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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 vestsin
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.

Itis 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 fithess for a particular purpose,

ZKTeca dees not assume respansibility for any errers ar omissions in the informaticn or decuments
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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ZKTeca in no event shall be liable te 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 1o
any non-compliance of the instructicns contained in this manual (i) 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, Dangguan, 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. Gur security solutions are multi-lingual and localized in over 18 different languages. At the
ZKTeco state-of-the-art 700,000 square foot 1S09001-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 technigques. 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 & consecutive years. Its products are protected by intellectual
property rights.

This manual introduces the operations of BioTime 8.0 software,

All figures displayed are far 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.

For Device

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

This implies about the notice or pays attentien to, in the manual

The general information which helps in performing the operations

= faster
* The information which is significant

Care taken to avoid danger or mistakes

> ©

The staterment 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 systemn 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. It is 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/ 11a/12¢, MySQL 5.0/ 5.6/ 5.7;

Supported Mainstream Browser: IE 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
te 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
aperations 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
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applications, meeting attenders and attendance of attenders,

MTD Module

The MTD Module obtains verification records from the mask & body temperature detection devices
and generates statistics and reports about about mask and body temperature, If there is personnel
who has higher body temperature or does not wear a mask, an email notification will be sent to the
personnel himself, the system superuser and system user who has permission to access the
department which the personnel belongs to. And also if the personnel’'s APP status is enable, the
software will alse push notification to corresponding personnel APP account,

System Module

The Systemn 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 Administratars).

Setthe 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 warking 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.
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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 ican an the desktop to view
the system lagin 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
te login.

BioTime 8.0

Adrrin Login

ZK Tz

COopright G201 IKTECS GO LTD AN s fesenved. ALt

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

Then, double-click the shortcut icon of BiaTime 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,

Page |17 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0

User Manual

(3) When you log in ta 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.

Create SUpETser

Enter the Username, Email, Password, click [Confirm] tc 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 t0_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,
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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 ar new users can change their passwords to guarantee the safe system operation. Click

the User button an top-right and select Password. Enter the old password, new password, and

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

assword >

Criginal Password*

Password™

Password (again)®

Cancel
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Personnel Management

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

employees and so on.

Department Management

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

figure below.

Total % Records 1

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 departmeant name as “Department” and Department

Code as “1” will be created as a default.
&Note: This Department can be edited {modified) but cannot be deleted.

Add a Department

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

Add
Department Code™:
Department Name*:

Superiort  ----------

Cancel

Copyright©2020 ZKTECO CO., LTD. All rights reserved.
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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 cerresponding Department Name maximum of 100 characters,
Superior: Click ' and select a superior Department of this Department frem the drop-down list.

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

refresh the Department tree,

Eh P [E} (= (=)

Tetal 10 Records 1

esNote:

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

N o : :
2. You ¢can click to export the Department data locally, For detailed operation, please refer to.5.

"Export” in Appendix 1.

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

=N
I

directly click " in the same row of the Department to be deleted. Click [Confirm] tc delete the

Department.
& Note:

Deleting or modifying a Department causes the employees belonging to the particular Department
to belong to none of the Departiments. This also leads to the failure of generating some reports. If
deletion or madification 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 emplayees to the selected Department in batches.,

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

Personnel Transfer b o
Department Employee Q Selected
Employe... First Name Last Name Department Employe... First Name Last Name
11111 Rex
1111111...  Chris
1111111,
1111223... Shoveen
111222 L
1112223..
112 Web
1122 Godwin Mbobola
1123 Leon&Ton
11234 Janun group1
113 June zy
114 January Fa
118 Archs v
20 ¥ Total 247 Records >

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 (D).
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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

Confim Cancel

3.2 Position Management

It is necessary 1o add the pasition details while adding the employee details.

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

A ' Personnel

% O = QI Pasition

Eooakmarcs. T Filters -
#ickd Dbt Wmpart Pescnre! Transter F &2 95 D M = o0
Pasiticn Code = Position Mams 2 Superior % Emnplones Oy, Resigned Oty Manager
Manager - 1 a @ W Enginear
sriginaer - 2 o [ &
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Add a Position

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

Add X

Position Code™:

Position Name™:

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

Cancel

Set the parameters as shown below:
Position Code: Enter a unigue Position Code,
Position Name: Enter Pasition 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 Lo

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

You can adjust the employee’s positions in batches.

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

Personnel Transfer *
Department Employee Q Selected
Employe... First Name Last Name Department Employe.. First Name Last Name
11111 Rex group
1111111...  Chris group1
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
118 Arche v
20 ¥ Total 247 Records > 1
Cancel

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

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

Personnel Transfer o
Department Employee Q Selected
Employe.. First Name Last Name Department Employe... First Name Last Name
11111 Rex group 11111 Rex
1111111...  Chris group] 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
Cancel

& Note:

1. You can click [lmport] to import the position information in another software or system. For
detailed operation, please refer to 4."lmport” in Appendix 1.
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2. You can click ~ to export the paosition data locally. For detailed operation, please refer to 5.

"Export” in Appendix 1.

3.2 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 autematically send the employee’s
information to the devices in real-time.

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

Personnel

W O = ST Fasifion Ares

& Bookmarics - T Filters -

add Dalete tmpant Perzonnel Transfer

A Code AreaNanne 2 Supesion Divice Gy, Ervploves Oty

e
]
=
£
-
N e e e e

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

3.2.1 Add an Area

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

Add X

Arsa Code™
Area Name™:

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

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.

Personnel

3.2.2 Edit an Area

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

Edit x
Area Code®: BB8B888
Area Name™: Al test

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

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

3.2.32 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 @l in the same row of the area to be deleted.

Prompt b4

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected area.
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& Note:
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.

Personnel Transfer

You can adjust the area of employees in batches,

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

Personnel Transfer x
Employee Q Selected
Employe... First Name Last Name Department Employe... First Name Last Name
1 Hxdd HR Department
10301 10301 Test Department
10302 10302 Test Department
105 wanida&srikal Department
10983 Department
1101603 11 Test Department
111 nora8t Department
1111111, Department
11234 FIETTET Department
1180735  tyler Department
121 Wannasa8Nak... Department
123 Department
1FIARRT Nanartrmant
20 ¥ Total 50 Records > 1
Cancel

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 D).

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

Personnel Transfer X
Department Employee Q Selected
Employe... First Name Last Name Department Employe... First Name Last Name
1 Hxdd HR Department 1 Hxdd
10301 10301 Test Department 10301 10301
10302 10302 Test Department
105 wanida&srikal Department
10983 Department
1101603 11 Test Department
111 nora8t Department
1111111 Department
11234 Janun Department
1180735 tyler Department
121 Wannasa&Nak... Department
123 Department
1234567 Mianar et
20 ¥ Total 50 Records > 1
Cancel
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& Note:

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

2. You can click ~ to export the paosition 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 te 4. mport 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 ne Department has been
sat, 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 chasen)

Employment Type: Select the employment type fram 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; Itis 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,

cae

>  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.

Page |31 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

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 Dievica Actess Setting Artendance Satting App Setting Payroll Settings

Verify Mode  Any Device Privilage  Employee
Card NO, PiN

Enrall Devies P RegisterediviO)

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 “Employeg”
and “Super Administrator”.

Cnce the personnel device privilege is set as "Registrar”, "System Administrator” ar "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 cotresponding 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 aut 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 axceptions and temparary 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
itis set to No, the employee’s attendance will not be calculated on holiday.

Enable Overtime: [t 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 Infarmation Drevice Access Setting Attendance Setting Diocmnnt App Setting Payrall Settings
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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.

= 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 dacument 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 ™ 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 D 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] tc save the details.

Department Employee
& Bookmarks » T Fili=rs =
Acdd lelete lrmpart AdjLestmisnt App

Employes ID First Name Drapartment
Department

100007 Drapartment

Departrment

Department

Dapartmant

Maore
Device Privilegs Ares

Emgl g est

hrg test.S
b test
haey test

Mol Authorized

7 5D

APP Status Fingerprint Facs Palm VL Face

2
L]
@
2
L

& Note: The uniqueness of the Employee ID must be guaranteed,

2.4.2 Edit an Employee

1. In the employee’s list, click the Employee ID or click

be edited.

W

2 jcon in the same row of the em ployee to

Edit

Profile

Employee ID”

Department® Department

Position

Employment Type  ---------

Private Information Device Access Setting

SEN
Passport NO.
Contact Tel
National
Address

Birthday

First Name Denny

Last Name
Arza B

Area”

Hired Date  2019-09-03

Attendance Setting Document

Local Name
Automobile License
Office Tel

Religion

Postcode

App Setting

Payroll Settings

Gender  ---------
Motorcycle License
Mobile
City

Email

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 (0 icon in

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 employeeis) 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.

esNote: 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 rasignation and disabling attendance.

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

Page |38 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

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], t¢ 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 emplovee’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

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 |D}.
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 reasan 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

[ 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 delate 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,

esNote:

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

2. You can click to export the employee’s resignation details locally. For detailed operation,

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

Workflow

Role

» Add a Role

1. Select [Personnel] > [Workflow] > [Workflow Rele] > [Add] tc add a user rale,

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 detalls.

> Delete a Role

Select the role {or roles). Click [Delete] an the upper left of the list or click E in the same row of the

role to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the rale,

&sNote: A role cannot be deleted when itis being used by employees or warkflow,

»  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
Employee ... First Name Last Name Department Employee ... First Name Last Name
1019 kbz1019 Department
102 kbz102 Department
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 v Total 10209Records < > 4
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
{vou can filter by Department, Name, Code, etc).

3. Click [Confirm] tc 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 woarkflow.
Name: Enter the name of the workflow.

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

Manual Log
Leave

Training

[

vertime

el

Schedule 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 nades.

“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.
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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 (D 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. COne 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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One is the Manager and the other is the Boss. The workflow of the nodes is shown in thefigure
below.

“Workflow Setup

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:

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
for approval. (The application approval by ordinary users can be petformed within the self-service and
mobile app of the employees)

Page |47 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

Delete Workflow

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

directly click L] 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 delate the workflow.

&sNote: 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.

b
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 ]

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.

& Note: 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.
It also 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 infarmation on the connected devices and perform operations such as
remote maonitoring, 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.

Mesting  System p i >

1 1 o a

" 17 0 a & T
]

|

|

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 reqistered.
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 issuad 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] tc add a device manually.

Add X

Device Mame*

Serial Mumber* Device IP*
Area - Timezone*  Etc/GMT+8
Registration Device® Mo Attendance Device®  Yes

*

Request Heartbeat™ 10 Transfer Mode®  Real-Time

4

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 10 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 ta the standard time in the particular time zane,

Registration Device: Select whether the device is a registration device or not. If yes, then only the
employees registerad 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 cennected 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,

&Note: 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 Name®  Auto add Access Contral Device®  No
Serial Number® Device IP*
Area® gaimingtest Timezone®  Etc/GMT+8
Registration Device®™ MNo Attendance Device™  Yes
Regquest 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 anly when
you assign an area {except area whose area code is 1) to the device.

& Note: Serial Number and Device IP are read-anly. The device name must be unigque.

Delete a Device

o

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 Areal 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 ¢an clear the attendance photos on a T&A device,

1. Select a device and click [Data Clean] > [Clear Capture Photo](lt 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

It is 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.

&Note: You can upload the personal information on a T&A device to the server in batches by
upleading it again. If time is cut, 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

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 thase in the server due to Internet abnormalities
ar ather conditions,

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

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 pewer failure while performing this operation.
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Device Menu

> Rehoot
Reboots a device through the system remaotely,

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

Prompt
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

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

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 anly.
Employee ID: Enter the Employee ID.

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

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

Enroll Fingerprint(1-6)

Press finger first time

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

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

Duplicate Punch Period ¥

Duplicate Punch Period (m)™:

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 correspanding 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 Menu]->[Daylight Saving Time] to open the setting
page of daylight-saving time.

Device

Device

®Eockmarkss T Filters +
Add Delete  Mewfrea  CimarPending Commend  DetaClean  Dats Trancfer || Diyice e Z S 9D m e =
Device Name &  Serial Mumber & Ares & Divice [P Seate. Last Activity e Palrm Oy, Tranzactian Oty Crd
Hust Arsa A i z o 264 0 0f T
Reoad [ndormation =15
20000 ] 4 )
Enrall Remately 2 o Cil
o 0 48 |

Duplicate Punch Percd

Capiurs Sotting

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.

