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1.System Introduction __smssuasmcn

1.7.Bulk Scheduling Setting 46 - 1.1. System Introduction

1.8.Edit Scheduling 47 - As modern enterprise division increasingly sophisticated and fierce

1.9.Delete Scheduling 48 - competition. Employee attendance very cumbersome and complex,
5.Department Schedule 48 - company must to invest much human and material resources, time, money

1.10.Bulk Scheduling setting 48.- and so on. Companies want to find a way to be effective in the management

1.1.Edit Schedullng 48 about staff attendance. Our company developed software to solve these

1.2.Delete Scheduling 49 -

problems. Attendance System V3.0 can solve enterprise personnel
50 - information management and staff attendance. This software can support

6. Report Management ) : : ) -
face machine and fingerprint machine. This software not only can support

3.Attendance log 52- ) ) )
3.1.Click “Attendance log”, Follow is the operation SCreen ------------xeemeex- 52 - Window XP and Window 7 . Window 8 and so on,but also database can
support Microsoft Office Access and SQL SERVER. So this software has
7. System Management 53- strong applicability and safety.
1.System Right 54 -
1.2.Add User 55- 1.2. System Communication
1.3.Edituser 56 - This software can communicate with face machine or fingerprint by TCP/IP
1.4 Delete user 55 - or USB-line
7.Data Clear I = 1.3.System Installation
8. Attendance Managemant . A 1.3.1.Insert the installation CD into the CD-ROM. Please run the disc and
1.Attendance Management Model Function 57 - llEk TEURIEYS 0 6%
2Hlolkay Raglster iy Following is the welcorr;e.scre.en'
2.1.Add Holiday 58 - i ' ‘
2.2.Edit Holiday 58 - Taurus attendance software V3.0 TE
2.3.Delete Holiday 59 -
3.Ask for leave register 59 -
3.1.Add leave register 59 - Welcome to the InstallShield Wizard for Taurus
3.2.Edit leave register 60 - i L B L
3.3.Delete leave register 61 -
4.Overtime Register 61 - The InstallShield Wizard will install T aurus attendance
'4 1. Add overtime raGistar 62 software 3.0 on your computer. To continue, click Nexst.
4.2.Edit overtime register 63 -
4.3.Delete overtime register 63 -
5.Manually Attendance 64 -
5.1.Add manually attendance 64 -
5.2 Edit manually attendance 66 -
5.3.Delete manually attendance 66 -
9. FAQ 66 -
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2.How to set night shift 67 -
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1.System Introduction

Manuel of Attendance Software

Manuel of Attendance Software

1.System Introduction

1.3.2.Click “next"

Taurus attendance software V3.0

Choose Destination Location
Select folder where setup will install files.

i Install Taurus attendance software V3.0 to:

KA\ Taurus V3.0

| <Back | New> | [ Cancel |

The software default(recommended) installed in C specific folder, if the
user hope to change the installation path, please click “ Browse..." and
choose the destination folder, then click “Next”.

Setup Type
Select the setup type that best suits your needs.

Select the features you want to install, and deselect the features you do not want to install.
Click Mest to continue.

@ Stand-alonefAccess)
() Network(SQL SERVER)

netaliShield

[ <Back | New> | [ Cancel |

1.3.3.Choose the database that you want to use. Then click “Next". (Network
version is SQL SERVER. Stand-alone version is Microsoft Office Access)

-5- The Best Support

Taurus attendance software V3.0

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.
If you want to review or change any of your installation settings, click Back. Click Cancel to exit
the wizard.
nstallShield
[ <Back | nstal | [ Cancel |
Click “Install”

Taurus attendance software V3.0

InstallShield Wizard Complete

The InstallShield Wizard has successfully installed T aurus
attendance software V3.0, Chick Finish to ext the wizard.

Click “Finish”

Uninstall:
Through the operating system's [Control Panel] [Add / Remove Programs] to

uninstall the system
CD-ROM by running inside TaurusV3.0.exe, this system can also be uninstalled

The Best Support -6-



2.Device Ma nage ment Manuel of Attendance Software

1.Management Model
Add : Add device
Edit: Change information of device
Delete: Delete device
Synch Time: Synch Time computer and device
Machine: You can get the number of attendance management, users,
fingerprint, face and so on information.
Retrieve data: Get all of new record in machine.
Start Monitoring: Real-time monitoring information in machine
Extension: Download, Upload from device , Read USB-Disk data.

o S S T
& a2 [ 0
b ety e &

e e bk hopo iom e b b b B iyl B b

2.Device operation:
2.1. Add device
2.1.1. Click *“Add” , Following is the operation screen.

Device Mam.

Machine No.
@ IUSB Connection

) LAN Connection

o

| [ Cancel

T £ 8 The Best Support

2 .Device Management Manuel of Attendance Software

2.1.2.You can choose USB or LAN communication, Click on the "Test
Connection" to confirm whether the machine is successfully connected

oevee Marsgemerit) S =

Machine No. 1
@ LISB Connection

Lok J[ cance |

2.1.2.You can choose USB or LAN communication, Click on the "Test
Connection" to confirm whether the machine is successfully connected

2.1.3. Click "OK".
Device Managem

Machine No.
@ USB Connection
I:?:I LAN Connection

IP or Domain | Port

Connection ‘3.333.-\|

Machine descriot

The Best Support =g



2.Device Management

2.2. Edit Device

2.2.1.Select the device to modify, then click “Edit".

'Device Management|[Edi LX)
Machine No. 1
() USB Connection
@ LAN Connection
IP or Domain 152.168.8.108 _ Port 5005

ok J[ camcs |

2.2.2. Modify the information, Click "OK".
Device mu'
Machine No. 1
() USB Connection
@ LAN Connection
IP or Domain 192.168.8.108 Port 5005

Connection Passw

Machine descriptic

2.3.Delete Device

2.3.1.Select delete the device, Click "Delete"

The Best Support

Manuel of Attendance Software

2 .Device Management Manuel of Attendance Software

System Management Employee Data  Attendance Management  Help

& 2 - T 2 @
Dept. Setting Emplay Analyze ance data Monthly Report of Employee | About | Exit
Employee Dals

i -
& et Seting i Moo s -
Retrive Data | part Start monitoring  End menitoring
ﬂt'"v‘w'* . Hrate /Canaaction pasvord Nachine description Adwin Enployes

-
Fesignason Mansgement
]

j Employees Statistical Charts

Lyl Anendance Fude
4| Coleudste Fule

B csiendonce Fuie o Erpicyee
ofp soerdsnce e

Cepstrert

Shift Setting
T ok Shift
* Shift Pl

@_, Shift of employee

o Deprtment schedus

| Attendance time  Machine  Register Enployee Fare Dept. Ha.  Dept. Fame Verify Mode I0 Wode

2.4. Synch Time
2.4.1.Select device, Click on the "Synch Time", you can make computer
and the device at same time.

2.5. Machine Information :
2.5.1.8elect the device, Click the "Machine Information", you can get the data
in machine

The Best Support e



2_ DeVice Management Manuelof Attendance Software 3 ExtenSion Manuel of Attendance Software

3.1. Download Register Data

System g I Data 4, L1 Help

P 2 @ % 2@ 3.1.1.Extension->Download Register Data
b B ftho vt fue wosh Jepsnsbowirn S 2 Explain: You can download information of employee from device.
i T & | omice Marsgerar : :
f- - Qo X - l = @ e ) @ - 3.2. Upload Registration Data

g | Add Edit Delete | Synch Time| Machine Information | Retrive Data pert Start monitoring  End monit 5 i 5

3“““*"‘"’9”*"‘ Zalget  Machine e Conpection IF or Domuin Plrt Busd rate fCosmection password Machine deseription Admin Ba 3'2'1 'Ex‘en‘e’lon = Upload ReQIStratlon Data
a 5 E e mim = Explain: Upload information of employee to device.
P Ervloyees Statistcal Charta a = : =
Flishe Setiang. -
L) ttendiance Rule whyee bo.
’:.Ca]:llaeeﬂ.\je E] Quick search Erter employee number or name, press the [ENTER] key
gmgmm Employes Register Eaployes L Bept. o, Dapt. Neme r
'Merdun:eﬂldecl
Shilt Seing
T vk shit

2.6. Retrieve Data
2.6.1.Select the device, then click on the "Retrieve Data ". The latest
attendance record will be downloaded.

