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

ZK is a registered trademark of ZKTeco. Other trademarks involved in this manual are owned
by their respective owners.

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

any third party without express written permission of ZKTeco.

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

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

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

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

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

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

merchantability, or fitness for a particular purpose.

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

obtained from using the information is assumed by the user.
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ZKTeco in no event shall be liable to the user or any third party for any incidental, consequential,
indirect, special, or exemplary damages, including, without limitation, loss of business, loss of profits,
business interruption, loss of business information or any pecuniary loss, arising out of, in connection
with, or relating to the use of the information contained in or referenced by this manual, even if

ZKTeco has, of the possibility of such damages.

This manual and the information contained therein may include technical, other inaccuracies or
typographical errors. ZKTeco periodically changes the information herein which will be incorporated
into new additions/amendments to the manual. ZKTeco reserves the right to add, delete, amend, or
modify the information contained in the manual from time to time in the form of circulars, letters,
notes, etc. for better operation and safety of the machine/unit/equipment. The said additions or
amendments are meant for improvement /better operations of the machine/unit/equipment and
such amendments shall not give any right to claim any compensation or damages under any

circumstances.

ZKTeco shall in no way be responsible (i) in case the machine/unit/equipment malfunctions due to
any non-compliance of the instructions contained in this manual (ii) in case of operation of the
machine/unit/equipment beyond the rate limits (iii) in case of operation of the machine and

equipment in conditions different from the prescribed conditions of the manual.

The product will be updated from time to time without prior notice. The latest operation procedures

and relevant documents are available on http://www.zkteco.com.

If there is any issue related to the product, please contact us.

ZKTeco Industrial Park, No. 26, 188 Industrial Road,
Tangxia Town, Dongguan, China.

+86 769 - 82109991

+86 755 - 89602394

For business related queries, please write to us at: sales@zkteco.com.

To know more about our global branches, visit www.zkteco.com.
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ZKTeco is one of the world’s largest manufacturer of RFID and Biometric (Fingerprint, Facial, Finger-
vein) readers. Product offerings include Access Control readers and panels, Near & Far-range Facial
Recognition Cameras, Elevator/floor access controllers, Turnstiles, License Plate Recognition (LPR)
gate controllers and Consumer products including battery-operated fingerprint and face-reader Door
Locks. Our security solutions are multi-lingual and localized in over 18 different languages. At the
ZKTeco state-of-the-art 700,000 square foot ISO9001-certified manufacturing facility, we control

manufacturing, product design, component assembly, and logistics/shipping, all under one roof.

The founders of ZKTeco have been determined for independent research and development of
biometric verification procedures and the productization of biometric verification SDK, which was
initially widely applied in PC security and identity authentication fields. With the continuous
enhancement of the development and plenty of market applications, the team has gradually
constructed an identity authentication ecosystem and smart security ecosystem, which are based on
biometric verification techniques. With years of experience in the industrialization of biometric
verifications, ZKTeco was officially established in 2007 and now has been one of the globally leading
enterprises in the biometric verification industry owning various patents and being selected as the
National High-tech Enterprise for 6 consecutive years. Its products are protected by intellectual

property rights.

This manual introduces the operations of BioTime 8.0 software.

All figures displayed are for illustration purposes only. Figures in this manual may not be exactly

consistent with the actual products.
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Document Conventions

Conventions used in this manual are listed below:

GUI Conventions

For Software

Convention Description

Bold font Used to identify software interface names e.g. OK, Confirm, Cancel

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

Convention Description
<> Button or key names for devices. For example, press <OK>
[ Window names, menu items, data table, and field names are inside square
brackets. For example, pop up the [New User] window
/ Multi-level menus are separated by forwarding slashes. For example,
[File/Create/Folder].
Symbols

Convention Description

\ "

h This implies about the notice or pays attention to, in the manual

The general information which helps in performing the operations
faster

[ B¢

The information which is significant

o Care taken to avoid danger or mistakes

2 The statement or event that warns of something or that serves as a
cautionary example.
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Introduction

BioTime 8.0 provides unified management to customers in terms of time management and
operational safety. It helps the customers to continuously improve safety management by affording
a simple and efficient platform that can manage all the time and security-related aspects at a single
instance.

Features

With a powerful data handling capacity, the system can manage the attendance data of
10,000 employees.

The visual and reliable operating procedure gives you years of attendance management
experience.

Automatic user management makes the system simpler and more efficient.

The hierarchical management ensures user data security.

The real-time data processing system ensures data availability to the administrators at any

time.

Requirements of Server Hardware Configuration

CPU: Frequency of more than 2.0 GHz
Memory: 4 GB available or above;

Hard Disk: Available space of 100 GB and above. Itis recommended to use an NTFS hard disk partition
as the software installation directory. (An NTFS hard disk partition provides better performance and
higher security).

Software Operating Environment
Supported Operating System: (64-bits) Windows 7/8/8.1/10, Windows Server 2008/2008
R2/2012/2012 R2/2016/2019;

Supported Database: PostgreSQL (Default), MSSQL Server 2005/2008/2012/2014/2016/2017, Oracle
109/119/12 ¢, MySQL 5.0/ 5.6/ 5.7;

Supported Mainstream Browser: |E 11+, Google Chrome 33+, Firefox 27+.
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BioTime8.0 Modules

The system mainly consists of the following functional modules:
Personnel module

The personnel module includes four parts: Department Management to set the Company's main
architecture; Employee Management to enter employee’s information into the system, allocating
employees to various Departments and to maintain employee details; Workflow Management to
create a systematic structure with multi-level management; Configurations to add document details
to each employee.

Device Module

The Device module sets the communication parameters to connect the devices. The communication
with the devices will be successful only after the communication parameters are set properly. Once
the communication is successful, you can view information about connected devices and perform
operations such as remote monitoring, upload, and download.

Attendance Module

The Attendance module collects and processes attendance data of all the employees, manages their
work schedules, leaves, requests, and generates all transactions and schedule reports.

Access Control Module

The Access Control module sets Time period, Holidays, Access Groups, Unlock combinations, etc. Also,
it manages the access control parameters such as Door Lock Delay, Door Sensor, Anti-Passback,
Duress options, etc.

Payroll Module

The Payroll module helps to calculate the salary of each employee by considering the allowances,
deduction, expenses, loan, and salary advance. Payroll formulas can be assigned so that salary can be
incremented/deducted based on the variables.

Visitor Module (Optional)

Visitor Module is integrated with Access Control Module to provide a way to easily control, record and
track visitors. It implements entry registration, exit registration, visitor reservation and so on.

Meeting Module

Simple meeting management helps users to manage meeting devices, meeting rooms, meeting

Page |14 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0

User Manual

applications, meeting attenders and attendance of attenders.

System Module

The System Module assigns System Users and configures their roles. It sets the system parameters
and manages the system operation logs.

Fundamental Procedure

Follow the below procedure for a smoother interface experience. It takes Superuser as an
example. Different users have different access rights, so the procedure changes for each role.

Log in to the system and modify the default password of your account.

Assign user accounts and roles for the users using the system (such as Company Management
Personnel, Registrars, and Attendance Administrators).

Set the common System information such as System parameters, Announcements, and Alerts.

Set the organization architecture according to the company’s structure and set the
corresponding position details.

Enter the employee information.

Set the regional structure of the company. Add T&A devices for the system and configure the
devices.

Set the attendance parameters. You can use the default settings or modify the settings as per
your company’s regulations.

Set the attendance timetables to predefine the working hours and related parameters.
Set the shifts for employees.

Schedule the shifts and assign employees to the shifts. Assign temporary schedules if there is
any requirement.

Set Leave, Holiday, Compensatory Leave based on the attendance parameters.
Set time period, access group, unlock combination and so on for each area for lock control.

Set the payroll formula for overtime, leave, exception and so on. Set the payroll structure for
the personnel.

Manage the use of meeting room and the access of visitors.

Generate the attendance report, payroll report and meeting attendance report. The system
collects statistics and generates reports for the specified period.
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2 System Management

2.1 Login

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

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

BioTime 8.0

Admin Login

Username

Password

Fingerprint

ZK Tz

Copyright €2018 ZKTECO CO. LTD Al rights reserved. About

To use the system on a server, select Program > BioTime > BioTime Server Controller and start the
service.

Then, double-click the shortcuticon of BioTime Home Page on the desktop. The system login interface
pops up.

1. BioTime
@ BioTime Server Controller
(2 BioTime
i= Uninstall BioTime

& Note: In Windows 7/Vista, right-click BioTime Server Controller and select Run as administrator
from the shortcut menu.
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(3) When you log in to the system, authentication is required to guarantee the system security. A
superuser account (with all operational permissions) need to be created for a user who is using the

system for the first time.

ZKTz=o

Create Superuser

Usemame”

Email

Password”

Confirm
Password”

Enter the Username, Email, Password, click [Confirm] to create a superuser.

The superuser can assign employees (such as Company Management Personnel, Registrars, and
Statistics Clerks) as new users and they can configure the corresponding user roles. For detailed
operation, please refer to_10.1.2 "User Management".

(4) Enter the Username and Password. Click Login to view the user interface.

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

Teca

W Absent
W Present Today

Present

4(0.15%)

31800179
Codie

’ 31800179
Codie
1 101001
1 101001
1 101001
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¢
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On the Dashboard, you can see eight modules namely Personnel, Device, Attendance, Access Control,
Payroll, Visitor, Meeting and System. Click the related module to perform the related functionalities.

Logout

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

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

Change Password

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

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

confirm the new password. Click Confirm to change the password.

Password >

Criginal Password*

Password™

Password (again)®

Cancel
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3 Personnel Management

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

3.1 Department Management

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

T Personnel n° n -

® Q1 Department

i Organization

& Bookmarks - T Filters ~

'
[¢]
=]
3
i
[$]
o

Add Delete Import Personnel Transfer P

Department Code Department Name Superior Employee Qty. Resigned Qty. Department

Department - 40 nicole test

ZKTeco Indonesia

nicole test
Nancy Test

Iala

test

another test

6
ZKTeco Indonesia 0
Nancy Test 1
lala 1
test - 2 Hardware support

2

2

1

anather test K-Department

Hardware support

NARAIRNNRNER
Ep Eb = Eb G B Ep B E

K-Department 0

C 19 v n Total 9 Records 1 Ff;sm

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

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

3.1.17 Add a Department

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

Add X

*

Department Code™:

Department Name*:

Superior:  ----------
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Set the parameters as shown below:
Department Code: Enter a unique Department code maximum of 50 digits.
Department Name: Enter the corresponding Department Name maximum of 100 characters.

Superior: Click © and select a superior Department of this Department from the drop-down list.

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

refresh the Department tree.

T Personnel nd “ -

® Q = [ees——"

& Organization

& Bookmarks = Y Filters ~

Add Delete Import Persannel Transfer 7z S D

=]
3
Ht
Q
o

Department Code Department Name Superior Employee Qty.
Department - 1704
nicole test - 6
ZKTeco Indonesia
Nancy Test
lala
test
anather test

Hardware support Finacial Department

=

K-Department

EEEEEEEEEE
B
3

NINNANRAE®

Finacial Department

C 9 |v n Total 10 Records 1 | Page m

#Note:

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

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

"Export" in Appendix 1.

3.1.2 Edit a Department

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

.

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

click [Confirm] to save the modified Department information.
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Delete a Department

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

ke
I

directly click
Department.

& Note:

in the same row of the Department to be deleted. Click [Confirm] to delete the

Deleting or modifying a Department causes the employees belonging to the particular Department
to belong to none of the Departments. This also leads to the failure of generating some reports. If
deletion or modification is indeed required, transfer the personnel in the particular Department to
other Departments, and then delete the Department. That is, the Department which is currently being
used cannot be deleted.

Personnel Transfer

You can adjust employees to the selected Department in batches.

1. Select [Personnel] > [Department]. Select the corresponding Department and click [Personnel

Transfer].
Personnel Transfer
Department Employes

Employe... First Name Last Name
11111 Rex
1111111...  Chris
1111111,
1111223... Shoveen
111222 T
1112223..
112 Web
1122 Godwin Mbobola
1123 Leon&Ton
11234 Janun
113 June
114 January
118 Anc

20 ¥ Total 247 Records > 1

Department
group]
group
group
group
group
group
zy
group2
group
group
zy

zv

v

Selected

Employe... First Name Last Mame

Cancel

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

Personnel Transfer %
Department Employee Q Selected 2
Employe... First Name Last Name Department Employe... First Name Last Name
11111 Rex group1 11111 Rex
1111111... Chris group1 1111111... Chris
1111111, groupl
1111223... Shoveen groupl
111222 T groupl
1112223.. groupl
112 Web FA')
1122 Godwin Mbobola group2
1123 Leon&Ton groupl
11234 Aanun groupl
113 June Ay
114 January FA
115 Ak v
20 ¥ Total 247 Records ¢ » 2 Page m

3.2 Position Management

It is necessary to add the position details while adding the employee details.

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

, ECD Personnel

® Q =

Pasition

& Organization -

@ Bookmarks- Y Filters -
Add Delete Import Persennel Transfer F S D D e = fo R «]
Position Code Position Name Superior Employee Qty. Resigned Qty. Manager
Manager - 1 0 & Engineer
Engineer - 2 0 @ m
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Add a Position

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

Add X

Position Code™:

Position Name™:

Superior:

Cancel

Set the parameters as shown below:

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

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

Edit a Position

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

to be edited.

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

Delete a Position

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

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

Page |23 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

3.2.4 Personnel Transfer

You can adjust the employee’s positions in batches.

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

Personnel Transfer b e
Department Employee Q Selected 0
Employe... First Name Last Name Department Employe.. First Name Last Name
11111 Rex group
1111111...  Chris group1 None
1111111, group]
1111223... Shoveen groupl
111222 T group
1112223... group
112 Web i)
1122 Godwin Mbobola group2
1123 Leon&Ton group
11234 Jarun group
113 June FAy
114 January zy
115 Anc 7v
20 ¥ Total 247 Records > 1 Page eI

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

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

Personnel Transfer b4
Department Employee Q Selected 2
Employe.. First Name Last Name Department Employe... First Name Last Name
11111 Rex group1 11111 Rex
1111111... Chris groupl 1111111... Chris
1111111 group
1111223... Shoveen group1
111222 L group
1112223.. group
112 Web FAy
1122 Godwin Mbobola group2
1123 Leon&Ton group
11234 Aarun group
1132 June zy
114 January FAy
115 A 7v
20 v Total 247 Records ¢ > 2 Page m

#sNote:

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

Page |24 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

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

"Export” in Appendix 1.

3.3 Area Management

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

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

)
, e Personnel pat “ =
—
© Q = g Position Area
Organization
£ @ & Bookmarks~ Y Filters +
t
Add Delete Import Personnel Transfer S 9D D e~ = [s R +]
Area Code Area Name Superior Device Qfy. Employee Qty. Resigned Oty Not Authorized
Not Authorized 2 2 0 & m Kohrea
= nicole test
K-Area 3 16 0 EAR |
= » ZKTeco Indonesia

nicole test 1 1705 0 :1 T dgtest
ZKTece Indonesia - 0 o 0 & test
Medan ZKTeco Indonesia 1 4 0 @ m Nancy Test
Jakarta ZKTeeo Indonesia o 0 0 & m da
Surabaya ZKTeco Indonesia o 0 0 & Cambodia
dotest 2 6 0 & sztest
ot R B ) @@ Meeting Test
Nancy Test o [} 0 @ @
da 1 1 0  m
Cambodia 1 1 0 & m
sztest 1 25 0 &
Meeting Test 1 15 0 &

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

3.3.1 Add an Area

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

Add X

Arsa Code™

Area Name™:

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

Confirm Cancel

Set the parameters as shown below:

Area Code: Enter a unique area code.
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Area Name: Enter an area name.

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

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

Welcome admin (7)) ¥ {7

’ Personnel
[ Wel—l Department

i Organization

Position Area

& Bookmarks ~ Y Filters

Add Delete Import Personnel Transfer Z /2 9 O e =
esigned Qty. Not Authorized
Area A
Area B
Moscow

Area Code Area Name Superior Device Qty. Employee Gty. R
Not Authorized 3 1 0
Area A = 2 24 [} &
Area B 1 20 0
Moscow 0 5 0

ENEPEED

3.3.2 Editan Area

1. In the area list, click an area code, or click E icon in the same row of the area to be edited.

Edit *

Area Code®: BB8B888
Area Name™: Al test

Superior;  ----------

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

3.3.3 Delete an Area

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

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

Prompt b4

Are you sure to delete the selected 1 items?

Confirm Cancel

Click [Confirm] to delete the selected area.
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#sNote:

1. The default area cannot be deleted.

2. Areas that are being currently used by employees or devices cannot be deleted.

3. Areas with subordinates cannot be deleted.

3.3.4 Personnel Transfer

You can adjust the area of employees in batches.

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

Personnel Transfer
Employee
Employe... First Name Last Name
1 Hxdd
10301 10301
10302 10302
105 wanida&srikal
10983
1101603 11
111 noradl
1111111,
11234 FIETTET
1180735 tyler
121 Wannasa8Nak...
123
AFIARRT
20 v Total 50 Records ? 1

Selected O

Department Employe...

HR Department
Test Department
Test Department
Department
Department
Test Department
Department
Department
Department
Department
Department
Department

First Name

x

Last Name

None

2. In the employee’s list, select the employees whom you want to change the area (You can search

employees by Department, Name or Employee ID).

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

Personnel Transfer

Department Employee
Employe... First Name Last Name
1 Xxdd
10301 10301
10302 10302
105 wanida&srikal
10983
1101603 11
111 nora8t
1111111
11234 Janun
1180735 tyler
121 Wannasa&Nak...
123
1224567
20 v Total 50 Records > 1

Selected 2
Department Employe...
HR Department 1
Test Department 10301

Test Department
Department
Department
Test Department
Department
Department
Department
Department
Department
Department

First Name Last Name

Hxdd
10301
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& Note:

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

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

Export" in Appendix 1.

Employee Management

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

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

"Export” in Appendix 1.

Add an Employee

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

Add X
Profile
Employee ID* 1233467891 First Name
Department* ---------- Last Name
Position  ---------- Area*  --------—-
Employment Type --------- Hired Date  2020-07-09

Private Information Device Access Setting Attendance Setting App Setting Payroll Settings

SSN Local Name Gender ---—----- G
Passport MO. Automobile License Maotorcycle License
Contact Tel Office Tel Mobile
Maticnal Religion City
Address Pnstends Frmail

Cancel

Set the parameters as shown below:
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> Profile

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

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

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

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

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

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

Employment Type Temporary Hired Date 2020-07-09

Effective Start Date® 2020-07-09 Effective End Date® 2020-07-09

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

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

Employee Photo:

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

Photo

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

While HTTPS is enabling, users can access the system with https address and enroll personnel photo
with USB camera or the camera comes with the computer.

Capture

=

co

>  Private Information

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

Private Information Device Setting Attendance Setting App Setting Payroll Settings

SSN Local Name Gender  --------- v
Passport NO. Automobile License Motorcycle License
Contact Tel Office Tel Mobile
National Religion City
Address Postcode Email

Birthday

Set the parameters as shown below:

SSN: Enter the Social Security Number.

Local Name: Enter employee’s local name.

Gender: Select the gender of the employee.

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

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

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

Mobile: Enter the employee’s Mobile Phone number.

National: Enter the employee’s Nationality.
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Religion: Enter the employee’s Religion.
City: Enter the employee’s City.

Address: Enter the employee’s Address.
Postcode: Enter the employee’s Postcode.
Email: Enter the employee’s Email Address.

Birthday: Enter the employee’s Date of Birth.

» Device Access Setting

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

Private Information Device Access Setting Attendance Setting App Setting Payroll Settings

Verify Mode  Any Device Privilege  Employee
Card NO. PIN

Enrall Device FP Registered(v10)

Cancel

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

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

Device Privilege | Employee
PIN

F Registered(vl0) Register
System Administrator

Super Administrator

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

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

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

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

PIN: Set the employee’s password. The black-and-white T&A devices support a password maximum
of 5 digits. The color-screen T&A devices support passwords of 8 digits. Password digits exceeding the
specified length are cut out by the system automatically. When you change the password, clear the
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old password in the text box and enter the new password.
Enroll Device: Enroll the employee in the T&A device.
FP Registered (v10): Register the employee’s fingerprints.

Bio-Photo: Upload the bio photo of the employee.

» Attendance Settings

Click [Attendance Setting] to set the attendance parameters.

Private Information Dievice Access Setting Attendance Setting App Setting Payroll Settings

Self-Password Workflow Role -—----—--
Enable Attendance Enable Schedule
Enable Holiday Enable Overtime

Attendance Group  ---------

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

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

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

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

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

Attendance Group: Set the employee’s attendance group.

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

1. Set the parameters of the certificate expiration reminder.

Private Information ~ Device Access Setting  Attendance Setting ~ Document  App Setting  Payroll Settings

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

Document® | -------—-

Expire Date* 2019-10-31

Email Alert No

Alert Before® 0

Cancel

Document: Select the type of document.

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

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

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

Click [Confirm] after entering the required details.

2 Note:

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

a. Expiry date: 2020-01-20

b. Alert before 2 days

¢. Needs an email alert

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

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

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

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

Prompt X

Are you sure to delete the selected document?

Cancel

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

Private Information Device Setting Attendance Setting App Setting Payroll Settings

APP Status  Disable APP Role  Employee

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

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

»  Payroll Settings

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

Private Information Device Setting Attendance Setting App Setting Payroll Settings

Payment Period”  Monthly Payment Type® Cash
Bank Name Bank Account
AgentID Agent Account

Personnel ID

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

Monthly

Weekly
Draily

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

Payment Type™ Cash

Bank Account

Cheque
Agent Account | Bank Transfer

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

Agent ID: Enter the agent ID of the employee.
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Agent Account: Enter the Agent account number of the employee.

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

Department Employee
& Bookmarks ~ T Filters «
Add Delete Import Adjustment App More
Employee ID First Name Department Device Privilege Area APP Status
Department Employee hrq test (-]
100007 Department Employee hrq test,5 -]
Department Employee hrq test o)
Department Employee hrq test e
Department Employee Not1 Authorized )

Fingerprint

Face

7 {‘

VL Face

Palm

D m e =

&) &) & &G

EEEEED

#sNote: The uniqueness of the Employee ID must be guaranteed.

3.4.2 Edit an Employee

1.In the employee’s list, click the Employee ID or click (£ icon in the same row of the employee to

be edited.

Edit
Profile
Employee ID” First Name Denny
Department® Department Last Name
Position  ---------- Area”  AreaB

Employment Type Hired Date  2019-09-03

Private Information Device Access Setting Attendance Setting Document App Setting
<SN Local Name
Passport NO. Automobile License
Contact Tel Office Tel
Mational Religion
Address Postcode
Birthday

Payroll Settings

Gender

Motorcycle License
Mobile

City

Email

Photo

m Cancal

2. After modifications, click Confirm to save the modified details.
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Delete an Employee

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

the same row of the employee to be deleted.

Confirm X

Are you sure?

Cancel

Click [Confirm] to delete the employee.

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

Personnel Transfer

1. Personnel Transfer

This includes Department Transfer, Position Transfer, Area Transfer and Pass Probation.

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

Transfer] to adjust the department.

Department Transfer x

Department®:  ----------

Remarks:

Cancel

(2) In the Department drop-down list, select the Department to which the employee is to be
moved and enter the remarks.
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(3) Click [Confirm] to save the details.

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

2. Pass Probation

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

Prompt .4

Are you sure the employee pass probation?

Cancel

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

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

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

Resignation X
Resignation Date™ 2019-08-14
Resignation Type® Quit

Attendance™:  Enable

Reason:

Cancel

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

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

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

Reason: Enter the reason for resignation.

(2) Click [Confirm] to save the resignation details.
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App Enable/Disable Settings

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

Prompt X

Are you sure to enable mobile application 1
items

Cancel

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

Re-synchronize to Device

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

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

Prompt X

Are you sure to resynchronize user data to
device?

Cancel

2. Click [Confirm], to synchronize the employee data to the device.

Re-upload from Device

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

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

Re-upload from device X

Device™ | All

Serial Number

Specified

Cancel

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

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

Delete Biometric Template X

Fingerprint: No

Face™ No

Finger Vein*: No

Palm™: No

Cancel

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

Personnel Resignation

Add a resignation

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

Add X
Department Employee Q Selected
Employee ... First Name Last Name Department Employee ... First Name Last Name
1001 ke Duan departmentl “
1004 1004 departmentl
1005 1005 Department
1006 1006 Department
1007 lixian hwang Department
1008 1008 .
1009 1009 department1
72601 72601 departmentl
9 Katharine department1
10 Test departmentl
70901 70901 departmentl v
< >
20 |v 2 3 14 > Total 268 Records
Resign Date*  2019-08-14
Resign Type*®  Quit Attendance™ Enable
Resign Reason
Cancel

Enter the details as shown below:

Employee: Select the employee to enter the resignation details. (You can filter the employees by
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Department, Name or Employee ID).
Resign Date: Select the date of resignation.

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

Resign Reason: Enter the reason for resignation.

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

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

Delete Resignation

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

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

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the resignation details.

Reinstate

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

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

Prompt X

Are you sure to reinstatement 1 items?

Cancel

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

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

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

Prompt X

Are you sure to disable attendance function 1
items

Cancel

2. Click [Confirm] to disable the attendance of the selected employee.

#Note:

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

T o , . . . . .
2. You can click to export the employee’s resignation details locally. For detailed operation,

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

Workflow

Role

> Add a Role

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

Add X

Code*: 32

Raole Name™*:

Description:

Cancel

Enter the details as shown below:
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Code: Enter a unique code for the user role.
Role Name: Enter a unique name for the user role.
Description: Enter the description of the role.

2. Click [Confirm] after entering the details.

» Delete a Role

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

role to be deleted.

Prompt e

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the role.

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

» Assign Employee

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

Assign Employee X
Department Employee Q Selected 0

Employee ... First Name Last Name Department Employee ... First Name Last Name
1019 kbz1019 Department
102 kbz102 Department s
1020 kbz1020 Department
1021 kbz1021 Department
1022 kbz1022 Department
1023 kbz1023 Department
1024 kbz1024 Department
1025 kbz1025 Department
1026 kbz1026 Department
1027 kbz1027 Department
1028 kbz1028 Department
1090 R Pl nebonnnt

20 ¥ Total 10209 Records < > 4 Page m

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

3. Click [Confirm] to assign the employee role.

Workflow Builder

> Add a Workflow Builder

Take [Add For Employee] as example.

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

Add For Employee o
Code* Mams*
Content Type* --—-—---- Employes*®
Start Date* End Date®

*“Workflow Setup

Approver*  ---------- Approver Scope  Own Department

Motifier  ---------- Motifier Scope Own Department

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

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

Manual Log
Leave

Training

[

vertime

(5]

chedule Adjustment

Reservation
Meeting
Meeting Manual Log

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

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

“Workflow Setup

Approver*  ---------- Approver Scope Own Department

Motifier  ---------- Motifier 5cope Own Department

Enter the details as shown below:

Approver: Click to select the role that approves the node.

Approver Scope: If the "Own Department" is selected, then the employee in the selected role can
approve the applications from the own Department only. If "All" is selected, then the employee in the
selected role can approve the application from all the Departments.

Notifier: Click to select the role to receive the notifications.

Notifier Scope: If the "Own Department” is selected, then the employee in the selected role can
receive the application notifications from the own Department. If "All" is selected, then the employee
in the selected role can receive the application notifications from all the Departments.

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

Page |44 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

For example:

The user with ID 1 belongs to the HR Department.

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

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

Edit o
Code* 3 Mame* Manual Log Workflow
Content Type*  Manual Log Employee* m
Start Date* 2020-06-01 End Date* 2020-07-31
“Workflow Setup
Approver®  Manager Approver Scope  Own Department
Motifier Manager Motifier Scope Own Department
m Cancel

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

*Workflow Setup

Approver®  Manager Approver Scope Own Department

Motifier Manager Motifier Scope Own Department
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Oneisthe Manager and the other is the Boss. The workflow of the nodes is shown in the figure
below.

“Workflow Setup

5 oa =
Approver®  Boss Approver Scope Own Department

Motifier Boss Motifier Scope Own Department

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

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

, Personnel

Department Workflow Builder

Employee ‘Workflow Role
& Bookmarks = T Filters ~

Delete Add For Department Add For Pasition Add For Employee A

[C]
8
Ht

Code Name Start Date End Date Content Type Workflow Type Workflow
Manual Log Workflow 2020-06-01 2020-07-31 Manual Log a1 2,

& &
EbE

2 2020-06-01 2020-07-31 Reservation 877001 B

When user No. 1 submits the application for manual log, user No. 2 will receive the application
notification. When user No. 2 approves the application, user No. 3 will receive the application
notification. When every node approves the application, user No. 1 will receive the email notification
forapproval. (The application approval by ordinary users can be performed within the self-service and
mobile app of the employees)
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Delete Workflow

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

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

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the workflow.

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

Document Management

Add Document Type

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

Add X

Cert Code™ 34

Cert Mame™*:

Cancel

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

2. Click [Confirm] to save the document details.
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& Note:
1. You can click [Import] to import the document type in another software or system. For detailed

operation, please refer to 4."Import" in Appendix 1.

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

Export" in Appendix 1.

Delete Certificate Type

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

in the same row of the document to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the document details.

&sNote: The document which is being currently used cannot be deleted.
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Device Management

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

Device Management

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

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

m Personnel Attendance Access Control Payroll Visitor Meeting System g :

W Q = e

Devic:

= & Bookmarks~ Y Filters +

Add Delete New Area Clear Pending Command Data Clean Data Transfer Device Menu 4 /2 9 O e/ =
Device Name Serial Number Area Device IP State UserQty. FPQly. FaceQty. PalmQty. TransactionQty. Cmd

K-Area 192.168.212.238 o

K-Area 192.168.212.13 -]

36 1 7 0 0 o
36 1 7 0 0 o

Meeting Test 192168212209 @ 24 5 15 0 0 23

= = &

Not Authorized 17231110

°

CJH9192960012  Medan 192.168.1.115 ]
CKHG202160092  sh-xface 192.168.1.10 )
5 ]

e

695 4

°

0 17 0 1 663
1 1 0 0 2 1

CKI1202: sztest 172.20.10.13

LSR201362631 da 192.168.10.223

5]

g Configurations

G 1w | < Total 18 Records 2

The details of the interface are given below:

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

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

Device IP: Displays the IP address of the device.

Device Model: Displays the model of the device.

