SAC 4000 TA User Manual

SAC 4000Time attendance software user manual

1. Software features

B Use the same database with access control software

B Simple operation, finishing operation by single click, double click, or right click.

B Directly use access control software’s records as time attendance records.

B No matter uses can enter or go out, we can take the logs once swiping the cards

B You can set the user to participate in time attendance or not.

B Freely set many time schedules.

B There are 3 level depart. Management We can set different shits and rules for company, depart. and
individual.

B Support inter-day card swiping, and free card swiping

B Support time attendance report calculating by day, hour, half an hour, and by minutes.

B Support take morning, evening shift as working overtime, also support fixed working overtime..

B Support this working way of not swiping card between morning and afternoon and support night shift

B Support time attendance result’s editing

B Support time attendance result’s shift adjustment.

B Support asking for leave and business trip management

B Support color indicating to use different color to stand for different records, and

B Access; Support two database at the same time: MS Access and MS SQL server for option. The default is
Access.

B System provide daily record, user can check the operation and management history record, easy to

manage and system maintenance.

Providing data importing or exporting function, facilitating customers’ work processing.

2. Software installation
2.1After installing software,  default user name and PW:

User name: admin
Password:
2.2 If users are more than 1000, we suggest that we use SQL server.

3, System requirement:
Operation system: Windows 98 or above like WIN XP, Win server.
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Database: MS Access and MS SQL Server

CPU: P2 800M

Storage: 256M

Display: 1024*876

For big system with more than 500 pcs of controllers, we suggest you use good CPU and big storage.

4. Basic operation procedures.

1, Install access control software

2, Run the software.

3, COM port management

4, Device---Add controller--Input serial no. or IP address and model no.
5 Door parameters---Choose time attendance point

(Second) Time attendance operation procedure

1, Find “Time attendance” Firstly confirm you choose the device as time attendance point.

2, Set a work rest standard, add one shift’s days and work time zone.

3, Shift arrangement: set a work rest standard like office shift, and add this shift’s days and work time zone.
4, Set time attendance rules for one company, department.

5, Time attendance calculation: Choose one time scope to make calculation.

6, Time attendance interface to check calculation result.
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1. Open access control software and set relevant access control operations. In device interface as below picture,
double click the door icon we need select it as time attendance point. Then choose “Attend time attendance ”

$ira  Edit door parameters

Name: Dourl |
Dioor open time(S): |5 (1-685535)99 Mo limitation
Open overtime(S): 5 1-255
Multi-person: |0 Enter and Exit v:

[] Alarm if door is open overtime
[] Double direction test
Attend time attendance

Alarm output

Alarm kept time: 10 (1-65535)99 means no limitation
Alarm items: [] Door alarm [] Door is open overtime
[] Invalid card [] Swipe card during invalid tin
| oK | | Close |

Then choose Time attendance menu and begin operation in the listed operations.

System~ Manage- Access control ~ Time attendance - Record- Help~

Work rest standard... B
® @ O 2 O © & ®» & T @ -
\ [/ \) + / ] ['] LV Bt 28 [ ] Shift
ard Holder Map Cardrecord Alarmevent  Count Holiday Eventtype Camera Option Log Uzer About Lock Homepa Mg
Interface Status Model no, Communication Enable | Serial no. Evection An
b 485 (COML . .
¢ ! Time attendance calculation option...
- [EH] TCP/ TR (TCR/TE) )
Time attendance calculate
(=1 SAC 3004 4 doors TCE/IF 478114
Time attendance data
1.Doorl 2.Door2 3.Door3 4.Doord

2. Work rest standard

Work rest standard is called shift, that is, we set work and rest days and time zone setting. Choose “Work
rest standard”, Open it, and right click on blank area to add work rest standard.
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fi-r=  Staff management

Shipt |FrEE shift | Serial... | Mame
Add...
Config Column
Refrezh
$irz Staff management
Shipt |Free shift | Serial... | Name Time zone 1 Time zone2 Time zone3
¢z Edit Time Stand

Name: |? Days

[[] Free shift

4

I

Input work rest standard name like: office shift, 3 shifts. We take office shift as example.
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$ior=  Staff management

Shipt Free shift Serial... | Mame Time zonel Time

Add... Ctrl+Alt+A
Edit E ...