Ve

e @ - % N ]
Dot Seming Ervyiuyer Managemest | Asglos sieedare dots Mantbly Gepen of Emglipee | Abowt | it

ps |, = - .« | ®= o | @
- et moritaring  Ered it p  Extwmsion  dcoew Funchion | Arkweh | Select A Urnelect A
et Tocins tmoyiion b Byl Tingageinns Toce Tl Tt S rvers AL raoel e

¥
LT ——

13 oo

[Lox J{ cme ]

3.2.2.Click “Choose”, then select upload employee.
B Regi 5

Employee Info.
E Quckseach  Enteremployee numberor name, press the [ENTER] ey
2.7. Start Monitoring . Register  Employse  Hame Dept. o Dept. Fane
2.7.1.Please input port number of device in the monitor port, Click on "Start
monitoring". Like do this, you can monitor the machine's real-time
attendance record.

. s
e
T

[oc [ cmen ]
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3.Extension

Manuel of Attendance Software
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Rogister

Enployee

Employee Info.

st e Gom ] Otk vomch

Enter employee number or name, press the [ENTER] key

Register

Employee Hame
E0001

Dept. Ho.

Dept. Hame

]l

The Best Support

3. EXtenSion Manuel of Attendance Software

3.3. Download registration data from USB-Disk
3.3.1.Extension-> Download registration data from USB-Disk
Explain: You can download information of employee in USB-Disk.
The data download from device by USB-Disk.
3.3.2.Select firmware version, choose personnel information and data in

USB-Disk.
Software Type m -
[Fiets)from USB-Disk £ \lu001 dat | E

Notice: Firmware version of fingerprint machine is Hs001,
Firmware version of face machine is HS101 or Hs102.

3.4. Upload Registration Data from USB-Disk
3.4.1.Extension-> Upload Registration Data from USB-Disk
Explain: You can
3.4.2.First : Select firmware version The Second: Input file name
Third: Select the desired upload staff

Software Ty

ype HS001 v

File(s) from USB-Disk (-]

The Best Support =Y. o



3.Extension

Manuel of Attendance Software

3.Extension

Manuel of Attendance Software
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Employee Info.

e

Enter employee number or name, press the [ENTER] key

Register Employes Hame

Dept. Fo.

Dept. Hame

Select Employee

Register  Enployes  Name

Delete || Cear

| (N

The Best Support

Employee Info.

(i) (i) s et

Enter employee number or name, press the [ENTER] key

Register

Employee Hame Dept. No.

101

Dept. Name

» Computer »

+ [ 43 ||[ Search Computer

Organize ~

- 0O @

| 45 Favorites

I Desktop

|8 Downloads
% Recent Places

45 Libraries
» [ Documents

(4 Hard Disk Drives (5)

Backup

66.7 GB free of 169 GB

Docs.

Entertain

S 4oy
137 GB free of 177 GB

Tools

] - ]
@ 159 GB free of 176 GB

Sys
&
190 GB free of 231 GB

] -
@ 162 GB free of 177 GB.

b g Music
» [ Pictures
> B Videos

» s Backup
» s Docs

» &L Svs

> G RETE

b g Entertain

1 - Devices with Removable Storage (1)

@ DVD RW Drive

File name: ~ [ Registration file from USB-Diski ~

=

Notice:

The Best Support

Firmware version of fingerprint machine is Hs001.
Firmware version of face machine is HS101 or Hs102.
File name of fingerprint machine must be “Reg".

File name of face machine must be “plu001”.
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3_ ExtenSion Manuel of Attendance Software 3 : EXtenSion Manuel of Attendance Software

Open B i f
3.5. Clear Admin Gl s Compurer v <[ ]| Sesien Computer
3.5.1.Extension->Clear Admin Organize - :
‘ 45 Favorites (4 Hard Disk Drives (5)
___Aﬂendm softwa B Desktop Backup Docs Entertain
- o | N —  —
| gjzl E:::LD::;S 7 67 G o1 68 P 5 cotrec o 17758 P 15 B recor 7568
Sys Tools
D — S e ]
@ W SO0 e W 190 GB free of 231 GB =7 Ez GB free of 177 GB
© [ Documents |2 . .
Be s b o) Music 4 Devices with Removable Storage (1)
Are you sure you want to clear all admins? b [ Pictures
e @ DD RW Drive
» 5 AETE
| 4% Computer L
I Docs
I =y Entertain
b &L Svs X
3.6. Clear Registration Data File name: + [egmtonfictomUss bk =
3.6.1.Extension-> Clear Registration Data

|

Attendance softwal A]
| ‘ 3.9.Import text data

Extension ->import text data
Explain: The original data has been imported successfully re-import them
Do you want to continue? into the software
3.9.1.Select the required * .txt document file attendance record import
into software

@ This action will clear all registration data in the machine,

s _ g N e ===
G@- [ T6 e b + [#2 ][ Search Computer 2]
Organize v - O @
3.7. Reset Device 4 Favorites 1+ Hard Disk Drives (5)
3.7.1.Extension->Reset device e B be i
Download: [ T I R —
= ng” s 7 Gt e c S 1 Go e T G S rre e
%1 Recent Places
r i o | = 1
| 41 Libraries w 190 68 free of 231 GB S oo e
& | Decuments = ) 3
z . 2 _ y b & Music 4 Devices with Removable Storage (1)
All data will be lost and the machines will set to defaul settings if el
you initialization machine. » [ Videos @ DVD RW Drive
e S S 3.
vl RETE
Do you want to continue?
| 418 Computer L4
b s Backup
b g Docs
_— b o Entertain
UEE _“ &L sus hd
File name: ~ [Registratien file from UsE-Disk =
= |

3.8. Import data from USB-Disk
3.8.1.Extension-> Import data from USB-Disk
Explain: Import original records from the USB-disk [2015-11-07 10:56:10] 1007/1007

Please note: U-disk and import data is different, the operation after
the data is lost when the software crashes can be re-extracted from
the data base software.

3.9.2.Click "Open" to start the import, waiting for its import is complete

o ¥ o The Best Support The Best Support “48=




3.Extension

Manuel of Attendance Software

4.Employee data

Manuelof Attendance Software

3.10.Text format setting

Extension ->text format setting, set the format of file for data base

[7] Enable Text Format Setting

Field zeparators @) o separater TAB separator

Frompt: Flease check the box in £

Register No. Length (10

[7] Attendance time Format |yyyyillddifamss

Order |Device No.
|Employes ID t
|Employes Name
|Register No ‘
|Attendance time

£ the field, then zel

[V] Device Ho. Length |3 e: If the machine m ength is 3, the act
Employee ID Length (10 Example: If the personnel num s length is 5, the actual number |
Enployse Nama Length (20 ne Chinese character character

lay output

Define separate |

he lenth and forma

0k | [ Cancar

-19-
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1.Employee Function Model
Department Setting: Setting department name and information
Employee Management: Management information of employee
Resignation Management: Management resignation of employee data
Employee statistics charts: Graphically display the department and employee
information