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

© indicates that the device is not connected,

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

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

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

Add a T&A Device

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

» Manually Add a T&A Device

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

Add X

Device Mame*

Serial Number= Device IP*
Area - Timezone*  Etc/GMT+8
Registration Device® Mo Attendance Device®  Yes
Request Heartbeat™ 10 = Transfer Mode®  Real-Time

Cancel

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

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

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

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

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

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

Transfer Mode*  Real-Time

Timing

2. Click [Confirm] to add the device.

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

» Automatically Add a T&A device

Itis unnecessary to manually add T&A devices of certain models. You can connect such devices to the
system via HTTP by completing the settings on the devices. Once the devices are connected to the
Internet, the device list will display all the T&A devices. Please refer to the relevant user manuals for
the detailed operating procedures.

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

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

Edit X
Device Mame®  Auto add Access Contral Device®  No
Serial Number® Device |P*
Area® gaimingtest Timezone®  Etc/GMT+8
Registration Device®™ MNo Attendance Device®  Yes
Request Heartbeat™ 10 Transfer Mode®  Real-Time
Cancel

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

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

Delete a Device

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

to be deleted.

Prompt X

Ara you sure to delete the selected 1 items?

Cancel

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

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

Clear Pending Command

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

Prompt X

Are you sure to clear all the pending
commands?

Cance

Data Clean

> Clear Attendance Data

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

Prompt b4

Are you sure to clear all the transactions in
selected 1 device(s)?

Cancel

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

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

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

Prompt e

Are you sure to clear the capture of selected 1
device(s)

Cancel

2. Click [Confirm] to delete the captured photos.
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» Clear All Data
You can clear all the data on a T&A device.

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

Prompt x

Are you sure to clear all the data in device?

Cance

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

Data Transfer

» Upload User Data
Itis used to upload the user data from the device to the software.

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

Upload User Data X

Employes* | Specified

Employee ID | All

Cancel

Here you can select to upload all or specified user data to the software.
2. Click [Confirm] to upload the user data.

&sNote: You can upload the personal information on a T&A device to the server in batches by
uploading it again. If time is out, uploading will be interrupted and you need to perform the upload
operation again.
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» Upload Transaction
You can upload the attendance transactions from the device to the software.

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

Upload Transaction X

Transaction” | Specified

_ . All
Start Time

End Time

Cancel

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

2. Click [Confirm] to upload transactions.

» Sync Data to Device

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

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

Sync Data To Device X
Employee Photo
Fingerprint Face
Palm Bio-Photo
Finger Vein
Cancel

Click [Confirm] to synchronize the data.

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

> Reboot
Reboots a device through the system remotely.

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

Prompt X

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

Cancel

Click [Confirm] to reboot the device.

> Read Information

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

Prompt x

Are you sure to read information from selected
device

Cancel

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

» Enroll Remotely

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

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

Enroll Remotely X

Bio Type® Fingerprint
Employes 1D 1122

Finger* (Right Hand)Fore Finger

Cancel
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Enter the details as shown below:

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

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

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

Enroll Fingerprint(1-6)

Press finger first time

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

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

Duplicate Punch Period ¥

Duplicate Punch Period (m)*: 1

Cancel

2. Click [Confirm] to save the duplicate punch period.
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»  Capture Setting
Set the capture mode of attendance photos during verification.

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

Capture Setting X

Capture®:  Verify photo and save

Cancel

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

» Upgrade Firmware
Upgrades the firmware for the corresponding device.

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

Upgrade Firmware X

Upgrade File*: | Choose File Na file chosen

Cancel

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

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

Device

& Bookmarks T Filters ~

Add Delete New Area Clear Pending Command Data Clean Data Transfer Device Menu 7 D O e~ =
Device Name Serial Number Area Device IP State Last Activity | Reboot . PalmQty. Transaction Qty. Cmd
Auto a AEXH191960001  Area A 192.168.1.102 ©  2020-06-28 14:26:31 | 0 264 [ [Efr|
, - Read Information 2
A BIL2174260029  Snicoletest 192168221217 @&  2020-06-28 14:26:30 0 30000 0 & W
A BYBP192060002 5 nicole test 192.168.221.205 @  2020-06-28 14:26:29 |  Enroll Remotely 0 2 0 £
Au CEX9191160026 B Test 192168.212.236 @  2020-06-28 14:26:29 0 0 [ & W

Duplicate Punch Period
Capture Setting

Upgrade Firmware

Daylight Saving Time

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

Daylight Saving Time *®
Daylight Saving Time Daylight Saving Mode® | By date/time
) By date/time
Start Date® 2020-06-30 Start Time®
By week/day
End Date® 2020-06-30 End Time®  04:00:00

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

Select [Device] > [Device] > [Device Command]. The command list will be displayed. Check the
commands issued by the software to a device during communication.

1.Ecﬂ Device a’ “ -

~
® Q Device Device Command
& Device @Bookmarks= Y Filters +
Delete: /. /s 9 O M =

Serial Number Device Name  Content Commit Time Transfer Time Return Time Return Value

CKHG202160092  xface600-p-. INFO 2020-07-09 1 2020-07-09 17:38:45 2020-07-09 17:38:46 Successful E
BYBP192060002  Auto add DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO PIN=1 2020-07-09 17-36: 2020-07-09 17:36:29  2020-07-09 17:36:30  Successful E
BY8P192060002  Auto add DATA UPDATE FINGERTMP PIN=1 FID=6 Size=zk_bio_size Valid=1 TMP=zk_bio_data_0000... 2020-07-09 17:36:22 2020-07-09 17:36:29 2020-07-09 17:36:30  Successful E
BYBP192060002  Auto add DATA UPDATE USERINFO PIN=1 Name=Don't delete!!!! Pri=0 Passwd=1 Card=7108390 Gr... 2020-07-09 17:36:22 2020-07-09 17:36:29 2020-07-09 17:36:30 Successful m
CKHG202160092  xface600-p-. INFO 2020-07-09 173056  2020-07-09 17:31:05 2020-07-09 17:31:06 Successful m
CKHG202160092  xface600-p-. INFO 2020-07-09 17:21:36  2020-07-09 17:21:46 2020-07-09 17:21:46 Successful m
BY8P192060002 Auto add DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO PIN=123 2020-07-09 17-17:50  2020-07-09 17:17:58 2020-07-09 17:17:59  Successful E
BYBP192060002  Auto add DATA UPDATE USERINFO PIN=123 Name=hyp123 Pri=0 Passwd=123 Card= Grp=1 Verify=0 2020-07-09 17:17:50 2020-07-09 17:17:58 2020-07-09 17:17:59 Successful m
BY8P192060002  Auto add DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO_PIN=121 2020-07-09 17:17:50  2020-07-09 17:17:58  2020-07-09 17:17:59  Successful E
BYBP192060002  Auto add DATA UPDATE USERINFO PIN=121 Name=hyp121 Pri=0 Passwd=121 Card= Grp=1 Verify=0 2020-07-09 17:17:50 2020-07-09 17:17:58 2020-07-09 17:17:59 Successful m
BYBP192060002  Auto add DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO PIN=122 2020-07-09 171750  2020-07-09 171758 2020-07-09 17-17:59  Successful @'
BYBP192060002  Auto add DATA UPDATE USERINFO PIN=122 Name=hyp122 Pri=0 Passwd=122 Card= Grp=1 Verify=0 2020-07-09 17:17:50 2020-07-09 17:17:58 2020-07-09 17:17:59 Successful m
CEX9191160025 K238-78B DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO PIN=11133 2020-07-09 17-17:50  2020-07-09 17:18:00 2020-07-09 17:18:02 Successful E
CEX9191160025  K238-7B DATA UPDATE BIOPHOTO PIN=11133 Type=9 Format=1 Url=iclock/ /11133... 17:17:50  2020-07-09 17:18:00 2020-07-09 17:18:02 Successful m
CEX9191160025 K238-7B DATA UPDATE USERINFO PIN=11133 Name=Rory& Pri=0 Passwd= Card= Grp=1 Verify=0 2020-07-09 1 2020-07-09 171800 2020-07-09 17-18:02 Successful E
CEX9191160025  K238-78B DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO PIN=11188 2020-07-09 1717 2020-07-09 171800 2020-07-09 17-18:02 Successful m
CEX9191160025  K238-7B DATA UPDATE BIOPHOTO PIN=11188 Type=9 Format=1 Url=iclock/doc/biophoto/11188] 2020-07-09 17:17:49  2020-07-09 171800 2020-07-09 17-18:02 Successful m
CEX9191160025 K238-78B DATA UPDATE USERINFO PIN=11188 Name=barret Pri=0 Passwd= Card= Grp=1 Verify=0 2020-07-09 17:17:49  2020-07-09 17:18:00 2020-07-09 17:18:02 Successful E
CEX9191160025 K238-78B DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO PIN=11144 2020-07-09 17:17:49  2020-07-09 17:18:00 2020-07-09 17:18:02 Successful E

- 2 3 .. 3148 > Total 59808 Records 1 Page m

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

to access the device command clearing interface:

Prompt b4

Are you sure to delete the selected 1 itemns?

Confi Cancel
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Device Short Message Management

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

Add a Public Message

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

Add x

Device*  ----------

Start Time*

Duration® &0 minutes

Content?

Cance

Enter the details as shown below:

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

Content: Enter the short message content.

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

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

Add X
Department Employee Q Selected 2
Employe... First Name Last Name Department Employe... First Name Last Name
1 Xxdd HR Department 1 Xxdd
10301 10301 Test Department 10301 10301
10302 10302 Test Department
105 wanida&srikal Department
10983 Department
1101603 11 Test Department
111 nora8l Department
1111117, Departrment
1122 Godwin Mbobaola Test Department
11234 Harun Departrment
1150882  \itas Test Department
1180735  tyler Department
171 Wannaca Rihlale Manartmant
20 v Total 60 Records > 1 Page
Start Time* Duration* &0 minutes
Content®
A

Enter the details as shown below:

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

Content: Enter the short message content.

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

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

Prompt X

Are you sure to send the message?

m Cance'

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

4.3.4 Delete Short Message

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

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

Are you sure to delete the selected 1 items?

m Caﬂte|

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

4.4 Work Code

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

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

Device
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Add Work Code

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

Add X

Code™®

Mame*:

Cancel

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

2. Click [Confirm] to save the details.

Issue Work Code to Device

Issues work code to the device.

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

Send To Device b4

Device® UAT00

Cancel

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

Page |64 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

4.4.3 Remove Work Code

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

Remove From Device 5

Device®  UATOD

2. Click [Confirm] to remove the work code from the device.

4.4.4 Delete Work Code

Deletes the work code from the software.

1. Select the work code and click [Delete]

Prompt *

Are you sure to delete the selected 1 items?

Confirm Cancel

2. Click [Confirm] to delete the work code.
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4.5 Bio-Template

Displays detailed information about employees' biometric templates.

Device
Device Device Command
& Bookmarks~ T Filters ~

Employee ID First Na
1180505 Ig
1180505 Iq
400 hyp400
399 hyp399
398 hyp398
397 hyp397
396 hyp396
395 hyp395
394 hyp3g4
393 hyp393
392 hyp392
391 hyp391
390 hyp390
389 hyp389
388 hyp388
387 hyp387
386 hyp386
385 hyp38s
384 hyp384

G 19 |~ n 2 3 ..

Public Bio-Template

me Last Name Bio-Type Bio-Index

Palm

Fingerprint
Fingerprint
Fingerprint
Fingerprint
Fingerprint
Fingerprint
Fingerprint
Fingerprint

0
6

0

0

0

0

0

0

0

Fingerprint 0
Fingerprint 0
Fingerprint 0
Fingerprint 0
Fingerprint 0
Fingerprint 0
Fingerprint 0
Fingerprint 0
Fingerprint 0
0

Fingerprint

70 > Total 1318 Records 1 | Page m

Major Version
12
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10

Serial Number

CKHG202160092
CKHG202160092
BY8P192060002
BYSP192060002
BY8P192060002
BYSP192060002
BY8P192060002
BY8P192060002
BY8P192060002
BY8P192060002
BY8P192060002
BY8P192060002
BY8P192060002
BYSP192060002
BY8P192060002
BYSP192060002
BYBP192060002
BY8P192060002
BYBP192060002

4 2 9 mW o
Update Time
2020-07-09 12:5244
2020-07-09 12:5243
2020-07-08 14:45:47
2020-07-08 14:45:47
2020-07-08 14:45:47
2020-07-08 144547
2020-07-08 14:45:47
2020-07-08 14:45:47
2020-07-08 14:45:47
2020-07-08 14:45:47
2020-07-08 14:45:47
2020-07-08 14:45:47
2020-07-08 14:45:47
2020-07-08 144547
2020-07-08 14:45:47
2020-07-08 144547
2020-07-08 14:45:47
2020-07-08 14:45:47
2020-07-08 14:45:47

4.6 Bio-Photo

4.6.1 Register Bio-Photo

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

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

QR Code

CRefresh &Download

Confirm

Cancel
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2. Scan the QR code and register the bio-photo of the user on the mobile phone (the user details must
be saved in the software), the following interface will be displayed after scanning.

@ BioTime

8.0

Employee ID*

Remark

ZKTzco

3. Take the photo, enter the employee's ID Number. First Name and Last Name are optional. Click
[Enroll] to complete the registration.

User Photo Bio-Photo Register Time %

2019-10-30 19:10:57

2019-10-30 18:55:38

2019-10-30 16:08:25

0000000001 - - 2019-10-30 10:02:26

Device
Device Device Command Bio-Photo
8 Bookmarks> Y Filters +

Delete Approve QR Code import Bio-Photo
Employee ID  FirstName  LastName Email  Serial Number
66666655 von& 0000000001
333 0000000001
11 nora& 173708260026
666666 von&

G 19 v B 0 otliisRecods | 1 paoe [EENTEN

Remark

Welcome admin

N

Approval State

Auto Approved

Auto Approved

Auto Approved

Auto Approved

@~ «

9 O =

Approval Time 5

2019-10-30 19:1

2019-10-30 18:¢

2019-10-30 16:(

2019-10-30 11:2
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4. Click [Approve] to approve the bio-photo.

Approve e

Approval State™:  Approval Passed

Remark:

Confirm Cancel

5. Select the Approve State and click [Confirm] to complete the approval process. After approval, the
user can use the face to verify on the visible light device.

4.6.2 Import Bio-Photo

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

Import Bio-Photo *

QOverwrite®  No lgnore Error®  No

*Notice

1.The name of photo muse be employee ID.

Confirm Cancel
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2. Click [Upload] to select the photos in batch.

Overwrite: If it is Yes, then the existed bio photo will be overwritten.

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

during the importation.

3. Click [Confirm] to complete the import process.

& Note:

(1) The name of the photo must be the employee ID.

(2) The maximum size of the photo is 25 Kb.

Delete Bio-Photo Application

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

of the bio-photo to be deleted.

Click [Confirm] to delete the bio-photo.

0]

in the same row

Prompt

Are you sure to delete the selected 1 items?

X

Cancel
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4.7 Transaction

4.7.1 Transaction Table

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

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

Device s n -

Device Device Command Public Transaction

& Bookmarks~ T Filters ~

Upload USE Transaction Dewnload Attendance Photo P T 11 B Capture
Employes D FirstMame  Department  Date Time PunchState  Area Serial Number DeviceMame  Upload Time
1180505 a Department ~ 2020-07-09 173830  Checkln shaface  CKHG202160092 xfaceS00-pw  2020-07-09 17:38:32
1180505 la Department 2020-07-09 17:30:50 Check In sh-xface CKHG202160092 xface600-p-lw 2020-07-09 17:30:52
1180505 a Department  2020-07-08  17:2129  Checkln shaface  CKHG202160092 xface600-pw  2020-07-09 17:21:32
1180505 la Department 2020-07-09 17:17:09 Check In sh-xface CKHG202160092 xface600-p-lw 2020-07-09 17:17:10
1180505 la Department 2020-07-09 16:59:00 Check In sh-xface CKHG202160092 xface600-p-lw 2020-07-09 16:59:01
1180505 a Department  2020-07-08 165758  Checkln shaface  CKHG202160092 xface600-p-w  2020-07-09 165759
9 hyp9 Department 2020-07-09 16:56:49 No Status dgtest 6038201400001 Auto add 2020-07-09 16:57:19 Employee 1D
1180505 a Department  2020-07-09 164036  Checkln shaface  CKHG202160092 xface600-p-lw | 2020-07-09 16:40:38 Ficst Nome
1180505 a Department ~ 2020-07-08 163858  Checkln shaface  CKHG202160092 xface600-p-w  2020-07-09 16:38:59 fast Rame
1180505 a Department  2020-07-09 163758  Checkln shaface  CKHG202160092 xfaceS00-p-w  2020-07-09 16:38:00 Department
1180505 a Department  2020-07-09 163657  Checkln shaface  CKHG202160092 xfaceS00-pw  2020-07-09 16:36:58 Position
1180505 la Department 2020-07-09 16:27:58 Check In sh-xface CKHG202160092 xface600-p-lw 2020-07-09 16:27:59 Punch Date
1180505 a Department  2020-07-08 1671328 Checkln shaface  CKHG202160092 xface600-p-w  2020-07-09 16:13:30 Punch Time
9 hyp9 Department 2020-07-09 16:12:30 No Status dgtest 6038201400001 Auto add 2020-07-09 16:12:26 Area
1180505 la Department 2020-07-09 16:09:57 Check In sh-xface CKHG202160092 xface600-p-lw 2020-07-09 16:09:59 Serial Number
1180505 a Department  2020-07-08 160701  Checkln shaface  CKHG202160092 xface600-p-w  2020-07-09 160703 Upload Time
1180505 la Department 2020-07-09 15:57:40 Check In sh-xface CKHG202160092 xface600-p-lw 2020-07-09 15:57:41
1180505 a Department  2020-07-09 155621  Checkln shaface  CKHG202160092 xface600-p-lw | 2020-07-09 15:5623
1180505 a Department  2020-07-08 155226  Checkln shaface  CKHG202160092 xface600-p-w  2020-07-09 155228

(@] 19 |v - 2 3 .. 923 > Total 17525 Records 1 Page m

(1) Users can export the transaction table in xIs, PDF, CSV or .txt file formats based on the
requirements. Please refer to 5. “Export” in Appendix 1 for detailed operation.

(2) Users can select the fields to be displayed in the transaction table based on requirements (the fields
are displayed if the columns are checked).

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

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

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

1. Click [Upload USB Transaction]

Upload USE Transaction ®

Upload File*™: No file chosen

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

2. Click [Confirm] to upload the attendance records to the software.

4.7.3 Download Attendance Photo

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

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

Download Attendance Photo

Start Time*

2. Set the start time and end time, select the device. Click [Confirm] to download the captured
attendance pictures of corresponding time period from software.
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4.8 Device Log

Displays device operation logs i.e., what are the actions performed by the admin with time details.

Device Q° “ hd

—
Device Transaction Operation Log
& Bookmarks - T Filters ~
Delete /4 7 9 O e =

Device Timezone Administrator Action Object Parameters Action Time Upload Time:

CKHG202160092 Etc/GMT+5 0 Enter menu 0 0 2020-07-09 17:38:36 2020-07-09 17:38:37 o)
CKHG202160092 Etc/GMT+5 0 Enter menu 0 0 2020-07-09 17:21:31 2020-07-09 17:21:33 o)
CKHG202160092 Ete/GMT+8 0 Enter menu 0 0 2020-07-09 17:17:14. 2020-07-09 17:17:16 )
CKHG202160092 Etc/GMT=8 o Enter menu o o 2020-07-09 16:40:38 2020-07-09 16:40:39 o
CKHG202160092 Etc/GMT+8 0 Enter menu 0 0 2020-07-09 16:36:37 2020-07-09 16:38:38 T
CKHG202160092 Etc/GMT=8 o Enter menu o o 2020-07-09 16:25:20 2020-07-09 16:25:22 o
CKHG202160092 Etc/GMT+5 0 Enter menu 0 0 2020-07-09 15:56:23 2020-07-09 15:56:25 jo)
6038201400001 Ete/GMT+8 0 Power on 0 0 2020-07-09 15:48:52 2020-07-09 15:50:15 W
6038201400001 Ete/GMT+8 0 Enter menu 0 0 2020-07-09 15:48:16 2020-07-09 15:48:13 W
6038201400001 Etc/GMT=8 o Enter menu o o 2020-07-09 15:48:07 2020-07-09 15:48:04 T
CKHG202160092 Etc/GMT+5 0 Enter menu 0 0 2020-07-09 15:46:49 2020-07-09 15:46:51 o)
6038201400001 Etc/GMT+8 0 Enter menu 0 0 2020-07-09 154537 2020-07-09 15:45:34 o
CKHG202160092 Etc/GMT+5 0 Enter menu 0 0 2020-07-09 15:44:17 2020-07-09 15:44:19 T
6038201400001 Ete/GMT+8 0 Enter menu 0 0 2020-07-09 15:43:36 2020-07-09 15:43:34 w
CKHG202160092 Etc/GMT=8 o Enter menu o o 2020-07-09 15:40:43 2020-07-09 15:40:45 T
6038201400001 Etc/GMT=8 o Enter menu o o 2020-07-09 15:36:06 2020-07-09 15:38:05 o
6035201400001 Etc/GMT+5 0 Enroll new user 9 0 2020-07-09 153717 2020-07-09 15:37:15 o)
6038201400001 Ete/GMT+8 0 Enter menu 0 0 2020-07-09 15:36:45 2020-07-09 15:36:43 |m)
6035201400001 Etc/GMT+5 0 Enter menu 0 0 2020-07-09 15:34:31 2020-07-09 15:34:28 T

(&) 19 - 2 3 .. 28 > Total 527 Records 1 Page m

4.9 Error Log

Displays all error logs uploaded from the visible light devices.

Device Transaction

Operation Log Error Log
& Bookmarks - T Filters ~

Delete / 2 9 O A =

Serial Number Device Name Error Code Error Message Error Command Command ID Extra Message Upload Time

None
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4.10Upload Log

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

Device n° n -

Device Transaction Upload Log

8 Bookmarks= Y Filters ~

Delete A 2 9 O A =
Device Event Content Count Error Count Upload Time:
CKHG202160092 Operation Log 1 o 2020-07-09 17:38:37 T
CKHG202160092 Operation Log 1 [ 2020-07-09 17:21:33 T
CEX9190260039 [BioPhato] 11133 Rory8t 1 0 2020-07-09 17-17:39 T
CEX9190260039 [BioPhato] 11144 pho 1 0 2020-07-09 17:17:39 i
CEX9190260039 [BioPhoto] 123 hyp123 1 o 2020-07-09 17:17:39 @
CEX9190260039 [BioPhoto] 11122 dorrit 1 o 2020-07-09 17:17:39 E
CEX9190260039 [BioPhoto] 121 hyp121 1 o 2020-07-09 17:17:39 T
CEX9190260039 [BioPhato] 122 hyp122 1 0 2020-07-09 17:17:39 i
CEX9190260039 [BioPhato] 11108 p3 1 0 2020-07-09 17-17:38 T
CEX9190260039 [BioPhoto] 11102 p2 1 0 2020-07-09 17:17:38 i
CEX9190260039 [BioPhoto] 11101 p1 1 o 2020-07-09 17:17:38 E
CEX9190260039 [BioPhoto] 11111 von 1 o 2020-07-09 17:17:38 E
CEX9190260039 [BioPhoto] 11100 bess 1 0 2020-07-09 17:17:38 T
CEX9190260039 [BioPhato] 11199 rory 1 0 2020-07-09 17:17:38 i
CEX9190260039 [BioPhoto] 11188 barret 1 o 2020-07-09 17:17:38 m
CEX9190260039 [BioPhoto] 11177 shawn 1 0 2020-07-09 17:17:37 i
CEX9190260039 [BioPhoto] 11166 nora 1 0 2020-07-09 17:17:37 w
CEX9190260039 [BioPhoto] 11155 codie 1 0 2020-07-09 17:17:37 T
CEX9190260039 [BioDatalBio-Photo 11133 Rory&t 15 o 2020-07-09 17:17:34 T

(&) 19 - 2 3 .. 63 > Total 1186 Records 1 | Page m

4.11 Mobile App

4.11.1 Geo-fence Of Employee

You can set the location range for employees while making the attendance punch on the Mobile APP.

Device n° “ -

Device Transaction Upload Log Geo-fence Of Employee

& Bookmarks - Y Filters ~

Add Delete A 2 9 O~ o=
Employee Location Longitude Latitude Distance{Meters) Start Date End Date
000 hyp1000 Xiamen Software Park Il 500 350 s0 2020-07-01 2020-07-31 & w
0 hyp10 Xiamen Software Park lll 500 350 50 2020-07-01 2020-07-31 £
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1. Select [Device] > [Mobile APP] > [Geo-fence Of Employee] > [Add].

Add
Department Employee
Employe... First Name Last Name
1 Xxdd
10301 10301
10302 10302
105 wanidadisrikal
10983
1101603 11
111 nora8l
1111111,
1122 Godwin Mbobola
11234 FIETTT
1150882 Vitas
1180735 tyler
171 Wannacahlal
20 v Total 60 Records > 1
Location™
Latitude™  x.xmoooo
Start Date®

Selected 3
Department Employe...
HR Department 1
Test Department 10301
Test Department 10302

Department
Department
Test Department
Department
Department
Test Department
Department
Test Department

Department

Distance(Meters)® 50

Longitude®  xaooooo

End Date™

X
First Name Last Mame
Xudd
10301
10302

Enter the details as shown below:

Employee: Select the employee who needs to punch within the specified range.

Location: Enter the name of the location.

Distance: Set the range for the APP punches.

Longitude: Set the longitude of the location.

Latitude: Set the latitude of the location.

Start Date / End Date: Set the valid period for this attendance punch.

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

Prompt

Out of location
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4.11.2 Geo-fence Of Department

You can set the location range for the Department, which means the employees from the specified
Department should punch within the range while making attendance punch on Mobile APP.

Device o’ 0 hd

Device Transaction Upload Log Geo-fence Of Employee Geo-fence Of Department
& Bookmarks - T Filters ~

Add Delete S D O =~ =
Department Location Longitude Latitude Distance{Meters) Start Date End Date

Xiamen Software Park Il 0.0 650 50 2020-07-01 2020-07-31 &

1. Select [Device] > [Mobile APP] > [Geo-fence Of Department] > [Add].

Add x
Department  ----------
Location® Distance{Meters)* 50
Latitude™  x.ooooo Longitude®  xaooooo
Start Date* End Date”

Enter the details as shown below:

Department: Select the Department.

Location: Enter the name of the location.

Distance: Enter the range for the APP punches (unit is meters).
Longitude: Set the longitude of the location.

Latitude: Set the latitude of the location.

Start Date / End Date: Set a valid time period for this setting.
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2. Click [Confirm] to save the details. While the employee belonging to the specified Department
punches out of range on the APP, it will display the following prompt on APP:

Prompt

Qut of location

4.11.3 APP Account

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

Device

Device Transaction Upload Log Accounts

& Bookmarks = Y Filters ~

Delete Push Notification Force Offline Disable Enable A S 9 M =
UserName % Login Time Last Active Client id Device Token Client Category Run Status  APP Staty
2222 2020-07-09 14:35:15  2020-07-09 14:35:26  aimei106d8441-a151-3d7e-0eSh-£39d0e158... & Jmo:APAGTbHTRNPFEYOIUsea rsetORLzHRPRISIAINY. .  Android Active Enable
2222 2020-07-09 14:21:29  2020-07-09 142130 96527286-5480-45BF-AAE-E38301ESB70C  {length=32 1960 %0... 10§ Inactive  Enable
110 2020-07-03 11:24:31  2020-07-03 14:59:59  aimei17861153-37ae-31de-9e55-1938340667. fWFMXaLbHis-APAS! hFRmvaG—th?PMEstZQm\QMvnnWK_SBS Android Inactive Enable
110 2020-07-02 09:00:22  2020-07-03 10:31:54  4276FEBF-C493-42AC-B3A1-41210BD996BC  {length=32 bytes=0xb13347906799728c90467553d89164be. 827... 10§ Inactive  Enable
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> Push Notification

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

Push Natification x

Content*:

Cancel

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

#Note:

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

> Force Offline

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

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

Prompt X

Are you sure to force the device offline 1 items

Cancel

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

= Note:

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

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

Prompt X

Are you sure to disable the device 1 items

Cancel

2. Click [Confirm] to disable the account.

&sNote:

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

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

Prompt X

Are you sure to enable the device 1 items

Cancel

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

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

Prompt X

Are you sure to delete the selected 1 items?

Cancel

2. Click [Confirm] to delete the account.
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Announcement

The software supports pushing announcements to the App.

> Push Public Notice

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

Push Public Notice

Subject™

Content™:

Cance|

Enter the details as shown below.

Subject: Enter the subject of the notice.

Content: Enter the content of the notice.

2. After entering the details, click [Confirm] to send the push notification to all mobile app users.

> Push Private Notice

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

Department
Employee ...
4

3

2228
226
2225
2226
2227
225

9994

20 v

Subject*

Content®

Push Private Notice

Employee Q

First Name Last Name Department

2 22 Testing

342 Testing

wp Department

000000002 Department
ZKTeco

666 Department

2225 Department

2226 ZKTeco

2227 ZKTeco
Department
Department
[ P

2 3 14469 > Total 289380 Records

Selected

Employee ... First Name Last Name

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

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

» Delete Announcement

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

Then click [Delete] oricon @ in the announcement list.

Confirm 5

Are you sure?

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

4.11.5 Notice

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

DLV Welcome admin ®~ 7
Device Notice
& Bockmarks~ T Filters ~

Delete s S 9 m =

Receiver Category Content Source Sender Send Time Read Status
11025 Announcement {"content”: "colll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread ]
13437 Announcement {"content™ "solll’, “subject™: " 4 admin 2019-09-26 16:01:46 Unread o]
60190 Announcement {"content™: "oolll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread W
Mobile A 60198 Announcement {"content"; "oolll', "subject": * 4 admin 2019-09-26 16:01:46 Unread T

obile
- 60200 Announcement {"content™: "colll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread Tl
60194 Announcement {"content”: "colll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread i}
14308 Announcement {"content™ "solll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread o]
60199 Announcement {"content”: "oolll", “subject™: * 4 admin 2019-09-26 16:01:46 Unread W
14300 Announcement {"content”: "oolll’, "subject”: " 4 admin 2019-09-26 16:01:46 Unread T
14307 Announcement {"content™: "oolll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread o]
14303 Announcement {"content”: "colll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread i}
60196 Announcement {"content™ "solll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread Tl
14304 Announcement {"content”: "oolll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread w
14305 Announcement {"content™ "solll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread o]
14306 Announcement {"content™: "oolll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread o]
60192 Announcement {"content”: "colll’, “subject™: * 4 admin 2019-09-26 16:01:46 Unread i}
60202 Announcement {"content™: "colll", “subject™: * 4 admin 2019-09-26 16:01:46 Unread Tl
14299 Announcement {"content”: "oolll’, “subject™: * m,m.m.m." 4 admin 2019-09-26 16:01:46 Unread o
60197 Announcement {"content™ "solll’, “subject™: " 4 admin 2019-09-26 16:01:46 Unread o]
C 19y < n 3 .. 108 > Total 2045 Records
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4.11.6 Operation Log

Displays the operation records of all the APP clients.

