Driver operation is the same as

“Import User Data from Flash Driver”, please refer to page 53

Import Record from File
[l
|DE;Fi|E|
Click—~ I first, then click “Export User Data” in the dropdown list, select

the file needed to be import, and then cIick, Device ID window
will popup.
r@ Device Number Setting &Jw

Please choose the device |0 for imported files

Import Cancel

5 .

Select one device in Device ID dropdown list, cIick to start

import process. After the import process, a window with export results will

popup, cIick to accomplish the entire file import process.

Import User Data from File

£
|DE;Fi|E|
Click—~ 1, in the dropdown menu click “Export User Data”, in the open
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window select the file needed to be imported, and click to open

Device ID setting window. After select one device, cIick, the

import user data window will popup.

@ Select import employee information - @
User Information Local User
User ID MName Device Name Temp... Devi Total [0] department TetelZ)elEo Selloat T
- 9
1741 syis0a (18 [8 | ?D’C’fjw Department StaffCod
11116 571504 13 6 RN S RICenter 1
RlCenter 11116
Download to
Database
< 11 ’ “ 11 3
L.

Datab
In the left side select staff, click - selected staff will be

downloaded successfully to “Unassigned” department. Click to

exit import user data window.

Import Admin Data from File
Import administrator data from file operation is the same as “Import User
Data from File”, please refer to page 55.

Export User Data

| )

Data File
Clickl—* 1, click “Export User Data” from the open dropdown menu,

export user data window will popup.
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r ~
@ Export employee information - &J

Choose User
Total [0] department Totall[2]staffs Select[1]staff
A
L Departnant Stafffode  Hame Devi ca Model
i RDCenter
LERAR RDCenter 1 Mikce Hone

il

Input User ID or name in the staff search box to search, or search staff by

select department, select the staff needed to be exported, click,

select export file storage place in the popup browse folder window,

. oK .
C|ICk to accomplish successful user data export.

Export Admin Data

| )

Data File

-

Click , in the open dropdown menu clike “Export Admin Data”, and

then popup the corresponding window.
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' ™y
@ Export administrator data u

Local Administrator

Total 4 Adms

User ID Name  Administrato... Device ..

Next l l Cancel

e S

Export administrator data operation is the same as “Export User Data”,

please refer to page 51.
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Chapter 2 Basice Operation

Staff Management

In the navigation bar click “Staff Manage” to enter staff management

interface, display the entire already added staff list.

7 ., Q
£+ Modify Dept s & Modify Staff i - W N
& [ 4] @ 2 { Seach = S
Add Add gy Delete Staff Transfer Resgn  Shiftand } Import Export
Depart. Staff Attendance Rule - -
Department staff Search Import/Export
Total [2) deparment Total[2]staffs Select[1]staff
yre
& ?DE’EEE StaffCode | Hame Gender Employment Date Telephome Mobile Device Model
= RDCenter
Dt I S TR
H 1116 Wale  5/24/2010 FB26

*- HardwareDepart.
- BIRAR

Select department in the department list, staff list will display the staff
information of selected department.
Click “Unassigned”, the staff list will display staff without department

attribute.

Department

Add Department

| Afl
Click one selected department, such as Head office, clickPee=t| in the

tool bar, at this moment a branch will be added under head quarter’s lower
level branches, and the department name will be in editable state. In the edit
window, input department name.

Department should be less than 20 characters (10 Chinese characters).

@Notics: Department Name is a required field and must be filled in,
otherwise can not save.
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Modify Department

After select one department, click# MedifYDept| iy the tool bar, or double
click that department, input department name needed to be modified in the

modifiable edit window.

Delete Department

% Delete Dept|

Select one department, click ! in the tool bar, then

cIick in the popup deletion confirmation window to delete that

department and all the lower level departments.

When delete department, system will prompt that delete all the staff of the
department or move them to “Unassigned”, please make selection according
to your needs.

Upgrade

o

[
Upgrade
After select one department, click in the tool bar to upgrade that

department to the upper level directory.

WNotice: It is forbiddened to upgrade first and second level department.

Degrade
Iy

Lo

| |
Degrade
After select one department, click in the tool bar to degrade that

department to the lower level directory.

WNotice: It is forbiddened to degrade department without lower level
departments.
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Staff

Add Staff

There are 3 methods to add new staff:
1. Add staff directly;
2. Import staff from device;

3. Import staff from file;

Add New Staff by Direct Input

©
Add
When view one department, click's=f | in thetool bar to add staff to

current department, then the staff information column at the right side of the
window will be in editable state.
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Mike [

Save ] l Cancel

Basic Info. |  Dther Info. |Shift and htte[*[®

Ba=ic Information

StaffCoede 123 =
Hame Milke

Dept | E44F]

Gender (Male -
Fozition Manager -
Title Engineer -

Birthday Tuly 25, 1934 -
Employment May 24, 2010 -
Priwilege General lser

I0 Ho. 11001453TS56345657

Comment

Contact Information

Telephone

Address

frchive Information

Photo less than IM

Template no. 0

Card
Ha.

Mobile

Gradustionpny 12, 2006 v | pome | |
Health Marri
Condition Health v] age [S1ngle v]

Baslic Information

User ID User ID is a number, value range is 1- 99999999. When

add new staff, system will generate a User ID automatically, which can be
modified and input manually.

Name Staff name should be less than 250 characteristics (250 Chinese

characteristics).

Department
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System will generate department defaultly according



to the department viewed when adding staff.

Gender System default value for gender is unknown, can be selected
from the dropdown list.

Position System default status is blank, can add through manually
input and select from the dropdown list.

Tittle Setting method is the same as Position.

Date of Birth System default value for it is the date when editing
thestaff information, click dropdown menu to modify and select, or modify it
by input year, month and day individually.

Employment Setting method is the same as Date of Birth.

Privilege Obtained from device, can not be edited.

ID No. Input ID Card number, the maximum length is 18 characters.

Card No. The maximum card number length is 20 characters.

Comment Input personal comment information.

Add Photo Click\L/ to add photo for staff, it supports less than 1M

photo file. Besides, can clickw to delete the photo added.
Contact Information

Telephone Field maximum length is 20 characters.
Mobile Field maximum length is 20 characters.
Address

Archive Information
School Input corresponding information manually.
Graduation Date Setting method is the same as Date of Birth.
Health Condition Select from the dropdown list.
Hometown Input corresponding information manually.
Marriage Select from the dropdown list.

WNotice: User ID is required to fill in, without it can not save.
Other Information

defi
Enter “Other Info.” tab, Clickli/, in the popup customized field

dialogue box input field name, such as Medical Insurance Number,
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cIick, then the field will be added into the field name list

successfully.

r@ Define Label Name @1

Label Name
Hospitalizationg MNo.

Note: ‘Label Name' will be
used for all the staff ’ oK ] ’ Cancel ]

5 S

Select field name, click “Rename”, and input the new name for the field in

the popup rename dialogue box, cIick to accomplish field

rename process.
Atfter the field be successfully added into the “Other Info.” list, can edit
corresponding information of the related staff.
Shift and Attendance Rule
Please refer to page 67 “Shift and Attendance Rule”.

Import Staff Data from Device
First make sure the device is reliably connected with computer.
£

Import
Click._—~_ dropdown menu in the menu bar, click “Import Staff Data from
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Device” to open the corresponding window. More operation, please refer to

page 48 “Import User Data”.
Export Staff Data to File

. =
e

IE)q:»ortI
Click dropdown menu in the menu bar, click “Export User Data to

File” to open the corresponding window. More operation, please refer to page
66 “Export Staff Data to File”.

Export Staff Data to USB Flash Driver

. =
| -

Export
Click dropdown menu in the menu bar, click “Export Staff Data to

USB Flash Driver’ to open the corresponding window. More operation,
please refer to page 66 “Export Staff Data to USB Flash Driver”.
Modify Staff

Select one staff, clic in the tool bar, and then edit staff
information in the right side staff information list. Can also modify staff by

k-y Modify Staff|

double clicking certain staff in the staff list, the right side staff information list
will turn to editable state.

Modify staff information operation is the same as “Add New Staff by Direct
Input®, please refer to page 61.

If only change department for staff, can press the left button of the mouse
on the staff and drag him/her to the department he/she will move to in the left

side department list and release the button.

Delete Staff
Select one or more staff (can use Shift, Ctrl or Ctrl+A to select),

click 5 PEESER| 5 the tool bar, and then clickin the popup

deletion confirmation window to delete selected staff.
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Staff Transfer
| ;,'“' |
Transfer

Select one or more staff, click in the tool bar, in the popup staff

transfer window, select one department, click to accomplish

staff transfer.
Resign
|Re-sigr1 |
Select one or more staff, click in the tool bar, click in

the popup resign confirmation window to accomplish staff resign operation.

Shif and Attendance Rule

| shift and |
Select one or more staff, click/Att=ndanczRulz| i the tool bar to enter “Shift

and Attendance Rule” tab.
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Mike

Save ” Cancel ]

Other Info. | Shift and Attendance Rule 4

Attendance Rule
Sign in

@ Based on peried
) Must sign in

) Ho need to =ign in

Calculate Attendance

Sign out
@ Based om peried
' Must sign out

) Ho need to =ign out

Caleulate Work 0T

Shift

Currently Shift
Hewshift (1)

Change Staff
Shift
According to the company real situation set sign in and sign out.

Click Shi £t , staff shif schedule window will popup. For details

about staff shift schedule please refer to page 101 “Schedule Setting”.

Search

Go to the tool bar, input one or more pieces of search information in the
search box, click %% and then search results will display.

System default setting is to search in the current view department, if want
to change search scale, please select corresponding department in the

search window.

Cancel |

o
To exit from search results, click'= in the tool bar.
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Import/Export
First make sure that the device is reliably connected with computer.
Import

Import Department Data from File

Import
Click , in the dropdown menu select “Import”, in the popup select

import file window select XML files to import, and then click to

accomplish the process of department information import from file.

Import Staff Data from Device
Please refer to page 69 “Import Staff Data from Device”.

Import Staff Data from USB Flash Driver
Please refer to page 69 “Import Staff Data from USB Flash Driver”.

Import Staff Data from File
Please refer to page 69 “Import Staff Data from File”.