System M. Employee Data A dance M. Help

@ 2 - C
Dass Sl £orlkarae M | Aculy e o

L]
hly Report of Employ

n?
About | Exit

Employee Data

=TT TR - -

& Dert Seting

© Add Edit Delete Synch Time Machine Information

- Monitor

Retrive Data port

sEmplwee Management Selact  Machine Ho,

Connection IF or Domain Fort Baud rate /Conmection pa:

-
- Resignation Management EI |I - (=B

’i Employees Statistical Chants

Rule Setting
4y} Atendance Rule

4 Cateutate Fute

B snendance Rule of Employee

Attendance Rule of
Department

Shift Setting

5= work Shift

* Shift Rule

& shift of employes

,-'\..11' Department schedule

Report Management

Attendence time  Machine  Register Employee
Analyze attendance data
-
B4 Original records log
B Attendance log
-
Daily Report

e
) Marthly Report

T2 Monthly Report of Employee

2.Department Setting
Click “Dept. Setting”
Add: Add a new department.
Edit: Edit department
Delete : Delete department
Refresh: Refresh department
Close: Close department

The Best Support

Hame Dept. Mo
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4 Em P | oyee data Manuel of Attendance Software

P Bom| X o
||: Add Edit Delete | Refresh | Close

2.1. Add department:
2.1.1.Click “Add",you can add a department. The new department is sub-

departments, if you select the department
(@ Dept. Setting ([=[=] =7

B B X (] g
: Add Edit Delete Refresh Close

B Y 18 The Best Support

4. Employee data Manuel of Attendance Software

2.2. Edit department
2.2.1.Select the need to modify the department, then click "Modify"

E'G'Dem.&tﬁng-_" — = [ ELL_ZT ]

D@ X | o | @
: Add |Edit |Delete Refresh Close
&=-O [0001ICompany

2-C& [0002]Sales

l& [00020001]Sales I

Dept. SettinglEit

Dept. Name Sales

Dept. No.

Description

Superiors Departm [0002]Sales

Comsomn] [ ox

[ Comest |

! i 1|

2.3.Delete Department
2.3.1.Select the need to modify the department, then click "Modify"

The Best Support By b



4 5 E m ployee data Manuel of Attendance Software 4 : Em ployee data Manuel of Attendance Software

i —— s—— 1 E ) 3.1. Import employee information
B ol X o 1 ! 3.1.1.Click “Import”, choose the file path.
Add Edit|Delete] Refresh | Close Notice: Format is Excel.

E-0f [0001)Company
5-0R_{D002ISales Import Data[Employee )
Please save the photo as BMP or JPG format ding to name and employee |D, then keep it in folder
“EmpPic” under the software installation path. f you want to import employees’ photo. Please make sure the size
should be 800°600

@ Confirm to delete the seleted data?

St CELe

Select the worksheet name

— [t ] K==

.

3.Employee Management
Import : Import employee information 3.1.2.You can choose what you want to import information.

Export: Export employee information
Print: print employee information
Add: Add employee information

Edit: Editemployee information

Delete: Delete employee information

Extension: Show/Hide table column @]

Select All: Select all of employee [ |Gender

Unselect All: Unselect all of employee £ |pept. ¥o. Dept# No#

Refresh: Refresh employee information % {Dept. Fame Dept¥ Nene

Quick search: Quick search employee E ::‘1::""“ :::::"‘“

Close: Close this window B s o
[ Privileze Privileze

Note: You can check a certain record for unsuccessful import in folder FormDataln under the installation directory

[CT8) . -
L r & | B X L, - [] o™ " 3 after import is completed.
Import_Export_Print  Add_tdit_Oeleie Extension *  Select A1 Unseiect A Refresh Quicksearch [ | 0 iz \ : ) :
Selectnployee N Name  3ende Dept No. Dept Name inrolled d e =
Superiors Department

— e ] e ]

<95 The Best Support The Best Support -24-




4. Employee data Manuel of Attendance Software

3.2.Export employee information
3.2.1.You can choose to export the path.

Export Excel File

[ startup email application to send file
Keep same as print page

Generate page break

|| Export page header and footer

Only export DetaiGrid

"I Forbid to repeat output detailgrid title
Only export pure text data

[ supress blank lines

Excel columns same as detail grid
Expand row height to fit multirow text
Min col Width: g |

Min row height: 1

New ShhetRows: g

——

3.3. Print Employee Information
3.3.1.Click "Print", You can choose to export the path

K L F B B8 W « M
Pt Suge e Teomle Taom ot | Puge |k Fobighe ot P Nt Lt
I TR e o FREE i Teeseberi shTseadust et oloes ol s sriesrabes: ol

e BB e B B e

JF11-34 S5 M UL

1 oo
B faployee Menagement

s Hum e Cugt Mo Cogt Mame vt fumbn g Fivige guys Facm s o s auc i o dcbwen Mot et
00N Mt e 0001 Compewy AWM 1 Lo 1 T W00

<95 The Best Support

4 Em ployee data Manuel of Attendance Software

Name: [HP LaserJet 100 color MFP M175 PCLG ~|| propertes... |
Status:

Type: HP Laserlet 100 color MFP M175 PCL6

Where: HPLaser)et100colorMFPM175nw_copy_3

Comment:

Print Range Copy

oA Copies: 1 5

() Current page

© selecton | |

Please enter page no or comma(,) sperate page 51 i 3

(Example: 1,3,5-12) ‘gj ‘—Z}J —3}—]

Offset _Zoom

OffsetX: 0 cn Sheet Pages: [1 v]
Offsety: 0 cm Zoomby Paper:  |Don't 200m -

3.4. Add Employee
3.4.1.Click “Add”

Employee
Employee No Name The photo size should be
Gender Evoleddate 20151124 [ ]
Department Company [E
D number RegiterNo. 1
CardiD  PassWod
Prviege Rue (R
[7] Attendance Bocsley (000 |
Address
— [soe | oer |
Remark
Add employee data Lok |[ coca |
The Best Support 96



4_ Employee data Manuel of Attendance Software 4 . Employee data Manuel of Attendance Software

3.4.2. Input the details, click "OK" to save employee information. 3.7.Extension: Show/Hide table column
Notice : Red font is mandatory input 3.7.1.You can select this column show or hide.

Employee No.: You can input all of keyboard characters, according to Employee !!EEEEEEE@E& table column] S|
your company's regulations. . il

Registration No.: it must be digital and do not start with a number 0 Emok No
) . ) Name
3.5.Edit employee information Gender
3.5.1.Select the need modify employee, then Click “Edit". Dept. No.
- Dept. Name
Employee Manegement® S = Envolled date
Employee No. Name Hurst The photo size should be ID number
— Register No.
Gender  [Mas  v] Ewleddwe 25TIN (] Privilege
Department Company [ — Fingerprints
Faces
1D number Register No 1 Passwords
CardiD PassWord 1 Cards
i I e— A
I Basic salary
Attendance Basic salary $0.00 Rule
Addas Address
Number
i [ soea | ce ] Remark
Remark i
3.6.Delete employee information - -
3.6.1.Select the need to remove staff, then Click “Delete”. - m

» % @ pa[¥] T . A o 3
e Egen Bt usﬁr—.ia-n e S o

T T T 3.8.SelectAll: Select all of employee
. _ 3.9.Unselect All: Unselect all of employee
3.10.Refresh : Refresh employee information

3.11.Quick search: Quick search employee
3.12.Close: Close this window.

