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Chapter 1 Software Setup

1.Clever Access 3.0 installation
1. Click on the Clever Access 3.0.exe installation file to begin

Welcome
Welcome to the installer for Clever Access 3.0 3.0.0.

It is strongly recommended that you exit all Windows programs
before continuing with this installation.

If you hawe any other programs running, please click Cancel,
close the programs. and run this setup again.

Otherwise, click Next to continue.

SEec: | Ned- 1 Cancel

2. Click “Next"to continue, “Cancel’to exit setup.

E. Elever Acoess 30 Selup W
iy "'~1“
Lher Infermation "‘-:'ﬂ' -

Erteer wouor usesr rformabon ard choke Meod 10 continue. -' !:
| MNiame.
| [user |

Company:

ook | o ][ o

3. Write Name and Company and Click “Next” to continue,
“Cancel” to exit setup.
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4. The default setup directory is C:\Clever Access 3.0, you may change
to another directory by clicking “Change”. Click “Next” to continue.

| B, Clever Aocess 30 Setup =
~s ey

The ghaAcul koni will b craated in The folder indhc abed below . I pou dont wiand B3 usé the Jefaul
Tedder, wou can ether bype @ rew name, o sebect an eosting folder from the Is

Sheotcul Folder
Whhere mooid you Be the shodouts b be instalad?

St Fosder
[Dhewer Aceeas 30

) et et fox cumen umer arky
(o) Mighoe shostouty avasilable to o Lsens

<iuck | [ Moty ] Conce

5. Select to create shortcuts on Desktop and Startup Menu,
Click “Next” to continue.



(1B, Clever Aceess 105etup x
Fmacdy 1o irdall e o
Youu are o mesdy to install Clewer Access 1.0 3.00

The instaler now has enough infomation 10 instal Clever Access 1.0 on your computer,

| The folowing semngs wil be uasd:
Inalall folder: & \Dever Access 10
Shertout foider.  Clerver Acoess 3.0

| Please ek Mol B proceed with e iralalalion

ok | [ Bty ][ oeed

6. Click “Next” to continue, or "Cancel to modify the Install
folder and Shorcut folder.

Installation Successful

The Clever Access 3.0 3.0.0 installation iz complete.
Thank you for choosing Clever Access 3.0!

Please click Finish to exit this installer.

7. Click “Finish” to complete the installation

To open the program click on the desktop shortcut with
administrator privileges.

aner3g
&
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This brings up the Login Prompt.

= Clever Access 3.0--User Login

’i’era

Cam3.0

User MName: “admin

Passwaord: ‘

For first time login, User name field is admin, password is empty.

Then enter the main page, select [T Mavigation to show operation guide.

Otherwise, it is blank.
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Chapter 2 Operation Flow

For fingerprint terminals, you should first register users and
fingerprint on the device. During registration, keep note of the user
ID and the corresponding employee’s name to fill out the rest on the
software.

For card reader only models, the proximity card’s number can be
manually entered within the software (or download from terminals
after registration)

2.1 Modules

Our software comes with 4 modules: [HR System]). [Attendance
System]. [Access System]. [System Management]

1. [HR System]Here you may find company information, department,
and view/edit staff information

2. [Attendance System] Manage the shift, define shift patterns,
holidays and assign shifts to the registered staffs. Here, you may
generate reports monthly, daily reports that could be
printed/exported.

3. [ Access System] Access System includes time zone, lock
combination, rights allotment, device management, real-time
monitoring, rights report, access details, button event report and
alarm event report.

4. [System Management] Change password. User Management.
System Initialization. Duplicated original date processing. Compact
Database. Backup Database. Restore Database. Clear System



Clever Access 3.0 Manual

2.2 Software Setup Flow

Login : Change Staff Device
Password : Information : Setup
Staff Set Shift Rules Shift Add
Schedule Definition Emplovee
J L
Total :) Data :) Original :) Data Analysis
Schedule Collection Report

JL

View Reports

2.2 Software Initial Setup

For fingerprint terminals, you should first register users and
fingerprint on the device. During registration, keep note of the user
ID and the corresponding employee’s name to fill out the rest on the
software.

2.3.1 Set up Administrator

It is highly recommended that you begin with changing the password

(For first login, administrator password is admin, password field
is empty ), If the intended use involves multiple users, we
recommend creating accounts for each of the users and customize

their respective permission within the system.

2.3.2 Create personnel files

A. Set the company information, note that the company name is the
head office of the whole system;

B. Department information: the department is classification of
employees. If there are multiple work schedules within a department,
it may be helpful to create sub-departments.

C. Staff information: Here you will find general personnel information
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The required fields are Staff No, Staff Name, Register No.
(Fingerprint Register No.), Join Date, and Department.

| Important Notice: |
[Registration No.J within the [Staff Information] menu must

match the ones on the fingerprint attendance terminal.

[ Staff No.] field must contain only numerical characters to
function correctly.

[Join Date): The attendance will only keep track of staff starting

on the Join Date.

2.3.3 Pulling fingerprint records and Registering staff name to device

For the fingerprint terminal, every user must consist of a UserID
its corresponding fingerprint template.

The stored fingerprint templates can be pulled from “Device
Management” on our Desktop Software. This will create a copy of the
database for backup purposes as well as enabling mass
deployment of the user list to multiple terminals within the vicinity.

Connect to the terminal through [Device management]:

A. You may view device information of the terminal such as number
of users, remaining fingerprint capacity, and also set

certain parameters.

B. Download fingerprint information from the terminal to the
software;

C. Upload Staff Name to the fingerprint terminal. (Prerequisite of
existing fingerprint records and Staff Names on the CA3.0)

\Important Notice: \

For select models that connects to the computers via RS232, the
baud rates of the software AND the terminal must be adjusted to
match for proper operations. The default baud rate is 38400 bps for
most models and can be changed in the “RS232/RS485 download”



Clever Access 3.0 Manual 10

sub-menu on the terminal.

