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2 Personnel Module

The Personnel module eases the employee creation in the system by directing you only to the relevant
and the mandatory fields.

2.1 Custom Attributes
This function lets you manually create a personalized field based on the Organizational requirement. And
the created attribute will get reflected in the Employee module.

+ On the Personnel module, click Configurations > Custom Attribute, to customize the
attributes as required.

Add

Altrbute Name® 0
Input Type®. Text

=@

.
The enabled cust ributes will get displayed on the [Personnel] > [Employee] >
[Employee] > / [Edit] while adding or editing personnel information.

Add

Profile
Employee IO~ 783 FestName  Ann
Dagartment® 3 Last Name

Positon - Areat GWT-Aed

Emaloyment Type: = - Hirad Date  2030-11-2C

Private Information Attendance Setting App Setting Payroll Settings

Test Weight

Irdentificaton 1D
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The values of the custom attributes will get displayed on the interface.

«  Click the ™ icon on the top right corner of the screen, and the custom attributes will be
available on the pop-up window.

« The user can categorize the display of the custom fields and choose the required custom field to

export according to the requirement.

’ Personnel
® Q = e Customn Attribute Employes
& Ecclonarkse Y Filters -
Add Oelete Import Parzonnal Transfer App Mora
Emplojee (D = FirstName + Owperbm... EnplaymentT.. Owvice Privilege AP Stat..
o Departm. Employee o
Configurations

U Saw Theha Departm. o

Jepsrmm o
Dot Hong Departm o
k23838 Departm °
Daw Khon Thida M. Departm °
UYeMyoNaing  Departm °
10086 Oepartm. o
1008611 Depsrim °
1008612 Denartm (-]
1008613 Departm °

« And while bulk importing the employee detai(’;

imported.

Impert Empgoyee

|mpart Filas | Choose File | o fils chosen

Language®  English

Termplats Derer

Description
1.The he=ads in file template are required
2 The Emgoyee |D Frst Name Department
3. All column values should be text format
4The Card Numbsr must be unique

Custom impart fields,
Last Name
Farst

Existing Data*

DDepartment Name
DPosition Cede
CIPosition Name
OHired Date

O Card NO.

OArea Code

O Gender
DMobile
OBirthday
CIEmail
OTest
OWeight
1Heioht

Ignore

E

Department Name
HR

HR

HR

Fingerpnnt
ves 102
Ver 121 Ver 1.

ves 102

Ver 102
Ver 102

ver 102

Face Palm VLFa..

Position Name
Director
Diractor

Manager Assistant

Area

Haney Test

Mot Authonized,2 Nancy Test (

Mancy 1est

Nancy Test Sy
NangpJes!
W

rs can define the fields

Gender
Male ( Female
Male / Female

Male / Female

7 & 2D
oOadQ
Fingemrint

Face

Indentification 10

Hired Date
2016-10-14
2016-10-12

2016-10-14

~
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@
i
L)
(i

223636

needed to get
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2.2 Palm and Face Enrollment

» The enrollment function facilitates the registration of the employee’s face and palm via palm scanner
PV10R and face scanner FAT0R.

3 Device Module OQ

The Device module manages with the implemer@on and maintenance process of the Biometric
Devices, which facilitates the proper tracking Employee attendance and transaction details.

» Onthe Device module, click Dev'&@)evice to view the following features.

4

3.1 Command Lo

The executed comman
executed will be liste

be listed on Device > Log > Command Log, and the commands to be
evice > Device > Device Command.

Device

Commund Log

@Bockmarkse ¥ Fours «
Ueiete O Uvtete
Serial Number  Device Name  Content
o 2dd DATA UPOATE AccUrt ockoomb (D1 Grouph s 3 Groupdsd Group) wd Growand Groupt
DATA UFDATL USERINFO Pil=

A UNLOCK

DATA UPDATE U5
DATA UPDATE Us
DATA UPDATE US
DATA UFDAY
DATA UFDATE AU

DATA UPDATE LS

DATA UFDATE Ac
DATA DULLTE

DATA DRLETE Ace

B0 o00eonnnoDonnonn o

DATA UFDATE AeGroun De3 Verfy»0 ValdMoliday | TZe3.0:00

SR L T —
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3.2 Geo-fence

This function facilitates setting up a geographical boundary using GPS or RFID technology which limits
the Employee to access the Attendance Punch via mobile devices.

» Select [Device] > [Geo-fence] > [Location Setup] > [Add], to add the required location for the
employee attendance via mobile phone.

« This function is integrated with Google Map to facilitate positioning.

+ On the Google Map interface, enter the specific location name in the [Please enter location]

field.

