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1.
1.

2. , “Cancel” .

.  “Next”
, “Cancel” .
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.  C:\
 “Change”.

 “Next” 

.



.  “Finish” 

.
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2.1 

HR System Attendance 
System Access System System Management  
1 HR System

 
2 Attendance System , 

. 

3 Access System Access System , 

4 System Management
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2.2 oftware Setup Flow

2.2 

 

2.3.1 Administra or 

2.3.2 

Department  

Staff information

Login C

Password 

 

 

 

 

  

 

 

A  

Empl
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Registration No. Staff Information

Staff No.

Join Date

2.3.3 
 

 “Device Management” . 

Device management  

A

B.

C
 (

 “RS232/RS485 download”  
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*

2.3.4 

 , “Shift” 

. 

2.3.5 hift Pattern

 Shift Pattern,  Shift Definition 

A. hift Rules
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, “Daily” 

B hift Allotment

C otal Schedule

2.3.6 evice Management
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 “Device management”. 

“All Record” o “New Record”,  
“Download Record”.   “New Record” 

“All Record” 

2.3.7 ata Analysis

 

 
Shift Definition Shift pattern, Shift 
Allotment, leaves, holidays, etc 

 

Data Analysis 
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2.3.8 V Report s 
 . 

HR System  

3.1 
Company  

Modify

 Save  

3.2  
Click Department ,  Add  o Modify . 
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Add , 

 Save  
Not

 Modify  , 
 Save  

Delete

Print

Exit

3.3 taff Information
 Staff Information  
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3.3.1 dd Staff Information
Add

, Staff Code, User ID, Name, Dep t ,  Join Date. 
 Save  

Staff Code

Not

User ID

Join Date

Leave Date  
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 leave date, 
 

3.3.2 odify Staff Information
, Modify  

 

 Search . 

Modify . 
Add

3.3.3 elete Staff Information
Staff Information , 
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Delete .

3.3.4 rint Staff Information

Print . 
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3.4 arameter Settings

 
dd Parameter Setting

 
Add  

 “Education”,  “ ”. 
Save  

odify Parameter Setting

Modify  “Name”. Save

elete Parameter Setting

Delete . 
 Yes
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Attendance System

4.1 efault Shift
 

4.2 hift Definition
Attendance System Shift Definition  

“Shift” 
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e  

Shift Interval : 
  

“shift”  

“Long Day Shift” 
Interval  1 08:00—12:00 
Interval  2 14:00—18:00 
Interval  3 20:00—04:00  
Not Need Swipe: 
Not Need Swipe

Transaction Type  

 “Normal” o “Overtime”. 
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Before  

Not : 
 

  “In Time”  
08:00 and “ ” 

 

After  

 “After” 
 

 (
Late In , ) 

 Not : 
 “ ”  “After”  “Out 

Time”  “After”  60 
(Latest “Out Time” 13:00). “In Time” “Shift Interval” 

 13:30  “ ”  60 (Earliest “In Time” 12:30. 
 

Late In  
 “Late In” 

  “Late In” 
 “In Time”  “After” 

 “After”. In Time s 08:00 Late 
In  0, After  30. 
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 “Early Out” 
  

“Early Out”  “ ”  “Out Time” 
 “ ”. 

Out Time  12:00 Early Out

 

Work Hour Penalty  

Day Crossover  

“Out Time” 

【Early Out】： 
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 “Out Time” 
 

 

 ( “After” 60)  “Out Time”, 

 “Out Time” 
 

Overtime late in  

. 
Overtime early out  
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 “In Time” 

Para el ejemplo anterior, un empleado puede marcar desde 360 
minutos antes de las 08:00, es decir, 02:00.  “Early 
Arrival Overtime” 

 
 

Off work Delay overtime  
“Out Time” 

Early Arrival overtime  
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Default Shift  

 “Default Shift” “Default Shift” 

2.
 1:

 2: 
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 3: 
 

 

 4: 

 “Early Arrival Overtime” /o “Off Work Delay Overtime” 
 Not :  

“After” 
/ After 
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dd Shift Definition

Shift Definition ,  “Add”
,  

. 
 Save

odify Shift Definition
Shift Definition

 Modify  
 Save

elete Shift Definition
Shift Definition
 Delete

 Save

4.3 hift Pattern
 

Attendance Management Shift Pattern > 
Period Type: Daily  
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. 

