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Without the prior written consent of ZKTECO CO., LTD, no portion of this manual can be copied or
forwarded in any way or form. All parts of this manual belong to ZKTeco and its subsidiaries
(hereinafter the "Company" or "ZKTeco").

Nrracdemark
| ragemark

Z’(T:’:T;‘.?O is a registered trademark of ZKTECO CO., LTD. Other trademarks involved in this manual
are owned by their respective owners.

Niclairmar
Disclaimel

This manual contains information on the operation and maintenance of the ZKTeco product. The
copyright in all the documents, drawings, etc. in relation to the ZKTeco supplied product vests in and
is the property of ZKTeco. The contents hereof should not be used orshared by the receiver with any

third party without express written permission of ZKTeco.

The contents of this manual must be read as a whole before/starting the operation and maintenance
of the supplied product. If any of the content(s) of the manual seems unclear or incomplete, please

contact ZKTeco before starting the operation and maintenance of the said product.

It is an essential pre-requisite for the satisfactory operation and maintenance that the operating and
maintenance personnel are fully familiar with:the design and that the said personnel have received
thorough training in operating and. maintaining the machine/unit/product. It is further essential for
the safe operation of the machine/tnit/product that personnel have read, understood, and followed

the safety instructions contained in the manual.

In case of any conflict betwween terms and conditions of this manual and the contract specifications,
drawings, instruction. sheets or any other contract-related documents, the contract

conditions/documents shall prevail. The contract specific conditions/documents shall apply in priority.

ZKTeco offers no warranty, guarantee or representation regarding the completeness of any
information contained in this manual or any of the amendments made thereto. ZKTeco does not
extend the warranty of any kind, including, without limitation, any warranty of design,

merchantability, or fitness for a particular purpose.

ZKTeco does not assume responsibility for any errors or omissions in the information or documents
which are referenced by or linked to this manual. The entire risk as to the results and performance

obtained from using the information is assumed by the user.
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Document Conventions

Conventions used in this manual are listed below:

GUI Conventions

For Software
Convention Description
Bold font Used to identify software interface names e.g., OK, Confirm, Cancel

S Multi-level menus are separated by these brackets. For example, File >

Create > Folder.

For Device
Convention Description ®
<> Button or key names for devices. For exa press <OK>
Window names, menu items, data ta d field names are inside square
[] ;
brackets. For example, pop up t User] window
/ Multi-level menus are sep by forwarding slashes. For example,
[File/Create/Folder]. \
.
Symbols S o
Convention Description
| plies about the notice or pays attention to, in the manual
“ The general information which helps in performing the operations
faster
jﬁg The information which is significant
@ Care taken to avoid danger or mistakes
E The statement or event that warns of something or that serves as a
cautionary example.
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2 System Management

2.1 Login

(1) Once the program is installed on the system, double-click the program icon on the desktop to view
the system login interface. Other systems can access the application through the network.

(2) Open the browser, enter the Server IP Address and the Port number in the address bar. Click Enter
to login.

BioTime 8.0

Admimn Login

1%

To use the systemon a sew@& Program > BioTime > BioTime Server Controller and start the
service.

Then, double-click t@rtcut icon of BioTime Home Page on the desktop. The system login interface
pops up.

. BioTime
{2 BioTime Server Controller
(2 BioTime
i Uninstall BioTime

& Note: In Windows 7/Vista, right-click BioTime Server Controller and select Run as administrator
from the shortcut menu.

(3) When you log in to the system, authentication is required to guarantee the system security. A
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superuser account (with all operational permissions) need to be created for a user who is using the
system for the first time.

ZKTeo

Creaie Superuser

LeAmAmS
Emar
[
Condm

Passmora

Enter the Username, Email, Password, click [Conf@ create a superuser.

The superuser can assign employees (such a mpany Management Personnel, Registrars, and
Statistics Clerks) as new users and they ca(c’nﬁgure the corresponding user roles. For detailed

operation, please referto_11.1.2 " ment".

(4) Enter the Username and Passw *ch Login to view the user interface.

(5) After the user logs in, the $m displays the dashboard as shown in the below figure.

4‘

| EEl Present 7 4 Attendance Exception “OxLits <O EadyLaave ~O Absent Crdy
- resent - -
2500 e
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. 31800179 Bl Auto add i ' Real-Time Monitor i Chay
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z
Q 31800179 BN Auto add
255
Codie 150612 '3
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On the Dashboard, you can see night modules namely Personnel, Device, Attendance, Access Control,
Payroll, Visitor, Meeting, MTD and System. Click the related module to perform the related
functionalities.

2.2 Logout

Click the User button @ on top-right of the interface, select Logout and click Confirm to log out
from the application.

After logging out, stop the service in BioTime Server Controller and quit the service counter.

2.3 Change Password

A Superuser or new users can change their passwords to guarantee.the safe system operation. Click

the User button @ on top-right and select Password. Enter the old password, new password, and

confirm the new password. Click Confirm to change thépassword.

Password x

Origifal B3ssword*
Password*
Password (again)*

*Notice

Password must be 8 to 16 characters
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3 Personnel Management

The Personnel management module allows you to set the main architecture of the company. It
includes adding employees to the system, allocating employees to departments maintaining the
employees and so on.

3.1 Department Management

Select [Personnel] > [Department] to view the Department management interface, as shown in the
figure below.

£ [Ep

Before adding the employees, setithe organizational structure of the company. When the module is
used for the first time, a level 1. department with department name as “Department” and Department
Code as “1” will be created as'a default.

& Note: This Department can be edited (modified) but cannot be deleted.

3.1.17 Add a Department

1.Select[Personnel] > [Department] > [Add] to add a new Department, as shown in the figure below.

Add X
Department Code™:
Department Name*:

Superior:  ----------
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Set the parameters as shown below:

Department Code: Enter a unique Department code maximum of 50 digits.
Department Name: Enter the corresponding Department Name maximum of 100 characters.
Superior: Click ©° and select a superior Department of this Department from the drop-down list.

~
2. After entering the required details, click [Confirm] to save the new Department. Click = to

refresh the Department tree.

| 5 '.1 Gesh i ST - oy VYA " 'L N 1260 . ]
h | Personnel Device ‘Attendance  Access Contre MTD System Exs g‘\

& Q = ErSes
& Organzston 0 0KMSrks - Y Fifters

Department - 37 1

J Y \
) B SR B

& Note:

1. You can click [Import] to importithe Department information to another software or system. For
detailed operation, please refer to4."[mport" in Appendix 1.

2. You can click o to exportthe Department data locally. For detailed operation, please refer to_5.

"Export" in Appendix 1.

3.1.2 Edit a Department
If you want to change the organization’s structure, you can modify the Department Name,
Department Code, and the Superior Department. Click the Department Code of the Department to

be modified or, click " icon in the same row of the Department to be modified. After modifications,

click [Confirm] to save the modified Department information.
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3
- e

1.3 Delete a Department

Select the Department to be deleted and click [Delete] on the upper left of the Department list.

Or directly click @ in the same row of the Department to be deleted. Click [Confirm] to delete the
Department.
& Note:

Deleting or modifying a Department causes the employees belonging to the particular Department
to belong to none of the Departments. This also leads to the failure of generating some reports.

If deletion or modification is indeed required, transfer the personnel in the particular Department to
other Departments, and then delete the Department. That is, the Department which is currently being
used cannot be deleted.

.1.4 Personnel Transfer

You can adjust employees to the selected Department in‘batches.

1. Select [Personnel] > [Department]. Select the ¢orresponding Department and click [Personnel
Transfer].

Personnel Transfer X
Departme Department Q, Erghloved Selectad ©
Employee ID  First Name Last Namey Department Employee ID First Name Last Name Department
nora& Department
10 Nicole Test D. Nicole Test
100001 100001 2
100002 100002 2
100003 200
100004 100008 2
100005 100005 2
100006 100006 2
100007 100007 2
20 +~ Total 186 Records bl 1
Cancel

2. In the employee’s s list, select the employee(s) whom you want to adjust to the selected
Department in batches (You can search employees by Department, Name or Employee ID).
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3. Select the Employee and click [Confirm]. The Departments of the selected employee will be

changed.

Personnel Transfer

20 «~ Total 186 Records

Departme Department
Employee ID  First Name
1 nora
10 Nicole Test D...
100001 100001
100002 100002
100003
100004 100004
100005 100005
100006 100006
100007 100007

Q Employes

Last Name

Department

Department

Nicale Test

Selected 2

Employee ID <+ First Name <
100001 100001

100002 100002

LastName <

Department

2

2

Cancel

3.2 Position Management

Itis necessary to add the position details while adding the employee details.

Select [Personnel] > [Position] to view thesPosition interface, as shown in the figure below.

Personnel

Teco

Position

& Bcclomarkse

¥ Filtars v

Add Delste Personinel Teansfer P T . co0
Festion r,cm‘ oston Name = Supenor = Employee Cry Resigned Oty (3 Fosttion
& X Bz
Manager 0 (4 mj (3 Manager
HR ) 0 o BHR
(3 Developer
Developer o = & [ Test
Test , 0 @ @ [ Techmcal Support
s (510
Technical Support 0 o @ M1
[(12
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3.2.1 Add a Position

1. Select [Personnel] > [Position] > [Add] to add a new position

Add X

Position Code*:

Position Name*:

Superior:  ----------

Cancel

Set the parameters as shown below:

Position Code: Enter a unique Position Code.
Position Name: Enter Position Name.
Superior: Select a Superior Position.

2. After entering the required details, click [Confirm] tosave the new position.

3.2.2 Edit a Position

If you want to edit the position‘details, click the Position or - icon in the same row of the position

to be edited.

After modifications, click [Confirm] to save the modified position details.

3.2.3 Delete a Position

Select the position to be deleted and click [Delete] on the upper left of the position list or click )

icon in the same row of the position to be deleted. Click [Confirm] to delete the position.
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3.2.4 Personnel Transfer

You can adjust the employee’s positions in batches.

1. Select [Personnel] > [Position]. Select the corresponding position and click [Personnel Transfer].

Personnel Transfer x
Departme Department Q Employse sslected
Employee ID  First Name Last Name Department Employee ID First Name Last Name Department
1 norad Dapartment
10 Nicole Test D Nicole Test
100001 100001
100002 100002 2
100003 008
100004 100004 2
100005 100005 2
100006 100006 2
100007 100007 2
20 v Total 185 Records > 1 age
m Cancel

2.In the employee’s list, select the employees whom you.want to change the position. (You can search
employees by Department, Name or Employee ID).

3. Select the employee(s) and click [Confirm]. The position of the selected employee will be changed.

Personnel Transfer X
Departme Department Q Biploye® Selected 2
Employee ID  First Name Last Nafwe Department Employee ID First Name Last Name Department
1 norad Department 100001 00001
10 Nicole Test D@ Nicole Test 100002 00002 2
100001 100001 2
100002 10053 2
100003 XXX
100004 100004 2
100005 100005 2
100006 100006
100007 100007
20 v Total 186 Records ) 1

& Note:

1. You can click [Import] to import the position information in another software or system. For
detailed operation, please refer to 4."Import" in Appendix 1.
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2. You can click

"Export" in Appendix 1.

3.2 Area Management

to export the position data locally. For detailed operation, please refer to 5.

Area Management allows you to manage the employee’s details in a device within the designated
area. (One device can belong to only one area) The system will automatically send the employee’s

information to the devices in real-time.

Select [Personnel] > [Area] to view the area settings.

f . , Personnel

Eroloyee Oty. Resigned Oty

AR Ry

The system will set a default area named [Not Authorized] whose area code is 1.

2.3.1 Add an Area

1. Select [Personnel] > [Area] > [Add] to add a new area.

Add

Area Code*:

Area Name™:

Superior:
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Set the parameters as shown below:

Area Code: Enter a unique area code.

Area Name: Enter an area name.

Superior: Select a superior area of this area from the drop-down list.

2. After entering the required details, click [Confirm] to add the new area.

o ’ Personnel
» Q=
Organization -
& Orga Bsookmars~  V Filters ~
Add Delere Import Persannel Transfar
pascn Area Code = Area hame = Supetior
Not Authorasd
frea 2
Area 101
Area 110
Area 1M
Ares 11
ate
Georait
Nancy Test
als
hahatest
e
G v Bl 2 > 7ol 2 Records

1

1 o
82 0
2 0
7 0
1 ]
28 0
172 4
1 0
1 0
12 0
139 %
120 1

N N

2 8

(3 PALMAREA

) Duang

2.2.2 Editan Area

1. In the area list, click an area codé, or click

4

Edit

Area Code™:

Area Name*:

Superior:

88888

Al test

2. After modifications, click [Confirm] to save the modified area.

icon in the same row of the area to be edited.
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3.3.3 Delete an Area

In the area list, select the area to be deleted and then click [Delete] on the upper of the area list or

directly click ) in the same row of the area to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected area.

&Note:
1. The default area cannot be deleted.
2. Areas that are being currently used by employees or devices cannot be deleted.

3. Areas with subordinates cannot be deleted.

3.3.4 Personnel Transfer

You can adjust the area of employees.inbatches.

1. Select [Personnel] > [Area]. Select the corresponding area and click [Personnel Transfer].

Personnel Transfer X
Departme Dedficent Q Employee Selected ©
Employee ID  First Name Last Name Department Employee ID < First Name Last Name Department
nora& Depariment
10 Nicole Test D. Nicole Test
100001 100001 2
100002 100002 2
100003 200
100004 100004 2
100005 100005 2
100006 100006 2
100007 100007 2
20 s Total 186 Records > 1
m Cancel

2. In the employee’s list, select the employees whom you want to change the area (You can search
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employees by Department, Name or Employee ID).

3. Select the employee and click [Confirm]. The area of the selected employees will be changed.

Personnel Transfer X
Departme Department Q Employee Selected 2
Employee ID  First Name Last Name Department Employee ID First Name Last Name Department
nora& Department 100001 100001 2
10 Nicole Test D... Nicole Test 100002 100002 2
100001 100001 2
100002 100002 2
100003 XK
100004 100004 2
100005 100005 2
100006 100006 2
100007 100007 2
20 + Total 1386 Records > 1 Page m
Cancel

&Note:

1. You can click [Import] to import the position information in another software or system. For
detailed operation, please refer to 4."Import" in Appendix 1.

2. You can click ~ to export the position data locally. For detailed operation, please refer to 5.

"Export" in Appendix 1.

3.4 Employee Managément

1.In Employee management, you can add the employee details orimport the employee information.
For detailed operation, please refer to 4. Import in Appendix 1.

2. You can click o to export the personnel data locally. For detailed operation, please refer to 5.

"Export" in Appendix 1.
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3.4.1 Add an Employee

Select [Personnel] > [Employee] > [Employee] > [Add] to add an Employee.

Add x
Profile
Employee ID* 3180224 First Name
Department®  --—---— Last Name
Postion Area*
Employment Type Hired Datz  2020-12-10
Private Information Device Accass Setting Aftendance Setting App Setting Payroll Settings Custom Attnbuts
SSN Local Name Gender  —--——v
Passport NO Automobile Licenss Motoreycle Licensa
Contact Tel Office Tel Mokbi e
Naztional Religion ity
Addrass Pastcode Email
Eirthday
2
.
*  Profile

Set the parameters as shown below:

Employee ID: Enter the Employee ID. maximum of 20 digits. Digital ID increments based on the
maximum value in the system.

First Name: Enter the Employee’s first name.
Last Name: Enter the Employee’s last name.

Department: Select the Employee’s Department from the drop-down list. (If no Department has been
set, only the default Department existing in the system can be chosen)

Position: Select the position from the drop-down list.

Area: Select an area from the drop-down list. (If no area has been set, only the default area existing in
the system can be chosen).

Employment Type: Select the employment type from the drop-down list. It can be set as Official,
Temporary and Probation. If Temporary or Probation is selected, then users can set the valid period
for the personnel.

Employment Type

Effective Start Date™

Temporary

2020-07-09

Hired Date

Effective End Date™

2020-07-09

2020-07-09
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After the valid period, the personnel will be deleted from corresponding device(s).

Hired Date: It is set to the current date by default. The employment date is considered as the starting
date of attendance calculation. The employee’s attendance before this date is not calculated in the
statistical result.

Employee Photo:

Click [Photo] and select the photo to be uploaded. After selection, the photo is displayed, as shown
in the figure below.

\OQ’\x

O

Click [OK] to save the profile details.
&Note:

While HTTPS is enabling, users can access th
with USB camera or the camera comes

m with https address and enroll personnel photo
computer.

- .,

Page |31 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

« Private Information

Click [Private Information] to enter the employee’s personal information.

Private Informatior Device Access Setting artendance Setting App Setting Payroll Settings Custom Artribute
SSN Local Name Gender
Passport NO. Automebile License Motorcycle License
Contact Tel Office T2l Mobile
National Religicn City
Address Postcode Email
Birthday

Set the parameters as shown below:
SSN: Enter the Social Security Number.

Local Name: Enter employee’s local name.

Gender: Select the gender of the employee.

Passport No.: Enter the employee’s passport number.

Automobile License: Enter the employee’s automobile license number.
Motorcycle License: Enter the employee’s motorcyclé License number.
Contact Tel: Enter the employee’s Contact Telephone number.

Office Tel: Enter the employee’s Office Telephohe number.

Mobile: Enter the employee’s Mobile Phené number.

National: Enter the employee’s Nationality.

Religion: Enter the employee’s.Religion.

City: Enter the employee’s City.

Address: Enter the employee’s Address.

Postcode: Enter the employee’s Postcode.

Email: Enter the employee’s Email Address.

Birthday: Enter the employee’s Date of Birth.
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» Device Access Setting

Click [Device Access Setting] to add the device details.

Private Information Device Access Setting Attendance Setting App Setting Payroll Settings Custom Attribute
Verify Mode  Any Device Privilege  Employee
Card NO. PIN
Enroll Device FPQty. v10 Enroll
Palm Qty. v8 Enroll FaceQty. vi12 Enroll

Verify Mode: Select the verification mode when the employee punches for attendance.

Device Privilege: Select the privilege of a user in the device from the following options.

Device Privilege = Employee

Employee
P Registered(v10) Register

System Administrator

Super Administrator

These four device privileges are the default device priyileges. Some devices only display “Employee”
and “Super Administrator”.

Once the personnel device privilege is set as "Registrar", "System Administrator" or "Super
Administrator", all the persons correspondingto the devices in that area, and the personnel with
"Employee" privilege can only make yerification on the device, and cannot enter and operate the
device menu.

Only "Registrar", "System Administrator" or "Super Administrator" can enter the device and operate
the corresponding device menu.

Card NO.: Enter the card number manually, assign card numbers to employees to verify attendance.

PIN: Set the employee’s password. The black-and-white T&A devices support a password maximum
of 5 digits. The color-screen T&A devices support passwords of 8 digits. Password digits exceeding the
specified length are cut out by the system automatically. When you change the password, clear the
old password in the text box and enter the new password.

Enroll Device: Enroll the employee in the T&A device.

FP Qty.: Click [Enroll] to register the employee’s fingerprints with a fingerprint scanner.
Palm Qty.: Click [Enroll] to register the employee’s palm with a palm scanner (e.g., PV10R).
Face Qty.: Click [Enroll] to register the employee’s face with a face scanner (e.g., FAT0R).

Bio-Photo: Upload the bio photo of the employee.
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» Attendance Settings

Click [Attendance Setting] to set the attendance parameters.

Private Information Device Access Setting Attendance Setting App Settng Payrall Settings

Self-Password Workflow Role  -—-------
Enable Attendance [/ Enable Schedule |
Enable Holday /] Enzble Overtime /|

Attendance Group

Self-Password: Enter employee’s login password.
Workflow Role: Set the employee’s workflow role.

Enable Attendance: It is enabled by default. If it is disable, the employee’s attendance details are not
included in the result of attendance statistics. (For some exceptions and temporary employees, it can
be set to No)

Enable Schedule: It is enabled by default. If it is disable, then the system will not calculate the
personnel’s attendance, even if these personnel has been assigned‘a time schedule in Attendance
Module.

Enable Holiday: It decides whether to enable the holiday function or not. The default value is Yes. If
itis set to No, the employee’s attendance will not be«calculated on holiday.

Enable Overtime: It is enabled by default. If it is disable, then the system will not calculate this
personnel’s overtime, even if the overtime rule has been set in Attendance Module.

Attendance Group: Set the employee’siattendance group.

» Document (This option is only available in the edit mode, but not in the add mode)

1. Set the parameters of the certificate expiration reminder.

Private Information Device AccessSgtting Attendance Setting Document App Setting Payroll Settings Custom Attribute

Document Expire Cate Email Alert Alert Before
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Click [Add]. A window to add a new certificate will appear as shown in the below image:

Document®  —---—---

Expire Dater  2019-10-31

Email Alert No

Alert Bafore* 0

Cancel

Document: Select the type of document.

Expire Date: Enter the expiration date of the document. An email alert will be éent before the expiry
date.

Email Alert: Select whether to send an alert via email or not.

Alert Before: Set the number of days to alert before the document expires.

Click [Confirm] after entering the required details.

#Note:

Consider the following example which describes the alerting system for document expiration.
(1) The expiry date of the document is set as follows:

a. Expiry date: 2020-01-20

b. Alert before 2 days

¢. Needs an email alert

(2) An email alert will be sefit:to the employee on 202-01-18 at 00:00 in the morning regarding the
expiry of the document;

(3) If the expiry date"of the document is not modified in the system, the person will receive an email
reminder every day at 00:00 after the date 2020-01-18.

To edit the existing reminder, click - icon of the corresponding column of the reminder.

o
2. To delete the certificate expiration reminder, click ™ icon in the same row of the reminder.

Prompt X

Are you sure to delete the selected document?

Cancel

Click [Confirm] to delete the certificate.
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¢  App Settings
Click [App Settings] to set the App settings.

Private Information Device Access Setting Attendance Sstting Document App Setting Payrcll Settings Custom Attrbute

APP Status Disable APPRcle  Employee

APP Status: The default value is No. If it is set to Yes, then the user can use the mobile App.

APP Role: Set the employee’s mobile App role.

«  Payroll Settings
1. Click [Payroll Settings] to enter the payroll details.

Private Information Device Access Setting Attendance Setting Document App Setting Paymoll Settings Customfikttniiite
Fayment Period®  Monthly Fayment Type*  Cash
Bank Name Bank Account
AgentiD Agent Account

Personnel ID

Payment Period: Set the payment period of the employee. Currently, payment period can be set as
Monthly, Weekly, Daily.

\Menthly
Weekly
Daily

Payment Type: Set the payment type for an employee. The payment types are given below:

Payment Type* Cash

Bank Account

Cheque

Agent Account  Bank Transfer

Bank Name: Enter the bank name of the employee.
Bank Account: Enter the bank account number of the employee.
Agent ID: Enter the agent ID of the employee.

Agent Account: Enter the Agent account number of the employee.
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» Custom Attribute

Click [Custom Attribute] to enter the other specific data of the Employee.

Private Information Device Access Setting Attendance Setting Document App Setting

Weight Office Location

Payroll Settings Custom Attribute

After entering the required details, click [Confirm] to save and update the details.

Department Employes
& Bookmarks ~ Y Filters ~
Add Delcte Import Adjustment App More S 9 M o =
Employee ID 2 First Name 3 Department Device Privilege Area APP Status Fingerprint Face _Palh VL Face
Department Employee hrq test ) (& W
100007 Department Employee hrq test,5 -] E; ﬁ
Department hrq test - 7 W
Department hrq test o & ﬁ'
Department Notl Authorized [-) (& ﬁ'

& Note: Click here to edit or manually create an attribute.

3.4.2 Edit an Employee

—

1. In the employee’s list, click the Employee ID or click g
be edited.

icon in the same row of the employee to

Edit

profile

Employee ID* First Name 100001

Dapartment” 2 Last Name

Position Arca*  Area 2 lzlatest hahatest 11

Employment Type

Hired Date  2019-01-01

Private Information

Device Access Setting Attendance Sstting Docurment App Setting
SSN Local Name
Passport NO. Automobile License
Contact Tel Office Tel
Nationa Religion
Address Paostcede
Birthday

Payioll Settings

Customn Attribute

Gender

Motoreydle License
Mabile

City

Email 894593826@qq.com
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2. After modifications, click Confirm to save the modified details.

3.4.3 Delete an Employee

Select the employee(s) and click [Delete] on the upper left of the employee’s list or click iconin

the same row of the employee to be deleted.

Confirm >4

Are you sure?

Click [Confirm] to delete the employee.

£Note: When you delete an employee, the information of the employee in the database is also deleted.

32.4.4 Personnel Transfer

1. Personnel Transfer
This includes Department Transfer, PositionTransfer, Area Transfer and Pass Probation.

(1) In the employee’s list select the employee(s) and click [Personnel Transfer] > [Department
Transfer] to adjust the department.

Department Transfer X

Department®: ----------

Remarks:
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(2) In the Department drop-down list, select the Department to which the employee is to be
moved and enter the remarks.

(3) Click [Confirm] to save the details.

#&Note: The operation of Adjust Position, Adjust Area and Pass probation are the same as the
operation of Department adjustment.

2. Pass Probation

(1) Select the employee who is qualified to pass probation, and click [Personnel Transfer]->[Pass
Probation]

Prompt X

Are you sure the employee pass probation?

Cancel

(2) Click [Confirm] to complete the operation.

3. Personnel Resignation
Personnel resignation includes resignation and disabling attendance.

(1) In the employee’s list, select the employee™(s),’and click [Personnel Transfer] > [Resignation] to
add the resignation details.

Resignation X
Resignatigh\Date*:  2019-08-14
Resignation Type™: Quit

Attendance™: Enable

Reason:

Cancel

Enter the details as shown below:
Resignation Date: Select the date of resigning.

Resignation Type: Select the resignation type. The types are Suspension, Dismissal, Resignation,
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Transfer and Unpaid retention.

Attendance: Enable if the attendance needs to be closed for the employee (The Employee details will
be deleted from the attendance device as well)

Reason: Enter the reason for resignation.

(2) Click [Confirm] to save the resignation details.

3.4.5 App Enable/Disable Settings

1. In the employee’s list, select the employee(s) and click [App] > [Enable/Disable] to enable the
Mobile App.

Prompt %

Are you sure to enable mobile application 1
items

$ancel

2. Click [Confirm] to enable the user's access to the'Mobile App.

3.4.6 Re-synchronize to Device

It synchronizes the employee details on the software to the devices in the corresponding area.

1. In the employee’s list, select the employee(s) and click [More] > [Re-synchronize to Device] to
synchronize the data.

Prompt X

Are you sure to resynchronize user data to
device?

Cancel

2. Click [Confirm], to synchronize the employee data to the device.
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3.4.7 Re-upload from Device

It re-uploads the employee’s details from the device to the software.

1. In the employee’s list, select the employee(s) and click [More] > [Re-upload from Device] to re-
upload the employee details from the specified devices.

Re-upload from device X

Device™ All

Specified

2. Click [Confirm] to re-upload the employee details from the device to the software.

3.4.8 Delete Biometric Template

In the employee’s list, select the employee(s) and click [More] > [Delete Biometric Template] to
delete the biometric templates.

Delete Biometric Template p
Finger Print No Eace
Finger Vein & b, Palm

5 <
Bio-Photo

Select the type of biometric template and click [Confirm]. The biometric template of the employee
will be deleted from the device.
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3.5 Personnel Resignation

3.5.1 Add aresignation

1. Select [Personnel] > [Employee] > [Resign] > [Add] to add the employee’s resignation details.

Add X
Departme Department Q Employee Selected 0
Employee ID  First Name Last Name Department Employee ID First Name Last Name Department
1 U Saw Thiha Department
10 nicole huang Nicole Test
100001 100001 2
100002 100002 g
100003 XKX
1nnnna 1nnans
20 v Total 186 Records > 1

Resign Date*  2020-12-10
Resign Type*  Quit Attendance*  Enable

Resign Reason

Cance!

Enter the details as shown below:

Employee: Select the employee £0 enter the resignation details. (You can filter the employees by
Department, Name or Employee ID).

Resign Date: Select the date of resignation.

Resign Type: Select the type of resignation. The types are Quit, Dismissed, Resign, Transfer, Retain
Job Without Salary.

Resign Reason: Enter the reason for resignation.

Attendance: Enable if attendance needs to be closed. (if it is enabled, the employee details will be
deleted from the attendance device as well)

2. After entering the details, click [Confirm] to save the details.
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3.5.2 Delete Resignation

Select the employee(s) to be deleted and click [Delete] on the upper left of the personnel list or click

I in the same row of the employee to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the resignation details.

3.5.3 Reinstate

It restores a resigned employee from the resigned employee’siist: The details of the employee will be
deleted from the resigned employee’s list.

1. In the resigned employee’s list, select the employee whom you want to restore from resignation.
Click [Reinstate] to restore the employee.

Prompt )

Arg youSure to reinstatement 1 items?

Cancel

2. Click [Confirm] to reinstate the resigned employee.

2.5.4 Disable Attendance

To disable the attendance for a resigned employee, perform the following steps:

1. Select the resigned employee whose attendance needs to be disabled. Click [Disable Attendance].

Prompt ¢

Are you sure to disable attendance function 1
items
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2. Click [Confirm] to disable the attendance of the selected employee.
& Note:

1. You can click [Import] to import the employee’s resignation details in another software or system.
For detailed operation, please refer to 4."Import" in Appendix 1.

2. You can click © to export the employee’s resignation details locally. For detailed operation,

please refer to 5. "Export" in Appendix 1.

3.6 Workflow

3.6.1 Role

» Add a Role

1. Select [Personnel] > [Workflow] > [Workflow Role] > [Add] to'add a user role.

Add X

Code*: 32

Role Name*:

Description:

Cancel

Enter the details as shown below:

Code: Enter a unique code for the user role.

Role Name: Enter a unique name for the user role.
Description: Enter the description of the role.

2. Click [Confirm] after entering the details.
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» Delete a Role

Select the role (or roles). Click [Delete] on the upper left of the list or click @ in the same row of the

role to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the role.

& Note: A role cannot be deleted when it is being used by employees or workflow.

» Assign Employee

1. Select the corresponding workflow role and click [Assigh. Employee] to assign user role to
employee(s).

Assign Employee
Departme Department Q Employee Selected |

Employee ID  First Name Last Name Depagiffnt Employee ID = First Name 5 LastName & Department
1 U Saw Thiha Pepataent
10 nicole huang Bcole Test
100001 100001 2
100002 100002 2
100003 Py
100004 100004 2
100005 10000% 2
100006 100006 2
100007 100007 2

20 v Total 186 Records > 1 Page

2. Select the employee in the employee’s list to whom you want to assign the user roles in batches
(you can filter by Department, Name, Code, etc).

3. Click [Confirm] to assign the employee role.
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3.6.2 Workflow Builder

» Add a Workflow Builder

Take [Add For Employee] as example.

1. Select [Personnel] > [Workflow] > [Workflow Builder] > [Add For Employee] to set a workflow for
employee.

Add For Employee X
Code* Name*
Content Type* --------- Employee*
Start Date* End Date* ¢ _—___
*Workflow Setup
Approver* ---------- #pprover Scope Own Department
Notifier --------- 4 Notifier Scope  Own Department
m Cancel

Enter the details as shown below:
Code: Enter the code for the workflow.
Name: Enter the name of the workflow.

Content-Type: Select the type of workflow, including the following type:

Manual Log

Leave

Training

Overtime

Schedule Adjustment
Reservation

Meeting

Meeting Manual Log
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Employee: Enter employee ID or employee name to search the employee that executes the workflow.
Start Date/End Date: Enter the Start Date and End Date of the workflow.

Set up the workflow node. There will be one default workflow node, users can click [Add] to add
more workflow nodes.

*Workflow Setup
28,
Approver* ---------- Approver Scope Own Department
Notifier ---------- Notifier Scope  Own Department

Enter the details as shown below:

Approver

e Click the drop-down button to select'the fole that approves the node.

Approver Scope

» If the "Own Department" is selected, then the employee in the selected role can approve the
applications from the own Départment only.
« If"All" is selected, then the employee in the selected role can approve the application from all

the Departments.
Notifier
» Clickthe drop-down button to select the role to receive the notifications.
Notifier Scope

» If the "Own Department" is selected, then the employee in the selected role can receive the
application notifications from the own Department.

« If "All" is selected, then the employee in the selected role can receive the application
notifications from all the Departments.

After entering the details, click [Confirm] to save the workflow.
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For example:

The user with ID 1 belongs to the HR Department.

The user with ID 2 belongs to the HR Department, the role is a Manager.
The user with ID 3 belongs to the HR Department, the role is Boss.

The manual log workflow for the user with ID 1 is shown below:

Edit X
Code* 3 Name* Manual Log Workflow
Content Type* Manual Log ‘ Employee*

X
Start Date* 2020-06-01 End Date* 2020-07-31 @

*Workflow Setup o\
= soo ]

Approver* Manager " Agpr@ ope Own Department
Notifier Manager = o\$tiﬁer Scope Own Department

@)
N

v

& m Cancel

N

The application for manual log of the employee should go through two nodes. One is the Manager
and the other is the Boss. The workflow of the nodes is shown in the figure below.

*Workflow Setup
5 ox =
Approver* Manager v Approver Scope Own Department
Notifier Manager v Notifier Scope Own Department
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Oneis the Manager and the other is the Boss. The workflow of the nodes is shown in the figure
below.

“Workflow Setup

Approver* Boss Approver Scope Own Department

Notifier Boss Notifier Scope Own Department

Select the Workflow Role and scope for Approve and Notifier. The scope approval of the above
example is selected as the Own Department. The first node is the Manager and the approver is also
the same. The second node is the Boss and the notifier is also the Boss.

Click [Confirm] and the node list will be displayed as shown in the below image:

; ’ Personnel

L el § Department Workfiow Role Workfiow Builder & )

B Bcckmarks - Y Filters -

Oelete add For Department Add For Position Add For Emphoyee WVNY i o 929 M =
Code < Mame = Start Date End Date ﬂ‘g&’) e < Workflow Type Workfiow
Manual Log Werdiow 2020-06-01 2020-07-2 sl Log 81 L & &
aweque 2020-12-10 ::1_)-,2-!6' S R & 10085599 L 7w
213123 2020-12-10 1»‘0—";,-\:_ Training I &
12312 2020-12-10 g-*.?u—a;-;‘_' Overtime 10086 n L &
1231231 2020-12-10 23012411 Manuzl Log 10085 T3 £ m

When user No. 1 submits the application - for manual log, user No. 2 will receive the application
notification. When user No. 2 approves.the application, user No. 3 will receive the application
notification. When every node appfoves the application, user No. 1 will receive the email notification

forapproval. (The application approval by ordinary users can be performed within the self-service and
mobile app of the employees)

3.6.3 Delete Workflow

On the workflow interface, select the workflow(s) and click [Delete] on the upper left of the list or

directly click w in the same row of the workflow to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Confirm Cancel

Click [Confirm] to delete the workflow.