Export
Export Department Information

-
7

IE)q:»ortI
Click , in the open dropdown menu select “Export’, select file

storage directory in the popup file storage directory selection window, and
then select the file name and type. As for file type, it has xml and xlIs two

types.
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Export Staff Data to Device

4
Export

Clickl_—_J, in the open dropdown menu select “Export Staff Data to

Device” and the corresponding window will popup.
r@ Export User Information to Device @

First Step: Choose User

Total [3] department Total[3]=taff. Select[1]=taff
TS
¢ FAR Department StaffCode  Hame Device Model
RDCenter
i SoftwareDepart. RlCenter L Hone
3 ordnrebeonrt SCegter
L ERAS RICenter 11116

| MNext Step(N) = ‘ | Cancel(C) ‘

Step 1, select staff. Input User ID and name in the search box, click serch
button to search; or select one or more staff (using Shift, Ctrl or Ctrl+A to

select) by department. Then click:MextStepl) > |

the device selection window

will popup.
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s ™
@ Export User Information to Device M

Second Step: Choose Device

o

Connect Turn off Refresh

Device ID  Device Name Connect Status  Connect Mode P Address Device Module User Capacity  Storag
4 E350A Not connected  Network 192.168.1.199 E350A

3 FADDT Mot connected  Metwork 173.16.7.153 FADO7(English version)

1 FKE05 Mot connected  Netwaork 173.16.0.109 FK&05(English version)

5 FKE28 Net connected Ne1work 192.168.1.198 FK628

2 FK'.HD Not connected 173.160.114 F710{English version)
_ 1921684497 Js7is0A | | |
< I ] 3

| <LastStep (8 || Mextsten() > | | Canceli) |

Step 2, select device. In the device selection window, select one device

Connect

and click [Beviee | After successfully connected with the device,

C|ICk | and export staff information to device confirmation
window will popup.

' -— - — ™
Hint — i [

./.-_-.\.
|0I Are you sure that you need export 1 employee(s) to the device:5?
L !

[ OK ] ’ Cancel

CIick, progress bar will popup, and when export progress
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accomplishes the export results will be listed in the tooltip. Then,

click in the tooltip to finish export staff data to device operation.

Export Staff Data to USB Flash Driver

@
=\
Export

Click'~

Flash Driver” and the corresponding window will popup.

, in the open dropdown menu select “Export Staff Data to USB

p
@ Export employee information

Choose User

S

Total [3] depatmert

o RS

RDCenter

i SoftwareDepart,
(& HardwareDepart.
LERAR

Total[3]staff: Select[3]staff

Departnent StaffCode  Hame
[RICenter  [1741  [Simon  [STISOA |
11116

Device Model

Input User ID and name in the search box, click button to

search; or select one or more staff (using Shift, Ctrl or Ctrl+A to select) by
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department. Then click, in the popup device setting window

select device type in accordance with the selected staff, click

and the browse folder window will popup.

Select the folder location of the export file, click, the

progress bar will popup, when export progress accomplish the system will

auto exit.

Export Staff Data to File

. =
e

| |
Export
Click-—~ 1, in the open dropdown menu select “Export Staff Data to File”,

the file storage place selection window will popup.
Extend the file type dropdown menu; there are 2 types ready for selection:
XML and XSL.
Select the file storage place, input file name in the file name box,

cIick to accomplish export staff information to file progress.

Export UserList

. =
e

| |
Export
Clickl_—~_J, in the open dropdown menu select “Export UserList’, the

browse folder window will popup.

Select the folder place of the file to be exported, click; after
save successfully, a tooltip will popup. CIick to open UserList
Notepad file.
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Resign Management

Select “Resign” in the department list, the tool bar will change.

| T
ﬁ % 8 +, Search

Delete ReEnroll Attendance
Staff Chedk

Off Duty Search

Delete Staff

@

Delete
Select one or more staff in the resign staff list, click ' stff ! and

cIick in the popup confirmation tooltip to accomplish resigned

staff deletion operation.

Re-enroll

| % |
ReEnroll
Select one or more staff in the resign staff list, click , and then in the

re-enroll window click the department which the staff will re-enroll in,
click , to accomplish resigned staff re-enroll operation.

Attendance Check

T
£y
| |
Attendance

Click_Check | in the open attendance check window select department

A Y

| |
Search
as resigned staff, then select start date and end date, click , record list

will display detailed attendance records of resigned staff.
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(@ Attendance Check u_léj‘:' EI
== = ==
Department | RDCenter |#| StartDate| 2010-05-01 || % Ej’ E_‘a % _% ‘J‘J =
User ID/Name EndDate | 2010-05-25 [+ Search  Add  Clear | Import Export CardMatching Print
Record Record Check  Preview
Search Basic Operation Import and Export Other
Record list ftotal 15 line, 33 records]
Daily Detailed Attendance Record ‘ Original Attendance Record |
Staff Code Name Department Attendanc... | Attendance Time
B e
1 Mike BIRAR 20100504  08:55:00 18:25:00
1 Mike BIRAR 2010-0505  08:35:00 09:07:00 17:40:00 18:26:00
1 Mike BERAR 2010-0506  08:55:00 1%:20:00
1 Mike BIRAR 20100507  07:55:00 19:55:00
1 Mike BIRAR 2010-05-10  08:05:00
1 Mike BERAR 2010-05-11  08:05:00 1%:05:00
1 Mike BIRAR 2010-05-12  08:45:00 19:23:00
1 Mike BIRAR 2010-05-13  08:23:00 18:53:00
1 Mike BERAR 2010-05-14 091500 1%:46:00
1 Mike BIRAR 2010-05-17  08:46:00 19:05:00
1 Mike BIRAR 2010-05-18  08:49:00 19:01:00
1 Mike BRAR 2010-05-19  07:55:00 18:02:00
1 Mike BIRAR 2010-05-20  08:25:00 18:23:00
1 Mike BIRAR 2010-05-21  08:45:00 09:13:00 17:06:00 18:05:00
[l 1 | |2

Record list has day detailed attendance record and original attendance
record, can view according to needs and preference. For details, please refer
to page 125 “View Attendance Record”.

A Y

Search

Set start date and end date in the tool bar, click , record list listed all

the attendance records of resigned staff in the restricted date period.
Export
A

Export
* |, the select

Select the attendance record in the attendance list, click

file storage place window will popup. The operation is the same as “Export

Staff Data to File”, please refer to page 73
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Search
Please refer to page 76 “Search”.

Administrator Setting

In the navigation bar, click “Admin. Setting” to open the administrator
setting window. The administrator list lists all the administrator (including
system default administrators) information.

Add Administrator

[ ]
|
Add
Click!Admin. | the add administrator window will popup.
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. =)

© Add Administrator
Administrator
@) System Admin. () Attendance Admin. 7) Department Manager (7) Department Admin.
Privilege:
Download/Upload, Device Management, Employes Management, Administrator Management, Working Period
Management, Shift Setting, Employee Schedule Setting, Attendance Rule Setting, Attendance Record
Adjustment, Attendance Record Search, Report Statistic, Database Backup and Restore, System Setting
Account Setting
Usemame: 5-20 digitals and characters
it Usemame cannot be modified after setting.
ﬁ Click for creating the original password quickhy
Password: 6-16 digitals and characters
Passwond
Corfirmation: Input Password Again
[ ok | | Cancel |

First, select administrator identity.
Select administrator identity as system administrator or attendance
administrator, administrator setting window is shown as above.

Username Should be letters, length scale is 5-20 characters.

Password Should be numbers and letters, length scale is 5-16
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., | Create Original )
characters. Can also c||ck to automatically generate password

quickly.
Password Confirmation

Input the same password as above.

Select administrator identity as department manager or department

administrator, and the administrator setting window is as below.

-
@© Add Administrator

—

===

Administratar

Privilege:

Select New Administrator
Use user id as usemame and password
Total [3] department

() System Admin. () Attendance Admin.

Total[2]staffs Select[1]staff

@ Department Manager

Employee Management, Attendance Record Search, Report Statistic

() Department Admin.

|

(= RDCenter
> SoftwareDepart.
[+ HardwareDepart.

Dlepartment

ElCenter

StaffCode

11116

oK |

’ Cancel

Hame

Sam

Device Model

ST1504
FERZS
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In the staff search box, input User ID or name, click, or select

corresponding staff according to department and the staff list,

cIick, the confirmation tooltip will popup.

Click to accomplish the staff belonged department

administration privilege setting, click to popup modify

department privilege dialogue box. For detailed operation, please refer to
page 78 “Modify Department Management Privilege”.

Modify Password

2
I
(2

l Cfl'lange l
Select one administrator from the administrator list, clickPassword] — the

modify password dialogue box will popup.

p
@ Password Setting Lé]

Admin. password will be changed by

New Password: 6-16 digitals and characters

Password

Confimztion: Type the new password again

[ ok | [ caneel |

In the New Password and Password Confirmation boxes, please input the

s . oK .
same new password individually, and C|ICk to accomplish new

password setting.

WNotice: New Password must contain numbers and letters at the same
time, the length should be more than 6 characters within 16 characters.
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Modify Administrator Privilege

In the administrator list, select administrators, whose “Management

%
Change Admin
Department” column content is not equals to “All”, click! Prviege | then

modify department management privilege dialogue box will popup.

@ Change the management Privilege of the department @

Simon Department Manager

Tick /untick ‘department’ can change the management privilege of this
administrator in department.

(=R RDCerter|
"] Software Depart.
[=-[¥| Hardware Depart.

s &

If need to change administrator's department management privilege,

check the box in front of the corresponding department to select or uncheck

the box to deselect, click to accomplish modification for
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administrator department management privilege.

Delete Administrator

i
=
Delete
Select one administrator in the administrator list, click #4™n- | then in the

popup deletion confirmation tooltip click to accomplish

administrator deletion operation.

WNotice: Initial administrator “admin” can not be deleted.
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Chapter 3 Shift Operation

Period Management

Working Period

New Period

In the navigation bar click PeriedManage ., o ier \work period
management interface, then the added shift period list will display.

4
I Mew .
Click P=ried | in the tool bar, edit new period in the period edit box at the

right side of the window.

In the window, can pick up selected period, and select whether need to
check work attendance on every time point. Besides, need to set an
advanced hour for sign in and delay hour for sign off; normally, this setting

need to be done according to the concrete situation of user.



Attendance Rule Setting

Hewperi... Save Cancel

Period Name | Mewperiod(4)

0

On Duty Time  From |0%:00 | & To [17:00 |&
Must Sign in

Ahead|2 = Hours|0 | Minutes, start on duty sign in
Must Sign out

Delay |2 = Hours |0 =\ Minutes, finish on duty sign in

Bl |~ | Change the colour of this period

This period is not used by any shift, entry Shift Setting
Start shift information Setting

Period Name Input an easy to understand period name.

On Duty Time Select hour and minute individually, according to the
situation adjust the upward and downward arrow in the right side of the time
box to set time.

Sign in/Sign out After checking, set sign in and sign out time range
according to situation.

Change the Display Color of Period Click the dropdown arrow beside
the color box, open the color selection window, there are 3 types of color:
Common Color, Web Color and System Color. You can set the color
according to personal preference and the real situation.

Enter Shift Setting Click “Shift Setting” link, enter shift settting page.

W Notice: Please enter shift setting after finish period edit and

.| s . L .
C|ICk, otherwise a tooltip will popup, and ask whether save period

content.
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After edit period content, cIick, the period will be added

successfully into the work period list.

Modify Period
Double click an already added period, or click the period to make it

Modify
selected and then click Peied | period information box at the right side of the
window will turn to eitable state. Operation is the same as “New Period”,
please refer to page 80.
WNotice: Select several periods at the same time to modify, the system

will operate with the most upper selected period by default.

Delete Period

| /%I
Delete
Select one or more period in the shift period maintenance list, click Peried ||

and then click in the popup deletion confirmation box to

accomplish period deletion.