Important Notice:

If you wish to download through USB cable, you may have to install
the driver which can be found on the CD within the “driver” folder.
Once you have located the file, double click it to run.

Important Notice: ‘

For download through TCP/IP, the IP address of the terminal and
software must match.

* Any of the above communications can function properly only if the

parameters on device and software match

2.3.4 Shift Definition

For the software, “Shift” refers to the set of rules for time intervals

during which the staff is expected to be present. You may set the
arrival time, departure time, late in, early out, definition of absence,
definition of overtime, and so on.

Consolidate all the possible work shifts for a day, then create your
shifts such as day shift, nightshift, long day shift, etc.

2.3.5 Shift Pattern

This section allows you group a pattern of work shifts (using the
shifts defines in “Shift Definition” over a certain amount of period
whether it is by day(s), week(s), or month.

Fields set within Shift Pattern, and Shift Definition is the basis of the
data analysis function.

A. Shift Rules:

Select the proper Period Type according to the pattern’s cycle. For
example, one of the most common shift pattern is the weekly
Monday to Friday work week (see figure below). And for another
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instance, joe an external contractor who was hired to perform
installations on a new worksite for 3 days, the “Daily” period type
might be helpful with the Schedule Period set as 3.

| o £ ol % =,
Aeiad(H Madhlf . Dbl [ =]
TR raame Marmal GEoup Eewmin 1 Typs  |wasiely = lismnak

Mendey [P
Toidiy [l
Windissal [(Fld
Trursdmy [Fomd

Frdeny o]
-3

Hoi |nlr'- |r\-rW|1;mr- Araravi I
1 |Pemmal Geoag | ol Ll I

B. Shift Allotment:

Shift Allotment is where you would officially assign a shift pattern to
a staff. Be sure to assign the starting and ending date.

C. Total Schedule

If everything is set up correctly, you may do a final check of staff’s
assigned schedule in a monthly view.

e R :' Wharnih 1 Stait Fin - | 1 Hame: |
- Compary
it Grdeschie
-
& ] 4 El li C u
|Fh:' |Mesrred Humngd Hizmral Heamal ILI'.-“-:J |Fnl
3 il 11 12 13 14 15
W Fiest [Homnal  [Mesmal Hiwmal [Ficeral [hizarad [Fiet
e 1§ i7 18 1 = o =
Fh-u | Mol Howrmal Hiwruel Hicnrusl -.ih':ln.li rF:-:I
& ] 5 % 27 2= o]
[Flase Mo Ml Mainal [Hainal [Reimal [Feit
A A
(Mot [Noms

2.3.6 Device Management

After downloading the fingerprint templates from the terminal
into CA3.0 and uploading the staff names to the terminals,
employees may begin to clock in.
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The CA3.0 administrator is responsible for downloading the
data from the terminal to the CA3.0, then perform the built-in data
analysis.

To download logs into the CA3.0, go to “Device management”. Look
for the option button in the bottom right corner to select between
“All Record” or “New Record”, then click on the “Download Record".
The “New Record” option downloads only new records since last
download. “All Record” option will download all records on the
terminal and may create duplicate logs.

2.3.7 Data Analysis

The process flow of the attendance is to collect time logs of
staff's time in and time out compared against the shifts assigned
through the software.

Below is the logic flow chart of the attendance system

Staff Data
Raw Records Shift Definition. Shift pattern, Shift
(From terminal) Allotment, leaves, holidays, etc
Data Analysis

Generated Reports
(Daily, Monthly, etc)
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2.3.8 View Reports

After data analysis, you may view reports.
Chapter 3 HR System

3.1 Company
Click [Company] to edit the fields (see figure below):

Conpany

e B G
MiodifLl).- g

Comvgusrg nusrey | LT

Bk | Mg

Tomphores |
Compary kg
Tigelhek 18

Fax Ma bt i EAgR

Begin by clickingl Modify ], Enter the company name (Mandatory field,
you may use abbreviations), address, phone number, etc. Click
[Savel to finish.

3.2 Department
Click [Department] ,then [Add] or [Modify] .

& Fd }: = L, =5
S, Pt esclibyLl).. DeletalDN]). PrimtiFiL.. Exm{E)-
g Ma [Frriral Sugerret D .-E
Lhmnd Y sves |I'lllll-n' [N

TprWheie e nodde = parked, the kewer depadment of e depadment o aedded

Mo, DA Mo | Liggd N arme Sugens Depl v
1 Qoo | e
] oz | st | Compars

Company is the superior department of the main (first tier)
departments within the organization structure. Furthermore, new
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departments can be created as a sub-departments by choosing the
proper Superior Department in the dropdown menu.

There is no limit on the tiers within the organization structure.
However for simplicity and convenience, we recommend no more
than 4 tiers of sub-departments .

Steps
1) Add Department

Click the [Add] button, and enter department number, department
name, superior department, and the manager. Click [Savel] to
finish.

Note: Superior Dept. is a mandatory field. With the exception of the
headquarters, every departments and sub-departments must have a
superior department.

2) Modify Department

Click the [Modify] button to edit the fields, then click [Save] to
finish.

3) Delete Department

Click [ Delete] to remove a previously registered department.
However if an employee is assigned to a department, it cannot be
removed

4) Print

Click [Print] to print out a list of the departments.

5) Exit

Click the [Exit] button to return to the HR System main menu.

3.3 Staff Information

Click [Staff Information] to begin editing staff information.

# » 8 = -
AddBl  Modhll  Oeesli Birelf] trportll GoporD ol

| apck Conddora I nlamston  Cigll Code | - #| | [

P Covpiora " » | Coint | Pometid | s G
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This module is responsible for keeping your staff's information on
file.