 
: 

1) dd Shift Pattern
Shift Pattern ,  “Add”  Shift

Pattern Name, Period Type, Shift Period, etc. 

【 】
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2) odify Shift Pattern
Shift Pattern ,  Shift Pattern f

 Modify
Save

3) elete Shift Pattern
Shift Pattern ,  Shift Pattern 

Delete .

4.4 hift Allotment
 

  

 

 
1) dd Shift Allotments

Shift Allotment , “Add”. 
“Select Staff”. 
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epartments 
  

Staff to be choosed 0 records Source 0 records. 
 “Single Selection” 

  “All 
selection” 

 Confirm . 

 “Shift Pattern” 

Save

2) elete Shift Allotment
Shift Allotment , 

“Delete”.
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3) iew Shift Allotment Details
Shift Allotment ,  “Search Tool”

 “Search”

4.5 otal Schedule

 
 “Attendance Management”  “Total Schedule” 
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: 
iew Total Schedule

 “Month” 

 ( ) 
 

“List of Staffs” 
odify Total Schedule

y

 Save
elete Total Schedule

 “Delete”.  “Yes”

4.6 oliday Registration

“Attendance System”  “Holiday” 

: 
dd Holiday

 “Add” 
 Holiday No .,  

 Reason  
  “Save” 

odify Holiday
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 “Modify”.  “Save” 

3) elete Holiday

 “Delete” 

4.7 eave Registration

Attendance System   Leave 
Registration

 
1) dd Leave Registration

 Leave Registration, “Add”. 
“Select Staff” 
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odify Leave Registration
 “Modify”. 

 “Save” 

elete Leave Registration
 “Delete”.

4.8 M anual Punch
Manual Punch

 “Attendance System”, “Manual Punch” 

: 
1) dd Manual Punch

 Manual Punch,  “Add”.  “Select
Staff” 

, “Single Selection” o ”All
Select” 

 “Confirm”.  “Start Date”, “End Date” 

 company/department 

 “All selection” 

 “Confirm.”  
Leave Registration, i

  “Save” 
 

Leave Type
 , , 
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“Save”

odify Manual Punch
 Manual punch, 

 “Modify”  “Save” 

elete Manual Punch
 “Delete” 

 “OK” 
4.9 vertime Rules

 “Attendance System”
“Overtime Rules” 

 
Initial Value : 

Integer Value : 

Overtime Rate : 
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1) odify Overtime Rules
“Overtime Rules”,  “Modify” 

“Save” 

4.10 evice Management
Note:  ( fingerprint o 
infrared face device o dynamic face device)  

 “Attendance System>  
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4.10.1 dd Device

 “Add”, 

 “Communication Mode”, 
Serial COM Port, TCP/IP, USB,  P2S. 

“Machine ID” 
 “Save” 

erial Port

 “Machine ID”  (Default 38400bps) 
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“Serial Port” 

 “Device Utility” “ Device 
Location” 

3 TCP/IP

 
  “Machine ID”, “Device IP”,  “Port

(  5005).  “Password”  
  “Save” 

4 P2S (No disponible)

 Point-
to-Site.  “Port Forwarding”, 

 “Server Port” field. 

 ( . 192.168.0.1). 
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4.10.2 odify Device
 “Modify”. 

 “Save” 

4.10.3 heck Status
 “Check Online”. 

4.10.4 et Information
S  “Get Information” 

 

4.10.5  

. 

4.10.6 evice Management
 “Device Management”  

“Device Management” ( ). 
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1) taff Fingerprint Management
Download Staff Information

 
 HR System 

 

Backup : 
00—
01—
02—
09—
10—PIN  
11—ID Card 
17—Infrared Face 
50-Dynamic face

Rights 
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  Administrator—

  Normal User—

Upload Staff Information

 “Upload Staff Information”, 

 ( ). “Confirm” 

 
 “Register name only” 

Modify User Rights 
 “Modify User Rights”, 

Delete registration info in the machine 
  “Delete 

registration info in the machine”. 
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2) ell device

( ).
 “Bell device”. 

