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1. Modify the content in Device management in page 4.

2. Replace the diagram which with Chinese characters.
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1. Overview

Time attendance and access control management system, including equipment management, personnel
management, attendance management, access control management and system maintenance five modules, is used
to realize the setting, authorization, data collection, real-time monitoring of the attendance access control
equipment, set the attendance system and process daily and monthly attendance reports.

2. Software Installation
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3. Login System

Default username of the TA&AC software is “sa” and no password, if need password you can go to System
Maintenance - Modify Password to set after logging in.

Access & Time Attendance Management System

User
Password
LOGIN CANCHL
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4. Device Management

4.1 New Equipment

Click ADD - Set the communication parameters — Click Get SN to complete the device. Then clock Save.
When adding a device, the device must have an IP and can communicate with the computer. The device should
connect the same network of the PC connected from the same router. For example, the IP of PC is 192.168.0.xxx
and the device should be the same 192.168.0.xxx. Be sure to select the suitable device type, machine number and
communication parameters. The use of the device requires access control attendance, so that the device record can
be seen in both the attendance record and the access control report.

[E] Time Attendance & Access Management System - [Home] - X

Terminal Management  Personnel Management  Access Management  Time Aftendance Management ~ System Maintenance

Access & Time Attendance Management System B
o Y Q Wizard @ Help

g Terminal Management >

a Personnel Management >

1. Enter the terminal setting interface

ﬁ Access Management > E .
A Qa |

* Time Attendance 5
Management Terninal Information UploadUser DataTo T DownloadRecord Froa
Setting Terminal

a System Maintenance

[The currenttime : 2019-03-27 12:05:10

gement  Time Attendance Management  System Mai

Access & Time Attendance Management System B
o Y Q Wizard @ Help

2. click Edit to edit the device info
g Terminal Management > ation Settin 5. click save to save the configuration x
- £ Sare ] 4 Cancel 3. insert the IP address of the device
- = == B Conmunioation Conmuni oation Paraneter

1. Select the device Ternin: ol HO 001 % Termin sage ACCESS ANd Atten - —': TP: 192, 168. 123 175 I|
ernet (TCP/IP)
a Personnel Management set by default Terninal Hame: door oMt [In 2 T Port: 080 %
or add new device Terninal Type: DynamicFace Tem |« Terminal SH: /P ssssss . prm—
Fofilons |[Soamstigy | G=asH] 4. click to get the SN of the device

TerminalSettings | Terminel recistered user List | Dymamic Face Parameters Settines |

ﬁ Access Management >
Time Attendance $
Management 4

a System Maintenance

[The currenttime : 2019-03-27 12:49:12
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Different settings for achieving different functions of the device:

A. Set the live switch and the recognition distance setting here

E Terminal Infarmation Setting X
- terninal list o+ add 2Bkt | RDelete | D) 'S
E 001 -door-Dynamic Face Ternl
I
1. select the device door
HFSecuri tw
Terminal Settings | Terminal registersd user lis)/] DynamicFaceParametersSettings ]l 2. select this tap for
E— L Froperty Settings - settings
S ey Hane: | The Wame OF The Company Voice Node: 20 Broadoast Hame -
Pany
Recognition Distance: 3: Within 1.5 Meters - I Voice Custom: inams}
Recognition Score: g0 Dizplay Mode: 1 Display Hame -
o] Recomition Intervalisy: o= Display Custon: | (namel
Serial Port Mode: 100: Custom Wigan Signal - Multiple Face Detection: 1: Detection and Recognition of Mul -
Serial Fort Custom: 4: Output Enroll HD. (wg346) Stranger Switch: 1. Do FNot Recognize Strangers -
Slogan: Stranger Kecognition Time Scale: 32
Company Profile: Stranger Voice Mode: 10 Mo Voice -
Wigan Output: 1: Output Card Fumber (wg28) - Definition OF Stranger Voice; Stranger
Opening delay (ms): E00 IIn Living Recogaition Leval: P, Heject ENotes end Videos e I
Set FU;gS:?;tli“g 4. security level
\ 4
Check Online EBasic Farameters l Wetwork Farameters l Callback Parameters\! Prﬂlert!SetlillSi Display Settings l Terminal Restart And Resei 4 &

B. The management of IP has two modes, DHCP and manual configuration mode. If it is DHCP, the server will
automatically obtain the IP address. If it is manually configured, the user needs to manually set the static IP. IP
addresses are the same and will take effect after rebooting.

E Terminal Infarmation Setting X
- terninal list o+ add 2Bkt | RDelete | D) 'S
00l -door-Dynamic Face Term
I
door
HFSecuri tw

Terminal Settings | Terminal registersd user lisp’ DymamicFaceParametersSettings |

Hetwork Parameters

Wifi Fame:
IF: 192 168123 175 1
H Wifi Fassword:
4 . 255, 255, 255.0 1
Subnet Mask: IF: 192 168.123.175 1
. 192,168, 1.1 1
Gateway: Gateway: 192 168.1.1 I
K3 8.8.8.8 I IS: 5.8.8.8 1
DHCP Made: i DHCF Mode: DHCE ¥
DHCP
Mannal Settings
Set Set

Hote that setting network parameters 1=z only for the cwrent terminal

Check Online EBasic Farameters ¥e twork Parameters l Callback Farameters l Froperty Settings l Display Settings l Terminal Restart And Rese: < P
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C. Setting the digital output and Wiegand signal output method here.