3.3.1 Add Staff Information
Click the [Add] button to bring out the editing window.

i § it indormation I Pty
|.’||:|" ::|'. [0 (#2111
Mz Inkamgton Dt Irnfioninaboini
Fril ruifm !
CadPa Faumrend
ot [Eoupar ] [

e [T = (FINFE PN Fressepmesy = Bk o [ s

[omameny - Al Pt (1o Paidion

To ensure proper operation, the Staff Code, User ID, Name, Dept, and
Join Date fields must be filled in. Click [Save] to finish.

[ Staff Code]: This is the number assigned to a staff within the
CA3.0, not the attendance terminal.

Note: All data on the CA3.0 are indexed by this number, altering
the staff number afterwards will disassociate the collected data
from the intended staff if not handled properly.

[User ID): The User ID set on the attendance terminal. They must
match for normal operation.

[Join Date): The CA3.0 only process data starting from the Start
Date, so for certain scenarios, you might want to intentionally

adjust the Start Date.

[Leave Date]: This field is more key for access control purposes.
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On the leave date, this employee loses permission to unlock doors.

3.3.2 Modify Staff Information
Select the staff so it is highlighted, then click [Modify] to begin,

§ Sl doemation - —_— - e
u —y i
Sarwe5l Emt{E)L
Brarie. Irbermation | Copebad bty
Caal ke | (OO0 e 10 |00 Pk s G P
W | ‘eophes = ] Pz ren2
Tep e -!'I'_".-'.".'.".']I.; Farnitnr |

Gantes |Fomain 3 LT re—— \ Einh Diate [ D611 /2008 =

2s |50z - - Lo Bt
: Expand Dropdown Menu o e P e

You may also use the Search Tool to filter the staff list based on the
mandatory fields of staff information and gender. Select the field
with the left dropdown menu, then select the logic
comparator(=,>=,<=,etc). Finally enter the desired value in the
rightmost textbox. Click [Search] . With the filtered user list, you
may now click the row corresponding to the staff, then click
[ Modify] . The remaining steps are identical to those outlined in the
[Add] section.

3.3.3 Delete Staff Information
Within [ Staff Information], click to highlight the row of the staff (you
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may use the search tool or the company tree on the left to help
navigate). Then click [Delete] .

Tip

. Areyou sure you want to delete the staff? (to delete the schedule,
__I; record, monthly report, daily report, abnormal record, leave record,
overtime registration, reapplication clock record...)

The prompt (above) is a reminder that deleting staff will also delete

their data.

3.3.4 Print Staff Information

Click to highlight the staff or select multiple staffs, then click[Print].

A print preview window will pop up. Click the printer icon to print.

Staft Personal Intormation

Date AIS0504

Seaff Cods QMO

Departrant Corpany
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Uit Iy DN

Cod o

St Ty Jowr Dta 3000000400 ivarhag sl
Tk Halsralty Peraturs

Ko Bith Daie Bediseal

Shalf Ty T wepiere Dahecation

LGighadle H bl Shabun Llrwramisd Plesild Conciey
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Sl Ficleiiam
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3.4 Parameter Settings

This section allows you to add new categories as well as create
preset items for fields such as Education, Position, Title, etc, so that
they could be selected from a dropdown menu when inputting
detailed staff information.

F
AddiNL.  Modifpll.  DeletelDl.. Exiti...
S Typn | Educsten | Noboraly | Rowdence Poston | Tie | Poscd Sl
Mo | Ham= |r":||"-"¢
Ha Mo | Harre
1 o Ocial
2 oo Pt dirree
Steps

1) Add Parameter Setting

Click the proper tab to begin, click [Add] to create a new preset
item. For instance, under “Education”, you could add “Bachelor’s
Degree”. When you're done, click [Save] to finish.

2) Modify Parameter Setting

Click to highlight the proper row to begin, click [Modify]l, make
changes in the “Name field”. Click [ Save] to finish.

3) Delete Parameter Setting

Click on the list to highlight the item you wish to delete, then click
[Delete]. When the prompt appears, click [Yes]or press ENTER to

complete the operation.
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Chapter 4. Attendance System

4.1 Default Shift

Below is the pre-existing default shift that exists in the system.

Pl
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1 T Vo Bt Bt Az Usadl s [ =
e T L T e S T T il s g o B i o el
Teguty vl Drzimse Hoa
T bk TEAIE] LRSS N SATES Dy R R L e B e & Cewam)
T veal ‘s hilan ity
el
& i [ ety D Ty [T e T ey
Seliariey Swrian
™ iy sk sbemoor of okl ey ™ Mg sod. shemaar oF bk ol g B tmerng | | & aems
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Bl dedtmdl i el b ] Vv b ww e

4.2 Shift Definition

Within[ Attendance System ]click[ Shift Definition] in the main menu
or on the side bar.

& & = I 5
addH Bncb Rl Dedwisy i wHil)
Tl My T ol b Mo Tl i
Tigmais e
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Lt st e e [ | rrstes e sk hours T Whos el st g et et s s s e g
Pogebu b oat e Phatt
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|For the software, “Shift” refers to the set of rules for time intervals|
|during which the staff is expected to be present. You may set the|
|arrival time, departure time, late in, early out, definition of absence,|
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|definition of overtime, and so on.|

Consolidate all the possible work shifts for a day, then create your
shifts such as day shift, nightshift, long day shift, etc.

Lexicon

[ Shift Interval] :

These are time intervals within a shift. To clarify, “shift” in this
manual refers to the pattern for a day. Our software support a
maximum of 3 shift intervals.

Below is a sample shift “Long Day Shift” with 3 shift intervals
Interval 1: 08:00—12:00

Interval 2: 14:00—18:00

Interval 3: 20:00—04:00 (This shift extends to the next day)

Not Need Swipe:

Not Need Swipe

1) If the checkbox is checked, the software will not count employees
as absent even if they haven’t punched in.