&Note: The Workflow that is currently being used cannot be deleted.
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3.7 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.

3.7.1 Create a New Attribute

» Onthe Personnel module, click [Configurations] > [Custom Attribute] > [Add] to manually
create a field.

Aagc

Attribute Narme™:

On the Add window, enter the followingo ¢
Attribute Name: Enter the required %ﬂe name.

Input Type: Select the format % the drop-down list (default format: Text)
Enable: Select the Enable CWOX to activate the field.
.
«  And then, click Con@o save and update the new attribute.

3.2 Document I@agement

3.8.1 Add Document Type

1. Select [Personnel] > [Configurations] > [Document] > [Add] to add a document type.

Add X
Cert Code™: 34

Cert Name™*:
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Enter the details as shown below:
Cert Code: Enter the Certificate Code.
Cert Name: Enter the Certificate Name.

2. Click [Confirm] to save the document details.

&Note:

1. You can click [Import] to import the document type in another software or system. For detailed
operation, please refer to 4."Import" in Appendix 1.

-
2. You can click to export the document type locally. For detailed operation, please refer to 5.

"Export" in Appendix 1.

3.8.2 Delete Certificate Type

Select the certificate type(s) to be deleted and click [Délete] on the upper left of the list or click

in the same row of the document to be deleted.

Prompt X

Are you'suge to delete the selected 1 items?

Cancel

Click [Confirm] to delete the document details.

£ Note: The document which is being currently used cannot be deleted.
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4 Device Management

Device Management includes the installation of devices and setting the device parameters. It allows
you to manage the connected devices from the system, thereby implementing virtual management.
It also includes uploading the user attendance data, downloading the configuration information, and
exporting various reports.

4.1 Device Management

Initially, communication parameters must be set to connect the devices. Once the communication is
successful, you can view the information on the connected devices and perform operations such as
remote monitoring, uploading, and downloading.

Select [Device] > [Device] to view the Device Management interface. Allthe connected T&A devices
are displayed in a list as shown in the below image.

- 1
2 et o AP TROD e D S e 1389 l
Device ‘Attendance ccpss Control Payroll Vietiting MID System ~ nfl

Nesintain 7 P Dl E

5B e

¢ 0 0 0
BEDESD D

The details of the interface are given below:

Device Name: Displays the name of the device. For automatically connected devices, it will be
displayed as Auto_add.

Area: Displays the area in which the device is defined in the software.
Serial Number: Displays the Device Serial Number.

Device IP: Displays the IP address of the device.

Device Model: Displays the model of the device.

Firmware/Push Version: the build firmware/push version.
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State: 9 indicates that the device is connected,

@ indicates that the device is not connected,

indicates that the user needs to assign an area except for the default area to the device.

Last Activity: Represents the last time the command was executed.
User Qty: Displays the number of employees already registered on the device.
FP Qty: Displays the number of Fingerprints registered.
Face Qty: Displays the number of Faces registered.
Palm Qty: Displays the number of Palms registered.
Transaction Qty: Displays the total number of attendance records.

Last Sync: Displays the time in which the system issued data to the device last time.

~

4.1.1 Add a T&A Device

There are two ways to add a T&A device: manually addingi.a T&A device and automatically adding a
T&A device.

» Manually Add a T&A Device

1. Select [Device] > [Device] > [Add] to add a device manually.

Add X

Device Name*

Serial Number* Device IP*
Area ——a- Timezone* Etc/GMT+8
Registration Device* No Attendance Device* Yes
Request Heartbeat* 10 Seconds Transfer Mode* Real-Time

Cancel

Enter the details as shown below:
Device Name: Enter the device name maximum of 50 characters.

Serial Number: Enter the serial number of the device.
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Device IP: Enter the IP address of the device.
Area: In the drop-down list, select the area to which the T&A device belongs.

Time Zone: When a time zone is selected, the time on the T&A device will be automatically
synchronized to the standard time in the particular time zone.

Registration Device: Select whether the device is a registration device or not. If yes, then only the
employees registered from the device will be uploaded to the software automatically.

Attendance Device: Select whether the device is an attendance device or not
Heartbeat Request: Set the time for the device to automatically transmit the data to the system.

Transfer Mode: Select the data transfer mode between software and devices. The Transfer mode can
be real-time or at a specified time.

Transfer Mode* Real-Time

Real-Time
Timing

2. Click [Confirm] to add the device.

& Note: When an employee is added to a device, the employee information will be uploaded to the
server automatically. It will be synchronized with other devices in the same area.

» Automatically Add a T&A device

Itis unnecessary to manuallyadd T&A devices of certain models. You can connect such devices to the
system via HTTP by completing the settings on the devices. Once the devices are connected to the
Internet, the device list'will display all the T&A devices. Please refer to the relevant user manuals for
the detailed operating procedures.

& Note: The devices added automatically must be assigned to custom areas to communicate with the
software.
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4.1.2 Edit a Device

-\

Click a device name or click - icon in the same row of the device to be edited.

Edit g
Device Name* 101TC Enable Access Control* No
Serial Number* Device IP*
Area” Area2 Timezone* Etc/GMT+8
Registration Device®™ No Attendance Device* Yes
Request Heartbeat* 10 Seconds Transfer Mode* Real-Time

Access Control Device: Set whether the device is:anaccess control device or not. if yes, then the
device will be added to the Access Control Module automatically. This menu will appear only when
you assign an area (except area whose area code'is 1) to the device.

& Note: Serial Number and Device IP are read-only. The device name must be unique.

4.1.3 Delete a Device

=
1. Select the device and click [Delete] above the device list or click ™ in the same row of the device

to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

2. Click [Confirm] to delete the selected device.
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4.1.4 New Area

Select [Device] > [Device] > [New Area] to create a new area. For detailed operation, please refer to
3.3.1 Add an Area.

Clear Pending Command

Select the device and click [Device Menu] > [Clear Pending Command]. Click [Confirm] to clear all
the pending commands.

Prompt X

Are you sure to clear all the pending
commands?

m Ca"CE|

4.1.5 Data Clean

» Clear Attendance Data

1. Select a device and click [Data Clean] > [Clear Attendance Data].

Prompt X

Are you sweltd gear all the transactions in
selectedl T Qewice(s)?

2. Click [Confirm] to delete.all transactions from the device.

» Clear Capture Photo
You can clear the attendance photos on a T&A device.

1. Select a device and click [Data Clean] > [Clear Capture Photo] (It is mainly used to clear the
attendance photos and the blacklisted photos):

Prompt X

Are you sure to clear the capture of selected 1

device(s)
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2. Click [Confirm] to delete the captured photos.

» Clear All Data
You can clear all the data on a T&A device.

1. Select a device and click [Data Clean] > [Clear All Datal.

Prompt X

Are you sure to clear all the data in device?

2. Click [Confirm] to delete all the data.

4.1.6 Data Transfer

> Upload User Data

Itis used to upload the user data from the device to the software.

1. Select a device and click [Data Transfer] > [Upload User Data].

Emgloyec® Specified

Ecqiployee ID | All

Specified

m CanCEI

Upload Usgk Data X

Here you can select to upload all or specified user data to the software.

2. Click [Confirm] to upload the user data.

#Note: You can upload the personal information on a T&A device to the server in batches by
uploading it again. If time is out, uploading will be interrupted and you need to perform the upload

operation again.
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> Upload Transaction
You can upload the attendance transactions from the device to the software.

1. Select a device and click [Data Transfer] > [Upload Transaction].

Upload Transaction X

Transaction” Specified

All

Start Time -

End Time

Here you can select to upload all transactions or set the start time and*end time to upload the
transactions within the specified time.

2. Click [Confirm] to upload transactions.

» Sync Data to Device

Synchronize data from the server to all the devices. Generally, this operation needs to be performed
only when the data in devices are inconsistent.with those in the server due to Internet abnormalities
or other conditions.

In the device list, select the device t0 which data needs to be synchronized and click [Data Transfer] >
[Sync Data to Device]. Select the data to synchronize.

Sync Data To Device >4
Employee No Photo
Fingerprint Nc Face
Palm No Bio-Photo
Finger Vein
| conim ISR

Click [Confirm] to synchronize the data.

& Note: Synchronizing the data to the devices will delete the existing data (excluding event records)
in the devices and then the setting details will be re-downloaded. Ensure that the internet connection
is smooth and there is no power failure while performing this operation.
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4.1.7 Device Menu

> Reboot
Reboots a device through the system remotely.

In the device list, select a device to reboot, and click [Device Menu] > [Reboot].

Prompt

Are you sure to reboot of selected device(s)?

Click [Confirm] to reboot the device.

> Read Information

Reads the number of persons, attendance records, and the firmware version on a device.

Prompt b

Are you sure to read informat#on from selected
device

Cancel

Select a device and click [Device Menu] > [Read Information] and click [Confirm] to download the
information.

L

» Enroll Remotely

This function is applicable when the device administrator is not available to operate the device and
enroll the fingerprint.

1. Select the corresponding device, and click [Device] > [Device] > [Enroll Remotely] to access the
enroll remotely interface:

Enroll Remotely

Bio Type® Fingerprint
Employee ID* 1122

Finger* (Right Hand)Fore Finger

Cancel
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Enter the details as shown below:

Bio Type: Select the biometric type. Currently, it supports fingerprint only.
Employee ID: Enter the Employee ID.

Finger: Select the corresponding finger which needs to be enrolled remotely.

2. Click [Confirm]. The software will issue a command to the device, and the device will open the
fingerprint enrolling menu. The employee just needs to enroll the fingerprint.

Enroll Fingerprini(1-6)

Press finger first ime

»
-

» Duplicate Punch Period
Set the duplicate punch period on the device.

1. Select a device and click [Device Menu] > [Duplicate Punch Period].

‘ Duplicate Punch Pasiod *

Duplicate Rungh Fagigd (m)*: 1

Cance

2. Click [Confirm] to save the duplicate punch period.
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~

»  Capture Setting
Set the capture mode of attendance photos during verification.

1. Select a device and click [Device Menu] > [Capture Setting] to set the capture mode.

Capture Setting X

Capture®: Verify phcto and save

2. Click [Confirm] to set the capture mode.

» Upgrade Firmware
Upgrades the firmware for the corresponding device.

1. Select a device and click [Device Menu] > [Upgrade Firmware].

Upgradeg Finthwakg X

Upgradt Fil=%|"Choose File | No file chosen  emfw.cfo

m Cﬂ"\ccl

2. Click [Choose File] to upload the corresponding firmware (emfw.cfg) file. Click [Confirm] to
upgrade the firmware for the device.
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» Daylight Saving Time

1. Select corresponding device(s), click [Device Menu] > [Daylight Saving Time] to open the setting
page of daylight-saving time.

Device

B Bookmarkss Y Filters +
—
Add  Delete | NewAms | ClewPendingCommand | DataClen  DstaTrsncier | Deviestiont™ ? &£ DO M =
Dsvice Name & Serial Number & Arsa & Device 1P State  Last Activity ¥ Reboot Palm Qty.  Transaction Oty Cmd
u \ Area A 19 8.1.102 o 2020-06-28 142637 & > o 204 a 7 m
aad Tifommsti —
AL S nicole test  162.168.221.217 2 3 fiaad b 0 30000 0 7 &
5 nicale test 16, 5 « Eoroll Remotaty [ 2 0 Z
o aQ s
8Test 15 Duplicate PunchPeriod | © 0 o
Capturs Setting
Upgrade Fifmware
Dot aving Time

2. Users can set the Daylight-Saving Mode as By date/time or By week/day. @w the setting, the
daylight-saving time will be issued to the device(s). \o

Daylight Saving Time Q X
Daylight Saving Time 2% ) Da)’“w Mode* = By date/time
\ . By date/time
Start Date*  2020-06-30 * Start Time™
o By week/day

End Date* 2020-06-30 eo End Time* 04:00:00
&?

N =N -

3. Click [Confirm] to issue the daylight-saving time to the device.
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4.2 Device Command

Select [Device] > [Device] > [Device Command]. The commands to be executed will be displayed.

Check the commands issued by the software to a device during communication.

Device
L Wolk § orvice Device Command
@ Bockmarise Y Fiters -

Deiste Bl Orjete

Seval teurer Devce Nane

it 1 30 1 B 1)

1 M A

1 03 B+ -

My < su Sz > rowzoreds 4 por [l

If you want to clear the command issued by the software o a device during communication, click @

to access the device command clearing interface:

Prompt X

Are you Suge ¥ delete the selected 1 items?
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4.2 Device Short Message Management

The software supports short messages which can be sent to the designated device from the system.

=
W

.1 Add a Public Message

1. Select [Device] > [Message] > [Public] > [Add].

Add X

Device* | —————-

Start Time*

Duration* 60 Minutes)

Content*

Cancel

Enter the details as shown below:

Device: Select a device to which the message is to be sent.
Start Time: Select the start time for issuing the short message.
Duration: Enter the message display duration.

Content: Enter the short message content.

2. Click [Confirm] to save the details.
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4.3.2 Add a Private Message

1. Select [Device] > [Message] > [Private] > [Add].

Add
Departme Department Q Employee Selected 2
Employee ID  First Name Last Name Department Employee ID First Name Last Name Department
1 U Saw Thiha Department 10 nicole huang Nicole Test
10 nicole huang Nicole Test 100001 100001 2
100001 100001 2
100002 100002 2
100003 XXX
100004 100004 2
100005 100005 2
100006 100006 2
100007 100007 2
20 v Total 188 Records > 1
Start Time* Duration* 60 MinGte(s)
Content*

Enter the details as shown below:

Employee: Select the employee to whom the message is to be sent.
Start Time: Select the start time for sending the short message.
Duration: Enter the message display duration.

Content: Enter the short message content.

2. Click [Confirm] to save the details.
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4.3.3 Send Message

1. Select the short message to be sent and click [Send Message].

Prompt X

Are you sure to send the message?

Cancel

2. Click [Confirm] to send public messages to the designated devices and private messages to the
devices to which the particular employees are added.

4.3.4 Delete Short Message

When a short message is deleted on the software, it will be.deleted in the device also.

1. Select the short message and click [Delete] to delete it.

Prompt X

Are you suret@ delete the selected 1 items?

2. Click [Confirm] and the message will be deleted from the list and the device.
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4.4 Work Code

Adds different work codes and uploads them to a single device or multiple devices.

Select [Device] > [Data] > [Work Code] to assign work code.

Device

Work Cade

® Q E Prvate
& Bockmarks~ Y Filters -
Add Oelete Send Tn Cevice Rermove From Dewe LD HE e

Cods Name

§

§

R

&

8

=

-
(AN
& &

4.4.7 Add Work Code

1. Select [Device] > [Work Code] > [Add] to access the adding work code interface:

Add X
Code™;

Name*:$

Enter the details as'shown below:
Code: Enter the Work Code number.
Name: Enter the name of the Work Code.

2. Click [Confirm] to save the details.
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4.4.2 Issue Work Code to Device

Issues work code to the device.

1. Select [Device] > [Work Code] > [Send to Devicel.

Send To Device %

Device® UA100

2. Click [Confirm] to send the work code to the device.

4.4.32 Remove Work Code

1. Select [Device] > [Work Code] > [Remove From Device].

RemovetFrem Device > ¢

Devigé® UA100

2. Click [Confirm] to remove the work code from the device.
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4.4.4 Delete Work Code

Deletes the work code from the software.

1. Select the work code and click [Delete]

Prompt X
Are you sure to delete the selected 1 items?

Cancel

2. Click [Confirm] to delete the work code.

4.5 Bio-Template

Displays detailed information about employees' biometrictemplates.

Device
Device Frivate Bic-Template [Vd
& Bookmarks~ Y Filters
-
®
Employee ID % First Name 2zt Name ll'i,gjpc =~ x Majer Version Senal Number
2006 20103 ' 4 0 5 CKVS2
12 3 K
2 AA 5 CK
€ 20108 1 Fingerprnt 10 ¥
AA - Fngerpent 10 CK
AA Fingerprint 10 ck
AL = Fogerpont 10 CK
! 5 CK
10000 10003 CK 17
5914 LA Paim 1 50762 01
6814 A 3 6076201200001
10 xole huang Fingerprint 10 CGLL154960008
1 ale huang Fingerpent 10 GC1184950008 20
10551 Fingerprint 7 10 ADWZ 191360001 20. 10 10:4!
C 12 v 6 ) Totwl 80 Records 1 2ge m
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4.6 Bio-Photo

4.6.1 Register Bio-Photo

Registers the visible light comparison photos to verify on the visible light device.

1. Select [Device] > [Data] > [Bio-photo] > [QR Code].

QR Code X

CRefresh &Download 0
o

2.Scan the QR code and register the bi@) of the user on the mobile phone (the user details must
be saved in the software), the foIIov@ rface will be displayed after scanning.

or BioTime 8.0 O

Employee ID*

Remark

ZK Tz
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3. Take the photo, enter the employee's ID Number. First Name and Last Name are optional. Click

[Enroll] to complete the registration.

Device
Device Private Bio-Template Bio-Froto
& Ecolomarks ¥ Filters «
Delete Approve OR Code Impart Bio-Pacto
Employes 1D First Name Last Name Emdi Seridl Number User Fhoto
3 10 - - CKVS202060033
1 4 - - CKVS202060033
1001 CKVS202060033
100003 CKVS202060033

& e < |n Total 26 Records. 2 Pace [Tl

7 / 9 0O
Eio-Fhoto Register Time = Remark Approval State Approval Time =
2020-12-03 173252 Approval Passed 2020-12-10 11:09:16
2020-12-03 17:31.24 Aporaval Passed 2020-12-10 ¥1:0023
2020-12-02 18:18407 Auto Approved 2020-12-10 11:09:18
«
2020-12-02 15:11:23 0 & assed 020 1 7

4. Click [Approve] to approve the bio-photo.

Approve

Approval State™  AppravalPassed

Remarks |

_Coniirm IR

5. Select the Approve State and click [Confirm] to complete the approval process. After approval, the

user can use the face to verify on the visible light device.
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4.6.2 Import Bio-Photo

1. Select [Device] > [Data] > [Bio-Photo] > [Import Bio-Photo] to import the bio-photo.

Import Bio-Photo X

-

2jpg
Overwrite* No Ignore Error*  Nog
*Notice

1.The name of photo muse be employee ID.

2. Click [Upload] to select the photos in batch.
Overwrite: If it is Yes, then the existed bio photo will be overwritten.

Ignore Error: If it is set as Yes, then the software will automatically ignore the error that happened
during the importation.

3. Click [Confirm] to complete the import process.
& Note:
(1) The name of the photo must be the employee ID.

(2) The maximum size of the photo is 25 Kb.
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4.6.3 Delete Bio-Photo Application

W

Select the application(s) and click [Delete] on the upper left of the list or click in the same row

of the bio-photo to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the bio-photo.

4.7 Transaction

4.7.17 Transaction Table

The transaction table displays the attendance records-of all employees, including the logs from the
software and the devices.

Select [Device] > [Data] > [Transaction] to view.the transaction table.

. v < - ¢ 1334 |
Device ond ceess Conti . Meetir [ sten iy nv

Device Private pio-Templote @ JraMaction
& Eockmarks ~ Y Fifters
58 Trarsachion e <t 4 » =
Uplosd USD Trersction “lmenj, ok Phicty LR o> L e N = Capture

fvployes 1D Frst e @patment  Date Time Punchstate  Area  serislNumber = DeviceName  Upload Time = 17
2 ComituAn | aiir (4 s P B . N e P S s Ve G TR
AN Depatment  2020-1127  17:04:10  Checkln 11 Auto add
AN 70003 Checkin 1 add
| SE—
as =000 Checkin m CKVS202060017 Auto add 2020-11-30 145235
EmpioyeeiD 0
2 AA 165922  Checkin 11 CRVS202060017  Auto add 145235 FirstName .-
' 6 Check | 1 06001 Auto add Last Name -
Department -
an 6:59:11 Checkin m CEVS202060017 Auto add 2020-11-30 145235
Position -
20201127  1657:57  Unknown 111 CKVS202060017  Auto add 2020-11-30 14:5235 Punch Date - 2000:171-27
2020-1127 165738 Unknown m Auto xdd 2020-11-30 145735 Punch Time 1657.57
Area 111
2 AS Department  2020-11-27 16:5702  Checkln 1"t ce 2060017 Auto add
Seral Number CKVS202060017
AA Department  2020-1127 1635646  Checkin 111 CKVS202060017  Auto add 2020-11-30 14:5235 Uplead Time  2020-11-30 14:€2:15

C uwv < 1. s > Toserreod s Po- [T

(1) Users can export the transaction table in xIs, PDF, CSV or .txt file formats based on the
requirements. Please refer to 5. “Export” in Appendix 1 for detailed operation.
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(2) Users can select the fields to be displayed in the transaction table based on requirements (the fields
are displayed if the columns are checked).

(3) Users can change the column width by dragging the column border to the left or right.
(4) Users can define the number of records to be displayed on each interface in the transaction table.

(5) Click any row of the attendance record and view the corresponding photo and employee’s
information on the right side.

4.7.2 Upload USB Transaction

You can import the attendance records to the software from the USB disk.

1. Click [Upload USB Transaction]

Upload USB Transaction X

Upload File*: | Choose File | No file chgsen

Cancel

Upload File: Click [Choose File] and select the attendance record file to be uploaded.

2. Click [Confirm] to upload the attendance records to the software.
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4.7.2 Download Attendance Photo

You can import the attendance records to the software from the USB disk.

1. Click [Device] > [Data]->[Transaction]->[Download Attendance Photo] to open the download
setting page.

Download Attendance Photo

Start Time™

End Time*

Terminal®

File Number.

2. Set the start time and end time, select the device. Confirm] to download the captured
attendance pictures of corresponding time period fro are.

N

L 4

4.8 Device Log ()

e actions performed by the admin with time details.

Displays device operation logs i.e., \Qh'&h
A

Device

® Q = s Command Log 9
ce & Bookmarksy ¥ Filters
_ Delete

Z 2 9 D e =
Device Timezone Administrator Action Object Parametars Action Time Upload Time
CGFD152950001 ELC/GMT -8 0 Enter menu Q 0 2020-12-24 10.59:20 2020-12-24 10:59:22 @[
CGFD132960001 EtC/GMT+5 0 Enroll fingerprint 4 0 2020-12-24 10:58:06 z ]
CGFD132950001 Et/GMT-5 0 Enroll fingerprint 10066 0 2020-12-2410:57:52 m
CGFD192960001 EtC/GMT+8 o Enroll fingerprint 1001 0 2020-12-24 10°57:22 W
CGFDT82960001 Etc/GMT+8 a Enter menu 0 a 2020-12-2410:56:20 2020-12-2410:56:21 o}
CGFD192960001 Et/GMT+3 a Enter menu 0 a 2020-12-24 10:55:22 2020-12-24 10°55:23 ]
CGFD182960001 Etc/GMT+8 o Enter menu a a 2020-12-24 10:55:04 2020-12-2410:55:06 iy
CGFD132950001 ELG/GMT+8 0 Enter menu Q 0 2020-12-24 10:48:38 2020-12-24 10:48:39 @
CGFD182060001 Etc/GMT+8 a Enrall fingerprint 1001 7 2020-12-24 10:4815 2020-12-24 104818 o]
CGFD152960001 ELC/GMT+8 (1] Enter menu 0 0 2020-12-24 10.47.55 2020-12-24 10.47.56 @
CGFD132960001 Etc/GMT+8 0 Enroll fingerprint < 8 2020-12-24 10:45:58 2020-12-24 10:46:01 fn
CGFD152960001 Etc/GMT+3 0 Enroll fingerprint 1001 7 2020-12-24 10:45:11 2020-12-24 10:45:13 FE
CGFD192960001 EtC/GMT+8 4 Entar menu ] a 2020-12-24 10°44:58 20 10:45:00 i
CGFD182960001 Etc/GMT =5 a Enter menu 0 a 2020-12-2410:3%:57 2020-12-2410:3400 0

C 1w - 2 3 .20 ) Total274Records 1 Page
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4.9 Error Log

Displays all error logs uploaded from the visible light devices.

Device Operation Log ErerLog
& Ecolnarks - Y Filters -
o G > B 1
Serial Humber Device Name Error Code Error Message Eror Commiand command 1D Extra Message Upload Time =

4.10Upload Log

Displays the device operation log, content,;and number of records uploaded by the corresponding
device at a specific time.

Device Ogeration Log Uplgad bog
& Eocolnarks - Y Fiterse
pekte 72 7 9 @O e
Deévica PR/ N\ Event Conteot Count Errer Count
. \

CGFD122950001 Operation Log 1 0
Operation Log ) 0
Fingerprint Create a 1 0
Operation Log 1 0
Fingesprint Create 10085 1 0
Operstion Log 1 0
Fingerp 1 )
Operstion Log 1 o
Operation Log ! o
Operation Log 1 0
Ogeration Log t 0
Operation Log 0
Fingerpried Create 1001 1 o
Operation Log t 0 2020-12-24 1047555

G tuiv n 2 3 .. 34 ) Totsl 269 Records 1 | Page m
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4.11Command Log

This interface displays the executed commands delivered by the software to a device.

CGFD152960001  Auto add DATA UPDATE USERINFO FIN=1001 00000000 24110330 2020-12-24 11:03:31

2-24 11.03.23

CGFD132960001  Auto add DATA UPDATE USERINFO PIN=4 &rp =0000000000000000 Verify=-1 -24 110331

CGFD192960001  Auto 3dd DATA UPDATE USERINFO PIN=4 Grp=3 TZ=000000

00000 Verify=-1 3020-12-24 10051:26  2020-12-24 10:51°30 2020

2020-12-24 105726 2020-12-24 10:51:30  2020-12-24 10:51:30  Sac

GFD192960001  Auto add DATA UPDATE USERINFO PIN=1001 Grp=3 T2

CGFD192960001  Auto 3dd DATA UPDATE AccUnLockComb UID=1 Group1=3 Gro: 2020-12-24 105037 2020-12-24 10°50:42  2020-12-24 10°50:42

4 10:49:58 S

[

CGFD192960001  Auto add DATA UPDATE AccUnlockC 020-12-24 1049 56 2020-12-24 10:49 58

UID=1 Group1=:

Autoadd  DATA UPDATE AccUnLockComb UID=1 Up4=0 Groups... 2020-12-24 1049:30 2020-12-24 10:49.34  2020-1
4

Auto add DATA UPDATE USERINFO PIN=1001 Grp=

000000000000 Veanfya-1

Auto add DATA UPDATE USERINFO PIN=10086 G 00000000000000 Verify=-1

Auto add DATA UFDATE AccUnLockComb Ui UpZ=2 Groupd=1 Groups=D Groups.

CGFD132960001 Auto add DATA UPDATE USERINFO PIN=10086 Grp=

7 2020

GFD192560001  Auto 3dd DATA UPDATE USERINFO PIN=10086

H00000000 Varify=-1 N0 e 1039 50

GFD192960001  Auto add JATA UPDATE AccUnLockComb UID=1 Group1=1 Group2=0 Group3=0 Groupa=0 GroudSil) E"Qvt/-/uu 3746 2020-12-24 10:57°47  2020-12-24 10:37:45  Successful

C uwv B -0 > oumreos 1 e [l

Delete a specific Command

+ Select the required log from the list.and click on = P#**  button or click on the @ trash

button to clear the required'log.

Profmpt X

Are you sure to delete the selected 1 items?

» Click Confirm to ensure and delete the selected log from the Command History interface.
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Bulk Delete

This function lets you delete the old records in bulk by setting the log retention period. Hence, except
for the logs, which fall within the specified retention time, all the old logs will get deleted.

Bulk Delete

Fetenton Tame®| X120-12-09 (00000

200 Dee
Su Mo Tu We Th Fr Sa

1.2 3
i 7 affjn
"1

13 % 7

To delete the records in bulk: \'

.
On the History Command interface@gulk Delete to set the retention time for the logs.
On the Bulk Delete interface, c@ the Retention Time field, and a calendar window pops
up.

On the Calendar wind
time, and click Confi

,g%ct the required date, click Select Time to update the necessary
save the selected date and time.

And then click m to save and revise the records until the specified retention time.
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4.12Mobile App

4.12.1 APP Account

Displays the Mobile APP accounts enabled by the employees. The employee can log into the APP by
entering the employee ID and self-service login password. The interface displays the User name, Login
time, Last active time, Client ID, Device token, Client category, Run status(whether the user is online
or not), APP status(whether the APP is enabled or not).

s S 1428
Device t : rxy n v

—~—
Device Accounts
& Bookmarkse Y Fiters »
Delate Push Notification Force CHline Gisable Eriable 7 7 9 @

User Name...5 Login Time Clent Id Device Token Client Categ... RunSta.. APP Status...

1008 aimeie6ab3abe-7765-376-bes Android nactve  Enable
999 ... 560be02e757155¢8732¢71¢fSbbdd06d3 Hee2  IBSST 8 L1310, {s 3 nactive Enable
010 O Bad Android nactive  Enable
6913 . |23 Cf-:‘(u::rw‘ij'rﬂ‘rtf_ 10b965f30e0231a.. 105 Inactve Enable

7 1B bbb WsdIcSec242eb55805:9bb3faD . 105 Inactive Enable
1 N4 Android nactve  Enable
10 nactive Enable
969 toncCRUM M W2 vhepne xaEdDpSXAASDVqD3omxiZu.  Android Inactve  Enable
T a0 7 SN EBE5732¢71¢ cSec b3fa0. (o3 Inactive Enable
am sonllicr m‘tu;u'»\ g xaErDRSXAASDVq03omxIZu.  Android nactve  Enable
666 AaSDVQOsomxiZu... Androd nactive Enable
10 106 ractive  Emable
10066 Android nacbve Enable
0101 Android nactive  Emable

= G G

)
=p

= &

= [

i

= 0

b

=3

= =

[

> Push Notification

1. Select [Device] > [Mobile APP] > [Account] and select the corresponding account. Click [Push
Notification].

Push Notification X

Content™

2. Enter the notification content. Click [Confirm] to send the push notification.
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& Note:

This feature is only used to test whether the notification can be successfully pushed to the mobile app
or not. The content of the notification will not be displayed on the mobile app.

Force Offline

\

If a user is active in multiple mobile phones, you can use Force Offline Function to make the other
mobile apps inactive.

1. Select [Device] > [Mobile APP] > [Account] and select the corresponding account. Click [Force
Offline].

Prompt X

Are you sure to force the device offline 1 items

Cancel

2. Click [Confirm], to make the mobile app inactive.
zNote:

Forced offline accounts can be still logged in with the Employee ID and self-login password.

Disable

VY

1. Select [Device] > [Mobile APP] > [Account] and select the corresponding account. Click [Disable].

Pgompt %

Are you sure to disable the device 1 items

2. Click [Confirm] to disable the account.

£ Note:

A disabled account cannot be logged in unless the account is enabled.
» Enable

1. Select [Device] > [Mobile APP] > [Account] and select the corresponding account. Click [Enable].
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Prompt X

Are you sure to enable the device 1 items

2. Click [Confirm] to enable the account.
> Delete Account

1. Select [Device] > [Mobile APP] > [Account] and select the corresponding account. Click [Delete].

Prompt X

Are you sure to delete the selected 1 iten1§

2. Click [Confirm] to delete the account.

4.12.2 Announcement

The software supports pushing announcements to the App.
»  Push Public Notice

1. Select [Device] > [Mobile APP] > [Announcement] > [Push Public Notice].

Push Public Notice DS

Enter the details as shown below.
Subject: Enter the subject of the notice.

Content: Enter the content of the notice.
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2. After entering the details, click [Confirm] to send the push notification to all mobile app users.

-

> Push Private Notice

1. Select [Device] > [Mobile APP] > [Announcement] > [Push Private Noticel.

Push Private Notice

Departme Department { Employee Selected
Employee ID  First Name Last Name Department Employee ID First Name Last Name Department
1 U Saw Thiha Department 1 U Saw Thiha Department
10 nicole huang Nicole Test 100001 100001 2
100001 100001 2
100002 100002 2
100003 XX
Tnnana 1nnan -
20 W Total 193 Records > 1 Page m
Subject*

Content*

2. In the employee’s list, select the employegs in batches (You can filter by Department, Name and
Employee ID).

3. Enter the notification subject and content and click [Confirm]. The notification will be sent to the
corresponding mobile client.

> Delete Announcement

1. Select [Device] > [Mobile APP] > [Announcement] and select the announcement to be deleted.

Then click [Delete] or icon in the announcement list.

Confirm X

Are you sure?

2. Click [Confirm] to delete the selected announcement.
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4.12.3 Notice

Displays all the announcements pushed to the APP (Approvals, Leave, Overtime, Manual log) and the
reminder messages.

x = \ 13
Device s . . i g 4 -
—

Device Notics
B Fnnbmake. ¥ fFitee -

Debens A H DM =
Recerver Sender Send lime Head Status
00T Daw Khin Thids Myint Kk Unread i}

o husang weole busng Unened 2]

10 nole hwang rixcle buang Uneead (7]
1007 Daw Khin Thids Myint Noneschange reques Unresd i}
10 Khin Thida Myint Senedule ‘s change requen for sehad Ineead "
666 Somdule hange requet Read il
1001 Ciaw Khi Thida Myint Schedule hange request fo e o 2 an 1 2118/ \Unread ]
100 Daw Kinn Thids Myt Sciveddule None's change reques! edule o 2 9n 1271 Unreud T]
oo Schedula Tesnw's chanae raauedt for echedule 1 2 0n 127167020 was aporoved

Daw Khin Thida Myint Senedule Nonw's change request for schedule 1o 3 an 12

Diaw Kiun Thrda Mynt Schedule w's change reque
Somdule s sy g o)
% Ahhhh Sehedule nhhh's change request far sehedise ta | en 0
969 it Scimedule hithiik's change re ¢ schecdue to 3 en 7]

Q W~ ¢ 12 u 1 33 Tolalss0 Rewids E

4.12.4 Operation Log

Displays the operation records of all the APP clients.

. - 129
Device \ . | P eling: : el G n'

—
Devies MNatics Opsation g | ¢
B Bookmakie ¥ Fitert -
Drlere 2 2 9 m =
Uy Action Time twarribe

0]

10086 &l

-

Mobils Ape: 2]
&

10086 pul_setting ]

pull setting ™

1008 =
100848 T
1085 anrek0 B

R

[EH)

anrerebablst

10085 simeiebabiabe

c oev Pl v > Tesones [ ot |
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4.132 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.