B iy The Best Support The Best Support -28-




4_ Employee data Manuel of Attendance Software 4 . Employee data Manuel of Attendance Software

4.Resignation Man_agen:nent _ . % a 'El—|; x| = T | B O pi Qckseerch | &
Export : Export resignation employee information e L iy feomeeen ¢ e =

. i Y g 4 . 8 {0001 Company 5] Nc Name 3ender DeptMo.  Dept Name irwolleddsk 1D
Print: Print resignation employee information
Add: Add resignation employee information
Edit: Editresignation employee information
Delete: Delete resignation employee information e o s sare
Reinstatement: Employee reinstatement e
Extension: Show/Hide table column :
Select All: Select all of employee
Unselect All: Unselect all of employee
Refresh: Refresh resignation employee information
Quick search: Quick search employee
Close: Close this window

0005 Eleen Male 0001 Compary 2015-11-26

4.1. Add resignation employee information
4.1.1.Click “ [[._] " to choose resignation employee. You can click “Choose” ,

if you want to add other resignation employee 4.3. Reinstatement :
4.3.1.Select reinstatement employee, then click “Reinstatement”.

TR
Regnation banagemert R ——
Employes % & | b o - - O o . - - @
[ L Export Print | Add Edit Delete | Reinstatement m-nrden' Select Al Unseioct A | Refvesh | Qcksemrch [ |
—08 o0 Cmpery Ne Name Sender DeptNo  DeptName iwalled da D number
E€0005 Elean Male 0007 Company 2015-11-26

Register Employes Hane

Department [0001)Company
Date 2015-11-26

Mtn ADMIN o Are you sure to reinstate this employee?

Reason unhappy

“vEs ]| no

4.4 .Delete resignation employee
4.4.1.Select the resignation employee, then click “Delete”.

BE & N = 1
IR S O R A
Export Print | Add Edit loelm Reinstatement Extension ~ | Select Al Unselect All | Refresh | Quick search

-~ [0001Company
Notice : Red font is mandatory input
T Eo000S Eleen Male 0001 Comy
4.2. Edit resignation employee information
4.2.1.Select the resignation employee ,then click “Edit". Attendance sof

@ Confirm to delete the seleted data?

! vEs I[ NO
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4.5. Employee Statistics Charts 1.Rule Setting
Set the rule of shift for every function.
4.6. Click “"Employee Statistics Charts”, Following is the operation screen. Attendance Rule: Set the general work time, attendance time rule, over time
rule, and working hours.
LT Calculate Rule : Set the general work hours, overtime hours, rate of over
SHe 8 e time, rate of leave, etc.
o Attendance Rule of Employee : Set the rule of employee

Attendance Rule of Department: set the rule of department

RuleSetti
. sevine

[ Femals 1
Bl __w Attendance Rule
4 ) Caleulate Rule
i . Attendance Rule of
Employee
Attendance Rule of
4.7. You can choose "Histogram” or “Pie chart”. You can accord to “Gender” Department

or “Department”.
2. Attendance Rule
2.1.Click “Attendance Rule”

2.2. SettheRule:
2.2.1.Click “Add" to add a new rule, enter “Rules No." and “Rules name”
Bules Ho. [1-3 Bules name over time .I

Attendance Time Bule

Talts 5 Siniboas ignors Later thea (10 eaeten will

not comnt
i p L Winut, ill
Leave sarly 5 Winitoes ignore goelier than 0 mot eeent
Eapeated 5 Mirmtes ] Barly 0 \liw\u count
Late and 5 mirutes deduct = B Ie:
e 5 At o e ] Delay 0 Minutes count
Ovartine Rule Work hours
TR R
[ Count as actual cvertime howrs after sigu-ir | =
ding t
Bl a0l v hivr s nr ]
Working hours
[V Sundsy [¥] Thur sday 7| Enalbe ruleless for off
[ Monday [T Friday Buleless off day:0
[V Tuesdsy [¥] Saturday Fote: Weeks rest system is
[#! Wednesday  Wote: Don’ t need invalid, If you snable rest mo

=
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5.Rule Setting

2.2.2 Attendance Time Rule: set the rule according to the company's situation.

2.2.3.Inthe "Attendance Time Rule" in the settings according to the company's
specific attendance.

2.2.4.In the "Working Time" is set according to your company's working time
related department.

2.2.5.When settings please note the word in blue.

2.2.6.Click "OK" after setting.

2.3. Editthe Rule :
2.3.1.Select the rule that should be changed

et oo I

Rules No 02 Rules name  owver time

Attendance Time Rule
Minutes will

Late S Minitues ignore Later than 10 TR,
Leave early 5 Minitues ignore I.':r{:.r than 10 :;:u:::n\::ll
Repeated S Minutes [] Early 0 Minutes count
by, S MM EROba 0 s com
Overtime Rule Work hours

7] Count as actual overtime hours after sign-ir '_‘}%"‘%’

7] Count as actual overtime hours after sign-ov .(::::;::\:f :?..
¥Working hours

V] Sunday [V] Thursday "] Enalbe ruleless for off

7J Monday j Friday Ruleless off day:0

[V] Tuesday [V] Saturday Note: Weeks rest system is
[V] Wednesdsy Note: Don’ t need invalid, If you enable rest no

0K || Cancal

2.3.2.According to the specific needs of the rules to be modify the rules
according to your need.
2.3.3.Click "OK" after editing.

2.4. Delete the Rule :

2.4.1. Select the desired rule to delete, in the left box playing "/~
2.4.2. Click delete, you can delete the corresponding shift

B o The Best Support

2.5. Introductions of rule setting

# “| ate[ ]Minutes ignore later than” on-duty attendance record will still classified to normal
attendance although if you are late within the set time.(Unit: minute)

e “Leave early[ ] Minutes ignore later than” off-duty attendance record will still classified to
normal attendance although you leave early than off hours within the set time.(Unit:
minute)

* “repeated[ ]Minutes” the report will showed a record even you attendance several times
within the set time.(Unit: minute)

“Late and Leave early [ ] minutes deduct working hours” will deduct working hour if you
late and early over the set time.(Unit: minute)

“Later than [ ] Minutes will not count” on-duty attendance record will classify to abnormal
attendance or not count if you are later than the set time. (Unit: minute)

® “Leave earlier than [ ] Minutes will not count” off-duty attendance record will classified to
abnormal attendance or not count if you leave early than off hours over the set time. (Unit:
minute)

® “Early[ |Minutes count” the attendance will classified to over-time if you attendance early
than on-duty time and over the set time. (Unit: minute)

® “Delay[ ]Minutes count” he attendance will classified to over-time if you attendance delay
than off-duty time and over the set time. (Unit: minute)

2.6.Working Hours
2.6.1.playing "v" to which day that need to work.(Unit: week)
2.6.2.Enalbe uneless for off [ Jday/month, How many days off for one month,
it would automatically count non-attendance time to general off day, it
would automatically count the over time to absenteeism. Please note
weeks rest system is invalid, if you enable rest no. (Unit: day/month)

2.7.0vertime Rule:
Playing "v" If you want to calculate the employee's late and leave early,
otherwise no need to tick

3.Calculate Rule
"Rule Setting” — click “Calculate Rule" into the interface.
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R A X = [l « | &
Add Edit Delete | Select All Unselect All | Refresh | Close
Select  Category Ho, Hure Trpe OvertiseType Start value Adjusted value Round waloe Attendance Abzentesizn Overtime rate Leave rate

30 15 30 1.00 1.00 1.00

|6 Dvartine Overtine Type Formal
¥ Dvartine Overtine Type Yoskend
| Overtine Overtine Type Holiday

|Sick Leave sk for leave Type
|Case Loave Ask for Luave Typs

3.1.0peration Introduction:
Start value: Means began to count the time if the attendance over the setting
time
Adjusted value: It's adjusted time that plus the setting time to attendance time.
Round value: It's round time that keeps the attendance time to be integer.
Attendance rate: Attendance rate, overtime rate, leave rate, it's setting the
rate for different type of working.

3.2. Add Calculate Rule:

Category No. ADOZ Name

Calculate T{Normal Type v | OvertimeTyp: -
Start value 30 Adjusted walue

Round value 30 Attendance 1.00

Overtime ra'1.00 Leave rate 1.00

Absenteeism 1.00

| ok || Cenca

3.2.2.Select the calculate type, click "OK" after setting value and rate.