2) If the checkbox is unchecked, the software will count employees
as absent if they haven’t punched in

Below is a shift sample of a company that works from 08:00 to 18:00
with lunch time from 12:00 to 14:00. Employees are not counted as
absent when they don’t punch in/out during lunch.
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[ Transaction Typel:
This is a property of a shift interval, for the convenience of
calculating the overtime pay. It can be either “Normal” or “Overtime”.
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[Before):
The value (in minutes) in this field defines how long before the shift
interval can a staff punch in to count as attendance data.

Note: This is of concern to the attendance, not access permissions.
Punching in earlier than the “Prior” value can still unlock the door, it
just wouldn't count on the attendance sheet.

Using the above figure as an example, if the “In Time” is set as 08:00
and “Prior” was set to 60, an employee will count as present
beginning at 07:00. The attendance module will not count employees
as clocked in before this time.

[ After]:
The value (in minutes) in this field defines how late after the interval
time can a staff punch in to count as present

Continuing from the example above, an “After” value of 30 will cause
clock ins between 08:00 and 08:30 to count. After 08:30 the interval
will count as absent. (Late time is defined in [Late In] , see below)

Note: Two Shift intervals including their respective “Prior” and

“After” intervals shouldn’'t overlap. If “Out Time” for a time interval
was 12:00 and the “After” was 60 (Latest “Out Time” 13:00). And the “In
Time” of the next “Shift Interval” was 13:30 with a “Prior” value of 60
(Earliest “In Time” 12:30. A punch at 12:43 will not be recorded but the
calculated work hour and therefore wages will be inaccurate.

[Late In]:
The “Late In” value (in minutes) allows you to decide when a punch in
counts as late. The “Late In” time should be in between “In Time” and
“After” time therefore its value should be smaller than “After” value.
For example: [InTime] is 08:00, [Late In] set as 0, [ After] as 30.
If a staff clock in at 08:01, they will be marked as late by one minute.
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[Early Out]

The “Early Out” value (in minutes) allow you to decide when a punch
in counts as early leave. The “Early Out” time should be in between
“Prior” and “Out Time” therefore its value should be smaller than
“Prior” value.

For example: [Out Time] is 12:00, [Early Out] set as 0, [Prior] as
30. If a staff clock in at 11:59, they will be marked as early leave by
one minute.

[Work Hour Penalty]:

Late in/Early out more than: EI minutes deductworking hours

This field defines when the software deducts working hours based
on the total of Early and Late punch in times of a staff across all shift
intervals within a shift definition. So if this value is set to 10, and
staffs are required to show up between 08:00 to 18:00 and if a staff
has a total of 11 minutes (including late and early), the software
reports will deduct work hours. Otherwise, the total work hour will
be counted as 10 hours in the software.

[Day Crossover]:

[~ The shift cross day fram I:ltimes, the punch time is for nest day

If the shift crosses over to the next day, use this field to indicate
which clock in is on the next day. (for example if shift interval 2 “Out
Time” occurs on the next day, the field should be 4)
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For the image above, shift interval 3’s “Out Time” crosses over to the
next day. The maximum allowed overtime in this case for purposes
of payroll is until 06:00. Any further stay will not increase the work
hour, and the employee has until 07:00 (“After” value of 60) to clock
in for “Out Time”, later than this time will be counted as absent.

Using the same shift as above, if a staff punches for the “Out Time” of
shift interval 3 at 23:00, the software will count an overtime of 4.5
hours. At 00:30, 6 hours, 06:15, 11.5 hours, and then at 07:01, absent.

[Overtime late in]):

[ Overtime late in

Toggles whether you count staffs as late even for overtime.
[Overtime early out]:

[ Overtime early out

Toggles whether you count staffs’ early leave during overtime.
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[Early Arrival overtime]:

[ Earlyin I:I minutes, calculated in overime

Define how much earlier than the Shift interval 1 “In Time” will an
employee count as overtime.
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For the example above, an employee can punch in starting from 360
minutes before 08:00, that is, 02:00. The value for “Early Arrival
Overtime” is 60 so an early arrival of any amount of time exceeding
60 minutes will count as overtime. For example, if an employee
clocks in at 06:00, it will count as an overtime of 2 hours. Otherwise
if he clocks in at 07:02, it will count as a typical record.

[ Off work Delay overtime ]:
Define how much later than the last shift interval “Out Time” will an
employee count as overtime.

[ Late out I:I minutes, calculated in overdime
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During the shift above, an employee has 240 minutes after 18:00 to
punch out (22:00) and overstaying will count as overtime in the
system as long as it exceeds 30 minutes. An employee leaving at
18:29 will count as typical record, at 18:30, it counts as 30 minutes
overtime.

[ Default Shift]:

If a shift is not assigned to a staff during registration, the “Default
Shift” will be assigned to said staff. This “Default Shift” can be edited
manually.

2. Common Shifts Examples

Example 1:

Working from 08:00 to 18:00 with lunch between 12:00 and 14:00. No
overtime and punch in/out for lunch not required.
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Example 2:

Working day starts at 08:00 and ends at 18:00. Lunch hour begins at
12:00 and ends at 14:00. Overtime begins at 18:30 giving staff a break
of 30 minutes and the work day ends at 21:00.
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Example 3:

Working day starts at 08:00 and ends at 18:00. Lunch hour begins at
12:00 and ends at 14:00. Overtime begins at 18:30 giving staff a break
of 30 minutes. The staffs are not allowed to work overtime past 06:00.
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Example 4:

Half work days (typically Saturday)

Working day starts at 08:00 and ends at 12:00. If you want to include
parameters that define overtime, check the boxes for “Early Arrival
Overtime” and/or “Off Work Delay Overtime” and enter a value.

Note: Overtime cannot be further than the “After” value so if you
choose to add this function, set a large Prior/ After value to avoid
counting as absent.
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Steps
1) Add Shift Definition

Within [Shift Definition] , click “Add”, input the shift number, shift
name and department (default as the entire organization). Then
confiture the Shift intervals parameters. Click [Save] to finish after
you have confirmed the input parameters.