Delete
Config Column...

Print L4
Refresh Ctrl+R

Choose the first day’s work rest time to edit.
s g meamn
Shipt Free shift Serial... | Name Time zonel Time zone2

jior=  Edit time field

Mame: 1 |Mcm|:|av | Use before shift

Time zanel: | | Enable advani 30 13:42:26 5 - 13:42:26 (51 pelay: 120 [[] Work oy Night

Time zone2: [| Enable Advani30  13:42:26 [&) ~ 13:42:26 2 Delay: 120 [ Work oy[| Night

-

Time zone3: [ | Enable Advan:30 13:42:26 5 - 13:42:26 = Delay: 120 ] work oy | Night

-

[7] can not swipe card during time zonel and time zone2

Today not work

[7] record as per time zonel, or record card swiping time as per first
in and last out
[7] Take as working owvertime if swiping card during not working time

Unit:Minute

Input time name like Monday, The first day to ask us to remember easily.

Enable time zone, system make 3 time zone as per time attendance demand.

Advance: How many minutes stuff can swipe card in advance.If over this time, the records will not be
calculated.

Delay: How many minutes stuff can delay card swiping. If over this time, the records will not be calculated.
Night: Means that this card wiping is at night. We can take this as working overtime from the below night
time attendance strategy. After setting, press OK to store the setting



SAC 4000 TA User Manual

The same as the above operation, right-click on the blank o the dialog interface can increase the other
schedules

Note: schedules days must be determined by the cycle of the work time, including rest time, such as
administrative class, which is suitable for work time from Monday to Friday, Saturday and Sunday to rest
time, regular cycle is seven days, so the schedule time we should set up to seven days, just Saturday and

Sunday is not enabled.As follows.
si=r=  Staff management

Shipt Free shift S... T | MName Time zonel Time zone2 Time zone3
2 Tuesday 0&:00-12:00 14:00-18:00
] Wednesday 05:00-12.00 14:00-15:00
4 Thar=sday 05:00-12.00 14:00-15:00
5 Friday 05:00-12.00 14:00-15:00
] Saturday 05:00-12.00 14:00-15:00
T Sunday 05:00-12.00 14:00-15:00

Work-rest standard is to have the summarize and set on the work and rest time . The rest time can’t be
omitted.
If set three shifts work and rest standard, it may 21 days be one circulation, so you should set up for 21 days
of work and rest time.
If set big and small weeks such as work and rest standard, it may15 days be one circulation, so you should
set up 15 days of work and rest time.
What kind of work and rest standard and work and rest days, finally according to the actual need to
determine.
3. Time attendace system

Attendance system is set up in what time zone to
perform what work and rest standard, can for the company, department, group and individual set up
separately.General for the entire company need to set up one time attendace system, if some departments
or personnel attendance system is different from the company, may need to set up separately for these
departments and personnel.

Choose time attendance drop-down menu - attendance scheduling, open the scheduling dialog
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Department \Positi on { User ™. Serial no. | Date Week Work or rest source Timezonel Timezone2
Depart. name
=411

Sales
Add... Ctrl+Alt+A

Edit...

Delete

Add strategy...
Modify strategy...
Delete strategy

Cenfig Column...

Print 4
Inquiry... Ctrl+Q
Refresh Ctrl+R

Serial no. Time Source Explanation Event

Chose all of the left, and on the right of will automatically arrange the schedule of work and rest time
samples in 30 days, right-clicking on schedules, choose to increase

jicrz Edit Schedule

Type:Company
MName :Company

Time period: 21/04/2014 [E~* Monday

24/07/2014 [EH~-

Work rest standard:[? Days v]

Wark: at the same |:|E|',.-r:[1.I'~'1|:rr1|:|E|',.-r v]

[] Seperately choose

Mame Time zonel Time zone2 Time zone3
1. Monday 05:00-12:00 14:00-15:00
2 Tuesday 03:00-12:00 14:00-15:00
3 Wednezday 03:00-12:00 14:00-15:00
4. Thur =day 05:00-12:00 14:00-15:00
5. Friday 05:00-12:00 14:00-15:00
B Saturday 03:00-12:00 14:00-15:00
T. Sunday 03:00-12:00 14:00-15:00

| Ok || Close |

Set up the work and rest time attendace system to the company object: note to properly set the date range
(start time and end time), select work and rest standard and on the day of work..The day on work is what’s the
work and rest on that day time on the start date in the date range ,such as the above 201312/1 this day is
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Sunday, the day to work in the administrative class time should choose seventh day in administrative class,
which is on Sunday, as shown above.
After setting up, point the OK to save the setting..