Device

Device

Transaction Accounts Notice

&8 Bookmarks ~ Y Filters ~

Delete
User
2222
2222
2222
2222
2222
2222
2222
2222
2222
2222
2222
2222
2222
2222
2222
2222
2222
2222
2222

C

client
aimei106d8441-a151-3d7e-9eSb-e39d0e158282
aimei106d8441-a151-3d7e-9eSb-e39d0e158282
aimei106d8441-a151-3d7e-9e5b-£39d0e158282
aimei106d8441-a151-3d7e-9e5b-e39d0e156282
aimei106d8441-a151-3d7e-9eSb-e39d0e158282
aimei106d8441-a151-3d7e-9e5b-e39d0e158282
aimei106d8441-a151-3d7e-9e5b-£39d0e158282
aimei106d8441-a151-3d7e-9e5b-e39d0e156e82
aimei106d8441-a151-3d7e-9e5b-£39d0e158282
965272B6-5460-45BF-AAJE-E38301ESB70C
965272B6-5450-45BF-AAJE-E38301ESBT0C
965272B6-5450-45BF-AAJE-E38301ESBT0C
965272B6-5480-45BF-AA4E-E38301ESBTOC
965272B6-5460-45BF-AAJE-E38301ESBTOC
aimei106d8441-a151-3d7e-9e5b-e39d0e156e82
aimei106d8441-a151-3d7e-9e5b-e39d0e156282
aimei106d8441-a151-3d7e-9e5b-e39d0e158282
aimei106d8441-a151-3d7e-9e5b-£39d0e158282
aimei106d8441-a151-3d7e-9e5b-£39d0e158282

19 - 2 3.9 > Total 164 Records 1

Operation Log

Action

pull transaction

upload transaction

pull setting

work_code

work_code

category

pull setting
pull_exception_summary
pull transaction
pull_exception_summary
pull transaction
category

work_code

pull setting

pull transaction
uplead_transaction
work_code

pull setting

pull_transaction

Action Time

2020-07-09 14:35:26
2020-07-09 14:35:22
2020-07-09 14:35:17
2020-07-09 14:35:17
2020-07-09 14:35:15
2020-07-09 14:35:15
2020-07-09 14:35:15
2020-07-09 14:35:15
2020-07-09 14:35:15
2020-07-09 14:21:30
2020-07-09 14:21:30
2020-07-09 14:21:29
2020-07-09 14:21:29
2020-07-09 14:21:29
2020-07-09 14:21:28
2020-07-09 14:21:24
2020-07-09 14:21:221
2020-07-09 1422121
2020-07-09 14221116

Status

Successful
Successful
Successful
Successful
Successful
Successful
Successful
Successful
Suceessful
Successful
Successful
Successful
Successful
Successful
Successful
Successful
Successful
Successful

Successful

"
&)
=]
1

Describe

suceesshul
successhul
suceessful
successhul
suceesshul
successhul
successhul
successful
successful
successhul
successhul
successhul
suceessful
successful
successful
successhul
successhul
suceessful

suceessful

B E G E G = EEEEEE EEEEEEE

4.12 Configuration

of configurations

Device

Operation Log

Device Communication Setting  Bio-Photo Approval Policy.

Registration | No

allow Upload

Global Setup Disable

Resigned Filter | 10

Device

Card

Configuration

Allow upload ({2 ]
Name

Data Retention Setting

Default Et/GMT+8
Timezone*

Allow Auto Add
Allow Download

» Device Communication Setting

Registration Device: Set whether the device works as a registration device or not.

Resigned Filter: Set whether to filter the resigned employees or not.

Allow Auto Add: Set whether to allow to add a device automatically or not.

Allow Upload Card: Set whether to allow to upload the employee’s card number from the device.

Allow Download Name: Set whether to allow to upload employee’s names from the device.
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Global Setup: When Global Setup is enabled, the heartbeat and transfer mode set in here will be
applied to all devices. If users want to set different heartbeat and transfer mode for different devices,
users may disable this global setup first.

Default Etc/GMT+8

Global Setup Timezone*

Heartheat™ 10 Seconds Transfer Mode® Real-Time
Transf Minut ,
ranster nute(s) Transfer Time*
Interval®

Default Timezone: Set the default timezone for new added device(s).

» Bio-Photo Approval Policy

Device

Device

Configuration

Device Communication Setting  Bio-Photo Approval Policy  Data Retention Setting

Employes Edit  Pending Batch Import*  Pending

Mobile Register”  Pending Device Upload™  Auto Approved

APl Upload®  Auto Approved

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

» Data Retention Setting

= BT

Configuration

Device Communication Setting  Bio-Photo Approval Policy  Data Retention Setting

The software will keep the recent data according to the value set here,setup 9998 to keep all data

Transaction” 9999 Days Command* 9999 Days

Device Log™ 9999 |2 Days Upload Log™ 9999 |8 Days

o Configurations

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

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

5.1 Attendance Parameters

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

5.1.1 Pay Code

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

Attendance o’ n -

Pay Code
& Bookmarks - T Filters ~

Add Delete /s 7 9 0O

Code Name Type Format Symbol Order Description

R
1

Regular Regular Hour

- e

Late In Exception Minute

Early Out Exception Minute

®

Absence Exception Hour
Normal ©T Overtime Hour
Weekend OT Overtime Hour
Holiday OT Overtime Hour
ot Overtime Hour
otz Overtime Hour 9

@ N kW =

o3 Overtime: Hour 10
Annual Leave Leave Hour 1
Sick Leave Leave Hour 12
Casual Leave Leave Hour 13
Matemity Leave Leave Hour 14

Compassionate Leave Leave Hour 15

NN ENEEEEE
Eb Eb B EF & B Eb Eb B E G B B E B EP

Business Trip Leave Hour 16

(&} 20 |v n Total 16 Records 1 | Page m
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» Add a Pay Code

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

Add X

Code* MName*®

Type® Regular

Unit*  Hour Symbaol

1k

Round Off* Round Off Minimum®* 0.1

Display Order* 999

Description

1k

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

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

Cwertime
Leave
Exception

Training

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

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

Round Up

Round Dowr

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

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

*  Round-up: Count the decimal part if it is smaller than the minimum unit.
Minimum: Set the minimum value for rounding rule.
Symbol In Report: The symbol for each event.
Display: Toggle Yes if the pay code need to be displayed on the attendance report.
Order: Set the order of the pay code to be displayed on the attendance report.

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

» Delete a Pay Code

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

Prompt b4

Are you sure to delete the selected 1 item?

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

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

Attendance

Pay Code Fixed Code

& Bookmarks - ¥ Filters ~

Name

(&} 19 |v n Total 19 Records

Format
Hour
Hour
Hour
Hour
Hour
Hour
Hour
Hour
Hour
Hour
Hour
Hour
Hour
Hour
Hour

Hour

WCll Confirm

Symbol

/2 9 0O " =

Round Off Minimum
Round Off 0.1 ]
Round Off 0.1 3
Round Off 0.1 4
Round Off 0.1 (4
Round Off 01 (4
Round Off 01 4
Round Off 0.1 ]
Round Off 0.1 4
Round Off 0.1 4
Round Off 0.1 (4
Round Off 01 4
Round Off 0.1 4
Round Off 0.1 ]
Round Off 01 ]
Round Off 01 ]
Round Off 0.1 (4

01 4

0.1 3

0.1 3

> Edit Fixed Code

1. Click the name of fixed pay code or click -

5

&

in the same row of the pay code to be edited.

Edit

Mame* attCode default.duration

Format* Hour

Round Offf Round Off

Symbol

Minimum®

0.1 =

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

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

» Create a New Group

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

Add X
Code*:

Manne*:

Enter the fields as shown below:

Code: Set the code of group.

Name: Set the name of group.

2. Click [Confirm] to complete adding a group.
» Personnel Transfer

1. Select corresponding group and click [Personnel Transfer].

Personnel Transfer %
Department Employee Q Selected ©

Employee ID  First Name Last Mame Department Employee ID...  First Name Last Mame Department
1 ni ~
1101 p1 K-Departm Hone
1102 p2 K-Departm:
1103 p3 K-Departme
2 ni
3 ni
4 ni
3 nl
7 AET ¥-Dept
72401 ni
72402 n1 ~

< >

20 |~ | Total 15 Records 1 Page m
Bl o
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2. In the employee’s s list, select the employee(s) whom you want to adjust to the selected group in
batches (You can search employees by Department, Name or Employee ID).

Personnel Transfer X
Department A Employee Q Selected 2
Employee ID  First Name Last Name Department Employee ID... First Mame < LastMame = Department
8 Mmoo A @1 =
1101 p1 K-Departme 1103 p3 K-Departme...
1102 p2 K-Departms 2 ni
B os p3 K-Departm:
2 ni
3 nl
4 ni
5 ni
7 AET -Dept
72401 ni
72402 ni N
< >
20 Total 15 Records 1 Page
e

3. Select the Employee and click [Confirm]. The group of the selected employee will be changed.
» Remove Personnel from Group

1. Click to select corresponding group, and the personnel belonging to this group will show on the
right personnel list.

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

Remove

—~
7 ) Are you sure to remove employee from
this group?

L I

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

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

Prompt b4

Are you sure to delete the selected 1 item?

2. Click [Confirm] to delete the group.

5.2 Rule

5.2.1 Global Rule

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

» Basic Setting

Attendance

Pay Code Global Rule

¢
o
« il

Basic Setting  Rule for Non-scheduled Days ~ Overtime Rule  Calculation Setting  Event Setting AP Setting

®
»

Weekendl None Weekend2 None

Weekend1/Weekend2: Set the weekend of the week.

Duplicate Punch Interval: Set the interval (in minutes) for duplicate punch. If itis set to 1 minute and
the user tries to punch several times within a minute, the system will only accept the first punch.
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» Rule for Non-scheduled Days

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

Attendance

% q = S Global Rule
Basic Setting  Rule for Non-scheduled Days ~ Overtime Rule  Calculation Setting  EventSetting  APP Setting

Max Werk Hours® 120 Heour(s Day Change Time”  00:00:00

Max Work Hours: Set the maximum work hours.

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

Paring Rule: Set the paring rule of punch records.

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

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

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

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

Attendance

B Q = e Global Rule
Basic Setting  Rule for Non-scheduled Days ~ Overtime Rule  Calculstion Setting  Event Setting AP Setting

Max Work Hours* 120 Houris) Day Change Time*  00:0000

Work Hours Range” 8 Hourls) - 8§ Hour(s)

Work Hours Range” 10 Hours) - 11 Hour(s)

i Hours Range® 11 Hour(s 1

If the actual work hour is 12 hours, then:

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

(2) Second, the software will compare the remaining actual work hour with Work Hour Range 10 hours
- 11 hours, so OT1 =11 hours - 10 hours = 1 hour. The remaining actual work hour is 11 hours — 1 hour
=10 hours.
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(3) And Finally, the software will compare the remaining actual work hour with Work Hour Range 8
hours -9 hours, so Normal OT =9 hours - 8 hours = 1 hour. The remaining actual work houris 10 hours
-1 hour =9 hours.

Note:

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

What are Overtime levels?

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

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

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

» Overtime Setting

Personnel Device Access Control Payroll Visitor Meeting System 1

» Qq = Iy Global Rule

Setting  Rule for Non-scheduled Days ~ OvertimeRule  Calculation Setting  Event Setting  APP Setting

Overtime Rule: It can be set to "Disable Overtime" to disable the overtime function. "Calculation OT"
calculates the overtime based on the attendance punch time, "Approval OT" calculates the overtime
based on the overtime application, and "Approval OT Priority" preferentially calculates the overtime
on the overtime application.

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

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

Attendance

® Q = e Global Rule
O Sety -
Basic Setting  Rule for Non-scheduled Days ~ Overtime Rule  Calculation Setting  Event Setting  APP Setting
® Rule -

ount as absence

Missing Check-In as*  Late ) Minutets)

" . Missing Check-Out  Sarly Leave 0 Minte(s)

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

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

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

» Event Setting

Attendance

» Q = B Global Rule
Basic Setting  Rule for Non-scheduled Days ~ Overtime Rule  Calculation Setting  Event Setting AP Setting
Checkla® O CheckOwr | 1

Break Out® 2 Breakin® 2

Overtimeln* 4 Overtime Gur* 5

Please notice: On the attendance device, users can set the value (0-250) for each punch state.
According to the ZKTeco Attendance PUSH Communication Protocol, while uploading attendance
records to the software, the punch state uploaded to the software is the default value. So, in Event
Setting, users’ needs to set the value for each state, so the software can match the punch state with
the attendance device correctly.

» App Setting

Attendance

% Q = IR Global Rule
Basic Setting  Rule for Non-scheduled Days ~ Overtime Rule  Calculation Setting  Event Setting  APP Setting

Capture Werk Code

Punch State

Capture: Select whether the attendance photos must be uploaded or not.
Work Code: Select whether the work code must be entered or not.
Function Key: Select whether attendance status must be selected or not.

Click [Save] to save the details.
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5.2.2 Department Rule

You can add rules for individual Departments.

Attendance

Global Rule

Department Rule

@ Bookmarks~ T Filters ~
® Rul Add Delete S 9 O M~ =
Department Max Work Hours Day Change Time Paring Rule Daily Overtime Weekend Overtime Holiday Overtime
120 00:00:00 First And Last °® o °® &

» Add New Department Rule

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

Add X
=4 Basic Setting Rule for Non-scheduled Days Overtime Rule Calculate Setting
[ Department
Weekendl® None Weekend2® None
Duplicate Punch Interval* 1 Minute(s)

For Basic Setting, Rule for Non-scheduled Days, Overtime Rule and Calculation Settings, please refer
the Global Rule Settings.
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» Delete Department Rule

Select the Department and click [Delete] or click || in the same row of the Department rule to be

deleted.

Confirm pe

Are you sure?

Click [Confirm] to delete the department rule.

5.2.3 Group Rule

Group Rule facilitates to add rules to individual groups.

Attendance

Pay Code Group Rule
& Bookmarks Y Filters +

add Delete Z J 9 m A =

Group Max Work Hours Day Change Time Paring Rule Daily Overtime Weekend Overtime: Holiday Overtime

120 00:00:00 First And Last ° ) ° @ w

» Add New Group Rule

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

Add X

=& Basic Setting Rule for Non-scheduled Days Overtime Rule Calculate Setting

[ default
Weekend1* None Weekend2* None

Duplicate Punch Interval® 1 Minute(s)

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

> Delete Group Rule

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

Confirm X

Are you sure?

Cancel

Click [Confirm] to delete the Group rule.

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

Break Time

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

Add a Break Time

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

Add X

Name* Calculate Type*  Auto Deduct

Basic Setting Rule Setting

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

Duration® 60

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

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

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

For example: If the time range for an attendance punch during the break time is 12:00 to 14:00, the
break time is allowed to be 60 min. If A does not punch in during the break time, and B punches at
13:00, then A's break time is 120 min, and B's break time is 60 min.

2. When the Calculation Type is Required Punch, early return and late return should be considered
as shown in the figure below:

Add X

Name* Calculats Type®  Required Punch

Basic Setting Rule Setting Require Punch Setting

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

Duration® &0

Cancel

> Basic Setting

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

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

Duration: The time allotted for break time.
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> Rule Setting

Add X

MName* Calculate Type®  Required Punch

Basic Setting Rule Setting Require Punch Setting
Duplicate Punch Period*

Duplicate Punch Policy®  Rule Based

Punch State Based® Mo

Cancel

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

Duplicate Punch Period: Set the duplicate punch period.

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

» Require Punch Setting

Add X

Mame* Calculate Type* Reqguired Punch

Basic Setting Rule Setting Reguire Punch Setting

Multiple InfOut* Mo Minimum Break Time(m)* O 2 Minute(s)

Early In zable

Late Qut Disable

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

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

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

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

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

Early In

Early In More Than* 0 2 Minute(s) Assign To

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

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

Late In More Than® 0 +  Minute(s) Assign To

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

Edit a Break Time

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

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

Delete a Break Time

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

(o] icon in the same row of the break time to be deleted.

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

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

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

Add a Timetable

> Add a New Normal Timetable

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

Add Normal Timetable X

Mame* Work Hours Assign To*

Basic Setting BreakTime Setting Unscheduled Time Setting QOvertime Rule Rule Setting

Check-In*  09:00:00 Check-Cut*  18:00:00 Cross 0 Days

Check-In Start  08:00:00 Cross 0 Days Check-Out Start®  17:00:00 Cross 0 Days

Check-In End*  10:00:00 Cross 0 Days Check-Out End*  19:00:00 Cross 0 Days
Paid Day* 1.0 = Days

*Motice

1.All the cross-days setting i1s base on check-in.

Cancel

Set the parameters as shown below:
» Basic Setting
Name: Enter the name of the timetable maximum of 50 characters.

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

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

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

» Breaktime Setting

Add Normal Timetable X

Mame* Work Hours Assign To*

Basic Setting BreakTime Setting Unscheduled Time Setting Owvertime Rule Rule Setting

Mame Start Time End Time Duration Calculate Type
12:00-14:00 12:00:00 14:00:00 120 Auto Deduct
12:00-13:30 12:00:00 13:30:00 S0 Auto Deduct

n 1 Page m Total 2 Records 10 | v

m cancel

Break Time: Add a break time to the timetable. Multiple break times can be added within a timetable,
but the break time must be within the timetabled time range. (see 5.3.1 Add a Break Time to set break
time)

» Unscheduled Time Setting

Add Normal Timetable X

Mame* ‘Work Hours Assign To*

Basic Setting BreakTime Setting Unscheduled Time Setting Overtime Rule Rule Setting

Early In

Work Hours Assign To = --------- Minimum* 60 +  Minute(s)
Late Out

Work Hours Assign T --------- Minimum* 60 2 Minute(s)

m Cancel

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

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

Add Normal Timetable X

Mame* Work Hours Assign To™

Basic Setting BreakTime Setting Unscheduled Time Setting Overtime Rule Rule Setting

Overtime
Work Hours Assign T -——-----—- Work Hours Range* 0.0 |5 Hour(s) - 00 [ Hours)
Work Hours Assign Ta = -——-----—- Work Hours Range* 00 |5 Hour(s) - 00 [ Hours)
Work Hours Assign To = -------—- Work Hours Range* 00 5 Hour(s) - 00 [ Hours)

m Cance'

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

Refer to the Daily Overtime Calculation of No Schedule Setting.

» Rule Setting

Add Normal Timetable X

Mame* Work Hours Assign To*

Basic Setting BreakTime Setting Unscheduled Time Setting Overtime Rule Rule setting

Mecessary Clock-In*  Yes Mecessary Clock-Out*  Yes
Allow Late-In* 0 3 Minute{s) Allow Early-Out* 0 3 Minute(s)
Duplicate Punch  Rule Based Duplicate Punch +  Minute(s)
Policy* Period*
Punch State Based* Mo Day Change Time*  00:00:00

m CEI’\CE|

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

Allow Late-In, Allow Early-Out: This refers to the permissible time for late arrival/early leaving before
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the actual time of late arrival/early leaving starts during the specified working time.

For example, if the allowed late minutes is set to 5 minutes and check-in time is set to 9:00; Employee
A checked in at 9:03 and Employee B checked in at 9:06. We can conclude that Employee A is not late
as the interval between check-in time and check-in start time is less than 5 minutes and Employee B
is late for 6 minutes as the interval between check-in time and check-in start time exceeds 5 minutes.

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

Duplicate Punch Period: Set the duplicate punch period.

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

Forexample, the work time is 9:00-18:00, and the time range for attendance punch is 8:00-10:00,17:00-
19:00 respectively. An employee checks in at 9:00 and checks out at 18:00. When “Based on Punch
State” is enabled, there is only one valid check-in at 9:00 for attendance calculation, and when Base
on Punch State is disabled, there are two valid records, check-in at 9:00 and check out at 18:00 for
attendance calculation.

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

2. Click [Confirm] to save the settings.

& Note:
(1) There can be no timetable with the same start time and end time.

(2) Please refer to "3. Time Selection" in Appendix 1 for time settings.
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Add a Flexible Timetable

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

Add Flexible Timetable x

Mame* Work Hours Assign To*

Basic Setting Unscheduled Time Setting Owertime Rule Rule setting

Check-In*  00:00:00 Check-Out*  00:00:00 Cross 1 Days

work Time® 480 2 Minute(s) workDay* 1.0 S Days

Work Type* Normal Work

*Motice

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

Cancel

Enter the details as shown below:

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

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

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

Work Time: Enter custom working hours.

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

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

» Unscheduled Time Setting

Basic Setting Unscheduled Time Setting Cwertime Rule Rule Setting

Late Qut

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

Late Out: Whether to calculate the time of late-out. If it is enabled, users can set the minimum late -
out time and assign the late -out time to corresponding pay code.
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> Overtime Rule
Refer to “Overtime Rule” on “Add Normal Timetable”.

»  Rule Setting

Add Flexible Timetable b4

Mame* Waork Hours Assign To*

Basic Setting Unscheduled Time Setting Owvertime Rule Rule Setting

Mecessary Clock-In*  Yes Mecessary Clock-Out*  Yes
Duplicate Punch  Rule Based Duplicate Punch +  Minute(s)
Policy* Period*
Punch State Based®* No Multiple InfOut* No

Day Change Time*  00:00:00

Caneel

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

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

Multiple In/Out: Multiple in/out function. When Multiple in/out is selected as Yes, the users can
check-in and check-out multiple times. In the calculation of attendance, the time of checking out in
each period minus the time of checking in is taken as the attendance time in that period. In the
attendance detail report of the day, the check-in of the first period shall be taken as the check-in of
the day, and the check-out of the last period shall be taken as the check-out of the day.

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

2. Click [Confirm] to save the settings.
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5.4.3 Edit a Timetable

p—

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

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

5.4.4 Delete a Timetable

1. Select the timetable, click [Delete] on the upper left of the timetable list or click the @ iconinthe

same row of the timetable to be deleted.

2. Click [Confirm] to delete the timetable.

5.5 Shift Management

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

want to track the attendance for employees.

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

displayed on the right side of the interface.

Attendance
Pay Code Shift
& Bookmarks - Y Filters ~

Add Delete
shift Name Timetable

v
9:00-18:00 Week
We

32

C 19 [v - Total 2 Records

B8

[

Eb &b

il

\00aD:

10:00-20:00
17:00-20:00
10:00-20:00
17:00-20:00
10:00-20:00
17:00-20:00
10:00-20:00
17:00-20:00
10:00-20:00
17:00-20:00
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Add a Shift

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

Add x
Shift Name* Auto Shift
General Setting ~ Overtime Rule
. . A
Timetable Q Unit*  Week Cycle* 1
Name Check-In Check-Out  Break Time Sun Mon Tue Wed Thu Fri sat
9:00-18:00 09:00:00 18:00:00 120 1
2 17:00:00 20-00:00
3 10:00:00 20:00:00
Total 3 Records 20 v
*Motice
1. Filling out the shift in right side by select time table from left side. w
Cancel

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

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

» General Setting

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

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

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

Add X
Shift Name* Auto Shift
General Setting Overtime Rule
Weekly
Overtime
Work Hours | ——— From* 0.0 s H To* 00 2| Hourfs)
Assign To rom | = lour(s) o | = lour(s)
Work Hours | -==--=--- . .
. From*= 0.0 | Hour(s) To* 0.0 ~| Hour(s)
Assign To
Work Hours | --------- . .
. From*®= 00 = Hour(s) To* 00 <1 Hour(s)
Assign To
Cancel

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

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

Edit a Shift

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

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

Delete a Shift

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

corresponding shift to access the shift deletion confirmation interface.

2. Click [Confirm] to delete the shift.

Page |107 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

Department Schedule

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

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

Add Department Schedule

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

Add X
= & start Date® 2020-07-01 End Date* 2020-07-31
[0 Department )
0 nt Shift Q =
Q n2 Shift Name MName Unit Cycle Auto Shift
[0 Financial Departmen
[ Test Department 9:00-18:00 9:00-18:00 Week 1 0
[ K-Department 1 3.2 Week 1 1
O X-Dept
O A-Department
< Total 2 Records 20 (v
Cancel

Enter the details as shown below:

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

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

Shift: Select a shift from the shift list.

2. After entering the required details, click [Confirm] to save the settings.
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&sNote: By default, the start date and end date are set to the first day of the month and the last day
of the month.

Delete Schedule Records

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

row of the Department schedule.

Group Schedule

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

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

Add Group Schedule

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

Add X
= & start Date* 2020-07-01 End Date* 2020-07-31
O Groupl search Pl n .
D Grcup2 searcn Flacenolae O\ L
shift Name MName Unit Cycle Auto Shift
9:00-18:00 9:00-18:00 Week 1 0
1 3.2 Week 1 1
Total 2 Records 20 |v
Cancel
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Enter the details as shown below:
Group: Select Group for which the shifts need to be scheduled. Multiple choices are allowed.

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

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

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

Delete Schedule Records

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

row of the Group schedule.

Employee Schedule

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

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

Employee Schedule

1.Click[Add Schedule] on the Employee Schedule interface to access the schedule addition interface.
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Add Schedule e
. Start Date™  2019-08-01 End Date® 2019-08-31

Employes Employee Q
Employee 1D First Name Overwrite Schedule
081901 081901
081902 081902 a =
081903 081203 Shift Name Name Unit Cycle Auto Shift
0g1904 081904 - .
081905 081905 Test-Flexibl... Test-Flexibl.. Wee 1 0
081905 081906 20-05+1 20-05 ‘ 0
08201 g-18+2 flexible,8-1... 1 0
08202 08202 91841 91841 ‘ 0
08203 08203 9-18+3 flexible,8-1... 1 0
] Tom 20-05+2 20-05+2 1 0
10 10 20-05break  20-05 1 0
100 Nirut Test-Flexibl.. Test-Flexibl... 1 0

flexible cor... flexible cro...  Week 1 0
Total 539 Re: 27
otal 539 Records 2 > 220 v cycle by day  9-18 Day . 0
Tatal 28 Recards ] Y ooow

Cancel

Set the parameters as shown below:

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

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

Shift: Select any shift from the shift list.

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

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

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

Querying Schedule Details

1. Select [Attendance] > [Schedule]> [Employee Schedule] to access the Employee Schedule
interface. The interface displays the employee’s schedule records by default.
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Global Rule Department Schedule Employee Schedule
8 Bookmarks~ ¥ Filters ~
Delete Add Schedule /A S 9D M A = e
Employee ID First Name Last Name Shift Name Start Date End Date 2010-08.01 ie0as @
1035914 EGAN BERNAL 9-18 2019-07-29 2019-08-10 T
2010 fle flexible 2019-07-01 2019-08-31 W 08018~ 09:00-18:00
2012 punchbreak punchbreak 2019-07-01 2019-08-31 W 09:00-18:00
2013 autobreak autobreak 2019-07-01 2019-08-31 T 00:00-23:50
1007 lixian hwang hrg 2019-08-01 2019-08-31 T} gB.0a5un TAET
3436 Nancy Test-OT 2019-08-01 2019-08-31 T oa.05Mon g peayan
836 KKKK KingsunTest 2018-08-01 2020-08-31 W 000015800
2014 20-05+1 20-05+1 2019-07-01 2019-08-31 T 00001500
2018 20-05+2 20-05+2 2019-07-01 2019-08-31 W —= =
2015 9-18+2 9-18+2 2019-07-01 2019-08-31 W 0e00-18:00
2016 9-18+1 91841 2019-07-01 2019-08-21 T} 02:00-18:00
2017 0.18+3 91843 2019-07-01 2019-08-31 W DOU022S

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

Global Rule Department Schedule

8 8ockmarks~ ¥ Filters @~ n n

Y Shift is flexible X

Employee Schedule

Delete Add Schedule Z S 0 M A = i
Employee ID First Name Last Name Shift Name Start Date End Date 2019-08-01 2019-08-31 a
2010 fle flesible 2019-07-01 2019-08-31 )
3014 flesible leave flexible 2019-07-01 2019-08-21 (o} 09:00-18:00
09:00-18:00
00:00-23:59

5.8.3 Import Temporary Schedule

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

5.8.4 Delete Schedule Records

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

same row of the employee’s schedule.

5.9 Temporary Schedule

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

Page |112 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0

User Manual

weekends, holidays, and festivals.

Add a Temporary Schedule

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

8

20 |v

Employee

2
08
9

72103
72104
72105
72106
72107
72401
72402
72403
72404
72405
720
727
7270
727
7270

001
01

EmpID

<

Add Temporary Schedule

Employee

Employee ID

1

Q

First Name

K8

72105
72106
72107

Testl
X-test
727001
K533

]

44

8
EmpID

Total 37 Records

July 2020

Sun

28

12

19

26

29

13

20

27

Mon

15

22

29

Wed

16

23

30

Thur Fri sat
3 4
10 hi |
17 18
24 25
31 1
7 8

Name

9:00-18:00

Check-In
09:00:00
17-00:00
10:00:00

Total 3 Records

Check-Ou
18:00:00
20:00-00
20:00:00

Cancel

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

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

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

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

& Note:

Multiple timetables can be selected for a temporary schedule, but the start time of timetables

should not be the same.

Even though a shift has previously remained scheduled for an employee, only the recently set
temporary schedule will be valid during the attendance calculation.
It is required to set the Timetable before selecting the date; otherwise, the modification will
not take effect.

Import Temporary Schedule

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

5.9.3 Delete Temporary Schedule

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

same row of the personnel temporary schedule.

5.10Schedule View

Users can search the work status of employees during specific time periods, such as the employee's
working hours, leave, holidays, weekends, and employee time schedule information.

Attendance n° -

pay Code Temporary Schedule Schedule View Employee Schedule
Z=a& [Department Start Date  2020-07-01 End Date  2020-07-31 Employee  K9,p1,p2,p3,1104 tef °
O Department Import /72 M ~ =
ni
g . Employee ID First Name Department 1 2 3 4 5 6 7 8 9 10 1 12 13 14
O Financial Department 1 K9 a1 Day.. Day.. Day.. Day.. Day.. Day.. Day.. Day.. Day.. Day.. Day.. Day.. Day.. Day..
O Test Departmeant 1101 pL K-Department
O K-Department 1102 p2 K-Department
0O X-Dept 1103 p3 K-Department
O A-Department 1104 K-Department
1201 ted Department
1202 hha Department
1204 hhha: Department

1206 ghas Department
2 2 a1 Day.. Day.. Day.. Day.. Day. Day.. Day.. Day. Day.. Day. Day. Day.. Day.. Day

B: > oo B ot 20neco

H
5
<

5.11Attendance Approval

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

5.11.1 Manual Log

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

» Add a Manual Log

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

Add x
Employee*
Punch Time* Punch State* CheckIn
Work Code Attachment | BliE.. | SRR,
Apply Reascn

Fill in the fields as shown below:

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

Punch Time: Enter the punch time of the manual log.