4.13.1 GPS Location

» Add GPS Location

Add function lets you set the attendance punch limit for the Employees to access Attendance Punch
from the mobile device based on the work location.

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

Locstion”  China Yiamen Shi Jimei Qu,

Mep deta 2020 Googhe. SK selecom | Terma of Use

Alias: Enter an alternative name for the location.
» This function is integrated with Google Map to facilitate positioning.
Location: The address of the location gets updated through the Map

+ Onthe[Location]field, enter the required address and press the [Enter] key or 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.

Longitude: The Longitude gets automatically updated through the Map.

Latitude: The Latitude gets automatically updated through the Map.
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» Users can also drag the ' icon to the required position on the google map; hence, the

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

» Click [Confirm] to save the location information.

> Delete GPS Location

» Select [Device] > [Geo-fence] > [GPS Location] and select the required location address to

be deleted. Then click [Delete] or the icon corresponding to that location.

Confirm b4

Are you sure?

Cancel

» Click [Confirm] to delete the selected location.

4.13.2 Employee Setup

This function facilitates setting the lacation'range for specific employees, which means the employees
can punch for attendance in the Mobile APP only within the specified range.

* On the [Device] intérface, click [Geo-fence] > [Employee Setup] > [Add] to add the
Employees to the specific Geo Location.
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On the Add window, enter the following details:

Employee: Select the required employees who needs to punch within the same range.
» On the Add window, select the required Employees' names from the list on the left.
» The selected Employees' names will reflect on the right side of the Add window.

» Select from the Department drop-down list or use the Employee search option (search by
Employee name or Employee ID) to search for the required Employees.

Location: Select the required access location from the drop-down list.

» Please note, Employees 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.

Distance: Enter the required perimeter distance to provide access to the attendance punch on the
mobile device, for the selected geographical area.

Start Date / End Date: Set the valid period for the mobile attendancepunch.

¢ Click [Confirm] to save the details. When the employee'punches out of range on APP, it will
show the following prompt on the APP:

Prompt

Out of location
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4.13.3 Department Setup

This function eases you to set a geographical boundary using GPS or RFID technology to a
Department. It limits the Employees of that specific Department to access Attendance Punch via
mobile devices only within the specified range.

1. Select [Device] > [Geo-fence] > [Department Setup] > [Add].

Add X
Department = ----------
Location®  ---------- Distance(Meters)* 50
Start Date” End Date*

Cancel

Enter the details as shown below:
Department: Select the Department.
Location: Select the required access location from the.drop-down list.

» Please note, a Department can have morethan one access location if there is a necessity for

the Employees to punch-in/out foratténdance during the on-duty period or business trips in
more than one place.

Distance: Enter the range for the APP:punches (unit is meters).
Start Date / End Date: Set awalid time period for this setting.

» C(lick [Confirm] to save the details. While the employee belonging to the specified
Department'punches out of range on the APP, it will display the following prompt on APP:

Prompt

Out of location
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. .
4.14 Configuration
Device 1 . \ccess Control Payrol Vicita in} tem B { -
—
Device Configuraticn
Device Communication Setting Bio-Photo Approval Folizy Dot Retention Setting
Registiation Device 1 resigned Fiter @54 ) Allow auto add ()
Allow Upload Card s Allow Upload Namo (L ) Allow Sownload fame (L )
Data Syrc Mods”  Real-Time Dats Sync Time®
Ot Trarsfer Setup | @ Daabic Defoult Timezone"  Et/GMT-8

» Device Communication Setting

Registration Device: Toggle Yes to update the device as a registration device.

Resigned Filter: Toggle Yes to filter the resigned employées.

Allow Auto Add: Toggle Yes to enable adding of the device automatically.

Allow Upload Card: Toggle Yes to enable uploading of employee’s card number from the device.

Allow Upload Name: Toggle Yes to enableuploading of employee names from the device.

Allow Download Name: Set whether to.allow to upload employee’s names from the device.

Data Sync Mode: This function facilitates syncing of employee data from the software to the device(s).
» Select the required data sync mode from the drop-down list (Real-Time, Timing, and Manual).

« And if Timingis selected, then set the required time on the [Data Sync Time].

Data Sync Mode* Real-Time Data Sync Time*

Data Transfer Setup: When Data Transfer Setup is enabled, the heartbeat and transfer mode set in
here will be applied to all devices. If users want to set different heartbeat and transfer mode for
different devices, users may disable this data transfer setup first.

Data Transfer Setup Default Timezone* EtC/GMT“S
PUSH Heartbeat® 10 Seconds Transfer Mode* Timing
Transfer Interval® 10 4 Minutes) Transfer Time* 00:00;14:05
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Default Timezone: Set the default timezone for new added device(s).

» Bio-Photo Approval Policy

Device

Device Configuration

Cevice Communication Setting  Bio-Fhoto Approval Foliy  Data Retention Setting
Emplayes £447  Panding Patch import®  Panding
Nobike Register  Auto Approved Device Upload*  Auto Approved

&P1Upload®  Auto Approved

Set the Bio-Photo approval policy. It can be [Pending] or [Auto Approvedl.ifit is set as [Pending],
then the Bio-Photo must be approved by the administrator. Only the approved Bio-Photo will be
displayed on the visible light device during verification.

» Data Retention Setting

Device

Configuraticn

Device

Device Communication Setting Bio-Photo Approval Folizy Dota Retention scttuﬁ..

The software will ke the recent data according to the val e set here setup 9999 tajseen all 3..,
Tiansacton® 9399 Cays Gemmang  983¢ Days
Device Log™ 9999 Cay: flicad Logs 9999 Days

Set the retention days for data, including transactions, command, device log and upload log. It is set
as 9999 to keep all data by default.
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5 Attendance Management

The system can exchange the data with the T&A devices and collect the attendance records. The
primary functions implemented by the attendance system include User management, management
of Attendance parameters, Shift timetables, Scheduling, Daily maintenance, Attendance calculation,
Attendance reports, and Attendance devices.

5.1 Attendance Parameters

As the attendance system may vary from company to company, it is necessary to manually set the
attendance parameters to ensure the accuracy of the final attendance calculation.

5.1.1 Pay Code

Pay Code can be customized according to the actual situation of the company.

Pay Code

& Ecokmarks~ Y Filters ~

Add Dslete

Attendance

> Total 17 Records 1

Hour

3

E) &) Eb & E E

B Ey E E

= E} E E
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» Add aPay Code

1. Click [Attendance] > [Setup] > [Pay Code] > [Add] to add new pay code.

Add X

Code* Name*

Type* Regular

Unit*  Hour Symbol
Round Off* Round Off Minimum* 0.1
Display m Order* 999
Color Setting

Description

Enter details as shown below:
Code: Enter the code number of the pay code.
Name: Enter the name of the pay code.

Type: Select the type of pay code from the drop-down list. It can be set as Regular, Overtime, Leave,
Exception and Training.

Overtime
Leave
Exception

Training

Unit: Select the unit of pay code from the drop-down list.

Symbol: Enter the symbol of pay code that shows on the report.
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Round Off: Select the rounding rule of pay code from the drop-down list. It can be set as Round Off,
Round Up, Round Down.

Round Up

Round Down

*  Round-down: Omit the decimal part if it is smaller than the minimum unit.

*  Round-off: Count the decimal part if it reaches half of the minimum unit.

*  Round-up: Count the decimal part if it is smaller than the minimum unit.
Minimum: Set the minimum value for rounding rule.
Display: Toggle Yes if the pay code need to be displayed on the attendance report.
Order: Set the order of the pay code to be displayed on the attendance regort.
Color Setting: Select the color of the pay code to be displayed on the:atténdance report.

1. Click [Confirm] to save the pay code.

> Delete a Pay Code

1. Select the pay code and click [Delete] or click n) in the same row of the pay code to be deleted.

Prompt X

Are@\you sure to delete the selected 1 item?

2. Click [Confirm] to delete the pay code.
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5.1.2 Fixed Code

Click [Attendance] > [Setup] > [Fixed Code], there are 19 fixed pay code defined by the system, can
be modified, but cannot be added or deleted.

? 1933
Attendance d Mo AYIO) i ” M Sirten 1 n'
—
® Q = R Fixed Code
& Booknarks- Y Fiters =
DM ¥ =
Pama Farmar ™ Round Off Wirimum setting
Hos 10und OF o1 >
Hox Round Off 01 4
Hox ind ¢ o 1
Hox ~d OF o1 >
und C o1 7
o1
o1
o1
01 "4
fr' z
0 T,
o
ue [l > reeltsress 1 e[RRI

» Edit Fixed Code

1. Click the name of fixed pay code or click 7. in the same row of the pay code to be edited.

Edit X
Name* ) __ A Color Setting
Format®* Hour N\ \ g Symbol
Round Off* Round_(;ff - Minimum* 0.1

2. Edit corresponding fields and click [Confirm] to save the modification.
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5.1.2 Group

For the personnel to have the same attendance rule, but are from different departments, users can
assign them to the same attendance group, it will be convenient to make time schedule and
attendance calculation for them.

> Create a New Group

1. Click [Attendance] > [Setup] > [Group] > [Add] to add a new group.

Add X
Code*:
Name*:
N
Canced ‘
Enter the fields as shown below:
Code: Set the code of group.
Name: Set the name of group.
2. Click [Confirm] to complete adding a group.
» Personnel Transfer
1. Select corresponding group and click [Personnel Transfer].
Personnel Transfer
Departme Departn@nt Q Employee Selected
Employee ID  First Name Last Name Department Employee ID First Name Last Name Department
1 U Saw Thiha Department
10 nicole huang Nicole Test
100001 100001 2
100002 100002 2
100003 XXX
100004 100004 2
100005 100005 2
100006 100006 2
100007 100007 2
20 v Total 193 Records 1 m
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2. In the employee’s s list, select the employee(s) whom you want to adjust to the selected group in
batches (You can search employees by Department, Name or Employee ID).

Personnel Transfer

Departme Department

Employee ID  First Name

1 U Saw Thiha
10 nicole huang
100001 100001
100002 100002

100003

100004 100004
100005 100005
100006 100006
100007 100007

20 w Total 193 Records

v Q Employes Selected 2

Last Name Department Employee ID & First Name 5 LastName s Department
Department i 1 U Saw Thiha Department
Nicole Test 10 nicole huang Nicole Test
2
2
XX

n

o S

3. Select the Employee and click [Confirm]. The groupéﬁ‘ selected employee will be changed.

» Remove Personnel from Group

.
1. Click to select corresponding group, and stonnel belonging to this group will show on the

right personnel list.

)

2. Select the personnel need to be from the group and click [Remove].

Remove

© 1 Are you surs to remove employes from
this group?

e -

3. Click [Yes] to complete removing personnel.
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» Delete a Group

1. Select the group and click [Delete] or click ) in the same row of the group to be deleted.

Prompt X

Are you sure to delete the selected 1 item?

2. Click [Confirm] to delete the group.

5.2 Rule

5.2.1 Global Rule

General rules can be applied to all the Departments, All the general attendance parameters can be set
here.

> Basic Setting

Altendance
Clobal Rule A A‘

Basic Setting Rgie for Non-scheduled Days Overtime Rule Caleulation Setting APP Setting Attendance Alert Setting

Mrdi Saturday Color Setting
Waskerd?  Sunday Color Setting D
Duglicate Punch Intenval* 1 Minute(s)
Weekend1/Weekend2: Set the weekend of the week.
Color Setting: Select the color of weekend to be displayed on the attendance report.

Duplicate Punch Interval: Set the interval (in minutes) for duplicate punch. If it is set to 1 minute and
the user tries to punch several times within a minute, the system will only accept the first punch.

Page |9 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

» Rule for Non-scheduled Days

This setting is for the personnel who do not have a time schedule but have the attendance punch
records and need to make time and attendance calculation.

Attendance
Glohal Rule
Basic Setting Rule for Nan-scheduled Days Overtime Rule Calculation Setting APP Setting Attendance Alert Setting

Max Work Hours® 120 Hour(s) Day Change Time*  00:00:00

Paring Rule®  Cdd Even

Daiy Overtime (EEED)
Shift Work Hours Assign To Regular Work Hours Range* 0.0 Hour(s) - 80 Hour(s)
2
_ Work Hours Assign To  OT2 work Hours Range* 7.0 Hour(s) - 90 Hour(s)
Schedule Assig

Work Hours AssignTo  CT3 Work Hours Range*  11.0 Hour(s] & | 15l0 4 Hourfs)

B2 Schedule Preview &

Max Work Hours: Set the maximum work hours.

Day Change Time: Set the time point to distinguish the punchirecords belonging to which day.
Example, Day Change Time is set as 8:00 am, then the punch records before 8:00 am will belong to
the previous day.

Paring Rule: Set the paring rule of punch records.

-First And Last: Take the first punch record as Chiéck#In, and the last punch record as Check-Out.
-0dd Even: Pick the Check-In and Check-Qut record according to odd even.

‘Punch State: Pick the Check-In and,Check-Out record according to the punch state of the records.

Daily Overtime: Enable it to set the overtime rule for the no schedule day. Users can assign the work
hours as the pay code which type is overtime.

Example: the Rule for Nen-scheduled Days is as following:

Attendance
Global Rule
Basic Setting Rule for Non-scheduled Days Overtime Rule Calculation Setting APP Setting Attendance Alert Setting

Max Work Hours* 210 Hour(s) D3y Change Time* 000000

Paring Rule*  Odd Even

Daily Qvertimz @
Work Hours Assign To  Normal OT Work Hours Range* 8 Hour(s} | - 9 Hourfs)
Work Hours Assign To . OTH Waork Hours Range* 10 Hour(s) - n Hour(s)
Work Hours AssignTo  OT2 Work Hours Range* 11 Hour(s} -~ | 1 3| s Hours)

If the actual work hour is 12 hours, then:

(1) First, the software will compare actual work hour with Work Hour Range 11 hours - 13 hours, 12
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hours is in this range, so OT3 = 12 hours - 11 hours = 1 hours, the remaining actual work hour is 12
hours — 1 hour =11 hours.

(2) Second, the software will compare the remaining actual work hour with Work Hour Range 10 hours
- 11 hours, so OT1 =11 hours - 10 hours = 1 hour. The remaining actual work hour is 11 hours - 1 hour
=10 hours.

(3) And Finally, the software will compare the remaining actual work hour with Work Hour Range 8
hours - 9 hours, so Normal OT = 9 hours - 8 hours = 1 hour. The remaining actual work hour is 10 hours
-1 hour =9 hours.

Note:

The overtime matching rule is to match from bottom to top and sort the overtime that matches the
duration for overtime calculation.

What are Overtime levels?

When an employee works more than the needed hours, the company management sets overtime
levels such that, the employee gets paid according to his worked @vertime level. Overtime levels must
be in hours and must be set in such a way that OT Level 3>'OT'Level 2 > OT Level 1.

E.g.: OT Level 1 -3 hours
OT Level 2 - 5 hours
OT Level 3 -7 hours

For each OT level, you may set distinct'pay levels. Consider an employee A works for 3 hours and
employee B works for 5 hours. The worked hours of employee A falls under Level 1. The worked hours
of employee B falls under both Level 1 and Level 2. So, employee B gets consolidated pay by
considering both levels.

Overtime Setting

Attendance
(= Global Rule

Basic Setting Rule for Non-scheduled Days Overtime Rule Calculation Setting APP Setting Attendance Alert Setting

® Rule
Overtime Rule*  Approval OT Priority
Weekend Overtime m
Department Rule

Work Hours Assign T OT1 Work Hours Range® 1 Hour(s) 4 Hour(s)
Work Hours Assign To ~ OT2 Werk Hours Range® 4 Houds) - 6 Hour(s)
Work Hours Assign To  OT3 Work Hours Range® € Hourls) - 10 Hour(s)

Holiclay Overtime (ERES )
Work Hours Assign To OT1 Work Hours Range*® 1 Hour(s) 3 Hour(s)
Work Hours Assign To OT2 Work Hours Range® 3.0 Hour(s) | = S0 Hour(s)

Work Hours Assign To . OT3 Work Hours Range® 50 Hourls) - 10 :| 2| Hour(s)
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Overtime Rule: It can be set to "Disable Overtime" to disable the overtime function. "Calculation OT"
calculates the overtime based on the attendance punch time, "Approval OT" calculates the overtime
based on the overtime application, "Approval OT Priority" preferentially calculates the overtime on
the overtime application, and “Minimum OT” calculates the minimum overtime between “Calculation
OT” and “Approval OT".

Weekend Overtime: While it is enabled, then the overtime calculation rule for weekend will apply
the rule set here. The calculation method is the same as Daily Overtime mentioned above.

Holiday Overtime: While it is enabled, then the overtime calculation rule for holiday will apply the
rule set here. The calculation method is the same as Holiday Overtime mentioned above.

» Calculation Setting

Attendance

Rule for Non-scheduled Days ~ Owvertime Rule  Calculation Setting Attendance Alert Setting

When late exceeds® 120 Minute(s)  count as absence

Whe=n early-lesve 120 Minute(s) ~ count as absence

exceeds*
Missing Check-In as*  Incomplcte L

»
Missing Check-Out  Early Leave &0 Winutels)
as”

The check-in and check-out settings are valid.only when mandatory check-in and check-out are
enabled in the Shift timetable settings.

Late coming or early leaving exceeding'by N minutes is counted as absence.
On-duty without check-in is counted as late arrival (absence/incomplete) for N minutes.

On-duty without check-out.is counted as early leaving (absence/incomplete) for N minutes.

» App Setting

'T Bersonnel Attendance

Global Ruke

& Setup
Basic Setting Rule for Non-scheduled Days Overtime Rule Caleulation Setting APP Setting Attendance Alert Setting

® Rule

Capture Work Code

Department Rule Punch stats

Capture: Select whether the attendance photos must be uploaded or not.

Work Code: Select whether the work code must be entered or not.
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Punch State: Select whether punch state must be selected or not.

» Attendance Alert Setting

Alert Settings is used to configure the alerts for any exceptions regarding employee's attendance.
The corresponding personnel will be notified if any of the configured exceptions occur. Here, the alert
can be set for late check-in, early check-out and absent. You have to set the value for each exception.

Attendance

Calculation Setting APP Setting Attendance Alert Setting

Basic Setting Rule for Non-scheduled Days Overtime Rule

\When number of Iste exceeds” 4 times
When number of carly-leave exceeds™ S times
When number of absent exceeds™ 6 Smes

Sending Frequency*  Monthly Day" 9 Time™  10:13:46 Srnt‘ﬂg Day* Current Day

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.

Sending Frequency: Set the repetition interval for alerts. It can be set to Daily/Weekly/Monthly.
Day: Set the day to send the alert.
Time: Set the time to send the alert.

Sending Day: You canset whether to send the alert on the same day or the next day.

5.2.2 Department Rule

You can add rules for individual Departments.

Attendance

® Q E ot Deparoment Rule
& Eockmarks - Y Filters ~
Add Ceiete ¢ . D M
Department Max Work Hours Day Change Time Paring Rule Daily Ovartime Weekand Overtme Holiday Overtma
120 00:00:00 First And Last ° ° e £ g
120 00:00:00 Punch Stata o ° ° 7 W
120 00-00-00 First And Last ° ° ) Z m
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» Add New Department Rule

Select [Attendance] > [Rule]> [Department Rule] > [Add] to add rules for Departments.

Add

& iE da Basic Setting Rule for Non-scheduled Days Overtirre Rule Calculate Setting Attendance Alert Setting
CIDepartment

02 Weskendi* None Colar Setting

03

DNicole Test Weskend2® None Color Setting

os

08 Duplicate Punch Interval* 1 Minute(s)

Oas

OSales Department

CiBoard of Directors
JBusiness Planning Departm
OKonoha vilege

Tl

CINancy Test

Olala

ol

0119

Cancel

For Basic Setting, Rule for Non-scheduled Days, Overtime Rule,Calctlation Settings and Attendance
Alert Setting, please refer the Global Rule Setting.

» Delete Department Rule

Select the Department and click [Delete] onclick T in the same row of the Department rule to be

deleted.

Confirm X

Are you sure?

Click [Confirm] to delete the department rule.
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5.2.3 Group Rule

Group Rule facilitates to add rules to individual groups.

Attendance

Growp Rule

Group

& Eockmarks~ Y Filters -

Add Gelete
Group Max Work Hours Day Change Time Paring Rule Daily Ovaitime \Weakend Overtime Holiday Oyertime

200 00:00:00 First And Last o L

» Add New Group Rule

Select [Attendance] > [Rule]> [Group Rule] > [Add] to add rules for Groups.

Add X
=4 Easic Setting Rule for Non-scheduled Days Overtime Rule Calculate Setting ARtendznce Alert Setting
QOdefault Yo N
DTest weekend1*  None Color Sefting O
weekend2*  None Eo'oRsétting
Duplicate Punch Interval* 1 Minute(s)

For Basic Setting, Rule for Non-scheduled Days, Overtime Rule, Calculation Settings and Attendance
Alert Setting, please refer the Global Rule Settings.

» Delete Group Rule

Select the Group and click [Delete] or click T in the same row of the Group rule to be deleted.

Confirm X

Are you sure?
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Click [Confirm] to delete the Group rule.

Note: The rule priority is Group Rule > Department Rule > Global Rule.

5.2 Break Time

While configuring the shift timetable, break time can be selected. More than one break time can be
added to one shift timetable.

9]

.2.7 Add a Break Time

1. Select [Attendance] > [Shift] > [Break Time] > [Add] to add a break time.

Add X
Name* Calculate Type*  Auto Dedtet
Basic Setting Rule Setting
Start Time*  12:00:00 End, T¥he*  13:00:00
Duration* 60 Minute(s

Enter the details as shown below:
Name: Enter the Break Time name maximum of 50 characters.
Calculate Type: Calculation types for break time are given below:

*  Auto deduct: Whether the user punches or not, the break time will be the allowable break time in
the calculation of attendance.

*  Required Punch: You must punch during the break time. When staff does not punch, Start time/End
time will be taken as the start/end time of the break time in the attendance calculation.

For example: If the time range for an attendance punch during the break time is 12:00 to 14:00, the
break time is allowed to be 60 min. If A does not punch in during the break time, and B punches at
13:00, then A's break time is 120 min, and B's break time is 60 min.
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2. When the Calculation Type is Required Punch, early return and late return should be considered
as shown in the figure below:

Add X

Name* Calculate Type* Required Punch

Basic Setting Rule Setting Require Punch Setting

Start Time* 12:00:00 End Time* 13:00:00

Duration® 60 Minute(s)

» Basic Setting

Start Time: Set the start time of the break time. Time Settings are shown in “3. Time Selection” in
Appendix 1.

End Time: Set the end time of the breaktime.
When the punches are out of the range, then they are invalid.

Duration: The time allotted forbreak time.
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> Rule Setting

Add X

Name* Calculate Type* Required Punch

Basic Setting Rule Setting Require Punch Setting

Duplicate Punch Policy* Rule Based Duplicate Punch Period* Minute(s)

Punch State Based* No

Cancel

Duplicate Punch Policy: The time interval of punch can be set as “Rule Based” or “User Defined".
When the users customize it, they need to set the Effective.Interval.

Duplicate Punch Period: Set the duplicate punch period.

Punch State Based: Select whether to use the"furiction key or not. When "Punch State Based" is
selected, the attendance will be calculated according to the punch status. When "Any" is selected, the
attendance status will be automatically. carrected while calculating the attendance.

» Require Punch Setting

Add X

Name® Calculate Type* Required Punch

Basic Setting Rule Setting Require Punch Setting

Multiple In/Out* No Minimum Break Time(m)* 0 Minute(s)

Early In

Late In

Cancel
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Multiple In/Out: Multiple in/out function. When Multiple in/out is selected as Yes, the users can
break-out and break in multiple times.

In the attendance calculation, the time of breaking-in each period minus the time of breaking out is
taken as the attendance time in of that period.

In the attendance detail report of the day, the break-out of the first period shall be taken as the break-
out of the day, and the break-in of the last period shall be taken as the break-in of the day.

Minimum Break Time (m): Set the minimum minute of break time.

Early In: Select whether to calculate the time of early-in or not.

.

Early In More Than® 0 Minute(s) AssignTo  -----—---

While itis enabled, users can set the minimum time of Early In to assign to.the pay code which type is
overtime.

Late In: Select whether to calculate late in or not.

Late In @E0

Late In More Than® 0 Minute(s) Assign TO | ---------

While it is enabled, users can set the minimum time of Late In to assign to Late In, Early Out and
Absence.

.3.2 EditaBreak Time

1. Click the break time or - icon in the same row of the break time to be edited.

2. After the modifications, click [Confirm] to save the details.

2.3 Delete a Break Time

1. Select the corresponding break time, click [Delete] at the top left of the break time list or click the

@ icon in the same row of the break time to be deleted.

2. Click [Confirm] to delete the break time.

Page |106 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

5.4 Timetable

Set the time periods which are used during the attendance calculation and to set various attendance
parameters. The timetable is the minimum unit in the attendance time settings. For example, these
settings include work start/end time, allowed late arrival/early leaving duration, whether check-
in/check-out is mandatory, allowed time period for check-in/out, break time, and overtime.

Before scheduling the shift, you must set all shift timetables possibly used. Otherwise, the shift is
considered invalid.

5.4.1 Add a Timetable

» Add a New Normal Timetable

1. Select [Attendance] > [Shift] > [Timetable] > [Add Normal Timetable] to add a normal timetable.

Add Normal Timetable b4
Name* Work Hours Assigh To*

Basic Setting BreakTime Setting Unscheduled Time Setting Overtime Rule Rijle Setting

Check-In*  09:00:00 Cheek-Out* 18:00:00 Cross 0 Days

Check-In Start*  08:00:00 Cross 0 Days @heck,Out Start*  17:00:00 Cross 0 Days

Check-In End*  10:00:00 Cross 0 Days heck-Out End*  19:00:00 Cross 0 Days
WorkDay* 1.0 Days Color Setting

*Notice

1.All the cross-days setting is base on check-idh

Set the parameters as shown below:

Basic Setting

Y

Name: Enter the name of the timetable maximum of 50 characters.

Check-In Start Time/ End Time, Check-Out Start Time/ End Time: Enter the valid range for checking
in/out. Check-in/out records out of this time range are invalid. Set the cross days maximum of 3 days.

Check-In/Check-Out: Set the check-in time and check-out time. Set the cross days maximum of 3
days.

Workday: It refers to how many workdays will be calculated for each shift. If the value is set, the
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workday will be calculated according to the present value. Otherwise, the workday will be calculated
according to settings in the attendance rules.

Color Setting: Set the color of the timetable to be displayed on the report.

» Breaktime Setting

Add Normal Timetable

Name* Work Hours Assign To*

Basic Setting BreakTime Setting Unscheduled Time Setting Overtime Rule Rule Setting

Name

Start Time End Time Duration Calculate Type
12:00-14:00 12:00:00 14:00:00 120 Auto Deduct
12:00-13:30 12:00:00 13:30:00 90

Auto Deduct

n 1 F m Total 2Records 10 |V

Break Time: Add a break time to the timetable. Multiple‘break times can be added within a timetable,

but the break time must be within the timetabledtinte range. (see 5.3.1 Add a Break Time to set break
time)

» Unscheduled Time Setting

Add Normal Timetable

Name* Vicrk Hours Assign To®

Basic Setting BreakTime Setligg Unscheduled Time Setting Overtime Rule Rule Setting

Woerk Hours Assign To

Minimum* 60 Minuta(s)

Late Out

Work Hours Assign Tg -=-----—

Minimum* 60 Minuta(s)

m (aHCCI

Early In: Whether to calculate the time of early-in. If it is enabled, users can set the minimum early -in
time and assign the early -in time to corresponding pay code.
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Late Out: Whether to calculate the time of late-out. If it is enabled, users can set the minimum late -
out time and assign the late -out time to corresponding pay code.

» Overtime Rule

Add Normal Timetable X
Name” Work Hours Assign To*

Basic Setting EreakTime Setting Unscheduled Time Setting Qvertime Rue Rule Setting

maxor (Ehag ) Max OT Duration™ 240 Minute(s)
Overtime @
Work Hours Assign To =-=--=--- Work Hours Rang=* 0.0 Hour(s) - 00 Hour(s)
Woark Hours Assign To | --------- Work Hours Range™ 0.0 Hour(sy - 00 Haur(s)
Work Hours Assign To --------- Work Hours Rang=* 0.0 Hour(s) - 00 Hour{s)

Max OT: 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.

While it is enabled, users can define three ovértime levels, counting from top to bottom are overtime
level 1, overtime level 2, overtime level 3.Set the work hours range and assign the work hours in the
range to corresponding pay code.

Refer to the Daily Overtime Calculation of No Schedule Setting.

T

> Rule Setting

Add Normal Timetable X

Mame® Work Hours Assign To™

Basic Seiting BreakTime Setting Unscheduled Time Setting Overtime Rule Rule Setting

Necessary Clock-In*  Yes Necessary Clock-Out*  Yes
Allow Late-In* 0 Minute(s) Allow Early-Out* 0 Minute(s)
Duplicate Punch  Rule Based Duplicat= Punch Minute(s)
Policy* Period*
Punch state Based* No Day Change Time” 00:00:00
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5.4.2 Add a Flexible Timetable

1. Select [Attendance] > [Shift] > [Timetable] > [Add Flexible Timetable].

Add Flexible Timetable X

Name* Work Hours Assign To*

Basic Setting Unscheduled Time Setting Overtime Rule Rule Setting

Check-In*  00:00:00 Check-Out* 00:0000 Cross 1 Days
Work Time* 480 Minute(s) WorkDay* 1.0 Days
Work Type* Normal Work Color Setting

*Notice

1.All the cross-days setting is base on check-in.

Enter the details as shown below:

Name: Enter the name of the flexible timetable maximum of 50 characters.
» Basic Setting

Check-In: Set the check-in time for the/flexible timetable.

Check-Out: Set the check-out time'for, the flexible timetable. The cross days maximum is 3 days for
check-out time.

Work Time: Enter custom.working hours.

Work Type: Define theflexible timetable for different types of work such as normal work, day off and
weekend.

Workday: It refers to how many workdays are calculated for each shift.

Color Setting: Set the color of timetable to be displayed on the report.
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~

» Unscheduled Time Setting

Basic Setting Unscheduled Time Setting Overtime Rule Rule Setting

Late Out

Work Hours AssignTo = -——------- Minimum* 60 Minute(s)

Late Out: Whether to calculate the time of late-out. If it is enabled, users can set the minimum late -
out time and assign the late -out time to corresponding pay code.

» Overtime Rule
Refer to “Overtime Rule” on “Add Normal Timetable”.

> Rule Setting

Add Flexible Timetable X
Name* Work Heurs Assign To*
Basic Seiting Unscheduled Time Setting QOvertime Rule Rule Setting
Necessary Clodk-In*  Ves Necessary Clock-Out*  Yes
Duplicate Pufgh 4} Minute(s)

licate Punch Policy* Rul
Duplicate Punch Policy Rule Based Feriod”

Puncn State Based® No Muliplslin/Out* No

Day Change Time* 00:00.00

Necessary Clock-In, Necessary Clock-out: Decide whether check-in and check-out are mandatory
in the time range. If an employee needs to check-in/out, select Yes; otherwise, select No.

Duplicate Punch Policy: Can be set to “Rule Based” or “User Defined”.
Duplicate Punch Period: Set the duplicate punch period.
Punch State Based: Select whether to use the function keys or not.

Multiple In/Out: Multiple in/out function. When Multiple in/out is selected as Yes, the users can
check-in and check-out multiple times. In the calculation of attendance, the time of checking out in
each period minus the time of checking in is taken as the attendance time in that period. In the
attendance detail report of the day, the check-in of the first period shall be taken as the check-in of
the day, and the check-out of the last period shall be taken as the check-out of the day.
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Day Change Time: Set the time point to distinguish the punch records belonging to which day.
Example, Day Change Time is set as 8:00 am, then the punch records before 8:00 am will belong to
the previous day.

2. Click [Confirm] to save the settings.

5.4.2 Edit a Timetable

f—
A

1. Click the Timetable Name or icon in the same row of the timetable to be edited.

2. Click [Confirm] after making the necessary modifications.

5.4.4 Delete a Timetable

1. Select the timetable, click [Delete] on the upper left of the timetable listor click the ) iconinthe

same row of the timetable to be deleted.

2. Click [Confirm] to delete the timetable.

5.5 Shift Management

The shift is composed of one or more preset attendance timetable(s) based on a certain order and
cycle period. It is a preset work schedule'for the personnel. It is essential to configure a shift if you
want to track the attendance for employeés.

Select [Attendance] > [Shift] > [Shift] to view the shift list and shift timetable details. All shifts in the
current system are displayed.in'the list. Click any shift and the corresponding timetable details will be
displayed on the right sideof the interface.

i %% [80%
o 0 0 0 =
i

!
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5.5.1 Add a Shift

1. Click [Add] to add new shift details.

Add X

Shift Name* Auto Shift

General Setting QOvertime Rule

€ Timetable Unit*  Week Cycle* | 1| B
Name Check-In Check-Out Break Time Sun Mon Tue Wed Thu Fri Sat
09.00.:00 18.00.00 120
00:00:00 00:00:00*
09:0C:00 18:00:00
1 00:0C:00 00:00:00*
test 20:00:00 22:00:00

Total 5 Records

*Notice
1. Filling out the shift in right side by select time table from left side.
2. The cycle can not exceed 366 when unit is day.
3. The cycle can not exceed 52 when unit is week.

4. The cycle can notexceed 12 when unit is month.

Cancel

Enter the parameters as shown below:
Shift Name: Enter a unique shift name-maximum of 50 characters.

Auto shift: It is an intelligent scheduling function. When there are multiple time periods in the shift,
the Auto shift can be enabled, and the shift that conforms to the attendance rules. If you disable the
Auto shift, interleaved pefiods cannot be added.

> General Setting

Select Timetable: Select the timetable for the shift. Please refer to "5.4.1 Add a Timetable" for the
detailed operation.

After selecting the timetable, click a day on the right to assign the timetable to the corresponding day.
Unit: Includes day, week, and month.
Cycle: Shift cycle period = Number of cycles * Unit of the cycle.

Note: The system displays optional dates in the Select Date box based on the values of Unit of Cycle
and Number of Cycle.
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» Overtime Rule

Add X

Shitt Name* Auto Shift

General Setting Overtime Rule

Weekly @ZEEEY

Overtime

Work Hours  ---------

_ From* 00 Hour(s) To* 00 Hourls)
Assign To
Work Hours X
R From* 00 Hour(s) To* 00 Houris)
Assign To
Work Hours
From* 0.0 Hour(s) To* 00 Houris)

Assign To

Cancel

When Weekly Overtime is enabled, users can set the weekly overtime rule.
2. Click [Confirm] to save the settings.