e Setrelay output

E Terminal Infarmation Setting X
O [® terminal list + add 2 Edit ® Delet: | [5) ba!
00l -door-Dynamic Face Term )
I
door
HFSecuri tw
Terminal Settings | Terminal registersd user list” DynamicFaceParametersSettings
Property Settings
Company Name: The Hame Of The Company Voice Mode: 2: Broadcast Name -
g Recognition Distance: 00 Unlimited = Yoice Custom:  Iname}
: Recognition Score: 02 Dizplay Mode: 1 Display Hame -
o] Recomition Intervalisy: o= Display Custon: | (namel
ISerial Fort Mode: i Relay S1gnal HES Multiple Face Detection: 1: Detection and Recognition of Mul -
Serial Port Custom: ; ﬁzlgiti‘ijnal Stranger Switch: 1. Do FNot Recognize Strangers -
Slogan: i 33:;‘:: g;rgaf; Stranger Recognition Tine Seale: 3s
Company Frofile: |[100: Custom Wigan Sign Stranger Yoice Mode: 11 o Veice -
Wigan Output: 1: Output Card Humber (fe26) | Definition Of Stranger Voice: Stranger
Opening delay (ms): 002 In Living Recognition Level: 3 Heject Photos and Videos =
R sl
‘ » Repmfimell
Check Online EBasic Farameters l Wetwork Farameters l Callback Farameters Froperty Settings l Display Settings l Terminal Restart And Resei 4 &

e  Setting Wiegand signal output and wiring. There is an example of connecting with the access control
circuit board

E Terminal Information Setting *
=5 2l list o+ nad # Edit o Delete = L)
~door—Dynanic Face Term :
T
1 54E0F4222CE007E2
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|
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}
Property Settings
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@ Output Card Humber (wzZ6) —
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Wigan Cutput: Defigfti anger ; R
ck oset to complete the setiing
Opening delay (ms): 5000 Ho Rejection of Fhotas =
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D. Setting device reset or reboot here.

E Terminal Information Setting

terminal list
001 ~door—Dymamic Face Tml

Aovess and Aten_-

| il | 2Bt | RDdete | [ L)

192, 168,10, 224 X

= | o ]
I
‘H:FSecurity |

r
Terminal Settings | Terminal registered user lim I

Terminal Reset Terminal Restart
Terminal reset will empty the database,

delete all information ineluding Restart the terminal through seftware
records, photos, features, personnel,

cantrol
please be careful to use!!!

Terminal Reset

4 Terminal Restart

Hote that only for the cwrrent terminal. Hote that enly for the cwrent terminal.

4 i 4

Basic Faransters | Network Paransters | Callback Parameters | Froperty Ssttings | Display settinm“_

[ Check Online |

4.2 Viewing and Deleting Device Data

It can be achieved by clicking " Terminal registered users list " to check what registration information is on
your device in the " Gather User List From Terminal *.

E Terminal Information Setting

= [ terminal list
00l -door-Dynamic Face Term

*

CFadd | 2Bkt | R Dedate | D)

.

[ oz Access and Atten -

= | wwmne ]
Cynamic Face Temrn -

|}|1’Secur1 tr |

Termimall SettinM Dymanic Face Parameters Settings |

Gather User List From | Save Perzonnmel Information
Terminal Into Databaze

192, 165, 10. 224 I
090

|

|/ Read Hame |/ Read Fingerprint/Face

4« i | »

| Check Online |
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4.3 Clearing Information on the Device
You can clear the currently invalid information on the device by clicking " Clear All User " and " Clear All
Logs " on the " Terminal Settings " tab.

E Terminal Infarmation Setting

-2 [ terminal list + add 2 Edit ® Delete [ o -
4@ [E 001—door—Tynamic Face Term -

oot Accessand Atten - 192, 168. 10, 224

door in - 8090
Cynamic Face Tern - 12348678

HFSecuri tw

A Terminal Settings | Terninsl registersd user List | Dymanic Face Paransters Settings |

Read Terminel Time Set Terminel Time | Clear All User Clear All Logs

Check Online
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5.Management Staff and Organization Information

5.1 Organizational Structure Management
In the personnel management-institution management, the company's organizational structure can be added,
deleted, and changed. The organizational structure can also be imported or exported in the form of a table.

[ Tirme Attendance & Access H — X

Terminal Management  Personnel Management  Access Management  Time Attendance Management  System Maintenance  Windows:

Access & Time Attendance Management System "
g y Q wizard (@ Help

E Terminal Management

1

[B) Department 2 X
Depar tment + add 2 Bt R Delete = L) [ Export it
ﬂ Personnel Management >
Deparment H0 01
A pwation Dyt 3 Deparment Nane Sales Dept
ﬂ Access Management > Parent Department G WSeewity
Hotes

“

Time Attendance 5

Management P
a System Maintenance

|The cumenttime: 2019

5.2 Personnel Information Management

Individual personnel information can be added in Personnel Management-Personnel Information Management.
Editing, deleting, batch resignation and batch modification operations can be performed on existing personnel
information. Personnel information can also be imported or exported in tabular form. Similar to the registration
number, the personnel number is used to distinguish people, and the registration number is used to output the
Wiegand signal.
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[A] Time Attendance & Access Management System - [Personnel]

- X
Departner s | gEie | xoden | B - | BErint | Phgort | @Ipert | Slewe | S atchmlic
-~ B WS eowrity
L iy O1=5ales Dept Work ID Fame Entry date(»=): - - - ML & 0n Job Leave T ey
5 02-R8D Dept
Deparnent Znroll Entry enployee  resigmation Fingerprint Fingerprint Fingerprint Shift By
L. &, 03-Operation Dept ‘ = Work 1D Fane i Card o Gender ICard B e T passwerd Card  Passord i & 3 Face EN

o Besigintormstion [ sttenbunce et |

Deparment Hane ‘ ‘
Work 1D ‘ \ Hane ‘ ‘
Brroll W00 | Card 0. |
Entry date \ -= ‘ Gender ‘ . ‘
mw I Telephone: | |

Enployee status: 010 /00 -]
Fation ] Birthdsy ]
ddress |
Title: [Please select | Job: [Pleaze select |
Benark |

If you are entering people in bulk in the form of an excel form, you need to download the template.