2) Modify Shift Definition

Withinl Shift Definition ], select the shift you want to modify on the list

below. Click [Modify]l to beginning changing parameters. Click
[Save] to finish after you have confirmed the input parameters.

3) Delete Shift Definition

Within [Shift Definition], select the shift on the list below. Click
[Delete] to beginning changing parameters. Click [Save] to finish

after you have confirmed the input parameters.

4.3 Shift Pattern

Define how the working hours look like over a shift cycle.

Click [Attendance Management]) then [Shift Pattern] >
[Period Type: Daily]
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Use this Period Type for cycles that aren’t multiples of weeks or
months. This Period Type will allow for a highly customized shift
pattern.

a1 Fara Marmal Group Porod Typs  Daily w Fanak

For example, the image above shows a Shift Pattern of 8 days
with 6 actual working days and two rest days.
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This second example above shows a shift cycle of a week.
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If a monthly Shift Pattern is chosen, then the staff's work
schedule will follow it during the month. (The software ignores the
dates of 29,30 and 31 appropriately according the effective month.)
Steps:

1) Add Shift Pattern

Within [Shift Pattern] , click “Add” and input Shift Pattern Name,
Period Type, Shift Period, etc. Then for each day, select the
appropriate shift with the drop down menu (click on a field beside
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the day to reveal drop down menu). Click [Save] to finish.
2) Modify Shift Pattern

Within [ Shift Pattern], click on the Shift Pattern from the list at the
bottom. Click [Modify] and begin editing. Click [Save] to finish.
3) Delete Shift Pattern
Within [Shift Pattern] , select the Shift Pattern from the list at the
bottom, then click [Delete] .

4.4 Shift Allotment

|Now that you have created Shift and Shift Patterns, you must assigﬂ
|them to staff(s). Shift allotment is an essential procedure to|
|generate proper and meaningful report apart from Shift Definition|
|and Shift Patterns. A staff must be assigned a “Shift Pattern” for the|
|system to properly determine if he is late or leaves early often, or iﬂ
|he does overtime often.|

L

Steps:

1) Add Shift Allotments

Within [Shift Allotment] , click “Add”. Then click “Select Staff”. A new
window will pop up (see figure below), allowing to select the staff(s)
that will work according these shift patterns.
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Use the directory of departments on the left to find the staff(s), click
on the department, then select the staffs under Staff to be choosed 0
records Source 0 records. Once the staff is highlighted, click the
“Single Selection” button to transfer the staff to the Selected staff 3
records. The “All selection” button is used if the whole department
follows this shift pattern. Click [Confirm] .

Now select the dates that these shift patterns are effective on.

Start Date:  |07/28/2017 |

EndDate:  |07/28/2017 |

Then select the “Shift Pattern”

Shift Pattern: |LELElLE =]

Click [Save] to finish.

2) Delete Shift Allotment
Within[ Shift Allotment], select the item on the list which you wish to
delete. Click “Delete”.
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3) View Shift Allotment Details

Within [Shift Allotment]) , click on the “Search Tool” checkbox to
reveal the search bar. Select/input the Staff Name, Staff Code,
Department and the Start Date and End Date to filter out the results.
Click “Search” to see results (see fig below).
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4.5 Total Schedule

You can view the total schedule in a monthly calendar view, you
could easily modify the shift pattern in this matter as well.

Click “Attendance Management” then “Total Schedule” to come to the
window below.
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Steps:
1) View Total Schedule

First select the proper “Month” and enter the proper staff information.
Alternatively you may use the Department Directory (remarked on
figure above) to find the staff. Select the department, then click on
the staff on the “List of Staffs” directly below.

2) Modify Total Schedule

When viewing the staff’s total schedule, you could modify the day by
clicking the field underneath the date to choose/type in the value in
the drop down menu. Click [Savel to finish.

3) Delete Total Schedule

This deletes the entire schedule of a staff for the month. When
viewing the staff's total schedule, click “Delete”. Then click “Yes” to
confirm.

4.6 Holiday Registration

This is where you define the holidays that apply to your staffs. These
holidays will be counted as day off.
Click “Attendance System” then “Holiday” to begin.
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Steps:

1) Add Holiday

Click “Add” to begin. Input the fields including the Holiday No., the
holiday’s name, start date and end date. Reason field can be used for
remarks. Click “Save” to complete the operation.

2)Modify Holiday

Select the row corresponding to the Holiday you would like to edit,
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click “Modify”. Edit the fields, then click “Save” to finish.

3)Delete Holiday

Select the row corresponding to the Holiday you would like to delete.
Click “Delete” to finish the operation.

4.7 Leave Registration

This section allows you to register employees for leave, business
trips, external work, working away from office, etc.

Click into [Attendance System] then click on [Leave Registration]
on the left panel.l
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Steps:
1) Add Leave Registration

Within Leave Registration, click “Add”. Then click “Select Staff’ to
open a new window.
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Select the appropriate company/ department in the left most panel
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to see the employee list. Then move individual staff onto the selected
staff list on the right or click “All selection” to move all staff. Once
you are done, click “Confirm.” Now you are back in the Leave
Registration main window, input the correct start and end’'s date and
time, Leave Type and Reason if any. Click “Save” to finish.

Lexicon

[Leave Typel: Allows you to define the type of leave. There are 7
types of leaves: Personal Affairs, Sick Leave, Maternity Leave,
Marriage Leave, Annual Leave, Out Offsite-Duty, and Business Trip.

2)Modify Leave Registration
Select the leave record, then click “Modify”. Correct the input fields
then click “Save” to finish.

3)Delete Leave Registration
Select a leave record, then click “Delete”.

4.8 Manual Punch

[Manual Punch]: The system administrator may use this function to
clock in on behalf of a staff.