+ And the software will automatically update the location information, including the exact location
name, longitude, and latitude details.

o Userscan also drag the ' icon to the required position on

will automatically update the location information, includl

and latitude details.

Location®  China, Xamen Shi, Jimei

Latitude™  ucoox Longitude™  xocom
o .
2HEnaN @ Please enter location
u¢ o k) B

G
TS "‘ st
.
Taiwan
BUANBXI GUANGIONG

+

o
e WiaurHong Kon
“:‘0' “.0 J

_50- gles | nan Maz duts §2020 Google, S swieczm  Teema of Lne

Corfirm Careed

ap; hence, the software

act location name, longitude,
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» Please note, Employees/ Department can have more than one access location if there is a necessity
to punch-in/out for attendance during their on-duty period or business trips in more than one place.

Department v Q Evoloyes Selected |

First Name Last Name Uapartment Employee 0.~ Firstfiame.~  latName.~ Dapatment

fwahua Lz 1 Abdelhamid Depatment

Abdelhamid Department

10 B

103
10552

20 v Total 44 Recorde >

Location* | Location AlLocation B Distance|Meters)* 50
L~ AvQ

Start Date™ Frocalion A End Date*
¥Location B

CLocation €

3.3 Configurations A

Data Sync Mode facilitates syncing of K@fg data from the software to the device(s), and the mode

can be set as Real-Time, Timing, M%

4

Setting  Bio-Photo Approvel Policy  Dats Retention Setting

Registration Device No Resigned Filter N Aliow Auto Add @

Allow Upload Card (TRE ) Ao Upload tame= (5E ) Allow Covnlcad Name (TRL )

D3 Sync Mode® | Timing Dat3 Sync Time®  9:25:9:40:9:5011200

Real-Time

Marual
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4 Attendance Module

The Attendance Management module maintain all the attendance related operations such as Employee's
attendance, Overtime calculations, Leave Calculations, Shift Details, Holiday Details, Employee Schedules,
and more.

4.1 Color Setting

» The Color Setting function facilitates to set required colors for distinct Pay Code, Timetable, Weekend,
and Holiday.

Urt*  Hour Symbol P

Round Off* Round Off v Minimum* 0.1 o
o QD) Sk Q

Code* MNamz*®  Regular \

celor settng [l

#229028

4

Attendance

Total Time Card

Depadtmant =~ ¥=d Employee - Date Pericd  Lser Defined v || 20002 - 202012-23 Q
» @Department Saue Layout Load Layout 7 7 0O o =
&nicole test
wMancy Test Employee NO. < First Name  Dapartm Date & Weekday Timetable Checkin Check Out  Duty Durstion Work Day  Clockin Clock Out  Total Hrs \
v 1 Amt nicole test | 2020/12...  Tussday 1800 0900 10 cago 21:00 13.00
PTest
=7 1 Amt niole test  2020/12. Wadnes. 1800 : 10 0900 18:00 0900
@lala_p 1 Amt nicole test  2020/12..  Thursday 1800 5 10 0900
@Test
@payroll 1 Amt nikoletest | 2020/12...  Friday 1800 09:0¢ 10 2900 1800 02.00
1 At ricole test | 2020/12.  Saturday 0000 00
1 Amt nicole test | 2020/12...  Sunday 00:00 00
1 amt nicsle test | 2020/12. Monday 1200 a 10
1 Amt noletest | 2020/12..  Tuesday 1300 09.00 10
1 amt nicole test | 202012 Wednes 1800 10
el ity Repcat 1 Amt rcole test | 2000/12.. Thursday 3 1800 10
1 Amt nicole test | 202012, Friday 1890 ¢ 0
1 fumt nicole test | 2020/12. | Saturday 0000 00
1 Amt nioletest | 2020/12...  Sunday 000 00

_— 1000

C 2w n 2 3.5 > Totalti62Records | 1 | Page
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4.2 New Added Overtime Rule

Minimum OT facilitates to calculate the minimum overtime between the Calculation OT and Approval

oT.

Please note;

Attendance

Pay Code Global Rule

Easic Setting Rule for Non-scheduled Davs Qvertime Rule Calcuiaton Setting

Overtime Rule”  Minimum OT

Disable Cvertime
Caiculation OT

Weskend Overtime

Werie Hours Assign To Viark Hours Range”

Werk Hours Assign To WViork Hours Range”

Work Hours Assgn To . OT3

4.3 Attendance Alert Setting

Werk Hours Azsign To OT3 Work Hous Range” S
Holiday Overtime @

Werk Hours Assign To OT1 Viork Hours Range”

Work Hours Assign To OT2 Wark Hours Range®

Viork Hows Range® 5

Approval OT calculates the overtime based on the overtime application;

Calculation OT calculates the overtime based on the attendance punch time.