[B] Time Attendance & Access Management System - [Personnel] — bs

-~ B WS eowrity 1
| 2, O1-6eles Dept Work 1D I:l Hane I:l Entry date(>=) %00 Job Lewve | query
& 02-R8D Dept
Deparnent Znroll Entry enployee  resigmation Fingerprint Fingerprint Fingerprint Shift By
L %, 03-Operation Dept ‘ Hame Work ID Fame Hor Card Fo Gender TiCard Tate e ten password  Card Password 1 £ 5 Face Dby

8 Personnel information impert

Plasse choose parsonnel infornation sxesl shest

sheet exported.

chosse sncel file to import |

Shift by default

o Besigintormstion [ sttenbunce et |

o fane
Brroll W.© | | Card W0, |
Entry date \ -= ‘ Gender ‘ . ‘
mw I Telephone: | |

Znployee status: 06111200 -]

Fation | Birthday, ]
ddress |
Titles [Flease selest o« | Job: [Flease select |
Benark |
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A B C

3 D G

El Department User ID hame Enrolled ID SN of card  Gender No of ID card Date of Entry  Status
Al Depthlame 00001 Ben 00001 0000000001 Male 2018-08-09  in office
Depthame 00002 Jerry 00002 0000000002 Male 2018-08-10  in office

Team

Records table examplexls - FEEEEN - Excel

WENXIANG Yin

£ EEREBER

Date of

J
f Leave Pas:

=l i BEE 2 iy
ZHEt =R D omA BB om HEFAIRE B
IR - U - ol . -

== L5 =

N o Q R v
ard Password Finger! Finger? Finger3 Facial Working time period TArules Weekends Remark Date of madification
DayTime il Offwork 2018-41-09 15:41-13

DayTime Offwork 2018-11-10 08-21:08

K
sword C

N N N

The methods of importing personnel data and image.

Personal
info import
demo

Records
table
examplexls

. = N

’ UserPhoto

-y

Records
table
example.xls

LI

Reg

Example photo named
follow the format:
‘Enrclled user ID°_'Image Mo’

1.20jpg

Used to store all the users’ photos.

The records that need to import into the device.

Refer to the “Personnel Data Import Template” in the installation package for details.
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5.3 Card Information Input
After adding the personnel information, click the online registration card number or read the ID card to enter

the card number information for the person.

[E] Time Attendance & Access Management System - [Personnel]

Terminal Management  Personnel Management  Ac

Departner It
~- [ WSecurity
i 7% D1-Sales Dept Hork 1D
&5 02-R8D Dept

. enplovee Fingerprint Fingerprint Fingerprint shift By
o g D3-Operation Dept status S 1 2 3 Face Defailt

)
Deparment |y o . ender Entry
Heme Date

» e - o o o
Sales Dept 2018-12-25  On the Tob

O O O
Salas Dept o018-12-25  On the Job O ] O
i O O O

Day shift

&oonooooz

Opes oe onig-122s  On the Job

Deparnent Nane: | 553 02-RAD Dept -\
Work 1p; 0000 Wame: Austin
Enroll §o. . 00001 Card HD, . 0000000001
Entry date: 2018-12-28 Gender: male =
1 m Telephone
Enployee status: O ife ok
Fation Birthday: ~ ~ -
Address
Titler Flease select Job: Please select
iCollecting Face Photos:
Renark
Whether g0 on add

5.4 Face Information Input

Input a face photo for the person (method 1):

After adding the personnel information, click on the collection face photo in the personnel details - select
device - online registration, according to the instructions on the device to enter the photo, you can complete the
collection of face photos, please note that a person can only have a maximum of three registrations photo.

m Maintenance |

i ® Save 4 Cancel a8 (=4 ) & E(N
=~ [ s
i 33 01-Sales Dept Work 1D Hame Entry data(>=): |~ — query
! :E;“f,‘ﬂ,‘ii‘,’; Dept ‘ Doparmint pkrp o wme O cwam Gender meerd WO i pesmwerd Card  Fasmord TRGepPrint Tingemprint Finge [ e
» EAD Dept o0ao1 Austin 00001 0000000001 male _nn the Job _ O O O O O ] Day shift
Sales Dept 0002 Betty 00002 0000000002 female o018-12-28  On the Job O O O O O [m] Day shift
obpoz Tracy 00003 0000000003 female 2018-12-28  On the Job [m} O O [m} O a Day shift
0004 Toe 00004 0000000004 female 2016-12-25  On the Tob [m] O O a O O Day shift

Personnel

A_GetPicNeedSaveUser

Deperment Hame: B HFSscurity

Work Ip; | gemerate automat

Zemerats sutomate Card 10

Enroll MO

Entry date’ 2018-12-28 Gender: female

I W Telephone
Eaployee status: |On (e Jon
Fation Birthday: ~ - -
Addrass
Title: - Tob

Renark

Whether zo on add

-13 -
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A. Online Registration
*

Each perzon can store up to three photos. After obtaining the registration, the photo featwres will be stored When registering, priority
w1ll be given to the registration features, and mo featuwres will be registered. If the databasze haz featwres, we must delete the features to-

Work Ip: 00005 Hame: Emily Enroll HO.: 00005

The database stores face Face 1: Ho Face(Ho feature)
tizédrmetil et E Please select terminal firstly

Face 2: Ho Face(Ho feature)
Face 3: Ho Face(Ho feature) terninal list
I@ . 001—door—Dymamic Face Terminal(U)I
DnlineFaceRegistration I Getting Face from Local Ce% 4 r \ bzt
TerminalTp: 001 Select Terminal ____—____.—-——‘_-—_——’_

G

Orline Reg Get Reg.

ooood
*

BV

When registering orline, wou need to send persomal
information. Flease ensure that the name registration number
iz not empty and valid After clicking on online
registration, pleaze refer to the terminal prompt operation.
After suecessful registration, wou can obtain the regiztered
face data by obtaining registration information. Hote that
obtaining registration may overwrite existing photos and
zave registration information to the database.