/]
Overtime Type A
Ask for leave Type

_35- The Best Support
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Normal Type: if attendance in accordance with this rule, the report will be
counted as regular attendance
Overtime Type: if attendance in accordance with this rule, the report will be
counted as overtime attendance
Ask for leave Type: if attendance in accordance with this rule, the report will
be counted as leave attendance

3.3. Edit Calculate Rule:
3.3.1.Select the rule should be changed, click “Edit”

Calculate Rule[Edit
Category No ADOI Name
Calculate TiNormal Type =) OvertimeTyp: -
Start value 30 Adjusted value
Round value 30 " Attendance 1.00
Overtime ra'1.00 Leave rate 1.00

Absenteeism 1.00

o) (o)

3.3.2.Click "OK" after editing calculate type, value and rate.

3.4.Delete Calculate Rule:

3.4.1.Select the desired rule to delete, in the left box playing"Vv"
3.4.2.Click delete, you can delete the corresponding shift

3.5. Sample:
Sample: In the “Overtime Type", the “Start value” is set to 30 minutes, it will
be overtime working hours after the overtime over 30 minutes. The
“Adjusted value” set to 15 minutes, “Round value” is 60 minutes. If an
employee overtime 49 minutes, because more than 30 minutes start value,
with 15 minutes of adjustment is 64 minutes, according to a 60-minute
round value, and the remaining 4 minutes less than 30 minutes the start
value, the ignore it.
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4.Attendance Rule of Employee
Rule Setting — Click “Attendance Rule of Employee

Do X | W O o
. Add Edit Delete Select All Unselect Al Refresh Close
Select Employee No. NHame  Dept. Name Rule

E0001 eileen Financial dep. [JOvertime
E0002 Jacky Financial dep. [JOvertime
©1  |eooos Rita Financial dep. [JOvertime
E0004 Jason |Financial dep. i[]Ovtrtin

4.1. Add Attendance Rule of Employee :
4.1.1.Click "Add” to add the employee to the rule.

Enployes Mol [ Seme Eapleyes
& [ ) [ ) oo s

Dept. Hame

Bule [J0vertine -

4.1.2.Click[... ] to select employee,Click on the right of the "Choose" button to

add bulk staff.
L ==

eptast| frrine 1 gty | el Blers

4.1.3.Click "OK" after setting the “"Rule”.

B 1y 8 The Best Support
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4.2. Edit Attendance Rule of Employee :
4.2.1.Select the employee that should be changed

Employee o, E0001 Same Employee

Choose Clear | Quick search

Hame eileen

Register Employee Hame Dept. No. Dept. N

Dept. Name [Sale

PR re—

4.2.2 Click "OK" after editing the rule

4.3. Delete Attendance Rule of Employee :
4.3.1.Select the desired rule to delete, in the left box playing "v"
4.3.2.Click delete, you can delete the corresponding shift

5. Attendance Rule of Department
Rule Setting — Click “"Attendance Rule of Department”

‘Do X | WM O | o |@

: Add Edit Delete Select All Unselect All Refresh Close

Select Dept. No. Rule
D00 1000 [RO001 ]General
00010002 [Jovertime

Dept. Name

R&D

5.1.Add Attendance Rule of Department:
5.1.1.Click "Add" to add the department to the rule.
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Dept. No. | Same Department

@ Single selection
() Cascade selection

Dept. Hame

Rule [lOvertinme - =71 [0001]Financial dep.
1] (00010001 )Sale
[] [00010002]R. & D

5.1.2.Click [... ] to select department,Click on the right of the "Choose" button
to add bulk staff.
5.1.3.Click “OK" after set the Rule.

5.2.Edit Attendance Rule of Department :
5.2.1.Select the employee that should be changed

Dept. No. (00010001 | Same Department

@. Single selection
: Sal
Dept. Hame e Cascade selection

Rule [RO001 JGeneral = =] (0001 JFinancial dep
|-{{7] (00010001 1Sl e
{F] (00010002]E & D

5.2.2.Click "OK" after editing the rule
5.3.Delete Attendance Rule of Department :

5.3.1.Select the desired rule to delete, in the left box playing "v"
5.3.2.Click delete, you can delete the corresponding shift

B [+ 18 The Best Support
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1.Function Module of Shift
Work Shift: Setting the shift
Shift Rule: Setting the rule of shift for one day, a week or a month.
Shift of employee: Individual units, rostering
Department schedule: Sectoral units, rostering.

ShiftSetting -

8=3 Hork Shift

# shift Rule

g, Shift of employee

@‘ Department schedule

2.Shift Setting
2.1. Click “Work Shift" of “Shift Setting”

[ = I

O L] O o >
Add Edt Delete  Select All Unselect Al Refresh | Close
Select  Shifts ID Fhifts Hame Morkang hows Overtine bows Autosatis Batching Sigrin 1 Sigeeut 1 Sigein @ Sigreat 2 Sigrin 3 Sigreat 3 Siprin 4 Sigrewt &

3.Add shift
3.1. Click "Add" to start adding a new shift

Shifts ID Shi€ts Nams el e sk
@ Single selection

") Caseade selection

[] hatonatic Matching

Shift Ahesd [T/In [7]Out Post Attendsnce Type ] (0001 IConpany
First 0 00:00 ©00:00 O I'_Il’l-tm-
M1n [out
Second 0 00:00 00:00 O [:]Dnmu.
[[In [out
Third 0  00:00 0000 O ] ] FLexibie
MIn [ out
Fourth 0 00:00 00:00 O :]Dnumq
Fin [Fout
Fifth 0 0000 00:00 O =) [F] Flexit1e

3.2.The word in red is required part, setting the working hours, confirm
attendance category to complete shift added
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Please note:

* "Automatic Matching" function is applied to the case law of all comparative work, Can use
this function if company have rule for Daylight Saving Time and Standard Time, or flexible
rule three shifts and two shifts, select the "Automatic Matching Shift" you do not need then
for staff scheduling. If the automatic matching selected, you will need to also select the
subordinate department.

® "Flexible”" means, You cannot work on this section, as long as the commute time is equal to
or greater than the working hours, that is considered as normal attendance.

Sample:
eg:

® "Automatic Matching": Shift of Daylight Saving Time is 8:00-17:00, shift of Standard Time is
9:00-18:00, Then set this two shifts and check “Automatic Matching” and subordinate
department on, you do not need other shift, verify or punch card around 8:00 and 17:00 at
summer, that is considered to daylight saving time attendance, verify or punch card around
9:00 and 18:00 at winter, that is considered to standard Tim. But, can't make time attendance
at 8:30 that at the middle of 8:00-9:00, it will be unavailable.

e "Flexible": if the shiftis 8: 00-17: 00, 9 hours, so if an employee was late, or there are special
circumstances, in accordance with 10: 00-19: 00 time to punch attendance, excluding
exceptions.

3.3. Edit the shift:
3.3.1.Check the shift need to edit, click the “Edit"

Shifes ID 001 Shifts Neme ALTO Subordinate departments
@ Single selection
Cascade zelection

7] hutomatiec Matching

Shift Abead [F|In [ 0wt Post Attendance Type [ 17 (0001 € ompany
First 120 0830 1200 30 [ General ~| | Flesible
M 1a [ 0wt
Secnd B 133 1TW %0 =) ] PLexibe
[1In  [T]ow
N T Se—|
FlIa [Flow
Fowrth 0 00:00 0000 O l v'ifi!!la:ibl.u
[1a [ 0w
Fifh © 00:00 0000 O | oij'jnmu.
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3.3.2.Edit the required modification of the time period, attendance type,
and shift name to edit the shift.