& Note: A shift refers to the circulation of a timetable chosen by the users in the cycle period set by
the user. Dates unselected represent day ©ff;When scheduling the shifts for an employee, you need
to select only the start date, end date and‘the shift used and it is unnecessary to indicate the date in
which an employee should work or'take a vacation. After a shift is selected, the system will
automatically determine the dates,on which an employee should work or take a vacation according
to the cycle settings of the sélected shift.

5.5.2 Edit a Shift

1. Click the Shift Name or icon in the same row of the shift to be edited.

2. After modifications, click [Confirm] to save the changes.

5.5.3 Delete a Shift

1. Select a shift, click [Delete] on the upper left of the shift list or directly click the ] icon after the

corresponding shift to access the shift deletion confirmation interface.

2. Click [Confirm] to delete the shift.
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5.6 Department Schedule

You can arrange shifts for Departments after setting the attendance timetables and shifts.

Select [Attendance] > [Schedule Assignment] > [Department Schedule] to access the Department
scheduling main interface that displays the Department schedules list and Department schedules
details. Click any department schedule and the schedule list on the right will display the schedule
details of the selected timetable in a chart.

5.6.1 Add Department Schedule

1. Click [Add] on the Department Schedule interface to access the schedule addition interface.

Add

& =&

C1Department
12

03

O Nicole Test

[

as
() Sales Department
C1Board of Directors
1 Business Planning Depar
1 Konoha village
XXX
CINancy Test
Jlala
Olgf
1119

Start Date

Shift Name

Total 4 Records

2020-12-01

Q

MName

End Date*

202012531

Cancel

Enter the details as shown below:

Department: Select Department for which the shifts need to be scheduled. Multiple choices are

allowed.

Start Date, End Date: Set the start date and end date for shift scheduling. Please refer to 2. “Date
Selection” in Appendix 1 for date selection.

Shift: Select a shift from the shift list.

2. After entering the required details, click [Confirm] to save the settings.

& Note: By default, the start date and end date are set to the first day of the month and the last day

of the month.
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5.6.2 Delete Schedule Records

Select the schedule record to be deleted and click [Delete] to delete it or click icon in the same

row of the Department schedule.

—
'

.7 Group Schedule

(9]

You can arrange shifts for Groups after setting the timetables and shifts.

Select [Attendance] > [Schedule Assignment] > [Group Schedule] to access the main interface of
the Group scheduling that displays the Group schedule list and Group schedule details. Select the
required group schedule name from the list on the left and it will display the schedule details of the
selected timetable in a chart format on the right.

5.7.1 Add Group Schedule

1. Click [Add] on the Group Schedule interface to access the schedule addition interface.

Add p
& =& Start Dateld 2Q20-12-01 End Date” 2020-12-31
O default ol ”. 5
T Test
Shift Narne Name Unit Cycle Auto Shift

1 Week 1

2 Week 1

Week 1

Total 4 Records @ 20 v

Cancel
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Enter the details as shown below:
Group: Select Group for which the shifts need to be scheduled. Multiple choices are allowed.

Start Date, End Date: Set the start date and end date for shift scheduling. Please refer to 2. “Date
Selection” in Appendix 1 for date selection.

Shift: Select a shift from the shift list.
2. After entering the required details, click [Confirm] to save the settings.

& Note: By default, the start date and end date are set to the first day of the month and the last day
of the month.

5.7.2 Delete Schedule Records

Select the schedule record to be deleted and click [Delete] to delete it.or click @ icon in the same

row of the Group schedule.

5.2 Employee Schedule

You can arrange shifts for employees aftersetting the attendance timetables and shifts. If you fail to
schedule shifts for employees, the attendance calculations cannot be performed.

Select [Attendance] > [Schedule Assignment] > [Employee Schedule] to access the personnel
scheduling main interface that displays the personnel scheduling list and personnel scheduling
details. The scheduled personnel is displayed in the list. Click the line where personnel scheduling is
and the scheduling list.on the right will display the scheduling details of the selected timetable in a
chart.
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5.8.1 Employee Schedule

1.Click[Add Schedule] on the Employee Schedule interface to access the schedule addition interface.

Add Schedule %

Eiplayed 6 Enployes Start Date”  2020-12-01 End Date*  2020-12-31

Employee ID First Name Oveswmite Schechlle
-

Q =
~

Shift =

I Saw Thina
nicole huang =
Shift Name Name Unit Cycle Auto Shift

100001

100002

laf 1 Week

Total 4 Records
Total 193 Records n 10 > 20 v

Cancel

Set the parameters as shown below:

Employee: Select the employee for whom the shifts:need to be scheduled. Multiple choices are
allowed. (Refer to 1. “Personnel Selection” in Appendix 1 for personnel selection.)

Start Date, End Date: Set the start date anid end date of the shift schedule. Please refer to 2. “Date
Selection” in Appendix 1 for data selection.

Shift: Select any shift from the shift list.

Overwrite Shift: if it is set imadvance, the existing shift will be replaced. (Cannot replace shift which
is in use)

2. After entering the'details, click [Confirm] to save.

£ Note: By default, the start date and end date are set to the first day of the current month and the
last day of the current month.
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5.8.2 Querying Schedule Details

1. Select [Attendance] > [Schedule]> [Employee Schedule] to access the Employee Schedule
interface. The interface displays the employee’s schedule records by default.

Global Rule Department Schedule Employee Schedule
& Bookmarks» T Filtzrs »
Deicte Add Schedule v g ° 0 " = 918

Employee 1D First Name Last Name Shift Name Start Date a
1035914 EGAN BERNAL 9-18 2010-07-29 i}
2010 fle 3 flexible 7+ o
2012 punchbreak punchbreak 2019-07-01 o
2013 autobreak - autobreak - i
1007 ixian hwang hrg ﬁ
3456 Nancy Test-OT W
836 KKKK 3 KingsunTest |}
2014 20-0541 20-05+1 b |
2018 20-05+2 - 20-05+2 1|
2015 9-18+2 9-1842 w
2016 5-18+1 - 9-16+1 I
2017 9-13+3 - 9-18+3 2019-07-01 ﬁ

2. Click the Filter's drop-down button. Select the employee or shift{(see 10. “Filter Search Function” in
Appendix 1.) to view the schedule records of the employees. In Employee Schedule Table, click any
schedule record and the time table details will be displayed'on the right of the interface.

4

Global Rule Department Schedule Emgloyee Schedule

& Bookmarks ~ Y Filters o- n n

Y Shift is flexible x
7 2D DA = gy

Delcte Add Schedule
Employee 1D First Nome Last Name ,hv@_mw Stort Date End Date 2019-08-01 . 2019-08-31 Q
2010 fl= - 2019-07-01 2019-08-31 &
3014 flexible leave - R 2019-07-01 2019-08-31 0] 08018 0900-18:00
4 NG S 09:00-18:00
08032 00:00-22:59

5.8.3 Import Employee Schedule

Users can click [Import] to import the employee schedule in batch for personnel. For detailed
operation, please refer to 4."Import” in Appendix 1.

5.8.4 Delete Schedule Records

Select the schedule record to be deleted and click [Delete] to delete it or click the @ icon in the

same row of the employee’s schedule.
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5.9 Temporary Schedule

The temporary schedule is complementary to the existing schedule. If the overtime is to be set to the
employees in a shift temporarily, it is necessary to arrange one (or more) timetable(s) for overtime,
temporarily. Generally, temporary schedules are scheduled for overtime, like overtime for late shifts,
weekends, holidays, and festivals.

For example:

If a specific Employee is assigned already with a schedule, then according to the work requirement,
the user can temporarily provide an extra shift to that Employee, where the attendance will get
calculated based on the temporary schedule.

So, the calendar will display only that temporarily scheduled shift for that Employee instead of the
previously scheduled shift. And the user can clear the temporarily scheduled shift anytime, and the
calendar again displays only the previously scheduled shift of that Employee:

5.9.1 Add a Temporary Schedule

1. Click [Attendance] > [Schedule Assignment] > [Temporary Schedule] > [Add Temporary
Schedule] to add a temporary schedule.

Add Temporary Schedule

Employes December 2020 Todsy| | €| 2 || Q Temetable

Sun Men Tue Wed Thur Fri Sat

0308

2. Set the parameters as shown in the below image.

Employee: Select the employees for a temporary schedule (Multiple choices are allowed). Please refer
to_1. "Personnel Selection” in Appendix 1 to select employees.

Date: Select the date for the temporary schedule. (Multiple choices are allowed.)

Timetable: Select a timetable used by a temporary schedule. (Multiple choices are allowed.) Please
refer to 5.4.1 Add a Timetable to set the timetable.
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& Note:

» Multiple timetables can be selected for a temporary schedule, but the start time of timetables
should not be the same.

» Even though a shift has previously remained scheduled for an employee, only the recently set
temporary schedule will be valid during the attendance calculation.

« Itis required to set the Timetable before selecting the date; otherwise, the modification will
not take effect.

5.9.2 Import Temporary Schedule

Users can click [Import] to import the temporary schedule in batch for personnel. For detailed
operation, please refer to 4."Import” in Appendix 1.

5.9.3 Delete Temporary Schedule

Users can select the required schedule record to be deleted and.click [Delete] or click T iconin the

same row of the personnel temporary schedule.

5.10Schedule Preview

5.10.1 Schedule View

Schedule View shows a concise view ofithe 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. Also, users can add a shift to Employees, such as, add a
temporary schedule foremployees and clear the required shift.

1553 |
Attendance \ . § 7 o n -
2 :
® Q = S Schedule View
=& [Departmeatv StartDate  2020-12-01 End Date  2020-12-31 Employee °

#Department Import  ~ 0D A =

222 % &
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» Add Temporary Schedule

A temporary schedule complements the existing schedule. It is usually scheduled for overtime, such as
overtime at night, overtime on weekends, overtime during holidays, and more.

* On the Schedule View interface, click on the drop-down list, situated on the left, to choose
the required Department, Area, or Group.

» Please note, you can also use the Employee search option (search by Employee name or
Employee ID) to search for the required Employees

» On the opted Department, Area, or Group, select the required Employees from the list.

» Then, click on the corresponding date to select and right-click to add a temporary schedule to
that date for the selected Employee.

Allendance Access Contrul ' iesting MID System Y n'
J

stanOate  2020-12-01 Lnd Late  220-12-01 Lmolcree )

B S EDS s oo

» On the Add Shift pop-up window, select the required shift from the list to add a temporary
schedule to the Employees.

Add Shift
Name Check-In Check-Out
1 09:00:00 18:0000
2 00:00:00 00:0000
09:00:00 18:0000
11 00:00:00 00:0000
test 2000:00 22:0000

» Then click [Confirm] to update the changes, and the temporarily assigned shift will get
displayed on the selected date.

» Click [Schedule Assignment] > [Temporary Schedule] to view the temporarily assigned
Employees.
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» Clear a Shift

« Select the required temporarily scheduled date, then right-click on that date and then select
[Clear Shift] from the pop-up window to clear the schedule for the selected date.

Attendance

Pay Code Schedule View

Department M= Start Date  2020-12-01 End Date  2020-12-31 Employea Q
» UDepartment Impord

O nicole test

O Nancy Test Employee ID = First Name Departmernt 1 2 3 4 5 [ 7 8 L

iy 100007 7 Us.. PR e te. lue Doy lUS.. LS. ||

L est

Add Temporary schedule

Clear 7@n‘:amry Schedule

88 Schedule Assign.. &7 100010 7

Schedule Preview

5.10.2 View By Person

This interface facilitates the user to view the specific Employee’s schedule in detail.
» On the [Attendance] interface, click [Schedule Preview] > [View By Person] to view the shift
schedule of each person.
+ On the View By Person interface, select'thé corresponding employee from the list on the left,
and the selected employee’s daily s€hedule will get displayed on the calendar.
» Please note, you can also use the Employee search option (search by Employee name or
Employee ID) to search forthé required Employees.

1555
Attendance o n -
.
® q = K View By Pegsollh O
Employes - D e i
e AN December 2020 st 5 i
y - -
Employeo 1D N _V""""”‘ sun Moa Tue Wed Thur ¥l st
U Saw Thiha 29 0 1 2 3 4 5
e Al 10 nicola huang CETE (S T (D (I T (TT—
100001
M schedule Preview s ” = = = = -

hedule Vie

1000x
1000
0 1 2 24 &
i (ST (S O N O NN T —
1000x
10001 1000 = = = =
10001 100011 TR I (S (S (E— Weekens ]
100012 1
00013 100013
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» Add Temporary Schedule

« Onthe [View By Person] interface, select the corresponding date from the calendar, right-click
and then click [Add Temporary Schedule] from the drop-down list to add a Temporary shift
for the Employee on a particular date.

Attendance 1 ating D 3 YN n°

rhad 5 btk December 2020 Sah

Sun Mo Tus Wed Thur o Sat

22 29 30 3 Y\
CETE— (T (S

»  On the Add Shift pop-up window, select the corresponding shift from the list and click Confirm
to update the changes.

Add Temporary Scheduaie

Name Check-In Check-Out

1 N~ 00:00:00 00:00:00*"
NanZy__Tes"t 09:00:00 18:00:00
4 T’2_ - 01:00:00 11:00:00
L _:1_ 3 12:00:00 23:00:00
.' Mice Test 09:00:00 18:00:00
4 09:00:00 18:00:00
22 09:00:00 18:00:00
US SHift 16:00:00 22:00:00
Temn <hift na-nn-Nn 12:n0-NN

* Hence, the terﬁporarily scheduled shift will get displayed on the selected date and click
[Schedule Assignment] > [Temporary Schedule] to view the temporary schedules of the
Employees.
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> Add Leave

« Onthe [View By Person] interface, select the corresponding date from the calendar, right-click
and then click [Add Leave] from the drop-down list to add a leave for the Employee on a
particular date.

o / 0
Attendance G Contre 7 e r N 7 o n -
—
Pay Code View By Person Emplay@e Schaouie
Employee L 458 NP -
~ December 2020 s o |2
i 2 ireai Sun Mon Tue Wed Thur *i fot

Schedule Assgnment

25

20 21 2 23 24 25

weekna | (I (AT N E_
p

7 2 2 30 31

CEET CTIETE (T
}

T
(

20 v n Total 2 Recards

+ On the Add Leave pop-up window, enter the leave details of the employee, and click Confirm
to update the leave.

Add Leave
Start Time™ ( 2021-01-01 00:00:00

End Tipfe* 2021-01-01 23:59:59

Pay Code* Annual Leave
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» A pending leave application will be added to that employee, then click [Attendance] >
[Approvals] to view the pending leave details.

Attendance ) =2 n -

Pay Code Tetal Time Card View By Person Leave
& Bookmarks~ T Filters -

Add Delets Bulk Add Approve Reyect Revoke Impart Z 4 9 0O

Employee First Name Department  Workflow Bud Start Tme End Time Apply Rea Apply Time

4 Nancy Nancy Test 2021-01-01 2021-01-01 2020-12-11

Qakki Konoha 3 2020-12-10 2020-12-10 2020-12-10 20-12-10 101
B2 schedule Proview

=3 ala 2020-12-09 2020-12-10 2020-12-09 120-12-1C 1

Approvals

[ ala 2020-12-08 2020-12-10 2020-12-09 120-12-10 1

(<3 ala 2020-12-09 2020-12-10 2020-12-09

e ala 2020-12-09 2020-12-10 2020-12-09

kk ala 2 2020-12-09 12 020-12-0!

[E3 sl 2 2020-12-09 2020-12-08

troye Konoha Y 2020-12-10 2020-12-10 2020-12-09 1203 0

(<3 3l 2 2020-12-09 2020-12-10 2020-12-09

" v Bl : > rouhesecons | 1 | raoe [EEEEE

» Only the approved leave will get displayed on the calendar on View By Person interface.

» Clear Temporary Schedule

» Onthe [View By Person] interface, selectthe required scheduled date from the calendar, then
right-click and select [Clear Temporary Schedule] from the drop-down list to clear the
temporarily scheduled shift for the selected date.

« o = )\
o S
Ewgloyee - v 3 December 2020 100007 . < >
Pritopi Aagid o\ Sun ton Tor Wed Thue # sat
- \’ . A
b ETT— T — T —
0003 )
M Scheduls Prview o 003
0 ven
ol P
&
0 T
m
-
L
a
2)
56 T
2 v B : o
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5.11Attendance Approval

Daily maintenance includes viewing the transaction logs and performing various operations on
appended logs, leave and overtime.

5.11.1 Manual Log

When an employee leaves on a business trip or forgets to punch in or out, entering an attendance
record to the attendance report manually is called adding a manual log. The manual logs are generally
entered by the management personnel based on the attendance result and the attendance system
of the enterprise after an attendance cycle ends.

1. Select [Attendance] > [Approvals] > [Manual log] > [Add] to add a manual log for an employee.

Add
Employee*
Punch Time* Punch State* Check In
Work Code Attachment | Choose File | No file chosen

Apply Reason

Cancel

Fill in the fields as shown below:

Employee: Enter employee ID or employee name to search and select the employee. Only one
employee can be selected.

Punch Time: Enter the punch time of the manual log.
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Punch State: Select the punch state of the manual log from the drop-down list.

Check Out
Break Qut

Break In
Overtime In
Overtime Qut
Mo Status

Work Code: Enter the work code of the employee.
Attachment: Upload the attachment for the manual log.
Apply Reason: Enter the apply reason for the manual log.

2. Click [Confirm] to save the settings.

> Bulk Add Manual Log

1. Select [Attendance] > [Approvals] > [Manual log] > [Bulk Add] to add manual log for
employees.

Bulk Add X
Departme Department Q Emplepceny, Selected 0
) A VM )
Employee ID  First Name Last Name Dwﬁment Employee ID & First Name 3 LastName % Department
1 U Saw Thiha Department
N\ " B Non &
10 nicole huang Nicole Test
100001 100001 ' 2
100002 100002 l 2
100003 XXX
1nanna 1nnnana 5
20 w Total 193 Records > 1 Page m
Punch Time* Punch State* Check In
Work Code
Apply Reason
Vs
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v

2. Select the employees. The list on the right displays the selected employees. Set Punch Time, Punch
State (check-in, check-out, break in, break out, overtime in, overtime out and so on) and reason for
manual punch.

3. Click [Confirm] to save the settings.
& Note:

1. Adding a manual log will simultaneously add an identical entry in the log table and modifying it
will simultaneously modify the same entry in the log table.

2. The start time of the manual log must be after the entry time and before the current date.

Edit a Manual Log

Click the name of the person who needs to edit the record or click * icon to edit the manual log.

Click [Confirm] after modifications.
& Note: The approved record cannot be modified.
Delete a Manual Log

In the list of the manual log, select the manual log to be deleted and click [Delete] at the top left of
the list. Click [Confirm] or click ] icon to delete the selected manual log.

Approve/Reject/Revoke a Manual Log

Select the applied log and click on [Approvel.;[Reject] or [Revoke]The approval window pops up as
shown in the figure:

Approve X

Remarks:

Cancel

Enter Remarks and clicking [Confirm] will approve, reject, or revoke the manual log.
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After the approval, the approval personnel will be displayed in each record, as shown in the figure.

Employes 1D First Name Department Workflow Builder  Punch Time Punch State Work Code Apply Reason Apply Time
100021 Nicole Test = 2020-12-02 CheckIn = 2020-12-11
kk lala - 2020-12-11 CheckIn 2020-12-11
W 19 - 2020-12-09 Check In 2020-12-10
WWW 119 - 2020-12-09 Check In 2020-12-10
www 19 - 2020-12-09 Check In 2020-12-10

Approval Status Approval Comment

» Import Manual Log

Users can click [Import] to import the manual log in batch for personnel. For detailed operation,

please refer to 4."Import” in Appendix 1.

5.11.2 Leave

» Add a Leave Application

1. Select [Attendance] > [Approvals] > [Leave] > [Add] to apply for leave.

Apply Reason

Add X
Employee* %|
Start Time* ___ o | End Time*
Pay Code* --------- vV Attachment [ Choose File | No file chosen

Fill in the fields as shown below:

Employee: Enter employee ID or employee name to search and select the employee. Only one

employee can be selected.

Start Time/End Time: Enter start time and end time of leave.
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Pay Code: Select the pay code of the leave from the drop-down list.

Attachment: Upload the attachment for the leave.

Apply Reason: Enter the apply reason for the leave.

2. Click [Confirm] to save the settings.

> Bulk Add Leave Applications

1. Select [Attendance] > [Approvals] > [Leave] > [Bulk Add] to apply for leave.

Bulk Add

Departme Department
Employee ID  First Name
1 U Saw Thiha
10 nicole huang
1000 001
100002
10000

20 v Total 193 Records

Start Time*

Pay Code*

Apply Reason

Department

Department

Nicole Test

[¥]

XXX

End Time*

Selected

Employee ID First Namge “Sgllast Name Department

Cancel

2. Select the employee, the list on the right side shows the selected employee. Select the start and

end time of leave, pay code, and apply reason.

3. Click [Confirm] to save the details.

» Edit Leave Application

Click the name of the person whose application is to be edited or click

modifications.

& Note: The approved record cannot be modified.

o4

¥ icon. Click [Confirm] after

Page |132

Copyright©2020 ZKTECO CO., LTD. All rights reserved.




BioTime 8.0 User Manual

» Delete Leave Application

In the list of leave applications, Select the leave application to be deleted and click [Delete] at the top
left of the list. Click [Confirm] to delete the selected record or click )| icon.

» Approve Leave Application

Select the applied leave and click on [Approvel. [Reject] or [Revoke]The approval window pops up
as shown in the figure:

Approve X

Remarks:

Enter Remarks and clicking [Confirm] will approve, reject, or revoke the leave application.

After the approval, the approval personnel will be displayed in each record, as shown in the figure.

D First Name Department @hWogkiicw Euilder Start Tme Erd Time Apply Rea..  Apply Time Pay Code Approval Status Approval Comment Approval

Employee ID
Narcy Nancy Togh < 2021-01-01 2021-01-01 2020-12-11 Annual Leave “ 2020-12-1
gakk Kor'olig 2020-12-10 2020-12-10 2020-12-10 Maternity n 2020-121
kk ala 2020-12-09 2020-12-10 2020-12-03 Annual Leave g 2020-12-1

» Import Leave Applications

Users can click [Import] to import the leave applications in batch for personnel. For detailed operation,
please refer to 4."Import" in Appendix 1.
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5.11.3 Overtime

Overtime can be added in two ways. One is through the administrator login where the administrator
can add overtime for each employee (automatic approval), and the other is through the employee
login, where the employee can apply for overtime (requires approval).

» Add an Overtime Application

1. Select [Attendance] > [Approvals] > [Overtime] > [Add] to apply for overtime.

Add X
Employee*
Start Time* End Time*
Pay Code* -----—--- Attachment | Choose Filg | N& fle chosen

Apply Reason

Cancel

Fill in the fields as shown below:

Employee: Enter employee ID or employee name to search and select the employee. Only one
employee can be selected.

Start Time/End Time: Enter start time and end time of overtime.

Pay Code: Select the pay code of the overtime from the drop-down list.
Attachment: Upload the attachment for the overtime.

Apply Reason: Enter the apply reason for the overtime.

2. Click [Confirm] to save the settings.
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» Bulk Add Overtime Applications

1. Select [Attendance] > [Approvals] > [Overtime] > [Bulk Add] to apply for overtime.

Bulk Add
Departme Department Q Employee Selected C
Employee ID  First Name Last Name Department Employee ID First Name Last Name Department
U Saw Thiha Department
10 nicole huang Nicole Test
10( 10000
00002 2
=
20 w Total 193 Records > 1

Start Time* End Time*
Pay Code*

Apply Reason

| Confirm Cancel

2. Select the employee, the list on the right'side shows the selected employee. Select the start and
end time of leave, pay code, and apply reason.

3. Click [Confirm] to save the détails.
& Note: The time of the new overtime application is not included in the working hours of the staff.
» Edit an Overtime Application
The editing procedure for overtime is the same as the manual log.
» Delete an Overtime Application
The deleting procedure for overtime is the same as the manual log.
> Approve an Overtime Application
The approval procedure for overtime is the same as the manual log.
» Import Overtime Applications

Users can click [Import] to import the overtime applications in batch for personnel. For detailed
operation, please refer to 4."Import” in Appendix 1.
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5.11.4 Training

» Add a Training Application

1. Select [Attendance] > [Approvals] > [Training] > [Add] to apply for training.

Add %
Employee*
Start Time* End Time*

Attachment | Choose File | No file chosen

Pay Code* | —--——-

Apply Reason

Fill in the fields as shown below:

Employee: Enter employee ID orsemployee name to search and select the employee. Only one
employee can be selected at a time!

Start Time/End Time: Enter the start time and end time of the training.
Pay Code: Select the pay code of the training from the drop-down list.
Attachment: Upload the attachment for the training.

Apply Reason: Enter the reason for applying to the specific training.

2. Click [Confirm] to save the settings.
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» Bulk Add Training Applications

1. Select [Attendance] > [Approvals] > [Training] > [Bulk Add] to apply for training.

Bulk Add
~
Departme Department QQ Employee Selected
Employee ID  First Name Last Name Department Employee ID First Name Last Name Department
U Saw Thiha Department
nicole huang Nicole Test
100001 100001 2
100002 100002 2
100003 XX
AN 100ANA 2
20 v Total 193 Records > 1
Start Time* End Time*
PayCode® | ~—-—-
Apply Reason
Cancel

2. Select the employee(s), the list on thé right side shows the selected employee(s). Select the start
and end time of training, pay code andapplication reason.

3. Click [Confirm] to save the training details.
» Edit Training Application

Click the name of the person whose training application is to be edited and click icon. Click

[Confirm] after modifications.
& Note: The approved application cannot be modified.
> Delete Training Application

In the list of training application, click the selected training application to be deleted, and then click
[Delete] at the top left of the list to enter the delete confirmation interface, and click [Confirm] to

delete the selected record. Or click icon after the record.
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» Approve Training Application
The operation method is the same as the manual log.
» Import Training Applications

Users can click [Import] to import the training applications in batch for personnel. For detailed
operation, please refer to 4."Import” in Appendix 1.

.11.5 Schedule Adjustment

(9 |

After the user applies for changing the shift on the APP, the administrator can approve it on the Web
application.

Delete Approwe Reicct Revoke 7
Approval Time Last Approves
656 - ala 2020-12- 3 2020-12-10
666 s 2la g 2020-12- 3 2020-12-10 2020-12-10 Daw Khin Thida

656 - ala 2020-12- 2 2020-12-10

ala - 2020-12- 1 2020-12-1

> Approve Schedule Adjustment Records

The approval procedure of shift adjustment is the same‘as the manual log.
» Delete Shift Adjustment Records

The deleting procedure of shift adjustment.is the same as the manual log.

& Note: After deleting the shift adjustmenit record of the employee, the shift of the employee is still
the adjusted shift.
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5.12Holidays

Attendance on holidays and festivals may be different from the weekdays. To simplify operation

procedures, the system offers settings designed for attendance time and rules on holidays and
festivals.

5.12.1 Add a Holiday for Attendance

1. Select [Attendance] > [Holiday] > [Holiday] > [Add] to add a holiday.

Add

Name*

Basic Setting Overtime Rule Advanced
Start Date*  2020-12-11 Duratien® 1 Days
Color Setting

Name: Enter the holiday name (maximum of 50 characters).
» Basic Setting
Start Date: Set the start date of the holiday.

Duration (Day): Set the duration of the holiday.
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» Overtime Rule

Add X

Name*

Basic Setiing Overtime Rule Advanced

Overtime

Worked Hrs = ——--—-— WorkHours 00 Hour(s) - 00 Hour|s)
Assign To Range

Worked Hrs =~ -----—---- Work Hours 00 Hour(s) - 00 Houris)
Assign To Range

worked Hrs  --—-----—- Work Hours 00 Hour(s) - 00 Houris)
Assign To Range

Cancel

Set the work hours range and assign to corresponding pay code,
» Advanced

Add X
Name*

Basic Setting Overtimez Rule Advanced

Group = ---------- Departmeghe Q-

Department: Enter Department holidays. When the Department is not selected, the holiday is valid
for all the Departments.

Group: Enter Group holidays. When the Group is not selected, the group is valid for all the Groups.

2. Click [Confirm] to save the settings.
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5.12.2 Edit a Holiday for Attendance

>

In the holiday list, click the name of a holiday, or click % icon in the same row of the holiday. Modify

the parameters as needed and click [Confirm] to save the modifications.

5.12.3 Delete a Holiday for Attendance

In the holiday list, select the holiday and click [Delete] on the upper left of the holiday list or click T

icon in the same row of the holiday to be deleted. Click [Confirm] to delete the holiday.

5.12Attendance Report

The attendance report lists the attendance information of the queried. employee within a designated
time period and collects statistics on absence, late arrival/early leaving, overtime and leave, to check
whether the listed information is consistent with the actual‘conditions. If the obtained result is
inconsistent, adjust the shift, add an overtime sheet or compensatory leave sheet, or directly modify
the data in the report based on the requirements.

Here attendance report is split into five types: Transaction Report, Daily Report, Weekly Report,
Monthly Report and Summary Report.

Select [Attendance] > [Transaction Report] > [Transaction] to view the transaction report.

D ———
Attendance \ccess Control A . Ceta ED n'
—
Fay Code Tranzaction
Department =g Efgployee Date Period  User Defined 2020-12-01 - | 2020902-11 °
SDeportment R Layont Load Layout 7 2 0 e~ =

&2
3

&Micole Te:

@35

7] Transaction Report

20101 Kamado Neauko
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The following describes how to view an attendance report.

1. Select the report in the left menu bar and enter the report interface.

2. Select Department/Area/Group on the left side to view the attendance data of employees of that
department/area/group.

Vay Code

Department

Departmant:

&Konoha village

xnx

ZMNancy Test

2t =lala
Transaction Report &lof

81135

Transaction

Cepartment
of Directors

B4

Flanning Departme 2974

Attendance

Cate Period  User Defined 2020-12-01 - 2020-12-11 °
7 7 O

Department = Cate Time Punch State Data Sources
Konohs village 2020-12-11 1511 Unkneown Dewce
Konoha village 30-12-11 151 Unkrown Device

120-12-1 1511 Urikiny =

120-12-1 1510 Uokrow Device

20-1241 1510 Unknaw Dence
Konoha viliage 2020-12-11 1510 Unknow Dewce
Konoha village 120-12-1 1510 \ Unknow: Dece
Konoha village 2020-12-1 1508p N - Unknow Dewce
Konoha village 20-12-11 |; N Unkrow Device
Konoha village 2020-12-11 @ ;:"5‘ 5 Unknow Dewnce
Konoha village vz Q& p:. Unknow Device

Or click the Employee selection box to select the employee (multiple or all) whose attendance report

required to be viewed.

Select Employee

== Department

O Depariment

02

o3

O Nicole Test

0os

o6

Oas

[ Sales Department
[ Board of Directors
CJBusiness Planming Department
D Konoha village
Dhexx

D Nancy Test

Cialz

Digf

D11

Q

(

[ = J

Emoloyee
Employee ID E:z@;g
01 (Rlabya
1 N 7;1}Saw Thi...
10 * nicole hu...
100801 100001
02 100002
)i00003
100004 100004
100005 100005
100006 100006
v Total 158 Records

04

Last Name

x
Seegied
Departme... Employee ID  First Name LastName De
lala
Naore
Departme...

Nicole Test
2
2

20

3. Set the Start Date and End Date. Please refer to 2. “Date Selection” in Appendix 1 to set the date.

4, Click 2 , and view the attendance report of the selected employees between the start date and

end date.
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While checking the Total Time Card report, users can select the corresponding record and directly add
either a manual log, leave or overtime 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 the required application type from the pop-up window.

< 4
Attendance o -
—
® Q E BREEES View By Person Emgloyee Schedule Total Time Card
Depsrtment -2 Employes  Nancy Date Period  User Definad 2020-12-01 2020-12-23 Q
+ [ Department Save Layout Load Layout s S O » =
Onicole test
N - Employes NO. S First Name Department Date & Weekday Timatable Check In Check Out Duty Duration Break Duration Waork Day Clock In
Yuri test
T 456 Mancy 1800 o 0900
OTest Add Manual Log
o7 136 N 1800 Add L 0 082
Olala_p 436 Nancy 1300 A3d Quertima 0 0330
Test ade 5
payrol 436 Nang 1300 0 0300
456 Nancy 1000 C
436 MNancy 1000 o
436 Mancy 1200 A 10 cano
456 Nancy 0000 e 1
456 MNancy N 1800 _[0,40 10
156 Mancy 1208 ) co @ 10
156 Nangy o 1
436 Nancy 0.0V 0
Mancy N 00
C 20~ n 2

» Here, the software will automatically fillin 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 Mahual Log x

Employese*
Punch Time* 2020-12-01 00:00:00
Punch State* CheckIn

Work Code

2. Worked Hrs.

The list shows the calculation result of every pay code of the selected person.
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6. Group Summary

Displays all the data for a particular Group. It is the statistics of all the employees' attendance in a
group.

7. Group Overtime

The group overtime summary interface displays the overtime for each pay code whose type is
overtime in the selected date range.

5.14Configurations

5.14.1 Calculation

Select [Attendance] > [Configurations] > [Calculation] to calculate thie attendance. It shows all the
employees by default. You can select the Department on the right.side to display the employees in

the specified Department. Fill the time range to be calculated: Click = to calculate. The message

“Calculation Finished” indicates the end of the calculation.

L i e 1550 ‘
Attendance iccess Cantr Pay Visito Meetin 7D Syste B n"‘
Rl y — |
Fay Code Caloulation
# & i [Degartment v Empioyee ID First Nanfl? Q  sttpate 20201201 EndDate  2020-12-11 E
(m Ly t <
ODepartmen 5 . S e

02

CiNicole Test

X002 01
ectors oo o1
O Business Planning Departme :‘m'l 004 ot
{73 = -
Wocos 100005 o
@ 100006 006 19-01-01
Clnia
Dl o7 19-01-01
ot 8 006 19-01-01
9 9002 019-01-01
1 010 018-01-01
1 19-01-01
1 19-01-0°
1 0 2019-01-01
0 v n 2 10 > Total 193 Recorcs 1 m

> Rules to select Check-in/out Time

The check-in time is the time that is earliest within the check-in time range. For example, when you
check-in at 8:50, 9:00 and 9:10, it is considered that you check-in at 8:50. The check-out time is the
time that is the latest within the check-out time range. For example, the due check-out time is 18:00,
if you check out at 17:50, 18:00 and 18:20, it is taken that you check out at 18:20.
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overtime based on the preset value in the temporary schedule.