Device
—
Device Devics Command
& Bockmarks = T Filters =

Delels F /A D m e

Feturn Time = Rty

Sevial Mumber Device Mame. Contest

atacebil-p-...  INFD
Bt add DATA LF
EYBP192060007 Autcadd BT
EYBP19Z060002  Auto add DATALR
daefh-p- ... INFO
wfacesdi-p-. INFO

2000-57-09

EVEPTS2050002 | Autodd
EYBPIOZ060002°  Auto add
EVBP1S2060002  Auto add
EVEPTSI060002 | Auto add
EVEPTS2050002 | Auto2dd
EYBPI32060002 | Aute addl

K238

asewd =123 Card= Grp=1 Verify=0 Sucressful

9. Successiul

n

Pasewd =121 Card= Grp=1 Yerify=0

Successiul

=127 Card= Grp=1 Verfy=(

K_FERSONNEL_FHOTO_FiN

K238-78 D PIM=1 =9 iclock/doc/bio
Kap-78 Passwd= Cards G
K238-TE

CEXOIS160025  KZ28-76

CEX9191160025 | K238-78
CEXA1S1 160025 - K238-78

5N na -

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

to access the device command clearing interface:

Prompt b4

Are you sure to delete the selected 1 itemns?

Confirm 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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Add a Private Message

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

Add

Department

1

10301
10302
105
10983
1101603
111

1122
11234
1150882
1180735
171

20 v

Start Time®

Content®

Employe...

1111111,

Total 60 Records

Employee

First Name
Hudd

10301

10302
wanida&srikal

noradl

Godwin
JaHun

\itas

t}'e—-
WannacaRiflal

Q
Last Mame
11
Mbobola
1
Duration®

Department

HR. Department
Test Department
Test Department
Department
Department

Test Department
Department
Department
Test Department
Department
Test Department
Department

Manar rHrnant

60

Selected

Employe...

1
10301

minutes

First Name Last Mame
Xxdd
10301

Cancel

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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Send Message

1. Select the short message to be sent and click [Send Message].
Prompt X
Are you sure to send the message?

Cancel

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

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?

Cancel

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

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,

GOV Attendance  AccessContist  Payioll  Visitor  Mesting.  System o €3
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Add Work Code

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

Add X

Cancel

Enter the details as shown below:
Code: Enter the Wark 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.
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Remove Work Code

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

Remove From Device

Device®  UATOD

Cancel

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

Delete Work Code

Deletes the work cade from the software.

1. Select the work code and click [Delete]

Prompt

Are you sure to delete the selected 1 items?

Cancel

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

Displays detailed information about employees' biometric templates.

9 —
% Q = g Device Comimand Public Bio-Template
& Bookmaric -
F &S D M e~ =
= LastName Bio-Twpe Big-Index Magor e rsion Serial Mumbes Updtate Time

Faim 0 12
Fingerprint 8 i
S Fgerpnnt a 10
389 Frgerpnnt o 10
388 Frgerprnt 0 10
357 Frgerprint 0 i
305 Fingerarint r 10
305 Fngerprint [§ 10
ELT Fingerprint o 0
383 Frgerprint o 10
582 Firgerprint 0 10
33 Ergeronm o 10
390 o 10
=) rprint o "
164 Frgerprint e 10
7 Fngerprint C 10
385 Frgerprint 0 50
385 Firigeronint 0 10

384 - Fngerprint 0 10 BYEFIS2060002 2020-07-08 144547

L 19 |~ . TO0 > Total 1315 Recods 1 | Page

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. 5can 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.

4 BioTime 8.0

Emplayea ID*

Remark

ZK Tz

3, Take the photo, entet the employee's ID Number. First Name and Last Name are optional. Click

[Enroll] to complete the registration.

Device
Device Device Command Bio-Photo

& Bookmarks~ Y Filters «

Delfete Approve QRZode Import Bio-Photo
Employee 1D First Name Last Name  Email  Serial Number Uzer Photo Bio-Fhoto
..... 655 von&t 0000000001

0000000001

m norady - - 173708260026
566666 vondt 0000000001

C woy n Totsl 15Records 1 Page

Aegister Time =

2079-10-30 19:10:57

2019-10-30 18:55:38

2019-10-30 16:08:25

2019-10-30 10:02:26

Walcoma admin

> S

Approval State

Auto Appraved

Auta Approved

Auto Approved

Auto Approved

2

m =

Approval Time 4

019-10-30 16

91030 11:2
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4. Click [Approve] to approve the bio-photo.

Approve e

Approval State™:  Approval Passed

Remark:

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 impeort the bic-photo.

Import Bio-Photo g

Overwrite®*  No Ignore Error™  No

*Notice

1.The name of photo muse be employee ID.

Cancel
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2. Click [Upload] to select the photos in batch,
Overwrite: If it is Yes, then the existed bic 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 o in the same row
of the bia-photo to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] t¢ delete the bio-photo.
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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] > [Datal > [Transaction] to view the transaction table.

. e il
Device & n -
% O = S Diewics Command Fublic Transaction
& Bookmarks - T Fters -
Upkoal LISE Tranesction Temmbnad AfEndancs Mot A S 0D m e = Cnphu
Employee 10 First Name Departmert Dt Time Funch State Ar=a Dievece Mame Upload Time
] Department Chedcin sh-wface
q Dapartment Chedkin shexfae
a Departmant Cheekin shtface
]
a
Employes 1D
ype il
5 First Name
i Last Name
" Department
i Position
" Purch Date
K Purich Time
iyt area
" ertal Mumber
i uplasd Time
a
4
c uwe Bl 2 s oo3 > votal 17525 Recore

{1} Users can export the transaction table in xls, 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 celumn 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 aon 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.

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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4.2 Device Log

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

Tevice Transaction Operation Log
& Bockmaris= ¥ Fiters =
Deletr: R 1 R

D Timezgna Admnistraten Artian Ohyect Parameters Action Time o Time

CHHG202150052 Ete/GMT+6 o Enter mery o a

CRHG2160092 EtCAGMT <5 o Enter rmras o 3 L

CRHG202160092 ] Enter meru o o ]
o Enter mera o 1 B
o Erfer men o o m
o Ender mmta o a ]
o Enter rigny 0 2 ]
) Frwer o1 o a B

E38:201400001 o Enter meny o o i}

BOEHE0140000 o Enfer e ] a o

CKHGA260H52 o ] o w

EO3BA01400007 o o g 1

CHHGHZ16H092 o Enter meny o t W

E038201400007 o Enter meru o a m

CKHGA 160092 o Entee rru o o i

BO3B201400001 [ Enter meru o o 1]

E38:201 400001 o Enrall new umer 5 o W

B340 =} Entier meny [:} @ 5 E 543 ]

036201400001 o Entier manu o L F0R0-07-09 153431 2020-07-09 15:34.28 i

5} 11 4] n Z 3 .. 28 7 Total 527 Reconds T Fage

4.9 Error Log

Displays all error logs uploaded from the visible light devices.

Dedeti

Serial Number Device Name Emmor Code Ermor Meszage Erar Cammand Command I Extra Meszage Upload Time =

M
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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
Device Trangction Ugslosd Log
@eookmars- ¥ Filters -
(= A L D 0 - =

Dawice Cantent Count Evvor Counl
CHHG2160052 1 a 14
CHHGR2160082 1 0 g
CECIRIZE0ES 11133 Raryé 1 o i
CEX150260039 1 a |
: { o )
] 0 iy
CEXITRIZG00S 1 0 w
CENS 190260005 1 1 o 7§
CEXR 190260030 1103 p3 1 (1] ki
CEXIIS0260030 11102 p& 1 0 W
CEXITRIZG00S 110 g 1 0 W
CEXA150260033 11131 van 1 o it}
CEXS190260030 11RO besss 1 o W
CEXIIS0260030 LT ! 0 &
CEX3150260035 11188 parret 1 0 I}
CEXI 20260039 11177 shawn 1 a 'i_|"!
| 90260039 11166 nora 1 o —n“
CE: 03T 11955 cods 1 0 09 174737 w
CERSTSIG003S 1Bt 11433 Ryl 15 o BIA-OT-08 1747054 i

o u = n 2 3 .. 63 » TotalitssRecords | 1 | Fag 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
Device Transaction Unload Log Geo-ferce OF Emaloyes

& Bockmarki= T Filters -

Add Dejete o D m e =
Employes. Locatian Longiiude Latitude Citance|Meters) Shast Diale End Date
Hiamen Saftware Pack Hi S04 350 50 2020-067-01 2020-07-31 [ @
¥iamien Saftwars Park it 500 g =0 JR0-07-01 Foap-o7-a1 [# M
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1. Select [Device] > [Mobile APP] > [Geo-fence Of Employee] > [Add].

Add b
Department Employee Q Selected 3

Employe... First Name Last Name Department Employe... First Name Last Name
1 Xxdd HR Department 1 Kxdd
10301 10301 Test Department 10301 10301
10302 10302 Test Department 10302 10302

105 wanida8isrikal Department

10983 Department

1101603 11 Test Department

111 noradl Department

1111111, Department

1122 Godwin Mbobola Test Department

11234 Janun Department

1150882  Vitas Test Department

1180735 tyler Department

171 Wannacs&ihlal Manartrmant
20 ¥ Total 60 Records > 1 Page m

Location™ Distance(Meters)® 50
Latitude™  xaonooon Longitude®  xaooooo
Start Date” End Date”

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 an 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.

o A
Device A n 3

Transactisn Unioad Log

Lacation Longitude Latitude Diistance{ieters) Start Date End Date

amen Software Park 11 a0 E50 £l 2020-07-01 2020-07-31 [F m

1. Select [Device] > [Mabile 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

4.11.2 APP Account

Displays the Mohile APP accounts enabled by the employees. The emplovee 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 10, Device token, Client category, Run status{whether the user is online

or not), APP status{whether the APP is enabled or not).

Device

Cevice

Transactan Unload Log

& Eockmarks = T Filtgrs -
Delete Push Notification Focce Offline. Disable Enable
Uer Mame = L e Last Actove Chiert (d Device Token

222
a2

AT RN APAS I BH
{lerath=32 bytes
na

va

Android

Android

- 1

Client Category. | Bun Status

Actare
Inactive
Inactive

Inactive

AR Sak
Enatie
Enable

Enable
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> Push Notification

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

Push Natification x

Content*

Cancel

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

zsNote:

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
Offlinel.

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 D 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.

& Note:

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 Notice].

Push Public Notice

Subjact

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.

Last Name

22

Department
Testing
Testing
Department
Department
ZKTeco
Department
Department
ZKTeco
ZKTeco
Department
Department

Plmmncbrnnnd

> Totsl 289380 Records

Push Private Notice
Department Employee
Employee ... First Name
4 2
3 342
2 000000002
2228
226 666
2225 2225
2226 2226
2227 2227
225
227
9974
20 v 2 3 14469
Subject*
E
Content™

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] aricon @ in the announcement list.

Confirm 5

Are you sure?

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

4.11.5 Notice

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

Device

% Q = e Metice
B Bookmarks - T Fiters =

Faiote ¥ 2 9 m =

[EpiEh =) Eh

[EpEhEE) E)

[EpEbENED E)

&)

= b IE

G ofeor o« 1B > Totl2easReords | 2 e EERIRN
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4.11.6 Operation Log

Displays the aperation records of all the APP clients.

Device

—
W O = S Transaction Acogtints Hatice Operatior Log

@ Boakmarks - ¥ Fileers -

Dt m
Uger Action Action Time Status
2200 pull_transacticn "
fri] ]
2222 W
2222 d 7e-3n5h-aa 2 7]
a2 9110603441 515130 7e-2e5b-a30d001 53682 W
2 aimeiT06E44T 2151 ST e-BeSb-riBd0e] S0e62 category W
2zaz 2imei1 DEdB44T-2151-3dFe-ansh-s30d0e 150002 pell_sattirig surcessfl W
Zaaz i 0GB 21 51 -3dTe-Se5h-aan, el excepticn surmany Sucosssiul surcessful W
2222 106441 -1 51-FcTe-2e sHetz pull transaction Successul successhul W
i} 65 - AAAE-ESEI0 Successiul 10§
2 2 5 ' W
2222 ]
2222 o4
zrap . i
2293 airmeit (e -5el bt
2222 e DEE4E1 -3151-3d7e-Ae5h-a30d0e ]
2023 almai1 06084413151 -3ef7e-9e5h-2 350k 2 ek _codle |4
feied a1 06T 2151 ST e-Beib-2 0061 59662 pull_setting Successiul i
2222 aimei1DedE441 -a151-347e-Se5b- 2 25d0e ] SH082 prall_transaction successhul W

G [ n 2 3.9 3 Totsl 154 Records TR m

Device

Device Transaction Operation Log Corfiguration

Deviee Communication Setting  Bio-Fhotn Aparcwal Policy Data Retention Seffing

Registratian i -
Rzsigned Fil Al furto add
i aned Fier o usto sl @I
Allow Upload (EER ) Allow Upioad (S0 9 Alow Downicad R )
Card Mame Mame

Default  Bc/GMT+8

Global Setup. & Timezone®

» 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: 5et whether to allow to upload employee’s names from the device,
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Global Setup: When Glokal 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 Timezons®
Heartheat™ 10 Seconds Transfer Mode® Real-Time
Transfer Minute(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 Dt Retention Setting

Employee Edit™  Pending Batchimport™  Pending

Mebile Regsster Pending Dewice Upioad® - Aute Appraved

A1 Upload™  Auta Appraved

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

» Data Retention Setting

Device

Device configuration

Eevice Communication Setting  Sio-Fhoto Approval Policy | Data Retention Setting
The saftwars will keep the tecent dat acearting t the value set ere sebup 5999 t2 kesp 2 duta

Trarsacion’ 9395 B} pmys Command® 9958 4+ oays

Device Log™ | 9908 [#l Days Upload Log* 9999 & Days

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

Attendance Parameters

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

Pay Code

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

“
o]
h !