3.4.Delete the shift
3.4.1.Select the desired shift to delete, in the left box playing "v"
3.4.2.Click delete, you can delete the corresponding shift

4.Rule of Shift
4.1Click “Shift Rule" to manage the rule.

W

Do X | B O o | &
: Add Edit Delete Select Al Unselect All Refresh Close

Select Rule No. Rule Name Cycle unit Cycle

4.2. Add rule of shift
4.2.1.Click “Add” to add the new rule.

Bule Bs. Bule Hame

Sunday Nonday Tuesday Vednesday Thur sday Friday Saturday

[ o ][ Comeat |

4.2.2.The word in red is required part, set the Rule No., Click "OK" after setting
Rule Name, Cycle unit, Shift
Please note: It’'s needn’t to work if without shift.
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4.3. Edit Rule of Shift : Shift of employee[Bulk schedulingl ]
4.3.1.Click "Edit” which rule that should be changed. e o1 -l
Bule Wo 001 Bile Nane  EEETTENN Cycle mit Task v|  Cyele ¥ ] [ Choose ] [ Clear ] Quick search Enter employee number or name, press the
Sunday Bonday Tussday Tadnesduy Thur sday Fridey Satarday Bsgiztes Foploss L Raptle: Reptoling
[ By R | (e N | [T e | [Tt e | [T N | -]
e
4.3.2.Click "OK" after edit Rule Name, Cycle unit, Shift

| cmea |

4.4 Delete Rule of Shift :
4.4.1.Select the desired rule to delete, in the left box playing”Vv"

5.1.2.Select the“Start date"and“End date"to set th iod for the scheduli
4.4.2 Click delete, you can delete the corresponding rule = el R ANCTENCORE MBS S PRRaG SIS e s ting

5.1.3.Click"Choose"to set the employee who should be on this scheduling,

and click"OK”
5.Set Shift of Employee hoose Employee == g —o
Click "Shift of Employee” into the shift. (Aessmting e Bepariasas] According o Taplopes | Selsct Bepleyes
‘m------«'l':-g-"_.l —— — = T . e :;“Tm”;”:: 1 Bagiter | Eapleyes  Neae Dept. ¥o Dept. Hame
e & %mn:-m 2 2 |Eooe Jacky | 0001 [Compuy |
] (E0003]Anna 3 3 EODO3 Ao 0001 Conpany
] 100010001 ]5ale
5.1.Bulk Scheduling Setting:
5.1.1.Click "Bulk Scheduling” to set the scheduling
| thn Claar
(o ) [ema ]
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5.2.Edit Scheduling:
5.2.1.Select the desired scheduling of personnel changes, click "edit" to make
changes for personal scheduling

= - — =

5.2.2.Click "Save" to finish after edit the rule

5.3.Delete Scheduling:
5.3.1.Select the desired delete scheduling of staff
5.3.2.Click Delete to delete the scheduling of the month

Please note:

“Automatic Matching™: If have used automatic matching, the “Shift of Employee” and
“Department Schedule” shouldn't set, just need to set the shift, the attendance will be
automatically set to the shift.

Sample:

The shift is 8:00-12:00 you punch or verify at 7:56-12:03, needn’t to set the
scheduling, the attendance will be automatically classified to this 8:00-12:00 shift.

6.Department Schedule
Click "Department Schedule” into the setting interface

_45- The Best Support
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—————

Department schedule{Bulk scheduling]

Start date WE-11-01 ~ End date 2015-11-27 Shift Bule |[001)Genersl =

=11 (0001 JCompany
71 (00010001 15ale

@ Single selection I

: ok || cecar
() Cascade selection

6.1. Bulk Scheduling setting:
6.1.1.Click "Bulk Scheduling” to set the scheduling
6.1.2.Select the"Start date”and"End date"to set the period for the scheduling
6.1.3.Click "Choose” to set the employee who should be on this scheduling,
and click “OK"

6.2. Edit Scheduling :

6.2.1.Select the desired scheduling of department changes, click "edit" to
make changes for department scheduling

RN Sm——. S

 t—t. B ]

6.2.2.Click "Save" to finish after edit the rule
6.3. Delete Scheduling :

6.3.1.Select the desired delete scheduling of staff
6.3.2.Click Delete to delete the scheduling of the month
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Analyze attendance data: Analyze attendance of data, that it download from device. 1.Analyze attendance data
1.1.Click “Analyze attendance data", Follow is the operation screen.

Original records log: View all of original records data

Attendance log: View all of attendance data Analyee attendence doto N =

Daily Report: View all of employee register records per day |otdse | EETD D Endome 051126 @~
Monthly Report: Staff attendance record month summary © Alemployees
() Select Employee

Monthly Report of employee: Cassette Report

Data Help

5 M =
3 Register Enployee Hane Dept. Ha. Dept. Wame

2 " Y [
Dept. Setting Employee M, Analyze dance data Monthly Report of Employee | About | Exit
oy Dt 2| seuce arace
SDW‘ Setting B B X - = ) @ Manitor

Add Edit Delete | Synch Time Machine Information | Retrive Data port
sE'“P'W“ Management Select Machine Ho.  Comnection IF or Domain Port Busd rate /Connection pi
a N B § 5B | |
[Ci Lt 192, 168, 8. 148 5005 |

7 Emeloyees Staasical Chars

Rule Seting ’ s |
Y Attendance Rule - =7

4
1 JCalculate Rule

g Aftendance Rule of Employes
o e 1.2.You can choose start time, end time , all employees, select employee.

e

T viork s 2.0Original records log

st 2.1.Click “Original records log”, Follow is the operation screen.
@ st of employes

" Export Print Extension Refresh Close

i

ey httendance time  Machine  Hegister Enployee Hane Dept. Ho.
- Date 20151101 T
[. Atendance log
P cay g 2015-11-27 @~

ram
w ) Monthly Report

‘3'7' Manthly Report of Employes E |

L)
—
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L B A T
Eipor et baenion Rk Cloe
TR Ergloeein « e Dt DeotMams Dt lchmb VekMods  DMod weyegreds Rk
g rd
Enn Hod MO Gogey DTN 1 Fealek | O Faw
R [rem e Hesl O Corgay  ASTMNZTE 2 Feelwh | O Fam
i — e B M Cogwy  WSTMMEN 1 Felwk | 0N Fam
— ) Gy O Corgay NSNS 2 Fewwwh | O Fam

2.2. You can choose start time, end time, employee, department.

Notice: It will show all of employee, if you have not choose employee or
department, then click “Refresh”

3.Attendance log
3.1.Click “Attendance log", Follow is the operation screen.

w e T .| o | @
Export Print Extension Refresh  Close
Attendance 2015-11-01 E~
20151127 O~
- (-]
(i« v:: (-::-b-' M-ud Cgu
samvisron LB 1101 3 mplyeebc  Nome  DeptMo DeplMameendenceds 1 2 3 4 5 8 7 & & 1

3.2. You can choose start time, end time, employee, department.

Notice: It will show all of employee, if you have not choose employee or
department, then click “Refresh”
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4.Daily Report
4.1.Click "Daily Report", Follow is the operation screen

JENCANCES & X
Moo 8151141 W T e O T gy et Pt
MET L
s et = o R i ey e ——
R e e e
= S e | ey e s
- o | e bt 8 e
] e e e =
st E0000  Mww | 0001 | Comeww IBTMOE Bum Pk Embnd.
B T Ha 001 Cormpan 0151008 M i it
M 200} = ‘2001 Compeny 20121410 Tes Mot Ensciad
vt el Hamt 00 Comgpey 20151511 Wed Mot Emeciiad
B Epan e 0 Cormparn WEI41E Toy Mt £ meied
Ll Ham a0 Corpay 01113 Fo Pt et
e T e e
) g o S e
BB Hew | OO Compew J0IETRIE Man L
e B MR e S —
e el T R =
e e —
e [ P e
= B e S Fr=
Epan Hawt 0 Compar 216 100E Mo Mot Emeipd.
L Ham Ll Cormpan 0181050 Tew i nd.
T S T A T T 7 hE——
4.2 .You can choose start time, end time, employee, department.
4.3.You can choose “Ask for leave “, “Leave early” and so on.
Notice: It will show all of employee, if you have not choose employee or
department, then click “Refresh”
5.Monthly Report
5.1.Click "Monthly Report”, Follow is the operation screen
P o @-T el
Emport fuet | Eerson | Arbeh  Cione
T W o M g Do Dokt et ' e ':":,"2“': 5 :“"ml:qh;l:
- = e [ wee | 1 [on oy imennn [ ] [ [ [ [ali[mwli]
[——— Tl

5.2.You can choose start time, end time, employee, department.