» Determine whether there is an existing schedule:

A. Calculate the attendance based on a schedule if any, and check whether there is a temporary
schedule. If yes, the work type of temporary schedule can be designated during temporary

scheduling.

B. If thereis no schedule, check whether there is a temporary schedule.

C. If thereis no schedule or temporary schedule, attendance will get calculated according to [Rule
for Non-scheduled Days] set on either [Global Rule], [Department Rule] or [Group Rule]

5. The attendance is not calculated when there is no attendance records.

5.14.2 Report Setting

Select [Attendance] > [Configurations] to set the report parameters.

|
Attendance

® Q = Ecieth Configuration

Short Date Format™  ywyy-MM-DD Short Tme Format*  HH e

Resion Emeloyee Disolay (. ) Fier By Hire Dute (ER K

Short Date Format: Set the date format of the report display.

Short Time Format: Set the time format of the report display.

Resign Employee Display: Select whether to filter the resigned employees or not. When it is set as
Yes, the resigned employees will not be shown in the attendance calculation and reports. When it is

set as No, the resigned employees will be shown.

Filter By Hire Date: Toggle Yes to enable this function.

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.
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6 Access Control

The Access control module enables the user to perform various operations such as door settings,
device commands, setting holidays in devices, assigning user groups, access combinations, and other
access related privileges.

6.1 Device

Select [Access Control] > [Device] > [Device] to view the device list.

1150
Access Control b n -

& Bccknarks~ Y Filters -

Open) Doar Carieel Ainrm Set Parsmeter * S D 0O =
Sarial Number Devica Nama State Door Lock Dalay Door Sansar Dslay Door Sansor Type Retry Times To Alarm Valid Holidays
v & 0 3
c o E]
CRKVS20205( 3

BODY 62750001 Auto add 10 10 Naone No

None

10 10 Narmal Close
(] 10 Momal Closel

[ No

Auto add Na

s 000
a
=)
NE NN

Auto add No

C uw Total 4 Records @

&
6.1.1 Open Door $$

g device in the device list and click [Open Door].

Select the correspondi

Prompt X

Are you sure to unlock of selected device(s)?

Click [Confirm] to unlock the selected devices.
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6.1.2 Cancel Alarm

To cancel an existing alarm, select the corresponding device and click [Cancel Alarm]

Prompt X

Are you sure to unalarm of sslected device(s)?

Click [Confirm] to cancel the alarm of the selected device. \o

6.1.3 Set Parameter 0
N

1. Select the respective device in the device list and C|& Parameter].

*
Set Parameter o X
Access Control Options Duress Options @I-’EBSSBBCI( Setup

0 - 10 Seco 1 - 255 Secondis)

Door Lock Delay* 5 1* Door Sensor Delay* 15
*

Door Sensor Type™ Close(NC) - Door Alarm Delay* 1

a 0 - 999 Secondis)
NC Time Reri 0 NO Time Period* 0
Timezone Number(0 - 50) Timezone Number(0 - 50)

Retry Times To Alarm®  None v Verify mode by RS485°  Fingerprint e
Valid Holidays Speaker Alarm

Set the parameters as shown below:
»  Access Control Options
Door Lock Delay: Set the door lock delay for the device. The range is 0-10 second(s).

Door Sensor Delay: Set the door sensor delay for the device. The range is 1-255 second(s).
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Door Sensor Type: Select the door sensor type for the device. The types are Normal Open (NO),
Normal Close (NC) and None.

Door Alarm Delay: Set the door alarm delay for the device. The range is 0-999 second(s).
NC Time Period: Set the normal close time period number. The range is 0-50.
NO Time Period: Set the normal open time period number. The range is 0-50.

Retry Times To Alarm: When the number of failed verifications reaches the preset value (the value
range is 1-9 times), an alarm will be triggered. If there is no preset value, an alarm will be triggered
after a failed verification.

Verify mode by RS$485: Select the verification mode by R5485.

Valid Holiday: Select whether the NC Time Period or NO Time Period settings are valid in the preset
holiday time period. Select NO to enable the NC or NO time period in the holiday.

Speaker Alarm: When it is enabled, the buzzer will raise an alarm when the device is dismantled.

> Duress Options

Set Parameter X

Access Control Options Duress Options Anti-PassBack Setup

Duress Function m

Alarm on 1:N Match [ D

Alarm on 1:1 Match v“.

P Alarm Delay* 10
Alarm on Password 'b. Y B

Cancel

Duress Function: Select whether to enable the duress function for the device or not.

Alarm on 1:1 Match: If it is enabled and a user performs 1:1 verification method to verify any
registered fingerprint, then the alarm will be triggered.

Alarm on 1:N Match: If it is enabled and a user performs 1:N verification method to verify any
registered fingerprint, the alarm will be triggered.
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Alarm on Password: If it is enabled and the user uses the password verification method, the alarm
will be triggered.

Alarm Delay: Set the alarm delay for the device. The range is 1-999 second(s).

~

» Anti-Passback Setup

Set Parameter X

Access Control Options Duress Options Anti-PassBack Setup

Anti-PassBack Mode* No Anti-passback Door Direction®* Out

Anti-PassBack Type: Select the type of afnti-passback.
Door Direction: Set the door direction."It can be none, in or out.

2. After setting the details, click®Confirm to save the anti-passback parameters.
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6.2 Device Command

Select [Access Control] > [Device] > [Device Command]. Check the commands issued by the

software to a device during communication.

Device Command

& Bookmarks ¥ Filters ~

Delete

Senial Number  Davice Name  Contant

C 19 v ¢ 1.

19“21.7‘3‘3

Access Control

>  Total 15167 Records

7z 7

Return Time =

2 m

Transfer Time Retum Value

Commit Time <

CIHI192960012  MB4O-VL DATA UPDATE FINGERTMP PIN=14 FID = 7k _bio_size Valid=1 TMP=zk bio_data 0000 Successful
CIH9192960012  MB40-VL DATA UPDATE USERINFO PIN=14 Name=Danny Pri=0 Passwd= Card= Grp=1 TZ=00000000 181304
CIH9192960012  MBAO-VL DATA UPDATE USERPIC ZK_PERSONNEL PHOTO PIN=5 181304
CIH9192560012  MB4O-VL DATA UPDATE BIOFHOTO PIN=5 Type=5 Format=1 Url =iclock/doc/biophata/s jpg 181304 Successful
CIH9192960012  MB40-VL DATA UPDATE FINGERTMF PIN=5 D=5 Szratk bio size Valid=1 TMP=2k bio data 00000 Successful
CIR9192960012  MB40-V1 DATA UPDATE USERINFO PIN=5 Name=Mister Tampubolon Pri= owd=123456 Card=98. 4  Succassful
CIHTI92960012  MB4O-VL DATA UFDATE USERFIC 2 ONNEL PHOTO_PIN=1 successtul
CIHG192960012  MB4O-VL DATA UPDATE BIOPHOTO PIN=1 Type=3 Format=1 Ur =iclock/doc/biophatar jpg 2020-07 18:1304 | Successful
CIH9192960012  MB40-VL DATA UPDATE FINGERTMP PIN=1 HID=6 Size=zk_bio_size Valid=1 TMP-2k_bio_data_00000..  2020-07-0; 181304 | Succassful
CIH9192960012  MB40-VL DATA UPDATE USERINFO PIN=1 Name=Azis Pri=0 Passwd= Card=7108390 Grp=1 TZ=0000... 2020-07 181304 | Succassful
CIH9192960012  MB4O-VL DATA UPDATE BIOPHOTO PIN=1 =3 Format=1 Url=icko Photo/ 15 2020-07 2181231 1240 Sw
CIRII92960012  MBAO-VL DATA UPDATE FINGERTMP PIN=15 FID=6 Size=7k_bio_size Vaiid=1 TMP 2 181231 181240 Su
CIHI192960012  MEAO-VL DATA UPDATE USERINFO PIN=15 Name=Johnson Pri=0 Passwd= Card= Grp=1 TZ=000000. 181231

CIHG192960012  MB4O-VL DATA UPDATE Bl DPIN=14T; Format=1 Url=idock/doc/biophotor14jpg . 181231

CIH9192960012  MB40-VL DATA UPDATE FINKG AF PIN=14 FID 7k bio_size Valid=1 TMP=zk bio_data 0000,

CIH9192960012  MB40-VL DATA UPDATE USERINFO PIN=14 N Danny Pri=0 Passwd= Card= Grp=1 72

CIH9192960012  MB4O-VL DATA UPDATE USERFIC ZK_FERSONNEL PHOTO_FIN=5 1240
CIHI92960012  MB4O-VL DATA UPDATE BIOFHOTO PIN=5 Type=9 Format=1 U ~iclock/doc/biophatos 181240  Successful
CIRI192960012  MBAO-VL DATA UPDATE FINGERTMP PIN=5 FID=5 52 18:12:40  Succassful

=2

[ Bt A e e s e e e Bes Bl N B

Clear the commands issued by the software to:a‘device during communication. Select the

corresponding device commands and click [Delete] or click W icon the same row of the command.

Are yofi sure to delete the selected 1 items?

X

Cancel

Click [Confirm] to delete the command.
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6.2 Time Period

For an area, 50-time periods can be set by default. The time format is HH: MM: SS - HH: MM: SS.

Select [Access Control] > [Access Control] > [Time Period]. By default, the interface will display the
time period list of the area with code 2.

< g 1176
Access Control r ] veetin o st
-

Device Time Period

@ Boolomarks » Y Filters v

< Add Delete Cloré To Areas O A 1 o

Time Period No. = Time Perind Name =
1 0|
of

(3 yuriTest

1 bangtest

™ bangbang

| PAI MARFA

- »

C v B ores 1

6.3.1 Add a New Time Period

The time period can be defined for every.week. It can be assigned at different time durations.

1. Click [Access Control] > [Access Control] > [Time Period] > [Add]

Add X
Area® 000 Time Period No.*
Time Paricd Name® Remark
Start Time End Time Status
Sunday 00:00:00 23:52:.00 @
Monday 00:00:00 23:59:00 m
Tuesday 00:00:00 23:59:00 m
Wednesday 00:00:00 23:59:00 m
Thursday 00:00:00 23:59:00 m
Friday 00:00:00 23:50:00 m
Seturday 00:00:00 23:50.00
m Cancel
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Set the following details:

Area: Select the area name from the areas list. It cannot be modified in the interface.

Time Period No.: Enter the time period number. The time period number is unique for each area.
Time Period Name: Enter the time period name.

Start Time/End time: Set the start and end time for each time period within a week.

& Note: When the start time is greater than the end time, the following prompt will pop-up.

Confirm 3

End time is smaller than start time, indicates
the door can not be open for whole day for
specific personnel, sure ?

Cancel

If you click [Confirm], the door will not open for the specified employee for the entire day.

ON/OFF: The default is ON. Click OFF to disable thé time period, the door cannot be open for the
whole day for a specific employee.

2. Click [Confirm] to save the time period.

6.3.2 Edit Time Period

If you want to edit the'time period, perform the following steps:

1. Click the corresponding area on the left of the interface. The time period list of the corresponding
area will be displayed.

2. In the time period list, click the time period number or click - icon in the same row of the time

period to be edited.

3. Modify the parameter settings based on the requirements (refer to the parameter setting method
in "Add a Time Period"). Click [Confirm] to save the modified time period information.
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6.3.2 Delete Time Period

1. Click the corresponding area on the left of the interface. The time period list of the corresponding
area will be displayed.

2. In the time period list, select the time period and click [Delete] on the upper part of the interface

or click W icon in the same row of the time period to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

3. Click [Confirm] to delete the selected time period.
& Note:
(1) The default time period cannot be deleted.

(2) The time period which is in use cannot be deleted.

6.2.4 Clone to Areas

1. Select the time period to be cloned. Click [Clone To Areas] at the top left of the time period list to
open the following interface.

€lone T6 Areas X

m Cince

Enter the parameters as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

2. Click [Confirm] to save the clone details.
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6.4 Holiday

The holiday settings can be configured to control the door access on holidays.

On holidays, special access control may be required. To facilitate this requirement, the access control
time on holidays can be set which applies to all the employees of the corresponding area.

For each area, 24 holidays can be set by default.

6.4.1 Add a Holiday

Select [Access Control] > [Access Control] > [Holiday]. Select the corresponding area from the area
tree list on the left. Click [Add] to add a holiday.

Add v
Area* 66
Holiday Name*  ---------
Start Date *
Duration(Day) *
Time Period * 1
:me . Cancel

Enter the parameters as shown below:
Area: Select the area from the area list.

Holiday Name: Select the holiday name from the drop-down list. These holidays are those added in
the Attendance Module.

Start Date: It will be automatically filled after selecting the holiday name and cannot be modified.
Duration: It will be automatically filled after selecting the holiday name and cannot be modified.

Time Period Name: Enter the time period applicable to the holiday. The door opening time period
depends on this parameter.

Click [Confirm] to save the holiday details.
6.4.2 Edit Holiday

If you want to change the holiday details in the corresponding area, perform the following steps:

1. Click the corresponding area on the left side of the interface. It displays the holidays of the
corresponding area on the right side of the interface.
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2. In the holiday list, click the holiday name or click " icon in the same row of the holiday to be

edited.

3. Modify the parameter settings as per your requirements (refer to the parameter setting method in
"Add a Holiday"). Click [Confirm] to save the modified holiday information.

6.4.3 Delete Holiday

1. Click the corresponding area on the left side of the interface. It displays the holidays of the
corresponding area on the right side of the interface.

2. Select the holiday and click [Delete] on the upper part of the interface or click w iconin the same

row of the holiday to be deleted.

Prompt &

Are you sure to delete the selected 1 jfen1s?

€ancel

3. Click [Confirm] to delete the selected holiday.

6.4.4 Clone to Areas

1. Select the areas to be cloned and click [Clone To Areas] at the top left of the holiday list.

Clone To Areas X

Cancel

Enter the details as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

2. Click [Confirm] to save the details.
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6.5 Group

The Group option enables you to manage the employees in groups.

The maximum number of groups in each area is 99. Group 1 is automatically created by default when
the area is created, and it cannot be deleted. The newly added employees belong to group 1 by
default.

S - T v 1176 n
Access Control Yi0) i v 1 ! ysten tAs )
—
Add Delete Groun Mev T S S 1 R R
Group ... Group Ma. Venfy M. e Penic, e Peno. Teme Perio...  Include Hol m Last Name partmes
1 Any 1 o o
Fingerpint 1 0 o ves 100002 100002
> 1ofhos
100008
oo
 @¥roos
10000/
100010
KK
‘ 0087 epal T
I 1 Departmer
Y = D
( “ v [+ JEERCETIEUR N o, [3¢] 1 == cords | 20

6.5.1 Add New Group

1. Select [Access Control] > [Access Control] > [Groups] and the select corresponding area from the
area tree list on the left side of the'interface. Then click [Add] to add a new access group.

Add X
Area® Nicole test
Group No.*
Group Name"
Time Period 1* 1
Time Period 2
Time Period 3 --——-----
Verify Mode*  Any

Include Holiday* No
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Enter the parameters as shown below:
Area: Select the area name.

Group No.: Enter a unique group number.
Group Name: Enter the name of the group.

Time Period: Set the time period of the group. Each group can have a maximum of 3 time periods. As
long as one of them is valid, the group can be verified successfully.

Verify Mode: Set the verification mode of the group. When the group verification mode overlaps the
user verification mode, then the user verification mode prevails.

Include Holiday: If it is set as [Yes], the door opening time period on holiday subjects to the time
period set in holidays.

2. Click [Confirm] to save the settings.
» Edit Group
If you want to modify a group in the corresponding area, perform the following steps:

1. Click the corresponding area on the left side of the interface. The list of all the groups in the
corresponding area will be displayed on the right side of the interface.

; : - e § : s
2.In the group list, click the group name or click ““*“icon in the same row of the group to be edited.

3. Modify the parameters as per your requiréments (refer to the parameter setting method in "Add
New Group"). Click [Confirm] to save the modified group information.

» Delete Group

1. Click the corresponding area on the left side of the interface. The list of all the groups in the
corresponding area will be displayed on the right side of the interface.

2. Select the group te be deleted and click [Delete] on the upper part of the interface or click )

icon in the same row of the group to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

3. Click [Confirm] to delete the selected group.
&Note:
(1) The default group cannot be deleted.

(2) The group which is in use cannot be deleted.
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6.5.2 Clone To Areas

1. Select the group to be cloned and click [Group Menu] > [Clone To Areas] at the top left of the
group list.

Clone To Areas X
Area*:

Remark:

Enter the details as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

2. After entering the details, click [Confirm].

6.5.3 Personnel Transfer

1. Select the group and click [Group Menu] > [Personnel Transfer] at the top left of the group list.

Adjust Employee X
Department Y Employee Q Selected 4

Employee ... First Name Last Name Department Employes ... First Name Last Name
72303 72303 Department 72303 72303
72304 72304 Department 72304 72304
72401 72401 Department 72402 72402
72402 72402 Department 72401 72401