Check Online

Delete Photo [

5! Collecting Face Photos %

Each person can store up to three photos. After obtaining the registration, the photo features will be stored When registering priority
will be ziven to the rezistration featuwres, and no features will be regiztered. If the databaze has features, we must delete the features t=o

Work Tp: 00005 Hame: (Emily Enroll Ho, . 00005

The database stores face Face 1: Ho Face(Ho feature)
informatioen:
Face 21 Ho Face(Ho feature)
Delete the checked database
Face 3: Wo Face(Ho feature) regizstration information

Inline Face Registratio_;’ GettingFace fromLocal Camera | 4 P FPhota Lict

Fleaze center the face image.

Snap Delete Fhoto
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B. Upload Photos Registration
a5 Collecting Face Photos 3

Each perszon can store up to three photos. After obtaining the registration, the photo featurez will be stored %When rezistering priority
will be ziven to the registration features, and ne featuwres will be resistered If the datasbaze haz featwres, we must delete the Featurez too-

Work Tn: DO00% Wame: Emily Enrell W0, UO00S

The database stores face Face 1: Ho Face(Ho feature)
information:
Face Z: Ho Face(Wo feature)
Delete the checked database
Face 3: Wo Face(No feature) registration information

tration I Getting Face from Local Cemerﬁ “E].oadi]mtos Photo List

Face Fhoto 1:6_201

Select the photos stored in the computer. Make
sure the face of the image 15 clear.

Select Photo

Delete Fhato

Input a face photo for the person

[E] Time Attendance & Access Management System - [Personnel]

Terminal Management  Personnel Management  AccessManagement  Time Attendance Management n Maintenance
TDepartner + B 5
= [ HPSecurity

i s8a D1-Sales Dept Vst aiy e

& 02-R4D Dept
Lo i 03-Operation Dapt

‘ Deparnsnt  polp o Fane Gonder Eatry mploves  resigabion o ol pesmerd Tingermrint Fingemprint Fingprint g Sy

E&D Dept 00001 hustin o018-12-28  On the Job O O ] O Day shift
Sales Dept  DOO0Z Betty on16-12-2  On the Job Day shift
Day shift
ey shift

Day shift

Operstion . 00004 Toe o01a-12-28  On the Tob

WSecurity 00005 Inily _Un the Tab

O O O O
Sales Dept 00003 Tracy on18-12-28  On the Jeb O O O O
O O O O
O O O O

Formation | Attendance set

Deparment Hame: B HFSscurity .
Work 1p: 00005 Nane: Emily
Enrell ¥, OOO0S Card B0, ; 0000000005
Entry date: 2018-12-28 = Gender: [female =
mm Telephone

Eaployee status: |On (e Jon -

Fation Birthday: - — -
Address
Titler Flasss salest  « Job [Plesse seleot [v]
i Eallerting Fava Fhotos
Eemar]
Whether 2o on add Orline Aoe5  goad 10 card
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Obtain the user list from the device, click Device Management - Device Information Settings - Select Device -
View Registration Information List - Save People and Registration Information to the database to save the
personnel information and registration photos on the device to the database.

[E] Time Attendance & Acc:

Terminal Management nnel Management  AccessManagement  Time Attendance Management ~ System Maintenance

Access & Time Attendance Management System Q .
Wizard (@) Help
x

[E] Terminal Information Setting

— O ternina list 4 add ZEdt | % Dalete | RN
[ oo1-door-Ivnamic Face Term -
Terminal Management

0oL Access and Aften - 162, 168. 10, 224 1
door in - 2090
DynamicFace Term - 12346678
Personnel Management WSeourity
Terninel Settin: i i ist | Dymenic Face Paraneters Settines |

Gather User List Fron |[Sav
Terninal Into Database

|/ Read Hame / Read Fingerprint/Face

Access Management

Time Attendance
Management

O & B =

System Maintenance

R R

Check Online

orsa
[E] Time Attendance & Access Management System - [Personnel] - hs
Terminal Management | Management e i d geme Maintenance
Departmer =+ add £ Edit ® Delete - & Frint [ Export | (4] Inport B Leave A Batchmdit
= [ HFSecurity
i 33 01-Sales Dept Work ID Fame Entry date(>=); -~ T Ml #0nJob  Leave query
& 02-ReD Dapt A B 3 3
I co-operation Dept ‘ Trament wukzn o owe 00 cwdme Gender meed vy emplovee  resigation Lo fad  Passerd TRESTPRIRG Fingemprint Fingeprint gy, Shift
» Sales Dept  D000Z Betty 00002 0000000002 femals o018-12-28  On the Job O O O O O O Day shift
Sales Dept D000 Tracy 00003 0000000003 female o018-12-28  On the Job O O O O O [m] Day shift
Sales Dept 00005 Enily 00005 0000000005 female 2018-12-28  On the Job [m} O O [m} O =] Day shift
R4D Dept 00001 hustin 00001 0000000001 nale 2016-12-25  On the Tob [m] O O a O O Day shift
Operation. .. 00004 Toe 00004 0000000004 female 2018-12-25  On the Job O O O O O O Day shift

m[ kttendance sat |

5 01-Sales Dept

Deparnent Hane

Work Tp: 00002 Name: Betty
Enroll ¥o.: 00002 Card ¥O.; 000000000Z
Entry date: 2016-12-28 Gender: el -
mm Telephone