Notice: It will show all of employee, if you have not choose employee or
department, then click “Refresh”

6.Monthly Report of employee : Cassette Report
6.1.Click “Monthly Report of employee”, Follow is the operation screen
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R System Right: Setting competence of staff to use this software
g —. e AT e e e Modify User password: Modify user Password
et = . o Database Backup: Database Backup
e a — Database Recovery: Database Recovery
" s Database Update: Database Update
= an e Database compression: Database compression to reduce storage space
| rertres Data Clear: Data clear
LK. Mt I System Management IEmployee Data  Attendance Management Help
™ [rer— 5 s & “‘ ,?
L e : Dept. Setting Employee Management | Analyze attendance data Monthly Report of Employee | Abou
o o [er— aDeptSeﬂing 0 j > | .. . [} . ..
2| 8n ] - Add Edit Delete | Synch Time Machine Information = Retrive Dal
e s 8B erpioree Manzgemer Select Machine No.  Connection IF or Domsin Port Buud rate
e e a Resignation Management El .1 (=8 1
proe A e LA 192.168. 8. 143]5005
U i i e e T Ervloyess Saisical Chars
6.2. You can choose start time, end time, employee, department. {4jp) Attendance Rule
-‘.:,:Calcuhte Rule
Notice: It will show‘all c“)f employee, if you have not choose employee or B endnce Rule o Envloyee
department, then click "Refresh
Aftendance Rule of
Department
Shift Setting
=P \ork Shift
1@ shift Rule
& siftof employee
:if Depariment schedule
Report Management
Attendance time Machine Register Enployee Hame
“_Analyze attendance data
Ef_!' Original records log
s 9 Attendance log
"™ Daily Report
_-JMomﬁly Report
{73 Monthly Report of Employee
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1.System Right 2.Modify User password
1.1.System Management ->System Right Follow is the operation screen 2.1.System Management ->Modify User password
D ® x | W O o O Modify User :
- Add Edit Delete | Select All Unselect All Refresh | Close [
Select  User ID User name Description Default Oid PWD
- v
New PWD
Confirm PWD
1.2. Add User Ok || Cancs |
1.2.1.Click “Add", Follow is the operation screen

3.Database Backup

3.1.System Management -> Database Backup
Password |Maaivun 10 characters I
Corfim PWD | Backup path, press the buston on the fght to change |
Description G:\Taurus V3.0\Database'\ )
Rights liadsle Sub-function  gelect o] [Lcmea ]
Add B
:?— 4.Database Recovery
= 4.1.System Management -> Database Recovery
Synch Time | ,,, .
Machine Inform. ..
Retrive Data Database Recovery
Start monitoring | B Detabase
§ ~ Dutebuss buchugy s, sutact S by cick ho bafien o oo ight (8] Tauus11272015115326 mdb
G:\Taunus V3 0\Database' Taurus 1272015115326 mdb E ‘:D ::‘:l
[ seectAl || Unselectt | [ ok | conce | 5. Fomoush )
o | o
| |
1.2.2.Notice : Red fontis mandatory input |~ 8 Aditemp gresto

%) Axinterop gprolib dl

1.3.Edit user
1.4.Delete user

Attendance time  Machine  Register Eaployes Name Dep!
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5.Database Update
5.1.System Management -> Database Update

1.Attendance Management Model Function
Overtime Register: Sample: Holiday Overtime, Weekend Overtime, Normal
Overtime and so on.
Holiday Register: Sample: National Holiday, International Holiday and so on.
Ask for leave Register: Sample: Sick Leave, Marriage Leave, Pregnancy
Leave and so on.
Manually Attendance: You can use this function, if you are forgot register.

6.Database compression : 2.Holiday Register
Explain: Database compression to reduce storage space. Attendance Management — Holiday Register
6.1.System Management-> Database compression Follow is the operation screen
‘ \ B & X s o
Add Edit Delete  Select All Unselect All | Refresh = Close
@ Compress database success. Select Name Start date End date
2.1. Add Holiday
YES
Do X = O o O
Add |Edit Delete Select All Unselect All | Refresh Close
7 Data Clear Select HNane Start date End date
7.1.System Management->Data Clear
Data clear | Name
S —— — Sat date 20151001 B
Statdate 20150101 [~  Enddae HEE1127 [~
Enddate 20151007 B~
Please select data to clear
Shift of employee —T—
PSR deome | e
Holiday Register
Ask for leave Register
el 2.2.Edit Holiday
/] Onginal records log - —
= D] & ) g
gmh’g Add| Ed_;t L’I:u S-l-EAJl Unselect All Rnf?ﬂh Close
Morthly Report Select  Neme Start date End date
| Select Al | | Unselect Al | | ok || cancel | -
Rt date 20151001 @~
Enddate 20151007 o
7.2.Select the start time and end time to clean up the data , Choose the need
to clean up data items m e )

-55- The Best Support The Best Support
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9.Attendance Management

Manuel of Attendance Software

2.3.Delete Holiday

B a] X

i L O
| Add Edit [Delete | Select All Unselect All

o @
Refresh = Close

Selact  Nene Start date End date

0 Confirm to delete the seleted data?

YES

3.Ask for leave register

Attendance Management — Ask for leave register Follow is the

operation screen

» T .| ® ™
Doiete  Eatarsion * | tobect A1 Unslect 4 frent |

] E—

n oemoezin &

T L T Bese he DD Oestion Tiae

3.1. Add leave register

3.1.1.Add — select employee, date, reason — click “OK"

@1 D|e > s
t Print | Add |Edit Delete = Extension

Select All  Unselect All

R ? h Quick search

RO I —
Nane

Department

Start date 2015~11-29 08:00 &
End date 2015-11-29 17: 20 '
Ask for lewe
Reazon

Same Enployee
.
Begister Enployee Neae Dept. No.
‘| m ] ’

-57-
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3.1.2.Please note the word in red is required, click “Choose” to add more
employee if they have same leave attendance.

Ak for e Ragiterfid Chooe fmployee &=
Spteres B ] Saleet Baployes
a "—1,,,_ [ Clew | o [ hepster mploe Bee S B Begt e
- [0 10k
LR Baployee L 1 e 3
[
Pt date  I0IS-1109 0 00 T [roee——r—
L) Dm0es Jestonn |
B date s-1108 1T B Smem &
PR =1 vy re——
L
‘ s
|
—
) 0901 ol @ |a — &
Gpart Port  Asd fdit Deleie  Extemion  Select A Ursslect A1 efrent ‘ | Oose
l:ill::i,--dh Fedeet Boplowes e Bee  Bun B Ds e nb fr e Bt dwie e b Tt B Gparstie T
i 2
& tmomlniee
3 Mmoo 4 G ™ Q01 il dop 3k Lo S O AL 120 s
a ﬁ:‘ll r L) Taven 001 inamial ey IS Lo SOSID0 0B 00 IMS-UIE 1720 - MmN E N

3.1.3.Please note: the software will show Error if have repeat setting.