72403 72403 Department

72404 72404 Department

72405 72405 Department

72406 72400 Department

72407 Department

72408 72408 Department

72409 72409 Department

~~~~~~ 22410 Dhecnrdieiioih
2 v < 1 2 n 4 > Total 70 Records

Cancel

2. Select the corresponding employee and click [Confirm] to add the selected person to the group. In
the group list, click the corresponding group. The employees belonging to the group will be displayed
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on the right side of the employee’s list.

6.5.4 Move To Group 1

This function is mainly used when you wish to delete the employee from other groups except Group
1.

Select the corresponding employee from the employee’s list and then click [Move To Group 1].

6.6 Unlock Combination

Access groups can be used with different unlock combinations to enable multiple authentications
and to improve security.

For each area, the maximum number of unlocking combinations is 10. When an area is created, 10
unlock combinations are automatically created. The unlock combinationwith combination NO. 1 will
be set in a way that one employee from access-group 1 can open the.deor by default. Other unlock
combinations do not include any employee from the access group.

. . § Y o5 176
Access Control Pay b g | System by n -
L —
® Q = B Greups Cambinaton
& Ecolomarks v Y Filters »
< ClaneTo Aceas ¢ R ol TR 7 1 Y o
Combination No. Combination Name  @lcloyls from Group Employee flom Group  Employes from Group Emplayee from Group Employes front Gioup
(5 Area 2 ‘ s>
(7 Area 111 1 d 0 0 r4
[ Aree 110 4 S s T
[} Area 111 ¥
[1Area 112 D, o o s
M area s d 0 0 0 2
(3 Jafatest < 3
() Gerlt 3 X o a
[ Nancy Test : 0 0 0 7.4
[ tata2 ~
0 0 0
[} hahatest
1118 é 8 0 0 0 0 0
01119 s = o 0 &
(3 lof
[3 yurtest Q' 10 0 0 0 0
[ bangtest
[ bangbang

[ PALMARER

C 11w n Total 10 Records 1 e m
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6.6.1 Edit Unlock Combination

1. Select [Access Control] > [Access Control] > [Combination] to access the combination interface.
Click the corresponding area on the left side of the interface. The combinations belonging to this area
will be displayed on the right side of the interface. Click the corresponding combination number to
edit the combination.

Edit X

Area® gaimingtest

Combination No.* 1

Combination Name® 1

Remark

Employee from Group 1

Employee from Group = =--------

Employee from Group = ----=----

Employee from Group  ==-==s---

Employee from Group =~ =-------3

Cancel

Enter the parameters@as shown below:

Area: Select the area name.

Combination No.: The number of combinations. It cannot be edited.
Combination Name: Set the name of the combination.

Employee from Group: Select the group which the employee belongs to. For example, if the selected
group is Group 1, one of the employees from Group 1 can open the door in the specified area. In a
combined verification, the range of user number is 0 <N < 5. You can combine two or more
employees' to achieve multi-verification and security advancement.

2. Click [Confirm] to save the settings.

Page |164 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

6.6.2 Clone To Area

1. Select the unlock combination to be cloned and click [Clone To Areas] at the top left of the
combination list.

Clone To Areas bre

Remark:

Enter the parameter as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

3. Click [Confirm] to save the settings.

6.7 Privilege

Here you can check or edit employee’s access privilege.

Device privilege
& 2ockmarks - Y Filters -
(o} kst s 2 DM e
Employee 1D First Name Last Namea Group Time Period Mode Time Period | Time Pariod 2 Tirma Period 3 venfy Mods
100002 - 2 Group ) 0 0 roup Mode
U 100004 & 0 0 Apply Group Mods
(3 Area 111
[ Area 112 100005 2 C c o
[jArea 6 00008 2 Group 0 0
[7 lalatest
100007 2 Gro C 0
100008 2 G o o
100009 0 0
100010 0 o
2 0 0
KK G C o
2 Gro 0 oup Mods
.

(3 bangbang
(4 PALMARES

roup Mods

1w ¢ 1 u Total 26 Recards 2 | e m

5 : F 1176
Access Control 3ol aetin AT Systan o n'

- A E A A
N RN &)

W

NN & N
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6.7.1 Edit Employee’s Access Privilege

1. Select [Access Control] > [Access Control] > [Privilege] to access the interface. Click the
corresponding area on the left side of the interface. The privilege information of employees who are
belonging to this area will be shown on the right side of the interface. Click the corresponding

employee ID or &z icon in the same row of employee privilege to be edited.
Edit X
Employee*
Group* 1
Verify Mode Time Period
Personnel  (®) Group Personnel & Group
Verify Mode Time Periodq

Time(Pernibd 2

Tpe Period 3

Cancel

Enter the details as shown below:
Employee: Select the employee.

Group: Adjust the aceess group for the employee from the drop-down list. The corresponding
verification mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the
group to which this employee belongs. If Personnel is selected, you can customize the verification
mode for this employee from the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this
employee does not affect the time period of any other employee in this group.

2. Click [Confirm] to save the details.
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6.7.2 Adjust Employee’s Access Privilege

1. Click the corresponding area on the left side of the interface. The privilege information of
employees who are belonging to this area will be displayed on the right side of the interface. Click
[Adjust] to access the adjust privilege interface:

Adjust X
Department Employee Q Selected
Employee ... First Name Last Name Department m Employee ... First Name Last Name
Peng D
Department
Department
3 4 > Total 70 Records
' = Y 4
Group* 1
Verify Mode Time Period
Personnel ®) Group Personmel ®) Group
Verify Mode* Tng Pesiod 1
Jime Period 2

Time Period 3

Cancel

Enter the parameters as shown below:
Employee: Select the employee from the list to whom the privilege must be adjusted.

Group: Select the access group for the employee from the drop-down list. The corresponding
verification mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the
group to which this employee belongs. If Personnel is selected, you can customize the verification
mode for this employee for the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this
employee does not affect the time period of any other employee in this group.

2. Click [Confirm] to save the details.
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7 Payroll Module

The Payroll Management system efficiently manages the financial records of the employees. It keeps
track of all the payroll related details such as Salary, Bonus, Deduction, Loan, Reimbursement, etc.

7.1 Employee Profile

Tm er5af| 2Vice ess Cantro Payroll 1 i B n-
-
L WelE-§ Empioyes Profie
A Fekarae Profle S B Bcckmarks~ Y Filters -
@ 4 Department Z S 9 O~
(O Department Emplovee ID  FistMame LastName Department PavmentPenod PaymentType EBankName Bank Account AgentiD  Agent Account
a 100 NicolsTest  Manthiy Cazh & m
‘* fn ccle Test S 100054 NicoleTest  Monthly A A 7 @
(a}] 100 Nicole Test n g |
:, :, 10052 - Nicol=Test  Martthiy Cash @ . v 7 @
O5ales Deparbment 0005 100051 NicoleTest  Monthly Cash 7 @
OBoerd of Directors e & ¥ -
DBusiness Planning Depsrbme Wi NieoleTest  Manthly Cazh § 7 ™
100049 NicoleTest  Manthty casn 1 Z @
10048 Nicole Test Cash | @ ) 7 ™
100047 - Nicole Test  Manthty Cazg I s W
100046 W 7 W
0! e b LA f
100044 7 @
100s 7 @
10004 ¢

Click the Employee ID to edit the employee profilé. After editing the relevant information, click Confirm
to save.

Edit X
Payment Period*  Monthly Payment Type* Cash
Monthiy
Bank Name . Bank Account
V !l
Agent D Daily Agent Account

7.2 Formula

Set the formulas for calculating Overtime, Exceptions (late in, early leave and absence), Leave. These
formulas are set for the terms which are the fixed calculation items in the employee’s monthly salary
structure.
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7.2.1 Overtime Formula

The formula for different types of OT can be defined according to the organizational rules.

Payroll

© Q E Bl Overtime Formwla
&2 Bookmarks - V¥ Filters -

add Delst=

Name Pay Code Formula Remarks

-~
E

o3 {03160

|5

v &

=
=2

1. Select [Payroll] > [Formula] > [Overtime Formula] > [Add]

Add ’Q‘]

Name*

Pay Code* ---------

Formula* E

Remarks

Enter the parameters as shown below:
Name: Enter the name of the formula.

Pay Code: Select the pay code whose type is an overtime from the drop-down list.
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Formula: Set the formula for the corresponding overtime type. Click the @ icon to open the

calculator and set the formula.

Calculator X

Input

Basic Salary

Sc

n'

g
RHA AR
3

-
?
a
e
a
o
&
<
w

Schedule Perio

Check

'

Save

OT Level 1 OT Level 2

OT Level 3 Normal OT Actual Work

Weekend OT Holiday OT Absent

Late Early Leave Sick Leave  §

Casual Leave liMaternity Leav@iConmpassionatd

Remark: Enter the remarks for the formula.

2. Click [Confirm] to save the formula.

7.2.2 Exception Formula

The formula for exceptions incldding late in, early leave and absence, can be defined according to the
organizational rules.

Payroll

Exception Formula

© Q E Bk

0 8 socknarks~ T Filters -

Add Delete P L B H &S
Nams Pay Code Formida Remarks

Late Ir [Basic Salary}/{Requiced Work])*{L] 4
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1. Select [Payroll] > [Formula] > [Exception Formula] > [Add].

Add X
Name*
Pay Code* ---------
Formula* E
Remarks

i JERE)

Enter the parameters as shown below:
Name: Enter the name of the formula.

Pay Code: Select the pay code whose type is an@xcéption from the drop-down list.

Formula: Set the formula of the corréspending exception type. Click the @ icon to open the

calculator and set the formula.
Remarks: Enter the remarks for'the formula.

2. Click [Confirm] to save the formula.

7.2.3 Leave Formula

The formula for leave can be defined according to the organizational rules.

Tm | : C Payroll

Leave Formula

® Q = REEETEEE

& fockmarksw ¥ Filt=rs =

Formula Renmariks

Annual Leave {Basic Salary/30
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1. Select [Payroll] > [Formula] > [Leave Formula] > [Add].

Add X
Name*
Pay Code* ---------
Formula* @
Remarks

i JERE)

Enter the parameters as shown below:
Name: Enter the name of the formula.

Pay Code: Select the pay code whose type is "leave"from the drop-down list. The leave types are the
lists already added in the Attendance modulé.

Formula: Set the formula of the corresponding leave type. Click E to open the calculator and set
the formula.

Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the formula.

7.2.4 Increase Formula

The formula for monthly fixed increments can be defined according to the organizational rules.

© Q = PR Overtime Farmula Leave Formula Incresse Formula
@Bookmaks= Y Filters -

Add Celet= F 8D Y =

Name
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1. Click [Payroll] > [Formula] > [Increase Formula] > [Add].

Add X
Name*

Formula* E

Remarks

Enter the parameters as shown below:

Name: Enter the name of the formula.

Formula: Set the formula of the corresponding increment, Click ﬁ to open the calculator and set

the formula.
Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the formula.

7.2.5 Deduction Formula

The functionality will be the same as the increase formula. Please refer to 7.2.4 Increase Formula.
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7.3 Extra Fund

It is for the extra increment or deduction which is to be adjusted in employee’s salary temporarily.

7.2.1 ExtraIncrease

1. Select [Payroll] > [Extra Fund] > [Extra Increase] > [Add].

Add
Department Employee Q
Employee ... First Name Last Name Department
1 Lee Department
2 W Department
3 Nancy Department
4 Eric Department
5 Jey Department
6 Fanny Department
74 Anna Department
8 Department
20 v Total 8 Records 1 Page
Amount* Issue Time*
Remarks
D

X
Selected 1
Employee ... First Name Last Name
1 Lee

m Cancel

Enter the parameters:as shown below:

Employee: Select the employee to whom the salary is to be adjusted temporarily.

Amount: Set the amount to be adjusted.
Issue Time: Enter the issued time.
Remarks: Enter the remarks.

2. Click [Confirm] to save the details.

7.3.2 Extra Deduction

The functionality will be the same as Extra Increase. Please refer to 7.3.1 Extra Increase,
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7.4 Payroll Structure

Select [Payroll] > [Payroll Structure] > [Payroll Structure]. Select the corresponding Department
name on the left side of the interface. The list of employees with a defined salary structure will be
displayed on the right side of the interface.

Payroll

Employea Frofie

Payroll structure

& Ecckmarks - Y Filters ~

7 2 o -
2= 4  Deportment ~ Add Delet G > T 11 B o
y INAL Lt : t  BasicSal. Effective D, Create Tir seductio tion For. 7358 ve Fo ot
(O Department Employes.. FrstN LastNa..  Depsrtment  Basic 53 Effectiva D Create Time Deduction For. Exception For. Incraase For. Leave Form..  Overtim
02 KK - lala 40000 2020-12-01 2020-12-03 165.. ot ot
03
CNicole Tes laf 40000 20201207 20201203 18D
o5 I shawn =nan Konohaw 50000 2020-12-01  2020-12-09 1522
os

Uos
L Sales Cepartment
(JBoard of Directors

(O Businesz Planning Departme

7.4.1 Add New Payroll Structure o\o

O

1. Click [Add] to add a new payroll structure: Q
Add \ x
- 2
Departme * Department . @ Eemployee fected 2
Employee ID  First Name Last Name Deoartmeme Employee ID__ = First Names._ = Last Names_~ Department
1 nora& Deparis¥® 100001 100001 2

10 Nicole Test D ? 100016 100016
10000} 100001 &

100002 100002 & ?
20 v Total 185 Records > ! é age
Basic Salary* 3500 $

Overtims Exception Leave Increase Deduction

Effective Date*  2020-12-01

¥ A wv

» = Overtime Formula (2/3)
» gCOT
» &OO0OT2 (1/1)
» 0073 (0/1)

Enter the parameters as shown below:

Employee: Select the employee to define the salary structure.
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Basic Salary: Set the basic salary for the selected employee(s).
Effective Date: Set the effective date of the payroll structure.

Formula: Set the formulas, including the formula for Overtime, Exception, Leave, Increase and
Deduction for the payroll structure.

2. Click [Confirm] to save the settings.

7.4.2 Delete Payroll Structure

Select the department name on the left side of the interface. The employee payroll structure list will
be displayed on the right side of the interface.

1. In the employee payroll structure list, select the payroll structure to be deleted. Click [Delete] on

the upper part of the interface or click @ icon in the same row of the,payroll structure to be deleted.

Prompt >4

Are you sure to delete the sglégted 1 items?

Corsirm Cancel

2. Click [Confirm] to delete the payroll structure.

7.5 Loan
The loan interface displaysithe loan details of the employees.

Teco Persan! ic: ene Access Con Payroll | ce Systern ki Q-

© Q = BT T Payroll Structure Loan
B Bcokmarks - Y Filters -

Add Delete & £ 9 M & =

Employee 1D Fast Name Last Name Department Loan Amount Loan Tume Refund Cycle Refund Amount Per Penod Clean Time Remark.

150000 20 4 Periods 8750 2021-04-09 000000 1}

1 0radt = Department 350000 2020-12-09 00:00:00 4 Penode 87500 2021-04-09 000000

Select [Payroll] > [Loan] > [Loan] > [Add] to access the interface of adding loan record of an
employee.
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Departme Department Q Employee Selected
Employee ID  First Name Last Name Department Employee ID First Name Last Name Department
1 nora& Department 1 nora& Department
10 Nicole Test D Nicole Test 10 Nicole Test Nicole Test
100001 100001 2
100002 100002 2
100003 XHX
1nnnna 1nnnnA -
20 v Total 181 Records > 1 | Pag m
Loan Amount* 4000 Loan Time*  2020-12-09 00:00:00
Refund Cycle® 8 Periods Refund Amount Per Period* 500.00
Remark

Enter the parameters as shown below:
Employee: Select the employee to whom thé loan details to be added.
Loan Amount: Enter the loan amount of the employee.

Loan Time: Set the loan credit time for the employee. According to the month set here, the loan
amount will be added to the salary,of the current month while calculating the employee’s salary.

Refund Cycle: Select the refund cycle of the loan.

Refund Amount Per Period: After setting the loan amount and the refund cycle, the refund amount

per period will be filled in automatically. And this amount will be automatically deducted from the
employee’s monthly salary.

Click [Confirm] to save the settings.

Page 177 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

7.6 Salary Advance

In this section, the salary advance details of the employees will be displayed.

Payroll

Employes Profie

Payrofl Structure Salary Advance

& Eockmarks - Y Filters
Add Delete g 4D E e =
Employea 1D First Namé (a5t Nama Dapartmant Amount 15506 Time Remark
100001 100001 - 2 3000.0 2020-12-09 00:0000 1|
100002 100002 2 3000.0 2020-12-09 000000 1}

Select [Payroll] > [Salary Advance] > [Salary Advance] > [Add] t6 add salary advance details for an
employee.

Add AO‘ X

A" 4
Departme Department Q Employse ed 2
' 2
Employee ID  First Name Last Name Department Employee ID...= First Name..~ Last Name..~ Department
4

1 nora& 100002 100002 2

10 Nicole Test D... 100001 100001 2
100001 100001 2

AN

100002 100002 2

100003 P ocx

P 100004 \N .

nS

20 v Total 181 Records 2N\® Page m

Amount* 3000 Issue Time*  2020-12-09 00:00:00

Remark

Enter the parameters as shown below:
Employee: Select the employee who needs an advance salary.

Amount: Enter the advance amount.
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Issue Time: Set the issue time for a salary advance. According to the month set here, the amount
will be added to the employee salary of the current month while calculating the employee salary.
And this amount will be deducted from the employee’s next month's salary.

Click [Confirm] to save the settings.

7.7 Reimbursement

In this interface, the reimbursement is listed along with the employee details.

126
Payroll [ ! £ n e
-—

® Q = EEEEET Payrol Structuss Salary Adance Reimoursement
&Booknarks~ Y Filters «
Add Dalete S LD WMo =

Emplores 1D Last Nane Depariment Amount Reimbursernent Recent Reimburd@ent Tme Revmark

100004

1 erate - Desartment 4000 PE05g-00 (B0 oy

4000

Select [Payroll] > [Reimbursement] > [Reimbursement] > [Add] to add reimbursement details for
employee.

Add X
V. B
Departme Department Q Enjgiélee Selected 2
’v
Employee ID  First Name Last@ Department Employee ID..% First Name...> Last Name..* Department
1 norad Department 1 noradt Department
10 Nicole Test D@y Nicole Test 100004 100004 2
100001 100001 ) 2
100002 100002 2
100003 KX
M ionnns 1nnANA )
20 v Total 185 Records > 1 Page m
Amount* 400 Reimbursement Time*  2020-12-09 00:00:00
Remark

Reimbursement Receipt | Choose Files | No file chosen
Only support jpg/jpea/png/bmp
image file.

Ve
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Enter the parameters as shown below:
Employee: Select the employee who requests reimbursement.
Amount: Set the reimbursement amount.

Reimbursement Receipt: Upload the reimbursement receipt. The software supports only
JPG/JPEG/PNG/BMP file format.

Reimbursement Time: Set the reimbursement time for the employee. According to the month set
here, the amount will be added to the employee salary of the month while calculating the employee’s
salary.

Click [Confirm] to save the settings.

7.8 Salary Calculation

Select [Payroll] > [Calculation] > [Salary Calculation] to calculate the salary of the employee. It
shows all the employees by default. You can select the Department to display the respective

employee, set the payment period (It can be set as Monthly; Weekly and Daily). Click = to calculate

the salary. When “Calculation Finished” message appears; it indicates the end of the calculation.

Employes Profie

Safary Caleulation

Payroll

¥ =4  Department Employee 1D First Name Fayment Perind  Monthly Q
O Department h
e i StatDste 20220l £nd Date E
[C.r]
Miccle Tz Employer B First Mame 5t Nan epartme Pasition
i Q@0 0000
os Q
Das o QI 00
Wo00e 10000
@ 100005 0900
100006 10000 (
100007 10000 -0t
lal 00O 100008 01
X 00009 100008 1-01
113 S;
100010 000TE 90101
11-01
10556 2uoz 020-12-03
1224564 2012-02
18900 120-12-04
333 ng 20-12-03
2423 0-12-0:
s N1
G 20w n 2 5 Total 24Records 1 o Confinr |
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7.9 Salary Report

The salary reports section displays various reports such as Salary Structure, Increment Details,
Deduction Details, Salary Details, and Attendance Parameters. The reports can be exported in PDF,

XLS, TXT or CSV formats.

Select [Payroll] > [Report] to view the salary report. The salary report will be displayed as shown
below:

Employee Profie

Department

(I Department
o3
O Neccle Test

Deduction Formula

End Date  2020-12-09

Employes D3 First Name
0086 KK
0102 by

Payroli Structure

Payroll

Salary Structure

s (o

Last Fame Department  Basic Salary
lala 4000

svar Konohas vill 5000
Iaf 4000

Effectve Oate

Increase Formuia

1286
Ee

—

P R M e =

Deduction Formuda OT1 Lat= i
90) ({0720

Perform the following steps to view the salary réport:

1. Select the Department on the left side of the interface to view the salary details of employees. Enter
the employees' name in the text box to view the salary report of the particular employee.

Select Employee
Y . s
=& Department Q Sgployes
ElOcgatypent ) Employee ID First Name  Last Name Departme...
o2 }
o3 01 huahua lala
‘E':'m'e Test 1 nora& Departme...
]
06 10 Nicole Test... Nicole Test
Dsas 100001 100001 2
[ Sales Department
CiBoard of Directors 100002 100002 -
O Business Planning Depariment 100003 0%
O Konoha vilage . w
Do 100004 100004 2
ONancy Test 100005 100005 2
Olala - o »
Ol 100006 100006 2
O1ie 20 v Total 180 Records > 1 Aage

Selected 2

3

Employee D
i
100001

R
First Name Last Name De
nora& De
100001 2

2. Set Start Date and End Date. Please refer to 2. "Date Selection” in Appendix 1 to set the date.

3. Click = icon and view the salary report information of the selected employees between the set
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start date and the end date.

» Salary Structure

Displays the employee’s detailed salary structure.

> Increase Items

Displays all the increment details of the employee’s salary.

Empioyes Profie Increase [tams

| ¥ =& Departmeant Stort Dete  2020-12-01

) Department
02

03 Emvployes D = First Hame
O Necole Tect

Yo Trst 10086 K

(=] 20

ooy 20102 shawn

C5ales Department
CBoord of Directors

LBusiness Planning Departme
(O Konoha village
Dxxx

DINancy Test
Olala

Clnf

o113

End Cate

Last Name

2020-12-09

Payroll
-
Payrrent Penod Employee o
7 S O o =

Deparment Cale Date Payment Penad  Tetal increaze [nermasa Extra Incresse
Jals 20201201 Monthty 150 o
qf 2020-12-1 Manthly (1]
Koncha vilsge 20201207 Manthty 4000 a ]

> Deduction Items

Displays all the deductions details of the employee’s salary.

Emplayes Profie Increase Lams

V., B
M ¥ = a Depertment start Date €2020-12801
O Depsrtment
o2
o3 W First Naine

CINicole Test N
& Kk
c QY

CINancy Test

Olnla
Digf
0118

Payroll

End Dat=  2020-12-09

Last Narre

Employee e

Payment Period -

o ) ev =
Departrment Calc Date PaymentPeicd  Total Deduction  Deducticn Extra Deduction
lala 020-12-01 Manthiy ) a 0
laf 2020-12-01 Manthty
Xe lisg 020120 Ao 166
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» Salary Detail

Displays the employee’s monthly salary detail.

Payroll
—
Employes Profie Incraase itams Salary Datsls
FEa& Department StartDate  2020-12-01 End Date  2020-12-09 Payment Period Employee o
CDepartment 7 ot NHI: v
o3 Employes 1D First Name L35t Name Departmant Cale Date Payment Period Basic Salary Total Salary Total Mcrease
O Micole Test - G H
10086 Kk als 2020-12-01 Monthly 4000 4160 160
20 laf 2021 Monthfy 4000 a
Uas shawm =van Kancha village 20201207 Monthly 5000 o
O)5ales Cepartment
CBoard of Directors
£ Busil lanning Departme
Cikonoha village
Dxne
(O Nancy Test
Olela
Dlaf
0113
O 2w n Tetal 3 Records 1 | Page

» Attendance Parameter

Displays the employee’s salary information together with attendance information.

Payroll

A
Employes Pofie Increase Rame Salary m V Attzndancs Param
% i@ & Department Stert Dghe 0201240 End Date  2020-12-09 Payrment Period  —mmev Employee e
ODepertment 72 72 M ™ =
02 2d PN
ot} e Eaﬂ Fisst ame Last Name Calc Date PavmentPeried  Basic Salary Schedule Days Schedule Period
3 | 4
CNicole Test v
£ Kk lala Manthiy 4000 21
Qs at Ma 4000 21
shawn an Koroha village 2020120 Monthiy 5000
CiMancy Test
Olnia
Olgf
o118
Report
C uw n Total 3 Records 1 Fag m
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8 Visitor Module (Optional)

Our Visitor Management module manages the mobility of people who enters the Organization,
which benefits in tracking visitors who may be a customer/ client, a supply person, an interviewee, a
service provider, and more. A visitor management system represents all the procedures and activities
that an organization has set in place to handle visitor movement, from beginning to end, as part of
the visitor interface.

Our 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.

8.1 Registration

Our Registration module tracks down the visitor's primary .details and other higher security
requirements like Approval letter, legal documents, receiver details, and more.

On the Visitor module, click Registration to access the registration interface.

Entry Registration

The Entry Registration function allows resetving an appointment for visitors online.

On the Registration module, click Entry Registration to go to the Registration interface.

Visitor

Visitl

o
& Eccknarks - T Filters ~
add Delete it Begistrafion AL S H v
D 5 Frsthame * Lathame = CotTupe = Cofo = Status Greste Time BitTime  Evail Visit Department Host/Vited  VistResson  CamingGoods  VistorQ

7 Amn Lee Passport E097253 Ent 2020-12-09 15:5. - - N 1 nora& = - 1

Columns displayed on the Entry Registration interface.

Visitor ID: Displays the identical number of the visitor.
First Name: Displays the first name of the visitor.
Last Name: Displays the last name of the visitor.

Cert Type: Displays the type of document submitted by the visitor for proof(e.g., Pan card, Driving
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License, Approval note from the company, etc.).

Cert No: Displays the identical number of the proof document submitted by the visitor.
Status: Displays the status as “Entried” after successful registration.

Create Time: Displays the registration created time.

Exit Time: Displays the time exited by the visitor.

Cert Type ID: Displays the visitor's submitted proof document’s type ID.

Visit Department: Displays the area or the sector where the visitor visits.
Host/Visited: Displays the host's Employee ID, who escorts or meets the visitor.

Visit Reason: Displays the visitor's reason for visiting the Organization.

Carrying Goods: Displays the details of the belongings (like luggage, laptop, etc.) the visitor brings
during the visit.

Visitor Quantity: Displays the total count of the visitors escorted with a host.

8.1.1 Register the Visitor Appointment

Add function lets you create an appointment for a Visiter and registers the visitor information.

On the Entry Registration interface, click Add fo create an appointment for a visitor and register the

visitor details.

Add
Visitor Information

First Name Last Namre

Cert Type* -——— Cert No~

Gender -——— Compary

Card Number Password

FPQty. viD Enroll Email

Entry Information
Start Time*  2020-12-09 15:58:16 End Time* Visitor Quantity”
Visit Department Host/Visted* Access Group”
VisitReason -—-—-—- Camying Goods Remark
Cancel

Page |185 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

On the Add window, enter the following fields.

Visitor Information

» First Name: Enter the first name of the visitor.

+ Last Name: Enter the last name of the visitor.

+ Cert Type: Select the type of document submitted by the visitor for proof(E.g, Pan card, Driving
License, Approval note from the company, etc.) from the drop-down list.

» Cert No.: Enter the identical number of the proof document submitted by the visitor.

+ Gender: Select the gender of the visitor from the drop-down list.

» Company: Enter the company details of the visitor working for. ﬂ

+ Card Number: Enter the temporary card access number if the visi ires the card access.

« Password: Enter the temporary password if the visitor reql'b e password access.

« FP Qty.: Enroll fingerprint if the visitor requires finger ccess.

Note: While HTTPS is enabled, users can access the syst th https address and enroll visitor photo
with USB camera or with the system camera. As th@mg picture shows.

Confirm Cancel
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Entry Information

On the Add window, click Entry Information tab, and then enter the following fields.

)

Start Time: Click the Start Time field, and a small window pops up to select the required date,
and then click Select Time on the same pop-up window to select the required time.

®

End Time: Click the End Time field, and a small window pops up to select the required date,
and then click Select Time on the same pop-up window to select the required time.

Note: The Start Time will be set as the current server time automatically and after the set valid
period, the visitor will be automatically deleted from the corresponding devices.

» Visitor Quantity: Enter the total count of the visitors.

L J

Visit Department: On the Visit Department field, select the area ofithe department the visitor
visits from the drop-down list.

Host/Visited: On the Host/Visited field, select the host's Employee ID, who escorts or meets
the visitor from the drop-down list.

[

» Access Group: Select the host’s corresponding access area where the visitor can meet the host
or the department area where the visitor can-access.

Note: The Access Group field will list out only those area(s) and the subareas of the selected
host's corresponding access region.

Mcess Group® | ————--

- A v Q -
Remark =~ Area 2 (0/3)
01
Q2

» Visit Reason: Select the required visitor's reason for visiting the Organization from the drop-
down list.

[ ]

Carrying Goods: Enter the details of the belongings (like luggage, laptop, etc.) the visitor
brings during the visit.

After providing all the details, click Confirm to process the Registration and generate an
appointment for the visitor.
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8.1.2 Delete a Registration

Delete function deletes/ removes the created appointment of a visitor.

On the Registration interface, select the required created registration of a visitor from the list to delete.

After selecting the required registration of a visitor, click Delete to delete.

2.1.2 Exita Visitor

Exit Registration function facilitates in ending the appointment of the visitor when the visitor is about

to leave the premises.

Exit Registration X
First Name Tina Last Namey, Li
Cert Type* Identification Card Cert'No.* 452256

Exit Time* 2020-07-07 18:53:11

Visitor Quantity 1 5

Cancel

On the Registration module, click Entry Registration, and then select the required visitor from the list
to exit the appointment.

After selecting the required visitor from the list, click Exit Registration to exit the appointment of the
visitor.

Note: If the Exit Registration is not processed, then the system automatically exits the appointment
and signs out from all the corresponding devices once the validity period of the visiting time expires.
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2.2 Visitor

The Visitor interface displays the logs of all the visited people.

On the Registration module, click Visitor to go to the Visitor interface.

Visitor

tsitor

2 Bookmarks ~ Y Filters «

Visitor © First Mame Last Mame Cart Type Cert No Statis Create Time Exit Tame
VODODCO0S 1 viP 2 °

V0200008 Twr - dent: 0

YOOOUC00E 2EEE dantification Card 1225565 o 2020-12-09 15:59:21 2020-12-02 16:00:47

Columns displayed on the Visitor interface.

Visitor ID: Displays the identical number of the visitor.
First Name: Displays the first name of the visitor.
Last Name: Displays the last name of the visitor.

Cert Type: Displays the type of document submitted by the visitor for proof (e.g., Pan card, Driving
License, Approval note from the company, ete).

Cert No: Displays the identical numbenofithe proof document submitted by the visitor.
Status: Displays the status (“Disabled: ®“or “Enabled @ “) of the visitor information.
Create Time: Displays the registration created time.

Exit Time: Displays the time exited by the visitor.

2.2.1 Disable a Visitor

The Disable function limits the visitor's access to the premises and contains the visitor details in the
disabled state.

Prompt X

Are you sure to disable this visitor?
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On the Visitor interface, select the required visitor information from the list, and click Disable to set to
the disabled state.

On the prompt window, click Confirm to disable the visitor and the specific visitor status will display in
Disable @ state.

So, if trying to make a registration for the disabled visitor detail, the below prompt will pop up and
ensures creating registration or generating the appointment for that visitor.

X

Exception

"/-3 The visitor is disabled

2.2.2 Enable

The Enable function enables the visitor details to the enable state and facilitates the visitor's access
to the premises.

Prompt 2

Are you,sure to enable this visitor?

On the Visitor interface, select the required visitor information from the list, and click Enable to set to
the enabled state.

On the prompt window, click Confirm to enable the visitor and the specific visitor status will display in
Enable @ state.
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8.3 Reserve an appointment

The Reservation module facilitates managing reservations for visits.

On the Visitor module, click Reservation >Reservation to manage reservations.

- Tm ersonne device (ttendance ayroll Visitor eeting ) Syst o’ n'

L _WeRK 4 cntry Rogistration Resarvation

® Registration
= & Bookmarks~ ¥ Filters -

® resenation Adid Delst= Approve Reject Revike QR Code r J L)

Firsthame & CertType CertNa + Employes  VistReasen  VisitDa Workfiow Bulder Approwal Statuz  Approwal Comment  Appeowal Time Last Apprower

Identification Card 24322 Pending

Identification Card 777 Pending

Pending

Pending

Pending

Pending

Identification Card 44

) &) &) &) KRR

Identification Card 33 22 Approwed approved bforks

SNEENEEN

nCard  7703-3 770 - 2020-07-07 170024 22 Rejected reject ool

Identification Card 1 1704 2020-07-07 170431 Pending

< - Y
C | B B rowsrcos | 1 e [ERE

i

BEEEEEE DE

Columns displayed on the Reservation interface.

First Name: Displays the first name of the visitor.
Last Name: Displays the last name of thewisitor.

Cert Type: Displays the type of document submitted by the visitor for proof (E.g, Pan card, Driving
License, Approval note from the company, etc.).

Cert No: Displays the identical number of the proof document submitted by the visitor.
Visit Reason: Displays the visitor's reason for visiting the Organization.

Visit Date: Displays the date the visitors desires/ planned to visit.

Visitor Quantity: Displays the total count of the visitors planned to visit the premises.
Workflow Builder: Displays the work flow of the created appointment request.
Approval Status: Displays the status of the request.

Approval Comment: Displays the process comment, if specified.

Approval Time: Displays the request processed time.

Last Approver: Displays the name of the final request processor.

Apply Time: Displays the time exited by the visitor.
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8.3.1 Create a Reservation

The Add function facilitates to create a reservation for a visit.

Add X

Visitor Information

First Name Last Name
Cert Type* --------- Cert No.*
Gender --------- Company
Entry Informatior
Visit Reason = --------- Visitor Quantity* 1
Visit Department  ---------- Employee*
Visit Date*  2020-12-09 16:22:01 Email

Cancel

he Add window, enter the followin |

Visitor Information

» First Name: Enter the first name of the visitor.
» Last Name: Enter the last name of the visitor.

« Cert Type: Select the type of document submitted by the visitor for proof (e.g., Pan card,
Driving License, Approval note from the company, etc.) from the drop-down list.

» Cert No.: Enter the identical number of the proof document submitted by the visitor.
» Gender: Select the gender of the visitor from the drop-down list.

» Company: Enter the company details of the visitor working for.

Entry Information

On the Add window, click Entry Information tab, and then enter the following fields.
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» Visit Reason: Select the required visitor’s reason for visiting the Organization from the drop-
down list.

« Visitor Quantity: Enter the total count of the visitors.

» Visit Department: On the Visit Department field, select the area or the department the visitor
visits from the drop-down list.

+ Employee: On the Employee field, select the host's Employee ID, who escorts or meets the
visitor from the drop-down list.

» Visit Date: Click the Visit Date field, and a small window pops up to select the required date,
and then click Select Time on the same pop-up window to select the required time.

+ Email: Enter the email of the visitor.
After providing all the details, click Confirm to generate a reservation for l@x‘on

Note: The personnel can make reservation for themselves by ”Sel@ce Login”. The process is the
same as the above specified steps. 0

8.3.2 QR Code \,0

The QR code function facilitates the visitor t@eate reservation by themselves. The visitors can scan
the QR Code generated by the softwar@ate reservation.

Note: Admins can generate the QL e and send to the required visitor through mail to create

reservation.
*

On the Reservation interfa ick QR code to generate QR code in order to create reservation.

QR Code

On the QR Code window, click Download to download the generated QR Code and save it to the
required location.
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After downloading the QR Code, click Refresh to create another or click Confirm to complete the
process.

The Admin can then send the downloaded QR Code to the required visitor to create reservation.

The visitors may scan the QR code and the following BioTime8.0 interface will be displayed.

wRan
MR 10 Sl 0 BO% (e 0924

X BioTime 8.0

Visitar Information

First Name

3
—— Q\Og
i Q

Company \

Entey lnlormaw:m\e

Visit

$anmy' 1
S$ Visit Department ———

Host/Visited | 1o/ Visiled

Visit Date* 2020-12-08 09:23:15

Emall

€Co

On the interface, enter the following fields, and click Submit to complete the reservation process.

The submitted reservation will reflect on the software and the Admin can view the created reservation
details.

Page |194 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

8.3.3 Approve/ Reject/ Revoke a Reservation
Approve function lets you approve the created reservation request.

Please notice that only the System Admin and the Users included in Approval workflow can approve
the reservation.

On the Reservation interface, select corresponding reservation record, and click either Approve,
Revoke, or Reject to approve, revoke, or reject the reservation application.

On the Pop-up window, provide the required comments, and then click Confirm to update the
application status

Note: Once the reservation is approved, the admin needs to create the Entry Registration for that specific
visitor. And while creating entry registration for the visitor, the admin can simply enter the Cert. Type and

Cert. NO., and the other reservation information will be automatically.updated.

8.3.4 Delete a Reservation
Delete function let you delete a created reservationinfermation.

On the Reservation interface, select the required reservation record from the list and click Delete to
delete the reservation.

Promnpt X

Are you sure to delete the selected 1 items?

Cancel

On the prompt window, click Confirm to delete the selected reservation record.

8.4 Configuration

Our Configuration module of BioTime8.0 facilitates you to accomplish in managing the new or the
existing visitor details and in the maintenance of the data, which eases your work in preserving the
information of the visitors.

On the Visitor module, click Configuration to access the configuration interface.
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8.4.1 Parameter Setting

The Parameter Setting interface facilitates the users to set the approval policy for the QR Code, and
to set the identity number for the visitors.

On the Configuration interface, click Parameter Setting to set the required parameters.

. 1502
Visitor px -
-

© Base setting

QR Code Reservation’  Auto Aporoved

Start of Visitor Code 33

\\
()s
2.4.2 Visitor Reason Qo

The Visitor Reason interface facilitates the users t@e;ault list of the visitor’s reason for visiting

e visitor details and creating reservation for

the Organization which eases the work of registerin
the visitors.

On the Configuration module, click Vi it@ggn to set the default list.

On the Visit Reason interface, click Add to add a default visiting reason.
On the Add window, enter the required reason, and click Confirm to update in the list.

The created reasons will reflect on the visit reason list of the Registration interface.

Page |196 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

3.4.3 Delete a Visit Reason

Delete function let you delete a created visitor reason.

On the Visit Reason interface, select the required visit reason from the list and click Delete to delete.

Prompt X

Are you sure to delete the selected 1 items?

On the prompt window, click Confirm to delete the selected visit reason.

Please notice the deleted visit reason will get erased from all the visit reasorlists.
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9 Meeting Module

Our BioTime software eases the process of planning and booking a meeting from hassle to harmony
between teams by managing the meeting requests, providing access to only the required attendees,
schedule, agenda, and other related actions. Our software also facilitates in generating the automatic
access for the next applicable Attendees to their allocated Meeting Rooms as per the scheduled time
slot.

9.1 Setting up the Meeting Room

Our Room interface eases for arranging meetings and event planning, helping allocate space and
resources for upcoming events and meetings.

On the Meeting module, click Room > Room to set the Device to the required Meeting Room.

| Meeting

Columns displayed on the Meeting Room interface

Room Code: Displays the identical number of the meeting room.

Room Name: Displays the name of the meeting room.

Capacity: Displays the total number of people could accommodate in the meeting room.
Location: Displays the location of the meeting room.

Device: Displays the mounted Access Control Device name.

State: Displays whether the meeting room is occupied or vacant.

Remarks: Displays the notice/statement if any provided to that meeting room.
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9.1.1 Add a Meeting Room

Add function let you add a meeting Room and connects the required Access Control Device to that
Meeting Room.

Person(s)

BL=-nva
DADWZ191960001
DAEXH191560001
06076201200001
CICGOLIS4360008

CICEHC]95160004
LBYRO192860151
0 CKVS202060017
D CEXD194260059
D CGFD192960001
[EODD175160005
LIBULVIEZ FOUWL