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

Check Cut
Break Out

Break In
Owvertime In
Overtime Out
Mo Status

Work Code: Enter the work code of the employee.

Attachment: Upload the attachment for the manual log.
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Apply Reason: Enter the apply reason for the manual log.
2. Click [Confirm] to save the settings.
» Bulk Add Manual Log

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

Bulk Add X
Department Employee Q Selected
Employee I First Name Last Name Department EmployeeID...  First Name Last Mame Department
1 K nl ol
1101 pl K-Departmy
1102 p2 K-Departm
1103 p3 K-Departm
1104 K-Departm:
1201 ted Departmen
v
< >
20 |w | Total 37 Records > 1
Punch Time* Punch State* CheckIn
Work Code
Apply Reason
Cancel

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

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

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

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

» Edita Manual Log

Click the name of the person who needs to edit the record or click icon to edit the manual log.
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Click [Confirm] after modifications.
& Note: The approved record cannot be modified.
» Delete a Manual Log
In the list of the manual log, select the manual log to be deleted and click [Delete] at the top left of

the list. Click [Confirm] or click O] icon to delete the selected manual log.

» Approve/Reject/Revoke a Manual Log

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

Approve X

Remarks:

Cancel

Enter Remarks and clicking [Confirm] will approve, reject, or revoke the manual log.

After the approval, the approval personnel will be displayed in each record, as shown in the figure.

Add Delete Approve /s S 9 0 = =
Employes ID First Name  Department Position Punch Time Punch State Apply Reason Apply Time Approval Stat... Remarks Approval Time Last approver
315test data ZKTeco - 2019-01-22 17:22:... Check Out 2019-02-22 16:35:... Approved a 2019-02-22 16:35:.. admin Ty
315test data ZKTeco - 2019-01-22 09:00:... Check In 2019-02-22 16:35:... Approved a 2019-02-22 16:35:.. admin Tor
315test data ZKTeco - 2019-01-12 08:00:... Check Out 2019-02-22 14:58:... Approved A 2019-02-22 14:58:.. admin Tor
315test data ZKTeco - 2019-01-12 00:00:... Check In 2019-02-22 14:58:... Approved A 2019-02-22 14:58:... admin Ty

» Import Manual Log

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

» Add aLeave Application

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

Add 4
Employes*
Start Time* End Time*
Pay Code* --—--—-——-- Attachment | JlE... | FREEST,
Apply Reason
Cancel

Fill in the fields as shown below:

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

Start Time/End Time: Enter start time and end time of leave.
Pay Code: Select the pay code of the leave from the drop-down list.
Attachment: Upload the attachment for the leave.
Apply Reason: Enter the apply reason for the leave.
2. Click [Confirm] to save the settings.
» Bulk Add Leave Applications

1. Select [Attendance] > [Approvals] > [Leave] > [Bulk Add] to apply for leave.
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Bulk Add X
Department Employese Q Selected ©
Employee ID  First Mame Last Name Department Employee ID...  First Name Last Mame Department
1 Ko ni ~
1101 pl K-Departm:
1102 p2 K-Departme
1103 p3 K-Departm:
110 K-Departm:
1201 teagie Departmen
]
£ - ) ) . >
20 |+ | Total 37 Records > 1
Start Time* End Time*
Pay Code* -
Apply Reason
Cancel

2. Select the employee, the list on the right side shows the selected employee. Select the start and
end time of leave, pay code, and apply reason.

3. Click [Confirm] to save the details.

> Edit Leave Application

Click the name of the person whose application is to be edited or click icon. Click [Confirm] after

modifications.
& Note: The approved record cannot be modified.
» Delete Leave Application
In the list of leave applications, Select the leave application to be deleted and click [Delete] at the top

left of the list. Click [Confirm] to delete the selected record or click E icon.
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» Approve Leave Application

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

Approve b4

Remarks:

Cancel

Enter Remarks and clicking [Confirm] will approve, reject, or revoke the leave application.

After the approval, the approval personnel will be displayed in each record, as shown in the figure.

Add Delete Bulk Add Approve Reject Revoke Import F /S 9 M A =
Employee ID  First Name Departme... Workflow Build... Start Time End Time Apply Reason  Apply Time Pay Code Approval Status  Approval Comme... Approval Time

rfl2 12 - 2020-07-21 20:00:00  2020-07-30 18:05:00 2020-07-30 11:21:24 Annual Leave Approved 2020-07-30 11:21:38

10 10 - 2020-07-21 20:00:00  2020-07-30 18:05:00 2020-07-30 11:21:24 Annual Leave Rejected 2020-07-30 11:21:48

1 Departme... - 2020-07-21 20:00:00 2020-07-30 18:05:00 2020-07-30 112124 Annual Leave Revoke 2020-07-30 11:21:53

» Import Leave Applications

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

Overtime can be added in two ways. One is through the administrator login where the administrator
can add overtime for each employee (automatic approval), and the other is through the employee
login, where the employee can apply for overtime (requires approval).

> Add an Overtime Application

1. Select [Attendance] > [Approvals] > [Overtime] > [Add] to apply for overtime.

Add *
Employes
Start Time™ End Time*
Pay Code® --—-—--—--- Attachment | BlSE.. | FEEEE,
Apply Reason
Cancel

Fill in the fields as shown below:

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

Start Time/End Time: Enter start time and end time of overtime.

Pay Code: Select the pay code of the overtime from the drop-down list.
Attachment: Upload the attachment for the overtime.

Apply Reason: Enter the apply reason for the overtime.

2. Click [Confirm] to save the settings.
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» Bulk Add Overtime Applications
1. Select [Attendance] > [Approvals] > [Overtime] > [Bulk Add] to apply for overtime.
Bulk Add X
Department Employese Q Selected
Employee ID  First Mame Last Name Department Employee ID...  First Name Last Mame Department
1 Ko ni ~
1101 pl K-Departm:
1102 p2 K-Departme
1103 p3 K-Departm:
1104 K-Departm:
1201 teagie Departmen
B . - — B <
< >
20 |+ | Total 37 Records > 1
Start Time* End Time*
Pay Code* -
Apply Reason
Cancel

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

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

3. Click [Confirm] to save the details.

& Note: The time of the new overtime application is not included in the working hours of the staff.

» Edit an Overtime Application

The editing procedure for overtime is the same as the manual log.
» Delete an Overtime Application

The deleting procedure for overtime is the same as the manual log.
» Approve an Overtime Application

The approval procedure for overtime is the same as the manual log.

» Import Overtime Applications
Users can click [Import] to import the overtime applications in batch for personnel. For detailed
operation, please refer to 4."Import" in Appendix 1.
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Training

» Add a Training Application

1. Select [Attendance] > [Approvals] > [Training] > [Add] to apply for training.

Add b4
Employee
Start Time* End Time*
Pay Code* --------- Attachrent | BIBE.. | FREETE,

Apply Reason

Cancel

Fill in the fields as shown below:

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

Start Time/End Time: Enter the start time and end time of the training.
Pay Code: Select the pay code of the training from the drop-down list.
Attachment: Upload the attachment for the training.

Apply Reason: Enter the reason for applying to the specific training.

2. Click [Confirm] to save the settings.
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» Bulk Add Training Applications

1. Select [Attendance] > [Approvals] > [Training] > [Bulk Add] to apply for training.

Bulk Add X
Department Employee Q Selected
Employee I First Name Last Name Department Employee ID...  First Mame Last Mame Department
1 K9 ni 2
1101 pl K-Departm:
1102 p2 K-Departm:
1103 p3 K-Departm:
1104 K-Departm:
1201 teaqée Departmen
W
£ >
20 |+~ | Total 37 Records > 1
Start Time* End Time*
Pay Code* ------—-—--
Apply Reason
Cancel

2. Select the employee(s), the list on the right side shows the selected employee(s). Select the start
and end time of training, pay code and application reason.

3. Click [Confirm] to save the training details.

» Edit Training Application

Click the name of the person whose training application is to be edited and click icon. Click

[Confirm] after modifications.
& Note: The approved application cannot be modified.
» Delete Training Application

In the list of training application, click the selected training application to be deleted, and then click
[Delete] at the top left of the list to enter the delete confirmation interface, and click [Confirm] to

delete the selected record. Or click ]j[ icon after the record.

> Approve Training Application
The operation method is the same as the manual log.
» Import Training Applications

Users can click [Import] to import the training applications in batch for personnel. For detailed
operation, please refer to 4."Import" in Appendix 1.
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Schedule Adjustment

After the user applies for changing the shift on the APP, the administrator can approve it on the Web
application.

Global Rule Schedule Adjustment
& Bookmarks- T Filters -
Delete Approve Reject Revoke s S 9 m o=
Employe... FirstNa.. LastNa.. Departm.. Positi.. Date Previous Sche... New Schedule  Apply Reason  Apply Time Approval St.. Rem.. Approval Time  Lastappr...
4 - - Testing - 2019-03.. 12312 578 change sched... 2019- .. Pending - 2019-03-13 10:.. - o
4 - - Testing - 2019-03... 12312 Late-Early 1050 :.. | Approved Agree  2019-03-1310:.. admin o]
4 - - Testing - 2019-03... 12312 9-18Normal ... 0307 .. Pending - 2019-03-13 10, - 5]

» Approve Schedule Adjustment Records

The approval procedure of shift adjustment is the same as the manual log.
> Delete Shift Adjustment Records

The deleting procedure of shift adjustment is the same as the manual log.

&sNote: After deleting the shift adjustment record of the employee, the shift of the employee is still
the adjusted shift.

Holidays

Attendance on holidays and festivals may be different from the weekdays. To simplify operation
procedures, the system offers settings designed for attendance time and rules on holidays and
festivals.

Add a Holiday for Attendance

1. Select [Attendance] > [Holiday] > [Holiday] > [Add] to add a holiday.
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Mame*

Basic Setting Overtime Rule

Start Date*  2020-07-30

Advanced

Duration® 1

= Days

m Cance‘

Name: Enter the holiday name (maximum of 50 characters).

» Basic Setting

Start Date: Set the start date of the holiday.

Duration (Day): Set the duration of the holiday.

> Overtime Rule

Add

Name*

Worked
Hrs Assign
To

Worked
Hrs Assign
To

Worked
Hrs Assign
To

Basic Setting

Owvertime Rule Advanced

Overtime

Work
Hours

Range

Work
Hours

Range

Work
Hours

Range

0.0

0.0

0.0

Hourl(s) - 00 5 Hours)
Hour{s) - 00 [ Hourls)
Hourl(s) - 00 B Hours)

Set the work hours range and assign to corresponding pay code.
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» Advanced

Basic Setting Overtime Rule Advanced

Department  ----------

Department: Enter Department holidays. When the Department is not selected, the holiday is valid
for all the Departments.

2. Click [Confirm] to save the settings.

Edit a Holiday for Attendance

In the holiday list, click the name of a holiday, or click icon in the same row of the holiday. Modify

the parameters as needed and click [Confirm] to save the modifications.

Delete a Holiday for Attendance

In the holiday list, select the holiday and click [Delete] on the upper left of the holiday list or click o]

icon in the same row of the holiday to be deleted. Click [Confirm] to delete the holiday.

Attendance Report

The attendance report lists the attendance information of the queried employee within a designated
time period and collects statistics on absence, late arrival/early leaving, overtime and leave, to check
whether the listed information is consistent with the actual conditions. If the obtained result is
inconsistent, adjust the shift, add an overtime sheet or compensatory leave sheet, or directly modify
the data in the report based on the requirements.

Here attendance report is split into five types: Transaction Report, Daily Report, Weekly Report,
Monthly Report and Summary Report.

Select [Attendance] > [Transaction Report] > [Transaction] to view the transaction report.
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Attendance fal
Pay Code Transaction
g=a Employee Date Period  User Defined 2020-07-01 - 20200730 e
& Department Save Layout Load Layout 2 75 O~ =
g :; Employee ID First Name Department Date Time Punch State Data
O Financial Department 124 1238 Department 2020-07-30 1153 255 Devic
[ Test Department 124 1238 Department 2020-07-30 1153 255 Devic
0 K-Department 124 1238 Department 2020-07-30 11:53 255 Devic
O X-Dept 124 123% Department 2020-07-30 11:48 255 Devic
O A-Department 124 123% Department 2020-07-30 1148 255 Devic
O B-Department 123 1238 Department 2020-07-30 10:02 255 Devic
123 1238 Department 2020-07-30 0951 255 Devic
123 1238 Department 2020-07-30 0947 55 Devic
123 1238 Department 2020-07-30 0947 255 Devic
123 1238 Department 2020-07-30 0542 255 Devic
123 1238 Department 2020-07-30 09:42 255 Devic
123 1238 Department 2020-07-30 09:39 255 Devic
123 1238 Department 2020-07-30 0933 255 Devic
123 1238 Department 2020-07-30 0330 255 Devic
123 1238 Department 2020-07-30 0927 255 Devic
123 1238 Department 2020-07-30 0927 255 Devic
123 1238 Department 2020-07-30 09:26 255 Devic
666 Department 2020-07-29 10:07 Check In Devic
666 Department 2020-07-29 1007 CheckIn Devic
727001 727001 Department 2020-07-27 1403 Devic

The following describes how to view an attendance report.

1. Select the report in the left menu bar and enter the report interface.

2. Select Department/Area/Group on the left side to view the attendance data of employees of that
department/area/group.

Attendance

Employee Date Period  User Defined 2020-07-01 - 2020-07-30 o
Save Layout Load Layout F S O » =

Employee ID First Name Department. Date Time Punch State Data !
O Financial Department 124 1238 Department 2020-07-30 1153 255 Devic
(O Test Department 124 1238 Department 2020-07-30 1153 255 Devic
O K-Department 124 1238 Department 2020-07-30 11:53 255 Devic
0 X-Dept 124 1238 Department 2020-07-30 1148 255 Devic
O A-Department 124 1238 Department 2020-07-30 1148 255 Devic
O B-Department

123 1238 Department 2020-07-30 1002 255 Devic

123 1238 Department 2020-07-30 0951 255 Devic

123 1238 Department 2020-07-30 09:47 255 Devic

123 1238 Department 2020-07-30 09:47 255 Devic

123 1238 Department 2020-07-30 0942 255 Devic

Or click the Employee selection box to select the employee(multiple or all) whose attendance report
required to be viewed.

Select Employee x

¥ = ih Employee Q Selected 0
» O Department Employe... First Name Last Name Departme Employe... First Name Last Name
> O ZKTeco 4 2 2 Testing

O i;;‘:m 3 342 Testing None

o DZOUi;J 1 wp Departrr

o 52001 2 000000002 Departrr

g D2002 2228 ZKTeco

O D2003 226 666 Departm

O D2004 2225 2225 Departrr

O 2005 2226 2226 ZKTeco

O 2005 2227 2227 ZKTeco

O D2007 225 Departrr

O D2008 227 Departm

O D2009 2224 Departrr

0 D2010

O D2011 20 v Bl 2 5 .. 1468 > Total 289380 Recor
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3. Set the Start Date and End Date. Please refer to 2. “Date Selection” in Appendix 1 to set the date.

4, Click Q , and view the attendance report of the selected employees between the start date and

end date.

» Transaction Report
1. Transaction
It provides all transaction information of the selected employee.
2. Time Card
It provides detailed punching information of the selected employee.
3. First & Last
It provides statistics on the earliest and last punching data of each employee for each day.
First Punch: The earliest punch record of the day.
Last Punch: The last punch record of the day.
4, First In Last Out
It provides statistics on the earliest check-in and last check-out data of each employee for each day.
First Check-in: The earliest check-in record within the day's check-in time range.
Last Check-out: The last check-out record within the day's check-in time range.
» Daily Report
1. Total Time Card

The total time card interface displays the statistics on the schedule, attendance status, overtime, and
holidays of all staff by date. The attendance list is a statistical table of attendance records in each shift
timetable.

Total Hrs.: Interval between the check-in time and the check-out time.
Break Total Hrs.: Actual rest time (Break time-out/in).

Break Time: Break time.

Total Hrs.: Total working hours.

Worked Hrs.: Actual working hours.

Duty Duration: Required working hours (timetable duration — Break time).
Total OT: Total overtime hours.

2. Worked Hrs.
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The list shows the calculation result of every pay code of the selected person.
3. Overtime

The list shows the overtime of the selected person.

4.Leave

The list shows the leave of the selected person.

5.Lateln

The list shows the late arrival time of the selected person.

6. Early Out

The list shows the early leave time of the selected person.

7. Absent

The list shows the late arrival, early leave and absent of the selected person.
8. Exception

It provides all attendance exceptions.

9. Scheduled Log

This table calculates the valid schedules of attendance records.

Users can export an attendance report to a .xls, PDF, CSV or txt file based on requirements. Please refer
to 5. "Export” in Appendix 1 to export the report.

Users can select the fields required for displaying in the attendance report based on requirements
(the fields are displayed after being checked).

Users can change the column width by dragging the column border to the left or right based on
requirements.

10. Paired Punch

The list displays the consecutive check in and out of each Employee, and the total hours between
each consecutive check -in/out.

11. Multiple Worked Hrs

When Multiple In/Out function is enabled in Flexible Timetable or the Paring Rule is set as Odd Even,
the duration of each period and the total working time are counted.

12. Multiple Break Time

After Multiple In/Out is enabled in Break Time, the break time duration and total break time duration
of each break period are counted.

» Weekly Report

1. Weekly Worked Hrs.
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The list displays the weekly worked hours of the selected person.
2. Weekly Overtime
The list displays the weekly overtime of the selected person.
» Monthly Report
1. Monthly Status

The monthly status interface displays the daily attendance status, attendance statistics, overtime
statistics, leave records, and leave summary within a designated period. It uses symbols or digits or
the combination of symbols and digits to represent different items. The meaning of each report
symbol can vary in daily attendance.

2. Monthly Punch
The monthly punch interface displays the daily check-in/out records of the selected person.
3. Monthly Worked Hrs.
The list shows the monthly worked hours of the selected person.
4. Monthly Overtime
The list shows the monthly overtime of the selected person.
» Summary Report
1. Employee Summary

The attendance summary interface displays the attendance summary of each employee in the time
period, including the lists of attendance, leaves and overtime, namely the summary table of the
attendance lists.

The leave records are calculated based on the leave type. The data in the left column is the sum of the
data of all leave types. For example, leave = sick leave + casual leave + maternity leave +
compassionate leave + annual leave + self-defined leave.

2. Employee Overtime

The overtime summary interface displays the overtime for each pay code whose type is overtime in
the selected date range.

3. Employee Leave
The leave summary interface displays the leave time for each leave type in the selected date range.
4, Department Summary

Displays all data for a particular Department. It is the statistics of all the employees' attendance in a
Department.

5. Department Overtime

The department overtime summary interface displays the overtime time for each pay code whose
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type is overtime in the selected date range.
6. Group Summary

Displays all the data for a particular Group. It is the statistics of all the employees' attendance in a
group.

7. Group Overtime

The group overtime summary interface displays the overtime for each pay code whose type is
overtime in the selected date range.

Configurations

Calculation

Select [Attendance] > [Configurations] > [Calculation] to calculate the attendance. It shows all the
employees by default. You can select the Department on the right side to display the employees in

HE

the specified Department. Fill the time range to be calculated. Click to calculate. The message

“Calculation Finished” indicates the end of the calculation.

Global Rule Calculation

®iEa Employee ID First Name Q Start Date 2019-03-01 End Date 2019-03-13 g

>0 Department Employee ID First Name Last Name Hired Date Department Position

? g ;ﬁ?‘o 20009 <zw20009 2019-03-06 Department
0 Testing 20010 zw20010 2019-03-06 Department
0 b2000 20011 czw20011 2019-03-06 Department
0 20t 20012 2w20012 2019-03-06 Department
0 p2002 20013 2w20013 2019-03-06 Department
O D2003 20014 2019-03-06 Department
0 D2004 20015 2019-03-06 Department
O D2005 20016 2019-03-06 Department
[ D2006 20017 2019-03-06 Department
0 D2007 20018 2019-03-06 Department
0 D2008 20019 2019-03-06 Department
O b2002 20020 2019-03-06 Department
0O D2010 20021 2019-03-06 Department
0 D201l 20022 2019-03-06 Department
g g;gi 20023 2019-03-06 Department
D b2014 20024 2019-03-06 Department
DO baois 20025 c2w20025 2019-03-06 Department
o D2016 2NNA e ralarl 2M1a-N2.NA Nanartmant
O p2017 G oY < 1.3 5 .. 14470 > Total 289381 Records | 4

> Rules to select Check-in/out Time

The check-in time is the time that is earliest within the check-in time range. For example, when you
check-in at 8:50, 9:00 and 9:10, it is considered that you check-in at 8:50. The check-out time is the
time that is the latest within the check-out time range. For example, the due check-out time is 18:00,
if you check out at 17:50, 18:00 and 18:20, it is taken that you check out at 18:20.

> Calculation Process

First, determine the shift, work type on that day. Then select the check-in/out time and the leave list.
Select the compensatory leave information. When selecting the work type, only the holiday settings
of 100 days prior to the current day can be selected. Select the attendance parameters, calculate the
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attendance results, and save the results to the database.
» Calculation Prerequisites

The attendance calculation date should be later than the entry date and calculation is only made
when Enable Attendance Function is set to Yes. If the attendance calculation is not required for an
employee, only the actual attendance value and the total time are shown in the report after the
attendance calculation.

» Work Type Consideration Rules

1.1f Auto OT is selected, the overtime is calculated based on the settings of the attendance parameters.
The calculation result is rounded based on the rounding rules. If the work time of the timetable is set
to zero, it is considered that the timetable is overtime, which will be calculated as the daily overtime.

2.If there is a temporary schedule, it is calculated by the work type of the temporary schedule.

3. The work type on weekends and day-offs is considered as normal work or overtime work according
to the value set in the shift.

4.The work type of holiday is determined as normal work or overtime work according to the value set
on holiday.

» Rounding Rules
The rounding rules include rounding down, rounding off and rounding up:

For rounding down, when the remainder of the calculated value exceeds the minimum unit, the
system automatically truncates the remainder.

For rounding off, when the remainder of the calculated value exceeds half of the minimum unit, the
value will be increased by a minimum unit; if the remainder of the calculated value is less than half of
the minimum unit, the remainder will be neglected.

For rounding up, if the remainder of the calculated value exceeds the minimum unit, the value will be
increased by a minimum unit.

» Scheduling Principle

1. When there is a normal schedule, the system considers the day as a workday. However, if there is a
temporary schedule, the timetable of the additional temporary schedule is considered as work or
overtime based on the preset value.

2.If there is no existing schedule or temporary schedule, the system will not calculate the attendance
for employees who comes to work.

3. If there is no existing schedule but a temporary schedule is arranged, it is considered as work or
overtime based on the preset value in the temporary schedule.

4, Determine whether there is an existing schedule:

A. Calculate the attendance based on a schedule if any, and check whether there is a temporary
schedule. If yes, check whether Only temporary scheduling is effective or Add after the existing
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scheduling is selected for calculating the attendance. The work type of temporary schedule can
be designated during temporary scheduling.

B. If thereis no schedule, check whether there is a temporary schedule.
C. Ifthere is no schedule or temporary schedule, attendance is not calculated.

5. The attendance is not calculated when there is no schedule and no attendance records.

5.14.2 Report Setting

Select [Attendance] > [Configurations] > [Report Setting] to set the report parameters.

Attendance

© Q = NS Caleulation Report Setting

Basic Display  Function Key Display

Short Date Format®  yyyy-MM-DD Short Time Format™  Hiemm

Resign Employes Display’  Yes

» BasicDisplay
Short Date Format: Set the date format of the report display.
Short Time Format: Set the time format of the report display.

Resign Employee Display: Select whether to filter the resigned employees or not. When it is set as
Yes, the resigned employees will not be shown in the attendance calculation and reports. When it is
set as No, the resigned employees will be shown.

» Function Key Display

Set the status displayed by the status value.
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Basic Display Function Key Display
(o] Value Mame
1 0 Check In
2 1 Chedk Cut
3 2 Break Out
4 3 Break In
5 4 Owertime In
& 5 Owertime Out
7 & &
B 7 7
9 8 8
10 9 9
11 10 10
12 11 11
13 255 255
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6 Access Control

The Access control module enables the user to perform various operations such as door settings,
device commands, setting holidays in devices, assigning user groups, access combinations, and other
access related privileges.

6.1 Device

Select [Access Control] > [Device] > [Device] to view the device list.

Access Control

Device

& Bookmarks T Filters v
Open Door Cancel Alarm Set Parameter 7 9D MO e~ =
Serial Number DeviceName  State DoorLock Delay  Door Sensor Delay Door Sensor Type Door Alarm Delay ~ Retry Times To Alarm Valid Holidays
5458183900015 Auto add L] 5 15 Normal Open(NO) 1 None Yes 4

6.1.1 Open Door

Select the corresponding device in the device list and click [Open Door].

Prompt x

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

o

Click [Confirm] to unlock the selected devices.
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6.1.2 Cancel Alarm

To cancel an existing alarm, select the corresponding device and click [Cancel Alarm]

Prompt x

Avre you sure to unalarm of selected device(s)?

e

Click [Confirm] to cancel the alarm of the selected device.

6.1.3 Set Parameter

1. Select the respective device in the device list and click [Set Parameter].

Set Parameter e

MAccess Control Options Duress Options Anti-PassBack Setup

Door Lock Delay* 5 Door Sensor Delay* 15
0 - 10 Second(s) 1 - 255 Second(s)
Door Sensor Type®  Mormal Close(NC) hd Door Alarm Delay” | 1
0 - 999 Secondl(s)
MNC Time Period* 0 MO Time Period* 0
Timezone Number(0 - 50) Timezone Number(0 - 50)
Retry Times To Alarm™  MNone hd Verify mode by R5485*  Fingerprint hd
Valid Holidays Speaker Alarm

Set the parameters as shown below:
»  Access Control Options
Door Lock Delay: Set the door lock delay for the device. The range is 0-10 second(s).

Door Sensor Delay: Set the door sensor delay for the device. The range is 1-255 second(s).
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Door Sensor Type: Select the door sensor type for the device. The types are Normal Open(NO),
Normal Close(NC) and None.

Door Alarm Delay: Set the door alarm delay for the device. The range is 0-999 second(s).
NC Time Period: Set the normal close time period number. The range is 0-50.
NO Time Period: Set the normal open time period number. The range is 0-50.

Retry Times To Alarm: When the number of failed verifications reaches the preset value (the value
range is 1-9 times), an alarm will be triggered. If there is no preset value, an alarm will be triggered
after a failed verification.

Verify mode by RS485: Select the verification mode by R5485.

Valid Holiday: Select whether the NC Time Period or NO Time Period settings are valid in the preset
holiday time period. Select NO to enable the NC or NO time period in the holiday.

Speaker Alarm: When it is enabled, the buzzer will raise an alarm when the device is dismantled.

» Duress Options

Set Parameter X

Access Control Options Duress Options Anti-PassBack Setup

Duress Function

Alarm on 1:1 Match Alarm on 1:N Match

Alarm Delay® 10
Alarm on Password 4

Cancel

Duress Function: Select whether to enable the duress function for the device or not.

Alarm on 1:1 Match: If it is enabled and a user performs 1:1 verification method to verify any
registered fingerprint, then the alarm will be triggered.

Alarm on 1:N Match: If it is enabled and a user performs 1:N verification method to verify any
registered fingerprint, the alarm will be triggered.

Page |138 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

Alarm on Password: If it is enabled and the user uses the password verification method, the alarm
will be triggered.

Alarm Delay: Set the alarm delay for the device. The range is 1-999 second(s).

»  Anti-Passback Setup

Set Parameter X
Access Control Options Duress Options Anti-PassBack Sestup
Anti-PassBack Mode®  No Anti-passhback Door Direction®  Out
Cancel

Anti-PassBack Type: Select the type of anti-passback.
Door Direction: Set the door direction. It can be none, in or out.

2. After setting the details, click Confirm to save the anti-passback parameters.
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6.2 Device Command

Select [Access Control] > [Device] > [Device Command]. Check the commands issued by the
software to a device during communication.

Access Control o’ “ -

Device Device Command

& Bookmarks - T Filters ~

Delete A /7 9 O M =
Serial Number Device Name Content Commit Time Transfer Time Return Time Return Value
CJH9192960012  MB40-VL DATA UPDATE FINGERTMP PIN=14 FID=6 Size=zk bio_size Valid=1 TMP=zk bio_data 0000 2020-07-02 181254 2020-07-02 181256 2020-07-02 1813:04 Successful @[
CJH9192960012  MB40-VL DATA UPDATE USERINFO PIN=14 Name=Denny Pri=0 Passwd= Card= Grp=1 TZ=00000000. 2020-07-02 181254  2020-07-02 181256 2020-07-02 1813:04 Successful @[
CJHO192960012 MB40-VL DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO PIN=5 2020-07-02 181253  2020-07-02 181256 2020-07-02 18:13:04 Successful @'
CJH9192960012 MB40-VL DATA UPDATE BIOPHOTO PIN=5 Type=9 Format=1 Url=icloc} i Jpg 181253 2020-07-02 18:12:56 2020-07-02 18:13:04 Successful E
CJH9192960012  MB40-VL DATA UPDATE FINGERTMP PIN=5 FID=6 Size=zk_bio_size Valid=1 TMP=zk_bio_data_00000.. 2020-07-02 18:1253 2020-07-02 181256 2020-07-02 18:13:04 Successful E
CJH9192960012 MB40-VL DATA UPDATE USERINFO PIN=5 Name=Mister Tampubolon Pri=0 Passwd=123456 Card=98... 2020-07-02 18:1253 2020-07-02 181256 2020-07-02 18:13:04 Successful @[
CJH9192960012  MB40-VL DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO PIN=1 2020-07-02 181253  2020-07-02 181256 2020-07-02 18:13:04 Successful @[
CJH9192960012 MB40-VL DATA UPDATE BIOPHOTO PIN=1 Type=9 Format=1 Url=iclock 1Jjpg 20-07- 181253 | 2020-07-02 181256 2020-07-02 18:13:04 Successful @'
CJHO192960012 MB40-VL DATA UPDATE FINGERTMP PIN=1 FID=6 Size=zk_bio_size Valid=1 TMP=zk bio_data 00000 2020-07-02 181253  2020-07-02 181256 2020-07-02 18:13:04 Successful @'
CJH9192960012 MB40-VL DATA UPDATE USERINFO PIN=1 Name=Azis Pri=0 Passwd= Card=7108330 Grp=1 TZ=0000. 2020-07-02 181253 2020-07-02 18:12:56 2020-07-02 18:13:04 Successful E
CJH9192960012 MB40-VL DATA UPDATE BIOPHOTO PIN=13 Type=9 Format=1 Url=iclock/doc/biophoto/15.jpg 2020-07-02 18:1229  2020-07-02 18:1231 2020-07-02 18:12:40 Successful @[
CJH9192960012 MB40-VL DATA UPDATE FINGERTMP PIN=15 FID=6 Size=zk_bio_size Valid=1 TMP=zk_bio_data 0000.. 2020-07-02 18:1229 2020-07-02 181231 2020-07-02 18:12:40 Successful @[
CJH9192960012  MB40-VL DATA UPDATE USERINFO PIN=15 Name=Johnson Pri=0 Passwd= Card= Grp=1 TZ=000000. 2020-07-02 181229 2020-07-02 181231 2020-07-02 1812:40 Successful @[
CJHO192960012 MB40-VL DATA UPDATE BIOPHOTO PIN=14 Type=9 Format=1 Url=iclock/doc/biophoto/14 jpg 2020-07-02 181228  2020-07-02 181231 2020-07-02 18:12:40 Successful @'
CJH9192960012 MB40-VL DATA UPDATE FINGERTMP PIN=14 FID=6 Size:zk_b\n_size ‘valid=1TMmP=: daha_ﬂﬂﬁ[l 2020-07-02 18:12:28  2020-07-02 18:12:31 2020-07-02 18:12:40  Successful @'
CJH9192960012 MB40-VL DATA UPDATE USERINFO PIN=14 Name=Denny Pri=0 Passwd= Card= Grp= =00000000. 2020-07-02 18:12:28  2020-07-02 18:12:31 2020-07-02 18:12:40  Successful E
CJH9192960012 MB40-VL DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO_PIN=5 2020-07-02 18:1228  2020-07-0218:1231 2020-07-02 18:12:40 Successful @[
CJH9192960012 MB40-VL DATA UPDATE BIOPHOTO PIN=5 Type=9 Format=1 Url=iclock Jpg 20-07- 181228 2020-07-02 1812:31 2020-07-02 18:12:40 Successful m’
CJH9192960012  MB40-VL DATA UPDATE FINGERTMP PIN=5 FID=6 Size=zk_bio_size Valid=1 TMP=zk bio_data 00000 2020-07-02 181228  2020-07-02 181231 2020-07-02 1812:40 Successful @[

< 11 E 21 .. 799 > Total 15167 Records 20 Page m

Clear the commands issued by the software to a device during communication. Select the

corresponding device commands and click [Delete] or click @ icon the same row of the command.