WNotice: The period which is being used in the shift is not allowed to be
deleted.

Copy Period

&
I Copy
Select one or more period in the shift maintenanace list, click Peried || then

the selected period will be duplicated successfully and disply in the work

period list.
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Search

Input keywords in the search box, click % %¥ | a|| the period contains
search keywords will display in the shift period maintenance list.

Click & el the keywords in the search box will disappear, and can
input new keywords to search.

Import/Export

Import

sl
L2

Import
Can import work period record with XML file format. Click in the toll

bar, select saved work period file in the popup select import file window,

cIick, then the import progress accomplish and a tooltip popup

which prompts the successful import period number and the failure number.

Finally, cIick to finish the entire periond import operation.

vNotice: The imported XML file needs to be in accordance with certain
format, so that the correct records can be imported; it is suggested only

import the backup work period file exported from the management system.

Export
Current work period can be exported as XML file or Excel file, which can
be used as work period backup, or use other tool to open and view.

Export to Excel

)
IExDortl
Select to open dropdown menu, click “Export to Excel”’, and then

select file saving directrory, file name and type in the popup save as window.
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Click, after save successfully a tooltip will popup.
© Hint S

Successful Save !

[ Open l ’ COpen Folder ] [ Close ]

CIick to open saved xls file.
Click to open the folder where saved xls file locates.

Click to close export tooltip.
Export to XML

e,
]

Export
Select. “ | to open dropdown menu, click “Export to XML”, and then

select file saving directrory, file name and type in the popup save as window.

Click, after save successfully a tooltip will popup. For concrete

operation please refer to page 83 “Export to Excel”.

Shift Setting

Shift

Considering that every unit has different industry characteristics, staff on
duty time and method is different, so the corresponding shift schedule is
different as well. Even in the same unit may have different attendance
methods, and this requires different settings for all kinds of shift schedule.



Attendance Rule Setting

Attendance system support 3 types of shift schedule methods: normal
shift, sign-in shift and man-hour shift.

Normal Shift

Normal Shift is a shift has 24 hours (can across a natural day) as a period
with fixed on duty, off duty time; can be consisted of maximum 5 periods; can
include across night period (i.e. period includes 0:00) .

Many units’ starting work at 9:00 a.m., end work at 5:00 p.m. attendance

method is a most typical normal shift.

Sign-in Shift

Sign-in Shift is a type of special shift, which only require checking work
attendance oncein the specified period.

Many sales industries’ “sign-in” attendance method is a most typical

sign-in shift.

Man-hour Shift

Man-hour Shift is an irregular shift, without fixed on duty, off duty time,
and count man-hour according to on duty, off duty time completely.

Certain industries’ “Man-hour Staff” attendance method is a most typical
man-hour shift.

New Shift

Add Normal Shift

| : LHJ |
MNew

Click_shft_| edit new period in the period edit box at the right side of the

window.
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New shift (1)

Shitt Name  Mew shift(1)

Shift Type MNormal Shift - Wacation Public Holiday

Shift Information | Attendance Rule |

Periodicity |5 = Unit

Select Shift Period

Workday | | Weeke | [ SelectAl | [ UnselectAl | [ inveme Selection

01 2 3 45 67 8 910011213 14151617 18 192021 2

No.1D..
No.2D..
No.3D .
No.4D .
No.5D ..

Selectable period
[F]Newperiod...(08:00--18:00) [F]Newperiod...(00:00--08:00)
[] Newperiod...[19:00--22:00) Newperiod...(09:00--17:00) |

Shift Name Input an easy to understand shift name.

Shift Type M Select one type from the dropdown list, including normal
shift, sign-in shift and man-hour shift. Can also check “Vacation” and “Public
Holiday” to indicated whether the shift is valid in those days.

Shift Information

Period Number  Click the upward and downward arrow to add or
reduce period number.

Unit Select one unit from the right side dropdown list, including day,
week and month.

Selection results of period number and unit will be displayed in the below
“Select Shift Period” table.

Deletion Select one or more period, cIick, then selected period
will be deleted successfully.
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Weekday Click, select all the weekdays (every Monday to
Friday) in the table, this item can only be used when select “Week” as the
unit.

Weekend Click, all the Saturdays and Sundays in the table will
be selected, this item can only be used when select “Week” as the unit.

Select All Click, all the boxes in front of the date in the table
will be checked.

Deselect All Click, all the selected dates will be deselected.

Inverse Selection CIick, all the selected dates will be
deselected, and all the not selected dates will be selected.

In the “Select Shift Period” table select the dates needed to be done
period edit, select one or more not overlapped period in the “Selectable
Period”, click, corresponding period will be added to selected
dates. After fill in all the necessary settings, specific on duty period will
display as below:

Select Shift Period

Workday | | Weeke | | SelectAl | [ UnselectAl | [ inverse Selection

1 2 3 4 5 6 7 8B 9 10111213 1415 16 17 18 19 20 2] 22 23 24
[CINo.1D-. 700
[FINo.2D. 700
[[INo3D... 700
[CINo.4D... 00:00--08:00
[CINo5D... 00:00--08:00

Attendance Rule

Auto Work Overtime Setting

Making requirement for after how long staff off duty can sign off to leave is
labelled as auto work overtime. If the period before start to auto count work
overtime is also counted as work overtime, then select “Start to calculate
work overtime immediately after work”. Or select “Audit auto work overtime
status”, therefore to realize audit for items displayed as “Uncertain” in the

“Attendance Record Adjustment”.
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Absenteeism Setting

Absence includes: working late, leave early, and half day and whole day
absence. Absence in certain period is counted as late or leave early, when
exceed certain time is counted as Absenteeism. If it does not matter for staff
to be late or leave early, which will not be labeled as absenteeism, can set
absence period greater than attendance period.

System defaultly set miss punch as man-hour period absence.

&Tips: The priority of auto work overtime setting and absenteeism
setting added in the shift setting is higher than auto work overtime and

absenteeism setting in the “Attendance Rule Setting”.
Add Sign-in Shift

| : LH_‘ |
New

ClickShft | in the tool bar, then edit new period in the period edit box at
the right side of the window. Select “Sign-in Shift” for the shift type, and the

edit window is as below:
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New shift(1)

Shift Name  Mew shift(1)

Shift Type Signdn Shit = Vacation

Edit Shift Work Period

) Regular Signin

@ Imegular Sign in

Period Range 1
Period Range 2:
Period Range 3.
Period Range 4

Period Range 5:

Start Time

Start Time

Start Time

Start Time

Start Time

0&:00

09:00

12:00

15:00

00:00

End Time

End Time

End Time

End Time

End Time

Save

[ Public Holiday

09:00

12:00

15:00

13:00

00:00

Cancel

Sign in shift need to input shift name; can check public holiday setting is

the same as normal shift. After that, select regular sign in or irregular sign in

to edit.

Regular Sign in

Set the start time and end time within one day, as well as the interval time

and woke hour length. Click to accomplish sign in shift setting.

Irregular Sign in

Shift period has 24 hours length, can be set to several unoverlapped

periods. If current 5 periods are not enough, can click to add new

period, period edit method is the same as normal shift, click to
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accomplish irregular sign in setting.

Add Man-hour Shift

=]

New

Clickshft | in the tool bar, edit new period in the period edit box at the
right side of the window. Shift type select “Add Man-hour Shift’, the edit

window is as below:
Edit Shift Period

Daity Man-hour: 4 i Hours |0 |3 Minutes

Aftendance

g Memal Record Mode
= Pick up the first record and last record for all worday result

= Sequential recording mode Sequentially
~ take 2 closed reconds to make as On Duty and Off Duty record in period.

Without Timing Period

| Add || Adust || Delete |

Start Time End Time Remark

Man-hour Shift needs to input shift name; can check public holiday setting
is the same as normal shift.

Man-hour Setting

Man-hour shift does not limit the check attendance time of the day, and
also does not limit the accumulated check attendance time.

If start should work hour, then staff should satisfy the requirement of
accumulate how many work hours can be counted as not absence; if not
start should work hour, then the accumulation to attendance work hours will

not have lowest requirement.
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Attendance Record Mode

Start normal record mode, then the first record and the last record will be
labeled as sign in record and sign out record. Start sequential recording
mode, and then label the sequent adjacent two records composed period as

sign in and sign out record.

Man-Hour Rule Setting
Non man-hour period: in the non man-hour period, hours can not be
counted into work hours, such as: lunch time, lunch break etc.

Click, in the popup add non man-hour period window, edit start time

and end time, can also add relevant comment information here. CIick

to accomplish one uncount man-hour period adding operation.

@ Add non-counting of man-hour period Iéj

Start Time: | 12:00 [l

End Time: 13:00 [

REMARK: | |nch

| save | | Cancel |

" ’,

After add period, can modify or delete the period by select it.
Modify Shift

Modify Shift Information
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.Mo;ify I
Select one shift, click!_5ft | in the tool bar, or double click one shift, can

modify the attribute information of that shift.

Modify Shift Period

Can add, delete the shift's period, the specific operation is the same as
add shift.

Click already existed period, can modify the detail information of that
period.

@Notice: For an already assigned shift, it is not allowed to modify,
otherwise, the attendance adjustment will get caose, and generate incorrect

attendance results.

Delete Shift

=
Delete
Select one shift, click =ft | in the tool bar, in the popup deletion

confirmation window cIick to delete that shift.

@Notice: Delete one already assigned shift, all the shift schedules
applied that shift aswell as attendance adjustment information will be deleted,

please take your action cautiously.

Serach

Input keywords in the search box, click' 5| 4| the shift names

containing search keywords will be displayed in the shift list.

= . , , .
Click ™ “=!| the keywords in the serach box will be clean up, can input

new keywords again to conduct search.
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Import/Export

Import

=
| |

Import
Can Import XML format file shift record. In the tool bar click , then in

the popup select import file window to select saved shift record file,

cIick. When import process finished, a tooltip will popup and

prompt the successfully imported period number as well as that of failed.

Click to accomplish the entire period import operation.

vNotice: The imported XML file needs to be in accordance with certain
format, so that the correct records can be imported; it is suggested only

import the backup work period file exported from the management system.

Export
Export Shift Report
Can export current shift record to shift list or XML file, which will be

convenient for browse or making shift record backup.

=
o
| |

Export
Select to open dropdown menu, click “Export Shift Report”, then

popup shift list,in which each individual shift information is listed.
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(@ Hanvon Attendance System 7.1 SR X
2SR [w0% v & e
S
fl &
Wednesday, May 26, 2010
Normal Shift Schedule
| Shi ftHame ‘ ShiftType  |PeriodicityBumber | Periodicitylnit ‘ Status ‘
| Hewshi £1(1) ‘ & ‘ 5 | = ‘ In use ‘
Shift Period
B1x 9:00 AM-6:00 PM L
R 9:00 AM-6:00 PM
B3R 9:00 AM-6:00 EM
EIES 9:00 AM-6:00 BM
IR 9:00 AM-6:00 PM
Hewshi £4(2) & ‘ 1 A Fot in use
Shift Period
21 9:00 AM-6:00 PM
22 9:00 AM-6:00 PM
£33 9:00 AM-6:00 BM
=l 9:00 AM-6:00 M.
25 9:00 AM-6:00 PN
ZH6 7:00 PM-10:00 PM.
287 7:00 PM-10:00 BM.
SigninShiftSchedule
|Shi£tl—e ShiftType| Status ‘ 5;::" ShiftPeriod Interval ‘ "’.‘.’ii"
<
Pagelofl Zoom scalel00%

Export to XML

=
4

Export
Seclect to open dropdown menu, click “Export to EXL”, in the popup

save as window, select file storage directory, file name and type. Save period
list as a file with xml as the suffix, a successfully save tooltip will popup. The
tooltip operation is the same as “Export to Excel” in work period management,
please refer to page 85.