On the Room interface, click Add to add a meeti Ii&m.

On the Add window, enter the follow’@ds.

* Room Code: Enter the ide% umber of the meeting room.
* :
* Room Name: Enter @me of the meeting room.

+ Capacity: C@ ndicates the maximum number of people could accommodate in that
meeting roo

+ Location: Enter the location of the meeting room.

» Device: Select the mounted Access Control Device name from the drop-down list. The selected
Device facilitates in generating the automatic access for the applicable Attendees to their
allocated Meeting Rooms as per the scheduled time slot.

« State: Set the state of the meeting room. Please note, only the enabled meeting room will be
able to get assigned for conducting a meeting.

* Remarks: Enter the remarks/comments as a note, if required.

After providing all the information, click Confirm to save and update the details to the software.
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Edit the Room Details

On the Room interface, click either the required Room Code or the corresponding Edit E button to

edit the room details.

9.1.2 To Delete a Meeting Room

Delete function let you delete a meeting Room and disconnects the Access Control Device to that
Meeting Room.

On the Room interface, select the required Meeting Room name from the Iisgjelete, and then click

Delete. g
®

Ire to delete the selected 1 item?

o

On the Prompt win onfirm to process the deletion.
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9.1.3 View the Meeting Room Devices
The Device interface benefits to view the Devices connected to each Meeting Rooms.

On the Meeting module, click Room > Device to view the connected Device information to each

Meeting Room.

Meeting

Device

& 2ockmarks - Y Filters -

Davice Nama Sarisl Number Area Room
Auto add CGRD192960001 yunTest meetng room5
Auto add CEXD 24260059 Area 110 MeRting Room 3
Ato add BOOVIE2760001 Geralt 3"
alatest lalatest R
BR1200 Area 4
o e B S &
1017C ADH191260001 Area 2 1

9.2 Schedule a Meeting

Our Meeting interface facilitates in scheduling, and re-planning meetings to ease and reduce the
burdens of the meeting organizers.

On the Meeting module, click Meeting> Meeting to schedule a Meeting.

Meeting

o W i ©- [E D

Y Name Mn Weekly Meeting x

add oclete Calculation Approval Mary Z < 9 0O e, = Remave Attender
Name Cont.. MestingD.. Meeting Perioc  After... Meebng Ro.. Purpose Appl.. Approval Sta.. Agpro. Employe..  First Name  Last Name  Departm...  Position
2020-12-08  160000~1%0.. 410 2 Weeldy Mest.  nom®  Perding 100001 100001
100302 100002 2
100003 300
100004 100004

Columns displayed on the Meeting Audit interface

Name: Displays the title of the Meeting purpose.
Content: Displays the content of the meeting, if specified.

Meeting Date: Displays the meeting Date.
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Meeting Period: Displays the duration of the meeting.
Attender: Displays the count of the meeting attendees according to the selected meeting room capacity.

For Example: If the selected room capacity is 9, and the total attendees are 8 then it displays “8/9".

Meeting Room: Displays the scheduled meeting room name.

Purpose: Displays the purpose of the meeting.

Applier: Displays the Personnel ID of the applicant who raised the meeting schedule request.
Approval Status: Displays the status (Approved/Revoke/Rejected) of the meeting schedule request.

Approver: Displays the name of the approver who approves, revokes or rejects the meeting schedule
request.

Approval Comment: Displays the approver's comment/remarks, if specified.

9.2.1 Create a Meeting Schedule

Add function lets you create a Meeting Schedule.

Purpose”

“Attendag ¢ Narve: Last Nar= Cepartni Position

“Meeting Room

View Date*  2020-13:-09

N‘E-N w

On the Meeting interface, click Add to create a meeting schedule.

On the Add window, enter the following fields.

» Name: Enter the identical number of the meeting room.

» Content: Enter the content of the meeting. Please notice that, it is not mandatory to provide
the content.
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» Start Time: Enter the meeting Start Time.
» End Time: Enter the meeting End Time.

Note: To select the Date and Time, click the Start/End Time field, and a small window pops up
to select the required date, and then click Select Time on the same pop-up window to select the
required time.

Select the Meeting Room.
On the Add window, click Meeting Room tab to select the required meeting room.

*Meeting Room *Attender Check In/Out Setting

View Date* 2020-08-04

Name Capacity Location Been Used

Eclipse 22 Block A

22 35 22

V5-ROOM 156 SS 18:15:21~18:3024
ﬁ 1 Total 3 Records 100

m Cancel

On the Meeting Room tab, click the View Date field, and a small window pops up to select the
required date, and then click Select Time on the same pop-up window to select the required time.

Once the required date is selected, the corresponding Meeting Room list will get updated to that
specified date and will display all the available and occupied meeting rooms.

Columns displayed on the Meeting Room List.

» Name: Displays the meeting room name.
« Capacity: Displays the total capacity of the meeting room.
» Location: Displays the meeting room location.

» Been Used: If the meeting room is occupied, the scheduled meeting period will be displayed;
but if the meeting room is available, the field will be left blank.

Based on the available list, the user can select the required meeting room for that specific date.
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Select the Attender

On the Add window, click Attender tab to select the required Employees/attenders for the meeting.

*Meeting Room *Attender Check In/Out Setting
P
Departme Department K Employee Selected

Employee ID  First Name Last Name Department Employee ID First Name. Last Name Department
1 U Saw Thiha Department
10 nicole huang Nicole Test
100001 1000 B
100002 100002 2
100003 XXX

20 W Total 193 Records > 1

On the Employee list, select the required Employees from the left.
The selected Employees will be reflected on the right side of the corresponding Employee List.

Use the Department drop-down list or the Search function (search by Employee) to search for
Employees.

Once the required Employees are selected click Confirm to confirm and update the attenders details.

Set the Employee Access Duration for the Meeting Room.

On the Add window, click Check-In/Qut tab to set the required Employee check-in and check-out time
within the specific meeting period.

Please notice it is not mandatory to set the access duration for the Employees to enter the meeting
room.

*Meeting Room *Attender Check In/Out Setting

Check In Required \Yk.

Start Time* End Time*

Check Out Required

On the Check In/Out tab enter the following fields.
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» CheckIn Required: Toggle Yes to enable and set the check-in Start Time and End Time.
» Check Out Required: Toggle Yes to enable and set the check-in Start Time and End Time.

Note: To select the Date and Time, click the Start/End Time field, and a small window pops up
to select the required date, and then click Select Time on the same pop-up window to select the
required time.

After setting the required time, click Confirm to save and update the meeting schedule details.

Descriptive view on how to enter the time- “<” indicates “Before/Lesser”

Check-in Start Time Check-in Start Time< Meeting Start Time

Check-in End Time Meeting Start Time< Check-in End Time< Checkout Start Time
Checkout Start Time Check-in End Time< Checkout Start Time< Meeting End Time
Checkout End Time Meeting End Time< Chéckout End Time

Edit a Meetin hedule

On the Meeting interface, select the required meeting schedule name from the list to edit.

On the Edit window, edit the required changes, and then.click Confirm to save and update the
changes.

9.2.2 Approve/ Reject/ Revoke a‘Meeting Schedule
Approve function lets you approve/ reject/ revoke the created meeting schedule request.

Please notice that only the System Admin and the Users included in Approval workflow can approve the
Meeting schedule.

On the Meeting interface, select the required Meeting Schedule request to approve, revoke or reject.
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« Toview the attendee’s details: Click the required Meeting Schedule request to view the
assigned attendees list on the right side of the Meeting interface.

» To delete the assigned Personnel from the selected Meeting Schedule: Select the required
Personnel from the list on the right, and then click Delete to remove the Personnel from the

assigned Meeting Schedule.

After selecting the required meeting schedule request, click Approval and select either Approve,
Reject or Revoke from the drop-down list.

On the Pop-up window, provide the required comments, and then click Confirm to update the request
status.

AN

Delete function let you delete the scheduled meeting and pre&f meeting room is enabled)
the invited Personnel from accessing the meeting room. Q

9.2.3 To Delete a Meeting Schedule og

On the Meeting interface, select the required Sche@neeting name from the list to delete, and
then click Delete. 0 .

Prompt X

Are you sure to delete the selected 1 item?

¢ On the Prompt window, click Confirm to process the deletion
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9.2.4 Add Personnel to the Meeting

Add Attender function let you add the other required or the missed-out personnel to the approved

meeting schedule.

Add Attender x
Departme Department Q Employee Selected
Employee ID  First Name Last Name Department Employee ID First Name. Last Name... Department
U Saw Thiha Department
10 nicoie huang Nicole Test
100001 10000 )1 2
100002 002 2
0000 X

20 v Total 193 Records > 1

On the Meeting interface, select the required'meeting schedule from the list to add the missed
out or the other required Personnel.

¢ Click Menu > Add Attender to add'the missed out or the other required Personnel to the
selected meeting schedule.

On the Add Attender window, select the required Personnel names from the list on the left.
The selected Personnél'names will reflect on the right side of the Add Attender window.

» Click Confirm, te.save and update the selected Personnel to the meeting schedule.
9.2.5 Sync the Meeting Information
Sync to Device function facilitates to sync the approved meeting schedule information to the Device.

On the Meeting interface, select the required meeting schedule from the list, and then click
More > Sync to Device to update the meeting information to the meeting room devices.
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9.2.6 Calculate Meeting Attendance

Calculate function lets you update all the related Personnel’s Meeting Attendance Reports to the latest

information.

Prompt

Are you sure to calculste?

=

On the Meeting interface, select the required meeting@ ule from the list to calculate the

attendance. Q

» Click Calculation to calculate the attendance, en click Confirm to proceed the
calculation process and to update the mee endance reports to the latest information.
.

9.3 Update Attendance Manua%}

Our Manual Log interface facilit updating the Employee’s missed out meeting room access
records manually. That is, the mi se check-in/out details can be requested via the Manual Log interface

if the Employee forgets to n/out when accessing the meeting room.

Admin can create a&»al log request for the corresponding Employee, and the Employees can also
create by logging in to the self-service application to apply for manual attendance request.

+ On the Meeting module, click Meeting > Manual Log to access the Manual Log interface.

Meeting

Mezting Manual Log

& Ecckmarks~ ¥ Filters -
Add Deletr Approve Raect Revoke 7y 72 9 O e =
Meatig Employze Punch Tima Punch $tate Reason Anply Time Approval Status Approvar
1 norsd& 2020-12-09 10:00:00 Check In 2020-12-09 16:47:15 Pending 4 @
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Columns available on the Manual Log interface.

Meeting: Displays the meeting name.

Employee: Displays the Employee name.

Punch Time: Displays the requested check-in/out time.

Punch State: Displays the requested check-in/out status.
Reason: Displays the explanation for the check-in/out request.
Apply Time: Displays the time applied for check-in/out request.
Approval Status: Displays the approval status.

Approver: Displays the name of the request processor.

Approval Comment: Displays the comment/remarks, if provided by the request processor.

9.3.1 Create a Manual Log

Add function lets you create a Manual Log request.

» On the Manual Log interface, click Add to create a manual attendance request for a specific
Employee.

» On the Add interface, select the required Employees from the list on the left.

» The selected Employees will be reflected on the right side of the corresponding Employee List.
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+ Use the Department drop-down list or the Search function (search by Employee) to search for
Employees.

+ Once the required Employees are selected set the other parameters.

On the Add window, enter the following fields.

* Meeting: Select the required meeting name from the drop-down list.

+ Punch Time: Click the Punch Time field, and a small window pops up to select the required
date, and then click Select Time on the same pop-up window to select the required time

» Punch State: Select the required check-in/out status from the drop-down list

+ Reason: Enter the reason for missed check-in/out request.

After providing all the details, click Confirm to save and update the {@

O

+ On the Manual Log interface, select the require@eting schedule name corresponding to
that Employee name from the list to edit.

+ On the Edit window, edit the required c@ges, and then click Confirm to save and update the
changes.

» Please notice that, the approve@est cannot be modified.

2
9.3.2 To Delete a Man g Request

Delete function let &elete the required Manual Log request from the list.

Prompt X

Are you sure to delete the selected 1 item?

-
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+ On the Manual Log interface, select the required manual log request name from the list to
delete, and then click Delete.

+ On the Prompt window, click Confirm to process the deletion.

9.3.3 Approve/ Reject/ Revoke a Manual Log Request

Select the corresponding manual log and click either Approve/ Revoke/ Reject to approve, revoke, or
reject the manual log request.

+  On the Pop-up windo pr‘ de the required comments, and then click Confirm to update the
request status. é

4@
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9.4 Transaction

On the Meeting module, click Transaction to view the attendance records of all Employees, including
the logs from the software and the devices.

Meeting

Columns displayed on the Transaction interface

Employee: Displays the Personnel’s identical number and namé.
Punch Date: Displays the clocked in date of the Personnel.

Punch Time: Displays the clock in time of the Personngl.

Punch State: Displays the check-in/out status of Personnel.
Terminal: Displays the device in which the Personnel has clocked in.

Source: Displays the source of the received-data.

9.5 Meeting Reports

Our Meeting Report interface of Biotime facilitates in providing various meeting related reports which

eases the process of managing and viewing the Personnel attendance related status for each meeting.
On the Meeting module, click Report to view the various Meeting related reports.

Before getting into the meeting related attendance reports, it is always essential to update all the
Meeting related status in order to get all the latest Meeting Attendance report information.

Click here to view the process of updating the Report Status.
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9.5.1 Meeting Room Scheduled
On the Reportinterface, click Meeting Room Scheduled to view all the scheduled meeting information.

Use the search option (search by Start Date, End Date or Meeting Room) to search for the required

meeting report.

Meeting

Room

Meeting Meeting Room Scheduled

Start Date*  2020-07-01 End Date*  2020-07-07 Meeting Room o

Room Code Room MName Meeting Name Meeting Content Me=ting Date Start Tame End Time
K238-MET2 ALL 2020-07-06 183923 19:39.25
K83-Meeting! checkn/fout 2020-07-06 171832 181833

K83-MET2 all 2020-07-0% 193708 20:3716
1
KMVIR13-HS K13-MET2 ALL 2020-07408 Qo528 21:59°38

KMIRT3-H5 K13-MET1 checkin 202088706 ) EEr 19:23:28

Columns displayed on the Meeting Room Schedu interface

Room Code: Displays the identical number of thesroom.

Room Name: Displays the Room name.

Meeting Name: Displays the name of the scheduled meeting.
Meeting Content: Displays the cantent of the scheduled meeting.
Meeting Date: Displays the date of the scheduled meeting.

Start Time: Displays the start time of the scheduled meeting.

End Time: Displays the end time of the scheduled meeting.
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9.5.2 Attendance Detail

On the Report interface, click Attendance Detail to view Personnel attendance information for each
meeting.

Use the search option (search by Start Date, End Date or Meeting Name) to search for the required
Personnel’s meeting information.

Meeting ) S) z 2 n b
. —

Start Date™  2020-12-01 End Date*  2020-12-11 o

Duration Employee 1D First Name: Clock In Clock Out Attended Dur. LateIn 2
1001 Daw Khn Thid 00:00 00.00 20.00 00.00
0000 0000 0

hivhhhh o0 o0

Columns displayed on the Meetin Scheduled interface

Meeting Name: Displays the nameof the scheduled meeting.

Meeting Date: Displays the date of the scheduled meeting.

Meeting Period: Displaysithe meeting time period.

Duration: Displays thetotal duration of the meeting.

Employee ID: Displays the Personnel ID, which is meeting attendee’s identical number.
First Name: Displays the Personnel ID (meeting attendee) first name.

Last Name: Displays the Personnel ID (meeting attendee) last name.

Clock In: Displays the Personnel (attendee) check-in time to that meeting.

Clock Out: Displays the Personnel (attendee) check-out time to that meeting.

Attended Duration: Displays the Personnel (attendee) attended duration to that meeting.
Late In: Displays the late-in time if the Personnel (attendee) attended late to that meeting.
Early Out: Displays the early-out time if the Personnel (attendee) left early from that meeting.

Absence: Displays the absence time if the Personnel (attendee) left either in between the meeting or did
not check-in/out the meeting room or did not attend the meeting.
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10 MTD Module

Our MTD module eases to work with the access control devices that come up with body temperature
detection and mask detection features. It provides real-time monitoring of temperature and mask
detection of all the users and provides various analysis reports.

Suppose if a person is detected with a higher body temperature status or detects without wearing a
mask, the superuser or the user who has permission to access the department to which the
recognized person belongs can send an email notification to that person himself. And if the person
has access to Mobile APP, where the notification status is enabled, a message is sent to his
corresponding personnel mobile application account to notify that personnel.

10.1 Real-Time Monitoring

On the MTD module, click Dashboard > Real-Time Monitoring to.view the mask and temperature
detection status details of the Employees.

< 3 1308
MTD y i e n >f
-
L CJORE § Real-Time Monitoring
Abnormal Records il e Normal Records @ 2
=123 2123 & 8800102 shawn 20103 gakki & 20103 gakki
o o @Konoha village & Konoha village & Konoha village
9 Duang 9 Duang 9 PALMAREA @ PALMAREA 9 PALMAREA
O 141604 @ 141602 \ © 154849 © 13:5005 0134905
1363¢ O P 363C O o Wi O ¥- ) ves ; O ves
62123 =123 =0
& P &
9 Duang % Coatg 9 Duang
O 1335148 © 1ss11 @ 133435
O kB3 O §363C O

E3ssC O

=0 & 20102 shawn

& & Kanoha village
& 9 Cuang 9 PALMAREA

113954 © 083710

£ 364C O E-

=0 =0 =0

& e . &

@ 11582 @ 115310 Q114124
> > §365C O

» The Real-Time Monitoring interface monitors the body temperature of the users with theirimages
captured during verification.

» The mask and temperature data of a person gets collected only if the specific personnel registered
in the device.

» And, if the personnel is detected with high body temperature or without wearing a mask, the
detailed information of the abnormality details will be displayed on the Abnormal Records list,
otherwise on the Normal Records list.
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Real-Time Monitoring Features

» Abnormal Records: Displays the list of personnel with normal temperature.
» Normal Records: Displays the list of Personnel with abnormal temperature.

» Other Indications:

w17, Displays the total count of personnel detected with abnormal body
= temperature and without a mask.

temperature.

& Displays the total count of personnel detected with abnormal body

Displays the total count of personnel detected without a mask.

Displays the total count of personnel detected with normal body
temperature.

10.2 Dashboard

On the MTD module, click Dashboard > Dashboard to view the daily and monthly statics of the
Personnel’s mask and temperature detection status.

MTD Systern a n'
PO | ol 1ime wvintoring Daskiboard | PN
apersture Daily Statug . o Department Summary Brdwl L
ok -
= T g
- ~J 804
504
it A
Monthly Temperature O Higher Teivpeniture: Monthly Exception
O- Without Mask

/

6
PR U2 Ak v IS £ SN0 b 2 fd A / 3 4
0
20 30 13/00/2020 17/08/2020  21/09/2020  25/06/2020 01/08/2020 ' 05/09/2020 ' 09/09/2020 ' 13/06/2020 17/0%/2020  2)/09/2020  25/09/2020
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* Status Indications:

(] Indicates the statistics of the Personnel with high or abnormal temperature.

[ ] Indicates the statistics of the Personnel detected without mask.

&= Indicates the statistics of the Personnel who did not get detected with
temperature and mask.

[ ] Indicates the statistics of the Personnel with normal temperature.

10.2 Transaction

This function displays the transaction details uploaded from the MTD device. If the detected body
temperature exceeds the threshold temperature value set on thesoftware, then its temperature value
will get updated in red.

On the MTD module, click Transaction > Transaction to.view the MTD transaction details.

1'm Porson oo Attent: ¢ : payoll it MTD o nv

uto add Employee 1D
First Name
atcadd o Last Name
Department
Positien
Check Date
Check Time
Fabe B2TI203100017  Autoadd  Tempersture
With Mask

Ares
N
Uplead Time

E-OOkhhkhhoog

< > Tota 14933 Records

Columns displayed on the Transaction interface

Employee ID: Displays the Personnel’s unique identity number.

First Name: Displays the first name of the Personnel.

Last Name: Displays the last name of the Personnel.

Department: Displays the department to which the recognized Personnel belongs to.

Position: Displays the designation of the recognized Personnel.
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Check Date: Displays the MTD detected date of the Personnel.
Check Time: Displays the MTD detected time of the Personnel.

Temperature: Displays the detected temperature value of the Personnel and if the temperature is
not detected, then the column will be left blank.

Upload Photo: Displays the recognized image of the Personnel.

With Mask: Displays True if the mask is detected and False if the mask is not detected.
SN: Displays the serial number of the Device.

Device Name: Displays the Device name.

Area: Displays the Device Area.

Data Source: Displays the source through which the MTD was detected.

Upload Time: Displays the uploaded time of the MTD data.

10.4 Report

The Biotime MTD Report provides a consolidated, factual, and up-to-date details of the Personnel

temperature and mask status.

The following are the different types of MTD reports:

1. Daily Detail
Department Summary
Abnormal Detail

On the MTD module, click Report'to view the MTD data of the Personnel.

Daily Detail

The Daily Detail report displays the up to date detected body temperature detail of the selected
personnel.

On the MTD module, click Report > Daily Detail to view the MTD data of the Personnel.

L el Reol-Time Moartoning Daily Detsil
=4 StartDate  2020-10-01 EndDate  2020-10-10 Employee o

B > & Department 7
DE

CardTast Emploves Code  First Name Degeartment Name Check Date Checked Cty
DLA !
_test 10001 k23330 Department 2020-10-0

[CURACREY

Departmant 2020-10-10 £l

o Department 2020-10-01
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Columns displayed on the Daily Detail interface

Employee Code: Displays the Personnel’s unique identity number.

First Name: Displays the first name of the Personnel.

Last Name: Displays the last name of the Personnel.

Nickname: Displays the nickname of the Personnel.

Department Code: Displays the unique identity number of the Personnel’s Department.
Department Name: Displays the name of the Personnel’s Department.

Position Code: Displays the unique identity number of the Personnel’s designation.
Position Name: Displays the Personnel’s designation name.

Check Date: Displays the MTD detected date of the Personnel.

Checked Qty.: Displays the total MTD detected count of the Personnel.

Temperature/°C: Displays the detected temperature details of the Personnek

Department Summary

The Department Summary interface delivers the statistical report of all the personnel’s MTD status
of each department.

On the MTD module, click Report > Department Summary to view the MTD data of the Personnel
in each Department.

IO system o £X-

Department Summary ¢

Start Date  2020-08S01 Erd Date  2020-10-10 o

Columns displayed on the Daily Detail interface

Department Code: Displays the unique identity number of the Department.
Department Name: Displays the name of the Department.

Employee Qty.: Displays the total Employee count of that Department
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Check Date: Displays the MTD detected date of all the Personnel in that Department.
Checked Qty.: Displays the total MTD detected count of all the Personnel in that Department.

Regular Qty.: Displays the total detected normal temperature count of all the Personnel in that
Department.

Abnormal Qty.: Displays the total detected MTD count of all the Personnel in that Department.

High Temperature Qty.: Displays the total detected temperature details of all the Personnel in that
Department.

Without Mask Qty.: Displays the total count of Personnel detected without a mask in that
Department.

Unchecked Qty.: Displays the total count of Personnel who did not get detected with temperature
and mask.

Abnormal Detail

The Abnormal Detail interface displays all the details of the Personnel who did not get detected with
temperature and mask.

On the Abnormal Detail interface, first select the required department on the left to view the
Personnel details.

TM bE De ndance  Access Cqf Visitor Veeting MTD ‘ 2 ni-

bnormal Detai

® Q = JEE RN

& & Start Dote  2020-10-0% End Date  2020-10-10 Employes o

Employas Code Pgbiams ack n Tempe: th M
frnd 11417 368°C Falss
s, False
A 6 Fal
Fal
1 1:11:04 368C Falsz
C 20 v Total SRecords 1 o

Columns displayed on the Abnormal Detail interface

Employee Code: Displays the Personnel’s unique identity number.
First Name: Displays the first name of the Personnel.
Last Name: Displays the last name of the Personnel.

Department Code: Displays the unique identity number of the Personnel’s Department.
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Department Name: Displays the name of the Personnel’s Department.

Position Code: Displays the unique identity number of the Personnel’s designation.
Position Name: Displays the Personnel’s designation name.

Check Date: Displays the MTD detected date of the Personnel.

Check Time: Displays the MTD detected time of the Personnel.

Temperature/°C: Displays the detected temperature details of the Personnel.

With Mask: Displays True if the mask is detected and False if the mask is not detected.

10.5 Configuration

Our Configuration module of MTD interface facilitates you in managing the,Personnel MTD data,
which eases your work and benefits in delivering up to date details of all the Personnel MTD data.

MID Systern o n-

L ol § Reat-Time Monitoring Setup

Ml © Temperature Setting

Tempsrature Alarm (T ) Aask Alanm
E3
Temperature Setting

This function facilitates taset the value for abnormal temperature. So, if a Personnel gets detected
with the set warning, temperature, then the Personnel’s body temperature will get updated as
abnormal temperature.

Temperature Warning: Enter the value for abnormal temperature.

Temperature Unit: Enter the unit of the temperature. Here, the temperature unit can be °C or °F.

Alert Setting

This function facilitates to set the alarm if a Personnel is detected with high temperature and without
a mask.

Temperature Alarm: Toggle to enable or disable the Temperature alarm function.
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2. Mask Alarm: Toggle to enable or disable the Mask alarm function.

Once enabled and a Personnel is detected with a higher body temperature or does not wear a mask,
an email notification will be sent to the person himself by the system superuser and the user who has
permission to access the department to which the person belongs. And if the personnel’s APP status
is enabled, the software will also push notification to the corresponding personnel APP account.

And the email notification is in real-time. So, once there is an abnormal situation, an email notification
will get automatically sent to the corresponding Personnel account.

Example:

As shown below, a Personnel named Andy belongs to the Test Department, where the APP status has
been enabled for him and updated with an email account.

Edn
Profile

Employme 10* Fiest Name  Andy|

| Department™  Test Depatment | Last Name

Position  Position Area” Area A

Enployment Tyge - Mired Date  2020-24-01
Drvate | i Device AceossSotting  Atendanie Setbng  Document  App 6 BFrell Sattinge
SSN Lot Name 0 " acoaa
Autamebude License \
Contact Tel Office Tl * .
Address :\4‘0 Email  andy0808.wultkteco.

users;

Birthday

As specified, there are two s

1. Nancy, who i system Superuser, but has the permission of the Test Department and

email address.

First hame  fiancy

Last o i
Iyl 2570402148890 com

Q. 10 | evor |

Nancy

@D

[ rumorizedoesatment est Oecarnment

Page |223 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

2. And Nicole, who is a system superuser and has set with the email address.

First Mame
Last Name

Email | nicole huang@zkteco.com

FPQiy. 10 m

Nicole

Dat= Joined Last Lagin

So now, when Andy has the mask and body temper&e detection, and if he is not wearing a mask or
his body temperature exceeds the warning te@rgture, then an email alert will get automatically
sent to Andy, Nancy, and Nicole, where tha@l content is as below;

W
45

From: "nancy.xie"<nancy.xie eco.com:;
Date: Thu, Jun 12, 20$:fs PM

To: "nicole.huang” :huang@zkteco.com>;
Subject: Mask a Temperature Detection Notification
Dear Nicole,

Please check the mask and body temperature detection information of 1

37.9 °C, Without Mask
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As Andy’s APP status is enabled, in this case, the software will also push notification to Andy’s Mobile
APP account. And on the software, there will be notification records:

Devie

» Q = e announcemeet

8 Bookrarkse Y Fiters =

[ st il aticn

9 v B owemes -~ !

Private Announcemern

Private \0

Mask and Body Temperaclktection Notification

\‘Z'o

Mask y Temperature Detection Notification

Pl cgeck your mask and body temperature detection
s ation, 38.6 °C, With Mask

Private

Mask and Body Temperature Detection Notification

Please check your mask and body temperature detection
information, 38.5 °C, With Mask

Private
Mask and Body Temperature Detection Notification

Please check your mask and body temperature detection
information, 39.5 °C, With Mask
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11 System Settings

The system setting facilitates you to assign system users (such as Company Management Personnel,
Registrars, and Statistics Clerk), configure roles for each user, and set mailbox function, automatic
export, backup, data migration, operation logs, etc.

11.1System User Management

11.1.7 Privilege Group Management

While using the system, the superuser needs to assign different levels to new users. To avoid assigning
one by one, you can set roles with specific levels in role management. You can also assign appropriate
roles to users while adding users. The permissions are configured for allithe functional modules
namely Personnel, Device, Attendance, Payroll, Access, and System. The,default super users of the
system have all the privileges and can assign new users based on the requirements and they can set
the corresponding permissions.

» Add a Privilege Group

1. Select [System] > [User] > [Group].

Add X

* Name

Personnel Device Attendance Payroll ACCESS Visitor Meeting MTD System

¥ Awv

v O Personnel (0/63)
» OEmployee (0/17)

» (O Depar:ment (0/6)

» OPostion (0/6)

» OArea (0/6)

» OResign (0/7)

» (O Document (045)

» OWorkflow Node (0fa)

» (O Workflow Enge (0/7)
» O Workflow Role (0/5)

& Note: Select the corresponding permissions based on the selected functional module.
Name: Enter the name of the role (e.g.: Employee, Device Administrator, etc).

Permissions: In the permission list under each functional module, select the checkboxes of the
required permissions. If you want to select all the permissions under a module, select the Master check
box.

2. Click [Confirm] to save the settings.
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» Edit a Privilege Group

1. In the privilege group list, click the role name or click " icon in the same row of the role to be

edited.

2. Modify the parameters as per your requirements (refer to the parameter setting method in "Adding
a role"). After modifications, click [Confirm] to save the parameters.

» Delete a Privilege Group

1. In the privilege group list, select the privileged group and click [Delete] on the upper part of the

interface or click @ icon in the same row of the role to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

2. Click [Confirm] to delete the selected privilege group.

£ Note: The group which is currently being used cannot be deleted.

11.1.2 User Management

Adds new users to the system and assigns the role (permissions) to users.

» AddaUser

1. Select [System] > [User] > [Add] to access the Add User interface:

Add X
Usergame™
Password®

Password Confirmation”

First Name
Last Name
Email FPQty. V10 | Enoll |
Enable m Superuser
Authorized Department - Authonzed Area
Groups  ----—-----
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2. Enter the parameters as shown below:

Username: Enter the Username of maximum 30 alphanumeric characters. Supports letters, digits and
@/./+/-/_only.

Password/ Password Confirmation: Enter the Password. Re-enter the password to confirm the same.
First Name/Last Name: Enter the First Name and the Last Name of the user.

Email: Enter the user’s Email address.

FP Qty.: Enroll fingerprint for the user.

Enable: If selected, the user can log into this admin site.

Superuser: If selected, the user has all the rights and there is no need to assign permissions.

Groups: Roles need to be selected for non-superusers. Select a preset role, and the user has all the
operational permissions of this role.

Authorize Department: Click ' and select a Department from the Departfment drop-down list. (If
the Department is not selected, the user possesses rights for all the'Departments)

Authorize Area: Click ' and select an area from the area drop-down list. (If you select no area, you
will possess all area rights by default.)

2. After editing the user details, click [Confirm] to save them.

£ Note: You can delete the existing users. Click'the [Delete] at the top of the user list. The detailed
operations are the same as those in "Deleting a permission group."

» Change Password

1. Select [System] > [User] > [Change Password] to change the password.

ChangePassword X

Original Password*
Password*
Password (again)*

*Notice

Password must be 8 to 16 digit combinations of letters.

Cancel

Enter the Original Password, New Password and Confirm the New Password. Click [Confirm]
to change the Password.
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11.1.3 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 ':fz'x n -

Group Motification

& Bcckmarks - Y Filters -~

Delctr naark Al As Read Z 2 9 M »
Event Content send Time = Read Time Staws
Meetirg aepiication KE» 2020-12-09 171358 Unresd
Offine BODV132760001 » 2020-12-09 17:07:3¢ - Unread
offine BODDI7S160005 » 2020-12-09 170734 Unread
Offin= CEXDSA260058 » 2020-12-09 1707 34 - Unread
offine CKVS202060017 » 2020-12-02 17:07.34 Unread
Offine BYRQ192860151 » 20201209 170734 Unread
Offinz CGFD192360001 2020-12-09 17:07:3¢ - Unread
Offine BA76201200001 * 2020-12-02 1770734 o unread
Offine ABXH191960001 » 2020-12-03 17:07.3¢ \ - Unread
Meeting application =H e 2020-12-09 1701+ Unread

Offin= CGFO192960001 * 2020-12-09 Jahs - Unr=ad
Meetirg acglicaticn KK > 2020-12+ .54 Unread
Mecting application norad 15 as Unread

Meeting agpiication shawn » :l)< -\3‘3.6 3057 - Unread

G uwv - 2 3 .95 > Total132iRecords 1

RPARRHRBEHEDHDDER D

> Mark All As Read o ¢

On the Notification interface, select [SSK [User] > [Mark All As Read] to mark all the notification
as read.

Prompt x

Are you sure 10 mark all as read?

o

Click [Confirm] to update the notification status as read
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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- Laty-Leave -0 Absent Cad L

vistory

0y

« And the below list displays all the unread notifications.

Notification e

Manual log application @ 10 minutes ago

B Nancy Manual log application ;5 minutes ago

ok Nancy Test Punch Time 2020-12-23 09:00:00 o

- Punch State Check In 0
Work Code Q
Apply Reason 0

Apply Time 2020-12-23 13'26:580
[ oot [
®
n 20 v Total 4 Records

&
ol

11.2Data Management s

8 null Manual log application ©10 migsteeoo
1 & g

m Mark All As Read

11.2.1 Database B&ﬁ

You can back up the data to prevent data loss. The software can be set to back up the database
automatically or manually. And it also supports to restore the PostgreSQL database.

System

User

Greup Eackup

& Bookmarks - Y Fifters -

Backup Aitomatically Backip WMarkially Restars Marnally ol ol R 11 o -
Catabose Database Mame Operator Time < Stare Fath Status Aemark
PostgreSQy biotimsz sdmin 2020-07-10 142720 Dr//20200710142718 g1 Success Backup Manually
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» Backup Automatically

1. Select [System] > [Database] > [Backup Automatically] to back up the data manually.

Backup Automatically X

Database*
Database Name*
Store Path*
Frequency® Monthly
Day* 1 Time* 01:00

Backup photos

2

Database: Database type cannot be modified.
Database Name: Database name cannot be modified.

Store Path: Set the storage path. A corresponding folderwill be created to store the original backup
files.

Frequency: Enter the repetition interval for the backup files.
Day and Time: Enter the Day and Time for backup.

Backup photos: Select whether £0 backup photos (including personnel photos, bio-photos, and
attendance photos).

2. After setting the backup parameters, click [Confirm].
» Backup Manually

1. Select [System] > [Database] > [Backup Manually] to back up the database manually. Enter the
Storage path and select whether to backup photos (including user photo, bio-photo, and attendance
photo).

Backup Manually X

Store Path*

Backup photos
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2. After setting the storage path, click [Confirm].

> Restore Manually (Only PostgreSQL)

1. Select [System] > [Database] > [Restore Manually] to restore the Database.

Restore Manually

Database Name*
Backup File*

Restore photos

Database Name: Enter the database name.

Backup File: Enter the backup file which has to be restored.

Restore photos: Check it to restore the photos already backup.

2. After setting the details, click [Confirm] to restore the file manually.

» Download Backup File to Client

This function facilitates preventing data lass 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.

$® Q = e eackusUig )
& Bcokmarks  YRilters

Sackup Automatically Backup Manuaky Restore Navady

Datavase MName Operaton Time <

C wv B ousrecoss 1 o [

System 36 n ~

Stoce Patn Status Remark

E4BioTimeH 2/backup/mice/20201201113147 29 vecess =%

30154041 5

E\SioTimerfles/backup/20201130153938.50/ Success Backup Manually
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11.2.2 Data Migration

When restoring BioTime8.0, the original data will be migrated to avoid data loss.

1. Select [System] > [Database] > [Migrate] to migrate the data.

System

® Q = g Migrate

B Database Migration

Migrate From * ( ; ZKTime Web 20 gioTime 7.0 WDN'S 5 ZKTime Net 3.0
Databas= Type = MSSCQL Server Dstanese Name™
Address * Port
User® Passward”

Migraton Data frea/Zons Department Position Empioyse Di=ace Transaction

Migrate From: Select the software from which you want 6 migrate (currently supported)
Database: Select the database type used by the original software.

Address: Enter the IP address of the Database.

Port: Enter the port number to connect to'the Database

Name: Enter the Database name.

User: Enter the Username.

Password: Enter the Password.

2. Select the fields to be migrated and click [Test Connection]. if it is successful, then click [Migrate].
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11.2Integration

11.3.7 Auto Export

Based on the time period and repetition frequency, the attendance data will be exported
automatically.

» Add Auto Export Template

1. Select [System] > [Integration] > [Auto Export] > [Add] to set the auto export details.

Add x
Code” Name*
File Name yyyy-MM-DD nloyegl {emp_rooey
First st {first_nams}
Dzta Template (7 st s “last_neme}
~oWl L@ Code {gept_code}
(emp_code]\t{first_namejit{last_name|\t{dept_codej\t{dept namej\t{date\titime}\tiverify_type}\tipunch st . rtrhen c {dept_nom=}
atef\tjwork_codef\ticard_numberi\t{area_namej\t{terminal_alias)\titerminal_sni\rin % leata)
Itims}
{verify_type}
Format Setting Data Fifter Setting Export Time Sctting Export Path Setting inch State ipunch_state}
wor_code}
Short Date Format™  yyyy-MM-DD Short Time Format®  HH:mm 2 nbe: {<ard_numbery

ferea_nem=}
ID Digits” 0 File Format™ Tt {terminsl_sliss}

Patinslc & {terminal_sn)

Cancel

Name: Enter the name of autd export.
Code: Enter the serial number of the automatic export.
File Name: Enter the file name to be exported. Set the Date and Time format.

Data Template: Select the data to export from the menu on the right side of the interface. By default,
all the data will be auto exported.

(1) Format Setting
Short Data/Time: Set the time format in the export content.

ID Digits: Set the length of the Employee ID when exporting. If the length is insufficient, 0 will be
appended to the Employee ID.

File Format: Set the file format of the exported file (Excel, CSV, Txt).
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(2) Data Filter Setting

Format Setting Data Filter Setting Export Time Setting Export Path Setting

Filter By* Upload Time Include Today* VYes

Department ---------- YT T —