Prompt b4

Are you sure to delete the selected 1 itemns?

Confi Cancel

Click [Confirm] to delete the command.
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6.3 Time Period

For an area, 50-time periods can be set by default. The time format is HH: MM: SS - HH: MM: SS.

Select [Access Control] > [Access Control] > [Time Period]. By default, the interface will display the
time period list of the area with code 2.

Access Control

Device Device Command Time Period

8 Bookmarks ~ Y Filters ~

< Add Delete Clone To Areas / /7 9 O M =

K-Area Time Period No. Time Period Name

nicale test B Z @
» ZKTeco Indonesia -

datest

test

Nancy Test

da

Cambodia

satest

Meeting Test

sh-xface

6.3.1 Add a New Time Period

The time period can be defined for every week. It can be assigned at different time durations.

1. Click [Access Control] > [Access Control] > [Time Period] > [Add]

Add X
Area® 999 Time Period No.*
Time Period Name* Remark
Start Time End Time Status

Sunday 00:00:00 23:50:00
Monday 00:00:00 23:50:00
Tuesday 00:00:00 23:59:00 Yes .
Wednesday 00:00:00 23:59:00
Thursday 00:00:00 23:59:00 Yes .
Friday 00:00:00 23:39:00
Saturday 00:00:00 23:59:00 Yes .
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Set the following details:

Area: Select the area name from the areas list. It cannot be modified in the interface.

Time Period No.: Enter the time period number. The time period number is unique for each area.
Time Period Name: Enter the time period name.

Start Time/End time: Set the start and end time for each time period within a week.

& Note: When the start time is greater than the end time, the following prompt will pop-up.

Caonfirm *

End time is smaller than start time, indicates
the door can not be open for whole day for
specific personnel, sure ?

Cancel

If you click [Confirm], the door will not open for the specified employee for the entire day.

ON/OFF: The default is ON. Click OFF to disable the time period, the door cannot be open for the
whole day for a specific employee.

2. Click [Confirm] to save the time period.

Edit Time Period

If you want to edit the time period, perform the following steps:

1. Click the corresponding area on the left of the interface. The time period list of the corresponding
area will be displayed.

2. In the time period list, click the time period number or click icon in the same row of the time

period to be edited.

3. Modify the parameter settings based on the requirements (refer to the parameter setting method
in "Add a Time Period"). Click [Confirm] to save the modified time period information.

Delete Time Period

1. Click the corresponding area on the left of the interface. The time period list of the corresponding
area will be displayed.

2. In the time period list, select the time period and click [Delete] on the upper part of the interface

or click D) icon in the same row of the time period to be deleted.
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Prompt X

Are you sure to delete the selected 1 items?

Cancel

3. Click [Confirm] to delete the selected time period.
& Note:
(1) The default time period cannot be deleted.

(2) The time period which is in use cannot be deleted.

Clone to Areas

1. Select the time period to be cloned. Click [Clone To Areas] at the top left of the time period list to
open the following interface.

Clone To Areas X

Cancel

Enter the parameters as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

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

Holiday

The holiday settings can be configured to control the door access on holidays.

On holidays, special access control may be required. To facilitate this requirement, the access control
time on holidays can be set which applies to all the employees of the corresponding area.

For each area, 24 holidays can be set by default.
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Add a Holiday

Select [Access Control] > [Access Control] > [Holiday]. Select the corresponding area from the area
tree list on the left. Click [Add] to add a holiday.

Add *

Area® G0

Holiday Name*  ---------

Start Date *

Duration({Day) *

Time Period * 1

Cancel

Enter the parameters as shown below:
Area: Select the area from the area list.

Holiday Name: Select the holiday name from the drop-down list. These holidays are those added in
the Attendance Module.

Start Date: It will be automatically filled after selecting the holiday name and cannot be modified.
Duration: It will be automatically filled after selecting the holiday name and cannot be modified.

Time Period Name: Enter the time period applicable to the holiday. The door opening time period
depends on this parameter.

Click [Confirm] to save the holiday details.

Edit Holiday

If you want to change the holiday details in the corresponding area, perform the following steps:

1. Click the corresponding area on the left side of the interface. It displays the holidays of the
corresponding area on the right side of the interface.

2. In the holiday list, click the holiday name or click icon in the same row of the holiday to be

edited.

3. Modify the parameter settings as per your requirements (refer to the parameter setting method in
"Add a Holiday"). Click [Confirm] to save the modified holiday information.
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Delete Holiday

1. Click the corresponding area on the left side of the interface. It displays the holidays of the
corresponding area on the right side of the interface.

2. Select the holiday and click [Delete] on the upper part of the interface or click ) iconin the same

row of the holiday to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

3. Click [Confirm] to delete the selected holiday.

Clone to Areas

1. Select the areas to be cloned and click [Clone To Areas] at the top left of the holiday list.

Clone To Areas X

Remark:

Cancel

Enter the details as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

2. Click [Confirm] to save the details.
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6.5 Group

The Group option enables you to manage the employees in groups.

The maximum number of groups in each area is 99. Group 1 is automatically created by default when
the area is created, and it cannot be deleted. The newly added employees belong to group 1 by
default.

o
Access Control Al ‘ ’ =
Device Groups
@ Bookmarks= Y Filters -
s Add Delete Group Menu g S 9 O A =
K-Area Group No. Group Name Verify Mo.. Time Period 1 Time Period 2 Time Period 3 Include Holiday Employee ID...  First Name lastNam.. Depart. Po
nicole test P any 1 0 [ No 123 hyp123
¥» ZKTeco Indonesia 5 " | o o N 121 hyp121
dgtest w ¢ o
reer 122 hyp122
Nancy Test 11103 B3
da 11102 p2
Cambodia mn el
sztest 11111 von
Meeting Test 11100 bess.
sh-xface 11199 rory
11188 barret
1m77 shawn
11166 nora
11155 codie
11144 pho
11133 Rory&
12z dorrit
< > < L
G vl B rowzrecors 1 e [ B 1 | Page Total 16 Records | 20

6.5.1 Add New Group

1. Select [Access Control] > [Access Control] > [Groups] and the select corresponding area from the
area tree list on the left side of the interface. Then click [Add] to add a new access group.
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Add X

Area®  Nicole test

Group No.®

Group Mame™

Time Period 1* 1

Time Period 2

Time Period 3

Verify Mode*  Any

Include Holiday®  No

Cancel

Enter the parameters as shown below:
Area:; Select the area name.

Group No.: Enter a unique group number.
Group Name: Enter the name of the group.

Time Period: Set the time period of the group. Each group can have a maximum of 3 time periods. As
long as one of them is valid, the group can be verified successfully.

Verify Mode: Set the verification mode of the group. When the group verification mode overlaps the
user verification mode, then the user verification mode prevails.

Include Holiday: If it is set as [Yes], the door opening time period on holiday subjects to the time
period set in holidays.

2. Click [Confirm] to save the settings.
> Edit Group
If you want to modify a group in the corresponding area, perform the following steps:

1. Click the corresponding area on the left side of the interface. The list of all the groups in the
corresponding area will be displayed on the right side of the interface.

2.In the group list, click the group name or click icon in the same row of the group to be edited.

3. Modify the parameters as per your requirements(refer to the parameter setting method in "Add
New Group"). Click [Confirm] to save the modified group information.
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» Delete Group

1. Click the corresponding area on the left side of the interface. The list of all the groups in the
corresponding area will be displayed on the right side of the interface.

2. Select the group to be deleted and click [Delete] on the upper part of the interface or click @'

icon in the same row of the group to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

3. Click [Confirm] to delete the selected group.
#Note:
(1) The default group cannot be deleted.

(2) The group which is in use cannot be deleted.

Clone To Areas

1. Select the group to be cloned and click [Group Menu] > [Clone To Areas] at the top left of the
group list.

Clone To Areas X

Remark:

Cancel

Enter the details as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

2. After entering the details, click [Confirm].
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Personnel Transfer

1. Select the group and click [Group Menu] > [Personnel Transfer] at the top left of the group list.

Adjust Employee X
Department Employee Q Selected
Employee ... First Name Last Name Department Employee ... First Name Last Name
72303 72303 Department 72303 72303
72304 72304 Department 72304 72304
72401 72407 Department 72402 72402
72402 72402 Department 72401 72401
72403 72403 Department
72404 72404 Department
72405 72405 Department
72406 72406 Department
72407 72407 Department
72408 72408 Department
72409 72409 Department
Y T T T Y 7 S R -
20 v £ 1 2 4 > Total 70 Records
Cancel

2. Select the corresponding employee and click [Confirm] to add the selected person to the group. In
the group list, click the corresponding group. The employees belonging to the group will be displayed
on the right side of the employee’s list.

Move To Group 1

This function is mainly used when you wish to delete the employee from other groups except Group
1.

Select the corresponding employee from the employee’s list and then click [Move To Group 11.

Unlock Combination

Access groups can be used with different unlock combinations to enable multiple authentications
and to improve security.

For each area, the maximum number of unlocking combinations is 10. When an area is created, 10
unlock combinations are automatically created. The unlock combination with combination NO. 1 will
be set in a way that one employee from access-group 1 can open the door by default. Other unlock
combinations do not include any employee from the access group.
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Access Control

Device

Combination

& Bookmarks~ Y Filters ~

[$]

Clone To Areas / 7 9 m ~

th

K-Area Combination No.  Combination Name  Employee from Group  Employee from Group  Employee from Group ~ Employee from Group  Employee from Group
nicale test

»  ZKTeco Indonesia
dgtest
test
Nancy Test 4
da 5
Cambodia 6
satest P
Meeting Test
sh-xface

e N AW N =

oo ooocoo oo =
©c o oo oo oo 0
o oecooooooo

5

6.6.1 Edit Unlock Combination

1. Select [Access Control] > [Access Control] > [Combination] to access the combination interface.
Click the corresponding area on the left side of the interface. The combinations belonging to this area
will be displayed on the right side of the interface. Click the corresponding combination number to
edit the combination.

Edit X

3

Area

gaimingtest

Combination No. * 1

Combination Name* 1

Remark

Employee from Group 1

Employee from Group  --—-----—-

Employee from Group  -------—-

Employee from Group  -------—-

Employee from Group  -------—-

Confirm Cancel

Enter the parameters as shown below:
Area: Select the area name.

Combination No.: The number of combinations. It cannot be edited.
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Combination Name: Set the name of the combination.

Employee from Group: Select the group which the employee belongs to. For example, if the selected
group is Group 1, one of the employees from Group 1 can open the door in the specified area. In a
combined verification, the range of user number is 0 <<N< 5. You can combine two or more
employees' to achieve multi-verification and security advancement.

2. Click [Confirm] to save the settings.

Clone To Area

1. Select the unlock combination to be cloned and click [Clone To Areas] at the top left of the
combination list.

Clone To Areas X

Cancel

Enter the parameter as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

2. Click [Confirm] to save the settings.
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6.7 Privilege

Here you can check or edit employee’s access privilege.

Access Control il n -

—
Device Combination Privilege
& Bookmarks~ ¥ Filters -

5] Adjust 7 9 O~ =

K-Area Employee ID fistName  LastName  Group  Time Period Mode Time Period 1 Time Period 2 Time Period 3 Verify Mode
nicole test dorrit 1 Group 0 0 0 Apply Group Mode 3
¥ ZKTeco Indonesia Rorys | . o o o oly G Mod =S
dgtost ory roup pply Group Mode F4
rect pho 1 Group 0 0 0 Apply Group Mode :v
Nancy Test codie 1 Group 0 0 0 Apply Group Mode 4
da nora 1 Group 0 0 0 Apply Group Mode (£4
Cambodia shawn 1 Group 0 0 0 Apply Group Mode (£
sztest barret 1 Group 0 0 0 Apply Group Mode 4
Meeting Test rory 1 Group 0 0 0 Apply Group Mode (3
shoxface bess 1 Group 0 0 0 Apply Group Mode 23
von 1 Group 0 0 0 Apply Group Mode @
pl 1 Group 0 0 0 Apply Group Mode @
p2 1 Group 0 0 0 Apply Group Mode (E4
p3 1 Group 0 0 0 Apply Group Mode (E4
hyp122 1 Group 0 0 0 Apply Group Mode (E4
hyp121 1 Group 0 0 0 Apply Group Mode =
hyp123 1 Group 0 0 0 Apply Group Mode (=4

C 19 v n Total 16 Records 1 Page m

6.7.1 Edit Employee’s Access Privilege

1. Select [Access Control] > [Access Control] > [Privilege] to access the interface. Click the
corresponding area on the left side of the interface. The privilege information of employees who are
belonging to this area will be shown on the right side of the interface. Click the corresponding
::?\

employee ID or icon in the same row of employee privilege to be edited.
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Edit X
Employee®
Group* 1
Verify Mode Time Pericd
Persannel Group Persannel Group
Verify Mode Time Period 1

Time Period 2

Time Period 3

Cancel

Enter the details as shown below:
Employee: Select the employee.

Group: Adjust the access group for the employee from the drop-down list. The corresponding
verification mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the
group to which this employee belongs. If Personnel is selected, you can customize the verification
mode for this employee from the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this
employee does not affect the time period of any other employee in this group.

2. Click [Confirm] to save the details.
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Adjust Employee’s Access Privilege

1. Click the corresponding area on the left side of the interface. The privilege information of
employees who are belonging to this area will be displayed on the right side of the interface. Click
[Adjust] to access the adjust privilege interface:

Adjust X
Department Employee Q Selected
Employee ... First Name Last Name Department Employee ... First Name Last Mame
10085 10085 Department 1170302 ke Peng
10086 Jerry Department
1170302 ke Peng Department
1180735 tyler Department
123456780 21 Department
20 v 2 3 4 > Total 70 Records
Group ® 1
Verify Mode Time Period
Persannel Group Personnel Group
Verify Mode™ Time Period 1
Time Period 2
Time Period 3
Cancel

Enter the parameters as shown below:
Employee: Select the employee from the list to whom the privilege must be adjusted.

Group: Select the access group for the employee from the drop-down list. The corresponding
verification mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the
group to which this employee belongs. If Personnel is selected, you can customize the verification
mode for this employee for the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this
employee does not affect the time period of any other employee in this group.

2. Click [Confirm] to save the details.

Page |154 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

7 Payroll Module

The Payroll Management system efficiently manages the financial records of the employees. It keeps
track of all the payroll related details such as Salary, Bonus, Deduction, Loan, Reimbursement, etc.

7.1 Employee Profile

Eﬂﬂ Payroll

® Q = e
Employee Profile
¥ cmolor B Bookmarks~ Y Filters ~
B=dh /Z /2 9 O " =
Employee ID  First Name Last Name Departme.. Payment Period PaymentType Bank Name Bank Account AgentID Agent Account
O Department
O nicole test 1 w100889903001 - Departme... Menthly Cash & o
(0 ZKTeco Indonesia Iq - Departme_. Monthly Ccash &
jancy Test 0 yp400 - Departme...  Monthly Casl -
o N Test y hi h r4
0 lala hyp3se - Departme...  Monthly Cash (]
0 test 398 hyp3se - Departme...  Monthly Cash Za
(O another test 3
. 7
O brdare oo hyp397 Departme...  Monthly Cash & W

Click the Employee ID to edit the employee profile. After editing the relevant information, click Confirm
to save.

Edit x
Payment Period  Monthly Payment Type Cash
Bank Name Bank Account
Agent ID Agent Account

7.2 Formula

Set the formulas for calculating Overtime, Exceptions (late in, early leave and absence), Leave. These
formulas are set for the terms which are the fixed calculation items in the employee’s monthly salary
structure.

7.2.1 Overtime Formula

The formula for different types of OT can be defined according to the organizational rules.

Payroll

Employse Profile Overtime Formula
8 bockmarks= T Filters +

Add Delete. Z S 9 0D e =
ame Pay Coda Formula Remarks

or Basic Solary}/301(0T1) r |
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1. Select [Payroll] > [Formula] > [Overtime Formula] > [Add]

Add X
Mame*
Pay Code® -
Formula® E
Remarks

Enter the parameters as shown below:
Name: Enter the name of the formula.

Pay Code: Select the pay code whose type is an overtime from the drop-down list.

Formula: Set the formula for the corresponding overtime type. Click the @ icon to open the

calculator and set the formula.

Calculator b4

Basic Salary
+ Schedule Days
;chedule Peri

Check

Save

OT Level 1 OT Level 2 Duty WT

OT Level 3 Mormal OT Actual Work

Abse

Weekend OT Holiday OT

Early Leave Sick Leave

” :
1 H.ﬂﬂﬂ%
c

3

HHHHH
IHHHH
H.l.ﬂ

Casual Leave liMaternity Leav@iCompassionatd

Remark: Enter the remarks for the formula.
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2. Click [Confirm] to save the formula.

7.2.2 Exception Formula

The formula for exceptions including late in, early leave and absence, can be defined according to the
organizational rules.

Payroll

Overtime Formula

Employee Profile Exception Formula

& Bookmarks - Y Filters ~

Add Delete A 7S D O = =
Name Pay Code Formula Remarks
Late In =05 Z m

1. Select [Payroll] > [Formula] > [Exception Formula] > [Add].

Add *
Mame*
Pay Code* ---------
Formula* E
Remarks

e

Enter the parameters as shown below:
Name: Enter the name of the formula.

Pay Code: Select the pay code whose type is an exception from the drop-down list.

Formula: Set the formula of the corresponding exception type. Click the ﬁ icon to open the

calculator and set the formula.

Remarks: Enter the remarks for the formula.
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2. Click [Confirm] to save the formula.

7.2.3 Leave Formula

The formula for leave can be defined according to the organizational rules.

Payroll

Employee Profile Overtime Formula Leave Formula

8 Bookmarks ~ Y Filters ~

Add Delete / /7 9 O M =
Name Pay Code Formula Remarks

Sick Leave {SL033

&)
Eb

1. Select [Payroll] > [Formula] > [Leave Formula] > [Add].

Add *
Mame*
Pay Code* ---------
Formula* E
Remarks

e

Enter the parameters as shown below:
Name: Enter the name of the formula.

Pay Code: Select the pay code whose type is "leave" from the drop-down list. The leave types are the
lists already added in the Attendance module.

Formula: Set the formula of the corresponding leave type. Click ﬁ to open the calculator and set

the formula.

Remarks: Enter the remarks for the formula.
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2. Click [Confirm] to save the formula.

7.2.4 Increase Formula

The formula for monthly fixed increments can be defined according to the organizational rules.

Payroll

Leave Formula Increase Formula

Employee Profile Overtime Formula

& Bookmarks - Y Filters ~

Add Delete / 2 9 O M =
Name Formula Remarks

{Schedule Days)*0.6 &

1. Click [Payroll] > [Formula] > [Increase Formula] >[Add].

Add X
MName*
Formula® ﬁ
Remarks
A
Confirm Cancel

Enter the parameters as shown below:

Name: Enter the name of the formula.

Formula: Set the formula of the corresponding increment. Click ﬁ to open the calculator and set

the formula.
Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the formula.

7.2.5 Deduction Formula

The functionality will be the same as the increase formula. Please refer to 7.2.4 Increase Formula.
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Extra Fund

It is for the extra increment or deduction which is to be adjusted in employee’s salary temporarily.

Extra Increase

1. Select [Payroll] > [Extra Fund] > [Extra Increase] > [Add].

Add
Department Employee Q
Employee ... First Name Last Name
Lee

2 W
3 MNancy
4 Eric
5 Jey
6 Fanny
7 Anna
8

20 ¥ Total 8 Records 1

Amount* Issue Time*

Remarks

Department

Department
Department
Department
Department
Department
Department
Department
Department

X
Selected
Employee ... First Name Last Name
1 Lee

Cancel

Enter the parameters as shown below:

Employee: Select the employee to whom the salary is to be adjusted temporarily.

Amount: Set the amount to be adjusted.
Issue Time: Enter the issued time.
Remarks: Enter the remarks.

2. Click [Confirm] to save the details.

Extra Deduction

The functionality will be the same as Extra Increase. Please refer to 7.3.1 Extra Increase.
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7.4 Payroll Structure

Select [Payroll] > [Payroll Structure] > [Payroll Structure]. Select the corresponding Department
name on the left side of the interface. The list of employees with a defined salary structure will be
displayed on the right side of the interface.

Payroll

Employee Profile Overtime Formula Extra Deduction Payroll Structure

@ Bookmarks= ¥ Filters ~

g=a Add Delete Z S 9 0O e =
xtra Funds O bepartment EmployeelD FirstName  LastName Departme.. BasicSalary Effective Date Create Time Deduction Formula  Exception Formula  Increase Formula  Leave Fo

epartment

O nicole test Don't delete... - nicole test 35000 2020-07-10  2020-07-10 140104 Late In Test sick Leav
Payroll Structure O ZKTeco Indonesia

O Nancy Test

0 lala

O test

O another test

O Hardware support
O K-Department

O Finacial Department

7.4.17 Add New Payroll Structure

1. Click [Add] to add a new payroll structure:

Add X
Department Employse Q Selected 2
Employe... First Name Last Name Department Employe... First Name Last Mame
0000010... NOUFAL AFC 0000010... NOUFAL
0000052... test Technical SSIL(... 0000052... test
0000056... 5682 TOWarka
0000567... 56781 Technical SSIL[...
0000567... 56789 TOWarka
FataTalal e e T & . T | oA
20 v BB 2 2 629 > Total12573Records
Basic Salary® Effective Date”
Owertime Exception Leave Increase Deduction
A W
w = Overtime Formula (0/6)
» OO 0OT Level 1 (0/1)
> OO 0T Level 2 (0/1)
» OO OT Level 3 (0/1)
» OO Normal OT (0/1)
> OO weekend OT (0/1)
> OO Holiday OT (0/1)
Confirm Cancel

Enter the parameters as shown below:
Employee: Select the employee to define the salary structure.

Basic Salary: Set the basic salary for the selected employee(s).
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Effective Date: Set the effective date of the payroll structure.

Formula: Set the formulas, including the formula for Overtime, Exception, Leave, Increase and

Deduction for the payroll structure.

2. Click [Confirm] to save the settings.

7.4.2 Delete Payroll Structure

Select the department name on the left side of the interface. The employee payroll structure list will

be displayed on the right side of the interface.

1. In the employee payroll structure list, select the payroll structure to be deleted. Click [Delete] on

the upper part of the interface or click @I icon in the same row of the payroll structure to be deleted.

Are you sure to delete the selected 1 items?

X

2. Click [Confirm] to delete the payroll structure.

7.5 Loan

The loan interface displays the loan details of the employees.

Payroll

Department  Loan Amount  Loan Time Refund Cycle  Refund Amount Per Period Clean Time Remark

/7 9 O M =

2020-07-10 00:00:00 5 Periods 6000.0 2020-12-10 00:00:00
2020-07-10 00:00:00 5 Periods 6000.0 2020-12-10 00:00:00
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Select [Payroll] > [Loan] > [Loan] > [Add] to access the interface of adding loan record of an
employee.

Add X
Employe... First Name Last Mame Department Employe... First Name Last Mame
100027 ARIEL TOWarka 0000010... NOUFAL
10003 10003 4 100027 ARIEL
100030 GABBY TOWarka 10003 10003
100031 GERONIMO Q... TOWarka
100033 ALAN SALAME... TOWarka
100034 GERRY MAGAL... TOWarka
100037 ROMAN JARAN... TOWarka
100040 crizaldo TOWarka
100041 LINEESH PRAT... TOWarka
100045 ZEYAD TOWarka
100048 ADEL MOHAM... TOWarka
100049 MOHD SALEH TOWarka
10NNSA MOHAMEN CA TOWMarka

20 ¥ Total 12573 Records ¢ > 2
Loan Amount™ Loan Time™
Refund Cycle* 1 Periad Refund Amount Per Period®
Remark
“
Cancel

Enter the parameters as shown below:
Employee: Select the employee to whom the loan details to be added.
Loan Amount: Enter the loan amount of the employee.

Loan Time: Set the loan credit time for the employee. According to the month set here, the loan
amount will be added to the salary of the current month while calculating the employee’s salary.

Refund Cycle: Select the refund cycle of the loan.

Refund Amount Per Period: After setting the loan amount and the refund cycle, the refund amount
per period will be filled in automatically. And this amount will be automatically deducted from the
employee’s monthly salary.

Click [Confirm] to save the settings.
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7.6 Salary Advance

In this section, the salary advance details of the employees will be displayed.

Payroll

Employee Profile Loan Salary Advance

@ Bookmarks~ Y Filters +
Add Delete / 7 9 O e =
Employee ID First Name Last Name Department Amount Issue Time Remark
100007 100007 - Department 3000.0 2020-07-10 00:00:00 m
1000 hyp1000 - Department 3000.0 2020-07-10 00:00:00 \oj

Select [Payroll] > [Salary Advance] > [Salary Advance] > [Add] to add salary advance details for
an employee.

Add x
Department Employee Q Selected 2
Employe... First Name Last Mame Department Employe... First Name Last Name
0000010... MNOUFAL AFC 0000010... NOUFAL
0000052... test Technical SSIL(... 0000052... test
0000056... 5682 TOWarka
0000567... 56781 Technical SSILL...
0000567... 56789 TOWarka
0000567... 2312eed TOWarka
0000567... 56792 TOWarka
001 ircha ircha ircha
0012345... 1234578 TOWarka
1 boy zk
10 Hector 4
1000 == TOWarka
100001 TOWarka
20 ¥ Total 12573 Records > 1 Page
Amount* Issue Time™
Remark
P

Enter the parameters as shown below:
Employee: Select the employee who needs an advance salary.

Amount: Enter the advance amount.
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Issue Time: Set the issue time for a salary advance. According to the month set here, the amount
will be added to the employee salary of the current month while calculating the employee salary.
And this amount will be deducted from the employee’s next month's salary.

Click [Confirm] to save the settings.

7.7 Reimbursement

In this interface, the reimbursement is listed along with the employee details.

Payroll

Reimbursement

Employee Profile Loan Salary Advance

@ Bookmarks - Y Filters ~

Add Delete S D m e =
Employee ID First Name Last Name Department Amount Reimbursement Receipt Reimbursement Time Remark
100045 100046 - Department 34000 - 2020-07-07 00:00:00 w
100007 100007 - Department 34000 - 2020-07-07 00:00:00 W

£ Reimbursement

Select [Payroll] > [Reimbursement] > [Reimbursement] > [Add] to add reimbursement details for
employee.

Add X
Department Employee Q Selected 2
Employe... First Name Last Name Department Employe... First Name Last Name
0000010... NOUFAL AFC 0000010... MNOUFAL
0000052... test Technical SSIL(... 0000052... test
0000056... 5682 TOWarka
0000567... 56781 Technical SSIL(...
0000567... 56789 TOWarka
0000567... 2312eed TOWarka
0000567... 56792 TOWarka
001 ircha iroha ircha
0012345... 1234578 TOWarka
1 boy zk
10 Hector 4
1000 =% TOWarka
100001 T arka
20 v Total 12573 Records > 1 | Page
Amount® Reimbursement Time*
R k . .
emar Reimbursement Receipt | 2wt | mmEEmee
Only support
jpafipeg/png/bmp image
file.
g
Confirm Cancel

Enter the parameters as shown below:
Employee: Select the employee who requests reimbursement.

Amount: Set the reimbursement amount.
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Reimbursement Receipt: Upload the reimbursement receipt. The software supports only
JPG/JPEG/PNG/BMP file format.

Reimbursement Time: Set the reimbursement time for the employee. According to the month set
here, the amount will be added to the employee salary of the month while calculating the employee’s
salary.

Click [Confirm] to save the settings.

7.8 Salary Calculation

Select [Payroll] > [Calculation] > [Salary Calculation] to calculate the salary of the employee. It
shows all the employees by default. You can select the Department to display the respective

employee, set the payment period (It can be set as Monthly, Weekly and Daily). Click i to calculate

the salary. When “Calculation Finished” message appears, it indicates the end of the calculation.