 

4.10.7  

1) ime logs download
 

“Download new record” o “Download all record”  
“U-Disk
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‘AGL001.TXT’ (001 s ID ) 

  “Get U 
Disk Record” 

2) egistration Data Download

“Download all FP”  “U-Disk download” 

  
‘AFP001.DATA’  (001 ).

 “Get 
U Disk FP Template” 

3) egistration Data Upload
(e  AFP001.DAT) 

 I
 “U-Disk upload”

4.10.8 D ownload Record

 “Device Management”, 
 “New Record” o “All Record” 

 “Download Record” 
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New Record: 
All Record: 

4.10.9 I nitialize Device

4.10.10 

4.10.11 lear Admin

. 

4.10.12 anual Open
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4.10.13 et Access Parameters

4.11 ata Analysis
    Data Analysis Original Report , Detail Report ,

Daily Report , Monthly Report . “Original 
Report”, 

4.11.1 Original Record 
Original Record

 

4.11.2 Detailed Report 
Detailed Report
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4.11.3 aily Report
Daily Report

 

 “Attendance System”. Selec  

4.11.4 onthly Report
Monthly Report

( ). 
 “Attendance System”. 
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Access System

5.1 ccess System
Not :  ( fingerprint or 
infrared face device or dynamic face device)  

 “Attendance System

 

5.1.1 ime Zone
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5.1.1.1  

1) dd Day Time Zone
 “Access System” > “Time Zone”,  “Add” 

 

 
 “Time Zone”  “description” 

“Confirm”. 
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 “Access System”>”Time Zone”,  “Day Time 
Zone”  “Modify”.  
“Confirm” 

3) elete Day Time Zone
 “Access System”>”Time Zone”,  “Day Time 

Zone”  “Delete”.

5.1.1.2 

 “Week Time Zone” 
 

dd Week Time Zone

 “Description”  
 “Day 

Time Zone”  “Confirm” 

odify Week Time Zone
 “Access System”>”Time Zone”,  “Week Time 

Zone” “Modify”. 

elete Week Time Zone
 “Access System”>”Time Zone”,  “Week Time 

Zone”  “Delete”.
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5.1.2  

. 

dd Unlock Group
 “Access System”> “Unlock Group”,  “Add”. 

“Unlock Combination number” 
 “Description” 

odify Unlock Combination
 “Access System”>”Unlock Combination”,  

item  “Modify”. 
“Confirm” 

elete Unlock Group
 “Access System”>”Unlock Group”,  item 

“Delete”.

5.1.3 ser Time Zone

: 
 

“Machine ID” dropdown menu.   (Unlock 
Combination Group Number) 
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( ) 
 “Authorized List”. 

“Exit” 
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Not : 

5.1.4 evice Mnagement
 y

 “Device 
Management”. 

  “Access 
Parameters Setting” “Device Management” t
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5.1.5 ealtime Monitoring

 
 “Device Management”. 
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“Server Port 
No.”   “Start 
Real Time”.  “Stop Real Time” 

“Clear Data List” 
 (

). 

5.1.6 ser Time Zone Report
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5.1.8 

. 

5.1.9 larm Event

5.1.7 ccess Detailed Report
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Change password :

User Management : 

System Initialization :

Process Duplicate Raw Data : 

Compact Database :
  

Backup Database : 
Restore Database : 

.
Clear Data :

Chapter 6. System Management 
In the main window, look for “System Management” in the top left 

System Management  
 “System Management” 

  Change password , User 
Management , System Initialization , Duplicated original data 
processing Compact Database , Restore Database Backup 
Database , Clear Data Close System . 
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6.2 ser Management

 
1)

 “User Management”,  “Add” 
 “User Properties Page”. ( )

). 
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 “Save” 

2)
“Modify”.

 “User properties page” 
 “Save”. 

3)
 “Delete”.
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6.3 ystem Initialization
System Initialization , 

6.4 
uplicated original data processing

 “System Management”,  “
”, 

6.5 C mpact Database
 “System Management”,  “Compact Database”, 

6.6 ackup Database

 “System Management”, “Backup Database”. 
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6.7 estore Database
 “System Management”, “Restore Database 
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6.8 lear Data
 “System Management”, “Clear Data”. 
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 “Confirm” 