Filter By: Select Upload time to represent the time when the attendance data is uploaded to the
software and select Punch time to represent the time when the user punches.

Include Today: When exporting a file, select Yes to indicate that the data exported is included the
data of today and select No to indicate that the data exported is not included the data of today.

Department: Click to select the Department to export. If the Department is not selected, the

attendance data of all the departments will be auto exported.

Area: Click to select the area to export. If the area is notsselected, the attendance data of all the

areas will be exported.

(3) Export Time Setting

Format Setting Data Filter Setting Export Timé Setting Export Path Setting

Interval® 0 Time Point* 00:01

Frequency” Daily Day* 1

Interval: Set the export interval.

Frequency: Set the export frequency. The export time-frequency can be set on a
monthly/weekly/daily basis. According to the selected frequency, set the date and time.

Time Point: Set the export time.

(4) Export Path Setting

Format Setting Data Filter Setting Export Time Setting Export Path Setting

Export Path AutoExport Email

FTP Server -—------ FTP Path
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Export Path: After entering the file name, a new folder will be created in \files\temp of the
installation directory of the local computer to store all the exported files.

Email: When an Email is set, it receives the exported file when it is exported.

FTP Path: Set the name of the folder, which is the existing folder on the FTP server. The exported files
will be saved in the corresponding folder under the FTP server in the file format of "/ABC/" (ABC is the
existing folder on the FTP server).

FTP Server: Click to select the FTP server. When the attendance record is exported, the exported

file will be saved on the FTP server.
2. After setting the export details, click [Save].
» Manual Export

After the automatic export settings are saved, you can export the attendance records in real-time by
clicking [Manual Export] at the top of the list.

1. Select the set automatic export and click [Manual Export] to export the data manually.

Manual Export 3
Start Date*
End Date*

Query By* Upl@adsTime

Start Date/End Date: Set the export period.

Query By: Select Upload time if you want to search by the time when the attendance data is
uploaded to the software. Select Punch time if you want to search by the time when the user punches.

2. After entering the details, click [Confirm] to export the attendance records.
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» Delete Auto Export Template

In the auto export template, select the template and click [Delete] at the top of the template list, or

click I icon in the same row of the template.

Prompt X

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected template.

11.3.2 Auto Attendance Export

Based on the set time and the set reiteration period, the attendance reports will get exported
automatically.

System

» Add Auto Attendance ExportTemplate

1.Select [System] > [Integration] > [Auto Attendance Export] > [Add] to set the auto export details.

Add X

Code* Name*

File Name Yyy-MM-DD v e

Format Setting Export Time Setting Export Path Setting Attach Report

Short Date Format*  yyyy-MM-DD Short Time Format* HH:mm
ID Digits* 0 % File Format* Txt
The digits of employee ID Support xis _csv txt _pdf
Include Header
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(1) Format Setting

Include Header: Set whether to export the header of the attendance report.

(2) Attach Report

Format Setting Export Time Setting Export Path Setting

Report Type* --Select-- Report Template* --Select--

Attach Report

Select the type of attendance report, and the report template saved in Attendance Module.

2. After setting the export details, click [Confirm].

Manual Export

Y

After the automatic export settings are saved,

you can export the attendancerecords in the required

time manually by clicking [Manual Export] at the top of the list.

1. Select the required type of report from the
manually.

list and then click[Manual Export] to export the data

Manual Export

Are you sure you want to manual export?

X

2. Click [Confirm] to export:the attendance records.

> Delete Auto Export Template

Select the template and click [Delete] at the top of the template list or click

row of the template.

]

icon in the same

Prompt

Are you sure to delete the selected 1 items?

X

Click [Confirm] to delete the selected template.
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11.4Middle Table

It is to show the execution of the middle table including the Department, Position, Area, and
employee. It is usually used to connect the software components with the middleware table.

Group Department

& Eockmarks = T Filters -

11.5Log

11.5.1 User Log

Depariment Code Department Nar

Submit Time

The log displays all the operational log recerds4n the system.

Select [System] > [Log] > [User Log] fo access the Log interface.

& Bookmads e YOEiltes

Group

User A\" R Aress Action Time tion
Nancy 172311.00 12-09 14 Add
sdmin 17231.1.10 ogin
admin 17231110 Approwe
sdmin 17231.1.40 ange
admin 17231100 Add For Emplo
admin 17251190 Cherge
admin 17231100 ogin
Nancy 172311.10 Add
Nancy 17231100 ogin
r 17231

i 17231 Logout
admin 1723 Legout
admie 172311 Login

min 17231110 12081 Legin

C uwv Bl: ;27 > rewaoreo:

Content Type Object

Auto Aft BExport 2 Export Attendance Re.
User sdmin

schedule Adjust..  Changeschedule object
Employee 399 hhhhhh

Workfow Engine

Employse
User
Austo Export

User

User

User

User

1

999 hhhhhh
admin
1 Export Transacticn
Nancy
admin
admin
admin
admin

admin

Status

success
Success
success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success

Success

132
System £} n %

Flag Target Tane Status

System

Describe

Code=2,Name=Export Attendance Report None=1,None =5, 5hort Date Format=

Remarks=

Self-Passy

Start Datg=2020-12-096nd D

Areaff<Ares: Area 2>, cArea: lalstest>,

Code=1,Name=Expart Trarsaction File Date=1 File Time=9 Short Date Format=

Columns displayed on the User log:

User: The user who performed the operation.
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IP Address: The IP address of the computer which is used by the user.

Action Time: The actual time in which the user performed some operation.

Action: The operation performed by the user.

Content-Type: The content type of the operation.

Object: The object of the operation.

Describe: The description of the operation.

11.5.2 System Log

The log displays all the system log records in the system.

Select [System] > [Log] > [System Log] to access the Log interface.

Group System Log

& Bookmarkse ¥ Filters w

2020-12-07 00:05.00
2020-12-07 00-:01:0!
2020-12-06 00:05.00

2020-12-06 00:01:0)

Operation

Resign M@ toringl

EmgiRipnT S5 Monitoring

_Llec'un:wm.:w o

) E@piyment

45 Monitorin

WB%-ian Monitoring

Employmant

Re=ign Monitoring

Employmant s

> Tctal 16 Records 1

tatus Monitoring

Monitorin

System

Result it
cce
s
ueces:
ucces:
e
ucces
Sueces
oce:
Success Success. 0, Failed
SUCCess Active: 0, Inactive: 0
e cess:
c ctive: 0 iver
= uccess: O, Failex
i ctive: 0 ive
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11.6Configuration Settings

11.6.1 Company Setting

The Company Setting interface facilitates to upload and modify the company logo and the company
name. This company logo 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.

System 5’ n -

® Q = [ Auto Attendance Export Company Seting

e — \oo)*

I Company Setting 0
Company Loge  Chiex te upload logo Loga Display  Not Dsplay
Compary Name Compsny Mame Display  Not Display o

g

2

QCompany Logo field to upload a logo.

oose File to browse for the corresponding image, then
image accordingly.

t function to rotate the images left and right according to the

* Onthe Company Settings tab, click

¢ Onthe Company Logo window,
modify the selection are to cr

s Click either Turn Left or Turn

requirement.

After modifying the i

4

e, click Save to save and update the modification.

Ay

Tum Left

Tum Right

Save  Cancel
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» The modified image of the Logo will get displayed on the Logo Review tab.

+ Logo Display: Select the required logo alignment from the drop-down list, so the logo gets
displayed accordingly in the report.

» Company Name: Enter the name of the company to display on the report.

» Company Name Display: Select the required alignment from the drop-down list, so the
company name gets displayed accordingly in the report.

11.6.2 Email Setting

Select [System] > [Configuration] > [Email Settings].

The email setting is used to trigger an alert when the specific value set by the administrator has
crossed the limit.

£ Note: The domain name of the E-mail address and E-mail sending server (outgoing server) must be
the same. For example, the Email address is test@yahoo.com, and the:E-mail sending server must be
smtp.mail.yahoo.com.

Obtain the mail server details and fill it accordingly. An examiple is shown below.

1326 y i
System rey ‘ ‘

Group Email Setting

SMTP Server®  smip xkteco.com

£ Note: The password is a one-time random authorization password provided by the email service
provider.

SMTP Server: Enter the Email sending Server address.

Port: Port of the email sending server.

Email Account: Enter the email account.

Password: Enter the One-time random authorization password from the mailbox provider.
Email Address: Enter the Email address.

Enable: Toggle Enable to enable the email account.
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11.6.3 Email Template

On the System module, click [Configuration] > [Email Template] to set the email template.

Users can draft the corresponding email templates for different events, such as
attendance/visitor/meeting approvals, attendance exceptions and so on.

System z‘zs n e

Email Setting Email Template

Email Template

Sikdeet | e s spproed sore: (EEED)

Magro Involver eployes D Pirat las  Lant Mewe  Depactrmt Kase  Porition b

Event

Receiver Enplopes 10 FLAT MGW LaST Wes  Diartrent Mess  osition heee

Qo S VD A P

FEETEEZ EviEYBY W -
dear [¢_first_name}, you have aproved a {pay_code) at (approval_time}.nisskjadiouewqsadlidas|dasn

=} NAME PAYCODE START END)

4 @

(emp_codel {first_name) {pay_code} {start_time] fend_timel

Receiver: On the Receiver tab, select the corresponding email receiver from the drop-down list.

Subject: Enter the subject of the email template.

Status: Toggle to enable the status of the email template. But, if the status of the email template is
disabled, then the default email template which comes with the software is used for the email
notification.

Macro: This field displays the corresponding database fields based on the selected receiver type.
Users can drag the requiréd fields that need to be displayed on the email.

Template: Draft thewrequired content of the email template.

» Once provided with all the details, click Confirm to save and update the created Email Template.
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11.6.4 Alert Settings

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

» Users can enable or disable the corresponding events for Email and App alerts.

System g’ﬁ n X

—
Group Alart Setting

7 2 D O em =
Event Module Sub Module Emall Alert App Alet
Manual Log Attendancs [ i @] €D
Leave Attendance [ £o00ic @ | [ enchic @
Overtime Attendance @ @
Training Attendsnca D
Schedule Adjustmant Attendance m @
Latz ir Attendance Disable [ Enabie @
Eary Out Attendance Rule Pl &
Absence Attendance Rule @ @
Mesting Mesting Westing | @ wacle
Manual Log Mesting Manual Log 'Y ' Disatle
Public Devies Arnouncement AN\ 4 zanle @
Frvate Device Arnouncement > B [zt @)

11.6.5 LDAP Setup

On the [System] module, click [Configuration] > [LDAP Setup], to setup the LDAP integration for
personnel information synchronization and-authentication.

System "u” n

—

Compaoy Setting o Ul LDAP Setup

Group

© Connection Setup
Host Address  IcafISZRES 21821
Port Number 3891

Username’  cn=Manager de=maxcredc=co

Employee Setup User Setup
Location  ou=Paople dc=maxcre de=com Lutherticats m

Fields n

Employes Feld AD Feid
Frequency Monthy

Employes I0

Fiet Masre Day 1

Last Name Timz  10:3849
Department

Fosition

= m
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» Connection Setup

Host Address: Enter the host address of LDAP.

Port Number: Enter the port number of the LDAP.

Username/Password: Enter the username and password of the LDAP.

Click [Test Connection] to test the connection between BioTime 8.0 and LDAP server.

» Employee Setup

Employee Setup  User Setup

3N ou=People,dc=maxcr(de=conm

7
H

Location: Enter the path of the LDAP that stores the employee information.
Fields: Enter field name of the employee in LDAP which matches with the BioTime 8.0 field.

Authenticate: Toggle to enable authentication. So, when the employee logins to the LDAP server, the
BioTime 8.0 software receives the LDAP login authentication information to realize whether the
employee service is enabled.

Auto Sync: If the service is enabled, the employge information will get automatically synchronized from
the LDAP server to the Personnel Module of BioTime 8.0 according to the set frequency.

Manual Sync: Click this function to synchronize the employee information manually.

» User Setup

Employee Setup
Location
Figlds
Use! Field
Usarmame
First Name

Last Name

Emal

User Setup

Authenticate

AD Field

626292083@aqg.com

Location: Enter the file path of the LDAP that stores the user information.
Fields: Enter the field name of the user in LDAP which matches with the BioTime 8.0 field.

Authentication: When the user logs in to the LDAP server, the BioTime 8.0 software gets the LDAP login
authentication information to realize whether the user login is enabled. At the same time, it will
synchronize the user's information to the System Module of the BioTime 8.0.
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11.6.6 FTP Settings

» Add FTP Server

Select [System] > [Configuration] > [FTP Settings] > [Add].

Add x
Host Address™:
Port Number*: 22

Authentic Method*: Password

Username™:

E::::E!: : . Cancel

Host Address: Enter the FTP Server address.

Port Number: Enter the FTP server port number.

Authentic Method: Enter the authentication methodto'access the FTP server.
Username: Enter FTP Server's Username.

Password: Enter the FTP server’s Password.

The FTP Settings can be used to transfer the files exported by the software to the specified FTP server
for data transfer.

pr—

&Note: Click the FTP serverorthe - icon in the same row of the FTP server.

Delete FTP Server

Y

In the FTP list, select the FTP server and click [Delete] at the top of the FTP server list, or click @

icon in the same row of the FTP server.

Prompt X

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected FTP server.
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11.6.7 PDF Export

Select [System] > [Configuration] > [PDF Export].
System e n’

—

Footer Left  PageyTotal Page

Footer Fight  AutharsTime

Page Size: Sets the page size for exported PDF.
Orientation: Set the direction of the exported PDF. It can be “Portfait’ or “Landscape”.

Footer Left: Set the content to be displayed in the lower-leftcorner of the exported PDF page. It can
be "Blank", "current page number / total number of pages”; "author", "time", "author + time".
Footer Right: Set the content to be displayed in the l6wer right corner of the exported PDF page. It

can be “Blank”, "current page number / total numberief pages", "author”, "time", "author + time".
Click [Save] to save the PDF export settings.

11.6.8 Bookmarks

» Add a Bookmark

You can save the filtered.query as a bookmark to simplify the search operation next time. See 11.
“Custom bookmark” in Appendix 1 for a custom bookmark.

After saving successfully, you can view the saved filter under the bookmarks list.

System 22 n S|
—
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» Delete Bookmark

In the bookmarks list, select the bookmark and click [Delete] at the top of the bookmarks list, or click

@ icon in the same row of the bookmark.

Prompt X

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected bookmark.

11.6.9 Security Setting

D

System
= -y [ &

Group Security Seting 6 O
U Login Setup

Single Login Dicable Verificabion Code

Length of Code 5 Digit(s) vaid Duration” 1 ! Minute(s)
Lock satting Aop Singla User Login i S
Failed Login® 5 Times Lock Duratigh” 1 Minute(s)

@ Passwodd Policy
User must change passwoed at first login
Enforce Password Exgiration valdity Duration* 90 Daye
paseword strength (8) Lower Mediim V4 Hgner
“Notice

LowesrPassword must be 3 to 16 charaSis)

MesIunFa!

#Org must te B to )‘»mlﬁ and contam at 1east 2 of the tolowing types: numbers, letters and speodl charcrers
HigharFassword must be & L5 dilit combinat

of numbzrs, letters and special characters
© Session Timeout

Sesson Timeguti 50§ Minute(s)
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» Login Setup

(1) Single Login

If it is enabled, then the software will forbid system users to login the software from multiple places.
When the system administrator login the software on computer A, and then login on computer B, the
following prompt will appear on computer A and jump back to the login interface.

Attendance Welcomeedmin ()= 7

Global Rul=

Department Rule

Besic Sefting  Weekend Sefiing ~ Overtime Setting  Calculation Setting AP Setting

Caleculation Rule

When late exceeds™ 100 minutes, count as absence

When early-leave exceeds” 100 4
(X) Opts! You had made a logout request in

Missing Check-In as*  Late another tab/window, please re-login...
Mizzing Chack-Out 2z Early Leave - 7
N
|

This feature is only for system administrator login. For self-service, mult@ a is not allowed by

default. o
Q

(2) Verification Code Q
If itis enabled, then while login the software, users need to @ e QR code. Here the users can set
the length and valid duration of the verification code. \0

BioTigHe 8.0

Admin Login

_

Verification Code

(3) Lock Setting

If it is enabled, if the user enters login password incorrectly equal to the set login failed times within 24
hours, the system will lock the user and prohibit the user from login. After the set lock duration, the
user can login again.
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Example: Set the Failed Login as 3 times, and Lock Duration as 60 minutes.
a) While the user inputs wrong password, there will be a prompt as following picture:

BioTime 8.0

Admin Login

Password

b) When the user enters login password incorrectly equal to 3 times within 24 hours, there will be a
prompt as following picture. The software will lock tl@ g

: L\,
Bloame 8.0

Admin Logir

Passworg

c) After 60 minutes, the user can enter username and password to try to login the software again.
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(3) APP Single User Login

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.

Forgot Password?

this mobile only allow user, M
today *

Server Configuration »

As displayed in the above image, when this function is enabled, only one employee can log in to the APP on
one phone, while the other employee,trfiesito login the APP with the same phone, then there will be a
prompt to limit the login.

o

» Password Policy

(1) Password Strength

Here are three kinds of password strength:

Lower: Password must be 8 to 16 characters.

Medium: Password must be 8 to 16 characters and contains at least 2 of the following types: numbers,
letters, and special characters.

Higher: Password must be 8 to 16-digit combinations of numbers, letters, and special characters.

It is recommended to set as Medium or Higher to ensure the software security.
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(2) User must change password at first login

If it is enabled, then when the system users or employee login the software for the first time, it is
required to change the password and login the software with the new password.

(3) Enforce Password Expiration

Users can set the expiration days for the password. And if the password is expired, then the users need
to change the password at first and use the new password to login to the software.

@, Password Policy
User must change password at first login

Enforce Password Expiration Validity Duration®* 90 s Days

Password Strength (8) Lower Medium Higher

» Session Timeout

This function facilitates setting the period for the session timeout.
And the time the user does not operate the software excéeds the defined time, then the software will
automatically log out to ensure data security.

116
System = n 3o

Group Security Setting

0 Login Setup
single Lagin sable VEfification Code
Lock Setting ¥sable App Single User Login

@, Password Policy
User must chang&passworght first login
B enforce p&RwOM S ation validity Duration* 90 Deys
Password Strgrothl \r) Rower  (8) Medium Higher
Notice

LowerPassword must bs 8o 16 characters

Medium

3, letters and special characters

Higherfassword must be & to 16 digit combination of rumbars, lsttarz and specal characters

O session Timeout

Session Timeout 60 Minuta(s) l
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» Punch State

This function facilitates to setup the punch state mapping.

» Please note, except for the default name, the Value and Alias can be modified according to the
requirement.

System e n 34

Group Purxch State Setting
Value Name
~ I Check In
Check Out
Braak Out
3 BrezkIn
4 Quertime In

Quertims Out

12 2
13 13 o
25 Unknowns 0\

» Forget Password ¢

While forgetting login password, users and p&el can click [Forget Password] on login page to get

new password. \

Enter username and email address set Nl software:

tsoi

sermame
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The email of resetting password will be sent to corresponding email account.

reset Password

If you have not submitted an application for forgetting your password,
please ignore this email and your password will not be changed. The
link below is valid for 2 hours.

Reset Password

Users need to click the link in the email within 2 hours to get the new password.
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Appendices
Appendix: 1

Personnel Selection

An example to adjust an employee to an area is shown below:

Select [Personnel] > [Organization] > [Area] > [Personnel Transfer].

Personnel Transfer x
Departme Departrrent Q Employee selected 2
EmployeeID  First Name Last Name Department Employee ID First Name Lastdlamen® Department
1 nora& Department 10 Nicole Test Nicole Test
10 Nicole Test D.. Nicole Test 100001 100004 2
100001 100001 2
100002 100002 2
100003 XXX
100004 100004 2
100005 100005 2
100006 1000C6 2
100007 100007 2
20 ~ Totsl 185 Records > 1 rge [

You can search for employees in two ways:

(1) Search By Department: Click the Department search box to search the corresponding
Department. Click the Master to view all the employees in all the Departments. If only one of the
departments is selected, all the employees in that Department will be displayed.

Department
¥ aa~AvQ v
> OO pepartment (
> O3 zKTeco (0/2)
O errq
O Testing
O[O o2000
O p2001
O 2002
O p2003
O p2004
O[O p2005
O p2006
O p2007

MM nrnno

Page |255 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

(2) Search By ID/Name: Enter the Employee ID or Name to be searched in the text box and click Q

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

™\
L4 Employee

If the required employee is displayed in the Selected employee’s list and you need to delete one or
more employees, deselect the checkboxes.

Date Selection

An example to select the date is shown below:

The system automatically displays the date selection window when you_click the Date textbox as
shown in the figure below.

Add x
Departme Department & Employee Selegiipd
Employe.. First Name Last Name Department W Bnploye.. First Name = Last Name =
0000010. FC
0000052, & 2019 Nov > 2 echical SR ,
0000056. OWarka .
0000567. Su Mo Tu We Th Fr Sa echnigalSSILL.
0000567. 1 2 OWarka
0000567. g ’ A IOWarka
0000567. 3 n 5 6 7T 8 9 @tk
001 10 11 12 13 14 15, @
0012345, OWarka
. 17 18 19 20 21 42N K
10 24 25 26 271 2B RS 30

1000
100001

20 Vv

Total

Bloar 1 Now | Confirm

Resign Date* | 2019411 -Ddl
Resign Type* @it Attendance® Enable

Resign Reason

1. Click the year on the top and select a year from the year list (by default, the system displays the
current year).

2. Click the month and select a month from the month list (by default, the system displays the current
month).

3. Select the required date in the date selection box.

4. Click Confirm. The selected date is displayed to the right of Resignation Date, as shown in the figure
below.
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Resign Date*: 2019-02-20

Now: Click Now to set the current date.

Clear: Click Clear to clear the selected date if you want to re-select the date.

Time Selection

An example to add a normal timetable is shown below:

1. The system automatically displays the time selection window when you click the Time textbox as
shown in the figure below.

Add Norma! Timetable
Name® Work Hours Assign To™ gs

Basic Setting BreakTime Setting Unscheduled Time Setting Overtime Rule Rule Setting

Check-In*  09:00:00 Check-Out* Cross O

Days
Check-In Start”  08:00)00 Cross 0 - Days Ch«k{c’vmmo Cross 0 Days
Check-Jn End" Select Time @AE«F 19:0000 Cross 0 Days

WorkDay* Hour Minute Second P

06 00 00
*Notice
07 01 01

1Al the cross-da

11 @ ® o5 ==

2. Click the hour’s box. Select the "hour" by scrolling up and down in the corresponding "hour"
selection box.

3. Click the minute’s box. Select the "minute" by scrolling up and down in the corresponding "minute”
selection box.

4. Click the second’s box. Select the "seconds" by scrolling up and down in the corresponding "second"
selection box.

5. After setting the hour, minute and second, click [Confirm] to save the time.
Now: Click [Now] to set the time to the current time.

Clear: Click [Clear] to clear the selected time if you want to re-select the time.
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Import

An example to import an employee is shown below:

1. Select [Personnel] > [Employee] > [Import] > [Import Employee].

Import Employee

Import File* No file chosen

Languzge* Englsh Existing Data™  Ignore
Template Demo- Custom import fields = ---------- : &Download Template
A B C D E F G H 1
1 Employee ID First Name Last Name Department Code Department Name Position Code Position Name Gender Hired Date
2 10001 Kci start 1 HR 1 Director Male / Female 2016-10-14
3 10002 Kece Maline 1 HR 1 Director Male / Female 2016-10-14
4 10003 Kosan Selin 1 HR 2 Manag ant ) Male / Female 2016-10-14
Description

1 The heads in file template are required o
2.The Employes ID,First Name Depariment Number is Required fields
3. All column values should be text format o

4.The Card Number must be unique
o =s -

#&Note: Click [Download Template] to downloa e template. Fill the template and save the

corresponding employee’s information. You ca@e’the employee import function to import the file
(.xls file) to the system.

2. Click [Choose File]. A dialog box wi &as shown in the figure below.

(=5

T T

" F S 7 Libraries
| System Folder
=~
.. Downloads

Z;, Recent Places Homegroup
System Folder

4 Libraries

E D = edmin

5 oM System Folder
& Music

&= Pictures

Videos U System Folder

» B | Computer

«, Homegroup Network
System Folder

% Computer = . Bevond Compare3

File name: | v IAIIFiles

mpen I'l [ Cancel
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3. Select the file to be imported and click [Open] or directly double-click the file to be imported. After
file selection, the address of the selected file is displayed next to Choose File, as shown in the figure
below.

£ Note: Only .xIs and .csv files can be imported.
4. Language: Select the language of the imported details.

5. Existing Data: When [Ignore] is selected, records with the identical Employee ID are not imported.
When [Overwrite] is selected, records with the identical Employee ID replace the earlier records.

6. Custom import fields: Users can select the corresponding fields to get imported. The downloaded
template will include the custom fields.

7. Click [Confirm] to import the records.

£ Notes:

(1) A table header is required for importing the templates.

(2) Employee ID, First Name, and Department No. are mandatory. Other fields are optional.
(3) The card number must be unique.

(4) All the values should be in text format.
Export
An example to export employee’s list is shown.below:

1. Select [Personnel] > [Employee] and click ™ on the top right corner of the screen. The

exporting options are shown bélow:

CSV Export
PDF Export
Excel Export

TXT Export
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2. File Type: if you want to export the file in Excel format, select Excel Export.

Excel Export x

Export Scope: (®) Current Page All Data

Select "Current Page" to export the data for the current page.

Select "All Data" to export all the data.

3. Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully
exported, as shown in the figure below:

&) Employee_2019-11-04-15-03-38_export.xlsy ™ |

Custom Display Fields
Take the Employee’s list as an example:

Select [Personnel] > [Employee] and click ™ icon on the top right corner of the screen, the field

selection window will pop-up as shiown below:

]

N

S D |
o oQ

b4 Employee ID

First Name
Local Name
Last Name
Card NO.
Hired Date
Department
Position
Gender

Email

EE R EEEERREAEN
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You can adjust the display order and decide whether the fields need to be displayed or not (checked
means it will be displayed, un-checked means it will not be displayed). When adjusting the order,
simply move the cursor to the field to be moved, and then drag the field to move the order when the

=

Confirm X

Due to those columns be reordered,
current table need to be reload.

Adaptive Column Width

The column width can be set to the optimal width.

icon appears after the field. After adjusting the order, click Confirm to reorder the fields.

1. After setting the number of fields to be displayed, click 7 and choose [Best Fit] to adjust the

column width, as shown in the figure below:

& Bookmarks - T Filters -

Add Oelets Irgart Fm:mniv y  App Mors

£ 4 SwegE v
Emplowe I = Firsthame = Deparie § Epgpldyrment Type Davice Priviege AP Status  Engemei . Face Palm  VLFace

)Sowe Thiba  R@partma, Emplayes o ver oz

nicole g Ktm o5t Empioyes o Ver 102

100001 2 - Employes e 1

10000 2 - Emoloyes °

o - Employes o 1

100002 2 - Emoloyes o

100005 2 - Employes e

100006 2 - Emoloyee °

100007 2 - Employes e

100008 2 - Emoloyes o

100002 2 - Emoloyes e

100010 2 Emplayes )

1o000m 3 Employes (-]

100072 3 Employas e

(IETE - n 2 3 .14 > TowltssRecords | 1 race [N

Area
Area 2 Jalatest 119 bangbang

Area 2

118,119, bangtsst

118,118 bangtest

rea 2 Jalatest hehatest, 118,118 bangtest

A

A

Area 2 lalatest hehatest, 119 bangtest
A

rea 2 lala hehatest 114,

Area 2 Jalatest hehatest 118,118 bangtest

Area 2 Area 3 lalitest hahatest, 18,1

Area 2Area 3 lalitest hahatest, 118,119, bangtest

lalatesthahatest, 118,119,

ENU PSS NURE ™S ™ B N B ™ B PN N O

Eb = b EhEEEE SR

)
=2
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2. Click [Best Fit With Scale] to adjust the columns with the best ratio, as shown in the figure below:

; ” ’ 1560 n
Tm Personnel y I : io ! J \ o '
—
© Q = ey
& Bookmarks = Y Filters -
W emplayee add Lielete Imgrt Persannel Transter fpip Mar= D ol - G 11 R
Employee 1D = FirstName = Departme . Employrent Type Davice Priviege  APP Stetus  Fngerpri . Face Palm VLFace  Area

Usow Thiha  Departme. Employes o 1 Area 2 lalatest 119 bangbang > 4§

nicole hwang  Nicole Test Employes o 10 Arca 2 4

100001 2 - Employes o 1 yuriTest 4

100002 2 - Emoloyes ° Area 2 Jalatest hahatest 118,118 bangtest &

o - Employes ° 1 Area 2 test, 118,119, yuriTest bangtest,. 74

100004 2 - Emoloyes ° Arga 2 Jalat 119,bangtest &

100005 2 - Employes e Area 2 Jalat 15,119, bangtast Z

100005 2 - Emoloyes ° Area 2 alat 119, bangtest &

100007 2 - Employes e Area 2 Jalatssth 118,bangtast &

100008 2 - Emolayes ° Area 2 Jalatest hehatest 112119 bangtest 4

< & W4 >

e B n 2 3 ..20 ) Total193Records 1 | Fage m

Multi-Label Function

You can navigate to any module by clicking the openedilabels. There is no need to go back or refresh
the page. With this multi-label function, the data loss ¢an be prevented even if navigating to other

pages.

Take the Personnel module as an example:

1. Click [Personnel] to open the PerSonnel module. When you open any menu, you can see the
opened menu label at the top of the page, as shown in the below image:

’ Personnel
o

© Q = Eai ofipiciee waordflow Rola Workflow Builder

B cokmarke=Wy WY Filters ~

M, ANE sl iars s S Segl lersoag v eon 7 /2 5 0 e
kB Employee 1D, 3 First Name..= Departm. EmploymantT.. DavicePrivil APPSts. Fingerpr . Fa.. Pal VLFa., Arsa
U Saw Thvha  Departm. - Employee ] Ver test 113, bangbang
Nicols Tast Employea s Ver 102
Employes ® 1
2 - Employee (-] - lalatesthahatest 113 119 bangtest
wox Employes ) 1 hahatest, 118,119 yuriTest bangtast
100004 2 Employee e 3 bangtest

2. The menu can be switched randomly. When switching, the data which is entered will not be
refreshed.
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Custom Theme

You can change the theme color and background pattern.

1. Click the m button at the top right of the page and select Theme to set the theme color.

Themes Pure Colors

blue linear green linear

2. Click [Themes] to select the background of the

@ en click [Pure Colors] to customize the
theme color. Then click Change to apply the color e S.
.

Filter Search Function 0
\Q

You can filter and search all the re &this software.

Take the Employee list as an@xample. Click [Personnel] > [Employee] > [Employee] to view the
Employee’s list.

1560 n
Tm Personne! L >4
—
Department Employae
& Booknarxs > Y Filters -
Add Deiete Imeort Persanpel Transter App Mors. 7 2 9 M e =
Emplojes 1D = FirstName = Department  Employment Typ=  Device Povilege APP Hatus Fngerprint face Palm WL Eace Area
U Sawe Thika Depactrent Employes ° Ver 10:2 Area 2 lalat=st 119 bangbang
nicola huang Nicole Test Employes o Ver 10:2 Area 2
100001 2 - Employse ° yuriTest
100002 2 - Employes ° Area 2 lalatst hahatest 115,119 bangtest
oo ° Area 2 Ares 1104r¢a 6 falatest hahatest, 11¢

100004 2 ° Aroa 2 lalatest hahatest, 113,119 bangte:
100005 2 -] Area 2 Jalatest hahatest 118119, bangtest
100005 ° Area 2 lalatast hahatest 118,119 bangtest
100007 ° Area 2 lalstest hahstest, 115,119, bangtest
100003 2 o Avea 2 lalatest hahatest 113,119, bangtest
100008 2 ° Area 2 Jalstest hahatest 118,119 bangtest
100010 ° Area 2 lalatest hahatest 118,119 bangtest
100011 ° hahatest, 118,119, ban
100012 o Area 2 Area 3 lalstesthahatest 115,118 ban

G v n 2 3 .14 > Total193 Records 1 | Page m
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1.In the Filters section, enter the keyword such as Employee ID (The toggle button moves to the right
to indicate that the search has been filtered, and to the left to indicate that the search has been
excluded).

Y Filters -

Employee ID

First Name
Employment Type
Role Name
Department Code
Department Name
Pasition Code
Position Name
Area Coce

Area Name

Email

Local Name

Last Name

Card NO.

Device Privilege
APP Status

Gender

B L L L I I I R L

Fingerprint
Y Face

Y Palm

Y VL Face

2. Select from the search criteria: Exact search, Start field,.End field, Include, One of or Regular
expression.

In this example, an employee with Employee ID as 3'is being searched. Enter "3" and click . The

filtered result will be displayed as shown below

o
2
2
=}
3
3
&
g
e o

-
Department Employee 4
& Bccknarks~ T Filters @R n n
s Y Employee Id coptaimd x
add Deiete, Prrsconel Transfer App More &l DM e =
it A\ - :
ame..s Degartm... EmefoymentT.. DevicePrivil. APPSta. Fngerpe. Fa. Pal.. VLFa.. Ara

e Emplayes e 1 s Z ™

100013 3 - Employee ° s

) vicola Test Employea ° Araa 2 Area 111 Rlatest hahatast, 115,119 bangtast W

icole Test - Employee ° An 1st=st, 116,119 bangtest s W

T = x — =

Nicole Test Employes ° £ T

100 Jicole Tast Emplayee ° 4801

0003 cole Test - Employee ° £ W

00034 ic 5t Employee ° & W

00035 cole Tast - Employes e (&

00036 ic ast Employee ® 7 t

100037 jcols Test - Employe= ° An rat=st, 116,179 bangtest (& &

100038 icole Test Employee ° A 9 bangtest & W

100039 ast Emplayee o A 9 bangtast £ ™

00043 icole Test - Employee e Arga 2 Area 111 1 natest, 118,119, bangtest £ W

C uwv nz 34 > Towssreods 1 paoe [

& Notes:

(1) Multiple search criteria can also be selected, but the same field and the same criteria can only be
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selected once.

(2) Click Clear Filter to clear the search criteria.

For example, set multiple query conditions as follows:

Personnel

Teca

Department Eroioyes

ro0- [E1 I

Y First Name contain 3 X
Add

& Becknarks »

Delete freort Perzoyinel Transfe

= workfiow
EmplojesID & FistName & Department
Nicole Test
Nicole Test
Nicol= Test
Nicole Test
Nicole Test
Nicole Test
Nicole Test

Nicole Test

Nicola Test
Nicol= Test

Nicole Test

100043 Nicols Test

Nicole Test

100063 Nicole Test

m: >

Total 17 Records

Y Department Name contain

App

Emplcyntent Type

Maore
Device Priviiege

Emoioyee
Employea

Employes

Employee

Nicole

X Y Device Privilege is Employee X

APF Status

© ¢ 0 © 0 0 © 0 0 © 0 0 0 0

Fingerpring

Face

Falm

VL Face

Area

Area 2.Area 111

Ares 2, Area 11

Ares 2 Area 111

Area 2 Area 11

Area 2,Ar=a 111

Ares 2Ars3 111

_V:.v!:' ...a;.s m
Phcea 2acea 111
Ared 2 Area 111
Area 2 Area 111

Ares 2,Area 111

alatest hahatest. 118,119 bangtest
slatast hshatest 118 119 bangtest

mlatest hahatest 118119 bangtest

slatesthaha! 18,119 banglest

alatast ha 18,119 bangtest

alatest hahatest 113,119 bangtest

alatest hahatest 118,119 bangtest

latest hahatest, 118,119 bangtest

<t 118,119 bangtest

alate test 118119 bangtest

lalatest haha
alatest hahatest 118,119 bangtest
alatect hahatest 118,119 bangtest

latest hahatest 118,119 bangtest

€%

74

N\,

R
Eb =

B =

Z) Eh 3B ED L

= B =

o]

Personnel

Teca

Department Employse

& Bcclonarks «

romo- AL

Add Delete joorihel Transter

B workfiow
Employes 1D = Jepartment
Nicols Test

Nicole Test

Nicole Test

Nicole Test
cole Test
Nicole Test
Nicols Test
Nicole Test

Nicola Tast

N

Emplcyment Type

Y First Name contain 3 X 4 Y Deggftment Name contain Nicole X

More
Device Priviege
Employes
Employes
Employes
Enwloyee
Employes
Employes
Employes
Employes
Employea
Employes
Emolayee
Employes

Empl

APP Status

o 6 0 © 0 0 0 0 0 0 0 0 0 0

Fingerprint

Face

Falm

VL Face

Y Device Privilege is Emplayee X

Area

Area 2.hrea 111

. Area 111
Ares 2,Area 111
Ares 2 Area 111
Area 2Area 111
Area 2 Area 111

2 24023 11

Area 2 Area 111,

Aro3 2Area 111
Ares 2 Area 111
Area 2Area 111

Ared

lalatest hahatest 118,119 ba;

alatest hahatest. 118,119 bangtest
slatact hahstest. 118,119 bangtest
slatest hahatest 118,119 bargtest
alatest hahatest. 118,119 bangtest
alatast hahatest 118,119 bangtest
alatast hahatest, 118,119 bargtest
alatest hahatest 118,119 bangtest
slatect hahatest 118,119 bangtest
alatest hshiatest 118,119 bangtest

alat=st hahatest 118119 ba t

138,119 bargtest

£118,119 bangtest

5

N

by

) B 3 ED

3

=h

E &

G =

=
=

G E = ED

& Notes: The filter function under each menu in the system is basically similar. But the difference lies

in the field settings.
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Custom Bookmark

You can customize a variety of filter combinations and save them as bookmarks. By the next time, you
can open the existing bookmarks to filter the data.

1. When multiple filters are set, the page will be displayed as shown below:

1552
Tm Personnel >
Department Ermploy=s
8 Bocknarise Y Filters @)~ n n
Y First Name contain 3 X T Department Name contain Nicole X T Device Privilege is Employee X
AL add Delete Impoct Peczcrine Transtes App More & o T sH
EmployeeID = FirstNome S Department Employment Type  Device Privilege  APF Sfatus  Fingerprnt Face  Falm VL Face  Ared
Nicole Test - Employes ° Area 24023 111 Jalatast hahatest 118,119 bangtest 74
Nicole Test Employes ) Area 2,Araa 111 |alatast hshatest. 118,119 bangtest £
Nicole Test - Employes o ¥4
Nicole Test Employee ° A TI:\ Ialatest hahatest 118,119 bangtest &
Nicole Test Employes ) &- a n;, tasthahatest 118 115 bangtest &
Nicole Test - Emoioyee ° 2— B8 111, alatest hahatest 118,119 bangtest (74
Nicole Test Employee [} | - Mfrea 2aren 111 lalatest hahatest 118,119, bangtest 4
Nicole Test - Employme e - - 'ﬁ-. Ares 2 Area 111 Jalatect hahatest 118119 banglest [F4
Nicola Test Employea ] l ‘] , Are3 2,Area 111 I3latest hshatest. 118,119 bangtest 4
Nicol= Test - Employes ) (N By - Area 2 Ar=a 117 lalat=st hahatest 118 119 Bargtest P4
Nicole Test Emoloyee ] _1- v Area 2,Acea 111 lalatest hahatest. 118,119, bangtest 7
Nizole Test Employes ° W N l— ared 2Arza 111 Jalatest ahatest, 178,115 bangrest &
Nicole Test - Emoloyes ° » N - - - Ares 2,hcea 111, Islatest hahatest 118,115 ban P4
Nizolo Test Employea ® | @ | Ares 2,Area 111 l3latest hahatest 118,119 bangrest 4

|
E

C uw n 2 > Total 17 Records 1 Page m

G E S E B E E

= Eb

G E & E

2. Click Bookmarks, select [New Bookmark_].._.-.Enter the bookmark name and click [Save]. The saved
bookmarks can be seen under the Bookmarks menu.

’ Personnel
v
® QO = BT Employes ‘\ ' 2

8 Bcckmarke= ¥ "W’b“,u n

! WTEST hj = Pau-saeent Name contain Nicole X T Device Privilege is Employee x
L N ‘}L- ter bookmark tit | [ Ave More " RN O MR 1)
*
~-........‘“l%_.— L Is Shared |plcyment Type  Device Priviege  APP Status  Emgerpring Fac=  Palm VL Face Arma
) 10d Save Bookmark Employes ° Ares 2,Ar2a 111 Ialatast hahatest 118,119 bangtest 74
Emplayes e Area 2,Arma 111 [alatast hahatest 118 119 bangtest @
Nicole Test - Emaloyes ) Ares 2 Arma 111 alatest hahatest 118,119 bangtest 4
100032 Nicole Test Emoioyoe ° Area 2,Area 111 Jalatest hahatest, 118,119 bangtest =

3

=h

= M

=

=]

it

Page |266 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0

User Manual

Log View

An example to view operational logs is shown below:

Select [System] > [Log] > [User Log]. Click D on the top right corner to access the Logs as shown in

the figure below.

User Log

B Bockmarkse Y Filters »

User IP Address

Action Time

admin

11
admin 311
admin 1
Nancy 1
admin 1
sdmin 1.1.10
admin 1
admin 1
sdmin 1
1

admin

1
12
1
3110
ARR]
L3111
31110 2020-12-11
.31.1.1
3111
3111
admin ! 1
admin 1
admin .31.1.1
1

172
172
172
172
172
172
172
17231110
172
172
172
172
172.
172

admin

Legout

Logout

Total 3713 Records

Employze

Status

Succ.
Suce
Succ.
Suce
Succ.
suce
Succ.

suee

Succ.

Suce

System

0N
© -
=

7 2 m =
Cescnbe

m 0}, Attzndance Device(1-» 1) Transfer Mode{1-> 1) Enable £
T \ttendance Device(1-> 1) Transter Mcde(1->1).Enable £
Effective Start Dat@INCTER: 20201 1), Effec C-12-11} Nore{None-=>/9y/

Finger Print <gaikco "a@BaPlscFinger Vein=F3

N\

& Notes:

(1) The Logs interface displays only the opération logs of the current operation module.

(2) You can view all log records in Log under System module.

Page |267

Copyright©2020 ZKTECO CO., LTD. All rights reserved.






















ZKTeco Industrial Park, No. 32, Industrial Road,
Tangxia Town, Dongguan, China.

Phone: +86 769 - 82109991

Fax :+86 755 -89602394

www.zkteco.com

Copyright © 2020 ZKTECO CO., LTD. All Rights Reserved.