Event Satting APP Setting Attendance Alert Setting
30 Hours) | - S0 Ecmﬁ’
50 Hourz) | - 100ge QT Hout
’ o Sag
10 HD&"-';‘ o 30 Hour
30 '::" - 5.0 Hous
50 @m:m 100 Hor

Alert Settings is used to configure the alerts for any exceptions regarding employee's attendance. The

corresponding personnel will be nétified if any of

Here, the alert can be set forlaté check-in, early ch
exception.

ZE Basic Setting  Rule for Nan-schedulsd Days

O defult
When number of late exceads® 0

Vihen number of early-lewve exceeds® 0

When number of absent excesds® 0

Sending Frequency* No

the configured exceptions occur.

eck-out and absent. You have to set the value for each

Ovetime Rufe  CalcusteSetting | Attendance Alsrt Setting

times
times
tires

Day O Sending Day*  Current Day
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For example, let the values for Late, Early-Leave and Absent are set as 4,5,6, respectively.

*  When an employee comes late more than 4 times, an alert will be sent to the corresponding person.
+  When an employee leaves early more than 5 times, an alert will be sent to the corresponding person.

* When an employee is absent more than 6 times, an alert will be sent to the corresponding person.

4.4 Maximum Overtime for Timetable

Users can set the maximum overtime for the required timetable. If the calculated overtime of an
Employee exceeds the specified maximum overtime, then the software will consider the total overtime
of the timetable as the defined maximum overtime.

Add Normal Timetable

Name” Work Hours Assign To® o
BasicSattng  BreakTimeSetting  Uracheduled Time Sattng  Overtime Rule  Rule 0

I vaxot (EEED) M3x CT Curation® 2 Minute(s) l

Overtime
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4.5 Shortcut Menu on Schedule View

Schedule View displays a concise view of the schedules allocated to different employees. Users can
search the employees' schedules for a specific event like the employee's holidays, weekends, and
employee schedule information.

This interface also facilitates the users to easily add or clear the Employee shifts by clicking on the
corresponding date and right-click to select the required process (Add/ Clear) from the shortcut menu
that pops-up on the interface.

Attendance Bt 5 \ o' nv

Pa Code Sehadile view

LA Y Tt bae 2001201 tnd Date  2020-12:31 tmplcyee

-
78] ' [ conten. REFTTCED ST

4.6 View By Person

This interface facilitates the user to.view the specific Employee’s schedule in detail.

This interface also facilitates the users to easily add or clear the Employee shifts by clicking on the
corresponding date and right-click to select the required process (Add/ Clear) from the shortcut menu
that pops-up on the interface.

"M Tm Eal o Attendance A Ot | M M D‘ n'

W O W Bt View By Persan Emoiovee Schedule

iy e December 2020 L LB

PR 141 Tow 2 Recous
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4.7 Holiday

Our Holiday interface is enhanced and now facilitates to set holidays for a specific attendance group.

Please note, the software will also calculate the overtime on holiday according to the enabled overtime
rule set for the attendance group or a department.

Mams?  Public Holiday

BoscSettng  OvertimeRule  Advanced

Group

4.2  Total Time Card Report

While checking the Total Time Card report, users can select the corresponding record and directly add
either a manual log, leave overtimé or training applications for the employees via the pop-up menu list.

+ On the Total Time Card interface, select the corresponding record from the list, then right-click
and select thérequired application type (Add Manual Log, Add Leave, Add Overtime, Add
Training) from the pop-up window.

Atendance [ 10 Payio fisitd fing i S o n

View Uy erson Inployee Schedue Total Time Cad

X 7Y topicyes  Nancy Date Baccd Gty Defised 20001201 200228 aQ

Load Layoit " Ol P
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» Here, the software will automatically fill in the employee information according to the selected
record.

» And after setting the time and pay code, click [Confirm] to save and update the application.
Add Manual Log %
Employee*
Punch Time*  2020-12-01 00:00:00

Punch State* ChecklIn

Work Code

4.9 Configuration

This function facilitates to restrict the process of attendance calculation based on the Employee’s hire
date.

Please note, if this function is enabled, then it is not possible to assign a schedule or apply manual
log/leave/overtime/training/schedule modifications and neither process attendance calculation for the
date before the employee hiring date.