Eaployee status: |On (e Jon -

Fation Birthday: —
Addrass
Title: |[Flesse select -+ Tob; [PLesse select
Remark

(ps: Please refer to the “Registration Photo Specification” for registration photo requirements)
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6. Authorization Management

Click the Upload User Data To Terminal under "Terminal Management"”, select the personnel and equipment,
click "Allow and Upload", you can send the personnel information and face to the device, click "Prohibit and
Upload", you can put the personnel information and people The face is removed from the selected device.

[E] Time Attendance & Access Management System - [Home]

‘Windows

Terminal Management  Personnel Management  Access Management  Time Attendance Management  System Maintenance

Access & Time Attendance Management System "
g ¥ Q Wizard ® Help

Terminal Management >

Personnel Management >

Access Management > g .
Time Attendance S

Management Terainal Information UploadUser DataTo T DownloadRe cord Froa
Setting Terninl

O & B =

System Maintenance >

& Upload User Data Te Terminal

Klow hnd | 5 Frohibit And
Upload |

| Get Information From Huery Reg:
2 Upload |7 ; 2 .

ati .
Terninal Infornatis et
oL ¢ e — Second: Seleot Doors

——--——-~_\kr v B HFSeourity
Hi -

Work T0/Fame |Card Hoo | A | Delete il tiSalect. . I ~ 7 [B v01-deoz-Dmanic Fave Terminal (U} |

=~ B wsecarity o Terninal Tnstallation fres
—-[& & 01-Sales Dept —
8 00002-Betty
2 00003-Tracy
8 00005-Enily
—[@ & 026D Dept
[ L 00001 —Hustin
2 [ & 03-Operation Dept
L@ B 00no4-Tee

4 8llow | % Prohibit

~._ TIree

AL ®0n Job Leave Check Online
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7. Setting Attendance Rules

7.1 Shift Setting

The shift setting is used to set the commute time of each day, the number of times to punch, whether to count
late, leave early, and absent. This is the most important basis for attendance data processing. The shift is referred to
as the time when the shift is displayed. One shift corresponds to one day. Each shift can include several working
hours. You can set whether you need to punch in or out of work. The number of days and hours after attendance
processing are calculated according to the settings in the shift. (Please refer to the appendix for the corresponding
parameter values of shift settings)

E Time Attendance Basic Information Setting X

o sdd 2 Edit | W Delete | [ ey

Set Shi fix ]. Set Holiday I Set Yeekend I Set Time Attendance Eule ]. Fized Shift I Set the attendance results

shift name Shift Hame: davtime Abtrev: IT Feriod Count:
Day shift
» daytime Results  On Time Off Time Hour Count Day Count
nightTime

One

7.2 Holiday Setting

The holiday setting is generally set to the national statutory holiday (such as: New Year's Day, May Day,
National Day, Mid-Autumn Festival, Spring Festival, etc.), and can also be flexibly set according to the company
system. Holidays are for all personnel.
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E Time Attendance Basic Information Setting X
| +Add I i Edit I ® Delete [ Save ; ﬁ Cancel

Set Shiﬂm Set Weekend ]- Set Time Attendance Rule

Fized Shift ]- Set the attendamce results I

‘ H%almdeay Stzli.nileng ended time &
» Labour Dayw 20190501 20190504

Start Date: 0190501 -
End Date: =018-05-04 -

7.3 Sabbatical Rest Setting
The Sabbatical rest setting is used to set the weekly rest day of the enterprise. Some companies have weekend
breaks, some take a day off, some take a day and a half off, and some companies do not have a fixed weekend

break. It can be set according to your needs. Each person can set a default sabbatical rest when inputting personnel
information.

E Time Attendance Basic Information Setting X

| 4= ndd I # Edit I “Delete[ [B) save y ¥y Cancel
Set Shifts | Set Holida

Set Time Attendance Rule Fixzed Shift r Set the attendance results I

Weekend
Hame

Weelend

weelkend Wo.

Sun, Sat Heame: [Weskend

Weekend: oo Dunonon
S| Zat. a.m [+]Zat. pom.
Fri.a.m Fri.a.m.
Thor. o m. Thuor p.m.

Wed o m. Wed p.m.
Tues. 2. m. Tues. p.m.

Mon. 2. m. Mon. p.m.
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7.4 fixed shift provided

Fixed shift set up is mainly for the later scheduling service, that is the minimum rule which needs to obey in
the follow-up scheduling, such as three shifts (morning, noon and evening), then the fixed shift’s unit should
choose days, scheduling cycle of 3, if there is a day off directly choosing not to set the shift.

E Time Attendance Basic Information Setting

I -+ L4 I x | [E) Save ¥ Cancel |
Set Shifts I—\Sit Holiday I Set Ws

A Cwcle Shift Hov : 1 Cwele Days
Shift Cwele by weekl e 1

Set the attendance results

et Time Attendance

Fix Shift ID; SHift Cyele b Fix Shift Fame 0) Jl B} Shift Cycle:

7.5 attendance system setting
Attendance system is the rule for enterprises and institutions to calculate various attendance items. All

employees share a set of attendance system (please refer to the appendix for the corresponding parameter value of
the attendance system).