Normal Shift Example

Normal Shift

The most common on duty mode, only has one period, and requires
check attendance when on duty and off duty. For example: on duty at 9:00,
off duty at 18:00:
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1. Add a period between 9:00 and 18:00;
2. Add a normal shift, insert the above period into this shift.

01 2 3 4 5 6 7 8 9 1010 12130141516 17 18 19 20 21 22 23 24
S P

[IMe1D..
[[IMe.2D..
[[IMNe.3D..
[FINo.4D..
[[IMe5D..

Across Night Normal Shift
Special normal shift — night shift, etc., only has one period, but if across a
natural day, and require check attendance when on duty and off duty. For
example: on duty at 18:00, off duty at 6:00 next morning:
1. Add one period between 18:00 and 6:00;
2. Add a normal shift, insert the above period to this shift.

01 2 3 4 5 6 7 & 9 1001 121301415 16 17 18 19 20 2] 22 23 24
T P S e S

[CINo.1D-. 18-00—
[F]No.2D.. L0600 18-00—
[[No.3D. +-06:00 18-00—
[F]ho4D... 0600 18-00—
[CINo.50 -~ 06:00

Multi Period Normal Shift
The normal shift needs to be check attendance for many times in one day,
such as lunch break also need to check attendance, etc. Can set multiple
on duty period, the effective attendance time among every period can not
be overlapped. For example, on duty at 9:00, off duty at 6:00, lunch break is
from 12:30 to 13:30, and it needs to check attendance when lunch break
starts and ends:
1. Add one period between 9:00 and 12:30, please note: change sign
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out time to put off 60 minutes to end off duty attendance check;

2. Add one period between 13:30 and 18:00, please note: change
sign in time to bring forward 60 minutes to start on duty attendance
check;

3. Add a normal shift; insert the above two periods into this shift.

01 2 3 4 5 6 7 8 9 101112131415 16 17 18 19 20 21 22 23 24
[[INeo.1D.. 09:00...
[[INo.2D... 09:00...
[[1No.3D... 09:00...
[FIMo4D.. 09:00...
[[IMo.5D.. 09:00...

Odd Number Attendance Checking Normal Shift
There are lots of units only require on duty sign in and off duty do not

need to sign out, therefore, it is possible for someone only check attendance

once, or one day check 3 times. Such shift is not easy for software to realize;

this software brings a whether need to sign in and sign out setting in period

setting; if take out one, the requirement of odd number attendance checking
will be satisfied. For example, on duty at 9:00, off duty at 18:00, lunch break
is from 12:00 to 13:00 and need to check attendance onec:

1.

Add one period between 9:00 and 12:00, please note: change sign
out time to put off 60 minutes to end off duty attendance check;
Add one period between 13:00 and 18:00, take away the need sign
out option;

Add a normal shift; insert the above two periods into this shift.
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01 2 3 4 5 6 7 8 9 0112130415016 17 18 19 20 21 22 23 24
[CINo.1D- : 13:00--18:00
[[Ne2D.. : 13:00--18:00
[CIMo.30.. : 13:00--18:00
[[INo4D.. : 13:00--18:00
[[No.50 : 13:00--18:00

Changed Shift

Many factories, enterprises have the situation of change shift. Before set

shift, only need to make clear how long will be the change shift period, then

set on duty and off duty timefor everyday. For example, it is a conventional 3

shifts change shift situation, i.e. 3 shifts work every 8 hours with discipline

and be catagoried as morning shift, noon shift and night shift, the change

shift period is 3 days:
First, make a shift schedule table, having morning, noon and night 3

1.

2.

3.

shifts with A, B, C 3 staff;

Morning | Noon | Night
1% day A B C
2" day B C A
3" day C A B

Change shift schedule table to every shift work status:

1%day | 2™day | 3™day
Morning | Night Noon

B Noon Morning | Night
Night Noon Morning

Add a 3 days change shift period in the software, set the 3 shifts
change start date is 2006-2-13, in this period, there are 3 days can
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be set;

4. First add 3 different periods: morning period, from 6:00-14:00;
evening period, from 22:00-6:00 (the next day morning);noon period,
from 14:00-22:00;

5. Add a 3 days period normal shift, and insert the above 3 periods in
sequence individually into everyday of the shift;

6. After set shift, when arrange shifts for staff, staff A starts work from
the first day of change shift; staff B starts work from the second day;
staff C starts work from the third day; therefore, a 3 shifts 3 days

period change shift is formed.

1 2 3 4 5 6 7 8 9 10111213 1415 16 17 18 19 20 21 22 23 24
i PRI " PO T T

Ne.1D..
No.2D..
No3D_ Log00 14:00-200 |

One Time Sign In Shift
Some enterprises require staff sign in once within one day in specific time,
if they do so will be treated as whole day on duty. For example, certain sales
industry, requires staff sign in once in the unit between 9:00 and 18:00
everyday:
1. Add one shift in shift setting, shift type should be sign-in shift;
2. Select “Irregular Sign-in” to edit, and add a 9:00 to 18:00 period;

Night Patrol Shift
Night Patrol Shift is set for satisfying one day check attendance in several
set periods. For example, one patrol security staff has to patrol every 2 hours
during the period between 8:00 to 20:00:
1. Add one shift in shift setting, shift type select sign-in shift;
2. Select “Irregular Sign-in” to edit, add 6 periods: from 8:00 to 10:00,
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from 10:00 to 12:00, from 12:00 to 14:00, from 14:00 to 16:00, from
16:00 to 18:00, from 18:00 to 20:00;

Schedule Setting

Shift

In the navigation bar, click ScheduleSetting 1, enter staff shift schedule
setting window.

It is default to view all the top level department staff shift schedule and

attendance adjustment, in department dropdown box select the department

N

Search

and month to view, click' stsff | to display all that department staff's shift

schedule and attendance adjustment status.

Nomal [ Sgnin [Marfiour| Smat | pes |

Departme.. StffC. Name (1 2 '3 4 5 6 7 |8 9 10 1112 13 /14 15|16 17 18 19 20 21|22 23 24 |25 26 27 28 29 30 |3

RDCenter 1 Mike

RDCenter 45 Marry
RDCenter 137 Jerry
RDCenter 154

RDCenter 159

RDCenter 555

RDCenter 15028

ROCenter 1583

ROCenter 1679

Shift schedule view consists of 2 parts, the upper part displays the staff
shift schedule illustration in set period, and the lower part displays the details
of shift schedule and attendance adjustment. Select one or more days, detail
information will list all the selected staff's shift schedule and attendance
adjustment status on selected days.

Different color or symbol in shift schedule illustration represents different
meaning:

Blank Represents day off, do not have shift schedule, or in the shift
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schedule it is a vacation or holiday;
Light Blue Fillin

Represents normal shift;
Other Color Fillin

Represents corresponding shift type;
Schedule Setting

Department Schedule

In the tool bar, click'Schedule to popup department shift schedule window.
In the department dropdown box, select department to view. For the
Human Resource Department of company head quarter, the current
department shift list shows all the shifts have been used by current

departments, selectable shift list shows other shifts available to select.
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(€ Department Schedule Iéj
Department: RDCenter hd

Schedulable shift

Current department schedule [ Select al Selectable shift [ Select all
[ NewShift(2 [F] NewShift(4
[7] MewShift(3.
[T] NewsShift(1..
Department default shift

Select default shift for new added employes in this department

Default shift: MewShift(2) -

l Save Next ] l Save Exit I [ Dont Save ]

Check one or more shifts in current department, or use “Select All” to

) .| Re . .
select all the shifts, C|ICk to remove selected shift to selectable shift

list.

WNotice: The shift used by current department staff can not be removed.
Check one or more shifts in selectable shift list, or use “Select All” to

select all the shifts, click to insert selected shift into current

department shift.

WNotice: Only in the “Shift Rule” of “Attendance Rule Setting”, when
“Start Using Department Shift” is selected in shift schedule item, department
shift schedule is available.

Select one shift from default shift dropdown box as default shift for newly
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enrolled staff of current department.

Click, after successfully save current department shift

schedule setting, department shift schedule window will popup to enable you

conduct other department shift schedule setting.

Click to successfully save current department shift schedule

setting and exit.

. | Domts - .
C|ICk to exit without save current department shift schedule

setting.

Staff Schedule

Select department and the start/end date of shift schedule needed to be
set, in the staff list click staff to select staff needed to be put into shift
schedule (can use Shift to select continuously or use Ctrl+A to select all). At
this moment, all the dates in the list will be selected, in the tool bar

Staff
click'Schedulel and staff shift schedule window will popup.
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sl Employee Shift ==
Department | RDCenter (s é\
Cumently shit information, total choose 1 user 2010-05-01 to 2098-12-31 included 1 shift iformation
User ID/Name Search
Department  User ID Neme  ShitName  ShitType  Shit StatDaie  Shit End Date

Total 30 users RADCenter 1 Mike  NewSn(l)  MNomalshf 20100501 20100531
Departmert  UserID Name: -
ROCerter 1 Mike
RDCerter 45 Mary
RDCerter 137 Jeny
RDCerter 154 Shit
ROCadtar | 150 Shft Gt Date 20100501 [+ Shift End Date 20981231 [+
RDCerter 555
RDCerter 1508 ©® Nomal Shit ©) Smart Shif : Smart Shit base on Nomal Shif
RDCerter 1583
RDCerter 1679 _

@
ROCerter 1722 -/ R
RDCerter 1741 Simon ©) NewSHRG.
ROCerter 1858 £ )
RDCerter 1949 () =T,
RDCerter 1359

RDCenter 1964 Donald
RDCenter 1966

RDCenter 1968

RDCerter 1571 Loy
RDCenter 1972 Tal
RDCemer 1973

RDCenter 1977

RDCemer 2031

RDCenter 2089

RDCenter 2115 Bakey
RDCenter 2555
RDCenter 2613

RDCemer 2047 o

Defautt Shift in Smart Shift

Shift schedule view window consists of 2 parts, the upper part displays
the detail information of staff shift schedule, and the lower part displays the
staff shift schedule setting information.

In the place of setting shift schedule, select enter shift start date and shift
end date individually, and then selet to add normal shift schedule or smart
shift schedule.

Methods for staff shift schedule:

Normal Shift Schedule Select one shift from the list, cIick

corresponding shift will be added into selected staff shift schedule.