Click “Attendance System”, then “Manual Punch” on the side panel.
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Steps:
1) Add Manual Punch

Within Manual Punch, click “Add". Click “Select Staff” to bring out a
new window. Use the directory tree to find the employees, then click
“Single Selection” or "All Select” to move staff into the Selected Staff
list. Click “Confirm”. Now fill in the “Start Date”, “End Date” and input

=
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the clock-in times 1 through 6 (if applicable). Be sure to record the
reason for future reference. Click “Save” to finish.

2) Modify Manual Punch

Within Manual punch, click on a manual punch record. Click “Modify”
and change the field. Click “Save” to finish.

3)Delete Manual Punch

Select a manual punch record, click “Delete” then “OK” to remove the
manual punch record.

4.9 Overtime Rules

This module allows you to define the rules to calculate overtime in
the report. Click “Attendance System”, then “Overtime Rules” in the

side panel.
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[initial Valuel : An overtime exceeding this duration will count as
overtime.

[integer Value] : The system only counts overtime in blocks of this
time interval. (For clarification see example below)

[ Overtime Rate] : A multiplier to convert overtime to effective work
hours.

For example: Using configurations on the image above. If an
employee stayed an extra 65 minutes, the duration qualifies as
overtime because it exceeds 30 minutes. Now the software counts
overtime in blocks of 20 minutes so it only counts 60 minutes. The
Overtime Multiplier of 1.5 converts the 60 minutes into a final
effective work time of 90 minutes.

Steps:
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1) Modify Overtime Rules

Within “Overtime Rules”, click “Modify” to change the fields. Click

“Save” to finish.

4.10 Device Management

Note: Please kindly select device type ( fingerprint or infrared face

device or dynamic face device)

Select “Attendance System>then according to your device type to add

device in corresponding module, take fingerprint device as an

example:

The Device Management is shown below.
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4.10.1 Add Device
Click “Add”, and select corresponding device type
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Begin by selecting the “Communication Mode”, there are four modes:
Serial COM Port, TCP/IP, USB, and P2S.

1)USB Communication

Select this mode if you have a USB to USB male to male cable. The
“Machine ID” must match with the device ID on the device proper.
Then Click “Save” to finish.

2) Serial Port
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The “Machine ID” and Baud Rate (Default 38400bps) must match with
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the system info on the device itself. Select the “Serial Port” of the PC.
To find the proper COM number, go to Window’s Device Manager as
shown in the image below. “Device Utility” and “ Device Location” are
optional but should be filled properly for proper documentation.
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The PC connects to the device through Ethernet cables in this mode.
Enter the terminal’s “Machine ID”, “Device IP”, and “Port No.” (Default
5005). The communication “Password” is defaulted at 0. Click “Save”
to finish.

4) P2S (Not available)
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The PC connects with the terminal via a Point-to-Site connection.
The Router’s “Port Forwarding”, and the device’s Port Number must
match the “Server Port” field. To configure the router's parameters,
enter its Gateway IP address. (i.e. 192.168.0.1).

The server IP address value on the terminal must match your server
IP address. If the server doesn’t have a static IP, then you must set
its domain name instead within the terminal.
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4.10.2 Modify Device

Select the Device then Click “Modify”. Change the field values then
click “Save” to finish.

4.10.3 Check Status

Select a device then click “Check Online”. The bottom panel will show
whether connection is established.

4.10.4 Get Information

Select a device and Click “Get Information” to acquire device
information such as registered users, used fingerprint capacity, etc.

4.10.5 Set Time

Select a device and click “Set Time”. The software will change the
device’s time based on the PC’s time.

4.10.6 Device Management

Click “Device Management” button within the “Device Management”
module (as shown below).
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1) Staff Fingerprint Management

[ Download Staff Information]: Pulls registered fingerprint data into
the database. For employees that weren't registered into the
software’s HR System, the CA3.0 will automatically create the
profiles.

Lexicon

[Backup] : The column identifies what verifications are registered.
00—First fingerprint
01—Second fingerprint
02—Third fingerprint
09—Duress fingerprint
10—PIN
11—ID Card
17—Infrared Face
50-Dynamic face

[Rights 1: Whether the user is an administrator or a normal user.
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Administrator—The administrator can access the terminal’'s menu
and therefore its parameters.

Normal User—A normal user may clock in/ gain access via the
terminal.

[ Upload Staff Information]: Uploads selected staffs onto devices in
case of a reset or for quick registration on terminals. That includes
their names, departments and verification data.

Click “Upload Staff Information”, use the staff directory to move
staffs into the selected list on the right (See Image Below).Click
“Confirm” to initiate the upload operation.

If the fingerprint data are already on the devices, select the “Register
name only” checkbox at the top to upload the names.
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[Modify User Rights ]: Change the permission of users. Select a
user in the list and click “Modify User Rights”,

[ Delete registration info in the machine ]: Deletes the user on the
terminal. Select a user in the list and click “Delete registration info in
the machine”.
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2)Bell device

Time attendance terminals come with an internal bell function
(select models have external bell sockets).

Select the “Bell device” tab. The window will be as shown in the
image below. The interface allows you to set 8 sets of bell chimes
and their times.
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| sua e Dervicn delis |
1 Enable  Bell time
i o 1 o+ ol ulllnl._-:l-
G [ e
L =
P — =
S o =
[N i

4.10.7 Data Import/Export Using USB Flash Drive
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1) Time logs download
After inserting a flash drive into the terminal, you may use the
“Download new record” or “Download all record” within “U-Disk
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download” on the terminal to pull attendance records onto the flash
drive. At the operation’s completion, a file ‘AGLOOLTXT will be
generated. (001 is the Device ID)

Now insert the USB flash drive to the PC, click “Get U Disk Record”
and navigate to the .TXT file to import data.

2) Registration Data Download

After inserting a flash drive into the terminal, you may use the
“Download all FP” within “U-Disk download” on the terminal to pull
attendance records onto the flash drive. At the operation’s
completion, a file ‘AFPO01.DATA’ will be generated (001 is the Device
ID).