4. Time attendance strategy
Attendance strategy is how to come to work, how to assessment the staff attendance.Such as how many
minutes late is late, how much time is absenteeism, etc.Must be set at least one strategy for the whole company,
if some departments or people with different from company, you have to separate set to these departments
and people.
Select all in attendance scheduling dialog box on the left, then right click again on the right interface
schedules point, choose to add strategy, open the attendance strategy edit box

Serial no.  |Date Week Work or rest source Timezonel Timezone2 Timezone3

jicra  Edit strategy

Type: Company
Name: Company

1
z
3
4
2
]
7
g

Name: |Df'fic:e|

- Date scope: 01/01/2001 [E*  Monday

10
11
12
1z Late \kLeave earlv\&ﬁkbsence \Dvertime\KHnlidav
14
15
16

0g9/02/2022 [E-

Permit being late: 1 permit being late if night shift: 1

ermit being late if overtime: 1
17 Later more than this time, take it as absence

15
19

Permit being late if holiday: 1 3

20 99 meanz no limit!
21

Cloze

Set the strategy execution time range (start time and end time), fill in the assessment method of late, leave
early, absenteeism, work overtime, holidays, point OK to complete.

5. Work attendance calculation

After setting the work and rest standard, the work attendance system, attendance strategy, and then set up
the calculation of some parameters, can proceed to the calculation and analysis of check on work
attendance.

Setting the calculation options before calculation .

Choose attendance drop-down menu — attendance calculation options dialog
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sicrz - Attendance check options

Work time\l\ Crvertime \I\Absence \I\ Aslk for leave \I\Travel \I\Dthers

@ Use standard time

(") Use real card event time

[] wWork time includes overtime's time at the same time

[] Deduct lateness and leave early time if calculating as per work rest standard

Unit: [Mir‘lute v] Ignore lack 1 unit part

| Ok || Close |

Setting calculation unit, such as calculation conditions, point OK to complete modification. No modification can
have no operating.
Choose attendance drop-down menu — time attendance check

jicrz . Time attendance check

Time: rom EEfoa/2014 « 0:00:002 E

To 24/04/2014 - 23:509:595

Card no.: i
User no.: ¥
MName: i
English name: - Already include calculated
attendance data
Depart.: E]
Position: E] | Option... |

| QK || Close |

Select the attendance calculation range: time range, department, card number, name, etc to have the
Filtering calculation

Calculation process:
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D Initialize

|:| et data

[J] Analyre data
DCalculate time attendance

[[] &tore

AlLTHA /a5

6. Work attendance result

Attendance is evaluated, you can view the report data, also can undertake the report output.

Attendance data: Choose attendance drop-down menu - attendance data

Search:

Serial... User no. Mame Englis... Depart. Positon Status Data Week Time zonel Time zone2 Time z... Set Source Stragety 4
1 1001 BEW LOGT. . [2013/12/1 | Sumday | Conpany T DAT'S SHIFT-SUDAY OFFICE STAFF AT...
2 100l BEKW LOGL. . 2013/12/2 | Mondsy  08:00-12:00 14:00-18:00 Conpany T DAY’ S SHIFT-NOWDAY OFFICE STAFF AT...
a 1001 BEW 106T 2013/12/3 | Tnesday  08:00-12:00 14:00-18 00 Conpany T DAT'S SHTFT-TUESDAT OFFICE STAFF AT

4 1001 BENW LOGL. . 2013/12/4 | Wedne... 08:00-12:00 14:00-18:00 Company T DAT'S SHIFT-FEDRESDAY OFFICE STAFF AT. ..
5 100l BEW LOGT. . 2013/12/5 | Thwrsday 08:00-12:00 14:00-18:00 Company T DAY'S SHIFT-THURSDAY OFFICE STAFF AT. ..
f 1002 ALTNA SALE (2013121 | Sumday | SALES DEPT. 7 DAY’ S SHIFT-SUNDAY OFFICE STAFF AT