1

Smart Shift Schedule Smart Shift Schedule supports adding multiple
shifts into the same period, then at the later stage select one shift schedule to
count from all the arranged shifts according to real situation. Smart Shift
Schedule only support normal shift, and all the normal shift listed in the list.

Select one or more and cIick selected shift will be added into
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selected shift shift schedule.
After select one or more shifts from Smart Shift Schedule, select one shift

from smart shift default shift dropdown box as smart shift default shift.

Besides, if shift is selected to be a periodic normal shift, cIick

and then enter setting enter shift period window.

I Al
@ Entry Pericdictiy Setting - ﬁ
Department StaffCode Name Shift Name Periodicity Periodicity Unit Entry time
NewShfi(t) [3 [Day [ 20100311
Ertry Periodictiy Setting i
Entry Periodicity: 1 = Day
@ ! o :: A G l.‘ FHRLDG !1 12130 L ]:h Lir 181920 2“-1 2 %3 21
Day 1 TGO LR
Day 2
Day 3 --06:00 14:00—22:00
Yes
4

Select enter shift date from enter shift period dropdown box, click,

when shift period setting saved successfully, cIick, and then enter shift

period setting page will popup.

Irregular Shift Schedule
This shift schedule mode is suitable for arrange shift for one staff who

often change shift, or several staff conduct the same shift schedule.
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eE

Irreqular
In the tool bar, click'Schedulel and the irregular shift schedule window will

popup. It is default to view all the top level department staff shift schedule
and attendance adjustment, in department dropdown box select the

S

Search
department and month to view, click to display the first staff's shift

schedule under that department.

(€ Irregular Schedule Ié

Department |RDCenter |*| StartDate|2010-05-01  |#| g{ g
User ID/Name EndDate |2010-05-31 || Search Close
Window
Unregular Shift
Depatment employee list[30] " 2010-05-01~2010-05-31 Emplaoyee schedule
Department User ID Name = Sunday Monday Tuesday Wednesday Thursday Friday Saturday ’E
ot |1 e | = ml e D
RDCenter 45 Mamy NewShift{1)
RDCenter 137 Jemy
RDCenter 154 2 3 * 5 € v 8
RDCenter 153 NewsShift(1) || Newshift{1) || NewsShift(1) | | Newshift(1) | | NewShift(1) | | NewShift{1) || NewShift{1)
RDCerter 555 1
RDCenter 1508 9 10 11 12 13 14 15 |
RDCenter 1583 = ||| Newshift(1) || Newshife(1) || Newshift(1) || Newshift(1) || NewsShife(1) || NewShift{1) || NewShift(1)
RDCenter 1679
RDCenter 1722 16 17 18 19 20 21 22
ADCenter 1741 Simon Newshift(1) | | Newshift(1) || NewsShift(1) | | NewShift(1) || Newshift(1) || Newshift(1) | | NewShift(1)
RDCenter 1858
23 24 25 26 27 28 o
RDCenter 1949 —
ADCeter | 1958 Newshift(1) || Newshit(s) || Newshifi() || Newshift() || Newshift(s) || ewshifi(s) || Newshit(z) ||
RDCenter 1364 Donaid *
ROCenter 1968 Shift Operation Hint: (%) Shift Schedule-Morth View ) Shift Schedule-Day View
S You can choose the date above, and then double dlick the following shift information.
ROCenter 1968 @ = o
- NewShift(2 NewShift(3 HewShiftil
ROCerler | 1971 Luoy Period mmber{5)  Period mumbsr{0}  Period nunher (1)
RDCenter 1972 Tall
ROCenter 1973
RDCenter 1577
RDCenter 2031

Shift schedule setting window consists of 3 parts. In the left side of the
window, it is staff list information, where displays all the staff list of selected
department. In the right upper side of the window, it displays staff shift
schedule of selected staff, i.e. all the shift schedule information within

selected dates. In the right lower side of the window, it displays shift list
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information.

In the staff list located in the right upper side of the window, each icon has
its own meaning:

White Represents the shift added is normal shift.

Blue Represents the shift added is man-hour shift.

Red Represents the shift added is sign-in shift.

There two types of view mode for staff shift schedule:

Shift Schedule Table — Month View Shift Schedule Table — Month
View is the default display mode. Select one staff from the staff list in the left
side of the window, the right side staff shift schedule displays that staff’s shift
schedule within set dates. If want to set shift schedule, after select one date
from the shift schedule table at the right upper side of the window, double
click one shift in the shift information list to accomplish shift adding operation.

Shift Schedule Table — Day View Select “Shift Schedule Table — Day
View”, and the shift schedule table will be displayed as below. In it, the date
displayed by staff shift schedule is the week started from the date selected
in Month View before swith the view mode.
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(€ Irregular Schedule Ié

Department |RDCenter || StartDate|2010-05-01 || g{ g
User ID/Name EndDate |2010-05-31  |v || Search Close
Window
Unregular Shift
Depatment employee list[30] 2010-05-01~2010-05-31 Emplaoyee schedule
Department User ID Name = Sat01 Sun 02 Mon 03 Tue 04 Wed 05 Thu 06 Frio7 ’E
RDCenter 1 Mike NewShift(1 | Newshift(L| MewShift(1 || NewsShift(1 | Newshift(L || NewShift(1 || NewsShift(1
RDCenter 45 Mamy Oocuj =)
RDCenter 137 Jemy
RDCenter 154 O l 00 n
RDCenter 159
RDCerter 555 02%
RDCenter 1508
RDCenter 1583 = 03m
RDCerter 1678 E
RDCenter 1722 =
RDCenter 1741 Simon 04
RDCenter 1858 0 5Ell:l
RDCenter 1943
ROCenter 1959 06> -
RDCenter 1964 Donald =
RDOCerter | 1966 Shift Operation Hint: O Shift Schedule-Morth View (%) Shift Schedule-Day View
S You can choose the date above, and then double dlick the following shift information.
ROCenter 1968 @ @ o
- NewShift(2 NewShift(3 HewShiftil
ROCerter | 1571 Luoy Period mmber{5)  Period mumbsr{0}  Period nunher (1)
RDCenter 1972 Tall
ROCenter 1973
RDCenter 1577
RDCenter 2031

White line Represents in corresponding dates have no shift schedule.
Blue and white line Represents in corresponding dates have shift
schedule.
If want to set shift schedule, select one date from the shift schedule list at
the right upper side of the window, and then double click one shift in the shift
information list to accomplish shift adding operation.

®
Close

Close Window In the tool bar, clickWindow| to close irregular shift

schedule window.
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Delete Staff Schedule

i

| I'":EI' |
Delete Staff
Select one or more continuous dates, in the tool bar click'_Schedule | in the

popup confirmation box click, or select one or more staff to

conduct this operation to delete staff’'s entire shift schedule within selected
dates.

Check Shift Usage
(e d

ICheckShiﬂl . . .
Click!Usaae | in the tool bar, view shift usage status window will popup.
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(© Check Shift Using Condition [0
Total 4 shifts Used in total 1 department Used for total 4 staff in dept.
(= Normal Shift - RDCenter StaffCode  Mame Usage time
ﬁawg::(l; 1 Mike 51/2010--5/31/2010
- New Shift | 1 e
- Signin Shit 511/2010--5/5/2010
H NewShift(2) 1679 7/2010--5/21/2010
- Manhour Shift 5/24/2010--5/31/2010
- NewShift(3) 154 51/2010--5/31/2010
45 Marry 51/2010--5/31/2010

Staff shift in specified date

Start Date 2010-05-01 £

End Date 2010-05-31 B

Shift usage status table consists of 3 parts, the left side shows the entire
shift list of normal shift, sign-in shift andman-hour shift; the middle part shows
the department usage status of shifts selected from the left side of the
window; the right side shows the status of each department staff using
selected shifts.

For example, to view the usage status of shift 1, select the shift at the left
side of the window, the middle part of the window shows all together there is
only one department use this shift, the right side of the window shows under
selected department only 1 staff using this shift.

In the right side of the window, you can view staff shift status within
detailed dates by select start date and end date and cIick button.
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Attendance Rule

click Attendance Rule ;, ., isation bar to enter attendance rule

interface. Attendance rules interface contains 3 parts: attendance rule list on
the left hand side, click item can make detail setting; the detail setting for
current selected setting.

Basic Information

Attnedance Day set start date for attendance week and monh.

Public Holidy Setting Select public holiday of every check
attendance week according to enterprise needs. System set public holidays
by default according to normal five day weekdays. If want to modify, click the
check box infront of the weekday: tick “V” in the check box indicates that it is
set to be public holiday; leave the check box blank indicates it is set to be a
weekday and not a public holiday.

Attendance Calculation

Auto Work Overtimeto set how much time after work can be labeled as
auto work overtime. Tick “Immediately begin to calculate work overtime
man-hour after off duty time” to start work overtime calculating immediately
after work. Or tick “Audit auot work overtime status” to aduit “uncertain” item

in “attendance record adjustment”.

Late/Leave early Rule  Each company will have different late and
leave early rule. In Management System, it provides 3 different level rule for
late and leave early. This setting is public setting for all staff who has

attendance records
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Late Leave Eary

@ Over [0 2| mins record as Late Level 1 @ Owver 0 = mins record as Leave Eary Level 1
Qwer |10 | mins record as Late Level 2 Owver 10 *| mins record as Leave Eary Level 2
Over |30 | mins record as Late Level 3 Over 20 ming record a3 Leave Eary Level 3

For example, a company requires after 10 minutes from on duty time will
regard as late working, then select “Late Level 1” and set time to 10 minutes;

If the company requires after 30 minutes from on duty time will increase
punish level, then select “Late Leve 2” and set time to 30 minutes;

There are 3 levels of working late and leave early setting.

&Tip: If need all 3 levels of working late and leave early standards,
please select “Late Level 3” after setting all values for all late levels.
Absenteeism Rule according to company needs to set th e

corresponding absenteeism time for the absence time each workday.
Shift Rules

Shift Period

It sets the start time and end time for a shift period. Additionally, it can
set an advanced time for “must sign in” status and delay time or “must sign
out” status.

Shift Schedule
Select to set a normal schedule period automatically or manually.

Select “Enable department schedule” to make “department schedule”
status as editable in staff schedule setting.

Man-hour Shfit

It is a special setting for man-hour shift. Set a longest man-hour , a
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shortest man-hour, and valid record interval.

Additionally, according to company rule, set different man-hour ratio

about workday, weekend, and holiday.

Man-hour shift is to calculate attendance result based on accumulation

of daily or monthly man-hours. Exceed man-hour can be calculated

according to a set man-hour ratio or ignored.