Attendance software V3.0.6

Error details:

The Best Support
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3.2.Edit leave register 4.1.Add overtime register
3.2.1.Select an employee —Click “Edit" — edit the date, leave type, 4.1.1.Click “Add" — select employee, set date and reason — click “OK”
reason — click “OK” after settin e ;
a port Print A Em'nrsion : Sele: All Unselect All n:m Quick search [
B Ask for leave Register

= x T .| W O o 3 —
Delete | Extersion ™ | Select Al Unselect All | Refrush | Qcksearch| ey ] Seas Balorss
i .
Eeployes Ho o SEE o Begister  Eaployes  Neme Bapt. No.
3 Ch 1] lews J Quick search
- i Start date  2015-11-29 08:00 3
Depertaent | (0001 Finsacial dup Reglstrunl Tuplepeasiline . H 1 e TR TE "
Start dat TE-11-29 08:00 -
yhtes . o e
End date 2015-11-29 17:30 )
[¥] Barly mirmtes allowed 0
b e =il
Beazon
Beason
L [ J »
|

4.1.2.Please note the word in red is required, click “Choose” to add more

3.3.Delete leave register
employee if they have same leave attendance.

Select the employee — click “Delete” — click “Yes"

L e
‘ - o -
B S0 | A | | . ks feadnons G

P B & D ol x . = O ¢ - P gy
. Export Print | Add Edit| Delete || Extension Select All  Unselect All | Refr

=-Of [Q

— @ [EOO04]1Tasom 4
£-C& [00010001]5sle
| [E00D1Jeileen 1
L.On [000100021R & D

"
Cione
e L Dot duis  Tiocin s smves d3ieeee simin QL Busa  er T v T
AL lnasisd g KASIS Omarnia G311 A0 NS e B e =
M inaich ey A} Cournia BN M BAGUE AN e H L ¥

4.0vertime Register
Attendance Management — overtime register Follow is the operation screen

P @ | D o@m X | T i

Jom o 2 T
Suluct Al Unaaioct A | Rofrosh | Pickosaech] || o,
Salect Bmpluyws Bo  Famn Dupt Fo gk Nwws Orartime s Start date Bed dnte Figrin- s

& 001 Jeilesn 1
A 0001000218 & 3
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4.1.3.Please note: the software will show Error if have repeat setting. 4.3.Delete overtime register
' i Select the employee — click “Delete” — click “Yes”

Attendance software V3.0.8

;B g0 of X
: Export Print Add Edit] Delete | Ext

| i [E0004]Tason 4
EI <& [00010001]Sale
| o [E0001)eileen 1
----- Oﬁ [00010002]R & D

5.Manually Attendance
Attendance Management — manually attendance Follow is the operation screen

.| T [
e L ] N -4

et Bl B Bus Dot B Bt Fme  Abedmos e Bewk fow D Dparwtin T

Cn (oonioenzle & 1

4.2.Edit overtime register
4.2.1.Select an employee —Click “Edit” —edit the date, overtime type,
reason —click "OK” after setting

P - - - 5.1.Add manually attendance
B e - 5.1.1.Click “Add” — select employee, set date and reason — click “OK”
s ::: [ .‘..._1":“"":__ ) o [Se— TR e S RS o ) Manually Attendance

Tepwrant by

' = 2 X S m (]
: Export Pn Edit Delete | Extension Select All Unselect All | Refresh Qulckseun:h:

T T rint

[yres M e

el L T |

E r— »
gy » Employee No.  EOOO2 (L] Swne Esployee
o= Hame Jucky m Quick search

Register Eaployee Hame Dept. No 3

Department [0001)Financial dep.

Attendance Lime2015-11-29 02:52

I = Remark

>y

[ hbos || Gew

L= J[ coa |
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5.1.2.Please note the word in red is required, click “Choose” to add more employee
if they have same leave attendance.

) Marualy Attendance
" - ] - x b g - o . >

Export Print | Add Edit Delete | Extension | Select Al Uselect Al | Mabeush |5 L | Cow

o Viamsally AeeorcetAdd) T
Enplayes B oo (] S Empleyes Faledt Baglores
s Juckr Chesae I Bagantar Engloyes Sma Bapt. Na. Bapt Bame
Bopwtawn (0001 Finencial dup. ]
A tandancs L 005-1109 02 W
Reswk

=
I =

Dept. Ns. Dept. Hame

[E0003]Rita 3 ! ! |
[B0004)Jasen 4 4 ED004 |Tasen 0001
&[] 100010001 )54l
[ (20001 Jeileen 1
[] [o0010002]K & D

‘!imid.
Fimancial,

(= J{cmen ]

Balact deplorr B Bwn bl B Dyl Bee  Mbndocs mr bwwk  Fer D fywviion Tiee
Irmeae 3
% oA lfam & CREC Bata W inwcial gy N1 AL L]

F OB e | M eeid s mumam
el faidean ¢
g

o msamoEma

(2
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9.Attendance Management Manuel of Attendance Software

5.2.Edit manually attendance

5.2.1.Select an employee —Click “Edit" — edit the date, leave type, reason

— click "OK" after setting

) Manually Attendance

x s L O o Z 13
Delete En;?;iaﬂ' Select Al Unseloct Al | Reesh | Qicksesrch [ ]/ iy,

Enployes Mo, |BOOOZ we Esployue
Fume Tacky hoose || Clewr | Guick ssarch
Lom &mu:;:;‘:‘: A Departmant [0001 Financial dap Regizter  Eaployee  Name Dept. Ko
Attsndance UimdBHE-11-29 02:52 1
Remark

5.3.Delete manually attendance
: @ | Db o) X
. Export Print = Add Edit| Delete | E
E|C€ [0001]Financial dep.
-4

& [E0003]Rita 3
g [E0D04]Tason 4
=-C& [00010001]Sale

- @ [E0001]eileen 1
“-& [00010002]R & D

Select the employee — click "Delete” — click “Yes"

The Best Support
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1.The device can’t connected
If the device can not communicated with USB communication: first check
whether the machine is the latest program, fingerprint machine can check the
firmware version, fingerprint machine supports the communication with FK454
and FK354 lead firmware; face machine if with "+" symbol of machines are
supported.

TCP /IP communication if you can not communicate: Check the attendance
standby interface communication icon is red x, please check if there is routing
and network cable, red x mean no access to the network; use WIN + R input
CMD, ping correspond attendance IP address of the machine to confirm
whether there is proper communication and IP conflicts, IP addresses can be
automatically obtain IP function (DHCP) through attendance to obtain an IP
address; also need to check if attendance is attendance newest programs.

2.How to set night shift The BeSt SllppOl‘t
Sample:
on-duty at 6:00 pm, off-duty at 2:00 am next morning, the shift is: 18:00 -26:00
Please note: Please plus 24 hours to off-duty hour for overnight shift.

3.How to calculate the ruleless shift
Sample:
working hours: 8:00am - 12:00pm, 14:00pm - 18:00 pm, according to the
provisions of the company sometimes need to work overtime, sometimes do not
need to work overtime, irregular overtime, overtime from 19:00 The basic hours
is two hours, there may be more than 2 hours, there may be less than two
hours, please shift is defined as follows:
First: 08:00-12:00 general attendance
Second 2: 14:00-18:00 general attendance
Third: 19:00-21:00 overtime attendance (Kindly choose overtime type)
Please note: the overtime type is in “Calculate Rule”

4.How to shift the ruleless working hours?
Sample:
Have two shifts, as below:
Shift 1:
First: 08:00-12:00
Second: 14:00-18:00
Shift 2:
First: 09:00-13:00
Second: 15:00-19:00

These rule shifts you select automatic matching, two shifts had to check

Please note:
Be sure to select the department where the employee with these shifts belong to
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