E Time Attendance Basic Information Setting X
I rd | Save I ﬁ Cancel |
Set Shifts I Set Holiday I Set Weekem Fixed Shift I Set the attendance results I
Overtime Abnormal
Zhow many minmtes will UE
Early arrival: Calenlate A= ® Fot Caleoulate As caloulate as late:
Overtime Overtime how many minutes will
UE Late Or Leave Early Hot
aleulat 1 1; : :
Late d. ture: Calculate As ® Mot Caloulate As LAt .93"9 991: Y Deduct From Workine Time
ate departure. | A ; : . Zhow many minutes will SUE
Uvertime Uvertime caleulate as absent:

Is early arrival or late departure overtime

need to be manual register: Buziness Trip, Go Out

ime} Calenlate As Worki ® Fot Caleulate Az Werki
® Feed ,Caleunlate Overtime hccording To fireuell (ime : Timz ke hs weriing - T?me Fulate As Werking
Rezizter ind Funch Time
W Heed , Just By Punch Time Out: _ -Clalculate As Working !-N?t Calculate As Working
s Time Time
Time
Is weekend overtime need to be mamual Others
ister:
HOBESE how many mimmtes will caenlate az ome- DE
® Heed ,Caleulate Overtime According To
Rezizter And Punch Time
Fo Heed , Tust By Punch
Time
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7.6 Shift

The system provides two scheduling methods:

One is the fixed shift: the default shift of each person is directly set when the staff is recorded. This method is
suitable for the staff on the fixed shift, such as the staff working in the office buildings or office, who usually work
for five days and rest at weekends. For this kind of employees, they only need to set the working time and vacation
type, and directly select the default shift and rest on weekend when the personnel is recorded.

[E] Time Attendance & Access Management System - [Personnel]

Tepar tner + z x Save ool | [ad el & 4
= [ HFSecurity
i 1 Salue Dept Verk 10 f | Entry date(>=): [~ - ey,
7 0Z-RaD Dept 1 - . A A
L i 03-Operation Dept ‘ "EP‘";;"% w“‘ 1 Fane el Card He, Gender meard ey enployee  resigation ooy 4 Cord  Passeord Tingefprint Tingerprint Fingerprint g, S
» | Sales Dept Uuwz‘l Fetty 00l lvuwuwuuz female _Un the Job _ [m] O [m] [m] [m] [m] Day shift
Sales Dept  DOO0F Tracy 0003 0000000003 female o018-12-28  On the Job O O O O O [m] Day shift
Sales Dept  DOO0S Enily 0005 0000000005 femals on18-12-28  On the Job O O O O O = Day shift
R4D Dept 00001 hustin  0gfo1 0000000001 nale 2016-12-25  On the Tob [m] O O a O O Day shift
Operation. .. 00004 Toe oghnd 0000000004 female 2018-12-25  On the Job O O O O O O Day shift

asic infornation] Attendmee set

Shift by default: Day shil - Fational weekend by default: YWeekend
Attendance password Confirn attendance password:
User type

Personal Fingerprint Delete Fingerprint/Face Fron I

[The current tim o \ wezd |

The second is scheduling: after setting up shifts and fixed shifts, you can directly arrange a period of working
shift for a group of people. This kind of scheduling is suitable for personnel who are not on a fixed shift.

1.Setting up shift or fixed shift. Please refer to the related settings in the attendance basis project setting for the
shift setting and fixed shift setting.

2.Generating scheduling table. Enter the "attendance report” module of "attendance management”, click
"scheduling table™ and enter the scheduling page. Scheduling records must be generated every month in order to
query the scheduling table.
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[F] Time Attendance & Access Management System - [Time Attendance Management] - X

Terminal Management  Personnel Management £ nagement System Maintenance  Windows

Date 2018-03-01 —2019-03-31 Werk ID l:l Depars Ml @0n Job | Leawe ; Query | Process  Bxport | print |
[l Please sslect E| Set Te Selected \ Pleaseselert .| St b sslected || Cear Shift For Camoel AL Swve M1

‘ “’P;:m'":"‘ York ID Fame date 1 2 3 1 5 3 7 8 9 10 11 12 13 14 1§ 16 17 18 18 20 21 22 23 24 25 26 27 2% 29 3 3

» [

srmel (s s Spacial Attendance Signed | Time Attandsnce Record | Day Attendance Lizt | Month Attendance Lict | Abnornal Attendance Lizt | Wonthly swmnary report for perzonal | Symbol Reports
5 - = 5

3.Scheduling. In the schedules identified above, you can choose to modify a particular period of time shifts
individually or in batches. There are three ways to modify shifts:

a) Modify the flight of a certain day individually, you can select a certain day, and click the drop-down box
that appears to select the corresponding abbreviation.

b) Setting a certain period of time as a specified shift. You can pull the mouse to select a batch of records,
select the shift, and click "set to the selected cell”.

We take the white-middle-evening shift set previously as an example. If it is necessary to arrange the shift for
a certain person in a certain period of time according to this rule, the person shall be selected first, and then the shift
shall be selected. You can drag the mouse to select a certain period of time and click “set to the selected cell”.

c)Setting a certain period of time as a fixed shift. You can drag the mouse to select a batch of records and fixed
shift and click "set to selected cell”.

(ps:Save the changes. Click the "save changes" button to save all the changes.

The monthly attendance sheet only records this person at the earliest and latest of the month. )
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8.Check the punching card record

You can view all the information related to attendance in attendance statements, process attendance, and
view the results of attendance. Any modification of attendance setting, such as modified personal shift, data
collection and attendance setting modification, must be re-processed to obtain the new attendance result after
modification. To obtain the attendance result, you just enter the date range and click the attendance processing
(viewing appendix for statements description).