Holiday Setting

Enter “Holiday Setting” page:

~a gy
% (B [&] [T

Recover Basic | Adjustto Adjustto Adjust to
Setiing Holiday Weekend Workday
Recover Holiday Management

- Basic Information

Shit Rules
Varhour Ratio < January <2001 February 2011 march > 2011 >
- Report tems SMTWTEFS SMTWTEFS SMTWTEFS

1 12345 12345

2345678
010 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29

6 7 8 9101112
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28

6 7 8 9101112
13 14 15 16 17 18 10
2021 22 23 24 25 26
27 28 29 30 31

30 31

April 2011 May 2011 June 2011

SMTWTFS SMTWTFS SMTWTFS
12 123 4

3456789
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

1234567
8 9101112 13 14
1516 17 18 19 20 21
222324 25 26 27 28
29 30 31

August 2011
SMTWTEFS

56 7 8 91011
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30

September 2011
SMTWTFS

uly 2011
SMTWTFS
12

3456789
10 11 12 13 14 15 16
17 18 19 20 21 22 23

123456
7 8 910111213
14 15 16 17 18 19 20
21 22 23 24 25 26 27

123
456 7 8 910
11 12 13 14 15 16 17
18 19 20 21 22 23 24

24 25 26 27 28 29 30 28 29 30 31 25 26 27 28 29 30

31

October 2011 November 2011 December 2011

SMTWTFS SMTWTEFS SMTWTFS
1 12345 123

2345678
910 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

6 7 8 9101112
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

456 7 8 910
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

|

Today
Previous Year
Next Year

Software has several preset Holidays, such as New Year, Easter Holiday and

Charismas Holiday. User can add or remove holidays according to their



Attendance Rule Setting

convention.

Holiday Adjustment Pick up a date (support function keys, Ctrl and

Shift, to make multiple selections), then click

IAdjusttol
Holiday | to make selected dates mark as Holiday.

After adjusting, Holiday will display in blue color.

Weekend Adjustment Pick up a date (support function keys, Ctrl and
Shift, to make multiple selections), then click

| — |
Adjust to
Weskend| to make selected dates mark as

Weekend. After adjusting, Weekend will display in
red color.

Workday Adjustment Pick up a date (support function keys, Ctrl

NESN
Adjust to

and Shift, to make multiple selections), then click Werkday| to make selected

dates mark as Workday. After adjusting, Weekend will display in black color.

Man-hour Ratio

The Man-hour Ratio interface has shown as below:

115



- Basic Information Man-hour Ratio List

MName Man-hour Ratio Report Symbal
Worday Overtime 1 WDOoT
- Repott ftems Weekend Overtime 2 WEOT
Holiday Overtime 3 HOT
Business Leave 1 BL
Business Trip 2 BT
Casual Leave CL
Sick Leave SL
Annual Leave AL
Parertal Leave PL
Manmiage Leave ML
Family Leave FL
Funeral Leave FL
Paid Sick Leave P.5SL

Work Overtime Rule

The system provide 3 preset work overtime: common work overtime,
weekend work overtime and holiday work overtime. The corresponding
man-hour ratio is: 1.5, 2, 3;

The work overtime cannot be deleted, but can modify man-hour ratio

and symbol for work overtime.

&Tip : Man-hour ratio is a ratio which uses to calculate payment
according to one attendance adjustment type, such as payment = salary (in

this period) * man-hour ratio. If ratio is 0, which means there is no pay for this
shift.

Legwork Type Setting

Legwork is leave office due to official business. Because man-hour ratio
and subsidy, preset types of legwork are “Business Leave” and "Business
Trip”.

Legwork type can not be added or deleted; the man-hour ratio and
symbol in report for legwork can be modified.

Vacation Rule

System preset several common vacations. It can be added and deleted
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according to real needs. Also vacation man-hour ratio and symbol in report
can be modified.

Holiday information divides into 2 columns, the left hand side column is
man-hour ratio for current work overtime, legwork and vacation; the right

hand column shows the details of the selected item.

Item Name Display name of adjusted items

Man-hour Ratio Display ratio of adjusted items

Display Symbol Symbol for adjusted item used in Report.
Rounding Calculate man-hour based on the minimum unit.

Rounding after Sum If ticked, the result will be rounding in after sum all
selected items.

H.
| |
Add
Add Vacation Click lYecationl jn toor bar, then input name, symbol and

rounding in man-hour ratio information, then click to save settings

for the new added vacation. User can tick “Rounding after Sum” according

%

[ [
Delete
Delete Vacation Select a vacation in the list, then click ¥acten! jn toor

bar, in popup dialogue, click to delete selected vacation.

I |
Modify
Modify Ratio Select a item in the list, then click [R5 | or double

to the actual situation.

click the item, modify symbol, and round setting in information column. Click

5
to save changes.
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Report Items

All settings in Report Items will be affect displayed contents in finish
report.

Itam Naming Rule

Each attendance type need to have unique symbol in report, the length
of symbol name is less then 5 letters. The system provide default symbol

name, they can be modified.

Symbols in attendance status and report

Late level 1 L1
Leave eary level 1 LE1
Late level 2 L2
Leave eary level 2 LEZ
Late level 2 L3
Leave eary level 3 LE3
Absence Abs
Absence half Day AHD
Absence all Day AAD
Extra shift ES
Compensatory vacation Ccv
Extra man-hour in man-hour shift E.MH

Use unit "Day" as calculating rule

(00 Caleulating by shift time {f shift time is long than 10 hours, then 5 hours count as 0.5 day)
@ by |8 2| Calculating by hour (f count by 24 hours, then 12 hours count as 0.5 day)

Use Unit “Day” as Calculate Rule
If regard schedule time of all shift in one day to unit “day”, select “Use
unit ‘Day’ as calculating rule”, for example if a schedule is 8 hours long, then

4 hour will regard to 0.5 day. In addition, it can regard to any several hours to
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regard as a “day”, and use up and down arrow button to adjust hour value.

Recover Basic Setting

Attendance Manangement System has a basic default rules which is

suitable for most attendance status. If to recover rules to this default, click

IReco\fer Basic I
Setina__| in tool bar, then in popup window click to initialize
all rules to default values.

WNotice: All defined rules will delete if recover attendance rules back
to default values, please conduct the action cautiously.
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Part 3 Records Management

Chapter 1 Records Management

Click Records Manage ;, navigation bar to enter attendance records
adjustment setting.

Default setting is to view all staff schedule and attendance adjustment in the
current month in top level of department. Select department and month in the

D

|
Check
corresponding drop-down men. Then click [Record! to search and display all staff

schedule and attendance adjustment in the selected department.

o IRTEERT |
Attendance Record Change ‘Parsunal Attendance Record Adjustment by Monthly |

Depart.. | StaffC.. |[Name |1 |2 |3 4 |5 6 7 |& |9 |10|11 12(13 14[15[16 1718 19/20 21 22 23 24 25 26 27 28|29 3031
RDCe.. |1 Mike

RDCe.. 45 Marry [ |

RDCe.. 137 Jerry

RDCe.. | 154 L]

RDCe.. | 159 | ]|

RDCe. 558

RDCe.. | 1508

Schedule View contains 2 parts. In the upper part, it shows staff schedule
illustration by day. In the lower part, it displays details of schedule and attendance
adjustment. If select one or more days, it will lists all schedule and attendance
adjustment status of selected staff on selected days.

Symbols in different colors in schedule illustraton:

White represents Rest. It means there is no schedule or weekend or

holiday in the day;
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Light Blue represents there is normal schedule without any

attendance adjusting in the day;

Brown _ represents there are several adjustmens in the

day;

Pink represents it is smart shift in the day;

Green _ represents there is an exception for attendance status

in the day, and waiting for audit;

Grey _ represents there is an exception for

attendance status from web in the day, and waiting for audit;

Other Colors represents a single attendance adjustment.

There are 2 types of adjustments in adjustment table, attendance records
adjustment and personal monthly attendance records adjustment. Contents of
personal monthly attendance records adjustment describe attendance time for

each day during the set dates.

Calculate Result

it
i Calculate| . .
Click _Result | in tool bar to calculate attendance automatically, the result will

show in attendance record table. This function is for calculating work overtime
results waiting for audit, after setting these records in auto work overtime.

&. Tip: If the auto work overtime attendance record needs to be audited,

must click this icon to calculate and display the statistic result.
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Attendance Adjustment

Attendance adjusting status, such as work overtime, asking for leave, being
away for official business, etc., will make abnormal attendance for staff. So to
make results of attendance correct and valid, these abnormal attendance records
have to be set first.

Company can define all kinds of adjustment status in Attendance Rule
function based on their own rules.

Select one or more staff in staff list (use Shift, Ctrl key to select more staff, or

use Ctrl+A to select all staff), click |“wAddAdiustment) o 01 par to open

Adjustment Attendance Record window.
( @ Adjust Attendance Record l&r

Adustmert Type: | Addiional shift -]

Adjustment Date:  From |2010-05-17 |+ | To |2010-05-17 ||

Adjustmert Time:  From [00:00 |8 To |23:59 £

[#|0n duty Sign in  figy. 120

Ak

Minutes Sign in

|#0ff Ity Sign out Delay 120 | Minutes Sign out

| 0K | | Cancel |

. ’

Choose one adjustment in Adjustment Type drop-down menu, and select

adjustment date and time.

For work overtime and extra shift, choose work overtime or extra shift in in
Adjustment Type menu, and then set adjustment date and time for them. Tick or
untick “On duty Sign in” or “Off Duty Sign out” to enable or disable the

corresponding function. Click to add new adjustment to the list, and
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then click to finish one adjustment.

For compensatory, legwork and vacation, if all days need to set as adjustment,

then select adjustment date directly, and tick “Adjust by Day”. If adjust a part of

time in one day, then set adjustment date and time separately, click

to add new adjustment to the list, and then click to finish one
adjustment.

Delete Adjustment
Select one adjustment from attendance record adjustment list, for example

Alice has casual leave on 11" Jan, click |+ DeleteAdiustment] 10, hopup tooltip

dialogue will be shown as below:

( Hint l ]1

| Sure to delete selected adjustment?

~ MName: AdjustType : Compensatory Time-off
Start time : 2010-05-20 00:00
End time : 2010-05-20 23:59

[ ves [ ne

Click i to delete this adjustment.

Select several separated or continuous adjustment in attendance records

adjustment list, or select one or more staff who have several adjustments, then

click |+ DeleteAdiustment] 1, 15| har to open Delete Adjustment window
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(@ Delete Adjust =)

Are wou zure to delete the selected adjust (=)

Zadjustment records

Department Staff Code MName Type Start Time End Time
RDCenter 154 Edra shift ~ 2010-05-19 00:00 2010-05-19 23:59
RDCerter 154 Compens... 2010-05-20 00:00 2010-05-20 23:59

" S

Select one or more adjustment records in Delete Adjustment window, click

to delete adjustment; or continuously delete selected adjustments

until all records in window are deleted, Delete Adjustment window will close
automatically.

&Tip : Attendance adjustment can be deleted without affecting schedule,

but delete schedule setting will delete relevant attendance adjustment together.
Smart Shift Matching

Select staff who have one or more smart shift, click | & Smart Shift Match| ;

tool bar to open Smart Shift Match window.
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' ™
ST W =

Attendance date2010-05-18~2010-05-18 Total1Person

Department Name Staff Code MName MAttendence Date Attendence Shift

Focens 1673 | 200051 Nt Newsoid

Matching Shift

New Shift(1) New Shift(4)

L o

All detail information of smart shift for the staff is listed in window, select one

Match

day information, then choose one shift in Matching Shift, click | | then

click in popup dialogue to finish smart shift match.