Now insert the USB flash drive to the PC, click “Get U Disk FP
Template” and navigate to the .DATA file to import data.

3) Registration Data Upload

Save the registration data into a .DAT file (e.g. AFPO01.DAT) and move
the file to a flash drive. Insert the flash drive into the terminal and
browse its menu for “U-Disk upload”

4.10.8 Download Record

Select the device in “Device Management”, then select either “New
Record” or “All Record” Option box. Then click “Download Record”
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New Record: Download only new records since last download.
All Record: Download all records, may contain duplicate time logs.

4.10.9 Initialize Device

This function irreversibly removes all registration and time logs from

the device, use it with care.

4.10.10 Clear All Tips
Removes all status messages. (See image below)
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4.10.11 Clear Admin

Removes all administrators from the terminal.

4.10.12 Manual Open

Manually unlock doors with this function.
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4.10.13 Set Access Parameters

Select which parameters to upload onto the terminals.
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4.11 Data Analysis

[Data Analysis] includes [Original Report] , [ Detail Report] ,
[Daily Report] , [Monthly Report] . With the exception of “Original
Report”, the module generates report based on the time logs of
staffs.

4.11.1 Original Record

[Original Record): Raw time logs from the attendance terminal;

4.11.2 Detailed Report

[ Detailed Report]: It shows all records of a day.

[w Total wark, tirme .
Select to count total work time
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4.11.3 Daily Report

[ Daily Report]: The data generated from the time logs of employees
by day. The rules are according to different shift settings in

v Total
“Attendance System” module. Select I¥/ Totz to count total data of
selected date
s | ban | Doe = ey

B Tl =il F—

ey

4.11.4 Monthly Report

[Monthly Report): The data generated from the accumulation of
attendance logs of employees in a month (default). The rules are
according to different shift settings in “Attendance System” module.
You may adjust the time period to show the accumulated data for a
different range.

| s | Al EEmR | LA | el | LT TREE | FEN LT LE5 B |15 Ll | AL Pl | Pl Mk | AR

fo [WLART T Lol il [Prmth ] vl TS T [ S T S T His +Eain
T Py AL | e SR ] L] L L i ¥ c L 1 ¥ L]
Miwaarsl |Seelew R Ll | s e b : ! :
i R | s bt ] L] L ¥ 18 [ | I 1




Clever Access 3.0 Manual 47

Chapter 5 Access System

5.1 Access System

Note: Please kindly select device type ( fingerprint or infrared face
device or dynamic face device)

Select “Attendance System>then according to your device type to set
up access parameters for different device, take fingerprint device as

an example:

r—r 7 1 i |
e — var A ; \‘
& il " * o
& e i

51.1Time Zone

The top section contains daily templates specifying the times at
which access is granted. The bottom contains weekly templates that
uses the daily templates. (Max 8 each)
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5.1.1.1 Add/Modify/Delete Day Time Zone

1) Add Day Time Zone

Within “Access System” > “Time Zone”, click “Add” to bring up the
prompt (see image below). The default time zones allow access at
any time throughout the day. The system allows 5 Time Zones within
a Day Time Zone template up to a maximum of 8 templates.

% Ehany Time .|"|.1n|-'\-||i|'u_|l\. E
@ Plersrin sl vk, b sore roanben. || "'| D ecicagaon.

Tirre Zone Time Tore? Tine Zoreld Tine Zoned Tirie ZoneS
(oo —= Jooon = [ = |oom = oo =
{250 = j235 = [2155 = |2358 = [2350 ==

e

Select a time zone number from the dropdown menu, then change
the “Time Zone” intervals and “description” fields, click “Confirm”.

2) Modify Day Time Zone
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Within “Access System”>"Time Zone”, select a “Day Time Zone” and
click “Modify”. Change the fields then click “Confirm” to finish.

3)Delete Day Time Zone
Within “Access System”>"Time Zone”, select a “Day Time Zone” and
click “Delete”.

5.1.1.2 Add/Modify/Delete Week Time Zone

A “Week Time Zone” item consists of the Day Time Zone templates
assigned to each day of the week. You can have up to 8 Week Time

Zones.
T Week Time Zane o
| :: '__.} Plassa Salect Tire Zone ramkas I" -! Crascription |
Surtlny Ielaraclagy Tumedagy elmbraniely pLTERET Fulay 5 sy
l By Faxa It Bay Faxda L Har Fard !'. Dy Faric | Day Pari« . _'-J
Cordmn Coarml

1)Add Week Time Zone

Select a time zone number from the dropdown menu, then change
the “Description” and the fields for the days of the week. The Number
you enter will correspond to the “Day Time Zone” template number,
click “Confirm” to finish.

2) Modify Week Time Zone
Within “Access System”>"Time Zone”, select a “Week Time Zone” and
click “Modify”. Change the fields then click “Confirm” to finish.

3)Delete Week Time Zone
Within “Access System”>"Time Zone”, select a “Week Time Zone” and
click “Delete”.
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5.1.2 Unlock Group

Each unlock Group consists of 4 groups. This means you can require
up to 4 people sign in consecutively to unlock a door. The system
allows a maximum of 5 “Unlock Combinations”.

G4 Unlock Group Set L&J

Please select Unlock Group number: |1 hd Description:
N

Caonfirm Caticel

1)Add Unlock Group

Within “Access System”> “Unlock Group”, click “Add”. Select an
“Unlock Combination number” from the dropdown menu, then change
the “Description” and group fields.

2) Modify Unlock Combination

Within “Access System”>"Unlock Combination”, select an item and
click “Modify”. Change the fields then click “Confirm” to finish.

3)Delete Unlock Group
Within “Access System”>"Unlock Group”, select an item and click
“Delete”.

5.1.3 User Time Zone

Assign employee’s access rights, that includes unlock combination
group number, and week time zone.