=5 = EH

SEEBEDEBEE

= Eb Eb =
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> AddaPay Code

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

Add X

Code* MName*®

Type® Regular

Unit*  Hour Symbaol
Round Off*  Round Off Minimum* 0.1 o
Display@ Order® 900 =
Description

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.

Symbeol: Enter the symbal of pay code that shows on the repart,
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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 symbaol 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 [ in the same row of the pay code to be deleted.

Prompt b4

Are you sure to delete the selected 1 item?

Cancel

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.

w0 n
Attendance & @ Fd
% O = RSN Fised Code
@Backmades - ¥ Filters -
A S 9 0 - o=
Mame Format Symbl Rrarad GoF Minimum

Hour Aourd CFf ot [#£

Hiaiar Rourd CF 1 L

Fiourd CfF 1 4

Rord CAF ¥ &

Round oF 1 [

Haur Fourd CHF 1 (4

Haur Fiourd CFF 1 [

Haur R (4F 1 [

il Bk H Hour Bourd Cff (] #
Haut Roursd G ol [

Haur Fourd CfF i #

Haur Reoaind oA Y (74

Four Pore] CFf 4] #

Heur Rourd O mi [#

Hor B CAf Y] [

Haar Round oFf ey (V4

Off 1 s

wi ni #

ki - H i [

G ou B n Tatal 19 Recoeds 1 | mage

> Edit Fixed Code

s

1. Click the name of fixed pay code or click"  in the same row of the pay code to be edited.

Edit b

Mame* attCode default.duration

Format* Hour Symbol

Round Offf Round Off Minimum* 0.1 =

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

Page |87 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

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] ->[Groupl-> [Add] to add a new group.

Add X

Code*:

Manne*:

Cancel

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 Mame Last Mame Department
1 nl ~
1101 pl K-Departm;
1102 p2 K-Departm:
110 p3 K-Departme
2 n
3 nl
4 ni
3 ni
7 AET H-Dept
72401 ni
72402 ni R

< >

20 |~ | Total 15 Records 1
Cancel
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2. In the emplayee’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 (D).

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

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

1. Click to select correspanding 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

1 Are you sure to remove emplayee from

this group?

[~ JEC

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

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

Prompt b4

Are you sure to delete the selected 1 item?

Cancel

2. Click [Confirm] to delete the group.

Rule

Global Rule

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

> Basic Setting

L - B

Weekend1/Weekend2: Set the weekend of the week,

Duplicate Punch Interval; Set the interval {in minutes) for duplicate punch. If it is 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 wheo do not have a time schedule but have the attendance punch
records and need to make time and attendance calculation.

Fermoring Disvkce Ad ey Coptrol Fayiull isito Mestitay Gyslem 4 _E‘_
Bay Cod Gl ALk

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-Qut.
-Odd Even: Pick the Check-In and Check-Out record according to odd even.

-Punch State: Pick the Check-In and Check-Qut 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 Nen-scheduled Days is as following:

Perstnnel Drevice Acciess Control Payial Wisitior Meeting  System &,
Pay Lo Glodai e

e for Non-scheduled Days . Overdime Rule  Calculstion Setting  Event Setting APP Setting

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, s0 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 Narmal OT = 9 hours - 8 hours = 1 hour. The remaining actual wark hour is 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 ta his worked overtime level. Qvertime 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.: CT 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

Pergonmel Device Avcess Cantial Payrolt Visitar Meting Syslem ,‘;

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 avertime 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

Alteridance

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.

> EventSetting

Please notice: On the attendance device, users can set the value (0-250) for each punch state.
Accerding to the ZKTeco Attendance PUSH Communication Protacal, while upleading 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 [0 _' 155 L0 o

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

% Q = LTS Giobial Rule Decactment Fule

& Bockmarks = ¥ Fitters =
Add Delete F S09 0O e~ =
Department Pax Work Hours Diy Charege Time. Pamg Rule Dy Overtima Woakerxd Ouertime Haliday Crvertime
128 000000 First Andl Last L] & L] I |

» Add New Department Rule

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

Add 2.4
=48 Basic Setting Rule for Non-scheduled Days Cwertime Rule Calculate Sefting
D Department
Weekendi® Mone Waekend2” Nene
Duplicate Punch Interval® 1 Minaitelsi

Cancsl

For Basic Setting, Rule for Non-scheduled Days, Qvertime 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.

Atteridance

Graup Rule

& Bockmarks » T Fibers v

A Tt o
G izt Sk Hoses: Paing Ruld \eine e Hificka OvBrEme

120 First And East ®

» Add New Group Rule

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

Add X

FEE & Basic Setting Rule for Nan-scheduled Days Owertime Rule Caleulate Setting
) default

Weekendl®: MNone Weekend2®  None

Duplicate Punch Interusi | 1 Minuste{s)

Cancel

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 sheuld 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

Late Qut

Cancel
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Multiple In/Out: Multiple in/out function. When Multiple infout 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 it is 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 [n to assign to Late In, Early Qut 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 ¢lick the

[ 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
infout. Check-in/out recards 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-cut 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

1 Total 2 Records 10 |+

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 @2 bic @

Work Hours Assign T ----—---- Minimum* 60 £ Minute(s)
Late Out = bl @

Work Hours Assign T —-------- Minimum® 60 2 Minute{s)

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 itis 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)

Cancel

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 correspanding pay code.

Refer to the Daily Cvertime 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

Cancel

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 Na.

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 :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.

For example, 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 an 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. 5elect [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 warking 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 itis enabled, users can set the minimum late -
out time and assign the late -out time to corresponding pay code,
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> QOvertime Rule
Refer to “Qvertime 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 In/Out* Mo

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 ta check-infout, 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 infout function. When Multiple infout is selected as Yes, the users can
check-in and check-cut 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 belanging 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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Edit a Timetable

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

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

Delete a Timetable

1. Select the timetable, click [Delete] an the upper left of the timetable list or click the E icon inthe

same row of the timetable to be deleted.

2. Click [Confirm] to delete the timetable,

Shift Management

The shift is composed of one or more preset attendance timetable(s} based on a certain order and
cycle period. Itis 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.

Ty Personnel  Device WEUCHUUUREMN  AccessControl  Payroll Visitor Mesting  System a° 1)~
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Add a Shift

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

Auto Shift

a Unit®  Weak

Kame Check-in Check-Out Break Time SN Mon

Total 3 Records 20w
“Hotce

1. Filling out the shift in nght side by select ime fable from It side

Enter the parameters as shown below:

Shift Name: Enter a unigue shift name maximum of 50 characters.

Auto shift: Itis an intelligent scheduling function. When there are multiple time petiods 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 aperation.

After selecting the timetable, click a day on the right to assign the timetakle to the cerresponding day.

Unit: Includes day, week, and manth,.

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. ---------

Assign To From*® 0.0 = Hour(s) To* 00 = Hour(s)
Work Hours | -==--=--- . .

Assign To From*= 0.0 | Hour(s) To* 0.0 ~| Hour(s)
Work Hours | --------- . .

Assian T From*®= 00 = Hour(s) To* 00 <1 Hour(s)

ssign 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
autaomatically 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 [ jcon after the

corresponding shift te access the shift deletion confirmation interface,

2. Click [Confirm] to delete the shift.
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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 Departrment Schedule interface to access the schedule addition interface.

Add X
= & start Date® 2020-07-01 End Date* 2020-07-31
[0 Department o a o
ST i
O ni
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 - 3.2 Week - L
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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& 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 (] 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
timetahle 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 T .
D GrcupQ =il FlaCCiiucs Q 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.

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

Delete Schedule Records

Select the schedule record 1o be deleted and click [Delete] to delete it or click [ ican 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 X
- Start Date™  2019-08-01 End Date™  2019-08-31
Employes Employee Q
Employee ID First Name Overwrite Schedule

Shift Name Name Unit Cycle Auto Shift

Test-Flexibl... Test-Flexibl.. Wee

20-05+1 20-05

0-18+2

S-18+1

100 Nirut
Total 539 Records 27 > 20 v
Tatal 38 Recards ] > v

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 setin advance, the existing shift will be replaced. (Cannot replace shift which
isinuse)

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

& Note: 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 Rula Department Schadule Employes Scheduls
& Bookmarks T Filters =
Delets | Add Sehodi 7 72 o m e = 5
Alayeet sk e At Hame it s ) 2010-08-01 010.08-31 Q
3 E BERMAL 1 T
- T 0-160
pung reax P al

2. Click the Filter's drop-down button. Select the employee or shift (see 10. “Filter Search Function”in
Appendix 1.) 1o 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 Depertment Schedule Employee Schedule

& Bockmarks = T Filters @~ u ﬂ

Y Shift is flexible

Import Temporary Schedule

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

Delete Schedule Records

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

same row of the employee’s schedule.

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,
temporatily, Generally, temparary schedules are scheduled for overtime, like avertime for late shifts,
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weekends, holidays, and festivals.

Add a Temporary Schedule

1. Click [Attendance] > [Schedule] > [Temporary Schedule] > [Add Temporary Schedule] tc add
a tamporary schedule,

Add Temporary Schedule

e July 2020 ) (Gl
= Bur Mon Tue Weed Thur Fri Eat

28 23 aw 1

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."lmport” in Appendix 1.

Delete Temporary Schedule

Users can select the required schedule record to be deleted and click [Delete] or click m ican in the

same row of the personnel temparary schedule.

Schedule 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.

1 Personnel Device Attendance EEtCERETIE] Payroll Visitar Meeting . System k| ﬁ
% O = S Temporary Sthetule Schedule View Employee Schedule
=4 Depariment v Stant Date . 2020-07-01 End Date  2080-07-31 Employes.  K9,p1p2,p3, 1104168 @

1204 inh

ghas:

n Day .- Day_ Day. Dy Tay. Day.. Day.  Dey. Doy

Attendance Approval

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

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.

» AddaManual Log

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

Add x
Employee*
Punch Time* Punch State® Check In
Work Code attachment | PGS | SREEESTif,
Apply Reascn
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.

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 Out
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 Mame 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 befare the current date.

» EditaManual 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.
&sNote: 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 [ 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 revake the manual log.

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

» 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

» AddaLeave 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 1D 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
£ - o ) . >
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

maodifications.
& 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 [ jcon,
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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

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.

» Import Leave Applications
Users can click [Import] to impart the leave applications in batch for personnel. For detailed operaticn,

please refer to 4."Import” in Appendix 1.
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Overtime

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

> Add an Overtime Application

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

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 cvertime,

Pay Code: Select the pay code of the overtime from the drep-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 avertime.

Bulk Add X
Department Employee Q Selected
Employee ID  First Mame Last Mame 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
W
£ - ) ) . >
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 warking hours of the staff.
» Edit an Overtime Application
The editing procedure for avertime 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 impaort the avertime applications in batch for persennel. For detailed
operation, please refer to 4."lmport” in Appendix 1.
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Training

» Adda 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] tc 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 ~
1101 pl K-Departm:
1102 p2 K-Departm:
1103 p3 K-Departm:
1104 K-Departm:
1201 teaqée Departmen
P - — - 4
£ >
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] tc save the training details.

» Edit Training Application

Click the name of the person whose training application is to be edited and click ican. 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 I} icon after the record.,

> Approve Training Application
The aperatian 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."lmport” 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.

> Approve 5chedule 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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Add

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.

Duraticon (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 @555 .