Work Overtime Audit
Select a waiting for audit item in attendance records adjustment, or select
several waiting for audit item from several dates or several attendance date of
Overtime Work Audit|

several staff, then click |.£
Audit window.

in tool bar to open Work Overtime
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Select one or more items in list, click |

' ™
@ Overtime Work Check ﬁ
Total2 Owertim records wait for auditing.

Department Staff Code Name Start Time End Time
W00 720 | 01005 7238
RDCenter 1 Mike: 2010-05-27 22:00 2010-05-27 23.00
vald | | mwvaid | | Alvaid | | Almwaid | | cose |
A A
Valid

| to open “finish aduit”

dialogue, then click to close audit window, the status of waiting for

audit item will change to work overtime adjustment status.

Select one or more items in list, click |

Invalid

| to open “finish aduit”

dialogue, then click to close audit window, the status of waiting for

audit item will change to invalid work overtime adjustment status.

Click |w| to open “finish aduit” dialogue, click to close

audit window, all waiting for audit items will change to work overtime adjustment

status.
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Click | Almvaid | to open “finish aduit” dialogue, click to close

audit window, all waiting for audit items will change to invalid work overtime

adjustment status.

Click | Cose | to close Work Overtime Aduit window.

Add Record

Click |Zw AddRecord| ) 1061 bar to open Add Record window.

I y
@ Add Record (2
Select Staff
Total [3] department Total[30]staffs Select[1]staff
AN
H FAE Tapartment StaffCode  Hame Dewice =
RDCenter |§|
- SoftwareDepart. ElCenter —
- HardwareDepart. RICenter 45 Marry Hone
ROCenter 137 Jerry Hone
RICenter 154 Hone
RICenter 1589 Hone
EICenter 555 Hone
EICenter 1508 Home 7
4 [l | +
Record Setting
Attendance Time: 2010-05-26 |#| |00:00 %
Save and Add next l l Save and Quit l [ Unsave and Quit

A

Input User ID or Staff Name in search field, or select one or more staff in list to

- -

add attendance record. Click to continuously add new records.
. Save and Quit . .

Click to save records and close window. Click
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to close window directly without saving records.

Clear Record

Click |=w ClearRecord iy 140] bar to open Clear Record window.

f@ Clear Record ﬁﬁ

Please choose date, and then click [Clear]. The system
will delete all record &t before this date. If click [Cancel],
the operation will be cancelled and Quit.

0 | Thursday, October 15, 21

l Clear ] l Cancel

“ J

Select a date from calendar, or click Today to select the current date, then

click , the system will delect all records before chosen date, click
- -
to cancel the operation and close window.

WNotice: record can not be recovered after deleting, please conduct the
action cautiously.

Restirct Condition for Each Schedule Adjustment

It is because property of shifts and all kinds of adjustments may exclude
mutually, some setting can not be modified under centain circumstance during
attendance adjustment:

After making schedule, all time are devided into 2 cases:

Attendance Period Period has shift schedule;

Non Attendnace Period Period has schedule in current day but is not in

Attendance Period; or Period does not have schedule in current day;
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In different period, after other adjustments, allowed circumstance listed below

for all kinds of adjustments:
Allow to adjust condition

Allow extra shift adjustment

® Non attendance period

Allow work overtime adjustment
® Attendance epriod after compensatory leave adjustment
® Non Attendance Period

Allow compensatory leave adjustment
® Attendance period

® Non attendance period with after extra shift adjustment

Allow legwork adjustment
® Attendance period

® Non attendance period with after extra shift adjustment

Allow ask for leave adjustment
® Attendance period
® Non attendance period with after extra shift adjustment

® Non attendance period with after work overtime adjustment
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Chapter 2 Records Inquiry

Click Rerords INQUIY , hayigation bar to enter Attendance Records
Inquiry Interface

- = = = - -
Department  RDCenter || StartDate|2010-05-01 (B3 % :0 % Eﬂ ﬂ} : I: | (=
User ID/Name End Date | 2010-05-256 || Search Add Clear Import Export  Card Matching Print

Record Record Check  Preview
Search Basic Operation Import and Expart Other
Record list fotal 38 ine, 138 records]
| Daily Detailed Attendance Record |Dngma\ Attendance Record |
MName Department Attendanc... | Attendance Time
T
1 Mike RDCenter 2010-05-04 08:55:00 18:25:00
1 Mike RDCenter 2010-05-05 08:35:00 09:07:00 17:40:00 18:26:00
1 Mike RDCenter 2010-05-06 08:55:00 19:20:00
1 Mike RDCenter 2010-05-07 07:55:00 19:55:00
1 Mike RDCenter 2010-05-10 08:05:00 13:07:00 13:30:00 22:07:00 23:07:00 23:58:00
1 Mike RDCenter 2010-05-11 08:05:00 19:05:00
1 Mike RDCenter 2010-05-12 08:45:00 19:23:00
1 Mike RDCenter 2010-05-13 08:23:00 18:53:00
1 Mike RDCenter 2010-05-14 09:15:00 19:46:00
1 Mike RDCenter 2010-05-17 08:46:00 19:05:00
1 Mike RDCenter 2010-05-18 08:49:00 19:01:00
1 Mike RDCenter 2010-05-19 07:55:00 18:02:00
1 Mike RDCenter 2010-05-20 08:25:00 18:23:00
1 Mike RDCenter 2010-05-21 08:45:00 09:13:00 17:06:00 18:05:00

View Attendance Records

After select department or input user ID or name, and set start and end

=
Search
date for attendance records, then click , all records within
corresponding time period are listed in the list, which include orginal records

from device and added records from attendance software.
&Tip: If to view records of entire staff in one department, leave blank
in user ID and name field.

Record list has daily attendance records and original attendance records.

Daily attendance records record details attendance status for each staff each
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day. Original attendance records provide details list for each attendance

records. Properties of attendance record listed as below:

Record Property
Reserved key word

Card Matching Check

During attendance processing, if attendance results match with
schedules or attendance adjustments, then labeled as “Valid”; If attendance
results cannot match with schedules or attendance adjustments, then
labeled as “Invalid”.

Device ID
Device ID is to mark where record received. If records is added by
Attendance Management Software, then device ID is 0. Therefore, the

device ID is tag to distinguish original records and added records.

Record Type

Record type is based on actual attendance type.

Basic Operations

Add Record
Refer to Page 126 [ Add Record]

Clear Record
Refer to Page 126 [Clear Record]
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Import / Export
Import Report

=
ey
Import
Import attendance records from XML file. Click in tool bar to open

“Select import file” window. Select attendance record file to import records.

vNotice: Only XML with a proper format can be loaded. Suggest to
import Attendance record XML file which exported from Management
Software.

Export Record
Export current records to a XML file, which can be viewed by Excel or
UFIDA NC system.

]

=%
Export
Click in toor bar to open “Select file storage place” window, select

a path and input file name and type, then click to export

records.

Others

Card Matching Check
This function is used in Card and Face Recognition situation.

EER
. Card Matching . . . o
Click |__crecc | in toor bar, security images and record of swiping card

are listed in the list. The matching results in listed in card matching list.
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Print Preview

—
‘ Print
Click Preview] in toor bar to open Print Preview window, shown as below:

@ Hanvon Attendance System7.1
2 @ | S [won (v & [ | Vertical Print - | &3
]
Printing date: 2010-05-26
Staff Code | Name | Department | AttendanceDate Attendance Time
1 Mike RDCenter 2010-05-01 08:50:00 19:07:00
1 Mike RDCenter 2010-05-04 08:55:00 18:25:00
1 Mike ADCenter  2010-05-05 08:35:00 09:07:00 17:40:00 18:26:00
1 Mike RDCenter 2010-05-06 08:55:00 13:20:00 L
1 Mile RDCenter 2010-05-07 07:55:00 18:55:00
1 Mike RDCenter  2010-05-10 08:05:00 13:07:00 13:30:00 22:07:00 23:07:00 23:58:00
1 Mile RDCenter 2010-05-11 08:05:00 18:05:00
1 Mike RDCenter 2010-05-12 08:35:00 19:23:00
1 Mile RDCenter 2010-05-13 08:23:00 18:53:00
1 Mike RDCenter 2010-05-14 08:15:00 19:46:00
1 Mike RDCenter 2010-05-17 18:05:00 3
1 Mike RDCenter 2010-05-18 08:46:00 19:01:00
1 Mike RDCenter 2010-05-19 07:55:00 18:02:00
1 Mile RDCenter 2010-05-20 08:25:00 18:23:00
1 Mike RDCentsr  2010-05-21 08:45:00 09:13:00 17:06:00 18:05:00
14:59:42 15:00:09 15:03:23 15:04:01 15:05:15 15:06:52 15:09:21
159 RD Center 2010-05-10 15:10:51 15:12:35 18:07:16 18:09:19
158 RDCentsr  2010-05-11 09:50:08 13:56:10 16:16:17
1973 ADCenter  2010-05-10 15:01:01 15 15:09:39 17:00:25 18:03:35 16:04:24 19:36:14
15:03:54 15:09:59 15:48:31 16:32:53 16:33:10
1959 RDCenter  [2010-05-10 17:00:21 7
1950 SDCenter  2010-05-11 09:01:24 09:27:24 09:28:24 09:29:04 14:00:15 16:04:40 16:05:00 16:06:02
137 Jerry RDCenter  2010-05-10 15:06:41 15:21:30 15:26:13 15:27:02 17:19:18 17:27:56 13:36:52 19:47:43
1349 SDCenter  2010-05-10 15:15:38 15:40:58 15:52:42 17:28:02 5
Pagel of 1 Zoom scalel00%

Preview interface provides drag, zoom in/out, next/previous page, print

and print preview functions and actions.

133



Chapter Statistics Report

The aim to use Attendance Manangement Software is for processing
attendance records and analyzing normal and abnormal attendance status,
then generating report. It facilitates archive and payroll work.

Click SRESIEREE in navigation bar to enter Statistics Report
interface.

Process Record

After select department, input staff by user ID or name, and set start and

&1
Process
end dates, and then click 'Record| to process data. All processing results of

records are listed in the list.
If there are a lot of data to process, the processing time will take a little
bit longer, please be patient. After processing, the system will display

statistics results with different colors and shapes.

o

a
3
]
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Different types of reports are listed within their own tab. Select one tab to

click, and enter to the corresponding report window.

Personal Daily Report

Personal daily report lists detail attendance results per person per day.
Each line displays one day result one person. The contents include date,

shift, attendance record, man-hour, leave, work overtime and legwork status.

i)

Select one item in the list, such as “Department’, and drag it to “Drag
line to here can divide into group”, then the report will be grouped by
“Depertment”.

Personal daily report normally contains hundreds of pages of results per
person, so it is not suitable for printing out. But it contains very details of
attendance results; therefore, it can be regarded as evidences when staff
disagrees with attendance result.