1153
Attendance sy O 1 518 g - A
= B Configuralitn

Shor Date Format™  yyyy-MM-CO Short Time Format®  HHomm

Resign Employee Gisplay m Filter By Hire Date m
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5 Visitor Module (Optional)

The Visitor module is integrated with Access Control Module, facilitates to control, record, and track
visitors. The functional feature of this module includes entry registration, exit registration, visitor
reservation and so on.

5.1 Visitor Reservation

Enhanced Visitor Reservation interface screen in Mobile App: While scanning the QR code to make a
visitor reservation, the reservation interface will adapt to the phone screen size that provides a better
user experience.

o 100 6 Sl %1 BO% (04 0924 :ﬁ

X BioTime 8.0

Vistior Information 0
First Name 0<

-
o 00

A\
,tlzm

$ Entey informatian

Visit Reason
Visitor Quantity * 1
Visit Department
Host/Visited 11050/ Visilea
Visit Date*  2020-12-08 09:23:15

Emall
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6 Meeting Module

Simple meeting management facilitates users to manage requests, providing access to only the required
attendees to the specific meeting rooms, schedule, agenda, attendance, and other related actions.

6.1 Meeting Room Status

Users can now enable or disable the status of the meeting room. The disabled meeting room will not get
displayed on the meeting room list while adding meeting applications.

Ferson(s)
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7 System Module

The System Management module is designed to manage multiple users, user groups, databases, and
other system-related parameters.

7.1 Notification

This function facilitates to display the notifications such as manual log/ leave/ overtime/ training/
schedule adjustment applications, attendance exceptions (such as late in, early leave and absence), and

the device - offline status, where an unread notification will get displayed on the following Notification
list.

System a8’ “ -

BEREEEEDEED

B® E =3

E

—
= Group Notification P\

& Bcokmarks~ Y Filters -

Delete Ntk All As Read K > R e B T o <
Event Content Read Tane Status
Manuz! log application Read
Manual log aoplication Read
Manua! log MNancy © Read
Manal log Narcy » & Read
Manual log Nargy » , Q Read
Manuzl log applicatio Narcy » \ " & | Read
online ssa7203000002 > Q) Read
Manual log applicatio Read
Manuz! log | | ) | Read
Manuz! tog appli o Read
Manual log y Read
Manual log Read
W lag 3pplicat E mad
Offine Q 7 5367203000002 Read

& Tmovl £ n Q@ .Y rotissrecorss | 2 | Page E=3

The user can also view the notifications as follows;

» Onthe Module bar, click the icon on the top right corner to view the notification information.

5 & | Attendance Exception O Late O Eody-Leave O Aszent T

sistary

1
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» And the below list displays all the unread notifications.
Notification »

& null Manual log application © 10 minutes ago

ok payroll

=

2 null Manual log application @ 10 minutes ago
ok payroll
a2
- § Yoo Manual log application © 16 minutes ago
#h Nancy Test Punch Time 2020-12-23 09:00:00

& S

Punch State Check In

Work Code

Apply Reason

Apply Time 2020-12-23 18:26:58

n 20 v Total 4 Records

Mark All As Read

7.2 Database Backup

This function facilitates preventing data loss when there is an exception occurs on the server.

» Click the corresponding.store path on the database backup list to download the backup database
file from the server to the client.

T : : 2SS i System & n-

—
® Q = e Backup
B Eockmardse Y Filters -
e Sackup Autonatically Barkup Manualy Restoe Manally 72 72 9 M o =

Database Datapage Mame Operato Time = Store Path Status Remark
bictime admin 01-12-2020 111 EABioTime/f 22/backup/mice/20201201113147 g Suecess ES ]
biotime System 09-12-2020 0100 |L‘ 201201010020.50) I Success Backup Automatically
bictime admin 30-11-2020 1547 Succass Backup Manually
bictime admin 30-11-2020 15:40 ime/backup/202011301540¢1 55 Success Backup Manually
biatime admin 30-11-2020 1539 E\gioTime/Mesybackup/20201130153938.501 SuCcess Backup Manually

C wwv n Towisrecords 1 peoe [l
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73 Company Logo
The Company Setting interface facilitates to upload and modify the company logo and the company
name. This company logo and the company name can be displayed in the exported report.

Users can upload a picture and crop it as a company logo, the dimensions of the cropped image will be
200 x 75, which is the suitable size for displaying on the exported file.

» Click [System] > [Configuration] > [Company Setting] to access the Company Setting interface.

Campany Logo

| Choose File | timg jpq

7.4 Email Template o .

On the System module, click [Configu@] > [Email Template] to set the email template. Users can

draft the corresponding email temw r different events, such as attendance/visitor/meeting
approvals, attendance exceptions@ o on.