Steps:

Begin by selecting the device in the “Machine ID” dropdown menu.
Change the Group (Unlock Combination Group Number) and week
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period (Week Time Zone) fields.
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Use the staff directory to find the employees and use the buttons

(red circle in the image above) to move them onto the “Authorized
List”.

Click “Exit” to finish.
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Note: For devices produced by our company, each staff can be
assigned one unlock group and one week time zone only.

5.1.4 Device Mnagement

Once you have configured the settings throughout section 4.10, you
may upload these access parameters within “Device Management”.
Select the devices with the check box on the left, then click the
“Access Parameters Setting” within “Device Management” to upload
these settings. (see image below)
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5.1.5 Realtime Monitoring

The real-time monitoring of all devices. This requires a TCP/IP
connection between the terminal and the device that hosts the
CA3.0 Software. Be sure to properly input proper values into
the fields within “Device Management”.

e ke Thvw Lrdom |= LT P M Terw Bl abrw T [EPE Fraie -

The left panel will show the devices and their connection status.
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The right panel allows data export.

To begin real-time monitoring, enter the proper “Server Port No.” at
the bottom right panel then click “Start Real Time". To stop, click
“Stop Real Time”

The “Clear Data List” clears up the displayed data in the center of the
window for viewing purposes. (The actual data is already saved into
the database).

5.1.6 User Time Zone Report

This function allows you to look up assigned access permissions.
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5.1.7 Access Detailed Report
View events for the terminals such as user access, alarm triggered,
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5.1.8 Button Event
Keeps track of button click event within the software that unlocks

the door.
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5.1.9 Alarm Event
View Alarm events for the terminals such as unauthorized door

unlocks and duress alarms.
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Chapter 6. System Management

In the main window, look for “System Management” in the top left
corner. The menu includes [Change password ]l User Management],
[ System Initialization] , [ Duplicated original data processing]
[ Compact Database] , [Restore Database]. [Backup Database] ,
[Clear Datal , and [Close System] .

System Management(s) About(H)

Change password

User Management

System Initialization

Duplicated original data processing
Compact Database

Backup Database

Restore Database

Clear data |

Close System Ctrl+X

[Change password] :Change the password to the CA3.0 to
prevent unintentional modification.

[User Management] : Add or modify CA3.0 administrator
accounts and their permissions.

[ System Initialization] :Restore all CA3.0 settings to default.

[ Process Duplicate Raw Data] : Deletes redundant data within the
system.

[ Compact Database] :Compacts the database as the accumulation
of data will affect performance of the system.

[ Backup Database] : Creates a copy of the database.

[ Restore Database]: Restore the database from an existing backup.
[ Clear Data] :Delete expired data from the database.
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6.1 Change Password
The default credentials for login is User Name: admin, Password:

(Blank). After finishing the settings, it is highly recommended that
you set a new password to prevent unintentional system access.

£ Modify Password G=NEEN X |
@ Be careful oniginal pazswaord will be invalid after change
e S R
User Mame: |adrmin
Old Password: |
Mew Password: |
Corfirm Mew Pazswaord: |
Confirm[5] y Cancel(C]
6.2 User Management
.UFWMIMI:UM
& £ x (
) |.=|I’.:.|-:.N| Mrlllﬂlh'!:l,!:l Ilr!rlrll.}l 1 I'.:i'.I.EI
(A8 e Uzer Hame Full lses Heme |'whhether tn fock] Flemadk
onfran ok b | B akrar M e -y
Steps:

1) Add CA3.0 User
Within “User Management”, click “Add” to bring up the “User
Properties Page”. (See image below)
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Here you can enter the information and credentials for the user as
well as their permissions within the system. After you are done, click
“Save” to finish.

2) Modify CA3.0 User
Select a user from the list and click “Modify”.

& s X o
AddiM)  Moddyllll  Deletelld LtiE)
[ [ Jusmetiame [ Fases o [swaeiives o o] P
admine-admin s S 155 Sk,
25 [AE I [Fe Ladn

The “User properties page” will appear for you to modify the fields.
Once finished, click “Save”.

3)Delete CA3.0 User
Select a user from the list and click “Delete”.
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6.3 System Initialization

Click [System Initialization] , enter the credentials to confirm this

operation.
7 Identity authentication I,-gh,l
@ Important operation must be operated through uzer authentication.
FEE s R O
Ilzer Marne: ||
Fazsword: |
Confirm[5] CancelC)

6.4 Duplicated original data processing

Within “System Management”, click
processing”, the system will automatically delete duplicate data.

Duplicated original data

6.5 Compact Database

Within “System Management”, click “Compact Database”, the system
will automatically complete the operation.

6.6 Backup Database

This operation creates a backup file within the directory you
specified. In the event of system failure or corrupt files, this file can
be used on a fresh installation to restore the settings.

Within “System Management”, select “Backup Database”. Use the
windows prompt to select the directory.
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6.7 Restore Database

Within “System Management”, click “Restore Database to bring up

the authentication window. Enter the credentials.

‘) Identity authentication u
@ Important operation must be operated through uzer authentication.
gnEr C s R R R
Idzer M amme: I
Pazzword: I
[ Confirmn(S) & CancellC)

With the windows prompt, navigate the directory to find the backup
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file with .mdb extension. Click “open” to finish.
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6.8 Clear Data

Within “System Management”, click “Clear Data”. Then enter your

credentials.

‘) Identity authentication

[m2Sm

i

Izer Mame: I

Paszward: I

[ Confirmn(S) & CancellC)

@ Important operation must be operated through uzer authentication.

TR R
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Select the data for the desired months by clicking their
corresponding checkboxes. Click “Confirm” to finish.

Clear data

-7 all data
[J2ma-a all data
20189 all data
20810 all data
201811 all data
20812 alldata
02031 all data
[ 20192 all data
[J2019-3 all data
[ 20194 all data

Canfirm

Euit