7 1002 ALINA SALE. . 2013/12/2 | Mondsy  08:00-12:00 14:00-18:00 SALES DEFT. 7 DAY’ 5 SHIFT-WONDAY OFFICE STAFF AT. ..
_m--- 20 Tuezday Wm-- SALFS DEPI. 7 DAY'S SHIFI-TUESDAY | OFFICE STAFF AT...
9 1002 ALIWA SHLE. . 2013/12/4 Wedne... 08:0 WorkRest setting... SALES DEPT. 7 DAY'S SHIFI-WEDWESDAY |OFFICE STAFF AT...
10 1002 ALINA SALE. . 2013/12/5 | Thwrsday 08:C User info.... SALES DEPT. T DAY’ S SHIFT-THURSDAT  OFFICE STAFF AT...
11 1003 CRYSTAL SALE [2013/12/1 | Smdsy | Card record... SALES DEPT. 7 DAY S SHIFT-SUNDAY OFFICE STAFF AT
12 1003 CRYSTAL SALE. . 2013/12/2 | Mondsy  08:0 e — SALES DEPT. 7 DAY’ § SHIFT-MONDAY OFFICE STAFF AT...
13 1003 CRYSTAL SALE. . 2013/12/3 | Tuesday  08:C . SALES DEPT. T DAY’ S SHIFT-TUESDAY  OFFICE STAFF AT...
14 1003 CRYSTAL SALE 2013/12/4 |Wedne. ..  08:0 BT e SALES DEPT. 7 DAY’ S SHIFT-WEDKESDAY OFFICE STAFF AT
15 1003 CRYSTAL SALE. . 20137125 | Thursday 08:0 [EemieamaTanik: SALES DEFT. T DAY’ S SHIFI-THUESDAT | OFFICE STAFF AT. ..
16 1004 JACK SALE. . Edit note... SALES DEPT. 7 DAY’ S SHIFI-SUNDAY OFFICE STAFF AT...
17 1004 TACK SALE 2013/12/2 |Monday | 08:0 Delete SALES DEPT. 7 DAY S SHIFT-WONDAY OFFICE STAFF AT
18 1004 JAK SALE. . 2013/12/3 | Tuesday  08:0 T e SALES DEPT. 7 DAY’ S SHIFI-TUESDAY  OFFICE STAFF AT...
19 1004 TACE SALE. . 2013/12/4 | Wedne... 08:C SALES DEPT. T DAY'S SHIFT-WEDFESDAY | OFFICE STAFF AT...
20 1004 TACK SALE. . 2013/12/5 | Thursday 08:0 Print L SALES DEPT. 7 DAY'S SHIFT-THURSDAY | OFFICE STAFF AT...
21 1006 TOM LOGI. . [2013/12/1 | Swmday | Refresh Cirl+R Company T DAY’ S SHIFT-SUNDAY OFFICE STAFF AT...
22 1006 ToM 106T 2013/12/2 | Momdsy 080 e crlsQ Conpany T TAT'S SHTFT-NOWDAY OFFICE STAFF AT
23 1006 TOM LOGL. . 2013/12/3 | Tuesday  08:Duwres S— Conpany T DAT'S SHIFT-TUESDAY OFFICE STAFF AT. ..
24 1006 ToM LOGL. . 2013/12/4 | Wedne... 08:00-12:00 14:00-18:00 Conpany T DAY'S SHIFT-FEDNESDAY OFFICE STAFF AT...
25 1006 ToM 106T 2013/12/5 | Thursday 08:00-12:00 14:00-18:00 Conpany T DAY’ S SHTFT-THURSDAY OFFICE STAFF AT

Right-clicking on the data table can edit and inquiry the attendance data.

Modify the card record :The actual card record can be modified.

Adjust the schedule :If the day's work-rest standard is not correct, can be adjusted freely here

Recalculate: If you modify the card record or modify the attendance settings, can have one new recount for
this rows .

Modify the attendance records : Can modify the results of work attendance, such as late, leave early,
working hours and other specific data.

Inquiry : can set the filter conditions to inquiry attendance data, and can export the data you inquired.The
exported data is the same with the inquired data, namely, what you see is what you get.