Personal Monthly Report

Personal monthly report lists daily attendance status per person in one
box during individual statistics months, shown as below:
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In this table, it shows how many man-hour does this staff has been
absent, and results of these are going to label as “late”, “leave early” or
“absenteeism”. If there are other statuses, such as “ask for leave”, “legwork”,
then they will be listed here as well. So this report is suitable to make payroll

statistics.

Normal Shift Personal Statistics Report

This report shows all attendance statuses within a time period for each
person. It sums attendance adjustments of “attendance day”, “actual

” o« ” o«

attendance day”, “attendance rates”, “absenteeism day”, “away for official

business”, "business trip”, "late/leave early numbers/time” and “vacation”,

shown as below:

The information of this report is very details and counted by number. So
it is suitable to make payroll statistics with Personal Monthly Report.

Man-hour Shift Personal Statistics Report

This report shows how many people are using this shift, “attendance

man-hour”, “actual attendance man-hour”, “lacking hour”, and “exceededing

hour”.

Sign-in Shift Personal Statistics Report

This report shows sign-in shift attendance status for person take sign-in
shift in a selected period.
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Department Statistics Report

Department statistics report makes attendance status for each individual
department in a period. This report includes “attendance day”, “actual

» o«

attendance day”, “attendance rates”, “absenteeism day”, “miss punch times”,
“level late/leave early times”, “work overtime hours”, and sum of attendance

” o« »o»

adjustments such as “away for official business”, “business trip”, “vacation”,

» o«

compensatory rest”, “extra shift’. Shown as below:

Leave and Vacation Report

This report shows details status of each day for staff who has leave and

vacation in as selected period.

FERdg

HEHHH
FEREE

Work Overtime Report

This report shows details status of each day for staff who has work

overtime in as selected period.

Personal Vacation Statistics Report

This report shows monthly details of vacation status for each staff in

statistic years.
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Attendance Abnormal Report

A set of all adjustment and types of work overtime(including workdays,
weekends, and holidays)

Fast Process

There are several Fast Process operation locate at the right side of

each Report, shown as below, for example, in Person Daily Report:

Add worle avertime
Add business trip

Add business omt

Add other adjustment

Add Card

Browser atiendance record modification logs

User can add adjustments, check attendance logs or modify attendance
records.

For Add adjustment and Miss check in/out operation, please check
page 111 “Attendance Records Adjustment” and 121 “Attendance
Records Search”.

The operations for browsing or modifying attendance records are listed
below:

Click Browser attendance record medification logs jn the r|ght side of Statistic
Report to open Attendance modification log
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(@ Attendance record modification logs

Start Date! |»/ | Operation Type
End Date || | operation Admin
Search

Operation Admin

| A searen| (g

|v| | & cancel Record
restore

Record restore

Operation Time Operation Type

Number of affect record

Search

User can set a start date, end date, action type and operator in Menu bar.

Click [ 5eh| tg display all attendance records of corresponding staff.

Action type has two actions: add attendance and delete attendance.

Click "= @neel| g clear up all inputs from menu bar, the windows will

display all attendance records.

Restore Attendance

Choose one to restore the record, and then clickirestere

139



Output

Report Preview

(i

| Report I
After data processed, click [Preview! to generante print preview for the

current report.

Export Data
Export the current report to HTML file or Excell file. It can be used as

backup data for attendance record.

ey
|

Export
Click Data in tool bar, click “HTML” or “Excel” in drop-down menu, and

select path and file name in popup window, click to export the

report.

Setting

Report Type

This function is to display or hide one or more report types in attendance

i
Report
in tool bar, then tick or untick one report type from the

report. Click Tvee
drop-down menu. Display items of report will be changed accordingly.

Change Colors
This function is to change display color for shiftd or adjustment types.
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Click | M Color| iy ool bar, select one shift or adjustment type from

» o«

drop-down menu. Then select one color from “common color”, “web color”

and “system color” for this shift or adjustment type.

| Color | Report Unit
Late | [ 146, 208, 80 |
Leave Early | [ 146, 20... |+
Owvertime Work | 1 24... |+
Outside Working | I 2., |+
Ask for Leave | [ 213, ... |#+|
Adjustment of Rest | [T .. |+
Absence | [ 250, 57, 57 ¥/
Mormal Shift | ] White |+
Srnart Shift | 1 100, 24... |+

Change Filter Condition

This function is to change display contents by filter. Click '&® Filter=| j,
toor bar, select or untick one shift or adjustment type from drop-down menu,

then the contents of report will change accordingly.

Report Unit

Click Report Unit in toor bar to select one unit “Minute”, “Hour” or “Day”
as display unit for report. The display contents of report will change

accordingly.

Search

|-, Search|

Type user ID or name in search filed, click to search all

information which contains key words, and display them in the corresponding
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list.

Click | {5 remove key words from search filed. Type other key
words to search information again.

Customized Report

ReportDefine
Clichﬁmw, enter to interface of Customized Report

R e

Fie_feckgrouns

3

Import  Click to open a popup window
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]
let] |+ Computer » Local Disk (D:) » 1 - |+
P! 1+
QOrganize v Mew folder - m @
P — “ Nome ° Dete modificd Type
Bl Desktop =] d20885ef272643€79e73149ee477c5b3_my ...  4/7/2011 5:43 PM XML Docum
& Downloads

2] Recent Places

4 Libraries
[ Documents
J’ Music
[&] Pictures
B videos

m

8 Computer
£, Local Disk (C:)
—a Local Disk (D:)

s Local Disk (€) O m | 3

File name: openFileDialogl

Select a customized report, then click Open button.

£
Export  Clic expm, and select a place to export a customized report.

[E=Ner=)
G “<n Facett » Cl ReportDefineFil 43| Search ReportD: ]
{_J{_J [} « Hanvon » FaceAtt » Client » ReportDefincFile [ # || Search feportDe o
Organize ¥ Includein library +  Sharewith v Bum  New folder =~ [l @
B Name Date modified Type Size
Bl Desktop || d20885ef272643e79e73149ee477c5b3_my ... 4/7/2011 5:43 PM REPX File 28KB

i Downloads ] d20885ef272643€79673149ee4T7c5b3_my .. 4/7/2011 8:42 PM
| Recent Places

XML Document 1KB
i Libraries

[%) Decuments

& Music

(=] Pictures

B videos

M Computer

s Local Disk (D:)
s Local Disk ()
s Local Disk (F)

. DREAMFLY (H:)
€ Network
l 2 items

Search  Select one customized report, then click Search button to execute
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searching process.

2 £ . & @[
CYES
e e .
BEE EC) 3 HE

Zoom scai0s

more conditn| .
Advanced Search CIiclJ ™ to open Advanced Search window

O EREDEHEE g
o FE IEEH B FEIE ) R 5
> BER (B ) v xTF. V| 2010-07-01 v A )

BER(BE LA v AT ¥ 2010-07-10

* 5 - B o 2]
(== )
=)

HB%
TRE
Wil

<
<

HEREE

SELECT KQZ_BACH vLavel0. BRCHINIE COL 9 £04a25541 , KGZ_ENFLOYEE vLevl0. ENPLDYEECODE -~
cor_ |, KRZ_ENPLOYEE vLevel0 COL_Bbibeaat , Cast

(KGZ_1_VIEN_RESULT_FERTOD, SHIFTOTE = IATE) COL_B4<edT94BcSSATThEecT aDbTI53cTe3, SUBSTRING (CAST (CAST

(KGZ_TZ_VIEN _RESULT FERTOD +Level0. BEGINCARDTINE AS TIME) AS YARCHAR(15)) FROW 1 FOR 5) || “BF || SUBSTRING CAST(CAST

(X9 _TZ_VIRR_RESULT_PERIOD_vLevel0 ENUCARDTINE AS TIWE) AS VARCHAR(S)) FRON 1 FOR 5) COL_T221bb32237 f4=2bal6T0:3189 6 F9ee, CASE WHEN
KQZ_DZ_VIEK_RESULT_PERION_vLevel) LACKITHELEN ) 120 THEN ‘&'  FISE %  END COL_cldeS3T62£4045b667593ee0ed588645, Cast

(7 _TZ_VTEN_RESULT_FERTOD_vLevel0. LATEFLEN as VARCHAR (5)) COL_e664431728c34d2aadi b0bB5A52 1baad, Cast.

(GRZ_JZ_VIEN_KESVLT_PERIOD vLevel0. EARLYLEN as VARCHAR (5)) COL_f34e05aE4a0d4729c33¢5411720a56Y, KAZ_IZ_RESULT OVERTINE_yLevel. HORKTINELEN

¥ o1 FRON ¥GZ_BRCH RQZ_BACH +Leveld irmer join X2_ENPLATER
7 BNPIITYRR ol e o WL RREH wlrse N RrchT = R FUPLATRR. wToorel) RrchTh irmer §min RO T VTR RRSITT PRRTAN

<

Enter conditions for a filter, then click OK button to make all settings valid.
“Add” — add a new condition for filter; “Delete” — delete a sleeted condition
from a filter; “OK” — save all settings; “Cancel” —ignore all settings and quit;
“Delete All” — delete all conditions from a filter

Paper Setting: Click drop list — = , then select a proper paper size.
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& Tip: this function is mainly for technical support engineer.

Others

Display|
Click 'tem* | in tool bar to select display item for record. Tick or untick

items will change the displayed contents in records.
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Chapter 4 Other Operations

Database Backup and Restore

To make data safety and maintenance, can use this function to backup

all data, so that to prevent data lost from software damage.

Cleack Backup/Restore . pavigation bar to open Database

Backup/Restore window.

r N
@ Database Backup and Restore Ié]

In order to keep the data safely and make sure it can be recovered,
we strongly suggest you copy your database regularly.

Restore

For some reason leads to the database damaged or even lose the
datapoint, you still can recover your old data which you copyed before f

Backup Database

Click to open "Save as” window, then choose a
location and name for backup file. Click to save the data file

with .fbk suffix.

Restore Database

Use Database Restore function to recover the data, when data damage

or lose due to database issue. Click to open tooltip dialogue
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box, then click to open a new window. Choose a database
backup file, then click to execute database restoration process.

Check for Update

Click Check forUpdates i navigation bar, a tooltip dialogue box popup.

[ Hint o |

:] Close the software before auto updating, Sure to continue?

o [ Gnea ]

5 S

Click to close Attendance Management System Aoftware

and open Hanvon Auto Update Software.
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Version
Hanvon AMS 7.1 7.1.0.1568

7.1.0.1568:
1. Fix system bugs

Select items in Update Item, and then click , the selected

item will be downloaded and updated. During the updating, the
updating items, updating progress and progress bar is displayed on the
right top of window, shown as below:

Hanvan AMS 7.1

Diovsnload (25%): E

When update completed, click to exit Hanvon Auto Update

Software. All updated items will come into effect, after reboots.
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About

Click APt iy pavigaton bar to open Hanvon Attendance
Management System window. In the window, it lists a set of information,

which conclude version of this software, telephone number of consutant and

technical support, official website, etc.
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