0
Payroll pat n ~
—
Employee Profile Loan Salary Advance Reimbursement Salary Calculation
®B=dh Employes ID First Name Payment Period  Monthly Q
Department

o . P Start Date  2020-07-01 End Date E

O nicole test

O ZKTeco Indonesia ) ) i

O Nancy Test Employee ID First Name Last Name Hired Date Department Position

0 lala 1 Don't deletent! 2020-06-01 nicale test ~

O test 10 hyp10 2020-07-02 Department

O another test 100
O Hardware support
O K-Department

O Finacial Department

Don't Delete ! | 1 1 2020-06-01 another test
1000 hyp1000 2020-07-08 Department
100007 100007 2020-07-08 Department
100046 100045 2020-07-08 Department
100048 100048 2020-07-08 Department
100050 100050 2020-07-08 Department
1001 hyp1001 2020-07-08 Department
1002 hyp1002 2020-07-08 Department
1003 hyp1003 2020-07-08 Department
1004 hyp1004 2020-07-08 Department
1005 hyp1005 2020-07-08 Department
1006 hyp1006 2020-07-08 Department
1007 hyp1007 2020-07-08 Department
1008 hyp1008 2020-07-08 Department

7.9 Salary Report

The salary reports section displays various reports such as Salary Structure, Increment Details,
Deduction Details, Salary Details, and Attendance Parameters. The reports can be exported in PDF,
XLS, TXT or CSV formats.

Select [Payroll] > [Report] to view the salary report. The salary report will be displayed as shown
below:
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Payroll n° “ -

Employes Profile Loan Salary Advance Reimbursement Salary Calculation Salary Structure
o End Date  2020-07-10 Employee o
O Department /s S O A =
O nicole test 3
0 ZKTeco donesia Employee ID First Name Last Name Department Basic Salary Effective Date Increase Formula  Deduction Form__  Late In
O Nancy Test 1 Don't deletet!! nicole test 3500 2020-06-01 ({Schedule Days)... o5
O lalz

O test
O another test

[ Hardware support
O K-Department

O Finacial Department

Perform the following steps to view the salary report:

1. Select the Department on the left side of the interface to view the salary details of employees. Enter
the employees' name in the text box to view the salary report of the particular employee.

Select Employee ®
F=Ea Employee Q Selected |
» O Department Employe... First Name Last Name Departme Employe... First Name Last Name
% z uang rf-5 ~ z uang

v?gff;;;;i::ent 1000 kbz1000 h hrf-2817] 1000 kbz1000 h
~ 0 newlinel\rinthis 10000 kbz10000 Departm

¥ O wwwww 100001 Departrr

O :kil/s 100003 Departm

0O www 100005 100005 Departrr

[0 departmentl 100007 100007 Departm

O df 100008 Departr

O sfsf 100009 Departrr

0 ;'ﬁf' 10001 Departr

g s 100010 Departm

O 10002 Departmr
w10

0] www 20 v Total 10212Records < > 2 | Page [

Cenfirm Cancel

2. Set Start Date and End Date. Please refer to 2. “Date Selection” in Appendix 1 to set the date.

3.Click @ icon and view the salary report information of the selected employees between the set

start date and the end date.
» Salary Structure

Displays the employee’s detailed salary structure.
» Increase Items

Displays all the increment details of the employee’s salary.
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Payroll
Employee Profile Loan Salary Advance Increase ltems
Ei=d Start Date  2020-07-01 End Date  2020-07-10 Payment Period Employee o
O Department Z 7S M M~ =
O nicole test B R
O zKTees Indonesia Employee ID First Name Last Name Department Cak Date Payment Period Total Increase Increase Extra Increase
O MNancy Test 1 Don't deletel!! nicole test 2020-07-01 Monthly 24413 108 0
0 lala
0 test
O another test
O Hardware support
O K-Department
O Finacial Department
» Deduction Items
Displays all the deductions details of the employee’s salary.
.
Payroll Q =
Employee Profile Loan Salary Advance Deduction tems
E=a StartDate  2020-07-01 EndDate 2020-07-10 Payment Period - Employee o
O Department 72 o m e =
O nicole test N .
0 2KTeco Indonesia Employee ID. First Name Last Name Department Calc Date PaymentPeriod  Total Deduction  Deduction Extra Deduction
O Nancy Test 1 Don't deletent! nicole test 2020-07-01 Monthly 381 0 o
0 lala
e
O another test
(O Hardware support
(O Finacial Department
. .
» Salary Detail
Displays the employee’s monthly salary detail
o
Payroll Q <
Employee Profile Loan salary Advance salary Details
F=a StartDate  2020-07-01 End Date  2020-07-10 Payment Period - Employes o
O pepartment 7 o m P =
O nicole test
O ZKTeco Indonesia Employee ID First Name Last Name Department. Calc Date Payment Period Basic Salary Total Salary Total Increase
O Nancy Test 1 Don't deleteti!! nicole test 2020-07-01 Monthly 3500 3706.03 24413
0 lala
o
O another test
O Hardware support
O Finacial Department
. .
G = Bl ooeecons | 1 | raoc RN
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> Attendance Parameter

Displays the employee’s salary information together with attendance information.

Payroll 2 £%-

Loan Attendance Param
Start Date  2020-07-01 End Date  2020-07-10 Payment Period  —-------- Employes o
F R vy R
Employee 1D FirstName i i Calc Date Payment Paricd | Basic Satary ScheduleDays | Schedule Period
Don't deetens nicole test 2020-07-01 Moathly 3500 1 31
< >
C afk Totl 1 Records 1 [ Contin |
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Visitor Module (Optional)

Our Visitor Management module manages the mobility of people who enters the Organization,
which benefits in tracking visitors who may be a customer/ client, a supply person, an interviewee, a
service provider, and more. A visitor management system represents all the procedures and activities
that an organization has set in place to handle visitor movement, from beginning to end, as part of

the visitor interface.

Our Visitor module is integrated with Access Control Module, facilitates to control, record, and track
visitors. The functional feature of this module includes entry registration, exit registration, visitor

reservation and so on.

Registration

Our Registration module tracks down the visitor's primary details and other higher security

requirements like Approval letter, legal documents, receiver details, and more.
On the Visitor module, click Registration to access the registration interface.

Entry Registration

The Entry Registration function allows reserving an appointment for visitors online.

On the Registration module, click Entry Registration to go to the Registration interface.

Personnel Device Attendance Access Control Payroll Meeting System t,
itor

Columns displayed on the Entry Registration interface.

Visitor ID: Displays the identical number of the visitor.
First Name: Displays the first name of the visitor.
Last Name: Displays the last name of the visitor.

Cert Type: Displays the type of document submitted by the visitor for proof(e.g., Pan card, Driving
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License, Approval note from the company, etc.).

Cert No: Displays the identical number of the proof document submitted by the visitor.
Status: Displays the status as “Entried” after successful registration.

Create Time: Displays the registration created time.

Exit Time: Displays the time exited by the visitor.

Cert Type ID: Displays the visitor's submitted proof document'’s type ID.

Visit Department: Displays the area or the sector where the visitor visits.
Host/Visited: Displays the host’'s Employee ID, who escorts or meets the visitor.

Visit Reason: Displays the visitor's reason for visiting the Organization.

Carrying Goods: Displays the details of the belongings (like luggage, laptop, etc.) the visitor brings
during the visit.

Visitor Quantity: Displays the total count of the visitors escorted with a host.

Register the Visitor Appointment

Add function lets you create an appointment for a visitor and registers the visitor information.

On the Entry Registration interface, click Add to create an appointment for a visitor and register the

visitor details.

Add X

Visitor Information

First Name Last Name

Cert Type*  --—------- Cert Mo*

Gender  -------—- Company

Card Number Password
FP Oty. vi0 > Enroll

Entry Information

Start Time*  2020-07-07 16:45:25 End Time* Visitor Quantity 1
Visit Department  ---------- Host/Visited*  -------—-- Access Group®  ----------
Visit Reason = --------- Carrying Goods Remark

Cancel
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On the Add window, enter the following fields.

Visitor Information

* First Name: Enter the first name of the visitor.

o Last Name: Enter the last name of the visitor.

o Cert Type: Select the type of document submitted by the visitor for proof(E.g, Pan card, Driving
License, Approval note from the company, etc.) from the drop-down list.

o Cert No.: Enter the identical number of the proof document submitted by the visitor.

¢ Gender: Select the gender of the visitor from the drop-down list.

« Company: Enter the company details of the visitor working for.

o Card Number: Enter the temporary card access number if the visitor requires the card access.

« Password: Enter the temporary password if the visitor requires the password access.

o FP Qty.: Enroll fingerprint if the visitor requires fingerprint access.

Note: While HTTPS is enabled, users can access the system with https address and enroll visitor photo
with USB camera or with the system camera. As the following picture shows.

o
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Entry Information

On the Add window, click Entry Information tab, and then enter the following fields.

Start Time: Click the Start Time field, and a small window pops up to select the required date,
and then click Select Time on the same pop-up window to select the required time.

End Time: Click the End Time field, and a small window pops up to select the required date,
and then click Select Time on the same pop-up window to select the required time.

Note: The Start Time will be set as the current server time automatically and after the set valid
period, the visitor will be automatically deleted from the corresponding devices.

Visitor Quantity: Enter the total count of the visitors.

Visit Department: On the Visit Department field, select the area or the department the visitor
visits from the drop-down list.

Host/Visited: On the Host/Visited field, select the host's Employee ID, who escorts or meets
the visitor from the drop-down list.

Access Group: Select the host’s corresponding access area where the visitor can meet the host
or the department area where the visitor can access.

Note: The Access Group field will list out only those area(s) and the subareas of the selected
host's corresponding access region.

Access Group*  ----------
A v Q W
remark % OB K-Area (0/3)
o0:
ol-

Visit Reason: Select the required visitor’s reason for visiting the Organization from the drop-
down list.

Carrying Goods: Enter the details of the belongings (like luggage, laptop, etc.) the visitor
brings during the visit.

After providing all the details, click Confirm to process the Registration and generate an
appointment for the visitor.
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Delete a Registration

Delete function deletes/ removes the created appointment of a visitor.

On the Registration interface, select the required created registration of a visitor from the list to delete.

After selecting the required registration of a visitor, click Delete to delete.

Exit a Visitor

Exit Registration function facilitates in ending the appointment of the visitor when the visitor is about

to leave the premises.

Exit Registration X
First Name Tina Last Name Li
Cert Type®  Identification Card Cert Mo.” 452256

Exit Time® 2020-07-07 18:53:11

Visitor Quantity 1 >

Cancel

On the Registration module, click Entry Registration, and then select the required visitor from the list
to exit the appointment.

After selecting the required visitor from the list, click Exit Registration to exit the appointment of the
visitor.

Note: If the Exit Registration is not processed, then the system automatically exits the appointment
and signs out from all the corresponding devices once the validity period of the visiting time expires.
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3.2 Visitor

The Visitor interface displays the logs of all the visited people.

On the Registration module, click Visitor to go to the Visitor interface.

Visitor

Entry Registration Visitor

8 Bockmarks ~ T Filters =

Delete Enable Disable Z J 9 0O e~ =
Visitor ID First Name Last Name Cert Type Cert No. Status Create Time Exit Time
V00000001 Tina L Identification Card 452256 [ 2020-07-07 18:53:08 2020-07-07 18:53:11 m

Columns displayed on the Visitor interface.

Visitor ID: Displays the identical number of the visitor.
First Name: Displays the first name of the visitor.

Last Name: Displays the last name of the visitor.

Cert Type: Displays the type of document submitted by the visitor for proof(e.g., Pan card, Driving

License, Approval note from the company, etc.).

Cert No: Displays the identical number of the proof document submitted by the visitor.
Status: Displays the status (“Disabled @ “or “Enabled @ ) of the visitor information.
Create Time: Displays the registration created time.

Exit Time: Displays the time exited by the visitor.

2.2.1 Disable a Visitor

The Disable function limits the visitor's access to the premises and contains the visitor details in the

disabled state.

Prompt »

Are you sure to disable this visitor?
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On the Visitor interface, select the required visitor information from the list, and click Disable to set to
the disabled state.

On the prompt window, click Confirm to disable the visitor and the specific visitor status will display in
Disable @ state.

So, if trying to make a registration for the disabled visitor detail, the below prompt will pop up and
ensures creating registration or generating the appointment for that visitor.

Exception

(X) The visitor is disabled

Enable

The Enable function enables the visitor details to the enable state and facilitates the visitor's access
to the premises.

Prompt X

Are you sure to enable this visitor?

Cancel

On the Visitor interface, select the required visitor information from the list, and click Enable to set to
the enabled state.

On the prompt window, click Confirm to enable the visitor and the specific visitor status will display in
Enable ¥ state.
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Reserve an appointment

The Reservation module facilitates managing reservations for visits.

On the Visitor module, click Reservation >Reservation to manage reservations.

. - 5 °
m Personnel Device Attendance Access Control Payroll Visitor Meeting System
% Q Entry Registration Reservation
® Registratio
W e SBookmarks~ ¥ Filters -
® FResenvation Add Delete Approve Reject Revoke OR Code /2 9 O A =
First Name % Cert Type CertNo. & Employee  VisitReason Visit Date Workflow Builder ~ Approval Status  Approval Comment
dentification Card 44322 2020-07-07 1510557 - Pending 0
® configuration dentification Card 777 2020-07-01 151312 - Pending T
dentification Card 444 2020-07-07 15:1521 - Pending ]
Student Certificate 111 -07-07 15:16:40 - Pending |
dentification Card 555 0 hy 2020-07-07 15:17:48 - Pending |
dentification Card 44 7 Pending Tl
dentification Card 33 7 Approved approved by workfl T
dentification Card | 7703-3 7703 Rejected reject by workflow ]
dentification Card 1 7704 2020-07-07 17:0431 - Pending o
< >
(] 16 v Total 9 Records. 1

Columns displayed on the Reservation interface.

First Name: Displays the first name of the visitor.
Last Name: Displays the last name of the visitor.

Cert Type: Displays the type of document submitted by the visitor for proof(E.g, Pan card, Driving License,
Approval note from the company, etc.).

Cert No: Displays the identical number of the proof document submitted by the visitor.
Visit Reason: Displays the visitor's reason for visiting the Organization.

Visit Date: Displays the date the visitors desires/ planned to visit.

Visitor Quantity: Displays the total count of the visitors planned to visit the premises.
Workflow Builder: Displays the work flow of the created appointment request.
Approval Status: Displays the status of the request.

Approval Comment: Displays the process comment, if specified.

Approval Time: Displays the request processed time.

Last Approver: Displays the name of the final request processor.

Apply Time: Displays the time exited by the visitor.
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Create a Reservation

The Add function facilitates to create a reservation for a visit.

Add x
Visitor Information
First Name Last Name
Cert Type™  -------mv Cert No.™
Gender  --------- Company
Entry Information
Visit Reason ------—-- Visitor Quantity* 1
Visit Department  -—--——-- Employee* -

Visit Date®  2020-07-08 11:02:04

Cancel

On the Add window, enter the following fields.

Visitor Information

First Name: Enter the first name of the visitor.
Last Name: Enter the last name of the visitor.

Cert Type: Select the type of document submitted by the visitor for proof(e.g., Pan card, Driving
License, Approval note from the company, etc.) from the drop-down list.

Cert No.: Enter the identical number of the proof document submitted by the visitor.
Gender: Select the gender of the visitor from the drop-down list.

Company: Enter the company details of the visitor working for.

Entry Information

On the Add window, click Entry Information tab, and then enter the following fields.

Visit Reason: Select the required visitor’s reason for visiting the Organization from the drop-
down list.
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Visitor Quantity: Enter the total count of the visitors.

Visit Department: On the Visit Department field, select the area or the department the visitor
visits from the drop-down list.

Employee: On the Employee field, select the host’s Employee ID, who escorts or meets the
visitor from the drop-down list.

Visit Date: Click the Visit Date field, and a small window pops up to select the required date,
and then click Select Time on the same pop-up window to select the required time.

After providing all the details, click Confirm to generate a reservation for the visitor.

Note: The personnel can make reservation for themselves by “Self-Service Login”. The process is the
same as the above specified steps.

QR Code

The QR code function facilitates the visitors to create reservation by themselves. The visitors can scan
the QR Code generated by the software to create reservation.

Note: Admins can generate the QR Code and send to the required visitor through mail to create
reservation.

On the Reservation interface, click QR code to generate QR code in order to create reservation.

Visitor a° n -

k=l entyRegistration © Reservation -

@ Bookmarks~ Y Filters ~

w*wm-- S 9 O A =

FistName 2 CertType & Certhio. + B oo » ovalStatus Approval Comment  Approval Time Last Approver

g

g

Identification Card | 44322
Identification Card | 777
Identification Card | 444
Student Certificate 111
Identification Card | 555
Identification Card 44
\dentification Card | 33

2020-07-07 15:11:17
2020-07-07 15:14:07
2020-07-07 15:15:32
2020-07-07 15:16:49
2020-07-07 151755
- 2020-07-07 15:19:07
approved by workfl_. | 2020-07-07 17-14:58 7704
reject by workflow | 2020-07-07 172504 7704
- 2020-07-07 17:0447

Identification Card | 7703-3
Identification Card 1

(|
NN NNENE
=} = = =P =P = G EpED

FEgEEEEEe

On the QR Code window, click Download to download the generated QR Code and save it to the
required location.

After downloading the QR Code, click Refresh to create another or click Confirm to complete the
process.

The Admin can then send the downloaded QR Code to the required visitor to create reservation.

The visitors may scan the QR code and the following BioTime8.0 interface will be displayed.
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4.
On the interface, enter the following fields, and click Submit to complete the reservation process.

The submitted reservation will reflect on the software and the Admin can view the created reservation
details.

Approve/ Reject/ Revoke a Reservation

Approve function lets you approve the created reservation request.

Please notice that only the System Admin and the Users included in Approval workflow can approve
the reservation.

On the Reservation interface, select corresponding reservation record, and click either Approve,
Revoke, or Reject to approve, revoke, or reject the reservation application.

On the Pop-up window, provide the required comments, and then click Confirm to update the
application status

Note: Once the reservation is approved, the admin needs to create the Entry Registration for that specific
visitor. And while creating entry registration for the visitor, the admin can simply enter the Cert. Type and

Cert. NO., and the other reservation information will be automatically updated.

Delete a Reservation

Delete function let you delete a created reservation information.

Page |180 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

On the Reservation interface, select the required reservation record from the list and click Delete to
delete the reservation.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

On the prompt window, click Confirm to delete the selected reservation record.

Configuration

Our Configuration module of BioTime8.0 facilitates you to accomplish in managing the new or the
existing visitor details and in the maintenance of the data, which eases your work in preserving the
information of the visitors.

On the Visitor module, click Configuration to access the configuration interface.

Parameter Setting

The Parameter Setting interface facilitates the users to set the approval policy for the QR Code, and
to set the identity number for the visitors.

On the Configuration interface, click Parameter Setting to set the required parameters.

Personnel Device Attendance Access Control Payroll Meeting System g :

Entry Registration Reservation Parameter Setting

& Base setting
OR Code Resenvation®  Pending

Start of Visitor Code 1

Visitor Reason

The Visitor Reason interface facilitates the users to set default list of the visitor's reason for visiting
the Organization which eases the work of registering the visitor details and creating reservation for
the visitors.
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On the Configuration module, click Visit Reason to set the default list.

On the Visit Reason interface, click Add to add a default visiting reason.
On the Add window, enter the required reason, and click Confirm to update in the list.

The created reasons will reflect on the visit reason list of the Registration interface.

3.4.3 Delete a Visit Reason

Delete function let you delete a created visitor reason.

On the Visit Reason interface, select the required visit reason from the list and click Delete to delete.

Prompt b

Are you sure to delete the selected 1 items?

On the prompt window, click Confirm to delete the selected visit reason.

Please notice the deleted visit reason will get erased from all the visit reason lists.
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Meeting Module

Our Biotime software eases the process of planning and booking a meeting from hassle to harmony
between teams by managing the meeting requests, providing access to only the required attendees,
schedule, agenda, and other related actions. Our software also facilitates in generating the automatic
access for the next applicable Attendees to their allocated Meeting Rooms as per the scheduled time

slot.

Setting up the Meeting Room

Our Room interface eases for arranging meetings and event planning, helping allocate space and

resources for upcoming events and meetings.

On the Meeting module, click Room > Room to set the Device to the required Meeting Room.

Personnel Device Attendance Access Cantrol Payrall Visitor m System

Room
& Bookmarks~ T Filters -

Add Delete

Room Code Room Name Capacity Location Device State
) V3-ROOM 156 58 Auto add Enable
& Meeting 22 35 22 Auto add Enable
Eclipse 22 Block A Auto add Enable

2 Transaction

Report
& Rep

Columns displayed on the Meeting Room interface

Room Code: Displays the identical number of the meeting room.

Room Name: Displays the name of the meeting room.

Capacity: Displays the total number of people could accommodate in the meeting room.
Location: Displays the location of the meeting room.

Device: Displays the mounted Access Control Device name.

State: Displays whether the meeting room is occupied or vacant.

Remarks: Displays the notice/statement if any provided to that meeting room.
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9.1.1 Add a Meeting Room

Add function let you add a meeting Room and connects the required Access Control Device to that
Meeting Room.

Add

Room Code* Room Name*
Capacity™ Person(s) Location™
v

Remark| O cGFG195260137
D0 BY&8P102060002

OO CDQe192860301
OO 174178520001
D0 DDG51200651205(
DO CEX9191160025
D) 3686170800001

On the Room interface, click Add to add a meeting Room.

On the Add window, enter the following fields.

¢ Room Code: Enter the identical number of the meeting room.
¢ Room Name: Enter the name of the meeting room.

» Capacity: Capacity indicates the maximum number of people could accommodate in that
meeting room.

¢ Location: Enter the location of the meeting room.

o Device: Select the mounted Access Control Device name from the drop-down list. The selected
Device facilitates in generating the automatic access for the applicable Attendees to their
allocated Meeting Rooms as per the scheduled time slot.

¢ Remarks: Enter the remarks/comments as a note, if required.

After providing all the information, click Confirm to save and update the details to the software.
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Edit the Room Details

On the Room interface, click either the required Room Code or the corresponding Edit E button to

edit the room details.

9.1.2 To Delete a Meeting Room

Delete function let you delete a meeting Room and disconnects the Access Control Device to that

Meeting Room.

On the Room interface, select the required Meeting Room name from the list to delete, and then click

Delete.

Meeting

Room

& Baokmarks~ T Filters -

Add D
Room Code Room Name Capacity Location Device
4 V5-ROOM 156 S5 Auto add
22 22 35 22 Auto add
Eclipse 22 Block A Auto add

On the Prompt window, click Confirm to process the deletion.

9.1.3 View the Meeting Room Devices
The Device interface benefits to view the Devices connected to each Meeting Rooms.

On the Meeting module, click Room > Device to view the connected Device information to each

Meeting Room.

Meeting

Room Device

8 Bookmark= T filter ~

Equipment name devise serial number area mesting room
Auto add CIAX193160670 Not Autharized two

Auto add 6671191300617 Not Authorized TEST

Auto add CEX9191160058 Not Authorized Nector
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Schedule a Meeting

Our Meeting interface facilitates in scheduling, and re-planning meetings to ease and reduce the

burdens of the meeting organizers.

On the Meeting module, click Meeting > Meeting to schedule a Meeting.

Personnel Device Attendance Access Control Payroll Visitor m System
of ice eetin:

Add Delete Calculation Approval Menu s S 9 O e~ = Remove Attender

Name Content Meeting Date  Meeting Period  Attender Meeting Roo... Purpose Applier Approval Stat... Approver Employe... First Na..

2020-08-04 18:15:21~18:30:.... 20/156  V5-ROOM meeting dorrit | Approved admin i 1 1

Columns displayed on the Meeting Audit interface

Name: Displays the title of the Meeting purpose.

Content : Displays the content of the meeting, if specified.

Meeting Date : Displays the meeting Date.

Meeting Period :Displays the duration of the meeting.

Attender : Displays the count of the meeting attendees according to the selected meeting room capacity.

For Example: If the selected room capacity is 9, and the total attendees are 8 then it displays “8/9".

Meeting Room: Displays the scheduled meeting room name.

Purpose : Displays the purpose of the meeting.

Applier: Displays the Personnel ID of the applicant who raised the meeting schedule request.
Approval Status: Displays the status (Approved/Revoke/Rejected) of the meeting schedule request.

Approver: Displays the name of the approver who approves ,revokes or rejects the meeting schedule
request.

Approval Comment: Displays the approver's comment/remarks, if specified.
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9.2.1 Create a Meeting Schedule

Add function lets you create a Meeting Schedule.

Meeting

Meeting

& Bookmark~ T filter -
---4, . X
S flame content | Mecl§ Name * content

4 - 2020-08
L1 n 20205088 <1zt tjme End time *
[]| Testos24 - 2020-08-
S 12 - 2020088 1 icant + Purpose *

1 - 2020-08
[ ]| Weekly Meeting | - 2020-08
1| MeT7-825 _ 2020-08-  Meeting room Attendees  Sign in/out settings
1| meTe - 2020-
0 meTs _ J0o0.08Y View Date™ 2020-08-26
(]| meT4 - 2020-
[]| meTs - 2020-08 name capacity  location Occupy
S miz - ;g;% Meeting Room 1 20 4th floor

= —a two 5 21
L] BioCv - 20208 BioCV Meeting Room 50 21 FLOOR
Qs 202008 TeST 2 s
E‘ 12 ;gi&ﬂ Nector 6 Swing A
[C]| Manager Meeting | - 2020-08
1| page m Total 5 Records 10 ¥

On the Meeting interface, click Add to create a meeting schedule.

On the Add window, enter the following fields.

¢ Name: Enter the identical number of the meeting room.

o Content: Enter the content of the meeting. Please notice that, it is not mandatory to provide
the content.

e Start Time: Enter the meeting Start Time.
¢ End Time: Enter the meeting End Time.

Note: To select the Date and Time, click the Start/End Time field, and a small window pops up
to select the required date, and then click Select Time on the same pop-up window to select the
required time.
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Select the Meeting Room.

On the Add window, click Meeting Room tab to select the required meeting room.

*Meeting Room “Attender  Check In/Out Setting

View Date* 2020-08-04

Name Capacity Location Been Used

Eclipse 22 Black A

22 35 22

V5-ROOM 156 58 18:15:21~18:30:24
1 Total 3 Records 10 %

Cancel

On the Meeting Room tab, click the View Date field, and a small window pops up to select the
required date, and then click Select Time on the same pop-up window to select the required time.

Once the required date is selected, the corresponding Meeting Room list will get updated to that
specified date and will display all the available and occupied meeting rooms.

Columns displayed on the Meeting Room List.

Name: Displays the meeting room name.
Capacity: Displays the total capacity of the meeting room.
Location: Displays the meeting room location.

Been Used: If the meeting room is occupied, the scheduled meeting period will be displayed;
but if the meeting room is available, the field will be left blank.

Based on the available list, the user can select the required meeting room for that specific date.
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Select the Attender

On the Add window, click Attender tab to select the required Employees/attenders for the meeting.

“Meeting Room  “Attender  Check In/Out Setting

Department Employee Q Selected 2
Employe... First Name  Last Name  Departm... Employee ... First Nam... Last Nam... Departm...
1 1 1 nl 11 dorrit K-Depart...
11 dorrit K-Depart.. 1101 Anna Departm...
1101 Anna Departm... 12 kira K-Depart...
12 kira K-Depart..
13 shawn K-Depart..
14 von K-Depart..
1 [ [ e P
20 v Total 456 Records ? 1

Cancel

On the Employee list, select the required Employees from the left.
The selected Employees will be reflected on the right side of the corresponding Employee List.

Use the Department drop-down list or the Search function (search by Employee) to search for
Employees.

Once the required Employees are selected click Confirm to confirm and update the attenders details.
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Set the Employee Access Duration for the Meeting Room.

On the Add window, click Check-In/Out tab to set the required Employee check-in and check-out time
within the specific meeting period.

Please notice it is not mandatory to set the access duration for the Employees to enter the meeting
room.

“Meeting Room “Attender  Check InfOut Setting

Check In Required

Start Time* End Time*

Check Out
Required

Cancel

On the Check In/Out tab enter the following fields.
Check In Required: Toggle Yes to enable and set the check-in Start Time and End Time.
Check Out Required: Toggle Yes to enable and set the check-in Start Time and End Time.
Note: To select the Date and Time, click the Start/End Time field, and a small window pops up
to select the required date, and then click Select Time on the same pop-up window to select the

required time.

After setting the required time, click Confirm to save and update the meeting schedule details.

Descriptive view on how to enter the time- “<” indicates “Before/Lesser”

Check-in Start Time Check-in Start Time< Meeting Start Time

Check-in End Time Meeting Start Time< Check-in End Time< Checkout Start Time
Checkout Start Time Check-in End Time< Checkout Start Time< Meeting End Time
Checkout End Time Meeting End Time< Checkout End Time
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Edit a Meeting Schedule

On the Meeting interface, select the required meeting schedule name from the list to edit.

On the Edit window, edit the required changes, and then click Confirm to save and update the
changes.

Approve/ Reject/ Revoke a Meeting Schedule
Approve function lets you approve/ reject/ revoke the created meeting schedule request.

Please notice that only the System Admin and the Users included in Approval workflow can approve the

Meeting schedule.

Personnel Device Attendance Access Control Payroll Visitor System

W Q= Room Device Meeting

# Room

& Bookmarks~ ¥ Filters +

& Meeting .
Add Delete  Calculation | Approval | Menu /7 2 92 m A = Remove Attender
Meeting e Content MeetingDate  Mee aco U Attender Mesting Roo... Purpese Applier Approval Status  Approver Employe... First Na...
Manual Log - 2020-08-04 181 o oke 20/156  V5-ROOM meeting dorrit  Approved admin I} : : Lr’i_
. Reject 1101 Ann
2 Transaction 12 dr,d
13 shawn

@ Report 14 von

On the Meeting interface, select the required Meeting Schedule request to approve, revoke or reject.

To view the attendee’s details: Click the required Meeting Schedule request to view the

assigned attendees list on the right side of the Meeting interface.

To delete the assigned Personnel from the selected Meeting Schedule: Select the required

Personnel from the list on the right, and then click Delete to remove the Personnel from the
assigned Meeting Schedule.

After selecting the required meeting schedule request, click Approval and select either Approve,
Reject or Revoke from the drop-down list.

On the Pop-up window, provide the required comments, and then click Confirm to update the request
status.
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9.2.3 To Delete a Meeting Schedule

Delete function let you delete the scheduled meeting and prevents (if meeting room access is enabled)

the invited Personnel from accessing the meeting room.

On the Meeting interface, select the required Scheduled Meeting name from the list to delete, and
then click Delete.

Meeting

Room Meeting

& Bookmarks- T Filters ~

Meeting . i
: Add Calculation Approval Menu s S 9 O = =
Name Content Meeting Da... Meeting Peried  Attender Meeting Roo... Purpose Applier Approval Stat... Approver
1 - 2020-08-04  18:15:21~18:30:... 20/156  V5-ROOM meeting dornt  Revoke admin i

On the Prompt window, click Confirm to process the deletion

9.2.4 Add Personnel to the Meeting

Add Attender function let you add the other required or the missed-out personnel to the approved

meeting schedule.