7.1 Real-time monitoring and downloading verification records
A. Setting up the real-time uploading records

gement  Time Attendance Management  System Maintenance  Windows

Q Wizard @ Help
*

+ add £ Edit % Delete B L)
oL Access and Afien ~ om0 1o B
in N 8090
Dynamic Face Ter 12348678
Personnel Managemeni HESe ouri ty

Access Management “ Port(1024-5989) ¢ 9901 Set
ofoe reset after the settings have besn modified

Time Attendance
Management

O & B =

System Maintenance Moni tor TP: 192. 168.56.1 I

Set Cancel Monitor

Hote that for all checkout term‘u\als\

Check Online Basic Parancters | Metvork Faraneters. | Callback Pameters | Froperty Settings | Display Settings | Terninal Restart fnd Rese) 4 b

[B] Time Attendance & Access Management System - [Home] — X

Terminal Management  Personnel Management  Access Management  Time Attendance Management  System Maintenance  Windows

Access & Time Attendance Management System -
g Y Q Wizard @ Help

E Terminal Management %

a Personnel Management S

ﬂ Access Management >
®
®
®

Time Attendance 5
Management

Real time Noni tor Access Records Query

Q System Maintenance >
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[E] Time Attendance & Access Management System - [Realtime Menitor]

st | =] | Dset Tine | Bt |

Registration Logs

4 uslesd Tine Work I Fane £t i 5 Terminal  positien

detail info

Work 10
h Terninal Installation fres Hene
Enroll Ho.
Card Fo.
Date
Time
Event
Terminal Fo.
Positien
Door ID
joor Positien:
Teader Ho.

Reader Name

image
display

4 Fxeoution Time Exeoution Note Femarks

Excoution Operation

Check Online

B. Extracting verification records

[E] Time Attendance & Access Management System - [Home] X

Terminal Manager R —

Access & Time Attendance Management System .
Cabis Q Wizard (@ Help

Terminal Management

Personnel Management >

Access Management >

Time Attendance 5
Management Terninal Tnforsation UploadUser DataTo T DownloadRecordFroa
Setting Tarainal

O & B =

System Maintenance
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o Download Record From Terminal

. Schedule Df

Import Logs
Gather Data =

# Townload Logs From Udisk

B Exit

Check Online

® Download Few Logs

Download Historie Logs(Controller Does Not Support)

201803-E1 B |2019-03-28

8.1 Viewing the record

[ Time Attendance & Access Management System - [Home]

Terminal Management  Personnel Management  Access Management  Time Attendance Management

Access & Time Attendance Management System

E Terminal Management %

Personnel Management S

Access Management

Time Attendance 5
Management

L
i
¥
o

System Maintenance >

he currenttime: 20

System Maintenance

Windows

Realtime Noni tor Access Records Query

Q Wizard

® Help
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[E] Time Attendance & Access Management System - [Access Records Query] - x

Terminal Man, — el Management

terminal 10 ok ID | | ] nes s

date ranglPI90321 |+ D0:0000 ¢ —20190328 ¢ |2369:59  |v record status ALl | Epere) | Frinee)

wiml ]
-l
o
T
el
el
s
e
R
b
Rederwo |

Branch: Shenzhen BIO Technology Co.,Ltd -26-
Headquarter: Chongging Huifan Technology Co., Ltd


http://www.hfteco.com/

«Z> BECREHEERAS

HFSECURITY  cHONGQING HUIFAN TECHNOLOGY CO.. LTD
www.hfteco.com

9.System maintenance

System maintenance includes system parameter configuration, operator management, operation log

guery, database maintenance, data dictionary, setting parameters of cloud construction, password
modification and system exit button.

9.1 Database maintenance
A. The data backup

Data backup is to backup all the data in the database into a separate file, easy to copy to other
computers or storage devices. When an accident occurs, the data can be recovered from the backup file.

[ i Access M - x] x
T — A T— Winca

Bapartasy + 2Bk | MDudee | Systeen Pacarnetes Configure

FuLawre 5 Basehrdic

- E WS ewiny — Opesstor Management
s O1Sales Bapt Vork ID: LI=E Entry dutals=): Operation Log Cuery b e quary
- 020 et — — e
Dot | DS vwn e B i | o oicion Seing 7l NS s ted b PRepst Teegris: Haegeint g, PR
p Sales Depr DO Betey 00002 DO0000C00E Change Passwerd Lizcn  On the Job (m] m] m] a m] (] Dy ahife
Sales Doyt OOOOS Tracy 003 Exit Hizon  On ot Jeb m] m} m] [m] O m] Day shife
Sales Doyt 0OOCS Eaily 00005 0000000005 | femile ooig-1zga On the Jeb u] O (] u] ] (=] Duy shift
BaD Dagt 00001 Austin 00001 N gl [m] [m] (m] Ty whift
Operatica . D004 Tes 0004 Data intenance * ] O (] Day akife
Dats Bastors | Data Clear | Data Conprazs | Databaszs Initialize | 1 b
Backup dats is copy all dats into s single file to
prevent fron unevpeoted error comwrred vhile we we
operating  .we can restore data into other
seaputer or terminal sscording to backup Eile.
H
i
b 6
Egagw At sndanes san I
| L e
Wark 78; (0002 Hums
Esecll W - |DOO02 Card W0
Eatry date 18-12-2 Gander
m K Talaghane:
Employas ztatus: n the Job
Fatien: Firthiay:
M iss:
Titler [Ploass salect - Tob: [anas sl
Reawk:
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B. Data restoration
Data restore is to restore the data in the previous database backup file to the current data when the
current database is abnormal and cannot be used, so that the system can continue to work.