Work
Hours
Range

Work
Hours

Range

Work
Hours

Range

0.0 [+ Hourls) - 00 5 Hour(s)
0.0 |5 Hour(s) - 00 i Hour(s)
0.0 [+ Hourls) - 00 B Hour(s)

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 heliday, 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] an the upper left of the holiday list er click Ju

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 compensataory 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 transacticn report.
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) y
Attendance “cess Conlre Sy \fisitar eetin Sustin i k] B
Pay Code Transaction
=4 Depariment v Employen Date Period  User Diefined 2000-07-04 - 200730 e
B Dapariment Sae Lapout Lad Layout 1 I
E 'nl Emplayee D = First Name Department = Tinis
0 Finandial Departmant 124 1238 Departrment 1153
[ Test Sapartment 125 1238 Deparment 1153
[ k-Departmient Fe L 1153 2
] 2 1238 Departmant 11:48 Sevic
C A-Department 1238 Departmert 11:48 Devic
O B-Department 1238 Deparmer: T Devic
123 1238 Depanmers oS Devie
123 1238 Department 0947 Devic
i3 1238& Department 0847 Devic
123 1238 Eepariment D532 Dievic
123 1238 Depanmers oeaz Devie
2: i Depariment 0939 Devie
i3 1238& Department 0933 Devic
125 1738 Departmert %50 ;
123 1238 Departmart 0537
125 1250 Dopartment ovaT
i3 1238& Department 0926 55
= Deparmens 1T Chadk in
B Department pirid Chedein
727001 TE7001 Daparte 1408

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 Diate Pericd  User Defined
Sawe Lapout toad Layout F 4 .M+ =

Empiayee [0 = First P Dapartment = Cidke Time Punch State

E', Finanoal Department 123m Department 2020-07-30 11:53 55
[} Test Department prevy Oepariman: 202047-5 1153 255
O K-Deperiment 134 3 Oepartmert 730 1155 255
[ X-Dept 128 1338 Deparment 020072 11048
A rtrment
) 4 Repartem 124 125 Dapariment 2020-07-30 1ag
[ B-Department
123 1258 2020-07-30 1002
17 1 0851
25 1238 0947
123 1258 0547
123 1258 0542

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

Page | 129 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

3. Set the Start Date and End Date. Please refer to 2. "Date Selection” in Appendix 1 1o 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 warking 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 pravides 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 -infout.

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/Qut 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-infout 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
periad, 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 avertime summary interface displays the avertime 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 avertime 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
avertime 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

the specified Department. Fill the time range to be calculated. Click H  to calculate. The message

“Calculation Finished” indicates the end of the calculation.

> Rules to select Check-in/fout 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-cut 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, wark 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 QT 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 considerad 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
avertime based on the preset value,

2. f there is no existing schedule or tamporary schedule, the system will not calculate the attendance
for employees wha comes to work,

3. If there is no existing schedule but a temporary schedule is arranged, it is considered as work or
aovertime based on the praset 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.
Report Setting

Select [Attendance] > [Configurations] > [Report Setting] to set the report parameters.

Personnel  Device WECCLTUM AccessControl  Payrol VEitor  Mesting  System 5 )

Ragart Satting

Busic Dialwy  Funchir: Kiry Dinglay

Short Dite Farmat' oy MM-OD Shant Time Formar | FEbmim:

Fnign Ervphoyee Daglay’ Vi

> 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 1o filter the resigned emplovees or not. When it is set as
Yes, the resignad emplayees 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, assighing user groups, access camhinations, and other
access related privileges.

6.1 Device

Select [Access Control] > [Device] > [Device] to view the device list,

Access Control

& Bookmarks =

T Filters =

Open Dor Cancel Alarm St Parameter F LD m e o=
Sasial Number Dievice Mame  State Door Lock Delday Draor Sensar Delay Boor Senzar Type Diaar flarm Delay Ritry Timnes Ter dlacm Valid Halidays
FATAIRIRO00TS Aurter add L] 3 15 Meemal QpanNO) 1 Mone Yes ¥ §

65.1.1 Open Door

Select the corresponding device in the device list and click [Open Door].

Prompt ks

Are you surs to unlock of selected device(s)?

Click [Confirm] to unlock the selected devices,
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6.1.2 Cancel Alarm

Ta cancel an existing alarm, select the corresponding device and click [Cancel Alarm]

Prompt b4

Ars you sure 1o unalamn of selected devicais)?

D)nl'um Cancal

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
0 - 10 Second(s)

Door Sensor Delay* 15

1 - 255 Second(s)

Door Sensor Type®

MNC Time Period*

MNormal Close(NC)

0
Timezone Number(0 - 50)

Door Alarm Delay* 1
0 - 999 Secondl(s)

MO Time Period* 0
Timezone Number(0 - 50)

Retry Times To Alarm™  MNone Verify mode by R5485*  Fingerprint
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 secondis).

Door Sensor Delay: Set the door sensor delay for the device, The range is 1-255 secondis).
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Door Sensor Type: Select the door sensor type for the device, The types are Normal Open{NQ},
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 clase 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 R$485.

Valid Holiday: Select whether the NC Time Period ar 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.
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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-Passbhack 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-passhack.
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.

Device Device Command

& Bockmarks = ¥ Filters =

Dbt

Serial Number  Device Mame  Cantent
CIHSTSEO5001 2 MBA0-VL
CIHITSERG001Z  MBH0-VL CATA UPDIATE LISERINFD PIN=14 N; sewel= Card= Gap=1 TE=00000
CIHAT92950012  ME
CIHG132960012 ~ MB4O-VL
CIHSTSEO60012  MBA0-VL

] COATA UPTIATE LISERPIC N=5

F 7
1

|7}
By
-

ri=xtock/docicohate/S oo

CIHS1S 2 ME
CiHat HAE: USERPIC ¥, PERS
CIHIF2950012  ME40-YL DATA UPDIATE BAIPHOTO PNy

CIHE1 MBA0-VL DAFA UPDATE FIN

CIHE1E, 2 MBAO-VL

CIHE192950012
CIHSTSZ60012 MB4O-VL

CiHe MB4O-YL CATA UPDATE USERS
CIHFTSEG0012  MBAD-VI DT A UPDATE BHOPHO
CIHOI9E950012  ME4D-
CIHFT92950012  MBA0-VL
CIH2153950012  MB4O-VL
CIHITISEG001Z  MBAD-VL
CIHIISEI50012  MBAD-VL DIATA UPTIATE FIN

62 11221
02 1812331

15 FID=E Sizeazh bis

o HU B A wmz‘ LoTEy Toll 15167 Records 20

Clear the commands issued by the software to a device during communication. Select the

corresponding device cammands and click [Delete] ar click @ icon the same row of the command.

Prompt b4

Are you sure to delete the selected 1 itemns?

Confirm Cancel

Click [Confirm] to delete the command.
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6.2 Time Period

For an area, 50-time periods can be set by default. The time format is HH: MM: 55 — HH: MM: 55,

Select [Access Control] > [Access Control] > [Time Period]. By default, the interface will display the
time period list of the area with code 2.

% O = S Davice Command Tirne Pariad
@Bookmaies- T Filters -

= Add Drlete Clone To Arsas 7 S D om e =
K-firaa Tirme Perind b Tirne Periad Hame +
nicole test i -

» E¥Teco Indonesia 1 ¥ |
dgtest
test
fancy Test
da
Carmbaodia
satest
Meeting Test
sh-aface

6.2.1 Add a New Time Period

The time pericd can be defined for every week, It can be assigned at different time durations.

1. Click [Access Control] > [Access Control] > [Time Period] > [Add]

Add >
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
Friday 00:00:00 23:39:00
Saturday 00:00:00 23:59:00
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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 petiod 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.

&sNote: When the start time is greater than the end time, the following prompt will pep-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 periad list of the corresponding
area will be displayed.

2. In the time period list, click the time pericd number or click icon in the same row of the time

periad to be edited.

3. Madify 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 an 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

orclick = icen 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
tirme 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 haliday 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 maodified.

Time Period Name: Enter the time period applicable te the holiday. The door apening 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, petform the following steps:

1. Click the carrasponding 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 haliday 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 Heliday"}. Click [Confirm] to save the modified holiday infermation.
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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] tc 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.

Access Control xS -
% O = N Gioups
& Baokmarics ¥ Filters
= add Orlsts (s Menu Y &2 0O o =
K-tiraa Group ba. Group Name | Verfyiea..  Time Period | Time Feriad 2 Teme Fericd 3 inchide Holiday Employes 0. First Name > Lastpiam.. | Depart. P
piele best o a o 128 hyp123
»  E¥Teco Indoresia = 5 = = = o
Ay 1 ] gtz
dgtmst v - o
oy, 122 hypi22
Hancy Test s g3
10z pe
o i
1 o
110 hess
11188 rory
M bamat
1177 shawr
11166 ot
115 codie
1144 pha
11133 Romd
11122 domt
< 7 & >
c = Tot s Recards: | 1 1] 1| e [EETERI 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*

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 periad 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 epening time period on holiday subjects to the time
period setin 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 inthe same row of the group ta be edited.

3. Madify the parameters as per your requirementsi{refer to the parameter setting methaod in "Add
New Group")., Click [Confirm] to save the madified 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.

et

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] tc delete the selected group.
& Note:
{1} The default group cannot be deleted.

{2] The group which isin 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 graup and click [Group Menu] > [Personnel Transfer] at the top left of the group list.

Adjust Employee X

Department Employee Q Selected

Last Name Department Emplayes ... First Name Last Name

Department

Department

Department
Department 72401 2401
Department
Department
Department
Department
Department
Department

Department

20 v < 1 2 4 > Total 70 Records

Cancel

2. Select the cerresponding employee and click [Confirm] to add the selected person to the group. In
the group list, click the carresponding 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 1].

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 cambinations are automatically created. The unlack 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 notinclude any employee from the access group.
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Access Control

Combinaton
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6.6.1 Edit Unlock Combination

1. Select [Access Control] > [Access Control] > [Combination] to access the combination interface.
Click the carresponding 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

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  -------—-

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 SN <S5, 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 te be clened 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 chaices are available).
Remark: Enter the remarks.

2. Click [Confirm] to save the settings.
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6.7 Privilege

Herea you can check or edit employee’s access privilege.

Access Control i -
Device Cambination Frivileps
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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 I 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 Graup is selected, the time period of the group will be applicable to the employee, If
Personnel is selected, then set the unlocking time petiod for this employee, The time peried 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 an the left side of the interface, The privilege infarmation of
employees wha 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 Name

10085 Department 1170302 ke Peng

M

ke Peng Depa
ler Department
21 Department
20 v 2 3 4 > Total 70 Records
Group *
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
maode for this employee for the drop-down list of verifying mode,

Time Period: If Graup is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period far this employee. The time petiod 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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7 Payroll Module

The Payrall 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

Erpioyme |0 Frst Mame

301 | WiDOBU9SOR00T -

]
hypadn

hyp3aa
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[ arothes bast

1 b ik

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 Qvertime Formula

The formula for different types of OT can he defined according to the organizational rules,

Fayroll
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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 avertime 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

» _
c
2

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
arganizational rules,

Payrall

Exception Farmula

1. Select [Payroll] > [Formulal > [Exception Formula] > [Add].

Add *
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 exception from the drop-down list.

Formula: Set the formula of the carresponding exception type. Click the @ icon to aopen 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

W O = RIS Cwertime Formula Leava Farmuls

& Bookmarics - T Filters -

1. Select [Payroll] > [Formula] > [Leave Formula] > [Add].

Add *
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 "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 E te open the calculator and set

the formula.

Remarks: Enter the remarks for the formula.
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2. Click [Confirm] to save the farmula.

7.2.4 Increase Formula

The formula for monthly fixed increments can be defined according to the organizational rules,

Payroll

Emplayes Profile
& Bookmarks = T Filters =

2dd Defets P i I B
Name Formuls Remarks

ESchedule Daysi=.6

1. Click [Payroll] > [Formula] > [Increase Formula]l >[Add].

Add x
MNarme*

Formula® ﬁ

Remarks

Enter the parameters as shown below:

Name: Enter the name of the formula.

Formula: Set the formula of the corresponding increment. Click ﬁ 1o open the calculator and set
the formula.

Remarks: Enter the remarks for the formula.

2. Click [Confirm] to save the farmula.

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 X

Department Employee Q Selected

Employee ... First Name Last Name Employee ... First Name Last Name

1 Lee

[=4]

20 ¥ Total 8 Records 1

Amount* Issue Time®

Remarks

Cancel

Enter the parameters as shown below:

Employee: Select the employee te 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

iy Empiopes Profile Corrtims Farmula Parall Striscture.
& Eockmarks = T Filtgrs -
& el et # & D D M=
- i Employes 1T Firgt Name Last Mamvg  Depatme Tase Salary Effectwe Date  Create Time Daduction Formuds  Exceplion Formata  Inorease Formula  Leave Fo
D papartment
01 nicole test Don'tdelete.. - nicole test  3500.0 020-07-10 | 2020-07-10 140104 tateIn Test Sick Leau
& Payrall Structurs 0 2eTecs Indonesia
[ Mancy Tast
0 lals
3 test
[ another test
[ Hardware supgort
[ ¥-Dmparimert
[ Finacial Department
7.4.1 Add New Payroll Structure
1. Click [Add] to add a new payroll structure:
Add X
Department Employee Q Selected 2
Employe... First Name Last Name Department Employe... First Name Last Mame
0000010... NOUFAL AFC 0000010... MNOUFAL
0000052... test Technical SSIL(... 0000052... test
0000056... 5682 TOWarka
0000567... 56781 Technical SSIL(...
0000567... 56789 TOWarka
Falatalal-F-ui R kK P | ToMAI
20 v BB 2 2 629 > Total12573Records
Basic Salary® Effective Date”
Overtime Exception Leave Increase Deduction
M oA v
w = Overtime Formula (0/6)
» OO0 OT Level 1 (0/1)
> 0ODOT Level 2 (0/1)
» OO 0T Level 3 (0/1)
> OO Normal OT (0/1)
> O 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.