Add Attender b4
Department Employee Q Selected 20

Employe... First Name Last Mame  Departm... Employee ... First Nam... Last Nam... Departm...
1 1 1 ni 1 1 1 ni
11 dorrit K-Depart.. 11 dorrit K-Depart..
1101 Anna Departm... 1101 Anna Departm...
12 kira K-Depart.. 12 kira K-Depart..
13 chawn K-Depart.. 13 shawn K-Depart..
14 von K-Depart.. 14 von K-Depart..
15 nora K-Depart.. 15 nora K-Depart..
= - - = = 2 2 2 n2

a 3 3 Departm...
20 % Total 50 Records > 1 | Page ! : - - P _

Confirm Cancel
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On the Meeting interface, select the required meeting schedule from the list to add the missed out or
the other required Personnel.

Click Menu > Add Attender to add the missed out or the other required Personnel to the selected
meeting schedule.

On the Add Attender window, select the required Personnel names from the list on the left.
The selected Personnel names will reflect on the right side of the Add Attender window.

Click Confirm, to save and update the selected Personnel to the meeting schedule.

9.2.5 Sync the Meeting Information
Sync to Device function facilitates to sync the approved meeting schedule information to the Device.

On the Meeting interface, select the required meeting schedule from the list, and then click More >
Sync to Device to update the meeting information to the meeting room devices.

9.2.6 Calculate Meeting Attendance

Calculate function lets you update all the related Personnel’s Meeting Attendance Reports to the latest

information.

Prompt

Are you sure to calculate?

On the Meeting interface, select the required meeting schedule from the list to calculate the
attendance.
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Click Calculation to calculate the attendance, and then click Confirm to proceed the calculation
process and to update the meeting attendance reports to the latest information.

Update Attendance Manually

Our Manual Log interface facilitates in updating the Employee’s missed out meeting room access
records manually. That is, the missed check-in/out details can be requested via the Manual Log interface

if the Employee forgets to check-in/out when accessing the meeting room.

Admin can create a manual log request for the corresponding Employee, and the Employees can also

create by logging in to the self-service application to apply for manual attendance request.

On the Meeting module, click Meeting > Manual Log to access the Manual Log interface.

Personnel Device Attendance Access Control Payroll Visitor m System C’

Columns available on the Manual Log interface.

Meeting: Displays the meeting name.

Employee: Displays the Employee name.

Punch Time: Displays the requested check-in/out time.

Punch State: Displays the requested check-in/out status.
Reason: Displays the explanation for the check-in/out request.
Apply Time: Displays the time applied for check-in/out request.
Approval Status: Displays the approval status.

Approver: Displays the name of the request processor.

Approval Comment: Displays the comment/remarks, if provided by the request processor.
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9.3.1 Create a Manual Log

Add function lets you create a Manual Log request.

Meeting
Manual Log

& Bookmarks v Y Filters ~

N N

|| Meeting

[] Manager Meeting Add
[[]| Manager Meeting
[_]| Manager Meeting o1 Departm Department Employee Q Selected 2
[_1| Manager Meeting
D Manager Meeting Employee... First Name Last Name Departme... Employee |... First Name... Last Name.. Departme...
B 00001 00001 Departme... 0005 Departme...
0005 Departme.. [~ Departm
01 Departme.

02 Ddd Departme.

1 redure Departme.

10 Wade Departme...

100001 Departme..

20 v Total 204 Records Page m

Meeting*
Punch Time* Punch State* Check In

Reason

On the Manual Log interface, click Add to create a manual attendance request for a specific Employee.
On the Add interface, select the required Employees from the list on the left.
The selected Employees will be reflected on the right side of the corresponding Employee List.

Use the Department drop-down list or the Search function (search by Employee) to search for
Employees.

Once the required Employees are selected set the other parameters.

On the Add window, enter the following fields.

¢ Meeting: Select the required meeting name from the drop-down list.

¢ Punch Time: Click the Punch Time field, and a small window pops up to select the required
date, and then click Select Time on the same pop-up window to select the required time

¢ Punch State: Select the required check-in/out status from the drop-down list
e Reason: Enter the reason for missed check-in/out request.

After providing all the details, click Confirm to save and update the request.
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Edit a Request

On the Manual Log interface, select the required meeting schedule name corresponding to that
Employee name from the list to edit.

On the Edit window, edit the required changes, and then click Confirm to save and update the
changes.

Please notice that, the approved request cannot be modified.

9.3.2 To Delete a Manual Log Request

Delete function let you delete the required Manual Log request from the list.

Prompt %

Are you sure to delete the selected 1 item?

On the Manual Log interface, select the required manual log request name from the list to delete, and
then click Delete.

On the Prompt window, click Confirm to process the deletion.
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9.3.3 Approve/ Reject/ Revoke a Manual Log Request

Select the corresponding manual log and click either Approve/ Revoke/ Reject to approve, revoke, or
reject the manual log request.

Approve

Remark:

On the Pop-up window, provide the required comments, and then click Confirm to update the request
status.

9.4 Transaction

On the Meeting module, click Transaction to view the attendance records of all Employees, including
the logs from the software and the devices.

Meeting

Room

Mesting Manual Log Transaction

& Bookmarks~ T Filters ~

s FS 92 O e~ =
Employee Punch Date Punch Time Punch State Terminal Source
11122 dorrit 2020-07-07 04:00:00 0

Manual Log
1133 rory 2020-07-07 04:00:00 0

Manual Log
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Columns displayed on the Transaction interface

Employee: Displays the Personnel’s identical number and name.
Punch Date: Displays the clocked in date of the Personnel.

Punch Time: Displays the clock in time of the Personnel.

Punch State: Displays the check-in/out status of Personnel.
Terminal: Displays the device in which the Personnel has clocked in.

Source: Displays the source of the received data.

Meeting Reports

Our Meeting Report interface of Biotime facilitates in providing various meeting related reports which

eases the process of managing and viewing the Personnel attendance related status for each meeting.
On the Meeting module, click Report to view the various Meeting related reports.

Before getting into the meeting related attendance reports, it is always essential to update all the

Meeting related status in order to get all the latest Meeting Attendance report information.

Click here to view the process of updating the Report Status.

Meeting Room Scheduled
On the Reportinterface, click Meeting Room Scheduled to view all the scheduled meeting information.

Use the search option (search by Start Date, End Date or Meeting Room) to search for the required

meeting report.

Personnel Device Attendance Access Control Payroll Visitor System 2 :

Room Meeting Meeting Room Scheduled
Start Date*  2020-07-01 End Date*  2020-07-07 Meeting Room o
/7 0O » =
Room Code Room Name Meeting Name Mesting Content Mesting Date Start Time End Time

ALL 2020-07-06
checkin/out 2020-07-06

4 KMR238-781 19:39:25

7 18:18:33
al 2020-07-06 20:37:16
ALL 2020-07-06 21:59:38

19:23:28

checkin 2020-07-06
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Columns displayed on the Meeting Room Scheduled interface

Room Code: Displays the identical number of the room.

Room Name: Displays the Room name.

Meeting Name: Displays the name of the scheduled meeting.
Meeting Content: Displays the content of the scheduled meeting.
Meeting Date: Displays the date of the scheduled meeting.

Start Time: Displays the start time of the scheduled meeting.

End Time: Displays the end time of the scheduled meeting.

Attendance Detail

On the Report interface, click Attendance Detail to view Personnel attendance information for each

meeting.

Use the search option (search by Start Date, End Date or Meeting Name) to search for the required

Personnel’s meeting information.

Personnel Device Attendance Access Control Payroll Visitor System 0 x

Room Meeting Room Scheduled Attendance Detail
# Room Meeting Start Date®  2020-06-01 End Date* 2020-06-11 o
& Meeting /s S M A =
Meeting Na... Meeting Da... Meeting Period Duration Employee ID First Name  Clock In Clock Out  Attended Durstion  Late In Early Out Abser
£ Transaction
4 2020-06-10 0:40 318002 0 0 0 400
4 2020-06-10 0:40 318003 0 0 0 400
] Report
4 2020-06-10 0:40 318005 0 0 0 400
5 2020-06-10 1:0 318001 0 0 0 3600
Meeting Room Scheduled [
2020-06-09 0 318001 0 0 0 3600
Attendance Detail 1 2020-06-09 0 318003 0 0 0 3600
2020-06-09 :45:05 0 318005 0 0 0 3600
meeting2 2020-06-09 ~20:46:40 1:0 318001 0 0 0 3600
meeting2 2020-06-09 ~20:46:40 0 318002 0 0 0 3600
meeting2 2020-06-09 ~20:46:40 0 318003 0 0 1] 3600
meeting2 2020-06-09 ~20:46:40 0 318005 0 0 1] 3600
1 2020-06-09 18:45:05~19:45:05 0 318002 0 0 1] 3600

Columns displayed on the Meeting Room Scheduled interface

Meeting Name: Displays the name of the scheduled meeting.
Meeting Date: Displays the date of the scheduled meeting.
Meeting Period: Displays the meeting time period.

Duration: Displays the total duration of the meeting.
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Employee ID: Displays the Personnel ID, which is meeting attendee’s identical number.

First Name: Displays the Personnel ID (meeting attendee) first name.

Last Name: Displays the Personnel ID (meeting attendee) last name.

Clock In: Displays the Personnel (attendee) check-in time to that meeting.

Clock Out: Displays the Personnel (attendee) check-out time to that meeting.

Attended Duration: Displays the Personnel (attendee) attended duration to that meeting.
Late In: Displays the late-in time if the Personnel (attendee) attended late to that meeting.
Early Out: Displays the early-out time if the Personnel (attendee) left early from that meeting.

Absence: Displays the absence time if the Personnel (attendee) left either in between the meeting or did
not check-in/out the meeting room or did not attend the meeting.
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System Settings

The system setting facilitates you to assign system users (such as Company Management Personnel,
Registrars, and Statistics Clerk), configure roles for each user, and set mailbox function, automatic
export, backup, data migration, operation logs, etc.

System User Management

Privilege Group Management

While using the system, the superuser needs to assign different levels to new users. To avoid assigning
one by one, you can set roles with specific levels in role management. You can also assign appropriate
roles to users while adding users. The permissions are configured for all the functional modules
namely Personnel, Device, Attendance, Payroll, Access, and System. The default super users of the
system have all the privileges and can assign new users based on the requirements and they can set
the corresponding permissions.

» Add a Privilege Group

1. Select [System] > [User] > [Group].

Add X

3
Mame

Personne Device Attendance Payroll Access Visitor Meeting System

& A W

w = personnel (0/63)
> 00D Employee (0/17)
¥ OO pepartment (0/8)
2 O3 Postion (0/6)
> 00 Area (0/8)
¥ 00O resign (0/7)
?» 00 bocument (0/5)
2 00 workflow Node {0/4)
2 00 workflow Engine (0/7)
> OO0 workflow Rale (0/5)

Cancel

& Note: Select the corresponding permissions based on the selected functional module.
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Name: Enter the name of the role( e.g.: Employee, Device Administrator, etc).

Permissions: In the permission list under each functional module, select the checkboxes of the
required permissions. If you want to select all the permissions under a module, select the Master check
box.

2. Click [Confirm] to save the settings.

» Edita Privilege Group

1. In the privilege group list, click the role name or click icon in the same row of the role to be

edited.

2. Modify the parameters as per your requirements (refer to the parameter setting method in "Adding
a role"). After modifications, click [Confirm] to save the parameters.

» Delete a Privilege Group

1. In the privilege group list, select the privileged group and click [Delete] on the upper part of the

interface or click @- icon in the same row of the role to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

2. Click [Confirm] to delete the selected privilege group.

&sNote: The group which is currently being used cannot be deleted.

User Management

Adds new users to the system and assigns the role (permissions) to users.
» Add a User

1. Select [System] > [User] > [Add] to access the Add User interface:
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Add X

Username™

Password™

Password confirmation™

m Cance'

2. Enter the parameters as shown below:

Username: Enter the Username of maximum 30 alphanumeric characters. Supports letters, digits and
@/./+/-/_only.

Password/ Password Confirmation: Enter the Password. Re-enter the password to confirm the same.

> Edita User

1. Click the user name or click L4 icon in the same row of the user to edit the user details.

Edit b4
First Name  nicale
Last Name  huang

Email 894693826@qq.com

FP Qty. w10 = m
Enable m Superuser Mo

Authorized Department  ---------- Authorized Area  ----------
Groups  all
Drate Joined Last Login

Username: Enter the Username maximum of 30 alphanumeric characters.
First Name/Last Name: Enter the First Name and the Last Name of the user.

Email: Enter the user’s Email address.
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FP Qty.: Enroll fingerprint for the user.
Enable: If selected, the user can log into this admin site.
Superuser: If selected, the user has all the rights and there is no need to assign permissions.

Groups: Roles need to be selected for non-superusers. Select a preset role, and the user has all the
operational permissions of this role.

Authorize Department: Click and select a Department from the Department drop-down list. (If
the Department is not selected, the user possesses rights for all the Departments)

Authorize Area: Click [ and select an area from the area drop-down list. (If you select no area, you
will possess all area rights by default.)

2. After editing the user details, click [Confirm] to save them.

& Note: You can delete the existing users. Click the [Delete] at the top of the user list. The detailed
operations are the same as those in "Deleting a permission group."

» Change Password

1. Select [System] > [User] > [Change Password] to change the password.

Change Password ><

Original Passwaord*
Password*
Password (again)®

*MNotice

Passwiord must be 8 to 16 digit combinations of letters.

Cancel

2. Enter the Original Password, New Password and Confirm the New Password. Click [Confirm] to
change the Password.

Data Management

Database Backup

You can back up the data to prevent data loss. The software can be set to back up the database
automatically or manually. And it also supports to restore the PostgreSQL database.
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System

= User ackup

& Bookmarks - Y Filters ~

Backup Automatically Backup Manually Restore Manually A 7 D O A =
Database Database Name Operator Time Store Path status Remark

PostgresQL biotime admin 2020-07-10 14:27:20 Dy//202007101427185q] Success Backup Manually

» Backup Automatically

1. Select [System] > [Database] > [Backup Automatically] to back up the data manually.

Backup Automatically X

Database™
Database Mame*
Store Path*
Frequency* Monthly
Day= 1 Time* 01:00

Backup photos

Database: Database type cannot be modified.
Database Name: Database name cannot be modified.

Store Path: Set the storage path. A corresponding folder will be created to store the original backup
files.

Frequency: Enter the repetition interval for the backup files.
Day and Time: Enter the Day and Time for backup.

Backup photos: Select whether to backup photos (including personnel photos, bio-photos, and
attendance photos).

2. After setting the backup parameters, click [Confirm].
» Backup Manually

1. Select [System] > [Database] > [Backup Manually] to back up the database manually. Enter the
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Storage path and select whether to backup photos (including user photo, bio-photo, and attendance
photo).

Backup Manually X

Store Path®

Backup photos

Cancel

2. After setting the storage path, click [Confirm].
» Restore Manually (Only PostgreSQL)

1. Select [System] > [Database] > [Restore Manually] to restore the Database.

Restore Manually 4

Database Mame®
Backup File*

Restore photos

Cancel

Database Name: Enter the database name.
Backup File: Enter the backup file which has to be restored.
Restore photos: Check it to restore the photos already backup.

2. After setting the details, click [Confirm] to restore the file manually.

Data Migration

When restoring BioTime8.0, the original data will be migrated to avoid data loss.

1. Select [System] > [Database] > [Migrate] to migrate the data.
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(=8 Group User Migrate

S Database Migrate

Migrate From ™ () 7KTimeweb2.0 Biotime7.0 WDMSS
Database*  MSSQL Server
Address *
Port ™
Nam:
User*
Password’
®
Fields to migrate
Migrate Status Clean Cache
It dide't execute migrate, try this to solve.
oo e

System o’ 0 -

ZKTime.net3.0

Migrate From: Select the software from which you want to migrate(currently supported)

Database: Select the database type used by the original software.

Address: Enter the IP address of the Database.

Port: Enter the port number to connect to the Database

Name: Enter the Database name.
User: Enter the Username.

Password: Enter the Password.

2. Select the fields to be migrated and click [Test Connectionl. if it is successful, then click [Migrate].

10.3Integration

10.3.1 Auto Export

Based on the time period and repetition frequency, the attendance data will be exported

automatically.

» Add Auto Export Template

1. Select [System] > [Integration] > [Auto Export] > [Add] to set the auto export details.
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Code* MName*
File Name yyyy-MM-DD I {emp_code}
{first_name}

Data Template

{emp_code]\tifirst_namel\t{last_nameht{dept_codelit{dept_namept{dateP\titimel\tiverify typelt{punch_st

ateP\t{work_codef\ticard_numberPt{area_name}\t{terminal_aliash\titerminal_sn}\r\n

Format Setting Data Filter Setting Export Time Setting Export Path Setting {punch_state}
{work_code}
Short Date Format®  yyyy-MM-DD Short Time Format®  HH:mm {card_number}
{area_name}
ID Digits® 0 File Format* Txt {terminal_alias}

{terminal_sn}

Cancel

Name: Enter the name of auto export.
Code: Enter the serial number of the automatic export.
File Name: Enter the file name to be exported. Set the Date and Time format.

Data Template: Select the data to export from the menu on the right side of the interface. By default,
all the data will be auto exported.

(1) Format Setting
Short Data/Time: Set the time format in the export content.

ID Digits: Set the length of the Employee ID when exporting. If the length is insufficient, 0 will be
appended to the Employee ID.

File Format: Set the file format of the exported file (Excel, CSV, Txt).

(2) Data Filter Setting

Format Setting Data Filter Setting Export Time Setting Export Path Setting

Filter By  Upload Time Include Today*  Yes

Department  --—----—-- Area -

Filter By: Select Upload time to represent the time when the attendance data is uploaded to the
software and select Punch time to represent the time when the user punches.

Include Today: When exporting a file, select Yes to indicate that the data exported is included the
data of today and select No to indicate that the data exported is not included the data of today.
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Department: Click to select the Department to export. If the Department is not selected, the

attendance data of all the departments will be auto exported.

Area: Click to select the area to export. If the area is not selected, the attendance data of all the

areas will be exported.

(3) Export Time Setting

Format Setting Data Filter Setting Export Time Setting Export Path Setting

Interval® 0 Time Point®  00:01

Frequency™ Daily Day* 1

Interval: Set the export interval.

Frequency: Set the export frequency. The export time-frequency can be set on a
monthly/weekly/daily basis. According to the selected frequency, set the date and time.

Time Point: Set the export time.

(4) Export Path Setting

Farmat Setting Data Filter Setting Export Time Setting Export Path Setting

Export Path  AutoExport Emiai

FTP Server --------- FTP Path

Export Path: After entering the file name, a new folder will be created in \files\temp of the
installation directory of the local computer to store all the exported files.

Email: When an Email is set, it receives the exported file when it is exported.

FTP Path: Set the name of the folder, which is the existing folder on the FTP server. The exported files
will be saved in the corresponding folder under the FTP server in the file format of "/ABC/" (ABC is the
existing folder on the FTP server).

FTP Server: Click to select the FTP server. When the attendance record is exported, the exported

file will be saved on the FTP server.

2. After setting the export details, click [Save].
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» Manual Export

After the automatic export settings are saved, you can export the attendance records in real-time by
clicking [Manual Export] at the top of the list.

1. Select the set automatic export and click [Manual Export] to export the data manually.

Manual Export X

Start Date

End Date

Search By  Upload time

Cance

Start Date/End Date: Set the export period.

Search By: Select Upload time if you want to search by the time when the attendance data is
uploaded to the software. Select Punch time if you want to search by the time when the user punches.

2. After entering the details, click [Confirm] to export the attendance records.
» Delete Auto Export Template

In the auto export template, select the template and click [Delete] at the top of the template list, or

click E icon in the same row of the template.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the selected template.

Page |210 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

10.3.2 Auto Attendance Export

Based on the set time and the set reiteration period, the attendance reports will get exported
automatically.

System

Group

User Auto Attendance Export

BBockmarks= Y Filters ~

Add Delete Manual Export /Z /7S 9D O =
Code Name Report Type Email Time

1 Total Time Card 894693626@gg.com 17:58 w

» Add Auto Attendance Export Template

1.Select [System] > [Integration] > [Auto Attendance Export] > [Add] to set the auto export details.

Add X

Code* Mame*

File Name yyyy-MM-DD v e

Format Setting Export Time Setting Export Path Setting Attach Report

Short Date Format®  yyyy-MM-DD Short Time Format*  HH:mm

ID Digits* 0

4

File Format*  Txt

The digits of employee ID Support xls _csv et pdf

Include Header

(1) Format Setting
Include Header: Set whether to export the header of the attendance report.

(2) Attach Report

Format Setting Export Time Setting Export Path Setting Attach Report

Report Type* --Select-- Report Template®  --Select--

Select the type of attendance report, and the report template saved in Attendance Module.
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2. After setting the export details, click [Confirm].

» Manual Export

After the automatic export settings are saved, you can export the attendance records in the required
time manually by clicking [Manual Export] at the top of the list.

1. Select the required type of report from the list and then click [Manual Export] to export the data
manually.

Manual Export x
Are you sure you want to manual export?

Cancel

2. Click [Confirm] to export the attendance records.

> Delete Auto Export Template

Select the template and click [Delete] at the top of the template list or click D icon in the same

row of the template.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the selected template.
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10.4Middle Table

It is to show the execution of the middle table including the Department, Position, Area, and
employee. It is usually used to connect the software components with the middleware table.

System
%
Group Auto Attendance Export Department
Beookmarks- Y Filters +
4 7S 9D O e =
Department Code Department Name Submit Time Flag Target Time Status
Non:
Middleware Table o
10.5Log
10.5.1 User Log
The log displays all the operational log records in the system.
0
System o A
%
Group Auto Attendance Export User Log
@ Bookmarks - Y Filters ~
/4 o O =
User IP Address Action Time Action Content Type Object Status Describe
admin 2020-07-10 14:53:19 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:52:19 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:51:19 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:50:18 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 144918 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 144818 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 144717 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:46:17 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:45:16 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:44:15 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:43:15 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:42:15 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:41:14 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:40:14 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 2020-07-10 14:39:14 Visitor Exit Scanner Success Success: 0, Failed: 0
admin - 2020-07-10 14:38:13 Visitor Exit Scanner Success Success: 0, Failed: 0
admin 17231.1.10 2020-07-10 14:38:11 Login User admin Success
admin 17231.1.10 2020-07-10 14:37:49 Login User admin Success
admin 2020-07-10 14:37:13 Visitor Exit Scanner Success Success: 0, Failed: 0

G e - 2 3 .. 815 > Total 15481 Records 1 Page m

Columns displayed on the User log:

User: The user who performed the operation.

IP Address: The IP address of the computer which is used by the user.
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Action Time: The actual time in which the user performed some operation.
Action: The operation performed by the user.

Content-Type: The content type of the operation.

Object: The object of the operation.

Describe: The description of the operation.

10.5.2 System Log

The log displays all the system log records in the system.

Select [System] > [Log] > [System Log] to access the Log interface.

System n° Q -

Group Auto Attendance Export System Log
8 Bookmarks= Y Filters ~
Z S 9 0O e =

Execution Time Operation Result Description

2020-07-10 00:05:00 Resign Monitoring Success Suceess: 0, Failed: 0 ~
2020-07-10 00:01:00 Employment Status Monitoring Success Active: 0, Inactive: 0

2020-07-09 00:05:00 Resign Monitoring Success Success: O, Failed: 0

2020-07-09 00:01:00 Employment Status Monitoring Success Active: 0, Inactive: 0

2020-07-08 00:05:00 Resign Monitoring Success Success: 0, Failed: 0

2020-07-08 00:01:00 Employment Status Monitoring Success Active: 0, Inactive: 0

2020-07-07 00:05:00 Resign Monitoring Success Suceess: 0, Failed: 0

2020-07-07 00:01:00 Employment Status Monitoring Success Active: 0, Inactive: 0

2020-07-06 00:05:00 Resign Monitoring Success Success: O, Failed: 0

2020-07-06 00:01:00 Employment Status Monitoring Success Active: 0, Inactive: 0

2020-07-05 00:05:00 Resign Monitoring Success Success: 0, Failed: 0

2020-07-05 00:01:00 Employment Status Monitoring Success Active: 0, Inactive: 0

2020-07-04 00:05:00 Resign Monitoring Success Suceess: 0, Failed: 0

2020-07-04 00:01:00 Employment Status Monitoring Success Active: 0, Inactive: 0

2020-07-03 00:05:00 Resign Monitoring Success Success: 0, Failed: 0

2020-07-03 00:01:00 Employment Status Monitoring Success Active: 0, Inactive: 0

2020-07-02 00:05:00 Resign Monitoring Success Success: 0, Failed: 0

2020-07-02 00:01:00 Employment Status Monitoring Success Active: 0, Inactive: 0 v

< >
C 1> - 2 > Total 20 Records 1 Page m
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10.6Configuration Settings

10.6.1 Company Setting

The Company settings include the options to upload the company logo and the company name. This
company logo can be displayed in the exported report.

1. Select [System] > [Configuration] > [Company Setting] to access to the Company Setting page.

System .Q” ‘ ’ -

Group Auto Attendance Export Company Setting

21 Logo Review

£ Company Setting
Company Logo  Click to upload loge Logo Display  Not Display

Company Name Company Name Display ~ Not Display

2. Upload the Company logo and name. Set the corresponding display position. Click [Submit] to save
the settings.

10.6.2 Email Setting

Select [System] > [Configuration] > [Email Settings].

The email setting is used to trigger an alert when the specific value set by the administrator has
crossed the limit.

& Note: The domain name of the E-mail address and E-mail sending server (outgoing server) must be
the same. For example, the Email address is test@yahoo.com, and the E-mail sending server must be
smtp.mail.yahoo.com.

Obtain the mail server details and fill it accordingly. An example is shown below.
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System

Auto Attendance Export

Company Setting Email Setting

SMTP Server*  smip.zkteco.com smtp.cocon

Port® 25 % s

Email Account”  support eg@zkteco.com s00(@x00u00; domain name/domain user

Enable” oD

& Note: The password is a one-time random authorization password provided by the email service
provider.

SMTP Server: Enter the Email sending Server address.

Port: Port of the email sending server.

Email Account: Enter the email account.

Password: Enter the One-time random authorization password from the mailbox provider.
Email Address: Enter the Email address.

Enable: Toggle Enable to enable the email account.
10.6.3 Alert Settings

Select [System] > [Configuration] > [Alert Settings] .

Through the Alert settings, the user can set the values for alerts. As per the above example, when an

employee’s late check-in exceeds a certain value, an email alert will be sent. The administrator can set
the other values as per requirements.

System o’ ‘ ’ -

Group Alert Setting

£ Attendance Alert Setting
When number of late exceeds® 0 times
When number of early-leave exceeds* 0 times

When number of absent exceeds* 0 times

sending Frequency”  weekly D2y* wednesday TimeT 161500 sending D3y current Day

Configuration

£ Approve Alert Setting

Email Alert

Attendance Alert Setting: Set specific values for late/early/absence alerts.
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Sending Frequency: Set the time and frequency of the alert.
Approve Alert Setting: Set the alarm mode.

Click [Submit] to save the alert settings.

FTP Settings

» Add FTP Server

Select [System] > [Configuration] > [FTP Settings] > [Add].

Add %
Host Address™:
Port NMumber®: 22
Authentic Method*: | Password
Username™®:

Password:

Cance

Host Address: Enter the FTP Server address.

Port Number: Enter the FTP server port number.

Authentic Method: Enter the authentication method to access the FTP server.
Username: Enter FTP Server’s Username.

Password: Enter the FTP server’s Password.

The FTP Settings can be used to transfer the files exported by the software to the specified FTP server
for data transfer.

& Note: Click the FTP server or the icon in the same row of the FTP server.

» Delete FTP Server

In the FTP list, select the FTP server and click [Delete] at the top of the FTP server list, or click E

icon in the same row of the FTP server.
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Prompt %

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected FTP server.

10.6.5 PDF Export

Select [System] > [Configuration] > [PDF Export].
System .D” n -

Group Alert Setting PDF Export

Page Size  Auto

Footer Left  Page/Total Page

Footer Right  Time

Page Size: Sets the page size for exported PDF.
Direction: Set the direction of the exported PDF. It can be “Portrait” or “Landscape”.

Footer Left: Set the content to be displayed in the lower-left corner of the exported PDF page. It can

non non non

be "Blank", "current page number / total number of pages", "author”, "time", "author + time".
Footer Right: Set the content to be displayed in the lower right corner of the exported PDF page. It

can be “Blank”, "current page number / total number of pages”, "author", "time", "author + time".
Click [Save] to save the PDF export settings.

10.6.6 Bookmarks

> Add a Bookmark

You can save the filtered query as a bookmark to simplify the search operation next time. See 11.
“Custom bookmark” in Appendix 1 for a custom bookmark.

After saving successfully, you can view the saved filter under the bookmarks list.
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System o’ “ -

Group Bookmarks

& Bookmarks - T Filters ~

Delete / 7 9 O =
Title User Content Type Filters. Is Shared saved Time
Department! admin Department {"Department Code contain 1 "{*1","_p1_dept_code_contains=1","5%56%221%22%5D"]} e 2020-07-10 15:41:53 i

» Delete Bookmark

In the bookmarks list, select the bookmark and click [Delete] at the top of the bookmarks list, or click

@ icon in the same row of the bookmark.

Prompt *

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected bookmark.

10.6.7 Security Setting

System Welcome sdmin ® - 7
= e Security Setting
0 Lagin Setup
Single Login ((ENEN ) Varification Code
Lock Setting
& Password Policy

User must change passwerd at frstlogin

Enforce Password Expiration

Password Strength () Lower  (8) Medium Higher

“Notice
LowerPassward must be 8 to 16 characters

Medium:Password must be 8 o 16 characters, and cantain at least 2 of the follawing types: numbers, letters and special characters,

st be 8 to 16 b of numbers, letters and special characters

Submit
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» Login Setup

(1) Single Login

If itis enabled, then the software will forbid system users to login the software from multiple places.
When the system administrator login the software on computer A, and then login on computer B, the
following prompt will appear on computer A and jump back to the login interface.

Attendance Welcome admin O -
Global Rule Department Rule

Basic Setting ~ Weekend Setting ~ Overtime Setting  Calculation Setting ~ APP Setting
Calculation Rule

| 100 minutes, count as absence

@ Opts! You had made a logout request in
Missing Check-In as*  Late another tab/window, please re-login...

Missing Check-Out as*  Early Leave 50

This feature is only for system administrator login. For self-service, multiple logins is not allowed by
default.

(2) Verification Code
If it is enabled, then while login the software, users need to fill in the QR code. Here the users can set
the length and valid duration of the verification code.