E Database Maintenance 4
Backup dat DataBestore Data Clear [ Data Compress [ Datahase Initialize | 4 B
Data restore is restore data from backup file into Reztore
current data when unexpected error ccowrred | it
can help swstem go on for working
L I
C. Data cleaning
E Database Maintenance e
Backup data [ Data Restor DataClear l- Data Compress [ Datahase Initialize | 4 B
Clear AEH12  old data _____d Clear 01d Data
L I
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D. Data compression
E Database Maintenance

*
Backup data [ Data Restore [ Data Clea}/v DataCompress l- Database Initialize | 4 B

data compress iz when data]l:uase uzed for . —
zometime , 1t will become bigger, after compress it

#1ll be =maller

E. Database initialization
E Database Maintenance

x

Backup data [ Data Restore [ Data Clear I Data Compress |]]ata]:a5elnitialize a4 b

Tatabase initialization 15 to revert to the initial

state of the current databasze, the swstem inside Initialize
data will he cleare-i. back up the -:].ata]:-ase, claoze

the other pages, and prudent use this funciton
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F. Database type

E Database Maintenance

_]- Data Restore [ Data Clear I Data Compress I Databaze Initializ

® hoeess Standalone Device Tatabase

Microsoft SHL Server

when usze databaze of Microsoeft SQL Server 1t need
install SQL Server database firstly and then
commect zever and creat database, all client should

cornect this databaze and meanwhile all data will
cave Into server

Databasze Type

(Ps: the default of database type is Access stand-alone database)
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Appendix

1. Shift setting corresponding parameter value description

Parameter Instructions
Shift number Used for displaying in the report, do not set it too long, 2-3 characters is appropriate
Shift abbreviation For scheduling, it is best to choose one or two representative letters

The number of time quantum

It means that the shift has several attendance time and closing time, and the lunch break is

divided into two classes even without swiping the card.

Attendance time

Normal office hours

Closing time

Regular closing time

Counting hours

Used to summarize the number of hours of attendance statistics

Counting days

Used to summarize the number of days of attendance statistics

Must signing in for work

If the option is yes,no signing in for work will be identified as absenteeism, otherwise no

signing in will be counted as normal

Must signing in after work

If the option is yes, no signing in after work will be identified as absenteeism, otherwise no

signing in will be counted as normal

Delaying office hours is late

If the option is yes, according to the attendance system, delaying office hours will be

considered as beyond the time allowed for lateness and counted as late.

Leaving early counts as

leaving early

If the option is yes, according to the attendance system, leaving early will be considered as

not available for off-hours and counted as leaving early .

Counting absence

If the option is yes, not clocking in or late arrival and early departure reach the time set by

the attendance system, it will be considered as absenteeism

start times of limiting signing in

If the option is yes, you can set the start time of clocking in . The clocking in is invalid before

the start time

Finishing time of limiting

signing in

If the option is yes, you can set the end time of clocking in. After the end time, the clocking

in is invalid

2. Theinstructions of corresponding parameter value of the attendance system

Parameter

Instructions

Arriving early for work

Used to set whether it is overtime when clocking in before working time

Stay late after work

It is used to set whether it is overtime when clocking in after work time

Whether the overtime work
before and after work needs

manual registration

Choosing to need, working overtime at ordinary times must register and the part that
swiping card coincidence just can calculate overwork, otherwise it is only according to the

swiping card time to calculate overtime.

Whether need to require manual

registration

Choosing need, the overlapping time of signing in and swiping card are only counted as

overtime, otherwise it is only according to the swiping card time to calculate overtime.

Counting from how many

minutes is late

How many minutes later than the work time will be counted as late, for example, if the
value is set to 10, and the time of beginning to work is 8:30, then 8:40 to work is not late,

8:41 will be counted as late.

Counting from how many

minutes is leave early

How many minutes before the end of the work will be counted as leaving early, if the value

is set to 10, and the time end of work is 17:30 , then clocking out at 17: 20 is not leaving
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early, clocking out at 17: 19 will be considered as leaving early.

Counting from how many | How many minutes later than the work time will be counted as absenteeism, for example,
minutes is absenteeism if the value is set to 30, and the time of begining to work is 8:30, then 9:00 to work is not

absenteeism, 9:01 will be counted as absenteeism.

Late arrival and early departure | If option is yes, the time for late arrival and early departure will also be counted as
time will not be deducted from | attendance time

attendance time

Time for a business trip If selecting time for a business trip will also be counted as attendance, it will be counted

as attendance

Out of time If selecting the out of time will also be counted as attendance, it will be counted as

attendance

The number of swiping card per | If O is selected, every time of swiping card will participate in the statistical attendance;
minute is only the first time of | otherwise, only the first time of the specified time is counted

swiping effectively in how many

minutes

3. Description of each attendance statement

Parameter Instructions

Personal attendance setting | Used to view personal default shift and default vacation, and this information are set in the

sheet personnel management

working schedule Used to generate a scheduling table or to schedule

Registration form for leave | Itis used for querying registration, and it can also add, modify and delete registration.

and overtime

Attendance record sheet It can be used to view the attendance, including collection and retroactive records, and it can

also add delete and modify registration

Daily attendance schedule It can be used to view everyone’s attendance record of everyday after attendance

processing. This includes data from each person's entry to their departure.

Monthly attendance statistics The attendance statistics of each person in the selected time period

List of abnormal attendance Used to query the attendance results for each processing period

Monthly attendance list According to one record for per person of per month to show the record of swiping the card,
when "whether to show only the earliest and latest access record" is set in "system

parameter setting”, only the first and last record will be shown every day.

Symbolic statement The result of attendance shall be displayed according to one record for per person of per

month, and it will be displayed as abbreviation everyday which is set in the project setting

office of attendance results.
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