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 @' icon in the same row of the payroll structure to be deleted.

Prompt *

Are you sure to delete the selected 1 items?

Cancel
2. Click [Confirm] to delete the payroll structure,
Loan
The lean interface displays the loan details of the employees.
 ncoscconet DRI v tisstng sypem o n-
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Select [Payroll] > [Loan] > [Loan] > [Add] t¢ 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 10003 10003
100031 GERONIMO Q..

100033 ALAN SALAME...

100034 GERRY MAGAL...

100037 ROMAN JARAN...

100040 crizaldo

100041 LINEESH PRAT...

100045 ZEYAD

100048 ADEL MOHAM...

100049 WMOHD SALEH

10NNSA MOHAMEN CA TOWarka
20 ¥ Total 12573 Records ¢ > 2

Loan Amount® Loan Time™

Refund Cycle* 1 Periad

Remark

Refund Amount Per Period®

Cancel

Enter the parameters as shown below:

Employee: Select the emplayee 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.

Page |164

Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

7.6 Salary Advance

In this section, the salary advance details of the employees will be displayed.

Payroll

W O = QT Laan salary Advanca

@Bockmarks- ¥ Filters -
A Daleta & L, D .M e
Employes 1D Last Name Departmant Amouint Aemark
gl Depanment 30000 w
1000 Department 0004 ]

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
Confirm Cancel

Enter the parameters as shown below:
Employee: Select the employee whao 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.

W O = R Laan Salary Advance

& Eockmarks = T Filtgrs -

Empioyee D First Mame Last Mame

100046
100007

100045
100007

Dipartment
Dapartment
Dipartment

Payroll

Reimbursernent.

34000
24000

Amaurt

Bwimbursement Feceint

Select [Payroll] > [Reimbursement] > [Reimbursement] > [Add] to add reimbursement details for

employee,
Add x
Department Employee 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 TOMarka
20 v Total 12573 Records > 1 | rage R
Amount® Reimbursement Time*
R (3 . .
emar Reimbursement Receipt | 2wt | mmEEmee
Only support
jpafipeg/png/bmp image
file.
g

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/IPEG/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.

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 = 1o calculate

the salary. When “Calculation Finished” message appears, it indicates the end of the calculation.

L Mo Eploves Profile Lesan Salary Advance Rainhusamant Salary Cakulation

Employes 1D First Tame Payrent Fedod  Manthly Q

StatDate 2020-07-01 End Date =

.......

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 L nV:
=l Empioyes Profile Lean Salary Adearice Pimburserment Salary Calculation Salary Structure
EndDate 20004710 Ewalopes o
F A a1 Y o
Employse 15 3 First Name Last Mame Department Basic Salary Effective Date ncreass Formuda Deduction Farm. Eatein
Dorrt defetets récale best 3500 2020-06-01 (fSchedute Days... s

[} Hardwars supoort
[} 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
VE ge'::;;:’r‘z::ent 1000 kbz1000 huang hrf-25r] 1000 kbz1000 huang
~ 0 newlinel\rinthis 10000 kbz10000 Departm

¥ O wwwww 100001 Departrr

O :kil/s 100003 Departm

0 www 100005 100005 Departr

[0 department1 100007 100007 Departm

0 df 100008 Departm

O sfsf 100009 Departrr

0 ;'ﬁf' 10001 Departr

g s 100010 Departm

O 10002 Departm
[ 10

0 www 20 v Total 10212Records < > 2 | Page m

2. Set Start Date and End Date. Please refer to 2, “Date Selection” in Appendix 1 to set the date,

3. Click Q 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 ltems

Displays all the increment details of the employee’s salary.
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Employes Profile Salary Advance

8=

Empioyee 1D =

Start Date  2020-07-01

Payroll
Increase Itams

End Date | 2020-07-10

First Mame. East Mame Deparime
Dot dehetp! mecole test

Paymeeit Reriod

Cale Date

Employes

Payment Period Tokal Increase. Incresse.

m e =

Exfra Increass
X20-07-11 Marthiy 248413 na o
O Hardwara support
[0 K-Departmient
[0 Finacial Department
» Deduction Items
Displays all the deductions details of the employee’s salary.
Bayrol > £y
o2
Salary Achance Dachuction Hems
Slart Date | 2030-07-01 End Date  2OR0-07-10 Fayment Period. ‘Emgiopes: o
g
Eviplaves ) = First Hams Lait B Deputonrt Cafc Tale FagmentFerind  Total Dedudbon Deduciion e
¥ Dign't daletnan nacale tect 2200701 L 3BT ° o
[ anather tact:
B s
) Frasal Bapwtment
« 3
» Salary Detail
Displays the employee’s monthly salary detail.
o N
Empioyes Profie. Lean Sy hahance Sy Detads
S Stak Distn 20030701 ErclDulw  2020-07-10 Paryrment Paricd Ermplayes e
01 papartrert, F S m e o=
Employes ID Frsl Nave Last Mame: Depaimwet Lalc Carte: Paymeit Pecsd B Salary Total Salary Total indrease
1 Dar't defeestin BR0-OT-0N 35 PO et
[ ancthar test
rdvears support
B et e
s 5
fs ") B e ®

Page | 169

Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

> Attendance Parameter

Displays the employee’s salary information together with attendance information.
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Visitor Module (Optional)

Cur 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.

Qur 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 Reqgistration

The Entry Registration function allows reserving an appointment for visitors online.

On the Registration module, click Entry Registration to go to the Registration interface.

Persannel Device Attendance  Access Control Payrail Meeting System ; .1} |

» q = UL

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 fram 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 D,

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

visiter details.,

Add X
Visitor Information
First Name Last Name
Cert Type® | —-——— Cert No.* ,N e
i
Gender —----—-— Company __-"‘!" e -
=
|
Card Number Password
FP Qty. w10 3 Enroll
Entry Information
Start Time*  2020-07-07 16:45:25 End Time* Visitor Quantity* 1
Visit Department  ---—----- Host/Vistted* ---—---— Access Group®  -----—-—-
Visit Reason  ---—---- Carrying Goods Remark
Cancel
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On the Add window, enter the following fields.

Visitor Information

o First Name: Enter the first name of the visitor.

+ 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.

o 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.

o Password: Enter the temporary password if the visitor requires the password access,

* 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: Cn 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
ar 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 O
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

Cn 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 appeintment of the
visitor.

Note: If the Exit Registration is not processed, then the system automatically exits the appointment
and signs out from all the correspanding devices once the validity period of the visiting time expires,
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Visitor

The Visitor interface displays the logs of all the visited people.

On the Registration module, click Visitor to go to the Visitor interface.

ZK  resomel  Devie  Atendance  AccossContiol  Payrol VTS weetng  sysem 0 @
Entry Registration Wisitor

& Bookmarks = T Filbers =

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 decument submitted by the visitor for proof(e.q. 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,

Disable a Visitor

The Disable function limits the visitor's access to the premises and contains the visitor details in the
disabled state.

Prompt X

Are you sure to disable this visitor?

Cancel
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Cn 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.

S0, if trying to make a registration for the disabled visitor detall, the below prompt will pop up and
ensures creating registration or generating the appointment for that visitor.

g

Exception

(%) The visitor is disabled

y,

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

Cn the Visitor interface, selact the required visitor information from the list, and click Enable to set to
the enabled state.

Cn 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 toc manage reservations,

VLAl Mesting System. o KX

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.q., Pan card, Briving
License, Approval note from the company, etc.) frem 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 fallowing 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 D, who escorts ar meets the
visitar 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 ta 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 Cade and send to the required visitar through mail to create
reservation.

On the Reservation interface, click QR code to generate QR code in order to create reservation.

it e
Q = Reseration
®Bookimaris- ¥ Fillsn-
[ Add o mopmie | Feiel mw >l T S
St pame: S Cot Tape CotmanSE L »  Dmlstabes Bprmad Commact - dpproual Tire Last Aporouer.
WenficatonTad | 44322 |F = = R0 AT (E)
R tad oy * oy 20p0-707 I | Tl
e nification Cand - 444 § I(nq HOT-T $515:3 & m
3 h!; 004717 V5 RS 8
\onbfication Cans. 235 ] 00707 155 o
it Can | 44 1 Ing 5 B000-0707 154 aTE [ &
scenbficatian Cord 33 3 puoed approved iy wedd... - H020-0707 341458 | TA04 vl
Wantfication Ced | T0S:3 7 tod revmct by workdier | 200404707 179504 | 704 L 3
s nEhction a1 3 e Aleniad Ing. = GO0 R DEAT & &

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 ot ¢lick Confirm to complete the
process.

The Admin can then send the downloaded QR Code te 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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hE B

e R 10t © ¥l 711 85% ) 11:19

X BioTime 8.0 oo

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 ¢reate 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. NQ., and the other reservation information will be automatically updated.

Delete a Reservation

Delete function let you delete a created reservation information.
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Cn 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 tc delete the selected reservation record.

Configuration

Cur 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.

Cn the Yisitor 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 intetface, click Parameter Setting to set the required parameters,

ZK  Pesomed  Device  Attendance  AccessContiol  Payroll Mesfing  System 5 64

LMo B8 cony megicnation Reseratiar Paramater Setting

Visitor Reason

The Visitor Reason interface facilitates the users to set default list of the visitor's reason for visiting
the Grganization 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.

Cn the Visit Reason interface, click Add to add a default visiting reason.
On the Add window, enter the required reason, and click Confirm toc update in the list,

The created reasons will reflect on the visit reason list of the Registration interface.

2.4.32 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 tc delete the selectad visit reason.

Please notice the deleted visit reason will get erased from all the visit reason lists.
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Meeting Module

Qur 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 Control Payroll Visitor m System

Room

& Bookmarks~ T Filters -

Device Room Code Room Name Capacity Location Device State

V5-ROOM 150 S8 Auto add
& Meeting 22 35 22 id

Eclipse 22 Block &
& 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 tatal 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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Add a Meeting Room

Add function let you add a meeting Room and connects the required Access Control Device to that

Meeting Room.

Meeting
.Rccm
& Bookmarks= Y Filters ~

| | Room Code Room Name Capacity. Location Device
[]]4 |V5-RODM (156 55 Auto add
miE] ) SELEd S E . ad
b A X I Block A | Auto add

Room Code® Room Name™

Capacity” Person(s} Location™

Device)| —=-==---==

g oAaw Q v
Remark O carG195260137

D[ BY8P192060002
1CDQ9192860301
4174178520001
1 DDG51200651205(
O CEX9191160025
D[ 3686170800001

Cancel

On the Room interface, click Add te 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 roem,

Location: Enter the location of the meeting room.

Device: Select the mounted Access Control Device name from the drop-down list, The selected
Davice facilitates in generating the automatic access for the applicable Attendees to their
allocated Meeting Roems as per the scheduled time slot.

Remarks: Enter the remarks/comments as a note, if required.

After praviding all the information, click Confirm to save and update the details to the software,
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Edit the Room Details

Cn the Room interface, click either the required Room Cade 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 Contral Device to that
Meeting Room.

On the Room interface, select the required Meeting Room name fram the list to delete, and then click

Delete.

Meeting

B Q = G

& Baokmarks~

Add Delete
Room Code Room Name Capacity Location Device
4 V5-ROOM 156 55 Auto add

22 35 22 Auto add
Eclipse 22 Block A Auto add

T Filters

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, ¢lick Room > Device t¢ view the connected Device information to each
Meeting Room.

Meeting

Room Device

8 Bookmark~ T filter ~

Equipment name area meeting room
Not Autherized two

Not Authorized TEST

Not Authrized Nector

Auto add
Auto add
Auto add
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Schedule a Meeting

Cur 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.

Z’( , Parsonnz Dieyice Attendance  AccessContral  Fayroll \sleor m “Systam

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 te 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 Commment: Displays the approver’s comment/remarks, if specified.
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Create a Meeting Schedule

Add function lets you create a Meeting Schedule.

ECD Meeting
L WoRki—§ Meeting
& Bockmark~ Y filter -
& Meeting
e " Add || delere || caloulation || 4ca
‘:I e contsgt Mt Name * content
Bl B 2020-08+
= [ SN St time End time *
["]| Testo24 = 2020-08-
= =
L1}z g 20205088 5\ piicant + Purpose *
CJln - 2020-08-|
[ || Weekly Meeting | - 2020-08+
1| meT7-825 L. 2020-08- * Meeting room * Attendees Sign infout settings
]| meTs - 2020—9%4
EI METS = 2020-08- View Date® 2020-08-26
L[ mera - 20208
1] meTs = 2020“‘?}3% name capacity  location Occupy
1| mer2 = 2020-08+ Meeting Room 1 20 4th floor
]| mETH - 2020-08-| o = 5
‘:I B'OCV = 2020% BioCV Meeting Room 50 21 FLOOR
Oz 2020-08+ oSt 5 :
‘.:I 2 2‘]20'% Nector 6 Swing A
Ol - 2020-08+
| ]| Manager Meeting | - 2020-08-

| Totsl 5Records | 10 ¥

Cancel

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.