BioTime 8.0

Admin Login

Username
Password

Verification Code

(3) Lock Setting

If itis enabled, if the user enters login password incorrectly equal to the set login failed times within 24
hours, the system will lock the user and prohibit the user from login. After the set lock duration, the
user can login again.

Example: Set the Failed Login as 3 times, and Lock Duration as 60 minutes.

a)  While the user inputs wrong password, there will be a prompt as following picture:

Page |220 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

Biolime 8.0

Admin Login

Password

b) When the user enters login password incorrectly equal to 3 times within 24 hours, there will be a
prompt as following picture. The software will lock the user.

Biolime 8.0

Admin Login

admin

c) After 60 minutes, the user can enter username and password to try to login the software again.

» Password Policy

(1) Password Strength

Here are three kinds of password strength:

Lower: Password must be 8 to 16 characters.

Medium: Password must be 8 to 16 characters and contains at least 2 of the following types: numbers,
letters, and special characters.

Higher: Password must be 8 to 16-digit combinations of numbers, letters, and special characters.

It is recommended to set as Medium or Higher to ensure the software security.

(2) User must change password at first login
If itis enabled, then when the system users or employee login the software for the first time, it is
required to change the password and login the software with the new password.
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(3) Enforce Password Expiration
Users can set the expiration days for the password. And if the password is expired, then the users need
to change the password at first and use the new password to login to the software.

&, Password Policy
User must change password at first login

Enforce Password Expiration Validity Duration* 90 EI Days

Password Strength (®) Lower Medium Higher

» Forget Password

While forgetting login password, users and personnel can click [Forget Password] on login page to get
new password.
Enter username and email address set in the software:

User

Usemame

Submit

The email of resetting password will be sent to corresponding email account.

reset Password

If you have not submitted an application for forgetting your password,
please ignore this email and your password will not be changed. The
link below is valid for 2 hours.

Reset Password

Users need to click the link in the email within 2 hours to get the new password.
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Appendices

Appendix: 1

Personnel Selection

An example to adjust an employee to an area is shown below:

Select [Personnel] > [Organization] > [Area] > [Personnel Transfer].

Personnel Transfer b4
Department Employee Q Selected 2
Employe... First Name Last Mame Department Employe... First Name Last Mame
100027 ARIEL TOWarka 100027 ARIEL
10003 10003 4 10003 10003
100030 GABBY TOWarka
100031 GERONIMO Q... TOWarka
100033 ALAN SALAME... TOWarka
100034 GERRY MAGAL... TOWarka
100037 RONAN JARAM... TOWarka
100040 crizaldo TOWarka
100041 LIMEESH PRAT... TOWarka
100045 ZEYAD TOWarka
100048 ADEL MOHAM... TOWarka
100049 MOHD SALEH TOWarka
10nNSR AACILARAETY CA T ar-a
20 v Total 12572 Records < > 2 rage [

You can search for employees in two ways:

(1) Search By Department: Click the Department search box to search the corresponding
Department. Click the Master to view all the employees in all the Departments. If only one of the
departments is selected, all the employees in that Department will be displayed.

Department

o= A v Q v
» O[3 pepartment (
» 00 zkTeco (0/2)

OO errq

CD Testing
0O p2000
O[O pzo01
O p2002
0O p2003
0O p2004
0O pzo0s
O p2006
0O p2007

MM noane
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(2) Search By ID/Name: Enter the Employee ID or Name to be searched in the textbox and Click Q.

Then the related employee details will be displayed.

Employee Q,

If the required employee is displayed in the Selected employee’s list and you need to delete one or
more employees, deselect the checkboxes.

Date Selection

An example to select the date is shown below:

The system automatically displays the date selection window when you click the Date textbox as
shown in the figure below.

Add X
Department Employee Q Selected 0
Employe... First Name Last Name Department Employe... First Name Last Name
Q000010. FC
ooooosz, <K < 2019 Nov »?  echnical SSIL(...
Q000056. OWarka
0000567, Su Mo Tu We Th Fr  Sa  echnical SSIL(...
0000567,

1 2 OWarka

0000567. OWarka
0000567, 3 5 6 7 8 9 Owarka
001 10 11 12 13 14 15 16 [cha
0012345. OWarka
] 17 18 19 20 21 22 23 |

10 24 25 26 27 28 29 30

1000 OWarka
1nnnnt AL arl-a

20 v Total | Confirm |

Clear | Now | Confirm

Resign Date®  2019-11-04|
Resign Type* Quit Attendance® Enable

Resign Reason

1. Click the year on the top and select a year from the year list (by default, the system displays the
current year).

2. Click the month and select a month from the month list (by default, the system displays the current
month).
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3. Select the required date in the date selection box.

4, Click Confirm. The selected date is displayed to the right of Resignation Date, as shown in the figure

below.

Resign Date*:

2018-02-20

Now: Click Now to set the current date.

Clear: Click Clear to clear the selected date if you want to re-select the date.

Time Selection

An example to add a normal timetable is shown below:

1. The system automatically displays the time selection window when you click the Time textbox as

shown in the figure below.

Add Mormal Timetable

Mame® Work Hours Assign To™

01 01

06

*MNotice

1Al the cross-da 07

09

02 02

03 03

10 04 04

11 05 05

—

Clear | Mow | Confirm

EBasic Setting BreakTime Setting Unscheduled Time Setting Chvertime Rule Rule Setting
Check-In*  09:00:00 Check-Cut®  18:00:00 Cross 0 Days
Check-In Start™ Dﬁm Cross O Drays Check-Out Start™  17:00:00 Crass 0 Days
Check-In End® Select Time Check-Out End*  19:00:00 Cross 0 Days
WorkDay* Hour Minute Second

—

2. Click the hour’s box. Select the "hour" by scrolling up and down in the corresponding "hour"

selection box.

3. Click the minute’s box. Select the "minute" by scrolling up and down in the corresponding "minute”

selection box.

4.Click the second'’s box. Select the "seconds" by scrolling up and down in the corresponding "second"

selection box.

5. After setting the hour, minute and second, click [Confirm] to save the time.
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Now: Click [Now] to set the time to the current time.

Clear: Click [Clear] to clear the selected time if you want to re-select the time.
Import

An example to import an employee is shown below:

1. Select [Personnel] > [Employee] > [Import] > [Import Employee].

Import Employee x
Import File: | BB | FREEETE Please download the template and follow the template to fill out the data.

Existing Data:  Ignore

Template Demo: ZDownload Template
A B C D E F G H I
1 Employee ID First Name Last Name Department Code Department Name Position Code Position Name Gender Hired Date
2 10001 Koi start 1 HR 1 Director male / famale 2016-10-14
3 10002 Koe Maline 1 HR 1 Director male / famale 2016-10-14
4 10003 Kosan Selin 1 HR 2 Manager Assistant  male / famale 2016-10-14
Description

1.The heads in file template are required

2.The Employee ID,First Name,Department Number is Required fields
3.All column values should be text format

4.The Card Number must be unique

m CEHCE‘

&sNote: Click [Download Template] to download the template. Fill the template and save the
corresponding employee’s information. You can use the employee import function to import the file
(xls file) to the system.

2. Click [Choose File]. A dialog box will open as shown in the figure below.
FE Cpen

Organize ¥ New folder

-
- Favorites =

" Libraries
Bl Desktop igh:ll‘ System Folder

Downloads

| Recent Places Homegroup
= Q System Folder

4 Libraries

= admin
j Documents j& System Folder
) Music

&= Pictures
B videos = System Folder

| Computer

«& Homegroup "~ Network
System Folder

1% Computer Bevond Compare 3

File name: | | [AiFiles

[ Open |v] l Cancel
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3. Select the file to be imported and click [Open] or directly double-click the file to be imported. After
file selection, the address of the selected file is displayed next to Choose File, as shown in the figure
below.

Import File: | Choose File [abc.csv

Existing Data: Ignore

&sNote: Only xIs and .csv files can be imported.

4. Existing Data: When [Ignore] is selected, records with the identical Employee ID are notimported.
When [Overwrite] is selected, records with the identical Employee ID replace the earlier records.

5. Click [Confirm] to import the records.

#Notes:

(1) A table header is required for importing the templates.

(2) Employee ID, First Name, and Department No. are mandatory. Other fields are optional.
(3) The card number must be unique.

(4) All the values should be in text format.
Export
An example to export employee’s list is shown below:

1. Select [Personnel] > [Employee] and click ™ on the top right corner of the screen. The

exporting options are shown below:

C5V Export
PDF Export
Excel Export

TXT Export
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2. File Type: if you want to export the file in Excel format, select Excel Export.

Excel Export X

Export Scope: :‘ Current Page All Data

Select "Current Page" to export the data for the current page.
Select "All Data" to export all the data.

3. Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully
exported, as shown in the figure below:

| 8| Employee 2019-11-04-15-03-38 _export.xlsx

Custom Display Fields
Take the Employee’s list as an example:

Select [Personnel] > [Employee] and click M icon on the top right corner of the screen, the field

selection window will pop-up as shown below:

// 7 9 [
v & o Q
Employee ID
First Name
Local Name
Last Name
Card NO.
Hired Date
Department
Position
Gender

Email
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You can adjust the display order and decide whether the fields need to be displayed or not (checked
means it will be displayed, un-checked means it will not be displayed). When adjusting the order,
simply move the cursor to the field to be moved, and then drag the field to move the order when the

icon appears after the field. After adjusting the order, click Confirm to reorder the fields.

Confirm x

Due to those columns be reordered,
current table need to be reload.

Adaptive Column Width
The column width can be set to the optimal width.

1. After setting the number of fields to be displayed, click # and choose [Best Fit] to adjust the

column width, as shown in the figure below:

1'5'.‘.5 Personnel

® Q = e Employee
= M Zbcckmaks- Y Fites
B Employee ~ Delete Import Personnel Transfer App More 7 7 © O e~ =
Employeel . First Nam_.  Departme. Device Privi Ares APPSta_ Finger. Face Pa. VLFa.
664 Departme... Employee K-TEST e Veril - @ W
Resign 7 AFT XDept  Employee  testl ° - AT
7 [ Departme... Employee  testlonll o Ver 10:1 Zmw
T K8 Departme... Employee  nn01 ® = @&
. 72105 Departme... Employee  nn01 ) &
= - 72106 Departme . Employse  an01 ° ERT]
72107 Departme... Employee nn01 ) Zw
- nl Employee Mot Autho_. @ @ W
nl Employee  NotAutho.. © & w
nl Employee  NotAuthe.. © @ W
Departme... Employee testl ) Zw
X-Dept Employee  testl ° o
Departme... Employee | mn01 ° Ver 10:1 R
BDepart.. Employee il ° Zw
Departme... Employee | nn01 ° @
1 Departme... Employee  nn01 ° Zwm
a8 Departme... Employee nn01 ® @ w
i Departme... Employee nn01 ) Zw
8 X-Dept Employee  testl e W
Emp D Departme... Employes | nn01 ° AT
c =B[v < 1 n Total 43 Records | 2| Pape [JENT
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2. Click [Best Fit With Scale] to adjust the columns with the best ratio, as shown in the figure below:

, ECD Personnel

®© Q = USRS Employee
= Ml bcckmaks- T Fites -
L = Delete e B i App More 7 D5 m e~ =
Employee 1D First Namy Department Ar APP Statu: Fingerprint Face Palm  VLFace

365 Department K-TEST ) Ver10:1 - - - @

ART X-Dept testl ) - - - Zw

[ Department testLon01 ) Ver10:1 - - 1 (R0

- @ Department 0L ° - F W

72105 Department 0L ) @ w

= - 72106 Department 01 ° Fw

72107 Department n01 ° Z mw

nl Not Authorized e ZFw

nl Not Authorized ° Zw

- nl Not Authorized e @ w

Testl Department testl ) Zw

X-test X-Dept test] e - - - - & 1w

727001 Department nn0L e Ver 10:1 - - - Zw

= E-Department e ° - - - - [EQr]

K533 Department nn0L Y Zw

1 Department e nn01 Y & W

a4 Department Employes. nn0L Y Zw

i Department Employes. nn01 ) @ w

8 X-Dept Employes testl ) [EQC)

EmpID Department Employee nn0L ° Z mw

G = < 1l Tow4Reords 2 Pase

Multi-Label Function

You can navigate to any module by clicking the opened labels. There is no need to go back or refresh
the page. With this multi-label function, the data loss can be prevented even if navigating to other

pages.
Take the Personnel module as an example:

1. Click [Personnel] to open the Personnel module. When you open any menu, you can see the
opened menu label at the top of the page, as shown in the below image:

, ECD Personnel

L Mol Departrent Employee. Workflow Builder Document
- -
8 Bockmarks= Y Filters =
= - . -
Delet=  Add For Department Add For Position Add For Employee 7 7 9 D =
— - Code Name Start Date End Data Content Type Workflow Type Workflow
manuzllog 2020-07-01 2020-07-31 Marual Log a4 n [ER T
< Configurstions -

2. The menu can be switched randomly. When switching, the data which is entered will not be
refreshed.
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Custom Theme

You can change the theme color and background pattern.

1. Click the m button at the top right of the page and select Theme to set the theme color.

Themes Pure Colors

blue linear green linear

2. Click [Themes] to select the background of the menu. Then click [Pure Colors] to customize the
theme color. Then click Change to apply the color effects.

Filter Search Function

You can filter and search all the results in this software.

Take the Employee list as an example. Click [Personnel] > [Employee] > [Employee] to view the
Employee’s list.

© Q = ey Employee Workflow Builder Document
- = Ml bcckmaks- T Fites -
- Add Deleta Tmport Personnel Transfer App Mora 7 D O ™ =

m . EmployeeD = First Name & Department Device Privilege Area APP Status Fingerprint Face Palm  VLFace
666 Department Employee. K-TEST ° Ver10:1 - - - e
£ Co — - 7 ART X-Dept Employee testl ) - - - - Zw
72108 [ Department Employee. testlan01 ) Ver10:1 - - 1 (R
K8 Department Employee nn0L ° - & w
72105 Department Employee nn01 ) [EA ]
72106 Department Employes. nn0L ® ZFw
72107 Department Employes nn0L ® Z mw
nl Employes. Not Authorized e ZFw
nl Employee Not Authorized e Zw
- nl Employee Not Authorized e [E ]
Testl Department Employes. testl ) W
Xotest X-Dept Employes. tastl ) - - - - & W
727001 Department Employes. nn0L & Ver 10:1 - - - Fw
AE B-Department Employes il ° - - - - @ w
K533 Department Employes. nn0L Y Zw
il Department Employes. nn01 Y & W
72708 a4 Department Employes nn0L e @ w
7270 i Department Employee nn0L ® @ w
8 X-Dept Employes testl ) [EQC]
EmglD EmpID Department Employes nn0l ® & mw

G zlv] ¢ 1 TewSReos 2 P
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1.1In the Filters section, enter the keyword such as Employee ID (The toggle button moves to the right
to indicate that the search has been filtered, and to the left to indicate that the search has been
excluded).

Department Employes Workflow Builder Document
& Bookmarks~ T Flters ~
Add Delete T Employee D App More

Employee ID T First Mame Department
T Role Name Department
7 T Department Code © X-Dept
2l T Department Name + Department
. T Position Code Pepartment
21 . Department
— T Position Name
21 Department
17107 T Area Code Department
724 T Area Mame =
72402 T Email nl
724 T Local Mame nl
72404 T Last Name Department
- T Card NO. [-Dent

. .. Diepartment

T Device Privilege

727002 B-Department
777 T APP Status Department
72702 T Gender Department
""" T Fingerprint Department
F2709 T Face Department
- T Palm X-Dept
pr T VL Face Department

2. Select from the search criteria: Exact search, Start field, End field, Include, One of or Regular
expression.

In this example, an employee with Employee ID as 3 is being searched. Enter "3" and click . The

filtered result will be displayed as shown below

' = Personnel
Eca

© Q = ey Employee Workflow Builder Document
& 0 i -
8 Bockmarks~ Y Fiters @) -
= - =
Y Employee Id contain 3 X
- - Add Delete Import Personnel Transfer App More Z 7 92 0~ =
Employee 1D First Name Department Ar APP Statu Fingerprint Face Palm  VLFace
% Cor ns = p3 K-Department testLK-TEST ° - - - 1 @ w
1238 Department K-TEST e Ver 121 - - - Zw
testBiee Department K-TEST °© - - - 1 @ w
K Department Not Authorized ) - - - - ZFw
W nl testLK-TEST e Ver 101 - - - @ w
K Department Not Authorized ® - - - - F W
(13 Department testLinn01 & Ver 10:1 - - 1 @ w
- nl Not Authorized ) - @
& Notes:
.

(1) Multiple search criteria can also be selected, but the same field and the same criteria can only be
selected once.

(2) Click Clear Filter to clear the search criteria.
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(3) In the search term that appears at the top of the employee’s list, click i to toggle whether the

search term is filtered or excluded.

For example, set multiple query conditions as follows:

1;—-.3 Personnel

§© Q = [Ere— Employee Workflow Builder Document
" T B Bookmarks- T Fiters @) - n H
M T Employee Id contain 7 X Y Area Name contain testl X Y Department Name contain Department X
= - Delet= Import Personnel Transfer App More 2 /5 9 O e~ =
Employee 1D 2 First Name + Department Device Privilege Area. APP Status Fingerprint Face Palm VL Face
L - 72108 & Department Employee testlnn0L e Ver 101 - - 1 & W
7. Testl Department Employee testl o -

7;—-.3 Personnel

L Mo R—d Department Employee Workflow Builder Document
& n -
B Bookmarks+ Y Fiters (@)~
M TEmployeeIdcontain7 X Y Area Name contain testl X Y Department Name contain Department X
B Add Delete Import Personnel Transfer App More 2 7 9 O & =
EmployeeID 3 First Name & Department Device Privilege Area APP Status Fingerprint Face. Paim VL Face
=% = 77103 8 Department Employes testLn0l o Ver 101 - - 1 Fw
Testl Department Employee testl ° - - - - (R

&sNotes: The filter function under each menu in the system is basically similar. But the difference lies
in the field settings.

Custom Bookmark

You can customize a variety of filter combinations and save them as bookmarks. By the next time, you
can open the existing bookmarks to filter the data.

1. When multiple filters are set, the page will be displayed as shown below:

1;—-.3 Personnel

§© Q = [Ere— Employee Workflow Builder Document
" T B Bookmarks- T Fiters @) - n H
M T Employee Id contain 7 X Y Area Name contain testl X Y Department Name contain Department X
- B Add Delete Import Personnel Transfer App More Z 7 9 O = =
Employee 1D 2 First Name + Department Device Privilege Area. APP Status Fingerprint Face Palm VL Face
L - 72108 & Department Employee testlnn0L e Ver 101 - - 1 & W
7. Testl Department Employee testl o -
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2. Click Bookmarks, select [New Bookmark]. Enter the bookmark name and click [Save]. The saved
bookmarks can be seen under the Bookmarks menu.

Em Personnel

®Q

D B Bookmarks- Y Fiters @) - nn

| NoBookmarks =7 ¥ Aeashlame contain testl X ¥ Department Name contain Department X

B ot . o Aep Mo 7z 2 9 O e~ =
. 4+ New Bookmark

Department Employee Workflow Builder Document

[ 4
‘

| [ 1s Shared Department Device Privilege Area APPStatus Fingerprint Face Palm VL Face

5
% Configurations * 72103 Department Employee testLnn0L o Ver 101 - - 1 W

Log View

An example to view operational logs is shown below:

Select [System] > [Log] > [User Log]. click D on the top right corner to access the Logs as shown
in the figure below.

System
® QO = gy User Log
¥ u T BBockmarks~ T Fiters +
€ - 7, m =
= . 1P Address Action Time: Action Content Type Object Status Desaribe
2020-07-30 23:30:00 Visitor Exit Scanner - Success Success 0, Failec: 0 “
= = 2020-07-30 23:23:00 Visitor Exit Scanner - Success Success: 0, Failed: 0
2020-07-30 23:28:00 Visitor Exit Scanner - Success Success: 0, Failed: 0
- 2020-07-30 23:26:59 Visitor Exit Scanner - Success Suceess 0, Failed: 0
2020-07-30 23:25:59 Visitor Exit Scanner - Success Succass 0, Failed: 0
2020-07-30 23:24:59 Visitor Exit Scanner - Success Success: 0, Failed: 0
2020-07-30 23:23:57 Visitor Exit Scanner - Success Suceess 0, Failed: 0
2020-07-30 23:22:57 Visitor Exit Scanner - Success Suceess: 0, Failed: 0
p : . 2020-07-30 23:21:57 i Success 3
2020-07-30 23:20:56 Success
2020-07-30 23:18:55 Visitor Exit Scanner - Success
2020-07-30 23:18:55 Visitor Exit Scanner - Success Success: 0, Failed: 0
2020-07-30 231754 Visitor Exit Scanner - Success Suceess 0, Failed: 0
2020-07-30 23:16:54 Visitor Exit Scanner - Success Success: 0, Failed: 0
2020-07-30 231553 Visitor Exit Scanner - Success Suceess: 0, Failed: 0
2020-07-30 23:14:52 Visitor Exit Scanner - Success Success: 0, Failed: 0
2020-07-30 23:13:52 Visitor Exit Scanner - Success Suceess: 0, Failed: 0
2020-07-30 23:12:52 Visitor Exit Scanner - Success Suceess 0, Failed: 0
2020-07-30 231151 Visitor Exit Scanner - Success Suceess: 0, Failed: 0
2020-07-30 23:10:51 Visitor Exit Scanner - Success Suceess 0, Failed: 0
2020-07-30 23:09:50 Visitor Exit Scanner - Success Suceess: 0, Failed: 0
2020-07-30 23:08:49 Visitor Exit Scanner - Success Suceess: 0, Failed: 0 ©
< >
G 5 E 2 3 . 418 > Towl9518Records | 1 Page

& Notes:
(1) The Logs interface displays only the operation logs of the current operation module.

(2) You can view all log records in Log under System module.
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Appendix: 2

END-USER LICENSE AGREEMENT

Important Information - Please read carefully

This End-User License Agreement ("EULA") is a legal agreement between ZKTeco and you(either an
individual or a company)The Software product includes the Software application, associated media,
printed materials, and "online" or electronic documentation. By installing, copying, or using the
Software Product, you agree to accept the terms of this EULA. If you do not agree to the terms of this
EULA, do notinstall, or use the Software Product.

SOFTWARE PRODUCT LICENSE

The Software Product is protected by copyright laws and international copyright agreements, as well
as other intellectual property laws and agreements. The Software Product is licensed, and it cannot
be sold by any third party.

1. GRANT OF LICENSE. This EULA grants you the following rights:
Installation and Use. You may install the Software Product in an unlimited number of systems.

Replication and Distribution. You may distribute the software product to an unlimited number of
systems; provided that each copy shall be a true and complete copy, including all copyright and trade
notices, and shall be accompanied by a copy of this EULA. The Software Product may be distributed
as a standalone product or included with your own product.

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

Limitations on Reverse Engineering, Recompilation, and Disassembly. You may not destruct,
decompile, or disassemble the Software Product only to the extent that such activity is expressly
permitted by applicable law and notwithstanding this limitation.

Separation of Components.

The Software Product is licensed as a single product. Its components may not be separated for use on
more than one system.

Software Transfer.

You may permanently transfer all of your rights, provided the recipient agrees to the terms of this
EULA.

Termination.

Without prejudice to any other rights, ZKTeco may terminate this EULA if you fail to comply with the
terms and conditions of this EULA. In such a case, you must destroy all copies of the Software Product
and all of its components.

Distribution.
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The Software Product may not be sold or included in a product or package, which intends to receive
benefits from the inclusion of the Software Product. The Software Product may be included in any
free or non-profit packages or products.

3. COPYRIGHT.

All copyrights of the Software Product(including but not limited to images, photographs, animations,
video, audio, music, text, and "applets" incorporated into the Software Product), the accompanying
printed materials, and any copies of the Software Product are owned by ZKTeco. The Software Product
is protected by copyright laws and international treaty provisions. Therefore, you must treat the
Software Product like any other copyrighted material except that you may install the Software
Product on a single computer, and you can keep the original solely for backup or archival purposes.

LIMITED WARRANTY
NO WARRANTIES.

ZKTeco expressly disclaims any warranty for the Software Product. The Software Product and any
related documentation being provided "as is" without warranty of any kind, either express or implied,
including, without limitation, the implied warranties of merchantability, fitness for a particular
purpose, or no infringement. The entire risk arising out of usage or performance of the Software
Product remains with you.

NO LIABILITY FOR DAMAGES.

In no event ZKTeco will be liable for any damages (including but not limited to damages, loss of
business profits, business interruption, loss of business information, or any other pecuniary loss)
arising out of the using this product or inability to use this product, even if ZKTeco has advised of the
possibility of such damages.

Acknowledgment of Agreement.
I have carefully read and understood this Agreement, ZKTeco CO., LTD.’s Privacy Policy Statement.
If YOU ACCEPT the terms of this Agreement:

I acknowledge and understand that by accepting this agreement, | have to abide by the terms and
conditions to use the Software Product to ensure smooth function. | also acknowledge that ZKTeco
can terminate the License Agreement if | do not comply with the terms and conditions.

IF YOU DO NOT ACCEPT the terms of this Agreement.

I acknowledge and understand that by refusing to accept these terms, | have rejected this license
agreement and therefore have no legal right to install, use, or copy this Product or the Licensed
Software that it incorporates.
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Glossary

Absence

Based on the Attendance parameters, if there is no Check-in or Check-out in attendance statistics, it
will be counted as absence. Or Late arrival/Early leaving for more than N minutes will be counted as
absence.

Actual Attendance Time

It refers to the actual working time of an employee. It is calculated based on the Check-in/out time
statistics of the employee. The default unit is workday. The statistical rule can be changed in
[Attendance] > [Calculation Item] > [Expected/Actuall.

Attendance Duration (Time)

It refers to the time span between the actual check-in time and the actual check-out time.

Attendance Status

It refers to the attendance punch category. By default, the system has the following statuses: Check-
in, Check-out, OT-in, OT-out, Break Time-out and Break Time-in.

Attendance Timetable

It refers to the timetable which is used to set the attendance parameters. It includes the configuration
of parameters such as Start/End time of the work, permissible late arrival/early leaving time range,
whether Check-in/out is mandatory, permissible Check-in/out time range, Break time, and Overtime.
This is the minimum unit of attendance time settings.

Auto Overtime

When the Check-out time is greater than the actual work end time, this parameter determines
whether the extra worked time is to be counted as overtime or not.

Correction of Status

The employee can change the attendance status in the device according to the shift timetable and
attendance time. The attendance will be calculated based on the status.
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Attendance Time

It refers to the total duration of the employee’s actual work. The default unit is workday. The statistical
rule can be changed in [Attendance] > [Calculation Item] > [Expected/Actual]. Specifically, the value
is calculated based on the unit (workday, hour, and minute) as well as the counted workdays and
minutes in the shift timetable.

Check-in/Check-out

Check-in/Check-out decides whether the employee has to Check-in/Check-out compulsorily or not. If
this is enabled, then Check-in/Check-out is mandatory otherwise Check-in/Check-out is optional.

Early Leaving

Early leaving includes the time setting for the corresponding timetable. It also decides whether the
actual check-out time is earlier than the check-out time in the timetable. On the other hand, if the
mandatory Check-out in the timetable is set to Yes, and the employee leaves early without Check-out
is counted as Early Leaving by N minutes.

Exception

It refers to the leave time in any timetable.

Flexible Shift

It refers to a default attendance shift set in the system. It is a cycle of flexible timetables within a week.
When an employee works in a flexible schedule and attendance verification is required, a flexible shift
can be assigned to the employee. When a shift is not assigned to an employee, the attendance is
calculated based on the flexible shift and it can be considered as overtime on a day off or on holidays.
The flexible shift is applicable to Business owners, Business Personnel, Service staff, and order-
oriented production department employees.

Late Arrival

Late arrival includes the time settings for the corresponding timetable. It also decides whether the
actual check-in time is later than the check-in time in the timetable. On the other hand, if “Must Check-
in” in the timetable is enabled and the attendance parameter is set to “count as late by 60 Minutes” if
there is no check-in, the actual time without check-in is counted as late arrival by N minutes. The time
of late arrival does not affect the work minutes for the attendance calculation.
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Must Check-in/Check-out

In some companies, only check-in or check-out is required. If check-in or check-out is mandatory, the
corresponding details are included in the attendance statistics.

No Check-in/No Check-out

No Check-in/No Check-out refers that there is no actual attendance punch in the selected timetable.

Permissible Late Arrival/Early Leaving

It refers to the permissible time range for late arrival/early going before/after the actual work time
ends/starts.

Role

While using the system, a Superuser needs to assign different levels to new users. To avoid assigning
one by one, the Superuser can set the roles with specific levels of management. The Superuser can
also assign appropriate roles to users while adding them.

Schedule

It refers to the time plan that will be used in the timetable for calculating employee’s attendance. It is
the key element in calculating the attendance results.

Shift

It refers to a rearrangement plan for the employee’s working hours. It is composed of one or more
attendance timetables based on a certain order and cycle period. To calculate attendance, the shift
must be assigned initially to an employee.

Start/End Check-in

It refers to a timetable that has a valid range of check-in. The check-in records out of this range are
invalid.

Start/End Check-out

It refers to a timetable that has a valid range of check-out. The check-out records out of this range are
invalid. The check-out start time cannot overlap the check-in end time.
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Superuser

It refers to a user with all operational permissions of the system. A superuser is able to assign new
users (such as Company Management Personnel, Registrars or Attendance Administrators) and
configure the corresponding user roles to different levels of management.

Temporary Schedule

Temporary schedules are used if there is a necessity to adjust the work time of employees due to
temporary changes in employees' work time. The temporary schedule can be appended to the
employee’s current shift (The attendance report contains two schedules). This schedule is applicable
to employees who work without any fixed schedule.

Timein a Timetable

It refers to the total work time in an attendance timetable in the shift of a particular day.

Unit/Minimum Unit

The unit may be a day/hour/minute. The minimum unit is a numeric value. The combination of these
two is used to set the minimum unit for attendance statistics. E.g: One day, One hour or One minute.
For example, the minimum unit of leave is set to one hour. When rounding-off is enabled, 1.5 hours
will be counted as two hours and 1.4 hours will be counted as one hour.

Work Minute

In normal attendance, the work minute is the time set in Work Minute of a shifting timetable. When
the valid attendance duration in the timetable is smaller than the actual time which is set in Work
Minute of the timetable, the attendance duration is valid. The work minute in a flexible shift is 0.

Work time

It refers to the time interval between an employee's work start and end time (minutes). The value may
not be equal to the actual interval between punching in and out. The value may be larger or smaller
than this interval, depending on the Company’s regulations. Normally, this value can be neither larger
than 480 nor smaller than 0. If the value is 0, the timetable will be considered overtime and it will not
be counted as work time.
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