Choose attendance drop-down menu, staff attendance statistics

10
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Lateness ti...

Code Mame  Dept Position  Late Leave ... Absence |Work ...
1001 EEW LOGISTICS g

1 A |[SALES DEPT.
lo02 [ ALT0A | I
1003 CEYSTAL SALES DEPT.

1004 | JACK | SALES DEFT. Config Column...
1008 TOM LOGISTICS =

Print...
Tatol
kit ‘ Refresh  Ctrl+R

Leave early... Absence times Work overti... Work time Ask fo... Travel

2
o4
10

2
r____--
2
»

According to a person, a department, or a job to have the filter statistics, inquiry results, exporting the

Import the report :right-click on the inquired attendance record, choose print - select import format -

Search:
Serial... Userno. Mame Englis... Depart. Positon |Status Data Week Time zonel
1 1001 EEW 16T
2 1001 BEN L0GL 2013/12/2 | Mondey | 08:00-12:00
3 1001 EEN 2003/12/3 | Tuesday | 08:00-12:00
1 1001 EEW 2013/12/4  Wedne 08:00-12:00
- WorkRest setting...
7 100 ALTHA SALE Reeuiias 08:00-12:00
8 1002 ALTRA SALE Card record.. 08:00-12:00
9 100z ALTHA SALE R lolate 08:00-12:00
10 100z ALTHA SALE Edit attnedance data... 08:00-12:00
11 1003 CRYSTAL SALE .
Edit card record...
1z 1003 CRISTAL SALE . 08:00-12:00
Edit note...
13 1003 CRISTAL SALE 08:00-12:00
Delete
14 1003 CRYSTAL SALE 08:00-12:00
15 1003 CRYSTAL SALE Config Column... 08:00-12:00
16 1004 TACK SALE - ;
Print Printer
1T 1004 JACK SALE
5 0 T iE Refresh Ctrl+R Excel
19 1004 TAK SALE Search... Ctrl+Q iz
20 1004 JACK SALE ST TXT
21 1006 o 10GT Himl

Time zone2

a0-18:
00-13:
a0-13:

00-13:
00-18:
00-13:
00-13:

a0-18:
00-13:
a0-13:
00-18:

00-13:
00-18:
00-13:
00-13:

Time z... Set Source Stragety Cards...
Company 7 DAY’ S SHIFT-SURDAY OFFICE STAFF AT
Company 7 DAY’ S SHIFT-MORDAY OFFICE STAFF AT.
Company T DAY 2 SHIFT-TUESDAY OFFICE STAFF AT.
Company T DAY S SHIFT-WEINESDAY OFFICE STAFF AT

HIFI-THURSTIAY

SALES IEFT. T DAT" S SHIFT-SUNDAY OFFICE STAFF
SALES IEFT. 7 DAT' 5 SHIFT-MONDAY OFFICE STAFF AT.
SALES DEPT. T DAT'S SHIFT-TUESDAY OFFICE STAFF AT
SALES DEFT. T DAT' S SHIFT-WEDNESDAT OFFICE STAFF AT.
SALES IEFT. 7 DAY’ S SHIFT-THURSDAY  OFFICE STAFF AT..
SALES IEFT. 7 DAT'S SHIFT-SUNDAY OFFICE STAFF AT
SALES DEFT. 7 DAT'S SHIFT-MONDAY OFFICE STAFF AT.
SALES DEFT. T DAT" S SHIFT-TUESDAY OFFICE STAFF AT.
SALES IEFT. 7 DAT'S SHIFT-WEDNESDAT  OFFICE STAFF AT
SALES DEFT. 7 DAT"S SHIFT-THUESDAY OFFICE STAFF AT.
SALES DEFT. T DAT" S SHIFT-SUNDAY OFFICE STAFF AT.
SALES IEFT. 7 DAT'S SHIFT-MONDAY OFFICE STAFF AT
SALES DEPT. T DAT"S SHIFT-TUESDAY OFFICE STAFF AT.
SALES DEFT. T DAT" S SHIFT-WEDNESDAT OFFICE ZTAFF AT..
SALES IEFT. 7 DAY’ 5 SHIFT-THURSDAY  OFFICE STAFF AT.
Company 7 DAY’ S SHIFT-SURDAY OFFICE STAFF AT
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