Content: Enter the content of the meeting. Please notice that, it is not mandatory to provide

the content.
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 pep-up window to select the

required time.

Page |188

Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

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 ock A

22 5 22

V5-ROOM 56 58 B:15:2 8:30:24

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 displayved 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

Employe... First Name  Last Name  Departm... Employee ... First Nam... Last Nam... Departm...
1 nl 1 dorrt 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.
ik [ Mt

20 + Total 46 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/Qut 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 Systermn Admin and the Users included in Approval workflow can approve the
Meeting schedule.

Personnel Drevice Atendance. Access Control Payrall Wisitar m System

Room Crevi Co Mizeting

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
assignad 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 tc 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 -
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

# Report

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

- | 4 3 3 Departm...
20 % Total 50 Records > 1 | Page E ! : - - 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 Persannel 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.

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 racm devices.

Calculate Meeting Attendance

Calculate function lets you update all the related Personnel’s Meeting Attendance Reparts to the latest
information.

= 6
Meeting £ 41 -
i e
B Boakmarks - T Filtars -
add  Celee colelation  Appeowl Mess # & D O 4 F | Eemomanendsn
| ‘rame Gantent 3 g Pari Afttrder g Hooe | Purpase  Apglier - Apatoval St ARG | Emplope Fimtiame Casthiame  Deparm Sostan
T KiEMET2 ALL 0706 EG5F3B-E1S938 WSD KMRISHS 2 von | ApgeoEd admin v st KD
B kespmera A 04706 IBIFRIATI2S I0ES,  KMRISETE 2 P3| Aproved admn 11101 o K-Degart
K83-MET2 all 202040706 VGATOS-203716 INEHL KMRETER. | 2L P& Apaicved ain 1102 02 KDt
EEMEL checkn | 20000106 12282820 prompy x e, | L L3
| ka3-ssting: i Ve : | aparousd admin (| fivm van WDt
[ EEmMeetin. - OTE AR | = | Slevake admin 1 wss ‘adis K-Dhepart
et e el (ot onmi i . Are you sure to calculata? _|" e bt 1115 i K 7
23 12332 | 20000706 15,00.00~ 160000 Iiimhe admim 1477 sham K-Drpart...
Cangel tiss bset K-Depart..
| amsa rany K-t

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 f}'
|

Columns available on the Manual Log interface.

Meeting: Displays the meeting name,

Employee: Displays the Employee name.

Punch Time: Displays the requested check-infout time,

Punch State; Displays the requested check-infout 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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Create a Manual Log

Add function lets you create a Manual Log request.

TEGE Meeting
@® q = T

& Bookmarks ~ Y Filters =

[ Meeting i - T i N L R il Ly
|| Manager Meeting ?(957;_5 Add X é
["]| Manager Meeting 02Dd |
|_1| Manager Meeting [l | Departm Department Employee Q Selected 2 L]
[} Manager Meeting 0005 |
1| Manager Meeting 00001 Employee... First Name  LastName  Departme... B4 Employeel.. FirstName.. Last Name.. Deparime.. Il
B | 00001 00001 Departme... B oo00s Departme... Il
4 o005 Departme.. B o Departm
= o1 Departme.
02 Ddd Departme..
1 redire Departme..
10 Wade Departme...
100001 Departme.
20 v Total 204 Records > 1 ;‘\
Meeting®  -----—--
Punch Time* Punch State* Check In
Reason

Cancel

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-infout status from the drop-down list

Reason: Enter the reason for missed check-in/out request.
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After providing all the details, click Confirm to save and update the request,

Edit a Request

On the Manual Log interface, select the required meeting schedule name corresponding to that
Emplayee name from the list to edit.

Cn 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.

To Delete a Manual Log Request

Delete function let you delete the required Manual Log request from the list.

(] R Pt e W
Finah Tiime: P daare frasn Eppy Tirme Apgwadl S Bppniyer
H@0-02-28 (00010 Checkm i : - 3Ri-08-28 1220 41 Fevaiing

020-05-14 0000 Check in Forgat 30 punis M (58 1R A Appeowed adkmin
T8 14 T T Cherxm Forget to punc - 5 4 Hraing 3
2030811 D000 00 Check i Farget 3o g HU0-08-28 121 42 Fesding

2000 B0 Check i Fornt 32 pune A48 1500 4 Fereting

0000534 000 Che i et 90 puni® L0628 1A Peratitey

RQIRAA
20 B ED8

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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9.2.3 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:

Contim Cancel

On the Pop-up window, provide the required comments, and then click Confirm tc update the request
status.
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Transaction

On the Meeting module, click Transaction to view the attendance records of all Employees, including
the logs from the software and the devices.

Porsonnel  Device  AMendance  AccessControl  Payioll  Visitor m System c £
arwial Log

% O = e Mesling Mari

Trangaction

& Meciing F OO 09 O e

8 Transaction

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

Qur 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,

Page |199 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

Meeting Room Scheduled
On the Report interface, 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.

ZK I zc: Personiel  Device  Atendaice  ‘ActessControl  Payroll  Visitor [EVESTUEM  System LN § |

% Q =g Mesting Meeting Room Sheduled

Seart Date®  2020-07-01 End Date®  2D20-07-O7 Mesting Room e

sciinout

Columns displayed on the Meeting Room Scheduled interface

Room Code: Displays the identical number of the room.

Room Name: Displays the Raom hame,

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.
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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 Drevice Attendance Accesc Control Payrall Misitor m System . i

W Q = g Merting Aoem Scheduled

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.

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 t¢ 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 rcom or did not attend the meeting.
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10 MTD Module

Cur MTD module eases to wark with the access control devices that come up with body temperature
detection and mask detection features. [t provides real-time monitoring of temperature and mask
detection of all the users and provides various analysis reports.

Suppose if a person is detected with a higher body temperature status or detects without wearing a
mask, the superuser or the user who has permission to access the department to which the
recagnized person belongs can send an email notification to that person himself. And if the person
has access to Mobile APP, where the notification status is enabled, a message is sent to his
corresponding personnel mobile application account to notify that personnel,

10.1 Real-Time Monitoring

On the MTD module, click Dashboard > Real-Time Monitoring to view the mask and temperature
detection status details of the Employees.

MTD

-Time Mentaring

Abnorrrial Records Today Total: (& o 0 € 12172 Normal Records Todey Totel: [ 7

1111 2108

itk Mask With Mask =
Jacke: jackse . o

Cegar

Department Deartment - Departrent
2020-10-21 182247 2020-10-21 142246 2001021 182285 2I20-10-21 142245 2020-10-21 134408 J020-70-21 134138 F0R0-10-21 032233 2020-10-271 D22E2R3

21122 83N

o The Real-Time Monitoting interface monitors the body temperature of the users with theirimages
captured during verification.

3R26°C

With Mask With Mask

o
Department

e The mask and temperature data of a person gets collected only if the specific personnel registered
in the device,

o And, if the personnel is detected with high body temperature or without wearing a mask, the
detailed information of the abnormality details will be displayed on the Abnormal Records list,
atherwise on the Normal Records list.
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Real-Time Monitoring Features

« Abnormal Records: Displays the list of personnel with normal temperature.
¢ Normal Records: Displays the list of Personnel with abnormal temperature.

¢ OtherIndications:

:Iﬂ# Displays the total count of personnel detected with abnormal body
temperature and without a mask.

temperature,

ﬁ Displays the total count of personnel detected with abnormal body

Displays the total count of personnel detected without a mask.

Displays the total count of personnel detected with normal body
temperatutre.

10.2 Dashboard

On the MTD module, click Dashbeoard > Dashboard to view the daily and monthly statics of the
Personnel’s mask and temperature detection status.

Dashboard

e Daily Status Department Summary BAaed

Monthly Temperature -}~ Higher Tempersture Monthly Exception
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The following are the different categories of statics displayed on the Dashboeard interface.

Daily Status: Displays the daily statistics of the Personnel count in the following categories;

Persannel who have high ar abnormal temperature;

Personnel who are detected without mask;

Personnel who did not get detected with temperature and mask;

And the personnel detected with mask and normal body temperature,

Department Summary: Displays the daily statistics of the Personnel count by the department
wise in the following categories;

Persannel who have high ar abnormal temperature in that department;

Personnel who are detected without mask in that department;

And the Personnel who did not get detected with temperature and mask in that
department.

Other Formats and Operations: The following formats facilitates to view the report data
in different forms.

E Click to view the department summary in report format.

- Click to view the department summary in line format.

alll Click to view the department summary in clustered celumn format.

B Click to view the department summary in stack format.

Click to refresh the department summary data.

o Click to download the department summary report.

Monthly Temperature: Displays the monthly statistics of the Personnel temperature.

Monthly Exception: Displays the monthly statistics of the Personnel’s exceptional or abnormal
temperature.
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Status Indications:

[ Indicates the statistics of the Personnel with high or abnormal temperature.

[ ] Indicates the statistics of the Personnel detected without mask.

Indicates the statistics of the Personnel who did not get detected with

temperature and mask.
Indicates the statistics of the Personnel with normal temperature.
Transaction

This function displays the transaction details uploaded from the MTD device. If the detected body
temperature exceeds the threshold temperature value set on the software, then its temperature value

will get updated in red.

On the MTD module, click Transaction > Transaction to view the MTD transaction details.

Device  Aftendance  AccessControl  Payroll  Visitor  Mesting [N Systemn A i

sitondd | EmployeeiD
First Hams
Auta 2dd il Last Name:

Department
Pasition

Check Date
Check Time

fidnadd  Temperature
wiith Mask
area

L]

Uplaad Time

1e@OFFrEFFFOO;

Columns displayed on the Transaction interface

Employee ID: Displays the Personnel’s unique identity number,

First Name: Displays the first name of the Personnel.

Last Name: Displays the last name of the Personnel.

Department: Displays the department to which the recognized Personnel belongs to.

Position: Displays the designation of the recognized Personnel.
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Check Date: Displays the MTD detected date of the Personnel.
Check Time: Displays the MTD detected time of the Personnel.

Temperature: Displays the detected temperature value of the Personnel and if the temperature is
not detected, then the column will be left blank.

Upload Photo: Displays the recognized image of the Personnel.

With Mask: Displays True if the mask is detected and False if the mask is not detected.
SN: Displays the serial number of the Device.

Device Name: Displays the Device name,

Area: Displays the Device Area.

Data Source: Displays the source through which the MTD was detected.

Upload Time: Displays the uploaded time of the MTD data.

Report

The Biotime MTD Report provides a consolidated, factual, and up-to-date details of the Personnel
temperature and mask status.

The following are the different types of MTD reports.

Daily Detall
Department Summary
Abnormal Detail

On the MTD module, click Report to view the MTD data of the Personnel,

Daily Detail

The Daily Detail report displays the up to date detected body temperature detail of the selected
personnel,

On the MTD module, click Report > Daily Detail to view the MTD data of the Personnel,

Personnel  Device'  Aftendance  AccessControl  Fayroll  Visitor  Weeting [ECOIOM  System 8

Daily Detail

Start Date - 2020-10-01 End Cate 2020-10-10 Employes @
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Columns displayed on the Daily Detail interface

Employee Code: Displays the Personnel’s unique identity number,

First Name: Displays the first name of the Personnel.

Last Name: Displays the last name of the Personnel.

Nickname: Displays the nickname of the Personnel.

Department Code: Displays the unigue identity number of the Personnel’s Department.
Department Name: Displays the name of the Personnel’s Department.

Position Code; Displays the unigue identity number of the Personnel’s designation.
Position Name: Displays the Personnel’s designation name.

Check Date: Displays the MTD detected date of the Personnel,

Checked Qty.: Displays the total MTD detected count of the Personnel.

Temperature/°C: Displays the detected temperature details of the Personnel.

Department Summary

The Department Summary interface delivers the statistical report of all the personnel’s MTD status
of each department.

On the MTD module, click Report > Department Summary to view the MTD data of the Personnel
in each Department.

ZK Personnel  Device  Allsndance  AccessContral  Payroll  Visitor  Meeling Systern - £

Columns displayed on the Daily Detail interface

Department Code; Displays the unique identity number of the Department,
Department Name: Displays the name of the Department,
Employee Qty.: Displays the total Employee count of that Department
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Check Date: Displays the MTD detected date of all the Personnel in that Department.
Checked Qty.: Displays the total MTD detected count of all the Personnel in that Department.

Regular Qty.: Displays the total detected normal temperature count of all the Personnel in that
Department.

Abnormal Qty.: Displays the total detected MTD count of all the Personnel in that Department.

High Temperature Qty.: Displays the total detected temperature details of all the Parsonnel in that
Department.

Without Mask Qty.: Displays the total count of Personnel detected without a mask in that
Department.