.
Please note, if the status of hgmail template is disabled, then the default email template which comes
with the software is use he email notification.

System ”Lfg n e
® Q = =D Company Setting Email Template
Recener Efrad Tampiate
» (= MNotifier o
« E=attendance Approvals b ic Status
~ >Schedule
QD) Approved Mago Svoken s &
@ Bvarr - '
Q0 Repected Recever
v O Overtime
» O3 Training Temslate & > = @ @
» CManusl Log
* Dieave
+ [JMeeting Approvals
» [ visitar Appravals
VO Approver
» 3 Administrator
5 Employ
= Other
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7.3 Alert Settings

On the System module, click [Configuration] > [Alert Settings] to configure the alerts for the events.

e Users can enable or disable the corresponding event for Email and App alerts.

& 280
System o n T
~—

# U e
..... [ o @) €D
i [ Enobic @] €D
: <D €D
Meeting @
e 4 [ atie @)
evics Announcement bo oezatic [ ol @)

C 2w Toml12Records 1 Faoe [N

7.6 LDAP Setup

On the [System] module, click [Cenfiguration] > [LDAP Setup] to set up the LDAP integration for
personnel information synchronizationrand authentication from the AD server to BioTime 8.0 according
to the set frequency. And also, LDAP authentication is available for employees and users to login BioTime
8.0.

System 'l:ln n

Group Company Setting Email Template LDAP Satup

© Connaction Setug
Host Address*  Klapy//192.188218.21
Port Number® 389

Username®  cn=Manager,dc=mancrc de=co

PaSSINOND®  wwasaseewvessovenvany seosvrosonn
Test Connection
Employes Satup User Setup
Location  cu=People de=maxcre de=carr Authersicate (Rl )
Fields 2

Emoloyee Field D Feldt

Frequarcy  Monthly
Employee iU d

Day 1

Fixt Name
Last Name Time 103849
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7 APP Single User Login

On the System > Configuration > Security Setting, toggle to enable APP Single User Login, and
only one APP account will be allowed to log in to the APP within one day with the same mobile phone.

This function facilitates added security by preventing the employee from making attendance punch on
APP for the other employee.

1107 n
System XS -
—
Group Security Setting

© Login Setup

Single Lagin ¥sabla verification Code

Lock Setting App Single User Login

4, Password Policy
User must change password at first login
Enforce Password Expiration validity Duration* 90 Deys

Password Strength () Lower () Medium Higher

“Notice

Lower-Password must be 8to 16 characters

Medium rd must be 8 to 16 characters, and contain ot least 2 of the following types numbers, letters and spedial chdcteeg)

HigherPassword must be 8 to 16 digit combination of rumbers, letters and specal characters
O sassion Timeout

session Timeout 60 Minute(s)

As displayed in the below image, when this fungction is enabled, only one employee can log in to the

APP on one phone, while the other employeeé tries to login the APP with the same phone, then there
will be a prompt to limit the login.

10
Remaember Me
Login

Forgot Password?

this mobile only allow user 1tolog in
today

Server Corfiguration »
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7.8 Session Timeout

This function facilitates setting the period for the session timeout.

And the time the user does not operate the software exceeds the defined time, then the software will
automatically log out to ensure data security.

. 116
System ) v
—
Group Security Setting
© Logn Setup
Single Login Disable Verffication Code
Lodk Setting | Disabie

App Single User Login Disable
@, Pasyword Policy
User must change password st fest login

Enfarce Password Evpiration validty Duration® 90 Days

Pazsword Strength () Lower  (®) Medium Higher b
“Notice
Lower Password must ba 8 to 16 characters. \

MediumFassword must be 8 to 16 characters, and cantain at least 2 of the following types: numbers letters and spacial characters
HigherPassword must be 8 to 10 digit combination of numbers, letters and special characters

@ Seszion Timeout o
I Session Trreout €0 Minute(s) I o

7.9  Employee Attendance <

<

endance and the employee can enter the Employee ID and

! then verify fingerprint on the fingerprint scanner for attendance.
.

On the Login interface, click Empl
Punch State, then click Fingerpri

N

R\ BioTime 8.0

Employee IU

Punch Stats v

Fingerprint

ZK Tz
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7.10  Employee Precise Search

Enter the Employee ID or Name to be searched in the text box and click 2 to make precise search,

click again to make random search. Then the related employee details will be displayed.

Add
Ergloy=s’

PunchTime: 3 456 Punchstare®  Checkin

O 1234567 o e
Work Code i Attachment |_C¥00s8 Fike | Mo fiz chosen
- £

Apply Reason ) 456 Nancy

V2]
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