Unchecked Qty.: Displays the total count of Personnel who did not get detected with temperature
and mask.

Abnormal Detail

The Abnormal Detail interface displays all the details of the Personnel who did not get detected with
temperature and mask.

On the Abnormal Detail interface, first select the required department on the left to view the
Personnel details.

Personnel Davice: Attendarice  Access Control Payroll Misitor Meeting MTD System A g .

Real-Tirre Montaring ararmal Detail

Start Cete. 2020-10-01 End Date | 2020-10-10 Employes @

Columns displayed on the Abnormal Detail interface

Employee Code: Displays the Persannel’s unigue identity number,
First Name: Displays the first name of the Personnel.
Last Name: Displays the last name of the Personnel.

Department Code: Displays the unique identity number of the Personnel’s Department.
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Department Name: Displays the name of the Personnel’s Department.

Position Code: Displays the unique identity number of the Personnel’s designation.
Position Name: Displays the Personnel’s designation name,

Check Date: Displays the MTD detected date of the Personnel.

Check Time: Displays the MTD detected time of the Personnel,

Temperature/°C: Displays the detected temperature details of the Personnel.

With Mask: Displays True if the mask is detected and False if the mask is not detected.

Configuration

Qur Configuration module of MTD interface facilitates you in managing the Personnel MTD data,
which eases your work and benefits in delivering up to date details of all the Persennel MTD data.

Fa

Persopnel  Device  Attendance  Access Contral  Payrall Visitor:  Meeting Systeni | 7&

Temperature Setting

This function facilitates to set the value for abnormal temperature, So, if a Personnel gets detected
with the set warning temperature, then the Persannel's body temperature will get updated as
abnormal temperature,

Temperature Warning: Enter the value for abnormal temperature.

Temperature Unit: Enter the unit of the temperature. Here, the temperature unit can be °C or °F.

Alert Setting

This function facilitates to set the alarm if a Personnel is detected with high temperature and without
a mask.

Temperature Alarm: Toggle to enable ar disable the Temperature alarm function.
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Mask Alarm: Taggle to enable ar disable the Mask alarm function.

Once enabled and a Personnel is detected with a higher body temperature or does not wear a mask,
an email notification will be sent to the person himself by the system superuser and the user who has
permission to access the department to which the person belongs. And if the personnel’s APP status
is enabled, the software will alsa push notification to the corresponding personnel APP account.

And the amail notification is in real-time, So, once there is an abnormal situation, an email notification
will get automatically sent to the corresponding Personnel account,

Example:

As shown below, a Personnel named Andy belongs to the Test Department, where the APP status has
been enabled for him and updated with an email account,

AccessSetting . AteadanceSetting  Document  AppSetteig  Payrod Settegs

Local Marme.

Email  andy(B8i8wuilizkteco. 1

NYNEIFNEIRENYHRENEERE
TED (£} (2D (P L [ = B 2 P D () (5B D [ED B R D ()

As specified, there are two system users;

Nancy, who is NOT a system Superuser, but has the permission of the Test Department and
updated with an email address.

I] L Login Lagin Times
st gy M | e dsasto i2
. )
mait 2 e i)
| mmierses e

RRARFRAR

o
Nancy 2020090- 12 B 4338 =]
4

EEIOTE SRR
Supense =
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2. And Nicole, who is a system superuser and has set with the email address.

First Mame
Last Mzmes  Fuang

Emal | nicole huang @ rebeco.com|

RO, 10 EZl

RHicole

Drate Jeined Last Login

$o now, when Andy has the mask and body temperature detection, and if he is not wearing a mask or
his body temperature exceeds the warning temperature, then an email alert will get automatically
sent to Andy, Nancy, and Nicole, where the email content is as below;

From: "nancy.xie”<nancy.xie@zkteco.comz;

Date: Thu, Jun 12, 2020 15:18 PM

To: "nicole.huang”<nicole.huang@zkteco.comz:

Subject: Mask and Body Temperature Detection Motification

Dear Nicole,
Please check the mask and body temperature detection information of 1

37.9 °C, Without Mask
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As Andy's APP status is enabled, in this case, the software will also push notification to Andy’'s Mobile
APP account. And on the software, there will be natification records:

Drevice Announcerment

& Bookmarks - T Filters =

Deiste Fush Publlic Natice Push Private Hotice P BH WM o=
Lafegory  Employes D Sonbent Sender System Sender
Privaie o
Pivate: T Bl n sk and bady temparatie detect i
Provale:  T3% i body temperatune defect__ |}
Tate oo temperabae detect 2}
vate Tomperatise detect |
Brivate 0 temperature detect - o ]
Frivate 0 temperatune detect Epidenic Sends 1}
Private i) beriperatire detect... Epidemic Sende Epidemic Seiwd F_=|
Brivate e tempraturs detect Epid=mic 5 Epitie rrder ]
Tt T temparatine detect Epidemic Sardar 1
Prvats:  TEE temperatie debect_. pidenc Sendsr Tl
Frivate dy temparatuse detect Epidamic Sendar ]

G ow o Bl owercos 1 e

And the following is the Mobile App notification message.

Private Announcement

Private

Mask and Body Temperature Detection Notification

Private
Mask and Body Temperature Detection Notification

Please check your mask and body temperature detection
information, 38.6 °C, With Mask

Private
Mask and Body Temperature Detection Notification

Please check your mask and body temperature detection
information, 38.5 “C, With Mask

Private

Mask and Body Temperature Detection Notification

Please check your mask and body temperature detection
information, 39.5 °C, With Mask
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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
expart, backup, data migration, operation legs, etc.

System User Management

Privilege Group Management

While using the system, the superuser needs to assign different levels ta new users, To avoid assigning
ane by one, you can set roles with specific levels in role management. You can also assign appropriate
reles 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

"Mame

Personne Device Attendance Payroll Access Visitor Meeting System

o A W

w = personnel (0/63)
2 OO Employee (0/17)
2 OO pepartment (0/6)
2 OO postion (0/8)
2 00 Area (0/6)
2 00O resign (0/7)
2 0D pecument (0/5)
2 OO workflow Node (0/4)
2 OO workflow Engine (0/7)
2 OO 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.q.: 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 amodule, select the Master check
box.

2. Click [Confirm] to save the settings.

»  Edit a Privilege Group

1. In the privilege group list, click the rale 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 ot click = icon in the same row of the role to he deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

2. Click [Confirm] to delete the selected privilege group.

&Note: 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 intetface:
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Add X

Username™

Password™

Password confirmation™

Cancel

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.

> EditaUser

1. Click the user name or click icon in the same row of the user to edit the user details,

Edit X

First Mame nicole

Last Name huang

Email 894603826@qq.com

FF Oty vi0
1
Enable {@ Superuser
Authorized Department -----—----- Authorized Area  ----------
Groups  all
Date Joined Last Login

Cancel

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 far 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

Password must be 8 to 16 digit combinations of letters.

Cancel

2. Enter the Criginal Password, New Password and Confirm the New Password. Click [Confirm] to
change the Passwaord,

Data Management

Database Backup

You can back up the data to prevent data loss. The seftware can be set to back up the database
automatically ar manually. And it also supports to restore the PostgreSQL database,
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»  Backup Automatically

1. Select [System] > [Database] > [Backup Automatically] to back up the data manually.

Backup Automatically X

Database™
Databaze Mame*
Store Path*
Frequency* Monthly
Day* 1 Time*  01:00

Backup photos

Cancel

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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Starage path and select whether to backup photos (including user photo, bic-photo, and attendance
phaoto).

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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Persormel  Device  Attendance  Access Contral Paym’ﬂ Visitar Meeting [EESEELY at ,!,

Biotimae7.0 WSS ZKTime.nat3.0

Claan Cache

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 cannect 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 Connection]. if it is successful, then click [Migrate].

Integration

Auto Export

Based on the time period and repetition frequency, the attendance data will be exported
autamatically.

» Add Auto Export Template

1. Select [System] > [Integration] > [Auto Export] > [Add] to set the auto export details.
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Add X
Code* MName™
File Name wWyy-MM-DD T

Data Template

{emp_codef\tifirst namel\t{last_namej\t{dept codel\t{dept namept{dateP\titime\tiverify typel\tipunch_st

ateP\t{work_codef\t{card_numberftiarea_nameP\titerminal aliasititerminal_sn}\rin

Format Setting Data Filter Setting Export Time Setting Export Path Setting
Shart Date Format®  yyyy-MM-DD Short Time Format®  HH:mm r}
ID Digits™ 0 File Format®  Tut

{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 |D,

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 uplocaded 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: Setthe 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 autamatic 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 L icon in the same row of the template.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] tc delete the selected template.
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11.3.2 Auto Attendance Export

Based on the set time and the set reiteration period, the attendance reports will get exported
autaomatically.

> 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

4

ID Digits* 0 File Format* Tt

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] tc export the attendance records.

» Delete Auto Export Template

Select the template and click [Delete] at the top of the template list or dlick (I icon in the same
row of the template.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] t¢ delete the selected template.

Page |224 Copyright©2020 ZKTECO CO., LTD. All rights reserved.



BioTime 8.0 User Manual

11.4Middle 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 0 n x

= e £ama Aftendance Epart Department

& Bockmarks = ¥ Fiters «

Dapartment Code Department Mama Submit Time Hag Tanget Time Status

11.5Lo0g

11.5.1 User Log

The log displays all the operational log records in the system.

Select [System] > [Log] > [User Log] to access the Log interface.,

i ;
System £k n 4
Greup 21t Attandance Expart Usar Lag
@ Bockmers= Y Fiters +
F S W
e IF address action Time Coatent Type Objct
achm
acimat
adirin
adms
addmin Suczess
admin Succass
admén \isitar Bt Seanner
adms Visitar Ext Scanner
admin
adimin
adimen
acme
admin T
adm Visitar bt &
admen Wisitar Bt Scarner Susccess: ]
admén Visitar Exd Scanmer Sutcess 1, Foded: 0
admin 17 1 Lagn User admin
admin wznL Lagin Ler adin Suceess
admén ) 2000 =t Vit Ext Seanner 3 Sugcass Success: 0 Rl 0
T n 2 3. @15 > Totml 15481 Records 1 | Tage [EENETNS

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 aperation.

Describe: The description of the operation,

11.5.2 System Log

The log displays all the system log recards in the system.

Select [System] > [Log] > [System Log] tc access the Log interface.

System e n ,
—

Greup Auta Attandance Bxpart System Log

& Bockmarks = ¥ Fiters «

Exacution Tima Oparstian Result Dascription

Resign Monitaring Success D, Fafled: 0

Actael O, Inactive: 0
Success 0 Faded:

Actiee: O, Inactive: O

Suocess

At 0, Inactive: 0 w

o 1 [ n 2 3 Tokal 20 Records 1. Page [
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Configuration Settings

Company Setting

The Company settings include the options to upload the company lego and the company name. This
company loge can be displayed in the exported report,

1. Select [System] > [Configuration] > [Company Setting] to access to the Company Setting page.

Pesonnel  Device  Atendance  AccessConlral  Payioll  Misitor  Meeting [ESRCHN o €N

Group it Attandance Eiport Company Satting

agoDisplay Mot Display

Company Name Company Mame Disglay Nt Display

2. Upload the Company logo and name. Set the corresponding display position. Click [Submit] to save
the settings.

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.

Chtain the mail server details and fill it accordingly. An example is shown below.
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System

% O = izt Attandance Expart

Company Satting Email Satting

SMTP Servart  stpzkteco.cam el
Farl 25 = s
Erviail Apcount* | suppert egebzkteco com

Fassaardt  sessssssssssssssssssens

&5 Note: The password is a ane-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 autharization password from the mailbox provider.

Email Address: Enter the Email address,

Enable: Toggle Enable to enable the email account.
11.6.3 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 Jln “'V.-

Group Alert Setting .
L Atterdance et Setting

When number of late exceads™ 0 s

When number of sary-leave exceeds” 0 e

‘When number of absent exceeds” Grnes:

* Weskly Dt Wednesday T {61500 Sending Day*  Guirrent Day

L1 Approve Alert Setting

Ermail 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 Number®

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 Servet’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 ar the

> Delete FTP Server

icon in the same row of the FTP server.

In the FTP list, select the FTP server and click [Delete] at the top of the FTP server list, or click L

icon in the same row of the FTP server.
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Prompt X

Are you sure to delete the selected 1 items?

Cancel
Click [Confirm] to delete the selected FTP server.
PDF Export
Select [System] > [Configuration] > [PDF Export].
oo Deice  Atemance AcomConl pon v vscios [ 2 KN

Group Alert Setting POF Expart

Foaterisf | Page/Total Page

Footer Right Tiee

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
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 numbser / total number of pages”, "author author + time",

Click [Save] to save the PDF export settings.

, time”,

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 n -
—

W O = e Brakmarks

& Bookmarks = ¥ Fiters =

Dielets F L D D=
Tithe Lier & Content Typs. = Filters sshared  Saved Time
Depatmentl admin Depactment {"Deparmznt Code cantain 1 %1% p1_dept code_contains1% SSa%22 12 2%507] ® 20200712 1541:53 W

> 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 baokmark.

Prompt *

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected bookmark.

11.6.7 Security Setting

Uner rmustt thangs paiserd o Sret lagin

Fnfneos Passened Expinecion

Smrced mmagth | Lowr () Medium Highar

% padt cotain 31 kact 2 o4 tha Follesing frpen minibess, e ind acial tharaciers

f wsrvers, bott vy s speclal character
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» Login Setup

{1) Single Login

If it is 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 legin interface,

Attendance

L WM GiobsiRule  Department Rule

Basic Setting Weskend Setting Dvertime Satting Calculation Setting APP Satting

Calculation Rule

When late exceeds™ 100 minutes count ss sbsence

When sarly-loave sxcesds” 100 >
(%) Opts! You had made a logout request in

Missing Check-lnas™  Late another tabfwindow, please re-login...

Wilssing Check-Out a5’ 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

Venhcation Code

Login Fingerprimt

{3) Lock Setting

If it is enabled, if the user enters login password incorrectly equal to the setlogin 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:
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BioTime 8.0

Admin Login

admen

Login ‘ Fingerprint

b}  When the user enters lagin password incarrectly equal ta 3 times within 24 hours, there will be a
prompt as following picture, The software will lock the user,

BioTime 8.0

Admin Login

¢)  After 60 minutes, the user can enter username and password to try 1o login the software again.

» Password Palicy

{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 Madium or Higher to ensure the software security.

(2) User must change password at first login
If it is enabled, then when the system users or employee login the software for the first time, itis
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 passwaord,
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 *
Department Employee Q Selected
Employe... First Name Last Mame Department Employe... First Name Last Mame
100027 ARIEL TOWarka 100027 ARIEL
10003 10003 4 10003 10003

100030 GABBY

100031 GERONIMO Q...
100033 ALAN SALAME...
100034 GERRY MAGAL...

TOWarka
10
TO
100037 ROMNAN JARAM... TOWarka
TO
10
T

Warka
(

Warka
Warka

100040 crizaldo OWarka

100041 LIMEESH PRAT... Warka

100045 ZEYAD Warka

100048 ADEL MOHAM... OWarka

100049 MOHD SALEH TOWarka

10nNSR AACILARAETY CA T arka
20 ¥ Total 12573 Records < b 2

Cancel

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

=1 A v QW
» O[3 pepartment (
» O zkTeco (0/2)

OO errq

CBT&sting

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 |D or Name to be searched in the textbox and Click Q.

Then the related emplayee 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 1o 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
Employe... First Name Last Name Department Employe... First Name Last Name
0000010, \FC
0000052. 2019 Nov echnical SSIL...
0000056, OWarka
0000567, Su Mo Tu We Th Fr Sa echnical SSILY...
0000367, 1 2 OWarka
0000367, OWarka
0000567, 3 5 6 7 8 9 Owarka
007 10 11 12 13 14 15 16 oha
0012345, OWarka
1 17 18 19 20 21 22 23 k
10 2 25 26 27 28 29 30
1000 OWarka
1nnNnt MMM arla

Clear | Now | Confirm

Resign Date®  2019-11-04|
Resign Type* Quit Attendance® Enable

Resign Reason

Cancel

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®: 2019-02-20

Now: Click Now to set the current date.

Clear: Click Clear ta clear the selected date if you want to re-select the date.

Time Selection

An example to add a narmal 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 x

Mame® Work Hours Assign To™

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™ C‘B:UDpS Cross O Drays Check-Cut Start™  17:00:00 Crass 0 Days
Cheack-In End™ Select Time Check-Out End®  15:00:00 Cross O Days
WorkDay* Hour Minute Second
o« HENIIEN
*MNotice
1Al the cross-da 07 o1 o1
(] 03 03
10 04 04 Cancel
11 05 05
Clear | Mow | Confirm

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 secand’s box, Select the "seconds” by scrolling up and down in the corresponding "second”
selection bhox.

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 .
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
Employee ID First Name Last Name Department Code Department Name Position Code Position Name Gender Hired Date
2 10001 Ko 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

&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) ta the system.

2. Click [Choose File], A dialog box will open as shown in the figure below,

Organize » New folder
- Favorites ] o Libaries
Desktop = System Folder

it

Downloads
| Recent Places [ Hemegroup
| ' System Folder

4 Libraries

= admin
-] Documents 3 System Folder
&' Music -

&=| Pictures ' | Computer
B videos &3S System Folder

«& Homegroup i Network
| System Folder

1% Computer 2 . Bevond Compare 3

File name: | v [AIlFiles

L Open |v] [ Cancel
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3. Select the file to be imported and click [Open] ar 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

& Note: Only .xls and .csv files can be imported.

4. Existing Data: When [Ignore] is selected, records with the identical Employee ID are not imported.
When [Overwrite] is selected, records with the identical Employee ID replace the earlier records.

5. Click [Confirm] tc 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

Cancel

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:

|G] Employee_2019-11-04-15-03-38_exportxlsx |

Custom Display Fields
Take the Employee’s list as an example:

Select [Personnel] > [Employee] and click icon on the top right corner of the screen, the field

selection window will pop-up as shown below:

7 7D
[+ 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 arder when the

icon appears after the field. After adjusting the order, click Confirm to recrder 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 7 and choose [Best Fit] to adjust the

column width, as shawn in the figure below:

% 0 = B Employer
&Fockmarkss T Fiters -

B Employe B Deltsn Impar Personnal Transter

Erpboysc k. FistMam_  Doparte. . Divico B fAea

A B RN R)

2 [ (2 3 (2 [ (5

JRR

. Emgloyee

Evploee

. Erogloyos

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



BioTime 8.0 User Manual

2. Click [Best Fit With Scale] to adjust the columns with the best ratio, as shown in the figure below:

T 0 Fersonnel

% O = ST Employee
B Ecckmards= T Flters =
B Emplore- - Dot bt Pesconsnsi Transi o Hces. F £ 92 B * =
Ervpicrpma I First Heme & . PP Statin Fingaepint = Fabn WL Fac
KTEST ° e 11 rfr|
F AT tentl @ - F
: 3 ‘testLonll = ar 1r1 L ™
L5} sl ) Z
: T2 L ° & i3
72106 anlL ° ]
pratrd il L] & i
= N Aunorized @ [# =
2 Hoz Authorized = iz]
- bint Austhorized L] i}
Teml st e irl
et tastt ™ B
F27001 el @ Wer 301 Z W
maH s ® ESC]
[ il & 8
) il ® EQ]
a3 nef2l '] gl
i anidl e iz
tatl e Fm
Ernp andl = ]
2 nle < 1B reisReo | 2| e

Multi-Label Function

You can navigate to any module by clicking the opened labels. There is ne 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 cpen any menu, you can see the
aopened menu label at the top of the page, as shown in the below image:

= = Ceicke Marrs Shart Datm Erat Dt Covrert Ty [ Wl

manuakog 20700 0200751 Manua Log =2 - =@

2. The menu <¢an 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 coler 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

bg 1.png
bg 2.png bg 3.png

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.

Tmﬂ Personnel

Add Exédatu ot Pesmisisnai Transtor B Mices: oL B Do F
= Ervgipes I Firat N Deartrrnt Divics Friviimgs Arn PP Shabin Frugaeprint Face Patn WL P
Departmant Ireptoen KTEST & ar 1001 Far|
- - AT HoDept Errdye st s E iriT]
oA Degartvant e ‘testLonld ] ar 21 i Zm
kit Doartant Envploysn i & &
T2 Duearteant Ervpioy il ° & i
72106 Demarment Irpioyee ot L) Z [
72107 Desartmnt Evglogan nnidl ] Fam
nl Troplogee Not Autharized ] E:!
n Erris Hos Auresized s T ]
F Al Evpinyee Hint Authorized L] [# &
T [ e— Eroploypem kL ° 1]
Hetmet ¥-Dapt Fropinyee ot £ ER <)
F2T00L Diecsartrnt t Ernpd cypem nnll a for 101 ir.4 Q
=4l H-epaarirreert Frpiosm - e AT
K533 [—— Errpcyen il & rr|
] Departit Ervplogen il ® FT|
a3 r— Erplyen il & [Edl T
L i Desartvmnt Ergioie nrll ® W
Klapt Eviloied et s Za
o i Desartant Eriployon andll ® e
G mle] f (B iR | 7 e [
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1.In the Filters section, enter the keyword such as Employee ID (The toggle button moves ta 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
T Department Code © X-Dept
T Department Name + Department
T Position Code Pepartment
. Department
T Position Mame
Department
T Area Code Department
T Area Mame =
T Email nl
T Local Mame nl
T Last Name Department
T Card NO. [-Dept
. .. Diepartment
T Device Privilege
B-Department
T APP Status Department
T Gender Department
T Fingerprint Department
T Face Department
T Palm X-Dept
T VLFace Pepartment

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 n The

filtered result will be displayed as shown below

Personnel

Q E e Employes Workfiow Bulder Drcument
5 o T E n
LB Ml T Employee Id contain 3 %
. W i Deme Ewon PeaoonelTeanedr ¥ 72 9 m o
Empioyes TE First flome = APR St Fingerps Face Paim =
o e & e ER:
e P 3 =@
[ L] & @
* e Z a8
Wa ® r 1t Tl
x s 78
™ @ e 201 & W
) & W
& 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 T 1o toggle whether the
search term is filtered or excluded.

For example, set multiple query conditions as follows:

% O = R Employee Wrkficw Builder Dacument
e = T b n n
L Ml T Employesid contain 7 % ¥ Area Name contain testl % Y Dep: HName contain ®
B o . ez Tmoar Peeanrne! Transdar e Mcrs # s 9D D e =
Ernpioyea 0 5 First blame & Tiepartment Caniicn Prilags Hren A St AR Face Falrm W
& - - i - Deparmant: s testt ol e e 1 ERC]
Tant E— Errployes [ ® Z @

% O = Lt Employee Workfiow Builder Décoment
o i T b n n
L Ml T Employesid contain 7 % ¥ Area Name contain testl % Y Dep: HName contain ®
v . ez Tmoar Peeanrne! Transdar e Mcrs # 5w om e =
Ernpioyea 0 5 First Mame & Tiepartment Diedice Privilege Area AT St Fingerprint Face Pl WL Fe
= i = 20 = Tepartment pinyes testhnilll e e 1L

§.
{
i 3
f
o
= im]
EE

&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:

% O = Lt Employee Workfiow Builder Décoment
o i T b n n
L s Ml T Employesid contain 7 % ¥ Area Name contain testl % Y Dep: HName contain ®
v o B o Ddee Ewen Persnnnet Transdar tim Hore # 5w om e =
Ernpioyea 0 5 First Mame & Tiepartment Diedice Privilege Area AT St Fingerprint Face Pl WL Fe
o 2 = 20 = Tepartment pinyes testhnilll e e 1L EfC
Tant E— Errployes [ ® Z @
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2. Click Bookmarks, select [New Bookmark]. Enter the bookmark name and click [Savel. The saved
bookmarks can be seen under the Bookmarks menu.

g . T-II'B Personnel

W O = Employee Werkoiw Builder Document
Bicckimietas ¥ P (@) m n
L Mo Bookmanks Eraipinell Lo Rena Mo cantain test] . | T Dem KName contain Dep =
b B More FL0w m o E
+ New Bockmark.
s | Tepartment Canvice Privilags Hren AT St Tingarprin Face Paire WL Fae

Daprartmest Errplcyes bk rinl}] ] Ve 101 - - 1 P
fN— Ervpleyes beat] ) Z@

Log View

An example to view operational legs is shown below:

Select [System] > [Log] > [User Logl. click D onthe top right corner to access the Logs as shown
in the figure below.

System

= = Liver A Eanbart Ty Dbjoct

Suceiss Sixcoass. O Failed: 0

Success Succes G Faiked

adener - -3 T 08AS

esNotes:

{1} The Logs interface displays enly the operation logs of the current operation module,

{2) You can view all log recards 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 not install, 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 cepy, 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 Praduct only to the extent that such activity is expressly
permitted by apglicable 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 ¢r 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.
| have carefully read and understood this Agreement, ZKTeco CO,, LTD.'s Privacy Policy Statement,
If YOU ACCEPT the terms of this Agreement:

| 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/Actual].

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. [t includes the configuration
of parameters such as Start/End time of the work, permissible late arrival/early leaving time range,
whether Check-infout 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/Actuall. 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-cut is optional.

Early Leaving

Early leaving includes the time setting for the corresponding timetable. [t 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-outin 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 emplayee, When a shift is not assigned to an employes, the attendance is
calculated based on the flexible shift and it can be considered as overtime on a day off or on helidays.
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 correspending 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 ong, 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 arder 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-aut 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,

Time in 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: Gne 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 shiftis 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 Cempany’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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